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VETERANS ADMINISTRATION
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2 MAJOR SUBDIVISION
DEPARTMENT OF MEMORIAL AFFAIRS
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3 MINOR SUBDIVISION

not required

2,
€

“withdrawn”

t

In accordance with the provisions of 44 USC 3303a
the disposal request, including amendments, I1s approved
except for 1tems that may be marked “disposition not
in column 10 If no records
are proposed for disposal, the signature of the Archivist is

)

/ -
ARCHIVIST OF THE UNFJED STATES

4 NAME OF PERSON WITH WHOM TO CONFER

MARJORIE M,

LEANDRI

5 TELEPHONE EXT

389-3662

DATE

6 CERTIFICATE OF AGENCY REPRESENTATIVE

e

| 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
agency or will not be needed after the retention periods specified, and that written concurrence from the General
Accounting Office, 1f required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s

attached

A GAO concurrenge D Is attached, or IS unnecessary

page(s) are not now needed for the business of this
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JAN 25 lg /‘ 7 Director, Paperwork Management
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Schedule
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115-108 @WLJ M—ﬁ)

Nym
2ed/

NN W NS N @f NSN 7540-00-634-4064

9%4»,_ t Uty 7%

STANDARD FORM 115 (REV 8-83)

Prescribed by GSA

FPMR (41 CFR) 101-11.4



IR

TITLE AND/OR DESCI I'ION

s . ITEM NO.

T
.

. Authorizations.

Delegations of authority issued by DMA
officials in memoranda, letters, and
other forms, and which pertain to broad,
general DMA activities arnd functions.

Benefits.

a. Oorrespondence, memoranda, ‘studies,
reviews, and related material pertaining
to disinterments/transfers*,

burial flags, graveliners, graveside
religious services, eligibility,
headstones/markers/monuments**,

and state cemetery grants.

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

**Monument Service maintains official
files (see Item 2la).

b. State Cemetery Grant Project
Files.

Proposals or applications,
contracts, project reports,
studies, certificates, agree-
ments, memorarda, correspondence,
and other records relating to
receipt, review, award, evaluation,
status and monitoring of grants:
allocation of funds, and project
budgets. EXCLUDED are drawings and
specifications for State Cemetery
Grants Files (see Item 201).

DISPOL [ON AUTHORITY

o«

Temporary. Destroy
2 years after
cancellation.

Temporary. Destroy

when 3 years old.

Permanent. Retain in (GRS 3
VAQD (State Cemetery Item 15)
Grants Office, DMA)

from receipt of applica-

tion for Federal assist-

ance until 1 year after

grant is closed out and

then transfer to FARC.

Offer to NARS when 20

years old.

In the event litigation,
claim, or audjt 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 1 year after
final action or decision:

and then returned to FARC.
Offer to NARS 10 years

after final action or
decision or when 20 years old,
whichever is sooner.



4

a

ITEM NO.

TITLE AND/OR DESCR  ION

g.,l(con'é.)

AUTHORITY

C.—State-Cemetery—Grant
\-G&J “JACAL L leLL\JJ-

Files.

Indexes, registers, logs or other

records relating to cont

d. State Cemetery Grant
Program Files.

(1) Correspondence and/or
subject files including

memorarda, studies, reports,

forms, and other records
relating to the legal
establishment of the grant
. program, its policies and
basic procedures, and the

management and evaluation of

grants.

(2) Correspondence and/or
subject files relating to
routine operations and

daily activities in adminis-
tration of the grant program.

superseded or obsolete.

emporary. Destroy when

GRS 3
Item 16

Permanent. Retain

2 years then retire to
FARC, Offer to NARS
when 20 years old.

Temporary. Destroy
when no longer needed
for reference purposes.

(GRS 3
Item 17a)

e.~..State Cemetery Grant
Appeals Case Files.

Contract appeals case files

consisting of notices of appeal

and acknowledgements thereof;

correspondence between parties;

copies of contracts, plans,
specifications, exh1b1ts,
change orders, and

transcripts of heari

Temporary. Destr

action

GRS 3
Item 19




TITLE AND/OR DESCF 'ION DISPOS ON AUTHORITY

5.

n

e~ F
sos, Advisory Commrttee on CemeTeries and/nem”“‘s‘ ww

Correspondence, memoranda, minutes, Permanent. Offer to NARS = John McMenanmin
reports, and related material documenting when 20 years old. 2- ,;,{.9 ¢

the inception, scope, objectives, and 14m
accamplishments in actions affecting

policy or establishing precedent in

operations and administration. )

Conferences.

Correspondence, memoranda, reports - Temporary. Destroy when
and related material pertaining to DMA 5 years old.
conferences and meetings.

Defense and Disaster.
Records pertaining to national defense,

civil defense, emergency planning, shut
down procedures, and energy usage. . N

mental pohcy and procedures and tem 29
documents departmental plans and
operations in administering the

VA programs for contmu1ty of

b. Energy Usage Reports.

Documents reflecting the use of all Temporary. Destroy

electrical and petroleum products by 2 years after the close

DMA. g of the fiscal year
involved.

Finance.

Records pertaining to annual and
supplemental appropriations and budget
estimates; apportionments, allocations,
allotments, and transfers of funds: OMB
and Congressional hearings; and accounting
transactions for appropriations and funds.



a

ITEM NO.

6(cont) a.

TITLE AND/OR DESCR ION DISPOS N AUTHORITY

Budgét Pol1cy Files.
Oorrespondence files which
document departmental policies and
procedures on budget adminis-
tration and expenditures of

funds.

Temporary. Destroy when
5 years old.

b. Budget Estimates and Justifications
Files.

Destroy when

(1) Copies of budget estimates and
justifications. Included are
appropriation language sheets,
narrative statements, and related
schedules and data.

Temporary.
5 years old.

Correspondence files pertaining to

routine admmstratmn. in Item 3

Working papers, cost statements,
and rough data accumulated in

the preparation of annual budget
estimates, mcludmg dup11cates

Temporary. Destr

scal year covered
by the budget.

Item 4

Periodic reports on the status of
appropriation accounts and apportion-

ment.

(1) Annual report (end of fi Temporary. Destroy when GRS 5

year). 5 years old. Item 5a

(2) a1l Temporary. Destroy 3 GRS 5
years after the end of Item 5b

the-fiscal-year~




6.(con't.)

L B Y

. ITEM NO.

