
•REQUEST FOR RECORD~SPOSITION AUTHORIT-Y 
(See Instructions on reverse) 

TO: GENERAL SERVICES ADMINISTRATION, 
__ NA_T_IO_N_Al_AR_C_H_IV_ES_AN_D_RE_C_OR_D_S_S_E_RV_IC_E_, _W_AS_H_IN_G_TO_N_,_D_C _204_08 __ --tDATE RECEIVED 4 DEC 1978 

1. FROM (AGENCY OR ESTABLISHMENT) 

U. S. Postal Service 
NOTIFICATION TO AGENCY 

2.	 MAJOR SUBDIVISION 
In accordance with the provrsiens of 44 USC. 3303a the disposal re 
quest, Including amendments. IS approved except for Items thdt may 

3. MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" In column 10 

4. NAME OF PERSON l(YITH WHOM TO CONFER	 5. TEL. EXT 

/-::,-71John E. Finlay 245-4142	 Dale 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

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 /0 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

:fXl B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE	 E. TITLE 

USPS RECORDS OFFICER 
9. 10.SAMPLE OR ACTION TAKENJOB NO. 

The following Records Disposition Instructions
 
cover ~nQ~al ADP RecorEis find the Project

Authorization Control System (PACS). They cover
 
machine readable records.
 

STANDARD FORM 115 
}) ~ Revised April, 1975:l 7 ~,j,..IPrescnbed by General Services 

Adrnirustratron 
FPMR (41 CFR) 101-11 4 



PAGE OF	 c:;JOB NO.Request for Records Disposition Authority - Continuation	 I 
!L /f /0 

7. 8. DESCRIPTION OF ITEM 9. 
ITEM NO. (WIth Inclusive Dates or Retention Periods) S~~~L~OOR 

PROJECT AUTHORIZATION CONTROL SYSTEM (PACS) 

GENERAL AUTOMATIC DATA PROCESSING (ADP) RECORDS 

1.	 Systems Documentation. Record copies of
 
documentation usually maintained on Automatic
 
Data Processing Installations. All other copies

are considered reference material and will be dis~
 
posed of in accordance with disposition instructipns

for Reference Material found elsewhere in these
 
schedu.l.es , 

a. Data Systems Specifications. Documents 
containing definitions of systems, inclue.ing
functional requirements, data requirements,
sys t.emy subsrys t.em specifications, requests for the 
system, authorizing directives; also, file 
layouts and specifications, output specifications
and reports layouts. 

(1) Disapproved proposed systems

(documentation retained by customer) •
 

Dispose of 1 year after final action. 

(2)	 Approved System. 

Move	 to an inactive file upon discontinuance of 
system and conclusion of audit by an outside 
source. Maintain in office for 1 year; then 
destroy. 

b. System Test Documentation. Descriptive
material including test plans and test analysis
reports. 

(1)	 Djsapproved proposed systems. 

Dispose of when no longer needed or along with 
other systems documentation, whichever is
 
sooner.
 

(2)	 Approved system. 

Dispose of 1 year after completion of testing. 

10. 
ACTION TAKEN 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPu 1975 0 - 579 ..387 FPMR (41 CFR) 101-11 4 
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JOB NO.Request	 for Records Disposition Authority-Continuation I 
9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR

ITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO 

c. User Manual. Information which describes the 
functions of the system in non-ADP terrr.inology
so that users can determine applicability, when 
and hovr to use the system. 

Maintain I copy with Systems Specifications
(a above). Dispose of all ether copies in 
accordance with disposition instructions for 
reference files, shown elsewhere in these 
schedules. 

d. Run Books (ADP-2). This is included in Data 
Operations Document.ation. It is used to indicate 
job setup, sequence for calling files, dispositio~
of files. 

Maintain I copy with Systems Specificati.ons
(a above). Destroy when updated or system is 
discontinued. 

e. Test Data. Consists of cards, tapes or other 
media containing data used to simulate a live 
environment to test the functioning of 'the 
system software and processing. 

Dispose of when the system is accepted by all, 
including the customer, or when no longer needed,
whichever is sooner. 

2.	 Work Files. Temporary machine readable media 
used to facilitate general processing such as 
in merges or sorts. They do not result from 
input data, neither are they used to produce
reports nor are they used to update the master 
file. 

Except as specifically coverEd elsewhere in these 
schedules, dispose of when the purpose for which 
they were created has been served. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 



JOB NORequest for Records Disposition Authority - Continuation I 
7. 

ITEM NO. 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 
10. 

