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GENERAL INFORMATION
 

The Federal Records Act of 1950 (44 U.S.C. 396(b)) requires 
each agency of the Federal Government to establish a records manage-
ment program. This requirement includes preparation of records 
retention and disposition schedules to determine which records 
accumulated in the general course of business are worthy of preser-
vation, either short term or in the archival sense, and to provide
guidance to line officials and staff in the retention or destruction 
of papers and records accumulated in offices under their jurisdiction.
This is accomplished as a service to officials and employees of the 
Commission in an effort to reduce the amount of space, equipment and 
monies used in records and files retention as opposed to that expended
for program and staff resources. 

The schedules which make up Section II of this manual are derived 
from two sources. The first source is the FEC initiated schedules 
concerning records created as a result of campaign finance legislation
and therefore unique to the Commission. Disposition of these records 
must be approved by the Archivist of the United States, a necessary
step before destruction of any Government record (44 U.S.C. 2905 and 
3106). The second source is the General Records Schedules, published
by the National Archives and Records Service and approved by the 
Archivist of the United States and the Comptroller General of the 
United States. These schedules provide guidance for retention of 
fiscal, personnel, administrative and other records common to most 
or all Government agencies and where applicable have been adopted
for the majority of Commission records. In this manual these two 
types of schedules have been combined. 

Each of the schedules is made up of several items dealing with 
records created within one function, whether Commission action, disclo-
sure, payroll, travel, procurement, personnel, or any other. Each 
user of the manual should be familiar with each schedule since the 
records held in his or her office may be listed in one or more 
schedules depending upon the function and/or purpose of the document. 
Where there is a doubt as to which schedule applies in a given situa-
tion, the Records Management and Administrative Services Branch will 
assist in the determination. 

Complete coverage of all record material in the Commission is a 
primary goal of this manual. This can only be accomplished with the 
assistance of office and division employees when record categories
are created which do not "fit" the description in the approved
schedules. Where required new disposition authority will be sought
in an effort to keep record holdings as small as legally possible 
and where it can be accomplished the least burdensome to employees. 

Throughout the schedule records have been described in a manner 
to facilitate identification of material maintained in Commission 
offices. The retention periods for these records, with certain excep-
tions, does not mean that the records are to be kept in the offices 
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for the entire retention period. In an effort to "free" file space
for other purposes, the records should be stored "off-site" when 
use or reference purposes decreases prior to the disposition period.
The Records Management and Administrative Services Branch will store 
the material either at the Commission storage facility or the Federal 
Records Center at Suitland, Md. pending disposition and provide
retrieval services in the interim when required. 
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FEC RECORDS RETENTION AND DISPOSITION SCHEDULES
 

SECTION II
 

SCHEDULES 
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FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. 1 NMlfll0 Hl./JI-\ 

Commission, Disclosure, Audit, and Legal Reports and Records 

This schedule provides for the retention and disposition of the basic 
documentation concerning powers and duties of the Commission in carrying
out its responsibilities under the Federal Election Campaign Act as 
amended, the Presidential Election Campaign Fund Act and the Presidential 
Primary Matching Payment Account Act. This material includes agenda,
backup material and minutes of Commission meetings, documentation of 
Commission and staff actions with respect to entitlement certifications 
for payments of Federal Matching Funds for Presidential campaigns; inves-
tigations and audits concerning matching payments; disclosure reports
submitted by candidates for President, Vice-President, Senator or Repre-
sentative in, or Delegate or Resident Commission to, the Congress of the 
United States and committees supporting them; and official complaints
filed with the Commission. 

Records maintained to document personnel, accounting, budgetary, and 
other administrative services are described in other record schedules 
(See Schedules 2-15). 
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Commission, Disclosure, Audit and Legal Reports and Records 

DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

1.	 Records, indexes and material
 
relative to meetings of the
 
Commission. This includes
 
agenda, backup material and
 

'nutes, of both public and
 
cutive sessions. These
 

ds provide documentation
 
as t organization, function,

polici s, procedures, per-
sonnel d essential transac-
tions of e Commissioners in
 
fulfilling heir duties and
 
powers as sp cified in U.S.C.
 
chapter 14, T Ie 2 and chapters

95 and 96 of Ti Ie 26 of I.R.C.
 

a) of material ~ V Permanent To be 
format; retention; requested 

~ ~ffi~~iiC 
session material 
to NARS when no 

Vol: '31 cf longer needed for 
administrative 

A"". k,(' 1 1 use or when 10 
years old which-("",~ 14) eyer~ 

b)	 All other copies of (b) Destroy I To be 
material in hard copy after date requested
format meeting or en 

no longer nee 
for	 reference p rposes 
whichever is soo 
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DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

c)	 Magnetic Tape recordings Y'I) perman7nt To be 
of Commission meetings retent~on; requested
and public hearings. 

A ".t-~~( dvr...., h.., ~ i"kl!~~ • )t'J	 Offer the public WITHDRAWN 

session material 
to NARS when noivl.:	 If e{.. longer needed for 

Aho .... Au:.: ;1r- f	 administrative use 
or when 10 years
whichever is sooner. 

