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HHS/OSIPSC Records 

TEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CIT A' ' ON 
N . 

Chapter 1100: Records Common to Most Offices 

Records Common to Most Offices 
USE FOR ALL PSC OFFICES UNLESS RECORDS ARE 
SCHEDULED UNDER ANOTHER GRS OR OS SCHEDU E 

1100-01. C mmittee and Conference Files 

Recoi s relating to establishment, organization, 
member; lip, and policy of internal committees. 
Records do -umenting the actual working of specif c 
national or re...: onal OS conferences and commi ..ees. 
Included are age Ida, minutes, and reports hig lighting 
the significant con -lusions, recommendatio s, opinions, 
and action items whi . 1 result from the co ierences and 

HHS/OS Handbook 
Item 201.15b 
NARA Job No. 
NCI235-80-1 
(existing OS schedule) 
(Old Schedule) 

committees. 

Disposition: See Job Cita.'on for isposition Authority GRS-16 
Item 8 a thru c 
(New Schedule) 

1100-02. Corres rondence and For .s Files GRS-1 

PSC- 82 Form Cleara ce of Em rlo ee: for 
Item 17 

Se raration ~ or Trans er 
-

This form is used uy employees to obtain clear. Ice 
for the followii 6: debt owed by employee to the 
Government, .quipment to perform work off sight, 
credit card, used, ID badges, Federal Records remov d 
from all -ystems etc. Every employee who departs fror. 
the Fe ,,ral Government or who transfers to another area 
wit1 '.1 PSC or to another Government agency must comple. 
thi form and obtain clearance and signatures before their 
'_paration. Also see GAM 1-90-30A.3a for employees 
separating from the Department for nonpayment of indebtedness 
and employees transferring within HHS or to another 
Federal Agency. See GAM 1-90-30A.3b and 3c for required 
procedures. NOTE: Formerly Form HHS-419 (Clearance 
of Personnel for Separation or Transfer) 

Disposition: See Job Citation for Disposition Authority 

1
 



ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATI ." 
NO 

100-03. Interagency AgreementslMemorandum NEW ITEM 
of Understanding 

Interagency Agreements and Memorandum of Understanding 
Records include documenting administrative and financial 
records for work to be done, time frames, costs or other 
remuneration. Records documenting details of the 

ersonnel and equipment. Subsequent amendments, 
c mments, approvals and other related corresponde .ce 
i. e. Final Agreements/ Memorandum ofUnders .nding. 
NO"I -: For Federal Occupational Health Serv'ce offices 
these r~ ·ords also include medical, clinical, t.chnical, and 
behavior _ocumentation. 

Disposition: Destroy 6 years and 3 I onths after 
termination of tr, final Interagency , .greement/Memorandum 
of Understanding. -.rOTE: Destro records via shredding. 

1100-04. Office Administrative FI e· GRS-23 
Item 1 

Records accumulated by indivi ual offices that relate to 
the internal administr: .ion or ho_ ·ekeeping activities of 
the office rather th: the functions or which the office 
exists. In general .nese records relate to the office 
organization, st- .fing, procedures, and ·ommunications, 
including facs' mile machine logs; the exp nditure of 
funds, inclu .mg budget records; day-to-day ..dmini strati on 
of office • .rsonnel including training and trav _ ; supplies 
and offi e services and equipment requests and r ceipts; 
and th use of office space and utilities. They may· .lso include 
copi s of internal activity and workload reports (inch .ing work 
pr gress, statistical, and narrative reports prepared in tl, office and 
f rwarded to higher levels) and other materials that do nc 
serve as unique documentation of the programs of the offic _. 

Disposition: Destroy when 2 years old.
 

NOTE: This schedule is not applicable to the record
 
copies or organizational charts, functional statements,
 
and related records that document the essential organization,
 
staffing, and procedures of the office, which must be scheduled
 
prior to disposition by submitting a Standard Form (SF) 115
 
to the National Archives and Records Administration (NARA).]
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION	 JOB CITATION 
NO. 

100-05. 

1100-06.
 

Propshop One-Stop Shop Files 

Propshop is a web-base software used by 
customers to electronically request Personal 
Property Management Branch (PPMB) related services. 
The system maintains a perpetual record of orders 
for the following systems: 

WIMS is an automated inventory management 
~_stem that maintains an item-specific lifetime 
rec rd of materials stored in, or somehow passi .g 
throu h the warehouse. Most WIMS entries r.re 

done el ctronically using radio-frequency quipped 
scanning evices which generate no pap record. AL 

perpetual lc of actions in WIMS is m: .intained in an 
on-site PPML managed computer se ver. 

PRICES is an am mated systen that maintains all 
customer invoice rec rds. 

PRISM is an automated. ocurement database
 
that maintains an electro ilL record of procurement
 
instruments affecting Pr'MB unctional areas of
 
responsibility.
 

VWare is an aut mated system thai naintains an 
electronic recor _of operations, and is, .es receipts within 
the Product D'stribution line. It also int; faces with WIMS 
for record k eping purposes. 

Dis jositior . See Job Citation for Disposition At, hority. 

Su .erv'sors' Personnel Files and Du Jlieate OPF 
Doeu aentation 

a.	 Supervisors' Personnel Files 
Correspondence, forms and other records relating 
to positions, authorizations pending actions, position 
descriptions, requests for personnel action, and records 
on individual employees duplicated in or not appropriate 
for the OPF. 

NEW!' '~M
 

GRS-3 
Items 8 & 9 

GRS-8 
Item 2 

GRS-3 

GRS-3 
Items 8 & 9 

GRS-l 

Item 18 a 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 

NO. 

Disposition: Review annually and destroy superseded 
or obsolete documents, or destroy file relating to an employee 
within 1 year after separation or transfer. 

licate Documentation Item 18 b 
r copies of documents duplicated in OPFs not provided 

where in the General Records Schedule (GRS). 

Destroy when 6 months old. 

1100.07 GRS-16 
Item 14 a thru f 

Records created in ac ance with procedures mandated by 
OMB Circular A-123, gement Accountability and Control 
Systems, and Pub.L. 97-2 ' e Federal Managers, Financial 
Integrity Act. Under these au ities, agencies are required to 
perform evaluations of their ac ting and administrative 
controls to prevent waste, fraud, ismanagement. Files 
include: copies of Policy, procedure, " guidance files of 

" internal directives maintained by agen ' .internal control 
staff (but not those copies maintained in ' agency's official 
file of internal directives); external directiv . ,!ch as OMB 
Circular A-123; and other related corresponde . Management 
control plans; Risk analyses; Annual reports an 
statements created by organizational components b w the agency 
(department or independent agency) level and compi . '"y the agency 
into a single unified report for direct submission to the!t; ..dent or 
Congress. [See note after item 14d.] Also includes Track! - nd Review 
files: [See note after item 14 f (2).] '~, ' 

Disposition: See Job Citation for Disposition Authority. 

1100-08. Correspondence and Form Files 

Operating personnel office records relating to individual 
employees not maintained in OPFs and not provided for 
elsewhere in this schedule. 

a. Correspondence	 and forms relating to pending personnel actions. 

Disposition: Destroy when actions are completed. 

b. Retention registers and related records.	 Item 17 b 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

Registers and related records used to effect
 
reduction-in-force actions.
 . ,sition: Destroy when 2 years old . 

~ .-:.,	 ,(2) .sters from which no reduction-in-force actions	 Item 17 b 
'''~ . '-.' een taken and related records. 

DiSPosition.,estroy when superseded or obsolete. 

c.	 All other corre ndence and forms Item 17 c 

Disposition:	 Destro 

~ 
Electronic Mail (. ail) Records and Word Processing System Copies 
USE FOR ALL PS ". FFICES EXCLUDING RECORDS 
SCHEDULED UND NOTHER GRS OR OS AGENCY 

SCHEDULE ". ,. 
1100.09.	 E-Mail Records and Word cessin GRS-20 

Electronic copies of records tha e created on electronic and 
mail and word processing systems d used solely to GRS-23 
generate a recordkeeping copy of th ". cords covered by Item 10 
other items in this schedule. Also incl s electronic 
copies of records created on electronic m and word 
processing systems that are maintained for 
or dissemination. 

a.	 Copies that have no further administrative va 
recordkeeping copy is made. Includes copies m .. tained 
by individuals in personal files, personal electroni 
directories, or other personal directories on hard dis 
network drives, and copies on shared network drives t 
are used only to produce the recordkeeping copy. 

Disposition: Destroy/delete within 180 days after the 
recordkeeping copy has been produced. 

b.	 Copies used for dissemination, revision, or updating 
that are maintained in addition to the recordkeeping copy. 

Disposition: Destroy/delete when dissemination, revision, or updating 
is complete. 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO. 