ACTION TAKEN 

PROJECT AUTHORIZATION CONTROL SYSTEM (PACS) 

This is a computerized financial data base and 
accounting system that controls authorizations,
commitments and payments for facility and fixed 
mechanization capital and expense projects
exceeding $2,000. The system supports entries 
to general ledger accounts assoc1ated with the 
Facili ties and Fixed Me chand aa't.Lon Programs.
Funds are authorized by r'equirement organizations 
and paid after certification by regional and/or
he adqua r-t.ers contracting officers. 

3 Project Authorization Control System (PACS)
Financial Case Files. Arranged by Project 
Authorization Number wi thin region. Cont.ains 
papers and documents originated at the inception
of the project and includes a history of all 
subsequent financial changes. Data includes 
Project Authorization Number, Contract Numbers,
installation name, region and district codes,
address of payee, contracting officer, account 
numbers and Budget Index Codes (BIC), and 
amounts of commitments. These files are used to 
administer the project, control funds authorized,
committed, and paid, for facility and fixed 
mechanization projects of $2,000 and over, such 
as purchase of land, buildings, and making
improvements. This information is used as input
to the Project Authorization Control System
(PACS). (PS Forms 7334, 4209, 4211, 4211-B,
125, 125-A , 1233, 7330 and 7490). 

Upon completion of administrative and fiscal 
closeout, audit by an outside source, and,
completion of all litigation, move to an inactive 
file. Close the inactive file each year;
maintain for 2 years in office space; transfer 
to Federal Records Center (FRC) for 8 years; 
then destroy. (Record Life: 10 years). 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-11.4 



JOB NO.Request for Records Disposition Authority - Continuation I	 PAGE OF CI/
fY.> 1/ 10 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR
ITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO. 

4	 Error Files. Consists of both machine readable 
materlal and printed material containing evidence 
of data rejected by the system as inv5lid. 

Dispose of when the system is fully converted to
 
direct data entry and the reports are audited by ~n
 
outside source; or, 1 year from date of report,

whichever is sooner.
 

5	 PACS Master File. Records are arranged in random 
fashion on resident disc pack. This is the finan~ial 
data base and accounting system that controls 
authorizations, commitments and payments for 
facility and fixed mechanization capital and 
expense projects exceeding $2,000. This data 
base is created from documents and information 
contained in the PACS case file. It contains 
such d8ta elements as Project Authorization 
Number, Account and BIC, Amounts authorized and 
committed, uncommitted amounts, payments history,
indications as to whether co rps of Engineers or 
USPS concern, location :and contract numbers. 
The file contains 3 records: Authorization 
Detail, Contract, and Payment. This data base 
is used to record activity, to produce standard 
periodic reports, support entries to general I 

ledger accounts, and to respond to inquiries. 

Upon discontinuance or conversion of the system,

produce a final status report (See Item 6).

Dispose of the data base after f i.nz.L auditor the
 
report.
 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 



JOB NORequest for Records Disposition Authority - Continuation	 I 
9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE OR

ITEM NO (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO. 

6	 PACS status Report. Reports are produced on an 
accounting period (A/P) basis and contain the 
same information found in the PACS Master File. 
Information is cumulative. Reports printed
in project sequence are maintained at the PDC. 
Reports printed in Budget Account Code sequence
that summarize Account Code and Budget Index 
Code (BIC) detail are distributed to Headquarters
and field agencies. The reports are used for 
balancing and tracking progress. 

a. Accounting Period Reports 

Dispose of A/P reports as successive reports
are received; except, the report summarizing
the entire Fiscal Year will be disposed of 
1 year from the date of the report. (Record
Life: 1 year). 

b. Final Status Reports. (See Item 5). This 
report is printed upon discontinuance or 
conversion of the system. 

Upon completion of an audit by an outside source,
maintain in office for 6 years; then destroy.
(Record Life: 6 years.) 

115-203 Four ccptes. Including original, 10 be submiHed 10 the Nallonal Archlvell STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
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Request 

7. 
ITEM NO. 

for Records Disposition Authority - Continuation 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

I JOB NO. 

9. 
SAMPLE OR 

JOB NO. 

PAGE OF IJ/
,61 If 10 

10. 
ACTION TAKEN 

·1 7 

8 

Security Backup File. This file is created weekl~ 
following the weekly update. It consists of 
machine readable media identical in format 
and content to the PACS Master File. It is 
retained as security in case the master file is 
damaged or inadvertenly erased. 

Dispose of when 60 days old. 

