
 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-184-88-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 6/23/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items not listed below remain active. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Items 2-1a/b were superseded by N1-184-09-003 item 2-3 

NOTE: The Railroad Retirement Board (RRB) published its comprehensive schedule 
(NC1-184-79-03) in 1979. This schedule was updated in 1988-89 under four job numbers 
(N1-184-88-001, N1-184-89-001, N1-184-89-002, and N1-184-89-003). These schedules carried 
forward many items from the 1979 schedule without edit. NARA continued to consider the 1979 
schedule as the authority for these items. After approval of the four later schedules, the RRB began to 
cite the 1988-89 schedules. In subsequent years, RRB schedules submitted to NARA often (technically 
incorrectly) cited the 1988-89 schedules as the then-current authority rather than the 1979 schedule. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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• »REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 

LEAVE BL,11;NK 

JOB NO. /v /-/!'f-(t-1 

To: GENERAL SERVICES ADMINISTRATION 
NATIOblll'L ARCHIVES ANO RECORDS SERVICE, WASHINGTON, DC 20408 

DATE RECEIVED (p •z z-gt 

1. FROM (A11ency orestabluihmentJ 

_.&.l,°D'a"".." ..1r_,nsi~,,1!,,l.._.,'Al,l,l•p....._t'i..,rl...§.!Pm~"'n~t!::....:!B~•O:!.!a~r~d~____________---"___. 
2. MAJOR SUBDIVISION 

.,,......,,.,..,..,..-=-=~-==-,-,-,-.,,..,.,,,-,----------------------- approved" 
3. MINOR SUBOIVISION 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 U.S.C. 3303a 
the disposal request, including amendments, is approved 
except for items that may be marked "disposition not 

or "withdrawn" in column 10. If no records 
are proposed for disposal, the signature of the Archivist is 
not required. 

4. NAME OF PERSON WITH WHOM TO CONFER 

Charles Mierzwa 

5. TELEPHONE EXT. 

FTS 386-3363 

o;y ARCHIVIST OF THE UNITED STATES 

hfar - - .... ~~ 
6. CERTIFICATE OF AGENCY REPRESENTAl IVE 

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 48 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance.•of. F-ederal Agencies, is 
attached. 

A. GAO concurrence: IXJ is attached; or D is unnecessary. Hae 1,eeft '!'e~uested. 

8.0ATE 

6-21-88 

C. SIGNATURE OF AGENCY REPRESENTATIVE _.,,.._,., 
r ..I'§..,,./.A .,,-,v,,,- ,,..­
/ 'r -,,/J--- ..,..'-

D. TITLE 

Agency Records Officer 
9. GRSOR7. 8. DESCRIPTION OF ITEM SUPERSEDEDITEM 

(With JncluBlue Date, or Retention Periods) JOBNO. CITATION-------------------------------------+--

10. ACTION 
TAKEN 

(NARSUSE 
ONLY) 

The Railroad Retirement Board's Records Control Schedule is 
being updated to make it consistent with current agency 
operations. This is the first of three SF-llS's to be sub­
mitted and contains copies of the following schedules: 

Schedule 2 - Bureau of Actuary (Revision} 
Schedule 3 - Bureau of Hearings and Appeals (Revision) 
Schedule 4 - Office of Information Resources Management 

(Revision) 
Schedule 5 - Bureau of Supply and Service (Revision} 
Schedule 7 - Bureau of Personnel (Revision) 
Schedule 15 - Bureau of Quality Assurance (New:.Schedule} 
Schedule 16 - Office of Equal Employment Opportunity 

(New Schedule) 
Schedule 17 - Office of the Inspector General (New Schedule) 
Schedule 18 - Office of Planning (New Schedule} 
Schedule 19 - Office of Public Affairs (New Schedule) 

STANDARD FORM 116 (REV. 8·83) 
Prescribed by GSA 
FPMR (41 CFR) 101·11.4 

116-108 
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• Departmental 
• 1 ' r- .,• .. Field Service 

Appendix B ' - I 

•Part II Aam. Manual 
RRB RECORDS SCHEDULE 2 

Bureau of Actuary 

The Bureau of the Actuary is responsible for the preparation of estimatt::s of 
the liabilities created by the 1974 Railroad Retirement Act. The bureau also 
prepares a five-year projection of anticipated revenueb to and payments from 
tht: Railroad Retirement Account and a report on the actuarial status of the 
railroai retirement system under various economic and employment assumptions. 
In connection with these actuarial valuations, the burt::au conducts studies of 
rates of mortality, disability, retirement, withdrawal, family composition and 
other factors. The bureau prepares long-range projections of the financial 
effects of proposed amendments to the Railroad Retirement Act and Kailroad 
Retirement Tax Act. The bureau recommends to the Board the rate of tax 
necessary to finance the supplemental annuity program. 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Actuarial Valuations 

Financial actuarial valuations of 
RRB assets and Liabiliti~s under 
the Railroad Retirement Act. 

Transfer 
( a) Record copy. PEl<MANENT. 6ffer to 

National Archives when 
25 years old, i:IHbt in 
10 year blocks. 

(b) Other copies. Destroy when no longer 
needed for administrative 
Ul::ie. 

JOh: NCI-184-79-3 Item 2-1 

Actuarial Valuation Data Summaries 

------~i~cal summarizations of computer Uestroy after completion 
generated or use in triennial of 4th subsequent valua­
actuarial valuation . tion. 
100rtality rates, rt::tirewen es, 
vice patterns, salaries, and relat 
papers. 

JOB: NCI-184-79-3 Item 2-2 

-1-
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1 Valuation Data 

Bound volumes of actuarial s 
ing occupational differences 

for railroad workers, the 

JOB: 

2-4 

Actuarial Notes 

Statistical and narralive informational 
response by the Bureau of Actuary on a 
wide variety of topics related to RRB 
ope rat ions. 

Depi!rtmental Jt 

Field Service 
Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 2 

Bureau of Actuary 

ITEU 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

IJestroy when no longer 
needed for adhlinistrative 
use. 

Generated Printouts 

Computer printouts including Destroy when subsequent 2 
data pertai ng to benefit schedules, valuations are completed. 
awards, proje tions, earnings. Used to 
prepare Actuar 
Summaries. 

JOB: NCI-184-79-3 Item 2-4 

2-5 Actuarial Studies 

rates 
retirement disability program, met od of 
financing the railroad retirement s 
and related programs. 

Transfer 
(a) Record copy. PERMANENT. ~ to 

National Archives when 
accumulation reacheb at 

ast one cubic foot. 

(b) Other copies. oy when no longer 
ddministra-

JOB: NCI-184-79-3 Item 2-5 

-2-



• • Departmental 
Field Servi<;e 
Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 3 

Bureau of Hearings and Appeals 

The Bureau of Hearings and Appeals provides a forum for hearings and its referees 
render decisions on appeals from determinations of the Bureaus of Retirement Claims, 
Unemployment and Sickness Insurance and Compensation and Certification on allowance 
or disallowance in full or in part of claims for benefits under the Railroad Retire­
ment and Unemployments Acts and Title VII of the Regional Rail Reorganization Act. 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

3-1 Appeals Referee Decisions 

These decisions pertain to appeals from 
findings of the Bureau of Retirement 
Claims, Bureau of Unemployment and 
Sickness Insurance, and Bureau of Com­
pensation and Certification including 
cases on disability, computations, 
relationship of appellant, creditability 
of service, compensation, unemployment 
and sickness insurance and related 
matters. 

(a) Record copy of appeals decision 
maintained in Bureau of Hearings 
and Appeals. 

Destroy when 2 years old 
or no longer needed for 
administrative use, which­
ever is sooner. 

(b) Copy of appeals decision maintained 
in appellant's claims folder. 

Retain for 
folder. 

life of claim 

JOB: NCl-184-79-3 Item 3-1 

3-2 Appeals Decision Correspondence 
(Administrative Record) 

Correspondence, reports, forms, memoranda, 
and other background materials relating 
to claimant's appeal before the Bureau of 
Hearings and Appeals. (Originals are 
maintained in appellant's claim folder for 
life of file.) 

-1-



• • 
RRB RECORDS SCHEDULE 3 

Bureau of Hearings and Appeals 

ITEM 
NO. DESCRIPTION OF RECO?.DS 

3-2 Appeals Decision Correspondence (Cont'd) 

(a) Correspondence related to Referee 
decisions not appealed further. 

(b) Correspondence related to Referee 
decisions appealed to Board 
members. 

JOB: New Item 

Appeals Referees 
,.Z"ll..._..l year. 

mation includes name of appe,,_~~ claim 
number, type of appeal and disposition 
(claim or waiver allowed or denied). 

JOB: GRS 23, Item 7b 

3-4 Tape Recordings of Appeal Hearings 

Tape recordings of appeal hearings brought 
before the Bureau of Hearings and Appeals 
from other bureaus. 

(a) Tape recordings of appeal hearings 
in which initial RRB decision is 
reversed. 

(b) Tape recordings of appeal hearings 
in which claims for benefits are 
denied, and no further appeal is 
made to Board members. 

( c) Tape records of appeals which are 
denied, and further appeal is made 
to the Boa rd . 

JOB: NCI-184-82-2 

Departmental 
Field Service 
Appendix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy 6 months after 
Referee's decision. 

Transfer with claim 
folder to Board members 

Review annually. Destroy 
those listings no longer 
needed for reference. 

Destroy 2 years after 
Referee's decision. 

Des troy 2 year after 
Referee's decision. 

Transcribe tape recording. 

Transfer tape and trans­
cript to Board Secretary 
for final dispostion. 

-2-
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ITEM 
~ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Freedom of Information (FOIA) ~equest 
Files 

created in response to requests 
or information under the Freedom of 

In rmation Act consisting of the 
orig al request, a copy of the reply 
thereto, and all related supporting 
files whic may include the official 
file copy of requested record or 
copy thereof. 

