
REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

LEAVE BLANK 

JOB NO. C /- / ,-cfJ-_ I 

NOTIFICATION TO AGENCY 

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

l. FROM (Agency orestabli1hment) 

VITZIARS ADMIRISTRATIOW 
--,-,-------..,.-------------------------1 In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION the diSPosal request, including amendments, is approved

DE:PAITlfl'RT OP M'!MOlIAL .A.P'FAiltS except for items that may be marked "disposition not 
-=-,..,..,..,..c-=----,-,-=-=,..,.,...,..,..,,..,..,,,..,..,.-----------------------1 approved" or "withdrawn" in column 10. If no records 
3. MINOR SUBDIVISION are proposed for diSPosal, the signature of the Archivist is 

BATtOllAL CEM'KT!Rl'. AllA O'FPICIS 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. 

389-3662KARJOaIE M. L~AHDtI 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

• 

notrequired. 

l 

I hereby certify that I 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. 

B. DATE 

7. 
ITEM 
NO. 

0. TITLE 

Director, Paperwork Man•R-•nt 
aed aegulatioa• Senrice~ 

9. GRSOR 10. ACTION 
8. DESCRIPTION OF ITEM SUPERSEDED TAKEN 

(With Incluai11e Date• or Retention Period.a) JOB {NARSUSE 
CITATION ONLY} 

nepart■ ent of Me•orial lffaira - Watioaal Ceaetery 

Area Office• ~ecorde Control Schedule 

l 2 I 

·STANDARD FORM 115 (REV. 8-831 
Prescribed by GSA 
FPMR (41 CFRI 101·11.4 

115-108 



3 

• f -
IT™ 00. DESCRIPI'ION OF ITI:M DISPOSITION AlJIH)RITY -

Papers arranged in chronological order 
as a remirrler that an action is required 
on a given date. 

2. Employee Record Cards 

Cards that are used for informational 
purposes outside personnel offices 
(VA Form 5-4644a.} • 

3. Supervisor's Persamel Files 

Corresp.:nience, memranda, forms and 
other records relating to positions, 

Temporary. Destroy when 
action is taken. 

Temporary. Destr upon 
separation or tr sfer of 
employee. 

Temper . Destroy 
supe ·eded or obsolete 

autlx>rizations, perrling actions: copies ts when no 
of position descriptions: request for er needed for 
perscnnel action, and records on reference or destroy 
irrlividual employees duplicated in all documents relating 
or not appropriate for the Official to an individual employee 
Perscnnel Folder. NOrE: All offici 1 year after separation 
record copies of these documents a or transfer. 
filed in the Official Personnel der 
maintained at the servicing 

4. Publications Files 

Copies of publications ·ssued by 
an element of the VA· publications of 
other Governnent a ies: and publications 
of non-Govemmen organizations maintained 
for reference ses. (VA regulations, 

icate copies of records relating 
llDtor vehicle accidents that occur 

at Natiooal Cemeteries. 

technical s, processed orders, 
ily bulletins, and catalogs). 

s. 'cle Accident Files 

NOl'E: This 
description also covers 1IDtor vehicle 
accidents involving Government 

Non-record. Destroy 
when superseded, 
obsolete, or no longer 
needed for reference. 

Temporary. Destroy 6 
years after case is 
closed. 

3a 

GRS 1 
Item 6 

GRS 1 
Item 18a 

GRS 13 
Item lb 

GRS 10 
Item 5 



- -ITEM NO. DESCRIPI'ION OF ITFM 

Investigative files accumulating £ran 
investigations of fires, explosicns, 
arrl accidents that cx:cur at Natiaial 
Cemeteries which oonsist of retained 
copies of reports and related papers 
when the original reports are submitted 
for review and filing in other agencies 
or organizaticnal elements, and reports 
and related papers conceming occurences 
of such a minor nature that they are 
settled locally witb:>ut referral to 
other organizational elements. Th· 
definiticn does not include d.~,.,llffl:::11 

relating to the investigati of 
specific accidents, acci t claim files, 
nor the ccntrol d,u,..;,wi15::ar-1Ls accumulated by 
data processing a vities for the 
preparation of atistical reports. 

7. es (Bill of Lading Files) 

ds relating to the 
sehold gocxis. 

·1e at the 

a. Consolidated Maoc>randum Receipt (01R) 
Files on Accol.mtable Property 
(Inventory Files) 

Copies of all \IOuchers affecting the 
01R account (turn-in and issue slips); 
copy of consolidated 01R and, when 
appropriate; copies of Report of Survey, 
Statement of Olarges, or documents 
relating to overages or shortages. 

a. Inventory lists 

b. Inventory cards 

c. ,,............,rt of SUrvey files and other 
pe[J:>ers used as evidence for adjustment 

inven~ory :ecords, not otherwise 

DISroSITION AlJTIDRITY 

Temporary. Destroy when 
2 years old. 

