
REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

1 LEAVi BLANK • • 

DATE RECEIVED /- ,"I-P7TO: GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1. FROM (Agency or establishmentf NOTIFICATION TO AGENCY 

__,........,V_E,,_,T..,,....E~R_A_N__S_A_D_M_I_N_I_S_T_R_A_T_I_O_N_____________---1 In accordance with the provisions .ot 44 u.s.c. 3303a 
2. MAJOR SUBDIVISION the disposal request, including amendments, is approved 

DEPARTMENT OF MEMORIAL AFFAIRS except for items that may be marked "disposition not
.,,.....,..,..,.,.'=""~~,,.,....,.,..,,..,.,,..,,.,,---------------------'-----1 approved" or "withdrawn" in column 10. If no records 
3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is 

4;NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. 

MARJORIE M~ LEANDRI 38 9.-::3 662 
6. CERTIFICATE OF AGENCY REPRESENTATIV 

not required. • 

DATE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
3 8•that the records proposed for disposal in this Request of page(s) are not now needed for the business of this 

agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

A. GAO concurren e: D is attached; or' [ii is unnecessary. 

D. TITLE 

Director, Paperwork Management 
and Regulations Service 

. 
/ 

.. 7. 
ITEM, 
NO... 

8. DESCRIPTION OF ITEM 
(With. I~clusi11.~ Dates or Retention Periods) 

·Department of Memor:l:a-1 Aff a·irs Reco·rds. Control' · 

Schedule 

9. GRSOA 
SUPERSEDED 

JOB 
CITATION 

10.ACTION 
TAKEN 

(NARSUSE
ONLY} 

STANDARD FORM 115 (REV. 8•8.3) 
Prescribed by GSA. 
FPMR (41 CFR) 101·11.4 

115-108 



-------------------I 

' ITEM NO. TITLE AND/OR DESC: rION DISPOl.. .:ON AlJrHOR"j:TY 

l.. , Authorizations. ' 

Delegations of authority issued by D.fA. 
officials in menorarna, letters, am 
other forms, am which pertain to broad, 
general D.fA. activities am functions. 

2. Benefits. 

a. O>rrespondenoe, menx:>randa, ·studies, 
reviews, and related. material pertaining 
to disinterments/transfers*, 
burial flags, graveliners, graveside
religious services, eligibility, 
headstcnes/markers/lllJ1.1Ul'llents**, 
am state cemetery grants. 

~Cemetery Service maintains official 
files (see Item 20b). 

I 
*"'M::nument Service maintains official 
files (see Item 21a). 

b. State Cemetery Grant Project 
Files. 

Proposals or applications, 
cx:,ntracts, project reports, 
studies, certificates, agree-
ments, mem::>rarna, correspondence, 
am other records relating to 
receipt, review, award, evaluation, 
status and narl.toring of grants: 
allocation of funds, and project 
bu:igets. EXCWDED are drawings and 
specifications for State Cemetery 
Grants Files (see Item 201). 

Temporary. Destroy 
2 years after 
cancellation. 

Temporary. Destroy 
-when 3 years old. 

.
•: 

Permanent. Retain in (GRS 3 
VAOO (State Cemetery Item 15) 
Grants Office, IJ.1A) 
from receipt of applica­
tion for Federal assist­
ance until 1 year after 
grant is closed out am 
then transfer to FARC. 
Offer to NARS when 20 
years old. 

In the event litigation, 
claim, or aoott is started 
before the expiration of 
the above 20 year period, 
the records shall be recalled 
by State Cemetery Grants 
Office until all litigations,
claims, or audit-. findings have 
have been resolved. They 
will be held for l year after 
final action or decision: 
and then retumed to FARC. 
Offer to NARS 10 years 
after final action or 
decision or when 20 years old, 
whicheveris sooner. 



Indexes, registers, 1 
• 

• 

Tempo:c: 
'Y' 

GRS 3 
Item 19 

~. ITEM NO. TITLE N!l.0/OR DESCR .ICN DISPOS...:ti AIJl'HORI';I'Y 

2.,(con•t~) c.~;C;;il4ie-Q:&e!t:er:y-.EJ!;Elft4~Meft~----------------::::::::==-
• ' "' «-· • Files. 

records 
assi 

d. State Cemeter:y Grant 
Program Files. 

( 1) O:>rrespcnience and/or 
subject files including 
mem::>randa, stuiies, reports, 
£oms, and other records 
relatin:;J to the legal
establishment of the grant 

_ program, its policies and 
basic pr<X:!8!1ures, and the , management and evaluation of 
grants. 

(2) Cbrrespondence and/or 
subject files relating to 
routine cperations and 
daily activities in adminis­
tration of the grant program. 

e. State Cemetery Graot 
Appeals Case Files. 

Contract appeals case files 
consisting of notices of appeal 
and acknowledgements thereof: 
correspondence between parties: 
copies of CXJ11tracts, plans, 
specifications, exhibits, 
change orders, and a1DE!I};billlffi 
transcripts of hec!Hft 
documents r•-·--.•ed from parties 

final decisions: and 

-~l'eiillCOrary. Destroy when GRS 3 
superseded or obsolete. Item 16 

Permanent. Retain 
2 years then retire to 
FAIC. Offer to NA.RS 
when 20 years old. 

(GRS 3 
Item 17a) 

Temporary. Destroy 
when no longer needed 
for reference puzposes. 

2. 

https://Tempora.cy
https://Tempora.cy


·n'EM NO. TITLE 'AND/OR OESCf 1<:N 

3; ' '. •• ... &A .. -·~·~•::· Admo,y c.,.,. rt/U OIi 

Correspcn::lence, memoranda, minutes, 
reports, and related material documenting 
the inception, sc:q>e, objectives, and 
acocnplishments in actions affecting 
p:>licy or establishing precedent in 
operations and administration. • ,, 

4. Conferences. 

Corresp:,ndence, memoranda, reports 
and related material pertaining to ~ 
ex>nferences and meetings. 

5. Defense and Disaster. 

Reoords pertaining to national defense, 
civil defense, f!D!ergency planning, shut 
down procedures, and energy usage. 

mental policy and procedures and 
documents·departmental plans and 
operations in administering the 
VA programs for continuity of 
operations in the eV4:!!ID:;...QHler 
disaster and=-f~~~P"r 

DISPO.S ON AUIH)RITY 

C. Ill • tm•;, .,,d /II",.• .., ~,c-4~ 

Permanent. Offer to NARS • Jolin ,.,c::Mu,anii 
when 20 years old. '- •4Z,!'-

"' 

Temporary. Destroy when 
5 years old. 

b. Energy Usage Rep:>rts. 

D:x:uments reflecting the use of all 
electrical and petroleum pro::iucts by 
~-

6. Finance. 

Records pertaining to amua.l and 
supplemental appropriations and 1::u:iget 
estimates; apportiaunents, allocations, 
allotments, and transfers of funds; am 
anc1· C'.ongressional hearings; and accnmting 
transactions for appropriations and fun:ls. 

Temporary. Destroy 
2 years after the close 
of the fiscal year 
involved. 

3. 



-------• f1'D1 NO. TITLE NID/OR DESCR ICN·__;,--....,....------

6~(con't.') a. Bud.get Pol'icy Files. 
' ... ·---·-•·-~ ·----···-~-·--- - ···-

Correspondence files which 
document departmental policies and 
procedures on bnget adminis­
tration and expenditures of 
£urns. 

b. Blnget Estimates and Justifications 
Files. 

(1) Copies of b\nget estimates and 
justifications. Inclined are 
appropriation language sheets, 
narrative statements, am related 
schedules am data. 

DISl?OS . .:N 

Temporary. Destroy when 
5 years old. 

Temporary. Destroy when 
5 years old. 

•~.(.2) ~rking pi!persmaterials. • . . 

C 

At.Jl'HORITY 

GAS i­
Item 4 

Correspondence files pertaining.to 
routine administration, int 

. Destroy when GRS 5 
2 years old. Item 3 

procedures, ters not 

Working papers, cost statements, 
and rough data accumulated in 
the preparation of annual budget 
estimates, inclining duplicates 
of papers described • ( 2) : 
am ori • • o fices' 

Periodic reports on the status of 
appropriation accounts am apportion­
ment. 

(1) Armual report (end of fi 
year). 

year after +-ho~rr,ose of 
Temporary. Destr 

.... "'~..., seal year covered 
by the b\nget. 

Temporary. Destroy when 
S years old. 

Temporary. Destroy 3 
years after the end of 

GRS S 
Item Sa 

GRS S 
Item Sb 

4. 

https://pertaining.to


----------------
. 