3

. Correspondence and Subject Files. - - e

TITLE AND/OR DESCRI 'ON DISPOSI NN AU’I'HORI’I'Y

fe—Bxpenditures-hAocounting-General- L

-0 @ a_ry. Destroy when GRS 7

Correspondence or subject files~
2 years old. Item 1

maintained by operatmg uruts
respons:.ble fo! -

Gom-d {ation Allotment Fil

Allotment records showing status
of obligations and allotments

years and 3 months after Item 3
the close of the fiscal

Gontrol Flles .

Records used as posting and control

media, subsidiary to the general and
allotment ledgers, and not elsewhere
covered in this schedule.

Temporary. Destréy when GRS 7

(1) original Record
3 years old. Item 4a

Temporary. Destroy when GRS 7
2 years.old Tcem—4b-

Correspondence, reports and data
relating to voucher preparation,
administrative audit, and other
accounting and disbursing
operations.

Temporary. Destroy when GRS 6

(1) Files used for work
t 2 years old. - Item 5a

and personnel
purposes.

1 other files. Temporary. Destroy when GRS 6
3.years old. Item—-5b-

(Transfer of Disbursing Authority
(VA Form 4~4564-6))

Apportionment and reapporti Temporary. Destroy 2 GRS 5

schedules, proposi erly years after the close Item 6
obligatio each authorized of the fiscal year.




TITLE AND/OR DESCR ION

DISPOS N

ITEM NO.

6.(con't.) k. Opere.tmg Budget Plan.
Monthly fundmg program for each
control point.

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

a. Files created in response to requests
for information under the Freedom of
Information Act consisting of the
original request, a copy of the reply
thereto, and all related supporting
files which may include official ‘file
copy of requested record or copy thereof.

(1) Correspondence and supporting
documents (EXCLUDING the official
file copy of the records requested
’ if filed herein).

requested records.

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

[ ——————=

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

(e)—Denying-aceess—to-all-
or part of the records requested.

1. Request not appealed.

GRS 14

Temporary. Destroy as GRS 14

authorized under Item 7b,

Item 16a(2)(a

16a(2) (k

Item 16a(3)(z

Item 16a(3)(t

FOIA-Appeals-Files.




. ITEM NO. TITLE AND/OR DESCR. 'ON DISPOS: N AUTHORITY

7.(con't.). +2) 0ffieial file eopy of requested - —Temporary. -Dispose of GRS 14—
' : records. in accordance with " Item 16b
E approved-agerncy disposi-
_.—tion instruction for the
e related records, or with

/ the related FOIA request,
ﬂ . g E: I'E late: s e e = m B

be——POTA 1o Fites: ] i S

Files created in responding to adminis-
trative appeals under the FOIA for
release of information denied by the
agency, consisting of the appellant's
letter, a copy of the reply thereto, and
related supporting documents, which may
include the official file copy of records
under appeal or copy thereof.

ary. Destroy 4 GRS 14
years after ftnal g Item 17a
determination by agency

or 3 years after final

adjudication by courts,

whichever is later.

. (1) Correspondence and supporting
documents (EXCLUDING the file
copy of the records under appeal
if filed herein).

(2) official file of records Temporary. Dispose of GRS 14

in accordance with Item 17b
approved agency

disposition instructions

for the related record,

or with the related

FOIA requests, whichever

is latexr. —
c—FOIA-ReportsFiles: — - -
I
Recurring reports and one-tnne ___Temporary. Destroy when GRS 14
information reqmrements relating~— 2 years old or sooner Item 1%
! ation of the if no longer fieeded for
Aot « —administrative use.—.— - -

. ~ Destroy when GRS 14
2 years old or sooner if Item 20
no longer needed for
Iming . :




DISPOS. XN

ITEM NO. TITLE AND/OR DESCR  ION AUTHORITY

8. . ' 'Legal. ' ‘ ’ '

Temporary. Destroy when
10 years old.

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

9. Legislation.

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

a. Analyses and studies on cost and
statistical data, and other pertinent
facts relative to proposed legislation:
copies of the Chief Memorial Affairs
Director's recommendations to the
Office of the General Counsel; printed
copies of hearings and bills; and

Temporary. Destroy when
10 years old.

related correspondence.

b. Correspondence pertaining to routine
information or requests about proposed

.-
-~

Temporary. Destroy when
2 years old. -

legislation.

10. Management and Organization. Records
relating to general management, manage-
ment techniques, management reviews and
evaluations, organization, establishing
standards for improving procedures,
operations, and performance.

a. Records constituting the basic
documentation of the origin and scope

of studies, surveys, evaluations, etc.,
affecting DMA management and organiza-
tion, and the establishment of standards
or criteria for performance evaluation,
and similar material documenting estab- .
lishment or changes to policy, procedures, -
or organizations.

Temporary. Destroy when
10 years old.



ITm NO.. TITLE AND/OR DESCRIP N DISPOSIT AUTHORITY
10. (con t ), b. Material on routine or repetitive Temporary. Destroy when -
- ——— operations such as field station surveys, 5 years old. o

self-audits, top to bottom evaluations,
statistical quality control, work
measurement, and manpower utilization
reports; related correspondence; and
similar material; EXCLUDING intermal
audit reports.
c. Internal audit reports. Official Temporary. Destroy 10
copies with related comments, papers years after campletion of
and material filed therewith. the report.
d.—Organisational-Files~ ,
Organizational charts and Permanent. Offer to RS 16
reorganization studies. Graphic NARS in 5 year blocks Item 13a

illustrations which provide
d detailed description of the
arrangement and administrative

/ structure of the functional units
of the department. Reorganization

studies are conducted to design an
efficient organizational framework
most suited to carrying out the

when 20 years old

Qffice Systens-&-Methods~
Records relating to office systems,
mechanical research and development,
electronic computers, wire and wire-
less coomunications, duplicating
systems, and related methods and
techniques.

1l

Correspondence, memoranda, studies,
and related material wh:.ch perta1

Temporary. Destroy when GRS 16
the completed study is Item 14
5 years old.




ITEM NO. TITLE AND/OR DESCR TON DISPOS. N AUI‘HORI’I'Y

11 (mt )Wﬂm"‘aﬁ—m&w&&&bl - - VG
studies on use of offxce mac}unes and - T -

12. Personnel.

Records which pertain to the administration
of personnel activities and relate to
performance awards, career development,
ceiling and staffing, employee relations
and activities, employee training and
development, position classification and
evaluation, employment, salary and wage
administration, promotions, demotions,

and personnel actions.

of outgomg coumnmmatmns, record
copies of forms and reports, and related
materials which reflect routine,
repetitive activities such as inquiries
ard replies thereto which involve no
administrative action beyond the simple
reply, no policy decision, and no
special compilation or resear

b. Request for authorization of
overtime work.