( a) Correspondence a 
ments (excluding 
copy of the records 
filed herein). 

docu­
file 
if 

1. Granting access to 
requested records. 

Destroy 2 years 
date of reply. 

after 

2. Responding to requests for non­
existent records; to requestors 
who provide inadequate descrip­
tions; and to those who fail to 
pay agency reproduction fees. 

. , nepartmental 
• Field Service •

Appendix 'B 
• 

Part II Adm. Manual 

RRB RECORDS SCHEDULE 4 

Office of Information Resources Management 

The Office of Information Resources Management supports the information and data 
collection activities of all operating units within the agency. The key elements 
of the office mission are to ensure that the Board complies with the public infor­
mation collection and ADP equipment conduct and accountability requirements of the 
Paperwork Reduction Act and related 0MB directives; to administer and coordinate 
the actions required by the Privacy and Freedom of Information Acts; to coordinate 
the safeguarding of IRS information; to coordinate the exchange of information 
with outside organizations; to guide and coordinate management of the Board's 
forms, correspondence, mail, reports, records, directives; to control the Board's 
forms, audiovisiual, periodicals and pamphlets; to interpret and administer data 
base management policies; to define rules of data base use and access constraints; 
to develop and maintain data dictionary standards, recommend policy and other 
matters relating to data processing such as organization structures and agency-wide 
strategy; to evaluate proposals for ADP hardware and software acquisitions; to 
recommend actions to be taken on ADP involved proposals; and to guide and coordinate 
the activities of the ADP steering committee. 

-1-
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RRB RECORDS SCHEDULE 4 

Office of Information Resources Management 

ITEM 
NO. DESCRIPTION OF RECORDS 

4 Freedom of Information (FOIA) Request 
Files (Cont'd) 

a. Request not appealed. 

b. Request appealed. 

nying access to all or part of 
records requested. 

a• not appealed. 

(b) Official file copy of 
records. 

JOB: GRS 14-16 A and B 

4-2 FOIA Reports Files 

Recurring reports and one-time informa­
tion requirements relating to the agency 
implementation of the Freedom of Informa­
tion Act, including Annual Reports to the 
Congress. 

-2-

Departmental 
Field Service. 
Appendix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy 2 years after 
date of reply. 

Destroy 6 years after 
final determination by 
agency or 3 years after 
final adjudication by 
the courts, whichever is 
later. 

Destroy 6 years after 
date of reply. 

Destroy 6 years after 
final determination by 
agency or 3 years after 
final adjudication by 
the courts, whichever is 
later. 

Dispose of in accordance 
with the approved RRB 
disposition instruction 
for the related records, 
or with the related FOIA 
request, whichever is 
later. 



• • 

JOB: 

4-3 

FOIA Reports Files (Cont'd) 

(a) Annual reports at 
agency level. 

Departmental 
Field Service 
Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 4 

Office of Information Resources Management 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Transfer 
departmental or PERMANENT. ~ to 

NARA with related agency 
records approved for per­
manent retention in 
agency records control 
schedule or when 15 years 
old whichever is sooner. 

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

Recurring reports and ne-time information 
requirements relating agency implemen-
tation, including annual eports to the 
Congress, me, and the rep 
systems. 

(a) Annual reports 
agency level. 

Ttansfer
PERMANENT. 8t~e~ to 
NARA with related agency 
records approved for per­
manent retention or when 
15 years old whichever is 
sooner. 

( b) Other r epo rts • when 2 years old. 

JOB: GRS 14-29 A and ~ 

4-4 Form Files 

(a) Master set of each form created by 
RRB with related information showing 
purpose of the form. 

Destroy 
related 

-3-



• • Department al .Field Servic~ • 

RRB RECORDS SCHEDULE 4 

Office of Information ~sources Management 

ITEM 
NO. DESCRIPTION OF RECORDS-

Forms Files (Cont'd) 

(b) Case files, including working papers, 
background materials, specifications, 
processing data and control records. 

16-4 A and B 

4-5 

maintained for each agency re-
or proposed, including public 

use reports. ncluded are clearance forms, 
including SF-8 , copies of pertinent forms 
or descriptions o format; copies of autho­
rizing directives; eparation instructions; 
and documents relati to the evaluation, 
continuation, revision, nd discontinuance 
of reporting requirements 

GR.S 16-8 

4-6 Records Management Files 

Correspondence reports, authorizations, 
and other records that relate to the 
management of agency records, including 
such matters as forms, correspondence, 
reports, mail and files management, the 
use of microforms, ADP systems, vital 
records and all other aspects of records 
management. 

GRS 16-11 

Appendix 8 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy when no longer 
needed for administrative 
use. 

Destroy 2 years after the 
report is discontinued. 

Destroy when 6 years 
old. Earlier disposal 
is authorized, if 
records are superseded, 

solete, or no longer 
ed for reference. 

End of 

-4-
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RRB RECORDS SCHEDULE 4 

0ffice of Information Resources Management 

ITEM 
NO. DESCRIPTION OF RECORDS 

Operations Memoranda 

Records dealing with specific policy 
and programs, direction and outline 
procedures which are not of a general 
administrative nature such as those 
in the administrative manual. Issued 
by the chief executive officer to 

ordinate operations of the bureaus. 

Record copy, including related 
moranda, correspondence and 

re ted papers, filed in the 
offi of information resources 

(c) Security copy. 

JOB: 184-79-3 Item 4-3 A, Band C 

4-8 Administrative Manual 

(a) Record copy of adoinistrati 
filed in the Office of Inform 
Resources Management. 

(b) Distribution and mailroom copies. 

(c) Case files. Background records in­
cluding memoranda correspondence, 
studies and related papers. 

JOB: NCI 184-79-3 Item 4-2 A, Band C 

Departmental 
Field Service' ,, 

Appendix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Transfer 
PERMANENT. 0f fell to 
NARA when operations 
memoranda are cancelled 
or obsolete and accumu­
lation is at 1 cubic 
foot. 

Destroy when superseded. 

Destroy when replaced by 
new copy. 

Transfer 
PERMANENT. 9Hu· to 
NARA when 15 years old. 

Destroy when superseded. 

Destroy when related in­
structions are superseded 

cancel led. 

-5-



Departmental •
Field Service 
Appendix B 
Part II Adm. Manual 

ITEM 
NO. 

ADP Steering Committee Files 

Records created or accumulated by the 
Committee Secretary which document 
membership, policy, and accomplishments 

f the ADP Steering Committee. In-

JOB: 

4-10 

JOB: 

4-11 

JOB: 

• 
RRB RECORDS SCHEDULE 4 

Office of Information Resources ~anagement 

DESCRIPTION OF RECORDS 

c ded are agenda, minutes, memoranda, 
and elated records. 

GRS 

Monthly reports c ated and maintained 
by the Secretary to ADP Steering 
Committee, tracking t progress and 
documenting of the comp tion of ADP 
projects and procurements 
the Steering Committee. 

GRS 16-12b(2) 

ADP Project/Service Request Files 

Files documenting ADP Steering Committee 
approval or denial of requests from 
various RRB bureaus and offices for ADP 
services (exceeding 200 manhours) provided 
by the Bureau of Data Processing or for 
ADP item purchases. Included are RRB 
Forms G-436a, b, c and related 
memoranda. 

GRS 16-12b(2) 

AUTHORIZED DISPOSITION 

Destroy 2 years after 
termination of committee. 

Destroy when 3 years old 
or no longer needed for 
reference, whichever is 
sooner. 

Break file: End of fiscal 
year. 

Retain 3 years and destroy 
cept that files on which 

ons are pending will be 
brou t forward to the next 
fiscal ear's files for 
disposal 

Break 
year. 

file: 

-6-
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RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

The Bureau of Supply and Service pC'ovides support and services to all agency 
bureaus and offices. Specific responsibilities include providing for efficient 
mail processing and claim folder handling as well as coordinating all agency 
procurement, duplicating, supply, space-management and telecommunications 
activities. The bureau also acts as agency representative on various matters 
involving outside concerns and other federal agencies such as the General 
Services Administration, Department of Energy, Federal Emergency Management 
Agency and the Department of Labor (OSHA). 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

General Procurement Case Files 

Contract, requisition, purchase order, 
lease and bond and surety records, in­
cluding correspondence and related papers 
pertaining to award, administration, re­
ceipt, inspection and payment, and other 

ecords described in the Federal Acquisi­
Regulation; 48 CFll 4.805. 

rocurement or purchase organization 
and related papers necessary for 
r internal audit purposes. 

1. of more than $25,000 
contracts 

Destroy 6 years and 
months after final 
payment. 

3 

2. of $25,000 or less and 
under $2,000. 

Destroy 3 years after 
final payment. 

(b) Obligation copy. Destroy when funds 
obligated. 

are 

JOB: GRS 3-4 A and B, (NI-GRS-86 

5-2 Solicited and Unsolicited Bids a 

(a) Successful bids and proposals. Destroy with related 
contract case tiles 
(see item l of this 
scht:!dule). 

-1-
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5-3 

Departmental, 
• 

,, 
< 

Field Service 

ITEM 
NO. 

JO.B: 

JOB: 

RRB RECOlWS SCHEDULE 5 

Bureau of Supply and Service 

DESCRIPTION OF RECORDS 

Solicited and Unsolicited Bids and Proposals 
(Cont'd) 

(b) Unsucessful bids and proposals. 

1. Relating to small purchases as de­
fined in the Federal Acquisition 
Regulations; 48 CFR, Part 13. 

Relating to transactions above the 
small purchase limitations in 
48 CFR, Part 13. 

) when filed separately from the 
contract file. 

filed with related contract 
file. 

(c) f 1.les of accept-

GRS 3-6 A, Band D, 

Contract A eals Case 

Contract appeals case onsist ing of 
notices of appeal and acknowl gements 
thereof; correspondence between parties, 
copies of contracts, plan specif 
exhibits, change orders and amend 
transcripts of hearings; documents e­
ceived from parties concerned; final 
decisions; and all other related paper 

Destroy 6 years 
after final 

year 

• 

(a) Cases prior to October 1, 1979. 

(b) Cases since October 1, 1979. 

GRS 3-19 A and B, (NI-GRS-87-9) 

-2-

Appendix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy l year after 
date of award or final 
payment, whichever is 
later. 

