o ®
REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)

¢ .

LEAVE BLANK

JOoB NO

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

e /-146-8Y -1

1. FROM (AGENCY OR ESTABLISHMENT)
U. S. Office of Personnel Management

) (39

NOTIFICATION TO AGEfTéY

2. MAJOR SUBDIVISION
Information Management Division

In accordance with the provisions of 44 USC 3303a the disposal re
quest, including amendments. 15 approved except for items that may

3. MINOR SUBDIVISION
Information Systems Plans and Policies Branch

be stamped “‘disposa’ not approved” or “‘withdrawn™ 1n column 10

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT

632-7714

boisgy Gtk i

"Daf Archivst of the Gmited States

6. C g#méA}TE%FRA'GEﬁéFﬁE&%ESENTATIVE

| 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

page($) are not now needed for the business of

this agency or will not be needed after the retention periods specified.

[] A Request for immediate disposal.

[X] B Request for disposal after a specified period of time or request for permanent

retention.
C. DATE D. SIGNA ﬂAGEN TIVE E. TITLE
4?8 Chief, Information Systems
2/7/84 William C. Duffy Plans and Policies Branch
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO {With inclusive Dates or Retention Periods) SA:PSELSOOR ACTION TAKEN
Amend the Budget and Finance (BUF) section of
Administrative Manual Supplement 44-3, Disposition
of Records, as per attached.
PATS DATA CUIANAY SHERT ¥ITT BE
FORIRDID WM PRINIAD CHALCR 76O fems
s /D
SEITETS STAOATD Fom s

Coﬁ w2t fo Aélmt)

Ful seox do Adﬁgp: Nals l[bs{%ff’ s

Prescribed by General Services
Administration
FPMR (41 CFR) 101-114



item No.

1.

3.

5.

6.

BUDGET AND FINANCE

This functional grouping of records consists of collections of documents, computer
printouts, and files relating to: Internal payroll; work reporting, and cost analyslis;
budget program; accounting; disbursing of funds, and other financial activities, Fiscal
and accounting records of accountable officers will be transterred to the Federal Records
Center in accordance with the provislons of title 8 of the GAO Policy and Procedures
Manual, Agency records will be disposed of in accordance with this schedule,

Title and Description of Records
ObllgaflOQxcopy of contract, requisition, purchase order, etc,

Individual Earnings Record (OPM Form 781 or its equivalent),
File alphabetically by year. Start new file each year,

Leave record cards maintained independentiy of pay and earning
records, including OPM Form 788, Time and Attendance Report,
when used as a leave record:

a. Original card,

b. Microfilmed cards showing accumuiated {eave on
separation from Federal Service,

c. All other pay or fiscal copies,

Record of Leave Data (SF 1150).

a, Original copy of SF 1150,

b, Agency copy.

Fiscal copy, Notification of Personnel Action (SF 50),

Computer printouts,
a, Payroll register,
(1) Control office.

(2) Individual payroli office,

Disposition
Dispose when funds are obligated,
Transfer to the National Personnel
Records Center, St, Louis, Missouri.

Destroy 56 years after the date of
the last entry on the card.

Destroy upon microfiiming.

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

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

File on right side of officlal
personnel folder.

Destroy when 3 years old,
Destroy when related pay records are

audited by GAO or when 3 years old,
whichever Is sooner,

t

Destroy after retentlon for 3 years.

Destroy atter retentlon for 1 year,



item No.

8.

9.

Ce

ge

Payrol| coding documents:

Title and Description of Records
New normal rates,
(1) Control offlice,
(2) indlvidual payroll office.
Other deduction register,
(1) Control offlce,
(2) Individual payroll office.
Bond balance |lIsting,
(1) Control office.
(2) Individual payroll office,
Master Retirement Record (MRR) !lsting.
(1) Control office,
(2) Individual payroll office,
Master Employee Record (MER) Iisting,.
(1) Control office,
(2) iIndlvidual payroll office,
Bond master file,
(1) Control office.
(2) Individual payroll office.

i.0.,, OPM Forms 936, 938, and

other coding documents not listed elsewhere in this schedule.

Tax Withholding Documents:

a, Withholding Tax Exemption Certificate (such as IRS
Form wW-4),
b. Returns on income taxes withheld (such as IRS Form

W-2) and reports of Federal and State taxes and related items,

Comblned Federal Campaign (CFC) and union dues authorization

flle:

A,

CFC.

Disposition

Destroy after retentlon for 3 years.

Destroy after retention for 1 year,

Destroy after retention for 3 years.

Destroy after retention for 1 year,

Destroy after retention for 3 years,

Destroy after retention for 1 year,

Destroy after retention for 3 years,

Destroy when superseded or obsolete.

