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REQUEST FOR RECORdS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

LEAVE BLANK 

JOB NO 

TO GENERAL SERVICES ADMINISTRATION, CJ").-9 t/-> 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGfON, DC 20403 DATE RECEIVED d-/l- FJ L./ 

1 FROM (AGENCY OR ESTA8LISHMENT) ~ ,r 7--
Qff j ce of Cbi l d S11pport Fnfarcemen:t___ ________ -i NoT1F1cAT10N To AGENCY 

2 MAJOR SUBDIVISION 
In ,icLord~nce with the provisions of 44 USC 3303a the disposal re 

Program Opera ti ans Di vision Quest, 1nclud1ng ~mendments IS approved except for items that may 
3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" 1n column 10 

4 NAME OF PERSON WITH WHOM TO CONFER EXT 

-Gerrie Rodrigu 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

/)at,· 

I hereby certify that I am authorized to act for this agency m matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of /6 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods spec1f1ed 

D A Request for immediate disposal. 

fil B Request for disposal after a specified period of time or request for permanent 
retention. 

C DATE 

3/ 8/84 

7 
ITEM NO 

D StG'N. RE OF AG~TATIVE E TITLE 

Or. Gear Deal Depar ment Records Management Officer 
8 DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

Records Disposition Schedule for the PROGRAM OPERATIONS 

I 

DIVISION 
*Office of the Director 
*Program Support Branch 
*National Reference Center 
*Management Analysis Branch 
*Special Iritiatives Branch 

9 
SAMPLE OR 

JOB NO 

10 
ACTION TAKEN 

e) 

STANDARD FORM 115 
Revised Apr,I, 1975 
Prescribed by General Services 

Adm1n,strat1on 
FPMR (41 CFR) 101-11 4 



PROGRAM OPERATIONS DIVISION 

Provides information and guidance to States and Regional Offices on program 

operations and management; coordinates and conducts programmatic and 

management reviews of States; provides technical guidance to States and 

Regional offices on program operations; provides a variety of management 

consulting services to State Child Support Enforcement agencies; develops 

and publishes a variety of information and guides on effective program and 

management techniques; operates an information exchange service responding 

to State requests for service; directs contracts providing training and 

technical assistance in support of child support enforcement activities; 

coordinates the collection, analysis, and maintenance of information on 

operational aspects of the child support enforcement program nationwide. 



Item No. 

1. 

2. 

I. GENERAL PROGRAM ADMINISTRATIVE RECORDS 

A. Administrative Files 

B. 

Description 
Program Operations 

Files created by most"~~ ic, aAs ?laoR~R9 Division components in 

the performance of their assigned functions: 

1. Official file copies of outgoing correspondence relating 

to office functions; 

2. Comments on draft reports, studies, and proposals 

prepared by other offices; 

3. Comments on proposed legislation; and 

4. Program and management reports, such as overtime and 

staffing reports, workload and production reports, 

highlights, activity reports, and other reports prepared 

to submit narrative or statistical rlata to management 

offices. 

NOTE: Excluded are reports specifically identified elsewhere 
in this schedule. 

,Qe3trey 2 years afteP tRe &hse ef the ealender yeer in .~hid, 

~ sate~. ~OTEi Cecu~eRts iR tRe file tRat require additional 

t~e aetieA 8P fJP8jeet is @8fflfJl@6@&. Destroy when 2 years old or 
when action or project is completed, whichever is later. 

Correspondence Control Logs 

Description 

Correspondence control logs reflecting the assignment and 

disposition of incoming controlled correspondence. 



3. 

4. 

( 

~Pep0s@~ Disposition 

Close out at the end of the calendar year and destroy at yeara· 

~M@P@afte~ with related correspondence. 

C. Working Files 

Description 

Nonessential working papers retained for reference purposes hy 

staff members. Included are extra copies of official file 

material, supporting or background papers used in developing 

official files hut not needed as part of the official file, 

studies or similar material not acted upon, papers used as 

administrative aids and papers that do not serve as a basis for 

official action. 

Prgpoaca Disposition 
when old 

Destroy .4E:t:w:F 2 years/or when no longer needed for reference, 

whichever is earlier. 

D. Action Transmittals 

Description 

Formal issuances containing OCSE instructions to the States. 

These transmittals require State actions on program matters. 

Records are maintained in numbered series by year. They may 

address any program topic. The action transmittals include the 

subject, regulation references, program applicability with any 

attachments, related issuances, effective date, and action required. 

The official record set is maintained by the Reference Center, 

Program Operations Division. 



s: 

6. 