Temporary. Destroy when GRS 9 
l year old. Item lb 

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

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 equipnent is renoved 
£ran agency oontrol. 

Temporary. Destroy 2 GRS 3 
years after date of Item 10c 
survey action or date . . 

2. 



- -,. 
ITFM NO. DESCRIPTICN OF ITEM DISPOSITICN Alll'HORITY 

(Inventory Requisition Files) 

D:>cuments relating to the receipt 
and issue of property ~ich is rv-.,.--~ 
recorded on a om a , such as 
stock cards rty issue and 
tn.la:l'"rffi slips, copies of purchase 
oraers, aRa. shippiftlj e.oe:REmts. 

10. Management and Organization Files 

D:>cuments received from VAOO relating 
to the review, preparation, issuance, 
and interpretation of directives or 
regulatory instructions concerning the 
manageioont, administration, and operation 
of the National Cemetery Area Office 
and National Cemeteries. 

11. 

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

12. Perscna.l Injury Files 

Forms, reports, corresp:xldence and 
related medical and investigative 
records relating to on-the-job injuries, 
whether or not a claim for compensation 
was made. (This description also cov s 
duplicate copies of forms, report 
etc., relating to on-the-job i • ies, 
that occur at National Cane ries). 

13. Accident Case Files lving irrlividuals 
visiting VA Nati Cemeteries 

ies of records relating to 
reports accidents and investigations 

, including fires, damage to VA 
DPCX>erty, apd other accidents which occur 
on VA property. NOI'E: Motor Vehicle 
Accidents involving Government vehicles 

--!feIIIPOrary. Destroy 2 
years after canpletion 
or cancellation of 
requisition. 

Temporary. Destroy when 
superseded, obsolete, or 
no lai.ger needed for 
reference. 

Temporary. Destroy when 
2 years old or when no 
lOD:Jer needed, whichev 
is sooner. 

Destroy when . 

Temporary. Destroy when 
2 years old. 

GRS 3 
Item 9a 

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

GRS 18 
Item 12 

3. 



b. 

. . 
ITEM NO. DESCRIPl'IOO OF ITEN 

lA. 

'l'hese files contain: 

a. cc:pies of documents which duplicate 
the record, and copies of documents whic.lt 
are filed in VAOO or at the servicing 
station: 

b. docl..noonts which require no action; 

c. rough drafts, notes, feeder reports, 
and similar working papers accumulated 
in preparation of a carmrunication, 
study, or other documents: 

d. cards, listings, indexes, and other 
papers used for controlling work. 

15. VA Form 5-4652, Request for Personnel 
Action 

VA Form 5-4652 is usei by an office or a 
supervisor to request a personnel acti . 

16. 

17. Position Classification Files 

Optional Form 8, Position 

Files describing estab 'shed 
positions inclming i ormation 
on title, series, e, duties and 
resp:nsibilities. : 'l'he master 
o:::,py is filed in e Classification 
Divisioo at servicin;,:J station. 

18. 

Standard orm 71, Application for Leave, 
ands rl:ing papers relating to requests 
for ai:proval of taking leave. 

If timecard has been initialed by the 
loyee. 

If timeca.rd has not been initialed 
by the employee. 

DISPOSITICN Aum:>RI'IY 

Non-record. Destroy when 
no longer neeied for . 
reference or at the end 
the calendar year, 
whichever is sooner. 

(same as 14a) 

(same as 14a) 

Temporary. Destroy when GRS 1 
l year old. Item 14b 

Temporary. Destroy 3 GRS l 
years after separation Item 2b 
or transfer of employee. 

Temporary. Destroy NCAO GRS 1 
copy when position is Item 7b(2) 
abolished or description 
superseded. 

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 Sb 

4. 

https://timeca.rd


19 

20. Bu:lget Apportionment Files (Transfer 
of Distursing Authority 
(VA Form 4-4564-6) ) 

Apporti Temporary. Destroy 2 GRS 5 

. . -ITF.M NO. DESCRIPI'ICN OF ITEM DISPOSITIOO AUl.H)RlTY 

Supplemental time and attendance rary. Destroy after GRS 2 
records, such as si -· u GAO audit or when 3 years Item 3b 
sheets rep:::>rts, used for old, whichever is sex>ner. 

y years after the close Item 6 
of the fiscal year.ach authorized 

Working papers, cost statements, r s roy 1 GRS 5 
and rough data accumulated in the --~~ear after the close Item 4 
preparation of annual bud tes, of the fiscal year 
including • on language sheets, covered by the bu::iget. 

_nai::::1.a.11::i1:restatements, and related 

24. Internal Control Files 

Record of vunerability assessment reviews Temporary. Destroy when 
that are performed quarterly. 3 years old. 

