REQUEST FOR RECORDS DISPOSITION AUTHORITY
(See Instructions on reverse)
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JoB NO

TO- GENERAL SERVICES ADMINISTRATION, '
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

Nel- 269- £7-3

1. FROM (AGENCY OR ESTABLISHMENT)
General Services Administration

DATE RECENED .
el

Fo, 198/

2. MAJOR SUBDIVISION
Office of Finance

,NOTIFICATION TO AGENCY

quest, |nc|ud|ng amendments, 1S approved except

3. MINOR SUBDIVISION
Accounts Payable

4. NAME OF PERSON WITH WHOM TO CONFER

Ray Hershberger

5. TEL EXT.

566-0673 Date

WITHDRAWN

in accordance with the provisions of 44 U S C 3303a the disposal re-

for items thaJmay

be stamped “disposal not approved” or “withdrawn” 1 colum

Archivist of the United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE

I hereby certify that | am authorized to act for this agency in magters pertaining to the disposal of the agency’s records;
page(s) are not now needed for the business of

that the records proposed for disposal in this Request of
. this agency or will not be needed after the retention periods

[J A Request for immediate disposal.

ecified.

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

retention.

C. DATE D. SIGNATURE OF AGENCY REPRESENTATIVE

“/4’7/5// il

E. TITLE

Chief, Records Management Branch

7. 8. DESCRIPTION OF ITEM 3. 10,
ITEM NO (With Inclusive Dates or Retention Periods) SAMEROR | ACTION TAKEN
WITHDRAWN
AppeMdix 16-C Accounts Payable Files
Files de iptions and requested disposition changes are |NN169-125(69)
attached toNheproposed new change to the HB, GSA Records |NCI-269-77-1 (72)
Maintenance amDisposition System ch. 16 (OAD P 1820.2). |NC1-269-8(-1

16 Pen

| S | / . (
Wilh deaand : 8417 BT,

STANDARD FORM 115
Revised April, 1975
Prescnbed by General Services

Administration
FPMR (41 CFR) 101-11.4




. OAD P 1820.2 CHGE

RC1. Payment files. Descriptions of and maintenance and disposition instruc-
tidns for these files are contained in a thru c, below.

a. GAO site audit payment files. The records accumulated in this series
will be\retained on paper or microform, and both are acceptable by GAO for audit
and NARS Xor storage. purposes. Included are Standard Form 1166, Voucher and
Schedule o} Payments; detailed disbursement listings and summary fund break-
downs; vendoy invoices; and supporting documents, such as purchase order copies,
signed copiesNf contracts, lease digests, receiving reports, and similar
records.

Microfofm daily and retire paper records weekly as Office
of Inspedtor General records to FRC. Destroy when 5 years
old.

Note.-~-Records crgated before FY 1976 (July 1, 1975), will be retained by
GAO for 10 years and 3 momths after the period of the account. Records created
on or after FY 1975 (June 3¥, 1975), and before FY 1981 (October 1, 1980), will
be retained by GAO for 6 yeaRs and 3 months after the period of the account.
Records created on or after FI\1981 (October 1, 1980), will be retained on
microform for GAO by the OfficeNof Finance for 6 years and 3 months after the
period of the account.

b. Transportation documents.\ SF 1166, Voucher and Schedule of Payments;
ADP coding documents; copies of carri®dr bills; Government Bills of Lading (GBL)
memorandum copy; disbursement listingsi\reports of discrepancies in shipments;
transportation requests (carbons); and osher records relating to payment for
transportation.

MA? . . -r‘.,”‘ev to Fiffe
o gt (1) Microform daily and forward dgcuments to TPQS. ,/5-wo$
%’/W/MM’ Destrey when no fonfler peeded 50X #dwunistrilive vse, acsperir ey,
yoopy¥®(  (2) Records created on or after FY W81 (October 1,
1980), will be retained on microf®rm for GAO by the
Office of Finance for 6 years and J\months after the
period of the account.

c. Interfund payments. GSA Form 2043, ADP Codikg Document-Accounting,
used for internal fund transfers; similar records; and rglated supporting
documents.