ITEM NO. TITLE N.iD/OR DESCRJ :oo DISPOSl )N AimDRITY 

6 .'( tjon I t:.~). f:..-·----iiaip,8Ri!l~IIIEE!~weew~~Ge11e1~-------__;__.........:.___~~-
, ..Correspondence and SUbject Files. 

Correspondence 
m.intained by operating units 
responsible for • 
acoc:>unti.ng,r...-i:191."1~ii 

or subject files­ Jeq:draary. Destroy when GRS 7 
2 years old. Item l 

g 

Allotment recx>rds sharing status 
of obligatioos and allotments 
each authorized ion. 

h, BIEpeRdiea.:e Aeee1,1Rtd:Rg Pee4d:ng and. 
Control Files. 

Records used as posting and control 
media, subsidiary to the general and 
allotment ledgers, and not elsewhere 
covered in this schedule. 

(1) 

Correspondence, reports am data 
relating to voucher preparation, 
administrative au:lit, and other 
aexx>Unting and disbursing 
operations. 

(1) Files used for wor......~ 
and personnel ma.t~eme~t 

stray 6 GRS 7 
years and 3 months after Item 3 
the close of the fiscal 

Temporary. Destroy when GRS 7 
3 years old. Item 4a 

Temporary. Destroy when · GRS 7 

Temporaxy. Destroy when GRS 6 
2 years old. : Item Sa 

Temp:>rary•. Destroy when GRS 6 

pw:poses. 

(Transfer of Disbursing Auth:>rity 
(VA Form 4-4564-6)) 

Apportiaunent and reapporti.~geot.--­
schedules, prcposi.~~..,. erly years after the close Item 6 

of the fiscal year. 

Temporary. Destroy 2 GRS 5 

obligation:~n::n~ each authorized 

s. 



--------IT&t NO. TITLE N:lD/OR DESCR. _IOO____________ 

6:(~•t~') k. Operating Bu:iget Plan. 

M::>nthly furrling program for each 
a::>ntrol point. 

7. Freejan of Information Act (FOIA) 
Requests Files. 

a. Files create:i in resp::nse to requests 
for informaticn under the ·Freed.an of 
lnformaticn Act OJnSisting of the 
original reg:uest, a cc,py of the reply 
thereto, and all relate:i supporting 
files wbich may inclooe official'file 
copy of requeste:i record or copy thereof. 

(1) Correspondence and supporting 
documents (·EX.CUJDIOO the official 
file copy of the records requested 
if filed herein) . 

(a~ Graoting a0Cess to .J.l ta 
requested records. 

(b) Responding to requests for 
nonexistent records: to 
requesters who provide inadequate 
descriptions: and to those who 
fail to pay agency reproduction 
fees. 

(c:) De¥aR9 aeeass t9 all 
or part of the records requested. 

1. Request~ ag,eaJe:i. 

2. 

DISPOS' ~ 

Temporary. Destroy 1 
year after the close 
of the fiscal year. 

•.. 

=~=:72 

:::=; ;:~'i{e:e7b, 
FOIA Appeals Files. 

Temporary. Destroy as 
authorized under. Item 7b, 

' 
Al1I'IDRITY 

GRS 14 
Item 16a(l) 

GBS 14 
Item 16a(2) (a 

GAS 14 
Item 16a(2)(1: 

GRS 14 
Item 16a(3)(a 

GRS 14 
Item l6a(3) (t 

6. 

https://Freed.an


-------

documents (EXCLUDIN3 the file 
copy of the records under appeal 
if filed herein). 

( 2) Of-ficial file 
under appeal. 

of records 

'!~ NG>. TITLE AND/OR DESCR: _roo________ DISFOS: N At11'HORITY 

aftt'...:'h!IJ,.,-7. 'ccon' t. ). ~ Offieial file eepy ef E~est:eti ~Eary. Dispose of 
- - -- - - -·--- ·----- -- recx>rds.-- in acoordance wi ._..____ Item-16b 

~ov~-ac~iCV disposi-
1on instruction for the 

related recx>rds, or with 
the related FOIA request,. . 

• 

Files created in respondin:J to adminis­
trative appeals urner the FOIA for 
release of information denied by the 
agency, cxmsisting of the appellant's 
letter, a copy of the reply thereto, and 
related supporting documents, which may 
inclu:ie the official file copy of recx>rds 
under appeal or copy thereof. 

(1) Correspondence and supporting 'J:eDPOIX',ary. Destroy 4 GRS 14 
years after final •• Item 17a 
determination by agency 
or 3,years afteJ: final 
adju:iication by aourts, 
whichever is later. 

Temporary. Dispose of 
in aooordance with 

GRS 14 
Item 17b 

approved agency 
disposition instructions 
for the related record, 
or with the related 
FOIA requests, whichever. 

Recurring reports and one-time 
information requirements~rw~fl9"--
to the ag ation of the 

Records relatin:J to the general agency 
implementation of the FOIA • • 
notices, meno 1ne corresp:m-

__..Teliape~cy:.-""iDeDEstroy when 
2 years old or sooner 
if no longer needed for 

GRS 14 
Item 19b 

• Destroy when 
2 years old or sooner if 
no longer needed for 

GRS 14 
Item 20 

7. 



----------ITEM NO. TITLE AND/OR.DESCR ION 

',Legal. 

Correspondence, memoranda, and related 
material pertaining to legal activities of 
the VA. 

9. Legislation. 

Records relating to proposed legislation, 
executive orders, and proclama.ticns 
affecting or of interest to the department. 

a. Analyses and stmies on cost and 
statistical data, and other pertinent 
facts relative to proposed legislation: 
copies of the• Qtief Memorial Affairs 
Director's rea:m:nerda.tions to the 
Office of the General 0:>unsel: printed 
copies of hear~ngs and bills: and 
related o:::>rrespondence. 

b. Correspondence pertaining to routine 
information or requests about prop::>sed 
legislation. 

10. Management and Organization. Records 
relating to general management, manage­
amt techniques, management reviews and 
evaluations, organization, establishing 
staooa.rds for improving procedures, 
operaticns, and performance. 

a. Records o:::>nstituting the basic 
documentation of the origin and scope 
of studies, surveys, evaluations, etc., 
affecting Il-1A. management and organiza­
tion, and the establishment of standards 
or criteria for performance evaluation, 
and similar material documenting est.a:tr 
lishment or changes to policy, procedures, 
or organizations. 

orsros; _E______ AUl'R'.)RITY 

Temporary. Destroy when 
10 yea.rs old. 

Temporary. Destroy when 
10 years old. 

Temp:)ra.ry. Destroy when 
2 years old. 

Temp:>rary. Destroy when 
10 years old. 

8. 

https://Temp:)ra.ry


----------

Reoords relating to office systems, 
mechani~ research and developnent, 
electronic oanputers, wire and wire­
less communications, duplicating 
systems, and related methcxls and 
techniques. 

Corres,pc,ndence, meroranda, stud· Temporary. Destroy when GRS 16 
and related material which the a:npleted study is Item 14 
control and use of offi S years old. 
and equipment, ma.chin 
accounting • 
proc~µres S'lJ~lius nting 
and d ' tele-

tion, 

.I'l'fM NO., TITLE ANP/OR DESCRIP ~ 

10. (090' t.'~). b. Material on ·routine or repetitive 
• -···---·---. operations -such as- field. station surveys,

self-audits, tcp to bottan evaluations, 
statistical quality oontrol, work. 
measurement, and manpower utilization 
reports: related oorresp:.,rnence; and 
similar material: EX'C!UJDIN3 intemal 
auiit reports. 

c. Internal audit reports. Official 
cx,pies with related o:11a111ents, papers 
and material filed therewith. 

Organizational charts and 
reorganization stuiies. GraJ;hic 
illustrations which provide 
a: detailed description of the 
arrangement and administrative 
structure of the functional units 
of the department. Reorganization 
stuiies are o:::>nducted to design an 
efficient organizational framework 
most suited to carrying out the 
department• s programs and include 
materials such as final rea::m:]lierf 
dations, prq:x:,sals, and s 
evaluations. These fi also 
contain administrat • maps that 
show regional bO!~laries and 
headquarters decentralized 
agencies that show the 
geogr: c extent or limits 
of department's programs 

DISPOSIT Al1rHORITY 

Temporary. Destroy 'when 
5 years old.· 

,Temporary. Destroy 10 
years after a:npletion of 
the report. 

Permanent. Offer to 
NARS in 5 year blocks 
when 20 years old 
(e.g., offer 19 . 74 
block in 199 . 

t 

9. 



I'l»1 .NO. TITLE 'AND/OR DESCR' roo---------- DISPOS: 2-1-
. 

------ AI.miO
. 