Records relating to reimbursing 
individuals, such as travel orders, 
per diem vouchers, transportation 
requests, hotel reservations 

GRS 9 
Item 4a 

all st:q?pOrting pai~:s--c10e:umenting 
official t.aM!r employees, 

or others authorized by 

21. Personnel Allocation Letters 

Letters authorizing the personnel 
ceiling (General Schedule and Wage 
Grade) for each Natiooal Cemetery and 
the N:'AO for the current fiscal year. 

22. Operating Booget Plan 

Monthly furrling program for each control 
point. 

Tenp::>rary. Destroy after 
the close of the fiscal 
year inv61.ved. 

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

___c!i9f't!!!l'1a1ents, 

s. 



. . 
ITEM NO. DESCRIE'l'ION OF ITEM DISroSITION AUI'IDRITY 

Records relating to transfe Temporary. Destroy 4 
years after vehicle 

GRS 10 
Item 6 

27. Autanated Management Information System 
(AMIS) Code Sheet Files 

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

b. VA Form 7051g - These files contain: 

(1) Eq>loyee Hour Record - Wage Grade (vli) 
(2) Employee Hour Record - Work-Study 

Stoo.ent (WS) 
(3) Employee H:>ur Record - General 

Schedule (GS) 

28. 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 oontrol furrls that 
are allotted for the operation and 
maintenance of the NC.AO. 

29. • National Cemetery Quarters Appraisal Record 
and Estimate of Market Rent by Coq:,arison 
Files (VA Forms 40-4985 and 40-4985a) 

'lhese files are required to comply with 
the instructions of a-ID 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 
urxier the Department of Memorial Affairs. 

30. Natiaial Cemetery Director Trainee 
Appraisal Files (VA Form 40-4986) 

VA Forms 40-4986 are used by Natiooal 
Cemetery Directors when supervising a 
trainee to evaluate his/her program 
during traini03. '!be training period 
is naritored on a quarterly basis for 
one full year. 

Temporary. Destroy when 
1 year old. 

Temporary. Destroy when 
l year old. 

Temporary. Destroy when 
2 years old. 

Temporary. Destroy when 
6 years old. 

Temporary. Destroy 
appraisals (ard all 
copies thereof) when 
3 years old. 

6. 



and assistants: the heads 
£fices am staff offices 
sistant secretaries, 
rs, am commissiooers:. 

. . 
ITEM NO. DESCRIPrION OF ITEM 

31. Defense and Disaster. 

Recx:>rds pertaining to national defense, 
civil defense, emergency planning, shut 
down procedures, and energy usage. 

policy and procedures and documents 
plans and operations for continui 

b. Energy Usage Reports. 

Ibctm1ents reflecting the use of all 
electrical and petroleum products 
by IM\.. 

32. Conferences. 

Corresporrlence, menoranda, reports 
and related material pertaining 
to IM\. ccnferences and meetings. 

orsrosITION AlJI'I:DRITY 

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

Temporary. Destroy when 
5 years old. 

calernars, appointment books, schedules, 
logs, diaries, and other reoords 
docunenting meetings, appointments, 
telephale calls, trips, visits, and 
other activities of Federal employees 
while serving in an official capacity. 
Materials determined to be "persooal 
reoords.. are not covered by this item. 

(a) Records ccntainir¥;J substantive 
information relating to the official 
activities of high level official, 
the substance of which has no..,...= 
incorporated into meux:>ra.u1.~ , 
correspc:n:ience, or ds 
incl\rled in the off' les. 

( • • ls include the heads 
of -"""""" indepeooent agencies, 

7. 

https://meux:>ra.u1


. . . 
' 

ITEM NO. OESCRIPI'ION OF ITEM DISPOSITION Alml)Rl'IY 
::- .x-~.~--. :·:- -;__·-_:-=-· -~~ ~--~---·.._-y·""·"~ ~ -" 

33.(QgA't.) staff uai.J;.ilR:t& to tAo&a afol:8IRlilltiOAeQ 
officials, such as special assistants, 
CXX1fidential assistants; and adminis-
trative assistants: and career 
Federal employees, political ap[X>intees, 
and officers of the Armed Forces serving 
in equivalent or caopa.rable positions.) 

GRS 23(1) Submit SF 258, Request to Transfer, 
Item 2aApproval, and Receipt of Records to 

National Archives of the United States 
' to VACO, Administrative Operations Sta 

(40), for transmittal to GSA to acce the 

(2) If the offer is IX>t 
accepted, destroy the 
records when 6 years old. 

(b) Rec:x>rds of other than big evel Temporary"- Destroy when GRS 23 
Federal employees as defi in "(a) .. 2 years old. Item 2b 
aoove containin;J substan ve infor­
mation relating to of 'cial activities, 
the substance of • has not been 
incoq:orated int fficial files. 