1100-10. Office Services and Supplies: 

These documents relate to ordinary supplies and 
uipment used by an office; office space and 

til 'ties, communications, transportation, custodial 
labc "or other service required by an office; and to 
the ge ,'~al maintenance of an office. These records 
include, ·'u,tare not limited to: 

, \ 

a. Request 'ld receipts for supplies and equipment, 
requests for d. .' osal of equipment, and similar papers 
pertaining to rot. 'ne office supply and equipment matters.

\~~ 
'~ , 

Disposition: Destr~_; when 2 years old or earlier ifno longer 
needed for day-to-day '~§rations . 

.'\\~ 

b. Request for installati';;~ ,~telephones and telephone 
extensions, requests for chai ..~ to telephone directories 
and systems, and similar matt ~~,'\

.' \
\\ 

Disposition: Destroy when 2 year', Id or earlier if no 
longer needed for day-to-day operati 

, \
\\ 

c. Documents related to building facilii ~\~uch as floor 
plans, office relocations plans, space survc ) " requests and 
replies for changes in assignment of office s~ ~,e, and 
related correspondence. 

Disposition: Destroy when no longer needed for 
purposes, or when the activity is completed. 

d. Drawings, charts, assignment schedules, requests, an " 
logs pertaining to requests for and assignment of parking 
spaces in government operated parking areas. 

Disposition: Destroy when no longer needed for reference. 

JOB CITATION 

PHS/OASH Handbook 
Appendix B-300 
Item 14 a thru c 
NARAJobNo. 
NI514-92-1 
(existing OASH schedule-
use same disposition 
for OSIPSC) 

Item 14 a 

Item 14 b 

Item 14 c 

Item 14 d 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO. 

Chapter 1101: Office of the Director, PSC 

1101-01.	 PSC Director and Service Directors. 

TH e files consist of correspondence between 
Me rs of Congress, the White House, and PSC. 
Includ ~re incoming correspondence assigned 
and distn ted to the OPDIV's and StaffDIV's 
memorand s of information and suggestions 
for possible u in preparing a reply with supporting 
documentation, al reply with staff clearance obtained, 
along with any 0 supporting materials. The office of 
record is the respon '- g office. These records are filed 

't 
separately by each of ~ as those of permanent value and 
those of temporary valu " ecords should be deemed to 
have permanent value if t11' pertain to OS or PSC policies, 
programs, or procedures; rel ,to substantive issues about 
OS or PSC organization, meth ~ or funding; or in any other 
way document s~gnificant interac 'Q~ between PSC and the 
Congress or White House. Records nay be deemed to be 
temporary only if they pertain to rout " "~requests for information, 
publications, or constituent services. \\ 

~ 
(1) Disposition:	 Office of Record - Those cords of permanent 

value: Cut off annually. Transfer to FRC~ en 4 years old 
or when no longer needed for day-to-day op tions, whichever 
is sooner. Transfer to National Archives when years old. 

(2) Disposition:	 Office of Record - Those records of 
value: Cut off annually. Transfer to FRC when 2 ye 
and destroy when 7 years old, unless needed for a long 
period due to incumbent's continuance in office. 

(3) Disposition:	 All other offices - Destroy when 2 years old, 
or earlier if no longer needed for day-to-day operations. 

JOB CITATION
 

PHS/OASH Handbook 
Appendix B-300 
Item 7 aNARA 
Job No.N1.514-92-1 
(existing OASH schedule-
use same disposition for 
OSIPSC) 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

Administrative Correspondence Files	 HHS/OS Handbook 
Item 100-02 B 

Files relate to administrative support activities, NARANo 
internal management functions, and other subjects NCI-235-80-1 
or which the primary program responsibility is (existing OS schedule-

ewhere. use same disposition 
for OS/PSC) 

.on: Cut off at the close of the FY. Hold 
transfer to WNRC. Destroy after 8 years. 

1101-03.	 GRS-23 
Item 8 

Paper and electro : logs, registers, electronic tracking 
systems, and other ords used to control or document the 
status of corresponde ,reports, or other records that are 
authorized for destructi y the GRS or a 
NARA-approved SF-II5. '", 

Disposition: PaperlElectrom', estroy/delete when
 
2 years old, or 2 years after the' ofthe latest entry,
 

whichever is applicable.
 

1101-04. Schedules of Daily Activities	 GRS-23 
Item 5 

Calendars, appointment books, schedules, logs-~ 
diari~s, and other records docum~ntin~ ~eeting~
 
appomtments, telephone calls, tnps, visits and othe ~
 
activities by Federal employees while serving in an ~"\
 
official capacity, EXCLUDING materials determined 'l\,
 
to be personal. "~
 

~,~ " 
(a) Office of the Director, PSC	 

" 

\~" 
'.Disposition: 1. Paper: Cut-off annually and place in an 

\'


