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REQUEST FOR RECORDS DISPOSITION AUTHORITY

{See Instructions on reverse)

LEAVE BLANK

JOB NO.

vel-15-F5- /Y

TO: GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

DATE RECEIVED

L4

| =285

1. FROM (Agency or establishment)

VETERANS ADMIKISTRATIOR

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

DEPARTMENT OF MEMORIAL AFFAIRS

3. MINOR SUBDIVISION

NATYOWAL CEMETERY AREA OFFICES

In accordance with the provisions of 44 U.S.C. 3303z
the disposal request, including amendments, is approved
except for items that may be marked “‘disposition not
approved” or “withdrawn’' in column 10. If no records
are proposed for disposal, the signature of the Archivist is

not required./
ballFv)

=

4. NAME OF PERSON WITH WHOM TO CONFER

MARJORIE M.

6. CERTIFICATE OF AGENCY REPRESENTATIVE

5. TELEPHONE EXT.

LEANDRI 389-3662

DATE

o)
[od 1ST OF THE UN‘TV STATES
, - )
,é; CQJ&LQA\
’ L XL

I hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;

that the records proposed for disposal in this Request of

12

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.

8. DATE D.TITLE
>R 08 Director, Paperwork Manapement
B and Regulatioms Service
7 9.GRSOR | 10. ACTION
ITEM 8. DESCRIPTION OF ITEM SUPERSEDED |  TAKEN
NO (With Inclusive Dates or Retention Periods) JoB {NARS USE
: CITATION ONLY]
Deapartment of Memorial Affairs - Nationmal Cemetery
Area Offices Records Control Schedule
-t NNA vk NCF ..
cppsn 4 O T 12 cbefe?
115-108 ~ ! NsN 7540—00—634—406{7// "STANDARD FORM 115 (REV. 8-83)

© Prescribed by GSA

FPMR (41 CFR) 101-11.4



A §

ITEM NO. DESCRIPTION OF ITEM DISPOSITION AUTHORITY
Papers arranged in chronological order Temporary. Destroy when GRS 23
as a reminder that an action is required action is taken. Item 3a
on a given date.

2. Employee Record Cards .

Cards that are used for informational Temporary. Destroy’upon GRS 1
purposes outside personnel offices separation or trarisfer of Item 6
{VA Form 5-4644a). employee.

3. Supervisor's Persomnel Files
Correspordence, memoranda, forms and Temporafy. Destroy GRS 1
other records relating to positions, supeySeded or obsolete Item 18a
authorizations, pending actions; copies dogments when no
of position descriptions: request for Gnger needed for
personnel action, and records on reference or destroy
individual employees duplicated in all documents relating
or not appropriate for the Official to an individual employee
Personnel Folder. NOTE: All officia 1 year after separation
record copies of these documents are or transfer.
filed in the Official Personnel Eglder
maintained at the servicing sta¥ion.

4, Publications Files
Copies of publications issued by Non-record. Destroy GRS 13
an element of the VAj;/publications of when superseded, Item 1b
other Government agéncies; and publications obsolete, or no longer
of non-Govermment/organizations maintained needed for reference.
for reference pdrposes. (VA regulations,
technical mapdals, processed orders,
circulars, daily bulletins, and catalogs).

5. Motor Yéhicle Accident Files
Duplicate copies of records relating Temporary. Destroy © GRS 10

6 motor vehicle accidents that occur years after case is Item 5

e MERLC ] 25,

at National Cemeteries. NOTE: This
description also covers motor vehicle
accidents involving Government

closed,

-
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ITEM NO.

l . )

DESCRIPTION OF ITEM DISPOSITION AUTHORITY

6. roaid Investicati Fil P

Investigative files accumulating from Temporary. Destroy when
investigations of fires, explosions, 2 years old.
and accidents that occur at National
Cemeteries which consist of retained
copies of reports and related papers
when the original reports are submitted
for review and filing in other agencies
or organizational elements, and reports
and related papers concerning occurences
of such a minor nature that they are
settled locally without referral to
other organizational elements. Thj
definition does not include d

Item 12

nor the control 4
data processing agkivities for the

Freight es (Bill of Lading Files) .

ies of records relating to the Temporary. Destroy when GRS 9
shipment of household goods. 1 year old. Item 1b
(Ongmals are on file at the

f-'am\

Consolidated Memorandum Receipt (CMR)
Files on Accountable Property
(Inventory Files)

Copies of all wouchers affecting the
MR acoount (turn-in and issue slips):
copy of consolidated CMR and, when
appropriate; copies of Report of Survey,
Statement of Charges, or documents
relating to overages or shortages.

