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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

To NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 

DATE RECEIVED 

os-2 -:100~
t--------------------------+---------

1 FROM (Agency or establishment) 

Department of Interior 

2 MAJOR SUBDIVISION 

NOTIFICATION TO AGENCY 

National Park Service In accordance with the prov1s1ons of 44 U S C 
t------------------------------1 3303a, the d1spos1t1on request, mcludmg 

3 MINOR SUBDIVISION amendments, 1s approved except for items that may 
be marked d1spos1t10n not approved or withdrawn m 
column IO 

4 NAME OF PERSON WITH WHOM TO CONFER 

Michael Grimes 

6 AGENCY CERTIFICATION 

5 TELEPHONE 

202-354-1908 

I hereby certify that I am authorized to act for this agency m matters pertammg to the d1spos1t1on of its records and that the records 
proposed for disposal on the attached J pages are not now needed for the bus mess of this agency or will not be needed after the 
retention penods specified, and that written concurrence from the General Accountmg Office, under the prov1s1ons ofTitle 8 ofthe 
GAO manual for Guidance of Federal Agencies, 

[*] 1s not required, [ ] 1s attached, or [ ] has been requested 

DATE 

4-'],.1,- 08 

7 Item 
No 

SIGNATURE OF AGENCY REPRESENTATIVE 

.~.we 
8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9 GRS OR SUPERSEDED 

JOB CITATION 
10 ACTION TAKEN 
(NARA USE ONLY) 

10. Management and Accountability Records 

Records documenting those tasks involved with the 
planning, organizing, staffing, directing, mtemal/extemal 
reporting, and controlling ofNPS activities that occur 
routinely across the NPS. 

See attached schedule 

NCl-79-77-1, Nl-79- 6-1, NI-79-
96-1, Nl-79-97-1, an all other 
preceding schedules. 
GRS 1-13, 16, 18, 21, 3, 25, 26 : a:~ 

-=:.pe.<-1.~u\ w, ~ ~cMecl 
O{o<;SW.,., \\::.. . 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM SF 15 (REV 3-91) 
Prescribed by NAR 36 CFR 1228 
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National Park Service (NPS) 
Management and Accountability (Item 10) 

Records Schedule 

This schedule covers all records regardless of media (media neutral). 

Management and Accountability (Item 10) 

Description 
Function: Tasks involved with the plannmg, organizmg, staffing, dtrectmg, mtemal/external 
reportmg, and controllmg ofNPS act1V1tles that occur routmely across the NPS 

Activities Related to Management and Accountability include estabhshmg agency-wide pohcy 
and procedures, creating and admmistenng budgets, finance, legal affairs, aviation and motor 
vehicles, human resources, and other activities. 

Records Related to Management and Accountability mclude, but are not hrmted to 
• trammg matenals, 
• policy and procedure documents, 
• Directors Orders, 
• employee health folders, 
• personnel records, 
• environmental issues, 
• contracts, 
• reports to supervisors and those of a similar nature, 
• park annual reports or state of the park reports, 
• reports to Congress includmg the NPS Annual Report, 
• travel authonzatlons and vouchers, 
• budget worksheets, 
• legal cases, 
• vehicle maintenance and use files, 
• purchase orders, 
• vouchers, 
• purchase card logs, 
• time and attendance files, and 
• Equal Employment Opportunity files 

NOTE: The National Park Service requests except10ns to some of the General Records Schedules 
(ORS) for some of its admmistrative records covered by this schedule. None of the records will be 
retamed for less than the retention periods established m the ORS, but the NPS schedule provides for 
umque disposition authontles for records that are otherwise addressed m the ORS. 

NOTE: Records Related to Management and Accountab1hty do not include contracts relating to 
work that has an impact upon natural and cultural resources. These are managed under Item 1, 
Resource Management and Lands. 
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Permanent Records Criteria: Records that document 
an activity which meets one or more of the followmg 
cnteria are Permanent: 
• pohcy and procedure development for NPS on 

local, regional, or national levels, 
• documentation of social issues aff ectmg NPS 

services, 
• creatmg the annual agency budget, 
• strategic plannmg, 
• annual reportmg, 
• NPS achievements that contnbute to history of the 

agency, 
• "first of kind" or establishes precedents, 
• subject of widespread media attent10n or 

Congressional scrutmy. 
A. National Park Service Direction and Policy 
Records. Permanent: Records that document the 
direction of NPS mcludmg the creation of pohcy and 
procedures and that meet the permanent cntena hsted 
above. 

A. Transfer permanent special media, and 
electromc records along with any findmg 
aids or descnptive mformation (mcludmg 
lmkage to the ongmal file) and related 
documentation by calendar year to the 
National Archives when 3 years old D1g1tal 
records will be transferred as specified m 36 
CFR 1228.270, or accordmg to standards 
apphcable at the time. Transfer all other 
permanent records to NARA 15 years after 
close 

Transfer all other permanent records to 
offsite storage 5 years after cutoff 

Transfer all other permanent records to 
NARA 15 years after cutoff 

B. Routine Policy Decisions, Planning, Legal Issues B. Transfer records to offs1te storage 5 
and Operations Records. Temporary: Records of years after cutoff 
routme policy decisions, day to day planmng, legal 
issues, operations, etc that do not meet the criteria for Destroy/Delete records 15 years after cutoff 
permanent records listed above. 

August 31, 2009 
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••Retentif)Jl Plan L d, Diiifosition ltiiJructiims·. '.. 7 
C. Routine Fiscal, Contracting, and Purchasing 
Records. Temporary: Fiscal and contractmg records 
includmg travel vouchers, purchase orders, contracts, 
etc 

NOTE: Copies of contracts deahng with natural and 
cultural resources should be filed in Item 1, Resource 
Management and Lands, depending on the nature of the 
contract. 

C. Transfer records to offs1te storage 2 
years after cutoff 

Destroy/Delete records 7 years after cutoff 

D. Housekeeping and Supporting Records. 
Temporary: All other routme, housekeeping, and 
supporting documentation not addressed elsewhere m 
this category 

D. Transfer records to offs1te storage 1 year 
after cutoff or retam in office for full 
retent10n 

Destroy/Delete records 3 years after cutoff. 

August 31, 2009 



NATIONAL PARK SERVICE 

MANAGEMENT AND ACCOUNTABILITY (ITEM 10) 
E-SYSTEMS CROSSWALK 

Item No. /Descri tion.00 Retention -ii,,,A,,,, Status* ,, 

¾t~ocument the directli.m)'i' 
'.ofNPS and that meet 
the permanent cnteri~ 
s .. 

NIA 

NIA 

NPS Organization Code Repository Operational 
The NPS Orgamzatlon Code Repository 
enables the agency to share and descnbe 
(m data) its orgamzatlonal structlire NPS 
orgamzatlonal data 1s a fundamental 
bmldmg block for vutually all 
applications m the NPS The Repository 
contams data pertammg to md1v1dual 
orgamzatlon codes throughout the NPS as 
well as data relative to the park m which 
the orgamzat10n code 1s assigned Only 
the current NPS orgamzatlon 
data/structlire 1s tracked, though the 
future add1t1on of vers1oned data sets will 
change this 

NR Public Use Statistics Office 
Reporting System (PUSORS) 
PUSORS contams mformation used to 
compile monthly v1s1tation statistics at 
the 267 reportmg umts of the NPS 
Each park has its own data 
reqmrements for data mput, there 1s an 
mput form for each park 

The data are available annually from 
1904-1978 and monthly from 1979 
through the present day The outputs are 
ava1lable on the Intranet site for park use 
and at WW\V nature nps gov/stats for 
pubhc access 

Operational 

, s€omments+ 

System Owner Sue Hawkms, 
Deputy CIO Info Systems NISC 
Sue Hawkms(a!nps gov 
303-969-2026 
System Manager Lance Gndley, 
Chief System Architecture & 
Integrat10n, NISC 
Lance Gndley@np~ go\ 
303-969-2376 

System Owner Butch Street, 
Management Analyst, Denver 
Butch Street:a)np~ gov 
303-343-2704 
System Manager not known 

September 2, 2009 blue text= NPS comments 



Bucket,Schedul~. E-S 
Retention·, Acron m. s Status 

NPS E Systems Crosswalk, Management & Accountability (Item 10) Page 2 of 15 

Nl-79-08-9 
Item No. /Descri 

10. B. RouJt~ipol.!BY:3c,, t-=-'--"'.;.a;_;=-"-"-'-'---'--"--'-ea:..::r~s""""''f--==----+-_..;..~_:-'-''---'-="'-----~----✓-"-x+-----'------'+-"'--:.::;;_--=:::..;.;.-~---"-'------
.· dec1S1ons, day?to dai " . AFS3 Administrative Finance System (AFS 3) Operational System Manager Regma Monarty

··"~··>'• .,,·.•.
,,planmng,Jegal issues,., ..· AFS 3 is used for financial track.mg, budget Computer Spec, Herndon VA 
operatton~etb~<that]o'/¼ plannmg, preparation and execution. It Regma Monarty@nps gov

703-487 9326
' 1nota'neeuhe,criterii!ifor;• enables NPS parks and offices to meet -
pennanent,recordsf;i:• accountab1hty requtrements for appropnated 

funds and mamtenance ofcertam transaction 
logs AFS 3 also helps meet requtrement of 
lmkmg dollars to performance goals 

AFS 3 provides data to the followmg NPS 
systems: BPS, PMDS, PMIS, CAS and 
PR&P. 

CAS Construction Allocation System (CAS) Operational System Owner Marcus Hathaway 
D1v1s10n Chief, Constructmn -CAS 1s a centralized web-based relational (bemg 
DCdatabase management system located w1thm rewritten) 
Marcus Hatha~ayuv.nps go,the Information and TelecommumcatJons 
202-208-5685

Center m Lakewood, CO The system 
provides an apphcat1on to document 
appropriations, develop and approve mtemal 
proJect fonnulatton processes, track 
allocat1ons agamst approvals and hnk results 
with the Federal Financial System (FFS) 

The system will 1mt1ally contam data for 
any still active Lme Item proJect, some of 
which have appropnatlons datmg as far back 
as FY 1990 Future enhancements will 
mcorporate summary mfonnat10n for all 
completed Lme Item projects appropriated 
back to the 1980's 

The earlier version of CAS was a dBase IV 
based program the consists largely of postmg 
and trackm numbers, with official backu 

September 2, 2009 blue text = NPS comments 
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Nl-';9:..os-9 (New Bir Bucket Schedule) ~;"-

.,. 

E-System Description . ,·< •,@; I Comments 
Item No. /Description Retention Acronym System Name & Description I Status ·;\;' I 

information being kept offline Its pnmary 
function is to produce Funding Advices that 
must be pnnted and signed - it does not 
generated electromc vers10ns. 

PMDS Performance Management Data System 
(PDMS) 
Tins system is used to track service wide 
performance agamst NPS Strategic Plan 
goals. PMDS tracks some 67 performance 
measures, actual and projected, across a 
wide range ofNPS functions In addition 
the system includes rough funding/FTE 
numbers and text based information, such 
as sections for detailmg work plans and 
comment fields All data are lmked to a 
specific park, program or office and are 
mput by the ind1v1dual NPS reportmg umts 
The system contains data 1998 to 2012 and 
1s extended each time DOI updates the 
departmental strategic plan 

PMDS !mks with a number ofNPS 
systems m the areas of Operat10ns, Project 
Management and Fmance. 

Operational System Owner Joel Lynch, 
Dep'ty Strategic Planning Admm 
OpsWASO 
Joel L}·Tich@ngs gov 
202-208-7029 
System Mgr - Etleen Peterson 
Program Analyst 
Eileen K Peter~on(tl).ngs gov 
605-341-7827 

NPSP!ann NPSPlanning 
htt12 /:12lannmg nps gov 
NPSPlannmg 1s a website built to provide the 
general public with mformat10n about all 
facets of the NPS plannmg process. It also 
directs the public to plannmg documents that 
are currently under public review on the 
PEPC (Plannmg Environment and Public 
Comment) website. 

The website 1s a source for policy and 
reference !mks that are used m plannmg 
withm the National Park Service 

The home page of the website lists all 
active general management plans, special 

Operational 

September 2, 2009 blue text= NPS comments 
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, . Ji, Ni,:79-08-9 (New Bi Bucket Schedrile) E"Sv~teiii Descriotion I Comments 
Item No. /Description' •Retention Acronym System Name & Description .. t !'Status. 

resource studies, and other NPS plans bemg 
developed Lmks at the bottom of the home 
page filter the hst m terms of the type of plan 
- for example Implementation Plans, Special 
Resource Studies, Commercial Services 
Plans, Development Concept Plans, etc 
Users chck on the name of a plan and are 
d1rected to the PEPC website (see next 
entry) 

PEPC Operational 
(htip. 1/parkplanmng nps go\ ) 1s closely 
associated with the NPSPlannmg website and 
offers a way for NPS to gather mput from the 
public for vanous plans and projects bemg 
developed by the Service Users can search 
the site by region, state, or park name and 
access a hst of projects, many of which are 
open for public comment Relevant 
documents are hsted and downloadable as 
.pdf files Additional lmks provide access to 
meetmg notices and other mformat1on The 
PEPC home page also prov1des a specific 
hnk to projects open for comment Users 
offer comments by fillmg out fields ma 
comment form and entering remarks as free 
text mto a text box. 

The PEPC website 

y, '0,·C', .·,:c;, '''":'. ••• , ·'.": !\if' !if: ."<·." :4,,,!0:1Ct:;Fiscal and ·~·i it Teriipor:~ry, 7 years"' 0, .•. ,0,· , •1 ; •t .,. .• z .· '.ii!. , 
contracting'fecordsi/. •. 1---:.......:.......:.......___~...p:B:.......I_-'-----l-B-a_c_kg_r_o_un_d_I_n__v_es""t"--ig_a_t-io""'n-T--r_a_cki--.-n-g---+-N-e_a_r_____._s"""y-st_e_m_O".:"wn-e_r_H_,.e-a--:th-e-r"'M-1-:-:ll'-er--=----1 

indiig,itlgitraVel •• • < This system mamtams employee background Implementation Personal Security & Smtab1hty 
<\'vouchers, purch~se•. •• .< mvestJgatmn mformatlon that 1s adJud1cated Spec 
'ortiers, contracts; etc. _, by the Washmgton office The database Heather M1ller@np» gov 
Al·•;• • • • - I 202-513-7099 

sg; f(.)Utme personne supports the NPS Human Resources and Law 
~records such as"'Tune ""'", Enforcement programs, as well as partner
and A'.ttcilit;~ce,·'·' and contractors programs 

••. $ll.pen,:isor's records,•'. The database mamtams employee data 
.and'related, oersoruieF :··· 

September 2, 2009 blue text= NPS comments 
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" 

' i."?,.Nb79-08-9,(New Bi Bicket ·'S~hedule)~·· ,;E.:System. Description ,:I Comments· .. ,.. ~· --~'-'-

"' ...Ite"m No. /l)escription Retention:> .'. Acronym System Name & Description I Status I 
~ 

re.cords sucp as EEO, System Owner Heather Miller 
Personal Secunty & Smtab1hty 

BI (name and SSN) and background Near 
mvest1gat1on data (Bl type, BI closmg date, Implementatron 

Spec
tram.1~~, an~. similar /. 

records: -<. adJud1cat1on date and BI status) Data 1s 
Heather M1llcr@n12s govob tamed from the "Office of Personnel 
202-513-7099

Management Background Investigation Case 
Closmg Transmittal" and case papers 

The NPS BI Database lmks to data pulled 
from the Federal Payroll and Personnel 
System (FPPS) It does not support another 
system 

HPLP Human Resources Line of Business [from Contact Alex Young 
CPIC Systems Inventory] 

Operational 
303-969-2771 
D1Tector Denver Admm Program 
Center 
Alex Young@n12s gov 

Operational Contact 1s David Krewson, NIA International Affairs Foreign Travel 
202-354-1800 

This system contams data on mtematronal 
Database Systems 

Internallonal Cooperat10n 
travel by NPS staff NPS staff must receive Specialist 

Dav1d_ Krewson@nps govpnor approval by the D!Tector and the 
Assistant Secretary for Fish, Wildlife and 
Parks for mtematlonal travel. 

The system also contams data on 
International Volunteers and Foreign 
Delegations or groups requestmg support 
from Office of Intemat10nal AffaITs 

Data are mput from standard forms 
subrrutted by prospective NPS travelers 
Outputs are year-end reports on the number 
ofNPS stafftravehng overseas ma given 
fiscal year, the cost to the government, and 
the reasons for the travelmg. 