PPepe&@s. u 1 spos it ion 

Duplicate Copies 
when eJ rle_t/, 

Destroy 2 yean. aft@P•terminat~or superse~1ePN 

E. Information Memoranda 

Description 

Copies of formal issuances transmitting administrative and 

program instructional information to States. These informational 

transmittals may cover any administrative or program topic and 

do not require state action. Records are maintained in 

numbered series by year. The official record set is maintained 

by the Reference Center, Program Operations Division • 

._Qpepesed, Disposition 

Duplicate Copies 
lv6e.,, e,,/ ,,,J,.J 

Destroy 2 yeari; ift@ll'T termi nat~ or superse~ 

II. Program Files 

A. Program Audit Closure Files 

Description 

The Supplemental Appropriation Act {PL 96-304) of 1980 and the 

Office of Management and Budget {0MB) Circular No. A-50 require 

executive agencies to resolve audit findings within 6 months of 

the issuance of a final report. The Program Support Branch, until 

1982, was responsible for performing all program audit closure 

activities. In 1982, Program Audit Closure responsibilities were 

transferred to the OCSE Regional Offices. Files contain 

documentation for actions taken to resolve program audits, 

including actions taken in preliminary and draft stages; follow-up 

contacts with the auditee; decisions on each recommendation and 



7. 

· basis fo, the decisions. Included are: exit conference 

correspondence and reports; State and Regional comments; 

follow-up correspondence and reports; audit clearance documents 

reflecting all action taken and provides the status of all 

recommendations; and other related materials. 

P1op0Jcd Disposition 

/. All records relating to Program Audit Closure activities, 

prior to 1983, are stored in the OCSE Records Holding Area. 

/. Transfer to FRC 6 years after audit closure. QeJtrey l& 

.;,i@aP6 t.hu@nrftc,' DESTRO¥ WHEN /6 ~RS O~Q 

B. Program Review Files 

Description 

Files consisting of records accumulated by the Program Support 

Branch staff in reviewing State and'local Child Support 

Enforcement agency program operations. Includediare reports of 

visits, State IV-D agency submitted data, statistical reports, 

workpapers, final reports, related incoming.and outgoing 

correspondence and other relevant material. 

Pre~ooo& Disposition 

1. Final Reports 

a. Official Record Copy 

Permanent. Transfer to FRC when 6 years old. Offer to 
when 20 years old in 5 year blocks. 

the National Archive~ yea rs tl:le reaf'l!e:r ., 

b. Other Copies 

Destroy when no longer needed for reference purposes. 

2. State IV-D Agency Submitted Data 

Transfer to the National Reference Center when no longer 

needed for PSB reference purposes. As a result, Reference 



8. 

Center will include these records in their STATE FILES. 

{For further disposition instructions, see Reference 

Center's STATE FILES records description). 

3. Other Records 

Transfer to FRC when 6 years old.~P ·n1heA AO JongQr AQQQ@d 

-:Y Qi pi; th Q PQ i f1; e p ' DESntor WHffl .1.i..... ~- OUJ 

C. Task Force Files 

Description 

Documents created and accumulated by POD task force members in 

developing, implementing, evaluating and/or improving OCSE 

program structures. Files may contain copies of final reports, 

correspondence, clearance comments, State IV-D agency submitted 

data, questionnaires, drafts, contract information (if performed 

by a contractor) and other related material. 

,Rrgpoi;eg Disposition 

1. Final Reports iRg/QP ~CJt1Hin~ ~ubHsaeiens.. PERMANENT, T,1msftr to l'llC 
,When_£_years old. Offer 

a. Official Record Copy .kl NAJtA wh~ycar• •~ 
l'fl S- >'ed,,,. b/oe, 1,-~ 

Pe, rne11el"it. TPaMf@P h 01@ Nati enal Ref@P@Ae@ Se11tc1 • 

6c11tc1 .. ill ;,,eltit!c tl"lcJc l"ecel"EIJ eJ JM,t of bl,ci, 

su~aECT FILES. (Fo, ft:11 bl"lcr, ElispeJitiel'I iflJtPuetieM 

sec Rcrfcrcnee Ccnter 1 J SUBdECT FILES , ceo, ds dEsc, iptiu11) 

b. Other Copies 

Destroy when no longer needed for reference purposes. 

2. State IV-O Agency Submitted Data 

Transfer to the National Reference Center when no longer 



Cf. 

needed as part of Task Force Files. As a result, Reference 

Center will include these records in their STATE FILES. (For 

further disposition instructions, see Reference Center's STATE 

FILES records description). 

3. Contract Information (if services were performed by a 

contractor) 

Follow disposition instructions for Project Officer Contract 

Files, see D below. 

4. Other Records 

Destroy when 6 years old or when no longer needed for 

reference purposes, whichever is later. 