inactive file, transfer to FRC when official leaves the 
~~~1 

'\
 
PSC or when 3 years old whichever is sooner. Destroy '-"', ..,
 
when 7 years old. ''\
 

Disposition: 2. Electronic: Copies of records that are
 
created on electronic mail and word processing systems
 
are to be deleted after the recordkeeping copy is printed
 
or when official leaves PSC whichever is later.
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

=..;;;;;;..a;;..;;=='W:,. Destroy/delete when 3 years old or when 
for convenience or reference. 

(c) Records doc ~, ting routine activities containing 
no substantive info~ '. n and records containing substantive 
information, the substan'" f which has been incorporated 

Vinto organized files. \\ 

Disposition: 
convenience 

Destroy or delet~' 
or reference. 

en no longer needed for 
~'~ 

1101-0S. Information 
Records 

Technolo 0 )e~ GRS-24 

IT Asset and Confi 
-,, 

Item 3 

Records created and retained for asset manageme , , 
performance and capacity management, system man 
configuration and change management, and planning, w-up, 
and impact assessment of operational networks and syste "., 

~ 

Item 3 b (1) 

(2) Records of routine IT maintenance on the network infrastructure
 
documenting preventative, corrective, adaptive and perfective
 
(enhancement) maintenance actions, including requests for service,
 
work order, service histories, and related records.
 

Disposition: Destroy/delete when 3 years old or 1 year after
 
termination of system, whichever is sooner.
 

[NOTE: If any maintenance activities have a major impact on a system or lead to a significant 
change, those records should be maintained as part of the item 3b(1).] 
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ITEM
 
NO.
 

NOTE: 

DESCRIPTION OF ITEM AND PROPOSED DISPOSITION	 JOB CITATION 

frastructure related records are transferred to ITSC. Applications development will be 
at PSCIBTO. 

Item 5a 
ata. 
tern Security Plans and Disaster Recovery Plans. 

sist of computer technical manuals; Continuity 
of Oper .ons Plans; Disaster exercise evaluations; Disaster 
recovery ns; Risk survey; Security plans for IT COOP and 
application' ~at~dplan.s; Risk m~ag~ment analyses: Security 
directives; Se~nty pohcy analysis; VIruS handbook; 
Vulnerability i ses. 

Disposition: Destr ,~lete I year after system is superseded. Item 5b 

b. Documents identifyi~T risks and analyzing their impact, 
risk measurements and as~ssments, actions to mitigate risk, 
implementation of risk acti~lan, service test plans, test files 
and data. \~ 

Disl!osition: Destroy/delete I '\ system is superseded 

(4)	 User Identification Profiles Au~ 'zation and Item 6a 
Password Files. EXCULUDING re: ords relating 
to electronic signatures. \~\ 

a.	 Systems requiring special accountabili:~\g., those 
containing information that may be neede 'c audit or ,,~ 

investigative purposes and those that contain~.1assified 
records. Passwords relating to applications wit~Qe 
exception of classified material will be maintaine~at PSC. 
BTO do not have classified documentation. All otfl~\ 
will be transferred to ITSC,	 , " 

Disposition: Destroy/delete inactive file 6 years after.t..~ 
user account is terminated or password is altered, or when '\ 
no longer needed for investigative or security purposes, \\ 
whichever is later. '\:,

i::. 

~b. Routine systems, i.e., those not covered by item 6a. ~ 

""
 Disposition: See GRS 20, item lc. 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. \ 

Electronic Mail and Word Processing System Copies Item 12 a & b
 
PSC will maintain Privacy Impact Assessment (PIA.'s).
 
All other will be transferred to ITSC.
 

lectronic copies of records that are created on electronic 
il and word processing systems and used solely to generate 

a ordskeeping copy of the records covered by the other 
item sin GRS-24 schedule. Also includes electronic copies 
of rec ds created on electronic mail and word processing 
system at are maintained for updating, revision, or 
dissemin .on. 

a.	 Copies that ve no further administrative value after the 
recordkeeping 

" y is made. Includes copies maintained 
by individuals in ersonal files, personal electronic mail 
directories, or oth ersonal directories on hard disk or 
network drives, and ' pies on shared network drives that 
are used only to prod the recordkeeping copy. 

Disposition: Destroy/d te within 180 days after the 
recordkeeping copy has be" roduced. 

b.	 Copies used for dissemination, vision, or updating
 
that are maintained in addition t e recordkeeping copy.


" c 

Disposition: Destroy/delete when
 
or updating is completed.
 

NOTE: ALL INFRASTRUCTURE RELATED " ORDS ARE TRANSFERRED TO 
OS INFORMATION TECHNOLOGY SERVICE C TER 

Chapter 1102: Financial Mana 

Division of Cost Allocation 

1102-01. Audit Resolution Files (Institutional).	 HHS/OS Handbook 
Item 201.18 

Files documenting the review of grantee institutions, NARA Job No. 
especially colleges and universities, for resolution of NCI- 235-80-1 
audits in which there are deficiencies in records-keeping , xi sting OS schedule-
systems. Included are a status report of individual findings, disposition for 
a copy of the audit report, memorandums, and similar materials. d~sc)
Arranged by name of institution. ,

11 \ 



ITEM
 
NO.
 

1102-02. 

1102-03. 

1102-04. 

SCRIPTION OF ITEM AND PROPOSED DISPOSITION	 JOB CITATION 

Disposition: a. Place closed cases in an inactive file.
 
estroy 4 years after close of the FY in which case is closed.
 

osition: b. Electronic: Destroy when 4 years old. Division
 
, ment Management Service (DPM), Financial Management
 

Serv (FMS) is responsible for electronic copies of the Office of
 
General (OIG) Clearance Document.
 

HHS/OS Handbook 
Item 201.19 

on indirect cost negotiations	 NARA lob No. 
plans.	 NCI-235-80-1 

(existing OS schedule-
use same disposition 
for OSIPSC) 

Disposition: Destroy ears after superseded or
 
obsolescence, or earlier'] 0 longer needed for
 
administrative purposes.
 

~ Indirect Cost Rate A reem~	 NEW ITEM 

'~¥ 
The Federal Government reimbuf . f. grantees and contractors
 
for costs (both direct and indirect) ( dminister Federal programs.
 
Indirect costs are reimbursements of' irect costs (in accordance
 
with Federal cost principles) as a recur" ,g administrative function.
 
The files contain the original documents'i .ch are used as the
 
Federal Government's basis for reimbursin antees and contractors
 
for their indirect costs and could be later us~' n litigation or for a
 
FOIA request. ~"
 

Disposition: Transfer to the FRC when 5 years or earlier if no 
longer needed for day-to-day operations. Destroy" en 20 years old. 

Accountable Officers' Files - GRS-6
 
Payment Management Records Item 1
 
Grant Payment and Cash Management
 
Records
 

The Division of Payment Management provides financial
 
and administrative support services of HHS and other
 
federal agencies in the areas of grant payments and cash
 
management. The system is fully automated receiving
 
payment requests, transmitting the authorization to either
 
the Federal Reserve Bank or the US Treasury for payment,
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION	 JOB CIT ATION 
NO. 

recording the payment transactions and disbursement 
transactions to the appropriate accounts. Original copy of 
ccountable officers' accounts include record copies of all 

cerned with the accounting for, availability, and status 
blic funds. Accountable officers in this office is the 

[ng officer, whose signature on a summary attests to the 
ity of vouchers listed on the schedule. Original accountable 

officers counts maintained in the agency for site audit by 
GAO au "" s, consisting of statements of transactions, 
statements ; ccountability, collection schedules, collection 
vouchers, dis ' ement schedules and disbursement vouchers. 
Forms include 

v 

. e: SF-2IS, SF-224, SF-I080 and SF-1166. 

User Identificatio~ files Authorizations and GRS-24 
Password Files Item 6 a& b 
a. Systems requiring s e, ial accountability, e.g.,
 
those containing informa '."" that may be needed
 
for audit or investigative p' se and those that
 
contain classified records.
 

, 
v ,-: 

Disposition: Destroy/delete in 'e\'ve file 6 years after 
user account is terminated or pass 'r, is altered, or when 
no longer needed for investigative or . urity purposes, 
whichever is later. 

b. Routine systems, i.e., those not covered 

Disposition: See GRS-20, item Ic, 

1102-05.	 Accountable Officers' Files - GRS-6 
Financial Operations Records Item 1 

Accountable officers' returns and related records,
 
including records under the cognizance of the
 
General Accounting Office (GAO). These records
 
do not apply to the copies of schedules and related
 
papers held by the Chief Disbursing Officer of the
 
Treasury. Accountable officers' accounts include record
 
copies of all records concerned with the accounting for
 
availability, and status of public funds. There are several
 
types of "accountable officers," such as the collecting
 
officer, who receives monies owed to the Federal
 
Government and ensures that it is credited to the proper
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ITEM	 DESCRIPTION OF ITEM ANDPROPOSED DISPOSITION 
NO. 

account and the certifying officer, whose signature on a 
summary attests to the authenticity of vouchers listed on 
the schedule. Records held for onsite audit by GAO 

elude vouchers, contracts, schedules, statements of 
sactions and accountability, and other related 