System Owner Patti D1enna 
The NER Accountab1hty System (NERACT) 

ACT InactiveNortheast Region Accountability System 
Ch1eflnfo Officer NER, PA 
Patt1-D1enna@nns govmamtams a system of controls considered 
215-597-4818 

September 2, 2009 blue text= NPS comments 
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1,>, Nl,-;7,9,;08;9,;(New Bi 

'-Item No: /Description 

BucketSchedule) ,,,,,,"'"" 
,:p-:,

"Retention 

•--=:v<'·' 

Acronym 

•s"h S .... ~-- •• ,~- E~Sy~tem'lDes'cription. 

Oi System Name & Description \' I Status 
,, ~ -~= I eomments,,, 

I ft 

,,.,:.-

" ,·.¼. 

useful standards or best practices, based on 
public laws and Director's Orders that 
underlie each of the programs and park 
act1v1t1es m the Northeast Region The 
system 1s pnmanly a self-evaluation tool 
used by park supermtendents to assess 
performance factors m such areas as Park 
Leadership & Management , Facility & 
Landscape, Plannmg Rehab1htatlon and 
Development, Commercial Services 
Management, etc. 

The system 1s not muse m FY2009, and 1s 
currently bemg considered for updatmg or 
redesign 

OFS Operations Formulation System 
The Operat10ns Formulation System 

(OFS) 1s a Serv1cew1de web-based system 
designed to facilitate the work ofNPS to 
identify operatmg funds needed to pursue its 
m1ss1on OFS contams all unfunded 
budgetary reqmrements of the Service for 
ongomg or operational needs for the next five 
Fiscal Years (FY) The system contams 

Operat10nal 
System Owner David Hamngton 
Supervisory Budget Analyst WA 
DC 
David Hamngton(izln11~ gov 
202-208-4043 
System Manager Jennifer 
Champagne 
Admm Officer Rock Creek Park 
Jenmfer Cham11ab'lle@n11s gov 

lustoncal mformat10n on funded requests 202-208-7374 

from FY 1994 and h1stoncal data on park 
operatmg budgets, acreage, v1s1tat10n, and 
FTE. OFS was ongmally a DOS based 
system The platform was migrated to a 
web-based one m the mid 1990's 

The Operations Formulation System (OFS) 
1s a centrahzed web based relat10nal database 
management system located w1thm the 
Information and Telecommumcations Center 
(ITC) m Washmgton, DC 

PTATS Park Transportation Allocation and 
Tracking System 
PT A TS 1s a web based application to track 

Operational System Owner Mark Hatsoe 
Supervisory Civil Engr 
Mark Ha11soc@n11s gov 

September 2, 2009 blue text = NPS comments 
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:; Nl-79-08-9 (New Bi:r Bucket Schedule) '.0 ""' E-System Description " I Comments 
'Item No. /Description .Retention Acronym Systefu Name & Description ·. 'I Status 

cost data for the Park Roads and Parkways 
Program The apphcatlon meets NPS and 
Federal Lands Highway (FHW A) project 
track.mg requ1rements and 1s accessible to a 

System Manager Dawn Foy 
IT Specialist NISC 
Dawn Foy(a)np~ gov 
505-988-6711 

wide range ofNPS and FHW A users, 
mcludmg staff & managers m field, 
d1V1s1on/reg10n, and headquarter offices. 

PT A TS con tams data pertammg to NPS 
Park Roads and Parkway projects mcludmg 
project control numbers, account numbers, 
and NPS umt identifiers as well as project 
descnpt1ons It also has an electroruc library 
for the stonng of project agreements, 
vegetation plans, and other project related 
documents 

PT A TS 1s lmked with data from NPS' 
Project Management lnformat10n System 
(PMIS), and Adnumstrative Fmance System 
(AFS) 

Park$ Park$ Budget Reporting System 
The system communicates simple budget 
reportmg to the parks and to provide parks 
with a snapshot ofthe1r budget status 

Authonzed amounts for offices and 
programs are manually mput mto the system 
Amounts are entered throughout the fiscal 

Operational System Owner Joe Escoto 
Supermtendent Padre Isl NS 
Joe Escoto@nps gov 
361-949-8173 ext 222 
System Manager Rob Rivera 
Rod R1vera@nps gov 
303 969-2531 

year 
The system receives data mput and budget 

upload from multiple sources mcludmg 
PMIS and AFS 3 

CORE­
SAAT­
Fundamentals 

Personnel Reporting and Training 
Systems [(Mmor HR Apphcations) from 
CPIC Systems Inventory 

Operational Contact Alex Young (see 
above) 
303-969-2771 

September 2, 2009 blue text =NPS comments 
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iv N······1··· :··79 08 9··,(N, • · B"•.•. - - '-! eW·•I Bucket Schedule) ·•.. ,,,,, ... ' .. E-System Descfipti8'n;/ I ..::..-f: I Comments 

Item No. /Description> Retention . iA, :.+;;;, Kcrony·m Syste'm Name & Description I Status ,.,J 
PMIS Project Management Information System 

The Project Management Information 
System (PMIS) 1s a Serv1cew1de intranet 
apphcat1on within the Nat10nal Park Service 
(NPS) which 1s used to manage information 
about requests for project fundmg It enables 

Operational System Owner David Hamngton 
(see above) 
System Manager Ellen Bullock 
Management Analyst DC 
Ellen Bullock@mg~ gov 
202-208-4210 

parks and NPS offices to submit project 
proposals to be reviewed, approved and 
pnontlzed at park umts, reg10nal dlfectorates, 
and the Washington Office (WASO). It was 
developed in response to a request from the 
National Leadership Council (NLC) to create 
a common system for backlogged projects. 

PMIS 1s a centrahzed web based relational 
database management system (RDBMS) 
which 1s located within the Information and 
Telecommumcat10ns Center (ITC) m 
Washington, DC 

NIA Workforce Diversity Reporting System Operational System Owner - Sue Hawkms 
Reporting system for vanous workforce but slated for System Manager - Lance 
d1vers1ty categones. The data stored m this retirement Gndley (see above) 
application consists of selected aggregated 
data fields defined by NPS EEO office, 
pulled from the FPPS (Federal Personnel 
Payroll System, US DOI) on a quarterly basis 
(smce the 3rd quarter of 1999) The data are 
presented by the apphcatlon in a statistical / 
graphical manner to show demographic 
trends in the Service 

September 2, 2009 blue text= NPS comments 
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,l'Jl-:;;79-08-9 ew Bi Bucket Schedule Comments 
:'Acron m s Status 

fO. D. All other'=)!»" Temporary, 3 years 
routme, housekeepmg, 

BIMS
~ncfsupportmg,_ • 0 
documentation.not . • 

a?aresseqkt\s,i~~fre,:»,,, ... :;. 
'· 

-( +~-
*' ·G> 

< 

Barcode Inventory Management System 
"Department of the In tenor Property 

Management Directives" and the "NPS 
Personal Property Management Handbook 
No. 44" require that parks/offices conduct a 
100 percent physical mventory each physical 
year Barcode scanners are used by 
Custodial Property Officers throughout the 
NPS when conductmg their annual personal 
property mventones 

The BIMS utilizes a centralized file server 
to hold data from the Fixed Assets 
Subsystem, a program on the Property 
Manager's PC to produce mventory reports, 
and a handheld barcode scanner to scan asset 
barcodes The system works through the 
transfer of mforrnatlon between these three 
components 

BIMS mforrnatlon contents are personal 
property mventones for vanous offices 

This system mteracts with the Federal 
Fmanc1al System (FFS) and the Fixed Asset 
Module of FFS These systems are 
Departmental, not specific to NPS 

Near System Owner - Emestme 
Implementation Armstrong 

Property Management 
Program Manager 
Ernestine Armstrong@nps gov 
202 354-1958 

September 2, 2009 blue text = NPS comments 
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Nl-79-08-9 (New Bi Bucket Schedule) 1G, f E-System Description 0 IComments 
tftem No. /Description Retention , Acronym System Name & Description , I Status I 

CSWm Capability Statement Control System 
Mamtamed NPS "capab1hty statements" -
that 1s, statements of the Service's official 
op1mon on budgetary and financial matters, 
provided to Congressional subconuruttees 
The statements assess the impact to the 
President's budget request of proposed 
changes ongmatmg from mterest groups or 
elected representatives CSWm was 
launched m 1990 and contamed data through 
2003 

Inactive System Owner David 
Hamngton (see above) 
System Manager Kathenne 
Hopper (no email address) 
202-208-4043 

QABECS Questions and Answers, Briefing, Effects, 
Capability Statements Tracking System. 
QABECS replaces the former Capab1hty 
Statement Control System (CSWm) 

QABECS 1s a Serv1cew1de Internet 
apphcahon w1thm the National Park Service 
(NPS) which 1s used to manage and track 
questions and answers, capab1hty, bnefing, 
and effect statements The system 1s used by 
parks, regions, W ASO program offices, the 
office ofLeg1slat1ve and Congressional 
Affa1rs, and the Office of the Comptroller 

Operational System Owner David 
Harrmgton (see above) 

cows Contracting Officer's Warrant Database 

List ofNPS contractmg officers, mamtamed 
as a spreadsheet rather than a database. The 
spreadsheet enables the Bureau Procurement 
Ch1efto track ehg1b1hty ofmd1v1duals for 
Contractmg Officer assignments, based on 
the trammg, education and expenence of the 
candidate, and the acqms1t10n needs of the1r 
orgamzat10n Information 1s mamtamed as 
"current" on the database, names of 
md1v1duals who no longer have CO authonty 
are moved to a separate hst 

Operat10nal System Owner - He1d1 Ernst 
Contract Specialist - Contracts 
and Property Team 
Hc1d1 Emst(@nps gov 
303-987-6714 
System Manager 
Kate Wmkler 
303-987-6787 (no email 
address) 

September 2, 2009 blue text= NPS comments 
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• -~l,-79-08-9 (New Bi[J Bucket Schedule) .r·· E-Systeni·Description x; I:.Comments 
Item No. /Description ·Retention Acronym System Name & Description 

COR Contracting Officers' Representative 
Database 
List ofNPS contractmg representatives and 
key personnel, mamtamed as a spreadsheet 
rather than as a database 
The COR spreadsheet provides a 
comprehensive hst of md1v1duals ehg1ble for 
appomtment as a COR, and the nature of the 
md1v1duals' authority. The mformahon 1s 
mamtamed "current " 

Operational He1d1 Ernst (see above) 
Kate Wmkler (see above) 

CTS Correspondence Tracking System 
Tracks correspondence from Congress, 
pubhc, etc 

Operat10nal Dons Lowery 
Supvy Program Analyst 
Dons Lowcry@nps gov 
(202) 354-1929 

AV PRO PE HFC AV Property Database 
This 1s a simple MS Access database 
formerly used to manage a program whereby 
Harpers Ferry Center distnbuted AV 
eqmpment to parks throughout the NPS 
system The Harpers Ferry Center no longer 
distributes AV eqmpment as these items 
come with a completed contract deliverable 
The database tracked quantity and type of 
eqmpment bemg provided (shde/mov1e 
projector, tape recorder, etc ), pomts of 
contact, dates, and other mformahon, but has 
been machve for about 6 years and 1s now at 
the end of its hfecycle 

Operational Contact: Steve P1ttleman 

NIA National Park Service Office of 
International Affairs Skills Roster 
The Office oflntemahonal Affairs (OIA) 
mamtams a database for selection of 
qualified park personnel for possible short­
term mtemat1onal assignments 

Any NPS employee who wishes to be 
considered for short-term mtemahonal 

Operational Contact 1s David Krewson, 
202-354-1800 

September 2, 2009 blue text= NPS comments 
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CORE 

NIA 

NPRS 

NIA 

NIA 

assignments can mput their data 

NPS CORE Conflict Resolution 
Manages mformatlon on conflict resolution 
cases 

NPS On-Line Auction System 
An automated auction of excess property to 
general public, where items for sale to the 
pubhc will be made available on the NPS 
Property Management website 
National Park Reservation Service 
Park reservation system The system has 
been d1scontmued and replaced by 
Recreation.Gov, an mteragency system 
created as part of the "E-Gov" 1mtiatlve. 
Recreation gov consolidates the legacy 
recreation gov, reserveUSA com and 
reservat1ons.nps.gov to offer a smgle pomt of 
access to mformat10n about Federal 
recreational oooortumt1es and reservations 
T&D Learning Place 
Contams Serv1cew1de mformatlon on 
trammg and development events and 
employees of the National Park Service 

Universal Competencies 
The Umversal Competencies system I 
website allows users to read defimhons of the 
core competencies reqmred of all NPS staff 
The site also hosts or lmks to a "Umversal 
Competencies Needs Assessment" study 
conducted by the Park Service (final report 
produced m 1999). The site lmks to the NPS 
Fundamentals site, which provides access to 

Operational 

Under 
Development 

Has been 
replaced 

Operational 

Operational 

System Owner Jim Poole 
WAPC Manager - DC 
Jim Poolc(ciln12s gov 
202-354-1936 

System Owner Emestme 
Armstrong 
(see above) 

System Owner - Jane Moore 
Fee Program Manager 
Jane Moore@nns gov 
202- 513-7132 
Replaced by Recreation Gov 
httrJ //www recreat10n gov/ 

System Owner ~atrma Fntts 
Log1st1cs Coord - Hapers Ferry 
WV 
Katnna Fntts@nns gov 
304-535-6404 
System Owner Maia Brownmg 
Wastewater Treatment Plant 
Operator, Isle Royalle NP, MI 
Maia Brownmg@n12s gov 
202-354-1903 
Contact Kevm Turner 

September 2, 2009 blue text= NPS comments 
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onhne trammg modules for NPS staff 

System Owner Maia Brownmg 
The "NPS Fundamentals" site provides 

OperationalNPS Fundamentals 
Wastewater Treatment Plant 
Operator, Isle Royalle NP, MIaccess to essential traming for NPS staff It 
Maia Brownmg!wnQS gov1s a five-part course of study that 
202-354-1903 

encompasses a broad understandmg of the Contact Kevm Turner 
m1ss1on and goals of the National Park 
Service It 1s designed to sustam a 
workforce committed to acluevmg the NPS 
m1ss1on Reg1strat1on 1s accomplished 
through a lmk to the "DOI Learn" website 

This site !mks to the "Universal 
Competencies" site that contams 
defirut1ons of the core competencies 
required of all NPS staff It also !mks to 
the "DOI Learn" site through which a 
student can register for the courses 

September 2, 2009 blue text = NPS comments 



NPS E Systems Crosswalk, Management & Accountability (Item 10) Page 14 of 15 

Nl-79-08-9'(New Bi Bucket Schedule) E-Svstem Description I Comments, 
Item,No. /Description - -,Retention Acrony"in System Name & Description I Status I 

TRAKKER, 
WT 

Wilderness Trakker Operational 
The Wilderness Trakker system enables 

Contact Steve_Bair@nps gov 

backcountry and wilderness managers to 
collect and evaluate data on backcountry 
campmg overnight use m the park Free 
mandatory backcountry campmg perrruts are 
reqmred to camp m the Shenandoah's 
backcountry and the mfonnat10n provided by 
park v1s1tors on these perrruts 1s entered mto 
the Wilderness Trakker database This 
mfonnatlon mcludes: V1s1tor Name, Address, 
Location of entry mto and exit from the 
backcountry, dates of entry and exit, number 
of people m the campmg party, trail or 
backcountry area where the party will spend 
the mght(s), vehicle make, color, and license 
number of the car(s) parked at the trailhead, 
and other mfonnat10n This data allows 
backcountry and wilderness managers to 
identify trends, patterns and levels of 
campmg use on specific trail areas of the 
park and can gmde resource management 
dec1s1ons and target resource momtormg and 
act10n efforts It can also help to target 
backcountry educational and law 
enforcement patrols, and aid m emergency 
response 

NIA NPS People and Places Directory Operational 
This 1s a publicly accessible onlme directory 

http //home nps gov/apphcat10 
ns/d1rcctory/ 

ofNPS locat10ns and employees Users enter 
a first and/or last name m the d1rectory and 
retrieve a filtered hst ofNPS employees with 
contact mfonnatlon (name, JOb title, 
telephone/email, location) Alternatively one 
can enter a location name (from a pick hst of 
NPS locations) and retrieve a hst of all NPS 
staff there The website provides an 

September 2, 2009 blue text= NPS comments 
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employees only lmk to an "Employee 
Maintenance" funct10n 

September 2, 2009 blue text= NPS comments 



NATIONAL PARK SERVICE 
MANAGEMENT AND ACCOUNTABILITY (ITEM 10. A.) CROSSWALK 

PERMANENT RECORDS 

• 

4:...t::>--:;".-..\:, ·»y New Bi!! Buclcet Schedule.;,;(' '¥[ v,,7 ./~"7i i,"' ·:::: ~ ,4,;:I+ JI'NPS-19}(Currenf1Scnedule)0'' ,, Comm'ents 
"Item No::;,& Title, ,+Retention ~ Item No. Title ,v:!:=....,.,-:<.<-: ..-y~--:·-,.. 