2)	 Offer the executive "D ;~po-j. :t,~
session material to NE>+ NARS when 50 years A f1' I"e ve.J.old or by vote of 
the Commission,
whichever is sooner. 

2.	 Correspondence and in ernal 
reports relative to co acts 
between Commission perso nel WITHDRAWN 

and the Congress and othe 
agencies. 

a) Record copy JL Permanent retention. To be 
~J'Offer to NARS when requested

no longer needed for 
dministrative use 

o when 10 years old~ 
Wk.1 

b) ~ ether copies ~ ~	 To be 
requested~~. 

Vol. ~ 1.s" c-~ .
 

A",,,, A~c.: i.3 ~
 

3.	 Correspondence reports and 
other material including
indexes relative to infor-

WITHDRAWNmation distributed to Com-
missioners for carrying
out	 their duties and powers.
This material includes com-
pliance,	 litigation, investi-
gation, and audit matters 
both under review and on 
action completed cases. 
Material	 is maintained in 
numbered	 series. 
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ITEM DESCRIPTION OF RECORDS 

a) Record copy ,.J ~ 
A ....."-j,-4 J i~ b;..It' 

~~ ~,~uI 
i: 7 -r . A_.ACC'. !.~. 5" c.L 

-~ J D 
) All other copies 

4.	 General dministrative 
correspon nce and 
subject fiI s of each 
Office and D yision,
consisting of etters,
memoranda, and elated 
papers, which we 
generatedd within 
Office or Division, y
other agencies, or th 
general public. These 
files are of a routine 
nature, and do not re-
flect established 
policies, procedures,
investigations or 
recommendations and are 
not covered by other 
schedules. (Originals
and/or carbon copies) . 

5.	 Reports, statements,

other documents and
 
material submitted
 
by candidates for
 
President and Vice-

President and poli-
tical committees,

and other persons

operating on a
 
"National-level"
 
relative to the
 
public disclosure
 
provisions of U.S.C.
 
2 chapter 14. This
 
item includes the
 
document and re-
trieval aids such
 
as indexes, and
 
examination material.
 

RETENTION PERIOD 

J1 ..•'#. _Permanent retention.IV~~ Offer to NARS when 
. no longer needed for 

~~~.administrative use 
or when 10 years old. 

I oU. -cr(' 

Destroy when~
 
~~ I longer needea for

"/1>-'/'7 reference purposes;
~~~~. 

9oi:spose 5 years
aieer the ead oi 
f,j,seal year in 
~~ich the carre-
~.IIdeIIce is dated. 

DISPOSAL 
AUTHORITY 

To be 
requested 

To be 
requested 

To be 
requested 

11
 



ITEM DESCRIPTION OF RECORDS 

The records are maintained 
in alphabetical sequence
by candidate, candidate 
committee, party committees 
and National-level commit-
tees supporting more than 
one candidate for Federal 
office, and other persons
supporting similar candi-
dates. 

Original or record 
copy of document 
s itted to the 
Comm' sion; 

b)	 copies other than 
those in item 7 
below, both hard 
copy and micro-
graphic; 

c)	 Finding aids and 
indexes 

6.	 ies of reports, statements,
and ~her documents and material 
submit d to the Secretary of 
the Senat and Clerk of the House 
of Represent ives by candidates 
for Senator or presentative in, 
or Delegate or Re ' ent Commis-
sioner to, the Congr of the 
United States, politica commit-
tees and other persons sup rting
these candidates, relative to he 
public disclosure provisions of 
U.S.C. 2 chapter 14. This item 

RETENTION PERIOD
 

Permanent retention. 
Transfer to Federal 
Record Center in 2 
year increments 4 
years from the end 
of the reporting
year for which the 
election takes place.
Offer to NARS in 2 
year increments 10 
years from the end 

the reporting
yea for which the 
elect~ takes place. 

Destroy in 
increments when 0 
longer needed for 
reference purposes. 

Destroy when super-
seded or obsolete. 

DISPOSAL
 
AUTHORITY
 

To be 
requested 

To be 
requested 
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(con't) 

a) Records prior to 1977-78	 election cycle 

1) Original or record copy of docu~ent submitted Permanent. Transfer 
to the Co~~ission. to FRC in 2-yr increments 

4 years after the end 
Arranged ehron. by election cycle and tlu of the reporting year
by committee identification number. for which the election takes 

place. Offer to ;1ARS in 
2-yr increments 10 years 
after the end of the 
reporting year for which the 
election takes place. 

in item 7 below.	 Destroy in 2 year 
increments when no longer . 
needed for reference purposes. 

3) Finding aids and	 Permanent. Offer to NARS 
in accordance with 5a)1)
above. 

b)	 Records of 1977-78 election 
thereafter 

1) Original or record copy of doc	 Hicrofilm records in 
sub~itted to the Corr~ission.	 accordance with 41 CFR 

101-11.5. After verification 
of film, hold in agency
soace. Transfer to FRC 
i~ 2 yr. increments 4 years 
after the end of the 
reporting year for Hhich the 
election takes place.
Destroy 10 years after the 

•	 end of the reporting year
for which the election ta~es 

2)	 Silver halide master and one silver or Pen nent. Offer to 
diazo copy of microfilm documents cited o years after the end 
in 5bh)' of the eporting year for 

whi.ch th election takes 
Arranged by reel num~er and t.u. ehron. place. . 
(filmed as received) Vol: I~cf; Ann. "Acc.: 3 cf. (" cf I~ )3) '::opiesother than those in item 7 below Destroy in 2 ~ incre~ents 
or in 5b)2) above. when no longer eded for 

reference purpose • 

l.}) Finding aids and Lndexes ,	 Permanent. Offer to
 
in accordance Hith 5b
 

J 1. a.. 



DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

'ncludes copies forwarded to 
~ e Commission of documents 
re eived by the Secretary of 
the Senate and Clerk of the 
Hous of Representatives
and r treival aids such as 
indexe and examination 
materia The records are 
maintaine in two series -
House and enate - in 
alphabetica sequence by
state and su sequently
by candidate, andidate 
committees, pa y commit-
tees and other mmittees 
party committees nd 
candidates for Fed ral 
Office (other than hose 
listed in item 5 abo e)
and other persons
supporting similar 
candidates. These 
records occur in both 
hard copy and micro-
graphic format. 

a record copy of document Permanent retention 
hard copy format; 1)	 Documents relating

soley to candidates 
for the Senate,
transfer to Federal 
Records Center in 2 
year increments 4 
years from the end 
of the reporting
year for which the 
election takes place.
Offer to NARS in 2 

ear increments 10 
ye s from end of 
the r orting year
for whi the elec-
tion takes 

To be 
requested 
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Item 6. (con't) 

a) ~ecords prior to 1977-78 election cycle 

Paper copies of documents suhmitted 
on behalf of candidates for Federal 

ffice (other than those listed in 
5 above). 

chron. by election cycle and t.u. 
by co,mittee identification nmnber. 

than -:hose in item 7 helow. 

h)	 Records of the
 
thereafter.
 

1) Paper copies
on beha.Lf of candi.da tes f'o) 
office (other than 
item 5 above). 

2)	 Silver halide master and one silver 
or diazo copy of microfilmed 
docu~ents cited in 6b)1) above. 

i..r+anged by reel numb=r and t.u, ch ron ,
 
(filIned as received)

ver.. It. cf ; Ann. Ace.: "3 cf , (, 1/~
 

J)	 Conies other than t:iose in Lt.om 7 beLow 
or'in f)b):L) or ()b)2) above , 

J})	 Finding aids and indexes. 

Per~anent. Transfer to FRC in 2-yr.
increnents It years after the end of 
the reporting year for which the 
election takes place. Offer to ~:ARS 
in 2-yr. increflents 10 years after 
the end of the reporting -rear for 
Hhich t'te election takes place. 

Destroy in 2 yr;ar increments when 
neederl for reference purposes. 

Per-nanent., C'fPer to '::.RS in 
accord~nee with 6a)1). 

l1icrofilm records in accordance wi.t.h 
!~1Cla 101-11. 5. ~\fter verification 
of film, hold in agency space.
Tra~sfer to FaC in 2-yr. increments 
4 years after the end of the 
reporting year for Hhich the election 
takes place. Destroy 10 years after 
end of the rep)rting year for uhieh 
the election takes place. 

Permanent. Offer to ;·JARS 10 years 
after the end of the reporting year

or wlri.ch the election takes place. 

:Jestroy _"1 2-yr. i~.cre;'lents,\7:1enno 
longer nee, ed for reforence purposes. 

Pe rnanerrt..0::::fer to :JAl.S in accor-dance 
wi t.h 6b)2). 

http:candi.da


- ------

DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

-----~-=~=~""",...=-~".",..,."..."..--="""'.--------------------------------} 

2) Documents relating 
WITHDRAWNsolely to candi-

dates for the House 
of Representatives,
transfer to Federal 
Records Center in 2 
year increments 4 
years from the end 
of the reporting
year for which 
the election takes 
place. Offter to 
NARS in 2 year in-
crements 10 years
from the end of 
the reporting year

which the elec-
takes place. 

b)	 copies other than Destro n To be 
those in item 7 increment requested
below, both hard longer nee 
copy and micro- reference pur
graphic; 

c)	 finding aids and Destroy when super- To be 
indexes. seded or obsolete. requested

. ---~-,.
7.	 eports of audits conducted a) W 'if ~ ~~. To be 

r ative to U.S.C. 2 chapter :~'~ ~ ~ requested
14 a pertinent case files. 
This m erial includes the ~~ ~ ~. WITHDRAWN 

audit re t, written sum-
maries of a it findings,
administrativ documents 
relating to spec' ic audits 
exception schedule infor-
mation work papers, ies 
of the disclosure state 
written presentations of n-
ferences held with committee b) ~ cfI- ~ ~ -r+: , . 
officials and other persons ~. (0 ~" -r- ~~ 1-

I 

and any documents filed with ~ 
the Commission as a result 

of the audit pro~ess., ~ '~U b ~ ~.i 

(1) !~~1l~~ ~~	 .~~. :".fJ <rr 

i;) ReJU-rJ ~ 1- eJJ.- ~ ~.	 ~ ~ ~~ -- (yv-
c) tJC1 .. , ;k~J ~,	 ~~ ~C-""'V~ 
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DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

8. ~ase	 files consisting of Destroy 10 years To be 
orrespondence, statements, from the date of requested
nd documents submitted by the last material 

p litical committees rel- in the case file. 
at~ e to chapters 95 and 96 
of I R.C. 26. This material 
inclu s lists of contribu-
tions, opies of cas re-
ceipts a checks, certifi-
cation sta ements furnished 
to the cand ate, debit 
memorandums, opies of con-
firmation lett s sent to 
contributors, an certifi-
cation reports pr ared for 
the Commission. 