Destroy when related 
contract is completed. 

Destroy with related 
contract case file. 

Destroy when superseded 
or obsolete. 

3 months 
decision 

after final 



• • • Departmental .. . .Field St!rvice 
Appendix B 
Part II Adm. 

ITEM 

-NO. 

JOB: 

5-5 

JOB: 

5-6 

Manual 
RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

DESCRIPTION OF RECORDS 

Surplus Property Case Files 

Case files on sales of surplus personal 
property, comprising invitations, bids, 
acceptances, lists of materials, evidence 
of sales, and related correspondence. 

Transact ions of more than $10,000. 

(b) 

GRS 4-6 A and B 

Reports to GSA of excess 
property, SF-120. 

GRS 4-5 

Space Files 

Records relating to the acquisition, 
allocation, utilization, release and 
maintenance of space under agency 
control. 

-3-

AUTHORIZED OISPOSITION 

Destroy 6 years after 
final payment. (Place 
in inactive file on 
final payment and trans­
fer to Federal Records 
Center 2 years there­
after.) 

Destroy 3 years after 
final payment. (Close 
file at the end of each 
fiscal year, retain 3 
years, and destroy 
except that files on 
which actions are pending 
will be brought forward 
to the next fiscal year's 
files for disposal there­
with.) 

Destroy when 3 years old. 



• • . ' Departmental.- . . . 
Field Service ... t 

RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

ITEM 
NO. DESCRIPTION OF RECORDS-

Space Files (Cont'd) 

(a) Building plan files and related 
agency records utilized in space 
planning, assignment and adjust­
ment. 

Correspondence with and reports to 
staff agencies relating to agency 
space holdings and requirements. 

• Reports to GSA r~garding space 
occupied including the regions 

2. 

JOB: GRS 

5-7 S ace 
Files 

nd Washington Liaison Office. 

subordinate reporting 
related work papers. 

e General Corres ondence 

Space and maintenance 
of the Division 

files 

JOB: GRS 11-1 

5-8 Buildin 

Requests for building and equipme 
tenance services, excluding fiscal 

JOB: GRS 11-5 

Appendix lS 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy 2 years after 
termination of assign­
ment, or when lease is 
cancelled, or when plans 
are superseded or obsolete. 

Destroy when 2 years old . 

Destroy when 1 year old. 

Destroy when 2 years old. 

Destroy 3 months after 
work performed or requisi­
tion cancelled. 

-4-
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Appendix B 
Part II Adm. 

ITEM 
NO. 

JOB: 

5-10 

JOB: 

5-11 

JOB: 

5-12 

Manual 
RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

DESCRIPTION OF RECORDS 

Contractor's Payroll Files 

Contractor's payroll (construction con­
tracts) submitted in accordance with Labor 
Department regulations, with related certi­
fications, antikickback affidavits, and 
other related papers. 

Ins ection Files 

surveys and inspections con­
to ensure adequacy of protective 

and pre entive measures taken against 
hazards fire, explosion, and accidents, 
and to sa guard information and facilities 
against sab tage and unauthorized entry. 

GRS 18-10 

Files accumulating investigations of 
fires, explosion, and ccidents, consisting 
of retained copies of r orts and related 
papers when the original eports are sub­
mitted for review and fili in other 
agencies or organizational 
reports and related papers 
occurences of such a minor nat e that 
they are settled locally without referral 
to other organizational 

GRS 18-12 

Personal Property Accountability Files 

Files relating to accountability for per­
sonal property lost or stolen. 

(a) Ledger files. 

-5-

AUTHORIZED DISPO~ITIUN 

Destroy 3 years after 
date of contract unless 
contract performance is 
subject of enforcement 
action on such date. 

Destroy when 3 years old. 

Destroy when 2 years old. 

stroy 3 years after 
fl al entry. 



• 'partmental . . ' 

Field Service • 

RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

ITEM 
NO. DESCRIPTION OF RECORDS-

Personal Property Accountability Files 
(Cont'd) 

(b) Reports, loss statements, receipts 
and other papers relating to lost 
and found articles. 

JOB: 18-16 A and B 

5-13 Files 

to accountability for keys 

(a) 

(b) 

JOB: GRS 18-17 A and B 

5-14 Vistor Control Files 

Registers or logs used 
outside contractors, service ersonnel and 
employees admitted to restrict d areas. 

(a) For areas under maximum sec 

(b) For other areas. 

JOB: GRS 18-18 A and B 

-6-

Destroy 5 years after 
final entry or 
after date of document 
as a appropriate. 

Destroy 2 years after 
final entry or 
after date of document 

Append.ix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy when 1 year old. 

Destroy 3 years after 
turn- in of key. 

Destroy 6 months after 
turn-in of key. 

5 years 

2 years 

https://Append.ix
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RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Facilities Checks Files 

Files relating to periodic guard force 
facility checks. 

(a) Data sheets, door slip summaries, Destroy when 1 year old. 
check sheets and guard reports on 
security violations. 

Reports of routine after hours Destroy when 1 month old. 
security checks which do not reflect 
security violations. 

JOB: GRS 

5-16 e Control Files 

(a) nter key or code records, Destroy when superseded 
g record and employee or obsolete. 

identificat·on cards. 

(b) Round reports, service reports on Destroy when 1 year old. 
interruptions a tests, and punch 
clock dial sheet. 

(c) Automatic machine pa rol charts and Destroy when 1 year old. 
registers of patrol a alarm services. 

JOB: GRS 18-20 A, Band C 

5-17 Guard Assignment Files 

(a) Ledger Records. Destroy 3 years after 
final entry. 

(b) Requests, analyses, reports, change Destroy when 2 years old. 
notices, and other papers relating 
to post assignments and strength 
requirements. 

JOB: GRS 18-14 A and B 

-7-



• • • I a • Depa rtmental•' ' '' 
Field Service 

RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

ITEM 
NO. DESCRIPTION OF RECORDS 

Guard Logs and Registers 

Guard 
where 

logs and registers not 
in this schedule. 

covered else­

(a) Central guard office master logs. 

Individual guard post logs of 
occurences entered in master log. 

JOB: 18-21 A and B 

5-19 Services Adminis-

nee files relating to adminis­
operation of the facilities 

security and rotective services program 
not covered e ewhere in this schedule. 

JOB: GRS 18-9 

5-20 F.mer enc 
pondence 

Correspondence 
tration and operation 
planning program. 

JOB: GRS 18-27 

ting .to adminis­
he emergency 

Directives Reference5-21 

Copies of directives and plans issue 
the agency, as well as those issued b 
FEMA, other Federal agencies, State an 
local governments, and the private secto. 

Appendix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy 2 years after 
final entry. 

Destroy 1 year after 
final entry. 

Destroy when 2 years old. 

Destroy when 2 years old. 

Destroy when obsolete or 
superseded. 

JOB: GRS 18-29 

-8-



• • '. :i" 'Oepar"tmental 
•Field Service 
Appendix B 
Part II Adm. 

ITEM 

-NO. 

JOB: 

5-23 

Manual 
RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

DESCRIPTION OF RECORDS 

Communication Correspondence, Reports, 
and Reference Files 

(a) Correspondence and related records 
pertaining to internal administration 
and operation. 

Telecommunications general files in­
cluding plans, reports, and other 
records pertaining to equipment 

telephone service and like 

(c) communications statistical reports 
incl ding cost and volume data. 

(d) reference voucher 

1. Reference copies of vouchers, 
bills, inv and related 
records. 

2. to installation, 
change, removal, nd servicing of 
equipment. 

(e) Copies of agreements 
data ard other records re 
agreements for telecommuni 
services. 

GRS 12-2 A, B, C, D and E 

Telecommunications Operational Files 

(a) Message registers, logs, performance 
reports, daily load reports, and 
related and similar records. 

(b) Copies of incoming and original 
copies of outgoing messages. 

-9-

AUTHORIZED DISPOSITION 

Destroy when 2 years old. 

Destroy when 3 years old. 

Destroy when 1 year old. 

Destroy when 1 fiscal 
year old. 

Destroy l year after 
audit or when 3 years 
old, whichever is sooner. 

Destroy 2 years after 
expiration or cancella­
tion of agreement. 

when 6 months 

y when 2 months 



• • ' . ' .. ' Departmental 

RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

ITEM 
NO. DESCRIPTION OF RECORDS-

Telecommunications Operational Files (Cont'd) 

(c) Machine copies (hard copies), discs, 
and tapes of outgoing messages. 

JOB: GRS 12-3 A, 8 and C 

5-24 Records 

statements and toll slips. 

JOB: GRS 3-11 

5-25 Motor and Maintenance 
Files 

(a) Operating recor including those 
relating to oil comsumption, 
dispatching duling. 

(b) Maintenance records, i eluding those 
relating to service and epair. 

( c) Records relating to 1 employee 
operation of government-owne vehicles 
including driver tests, author ation 
to use, and related corresponden e. 

(d) Records relating to motor vehicle 
accidents. 

JOB: GRS 10-2A and B 
GRS 10-7 and 10-5 

Field St!rVi<te 
Appendix 8 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy after trans­
mission. 

Destroy 3 years after 
period covered by 
account. 

Destroy when 3 months 
old. 

Destroy when 1 year old. 

Destroy 3 years after 
separation of employee or 
3 years after recision of 
authorization to operate 
Goverment owned vehicles, 
whichever is sooner. 

6 years after 
closed. 

-10-



• • • .:i' • Depattmental 
. Field Service 
Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULES 

Bureau of Supply and Service 

ITEM 
NO. DESCRIPTION OF RECORDS 

Requisition for Stocked Supplies and Forms 

Warehouse copy of requisitions for stocked 
supplies and forms in current inventory. 
(AMIS Pick and Issue document, equivalent 
forms, or RRB Form G-615.) 

5-27 for Unstocked Items and S ecial 

opy of requisitions for equipment 
and supp es not in current inventory and 
special se 

JOB: NCI 184-79-3 Item 

5-28 Inventory Files 

(a) 

(b) Stock ledger cards, 
or equivalent. 