T'Retention±if. 
,, :s, 

,;totA. Records·that' 
' ciocum~'i1t the <life'thon 
0c>i NPS"irnd thafmeet 
)61\permanent crit~ri; ~.'· 

'A. Permanenf '· 0 ';- ,~ 
•,. {:> ' ',f':C ?{:{: ''') <0· 

A2415 Committees, Intemat10nal Permanent 
A2419 Committees, Departmental Permanent 
A2427 Committees, Interagency Permanent 
A2431 Committees, Washington Permanent 
A2435 Committees, Field Offices Permanent 
A2621 Reports, Annual [Superintendents and 

Reg10nal Directors l 
Permanent 

A2623 Reports, Situat10n [Supenntendents, 
Reg10nal Directors, & Managers l 

Permanent 

A4015a Conferences and Meetings, Departmental Permanent 
A4019a Conferences and Meetings, Washington 

Office 
Permanent 

A4023a Conferences and Meetings, Regional 
Directors 

Permanent 

A4027a Conferences and Meetings, Regional 
Offices 

Permanent 

A403la Conferences and Meetings, Other Field 
Office 

Permanent 

A4033a Conferences and Meetings, Servicewide Permanent 
A4035a Conferences and Meetings, Interagencv Permanent 
A4037a Conferences and Meetings, International Permanent 
A44 Memoranda of Agreement with Federal, 

State, and Local Agencies 
Permanent 

A4415 Cooperative Agreements Permanent 
A5415 Inspections, Congressional Permanent 
A5419 Inspections, Departmental Pem1anent 
A5423 Inspect10ns, Washington Office Permanent 
A5425 Inspections, Reg10nal Office Permanent 
A5427 Inspections, Field Office Permanent 

July 6, 2009 
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•z+-•'''7!.·,.,
Retention Item No. 

-;_» -;.;/ '"Title, ". -s:-/,"' 

,.

Retention 
A5431 Inspect10ns, Other Agencies Permanent 
A5641 Instruct10ns and Orders, Other Federal 

Agencies 
Permanent 

A5621 Instructions and Orders, NPS Permanent 
Gmdelmes 

Permanent 

A5623 Instruct10ns and Orders, NPS Special 
D1rectJves 

Permanent 

A5627 Instructions and Orders, NPS Staff 
D1rectJves 

Permanent 

A5631 Instructions and Orders, W ASO 
Memoranda 

Permanent 

A5635 Instructions and Orders, Field D1rectorate 
Memoranda 

Permanent 

A5639 Instructions and Orders, Field Offices 
Instruction Memoranda 

Permanent 

A6415 OrgamzatJon, List and D1rectones Permanent 
A6419 OrgamzatJon, Goals/ObJectJves (Long 

Term Management Plan) 
Permanent 

A6423 Orgamzatlon, Management Policies 
(M1ss10n Statements) 

Permanent 

A6427 OrgamzatJon, OrgamzatJonal Charts/Roles 
& Funct10n Statements 

Permanent 

A6435 Orgamzat1on, Standards Permanent 
A6437 Orgamzahon, Management Improvement 

Pro1ects 
Permanent 

A7015 National Pnont1es, Civil Defense Program Permanent 
A7019 National Pnont1es, Area Use (Nat10nal 

Defense) 
Permanent 

A7021 National PnontJes, Conservat10n (Energy 
and Water, etc) 

Permanent 

A8215 Ded1cat10ns, Anmversanes, S1ill1lar 
Observances 

Permanent 

A8419 Speeches, Washmgton Area Directorate Permanent 
A8423 Speeches, Field D1rectorate Permanent 
Dl8 Plannmg Program [GPRA] Permanent Also listed m 1 A for 

GMP&DCP 

July 6, 2009 WNLN = when no longer needed 
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·NPS-19 (Current Schedule)?L- •• /~•y

• 0 Comments
' )Item No.· & Title Retention' Item No. 

~ 
.,, •• y 

,Title •Retention ""-"•-:h ••:,/~---r• 

F14 Advances, Transfers, and Allocations of 
W orkmg Funds 

Permanent 

F1415 Work.mg Funds [to other Agencies] Permanent 
Fl419 Workmg Funds [from other Agencies] Permanent 
Fl423 Workmg Funds [w1thm Serv1cel Permanent 
Fl6a Accountmg [Policy Correspondence] Permanent 
F30a Budget Formulation [Correspondence] Permanent 
F3015a Current Year Operatmg Program 

rcorrespondencel 
Permanent 

F3017a Budget Increases/Decreases 
[Correspondence] 

Permanent 

F34 Budget Execution Permanent 
F3415 Status of Funds Permanent 
F3417 Reserves Permanent 
F38a Appropnat10ns & Allotment Advices 

rPolicy Correspondence l 
Permanent 

F3815a Operatmg (Form 10-450) [Policy 
Correspondence] 

Permanent 

F3817a Construction [Policy Correspondence] Permanent 
F3819a Supplemental rPohcy Correspondence] Permanent 
F3821a Aooort10nments [Policy Correspondence] Permanent 
F3823a Admm1strat1ve Lmutations [Pohcy 

Correspondence] 
Permanent 

F42a Audits and Fiscal Exammatlons [Policy 
Correspondencel 

Permanent 

F4215a General Accountmg Office and other 
Government Agencies [Policy 
Correspondence] 

Permanent 

F4217a Department of Intenor/NatJonal Park 
Service [Policy Correspondence] 

Permanent 

F4223a Public Auditors (other than Government) 
[Policy Correspondence] 

Permanent 

F46a Casluers and Collection Officers (mcludes 
imprest fund) r Policy Correspondence l 

Permanent 

F50a Claims and Payments [Policy 
Correspondencel 

Pem1anent 

F5015a Construct10n [Policy Correspondence] Permanent 

July 6, 2009 WNLN = when no longer needed 
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·c 
Comments ./4 

Item No. & Title ±Retention Item Norr 'Title Retention 
F5019a Supply [Policy Correspondence] Permanent 
F5023a Travel and Transportation [Policy 

Correspondence] 
Permanent 

F5025 Compensation Permanent 
F54a Special Nonappropnated Funds [Policy 

Correspondence] 
Permanent 

F5415a Donations rPolicy Correspondence l Permanent 
F5417a Re1mbursable/Refundables [Pohcy 

Correspondence] 
Permanent 

F5419a Fees and Revenues [Pohcy 
Correspondence l 

Permanent 

F62a Fiscal Reqms1t1ons and Interpretations 
rPolicy Correspondence l 

Permanent 

F66a Payrolls [Policy Correspondence] Permanent 
F6615a Payrolls, Income Tax Deductions [Pohcy 

Correspondence l 
Permanent 

F6619a Payrolls, Ret1rement Deductions [Pohcy 
Correspondence] 

Permanent 

F6623a Payrolls, Other Deductions [Pohcy 
Correspondence l 

Permanent 

F6627a Payrolls, Designation (1 e , Timekeepers, 
Designated Agent) [Policy 
Correspondence] 

Permanent 

F74a Rate Schedules rPolicy Correspondence] Permanent 
F7415a Rate Schedules, Eqmpment [Policy 

Correspondence] 
Permanent 

F7419a Rate Schedules, Mass [Policy 
Correspondence] 

Permanent 

F7423a Rate Schedules, Quarters [Pohcy 
Correspondence] 

Permanent 

F7425a Rate Schedules, Utilities [Pohcy 
Correspondence] 

Permanent 

F86a Travel and Transportation Regulations 
[Pohcy Correspondence] 

Permanent 

P94 Volunteer Employment Program [Policy 
Correspondence] 

WNLN 

S7215 [Procurementl Instructions and Procedures Permanent 

July 6, 2009 WNLN = when no longer needed 



• 

NPS Crosswalk, Management & Accountab1hty (Item 10 A ) Page 5 of5 

·.,; ,,.(P'"" ,,,,.;a New Bi2 Bucket Schedulif ; "'" NPS-19 (CurrentsSchedule), - %' ".:";,, / i .Wi Comments-'· .. •.. ¥ .,.,.."'· 'RetentionItem No. & Title, Retention 'ltemJJJo: Title,... ~T
' :ii 

New1tem Director's Calendar 
New1tem Supermtendent's Calendar 

July 6, 2009 WNLN = when no longer needed 



NATIONAL PARK SERVICE 

MANAGEMENT AND ACCOUNTABILITY (ITEM 10. B. -E.) CROSSWALK 
TEMPORARY RECORDS 

~Nl-79:.og297(New Bi~ Bucket;Schedule) l~fRS-19 (C:urrenf Schedule) 
4Jtem No. &-Title>:'>:: " 'Retention cJ, 0 ,Jtem'No. 

A3619b 

A68a 

A7227 

F30b 

F3015b 

Item Number and Title#>,, ~> 

Complamts, Concemmg Concessions 
[prov1dmg basis for mvestigat1on, etc ] 
Pnntmg and Bmdmg [Pohcy 
Correspondence] 
Records Management (mcludes file mgmt) 
[Pohcy Correspondence] 
Budget Fonnulat10n [Budget Estimates 
and Justifications prepared at W ASO 
levell 
Current Year Operatmg Program [Budget 
Estimates and Justifications prepared at 
WASO levell 

Retention 

15 years 

15 years 

15 years 

15 years 

15 years 

15 years 

15 years 

GRS I 12c 

Also listed m 9 B 

F3017b 

F36 
F38b 

F3815b 

F3817b 

F3819b 

Budget Increases [Budget Estimates and 
Justifications prepared at WASO levell 
Budgeted Position Ce1lmgs 
Appropnations & Allotment Advices 
[Aporopnations Allotment Files] 
Operatmg (Form 10-450) [Appropriations 
Allotment Files] 
Construct10n [ AppropnatJons Allotment 
Files] 
Supplemental [Appropnat1ons Allotment 
FJies] 

15 years 

15 years 
10 years 

IO years 

IO years 

IO years 

August 31, 2009 



NPS Crosswalk, Management & Accountability (Item 10 B -E) Page 2 of 11 

10.'€,"(,-Fiscahand 
,.,. .,:r-·,f"->~ ::r,-.~½·~¢ 

contractmg rec_2rds 
ip~ludmg travel'' 
vouchers, purchase 
orders, contracts, etc. •.• • 
Msg, routine personnef;: , 

,dule 
.,. ltemNo. 

F382lb 

F3823b 

F42b 

F4215b 

F4217b 

F4223b 

P402la 

Wl8 
Wl815 
Wl819 
W1823 
Wl827 

,,w ~., 

A8219 

A8223 

A8227 

A8231 

D5215 

Fl6b 
F2615-
F2623 

NPS-19 Current Schedule 
Item Number ana Title 
Apportionments [Appropnat10ns 
Allotment Files 
Admm1strat1ve L1m1tat1ons 
A ro nat10ns Allotment Files 

Audits and Fiscal Examinations [Specific 
Audits 
General Accountmg Office & other 
Government Agencies S ec1fic Audits 
Department oflntenor/Nat1onal Park 
Service S ecific Audits 
Pubhe Auditors ( other than Government) 
S ec1fic Audits 

Labor-Management Relations [Labor -
Mana ement Agreements] 

Dec1S1ons, Attorne General 
Decisions, Com troller General 
Dec1s1ons, Sohc1tor 
Dec1s1ons, Chief Counsel 

Conventions, Tours, Group Visitat10ns, 
Pubhc Gathermgs 
Religious Services 

Expositions 

Display of Flag 

Professional Services (Architecture & 
En meermg) Contracts 

F2615=Fiscal Reports, Monthly 
F26 l 7=Fiscal Reports, Quarterly 
F2619=F1scal Reports, Serm-Annual 
F262 l =Fiscal Reports, Annual 
F2623=F1scal Re orts, Situation 

:Reteiltion 
10 years 

10 years 

15 years 

15 years 

15 years 

15 years 

15 years 

15 years 
15 ears 

2 years HQ, 3 
ears field 

2 years HQ, 3 
ears field 

2 years HQ, 3 
ears field 

2 years HQ, 3 
ears field 

Transfer to DSC 

3 ears 
3 years 

Comments 

records such ~Jim~ ~-j 
and Attendance},':;)'.< .· "fj(: 

!'.Su~Jrvi§br's re~§, ' 
,~d r~ll:1-!l;lQ P,ersonnel 

recof8s. 

,recorc!;,~~5P as,EEO, 
tram1rig, aiici .similar 

·f~;;,,,;, ••• '·"· 

August 31, 2009 WSO = when superseded or obsolete WSR when superseded or revoked WNLN = when no longer needed 
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Item No:'& Title ., ; ~Retentio·o: .. <.,/ : jitem No.· Item Number and Title Retention 
• ""< f ' . ~- '! 

F30c Budget Formulation [Work Papers, Cost l year 
Statements, etc.] 

F3015c Current Year Operatmg Program [Work 1 year 
Papers, Cost Statements, etc l 

F3017c Budget Increases/Decreases [Work Papers, 1 year 
Cost Statements, etc l 

F38c Appropnations and Allotment Advices 2 years 
[ Aooort1onment Files l 

F3815c Operatmg (Form 10-450) [Apport10nment 2 years 
FIies] 

F3817c Construction [ Aooort10nment FIies l 2 years 
F3819c Suoolemental [ Aooort1onment Files l 2 years 
F3821c Aooort10nments [Apportionment Files] 2 years 
F3823c Admm1strative L1m1tatlons 2 years 

[Aooort1onment FIies] 
F46b Cashiers and Collection Officers (mcludes 6 years, 3 

imprest fund) [Transactions] months 
F50b Claims and Payments [Accountable 6 years, 3 

Officer's FIies] months 
F5015b Construction [Accountable Officer's Ftlesl 6 years, 3 mos 
F5019b Suooly [Accountable Officer's Files] 6 years, 3 mos. 
F5023b Travel and Transportation [Accountable 6 years, 3 

Officer's FIies] months 
F62b Fiscal Reqms1tlons and Interpretat10ns wso 

fRegulat10ns l 
F6615b(l) [Payrolls] Income Tax Deductions 3 years NOTE. F66b(l) 1s an 

Ind1v1dual Authonzed Allotment Files obsolete record with a 
[record mamtamed on eammg record card) WSO retention 

F6619b(l) [Payrolls] Retirement Deductions 3 years NOTE F66b(l) 1s an 
Ind1v1dual Authonzed Allotment Files obsolete record with a 
[record mamtamed on eammg record card] WSO retent10n 

F6623b{l) [Payrolls] Other Deductions Ind1v1dual 3 years NOTE- F66b(l) 1s an 
Authonzed Allotment Files [record obsolete record with a 
mamtamed on eammg record card] WSO retention 

August 31, 2009 WSO = when superseded or obsolete WSR = when superseded or revoked WNLN = when no longer needed 
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11&.,, Nf'.:79-08-9 (New'JJil!'tB.iiclret Schedule) ·:f" /ft NPS-19 (Current Schedule)·;( .7_=. 
Comments 

Item No. & Title Retention Item No. Item l'Siimber and Title., S·. Retention 
F6627b(l) [Payrolls] Designations (1 e Timekeepers, 

Designated Agent) Ind1v1dual Authonzed 
Allotment Files [record mamtamed on 
eammg record cardl 

3 years NOTE F66b( 1) 1s an 
obsolete record with a 
WSO retention 

F78 Tax Exemptions 4 years 
F86b Travel and Transportat10n [Regulations] wso 
P14c Ind1v1dual Official Personnel Files 

[ Annual Performance Review] 
OPF 1fratmgs 
outstandmg or 
unsatisfactory, 
otherwise 
destroy after 2 
years 

GRS 1.23 
Does not pertam to 
Presidential appomtees 

P30 Appomtment Reqmrements and 
Procedures 

5 years 

P32a Class1ficat10n, Position [Correspondence 
relatmg to development of standards for 
classification l 

5 years GRS17 

P32b Class1ficat10n, Position [Standards] 5 years GRS 1 7 
P3415 [Compensation] For In1ury 6 years 
P4019 Employee Relations [Correspondence & 

Counselmgl 
3 years 

P402lb Labor-Management Relat10ns [Arb1trat10n 
Cases] 

5 years 

P4215 [EEO] Affirmative Action Plan 5 years or 
WNLN 

P4217a D1scnmmat1on Complamts [when resolved 
m agencyl 

4 years 

P4217b D1scnmmat10n Complamts [When 
Resolved by USCSC] 

OPM schedule 

P4219 Special Programs 5 years 
P48b Exammations [Fom1s & Correspondence] 6 years 
P86 Trammg 5 years or WSO 
P8615 In-Service Trammg 5 years or WSO 
P8617 Interagency Fac1htJes Trammg 5 years or WSO 
P8619 Non-Government Fac1htJes Trammg 5 years or WSO 
P94 Volunteer Employment Program WNLN 
S28 Draftmg and Engmeenng Supplies 2 years 

August 31, 2009 WSO = when superseded or obsolete WSR = when superseded or revoked WNLN = when no longer needed 
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l;-t't •• • N1-79-08-9c(New"'Bie: Bucket Sched.ule) ' NP~Si19 (Current Schedule) ,.Comments 
" 

•7"Item No. & Title "Retention Item No. ·"!· Item Number and Title "" Retention:. "f'.' 