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

(2) Disapproved Requests. Temporary. Rt:etum to
requesting office.
Destroy when 6 months

old.
c. Personnel Allocation Letters.
Letters authorizing the personnel Temporary. Destroy after
ceiling (General Schedule and Wage the close of the fiscal
Grade) for each National Cemetery year involved.
and the NCAO for the current fiscal
year.

10.



~

opinations, memoranda,
cgrrespondence, reports ard
felated handbooks pertaining
to agency-sponsored cash and

non—cash awards such as incentive

awards, w1th1n—grade merit
1ncreases, suggesuons, and

or disapproval.

_ ITEM NO. TITLE AND/OR DES PTION DISP TION AUTHORITY
12 (con-t.-)—-d.—SeW - eEperary——- SRS
-~ (VA-Form- 5-4644-2) -- I - years after separatmn T Item 2o
or transfer of employee.
e. Employee Record Cards.
Cards that are used for informational Temporary. Destroy on GRS 1
purposes outside personnel offices separation or transfer Item 6
(VA Form 5-4644a). of employee.
f. Position Classification Files.
(1) Optional Form 8, Position
Description.
Files describing established Temporary. Pestroy GRS 1
positions including information copy when pbsition is Item 7b(2)
on title, series, grade, duties abolished/or description
and responsibilities. NOTE: supersedéd.
’ The master copy is filed in the .
4 Classification Division, Central :
Office Personnel Service. -
(2) Survey/ Files.
(a) Inspection, Audit and Survey
File.
Correspondence, memoranda, Temporary. Destroy when GRS 1
reports and other records obsolete or superseded. Item 7c(2)
relating to inspections,
surveys, desk audits and
evaluations.
(b) Appeals Files.
Case files relatipg to Temporary. Destroy 3 GRS 1
classification gppeals. years after case is Item 74
closed. .
g. Employee Awardgé Files.
General ag#wards records.
(a) Cabe files including Temporary. Destroy 2 GRS 1
recopmendations, approved years after approval Item 12a(1)

11.



. ITEM NO. TITLE AND/OR DESCF TION DISPOf TON All’ﬁiORITY
]:2,‘(. B =8 FPOORSeRC i e mergivie POraEy ~Pest-ren—when GRS
T pertaining to awards. from other 2 years old. Item 124(2) -
government agencies or private
- organizations.

h. Length of Service Awards Files.

Records including correspondence, Temporary. Destroy when/ GRS 1

memoranda, reports, computations 1 year old. Item 12b

of service and list of awardees.

i. Letters of Commendation and *

Appreciation.

Copies of letters recognizing length Temporary. DegStroy when GRS 1

of service ard retirement and letters 2 years old. Item 12c¢

of appreciation and conmendation for

performance.

, j. Incentive Awards Program Reports. .
} .

Reports pertaining to the operation Temporary Destroy when GRS 1

of the Incentive Awards Program. 3/years old Item 13

k. VA Form 5-4652, Request for

Personnel Action.

VA Form 5-4652, is used by an officg Temporary. Destroy when GRS 1

or a supervisor to request a persofine 1 year old. Item 14b

action.

1. Personnel Operations StatdAstical

Reports.

Statistical reports relaying to Temporary. Destroy when GRS 1

personnel. 2 years old. Item 16

m. Oorrespondence ghd Forms Files.

Operating personpel office records

relating to ingdvidual employees not

maintained in/Official Personnel Folders

and not proyided for elsewhere in this

schedule.
(1) Zorrespondence and forms Temporary. Destroy when GRS 1
re}ating to pending personnel action is completed. Item 17a
actions.
(2) All other correspondence Temporary. Destroy when GRS 1
and—-Eorms 6-moRths—old. Item-1lc

12,



TION

DISEO.

ITEM NO. TITLE AND/OR DESC

12.(con’ta)_n._ Financial Disclosure Reports

ALY

ION

All statements of employment and
financial interests and related

records.

O.

Equal Employment Opportunity Records.

(1) Copies of Complaint Case Files.
Duplicate case files or documents
pertaining to case files retained
in Official File Discrimination
Complaint Case Files.

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

Training Records.

(1) Training Aids.
Training aids from other
agencies or private institutions.

(2) General file of agency-
sponsored training.

' records relating to the
¥lability of training and

Destroy when 6 ye;fé
olgkh@xg,@_ T thatrdocdu-
mentsyneeded Ap- antion -

80ing ed v gat tgut tomril1]]

be xetainedaginityt~ no« e
longerppeeded fin wthe .
inveatégation. 1o somd

resofution of éase.

Temporarv. Destroy
wnen obsolete or

superseded.

Temporary. Destroy when
5 years old or 5 years
after completion of a

specific training program.

Temporary. Destroy when
3 years old.

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

GRS 1/

Item/25b

GRS 1
Item 26b

GRS 1
Item 26¢

GRS 1
Item 30a(2)

GRS 1
Item 30b(1)

GRS 1

Item 30b(2)

GRS 1
Item 30c

13.




ALLdtl DU,

LAl AND/OR DESCRIPTTON

DISPOSIT™ "N

lﬁ'.“(qon‘f_;,) {4 )-Course-Announcenent—Files
- = Reference file of pamphlets,

e

AUTHORITY'

notices, catalogs and other
records which provide information
on courses or programs offered by
government or non-government
organizations.

d. Grievance, Disciplinary and
Adverse Action Files.

(1) Grievance, Appeals Files.

Records originating in the review
of grievance and appeals raised by
agency employees, except EEO
camplaints. These case files
include statements of witnesses,
reports of interviews and hearings,
examiner's findings and recommenda-
tions, a copy of the original
decision, related correspondence
and exhibits, and records relating
to a reconsideration request.

NOTE: EEO complaints are covered
under Item 120.

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

Case files and related records
created in reviewing an adverse
action (disciplinary or non-
disciplinary removal, suspensjion,
leave without pay, reductiontin-
force) against an employee,/ The
file includes a copy of tHe
proposed adverse action ®ith
supporting papers; statements of
witnesses; employee's/reply:
hearing notices, repdrts and

decisions; reversal/of action;
and appeal recordg,
r. Personal Injury Files.

Forms, reports,/correspondence and
related medicad and investigative
records relatAng to on-the-job
injuries, whether or not a claim

for compengation was made, EXCLUDING
copies filed in the Official Personnel
Folder ahd copies submitted to the
Departgient of Labor. (Also included
in this series are duplicate copies of
forps, reports, etc., relating to
onthe-~job i.njum:.esS that occur at

)
- L4

Temporary. Destroy when GRS 1
superseded or obsolete. Item/304

Temporary. Destyoy 3 GRS 1
years after casg is Item 3la
closed.