Destroy after retention for 3 years.

Destroy after retention for 1 year,

Destroy after retention for 3 years.

Destroy after retention for 1 year,
Dispose of after verification of data

on related magnetic media.

Destroy 4 years after certificate is
superseded or obsolete,

Destroy after retention for 4 years,

Destroy when superseded or after
separation of employee, If employee
transfers within an agency or between
agencies, these authorizations must
also be transferred.



Item No.

10,

i,

12,

14,

15,

16,

Title and Description of Records

b, Unlon dues (SF 1187 and SF 1188),

Bond Issuance Schedule (such as SF 1183's, etc.).

Correspondence pertaining to payroll,

Individual authorization records of deductions for items such

as health and life Insurance, bonds, etc.
a. SF 1189, SF 1199A, and OPM Form 1108,

b, SF 176, SF 1192, and SF 2809, or 2810 (personnel
folder copies,)

Retirement Documents:
a., Report of Withholdings and Contributions (SF 2812),
b. Register of Separation and Transter (SF 2807),
Register of Adjustments (SF 2807-1), and Annual Summary

Retirement Fund Transactlons (SF 2807-2),°

Correspondence regarding lost checks and bonds and returned
checks and bonds.

Memorandum coplies of fliscal schedule involved In payroll
processing, (file by pay period), controls for balancing and

preparing reports, and control register and related totals
and forms,

Designated Agents (DA) files:

a. Mailing forms,
b, Mailing slips.

c. Checklist by DA (Central Control Unit, CCU, entire
copy). '

de List of bond purchases by DA (CCU entire copy).

Levy records, including all papers relating to charges
against salaries and retirement funds of OPM employees,
maintained in centra! and regfonal Budget and Fiscal
Offices, Treasury Form 668A, etc.

Disposition

Destroy when superseded or after
transfer or separation of employee,

Destroy after retention for 2 years,

Destroy after retention for 2 years,

Destroy when superseded or obsolete,

Transfer with employee folder upon
separation or transfer,

Destroy when 2 years old,.

Destroy when 3 years old.

Break annually., Destroy 2 years

after break,

Destroy after audit by GAO or when
3 years old, whichever is earller.

Break monthly,
aftter break.

Destroy 2 months

Break monthly, Destroy 2 months

after break.
Break annualiy, Destroy 1 year after
break,

Break annually, Destroy 1 year after
break,

Destroy when 3 years old,



. ‘
.

I1tem No, Title and Description of Records
18, Computer printouts - OPM-wide payroii:
a, Final Ilisting of transaction processed,

b, Final iisting of transactions processed vs master-
flle,

c. Payroll register,

d. Otfher deductions register,

e, Bond masterflile transactions,

t. Status of U, S. Savings Bonds.

g. Summary of Bond Purchases,

h, Checklist to OPM, unions, and allotments,

T« Checklist to banks, individuals, and composite
checks,

Jo Checklist to home (mailings),
19. DELETED, (Computer printouts of work reports.)
20, Budget, Pollcy and Procedure Material:
a. Budget Instructional matertal and correspondence

e showing OPM pollicy and procedures regarding budget.
“I.. b. MGMO/Q',JB af G, e8ment betiuee, 1% bu}ef

o?lh . oMice ,C' co fRO operatiog org 3ai3 3 s R, 271D, el
0 ')ﬁl /7 m_ 6‘)45 et ON.c' a.
" 1;5 Carbon coples of memoranda which are contained in

CO and RO operating organizations,

21, Work Reports (WR) and Workload Documents:
a., Individual employee WR,
b. Workload Input Format and Workload Statistics
(coding documents),
22, Work Report Edit and Correction Report,
23, Computer printout of biweekly payroll distribution,
24, Computer printout of detail in and out [ists (WR),

25, Computer printout of console listing (WR).

Disposition

Destroy after retention for 1 year,

Destroy when superseded.

Destroy after retention for 1 year,
Destroy after retention for 1 year.
Destroy when super§eded.

Destroy after retention for 1 year,
Destroy after retention for 1 year,
Destroy after retention for 1 year,

Destroy after retention for 1 year,

Destroy after retention for 1 year,

T » Cov”
Destroy whea sopesseded o
Obs olete ' N"ﬁ

Break 3un0aly . Destroy T yes g
. - ’
216 1 clsse e Aisc.s) y Cer
Covered ‘)1 1. 64 d"@f.

Break annually, Destroy 1 year
after the close of fiscal year
covered by the budget.