RITY 

11. (cent.') , 
-··---·'-----studies oo'.use ,of off

~ipnent, and on ma 

, 
ice ma.chines and 

12. Persamel. 

Records which pertain to the administratioo 
of persamel activities and relate to 
performance awards, career develcpnent, 
oeilin; and staffin;, employee relations 
and activities, employee trainin; and 
devel.opnent, positioo classification and 
evaluation, employment, salazy and wage 
administration, prcm,tions, denDtions, 
and persamel actions. 

a~ --Q~!fHl&J.~1QQm.1;a,;--aAa.-.1;:ec.,"'ii--ciaop;i.e.1~~ami;:10l::a.J:!'1--~em;.rc¥--J..rllE~--1.:aa.s~ 
of outgoin; camm1nications, record 
copies of forms and reports, and related 
materials which reflect routine, 
repetitive activities such as inquiries 
and replies thereto which involve no 
administrative action beyond the simple 
reply, no policy decision, and no 
special oanpilation or resear , 
C"Orrespondence which is 1cated in 
or not needed for • ng in the 
employee's Maloac:R!ement Development, 

b. Request for authorization of 
overtime work. 

(1) Approved requests. Temporazy. Destroy 2 
years after the close 
of the fiscal year 
involved. 

(2) Disapproved Requests. Temporary. Return to 
requesting office. 
Destroy when 6 m:,nths 
old. 

c. Persainel Allocation letters. 

Letters authorizin; the persainel Temporazy. Destroy after 
ceiling (General Schedule and Wage the close of the fiscal 
Grade) for each Natiooal Cemetery year involved. 
and the NC.AO for the current fiscal 
year. 

Offici --·--, or Fee Personnel 

10. 



-------------
years after··separation···· • 
or transfer of employee. 

Destroy on 

GRS 1 

I'l'.'EM NO. TITLE AND/OR DES Pl'ION DISP rIOO-------- J\ImDRITY 

'12'. (oon.''t..• • ~---cih--eEIWil!Ge-Re!eEJlA:i-Q!tl:tae,r-------....lJ:'eml,e!!ia:PJ"'r--Be~:f!1'1"-e-----llli!RSi-¥-""7' 
. .... -·--· -· --'------· . -- (VA-Form~ 5-4644-2) ---·--· 

e. &aployee Reoord Cards. 

Cards that are used for i~tional 
purposes ou,tside personnel offices 
(VA Form 5-4644a). 

f. a>sition Classification Files. 

(1) Optional Form 8, Positiai 
Description. 

Files describing established. 
positions incll'ding information 
on title, series, grade, duties 
and resp:)l).Sibilities. N:n'E: 

,,,. 'lhe master copy is filed in the 
Classification Division, Central 
Office Personnel Service. 

(2) Survey Files. 

(a) Inspection, Audit and Survey 
File. 

Correspondence, memoranda, 
reports and other records 
relatin; to inspections, 
surveys, desk audits and 
evaluations. 

(b) .Appeals Files. 

case files relati 
classification CHJl,;ICCI~ 

g. 

files including 
ecx:JJl(menclations, approved 

nations, menoranda, 
espondence, reports and 

elated handbooks pertaining 
to agency-sponsored cash and 
non-cash awards such as incentive 
awards, within-grade merit 
increases, suggestions, and. 

Temp:>rary. 
separation or transfer 
of eq;,loyee. 

Temporary. 
copy when ition is 
al:x>lis or description 
super-,p:::,..A 

Temporary. Destroy when 
obsolete or superseded. 

Temporary. Destroy 3 
years after case is 
closed. 

Temporary. De~roy 2 
years after approval 
or disapproval. 

Item 7b(2) 

GRS 1 
Item 7c(2) 

GRS l 
Item 7d 

GRS 1 
Item 12a(l) 

11. 



' ' ITEM NO. TITLE NilO/OR DESO" \'ION "tOO AUTHORITY---------- DISPOf -------
' ' 
12.da;:ir;··1,,!-1:'t.w-1----~-Q;e:e~~!Ree-e1:-11e!B1!!1rt:11~------'l:'ellll,M;HY-r-• ..J.Best!:~~left"'--EI-RS--t-,~ . 

----------"'-···-"•... , .. 

I 

• per;;taining to awards fronLother-
government agencies or private 
organizations. 

h. Length of Service Awards Files. 

:Records including oorrespon:lence, 
JDeD:Dranda, reports, computatiCXlS 
of service and list of awardees~ 

i. Letters of Camnendation and 
Appreciation. 

Copies of letters recx>gnizing length 
of service and retirement and letters 
of appreciation and canmendation for 
performance. 

j. Incentive· Awards Program Reports. 

Reports pertaining to the operation 
of the Incentive Awards Program. 

k. VA Form 5-4652, Request for 
Persoonel Action. 

VA Form 5-4652, is used by an offi 
or a supervisor to request a pers 
action. 

1. Personnel Operations Sta stical 
Reports. 

Statisti-cal reports re 
personnel. 

1 office records 
vidual employees not 

maintaine::l in ficial Persom.el Folders 
and not pro ded for elsewhere in this 
schedule. 

respondence and forms 
ting to pending personnel 

(2) All other oorrespondence 
illAQ &lA&iu 

·-··· 2 years old• 

Temporary. Destroy when GRS 1 
l year old. Item 12b 

Temporary. GRS 1 
2 years old. Item 12c 

•.•. 

ra;y. Destroy when GRS 1 
3 years old. ~ Item 13 

Temporary. Destroy when GRS 1 
1 year old. Item .l4b 

Temporary. Destroy when GRS 1 
2 years old. Item 16 

Temporary. Destroy when GRS l 
action is cxnpleted. Item 17a 

Temporary. Destroy when GRS 1 
6 ~ 9l.d. It.em lJc 

12. 

https://Persom.el


----------
I, 

ITEM NO. TITLE 'AND/OR DESC rroo DIS~ IOO !\.Ul'HORIT'i 
' 
12·. (COQ~..L-.Jl..._J::.lJlallCJ..aJ.:...DlJ.:JJlS.llta..BepcrJ:;.s___~-------~~~--.....J 
' . Destroy wh•n 6-years

L. ·- . -~---~--· ··--..~-·-· 

All statements of employment and 0 1~:ttA~.®~1' t;batn.:do8u- GRS 1 
financial interests and related men; §.r.n ¥d ~P. :~Jl'r' &'d:.l6n-: Item 
records. go iiq_g d-}IN-5~'.~pt1-o ~:$ i 11 ) 

be A:~.a i,tl'ed~ritj(t-:.? no·•~'"!·', 
lon-g~pD,e.~ded fin ~bhe',....: . 
invi..e-fet~t•U>n"' :,:; ·.::eJt~ '•!i..:'-~ 

o. &:iual &nployment Opportunity .Reoords. 

(1) Copies of O:Dplaint case Files. 

Duplicate case files or documents 
pertainirw; to case files retained 
in Official File Discrimination 
Complaint Case Files. 

(2) BackgrQJnd Files. 

Background records not filed in 
the Official Discrimination 
Complaint Case Files. 

p. Training Records. 

( l) Training Aids. 

Training aids frcm other Temporarv. Destroy
agencies or private institutions. when obsolete or 

superseded. 

(2) General file of agency­
sponsored training. 

(a) OJrrespondence, JllfJllllOE',anda, 
agreements, authori ticns, 
reports, requiremE:!f)t. reviews, 
plans, and object· s relatirw; 
to the establi!!!~~'!!t and opera­
tion of traini , courses and 
oonferences. 

sra:mence, memoranda, reports 
records relating to the 

ava ility of trainil'r::J and 
loyee pa.rticipa.tiat in training 

ograms sponsored by other govern­
ment agencies or non-govemment 

~ ..,_ 

Temporary. 
year after r 
of case. 

. 
~Stroy 2 

years e~ final 
reso ution of case. 

Temporary. Destroy when 
5 years old or 5 years 
after completion of a 
specific trai~ing program. 

Temporary. Destroy when 
3 years old. 

Temporary. Destroy when 
S years old or when 
superseded or obsolete, 
whichever is sooner. 

' 

GRS 1 
Item 26b 

GRS 1 
Item 26c 

GRS 1 
item 30a(2) 

GRS l 
Item 30b(l) 

GRS 1 
Item 30b(2) 

GRS l 
Item 30c 

13. 

jnsti t11tions 

https://retai.rm


decisions; rever 
and appeal reoorc:ur 

.i..' .u:..•; 1¥..J. ·.1.:J.'J.'Lt:: A!.'<IU/OR DESCRIP"'TQN--------- DISPOSI'T'-~------- AIJI'.fORITY' 

12'~.(cpn • t~) -----+(,Q,4+)-4Qei:iel:Yll'HIE&e~~Ai,.-Al.,.-FMl81:H!Maf"'l8lE!te8RIIQelelAFlol&~F~i.leess.....-----------:----:-----~--., , 

Reference file of paq,hlets, • 
notices, catalogs and other 
records which provide information 
on courses or programs offered by 
government or non-government 
organizaticns. 

q. Grievance, Disciplinary and 
Adverse Action Files. 