Temporary. Destroy 4 GRS 1
years after case is Item 31b

closed.

Temporary. Destroy when GRS 1

5 years old. Item 32
(Disposal
suspended
per GSA
Bulletin
B-136,
3-21-84)

v i o et £30E PY




ITEM

NO. TITLE AND/OR DESCR”TION

DISPOS™TON

12q(coh'.t:.) S. National Cemete Dn:ector Trainee
ry

13.

4. ,
”

Appralsa.l F1les (va Form 40-4986). ]
These files consist of VA Forms 40-4986
which are used by a National Cemetery
Director when supervising a trainee to
evaluate his/her program during train-
ing. The training period is monitored
on a quarterly basis for one full year.

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

AUTHORITY

Pri - L Admind »

Files.

Records relating to the general
agency :|.np1anentat1m of
hotices,

2 years old or sooner if
no longer needed for
administrative use.

GRS 14
Item 30

Public Information and Publicity.

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

a. Correspondence with the
public, organizations, Congress,
or others expressing satisfaction
or dissatisfaction with operations
or activities; copies of material
prepared for speeches, radio and
television releases, newspaper and
magazine clippings, and other work
papers used in developing press or
other releases and for reference in
making replies to inquiries.

b. Routine requests for information
and copies of replies, feeder
information submitted by DMA to
Information Service or for special
reports, informational copies

of releases, news digests, and other
publications distributed by Informa-
tion Service.

Temporary. Destroy when
S years old.

Temporary. Destroy when
3 years old.

.
-

PublicRelati Filee.

(1) Speeches, addresses, and
comments. Remarks made at

formal ceremonies and during
interviews by heads of Agen

ARS in 5 years blocks
when 20 years old (e.qg.,
offer 1970-74 block in
1995).

GRS 14
Item la.

15.



ITEM NO.  TITLE AND/OR DESCRIF™TON

DISPOSI™™ N AUTHORITY

14 (con t—)——and—add;esses—may—be—p;eseneed

to executives from other Federal
agencies, representatives of State
and local governments, or private
groups, such as college and
university students, business
associations, and cultural news
media commentators. The format
selected may be paper, audio or
video tape or motion picture film.

(2) News releases. One copy of
each prepared statement or
announcement issued for
distribution to the news
News releases announce g

personnel and may be a
record such as a formal

Permanent. Offer textual GRS 14
records to NARS in 5 year Item 1lb
blocks when 20 years old

(e.g., offer 1970-74 block

in 1995).

LX}

d. Memorial Day and Veterans Day
Service Newspaper Articles and
Photographs. Requests for information
and copies of replies thereto, involving
no administrative actions, no policy
decisions, and no special compilations
or research; requests for and
transmittals of publications, photo~

Temporary. Destroy when
1 year old.

graphs and other informational literature.

15. Records and Information Management.
Records pertaining to written
coommunications in paperwork manage-

ment activities, forms, messenger,
publications, records and reports.
(Records pertaining to telecommunications,
wire, and radio appear under

Office Systems and Methads).

_av—TForms—Filess

(1) One record copy of each form
created by DMA with related

GRS 16
Item 4a

years after related
form is discontinued,
superseded, or
cancelled.

16.



op

e

TITLE AND/OR DESCR™ “‘ION

ITEM NO.

15. (con't. ) (2

[
»

,.zf\

MG‘M

DISPOS™ W

g ed form is dlscon-
tinued, superseded, or
cancelled.

b. Messenger Service Files.

Daily logs, and assignment records.

Temporary. Destroy when
2 years old.

Reports, and Referenoe F1les.

Correspondence and related
records pertaining to internal
administration and operation.

d. Telecommmnications general files
including plans, reports, and other
records pertaining to equipment
requests, telephone se:vice, and

like matters. W

~e. Publications)Files

Copies of publications issue
by an element of the VA; pdblications
of other Government age

Temporary. Destroy when
2 years old.

N

with Joba MM eaanin

% Qaswd,zfyzc‘ @

T@mrﬁ% V'

Nemsmeeend. Destroy
when superseded,
obsolete, or no
longer needed for
reference.

GRS 13
Item 1lb

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

(1) Files pertaining to the
accomplishment of the job,
containing requ:.s:.t:.ons,
bills, samples, manusc

rary. Destroy 1
year after completion
of job.

GRS 13
Item 3a

17.


http:ou.t.s:i.4e

. ITEM.NO. TITLE AND/OR DESCRIPTle. DISPOSITIC... AUTHORITY

15. (w‘itto») ' __(2 File e i aruTi 1 ;llll.'.l"_',‘.):ll. SRS <
apd.ather-techntent—ymrrere—— 3 years old Item 3h

g. Publications.

Pamphlets, reports, leaflets, circulars,
memoranda, file manuals, or other ’
published or processed documents,

or the last manuscript report if

not published, relating to DMA
management projects.

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

(ie 1970-1974 in 1980). *
*W D oan )‘/o-bf 6-28-8¢"
R o M 2-19-%6

b Y

(2) -Werking-papers—and-back- T
ground materials., months after £i

report or 3
years after completion of
report if no final action
is—taken—

on Item 10

hea 1e Di {tion Bil

Descriptive inventories, disposal
authorizations, schedules, and
. reports.

(1) Basic documentation of Temporary. Destroy when GRS 16
records description and related recgrds are Item 3a
disposition programs, or: when no

including SF 115, Request for g
Records D1sposxt1cn Authonty

PO

Temporary. Destroy when GRS 16

no longer needed for Item 3b
reference.

Temporary. Destroy 6 GRS 16
months after final Item 10

action on project
report or 3 years
after completion of
report if no final
aetion—is—taken.

18.




ITEM NO. TITLE AND/OR DESCR™ ™ION

DISPOS™ N

15.(con't:) ei.~—Recor®etioidings-Fites:

holdings, including feeder reports
from all offices and data on the
volume of records disposed of by
destruction or transfer.

j. Reports Control Files.

Case files maintained for each
agency report created or-proposed,
including public use reports.
Included are clearance forms,
including SF 83; copies of
pertinent forms or descriptions
of format; copies of authorizing

directives; preparation instructions;

and documents relating to the
evaluation, continuation,

, revision, and discontinuance of
reporting requirements.

k. Records Management Files/

Correspondence, reports
authorizations, and
that relate to the

Statistical reports of DMA records

Temporary. Destroy when
1 year old.