Dispose of after verification of data
on related magnetic media,

Dispose of after verification of data
on related magnetic media,

Destroy 2 months after end of FY,
Destroy 2 months after end of FY,
Destroy 2 months after end of FY,

Destroy 2 months after end of FY,


http:be+.......ee

|tem No.

26,

27,

28,

29,

30.

31,

32,

33,

35,

Title and Description of Records
Computer printout of correctlions forms (WR),
Computer printout of:
a. Speclal summary lists (WR),
b. Update Iisting (WR),
Computer printout of worklioad status from CO,

Request for X employees numbers (Empioyees from other
agency on reimbursable basis) CO,
Information coples of Block Total iist and Time and
Attendance Control I|ist,

Computer printout of special report of comparative program
data,

Record coples of formal budget submission to Office of

Management and Budget and to the Congress (including
supporting working papers which are deemed to be necessary).

Budget Correspondence:

a., Correspondence files of the Budget Division,
consisting of correspondence regarding current operations
Insofar as budget matters are concerned.

b. Carbon coples of above correspondence which are
maintained In group, staftf offices, and regional office
files.

Budget Estimate Material:

a. Cost statements and rough data accumulated In the
preparation of annual budget estimates,

be Duplicates of submissions and work papers In the
operating organizations.

c. Work papers accumuiated !n the preparation of year
estimates in operating organizations and regional offices.

de Annual budget estimates-computer printout.

Reports on Appropriations, Apportionment, and Reapportionment:

a. Perlodic reports on the status of appropriation
accounts and apportionment schedule maintained in control
office and copies of submissions in operating organizations,

(1) sF 132,

Disposition

Destroy 2 months after end of FY,

Destroy 2 months aftter end of FY,

Destroy 2 months after end of FY,
Destroy 2 months after end of FY,

Destroy 1 year after end of FY,

Destroy

when obsolete or superseded.

Break annually,
break,

Destroy 2 years after

PERMANENT \_Transfer 1o Executive Files
when cancel le perseded, or when no
longer curre) ffer to NARS when 20

%1 /o Yy eas >0

% close of Sci2) 'y a- copered

by 18 budjet. c?;%h 10/ 89

Destroy 2 years after the close of
the fiscal year covered by the budget,

Destroy 2 years after the close of
the flscal year covered by the budget.

Destroy 1 year after the close of
the fiscal year covered by the budget.

Destroy 1 year after the close of
the fiscal year covered by the budget,

Destroy 1 year after the close of the
fiscal year covered by estimates.

Destroy 1 year after the close of the
fiscal year covered by estimates.

Destroy 2 years after the close of

tha ficcal vaar



|tem No.

36,

37,

38.

39,

40,

41,

42,

43,

44,

Title and Description of Records

b. SF 133,

Schedules of certificate of settiement of claims settled
by GAO,

Report of survey covering lost, destroyed, damaged, or
stolen property, and other papers used as evldence of
ad justment of Inventory.

Accountable Offlcers' SF 224, all supporting vouchers,
schedules, documents, and related papers not otherwlse
accounted for In this schedule (exciudlng freight and

payrol| records).

Records relating to the avallabllity, collectlions, custody,
and deposit of funds, including appropriation warrants,

Records used as supporting and control media, subslidlary to
the general and allotment ledgers, and not otherwise provided
for In the schedule,

a, Origlinal records.

b, Coples.
Instructional material (administrative manuals, etc.) on
fiscal and accounting matters; l.e., payroll, vouchers,

retirement, leave,

& Original flI%C‘%’ COPIEDS

Ry eiis

Adminjistrative correspondence, reports, and data relating to
voucher preparation, administrative audit, and other miscel-
laneous accounting and disbursing operations not specifically
covered elsewhere,

Monthly Report of Employment (SF 1138, Offlice of Finance
and Budget copy).

Papers covering passenger transportation charges, consisting
of vouchers and related papers (indlvidual travel papers
are covered by BUF #45),

a. Memorandum copy.

b. Obligation copy, If different from copy descrlbed
In Ttem BUF 45,

Disposition

Destroy 5 years after the end of the
fiscal year,

Destroy 2 years after date of
settlement,

Destroy 2 years after date of
posting medium,

Destroy 6 years and 3 months after
perlod covered by account,

Destroy when 3 years old,

Destroy after retention for 3 years.

Destroy after retention for 2 years.

Transfer 1 Execuflve
, superseded, 0¢f:4
current, Offer /1,9/
/0
ears old,

or when
to NARS
Destroy when superseded or obsolete,.

Destroy after retention for 2 years.

Break annually., Destroy 2 years
after close of flscal year,

Destroy 3 years after perlod covered
by related account,

Destroy when funds are obligated.