(1) Grievance, Appeals Files. 

Records originating in the review 
of grievance and appeals raised by 
agency employees, except m> 

_ canplaints. These case files 
include statements of witnesses, 
reports of "interviews and hearings, 
examiner's findings and rec:xmnenda­
tions, a copy of the original 
decision, related correspondence 
and exhibits, and reoxds relating 
to a reconsideration request. 
NOI'E: EEX> canplaints are covered 
under Iten 12o. 

(2) Adverse Action Files 
(S CFR 752). 

Case files and related records 
created in reviewing an adverse 
action (disciplinary or non­
disciplinary removal', ~·an, 
leave without pay, reducti 
force) against an employee 
file includes a copy of 
proposed adverse action •th 
supporti03 papers: sta.tatents of 
witnesses: employee's eply; 
hearing ootices, r·;l:Ol'1d"T'TS and 

Temoora r·:;;:· Destroy when 
superseded or obsolete. 

Temporary. Des GRS l 
years after Item 31a 
closed. 

Temporary. Destroy 4 GRS l 
years after case is Item 31b 
closed. 

Forms, r respcn:ience and 
related investigative 
records to al-the-job 
in or not a claim 
fo C01111PE!l1)!1a was made, EXaJJOINJ 

·n the Official Personnel 
Fo ies submitted to the 

f Labor. (Also included 
·es are duplicate copies of 

s, etc., relating to 
t oocur at 

Temporary. Destroy when 
S years old. 

GRS 1 
Item 32 
(Disposal 
suspendoo 
per GSA 
Bulletin 
B-136, 
3-21-84) 



IT™ NO. TITLE AND/OR DESCR.,.~ION DISEOS""....100 Al1I'HORITY----.------- -------
1i .. (coi,J.' t.) s. National Cemetery Director Trainee 

_ -~-- --Appraisal Files (VA Fom 40-4986). . __ 

These· files consist of VA For:ms 40-4986 Temporary. Destroy 
which are used by a Naticx»al Cemetery appraisals (and all 
Director when supervising a trainee to copies thereof) when 
evaluate his/her program during train­ 3 years old. 
ing. '1he training period is aadtored 
on a quarterly basis for one full year. 

mem::> , outine oorresporrlence, administrative use. 

Files. 

Rea:>rds relating to the general 
agency implementation of '-'B..--

--i1emr:)Orary. Destroy when GRS 14 

Privacy Act, • tices, 
2 years old or scxxier if Item 30 
no long-er neede:3. for 

Public Information and Publicity. 

Records relating to public releases 
through press, radio and other 
mediums. 

a. Correspondence with the 
public, organizations, O::>ngress, 
or others expressing satisfaction 
or disScl,tisfactioo with operations 
or activities: copies of material 
prepare:3. for speeches, radio and 
television releases, newspaper and 
magazine clippings, and other work 
papers used in develq,ing press or 
other releases and for reference in 
making replies to inquiries. 

b. Routine requests for informaticn 
and copies of replies, feeder 
information submi tte:3. by IM\ to 
Informaticn Service or for special 
reports, informatiaial copies 
of releases, news digests, and other 
publications distributed by Informa­
tion Service. 

•.·­

Temporary. Destroy when 
5 years old. 

Temporary. Destroy when 
3 years old•. . 

GRS 14( l) Speeches, addresses, and 
cc,1111.ents. Remarks made at ecords to 

in 5 years blocks 
when 20 years old (e.g., 

Item la..' 
formal cerem:xrl.es and during 
interviews by heads of Jag~::D!tS 
or their senio ts offer 1970-74 block in 

~,.a.;.k!'!'J"°"..,i""' programs of 1995). 

15. 

https://cerem:xrl.es


ITEM NO. TITLE AND/OR DESCRI~t:00---------­
' 14. (con·~ t. ) iY¥I adal:ess~s ~• so pi:eseRt.ea . • 

to executives frcm Other Federal 
agericiies; representatives •of ·state • 
and local govemments, or private 
groups, such as college and 
university students, business 
asscx::iatiais, and cultural news 
media cxmoentators. • The format 
selected may be paper, amio or 
video tape or 110tioo picture film. 

(2) News releases. Ckle copy of 
each prepared statement or 
announcement issued for 
distributioo ·to the news 
News releases announce ents 
such as the adopti f new 

_ agency programs, ermination of 
old programs jor shifts in 
policy, changes in senior 
ag .--rsonnel and may be a-.1~.. 

t.~toa~ record such as a formal 

record, 
ess release or nontextua.l 

such as film and video or 

DISPOSI""'T'N------- Al.Jl'HORITY 

Permanent. Offer textual GRS 14 
records to NARS in 5 year Item lb 
blocks when 20 years old 
(e.g., offer l.970-74 block 
in 1995). 

. 
•. 

= 

d. Mem:>rial Day and Veterans Day Temporary. Destroy when 
Service Newsp!per Articles and l year old. 
Photographs. Requests for information 
and copies of replies thereto, involving 
no administrative actiais, no policy 
decisiais, and no special compilations 
'or research: requests for and 
transmittals of publicatiCX1S, photo­
graphs and other informational literature. 

15. Records and Informatioo Management. 

Records pertaining to written 
oammmications in paperwork manage­
ment activities, forms, messenger, 
publications, records and reports. 
(Records pertaining to teleoanmunicatioos, 
wire, am radio appear unier 
Office Systems and Methods). 

(1) One record copy. of each form Tieq~~~,>estroy 5 GRS 16 
created by~ with related years after related Item 4a 

showi1B,.J.;AeeJ;:n:Y1 

instructions and d 1cn form is discontinued, 
superseded, or 

16. 
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----------
. ' IT.EM NO. TITLE AND/OR OESCR"'.' • ~ION orsros· :N--------- Al11K>RI'!'X'. 

,, ' 
15·. foon••t·.) (2 , 

mate~jal~.-~~sitians, .. ~i-

b. Messerqer Service Files. 

Ie.ily logs, and assignment records. 

c. Seuaat!t&:eatieR <lH'ffspelVleftee, 

.. 16 •', 
fOJ:'JD is discon- - Item 4b 

tinued, superseded, or 

Temporary. Destroy when 
2 years old. 

Reports, and Reference Files. 

Correspondence and related 
records pertaining to internal 
administration and operation. 

d.. Teleccmmunications general files 
including plans, reports, and other 
records pertaining to equipnent 
requests, telephone service, and 
like matters. ~ .~• 

~. f"1'~ 
~1"\~ --;". PublicationsAFiles 

f111"' q, ci &1\JI" I Copies of publications iss
1► ~ by an element of the VA; licatians 

of other Govemment a ies; and 
publications of I1C11P"Cii0Yernment 
organizations tained for 
reference ses. (VA regulations, 
techni s, prooessed orders, 

'-U..~S, daily bulletins, and 

f. Project Pil:es. 

Job or project records containing all 
papers and data pertaining to the 
planning and execution of printing, 
birding, duplication, and 
distribution jobs. 

(1) Files pertaining to the 
acoanplishment of the job, 
containing requisitions, 
bills, samples, manu • 
clearances, and re ed papers. 
Nt:Jl'E: These • do not cx:ntain 
requisiti on the Public Printer 
and r ed records; or records 

rary. Destroy 1 
yeai;- after cxxnpletion 

GRS 13 

of job. 
Item 3a 

ting to services obtained 
. out.side tlw &SanGY• 

Teqx>raJ:y. Destroy when 
2 years old. 

GRS 12 
Item 2b 

wifi...fo"" ~~A 
. . , ~ - _ A5 ~1rul$s'"° G'(o$ 
Tem,.()~ 
tJa •••~ Destroy GRS 13 
when superseded., Item lb 
obsolete, or no 
longer needed for 
reference. 

17. 



ve or 

Temporary. 
no longer needed for 

ITEM, NO•• TITLE MID/OR DESCRIPl'l.,.-, DISPOSITIC....... At.mf:)RlTY 

1s.J~~t ••) • • --~ ;,:;;nug::: ::t:;;
11 

g. Publications. 

Paqill.ets, reports, leaflets, circulars, 
memDranda, file manuals, or other 
publisbed or processed documents, 
or the last manuscript report if 
not publisbed, relatiD3 to IM\ 
mana.gement·projects. 