S30 Explosives 2 years 
S32 Firefightmg Equipment 2 years 
S34 Firearms and Ammunition 2 years 
S38 Fuels 2 years 
S46 Library 2 years 
S4615 Library Equipment 2 years 
S4619 Library Publications 2 years 
S50 License Plates and Tags 2 years 
S54 Medical [Suoohes) 2 years 
S62 Office [Suoohes] 2 years 
S6215 Furmture and Accessones 2 years 
S6219 Forms (Stock Only) 3 months 
S6223 Machmes 2 years 
S6227 Stationery 2 years 
S66 Optical Equipment 2 years 
S6615 Bmoculars and Telescopes 2 years 
S6619 Microscopes 2 years 
S70 Photographic and Sound Equipment 2 years 
S7015 Cameras and Pro1ectors 2 years 
S7019 Films and Slides 2 years 
S72 Procurement [Transactions) 6 years 3 months 

or 3 years 
S7219 Professional Services (A&E) Contracts 6 years 3 months 

or 3 years 
S7223 Supply and Eqmpment Contracts 6 years 3 months 

or 3 years 
S7225 Personal Services Contracts 6 years 3 months 

or 3 years 
S7227 Purchase Orders 6 years 3 months 

or 3 years 
S7421 Disposal of Personal Property 3 years 
S7421a Correspondence 2 years 
S7421b Excess rPersonall Property Reports 3 years 
S7421c Sales of Surplus Property Case Files 6 years 3 months 

or 3 years 
S84 Stenographic Services 6 years 3 months 

or 3 years 

August 31, 2009 WSO = when superseded or obsolete WSR = when superseded or revoked WNLN = when no longer needed 



NPS Crosswalk, Management & Accountability (Item 10 B -E) Page 6 of 11 

• 

., ...,
Nl-79-08-9"'<New Bili Bucket Schedule) NPS-19 (Current Schedule) Comments 

Item No. &.Title <,< Retention Item No. 
.,

Item Number and Title , .. Retention V 

S90 Shipments (Bills of Ladmg/lnvmces) 3 years 
S94b [Umforms] Specific Order and Related 

Correspondence 
6 years 3 months 
or 3 years 

S98 Weed and Insect Control Products and 
Arumal Repellents 

6 years 3 months 
or 3 years 

10. 'Di,,AILother routme, 
<p/fusek~epmg, and. • 
supportmg~ " 

vtio6umentation·ndf0ii001</
/A' ..· 

addressed elsewhere. 
• ·••f)iv:C 'V ·:-

"\¼>. 

.Temporarv, 3,vears ,<s>;, ">:u··, 

,, ·<:;~=.<· .<<
' /i. v· • 

.. ':;--;. .. 

" 

A14 Actmg Personnel Designation (m place of 
temporanly absent officials) 

3 months 

A2615 [Admm] Reports, Monthly WNLNHQ,3 
years field 

A2617 [Admm] Reports, Quarterly WNLNHQ,3 
years field 

A2619 [Admm] Reports, Semi-Annual 3 years 

A3415a Commendations, About Service and 
Personnel 

OPF GRS 1.12 

A3415c Commendations, About Service and 
Personnel [ routme correspondence] 

3 months 

A3419a 
A3615c 

Commendations, Concernmg Concessions 
Complamts, About Service and Personnel 
froutme correspondence] 

OPF GRS 1 12 
3 months 

A3619c Complamts, Concernmg Concessions 
[routme correspondencel 

3 months 

A4015b&c Conferences and Meetmgs, Departmental 
b non-record copies 
c arrangements for meetmgs 

b 2 years HQ, 3 
years field 
c 2 years 

A4019b&c Conferences and Meetmgs, Washmgton 
Office 
b. non-record copies 
c arrangements for meetmgs 

b 2 years HQ, 3 
years field 
c 2 years 

A4023b&c Conferences and Meetmgs, Regional 
D1rectors b. non-record copies 
c arrangements for meetmgs 

b 2 years HQ, 3 
years field 
c 2 years 

A4027b&c Conferences and Meetmgs, Regional 
Offices b non-record copies 
c arrangements for meetmgs 

b 2 years HQ, 3 
years field 
c 2 years 

August 31, 2009 WSO = when superseded or obsolete WSR = when superseded or revoked WNLN = when no longer needed 
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Nl-79-08-9 (New BilrBucket Schedule) ill0 J.'.' :., NPS::191(Ciirrent Schedule) 
#<., :·=~~,._ Comments.,.,.... .,--+.:., '" 

Itein No. & Title Retention ~ Item No. Jtem,Number and Title 
., 

Retentioor 
A403lb&c Conferences and Meetmgs, Other Field b 2 years HQ, 3 

Office years field 
b non-record copies c 2 years 
c arrangements for meetmgs 

A4033b&c Conferences and Meetmgs, Serv1cew1de b 2 years HQ, 3 
b non-record copies years field 
c arrangements for meetmgs c 2 years 

A4035b&c Conferences and Meetmgs, Interagency b 2 years HQ, 3 
b non-record copies years field 
c. arrangements for meetmgs c 2 years 

A4037b&c Conferences and Meetmgs, Intemat10nal b 2 years HQ, 3 
b non-record copies years field 
c. arrangements for meetmgs c 2 years 

A52 Fund Ra1smg & other C1v1c Campaigns 2 years 
A5615 lnstruct10ns and Orders, Secretary's Orders WSR 
A5619 Instructions and Orders, Secretary's Office WSR 

Memoranda 
A5643 Instruct10ns and Orders, Requests for 3 months 

Copies 
A6019 V1s1ts, of Government Personnel 2 years HQ, 1 

year field 
A6021 V1s1ts, of Foreign Persons 2 years HQ, 1 

year field 
A6615 Manuals, Departmental Manuals, & other WSR 

Issuances 
A6617 Manuals, NPS Manuals and other WNLN 

Issuances to FPM and FPMR 
A6621 Manuals, Other Federal Agencies wso 
A6625 Manuals, Requests for Copies 3 months 
A68b-g Pnntmg and Bmdmg [vanous routme Vanes from 3 

records such as prmtmg orders, umt years to I year 
operat10ns, etc.] 

A96 Delegat10ns of Authority 5 years 
F66b(2) Payrolls [Records Not Mamtamed 3 years after NOTE F66b(l) 1s an 

Elsewhere] wso obsolete record with a 
WSO retention 

August 31, 2009 WSO = when superseded or obsolete WSR = when superseded or revoked WNLN = when no longer needed 
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Nl-79,0.8:-9 '(New Bh!,Bucket Schedule) ·" ,_} ··{f NlfS::19 (Current Schedule) ".:Jr' Comments 
ltein No; & Title . Retention ◊'·. Item,No . Item Number and Title .·...Retentio;n 

F6615b(2) Payrolls, Income Tax Deduct10ns [Records 
Not Mamtamed Elsewhere] 

3 years after 
wso 

NOTE F66b(l) 1s an 
obsolete record with a 
WSO retent10n 

F6619b(2) Payrolls, Retirement Deductions [Records 
Not Mamtamed Elsewhere] 

3 years after 
wso 

NOTE. F66b( 1) 1s an 
obsolete record with a 
WSO retention 

F6623b(2) Payrolls, Other Deductions [Records Not 
Mamtamed Elsewhere] 

3 years after 
wso 

NOTE: F66b(l) 1s an 
obsolete record with a 
WSO retention 

F6627b(2) Payrolls, Designations (1.e, Tunekeepers, 
Designated Agent) [Records Not 
Mamtamed Elsewhere] 

3 years after 
wso 

NOTE F66b(l) 1s an 
obsolete record with a 
WSO retention 

F7415b Rate Schedules, Eqmpment [Rate 
Schedule] 

wso 

F7419b Rate Schedules, Mass [Rate Schedule] wso 
F7423b Rate Schedules, Quarters rRate Schedule] wso 
F7425b Rate Schedules, Utilities [Rate Schedule] wso 
Pl4b IndlVldual Official Personnel Files [Papers 

on Left-Hand Side] 
Employee 
transfer or 2 
years after term 

GRS 1 10 

Pl815 [OPM] Rules and Regulat10ns and Related 
Correspondence 

WNLN 

Pl819 [OPM Laws, Rules, & Regulat10ns] 
Interpretation 

2 years HQ, 3 
years field 

Pl821 [OPM] Inspections (CSC and CIVll 
Service) 

wso 

P22 Apphcahons and Inqumes for 
Employment 

3 years 

P2215 Permanent Positions 3 years 
P2217 Temporary Positions 3 years 
P26 Reports [Personnell 3 years 
P2615 Monthly 3 years 
P2617 Quarterly 3 years 
P2619 Senu-annual 3 years 
P2621 Annual 3 years 
P2623 Situation 3 years 

August 31, 2009 WSO = when superseded or obsolete WSR = when superseded or revoked WNLN = when no longer needed 
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Nl-79-08-9 (New Bi2 Bucket,Schedule) " 
... ., 

:1% NPS~19 (Current Schedule) • " Comments 
"Item No. & Title " 

--01·.-.,. •. ~- .

]Retention Item'No. Item Numbei:-'aD<l'..cTfrle :Kil Retention r• ·sv. 

P32c Classification, Position [Position 
Descnptlons l 

5 years GRS l 7b 

P3419-
P3423 

P34 l 9=[Compensat1on] For Overtime 
P342l=[Compensahon] For Hazard Pay 
P3419=[Compensahon] For Duty at 
Remote Work Sites 

3 years 

P36 Conduct of Officers and Employees wso 
P38 Performance Ratmgs Program and 

Procedures 
3 years 

P4015 [Employee] Welfare [Health & Life 
Insurancel 

3 years 

P4217c D1scnmmatlon Complamts [All Other 
Copies] 

l year 

P4217d D1scnmmat1on Complamts [All 
Background Documents] 

2 years 

P4415 flncentlve Awards Programsl Procedures 2 years 
P4417a [Incentive Awards Programs] Ment 

A wards [Correspondence] 
3 years 

P4417b [Incentive Awards Programs] Ment 
A wards [ Awards l 

2 years 

P4419a [Incentive Awards Programs] Suggestions 
fCorrespondence l 

3 years 

P4419b [Incentive Awards Programs] Suggestions 
[Suggestions (Case Files by Ind1v1duals)] 

2 years 

P48a Exammatlons [Correspondence other than 
med1call 

3 years 

P52 Hours and Tours of Duty 3 years 
P56 Identification of Employees 3 months 
P60 Leave 3 years GRS 2 9b 
P6015-
P6043 

P6015=Annual 
P6019=Jury 
P6023=M1htary 
P6027=Sick 
P603l=W1thout Pay 
P6035=Compensatory 
P6039=Hohday 
P6043=Special Occasions 

3 years 

August 31, 2009 WSO = when superseded or obsolete WSR = when superseded or revoked WNLN = when no longer needed 
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N 1-79-08-9,(New Bii!IBucket;Schedule) "'Ir NPS-19 (Current Schedule) Comments' ~~ 

Item No. & Title •· * /Retention· +.JtemNo':1,>• ,(_,

Item Number and Title i J, Retention :.;:><'f. \, 
$- -' 

P64 Personnel Procedures and Records 3 years 
P68 Promotion, Career Development and 

Placement 
wso 

P72a Recrmtment and Certification 
[Correspondence] 

3 years 

P72b Recrmtment and Certification 
[Recnutment for Specific Positions l 

3 years 

P72c Recnntment and Certification [Certificates 
ofEhg1bles] 

2 years 

P74 Restnct1ons on Employment 3 years 
P76 Reemployment 3 years 
P78 Retirement 3 years 
P80 Separation 3 years 
P82 Statistics 2 years 
P84 Status 3 years 
P88 Transfers/Deta1ls/Reass1gnment 3 years 
P8815 W1thm Service 3 years 
P8819 Outside Service 3 years 
P90a Wage Board Matters [Policy 

Correspondence] 
WNLN 

P90b Wage Board Matters [Wage Rate 
Schedules and Related Correspondence] 

3 years 

P90c Wage Board Matters [Wage Survey Files] Destroy after 
completion of 
second 
succeedmg 
Wage Survey 

GRS I 38 

S26 Property Reports 2 years 
S2615-
S2623 

S26 l 5=Property Reports, Monthly 
S26 l 7=Property Reports, Quarterly 
S26 l 9=Property Reports, Semi-Annual 
S262 l =Property Reports, Annual 
S2623=Property Reports, S1tuat10n 

2 years 

S2621 S262 l =Property Reports, Annual 
[Passenger Motor Vehicle and Aircraft 
Reqmrements] 

3 years 

S58 Motor-Dnven Propelled Eqmpment 3 mos /3 yrs 

August 31, 2009 WSO = when superseded or obsolete WSR = when superseded or revoked WNLN = when no longer needed 
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,,,,:/ .. • Nl-79.-08-9 (New Bi2 Bucket Schedule) ' ~; < \" ..'; ·4 -~ w4'.· 0<Nps.:19 (Current1Sch"edufo} ·,· .,...-:...-...,~- ,, . v, ,.., y•.f ~. •. ;, Comnients 
Item.l'lo. & Title . ·. Re'tehtion ⇒ ·, . ' t 

¼ '"Item ~h-
• ·-t ~-Ite"m'Number and Title ~~:\ •• 
~ .-:.-. >.· 

y~ _;_Retention 
" 

S5815-
S5835 

S58 l 5=Atrcraft 
S58 l 9=Automob1les, Trucks, Motorcycles 
S5823=Boats 
S5831 =Road Construction and 
Mamtenance Eqmpment 
S5835=Use of 

2 years/3 years 

S5815-
S5835a 

Correspondence 2 years 

S5815-
S5835b 

Operatmg Records Relatmg to Gas & Oil, 
D1spatchmg & Schedulmg 

3 months 

S5815-
S5835c 

Mamtenance Records I year 

S5815-
S5835d 

Motor Vehicle Operations (Includmg 
Dnver tests, etc.) 

3 years 

S7229 [Procurement] Bidders List wso 
S7231 [Procurement] Federal Supply Catalogs, 

Schedules and Manufacturers Catalogs 
wso 

S7419a [Personal Property] Correspondence 3 years 
S7419b [Personal Property] Automated Equipment 

Inventory 
wso 

S7419c [Personal Property] W orkmg Papers After 
venfication 

Data entry 

S7423 Eqmpment Replacement Program 3 years 
W22 Fmal [Legal] Opm10ns and Orders 3 years 
W24 Federal Register Subm1ss1ons 2 years or when 

put m CFR 
W28 Executive Orders and Proclamations wso 

W42 Special Regulations Case Files 2 years or when 
put m CFR 

W46 General Regulations Case Files 2 years or when 
put mCFR 

August 31, 2009 WSO = when superseded or obsolete WSR = when superseded or revoked WNLN = when no longer needed 



1 August 31, 2009 GRS to Big Bucket Crosswalk 

General Records Schedule Crosswalk 
To NPS "Big Bucket" Schedule 

NOTE: T1us Crosswalk pertains only to Admmistration and Accountability records, Bucket 10 Schedules that contam no Admmistratlon and 
Accountability records are not mcluded. 