Temporary. stroy 2 GRS 16

years after’ the report Item 8

is discgrtinued.

Temporary. Destroy when GRS 16

6 years old. Earlier Item 11

disposial is authorized
if records are superseded,
obsolete, or no longer
needed for reference.

19.



ITEM NO. TITLE AND/OR DESCF “ION

DISPOS 'ON AUTHORITY

160 s

17.

' ' safety
.

a.. Accident Invest:.gat:.ve F11es.
Investigative files accumulating
from investigations of fires,
explosions, 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 organiza-
tional elements, and reports and
related papers concerning occurrences
of such a minor nature that they are
settled locally without referral to
other organizational elements. Thjs
definition does not include docum

Temporary. Destroy 6 GRS 10
years after case is Item 5
closed.. ‘

Structures & Lands.

Records relating to the acquisition,\
development, construction,” use,
management, and disposition of property.

a. Correspondence, memoranda, and
related material which document policy,
precedents, exceptions to and
deviations from policy concerning

land, real property, and space
utilization.

b. Correspondence, memoranda, and
related material which pertain to
general policy, procedures, operations,
and information about buildings and
grounds and which reflect specific and
general questions and replies of a
repetitive or one-time nature.

c. Papers on the transfer of the
National Cemetery System from the
Department of the Army to the
Veterans Administration.

Permanent. Retain

3 years then retire to
FARC. Offer €o NARS
when 20 years old.

Temporary. - Destroy
when 5 years old.

Permanent. Offer to
NARS when 20 years old.

20.
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ITEM NO. TITLE AND/OR DESCR  ION . DISPOS. N AUTHORITY

17 (con t.) d. National Cemeteries (Pro;]ect ‘ : RN

18.

- ———--Case-Files). - - ~ - -
These files are maintained on Permanent. Retain'3
each VA National Cemetery and years then retire to
contain records and other data FARC. Offer to NARS
pertaining to acquisitions, when 20 years old.

expansion or construction. Also

included are copies of documents

relating to the overall operation

and maintenance of each cemet .

g alat —inclucle. -aome o on mex VA canelenao

Supplies, Services & Equipment.

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

a. Correspondence, memoranda, and Temporary. Retain 2
related material which document years then retire to FARC.
policy, precedents, exceptions to Destroy when $ years old.

and deviations from policy concerning -
supplies, services, ard equipment. .

th.ch pertaln to when 2 years old
repetitive operations, routine

rephes to 1nquiries about supplies

Cc. Consolidated Memorandum Receipt
(OMR) Files on Accountable Property
(Inventory Files). .

Copies of all vouchers affecting the
CMR account (VA Forms 90-2237):;

copy of consolidated OMR and, when
appropriate; copies of Report of Survey,
Statement of Charges, or documents
relating to overages or shortages.

(2) Inventory cards. (Account-
ability/Responsibility Sheet years
and VA Forms 90-2237) £ 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
£rom-agency—controt—mMmMm

21.



ITEM NO. TITLE AND/OR DESCFR “ION

papers used as evid_for )
adjustment of inventory records, not
otherwise covered in this schedule.

18.(con*t.)

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

Documents relating to the receipt
and issue of property which is not
recorded on a (MR account, such as
stock cards, property issue and
turn-in slips, copies of purchase
orders, and shipping documents.

19. Travel.

a. Passenger Reimbursement Files.

Records relating to reimbursing
d individuals, such as travel orders,
per diem wvouchers, transportation

requests, hotel reservati
all supporting papers

b. General Tr

ence, forms, and related
pertaining to agency travel
and fransportation functions not
ered elsewhere in this

. years after date of .. .__ .

Ty - LI -

survey action or date
of posting medium.

2 GRS 3
Item 9a

GRS 9

Temporary. Destroy when
Item 4a

3 years old. - .

GRS 9
Item 5a

Temporary. Destroy when
2 years old.

~“sehedules

22.



ITEM NO TITLE AND/OR DESCRTPTION DISPOSTTION AUTHORITY
'20.. ' . SPECIAL FILES - APPLICABLE QNLY TO ‘ '
a. Cemetery Historical-Files.
These ~£11es consist of historical Permanent. Transfer to

documents which relate to the
establishment and/or development of
burial installations. Included are;

metes and bounds, deeds, correspondence,

newspaper/magazine articles,
photographs, historical brochures,
and visitor maps. Also included are
“general" historical reference :
books such as the "Roll of Honor",
*Medal of Honor" Receipients, and
Civil wWar history.

b. cémetery Service Individual
Deceased Personnel Files.

These files contain documents
pertaining to burials in

national cemeteries. Included

are authorization for disinterments,
gravesite reservations ard cancel-
lations, disputes, and controversial
complaints.

¢c. Cemetery Plan Files.

(1) All final reports,
studies, organiza-
tional and functional
documents relating to
long and short range

(2)

plans for the attainment

of System-wide objectives.

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.

the National Archives
when 30 years old,

in 5 year blocks,

i.e., 1956-1960 in 1990.

-

Temporary. Retain 2 years
then retire to FARC. .
Destroy when 25 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 AND/OR DESCR ION DISPOS ON AUT’HORI‘I"Y

20. (con’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 of the Army
Form (DA 2121)), survey rosters, ard
correspondence in connection with
reservations and surveys.

(1) Record of Gravesite
Reservation, DA Form 2121.

Temporary. Destroy
upon receipt of VA
Form 40-4956. (See
Item 20i(1)(a)).

’ (2) Cancellation Documents.

A Temporary. Filed
with Individual
Deceased-Personnel
Files. (See Item
20b). '

(3) Survey Rosters. Temporary. Destroy

when updated.

e. Cemetery Administrative 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, reports ard
instructions with other elements of
VA such as; Controller, Department
of Medicine and Surgery, Planning
and Program Evaluation, and Adminis-
trative Services; copies of material
sent to DMA field stations in which
operational 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.

Temporary. Destroy when
2 years old or sooner if

- no longer needed for

reference purposes.

24.



ITEM NO. TITLE AND/OR DESCRTPTION DISPOS™ "TON AUTHORITY

'50;(cc|§'t.) f. General Correspordence Files. : : o

. These files consist of general Temporary. Destroy when
- inquiries from the public and other 2 years old.

Federal or State officials concerning

national cemeteries or burials in

national cemeteries. These inquiries

do not concern a named decedent,

administrative, technical or histori-

cal details of a named national

cemetery which would result in the

document being filed in the

Individual Deceased Personnel File,

the Cemetery Administrative Files or

the Cemetery Historical Files.

g. Installation, Gravesite Layout, and
Landscape Planting Plan Files.