GRS 3-10 A and B 

Government Bills of Lading5-29 

(a) Issuing office Memorandum copy. 

(b) Other copies. 

(c) Registers and control records. 

JOB: GRS 9-1 A, Band C 

-11-

AUTHORIZED DISPOSAL 

Destroy 2 years after com­
pletion or cancellation of 
requisition. 

Destroy 2 years after com­
pletion or cancellation of 
requisition. 

Destroy 2 years after 
all accounts have been 
reconciled. 

Destroy 2 years after 
discontinuance of item, 
or 2 years after stock 
balance is transferred 
to new card and is re­
conciled with annual 
inventory. 

when 3 years old. 

when 1 year old. 

3 years old. 



• • 

in pressroom section. 

of reply. 

Destroy inactive rc:gister 
1 year after close ot 
fiscal year. 

year 
year. 

t '' •.. ' Departmental 
Field Sc:rvic~ 

ITEM 

-NO. 

JOiS: 

5-31 

JO:B: 

5-32 

JOB: NCI 

RRB RECORDS SCHEDULE 5 

Bureau of Supply ana Service 

DESCRIPTION OF RECORDS 

Public Printer Files 

Records relating to printing requisitions 
submitted to the Government Printing Office, 
and all supporting papers. 

(a) Printing procurement unit copy of 
requisition, invoice, specifications, 
and related papers. 

Accounting copy of requisition. 

JCP 

(a) Agency to Joint Comn,ittec: on 
Printing reg ding operation of Class 
A and B Plants and inventories of 
printing, bindi , and related ~qu1.p­
ment in Class A a B Plants or in 
storage. 

(b) Copit::s in subordinate eporting units 
and related work papers. 

GRS 13-6 A and B 

Printing Control Records 

(a) Pressroom Job Register. 

(b) Control records 

184-79-3 Item 5-9 A and B 

Appendix ts 

Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy 3 years after com­
pletion. 

Destroy 3 years aftc:r 
period cover~d by related , 
account. 

Destroy wh~n 3 years old. 

Destroy 1 yt::ar after date 

arter close 

-12-



, ,..: • ··'t;~;artmental •
• , Fie'td Service 

Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

ITEM 
NO. DESCRIPTION OF RECORDS-

Requisitions for Duplicating 

Print shop copy of requisitions for dupli­
cating and binding. tRRB Form G-48.) 

JOB: 

5-34 Files 

(a) of receipt and routing of 
and outgoing mail. 

(b) reports of postage 
used on outg ng mail (airmail, 
special delive , registered, 
foreign, and par l post over 4 
pounds included.) 

(c) Other mall control reco 
ing reports and data rela ng to 
handling of mail and volumt! 
Performed. 

JOB: NCI 184-79-3 Item 5-18 

• 

AUTHORIZED DISPOSITlON 

Destroy when 1 year old. 

Destroy when 1 year old. 

Destroy when 6 months old. 

Destroy when 1 year old. 

-13-



• • 

federal service employment. 
according to FPM supplement 

Maintained 
293.31. 

) Transferred employees. See Federal Personnel 
Manual relating to 
folders of employees 
transferred to another 
agency. 

(b) Transfer to NPRC 30 days 
after separation. 

(c) Material 
Official 

of Destroy upon separation 
or transfer of employee 
or when 1 year old, which­
ever is sooner. 

JOB: GRS 1-1 , 1-10 

• .:: nepartmental 
Eield Service 
Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

The mission of the Burec1.1 of Personnel is to plan and carry out the Board's 
responsibilities in personnel administration; to advise and assist managers 
and supervisors in the exercise of their personnel management responsibilities; 
to develop policy, programs and procedures in personnel management and personnel 
administration for the Board; to assure that all personnel matters are carried 
out in accordance with applicable laws, regulations and Board policies; and to 
deal and work with the Office of Personnel Management on personnel and related 
management matters. 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Official Personnel Folders 

Records documenting each employee's 

7-2 Service Record Cards 

Service Record Cards (SF-7). Destroy 3 years after 
summary of employee basic data, position separation of employee. 
history, and salary information originated 
and maintained by the Bureau of Personnel. 

JOB: GRS 1-2 B 

-1-
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' ' ..•,' • Departmental• 
RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

ITEM 
NO. DESCRIPTION OF RECORDS 

Position Identification Strips 

Position Identification Strips (SF-7D). 
Summary data of position including 
position title, position rumber, FLSA 
code, supervisory code, classification 
series, pay plan, and grade . 

7-4 tions of Personnel Actions 

of Personnel Action (SF-50). 
ents recording employment 

changes, exclu ive of those in Official 
Personnel Folde 

JOB: GRS 1-14 A 

7-5 Re 
of 

Record copies of RRB Form 
line bureau or region requests 
in their organizational 

JOB: NCI-184-79-3 Item 7-6 

7-6 Application for Employment 

Application for Employment (SF-171) and 
related papers. Personal qualifications 
statements, appraisals, work samples, 
test scores, copies of correspondence, 
interview summaries. 

JOB: GRS 1-15 

Field Service, 
Appendix B 
Part II Adm. Uanual 

AUTHORIZED DISPOSITION 

Destroy when position is 
cancelled or new strip 
is prepared. 

Destroy when 2 years old. 

Destroy original 6 months 
after close of fiscal 
year. 

stroy upon receipt of OPM 
in ection report or when 2 

old, whichever is 
earli , providing the re­
quireme s of FPM Chapter 
333 Secti A-4 are 

-2-



• • '.:: 'Departmental 
Meld Service 
Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

ITEM 
NO, DESCRIPTION OF RECORDS 

Personnel Correspondence 

Correspondence, forms, internal reports, 
and OP?1 inspection reports relating to 
the administration and operation of the 
Board's personnel programs. 

Bureau of Personnel copy. 

copy of the quarterly 
inventory. 

(c) r copies. 

JOB: NCI 184-79-3 

7-8 

(a) Position fication Standards 
Files. 

1. Standards and g delines issued 
or reviewed by OP and used to 
classify and evalua positions 
within the agency. 

2. Memoranda corres ponde nee and other 
records relating to the de elopment 
of standards for classifica on of 
positions peculiar to the age cy and 
OPM approval or disapproval. 

(a) Case file. 

(b) Review File 

AUTHORIZED DISPOSITION 

Destroy when 3 years old. 

Destroy upon receipt of 
new copy. 

Destroy when no longer 
needed for reference. 

Destroy when superseded 
or obsolete. 

superseded. 

years old. 

Destroy S years after 
position is abolished or 
escription is 

-3-



• • ' ....' Departmental .Field Service• . 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

ITEM 
NO. DESCRIPTION OF RECORDS 

Position Classification Files (Cont'd) 

(b) R:>si tion descriptions files describing 
established positions including infor­
mation on title, series, grade, duties 
and responsibilities. 

1. Record copy. 

1 other copies. 

( c) 

1. Survey Reports. 

on various 
posit ions prep ed by c lassifi­
ca tion speci alis s, including 
periodic reports. 

2. Inspection, Audit a 
File. 

Correspondence memoranda, 
reports and other records r 
la ting to inspect ions, survey 
desk audits and evaluations. 

(d) Appeals Files. 

Case files relating to classification 
appeals. 

JOB: GRS 1-7 A, B, C and D 

Appendix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy 5 years after 
position is abolished 
or description super­
seded. 

Destroy when position 
is abolished or descrip­
tion superseded. 

Destroy when 3 years old 
or 2 years after regular 
inspection, whichever 
is sooner. 

Destroy when obsolete or 
superseded. 

after case 

-4-
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or 
or 

obsolete. 

• .: • Department al 
·Field Service 
Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

ITEM 
NO. DESCRIPTION OF RECORDS 

Training Records 

(a) Training Aids 

Training aids from other agencies 
or private institutions. 

Central Personnel Training Data File 

1. Correspondence, ~emoranda, agree-
ments, authorizations, reports, 
requirement reviews, plans, and 
objectives relating to the estab­
lishment and operation of training, 

urses and conferences. Includes 
an ual and quarterly reports of 
tra ing submitted by the bureau 
and r ions that contain informa­
tion p taining to the cost type 
and hour spent training. 

2. Bae kground workpapers. 

( c) 

Correspondence memor a, reports, and 
other records relatin to the avail­
ability of training, an 
participation in trainin programs 
sponsored by other governm t agencies 
or non-government institutio 

(d) Course Announcement Files. 

Referenee file of panphle ts, not ic 
catalogs, and other records which 
provide information on courses 
programs offered by government 
non-government institutions. 

JOB: GRS 1-30 "'} B, C and D 

AUTHORIZED DISPOSITION 

Destroy when obsolete or 
superseded. 

Destroy when 5 years old 
or 5 years after completion 
of a specific training pro­
gram. 

Destroy when 3 years old. 

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

Destroy when superseded or 

-5-



• • ...' Departmental 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

ITEM 
NO. DESCRIPTION OF RECORDS 

Certificates of Eligibles 

Requests to OPM for certificates of 
eligibles with related requests, forms 
and correspondence. 

1-5 

7-11 

(a) 

( b) 

1. 

2. 

3. 

JO~: GR$ 1-4 

, letters and telegrams 
ntments to potential 

Temporary or 
ment. 

All others. 

A and B 

7-12 Exit Interviews 

Summary comments of employees resigning, 
separating or transferring froc RRB. 

JOB: GRS 1-8 

Field Servict'! 
Appendix B 
Part 11 Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy when 2 years old. 

Destroy immediately. 

Return to OPM with reply 
and application. 

File inside application. 

Destroy immediately. 

Uestroy 6 months after 
transfer or separation 
of employee. 

-6-



• • Departmental 
' ' ·Field Service 

Appendix R 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Grievance, Disciplinary, and Adverse 
Action Files 

(a) Grievance, Appeals Files (5 CFR 771) 

Records originating in the review of 
grievances and appeals raised by 
agency employees, except EEO com­
plaints. These case files include 
statements of witnesses, reports 
of interviews and hearings, examiners 
indings and recommendations, a copy 

o the original decision, related 
espondence and exhibits, and 

s relating to a reconsideration 

Destroy 3 years 
case is closed. 

after 

(b) Files (5 CFR 752) 

Case files a related records created 
adverse action. 