NOTE: All records are assumed to be "cut off' and are no longer active Cut off can be based on temunation of an employee, the end of a case, 
when no longer needed, or other defimt10ns Records can have a much longer active hfe than an inactive hfe The new schedule has cut off 
mstruchons as well 

Abbreviations Used WNLN = When No Longer Needed 
WSO = When Superseded or Obsolete 

General Records Schedule #1: Civilian Personnel Records 

Item# Title Bnef Descnphon Retent10n Item# Title Retent10n Comments 
General Records Schedule #1 Civilian Personnel Records New Schedule Items 
1 a& 
b 

Official Personnel 
Folders (OPFs) 

Personnel folders, 
retention dependent on 
type 

65 years to 
Permanent 
(ifNARA 
selects) 

Management and 
Accountability 

Per GRS 1 

2 Service Record 
Cards 

Employee Info, now 
obsolete 

60 years Management and 
Accountab1hty 

PerGRS 1 

3 Personnel 
Correspondence 
Files 

General adnumstrahon 
of personnel function 

3 yrs 10D Management and 
Accountability 

Per GRS 1 

4 Offers of 
Employment Files 

Offers both accepted 
and declmed 

0 I0C Management and 
Accountabihty 

Per GRS 1 Could also use 1OD 
dependmg m 
interpretation 

5 Certificate of 
Ehg1bles FIies 

OPM certification of 
ehg1b1hty for 
employment 

2 yrs l0C Management and 
Accountability 

Per GRS 1 

6 Employee Record 
Cards 

Cards used outside of 
HR, now obsolete 

WNLN l0C Management and 
Accountability 

Per GRS 1 

7a Position Standards used to 2-5 yrs I0C Management and Per GRS 1 
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• 

Item# Title Bnef Descnpt10n Retention Item# Title Retention Comments 
General Records Schedule #1 Civilian Personnel Records New Schedule Items 

Classification 
Standards FIies 

classify positions Accountabihty 

7b Position 
Descnptions 

Descnptlon ofJob 
duties, etc 

WNLN+2 
yrs 

l0C Management and 
Accountability 

Per GRS 1 

7c Survey Files Classification audits 
and related 

2-3 yrs l0C Management and 
Accountability 

PerGRS 1 

7d Appeals Files Classification appeals 3 yrs l0C Management and 
Accountability 

PerGRS 1 

8 Interview Records Interview 
correspondence and 
related 

2 yrs after 
separation of 
employee 

l0C Management and 
Accountability 

Per GRS 1 

9 Performance 
Ratmg Board Case 
Files 

Transferred to OPM, 
copies m agency 

1 yr l0C Management and 
Accountability 

Per GRS 1 

10 Temporary 
Individual 
Employee Records 

Temporary employee 
records, etc 

3 yrs after 
separation of 
employee 

l0C Management and 
Accountability 

Per GRS 1 

11 Position 
Identification 
Stnps 

Position mformation, 
now obsolete 

WNLN l0C Management and 
Accountability 

PerGRS 1 

12 Employee Awards 
Files 

Not includmg those 
filed in OPF 

1-2 yrs l0C Management and 
Accountability 

PerGRS 1 

13 Incentive Awards 
Program Reports 

Operation of the 
program 

3 yrs l0C Management and 
Accountability 

Per GRS 1 

14 Notifications of 
Personnel Actions 

SF 50s not m OPF 1-2 yrs l0C Management and 
Accountability 

Per GRS 1 

15 Reserved 
16 Personnel 

Operations 
Statistical Reports 

Reports of the 
personnel office 

2 yrs 10D Management and 
Accountability 

Per GRS 1 

17 Correspondence 
and Forms Files 

Personnel operatmg 
records not covered 
herem 

WNLN-2 yrs 10D Management and 
Accountabih ty 

Per GRS 1 

18 Supervisors' Items kept by 1 yr after l0C Management and PerGRS 1 
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Item# Title Bnef Descnptlon Retent10n Item# Title Retention Comments 
General Records Schedule #1 Civilian Personnel Records New Schedule Items 

Personnel Files and 
Duplicate OPF 
Documentation 

supervisor or other 
offices 

separation Accountab1hty 

19 Ind1v1dual Non-
Occupational 
Health Record 
Files 

Health records 
gathered dunng non-
work v1s1ts 

6 yrs l0C Management and 
Accountab1hty 

Per GRS 1 

20 Health Umt 
Control Files 

Records of a health 
umt 

3 mo to 2 yrs l0D Management and 
Accountab1hty 

Per GRS 1 

21a Employee Medical 
Folder (EMF) 

Long-term employee 
medical records as 
listed m 5 CFR 

75 yrs after 
buth date of 
employee 

Management and 
Accountab1hty 

PerGRS 1 

21b Temporary or 
short-term records 
as defined m the 
Federal Personnel 
Manual (FPM). 

1 yr after 
separat10n of 
employee 

l0D Management and 
Accountability 

PerGRS 1 

21c Individual 
employee health 
case files created 
pnor to 
establishment of 
the EMF system 
that have been 
retired to a NARA 
records storage 
fac1hty 

60 yrs after 
transfer to 
NARA 

Management and 
Accountability 

PerGRS 1 

22 Statistical 
Summanes 

Summanes of 
employee health 

2 yrs l0D Management and 
Accountab1hty 

Per GRS 1 

23 Employee 
Performance File 
System Records 

Appraisal records: This 
1s a complicated entry 
d1v1ded between SES 
and non-SES; 
acceptable and 

1-5 yrs l0C Management and 
Accountability 

Per GRS 1 
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Item# Title Bnef Descnpt10n Retent10n Item# Title Retention Comments 
General Records Schedule #1 Civilian Personnel Records New Schedule Items 

unacceptable 
performance, etc. 

24a Reasonable 
Accommodation 
Request Records: 
General FIies 

Files related to a 
program for reasonable 
accommodat10n 
requests for d1sab1hty 

WNLN+3 
yrs 

l0C Management and 
Accountab1hty 

PerGRS 1 

24b Employee Case 
Files 

Requests made by 
individuals 

3 yrs after 
employee 
separation 

l0C Management and 
Accountability 

Per GRS 1 

24c Supplemental Files Records created while 
workmg on a request 

3 yrs l0C Management and 
Accountability 

PerGRS 1 

24d Trackmg System Records showmg 
EEOC compliance 

3 yrs after 
compliance 
report filed 

l0C Management and 
Accountability 

Per GRS 1 

25a Equal Employment 
Opportumty (EEO) 
Records. Official 
D1scrimmation 
Complamt Case 
Files 

Agency copies of 
formal complamt files 

4 yrs l0C Management and 
Accountab1hty 

Per GRS 1 

25b Copies of 
Complamt Case 
Files 

Copies of above files 1 yr 10D Management and 
Accountability 

PerGRS 1 

25c Prelimmary and 
Background FIies 

Files that do not 
develop mto a case or 
not filed m 25a 

2 yrs 10D Management and 
Accountab1hty 

Per GRS 1 

25d Compliance 
Records 

Records of compliance 
reviews 

7 yrs l0C Management and 
Accountab1hty 

Per GRS 1 

25e Employee Housmg 
Requests 

Records askmg agency 
help in obtammg 
housmg 

1 yr l0C Management and 
Accountability 

Per GRS 1 

25f Employment 
Statistics FIies 

Race and sex statistics 5 yrs l0C Management and 
Accountability 

Per GRS 1 

25g EEO General Files Records of EEO 3 yrs l0C Management and Per GRS 1 Could also use 10D 
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Item# Title Bnef Description Retention Item# Title Retention Comments 
General Records Schedule #1 Civilian Personnel Records New Schedule Items 

meetmgs, copies of 
regulations, etc 

Accountab1hty 

25h EEO Affirmative 
Action Plans 
(AAP) 

Agency copy of EEO 
plan 

5 yrs l0C Management and 
Accountab1hty 

Per GRS I 

26 Personnel 
Counsel mg 
Records 

Counselmg and 
program files 

3 yrs l0C Management and 
Accountability 

Per GRS I 

27 Alternative Dispute 
Resolution (ADR) 
FIies 

Conc1hat1on, 
ombudsmen programs, 
etc. Both program and 
case files 

3 yrs l0C Management and 
Accountability 

Per GRS I 

28 Labor Management 
Relat10ns Records 

Entry 1s for both 
employee relations and 
labor arbitration 

5 yrs l0C Management and 
Accountability 

Per GRS 1 

29 Traming Records Records of employee 
trammg not mcludmg 
course matenal, 
formally established 
schools, etc. 

3-5 yrs I0C Management and 
Accountab1hty 

Per GRS I 

30 Adnumstrahve 
Grievance, 
D1sc1plmary, and 
Adverse Action 
Files 

Records dealing with 
heanng grievances and 
takmg adverse action 
agamst an employee 

4-7 yrs I0C Management and 
Accountability 

Per GRS I 

31 Personal Injury 
Files 

Reports, etc. regardmg 
a work-related mjury. 

3 yrs l0C Management and 
Accountability 

Per GRS 1 

32 Ment Promot10n 
Case Files 

Records regardmg 
promotion 

2 yrs l0C Management and 
Accountab1hty 

Per GRS 1 

33a-t Exanumng and 
Certification 
Records 

This item has many 
parts that mvolve a 
number of retent10ns 
It mcludes agreements 
with OPM about 

Many 
retentions, 
longest 1s 5 
yrs, shortest 
1s 90 days. 

l0C Management and 
Accountab1hty 

Per GRS 1 
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• 

Item# Title Bnef Descnpt1on Retention Item# Title Retention Comments 
General Records Schedule #1 Civilian Personnel Records New Schedule Items 

testmg, 
correspondence, hsts 
of ehgibles, testmg 
procedures, tests, 
audits, certifications of 
results, and others . 

34 Occupational 
InJury and Illness 
Files 

Reports and logs of 
OSHA and other forms 
dealing with work-
place m1ury and health 

5 yrs l0C Management and 
Accountabihty 

PerGRS I 

35 Demed Health 
Benefits Requests 
Under Spouse 
Eqmty 

Denied requests 
( appealed and 
unappealed listed) 

3 yrs I0C Management and 
Accountabihty 

PerGRS I 

36 Federal Workplace 
Drug Testmg 
Program Files 

Includes log books, 
testmg forms, test 
results, plans, 
procedures, etc 

3 yrs I0C Management and 
Accountab1hty 

PerGRS 1 

37 Donated Leave 
Program Case Files 

Files regardmg receipt 
and donation of 
donated leave 

l yr I0C Management and 
Accountab1hty 

Per GRS l Could also use 10D 

38 Wage Survey Files Surveys that help 
create wage schedules 
and specific pay rates 

Keep until 
second 
survey 

IOC Management and 
Accountability 

7 yrs The retention m 
GRS could lead to 
some issues Need 
to discuss further. 

39 Retuement 
Assistance Files 

Records created while 
assistmg employees 
retuement 

1 yr IOC Management and 
Accountab1hty 

PerGRS 1 

40 Handicapped 
IndlVlduals 
Appomtment Case 
Files 

Hmng, apphcatlons, 
reasonable 
accommodat1on 
requests of a 
handicapped employee 

5 yrs l0C Management and 
Accountab1bty 

PerGRS 1 

41 Pay Comparab1htv Records created under 3 yrs IOC Management and PerGRS 1 Could also use 10D 
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Item# Title Bnef Descnphon Retention Item# Title Retent10n Comments 
General Records Schedule #1 Civilian Personnel Records New Schedule Items 

Records 1mplementat10n of the 
Federal Employees 
Pay Comparabihty Act 

Accountabihty 

42 Alternate Works1te 
Records 

Records requestmg 
work.mg from an 
alternate site· mcludes 
accepted or demed 
requests 

1 yr I0C Management and 
Accountab1hty 

Per GRS 1 Could also use 10D 

43 Electromc Mail 
and Word 
Processmg System 
Copies 

Electromc copies m e-
mail or word 
processmg systems. 
NOTE. NARA 1s 
phasing out this 
language use GRS 20 
Item 13 for word 
processmg; GRS 20 
Item 14 for e-mail. 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 
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General Records Schedule# 2: Payrolling and Pay Administration Records 

• 

Item# Title Bnef Descnption Retention Item# Title Retention Comments 
General Records Schedule # 2 Payroll and Pay Administration 
Records 

New Schedule Items 

la lnd1v1dual 
Employee Pay 
Record 

For electromc payroll 
systems 

Update as 
reqmred 

Management and 
Accountab1hty 

Per GRS 2 We may need to 
check with NARA to 
see if this 1s reqmred 
for an e-system 

lb lnd1V1dual 
Employee Pay 
Record 

For paper or m1crofilm 
records 

56 yrs Management and 
Accountability 

Per GRS 2 

2 Noncurrent Payroll 
Files 

Copies of non-current 
data m service bureaus; 
paper or d1g1tal 

15 yrs 10B Management and 
Accountab1hty 

15 yrs 

3 Reserved 
4 Reserved 
5 Reserved 
6 Leave Apphcat10n 

Ftles 
SF71 or eqmvalent 3 yrs (1f 

employee 
does not 
m1tial time 
sheet, 1f so 
then end of 
next pay 
penod) 

10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of use 1f 
necessary 

7 Time and Atten-
dance Source Re-
cords 

Records needed for 
GAO audit such as 
source leave fom1s, 
flextime agreements, 
etc ; paper or digital 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 

8 Time and Attend-
ance Input Records 

Records used to mput 
data m a payroll 
system, for GAO audit 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 

9a Leave Record Leave record of 
employee filed m OPF 

65 yrs Management and 
Accountab1hty 

Per GRS 1 
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Item# Title Bnef Descnption Retent10n Item# Title Retention Comments 
General Records Schedule # 2 Payroll and Pay Administration 
Records 

New Schedule Items 

upon termmation 
9b Leave Record Agency copy If 

retamed 
3 yrs l0D Management and 

Accountability 
3 yrs Could use l0C for 

ease of use if 
necessary 

10 Reserved 
11 Reserved 
12 Reserved 
13 Tax Files Agency copies of 

vanous tax forms such 
as W-4, W-2 etc 

4 yrs l0C Management and 
Accountab1hty 

7 yrs 

14 Savmgs Bond Pur-
chase Files 

Forms for purchase of 
bonds, issuance, 
receipt, and transrmttal 

4mos 
(longest) 

l0D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of use 1f 
necessarv 

15 Combmed Federal 
Campaign and 0th-
er Allotment Au-
thonzat10ns 

CFC contnbutions, 
union dues, etc. 

3 yrs l0D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of use 1f 
necessary 

16 Thnft Savmgs Plan 
Election Form 

TSP-1 form used to 
enroll employee or to 
make changes 

When 
superseded 
or upon 
separation of 
employee 

!OD Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of use 1f 
necessary 

17 Duect Deposit 
Sign-up Form (SF 
1199A) 

Self -explanatory When 
superseded 
or upon 
separation of 
employee 

l0D Management and 
Accountab1h ty 

3 yrs Could use l0C for 
ease of use 1f 
necessary 

18 Levy and Gar-
mshment Files 

Records dealmg with 
IRS levy or other 
garnishments of 
employee wages 

3 yrs l0D Management and 
Accountability 

3 yrs Could use l0C for 
ease of use If 
necessary 

19 Reserved 
20 Reserved 
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Item# Title Bnef Descnption Retention Item# Title Retention Comments 
General Records Schedule# 2 Payroll and Pay Administration 
Records 

New Schedule Items 

21 Reserved 
22a-b Payroll System Re-

ports 
22a System operations 
reports, error reports, 
etc 22b Reports and 
data for agency 
workload and 
personnel management 

2 yrs 10D Management and 
Accountab1hty 

3 yrs 

22c Payroll System Re-
ports 

Fiscal mformatlon 
reports 

3 yrs 10D Management and 
Accountab1hty 

3 yrs 

23 Payroll Change 
Files 

Records used to 
change an md1v1dual 
pay transaction 

3 yrs (for 
copies 
subJect to 
GAO audit, 
all others; 1 
mo) 

10D Management and 
Accountab1hty 

3 yrs 

24 Payroll Correspon-
dence 

Routme admm1stratlve 
matters that do not 
mclude ind1v1dual 
payments 

2 yrs 10D Management and 
Accountab1hty 

3 yrs 

25 Reserved 
26 Reserved 
27 Reserved 
28 Retirement Files Reports, registers, logs, 

SF 2807, etc. 
Destroy after 
OPM receipt 

10D Management and 
Accountab1hty 

3 yrs 

29 Reserved 
30 Reserved 
31 Electromc Mail 

and Word 
Processmg System 
Copies 

Electromc copies m e-
mail or word 
processmg systems. 
NOTE: NARA 1s 
phasmg out this 
language use GRS 20 
Item 13 for word 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 
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Item # I Title I Bnef Descnpt1on I Retention Item# I Title I Retention I Comments 
General Records Schedule # 2 Payroll and Pay Administration 
Records 

New Schedule Items 

processing; GRS 20 
I I Item 14 for e-mail. I I I I 

General Records Schedule #3: Procurement, Supply, and Grant Records 

Item# Title Bnef Description Retention Item# Title Retention Comments 
General Records Schedule #3: Procurement, Supply, and Grant 
Records 

New Schedule Items 

2 General 
Correspondence 
Files 

Correspondence of 
purchasing umts not 
covered elsewhere in 
schedule 

2 yrs 10D Management and 
Accountab1hty 

3 yrs Could also use l0C 

3 Routine 
Procurement Files 

This 1s a complicated 
entry that 1s dependent 
on amount spent, when 
a purchase was made, 
and other factors It 
covers purchase orders, 
leases, bonds, sureties, 
payment, etc. 