rting documents are retained in agency space 
for 0 auditors. Records relating to the availability, 
collect , and custody of funds include (1) the 
appropri . n warrant, (2) other documents that 
deposit into the Treasury, and (3) documents 
that provide countable officers with status reports 
on funds in th custody, such as the proofs of 
depository acco and statements of funds to their 
credit. Forms for countable officers' records include: 
SF-215;SF-224;S 012;SF-I034;SF-I038;SF-1166 
etc. 

Administrative Claims Fl 

a.	 Claims against the Untie 
elaims against the United S ,s for moneys that have 
been administratively (1) dis wed in full or (2) 
allowed in full or in part, and fi ~ payment of the 
amount awarded, EXCLUDING ims covered by 
subitem c. below. ~ 

Disposition: Destroy when 6 years, 3 , 

b.	 Claims by the Untied States subject to the , deral 
Claims Collection Standards and 28 U.S.c. ,5 or 
31 U.S.C. 3716 (c)(I). 

Records relating to claims for money or property 
were administratively determined to be due and ow '-
to the United States and that are subject to the Federa ~ 
Claims Collection Standards (4 CFR Chapter II), 
EXCLUDING claims covered under subitem c. below. 

(1)	 Claims that were paid in full or by means of a 
compromise agreement pursuant to 4 CFR Part 103. 

Disposition: Destroy when 6 years, 3 months old. 

(2)	 Claims for which collection action has been terminated 
under 4 Part 104. 

JOB CITATION
 

Item 10 a thru c 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

(a)	 Claims for which Government's right to collect 
was not extended. 

Disposition: Destroy 10 years, 3 months after 
the year in which the Government' s right to collect 
first accured. 

Claims for which the Government is entitled 
(per 28 U.S.C. 2415) to additional time to initiate 
legal action. 

'-, is osition: Destroy 3 months after the end of the 
-: nded period. 

~,
 
\~
 

(3)	 Claims tha~' 
'\ 

agency administratively determines are not 
owed to the ed States after collection action was initiated. 

~ 
Disposition: D oy when 6 years, 3 months old. 

,r 
!< 

c.	 Claims files that are' ", cted by a court order or that 
are subject to litigatio~\~'" . ceedings. 

~,~ . 
Disposition: Destroy whel1 the court order is lifted,~ . 
litigation is concluded, or wh ,',.6 years, 3 months old, 
whichever is later. \,\

\'i\"", 
Chapter 1103: Strategic Acquisition~\'S:, vice 

Division of Strategic sourci~ .. 

1103-01.	 Routine Procurement Files " GRS-3 
Strategic Sourcing Files Items a thru d 

Contract, requisition, purchase order, lease, and
 
bond and surety records, including correspondence
 
and related papers pertaining to award, administration,
 
receipt, inspection and payment (other than those covered
 
in items 1 and 12).
 

Disposition: See Disposition Authority under Job Citation 

\

'\
,
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION
 
NO.
 

Division of Acquisition Management 

1103-02. 
uisition Mana ement Files 

Pro'. , ement and supply records document 
acqu ion of goods and non-personal services, 
contro g the volume of stock on hand, reporting 
procure t needs, and related supply. Files also 
contain a siderable range of procedure, from 

urchases to complicated prime 
contractor an bcontractor operations. 
The key pro cur ,ent file is the transaction case 
containing the fo , I contract or informal purchase 
order or lease inst ents and all related papers. 
Examples: purchase cument, specifications, bids, 
schedules of delivery, initiating requisition invoices, 
etc. 

Disposition: for Disposition Authority 

1103-03. orts File. 

Reports of accident, injury, occupatio ,illness, or fire.
 
Summary reports or logs of federal occ tional injuries
 
or illness. Employee requests for workplt
 
occupational safety and health inspection r '
 
and related material.
 

Disposition: Destroy when 5 years old. (Dispc
 
suspended per GSA Federal Personnel Manual Re
 
(FPMR) Bulletin B-136, March 21, 1984.)
 

1103-04. DEA 222 - Controlled Substances Order Form File 
DEA required order form for all controlled substances. 

Disposition: Destroy when 3 years old-blank forms 
and executed forms. 

JOB CITATION 

GRS-3 
Items 2 thru 18 

IRS Records Schedule 5 
Section 9, Item 9-11 
NARA lob No. 
NI-513-92-2 
(existing IRS schedule -
use same disposition
 
for OSIPSC)
 

IRS Records Schedule 3 
Section 7, Item 7-26 
NARAlohNo. 
NI-513-92-4 
(existing IRS schedule-
use same disposition 
or OSIPSC) 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

1103-05.	 IRS Records Schedule 3 
Section 7, Item 7-27 
NARAJobNo. 
Nl-513-92-4 
(existing IRS schedule-
use same disposition for 
OSIPSC) 

Destroy when 3 years old - blank forms 

Chapter Human Resources Service 

'" ~ 
1104-01. Human Resources Servi '	 NEW ITEM 

GRS-1 

1104-02.	 GRS-2 

Division of payroll administers the Department's
 
centralized payroll systems; manages and conducts
 
payroll accounting, reconciliation and pay adjustments
 
processing; products feeder reports for HHS
 
accounting systems; and carries out the Department's
 
employee debt collection program. Processes all actions
 
relative to separated employees, including retirement
 
and other separation action. Maintains retirement records
 
and processes death benefit claims. Audits leave accounts
 
and processes unemployment compensation actions.
 

Disposition: See Job Citation for Disposition Authority. 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

Individual Employee Pay Record GRS-2
 
Civilian Payroll System Item 1 b
 

ctronic system contains information on each 
e employee of DHHS that allows the automated
 

pa, system to accurately perform calculation of
 
pay < , •• eekly and transmits the certified schedule to
 
Treas . e or payments as well as deductions for monies
 
to be sen ,1: other destinations.
 
Data on ea: m 10 ee includes: salary, locality pay,
 
hourly rate ~, Special pays (PCA, PSP, etc).
 
allowances, b es, awards, leave, Time and
 
Attendance. De tl tions for each em 10 ee includes:
 
Federal and State s FICA and Medicare,
 
Retirement (CSRS &,fERS) health and life
 
insurance, CFC, unio ~s, debts, saving bonds,
 
long-term care insuranc ~xible spending accounts,
 
and Thrift Savings Plan. \ \
 

Disposition: Transfer to Nat a~l Personnel Records
 
Center. Destroy when 56 years )}~
 

.\ 
1104-04.	 Individual Employee Pay Recor \ \ GRS-2 

Retirement System \ \ Item 1 b 

Electronic system contains both HR an~\oll
 
data on all active employees of DHHS. Thti€ is both
 
HR and payroll data as well as transaction hi' tdW for
 
the employee's Federal career at HHS includin the
 
employee's salary history. \
 

\ 

Disposition: Transfer to National Personnel Recof \';-.,

Center. Destroy when 56 years old \
 :\ 

Division of Training: HHS University	 \. 
l\ 

\ 
1104-05. Special Employment Program Files \\HHS/OSlHandbook 

HHS University Training Files , Item 202.08; 
J\~ARAJob No. 

Files on participants in special employment @-235-80-1 
programs, Upward Mobility, Junior Fellows, (e '{sting OS schedule-
Management Intern, and HHS Fellows, etc. use '~e disposition 

for 0"IPSC) 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO. 

Disposition: Destroy when there is no further 
administrative need for the record; or 2 years after 

articipant leaves program; whichever is first. 

Files co . t of correspondence, memoranda, 
reports, ther records relating to the availability 
of training employee participation in training 
programs (H 50 Training Nomination and 
Authorization) sored by other government 

rnment institutions. 

'(', 
en 5 years old or when 
.chever is sooner. 

1104-06. 
~\ ' 

PSC DEEO office concept of equal tt\a~ment and 
nondiscrimination actions under the la~-a lies to 
each specific program. The programs ar~, e",affirmative employee program, special emph~ .sl 
diversity programs, and the discrimination co aints 
program. These programs apply to PSC, AHRQ, d SAMHSA 
employees, employment applicants, the population at 
is served by DEEO and people with whom the offic 
do business. The PSC DEEO program provides servic 
that include complaints prevention, resolution, processin '. 
and adjudication. Records include: official discrimination 
complaint case files, copies of complaint case files and 
related correspondence, reports and exhibits, and other 
records described in 29 CFR 163.22. Cases resolved 
within the agency, by Equal Employment Opportunity 
Commission, background files, copies of the Civil Rights 
Act of 1964, the EEO Act of 1972, compliance records, 
EEO general files, EEO Affirmative Action Plans (AAP), 
Diversity Council, Diversity Advocacy Group, EEO 
Personal Employee Information, Committee and 
Conference files, and employee special training programs etc. 

Disposition: See Job Citation for Disposition Authority. 

JOB CITATION 

GRS 1 - Item 29 
Item 29 b 

GRS-1 
Item 25 a thru h 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CIT ATION 
NO. 

Division of Enterprise Applications 

contains personnel benefits and
 
compensat information on active/inactive
 
employees 0 HHS. EHRP maintains an
 
effective date ..story of employee promotions,
 
within-grade in " ses and related benefit and
 
compensation ch \ es. Data from this system is
 
automatically trans '. ed to the payroll system for
 
payroll processing an . 0 other ancillary systems
 
used to report employe [rength, etc.
 
Data collected on each 10 ee includes:
 
Name, Date of Birth, Soci x ecurity Number
 
Beneficiary Information, Pe ' mance Rating,
 