Layout maps showing the location of Permanent. Transfer to
buildings, flagpole, rostrum area, the National Archives
drives, access roads, sidewalks, when 30 years old,
enclosure fences, gates, plantings, in 5 year blocks{

and gravesite layout plans which show i.e., 1956-1960 in 1990.
the current status of all gravesites

within a cemetery or burial installation.

e

h. 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 Temporary. Destroy
the instructions of OMB Circular A-45 when 6 years old.
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.

25.



———20.(con*t}—1:—Record-of—Interment—+iless

TITLE AND/OR DESCRIPTION

DISPOSITION

AUTHORITY

(1) Paper Copies

Copies of individual
Records of Interment, (VA
Form 40-4956), containing
pertinent data on each
interment in a National

Cemetery and communications

pertaining to the
correction of these files.
(VA Forms 40-4956 are
prepared at National
Cemeteries).

(a) The Original (Copy
No. 1) (Reference: 38
U.S.C. 1004) The dates
of these paper records
are 1862-1984.

i
(b) The Original (Copy
No. 1) (Reference: 38
U.S.C. 1004) The dates
of thesé paper records

begin with the year 1985,

(c) Copy HNo. 2
(Reference- 38 U.S.C.

1004)
(d) Copy u. 3

Permanent. Retire

to FARC. Immediately
offer to the National
Archives records dating

. 1862-1960. Offer the

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

Temporary. Microfiim in
accordance with 36 CFR
1230.14. Destroy after the
microfilm laboratory staff
or agency official respon-
sible for microfilming the
records certifies the
records were microfilmed

in accordance with 36 CFR
1230.14.

Covered under 1tem 9,
National Cemeteries,
Records Control Schedule.

Temporary. (Reference and
working copy). Destroy
when 1 year old.



“ITEM*NO

20. (con't)

TITLE AND/OR DESCRIPTION

-

~ DISPOSITION AUTHORITY

(2)

Microfilm Copies

el

X

<

Lo

a

>

(a) Beginning April™ ..
1987, one silver copy
and one diazo copy

are to be transferred
yearly to a Federal
Records Center, and
subsequently transfer-
red to the National
Archives 10 years after
microffiming. (Micro-
film copies begin with

the year 1985).
ﬂw“'J“bvuJ

(b) Oneasilver copy
will be shipped to

a VA emergency reloca-
tion site, FEMA
facility each year
during the month of
April, beginning April

1987. o

et ,
(c) Onepsilver and two
diazo copies will be
retained in VACO,
Cemetery Service. !

Permanent. Inspect the
master copies of permanent
record microfilm every 2

sdyears in accordance with 36

CFR 1230.22.

Permanent for VA purposes.

Do not offer to the ‘National
Archives. Inspect the master
copies of permanent record
microfilm every 2 years in
accordance with 36 CFR
1230.22.

Permanent for VA purposes.

Do not offer to the National
Archives. [nspect the master
copies of permanent record
microfilm every 2 years in
accordance with 36 CFR
1230.22.

¢ (er ts



ITEM ND. TITLE AND/OR DESCR™ TON DISPOS™ W AUT{'IORITY

20. (con't. ) j. Record of Gravesite Set-Aside ‘ ’ .
g . Files (VA Form 40-4994).

VA Forms 40-4994 are used to record
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) Copy

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

These forms are used to report the
number of set-aside gravesites at

each national cemetery assigned

to the 4'x8' single depth program.

(1) Original

(2) Copy

1. Drawings and Specifications for
State Cemetery Grants Files.

These files consist of drawings
and specifications to be used for

bid purposes.

Covered under Item 46,
National Cemeteries,
Records Control
Schedule.

Temporary. Destroy upon
receipt of VA Form 40-4956

(see Item 20i(1l)(a) or
when set-aside is cancelled
by reservee.

(R4

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

Temporary. Destroy when
1 year old.

Temporary. Destroy 1
year after grant is
closed out.

In the event litigation,
claim, or audit is started
before the expiration of
the 1 year period, drawings
and specifications shall
be retained for 1 year
after litigations, claims,
or audit findings have
been resolved.

The drawings and specifi-
cations will be destroyed

1 year after final action
or decision.
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. ITEM NO. TITLE AND/OR DESCRIF N

DISPOSIT

21. .  SPECIAL FILES - APPLICABLE ONLY TO
’ " MONUMENT SERVICE

a. Monument Service Individual
Deceased Personnel Files.

Documents pertaining to the furnishing
of headstones and markers, burial in a
national cemetery, funeral arrangements,
burial locations, military honors,
headstone and marker inscriptions arnd
similar matters pertaining to veterans
and their families.

Temporary. Retain for
2 years then retire to
FARC. Destroy when 7

years old.

AUTHORITY"

b Preight_Files(Bill of Ladi

Files).

Records relating to freight consisting
of export certificates, transit certifi-
cates, demurrage car record books,
shipping documents pertinent to freight
classification, memorandum copies of

govermnment or commercial bills of lading,

shortage and demurrage reports, and all
supporting documents.

(1) Issuing office memorandum copies.

(2) All other copies.

(3) Register and control records.
c. Transportation Files.
General documents ard corre

relating to the shipment of
or markers from the manufac

(1) Copfracts.

(2) Bidders Lists.

3 years old.

Temporary. Destroy when

3 years old.

Temporary. Destroy 6
years and 3 months
after final payment
has been made.

BLIDE eqgeq o

Temporary. Destroy when

Temporary. Destroy when

Item la

GRS 9
Item 1b

GRS 9
Item lc

GRS 9
Item la

GRS 3
Item 4a

28.




ITEM NO.' TITLE AND/OR DESCRIP. J

2l.(con't,)

(3) Delivery Orders.

(4) Purchase Orders for Special
Requirements.

e. Statistical Files.

Copies of reports prepared by Monument
Service, National Cemeteries, and
National Cemetery Area Offices. They
consist of monthly, quarterly, semi-
annual and annual reports of headstones
and markers and national cemetery
statistics. These reports show the
number of burials, war service, veterans,
dependents, active duty, gravesites used,
gravesites reserved and available, group
burials, employee hours utilized at
National Cemeteries, costs by cemetery,
and cumulative report figures for the
Department of Memorial Affairs.

f. Headstone or Marker Application
Files.

These files consist of 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 headstone or marker for an
unmarked grave.

DISPOSIT. AUTHORITY

Temporary. Retain 6
years or as long as
the contracts against
which they are issued
are retained.