Destroy 4 years after 
case is closed. 

JOB: GRS 1-31 A and B 

7-14 Merit Promotion Skills 

Supervisory appraisal, extract 
personnel folders showing exper nee, 
education and special skills, app aisal 
of supervisory potential, and form 
indicating interest in field manager al 
posit ions. 

Destroy when 3 years old. 

JOB: NCI 184-79-3 Item 7-15 

-7-



• • Departmental 
Fi.eld Service. ' 
Appendix B 
Part II Adm. 

ITEM 
NO. 

JOB: 

7-16 

JOB: 

Manual 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

DESCRIPTION OF RECORDS 

Merit Promotion Panel tfork Papers 

All materials used by merit promotion 
panels to evaluate candidates for pro­
motion including Forms G-125, G-125K, 
G-161, G-186, work samples, proficiency 

criteria and sources sheet, memo­
withdrawal. 

Securit Clearance Files 

security clearance case files 
indexes maintained by the 

personnels urity office of the employing 
agency. 

(a) Case ocumenting the processing 
of investiga ons on Federal employees 
or applicants or Federal employment, 
whether or not security clearance 
is granted, and o her persons, such 
as those working f a Federal agency 
under contract, who equire an approval 
before having access o government 
facilities or to sensi ve data. 
These files include ques ionnaires, 
summaries of reports prep ed by the 
investigating agency, and o her records 
reflecting the processing of he in­
vestigation and the status of 

for use 

Destroy in accordance with 
the investigative agency 
nstructions. 

he 
clearance, exclusive of copies 
investigative reports furnished 
the investigating agency. 

(b) Investigative reports and related 
papers furnished to agencies by 
investigative organizations 
in making security/suitability deter­
minations. 

ORS 18-23 A and B 

-8-

AUTHORIZED DISPOSITION 

Destroy 2 years after 
the personnel action. 

Destroy upon notification 
of death or not later than 
5 years after separation 
or transfer of employee or 
no later than 5 years after 
contract relationship ex­
pires, whichever is appli­
cable. 



• • .. 
Departmental' 
Field Service 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

ITEM 
NO. DESCRIPTION OF RECORDS 

Incentive Awards Program Files 

(a) Case files including recommendations, 
approved nominations, memoranda, 
correspondence, reports, and related 
handbooks pertaining to agency-spon­
sored cash and non-cash awards such 
~s incentive awards, within-grade 
merit increases, suggestion awards 
and outstanding performance awards 
(SSP). 

(b) of Service Awards 

Reco ds including correspondence, 
memor da, reports, computation of 
service and lists of awardees. 

( c) 

Reports perta ing to the incentive 
awards program. 

JOB: GRS 

7-18 Tuition Assistance 

Initial request for assistance, course 
evaluation and reimbursement rec ipts. 
Filed alphabetically by employee. 

JOB: NCI 184-79-3 Item 7-18 

7-19 Labor t!anagement Relation Records 

(a) Labor Management Relations General 

reports 
the 

and 
in­

obsolete. 

roy when 5 years old. 

and Case Files 

Co rres ponde nee, memoranda, 
and other records relating to 
relationship between management 
employee unions or other groups 
cluding negotiated agreements. 

-9-

Appendix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy 2 years after 
approval or disapproval. 

Break file: End of fiscal 
year. 

Destroy when 1 year old. 

Destroy when 3 years old. 

Destroy when 5 years old 
or when superseded or 



• • Department al 
f'ield Service 
Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Labor Management Relation Records (Cont'd) 

(b) Labor Arbitration General and Case 
Files 

Correspondence, forms, and background Destroy S years after final 
papers relating to labor arbitration resolution of case. 
cases. 

JOB: GRS 1-29 A and B 

7-20 Vacancies and Selections 

Notice o include period of Destroy 2 years after date 
filing, de cription of duties, minimum of select ion. 
qualificati s, evaluation and ranking 
criteria, sel ctive placement factors 
and statement equal employment 
opportunity. No ices of selection 
identify position selectee, and former 
organizational unit 

JOB: NCI 184-79-3 Item 7-21 

7-21 Retention Re isters 

(a) Registers from Destroy when 2 years old. 
force actions have been 

(b) Registers from which no reduc ion­ Destroy when superseded 
in-force actions have been tak or obsolete. 

JOB: GRS 1-17 B (1)(2) 

7-22 Health Unit Control Files 

Logs or registers reflecting daily nuraber estroy 3 months after 
of visits to dispensaries, first aid 1 t entry. 
rooms and health units. Information is 
summarized on a statistical report. 

JOB: GRS 1-20 A 

-10-



7-24 

GRS 1-19 

ong-term medical records as defined 

• 

Personnel Manual (FPM), 

1. employees. 

2. Separated e 

. . 
Departmental 
F1,el d Service 
Appendix B 
Part 11 Adm. Manual 

• 
RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

ITEM 
NO. DESCRIPTION OF RECORDS 

Individual Health Record Files 

Cards which contain such information as 
date of employee's visit, diagnosis and 
treatment. 

JOB: 

(b) Temporary short-term records 
as defined in the FPM. 

AUTHORIZED DISPOSITION 

Destroy 6 years after 
date of last entry. 

See FPM for instructions 
relating to the disposi­
tion of EMFs of employees 
transferring to another 
agency. 

Transfer Employee Medical 
Folder to the National 
Personnel Records Center 
(CPR), 30 days after sepa­
ration except in situations 
outlined in FPM Supplement 
293-31 regarding the trans­
fer of Official Personnel 
Folders. 

NPRC will destroy after 
birth date of employee, 60 
years after date of the 
earliest document in the 
folder if the date of 
birth cannot be ascer­
ained, or 30 years after 

is later. 

Do 

1 est separation, which­

year after sepa­
transfer of 

not transfer 

-11-



• • i' bepa rt' mental 
F·teld Service ,. 
Appendix B 
Part I I Adm. 

ITEM 
NO. 

JOB: 

7-25 

JOB: 

7-26 

JOB: 

7-27 

r1anual 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

DESCRIPTION OF RECORDS 

Employee Medical Folder (Cont'd) 

(c) Individual Employee Health Case Files 
created prior to establishment of the 
EMF system that have been retired to 
the FRC. 

1-21 (NI-GRS-86-4) 

Forms, reports, correspondence and related 
medical and investigatory records relating 

job injuries, whether or not a 
claim for ompensation was made, excluding 
copies file in the Official Personnel 
Folder and co es submitted to the Depart­
ment of Labor. 

GRS 1-32 (NI-GRS 

Statistical Summaries 

Copies of statistical sum. ries and reports 
with related papers pertain ng to employee 
health, retained by the repo ing unit. 

GRS 1-22 

Em lo ee Performance File 

Performance records of non-SES appointe 

effected, 

s. 

( a) Appraisals of unacceptable 
where a notice of proposed 
removal is is sued, but not 
and all related documents. 

AUTHORIZED DISPOSITION 

Destroy 60 years after 
retirement to the FRC. 

Cut off file on termina­
tion of compensation or 
when deadline for filing 
a claim has passed. 
Destroy 3 years after 
cutoff. 

Destroy 2 years after date 
of report. 

Destroy after the employee 
completes 1 year of accept­
able performance from the 

te of the writ ten advance 
no ice of proposed removal 

duction in grade 
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: Depar'tmental 

·Field Service 
Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

ITEM 
NO. DESCRIPTION OF RECORDS 

Employee Performance File System Records 
(Cont'd) 

(b) Performance-related records pertaining 
to a former employee. 

All other summary perfornance 
appraisals records, including perform­
ance appraisals and job elements and 
standards upon which they are based. 

JOB: A (1)(3)(4)(5) 

7-28 

Notices, forms orrespondence and other 
records relating o separated employee 
claims to state ag cies for unemploycent 
benefits • 

.JOB: NEW ITEM 

7-29 Organizational Charts 

Official organizational charts, 
history and related records whic docu­
ment the organization and function 
the agency. 

(a) Record copy. 

o 

(b) Other copies. 

JOB: NCI 184-79-3 Item 4-1 

AUTHORIZED DISPOSITION 

Destroy when 3 years old 
or when no longer needed, 
whichever is sooner. 

Destroy 3 years after 
date of appraisal or when 
no longer needed, which­
ever is sooner. 

Destroy 3 years after 
separation of employee. 

PERMANENT. Transfer to FRC 
when 5 years old, transfer 
National Archives after 10 
years in 10 year blocks. 

superseded or 
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• • .. Field Servi~e 
Departmental 

Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 15 

Bureau of Quality Assurance 

The Bureau of Quality Assurance monitors and evaluates the quality of key 
services provided to the railroad community by the U.S. Railroad Retirement 
Soard. The bureau ensures that the benefit programs comply with established 
policies, standards, and procedures to provide the public with the optimum 
level of service. The bureau maintains the quality assurance monitoring system 
and the quality assurance review system. 

ITEM 
NO. 

15-1 

JOB: NEW 

15-2 

JOB: 

15-3 

JOB: NEW 

DESCRIPTION OF RECORDS 

Quality Assurance Study Files 

Documents describing the purpose and 
scope of proposed quality assurance 
studies to be undertaken by BQA. 
These studies, which evaluate the 
quality and effectiveness of various 
Railroad Retirement Board operations, 
include sampling plans and statements 
of anticipated accuracy. 

Case Study Checklists 

Data collection forms containing statisti­
cal and narrative information used to com­
plete various studies and reports issued 
by the BQA. 

Bureau of Ouality Assurance Reports 

Record copies of memoranda to the Chief 
Executive Officer documenting the results 
of form.al studies initiated by BQA. In­
cluded in each report is an executive 
summary, historical background, findings, 
recommendations, and related appendices. 

AUTHORIZED DISPOSITION 

Destroy when 10 years old. 

Break file: End of fiscal 
year. 