Duty Station, Salary, Localit' ,y, Hourly Rate
 

of Pay, Special Pay (PCA, PSP;' ~§:.)'Allowances,
 
Bonuses, and Awards. '\
 ,,, 
Deductions Includes: '. GRS-2
 
Federal and state taxes, FICA and Me' ·f\~e,
 
Retirement (CSRS) and ( FERS), Healt t~,surance,
 
CFC, FEGL!, Union Dues, Debts, Savin ~onds,
 
Long- Term Care Insurance, Flexible Spen ~~ Accounts,
 
and Thrift Savings Plan.	 ',:'~' 

, ~ 
Disposition: See Job Citation for Disposition ~ ority. 

" 

Division of Commissioned Co s Su ort Servic ~ 

1104-0S.	 Official Personnel Folders ~ PHS/OASH Handbook 
Commissioned Corps Files ' ~APpendix B-300 

, Item 17h 
Medical Affairs Branch Medical . ARA Job No. 
Records Folder "'~ 1-514-92-1 
Clinical Records of the PHS Commissioned " ~ting OASH schedule-
Corps Officers: These records consist of but u ~\ame disposition 
are not limited to medical records of officers fOr~SC)
examined or treated at Military Entrance ~Processing Station, (MEPS) Department of ,%, 
Defense (DoD) Medical Facilities, 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

Indian Health Service (lHS) Facilities, and 
Bureau of Prisons (BoP) Facilities. These 
olders also contain papers documenting the 

mmissioned Officer's medical history to 
de separation, disability and retirement 

ations. 

ecords Folder: 
Files con ~ of reports from physicians, nurses, 
and allied fi th professionals; graphs and charts; 

ory and special diagnostic procedures; 
s related to the treatment or care of , 

an officer. \~ 

"\L'\Disposition: Perman it. Transfer to National Personnel 
Records Center (NPRC), "~ Louis, Missouri, 1 year after 
officer has been separated ,,~ the corps. Transfer to 
the National Archives when ,,~ars old. 

a. 
\:,\

Dependent Medical Records: ~\ NEW ITEM 
Files consist of medical reports fro " . shysicians, 
psychiatrists, and psychologists and a ~ther 
reports related to treatment or care for ~\~ 
incapacitated Commissioned Corps Offic '. 
Dependants who are incapable of caring for 
themselves. 

Disposition: These records will be held in the 
Medical Affairs Branch until dependent expires 
or no longer needed for administrative purposes 
whichever occurs first. 

b. General Subject Files: Item 17 e 
These records consist of correspondence, reports, 
memoranda, and related materials establishing 
policies and procedures for overall operation 
of the Commissioned Corps personnel program. 
Files include: planning, precedence, studies, 
evaluations, coordination, and recommendations 
pertaining to policy and procedural matters, as well 
as correspondence and information on program 
activities. 

Disposition: Destroy when 3 years old unless needed 
for a longer period of time for administrative purposes. 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

Commissioned Corns Compensation Branch 

Payrolling and Pay Administration Records GRS-2 
ommissioned Cor sCorn ensation Files 

Commissioned Corps Compensation Branch submit
 
info ' ation to an automated payroll system on each
 
Co ion Officer to calculate pay and special pay,
 
perfor ,yroll functions for monies to be sent to other
 
destinatio deductions for allotments, taxes, TSP,
 
retirement etc. Records include: time and attendance
 
records; requ ~ or tax withholding; saving bond records;
 
electronic fund' ~, sfer; CFC allotment authorizations,
 
direct deposit sig , , form (SF-1199A); beneficiary
 
information; perfo , l\lcerating; duty station; allowances;
 
bonuses, awards and .helated records.
 

Disposition: See Job ~~ for Disposition Authority. 

Incentive Pay Records '~ PHS/OASH Handbook 
Appendix B-300 

These records pertain to legiSI~~i~'and development of Item 17 m 
implementation regulations for the ,iagram covering NARAJobNo. 
incentive pay for commissioned medl :i>~fficers NI-514-92-1 
serving in critical specialty categories. " :l1~uded are copies (existing OASH schedule-
of legislation and original regulations wi~~ckup material use same disposition 
and working papers complied in the develo '.nent of for OS/PSC 
regulations and procedures. ~ :~ 

Disposition: Destroy 6 months after program be,,'d-1)1es
 
inactive or after changes in specific regulations. ..~
 

Chapter 1105: Administrative 0 eration~: ervice 
, \,'\ 

Office of the Director '\ 

\ 
\ 

1105-01. Board for Correction Files. PtIS/OASH Handbook 
.~ndix B-300 

These records consist of case files of the Board for Ite J7 c. 
Corrections for the Public Health Service Commissioned N~~(obNo.
Corps records. Such case files include applications for Nl~5,~\~2-1
correction, applicable laws and regulations, portions of (existin~~SH schedule-
official personnel files, case briefs, findings, conclusions usesame~on 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

and recommendations of the Board, and pertinent for OS/PSC) 
rrespondence relative to the status of the applications 

issues to be resolved. 

=~.·tion: Transfer to the FRC 1 year after a change in
 
record has been effected by DCP or 3 years after
 

dation by the Board denying applicant's request
 
.n record, whichever is applicable to the final
 

case. Destroy when 20 years old.
 

1105-02.	 ointment. PHS/OASH Handbook 
Appendix B-300 

Budget and apportiornrl.~ t records include the various Item 4 a and 4 b 
files accumulated in PSC~~ the course of formulating its NARAJobNo. 
budget for submission to t~ ~Partment, and in defending Nl-514-92-1 
its request for funds to the D\ . rtment, Office of Management (existing OASH schedule-
and Budget (OMB), and to the ngress; and after enactment use same disposition '> 

of an appropriation bill, in ensurt that the funds are used in for OS/PSC schedule 
such a way as to suffice for the ap" riate period of time. 
Also included are summary status sf' 1 ents, program 

:=::::p:::::d:::S:fof::l:n~\ edPSC Item 4 a 
budget offices showing proceduresr!~~ , llowed 
in governing budget administration, and r' ,\cting 
established policy decisions affecting experi ~ ures 
for programs. 

\ 
Disposition: Cut off annually. Destroy when 2 '\ 
years old. \., 

,\, 
b.	 File copies of budget estimates prepared or consolidat~~ Item 4 b 

in formally organized PSC budget offices comprising 
" 

\\ 
appropriation language sheets, narrative statements and \ 
related schedules and data. \~., 

-,

\
~

Disposition: Cut off annually. Transfer to FRC when 
3 years old. Destroy when 5 years old. 

'\\ 

23 

\

'\ 



ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO. 

1105-03. - Delegation of Authority. 

The purpose of delegations of authority is to authorize 
an official to take actions or make decisions which have 

a.	 ation. The Secretary of Health 
, d Human Services or his/her designee delegates 
p ram and administrative, financial, and personnel 
m ement authorities to the Director, Program 
Supp '. Center (PSC). The authorities are redelegated 
as app iate. These records consist of original copies 
of instr ~ts to PSC and by PSC or his/her designee 
to key PS ~\ ficials. They also consist of incoming 
facsimile co of instruments addressed to PSC. 

b.	 Dele ation BacK und Files. 
These are material ',.ccumulated by the PSC 
delegation control 0' ,ers within PSC or 
those PSC offices whi develop, draft, or 
coordinate proposed del' ations of authority. 
Also included are original"~ies of those 
delegations not covered und" item a. above 
and/or facsimile copies of del 

Disposition: a. Record copy. Place in inactive
 
file upon revocation or superseded. Cut of" ,active
 
file after 5 years and transfer to WNRC.
 
Destroy 20 years after cut off. b. Other office "
 
Destroy when no longer needed for administrativ '
 
purposes.
 

1105-04. Directives Case History Files (Issuances). 

These records are accumulated by all PSC offices. 
They consist of manual issuances that require 
review, approval or preparation. They also include 
drafts, evaluations, comments, recommendations, 
concurrences, approvals, and other documentation 
contributing to clearances and publication. 

JOB CITATION 

PHS/DASH Handbook 
Appendix B-3 00 
Item 8a and 8b. 
NARAJobNo. 
NI-514-92-1 
(old schedule) 

HS/OS Handbook 
Item 201.03 a and b 
NARAJobNo. 
NCI-235-80-1 
(existing OS schedule-
use same disposition 
for OSIPSC) 

PHS/DASH Handbook 
Appendix B-300 
Item 13 A & B 
NARAJobNo. 

, 1-514-92-1 
\, d schedule) 

~, 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

Dis sition: Place in an inactive file when the HHS/OS Handbook 
directi is rescinded, superseded, or obsolete. Cut Item 201.12A 
off inact e,file at the close ofthe FY. Hold 3 years NARAJobNo. 
or until vo e warrants and retire to the WNRC. NCI-235-80-1 
Destroy 20 s after cut off. (new schedule) 

1105-05.	 PHS/OASH Handbook 
Appendix B-300 
Item 18 

These records reflect policies and procedures NARAJobNo.
 
established for program '~administrative operations Nl-514-92-1
 
throughout PSC, and usua require approval by the (old schedule)
 
immediate office of OS/OS ,. Included are staff studies,
 
action papers, summaries, dig 't~,presentations,

interpretations, clarifications, e 

\

' nations, conclusions,
 
recommendations, evidence of sta .'--9oordination, and
 
decisions. The office of record is t~QS/OSAM office
 
initiati~g; or primarily responsible foi~plementing
 
the policy or procedure. " '
 

Disposition: Permanent. Place in an ina~~~le when HHS/OS Handbook
 
the directive is rescinded, superseded, or obsdltte, Cut Item 201.7 A
 
off inactive file at the close of the FY. Hold 3 ~,s or NARAJobNo.
 
until volume warrants and retire to WNRC. Offe ~\ NCI-235-80-1
 