(1) Microform daily and retire péper records weekly as.

Office of Inspector General records to FRC. Dgstroy
when 5 years old.

(2) Records created on or after FY 1981 (October 1,
1980), will be retained on microform for GAO by tha
Office of Finance for 6 years and 3 months after ths
period of the account.
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OAD P 1820.2 ‘CHGE

16 =~ 16C4. Reserved.

16C5. \Payment copy files. Copies of contracts; memorandum copies of vouchers;
and copMes of invoices, purchase orders, gasoline sales tickets, receiving
reports, 3a3gd other payment documents retained either on paper or microform, but
not documen%g required for inclusion in 16Cla GAO site audit payment files, or
16C1b TranspoRtation documents files.

a. MicroYorm daily and retire as Office of Inspector General
recordjweekly to FRC. Destroy when 5 years old.

%wated on or after FY 1981 (October 1, 1980),
will be retadned on microform for GAO by the 0Office of
Finance for 6\years and 3 months after the period of the
account, and then destroy.

16C6 - 16C9. Reserved.

listings. Microforms or paper listings of
ts payable.

16C10. Unliquidated obligations
unliquidated obligations and acco

Cut off at the end of the figcal year, hold 5 years, and
destroy.

16C11 - 16C14, Reserved.

16C15. .Lost GBL registers. Registers used\ to record the issue of, and other
information about, Standard Form 1103, U.S. ®overnment Bill of Lading. The
register is reviewed against the memorandum paid file carrier bills to make sure
that duplicate payments were not made in the ingerim,

Cut off at the end of the fiscal year, ho 3 years, and

destroy.
16C16 — 16C19. Reserved.

16C20. Withdrawn by CHGE 34.

16C21 - 16C24. Reserved.

or paper listings
and service
register.

16C25. Lease and fixed service contract listings. Microfor
showing all master file records for fixed payments under lease
contracts. These listings are reconciled with the fixed paymen

Cut off at the end of the fiscal year, hold 1 year, and
destroy.

16C26 - 16C29. Reserved.

16C30. Withdrawn by CHGE 34,
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OAD P 1820.2 CHGE

C39. Reserved.

ation cards. Punched cards prepared to enter and cancel
o the accounting system.

16C40. Obl
obligations i

Destroy lated card when the obligation is entered or

canceled.

16C41 - 16C44. Reseryed.

16C45. Vendor payment Ristory listings. Listings or microforms reflecting
names and addresses of v&pdors, funds involved, GSA document and invoice
numbers, and schedule numb®ers and amounts for all payments as well as treasury
check numbers made during the reporting period. These files are used in
answering vendor inquiries.

a. Cut off annually, djstroy when 7 years old.

b. Records created on or ¥Nafter FY 1981 (October 1, 1980),
Wwill be retained on mickoform for GAO by the Office of
Finance for 6 years and 3 months after the period of the
account, and then destroy N\

16CU6 - 16CH9. Reserved.
16C50. Payee name and address listings. LIstings or microform reflecting

vendor name, address, and identification numb®p. These listings are used to
code incoming invoices with vendor identificatidn codes.

a. Destroy when superseded by a new list®g or microform
except that the listings or microform M use at the time
of purging shall be destroyed when 7 yeairs old.

b. Records created on or after FY 1981 (Octobéy 1, 1980),
will be retained on microform for GAO by the\QOffice of
Finance for 6 years and 3 months after the per¥od of the
account, and then destroy. )

16C51 - 16C54. Reserved.

16C55. GAO exceptions. Documents relating to exceptions taken by
result of the audit of accounts.

Cut off at the end of the fiscal year following clearance of
the exception by GAO, hold 1 year, and destroy.

Appendix 16-C
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