Destroy 3 years after com­
pletion of report or 
study. 

Destroy when 10 years old. 

-1-



ITEM 
NO. 

15-4 

JOB: 

15-5 

JOB: NEW 

• 
RRB RECORDS SCHEDULE 15 

Bureau of Quality Assurance 

DESCRIPTION OF RECORDS 

Quarterly and Annual Progress Reports 

Office copies of administrative reports 
to the Chief Executive Officer document­
ing BQA progress on various quality 
assurance studies and other program 
activities. 

GRS 23-1 

Resolved Issues File 

Contains memoranda between the BQA and 
other Board bureaus and offices concern­
ing the resolution of operational de­
ficiences or procedural ambiguities 
identified. 

• Departmental 
Field Service. 
Appendix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy when 2 years old. 

Break file: End of fiscal 
year. 

Destroy when 5 years old 
or no longer needed for 
reference, which ever is 
sooner. 

Break file: End of fiscal 
year. 

-2-



• • 

16-2 

Departmental 
Field Service 
Appendix B 
Part II Adm. Manual 

RRB RECORDS SCHEDULE 16 

Office of Equal Employment Opportunity 

The Equal Employment Opportunity office is responsible for providing advice 
and counsel to the RRB's management staff on all matters relative to equal 
opportunity in personnel management programs. The Equal Employment Opportunity 
office also provides for counseling to employees and applicants who believe 
that they have been discriminated against because of Race, Sex, National Origin, 
Color, Religion, Age and/or Handicap. The office is responsible for the 
Acceptance/Rejection, the Investigation, and drafting of proposed dispositions 
to discrimination complaints in a timely and expeditious manner. 

ITEM 
NO. DESCRIPTION OF RECORUS AUTHORIZED DISPOSITION-

Discrimination Complaint Case Files 

(a) Official case file containing com­ Destroy 4 years after 
plaints with related correspondence, resolution of case. 
reports, exhibits, withdrawal notices, 
copies of decisions, records of hear­
ings and meetings, and other record~ 
as described in 29 CFR 1613.222. In­

udes cases resolved within the 
ag by EEOC, or by a U.S. Court. 

(b) Case Files. Destroy 1 year after 
resolution of case. 

(c) Background re not filed in an Destroy 2 years after 
official case e including EID final resolution of 
counselor reports nd informal dis­ case. 
crimination complai 

JOB: GRS 1-26 A, Band C 

EEO Affirmative Action Plans 

Agency copy of Affirmative Actio from date 
Includes Disabled Veterans Affirmative 
Action Plan. 

JOB: GRS 1-26 H (1) 

Destroy 5 years 
of plan. 
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RRB RECORDS SCHEDULE 16 

Office of Equal Employment Opportunity 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSAL-

Employment Statistics Files 

statistical files relating Destroy when 5 years old. 
race and sex. Files include MD-202, 

nual Statistical Report on Discrimina­
n Complaints, EE0-15 Monthly Report 

of sonn~l Actions, Federal Equal 
Opport ty Recruitment Reports, and 
miscellan us accomplishment reports 
for minorit 

JOB: GRS l-26F 

, and women. 
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RRB RECORDS SCHEDULE 17 

Office of the Inspector General 

The Inspector General, Railroad Retirement Board, monitors agency programs and 
operations to prevent and reduce waste and fraud and to improve agency manage­
ment. The Inspector General Act of 1978, as amended, and other legislation 
established an Office of Inspector General (OIG) in selected government agencies. 
The OIG, RRB, conducts and supervises audits and investigations, recommends 
policies to promote economy, efficiency, and effectiveness and to prevent fraud 
and abuse; and reports problems, deficiencies and progress to the agency head. 
Statutory OIGs must submit semiannual reports to the Congress. 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Policy and Procedures Files 

Records defining and documenting the 
policies required for directing, con­

and carrying out OIG opera-

One record copy of each if not in­ PERMANENT. Cut off when 
ded in the agency's permanent superseded or obsolete. 

f master directives files or 
ord set of publications. 

Transfer to NARA in 10 years 
blocks when 10 years old. 

(b) All Destroy when no longer 
needed. 

(c) Yorking papers Destroy when no longer 
materials. needed. 

JOB: GRS 25-1 A, Band C 

17-2 Semiannual Re ort to the 

OIG reports submitted to the 
working papers. The reports summarize the 
activities of the OIG for the six-month 
periods ending March 31 and September 10. 

(a) Record copy of report. Cut off upon 
transmis 
Congress. 
in 10 year b 
10 years old. 

-1-
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RRB RECORDS SCHEDULE 17 

Office of the Inspector General 

ITEM 
NO. DESCRIPTION OF RECORDS 

Semiannual Report 
(Cont'd) 

to the Congress Files 

( b) Other copies of the report. 

Working papers. 

JOB: 

17-3 

ed during investigations 
of known or a edged fraud and abuse, 
and irregularit es and violations of 
laws and regulati ns. 

GRS 25-3 B 

17-4 Audit Case Files 

Case files of internal 
programs, operations, and proced 
of external audits of contractors 
grantees. Consist of audit reports, 
correspondence, memoranda, and suppor 
ing working papers. 

GRS 25-4 

17-5 Indexes to Case Files 

Used as references 
audit case files. 

to investigative and 

JOB: GRS 25-5 

Appendix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy when no longer 
needed. 

Destroy when no longer 
needed. 

Placed in inactive files 
when case is closed. 
Clltoff inactive files 
at end of fiscal year. 
Destroy 10 years after 
cutoff. 

Cutoff file at end of 
fiscal year after close 
of case. Destroy 8 years 
after cutoff. 

superseded 
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RRB RECORDS SCHEDULE 17 

Office of the Inspector General 

ITEM 
NO. DESCRIPTION OF RECORDS 

OIG Budget Files 

Records relating to the custody and 
disposition of funds related to OIG. 

Administrative files documenting 
OIG policy and procedure governing 
ecisions affecting expenditures 

f OIG progra~s. 

(b) One re rd copy of the formal 
OIG Budg Justification for 
Congressio 1 committees and 0MB, 
together witH 
ments containin 
financial, manpow cost and 
workload data. 

(c) Working papers, cost sta ments 
and rough data accumulated 
preparation of annual budget 
estimates and in administering 
approved budgets. 

(d) Periodic reports on status of 
appropriation accounts, apportion­
ments and reapportionments. 

JOB: NCI 184-79-3 Item 6-8 A, B, D and E 

Appendix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy when no longer 
needed for reference. 

Destroy 10 years after 
close of fiscal year 
involved. 

Destroy 1 year after 
close of fiscal year 
covered by budget or 
when no longer needed 
for reference. 

after 
year 

red by reports. 
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RRB RECORDS SCHEDULE 18 

Office of Planning 

The Office of Planning organizes and maintains the agency's systems for the 
development and implementation of plans covering long tera strategy, bureau 
level operations, automation initiatives, and major special projects. Working 
with key management staff, Planning assists in developing plans for specific 
needs and in reviewing proposed objectives, schedules, and resource allocations. 
Planning also tracks progress against specific planning objectives and helps 
identify where adjustments may be necessary. 

ITEM 
NO. DESCRIPTION OF RECORDS 

18-1 Operations Pl ans 

Yearly plans submitted by bureaus and 
offices in two parts. First call sub­
mission summarizes accomplishments of 
the completed fiscal year based on 
previously set objectives. Second call 
submission predicts work by setting 
objectives for the next three years. 
Series includes the agency consolidated 
plan and reports on special projects 
provided by each bureau concerning 
specific objectives that are tracked 
by Planning staff. 

(a) Agency Consolidated Plan. 

(b) Office of Planning file copies 
of first and second call sub­
missions. 

AUTHORIZED DISPOSITION 

Transfer 
PERMANENT. &ff-e.c to 
National Archives when 
20 years old in 10 
year blocks. 

Break file: End of 
fiscal year. 

Destroy when 5 years 
old. 

Break file: End of 
fiscal year. 
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Destroy at 
year. 
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RRB RECORDS SCHEDULE 18 

Office of Planning 

ITEM 
NO. DESCRIPTION OF RECORDS 

18-1 Operations Plan (Cont'd) 

( c) Special Project Reports. 

JOB: New Item. 

18-2 Audit History Files 

Files containing copies of all audits 
by the Office of Inspector General, the 
audit recommendation status list, re­
solution agreement forms, semi-annual 
corrective act ion status reports, 
semi-annual open audit status report, 
and documentation for implemented and 
closed recommendations. 

JOB: New Item. 

1 Employee Work Measurement Records 

Reports of work output by bureaus. Series 
elude RRB Forms G-387E (input forms, 

or als and corrections), output forms 
(rejec istings); the monthly reports; 
tape runs data processing, and the 
systems lists ard copy of the program 
runs). 

(a) Cumulative fiscal y report (pro-
duced every September). 

(b) All other monthly reports. 

AUTHORIZED DISPOSITION 

Place in inactive file 
as projects are com­
pleted. 

Destroy when 5 years 
old. 

Destroy files 8 years 
after audit recommenda­
tion is closed. 

Do not transfer to FRC. 

Destroy when 3 years 

end of fiscal 

-2-
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RRB RECORDS SCHEDULE 18 

Office of Planning 

ITEM 
NO. DESCRIPTION OF RECORDS 

Employee York Measurement Records 
(Cont'd) 

forms, output forms, and 
lists used to generate 

(d) 

1. Master 

2. Security copy. 

JOB: NCI 184-79-3 Item 6-10 

AUTHORIZED DISPOSITION 

Destroy previous years 
files 6 months after 
close of fiscal year. 

Instruct BDP to destroy 
when 1 year old. 

Instruct BDP to send to 
security storage, retrieve 
and destroy when 1 year old. 
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RR.B RECORDS SCHEDULE 19 

Office of Public Affairs 

The Office of Public Affairs is responsible for conducting a nationwide public 
information program for the Board. It canpiles, edits, and writes material 
for Board publications including the Board's Annual Report, Informational 
Conference Handbooks, Monthly Benefit Statistics, and others; prepares infor­
mational material on legislation and operations in the form of booklets, news 
releases, and other material for railway labor and management publications and 
the media; prepares speeches for the Board Members and other officials as 
requested; and answers general and technical inquiries from the media, government, 
industry, and the general public. 