NARA 20 years after cut off. t\ (new schedule)
 

~\
 
1105-06. Organization Analysis Files. \:\ PHS/OASH Hand book 

\\ Appendix B-300 
Records which effect substantive changes in the \ Item 15 'l,~~ 

organization, functions, or relationships of components \' \ NARA Job No. 
1\\

of PSc. Included are approved/disapproved , ~'~NI- 514-92-1 
organizational and staffing plans and charts, ,':{;pldschedule) 
reorganization plans, functional or mission ~C used description 
statements, and directly related papers. Office fo h~w schedule 
with PSC-wide organization planning responsibility. '\ 

~ '\1\

Disposition: Place in an inactive file when HHS/O ,"Handbook
 
superseded. Cut off inactive file when 5 years old and \ Item 201. »:
 

transfer to WNRC. Destroy 20 years after cut off. NARA Job~ '0.
 
, \ 

NCI-235-80-' '\ 
(new schedulejs ..\ 

~ 
\~.,\ 

'I,.
'\~ '-
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,-e
 
ITEM 
NO. 

1105-07, 

1105-08.
 

CRIPTION OF ITEM AND PROPOSED DISPOSITION 

Division of Property Management 

~ 
A web-ba ~ electronic data system used to
 
electronical \ , tore records affecting the management
 
of personal p rty. Paper copies of procurement
 
documents utili to identify costs associated with
 
capitalized or oth .se accountable personal property
 
(since the beginnin this FY, these have been largely
 
replaced by electronic ages maintained in PRISM
 
and not reproduced for
 

Disposition: Destroy 6 ye d 3 months after termination of 
the final Interagency Agreeme emorandum of Understanding. 

and Engineering Records. 

Files that document the acquisition, initial c struction, 
and occupation of HHS buildings at central 0 )e and in 
the regions. Included are site maps and surveys~~~ot 
plans, environmental impact studies, architect' s 'J~~hes, 
working diagrams, budget and cost estimates, preliri\ihary 
drawing, copies of blueprints, master tracings, utility 'O;~~etplans, 
specifications, construction progress reports, copies of " 
deeds and certificates of title, and related documents. '- . 

~ 

a. Records of buildings for which OS had direct management' , 
responsibility. 

Disposition: Destroy when buildings are demolished and 
removed from the Federal ownership, or when documents 
become obsolete. If requested, these documents may be 
transferred to new owner. 

b. Records of buildings for which other HHS components 
or other federal agencies have direct management responsibility. 

Disposition: Destroy when 5 years old. (These records may 
be transferred to the WNRC if accumulated in large amounts). 
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JOB CITATION
 

NEW ITEM 

Use OSIPSC schedule 
Item 1100-03 
Interagency Agreement! 
Memorandum of 
Understanding 

HHS/OS Handbook 
Item 201.24 
NARA Job No. 
NCI-235-80-1 
(existing OS schedule-
use same disposition 
for OSIPSC) 



HEM RIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

1105-09. ,
Business, .ne offering secure storage sites for ~ 
customer- ed products. Paper receiving 
documents' nerally describing quantity and 
type of mater provided. Paper delivery documents 
demonstrating ,:"turn of material to customer 
electronic perpe ' 1running inventory of material 
in the storage proci .. s. 

I 

, 
Disposition; Destr~~, years and 3 months after 
termination of final Int~ ency AgreementlMemorandum 
of Understanding. '\, 

\~ 

1105-10. Labor Services Files. 

This is a business line service, fering interim 
labor services to customers act,\·ties. Services 
are provided under an Interagency greement.

''\ 

'\:,
Disposition: Destroy 6 years and 3 mQ\ ths after 
termination of final Interagency Agreemen emorandum 

I, 

of Understanding. \, 

Time and Attendance Input Records 
Records for Labor Force. \,

," ~ 
\ 

Records in either paper or machine readable form use 
to input time and attendance data into a payroll syste~" 
maintained either by agency or payroll processor. '\ 

~,
,\ 

Disposition: Destroy after GAO audit or when 6 years oia~',
whichever is sooner. 

\.. 

NEW ITEM 

See OS/PSC schedule 
Item 1100-03 
Interagency Agreement! 
Memorandum of 
Understanding 

NEW ITEM 

See the OS/PSC schedule 
Item 1100-03 
Interagency Agreement! 
Memorandum of 
Understanding 

GRS-2 
Item 8 
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[TEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

1105.11. GRS-3 
rocurement Records for Contactin Item 3 a thru d 

tract, requisition, purchase order, lease, bond, and
 
sur records, including correspondence and related papers
 
pert~ .ng to award, administration, receipt, inspection, and
 
payme\t (other then those covered in items 1 and 12.) [See
 
note aft~(tem 3a(2)(b).] Records also include: company
 
invoicing' ords and copy of contract.


\~ 
Disposition: \. ,ee Job Citation for Disposition Authority 

~'f.~ 
\\ 

1105-12.	 Motor Vehicle Mll tenance and GRS-10 
Operation Records~, Items 1 thru 8 ....
 

\ ,
 
These records pertain t'Q, e management,
 
maintenance, and operatic of motor vehicles
 
used by agencies. Includes; otor vehicle
 
correspondence files, motor ,;. .cle operating
 
and maintenance files, motor \~ icle cost files,
 
motor vehicle reports files, moto vehicle
 
accident files, motor vehicle releas files,
 
motor vehicle operator files, electrbp' c
 
mail and word processing system co~ s,
 
and agency permits to operate motor vc .cles.
 
Also include daily and long term '\,
 
lease rentals to customers activities inclu~,
 
copies of receipts vehicle by customer actiy,l.
 
used to validate invoices for vehicles provided'
 
under a commercial contract. \
 

\, , 
" '

GRS-11~~;~;:~~;:d~;~;;~~~;!;;;~;~:~itionA~\ 
Items 4 a& b 

a. Identification credentials including cards, badges, '\ \\ 
parking permits, photographs, agency permits to \ ~ 
operate motor vehicles, and property, dining room \: 
and visitors passes, and other identification credentials. ;', ' 

'\' 
'c, 

Disposition: Destroy credentials 3 months after return \ -, 
to issuing office. 
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ITEM DESCR(pTION OF ITEM ANDPROPOSED DISPOSITION JOB CITATION 
NO. ~\ 

Receipts, indexes, listings, an accountable records. 

1105-13. and Grant Records GRS-3 
Items 8 & 9 

\\ NEW ITEM 
Product Distributl' , A web-based inventory management

" s~st~m ~roviding .re' e.i~ts: inventory manage~ent and. 
distribution ordenng - ,Ylcesto customers. FIles consist 
of: receiving documen \illustrating receipt of customer-owned
and Personal Property 

\\ 
agement Branch (PPMB)-owned 

material into the electronic ".~rehouse Inventory Management 
System; electronic ordering s ,~em maintaining a perpetual record 
of receipt, issue and routing d' 'wnents. 

" 

Disposition: See Job Citation fo/~isPosition Authority
{' 

Communication Records GRS-12 
Shipping Records Item 6 a 

",\ 
\ \

The Warehouse Inventory Management Sy em also 
maintains perpetual records of receipts of '\ 
incoming and outgoing mail and items records; <~\ 
paper copies of shipping documents used to vali 'tt;, 
shipping invoices (FedEx, USPS, UPS), and costs r 
customer owned material \"~ 

, \ 
Disposition: See Job Citation Disposition Authority 1 \:\ 

'\
1105-14. Property Disposal Case Files. , HHS/OS Handbook 

: \ Item 201.25 
Case files documenting the sale, transfer, or exchange , \ NARA Job No. 
of surplus property. Included in these files are invitations, '''NCI-235-80-1 
proposals, acceptances, lists of surplus property, vouchers, , ~:l~istingOS schedule-
correspondence, and related material. u ~~ame disposition for 

OS, C) 

Disposition: Place in an inactive file upon completion of 
disposal action, hold for 2 years, and transfer to the FRC. 
Destroy 4 years after completion of disposal action. 
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ITEM OF ITEM AND PROPOSED DISPOSITION 
NO. 

1105-15. 

c:;:e,~~c:;: on surplus real property conveyed by 
bodies and nonprofit entities for health 

C!"C!''''':;a public benefit allowance. 

Disposition: Pei'(1lllnerlt.Transfer to FRC 10 years 
after the file is when no longer needed, 

t.~',".LV' to National Archives 

1105-16. 

Complaint files relating to
 
PSC facilities. Files include the VY'~I.JJlU"H,
 

involving the processing of the comnramr;
 
response to the complaint; and .L~.L"H~U\."lI4l;l'v.L
 

Disposition: Destroy 5 years after close 

1105-17. 

Security and Protective Services Records i 
the various files created by agencies to control 
and protect classified information; to protect 
Government facilities from unauthorized entry, 
sabotage, or loss; to ensure the adequacy of protective 
measures at privately owned plants given security 
cognizance by the Government; to determine loyalty 
and fitness of individuals employed by or seeking 
employment from the Government; and to develop 
and implement plans for the protection of life and 
property under emergency conditions. Included 
are selected files of offices having Government-
wide or agency wide responsibility for security 
and protective services programs. Also included 
are files of security units, guard forces, and other 
organizational elements documenting the control 
of classified information, access to facilities, and 
like matters. 

JOB CITATION 

PHS/OASHIHandbook 
Appendix B-300 
Item 24 
NARAJobNo. 
Nl-514-92-1 
(existing OASH schedule-
use same disposition 
for OSIPSC) 

HHS/OS Handbook 
Item 201.21 
NARAJobNo. 
NCI-235-80-1 
(existing OS schedule-
use same disposition 
for OS IPSC) 

GRS-18 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION	 JOB CITATION
 