9. Case files for Adviso WITHDRAWNOpinion Requests, Advis 
Opinions,	 Opinion of 
Counsel Requests and 
Opinions of Counsel con-
cerning the application
of general rule of law
 
stated in U.S.C. 2
 
chapter 14 or I.R.C. 
chapter 95 and 96. 
Material includes 
original request, copy
of opinion issued, back-
ground information and 
correspondence related 
to the opinion. UM-,1? ~. 

a) Record copy . Permanent r tention~ To be 
AtlrAM-1cc/ eL,..n-. 'Mr 'IcU'" -I. ilL. fI.IA,Nt.<..,...u.~. .. Offer to RS 10 requested
Vt>/: 11,.s: tf years from ate 

Opinion was ~ sued.AM. ,fa.! 10 "I 
~~~~ ....~ b) Other copies ..	 Destroy when 2 To be 
years old, super- requested
seded, obsolete 
or no longer
needed for re-
ference purposes
whichever occures 
first. 
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DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

\.DO. Case files for op~n~on
or replies to requesters
where formal advisory
opinion is inappropriate
or defective with regard
to 2 U.S.C. 437(f)

terial includes items 
sbmilar to item 9 above. 

Record copy 

b) 

C1...t-~~~/Destroy 10 years
from date of the 
last material in 
the case file. 
~..u-~~. 
Destroy when-2r' 
years old or when 
no longer needed 
for reference 
purposes which 
ever is sooner. 

WITHDRAWN 

To be 
requested 

To be 
requested 

11. File of 
Notices 
printed 

Federal 
together
copy. 

Regis
with 

er 
~ WITHDRAWN 

a) Commission Record Co ~t1ty~~~; 
years old or when no 
longer needed for 
reference purposes
whichever is sooner. 

To be 
requested 

b) Other copies 
7 rrf.? a-c-..,,~ . 

D troy when 2 Years 
01 or when no longer
need d for reference 
purpo whichever is 

To be 
requested 

12. File comments on notices of 
proposed rulemaking created 
in accordance with the Ad-
ministrative Procedures Act. 
Material includes written 
comments from interested 
persons and acknowledge-
ments thereof. 

WITHDRAWN 
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DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

a) Record copy 

b) Other copies 

13.	 Case fi es and indexes 
relating 0 investiga-
tory matte s pertinent
to chapter 4 U.S.C. 2 
and chapter and 96 
of I.R.C. Mat~ial con-
tains the compl~nt or 
staff referral, c~e-
spondence, reports f . 
investigation or fin ing,
certi·fication of ccmmea-
sion action. 

_.~_)__R~_c~rd copy .1- . 
""'&kt~ .u).J....,:J -1-0 l4~,-

, ~ if~-k ~CI J~ - f.1z.(..6. 
~ : f~ c.-J~l~ 

~ 
I 
Fs-n..o ~~d 

• 
~ ,6.. 

./,J~J luvJ (I ~.\.A1v.~-.J 

~ ~ +-0 C~t4.J.d:;: 

~~A~.
 

6J) ~l4rf1 CcJ'I 1~r:4ru..! 
;-zd-~J tl-f,~ ~ c~<-e(,-d~ 

~ ~1~~'f~ 
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Permanent Retention. To be 
Offer to NARS when requested
10 years old. 

Destroy when 2 years To be 
old or when no longer requested
needed for reference 
purposes whichever is 
sooner. 

W til~u...· 
Ha'ees:i!al relat!f:~ To be 
to eaaaiaates fo; requested
P.~esiaeae and Vice-

4~~Of~' 

~()~.~ 
~,.~1J.or o<;""'J Gli''tA ... ~ 

. -" 
<,.\ 

vr 
~~ 



DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

14. Work papers of case	 Destroy upon comparing To be 
terial described to case file when case requested

in item 13. Files is closed. 
con in material WITHDRAWNsimiI r to that in 
case f es as well 
as repo draft,
notes to ·~torney,
etc. 

15.	 Litigation cas Permanent Retention. To be 
relative to mat GffQ~ to N~RS 10 requested
concerning court ases ~ar~ from the date 
filed by or agains Qf the las~ matQ~ial 
the Commission. .a.n the file. WITHDRAWN 

~~~h.,~	 +.\1... 6- rt ir:J:!. COA.e.S
Av ..~~ /¥-y.~~ ~~. ~i--o 
lA-~ 1 ~~.ur N,A-R...5 10 ~ -r-rJ-t1..M-+1l- ~ ~ ~ . .	 ~.~~~. 

~~."",~. 