(l) Record a:,;n with the Permanent. Maintain a record 
supporting papers which set of publications. Offer to 
document.the inception, soope NARA in 5-year blocks when most 
and purpose of the project. recent record is 5 years old 

(ie 1970-1974 in 1980). ♦ 

.-, ~ "'1 ()~ IIe;.e;1, , - :;. 8.. ar. 
R~ ::t.c 'fJl-:71. A-IV-<g-t;,

4-~·711,7'}~. 

(2)-wel!ki:!R§-j~~"'aftE!l-ei:lek--------!:l~~IEY,r--1~~~-~~.j,{;. 
ground materials. mnths afte~r_gjlDalrl!lCt::toio 

---_..01~1!'0'.:J1!cri:report or 3 
years after completion of· 
report if no final action 

Descriptive inventories, disposal 
authorizatic:ns, schedules, and 
reports. 

(1) Basic documentation of Temporary. when GRS 16 
records description and relat ea~ Item 3a 
disp:>sition programs, de 
including SF 115, Request for for 
Records Disp:>Sitic:n Authority ·,. 

(2) Extra cx,pies and routine Destroy- when GRS 16 
correspondence and mem:>ra.a...u,i.r Item 3b 

reference. 

(3) Working papers Temporary. Destroy 6 GRS 16 
m::>nths after final Item 10 
actic:n oo project 
report or 3 years 
after completion of 
report if no final 

ground materi 

18. 



-------

djrectives: preparation instructions: 

. 

tinued. 

•.. 

_;..;._________I'ftM NO. TITLE AND/OR DESCRT~...,ION DISPOS"' "':ti AUl.IDRITi 

Temporary. Destroy when 
1 year old. 

stroy 2 GRS 16 

. ' 
' 

15. (con~ t. ) -i.. . lee~ fb;lmngs Piles. 

Statistical reports of IM\. records 
holdings, incloo.ing feeder reports 
from all offices and data on the 
volume of records disposed of by 
destruction or transfer. 

j. Reports O:lntrol Files. 

Case files maintained for each 
agency report created or-proposed, years a£ the report Item 8 
including public use reports. 
Incloo.ed are clearance forms, 
including SF 83: copies of 
pertinent forms or descriptions 
of format: copies of authorizing 

and documents relating to the 
evaluation, continuation, 
revision, and disoontinuance of 
reporting requirements. 

k. Reo::>rds Management Fil 

Correspcxld.ence, reports Temp::>rary. Destroy when GRS 16 
authorizations, and r records 6 years old. Farlier Item 11 
that relate to the qamiagement of disposial is authorized 
agency records, i luding such if records are superseded, 
matters as f , oorrespardence, obsolete, or no longer 
reports, mail and files manage- needed for reference. 
ment: the of microforms, ADP 
systems, word processing:
records,_____gement surveys: vital 
reo:>rcJ~ programs: and all other 
8.S]:>elQ·ts of records management not. . 

19. 
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' .
ITEM NO. TITLE AND/OR DESCF ,IOO ·oo AtmDRIT'(---------- DISPOS -------
16. ·.s.~£....e_.t"'::IYf------.:..._------------...:_-----------....:_-___: 

a._ Accident Investigative Files. 

Investigative files accumulatiw Temporary. Destroy
from investigations of fires, ' when 2 years old. 
explosions, and accidents that 
occur at Natiooal Cemeteries which 
consist of retained copies of reports 
and related papers when the original 
reports are sul:mi.tted for review and 
filing in other agencies or organiza­
tiaial. elements, and reports and 
related papers oaicerning occurrences 
of such a minor nature that they·are 
settled locally without referral to 
other organizational elements. '1h • 
definition does not inclooe d.oc::,~nts 
relating to the investigation f 
specific accidents, accid claim . 
files, nor the control gro;;;unaer1ts . 
accumulated by data E ssing 
activities for the eparation of 

Destroy 6 GRS 10 
Item 5 

statistical repg s. 

of records relating 
• ts that occur 

Temporary. 
years after case is 

17. Structures & Lands. 

Records relating to the acquisition, 
development, oonstruction,·use, 
management, and diS!X)Sition of property. 

a. Corresp:xnence, memoranda, and 
related material which document policy, 
precedents, exceptions to and_ 
deviations £ran policy concerning 
land, real property, and space 
utilization. 

Permanent. Retain 
3 years then retire to 
FARC. Offer to NARS 
when 20 years old. 

b. Correspondence, mem:,randa, and 
related material which pertain to 
general policy, procedures, operations, 
and information alx>ut buildings and 
grO\.U'ns and which reflect specific and 
general questions and replies of a 
repetitive or one-time nature. 

Temporary. · Destroy 
when 5 years old~ 

c. • Papers on the transfer of the 
National Cemetery System from the 
Department of the 'Arnrj to the 
Veterans Administration. 

Permanent. Offer to 
NARS when 20 years old. 

20. 



----------
' . 

.;..,_______ITEM NO. TITLE AND/OR DESCR' - 1:0N OISPOS~ :N AIJ'rHORITY 

":117'. (con't~-) d. National Cemeteries (Project 
- '--------:---Case-:Files) .- ---- -,----

These files are maintained on Permanent. Retain ··3 
ea.ch VA National Cemetery and yea.rs then retire to 
contain records and other data FAR:. Offer to NARS 
pertaining to acquisitions, when 20 yea.rs old. 
expansion or construction. Also 
included are copies of docin:oent:s 
relating to the overall operation 
and maintenance of ea.ch cemetery. . 

~-VA~•#~ oAo.o- Mc.4'.t... ~ ~ °" 
18. Supplies, Services & F.quipnent. 

Records relating to the procurement, use, 
management, and disposal of equipnent, 
supplies, and materials. 

a. Corresporx:lence, meuoranda, and Temporary. Retain 2 
related material which document years then retire to FARC., 
policy, precedents, exceptions to Destroy when 'S yea.rs old. 
and deviations £ran policy ooncerning 
supplies, services, and equipment. 

related material which pertain to 
repetitive cperations, routine 
replies to inquiries about supplies 
services, and equiplllel!t es~s 
or requisit' work or repair. 
c. Consolidate:i Menorandum Receipt 
(om) Files on Accowltable Property 
(Inventory Files). 

Copies of all vouchers affecting the 
a-m account (VA Forms 90-2237): 
copy of oonsolidated am and, when 
appropriate: copies of Report of survey, 
Statement of Oiarges, or documents 
relating to overages or shortages. 

outs) 

(2) Inventory cards. (Account­
ability/Responsibility Sheet 
and VA·Forms 90-2237) 

Temporary. roy 2 GRS 3 
years er disoontinu- Item 10b 

___..su\.~ of item or 2 yea.rs 
after stock balance is 
transferred to new card 
or recorded under a new 
classification or 2 years 
after equipmentis reuoved 

21. 



--------------
I'l'Fl-1 NO. TITLE AND/OR DESCP' ~ON • 

18. (oc:>n'' t~ >- {3) Beix>rt of sunrey: Ules ai¥l ether 
·---·--..-------'-------~-- _ ......papers .. used.. as evidence._for --· . 

adjustment of inventory records, not 
otherwise covered in this schedule. 

d. Non-Accounting Property Files 
(Inventory Requisition Files). 

D::>cuments relating to the receipt 
and issue of prq,erty which is not 
recorded a1 a QIR account, such as 
stock cards, prq,erty issue and 
turn-in slips, oopies of purchase 
orders, and shipping documents. 

19. Travel. 

a. Pas~er Reimbursement Files. 

Records relating to reimbursing 
individuals, such as travel ord s, 
per diem vouchers, transporta ·on 
requests, hotel reservati , and 
all supporting papers d.l_A;i.aut:::uting 
official travel by empl ees, 
dependents, or others uthorized by 
law to travel. 

el and Transportation 

:SP()l'ii,ence, forms, and related 
recox:: pertaining to agency travel 
and ransportation functions not 
• ered elsewhere in this 

At1J;HORITY 

'Pemporu;y. Qest:E-8)· ~ 
.years after date of __ 
survey actia1 or date 
of posting medium. 

Temporary. GRS'J 
years aft Item 9a 
or 
requis· 

Teqx:,rary. ~troy ~ GRS 9 
3 years old. •. Item 4a 

Tem{x>rary. Destroy when GRS 9 
2 years old. Item Sa 

-= 

22. 



~...,;;.;.________IffM NO. TITLE AND/OR DESCPT~IOO Al!tfDRii;r;Y 

, SPECIAL FIL!S - APPLICABLE OOLY 'ro 
• aMErERr SERVICE'. 

a. Cemetery Historical·Files. 