NO. 

A cy reports of operating and tests, consisting 
of c\ olidated or comprehensive reports reflecting 
agencx:, ide results of tests conducted under 
emergeJ\~disaster plans. 

a. Office of pW:~ary responsibility. '"
\ 

Disposition: Cut ffwhen superseded or obsolete. 
Retire to WNRC if'v ume warrants. Destroy 5 
years after cut off. \ 

\, 

h. Copies of reports not in~intained by the office 
of primary responsibility. " 

\ 

Disposition: Destroy when supesseded 
or obsolete. \ \ 

1105-18.	 Space and Maintenance Operatio~ ),'Ues 
and Direct.IX Service Files. .~ 

Records documenting these functions pert~irj.~the 
acquisition, allocation, utilization, and release Q space 
and include related correspondence and reports s ~mitted 
to the General Services Administration (GSA) (or .~\uivalent 
agency with similar Government-wide responsibilitks.Z as 
directed by law and regulation (41 CFR 101-17); correspondence 
and forms relating to the compilation of directory servi60listings; 
identification credentials and related accountable records;'reguests 
for building and equipment services; and correspondence files 
reflecting the activities of the unit responsible for handling Sp~\ 
and related matters within the agency.	 , . .'\" 

Disposition:	 See Job Citation for Disposition AUthority._~ 

Office Services and Supplies
 
Parking Assignments.
 

Drawings, charts, assignment schedules, requests, 
and logs pertaining to requests for and assignment 
of parking spaces in government operated parking 
areas. 

HHS/OS Handbook
 
Item 201-16 a & b.
 
NARAJobNo.
 
NCI-235-80-1
 
(existing OS schedule-

use same disposition
 
for OSIPSC)
 

GRS-11
 

PHSIOASH Handbook
 
Appen~x B-300
 
Item 14,f\
 
NARAJoWo.
 
Nl-514-91-~
 
(existing OAS ' schedule 

use same dispq, ~.tion 
for OSIPSC) \ \ 

" ,
" 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

1105-19.	 GRS-9 
Items 3, 4 

. umenting the movement of goods and
 
persons und Government orders. Records include:
 
copies of reco s relating to reimbursing individuals,
 
such as travel 61' ers, per diem vouchers, and all
 
other supporting cuments relating to official travel
 
officers, employees'," ependents, or others authorized
 
by law to travel. Also utine administrative records
 
including correspondent ,forms, and related records
 
pertaining to commercial- ~d noncommercial agency
 
travel and transportation an ,\ eight functions.
 

\~ 

Disposition: See Job Citation 1 Disposition Authority. 

Federal Em 10 ee Trans ortatio~~ sid ITranshare Item 7 
Records consist of documents in eithe aper or electronic 
form relating to the disbursement of tra.l\~ortation subsidies 
to employees, including applications of e~loyees no longer 
in the program, superseded applications, ceti\fication logs, 
vouchers, spreadsheets, and other forms used t~document the 
disbursement of subsidies. \ 

Disposition: Destroy when 3 years old. '\
Division of Technical Support \ 

" \.

1105-20. Audiovisual Records-Visual and Audio \'\	 GRS-21 ,\Graphic Arts, Photography, Still Photography, \, 

and Video. '\,
",,'\Audiovisual and related records created by or
 

for PSC as well as those acquired in the course '\
 
of business. Audiovisual records include: photography, "'\


\ \ \still and motion picture photography, graphic materials, \\ 
and sound and video recordings. Related documentation ~,\ 

" \includes (1) production files or other files documenting
 
the creation, justification, ownership and rights to the \\
 
records (2) finding aids to identify or access the 

-',
 

records.
 
, 

Disposition: See Job Citation for Disposition Authority 

~J 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION
 
NO. 

1105-21. 

1105-22. 

1105-23. 

Communications Records GRS-12 
(Mail Operations and Messenger 

rvice and Telecommunications. 

inciple records documenting communication 
functi include messenger service data; telecommunications 
service trol and operational records; long distance 
telephone, orts; postal records, consisting of post 
office forms d supporting papers; mail control records 
and supportin d related papers; agency copies of penalty 
mail reports; an 'cords relating to private delivery service 
(such as United P el Service). Records also include: messenger 
service files, comm . ation general files, telecommunications 
operational files, tele ne use (Call Detail) records, Post 
Office and PrivateMaiif.\.mpanyrecords.mail and delivery 
service control files, mete\~,: ail files, postal irregularities 
files, and e-mail and word p '~.,essing system copies. 

\',
Disposition: See Job Citation!~, Disposition Authority 

, ~" 
Agency Space Files \/' GRS-ll~ 
Conference Center. Item 2b 

Paper/Electronic: Conference center reco relating 
to the allocation, utilization and release of s', e under 
agency control and related reports to GSA. ~~~ 

\'.~ 
~\ 

Disposition: Destroy/delete when 2 years old. ,\,',
\' 

HHS, OS, PHS, and PSC Forms File. \\\ HHS/OS Handbook 
Item 201.08 A and B 

Case files containing copies of each HHS, OS, PHS, and ~ NARAJobNo. 
PSC form, requests for approval and justification, copies \' , NCI-235-80-1 
of prescribing issuance, clearance reprint authorization, and (existing OS schedule-
related correspondence. Office of record is the Postal and : .use same disposition 
Document 
function. 

Management Section. This is a Department level , lOSIPSC) 
" 

a. Record copy of each HHS, OS, PHS, and PSC form. 

Disposition: PERMANENT. Offer to NARA in 
5-year blocks when 20 years old. 
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ITEM D SCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO. 

. Case history files. 

Di osition: Place in an inactive file when form is 
ed, superseded, or obsolete. Cut off inactive 

close of the FY. Hold 6 years or until 
ants and retire to FARC. Destroy 20 
t off. 

1105-24. 

A register or card tern used to record and control 
the assignment of fo 

Disposition: Destroy particu - register sheets when 
all entries are cancelled, superse , or transferred to a 
new sheet or when no longer need whichever is earlier. 

1105-25.	 Forms Functional File. 

A collection of forms or reports, including dard Form 83, 
used in forms management to determine if n orms should
be developed and approved, and if current fo ,·tuldbe 
consolidated or replaced by other forms. 

Disposition: Destroy when form is superseded or 
discontinued. 

1105-26.	 Printing, Binding, Duplication,
 
and Distribution Records
 
Reprographics.
 

The principle records documenting these functions 
are: (a) records pertaining to requests for service, 
control, production and distribution of individual jobs 
or projects (this material normally consists of requisitions 
requesting service and registers or of similar media utilized 
to control the receipt of requisitions and to record the 
production, distribution, and cost analysis within the 
operating units); and (b) correspondence and report files 
reflecting the activities of the unit responsible for handling, 

34 

JOB CITATION
 

HHS/OS Handbook 
Item 201.09 
NARA lob No. 
NCI-235-80-1 
(existing OS schedule-
use same disposition 
for OSIPSC) 

HHS/OS Handbook
 
Item 201.10
 
NARAlobNo. 
NCI-235-80-1 
(existing OS schedule-
use same disposition for 
OSIPSC) 

GRS-13 



ITEM DESCRIPTION OF ITEM ANDPROPOSED DISPOSITION JOB CITATlON 
NO. 

.nting, binding, duplication, and distribution matters 
in the agency. Any records created prior to January 1, 

ust be offered to the National Archives and Records 
tration (NARA) before applying for disposition 

_",does not cover (a) the record copy of printed 
materials; (b " "ords retained by agencies for onsite audit 
by the General' counting Office, and agency memorandum 
copies which are" of the accountable officers' accounts 
(Schedule 6); and - ecords that reflect agency programs 
(such as those of the ~rnment Printing Office and the x 

Bureau of Engraving, rinting), rather than administrative 
management functions. e ~r~s include: Administrative 
Correspondence Files, Proj ~t\tiles, Control Files, Mailing 
Lists, Joint Committee on Pn u g (JCP) Reports Files, Internal 
Management Files, and Electro ail and Word Processing 
System Copies. 

Disposition: See Job Citation for tii~§:it"ion Authority. 

GRS-3Public Printer Files	 . . \ 
Item 6 

Records relating to requisitions on the Printer, ~ 'all supporting 
papers.	 \. 

a.	 Printing procurement unit copy of requisition, in Item 6 a 
specifications, and related papers. 

Disposition: Destroy 3 years after completion or 
cancellation of requisition. 

b.	 Accounting copy of requisition. Item 6 b 

Disposition: Destroy 3 years after period covered by related 
account. 

Division of Freedom ofInformation Act Services 

1105-27. Information Services Records. 

This schedule covers certain records pertaining to 
informational services performed by Government 
agencies in their day-to-day affairs and in their 
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ITEM DES TION OF ITEM AND PROPOSED DISPOSITION
 
NO.
 

ions with the public, including records created 
inistering Freedom of Information Act (FOIA) 

s. Except as otherwise specified in individual 
plies to copies of these records wherever 

agency. Item 4 applies only to files maintained 
esponsible for the operation of the information 

activities 0 agency or subdivision thereof. Items 11 
through 15 de"', 'be the files accumulated in carrying out 
the provisions 0", e FOIA, and items 21 through 26 describe 
the files created iAt ministering the provisions of the 