PACS History File. Records are arranged in 
random sequence on this magnetic tape file. 
It contains records of projects that have been 
completed, cancelled, or discontinue1 Information 
contained in this file is cumulative - a new 
file is created each accounting period. It is 
used to produce account:ing period, quarterly
and annual repoyts~ 

Dispose of when successive year-to-date tapes
are created; except, the annual tape will be 
disposed of I year and 3 months from the date 
created. 

'\ 
9 PACS History File Reports. These are reports

printed from the PACS History tape.. Data is 
balanced by accounting period, quarter, and 
year. 

Dispose of when successive year-to-date reports
are produced; except, the annual report will be 
disposed of I year and 3 months from the date 
of the report. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revrsed July 1974 
Prescribed by General Services 

Administration 
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Request for Records Disposition Authority - Continuation	 I JOB NO. PAGE OF 1:"/
79' 7110 

9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10.ITEM NO.	 (With Inclusive Dates or Retention Periods) JOB NO.	 ACTION TAKEN 

1.0	 Budget Inde~Code (BIC) Report. A magnetic
tape containing a weekly summary of project chang~s
by BIC. Report shows total dollars in each 
account and BIC as shown in the status report.
This report is transferred by digitronics to regipnal
support data centers where the information is 
incorporated into regional budgetary reports.
(BIC reports.) 

Dispose of information upon confirmation of 
receipt by regional support data centers, or 
one full accounting period, whichever is 
sooner. 

11	 Journal Voucher Listing. This is a magnetic tape
wi th information in Account Numbe r sequence.
It is a statement of account of budget
expenditures and is used as input to the Accounts 
Payable system. It is also entered into the 
Trial Balance and General Ledger for the host 
PDC according to region. The listing contains 
such information as weekly summation of trans-
actions, commitments and payment:s by account 
number. It is also used for referencing and 
balancing against source documents. 

Dispose of 45 days from date of creation. 

12	 Weekly Payment Report (Pay Journal). A magnetic
tape report produced weekly containing a record 
of payments to vendors during the past week. Cortains 
such information as region/district identificaticn,
project authorization number, amount of paxnent,
vendor or contractor name and address, and othe.r 
project identification codes. Information is 
furnished accounts payable system to generate
checks, check listings, and a schedule of 
payments. 

Dispose of when che-cks are verified and certifiec 
or 30 days, whichever is sooner. 
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PAGE OFJOB NO.Request for Records Disposition Authority-Continuation I CY 
~1 .If /0 

9.7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. 
ITEM NO (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN 

13 ')
 

14 '. 

15 ,I.. 

16 ,-

Schedule of Payments. Arranged by week within
 
Fiscal Year. This is a textural listing of
 
information contained in the weekly payment

report. It is used in t.he. PACS Section for
 
inquiries, audits, and reconciliations.
 

Close the file each Fiscal Year. Maintain in
 
office for 2 years; transfer to FRC for 10 years;

then destroy. (Record Life: 12 years.)
 

Treasury Check Detail List. Arranged by week
 
within Fiscal Year. A textural record of paymen~s

to vendors or contractors. This list duplicates

information printed on Treasury Checks intended fpr

disbursement. The list includes payee name,

Claim/contract/SSN/tax-ID nl~ers, julian date,
 
check number, amounts and totals.
 

Close the file each Fiscal Year. Maintain in
 
office for 2 years; transfer to FRC for 10 years;

then destroy. (Record LIfe: 12 years) •
 

Analysis by Account Number. A textural product

from the PACS Master File. It is produced each
 
accounting period. Shows such information as
 
dollar amounts for authorizations, commitrrents,

obligations, and payments b~· FY and account
 
number.
 

Dispose of 90 days from the date of the report.
 

Reports on Parsons Contract. Arranged

chronologically. A weekly report of amounts corrrnitted,

uncommitted, paid, and unliquidated. It is used
 
for manual account reconciliation.
 

Dispose of 90 days from date of report.
 

115-203 Four copies, Including original, to be submitted 10 the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Administration 
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JOB NO. PAGE OF aRequest for Records Disposition Authority - Continuation I 
~/O /1/(5 

7. 
ITEM NO. (With 

8. DESCRIPTION OF ITEM 
Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

~iscellaneous PACS Reports. These are report.s 
produced on an "as rE':.quired" basis. They usually 
re su l,t from a program change and arE: used as 
verification or audit trail documents. They 
~nclude such reports as: PACS/Cornrnitments/ 
Payments Accounts/BIC Chanqe s r PACSAuthorization, 
~ccount/BIC Chancea r and, PACSConvers ion 
~ccount/BIC Totals. 

Dispose 
~urpose 

of 
or 

after reports have 
90 days, whichever 

served their 
is sooner. 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
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Administration 
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