Temporary. Destroy 2 GRS 3
years from date of list. Item 10a

a. Inventory lists

Temporary. Destroy 2 GRS 3
years after discontinu- Item 10b
ance of item or 2 years

after stock balance is

transferred to new card

or recorded under a new
classification, or 2 years

after equipment is removed

from agency control.

b. Inventory cards

-

rt of Survey files and other Temporary. Destroy 2 GRS 3
s used as evidence for adjustment years after date of Item 10c

of inventory records, not otherwise survey action or date

of posting medium.-
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ITEM NO.

DESCRIPTION OF ITEM

DISPOSITION

— 9'"‘.4 — —

10.

11 G 1 Adminictrative Fil

12,

13.

{Inventory Requisition Files)

Documents relating to the receipt
and issue of property which is

stock cards
i slips, copies of purchase

Management and Organization Files

Documents received from VAQO relating

to the review, preparation, issuance,

and interpretation of directives or
regulatory instructions concerning the
management, administration, and operation
of the National Cemetery Area Office

and National Cemeteries.

Records that relate to the overall or
general routine administration of the
office.

Personal Injury Files

Forms, reports, correspondence and
related medical and investigative

rary. Destroy 2 GRS 3
years after completion Item %a
;7 Such as or cancellation of
requisition.
Temporary. Destroy when
superseded, cbsolete, or
no longer needed for
reference.
Temporary. Destroy when GB$723
2 years old or when no tem 1
longer needed, whicheve
is sooner.
Tempopaty. Destroy when GRS 1
5 yé€ars old. Item 32
(Disposal

records relating to on-the-job injuries,
whether or not a claim for compensation
was made. (This description also covers
duplicate copies of forms, reports

etc., relating to on-the-job ipiQries,
that occur at National Cemeteries).

Accident Case Files jm¥olving individuals
visiting VA Natiopal Cemeteries

Duplicate gepies of records relating to
reports of accidents and investigations
thereof, including fires, damage to VA
prcoperty, and other accidents which occur
on VA property. NOTE: Motor Vehicle
Accidents involving Government vehicles

m. 5

- A IaY O vatm Ve -~

Temporary. Destroy when

2 years old.

susperded per
GSA Bulletin
B-136,
3-21-84)

GRS 18
Item 12
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ITEM NO, DESCRIPTION OF ITEM DISPOSITION AUTHORITY
14, ——Reference Files _ /
These files contain:
a. copies of documents which duplicate Non-record. Destroy when
the record, and copies of documents which no longer needed for .
are filed in VAQO or at the servicing reference or at the end
station; the calendar year,
whichever is sooner.
b. documents which require no action; (same as 14a)
c. rough drafts, notes, feeder reports, (same as 14a)
and similar working papers accumulated
in preparation of a communication,
study, or other documents:
d. cards, listings, indexes, and other (same as 14a)
papers used for controlling work.
15. VA Form 5-4652, Request for Personnel B
Action "
VA Form 5-4652 is used by an office or a Temporary. Destroy when GRS 1
supervisor to request a personnel action/ 1 year old. Item 14b
16. Service Record Cards (VA Form 5-4644~2) Temporary. Destroy 3 GRS 1
years after separation Item 2b
or transfer of employee.
17. Position Classification Files
Optional Form 8, Position Déscription Temporary. Destroy NCAO GRS 1
copy when position is Item 7b(2)
Files describing established abolished or description
positions including ipformation superseded.
on title, series, grédde, duties and
respansibilities. /NOTE: The master
copy is filed in the Classification
Division at the/servicing station.
18. Leave Appligation Files

Standard form 71, Application for Leave,

and supporting papers relating to requests

for arid approval of taking leave.
a,” If timecard has been initialed by the
:.Ju:o

b. If timecard has not been initialed
by the employee.

Temporary. Destroy at GRS 2
the end of the applicable Item 8a

pay period.

Temporary. Destroy after GRS 2
GAO audit or when 3 years Item 8Bb
ol fl' '.ﬂhi Gha;ge: ;‘s SOONGL.
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ITEM NO. DESCRIPTION OF ITEM

. I
[

DISPOSITION AUTHORITY

19

Supplemental time and atten'xiance
records, such as si
Yeports, used for

rary. Destroy after GRS 2
GAO audit or when 3 years Item 3b
old, whichever is sooner.