Privacy Act. Items~: through 35 cover records created in 
response to requests ,~andatory records declassification. 

These records consist of 'Q~,uiries, replies, and related 
correspondence; in the case~ FOIA, Privacy Act, and 
mandatory declassification fi~" appeals and other records; 
administrative background file 'l~r formal information 
releases, and records relating to ~~propriate release of 
privileged information. Closely r ,ed records such as 
records relating to budget presentati and printing, 
duplicating, and distribution are cove ~ by other General 
Records Schedules. Records created pn~,\~ January 1, 1921, 
must be offered to the National Archives ~ Records 
Administration (NARA) before applying thl-rchedule. 
Other information services records such as s~~~hes and press 
releases may have permanent value. As potent1~~ archival 
records, these series must be scheduled individuall so NARA 
may appraise them. To schedule these or other inf~' ation 
services records not included in this schedule, agend~SI submit 
a Standard Form (SF) 115, Request for Records Disposi .on 
Authority, to NARA. ' 

Disposition: See Job Citation for Disposition Authority. 

1105-28. Records Management Files. 

Correspondence, reports, authorizations, and other 
records that relate to the management of agency records, 
including such matters as forms, correspondence, reports, 
mail, and files management; the use of microforms, ADP 
systems, and word processing; records management surveys; 
vital records programs; and all other aspects of records 
management not covered elsewhere in this schedule. 
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JOB CIT ATION 

GRS-16
 
Item 7
 



ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
NO. 

osition: Destroy when 6 years old. 

inventories, disposal authorizations, schedules, 

Job Citation for Disposition Authority. 

cy holdings, including feeder reports 
the volume of records disposed of 

''''y
Documents which provide informatio~' onceming file 
categories, disposal instructions, and ot matters'l 

regarding the files maintained in particul ., flees. 
'~'. 

t. 

Disposition: Destroy when a revised plan is r ,ived.:f:: 

'): 

Chapter 1106: FederalOccu ational Health ,ice 

1106-01. Director Federal OCCD ational Health Service File' , 

Records relating to improving the health and safety of
 
the government workforce by designing and providing
 
innovative, customized, cost-effective occupational health,
 
environmental and work/life solutions that exceed customer
 
expectations. FOHS is the largest provider of
 
Clinical, Wellness/Fitness, Employee Assistance Program
 
(EAP), Work/Life, and Environmental Health and Safety
 
services to the Federal Government. Files located in the
 
Director's office also consist of: CORE (Accounting System);
 
records, MEDCOM Contracts, and Interagency Agreementsl
 
Memorandum of Understanding which are covered elsewhere
 
in this schedule.
 

NOTE: This office is not responsible for the record copy.
 
Each individual division is responsible for the official record copy.
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JOB CIT AnON 

Item 2 

Item 4 

HHS/OS Handbook 
Item 000.05 
NARAJobNo. 
NCI-235-80-l 
(existing OS schedule-
use same disposition 
for OSIPSC) 

HHS/OS Handbook 
Item 100-03 
NARAJobNo. 
NCl-235-80-l 
(existing OS schedule -
use same disposition 

"'II r OSIPSC) 



a.. ,J I, "~e 

ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION
 
NO. 

osition: Destroy when 2 years old or when no longer needed 
ference, whichever is earlier. 

1106-02. 

These records . lude Employee Assistance Program 
client files result from employees that require 
counseling in: cril .situations, mental health issues, 
substance abuse, em \ "~weereferrals for long-term 
treatment, follow-ups, . w employee orientations, 
and individual managem \ consultant services. 

GRS-I 
Item 26 

Disposition: See Job Citatioi or Disposition Authority 

1. 
Program Records include te' 
proposals in response to solic 
contract files. The original doc ents are kept in 
the central office in Bethesda, M ,'-and along with 
records of the bidders and awardess ~'{he contract. 
The Work/Life Program records WOUl~~O include 
confidential employee information abo ' , doptions, 
child care, college and technical schools, ~cation, 
career development, elder care, convenience, '$ rvices, 
legal assistance, and financial planning. 

NOTE: The following EAP records are also cove . 
under this schedule: Copies of Blanket Purchase A~~f1ents 
between EAP and the contractor staff, program copie~ 
Alternative Dispute Resolution records involving a third\, 
party as a mediator, and program copies of Organizational \" 
Development and Training records of services provided to 
employees to improve job performance and attend job related 
conferences are also covered under this schedule. 

" 
\, 

Disposition: Use Item No. 1100-03 Interagency Agreements/ 
Memorandum of Understanding. 
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ITEM DESCRIPTION OF ITEM ANDPROPOSED DISPOSITION JOB CITATION
 
NO.
 

Division of Environmental Health Services 

1106-03. ecial Studies and Re orts Files HHS/OS Handbook 
nvironmental Health Services Records. Item 301.02 

NARAJobNo. 
Sp .al studies and reports relating to PSClFederal NCI-235-80-1 
Occ tional and Health Service (FOHS) (existing OS/ASPE schedule 
Enviro ental Health Services program responsibilities. use same disposition 
Include preliminary and final reports, background materials, for OSIPSC) 
correspon .e, and related materials. FOH provides 
environment ~ alth and safety consultations and services 
to help federal . agers establish and maintain safe, healthy, 
and productive w . environments, and to comply with 
OSHA and EPA re tory compliance mandates. Services 
include but are not lim~'t ~ to: Indoor Air and Water Quality 
Assessments, Hazard A ~~ments, Asbestos and Lead 
Detection, Monitoring an ~ atement, Safety Assessments 
and Training, Environmenta~ rveys, Personal Protective 
Equipment Program Developm~:I1\,and Implementation, Hearing 
Conservation Consultations and ~ ssments, Hazard Communi-
cation Program Development and ementation, Emergency 
Response Plan Development and Tra~ ,Food Sanitation 
and Service Inspections, Ergonomic Ass,~ ments and Program 
Development, and Analytical Services. FQ.( also manages 
three fully equipped and accredited reference'\., boratories. 
These state-of-the-art laboratories offer both sam ling and 
analytical support services and specialize in ind~~tl'~l hygiene, 
environmental, microbiological, as well as asbesto a d other 
fine particle analyses. ' 

\ 
Disposition: See Job Citation for Disposition AUthOri~~ 

Division of Health & Clinical Service ~ 

1106-04. Heath and Clinical Service. \. 
" 

FOHS designs and manages Occupational Health Centers 
for federal employees throughout the country. These centers 
are managed and staffed by highly qualified medical personnel, 
and are open to all covered employees during the government's " 
regular business hours or on a scheduled dictated by the \'

\, 

customer agency or agencies. Services provided in these \.' 
'\ 'centers include a variety of health and wellness services such
 

as emergency response, walk-in/first aid care, doctor-prescribed \
 
\ 
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ITEM DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CITATION 
NO. 

services, health and wellness education programs, immunizations, 
preventative health screenings, and risk appraisals. 

ivilian Personnel Records	 GRS-1 

dividual Non-Occu ational Health Record Files	 Item 19 

, correspondence, and other records, including
 
s records, documenting an individual employee's
 
medica .,·story, physical condition, and visits to
 

ealth facilities, for nonwork-related purposes. 
records covered by item 21 of this schedule. 

Disposition: D s~s, 6 years after date of last entry. 

b.	 Health Unit Control 11 s Item 20 

Logs or registers refleCti~IY number of visits to 
dispensaries, first aid rooms ~d health units. 

Dis~osition: See Job Citati~iSPOSitiOn Authority 

c.	 Employee Medical Folders ~\ Item 21 

FOHS acts as the custodian for FOH~~ stomer agencies'
 
employee medical records. These are me~ 1records for
 
federal employees of our customer agencies. ~hey include:
 
occupational medical records, x-rays, specifi~s such as
 
FOH 4 (Periodic Health Evaluation), FOH 5 (~fi al
 
Surveillance Program), or FOH 6 (Authorization fur
 
Disclosure), and various other forms.
 

Disposition: See Job Citation for Disposition Authority 

d. Personal Injury Files	 Item 31 

Forms, reports, correspondence, and related medical and
 
investigatory records relating to on-the-job injuries, whether
 
or not a claim for compensation was made, EXCLUDING
 
copies filed in the Employee Medical Folder and copies
 
submitted to the Department of Labor.
 

Disposition: Cut off on termination of compensation or when 
deadline for filing a claim has passed. Destroy 3 years after cutoff. 
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ITEM 
NO. 

DESCRIPTION OF ITEM AND PROPOSED DISPOSITION JOB CIT ATION 

Division of Business Technology Support 

1106-05. GRS-24 

- vice Unit within the PSC which provides 
occupational ilth services, including health, wellness, 
employee assisf ,,;:e,work/life, safety, environmental, 
and industrial hygi,,~~e-relatedservices to Federal departments 

and agenciesnatiO~\ 

'\ \\ 
~ 

41
 