ITEM 

-NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Office of Public Affairs Publications 

( a) Record copy of office of public PERMANENT. Hold S years 
affairs publications including and transfer to F~C. 
the Annual Report, Statistical Transf('>T9ifa1r to NARA after 15 
Supplement, Monthly Benefit years. 
Statistics, Benefits and Bene­
ficiaries, News Releases and Break file: End of 

mphle ts, and the All-A-Board • fiscal year. 

( b) Destroy when no longer 
needed for administrative 

JOB: NCI 184-79-3 Item use. 

19-2 Material Files for 0 
Affairs Publications 

Files contain backround Destroy when l year old. 
publications, including sourc material 
camera-ready layout, and galley 
publications. 

JOB: NCI 184-79-3 Item 8-2 

19-3 General Response Files 

Contain responses to corr~spondence, 
including Action Line and VIP inquirLe~. 

JOB: NCI 184-79-3 Item 8-4 

-1-
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RRB RECORDS SCHEDULE 19 

Office of Public Affairs 

ITEM 
NO.- DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Speeches and Special Projects File 

Contains record copit:!s of speeches of 
Board members, bureau heads and field 
ersonnel concerning special projects 

other c:iatters. These projects in­
general data furnished to magazines 

izations upon request. 

(a) Members. PERMANENT. T~ffl.8.ffJ 
NARA when 10 years old 
in 10 years blocks. 

(b) All other Dt:!stroy when 1 year old. 

JOB: NCI 184-79-3 Item 8-5 

19-5 Publications from 

Includes nl:!ws releases, reports, and 
other printed material received in the 
office of public affairs from govern­
ment agencies, Association of American 
Railroads, and other groups dealing 
with work-related subjects. 

Destroy when 5 years 
old. 

JOB: NCI 184-79-3 Item 8-50 

-2-
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RRB RECORDS SCHEDULE 2 

Bureau of Actuary 

Explanatory Notes 

disposition 
1. Item 2-l(a), Actuarial Valuations - No change in reteRtieR ,eriee from 

NCI 184-79-3, Item 2-1. Valuations are computed once every 3 years 
rather than annually as assumed in NCI 184-79-3. Due to this fact, a 
longer internal retention period than that originally provided for is 
required to meet the reference requirements of the bureau. 

2. NCI-184-79-3, Item 2-6, Keypunch Cards for Actuarial Valuations - This 
series no longer exists and was deleted from the revised schedule. 
Direct data entry into a personal computer has replaced the use of tab 
cards for several years. 
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RRB RECORDS SCHEDULE 3 

Bureau of Hearings and Appeals 

Explanatory Notes 

1. Item 3-l(a), Appeals Referee Decisions - The limit of this series 
retention period has been reduced by 13 years for the following 
reasons: 1. bureau personnel rarely refer to these records after 
the referee's decision has been issued. 2. appellants has only 
60 days to to appeal referee's decision to the three member Board 
(20 CFR 260.9(b) ), 3. a copy of the referee's decision is always 
filed in the appellant's claim folder and maintained for that 
folders life (see item 3-l(b)). 

2. Iten 3-2(a), Appeals Decision Correspondence - This series contains 
a variety of file items, such as medical and vocational reports, 
hospital records, attorney letters, copies of applications for 
workmen's compensation, etc., which the bureau referee refers to 
in adjudicating a claimant's appeal. These records have no unique 
informational value beyond their original administrative purpose of 
supporting an appeal. The 6 month retention period for this series 
takes into account the 60 day period a claimant has to appeal a 
referee's decision to the full Board (20 CFR 260.9(9)), with an 
added 4 month allowance for filing extensions as provided in 20 CFR 
260.9(c). 

3. Item 3-3, Appeals Decision Index - This is both a finding aid for and 
brief synopsis of each appeal decision rendered by the bureau during 
a fiscal year. The disposition is as recommended in GRS 23, Item 7b. 

4. Item 3-4(a), Tape Records of Appeal Hearings - The retention period for 
this series has been increased by 18 months. The current 6 month re­
tention period, as provided by NCI 184-82-2, Item 3-2(a), is inadequate. 
The bureau occasionally receives evidence or information after the 
referee's decision is released which requires a review of actual testi­
mony to determine whether a reopening of the decision is in order. A 2 
year retention period ensures both the rights of the claimant and the 
Board are protected from potential fraud or misunderstanding. 

S. Item 3-4(b), Tape Records of Appeal Hearings - The retention period for 
this series has been increased by 18 months over that provided in NCI 
184-82-2. There have been occasions in the past where appeal forms were 
either lost in the mail or in the agency or were held in another bureau 
by mistake, but the appellant did not inquire about his appeal until a 
substantial amount of time passed. There are also cases where an appeal 
is not filed in a timely manner. As the Board needs these tapes to 
properly review any appeal, the extended retention period provides 
relief in situations such as those described. 
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RRB RECORDS SCHEDULE 4 

Bureau of Infon:iation Resources Manageaent 

Explanatory Notes 

1. The Bureau of Management Control (BMC) is defunct. Record series formerly 
belonging to BK: are distributed among other bureau/office schedules or no 
longer in use. 

2. Most series in this schedule have descriptions and retention periods un­
changed from the General Records Schedules or old Schedule 4, NCI 184-79-3. 

3. New Item 4-9, ADP Steering Committee Files - The ADP Steering Committee was 
established by amended Board Order 75-1 in 1980. The committee is respon­
sible to the Board's Chief Executive Officer; its principal function is to 
formulate ADP policies, plans, and priorities for the agency. At this time, 
the committee's primary responsibility is to review and approve various 
bureau and office requests for ADP products and services. Included in this 
series are various memoranda and correspondence relating to the commit tee's 
administration and a copy of the amended board order establishing the com­
mittee's function and organization. Though normally a separate series, 
minutes and agenda have been added to the series description because of 
their small volume (less than 4 inches since 1980) and annual accumulation 
rate (less than 1/2 inch). Series disposition instructions are-consistent 
with GRS 16, Item 12(a)2. 

4. New Item 4-10, ADP Steering Committee Reports - These reports created 
monthly by the committee secretary, show the status of various Board ADP 
projects and procurements, approved by the committee, in terms of how close 
to completion the projects or procurements are. Series retention period 
ceets the reference needs of the committee and is as recommended in GRS 16, 
Item 12(b)2. 

5. New Item 4-11, ADP Project/Service Request Files - Series consists primarily 
of administrative fores used by Board bureaus and offices to petition the 
ADP Steering Committee for their approval of proposed ADP eq uipcent/ service 
acquisitions. These forms are not official procureaent documents or purchase 
orders. Disposition is a recommended in GRS 16, Item 12(b)2 and raeets the 
informational requirecents of the committee. 

6. Old Item 4-1, NCI 184-79-3, Organizational Records - This series is now found 
in Schedule 7, Item 29, Eureau of Personnel. 

7. Old Item 4-5, NCI 184-79-3, BMC Audit Reports - This series is now in 
Schedule 17, Office of the Inspector General. 

8. Old Item 4-6, OCI 184-79-3, Audit Workpapers - Same as above. 

9. Old Item 4-8, NCI 184-79-3, Freedoo of Information Act Administrative Files -
Series may now be found in Schedule 20, Records Common to Most Offices. 
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10. Old Item 4-9, NCI 184-79-3, Daily Tioe Sheets - Sw as above. 

11. Old Item 4-10, tCI 184-793, District Office Administrative Inspection 
Audits - This series is now in Schedule 13, Bureau of Field Service. 

12. Old Item 4-12, NCI 184-79-3, Privacy Act General Administrative Files -
Series is now in Schedule 20, Records Co111J1>0n to Most Offices. 

13. Old Item 4-13, NCI 184-79-3, List of Offices of RRB - Form T-83 - Same 
as above . 

.__ . 
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RRB RECORDS SCHEDULE 5 

Bureau of Supply and Service 

Explanatory Notes 

l. All items in the revised Bureau of Supply and s~rvice schedule have 
retention periods as authorized by the Gent:ral Recordt. Schedule or 
unchanged from NCI 184-79-3. 

2. Old Item 5-l(c) (NCI 184-79-3), Procurement Case Files - Subseries 
no longer exists. 

3. Old Item 5-3 (NCI 184-79-3), Property Disposal Corr~spond~nce Files -
Series has been transferred to new RRB Schedule 20. 

4. Old Item 5-4 (NCI 184-79-3), Requisition for Stocked Su lies and Forms -
New Item 5-26 in revised schedu e. Old b) subseries transferred to 
new RRB Schedule 20. 

5. Old Item 5-5 (NCI 184-79-3), Requisition for Unstocked Items and - Special 
Services - New Item 5-27 in revised schedule. Old (b) subseries transferred 
to new RRB Schedule 20. 

6. Old Item 5-6 (NCI 184-79-3), Inventory Files - New Item 5-28 in 
revised schedule. 

7. Old Item 5-7 (NCI 184-79-3), Government Bills of Lading - New Item 5-29 in 
revised schedule. 

8. Old Item 5-8 (NCI 184-79-3), Public Printer Files - New Item 5-30 in revised 
schedule. 

9. Old Item 5-9 (NCI 184-79-3), Printer Control Records - t-ew Item 5-32 in 
revised schedule; 

10. Old Item 5-10 (NCI 184-79-3), Space Files - New Item 5-6 in revised schedule. 

11. Old Item 5-11 (NCI 184-79-3), Motor Vehicle Operating and Maintence Files -
New Item 5-25 in revised schedule. 

12. Old Item 5-12 (NCI 184-/::1-3), Directory Service Listings - Obsolete series 
deleted from revised schedule. 

13. Old Item 5-13 (NCI 184-79-3), Access Passes - Series has been transferred to 
new RRB Schedule 20. 

14. Old Item 5·-14 (NCI 184-79-3), Excess Personal Property Reports - New Item 5-5 
in revised schedule. 
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15. Old Item 5-15 (NCl 184-79-3), Surplus Property Case Files - New Item 5-4 
in revised schedule. 