Temporary. Destroy 3 years

after final payment
has been made.

Temporary. Destroy when
5 years old.

A9.




—

Hemzifr) (1) Paper copies

ggl_ﬂfiscql Years 1973 Permanent. Retain for 2
through 1985 — - years and then retire to
FARC. Offer in yearly
“blocks to National Archives
when 7 years old.

&
(b) Beginning Fiscal ¥ 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 certifies the
records were microfilmed in
accordance with 36 CFR
1230. 14,

(2) Microfilm copies (a) Permanent. Transfer a
silver and a diazo copy to
the National Archives every
fivk 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. Transfer—rnot—

: .
‘1“th?‘4*°4'9°?4‘“9. il
illde,(.
(b} Temporary. Two working
copies maintained in
Monument Service. Destroy

when 7 years old. B4sposat
. X
“9*”3“$h°‘*yy***”“?”“?gq

dadex-
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ITEM NO. TITLE AND/OR DESCR ION

DISPOS. N

Zi.(con’”t)

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

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

g (1) National Cemetery Copy.

(2) oOriginal.

22, RECORDS COMMON TO SEVERAL OFFICES

AUTHORITY

Covered under ‘Item 37,
National _Cemeteries,
Records Control Schedule.

Temporary. Retain for

2 years and then retire to.
FARC. Destroy when 5 years
old.

nEfice-Adminictrative—Fites:

Records accumilated by individual
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 records
relate to the office organization,
staffing, procedures, and
communications; the expenditure of
funds, including budget papers-

office space and

hey may include copies of

longer needed,
is sooner.




ITEM NO. TITLE AND/OR DESCR  ION DISPOS’

22';.(con‘t.')

AUTHORITY

i the-Off 3£ ted hicher
levels) and other materials that do not
serve as official documentation to the
programs of the office.

NOTE: This does not apply to the record
copies of organizational charts,

functional statements, and related records
that document the essential organization,
staffing, and procedures of the Department.

b. Schedules of Daily Activities.

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 “personal
records" are not covered by this item.

(1) Records containing substantive
information relating to the official
activities of high level officials,
the substance of which has not been
incorporated into memoranda, reports,
correspandence, or other records
included in the official files.

(High level officials include thg
heads of departments and indepeyide
agencies, their deputies and
assistants; the heads of prog
offices and staff offices
including assistant secret
admmstrators, and commi/Ssioners:;

Xibmit SF 258, Request
‘atigfer; Approval and

Hiénagéeichives of the
es, to VACO,
Administrative Operations
Staff (40F), for trans-
mittal to GSA to accept

the_ offer.

GRS 23
Item 2a
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ITEM NO.

TITLE AND/OR DESCF ‘ION DISPOS

22(cmt)%———(b}~if—ﬁxe—offer-rs-mt'meptetr

b}

"ON AUTHORITY

destroy the records when 6

years old.
(2) Records of other than high Temporary. Destroy GRS 23
level Federal employees as 2 years old. Item 2b

defined in "(1)" above containing
substantive information relating

to official activities, the substance
of which has not been incorporated
into official files.

rary. Destroy when GRS 23

(3) Routine materials containing no
no longer needed. Item 2c

substantive information regarding
the daily activities of other
high level officials as defi
"(1)" above; and records of

-

Temporary. Destroy when GRS 23
action is taken. Item 3a

Standard Form 71, Application for
Leave, and supporting papers relating
to requests for and approval of taking

leave.

(1) If timecard has been initialed Destroy at GRS 2
by the employee. ‘of the applicable Item 8a

Temporary. Déstroy GRS 2
after GADO audit or when Item 8b
3 years old, vwhichever

is sooner.

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

Temporary. Destroy after GRS 2
GAO audit or when 3 years Item 3b
old, whichever is sooner.
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LI'i'EM NO.

TLITLE AND/OR DESCRIPYLON

DISPOSITIQN AUTHORITY

éi(con' t.)

»

f. Congressional and White House

Correspondence 'Files.

- These files consist of inquiries
and responses on matters relating
to Memorial Affairs.

g. Chronological (Reading) Files.

These files contain extra copies of
all correspondence prepared in DMA.
They are used for information and

reference purposes only.

Temporary. Destroy'when
3 years old.

.-Temporary. - Destroy when

2 .years old.

R—Request—for-Tokens—or-Fickets,—
VA Form 00-3079 and Accountability
Record for Tokens or Tickets,

VA Form 60-4530 Files.

These files consist of all requests
for tokens or tickets and th
accountability of the éns or
tickets. ( are issued

s for official business

Destroy 1 year GRS 9

Temporary.
Item 5b

affer all entries are
cleared.

e

i. Intemal Control Files.

Record of vunerability assessment
reviews that are performed

quarterly.

Temporary. Destroy when
3 years old.
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Records Control Schedule
Veterans Administration Central Office
Department of Memorial Affairs

SUBJECT INDEX

AUTHORIZATIONS
BENEFITS

General

State Cemetery Grant Appeals Case Files
" " " Control Files
" " "  Program Files
" " "  Project Files

BQARDS AND COMMITTEES
CONFERENCES
DEFENSE AND DISASTER

Energy Usage Reports
General

FINANCE

Accounting Administrative Files
Appropriation Allotment Files
Budget Apportionment Files
Budget Background Records
Budget Correspondence Files
Budget Estimates and Justifications Files
Budget Policy Files
Budget Reports Files
Expenditures Accounting General Correspondence
and Subject Files
Expenditure Accounting Posting and Control Files
Operating Budget Plan
q

FREEDOM OF INFORMATION ACT (FOIA) REQUESTS FILES
FOIA Administrative Files
FOIA Appeals Files
FOIA Reports Files
LEGAL
LEGISLATION
MANAGEMENT AND ORGANIZATION
General

Internal Audit Reports
Organizational Files

RCS ITEM NUMBER

)

BENDY ™

W

v

10

10a, 10b
10c
104



-

SUBJECT INDEX

OFFICE SYSTEMS AND METHODS
PERSONNEL

Correspordence and Forms Files

Employee Awards Files

Equal Employment Opportunity Records

Employee Record Cards

Financial Disclosure Reports

General

Grievance, Disciplinary and Adverse Action Files
Incentive Awards Program Reports

Length of Service Awards Files

Letters of Commendation and Appreciation
National Cemetery Director Trainee Appraisal Files
Personal Injury Files

Personnel Allocation Letters ] .