~,~I ~ . 
~	 WITHDRAWN 

C£vv..J.. : J....:;C..	 .i., ru"C 4N 
IV ~f ~ ....tt,..,.1- d 

.j-p PI( c . 
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FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. 2 

Personnel Records 

Personnel records relate to the supervision over and management of 
Commission Employees. This schedule covers the disposition of all 
official personnel folders of employees and all other records re-
lating to personnel, wherever located in the Commission. 

The most important types of records, the Official personnel, Folders, 
and Service Record Cards, are maintained according to the U.S. Civil 
Service Commission's Federal Personnel Manual Supplement 293-31, which 
prescribes a system of recordkeeping for Federal personnel offices. 
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PERSONNEL RECORDS
 

ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

1.	 Official Personnel Folders 
excluding material on the 
left or "Temporary" side of 
the folder. 

2.	 Service Record Card 
(Standard Form 7) • 

3.	 Correspondence and subject
files relating to the gen-
eral administration and 
operation of personnel fun-
ctions and programs, ex-
cluding those at agency
staff planning levels. 

4.	 Correspondence and other 
records relating to em-
ployment programs and fun-
ctions, including experts
and consultants, employee
transfers and details, and 
excepted positions. 

5.	 Correspondence, letters, and 
telegrams offering appoint-
ments to potential employees. 

21 

a) See Federal 
Personnel Manual 
for istruct~ons 
relating to folders 
of employees trans-
ferred to another" 
agency. b) Transfer 
folders of separated
employees to inactive 
file upon separation.
Transfer folder from 
inactive file to Nat-
ional Personnel re-
cords Center (CPR),
St. Louis, Missouri, 
30 days after sepa-
ration. 

Destroy 3 years
after separation or 
transfer of employee. 

Destroy when 3 years
old. 

3Destroy when "S.. years
old. 

a) If appointment is 
accepted file on left 
side of personnel
folder. b) If ap-
pointment is declined 
file inside applica-
tion and dispose in ac-
cordance with item 16 
of this schedule. 

GRS 1 
item 1(b)
(1) 

(;.es I
I+~ l(b)(Z.) 

GRS 1 
item 2 (b) 

GRS 1 
item 3YJ 

GRS 1 
item 3~ 

~~ 

To be re-
quested 



ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

6.	 Position Classification Stan-
dards files. 

7.	 Position Descriptions. 

8.	 position Classification Sur-
vey inspection and audit re-
ports including periodic re-
ports such as Whitten Amend-
ment and Annual Supergrade
Position Report. 

9.	 Position Classification Ap-
peals Files. 

10.	 Correspondence and other re-
cords relating to inter-
views with employees. 

11.	 Duplicate Copies of Per-
formance Rating Board Case 
Files forwarded to Civil 
Service Commission. 

12.	 All copies of correspondence
and forms maintained on the 
left side of the Official 
Personnel Folder in accor-
dance with the Federal 
Personnel Manual. 

a) Destroy 5 yeaLs~ 
after position is 
abolished or de-
scription is super-
seded. b) If re 
view file, is ereated 
destroy whefi 2 years 
eld.~ 

a) Destroy record 
copy 5 years after 
position is abolished 
or description super-
seded. b) Destroy 
other copies when 
position is abolished 
or description super-
seded. 

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

Destroy 3 years after 
case is closed. 

Destroy 6 months after 
transfer or separa-
tion of employee. 

Destroy 1 year after 
case is closed. 

Destroy upon separa-
tion or transfer of 
employee or when 1 
year old, whichever 
is sooner. 

GRS 1 
item 7 (a) 
(1) 

,... ~ 

~(a) 

GRS 1 
item 7 (b) 
(1) 

GRS 1 
item 7 (b) 
(2) 

GRS 1 
item 7(c)
(l)-+a:rcr 
GRS 1 
item 7(d) 

GRS 1 
item 8 

GRS 1 
item 9 

GRS 1 
item 10 
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ITEM	 DESCRIPTION OF RECORDS 

13.	 Incentive awards program and 
case files. 

14.	 Reports pertaining to oper-
ation of The Incentive A-
wards Program. 

15.	 Notifications of Personnel 
Action (SF-50), exclusive 
of those in Official Per-
sonnel Folders. 

16.	 Applications and related 
records, excluding those 
resulting in appointment
which are filed in Official 
Personnel Folder. 

17.	 Personnel operations statis-
tical Reports. 

18.	 Operating personnel office 
records relating to indiv-
idual employees not main-
tained in Official Person-
nel Folders and not pro-
vided for elsewhere in this 
schedule. 

19.	 Copies of documents dup-
licated in Official Per-
sonnel Folders, maintained 
outside personnel off~ce,
and not provided for else-
where in this schedule. 

RETENTION PERIOD 

Destroy 2 years after 
approval or disap-
proval. 

Destroy when 3 years 
old. 

a) Destroy chrono-
logical file copies
when 2 years old. 
b) Destroy all 
other copies when 1 
years old. 

Destroy upon receipt 
of Civil Service Com-
mission inspection
report or when 2 
years old, whichever 
is earlier, providing
requirements of the 
Federal Personnel Man-
ual are observed. 

Destroy when 2 years 
old. 

Destroy when 6 months 
old. 

Destroy when 6 months 
old. 