20. Budget Apportionment Files (Transfer
of Disbursing Authority
(VA Form 4-4564-6))

Apportionment and rea

Temporary. Destroy 2 GRS 5
ing quarterly years after the close Item 6
ions under each authorized of the fiscal year.
100 ——

21. Personnel Allocation lLetters

Letters authorizing the personnel
ceiling (General Schedule and Wage
Grade) for each National Cemetery and
the NCAO for the current fiscal year.

22, Operating Budget Plan

Monthly funding program for each control
point.

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

-

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

23+—————hnnual-Budget-Request-Files
Working papers, cost statements,
and rough data accumulated in the

GRS 5
Item 4

ear after the close
of the fiscal year
covered by the budget.

24. Internal Control Files

Record of vunerability assessment reviews
that are performed quarterly.

Temporary. Destroy when
3 years old.

Records relating to reimbursing

individuals, such as travel orders,
per diem vouchers, transportation
requests, hotel reservations
all supporting
official
ents, or others authorized by

Temporary.
d. Item 4a




ITEM NO.

DESCRIPTION OF ITEM

DISPOSITION AUTHORITY

Records relating to transfe
donati € of vehicles.

GRS 10
Item 6

Temporary. Destroy 4
years after vehicle
h oL

27.

28.

29,

30.

Automated Management Information System
(AMIS) Code Sheet Files

a. These files contain VA Forms
40-4973b, 40-4973c, 40-49734, 40-4973e,
and 40-4973f.

b. VA Form 7051g - These files contain:

(1) Employee Hour Record - Wage Grade (WG)

(2) Employee Hour Record - Work-Study
Student (WS)

(3) Employee Hour Record - General
Schedule (GS)

Record of Obligations by Sub-object Class
Files (VA Form 40-4976a)

These files contain VA Forms 40-4976a
that are used for the recording of all
obligations incurred in order to
account for and control funds that
are allotted for the operation and
maintenance of the NCAO.

National Cemetery Quarters Appraisal Record
and Estimate of Market Rent by Comparison
Files (VA Forms 40-4985 and 40-4985a)

These files are required to comply with
the instructions of OMB Circular A-45
which states that all Government quarters
will be appraised for quarters rental '
charge. These forms are used to determine
appropriate charges for rental facilities
under the Department of Memorial Affairs.

National Cemetery Director Trainee
Appraisal Files (VA Form 40-4986)

VA Forms 40-4986 are used by National
Cemetery Directors when supervising a
trainee to evaluate his/her program
during training. The training period
is monitored on a quarterly basis for
one full year.

Temporary. Destroy when
1 year old.

Temporary. Destroy when
1 year old.

Temporary. Destroy when
2 years old.

Temporary. Destroy when
6 years old.

Temporary. Destroy

appraisals (and all

copies thereof) when
3 years old.
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ITEM NO. DESCRIPTION OF ITEM DISPOSITION AUTHORITY
31. Defense and Disaste: T S o T
Records pertaining to national defense,
civil defense, emergency planning, shut
down procedures, and energy usage.
policy and procedures and documents obsolete g perseded. Item 29
plans and operations for continuity o
operations in the evemt—of Serious disaster
sty praotection o ife and n -:o.‘
b. Energy Usage Reports.
Documents reflecting the use of all Temporary. Destroy 2
electrical and petroleum products years after the close
by DMA. of the fiscal year
involved.
32. Conferences. -
Correspondence, memoranda, reports Temporary. Destroy when
and related material pertaining S years old.
to DMA conferences and meetings.
33+———Schedules—of-baily-Retivities

Calendars, appointment books, schedules,
logs, diaries, and other records
documenting meetings, appointments,
telephone calls, trips, visits, and
other activities of Federal employees
while serving in an official capacity.
Materials determined to be "persomal
records” are not covered by this item.

(a) Records containing substantive
information relating to the official
activities of high level officialgs
the substance of which has not Yiee
incorporated into memorandas” reports,
correspondence, or other-records
included in the offjeial files.

(High level officials include the heads
of departperits and iniependent agencies,
their deputies and assistants: the heads
of program offices and staff offices
ificluding assistant secretaries,
administrators, and commissioners;
directors of offices, bureaus, or

.
2l [ientcs. . [) ) 11004 -
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I’I‘B'i NO. DESCRIPI‘ION OF ITEM DISPOSITION AUTHORITY

R - .- s SAL TN ek I
33 (WMM-&D@M
officials, such as special assistants,
confidential assistants; and adminis-
trative assistants; and career
Federal employees, political appointees,
and officers of the Armed Forces serving
in equivalent or comparable positions.)
(1) Submit SF 258, Request to Transfer,
Approval, and Receipt of Records to
National Archives of the United States,
to VACO, Administrative Operations Sta
(40), for transmittal to GSA to acce

GRS 23
Item 2a

the offer,

(2) If the offer is not
accepted, destroy the
records when 6 years old.