'lbese files ccnsist of historical 
doc:lments which relate to the 
establiahaent ard/or development of 
burial installations. Inclmed are: 
metes am bounds, deeds, correspondence, 
,newspaper/magazine articles, 
p,otograplS, historical brcx:hures, 
and visitor maps. Also included are 
"general" historical reference 
books such as the "Roll of Honor", 
"Medal of HcX1or" .Receipients, and 
Civil war history. 

b. Cemetery Service Individual 
Deceased Persamel Files. 

These files oontain QC)CUlllents 
pertaini03 •to burials in 
national cemeteries. Included 
are authorir.ation for disinterments, 
gravesite reservations and cancel­
lations, disputes, am controversial 
oanplaints. 

c. 1 • ••Cemetery P an Files. "' 

(1} All final reports,
studies, organiza-
tional and functional 
documents relating to 
long and short range
plans for the attainment 
of System-wide objectives. 

(2) Administrative or house­
keeping records relating 
to the development and/or 
construction of new 
national cemeteries, the 
50-50 State Grant-in Aid 
Cemetery Program, ect. 

... 

Permanent. Transfer to 
the National Archives 
when 30 years old, 
in 5 year blocks, 
i.e., 1956-1960 in 1990. 

•.• 

Temporai:y. Retain 2 years 
then retire to FA.RC• . 
Destroy when 2S years old. 

Permanent. Offer 
to the National 
Archives when 30 
years old in 5 year
blocks, i.e., 1985-1990 
in 2020. 

Temporary. Destroy
when replaced or 
superceded. 

23. 



-------_...,_________ITEM NO. TITLE Nim/OR DESCR ION 

20.(oon~t~) d. Gravesite ·Reservation Files. 

These files consist of gravesite 
reservations, letters of cancellation 
survey cards ·reflecting whether or not 
an individual reservation is still 
desired, change of status of reservees, 
etc. Also included in these files are 
the original Records of Gravesite 
Reservation, (Department Q.; the Army 
Form (M 2121) ) , survey rosters, and 
correspondence in connection with 
reservations and surveys. 

(1) ~d of Gravesite 
Reservation, M Form 2121. 

. 
(2) Cancellation O:x:uments. 

(3) Survey R:>sters. 

e. Cemetery Mministrative Files. 

These documents relate to overall or 
general routine administration 
including program and budget 
documents, management improvement 
reports, extracts of GAO or similar 
reports, agreements between 
recognized organizations to 
provide or obtain various types of 
support services, and statistical 
reports. These files also contain 
correspondence and documents having 
to do with agreements, rep:>rts and 
instructions with other elements of 
VA such as: a:ntroller, Department 
of Medicine and SUrgery, Plarming 
and Program Evaluation, and Mminis­
trative Services: copies of material 
sent to IM1\. field stations in which 
operatiooal guidance was furnished or 
a request for information was made: 
correspondence pertaining to. 
the preparation of National 
Cemetery brochures and maps: and 
copies of documents dealing with 
preparation and coordination of 
policies and procedures. 

DISPOS ON 

Temporary. Destroy 
upon receipt of VA 
Form 40-4956. • (See 
Item 20i(l)(a)) . 

Tenporary. Filed 
with Individuai 
Deceased-Personnel 
Files. (See Item 
20b). 

Tenporary. Destroy 
when updated. 

Temporary. Destroy when 
2 years old or sooner if 
no longer needed for 
reference purposes. 

. 
Am'HORITY 

r, •1 

24. 



I'l'Dt NO. TITLE AND/OR DESCRTtJT_I_OO________ . 
•~~.(o:x;i't.) f. General Correspondence Files. 

'Jhese files caisist of general Temporary. Destroy when 
inquiries £ran the public and other 2 years old. 
Federal or State officials concerning 
naticmal cemeteries or burials in 
naticmal cemeteries. 'l'hese inquiries 
do n:,t cancem a named decedent, 
administrative, technical or histori­
.cal details of a named naticmal 
cemetery which l«JUld result in the 
document bein:J filed in the 
In:lividual Deceased.Persa:mel File, 
the Cemetery Mmi.nistrative Files or 
the Cemetery Historical Files•.. 

g. Installaticn, Gravesite layout, and 
Ljmdscape Planting Plan Files. 

Permanent. Transfer tolayout.maps sh:Min:J the location of 
the National Archivesbuildin:JS, flagpole, rostrum area, 
when 30 years old,drives, access roads, sidewalks, 
in 5. year blocks,enclosure fences, gates, plantings, 
i.e., 1956-1960 in 1990.and gravesite layout plans which show 

the current status of all gravesites 
within a cemetery or burial installaticn. 

h. Na.ticnal Cemetery Quarters Appraisal 
Record and F.stima.te of Market Rent by 
Q:wrzplrison Files (VA Forms 40-4985 and 
40-4985a). 

'lbese files are required to COIIPlY with Temporary. Destroy 
the instructions of am Circular A-45 when 6 years old. 
which states that all Government quarters 
will be appraised for quarters rental 
¢barge. These forms are used to determine 
appropriate charges for rental facilities 
under the Department of Memorial Affairs. 

25. 
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... 

ITEM NO TITLE AND/OR DESCRIPTION DISPOSITION AUTHORITY 

·-.-20;-(corr.•--p-t-)-1.___ Recorc:t::-oHnterment-f·Hes:..,...-.---~- ~ 

(1) Paper Copies 

Copies of individual , 
Records of Interment, (VA
Form 40-4956}, containing
pertinent data on each 
interment in a National 
Cemetery and co11111unications 
_pertaining to the 
correction of these files. 
(VA Forms 40-4956 are 
prepared at National 
Cemeteries). 

{a) The Original (Copy Permanent. Retire 
No. 1) (Reference: 38 tp FARC. Innedfately 
u.s.c. 1004) The dates offer to the National 
of these paper records Archives records dating 
are 1862-1984. 1862-1960. Offer the 

remaining records in 5 
year blocks when most 
recent records are 30 
years old. i.e., 1961-65 
in 1995. 

j 

(b) The Original (Copy Temporary. Microfilm in 
No. 1) (Reference: 38 accordance with 36 CFR 
u.s.c. 1004} The dates 1230.14. Destroy after the 
of these paper records microfilm laboratory staff 
begin with the year 1985. or agency official respon­

sible for microfilming the 
records certifies the 
records were microfilmed 
in accordance with 36 CFR 
1230. 14. 

( c) Copy No. 2 Covered under item 9, 
(Reference: 38 u~s.c. National Cemeteries, 
1004} Records Control Schedule. 

( d) Copy -.~. 3 Temporary. (Reference and 
working copy). Destroy 
when l year old. 



·. 

• ITEM •NO TITLE ANO/.OR DESCRIPTION OISPOSITIOH AUTHORITY 

20. (con•t) (2) Microfilm Copies 
.J.. - ............ - (a·) Beg inn i.ng Apr if' •. • Pe;;;~~ent:· Inspect the 

1987, one silver copy master copies of permanent
and one diazo copy record microfilm every 2 
are to be transferred .years in accordance with 36 
yearly to a federal CFR 1230.22. 
Records Center, and 
subsequently transfer-
red to the National 
Archives 10 years after 
microfilming. (Micro-
film copies begin with 
the year 1985). I 

~-~ 
(b) OneAsilver copy Permanent for VA purposes.
will be shipped to Do not offer to the·National 
a VA emergency reloca- Archives. Inspect the master 
tion site, FEMA copies of permanent record 
facility each year microfilm every 2 years in 
during the month of accordance with 36 CFR 
April, beginning April J230.22. 
1987. ,.,.er" ... ~ ~; 

(c) One~silver and two'. Permanent for VA purposes.
diazo copies will be Do not offer to the National 
retained in VACO, Archives. Inspect the master 
Cemetery Service. ! copies of permanent record 

microfilm every 2 years in 
accordance with 36 CFR 
1230.22. 

https://Beginni.ng


------------ITEM NP. TITLE AND/OR DESCR" ·10N 

20·. (~n•·t~J j. Recor.d of Gravesite Set-Aside 
,, ..- • -·· Files (VA Form 40-4994). 

VA Forms 40-4994 are used to reoord 
set-aside gravesites in national 
cemeteries assigned to the 4'x8' 
single depth program and to retain 
a gravesite for a reservee. 

(1) Original 

(2) Cq:,y 

k. bbnthly Report of Adjacent 
Gravesite Set-Aside (AGS) • Files 
(VA Form 40-4995). 

These forms are used to report the 
number c::>f set-aside gravesites at 
each national cemetery assigned 
to the 4'x8' single depth pr<;>gTam. 

(1) Original 

(2) Cq:,y 

1. Drawings and Specifications for 
State Cemetery Grants Files. 

These files consist of drawings 
and specifications to be used for 
bid•purposes. 