DISPOSAL 
AUTHORITY 

GRS 1 
item l2(a)
(1) 

GRS
 
item 13
 

GRS 1 
item l4(a) 

GRS 1 
item l4(b) 

GRSl
 
item 15
 

GRS 1
 
item 16
 

GRS 1 
item 17(c) 

GRS 1 
item 18(b) 
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ITEM	 DESCRIPTION OF RECORDS RETENTION PERIOD 

20 . 

h •• ~~ a) Certificates of per-
•~	 formance rating.

;).'f~ 
b)	 General or case files when 3 years 

of forms, memora 
and corres 

final settlement of 
case. 

21.	 Statements of (outside) em- Destroy 2 years after 
ployment and financial in- separation of employee
terests and related reco~ds) or 2 years after em-
..l/(.¥ .~ ~;;tt..J ,~ ""'W~ ployee leaves the po-
6.<1 ~ ~ ~ -€~ 4.. ~~ sition for which the
A~-{,q7'a ((J.l.lt~5"''l-I)~ ~,~w~s,;atement is required. 

22. Equal Employment	 Opportunity i:J:;J- I (P )
 
Records.
 

a) 

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

c) Background records not Destroy 2 years after 
filed in Official Dis- resolution of case. 
crimination Complaint
Case Files. 

d)	 EEO Compliance Review & a) Destroy review files 
Report Files.	 when 7 years old. b)

Destroy report files 
when 3 years old. 

DISPOSAL 
AUTHORITY 

GRS I 
item 23(a) 

GRS I 
item 23(b) 

item 23(c) 

GRS 1 
item 25(1,) 

GRS 1 
item 26(a) 

GRS I 
item 26 (b) 

GRS I 
item 26 (c) 

GRS 1 
item 26(d) 
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ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSmON 

Employee Performance File System Records. 

a:	 Appraisals of unacceptable 
performance, where a notice 
of proposed demotion or removal 
is issued but not effected, and 
all related documents. 

Jr.	 Performance records superseded 
through an administrative, 
judicial, or quasi-judicial 
procedure. 

C.	 Performance-related records 
pertaining to a former employee. 

d...	 All other summary
performance appraisals records, 
including performance appraisals 
and job elements and standards 
upon which they are based. 

Supporting documents • .e.. 

Destroy after the employee 
completes 1 year of acceptable 
performance from the date of 
the written advance notice of 
proposed removal or reduction 
in grade notice. 

Destroy upon supersession. 

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

~ 
Destroy 3 years after 
date	 of appraisal. 

Destroy 3 years after 
date of appraisal or when 
no longer needed, whichever 
Js sooner. 



ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

e) Employment Statistic Files Destroy when 5 years GRS I 
relating to race and sex. old. item 26 (f) 

f) EEO General correspondence Destroy when 3 years GRS I 
records, and reports.	 old or when super- item 26(g)

seded or obsolete,
whichever is applic-
able. 

23.	 Correspondence, memoranda and Destroy when obsolete GRS I 
other records relating to or superseded. item 28 
codes of ethics and standards 
of conduct. 

24.	 Training records. 

a) Correspondence, memo- Destroy when 5 years GRS 1 
randa, agreements, old or 5 years after item 30(b)
authorizations, reports completion of a 
requirement reviews, specific training pro-
plans, and objectives gram.
relating to the estab-
lishment and operation
of agency-sponsored
training, courses and 
conferences. 

b) Background and work Destroy when 3 years GRS 1 
papers related to agency- old. item 30(b)
sponsored training courses 
and conferences. 

c) Correspondence, memoranda, Destroy when 5 years GRS 1 
reports and other records old or when super- item 30(c)
relating to employee seded or obsolete,
participation in training whichever is sooner. 
programs sponsored by 
other government agencies
or non-government insti-
tutions. 

25.	 Records originating in the re- Destroy 3 years after GRS I 
view of grievance and appeals case is closed. item 31(a)
raised by agency employees,
except EEO complaints. 
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ITEM DESCRIPTION OF RECORDS RETENTION PERIOD .DISPOSAL 
AUTHORITY 

26.	 Case files and related records Destroy 4 years after GRS 1 
created in reviewing and ad- case is closed. item 31(b)
verse action against an em-
ployee, excluding letters of 
reprimand. 
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FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. 3 

Payroll and Pay Administration Records 

payroll and pay administration records pertain to disbursements to 
employees of the Commission for personal services. 

Papers required by the Comptroller General to be maintained for site 
audit or to be physically transferred to the General Accounting Office 
for centralized audit are segments of accountable officer's accounts. 
In no event may disposal be made of records pertaining to accounts,
claims or demands involving the Government of the United States which 
have not been settled or adjusted by the General Accounting Office un-
less the Commission has written approval from the Comptroller General, 
as required by 82 Stat. 1301 (44 U.S.C. 3309). Most pay accounts are 
prepared and maintained in accordance with Title 6 -- Pay, Leave, and 
Allowances and incorporated in the GAO Manual for Guidance of Federal 
agencies. 

In the payrolling process different types of records are accumulated. 
In most cases the records will be in machine readable form. Under Title 
6 of the GAO Manual these records are normally site-audited on a sample
basis by GAO representatives who examine primarily the earnings record 
card, payroll change slips that are prepared to document changes in 
normal pay, certification sheets containing the signatures of the 
certifying officer, source personnel documents such as basic time and 
attendance reports, and copies of personnel action forms documenting
changes in pay. In addition, pay registers and other accounting devices 
are maintained to check and balance the accounts. 