Personnel Operations Statistical Reports

Position Classification Files -
Request for Authorization of Overtime Work

Request for Personnel Action

Service Record Cards

Training Records

PRIVACY ACT GENERAL ADMINISTRATIVE FILES
PUBLIC INFORMATION AND PUBLICITY

Correspondence (General)

Memorial Day and Veterans Day Service
Newspaper Articles and Photographs

Public Relations Files

Routine Requests

REOQORDS AND INFORMATION MANAGEMENT

Communication Correspondence, Reports, and Reference Files
Forms Files

Messenger Service Files

Project Files

Publications

Records Disposition Files

Records Holdings Files

Records Management Files

Reports Control Files

Telecommunications (General)

SAFETY

Accident Investigative Files
Motor Vehicle Accident Files

RCS ITEM NUMBER

11

12

129
120
12e
12n
12a
12g
125
12h
12i
12s
12r
12c
121
12f
12b
12k
1238

12p
13
14
l4a

144
l4c
14b

15

15¢c
15a
15b
15f
15e, 15g
15h
15i
15k
153
154

16

16a
16b



-

SUBJECT INDEX ° - : RCS ITEM NUMBER

STRUCTURES AND LANDS ' 17
Correspondence 17a, 17b
National Cemeteries 174
Transfer of National Cemeteries from Department of Army

to Veterans Administration 17c

SUPPLIES, SERVICES AND BQUIPMENT 18

Consolidated Memorandum Receipt (OMR) Files on

Accountable Property 18¢
Correspondence 18a, 18b
Non-Accounting Property Files 184

TRAVEL 19
General Travel and Transportation Files . 1%
Passenger Reimbursement Files : - 1%

SPECIAL FILES — APPLICABLE ONLY TO CEMETERY SERVICE - 20
Cemetery Administrative Files 20e
Cemetery Historical Files 20a
Cemetery Plan Files 20c
Cemetery Service Individual Deceased Personnel Files 20b
Drawings and Specifications for State Cemetery Grants Files 201
General Correspondence Files 20f
Gravesite Reservation Files 204
Installation, Gravesite Layout, and Landscape

Planting Plan Files 20g
Monthly Report of Adjacent Gravesite Set-Aside (AGS) Files 20k
National Cemetery Quarters Appraisal Record ard

Estimate of Market Rent by Comparison Files 20h
Record of Gravesite Set-Aside Files 205
Record of Interment Files 201

SPECIAL FILES —— APPLICARLE ONLY TO MONUMENT SERVICE - 21
Freight Files (Bill of Lading Files) 21b
Headstaone and Marker Application Files 21f
Headstone and Marker Procurement Files 214
Monument Service Individual Deceased Personnel Files 2la
Request for Replacement of Headstone Files 21g
Statistical Files 2le

Transportation Files 21c



v .'. B )
SUBJECT INDEX

L o L RCS ITEM NUMBER'

RECORDS COMMON TO SEVERAL OFFICES 22
Chronological (Reading) Files 22g
Congressional and White House Correspondence Files 22f
Flexitime Attendance Records 22e
Internal Control Files 22i
Leave Application Files 224
Office Administrative Files ' 22a
Request for Tokens or Tickets, and Accountability Record

for Tokens or Tickets 2Zh

Schedules of Daily Activities 2
Suspense Files 22c

DEFINITIONS/CLARIFICATIONS

. GSA -~ General Services Administration
FARC — Federal Archives and Records Centers (GSA) ‘.
NARS - National Archives and Records Service (GSA)
GRS -~ General Records Schedules -
GAD -~ General Accounting Office .

VACO - Veterans Administration Central Office
DMA - Department of Memorial Affairs

NOTE: General Records Schedules are issued by the Administrator, General
Services Administration, to provide disposition standards for records
common to several or all agencies of the Federal Government. Questions
concerning General Records Schedules should be directed to VACO, DMA,
Administrative Operations Staff (40F).




ITEM NO TITLE AND/OR DESCRIPTION DISPOSITION AUTHORITY

T —20:(con*t}—i=—Record-of—Interment-Files:——
(1) Paper Copies -

Copies of individual
Records of Interment, (VA
Form 40-4956), containing
pertinent data on each
interment in a National
Cemetery and communications
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 to FARC. Immediately
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.
}
(b) The Original (Copy Temporary. Microfiim in
No. 1) (Reference: 38 accordance with 36 CFR
U.S.C. 1004) The dates 1230.14. Destroy after the
of thesé 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 No. 3 Temporary. (Reference and

working copy). Destroy
when 1 year old.

2¢



ITEM NO

TITLE AND/OR DESCRIPTION

DISPOSITION “AUTHCRITY

20. (con't)

Microfilm Copies

—-

£

< -

St

-

(2)

(a) Beginning April ..
1987, one silver copy
and one diazo copy

are to be transferred
yearly to a Federal
Records Center, and
subsequently transfer-
red to the National
Archives 10 years after
microfilming. (Micro-
film copies begin with
the year 1985).

(b) One silver copy
will be shipped to

a VA emergency reloca-
tion site, FEMA
facility each year
during the month of
April, beginning April
1987.

o

(c) One silver and two’
diazo copies will be
retained in VACO,
Cemetery Service. '

Permanent. Inspect the
master copies of permanent
record microfilm every 2

syears in accordance with 36

'CFR 1230.22.

Permanent for VA purposes.

Do not offer to the National
Archives. Inspect the master
copies of permanent record
microfilm every 2 years in
accordance with 36 CFR
1230.22.

Permanent for VA purposes.

Do not offer to the National
Archives. Inspect the master
copies of permanent record
microfilm every 2 years in
accordance with 36 CFR
1230.22.

24 (el



(1) Paper copies

Permanent. Retain for 2

“through 1985

(b) Beginning Fiscal
Year 1986

(2) Microfilm copies

(a) Fiscal Years 1973

(a)

(b)

~ years and then retire to™

FARC. Offer in yearly

“blocks to National Archives

when 7 years old.

§
1. Temporary. Microfilm in
accordance with 36 CFR .
1230.14. Destroy after the
microfilm laboratory staff
or agency official respon-
sible for microfilming the
records certifies the
records were microfilmed in
accordance with 36 CFR
1230.14,

2. —Retire—toFARC—on—2—

—«wn%thhbagésw-—Bﬁsposa+

not-authorized pending
development-of—a mricrofiimr
mdexs -

Permanent. Transfer a
silver and a diazo copy to
the National Archives every
fivk 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. Transfer—net—
authorized—pending
developmentof a-microfita-
index.

Temporary. Two working
copies maintained in
Monument Service. Destroy

when 7 years old. Bisposat
. -
“9‘“?”‘h°‘4*e?'93“44“9}.]
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