' .OISPOS. 'lN Al11'HORIT'1': ------,..--

Cbvered urder Item 46, 
Natiaal Cemeteries, 
Recnrds Control 
Schedule. 

'l'eqx>ra.i:y. Destroy upon 
receipt of VA Form 40-4956 
(see Item 20i(l)(a) or 
when set-aside is cancelled 
by reservee. 

Cbvered under Item 47, 
National Cemeteries, 
Records Control 
Schedule. 

Temporary. Destroy when 
1 year old. 

Temporary. Destroy l 
year after grant is 
closed out. 

In the event litigation, 
claim, or aooit fs started 
before the expiration of 
the l year perioo, drawings 
and specifications shall 
be retained for 1 year 
after litigations, claims, 
or au:Ut findings have 
been resolved. 

'lhe drawings and specifi­
cations will be destroyed
1 ~rafter final action 
or decision. 

27. 
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ITEM NO. TfflE MID/OR DESCRIF,- N · DISPOSIT " AI.T.I't[)RITY· 

21~ SPfX:IAL FILES - APPLICABLE CH.,Y TO 
~ SERVICE 

a. M:Jnument Service Indivi.dual 
Deceased Personnel Files. 

Documents pertaining to the furnishing 
of head.stales and markers, burial in a 
natiCXlal. cemetery, funeral arrangements, 
burial locatims, military honors, 
headstone and marker inscriptims and 
similar matters pertaining to veterans 
and their families. 

Temporary. Retain for 
2 years then retire to 
FAR::. Destroy when 7 
years old. 

Files:). 

Becords relating to freight consisting 
of exp:,rt cer~ificates, transit certifi­
cates, demurrage car record 1::x>oks, 
shipping documents pertinent to freight 
classificatioo, mem:>randlDll copies of 
governnent or oarinercial bills of lading, 
shortage and demurrage reports, and all 
supporting documents. 

(1) Issuing office menv:,randum copies. • Destroy when GRS 9 
old. Item la 

(2) All other copies. Tep:, • Destroy when GRS 9 
old. Item lb 

(3) Register and oontrol records. Tempora:cy. Destroy when GRS 9 
3 years old. Item le 

c. Transportation Files. 

General documents and correll:IIJAAIU' Temporary. Destroy when GRS 9 
relating to the shipment of ¥Mis 3 years old. Item la 
or markers £ran the manuf 
plant to the designated 

Procurement Files. 

Ik>cuments pertaini to contracts, bids, 
purchase orders, idders lists and 
correspondence n comection with the 

(2) Bidders Lists. 

Head.stale or ker Program. 

Temporary. Destroy 6 GRS 3 
years and 3 m:m.ths Item 4a 
after final payment 
has been ma.de. 

Temporary. Destroy when GRS 3 

28. 



I'mt NO. ' . TITLE N:10/OR DE.SCR.tP'. ii 
j 

21. c.oon' t,. > , (3) Delivery orders. 

(4) Purchase Orders for Special 
Requirements. 

e. _Statistical Files. 

Copies of rep:,rts prepared by M:nument . 
Service, National Cemeteries, am 
Natialal. Ceinetez:y Area Offices~ 'Ibey 
caisistof monthly, quarterly, semi­
annual • and annual reports of headstones 
and markers and na.tiona.i . cemetery .. 
statistics. These reports shcM the 
number of blrials, war service, veterans, 
dependents, active duty, gravesites used, 
gravesites reserved and available, group 
burials, employee hours utilized at 
Natialal Cemeteries, costs by cemetery, 
and cumulative report figures for the 
Department-of MeuDrial Affairs. 

f. Headstone or Marker Application 
Files. • 

These·files consistof Headstone 
or Marker Application Forms, VA Form 
40-1330 or DD Form 1330, upon which the 
next-of-kin of a deceased veteran has 
requested a.headstooe or marker for an 
unmarked grave. 

DI~IT. AUllio~T'i 

Temporary. Retain 6, 
years or as·l.CD:J as 
the CXl'ltracts against 
which they are issued 
are retaine:i. 

Temporary. Destroy 3 years 
after final payment 
has been made. 

Temporary. Destroy when 
5 years old. 

https://DE.SCR.tP


,JernZ;~)· 
i:kn,z.1(1:J ( 1) Paper copies 

(a) Fiscal Years 1973 Permanent. Retain for 2
-------'--"----through-1985_______y_e___ar-s·anatnen -retfre- to______ --- -

FARC~ Offer in yearly 
- blocks to Nationa1 Archives 

when 7 years old. 
i 

(b) Beginning Fiscal X Temporary. Microfilm in 
Year 1986 accordance with 36 CFR . 

1230.14~ Destroy after the 

' microfilm laboratory staff 
or agency official respon-
sible for microfilming the 
records certfffe$ the 
records were microfilmed in 
accordance with 36 CFR 
1230.14, 

h- Ret 1pe te FAAC eR a 
meAthly basis,• Bisposal 
aot 1utborized pandiAi 
develeprAGni ef a mlc, ofHnr 
iA&eM, -

(2) Microfilm copies {a) Permanent. Transfer a 
silver ~nd a diazo copy to 
the National Archives every
ffv~ years to include the • 
previous 5 years records, 
i.e., 1986 to 1991 in 
1992. Inspect the master 
copies of permanent record 
microfilm every 2 years in 
accordance with 36 CFR 
1230.22. Tf'&ns.fer "et 

.autRoriJad pandiA!' 
d1velop111ent of a 111iwFefi h1 
~-

(b) Temporary. Two working
copies maintained in 
Monument Service. Destroy
when 7 years old. 9i&po&a~ 
Rot a~tboriaoa penain~
development of a micrefil• 
-h1ee><~ 



~ 

.ITEM NO. _TITLE M.®/OR DESCR ION DISPOS~ ~ AtJIH)RifY.-----------
• 21.(con~t) 

g. Request for Replacement of 
Headstone Files. (VA Form 40-4963). 

VA Forms 40-4963 are used to 
request a replacement headstone/ 
marker. 

(l) National Cemetery Copy. 

(2) Original. 

22. REXDRDS cx:M-m 'ro SEVERAL OFFICES. 

Covered under :Item 37, : 
National_Cemeteries, 
Records Caltrol.. Schedul~. 

Temporary. Retain for 
2 years and then retire to. 
FA.RC. Destroy when 5 years 
old. 

Records accumulated by in:lividual Tenp:>rary. Destroy whe 
2 years old or when 
longer needed, 
is sooner. 

offices that relate to the internal 
•administration or housekeeping 
activities of the office rather than 
the functions for which the office 
exists·. In general, these reoords 
relate to the office organization, 
staffing, procedures, and 
oommunicatioos: the expenditure of 
funds, inclu:iing bu:iget papers: 
day-to-day administration of fice 
personnelinolu:iingtrai and 
travel: supplies .and ice services 
and equipment r·egJ,iests and receipts: 
and the use o ffice space and 
utilities. ey may inolu:ie copies of 
inte activity and workload reports
(i uding work progress, statistical,. . 

30. 
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GRS 23 
Item 2a 

IT™ NO. TITLE 'AND/OR DF.9:R 100 oxsros· '.)N AlmDRITY---,--------- -------
22'. ( <X>n. t .·) 

• 

.. 

··levels), and other materials that do not 
serve as official documentation to the 
programs of the office. 
Wl'E: This does not apply to the record 
copies of organizaticxal charts, 
functional statements, and related records 
that document the essential organiza.tiai, 
staffing, and procedures of the Department. 

b. Schedules of Daily Activities. 

Calendars, appointment books,· schedules, 
logs, diaries, and other records 
doclmenting meetin;Js, ~ 8PlX)intments, 
telephone calls, trips, visits, and other 
activities of Federal employees while 
serving in an official capacity. 
Materials determined to be 0 persaial 
records.. are not covered by this item. 

(l) Reo::>rds cxxitaining substantive 
informatioo relating to the official 
activities of high level officials, 
the substance of which has not been 
inooxporated into mem::>randa, reports, 
correspxldence, or other records 
included in the official files. 

(High level officials include th 
headsofdepartmentsandind,epefk!E~t 
agencies, their deputies and 

. assistants: the heads of pr 
offices and staff offices 
including assistant secre 
administrators, and • 
directors of offices, eaus, or 
equivalent: principal egional 
officials, staff ass tants to ·.those aforementi officials, 
such as special as istants, 
ex>nfidential ass tants, and 
administrative sistants; and 
career Federal employees, political 
appointees, officers of the 
Armed For, &eJ:Ving in equivalent 

..........¥"'-~~•~e poeitiais.) 