Retentions 
vary from 6 
yrs 3 mos to 
5 yrs to 3 yrs 

l0C Management and 
Accountability 

7 yrs There would be no 
attempt to separate 
records by type, Just 
put all in this sub-
bucket 

4 Supply 
Management Files 

Reports on supplies 
management and 
procurement 

2 yrs 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filing (1 e, 
keeping all 
procurement files 
together) 

5 Sohc1ted and 
Unsohc1ted Bids 
and Proposals Files 

(Does not include 
successful bids-see 
item 3) Records of 
bidding processes 
including unopened 
bids, etc 

Retentions 
depend on 
several 
factors, 
longest 1s 5 
yrs 

l0C Management and 
Accountab1h ty 

7 yrs 

6 Pubhc Pnnter Files Reqms1t10ns and 3 yrs 10D Management and 3 yrs Could use l0C for 
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Item# Title Bnef Descnption Retention Item# Title Retention Comments 
General Records Schedule #3: Procurement, Supply, and Grant 
Records 

New Schedule Items 

supportmg files 
regardmg pnntmg 
requests (mcludes 
accounting copy) 

Accountab1h ty ease of fihng (1 e , 
keepmg all 
procurement files 
together) 

7 Non personal 
Reqms1hon File 

Requisitions for 
services such as 
duphcatmg, laundry, 
bmdmg, etc. 

1 yr (Note 
not 
accountable 
officer's 
copy) 

10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e, 
keepmg all 
procurement files 
together) 

8 Inventory 
Reqms1hon File 

Reqms1t1ons for 
supplies and 
equipment 

, 

2 yrs for 
stockroom 
copy 
6 mos for all 
others 

10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of fihng (1 e, 
keepmg all 
procurement files 
together) 

9 Inventory Files Inventory hsts, cards, 
inventory adjustment, 
etc (Note· more 
directed to a stock 
room mventory) 

2 yrs 10D Management and 
Accountability 

3 yrs Could use l0C for 
ease of fihng (1 e, 
keepmg all 
procurement files 
together) 

10 Telephone Records Telephone statements 
and toll slips 

3 yrs 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e, 
keepmg all 
procurement files 
together) 

11 Contractors' 
Payroll Files 

Construction contract 
payrolls and related 
papers 

3 yrs 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1.e , 
keepmg all 
procurement files 
together) 

12 Tax Exemption 
Files 

Tax exemption 
certificates and related 

3 yrs 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of fihng (1 e., 
keepmg all 
procurement files 
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• 

Item# Title Bnef Descnphon Retention Item# Title Retent10n Comments 
General Records Schedule #3: Procurement, Supply, and Grant 
Records 

New Schedule Items 

together) 

15 Contract Appeals 
Case FIies 

Appeals under the 
Contracts Dispute Act 
mcludmg notices of 
appeal, 
correspondence, 
contract copies, etc. 

If created 
before 
10/01/1979: 
6 yrs, 3 mos 
If after that 
date: 1 yr 

l0C Management and 
Accountab1hty 

7 yrs Could use l0D If 
there are no records 
created before 
10/01/1979 

16 Contractor's 
Statement of 
Contingent or 
Other Fees 

Statement of fees if 
filed separately from 
contract and used for 
reporting or 
enforcement 

WNLN l0D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1.e, 
keeping all 
procurement files 
together) 

17 Small and 
Disadvantaged 
Busmess 
UtihzatJon Files 

Records relatmg to 
using small or 
disadvantaged 
busmesses 

3 yrs l0D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e , 
keepmg all 
procurement files 
together) 

18 Federal Act1v1t1es 
Inventory Reform 
(FAIR) Act 
Records 

Records regardmg 
0MB C1rcular A-76 
mcluding surveys, 
challenges, appeals, 
decisions, etc 

6-10 yrs at 
agency 
discretion 
2 yrs for 
other copies 

l0C Management and 
Accountab1hty 

7 yrs Could use 10B (15 
yrs) 

19 Electromc Mail 
and Word 
Processmg System 
Copies 

Electronic copies m e-
mat! or word 
processing systems. 
NOTE: NARA is 
phasmg out this 
language use GRS 20 
Item 13 for word 
processmg, GRS 20 
Item 14 for e-mail 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy. 
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General Records Schedule #4: Property Disposal Records 

Item# Title Bnef Descnphon Retention Item# Title Retention Comments 
General Records Schedule #4: Property Disposal Records New Schedule Items 
1 Property Disposal 

Correspondence 
Files 

Admimstrat1ve files of 
umt responsible for 
property disposal 

2 yrs 10D Management and 
Accountability 

3 yrs Could use l0C for 
ease of filmg (1.e., 
keepmg all property 
files together) 

2 Excess Personal 
Property Reports 

No further explanation 
given m GRS 

3 yrs 10D Management and 
Accountability 

3 yrs Could use l0C for 
ease of fihng (1 e, 
keepmg all property 
files together) 

3 Surplus Property 
Case Files 

Files on sales of 
property 

6 yrs if sales 
of more than 
$25,000 
3 yrs if less 

l0C Management and 
Accountab1hty 

7 yrs Could use l0C for 
ease of filmg (1 e., 
keepmg all property 
files together) 

5 Electromc Mail 
and Word 
Processmg System 
Copies 

Electromc copies m e-
mail or word 
processing systems 
NOTE: NARA 1s 
phasmg out this 
language use GRS 20 
Item 13 for word 
processmg; GRS 20 
Item 14 for e-mail. 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 

General Records Schedule #5: Budget Preparation, Presentation, and Apportionment Records 

Item# Title Bnef Descnphon Retention 
General Records Schedule #5: Budget Preparation, Presentation, 
and Aooortionment Records 

Item# Title 
New Schedule Items 

Retention Comments 

I Budget 
Correspondence 
Files 

Routme admm1strahve 
files of budget offices; 
excludes pohcy and 
procedures; official 

2 yrs 10D Management and 
Accountab1h ty 

3 yrs Could use l0C for 
ease of filmg (1 e, 
keepmg all budget 
files together) 
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Item# Title Bnef Description Retention Item# Title Retention Comments 
General Records Schedule #5: Budget Preparation, Presentation, 
and Aooortionment Records 

New Schedule Items 

estimates of bureau 
level budget offices 

2 Budget 
Background 
Records 

Cost statements, rough 
data, etc gathered to 
prepare annual 
estimates 

1 yr 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e., 
keepmg all budget 
files together) 

3 Budget Reports 
Files 

Reports on status of 
accounts and 
apportionments 

5 yrs ( annual 
report) 
3 yrs (all 
others) 

l0C Management and 
Accountab1hty 

7 yrs 

4 Budget 
Apportionment 
Files 

Apportionment 
schedules includmg 
quarterly adjustments 

2 yrs 10D Management and 
Accountability 

3 yrs Could use l0C for 
ease of filmg (1 e., 
keepmg all budget 
files together) 

5 Electromc Mail 
and Word 
Processmg System 
Copies 

Electromc copies m e-
mail or word 
processmg systems. 
NOTE: NARA 1s 
phasmg out this 
language use GRS 20 
Item 13 for word 
processmg; GRS 20 
Item 14 for e-mail 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 

General Records Schedule #6: Accountable Officers' Accounts Records 

Item# Title Bnef Descnpt10n Retention Item# Title Retention Comments 
General Records Schedule #6: Accountable Officers' Accounts 
Records 

New Schedule Items 

1 Accountable 
Officers' Files 

Includes records 
subject to GAO audit 
and held by 
accountable officers 

6 yrs 3 mos l0C Management and 
Accountability 

7 yrs 
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Item# Title Bnef Descnphon Retent10n Item# Title Retention Comments 
General Records Schedule #6: Accountable Officers' Accounts 
Records 

New Schedule Items 

Can contain vouchers, 
receipt, expense, etc. 
Excludes records 
mvolvmg accounts 
with American Indians 

2 GAO Exceptions 
Files 

Notices of exceptions 
to GAO and related 
correspondence 

1 yr 10D Management and 
Accountability 

3 yrs Could use lOC for 
ease of filmg (1 e., 
keepmg all surular 
files together) 

3 Certificates 
Settlement Files 

Settlements of 
accountable officer 
accounts 

2 yrs 10D Management and 
Accountability 

3 yrs Could use l0C for 
ease of fihng (1.e., 
keepmg all sirrular 
files together) 

4 General Fund Files Relatmg to custody, 
collection, and deposit 
of funds 1f not covered 
m Item 1 above 

3 yrs 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1.e., 
keepmg all similar 
files together) 

5 Accounting 
Adrrumstratlve 
Files 

Correspondence and 
related used to operate 
an accountmg program 

2 yrs for 
workload 
purposes 
3 yrs 
otherwise 

10D Management and 
Accountabihty 

3 yrs Could use l0C for 
ease of filing (1.e , 
keepmg all s1rrular 
files together) 

6 Federal Personnel 
Surety Bond Files 

Copies of bonds and 
powers of attorney 

15 yrs l0B Management and 
Accountability 

15 yrs 

7 Gasolme Sales 
Tickets 

Hard copies of receipts 
that support vouchers 
for credit card 
purchases of gas 

3 yrs 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e , 
keepmg all s1rrular 
files together) 

8 Telephone Toll 
Tickets 

Telephone receipts that 
support vouchers 

3 yrs 10D Management and 
Accountabihty 

3 yrs Could use l0C for 
ease of filmg (1.e., 
keepmg all sirrular 
files together) 

9 Telegrams Copies of telegrams 3 yrs 10D Management and 3 yrs Could use l0C for 
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Item# Title Bnef Descnptlon Retention Item# Title Retention Comments 
General Records Schedule #6: Accountable Officers' Accounts 
Records 

New Schedule Items 

that support telegraph 
bills 

Accountab1hty ease of fihng (1 e, 
keepmg all smular 
files together) 

10a Admmistrative 
Claims Files· 
Claims Against the 
Umted States 

Claims for funds that 
were disallowed m full 
or part 

6 yrs 3 mos l0C Management and 
Accountabdity 

7 yrs 

Adnumstratlve 
Claims Fdes: 
Claims by the 
Umted States 

Claims for monies 
owed the US; claims 
depend on what part of 
the law was used, most 
retention times are 6 
yrs and 3 mos 

6 yrs 3 mos 
1f agreement 
reached 
pursuant to 4 
CFR 103 
10 yrs 3 mos 
if agreement 
reached 
pursuant to 4 
CFR 104 

l0C Management and 
Accountab1hty 

7 yrs 
(not for 
the ones 
reached 
under4 
CFR 104) 

Probably filed under 
1 0C, but will need to 
check further 

lOC Adnumstrahve 
Claims Files: 
Claims by the 
Umted States 

Claim files affected by 
httgahon or court order 

6 yrs 3 mos l0C Management and 
Accountab1hty 

7 yrs 

11 Waiver of Claims 
Files 

Waiver of claims 
against a person due to 
erroneous payment of 
expenses to an 
employee 

6 yrs 3 mos 
for approved 
claims; use 
Item 10 for 
demed 
waivers 

l0C Management and 
Accountab1hty 

7 yrs 

12 Electromc Mad 
and Word 
Processmg System 
Copies 

Electromc copies m e-
mail or word 
processmg systems. 
NOTE: NARA IS 

phasmg out this 
language use GRS 20 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 
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Item# Title Bnef Descnptlon Retention Item# Title Retention Comments 
General Records Schedule #6: Accountable Officers' Accounts 
Records 

New Schedule Items 

Item 13 for word 
processing, GRS 20 
Item 14 for e-mail. 

General Records Schedule #7: Expenditure Accounting Records 

Item# Title Bnef Descnption Retent10n Item# Title Retention Comments 
General Records Schedule #7: Expenditure Accounting Records New Schedule Items 
1 Expenditures 

Accounting 
General 
Correspondence 
and Sub1ect Files 

Internal adrrumstration 
files and 
correspondence of 
accounting units 

2 yrs 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filing (1 e., 
keeping all 
accounting files 
together) 

2 General 
Accounting 
Ledgers 

Accounts ledgers 
showing debits and 
credits 

6 yrs 3 mos l0C Management and 
Accountab1hty 

7 yrs 

3 Appropnatlon 
Allotment Files 

Allotment records 
showmg status of 
obhgatlons under each 
appropnatlon 

6 yrs 3 mos l0C Management and 
Accountability 

7 yrs 

4 Expenditure 
Accounting Posting 
and Control Files 

Posting and control 
records that are 
subsidiary to the 
ledgers 

3 yrs 
2 yrs for 
copies 

10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e, 
keeping all 
accounting files 
together) 

5 Electronic Mail 
and Word 
Processing System 
Copies 

Electronic copies in e-
mail or word 
processmg systems. 
NOTE: NARA 1s 
phasing out this 
language use GRS 20 
Item 13 for word 
processing; GRS 20 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy. 
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Item# I Title I Bnef Descnpt1on I Retention Item # I Title I Retention I Comments 
General Records Schedule #7: Expenditure Accountin2 Records New Schedule Items 

I I Item 14 for e-mail. I I I I 

General Records Schedule #8: Stores, Plant, and Cost Accounting Records 

Item# Title Bnef Descnphon Retention Item# Title Retention Comments 
General Records Schedule #8: Stores, Plant, and Cost Accounting 
Records 

New Schedule Items 

1 Plant, Cost, and 
Stores General 
Correspondence 
Files 

Correspondence and 
adrrumstratlve files of 
stores and plants units 

3 yrs 10D Management and 
Accountability 

3 yrs 

2 Stores lnv01ce 
Files 

Inv01ces used for 
stores accountmg 
purposes 

3 yrs 10D Management and 
Accountability 

3 yrs 

3 Stores Accountmg 
Files 

Accounting returns and 
reports for stores and 
plants 

3 yrs 10D Management and 
Accountab1hty 

3 yrs 

4 Stores Accountmg 
Background Files 

Workmg files used to 
accumulate accountmg 
data 

2 yrs 10D Management and 
Accountab1hty 

3 yrs 

5 Plant Accountmg 
Files 

Plant account cards 
and ledgers other than 
pertammg to structures 

3 yrs 10D Management and 
Accountab1hty 

3 yrs 

6 Cost Accountmg 
Reports 

Reports on accountmg 
for both receiving and 
reportmg umt 

3 yrs 10D Management and 
Accountability 

3 yrs 

7 Cost Report Data 
Files 

Ledgers, forms, e-
records used to gather 
data for cost reports 

3 yrs 
(Note· there 
are other 
items such as 
detail cards, 
summary 
cards, etc 
with less 

10D Management and 
Accountab1hty 

3 yrs 
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Item# Title Brief Description Retention Item# Title Retention Comments 
General Records Schedule #8: Stores, Plant, and Cost Accounting 
Records 

New Schedule Items 

retention) 
8 Electromc Mail 

and Word 
Processing System 
Copies 

Electromc copies m e-
mail or word 
processing systems. 
NOTE: NARA IS 

phasmg out this 
language use GRS 20 
Item 13 for word 
processmg; GRS 20 
Item 14 for e-mail 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy. 

General Records Schedule #9: Travel and Transportation Records 

Item# Title Brief Description Retention Item# Title Retention Comments 
General Records Schedule #9: Travel and Transportation Records New Schedule Items 
la Commercial 

Freight and 
Passenger 
Transportation 
Files 

Original vouchers for 
freight and passenger 
transportation charges 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 

lb Commercial 
Freight and 
Passenger 
Transportation 
Files 

Original vouchers for 
freight and passenger 
transportation charges 
for which there 1s an 
overcharge, ht1gatJon, 
or other problem 

10 yrs 10B Management and 
Accountab1hty 

15 yrs 

lc-d Commercial 
Freight and 
Passenger 
Transportation 
Files 

Issumg office copies of 
Government Bills of 
Ladmg, travel 
authorizations, etc. 
( d=obhgahon copy 
which 1s destroy when 
funds are obligated 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 
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Item# Title Bnef Descnphon Retention Item# Title Retent10n Comments 
General Records Schedule #9: Travel and Transportation Records New Schedule Items 
le Commercial 

Freight and 
Passenger 
Transportation 
Files 

Unused ticket 
redemption forms 

3 yrs l0D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e, 
keepmg snmlar files 
together) 

2 Lost or Damaged 
Shipments Files 

Records, hsts of 
valuables, and other 
records dealmg with 
loss of shipment 

6 yrs l0C Management and 
Accountability 

7 yrs 

3 Noncommercial, 
Reimbursable 
Travel Files 

Travel vouchers, 
orders, supporting 
documents, etc. 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 

4 General Travel and 
Transportation 
Files 

Correspondence, 
forms, related records 
dealmg with travel and 
freight not covered m 
schedule 

2 yrs l0D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e , 
keepmg similar files 
together) 

5a Records Relating 
to Official 
Passports: 
Apphcahon files 

Files for issuance of 
passports, theIT 
requests, transmittal 
letters, etc. 