{tem No. Title and Description of Records Disposition
45, Records maintained in travel administrative unit, relating Break annually, Destroy 3 years
to officlal travel of offlicers, employees, dependents, or after break,

others authorized to travel by law: consisting of coples
of travel orders, per diem vouchers, transportatlion requests,
hotel reservations, and all supporting papers relating to
official travel (exclusive of records covered by Item BUF-44),

46, Applicatlions and statements for advance of funds. Destroy 2 years after repayment of
advance,

47, Records, frelght and passenger, not otherwlise covered In
thls schedule,

a. Correspondence, forms, and related papers pertalin- Destroy after 2 years,
ing to agency travel and transportation functions.

b. Accountabllity records. Destroy 1 year after all entrles on
the records are cleared,

48, Computer printout of Input control |isting (accounting). Destroy 3 years after end of fiscal
year Involved.

49, Computer printout of document master update |isting Destroy 3 years after end of fiscal
(accounting). year involved,
50, Computer printout of open document |isting:
a, End of flscal year summary, Destroy 1 year after end of fiscal

year Involved,

b, Complete set, Destroy when reconcilled,
51, DELETED, (Computer printout of General Ledger Account.)
52. Computer printout of consolldated status of allotment. Destroy 6 years and 3 months after

close of fiscal year Iinvolved.

53, Computer printout of detall status of allotment, Destroy 6 years and 3 months after
close of flscal year Involved.

54, DELETED, (Computer printout of bliweekly Obligations Report,)
55, Computer printout of Status of Cost Reports (Sept. 30):
a. Consolidated status of cost,. Destroy 3 years after end of fiscal
year Involved.
b, Group level status of cost. Destroy 3 years after end of fiscal
year Involved,
c. Cost Center level status of cost, Destroy 3 years after end of fiscal

year Involved,



item No.

56.

57,

58.

59,

60.

61,

62,

63,

64,

65,

66.

67.

68,

69,

70,

71,

Title and Description of Records

d. Suborganization status of cost.

e, All levels other than above.

Computer printout of approprliation I|imitation,

Computer printout of trial balance.

Disposition

Destroy 1 year after end of flscal
year involved.

Destroy when no longer needed.

Destroy 1 year after end of flscal
year involved,

Destroy 5 years after end of fiscal
year involved,

DELETED, (Printout of Publlic Service Career status of cost.)
DELETED. (Printout of Compensation Group miscel laneous reports.)
DELETED, (Printout of Report on Budget Status,)

Computer printout of Fixed Asset Report.

Computer printout of status of allotment for IPA,

Computer printout of 1isting of transactions by Cost Center.

Computer printout of Revolving Fund - Asset and Depreclation:

a, End of flscal year summary,

b. Other coples,

Computer printout of statement of revenue, expenses, and

retalned earnings, Revolving Fund,

Computer printout of Income vs. cost - Revolving Fund
(Appropriation 20)., (September 30)

Computer printout of Income vs. cost - S & E (Appropriation
12). (September 30)

Computer printout of Report on Oblligations (SF 225),
Computer printout of Report on Disbursing Offlicers
schedules processed - Cash Reconciiiation Report,

Computer printout of Iisting of equipment transaction -
equipment dump.

Computer printout of Master Code Description Flile (MCDF)
end of flscal year copy (Work Reporting and Accounting)

Destroy 3 years after end of flscal

year Involved,

Destroy 6 years and 3 months after
end of flscal year Involved.
Destroy 3 years after end of fiscal
year Involved,

Destroy 3 years after end of flscal

year Involved,

Destroy 3 years after end of fiscal
year involved,

Destroy 5 years after end of fiscal
year Involved,

Destroy 3 years after end of fiscal
year Involved,

Destroy 3 years after end of fiscal
year Involved.

Destroy 1 year after end of fliscal
year Involved,

Destroy on completion of reconcilla-
tion,

Destroy on completion of reconcilia-
tion,.

Break annually by fiscal year,
Destroy 3 years after end of flscal
year Involved,



Item No.

72,

73,

74,

75,

76.

717,

78,

79.

80,

81,

82,

83.

84,

Title and Description of Records
Computer printout of all |istings of raw data transmitted
by reglions (hard coples); payroll, work reports, and
accounting paper tape),.
Document History Records.
Unifled Planning Documents. Consisting of completed Impact
Statements, Long Range Plans, Unfunded Needs and Recommended

Regional/CO Al locations, and all related papers,

a, Copy maintained by recelving office,
b. Copy maintained by submitting office.

Resource Management and Performance Reports

a., Accounting period,.
b. September 30th reports, ,
Detalled Listing of Transactlons - By OPM Object Class

(for speciflic groups).