(c) Routine terials containing no Temporary. Destroy when GRS 23 
substant • information re:Jarding- no longer needed. Item 2c 
tbe • y activities of other than 
big evel officials as defined in 

"aoove: and records of all 
ederal employees ccntaining sub­

stantive information, the substance 
of which has. been incoqx>rated into 

34. ~ ATLANTA QlLY 

(a) taily 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 

'l'hese files are maintained by the Quality 
Assurance Representative(s) who is/are 
responsible for the inspection and acceptance 
of headstones/markers procurred by ccntract. 
VA Forms 40-4992a and 40-4992b show deficiencies 
in the quality of headstones/markers for 
National Cemeteries. 

a. 



'•. . 
- Records Control Schedule -

I. Forms Index 

Form NlDilber 

OSHA Form 102F 

OSHA Form 102FF 

Department of 
Labor Form 
CAl and C.A2 

Optional Form 8 

Standard Form 71 

Starmrd Form 1012 

VA Form 2162 

VA Form 4-4564-6 

VA Form 5-4644.a 

VA Form 5-4644-2 

VA Form 5-4652 

VA Form 40-4973b 

VA Form 40-4973c 

VA Form 40-4973d 

Veterans .Administration 
Department of Menorial Affairs 
Natiooal Cemetery Area Offices 

Form Title/Description 

Summary Report of Federal Occupational 
Injuries and Illnesses 

SUmmary Report of Federal Occupational 
Property I.amage Incidents 

Federal Employee's Notice of Injury 
or Occupational Disease -
Official Supervisor's Report of 
Injury or Occupational Disease 

Position Description 

Application for Leave 

Travel Voucher 

Report of J\ccident 

Transfer of Disbursing Authority 

&nployee Record Card 

Service Record Card 

Request for Persc,nnel Action 

AMIS - M:>nthly Report of Cemetery 
Activity and Status 

AMIS - Quarterly Management Report 

AMIS - Monthly Report of General 
Schedule (GS) Employee Utilization 
{VOS) 

JCS Item 
Number 

6 

6 

6 

17 

18 

25 

5,12,13 

20 

2 

16 

15 

27 

27 

27 



- -. . 

Form Number 

VA Form 40-4973e 

VA Form 40-4973£ 

VA Form 40-4976a 

VA Form 40-4985 

VA Form 40-4985a. 

VA Form 40-4986 

VA Form 40-4992a 

VA Form 40-4992b 

VA Form 70519 

ICS Item 
Form Title/Descriptiat Number 

AMIS - M:>nthly Report of wage Grade 27 
(W3) Eq;>loyee Utilization (V06) 

AMIS - M:xlthly Report of Wage Grade 27 
(W3) and \'J:>rk-Stmy Stment (WS) 
Employee Utilization (V07) 

Record of 0::>ligatioos by Sub-object Cl.ass 28 

National Cemetery Quarters Appraisal 29 

Record and Estimate of Market Rent 
1:¥ c.omparison 29 

National Cemetery Director Trainee 30 
Appraisal 

Daily Deficiency Worksheet 34 

Weekly Summary of Deficiencies - 34 
Headstones/Markers 

(1) Employee Hour Record - Wage Grade {W3) 27 
(2) Employee Hour Record - WOrk-Stmy 

Student (WS) 27 
(3) Employee Hour Record - General 

Schedule (GS) 27 

2. 



... 
II. Subject Index 

l:CS Item 
Subject Nwnber 
Annual Bl:dget Request Files 23 

Conferences 32 
Consolidated Memrandum Receipt 

(om.) Files on Accountable Property 8 

Defense and Disaster 31 
Flexitime Attermnce Records 19 

Freight Files (Bill of Lading Files) 7 

General Administrative Files 11 

Internal Control Files 24 

Management and organization Files 10 

t½:>tor Vehicle Release Files 26 

Non-Accounting Prcperty Files 9 

Operating Buiget Plan 22 

Personnel Allocation Letters 21 

Publications Files 4 

Reference Files 14 

Schedules of Daily Activities 33 

SUpervisor's PerSCl'lllel Files 3 

Suspense Files 1 

III. DEFINITIONS/CIARIFICATIONS 

G.SA - General Services Administration 

GRS - General Records Schedules 

GAO - General AccountinJ Office 

VACO - Veterans Mmi.nistration Central Office 

IMA - Department of Mem:>rial Affairs 

NCJ\O - Natioral Cemetery Area Office 

NOl'E: General Records Schedules are issued by the Administrator, General 
Services Administration, to provide disp::>sition standards for reo::,rds 
camion to several or all agencies of the Federal Government. Questions 
caicerning General Records Schedules shalld be director to VACO, IJ.1A, 
Administrative (p!rations Staff (40F). 

3. 