(a) bmit SF 2S8, RequestI 
to . • ,-';l'ti.,,f.er, Approval, and 
Re eipt ,9~ .Records to· 
N ,ional~i.r.chives of the 

iteat'S'St:es, to VACO, 
~dministrative Operations 
Staff (40F), for trans­
mittal to GSA to accept 

• tbe off er 

31. 
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ITEM NO~ TITLE ANO/OR DESa' "ION .ON------- AIJI'HORITY----------- DISR>S' 
~ 
22. 'econIt~ ~----i----jrb};f--1thEr-orf'f1!r'"TS~:,t:'""at:a!i~!a'i1----------'-----~-----,."7 

_destroy the records when 6 
years old. 

(2) Rea:>rds of other than high 
level Federal employees as 
defined in 11 (1) 11 al:x>Ve containing 
substantive information relating 
to official activities, the substance 
of which has not been i.ncxxporated 
into official files. 

Temporary. Destroy 
2 years old. 

(3) Routine materials oontaining no ..ftllllPOrary. Destroy when GRS 23 
substantive informaticn regarding no laiger needed. Item 2c 
the daily activities of other 
high level officials as defi 
11 (1) 11 al:x>Ve: and records of 1 

_ Federal employees oontai •ng sub­
stantive information, substance 
of which has been :tn:::otl>Orated into ..official files. 

c. 

t 
• n chronological order Temporary. Destroy when GRS 23 

an action is required action is taken. Item 3a 

Standard Form 71, Applicaticn for 
Leave, and supporting papers relating 
to requests for and approval of taking 
leave. 

(1) If timecard has been initialed 
by the employee. 

(2) If timecard has not been 
initialed by the employee. 

SUpplemental t • and attendance 
records, as sign-in/sign-out 
sheets work reports, used for 
time Ji/i.OOC)\;IIltir,ig under Flexitime 

applicable . 
Temporary. OQstroy 
after GPD au:Ut or when 
3 years old, whichever 
is sooner. 

Temporary. Destroy after 
GAO audit or when 3 years 
old, whichever is sooner. 

GRS 2 
Item 8a 

GRS,2 
Item 8b 

GRS 2 
Item 3b 
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----------l'J.'.l::.M NU. 'l'lTLt AND/OR DBSCRlP1'lON D1S.K>Sl'l' 10N------- .. 
£. Congressional and White House 
C.orrespondence'Files. 

These files CXX1Sist of inquiries 
and respaises on matters relating 
to Mem::>rial Affairs. 

g. ~orx:>logical (Reading) Files. 

'Dlese files contain extra copies of 
all correspondence prepared in IM\. 
'l'hey are used for informaticn and 
reference purposes only. 

n. litecll:aest mr 1'Qk;ens ~ Tiekets, 
VA Form 00-3079 and koountability 
Record for Tokens or Tickets, 
VA Form 60-4530 Files. 

,, These files cx>nSist of all requests 
for tokens or tickets and th 
accountability of the ens or 
tickets. (NJ'ri:;..-1' are issued 
to ~~~:.:s for official business 

i. Intemal Control Files. 

Rea>rd of vmierability assessment 
reviews that are performed 
quarterly. 

Temporary. Destroy when 
3 years old. 

.. Temporary. •Destroy when 
2 .years old. 

Destroy 1 year GRS 9 
entries are Item Sb 

cleared. 

Temporacy. Destroy when 
3 years old. 
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, Records Control Schedule , 
Veterans .Administration Central Office/ 

Department of Menorial Affairs 

~ INDEX ~ ITEM NUMBER 

Al1l'HORIZATIOOS 1 

BENEFITS 2 

General 2a 
State Cemetecy Grant Appeals Case Files 2e 

" " 
11 Control Files 2c 

11 11 
" Program Files 2d 
" " 

11 Project Files 2b 

BOARDS AND CXH-1ITl'EES 3 

CX>NFERENCES 4 

S DEFHE AND DIS.J\STER •: 5: 

Energy Usage Reports Sb 
General Sa 

FINANCE 6 

Accolll'lting Mministrative Files 6i 
Appropriation Allotment Files 6g 
Booget Apportionment Files 6j 
Budget Backgrourn Records 6d 
Budget Correspondence Files 6c 
Budget Estimates and Justificatioos Files 6b 
Booget Policy Files 6a 
Budget Reports Files 6e 
Expenditures Accx>lmting General Corresporrlence 

and SUbject Files 6£ 
Expenditure Accounting Posting and Control Files 6h 
Operating Budget Plan 6k 

Fl<EEOCM OF INFOR-1M'ION ACT (FOIA) REXJJF.SrS ' FILES 7, 7a 

FOIA Administrative Files 7d 
FOIA Appeals Files 7b 
FOIA Reports Files 7c 

8 

LmISIATION 9 

~ AND OIGANIZATION 10 

General 10a, 10b 
Internal Audit Reports 10c 
Organizational Files 10d 



stJBnrr INDEX • . ' ~ ITEM NUMBER 

OFFICE SYS1'EMS AND ME'lB:)00 11 

12 

O>rrespondenoe and Forms Files 12m 
Employee Awards Files l'-g 
~ Employment Ogx>rtunity Records 12o 
Employee Recx:>rd Cards 12e 
Financial Disclosure Reports 12n 
General 12a 
Grievance, Disciplinary and Adverse Acticn Files 12q
Incentive Awards Program Reports 12j 
Length of Service Awards Files 12h 
Letters of Camnendation and Appreciation 12i 
Na.ticmal Cemetery Director Trainee Appraisal Files 12s 
Persooal Injury Files 12r 
Personnel Allcx:ation Letters .. 1~ 
Persamel ~ations Statistical Reports . 121 
Positicn Classification Files 12£ 
Request for Authoriza.tioo of Overtime Work 12b 
Request for Persamel Action 12k 
Service Record Cards 12d 
Training Records 12p 

PRIVAcr ACT GENERAL AI:MINISTRATIVE FII.ES 13 

PUBLIC. INFORMATIOO AND PUBLICITY 14 

Correspondence (General) 14a 
Meirorial Day and Veterans Day service 

Newspaper Articles and Photographs 14d 
Public Relations Files 14c 
Routine Requests 14b 

REXX>RDS AND INFORM1\TIOO MANAGEMENT 15 

Canmunication Corresp:nience, Reports, and Reference Files 15c 
Forms Files 15a 

.Messenger Service Files 15b 
Project Files 15£ 
Publications. lSe, 15g 
Records Disposition Files 15h 
Records Holdings Files lSi 
Records Management Files lSk 
Reports Control Files 15j 
Telecamnunicatioos (General) 15d 

SAFE'lY 16 

Accident Investigative Files 16a 
M:>tor Vehicle .Accident Files 16b 

2. 



sus.m:T INDEX 

srRUCl'URF.S AND LANOO 

Cbrrespxldence 
National Cemeteries 
Transfer of Natiooal Cemeteries from Department of Army 

•to Veterans Mmini.stration 

SUPPLIES, SERVICES AND EXlJIPHENT 

Cbnsolidated Memrandum Receipt (CMR) Files on 
Acoolmtable Property 

Cbrrespornence 
Non-Acoolmting Property Files 

TRAVEL -

General Travel and Transportation Files 
Passenger Reimbursement Files 

~ FILES - APPLIC'ABLE 001.Y TO c»E1'ERY SER\7ICE 

Cemetery Administrative Files 
Cemetery Historical Files 
Cemetery Plan Files · 
Cemetery Service Individual Deceased Persormel Files 
Drawings and Specifications for State Cemetery Grants Files 
General Cbrrespondence Files 
Gravesite Reservation Files 
Installation, • Gravesi te layout, and landscape 

Planting Plan Files 
~thly Report of Mjacent Gravesite Set-Aside (AGS) Files 
National Cemetery Quarters Appraisal Record and 

Estimate of Market Rent by Canparison Files 
Record of Gravesite Set-Aside Files 
Record of Interment Files 

SPE:IAL FILES - APPLIC'ABLE 001.Y TO M:HJMl:"Nl' SER\TICE 

Freight Files (Bill of Lading Files) 
Headstaie and Marker Application Files 
Headstone and Marker Procurement Files 
M::>nmnent Service Individual Deceased Personnel Files 
Request for Replacement of Headstone Files 
Statistical Files 
Transportation Files 

. 
RCS ITEM NUMBER 

17 

17a, 17b 
17d 

17c 

18 

18c 
18a, 18b 
18d 

19 

19b 
19a 

20 

20e 
20a 
20c 
20b 
201 
20f 
20d 

20g 
20k 

20h 
20j 
20i 

21 

21b 
21f 
21d 
21a 
21g 
2le 
21c 

3. 