D. Project Officer Contract Files 

Description 

Working copies of contracts and associated background 

documentation for the procurement of nonpersonal services 

related to the Child Support Program. Documents in the 

files include requests for proposal, technical evaluations, 

cost reports, contractor reports, progress reports, 

evaluations, studies of various CSE programs and other 

relevant material • 

.P-rtpO!leet Disposition 

1. Final Reports_,Puelieati9Rli... and/or Studies 

a. Official Record Copies 

PEl<-~;ANf::NT. Tr 0 n<f("r to FJlC 
~ h("'1_5"':... ye.rs o!.:f. o· f~r 

to NAR. '"" '1en ~0 yean. old, 
,.,, S" )'c.d.,,,, b/oc.frs. 

PePmaR@Rt. TPaR3ieP te t~e ~atienal RefePenee» 

etispesitisn in&tPuetien&, s@e RefeP@nGo Cent@P 1 & 



JO. 

SUBJECT FILES records description). 

b. Other Copies 

Destroy when no longer needed for reference purposes. 

2. Other Records 

~@ts;n feP 6 years after contract expiration date. Transfer 

to FRCZs@strey l Q ygui; U~greaft@ra. DPSTROY WlttNL2.._YIAatOU> 

NOTE: Records may be retained longer if similar or related 

work is performed under a succeeding contract and records are 

needed for reference purposes. 

E. Program Support Branch (PSB) Resource Files 

Description 

Resource files containing documents created and/or accumulated by 

PSB staff in performing assigned responsibilities not covered in 

previous record descriptions (A thru D above). Included are: 

l. case review and interview guidelines that can be used as 

models for future OCSE studies; 

2. OCSE Regional Office material received as a courtesy copy; 

3. State and local IV-D submitted data; 

4. PSB generated material - including final drafts and 

workpapers; and 

5. material received from other OCSE components as a courtesy 

copy. 

PPepo&e!f-Disposition 

l. Case Review and Interview Guidelines, State and Local IV-D 

Submitted Data 

Transfer to the National Reference Center when no longer 

needed as part of PSB files. As a result, Reference Center 



I/. 

will include these records in their STATE or SUBJECT FILES. 

(For further disposition instructions, see Reference Center's 

STATE and SUBJECT FILES record descriptions.) 

2. PSB Generated Material 

Destroy when 6 years old or when no longer needed for 

reference purposes, whichever is later. 

3. Other Records 

Destroy when no longer needed for reference purposes. 

F. Information Memoranda 

Description 

Official record copies of formal issuances transmitting 

administrative and program instructional information to States. 

These informational transmittals may cover any administrative or 

program topic and do not require state action. The official 

record set is maintained by the Reference Center, Program 

Operations Division. 

~,opac0rlrnisposition 

l. Official Record Copies 

..e~reti ofls. Qffer to tl1e Plet~Ml- .1\1 cl,; oc3 l Q_ yea,ps 

~"1c rcefi:t!@r. 

2. Other Copies 

FEa MANENT. T,ansfe, te FllC 
whN_£_year1 old. hffer 

to JolAJ\A when 2-0vears •14, 
I-., t; )'CIY IJ/oc.f_s, 

Destroy when superseded, obsolete, or no longer needed for 

reference purposes, whichever is earlier. 

G. Action Transmittals 

Description 

Formal issuances containing OCSE instructions to the States. 

These transmittals require State actions on program matters. 



/3, 

Records are maintained in numbered series by year. They may 

address any program topic. The action transmittals include the 

subject, regulation references, program applicability with 

attachments, related issuances, effective date, and action 

required. The official record set is maintained by the 

Reference Center, Program Operations Division • 

.P.POJffisMI-Oisposition 

l. Official Record Copies 

-PerAlanon:t;, TPBMfeP 1!e nu; tlhir oo J aogec needed in 

swPren:t; e~oratioo, OH@r 1!e ~taie PlB:t;i onal hsA-~ lfA'ir 

~ 9 Ii! ifi PE&MANENT. TF'9n!fer • Fle yea, 3 1! @P@O LEI ♦ ~ 
•hen__i,l__yeari; el.i. Offer 

2. Other Copies 1• N.AftA when ;a.oY~Uli eld 
- '~ $" )'c~ r bloc. tr,. ':I 

Destroy when superseded, obsolete, or no longer needed 

for reference purposes, whichever is earlier. 

H. Reference Center 1 s Publication Files 

l. Office of Child Support Enforcement (OCSE) Publications 

Description 

OCSE publications providing coverage of program and technical 

information. Documents in the publication files may include 

drafts, proofs, OCSE component 1 s comments and input, clearance 

comments, and other related background material. OCSE 

publications consist of the following: Abstracts of Child 

Support Techniques, Child Support Report (monthly newsletter), 

Techniques for Effective Management of Program Operations 

(TEMPO 1 s), OCSE Annual Report to Congress, Child Support 

Statistics, Semi-annual Report, and the Information Sharing 

Index. 



/'1, 

Piaepo5@et-'Disposition 

(aJY. Official Record Copies 

Permanent. Maintain record copy of each publication. 