Temporary, Destroy when GRS 23
2 years old. . Item 2b

Temporary. Destroy when GRS 23
no longer needed. Item 2c

evel officials as defined in
" above; and records of all

stantive information, the substance
of which has been incorporated into

M. NCAO ATLANTA CNLY

(a) Daily Deficiency Worksheet Files, Temporary. Destroy when
VA Form 40-4992a and (b) Weekly Summary 3 years old.

of Deficiencies - Headstones/Markers

Files, VA Form 40-4992b

These files are maintained by the Quality
Assurance kpresentauve( s) who is/are
responsible for the inspection and acceptance
of headstones/markers procurred by contract.

VA Forms 40-4992a and 40-4992b show deficiencies
in the quality of headstones/markers for
National Cemeteries.



I.

. Records Control Schedule .
Veterans Administration
Department of Memorial Affairs
National Cemetery Area Offices

Forms Index
RCS Item
Form Number Form Title/Description " Number
OSHA Form 102F Summary Report of Federal Occupational 6
Injuries and Illnesses
OSHA Form 102FF Summary Report of Federal Occupational 6
Property Damage Incidents
Department of Federal Employee's Notice of Injury 6
Labor Form or Occupational Disease —
CAl and CA2 Official Supervisor's Report of
Injury or Occupational Disease
Optional Form 8 Position Description - 17
Standard Form 71 Application for Leave 18
Standard Form 1012 Travel Voucher 25
VA Form 2162 Report of Accident 5,12,13
VA Form 4-4564-6 Transfer of Disbursing Authority 20
VA Form 5-4644a Employee Record Card 2
VA Form 5-4644-2 Service Record Card 16
VA Form 5-4652 Request for Personnel Action 15
VA Form 40-4973b AMIS - Monthly Report of Cemetery 27
Activity and Status
VA Form 40-4973c MAMIS - Quarterly Management Report 27
VA Form 40-4973d AMIS - Monthly Report of General 27

Schedule (GS) Employee Utilization
(vos)



S Item
Form Number Form Title/Description Number
VA Form 40-4973e AMIS - Monthly Report of Wage Grade 27
(WG) Employee Utilization (V06)
VA Form 40-4973f AMIS - Monthly Report of Wage Grade 27
(WG) and Work-Study Student (WS)
Employee Utilization (VO07)
VA Form 40-4976a  Record of (bligations by Sub-object Class 28
VA Form 40-4985 National Cemetery Quarters Appraisal 29
VA Form 40-4985a Record and Estimate of Market Rent
by Comparison 29
VA Form 40-4986 National Cemetery Director Trainee 30
Appraisal
VA Form 40-4992a Daily Deficiency Worksheet - 34
VA Form 40-4992b  Weekly Summary of Deficiencies - 34
Headstones/Markers
VA Form 7051g (1) Employee Hour Record - Wage Grade (WG) 27
(2) Employee Hour Record - Work-Study
Student (WS) 27
(3) Employee Hour Record - General
Schedule (GS) 27
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II. Subject Index

Subject

Annual Budget Request Files

Conferences

Consolidated Memorandum Receipt
(OMR) Files on Accountable Property

Defense and Disaster

Flexitime Attendance Records

Freight Files (Bill of Lading Files)

General Administrative Files

Intermal Control Files

Management and Organization Files

Motor Vehicle Release Files

Non-Accounting Property Files

Operating Budget Plan

Personnel Allocation Letters

Publications Files

Reference Files

Schedules of Daily Activities

Supervisor's Personnel Files

Suspense Files

I1I. DEFINITIONS/CLARIFICATIONS

GSA -~ General Services Administration

GRS -~ General Records Schedules

GAO - General Accounting Office

VAQQ =~ Veterans Administration Central Office
DMA - Department of Memorial Affairs

NCAO =~ National Cemetery Area Office

RCS Item

Number

23
32

31
19

11
24
10
26

22
21

14
33

NOTE: General Records Schedules are issued by the Administrator, General
Services Administration, to provide disposition standards for records

common to several or all agercies of the Federal Government.

Questions

concerning General Records Schedules should be director to VACO, DMA,

Administrative Operations Staff (40F).