3 yrs lOD Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e., 
keepmg snrular files 
together) 

5b Records Relating 
to Official 
Passports. Reports 

Reports to State 
Department on number 
of passports issued, 
and related 

1 yr l0D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e., 
keepmg smular files 
together) 

5c Records Relating 
to Official 
Passports 
Registers 

List of employees who 
have official passports 

WNLN l0D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of fihng (1.e, 
keepmg smular files 
together) 

6 Reserved 
7 Federal Employee 

Transportation 
Subsidy Records 

Records dealmg with 
disbursement of 
transportation 
subs1d1es 

3 yrs l0D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of fihng (1.e, 
keepmg similar files 
together) 
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Item# Title Bnef Descnption Retention Item# Title Retention Comments 
General Records Schedule #9: Travel and Transportation Records New Schedule Items 
8 Electronic Mall 

and Word 
Processing System 
Copies 

Electronic copies in e-
mail or word 
processing systems. 
NOTE: NARA IS 

phasing out this 
language use GRS 20 
Item 13 for word 
processing; GRS 20 
Item 14 for e-mail. 

180 days The big bucket 
schedule does not 
include this item and 
focuses only on 
record copy. 

General Records Schedule #10: Motor Vehicle and Aircraft Maintenance and Operation Records 

Item# Title Bnef Descnpt10n Retention Item# Title Retention Comments 
General Records Schedule #10: Motor Vehicle and Aircraft 
Maintenance and Operation Records 

New Schedule Items 

1 Motor Vehicle 
Correspondence 
Files 

Correspondence and 
mtemal adrnimstratlve 
records of umt that 1s 
responsible for 
vehicles 

2 yrs 10D Management and 
Accountab1hty 

3 yrs Could use I0C for 
ease of filmg (1.e., 
keepmg sumlar files 
together) 

2a Motor Vehicle 
Operatmg and 
Mamtenance Files 

Records deahng with 
gas and oil 
consumption, 
dispatching, etc 

3mos 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of fihng (1 e, 
keepmg smular files 
together) 

2b Motor Vehicle 
Operating and 
Mamtenance FIies 

Mamtenance records 
mcluding service and 
repair 

I yr 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of filmg (1 e., 
keepmg smular files 
together) 

3 Motor Vehicle 
Cost Files 

Ledgers and 
worksheets prov1dmg 
cost and expense data 

3 yrs 10D Management and 
Accountab1hty 

3 yrs Could use l0C for 
ease of fihng (1 e, 
keepmg s1m1Iar files 
together) 

4 Motor Vehicle 
Report FIies 

Reports about vehicles 
other than accident, 

3 yrs 10D Management and 
Accountab1htv 

3 yrs Could use I0C for 
ease of filing (i e , 
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Item# Title Bnef Descnptlon Retention Item# Title Retent10n Comments 
General Records Schedule #10: Motor Vehicle and Aircraft 
Maintenance and Operation Records 

New Schedule Items 

operatmg, and 
mamtenance 

keepmg s1m1lar files 
together) 

5 Motor Vehicle 
Accident Files 

Transportation offices 
reports of accidents 

6 yrs l0C Management and 
Accountability 

7 yrs 

6 Motor Vehicle 
Release Files 

Records on transfer, 
sale, donation, of 
vehicles 

4 yrs l0C Management and 
Accountability 

7 yrs 

7 Motor Vehicle 
Operator Files 

Records on employee 
operation of agency 
velucles mcludmg 
dnvmg tests, 
authonzahon to use, 
dnvmg awards, etc. 

3 yrs 10D Management and 
Accountability 

3 yrs Could use l0C for 
ease of filing (1 e, 
keepmg s1m1lar files 
together) 

8 Reserved 
9 Routme A1rcraft 

Operations 
Day to day operation 
of Federal agency 
a1rcraft such as lfight 
plans, passenger lists, 
flumt logs, etc. 

2 yrs 10D Management and 
Accountability 

3 yrs Could use l0C for 
ease of filmg (1 e, 
keepmg s1m1lar files 
together) 

10 Logistical Support 
for Flight 
Operations 

Support such as 
supplies, 
adm1mstration, 
comments on 
regulations, etc. 
relatmg to logistics, 
budget, etc. 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 

lla General Arrcraft 
Maintenance and 
Modifications 
Records 

General mamtenance, 
improvements, 
serv1cmg, rebuildmg, 
testmg eqmpment 
Can also include 
manuals for 
custom1zed or umque 

Permanent 
(for 
customized 
orumque 
craft) 

l0A Management and 
Accountab1li ty 

Permanent 
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• 

Item# Title Bnef Description Retention Item# Title Retention Comments 
General Records Schedule #10: Motor Vehicle and Aircraft 
Maintenance and Operation Records 

New Schedule Items 

aircraft. 
1lb General Aircraft 

Mamtenance and 
Modifications 
Records 

Same as 11 a, except 
manuals for 
customized or umque 
aircraft 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 

12 lnd1V1dual Aircraft 
Mamtenance and 
Airframe 
Mod1ficat1ons 
Records 

Mamtenance mcludmg 
aircraft logbooks, 
engme records, 
mspections, preventive 
mamtenance, changes 
to equipment 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 

13 Records Reqmred 
for 
Acc1dent/Inc1dent 
Reports 

Records requested for 
an mvestlgat10n mto an 
aircraft 

1 yr 10D Management and 
Accountability 

3 yrs Could use l0C for 
ease of filmg (1 e., 
keepmg similar files 
together) 

Tlus GRS does not 
have the electromc 
mail or word 
processmg 
statement 

General Records Schedule #11: Space and Maintenance Records 

Item# Title Bnef Description Retention Item# Title Retention Comments 
General Records Schedule #11: Space and Maintenance Records New Schedule Items 

3 Directory Service 
Files 

Records relatmg to 
compilation of 
directory service 
hstmgs 

2mos 10D Management and 
Accountab1hty 

3 yrs 

4 Credentials Files Identificat10n 
credentials mcludmg 

3 mos 10D Management and 
Accountability 

3 yrs 
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Item# Title Bnef Descnpt10n Retent10n Item# Title Retention Comments 
General Records Schedule #11: Space and Maintenance Records New Schedule Items 

badges, cards, pernuts, 
passes, etc. 

5 Bmldmgand 
Eqmpment Service 
Files 

Requests for bmldmg 
services 

3 mos 10D Management and 
Accountab1hty 

3 yrs 

6 Electromc Mail 
and Word 
Processmg System 
Copies 

Electromc copies m e-
mail or word 
processmg systems. 
NOTE: NARA is 
phasing out this 
language; use GRS 20 
Item 13 for word 
processmg; GRS 20 
Item 14 for e-mail. 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy. 

General Records Schedule #12: Communications Records 

Item# Tttle Bnef DescnptJon Retention Item# Title Retention Comments 
General Records Schedule #12: Communications Records New Schedule Items 
1 Messenger Service 

FIies 
Logs, dispatch records, 
receipts, route 
schedules, etc. 

2mos 10D Management and 
Accountab1hty 

3 yrs 

2a Commumcation 
General Files 

Correspondence and 
internal admimstration 
and operation 

2 yrs 10D Management and 
Accountab1hty 

3 yrs 

2b Commumcatlon 
General Files 

Telecommumcat1ons 
plans, reports, 
eqmpment requests, 
etc 

3 yrs 10D Management and 
Accountab1hty 

3 yrs 

2c Commumcahon 
General Files 

Cost and volume 
stat1st1cal reports 

1 yr 10D Management and 
Accountab1hty 

3 yrs 

2d Commumcahon 
General FIies 

Reference copies of 
fiscal records and 
records relatmg to 

1 yr (fiscal) 
3 yrs 
( mstallatJon) 

10D Management and 
Accountabihty 

3 yrs 
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Item# Title Bnef Descript10n Retention Item# Title Retention Comments 
General Records Schedule #12: Communications Records New Schedule Items 

mstallahon or 
servicmg of eqmpment 

2e Commumcation 
General Files 

Copies of agreements 
for telecommumcation 
services 

2 yrs I0D Management and 
Accountability 

3 yrs 

3a Telecommumca-
hons Operational 
Files 

Message registers, 
logs, performance 
reports, etc. 

6mos I0D Management and 
Accountability 

3 yrs 

3b Telecommumca-
hons Operational 
Files 

Copies of messages 2 yrs I0D Management and 
Accountab1hty 

3 yrs 

4 Telephone Use 
(Call Detail) 
Records 

Use of telephone Imes 
mcludmg fax and e-
mail particularly 
showmg durat10n of 
use, cost, etc. 

3 yrs I0D Management and 
Accountab1hty 

3 yrs 

5 Post Office and 
Pnvate Mail 
Company Records 

This item 1s divided 
mto three parts, all 
with the same 
retention a) Incommg 
or outgomg registered 
mail pouches, certified 
mail receipts, and 
related; b) application 
for registration and 
certification of 
declared value mail; c) 
report of loss, riflmg, 
late delivery, wrong 
dehverv, etc. 

1 yr I0D Management and 
Accountab1hty 

3 yrs 

6a Mail and Delivery 
Service Control 
Files 

Receipts of mcomrng 
mail not covered m 
Item 5 and receipts of 
pnvate delivery 

I yr l0D Management and 
Accountability 

3 yrs 
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Item# Title Bnef Descnpt10n Retention Item# Title Retent10n Comments 
General Records Schedule #12: Communications Records New Schedule Items 

companies 
6b Mad and Delivery 

Service Control 
Files 

Statistical reports of 
postage used on 
outgomg mail and 
pnvate dehverv 

6mos l0D Management and 
Accountability 

3 yrs 

6c Matl and Delivery 
Service Control 
Files 

Reqms1tJons for 
stamps 

6mos l0D Management and 
Accountability 

3 yrs 

6d Mad and Delivery 
Service Control 
Files 

Statistical reports on 
handling of mail and 
volume 

1 yr IOD Management and 
Accountab1hty 

3 yrs 

6e Mad and Delivery 
Service Control 
Files 

Records of cash, 
check, money orders, 
stamps, etc re1TI1tted to 
agency by mail 

1 yr lOD Management and 
Accountab1hty 

3 yrs 

6f Mail and Dehvery 
Service Control 
Files 

Receipts for mail and 
packages received 
through Official Mail 
and Messenger Service 

6mos l0D Management and 
Accountability 

3 yrs 

6g Mail and Delivery 
Service Control 
Files 

Internal admmistration 
of mad room 
operations mcludmg 
correspondence and 
d1rect1ves 

1 yr lOD Management and 
Accountability 

3 yrs 

6h Matl and Delivery 
Service Control 
Files 

Locator cards, 
d1rectones, indexes 
used to deliver mad to 
mdlVlduals 

5 mos l0D Management and 
Accountab1hty 

3 yrs 

7 Metered Mad Files Metered mad reports 6 yrs IOC Management and 
Accountab1hty 

7 yrs 

8 Postal Irregulanties 
File 

Reports on 
rrushandlmg of mail 
mcludmg loss or 
destruction of mad, 

3 yrs IOD Management and 
Accountab1hty 

3 yrs 
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Item# Title Bnef Descnption Retention Item# Title Retention Comments 
General Records Schedule #12: Communications Records New Schedule Items 

stamps, etc 
9 Electromc Mail 

and Word 
Processmg System 
Copies 

Electromc copies m e-
mail or word 
processmg systems 
NOTE: NARA is 
phasmg out this 
language; use GRS 20 
Item 13 for word 
processing; GRS 20 
Item 14 for e-mail. 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy. 

General Records Schedule #13: Printing, Binding, Duplication, and Distribution Records 

Item# Title Bnef Description Retention Item# Title Retention Comments 
General Records Schedule #13: Printing, Binding, Duplication, 
and Distribution Records (NOTE: Publications themselves are 
not covered in the GRS) 

New Schedule Items 

1 Adnumstrahve 
Correspondence 
Files 

Internal adnumstratlon 
of umt responsible for 
prmtmg, bmdmg, etc. 

2 yrs 10D Management and 
Accountability 

3 yrs 

2a ProJect Files Records relatmg to 
planmng and execution 
of pnnting, bmdmg 
Jobs specifically 
reqmsitlons, 
clearances, etc. 1f not 
sent to Pubhc Pnnter 

1 yr 10D Management and 
Accountab1hty 

3 yrs 

2b ProJect Files Records relatmg to 
planmng and execution 
of pnntmg, bmdmg 
Jobs specifically 
pertammg to plannmg 
and techmcal matters 

3 yrs 10D Management and 
Accountability 

3 yrs 

3 Control Files Registers of 1 yr 10D Management and 3 yrs 
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Item# Title Bnef Descnphon Retent10n Item# Title Retention Comments 
General Records Schedule #13: Printing, Binding, Duplication, 
and Distribution Records (NOTE: Publications themselves are 
not covered in the GRS) 

New Schedule Items 

requisitions and work 
orders 

Accountab1hty 

4 Ma1hng Lists Correspondence 
relating to changes m 
mailing hsts and card 
hsts/ 

Destroy after 
revision or 
after 3 mos 

l0D Management and 
Accountability 

3 yrs 

5 Jomt Comm1ttee on 
Prmting (JCP) 
Reports Files 

Agency reports to 
Congress on operation 
of Class A or B 
printing plants 

3 yrs l0D Management and 
Accountability 

3 yrs 

6 Internal 
Management Files 

Internal management 
and operation of 
prmtmg umt 

2 yrs l0D Management and 
Accountability 

3 yrs 

7 Electromc Mail 
and Word 
Processing System 
Copies 

Electromc copies m e-
mail or word 
processmg systems 
NOTE: NARA IS 

phasmg out this 
language; use GRS 20 
Item 13 for word 
processmg, GRS 20 
Item 14 for e-mail. 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 

General Records Schedule #16: Administrative Management Records 

Item# Title Bnef Descnphon Retention Item# Title Retention Comments 
General Records Schedule #16: Administrative Management 
Records 

New Schedule Items 

1 Admm1strat1ve 
Issuances 

Notices regardmg 
routine admm1strative 
functions. Does not 
mclude formal 

wso l0D Management and 
Accountab1hty 

3 yrs 
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Item# Title Bnef Descnptlon Retention Item# Title Retention Comments 
General Records Schedule #16: Administrative Management 
Records 

New Schedule Items 

directives, manuals, 
etc 

5 ProJect Control 
Files 

Reports and other 
documentation on 
progress and 
completions of 
pro1ects, and related 

1 yr 10D Management and 
Accountab1hty 

3 yrs 

6 Reports Control 
Files 

Case files for formal 
reports mcludmg 
directives, mstruct10ns, 
etc. 

2 yrs 10D Management and 
Accountability 

3 yrs 

8 Reserved 

14a-e Management 
Control Records 

Evaluat10ns of agency 
accountmg and 
administrative controls 
to prevent waste, fraud, 
and rrusmanagement. 
Item has several 
sect10ns all but 14f has 
basically the same 
retent10n 

1 yr 10D Management and 
Accountab1hty 

3 yrs Could use I0C 

14f Management 
Control Records. 

Audit findmgs, reports, 
etc, that show 

5 I0C Management and 
Accountability 

7 yrs 
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Item# Title Bnef Descnption Retention Item# Title Retention Comments 
General Records Schedule #16: Administrative Management 
Records 

New Schedule Items 

Review Files weakness of control 
and corrective actions 
taken to solve problem 

37 Electromc Mail 
and Word 
Processmg System 
Copies 

Electromc copies me-
mail or word 
processmg systems. 
NOTE: NARA IS 

phasmg out this 
language; use GRS 20 
Item 13 for word 
processing; GRS 20 
Item 14 for e-mail 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses on! y on 
record copy. 

General Records Schedule #18: Security and Protective Services Records 

25 Classified 
Information 
Nondisclosure 
Agreements 

Nondisclosure 
agreements 

70 yrs 1fnot 
stored m 
OPF 

Management and 
Accountab1hty 

26 Emergency 
Planmng 
Admm1strative 
Correspondence 
Files 

Admm1stratlve files of 
the emergency 
plannmg program 

2 yrs 10B Management and 
Accountab1hty 

15 yrs 

27 Emergency 
Plannmg Case 
Files 

Case files created 
dunng preparation and 
issuance of pland and 
d1rechves (not 
mcludmg one record 
copy m agency's set of 
master d1rechves) 

3 yrs 10B Management and 
Accountab1hty 

15 yrs 

28 Emergency 
Operations Tests 

Tests of emergency 
plans 

3 yrs 10B Management and 
Accountab1hty 

15 yrs 
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Files 
29 National Defense NDER reservists files 5 yrs l0B Management and 15 yrs 

Executive Reserve mamtamed for Accountab1hty 
(NDER) Case Files mob1hzation 

30 Electromc Mail 
and Word 

Electromc copies m e-
mail or word 

180 days The big bucket 
schedule does not 

Processing System 
Copies 

processing systems 
NOTE: NARA is 
phasmg out this 
language; use GRS 20 
Item 13 for word 

mclude this item and 
focuses only on 
record copy. 

processmg; GRS 20 
Item 14 for e-mail. 