Close out file at the end of 5 years. Transfer to the 

FRC 5 years after close-out and offer to the National 

Archives when H)years old~ /'1 S" )'~tlr h/oe./r5, 

{Ir)/. Other C?pi es 

Destroy when superseded, obsolete, or no longer needed 

for reference purposes, whichever is later. 

@.V. Background Material 

Destroy l year after publication is issued. 

2. Child Support Program Related Publications (Generated 

Outside OCSE) 

Description 

The National Child Support Enforcement Reference Center 

maintains materials developed and published outside OCSE, 

but pertinent to the Child Support Program. 

Prepes@~ •Disposition 

Destroy when superseded, obsolete, or no longer needed for 

reference purposes, whichever is later. 

I. Reference Center's State Files 

Description 

Resource and background material relating to State and local IV-D 

agency program operations. Files may include materials such as 

publications, reports, studies, memoranda, automated system(s) 

guidelines, press releases, related correspondence and other 

relevant material. These files provide historical documentation 



of State Child Support Program activities and serve as a source 

of valuable reference material. 

ProposaQo-Disposition 

-9c::aarrnnh Review files annually. Tra:,~feP rosoFes fie lofl~e,=.. 

-A,.,eRi ,,es 5 yaart tbareaftar , 

J. Reference Center's Subject Files 

Description 

Transfer tg F~ C' w,ien 

_£_year, ohl. DEST.llOY 
ltheo~Iears old. 

Subject files maintained by the National Child Support Enforcement 

Reference Center containing resource and background material on a 

variety of CSE program related topics. Resource files may contain 

materials such as publications, reference materials, studies, 

draft instructional material, correspondence, copies of final 

regulations or instructions, Regional and State submitted data 

and memoranda, and other related records. These files cover 

topics such as case monitoring and evaluation; cooperative 

agreements; formulas to determine obligations; child snatching; 

establishing paternity; case prioritization; State and local 

counsels; collections through courts and other CSE program 

related topics. These files provide the basis for establishing 

historical records and may serve as precedent for future CSE 

program operation activities • 

..P:opesoe Disposition 

..P~ffl!!l'le::t, Review files annually. 'f:!!,:sfe, reeorei; AO lor;igoP= 

..AOO~e~ iR CUflflCflt 013ora:t;ioR& :t;o tl'lt! FR6. 8Ffe: to ti,(! Ple-t:io::al 

..Arel, i OE! S :, t!aPs tboraiftoFr- Traa~rer ,. Fl'C when 

-.£.yeaPS ~II. DEST.eY 

•'Aes~,~~ 



/6. 

17. 

K. Management Study Files 

Description 

Files created from management studies conducted by the 

Management Analysis Branch for the purpose of 

providing IV-D administrators with objective evaluations of 

program management and operations. In general, these studies 

concentrate on the following areas: organizational issues, 

staffing and resource allocation, administrative processes and 

procedures, management practices, and productivity evaluation. 

These files are arranged by locality and include the following 

documents: final reports, organization floor plans, workflow 

charts, working papers and correspondence. 

~ 1'pose~ Disposition 

l. Management Studies. lilePlcfl QH ~Ra.Ft&, enel Qrg!ini i!Bt; on Vl O0,p 

(a.)/. Record Copies 

Duplicate Copies 

Destroy 5 calendar years after issuance. 

2. Working Papers and Correspondence 

Destroy 5 years after final report is issued. Do not 

transfer to FRC. 

L. Management Information Background Files 

Description 

These files consist of records accumulated by the Management 



I 8, 

/Cf, 

Analysis Branch staff in the preparation, development and 

issuance of management studies and reports. Included 

are state plan material, copies of procedure manuals, 

previous studies and audits, notes from interviews and other 

background data. Files are maintained for reference purposes and 

arranged by locality. 

~Poeos@o Disposition 

Review files annually and destroy material which does not have 

continuing relevance. 

M. Training Materials Master Files 

Description 

Master files of materials developed for and used in various 

training sessions conducted the by Management Analysis Branch 

staff. Included are handouts, charts, graphs, transparencies, 

and similar materials. 

~PoeQ,id Disposition 

Destroy 5 years after the material is superseded or when the 

training is discontinued, whichever is earlier. 

N. Training Course Evaluation Files 

Description 

Training evaluation forms completed by course participants and 

summaries of data extracted therefrom. The files are used in 

analyzing the effectiveness of a given course, in determining its 

suitability for state/local IV-D employees, and in developing or 

revising training materials. 



Proposed Disposition 

(!)Destroy evaluation forms 1 year after summaries have been 
(2) 

prepared. Destroy 
wlu.,, c1!,I. 

summaries~ 3 yearslt(fjff summaries 
... ,.... .~ J 

prepared, destroy the evaluation forms ifiQP 3 yearslt'lt:1'/1 

are not 