16. Old Item 5-16 (11:1 184-7~-3), Telephone Records - r,ew Item 5-24 in 
revised schedule. 

17. Old Item 5-17 (NCI 284-79-3), Messenger Service Files - s~ries has been 
transf~rred to new RRB Schedule 20. 

18. Old Item 5-18 (NCI 184-79-3), Mail Control Files - New Item 5-34 in 
revised schedule. 



• • , . 
RRB RECORDS SCHEDULE 7 

Bureau of Personnel 

Explanatory Notes 

1. Most series in this revised schedule have descriptions and retention 
periods unchanged from old Schedule 7, t-CI 184-79-3. Where appropriate, 
retention periods are also supported by General Records Schedule citations. 

2. Old Item 7-2a, NCI 1R4-7Q-3, Service Record Cards - This series no longer 
exists and has been deleted from the revised schedule. 

3. Old Item 7-3, NCI 814-79-3, Employee Record Cards - This series has been 
transferred to new Schedule 20, Records Common to Most Of fices. 

4. Old Item 7-12, N::I 184-79-3, Executive Inventory Files - This is an obsolete 
series and has been deleted from the revised schedule. Records have not been 
created since 1979. 

5. Old Item 7-17, N::l 184-79-3, Position Descriptions - This series has been 
transferred to new Schedule 20, Records Common to Most Offices. 

6. Old Item 7-19, NCI 184-79-3, Training Files - Series is Item 7-9c in the 
revised schedule. 

7. Old Item 7-20, N::I 184-79-3, Merit Promotion Panel Work Papers - This series 
is Item 7-15 in the revised schedule. The retention period has been reduced 
from three years to two years so as not conflict with GRS 1-33. 

8. New Item 7-28, Tlnemployment Compensation Files - This series contains copies 
of forms and correspondence between the Railroad Retirement Board and state 
unemployment agencies which the bureau refers to when determining a separated 
employee•s eligibility for unemployment compensation. Information within 
these files is of routine administrative value and used exclusively by the 
Bureau of Personnel to support or deny a former employee's claim for benefits. 
Retention period meets bureau's reference requirements. 
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RRB RECORDS SCHEDULE 15 

Bureau of Quality Assurance 

Explanatory Notes 

1. Item 15-1, Quality Assurance Study Files - This series documents overat ional 
areas within individual bureaus (primarily Bureau of Retirement Claims) and 
offices which the Bureau of Quality Assurance (BQA) propo~es reviewing during 
a fiscal year. These proposals ar~ usually on~ or two pages in length, 
identify the specific operational component to be studied, the purpose of 
the study, contain a synopsis of how th~ study is to ~ executed, and project 
the study's anticipated accuracy. The "studies" are assigned numbers as they 
are formulated through the fiscal year. Some proposals are not acted upon, 
because of resource constraints. 

The Bureau of Quality Assurance has been in existence less than 3 years and 
has not yet established a significant history or "memory" to which personnel 
can refer. The retention period for this series takes into account. 

2. Item 15-2, Case Study Checklists - Forms containing raw statistical and 
narrative data supporting conclusions and recommendations in bureau reports. 
Retention period is as recommended in GRS 16, Item 10. 

3. Item 15-3, Bureau of Quality Assurance Reports - Series contains written 
reports in the form of memranda, which provide Board managers, most notably 
the Chief Executive Of fleer, with information concerning the quality of 
various services provided by the agency. Most reports are narrow in scope 
and analyze specific technical procedures rather than broad program strategies. 
These reports usually result from initiatives within the Bureau of Quality 
Assurance ( see Item 15-1). 

The 10 year retention period for this series meets the administrative and 
and reference needs of the bureau. 

4. Item 15-4, Quarterly and Annual Progress Reports - Contains one or two page 
reports to the Chief Executive Officer (CEO) on agency performance in 
operational areas being studied or monitored by BQA and are not to be con­
fused with the monthly informational reports all RRB bureaus and offices 
subnit to the CEO. Retention period is as r~coDDDended in GRS 23, Item 1. 

5. Item 15-5, Resolved Issues File - Correspondence between BQA and other 
offices and bur~aus usually concerning the resolution of minor procedural 
error~ or ambiguities brought to the attention of BQA or discovered through 
BQA studies (Item 15-1). Series contains BQA requests to correct deficien­
cies, requests for procedural clarifications, and recommendations. Affected 
bureau or office responds as necessary. Retention period for series meets 
all bureau reference and administrative needs. 
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RRB RECORDS SCHEDULE 16 

Office of Equal !aployment Opportunity 

Explanatory Notes 

New records control schedule covering series created by the Board's Office 
of Equal Employment Opportunity. All items have ret~ntion periods as 
specified by the General Records Schedule. 
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W RECORDS SCHEDULE 17 

Of £ice of the Inspector General 

Explanatory Notes 

1. It.em 17-1 through 17-5 - All series and retention periods are consistent 
With General Records Schedule 25. 

2. Item 17-6, OIG Budget Files - The Railroad Retirement Board's Office of 
the Inspector General (OIG) is budg~ted independently of other Board 
bureaus and of fices. Its budget 1s not under the purvit.!v of tht: Bureau 
of Fiscal Operations. Therefore, OIG requires a separate set of dis­
position authorities in order to schedule its budget records. These 
authorities are consistent with NCI 184-79-3, Schedule 6, Items 8 A, B, 
D, and E. 
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RP.B RECORDS SCHEDULE 18 

Bureau of Planning 

Explanatory Notes 

1. New Item 18-la - This aeries is created annually by the Office of Planning. 
Accu1111lation rate is approximately one inch per year, with a current 0 in 
house" backlog of less than one cubic foot. Plans date from 1982 to 
present. Arranged nuMrical ly. 

The consolidated plan summarizes key provisions of Railroad Retirement Board 
plans (Item 18-lb) for administrative and program operations over three 
fiscal years. Its purpose is to bring into agency-vi.de focus the broad 
management initiatives which RR, has planned for those years and document 
progress oade toward achieving those initiatives. Included within the 
series are such items as a narrative overview of agency operations as 
affected by federal legislation, workload forecasts, staffing and production 
reports, and additional sections concerning the status of agency field opera­
tions, special projects, data processing, long range automation, claims 
processing, and administrative developemtnta (manageaent and organizational 
changes, facilities improvement, etc.). Statistical exhibits supporting 
narrative conclusions and projections within the consolidated plan are also 
present. 

2. New Item 18-lb - The Office of Planning uses these records to monitor the 
progress RRB offices ·and bureaus make toward fulfilling their program objec­
tives. This information, in turn, is relayed by Planning to the Chief 
Executive Officer. Included within the series are such items as mission 
statement.s, staffing charts, workload indicators, and production forecasts. 
Specified retention period meets administrative requirements by allowing 
performance cot!!parisons to be made over several years. 

3. New Item 18-lc - These reports document progress being made by individual 
bureaus or offices on special projects assigned to them by the Chief Executive 
Officer. Planning refers to these reports as part of its 1ll0nitoring function 
and maintains them for five years after project completion to avoid potential 
duplication effort. 

4. New Item 18-2 - Audit History Files - The Office of Planning is responsible 
for tracking the completion of various audit recommendations. made by the 
Office of the tnspecto r General ( OlG). Planning is not subordinate to or 
affiliated with OIG, however, and reports to the Chief Executive Officer 
instead. As it does not have access to original OIG records, the Office of 
Planning must maintain its own set of OIG audits to fulfill its monitoring 
function. Retention period is consistent with reference requirements of 
Planning and CRS 25-4. 

https://agency-vi.de
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s. New Item 18-la - R.etention period for this aeries (formerly Item 6-lOb(l) 

NCI 184-79-3) bu be-,n extended by one year to reflect refe re nee n.=ed~ of 
the Office of Planning. Thek cumulative reports dre used to substantiate 
data submitted by other bur;:,aus ond officers in their operations plans 
( Itec 18-1). 

6. New Item 18-3b - Series duplicates 1nfon11ation in cumulative fiscal year 
report (Item 18-3a) and ne~d not be kept after creation of such revorc. 
\-leek.ly reports are no longer created. 

7. New ltem 18-3c - Retention period for these records incr-,ased slightly 
over that provided in items 6-10a(l)(2) of NCI 184-79-3. iionthly and 
cU11ulat ive reports are not always generated as scheduled. New disposition 
instruction allows for delayii in creation oi the reports. 

8. New Item 18-3d - No change in retention pt!riods fro~ those provided in 
NCI 184-79-3. 
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RRB RECORDS SCHEDULE 19 

Office of Public Affairs 

Explanatory Notes 

1. The mission and duties of the Office of Public Affair~ (OPA) originally 
belonged to the Bureau ot Research. ln the mid-1980s the kailroad 
Retirement Board (RRB) reorganized itself and created several new 
bureaus aad ofiices, including OPA. 

New RRB Schedule 1~ is a compilation of 5 series of records originally 
lo~ted in old RRB Schedule 8. Series descriptions and rett!ntion 
periods remain essentially unchac,.ged from those previously approvtd in 
NCI 184-79-3. 
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RAILROAD RETIREMENT BOARD 

Accumulation Rate and Volume of Permanent Items Submitted With 184-88-1 

Item 

2-1 Actuarial Valuations 

2-5 Actuarial Studies 

4-2 FOIA Annual Report 

4-3 Privacy Act Annual 
Report 

7-29 Organizational Charts 

18-1 Operations Plans 

19-1 Board Publications 

Accumulation Rate 

200 pages every 3 years 

Less than 1 inch a year 

1 inch a year 

1 inch a year 

Less than 1 cubic foot 
a year 

1 inch a year 

1 cubic foot a year 

Current Volume 

Less than 1 cubic foot 

Less than 1 cubic foot 

1 cubic foot 

1 cubic foot 

3 cubic feet 

Less than 1 cubic foot 

25 cubic feet 