General Records Schedule #20: Electronic Records 

Item# Title Bnef Description Retent10n Item# Title Retention Comments 
General Records Schedule #20: Electronic Records New Schedule Items 

3 Electromc Versions 
of Records 
Scheduled for 
Disposal 

This item contams 
several entnes that 
cover electronic 
versions of records that 
replace hard copy 
records or exist parallel 
to hard copy The 
retentions are 
essentially the same 

Use retention 
of ex1stmg 
records 

The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 

5 Records Cons1stmg 
of Extracted 
Information 

Data that 1s extracted 
from a file that is 
covered elsewhere m 
GRS 20 or scheduled 

WNLN The big bucket 
schedule does not 
mclude this item and 
focuses only on 
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Item# Title Bnef Description Retent10n Item# Title Retent10n Comments 
General Records Schedule #20: Electronic Records New Schedule Items 

elsewhere It does not 
include files created 
for pubhc access and 
files in which the 
content was changed 
dunng the process. 

record copy 

6 Pnnt File A file extracted from a 
master file and used to 
prepare hard copy 
publications or 
statistical reports or 
sirrular 

WNLN The big bucket 
schedule does not 
include this item and 
focuses only on 
record copy. 

7 Technical 
Reformat FIie 

Information copied 
from a master file with 
the purpose of 
reformatting and 
sending data to 
someone else ( does not 
include records 
transferred to NARA) 

WNLN The big bucket 
schedule does not 
include this item and 
focuses only on 
record copy 

8 Backups of Files Back up copy of 
electromc records used 
in case original file is 
damaged or lost 

WNLN The big bucket 
schedule does not 
include this item and 
focuses only on 
record copy. 

9 Finding Aids ( or 
Indexes) 

Indexes to records that 
are scheduled in the 
GRS or separately 

Delete with 
related 
records or 
WNLN 

Keep with records 
and apply same 
retention to indexes 
as to records. 

10 Special Purpose 
Programs 

Software created or 
used to maintain a 
database or other file 
( does not include 
software needed to do 

Delete with 
related 
records or 
WNLN 

The big bucket 
schedule does not 
include this item and 
focuses only on 
record copy Also, 
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Item# Title Bnef Descnpt10n Retention Item# Title Retention Comments 
General Records Schedule #20: Electronic Records New Schedule Items 

so 1f records are to be 
transferred to NARA) 

keep with records and 
apply same retention 
to software as to 
records 

General Records Schedule #21: Audiovisual Records 

Item# Title Brief Descnphon Retention Item# Title Retention Comments 
General Records Schedule #21: Audiovisual Records New Schedule Items 

3 Internal Personnel 
and Admm1strative 
Traming Filmstrips 
and Shdes of 
Programs that do 
not Reflect the 
M1ss1on of the 
Agency 

Self-explanatory 1 yrs l0C Management and 
Accountab1hty 

7 yrs 

4 Reserved 

9 Films Acquired 
from Outside 
Sources for 
Personnel and 

Self-explanatory 1 yr l0C Management and 
Accountab1hty 

7 yrs 
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Item# Title Bnef Description Retent10n Item# Title Retent10n Comments 
General Records Schedule #21: Audiovisual Records New Schedule Items 

Management 
Trammg 

10 Reserved 

12 Routme Scientific, 
Medical, or 
Engineering 
Footage (Mot10n 
Pictures) 

Self-explanatory 2 yrs This could go mto a 
number of buckets 
throughout the 
schedule dependmg 
on the footage itself. 

13 Reserved 
14 Programs Acqmred 

from Outside 
Sources for 
Personnel and 
Management 
Traming 

Self-explanatory 1 yr l0C Management and 
Accountability 

7 yrs 

15 Reserved 
16 Rehearsal or 

Practice Tapes 
Self-explanatory Destroy 

immediately 
The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 

17 Internal Personnel 
and Admmistrative 
Trammg Programs 
that do not Reflect 
the Miss10n of the 
Agency 

Self-explanatory 1 yr l0C Management and 
Accountability 

7 yrs 

19 Routme Scientific, 
Medical, or 
Engmeenng 
[Video] Recordmgs 

Self-explanatory 2 yrs This could go mto a 
number of buckets 
throughout the 
schedule dependmg 
on the footage itself. 
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Item# Title Bnef Descnpt1on Retention Item# Title Retention Comments 
General Records Schedule #21: Audiovisual Records New Schedule Items 

21 Reserved 
22 Recordmgs of 

Meetmgs Made 
Exclusively for 
Note Takmg or 
Transcnptlon 

These are audio 
recordmgs and exclude 
Presidential and 
executive commiss1ons 

Destroy 
immediately 
after use 

The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 

23 Dictation Belts or 
Tapes 

Self-explanatory Destroy 
immediately 
after use 

The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy. 

24 Premix Sound 
Elements Created 
During the Course 
ofa Motion 
Picture, Television, 
or Radio 
Production 

Self-explanatory Destroy 
immediately 
after use 

The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 

25 Reserved 

27 Reserved 

General Records Schedule #23: Records Common to Most Offices Within Agencies 

Item# Title Brief Description Retention Item# Title Retention Comments 
General Records Schedule #23: Records Common to Most Offices 
Within A2encies 

New Schedule Items 

1 Office 
Admimstratlve 
Files 

Internal admimstratlon 
or housekeepmg 
funct10ns on an office 

2 yrs l0D Management and 
Accountab1hty 

3 yrs 



37 August 31, 2009 GRS to Big Bucket Crosswalk 

Item# Title Bnef Descnpt10n Retention Item# Title Retention Comments 
General Records Schedule #23: Records Common to Most Offices 
Within A2encies 

New Schedule Items 

such as staffing 
reports, fax machine 
logs, workload reports, 
etc. Does not mclude 
record copies of 
procedures, 
orgamzation charts, 
etc 

2 Reserved 
3 Reserved 
4 Reserved 
5 Schedules of Daily 

Activities 
Calendars, 
appomtment books, 
diaries, etc that 
document meetings, 
appointments, 
telephone calls, tnps, 
v1s1ts. Does not 
include personal 
records or calendars of 
high officials 

2 yrs 

(If entered 
mto 
orgamzed 
files, then 
WNLN) 

I0D Management and 
Accountab1hty 

3 yrs 

6a Suspense FIies Files kept in 
chronological order as 
rem1nders to take 
action at or by a certam 
date. Rem1nder notes 

Destroy 
when action 
is taken 

The big bucket 
schedule does not 
include this item and 
focuses only on 
record copy 

6b Suspense Files FIies kept m 
chronological order as 
rem1nders to take 
action at or by a certam 
date: File copy or 
extra copy of a 
document 

Destroy 
when action 
1s taken 1f 
extra copy, 
file with 
proper 
records If It 

The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 
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Item# Title Bnef Description Retentton Item# Title Retention Comments 
General Records Schedule #23: Records Common to Most Offices 
Within A2encies 

New Schedule Items 

IS a file CODY 

7 Transitory Files Short-term records 
( 180 days or less) with 
mm1mal or no 
documentary or 
evidential value 
mcludmg· routme 
information requests, 
transITIIttal letters, 
routme notices, 
meetmg reITIInders, etc 

WNLNor 
other 
busmess rule 
(1 e., auto-
delete in e-
mail) 
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8 Trackmg and 
Control Records 

Logs, registers, etc, 
used to track the status 
of correspondence, 
reports, etc when 
those documents are 
listed ma GRS or 
scheduled 

2 yrs 10D Management and 
Accountab1hty 

3 yrs 

9 Fmdmg Aids ( or 
Indexes) 

Used to access records 
that are listed on a 
GRS or are scheduled 
unless the findmg aids 
provide umque 
mformation 

Dispose 
same time as 
related 
record 

10D Management and 
Accountab1hty 

3 yrs Could also destroy 
with related records 

37 Electromc Mail 
and Word 
Processing System 
Copies 

Electronic copies m e-
mail or word 
processmg systems. 
NOTE: NARA is 
phasmg out this 
language; use GRS 20 
Item 13 for word 
processmg; GRS 20 
Item 14 for e-mail 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 
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General Records Schedule #24: Information Technology Operations and Management Records 

Item# Title Bnef Descnphon Retention Item# Title Retention Comments 
General Records Schedule #24: Information Technology 
Operations and Mana~ement Records 

New Schedule Items 

4 System Backups 
and Tape Library 
Records 

Back up tapes used to 
restore systems and 
data m case of loss or 
damage. Also, logs of 
tapes. 

Delete after 
back up 

WSO for 
lO}:!;S 

The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy. 

12 Electromc Mail 
and Word 
Processmg System 
Copies 

Electromc copies m e-
mail or word 
processing systems 
NOTE: NARA 1s 
phasmg out this 
language; use GRS 20 
Item 13 for word 
processmg; GRS 20 
Item 14 for e-mail 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy. 



40 

<. 
August 31, 2009 GRS to Big Bucket Crosswalk 

General Records Schedule #25: Ethics Program Records 

Item# Title Bnef Descnption Retention Item# Title Retention Comments 
General Records Schedule #25: Ethics Program Records New Schedule Items 
1 Ethics Program 

Implementation, 
Interpretation, 
Counseling, and 
Development Files 

Records of ethics 
program offices 
dealing with 
development, review 
and implementation of 
ethic guidelmes 
Retention depends on 
defimtion of types of 
records. 

3-6 yrs l0C Management and 
Accountability 

7 yrs 

2 Fmancial 
Disclosure 
Reportmg Files 

Records are for 
financial disclosure of 
office seekers There 
are two retentions 
based on success in 
gettmg an office 

1 yr 

6 yrs 

l0C Management and 
Accountability 

7 yrs 

3 Ethics Agreement 
Records 

Records documentmg 
review and issuance of 
ethics guidelmes that 
remedy potential or 
actual conflicts of 
mterest. 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 

4 Referrals and 
Notifications of 
V1olat1ons of 
Cnmmal Confhct 
of Interest Statutes 
and Other Potential 
V10lat1ons Files 

Referrals made to 
Inspectors General or 
Department of Justice 
on v10lat1ons 

6 yrs l0C Management and 
Accountability 

7 yrs 

5 Non-Federally 
Funded Travel 
Files 

Agency copies of 
SemiannualExpense 
Reports for 

3 yrs for 
report 

l0D Management and 
Accountab1hty 

3 yrs Could also use l0C 
for ease of filmg 
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Item# Title Bnef Descnptlon Retention Item# Title Retention Comments 
General Records Schedule #25: Ethics Pro2ram Records New Schedule Items 

Non-Federally Funded 
Travel submitted by all 
Executive branch 
agencies to the Office 
of Government Ethics 

1 yr for 
background 
matenals 

6 Ethics Program 
Review Files 

Reports and other 
records regarding 
reviews of agency 
ethics compliance 
earned out by Office 
of Government Eth.Jes 

6 yrs 

1 yr for 
background 
matenals 

l0C Management and 
Accountab1hty 

7 yrs 

7 Annual Agency 
Ethics Program 
Questionnaire Files 

Annual questionnaire 
completed by ethics 
officials 

3 yrs 

1 yr for 
background 
matenals 

10D Management and 
Accountab1hty 

3 yrs Could also use l0C 
for ease of fihng 

8a Ethics Program 
Employee Training 
and Education 
Files 

Admm1stration records 
for new employee 
ethics training 
includmg annual plans, 
rosters of attending 
employees, etc 

6 yrs l0C Management and 
Accountab,hty 

7 yrs 

8b Ethics Program 
Employee Training 
and Educat10n 
Files 

Record copy of 
matenals used to 
provide training such 
as newsletters, 
instructors' guides, 
handouts, etc. 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 

9 Ethics Program 
Procedures Files 

Records regarding the 
adnumstratlon of the 
ethics program 

6 yrs l0C Management and 
Accountab1hty 

7 yrs 

10 Electromc Mail 
and Word 
Processing System 

Electronic copies in e-
mat! or word 
processing systems 

180 days The big bucket 
schedule does not 
include this item and 
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Item# Title Brief Descnption Retention Item# Title Retention Comments 
General Records Schedule #25: Ethics Pro2ram Records New Schedule Items 

Copies NOTE- NARA IS 
phasmg out this 
language; use GRS 20 
Item 13 for word 
processmg, GRS 20 
Item 14 for e-mail. 

focuses only on 
record copy. 

General Records Schedule #26: Temporary Commissions, Boards, Councils and Committees 

Item# Title Bnef Descnphon Retention Item# Title Retention Comments 
General Records Schedule #26: Temporary Commissions, Boards, 
Councils and Committees 

New Schedule Items 

la Internal Agency 
Committees 

Records of mtemal 
committees unrelated 
to an agency's m1ss1on 
such as orgamzmg 
events, etc. 

WNLN 10D Management and 
Accountability 

3 yrs 

lb Internal Agency 
Comm1ttees 

Records of mtemal 
agency committees 
related to an agency's 
mISSIOn 

These 
records must 
be scheduled 
separately 
and maybe 
permanent 

Such records would 
also be placed in the 
most appropnate 
bucket based on 
subject of the 
comm1ttee 

2a Records Created by 
Advisory 
Comm1ss1ons, 
Comm1ttees, 
Counctls, Boards 
and Other Groups 
Established under 
the Federal 
Advisory 
Comm1ttee Act 
(FACA) 

These records of 
comm1ttees that are 1) 
established by statute 
or reorgamzat1on plan 
or 2) established or 
utilized by the 
President, or 3) 
established or utilized 
by one or more 
agencies or officers of 
the Federal 

Permanent Such records would 
also be placed m the 
most appropnate 
bucket based on 
subject of the 
comm1ttee 
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Item# Title Bnef Descnptlon Retent10n Item# Title Retention Comments 
General Records Schedule #26: Temporary Commissions, Boards, 
Councils and Committees 

New Schedule Items 

government and are 
nor composed solely of 
Federal employees. 
Records include 
charter, agendas, 
s1gmficant 
correspondence, etc. 

2b-c Records Created by 
Advisory 
Conuruss1ons, 
Conuruttees, 
Councils, Boards 
and Other Groups 
Established under 
the Federal 
Advisory 
Conuruttee Act 
(FACA) 

Day to day records, 
fac1htat1ve matters, 
transcnbed audiotapes, 
extra copies of 
agendas, etc. Section c 
1s for committee 
website, techmcal 
operation records, and 
electronic records that 
have been duplicated 
m Committee records 

Destroy at 
close of 
committee 

Such records would 
also be placed m the 
most appropnate 
bucket based on 
subject of the 
conuruttee 

3 Conuruttee 
Records Not 
Maintamed by the 
Sponsor or 
Secretariat 

Copies of records held 
m agencies other than 
the sponsor, excludes 
mtemational 
conuruttees (US 1s not 
the sponsor, and 
committees dealmg 
with agency rruss1on) 

3 yrs Such records would 
also be placed m the 
most appropnate 
bucket based on 
subject of the 
conuruttee 

4 Conuruttee 
Management 
Records 

Records mamtamed by 
Committee 
Management Office 
for F ACA conuruttees 
mcludmg membership 
hsts, stat1st1cs etc. 

6 yrs Such records would 
also be placed m the 
most appropnate 
bucket based on 
subject of the 
conuruttee 

5 Electromc Mail Electromc copies m e- 180 days The big bucket 
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Item# Title Bnef Description Retention Item# Title Retention Comments 
General Records Schedule #26: Temporary Commissions, Boards, 
Councils and Committees 

New Schedule Items 

and Word 
Processmg System 
Copies 

mail or word 
processing systems 
NOTE: NARA is 
phasmg out this 
language; use GRS 20 
Item 13 for word 
processmg; GRS 20 
Item 14 for e-mail 

schedule does not 
mclude this item and 
focuses only on 
record copy 

General Records Schedule #27: Records of the Chieflnformation Officer 

Item# Title Bnef Description Retention Item# Title Retention Comments 
General Records Schedule #27: Records of the Chief Information 
Officer 

New Schedule Items 

8 Electromc Mail 
and Word 
Processmg System 
Copies 

Electronic copies m e-
mail or word 
processmg systems. 
NOTE: NARA IS 

phasing out this 
language; use GRS 20 
Item 13 for word 
processmg; GRS 20 
Item 14 for e-mail 

180 days The big bucket 
schedule does not 
mclude this item and 
focuses only on 
record copy 