Computer Generated Accounting Transactlons by Appropriation
(t/c 23, 24, and 27) - A509,

Compensation Quarteriy Expenditures Report-A730
Expenditures by Activity - A735,

Expenditures by Appropriation - A736,

Report of Income by Appropriation and Sector - A737,

Report of Income Entries Coded to the Revolving Fund - A738,
Report of Miscellaneous Reimbursable Activity for the

A & R Fund - A630,

Budget Estimates on File by Fund and Activity - A450,

Disposition

Destroy after retentlon for 3 months,

Destroy after retention for 3 years
after end of FY,

Break annually,
after break,

Destroy 3 years

Break annually.
after break,

Destroy 3 years

Destroy 2 months after end of fiscal
year,

Destroy 3 years after end of fiscal
year Involved.

Destroy 2 months after end of fiscal
year Involved,.

Destroy 3 years after end of flscal
year involved,

Destroy 3 years after end of flscal
year Involved.

September 30 copy - Destroy 3 years
after end of flscal year Involved,

September 30 copy - Destroy 3 years
after end of fiscal year Involved,

September 30 copy -~ Destroy 3 years
after end of fiscal year Involved,

September 30 copy - Destroy 3 years
after end of flscal year Involved.

September 30 copy - Destroy 3 years
after end of fiscal year involved,

September 30 copy ~ Destroy 3 years
after end of fiscal year Involved.



LI T N .
|tem No. Title and Description of Records Disposition
85, Budget Estimates on File by Fund, by orgnization, without September 30 copy - Destroy 3 years
regard to activity, after end of fiscal year Involved.
86. Full-Time Equivalent/Work-Year Civiiian Employment September 30 copy - Destroy 3 year§
Report - 113G, after end of fiscal year Involved,
87, Payroi | Reports:

a, Master Address File Action List,
(1) Control offlice. Destroy when 3 years old
(2) Indlividual payrol! office, Destroy when 1 year old,
b, Address Error List,
(1) Control office. Destroy when 3 years oid,
(2) Indlividual payrol! offlce. Destroy when 1 year old.
c. Washington MER - T&A card employee number comparison,
(1) Control office. Destroy when 3 years old.
(2) Indlividual payrol! office, Destroy when 1 year old.
d. W.A.E, Days Worked.

(1) Control office. Destroy when 3 years old.

-

(2) individual payroll office, Destroy when 1 year old.
e, Listing of Unlon Dues Revoked by the Employees.

(1) Control office, Destroy when 3 years old.

-—

(2) Individual payroll offlce, Destroy when 1 year old,
f. Work Report and Payroll Contro! Sheet,

(1) Control office, Destroy when 3 years old,.

Py

(2) Indlividual payroll office. Destroy when 1 year old,
g. State and City Tax Deduction Report,
(1) Control office, Destroy when 4 years old,
(2) Individual payrol!l office. Destroy when 1 year old,
h, Employees Selected for F,L.S.A., Evaluation,

(1) Control office,. Destroy when 3 years oid.

(2) Indlividual payroll offlice. Destroy when 1 year old,



i .

B & F COMPUTER TAPES

The Information Management Division will retalin the followling magnetic
tape flles, related software programs, baslc run Instructions, etc., for

the periods shown,

Item Title and Description of Records
1. Payroi i,

a., End of Pay Year MER,

b. E&End of Pay Year IER,

c, End of Pay Year MRR,

d. Pay perlod transaction tapes.

2, Accounting,

a. Final September 30 Master History Fitle.

b, Final September 30 Master Code Description Fille,

c. Report Programs:

- ACCT22 - Trtal Balance

- ACCTO7 - Status of Allotments

- ACCT21 - Transaction Listlings

3, Work Reports and FTE Reports:

a. Final September 30 Master Flle,

b, Flnal September 30 Master Code Description Flle,

¢, Final September 30 Report Programs,

Disposition

Dispose 4 years after end of fiscal

year.

Dispose 4 years afte end of flscal

year.

Dispose 4 years after
year,

Dispose 2 years after
year,

Dispose 6 years and 3
end of fiscal year,

Dispose 6 years and 3
end of flscal year,

Dispose 6 years and 3
end of flscal year,

Dispose 6 years and 3
end of fiscal year,

Dispose 6 years and 3
end of fiscal year,

Dispose 4 years after
year.,

Dispose 4 years after
year,

Dispose 4 years after
year,

end of

end of

months

months

months

months

months

end of

end of

end of

fiscal

fiscal

after

after

after

after

after

fiscal

fiscal

fiscal