Other records incidental to the payrolling process are withholding tax 
and savings bond records, reports made to Treasury Department units 
and the Civil Service Commission on income tax and retirement transac-
tions, and other records not pertaining to individuals, but rather to 
the general administration of the payrolling office and the payrolling
function. 
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PAYROLL AND PAY ADMINISTRATION RECORDS
 

ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

1.	 Individual earning and service a) If filed in Of- GRS 2
 
cards such as SFl127 or equiva- ficial Personnel item I
 
lent. Folder or in indivi-

dual pay folder adja-
cent to the folder 
dispose in accordance 
with instructions con-
cerning disposition
of Official Personnel 
Folder; 

b) If not filed in or GRS 2 
adjacent to Official item I 
Personnel Folder trans-
fer to National Person-
nel Records Center (NPAC)
St. Louis, Missouri upon
separation of the em-
ployee and destroy 56 
years after the date of 
the last entry on the 
card. 

2.	 General correspondence files Destroy when 2 years GRS 2
 
maintained by the payroll old. item 2
 
unit pertaining to payroll

preparation and processing.
 

3.	 Time and Attendance Report Destroy after GAO GRS 2 
Files.	 audit or when 3 years itme 3ltt....)

old whichever is sooner. L'Jt-
4. 

~ 
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i 
1. 

A k.f.L o':~1~~~::~~4. Individual Authorized Allotments :::::::::::::Fi 1es.	 .., .--------_.(JI..h •••••••&R.S ~-....... --
a.	 U. S. Savings Bond Authoriza- ~ L\ ~~~=:.~:: 

tion, Standard Form 1192 or 
e- ••••• -._	 ••equivalent, and authorization	 t::::::::::;: 
r::::.::-:..= for individual allotment to .---

the Combined Federal r::::::::::.-:.~.....-.---Campaigns.	 E:::-:-::= ~-..-.-...-.... _-_._---
t·· _·· __
10 __(1) If record is maintain- Destroy when superseded 9r t::::-_-::::::ed on earning record	 after separation of card.	 employee. If employee 

transfers within an agency
or between agencies, these 
authorizations must also 
be transferred. See 

L. __Treasury Fiscal Require-	 r.:::-:-::::-~ 
r::::::.-:::;.ments Manual, para. 6020.20 ~..-..--.. r.:::::===,....._ .......-for	 instructions relating ................
 
...-........_ ..-to savings bonds authoriza-
F:~:.:.::.::=::tions, and FPM Chapter 550, ~:::;:..:=::, _.Subchapter 3, Part 8, for ):::::::::::-
1::::::::::.:-instructions relating to 
~.::::::.-:::..CFe	 authorizations. 
10

t:::::::::::

-

(2) If record is not maintain- Destroy 3 years after ed	 elsewhere. supersession or 3 years 
after separation of 
employee. See (1) above 
for transfer instructions. 

---------:.---------------------------------------------------------.-----
b.	 All other authorizations, including


union dues and savings.
 

(1) If record is maintained on Destroy when superseded
earning	 record card. or after transfer or 

separation of employee. 

(2) If record is not maintained Destroy 3 years after 
elsewhere .:	 supersession or 3 years 

after transfer or _ ..._-._-_ .. 
:::::.::: ..-:::::..-::=separation of employee.	 _ __ . 



ITEM	 DESCRIPTION OF RECORDS 

5.	 Issuing agent's copies of bond
 
registration stubs.
 

6.	 Receipts for and transmittals 
of U.S. Savings Bonds and checks. 

7.	 Forms and reports with related
 
papers pertaining to deposits

and purchases of bonds.
 

8.	 Records of leave data, such as 
SFllSO, perpared except as noted 
in the Federal Personnel Manual. 

a) Original copy of SFllSO 

b) Agency copy 

9.	 Copies of SF50 or equivalent,

not filed in the Official
 
Personnel Folder.
 

a) Payor fiscal copy 

b) All other copies 

10.	 Copies of budget author-
izations in operating payroll
units used to control per-
sonnel ceilings and per-
sonnel actions. 

11.	 Memorandum copies of payrolls,
check lists and related cer'li-
fication sheets.

"')~~? ~ ov-d ~ 

~)rf~~ ~~ ~t\~ ~ 
~~\ 
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RETENTION PERIOD DISPOSAL 
AUTHORITY 

Destroy when 2 GRS 2 
years old. item 5 

Destroy 3 months GRS 2 
after date of re- item 6 
ceipt. 

Destroy when 3 GRS 2 
years old. item 7 

File on right side GRS 2 
of official person- item 10(a)
nel folder. 

Destroy when 3 years GRS 2 
old. item 10 (b) 

Destroy when related GRS 2 
pay records are audited item ll(a)
by GAO or when 3 years
old, whichever is sooner. 

See schedule 2 item 15	 GRS 2 
item ll(b) 

Destroy when super- GRS 2 
ceded. item 12 

Destroy after GAO 
audit or when 3 
years old whichever 
is earlier. 



ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

12. Payroll control 
as SFl12SA 

registers such Destroy after GAO 
audit or when 3 
years old, which-
ever is sooner. 

GRS 2 
item 14 

13. Payroll change slips, ex-
clusive of those of the Offi-
cial Personnel Folder, such 
as SFl126. 

a) Copy used in GAO audit Destroy when related 
pay records are audited 
by GAO or when 3 years 
old, whichever is 
sooner. 

GRS 2 
item lS(a) 

14. 

b) All other copies 

Memorandum copies of fiscal 
schedules used in the payroll
process. 

a) Copy used in GAO audit 

Destroy 1 month after 
the end of the pay
period. 

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

GRS 2 
item lS(c) 

GRS 2 
item 16(a) 

15. 

16. 

b) All other copies 

Reports, statistics, with 
supporting and related re-
cords pertaining to payroll
operations and pay adminis-
tration. 

Withholding tax exemption
certificates, such as IRS 
Form W-4 and similar state 
tax exemption forms. 

Destroy 1 month after 
the end of the pay
period. 

Destroy when 2 years
old when used for 
workload and person-
nel management pUr-
poses otherwise destroy
when 3 years old. 

IfDestroy X years after 
form is superceded or 
obsolete. 

GRS 2 
item 16(b) 

GRS 2 
item 17 

GRS 2 
item 18(a) 
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ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

17 

18. 

Return on income taxes such 
as IRS Form W-2 

Reports of withheld Federal 
taxes, such as IRS Form W-3,
with related papers, in-
cluding reports relating to 
income and social security
taxes. 

Destroy
old. 

Destroy
old. 

when 

when 

Ifr years 

if , years 

GRS 2 
item 18(b) 

GRS 2 
item 18(c) 

19. 

20. 

21. 

Retirement reports and re-
gisters. 

Reports of insurance deduc-
tions and related papers, in-
cluding copies of vouchers 
and schedules of payment. 

Levy and garnishment records,
including official notice,
change slips, work papers and 
correspondence relating to 
charge against retirement 
funds or attachment of salary
for payment of back income 
tax or for other debts of 
Federal employees. 

Destroy
old. 

Destroy
old. 

Destroy
old. 

when 

when 

when 

3 years 

3 years 

3 years 

GRS 2 
item 21(a) 

GRS 2 
item 22 

GRS 2 
item 23 
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FEC RECORD RETENTION AND DISPOSITION 

SCHEDULE NO. _4_ 

Procurement and Supply Records 

Agency procurement and supply records document the acquisition of goods
and non-personal services, controlling the volume of stock on hand, re-
porting procurement needs, and related supply matters which are part of 
daily procurement operations. The agency contract files maintained in 
the contracting officer's office are accessible to GAO auditors. 

In no event may disposal be made of records pertaining to accounts,
claims or demands involving the Government of the United States which 
have not yet been settled or adjusted by the General Accounting Office 
without written approval of the Comptroller General, as required by 44 
U.S.C. 3309. 

Records documenting procurement and supply in the agencies are largely
standardized by various regulations of the Comptroller General and the 
Administrator of General Services. 

The key procurement file is the transaction case file containing the 
formal contract or informal purchase order or lease instruments and all 
related papers. The documents flowing into the transaction file differ 
in detail, but they include, in addition to the purchase document,
specifications, bids, schedules of delivery, initiating requisition,
invoices, and correspondence. 

Other files related to the procurement and supply function include reports
used for supply management purposes by the Commission. 
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PROCUREMENT AND SUPPLY RECORDS
 

ITEM DESCRIPTION OF RECORDS 

1.	 Correspondence files of in-
ternal procurement procedures,
operation and administration 
matters not covered elsewhere 
in this schedule. 

2.	 Contract, requistion, pur- . 
chase order, lease, and bond 
and surety records, including
correspondence and related 
papers pertaining to award,
administration, receipt, in-
spection and payment (other
than those covered in item 
3 below). 

a)	 Transactions of more than 
$10,000; 

b)	 Transactions of $10,000 
or less. 

3.	 Procurement files (described
in item 2 above) documenting 
the initiation and develop-
ment of transactions that de'-
viate from established pre-
cedents with respect to gen-
eral agency procurement pro-
grams. 

4.	 Files of reports on supply

requirements and procurement

matters submitted for supply

management purposes.
 

5.	 Bid Files 

a)	 Successful or unsuccessful 
bids; 

b)	 Lists or cards of accep-
table bidders. 

RETENTION PERIOD 

Destroy 2 years after 
being superceded or 
obsolete. 

Destroy 6 years and 3 
months after final 
payment. 

Destroy 3 years after 
final payment. 

Destroy 10 years after 
final payment. 

Dispose when 2 years 
old. 

Apply provisions of 
item 2. 

Destroy when super-
ceded or obsolete. 

DISPOSAL
 
AUTHORITY
 

GRS 3
 
item 3
 

GRS 3 
item 4(a)
(1) 

GRS 3 
item 4 (a) (~ 

To be re-
quested 

GRS 3 
item 5 

GRS 3 
item 6 (a) 

GRS 3 eel) 'QU
item 6~ 
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ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

60 Records relating to requisi-
tions on the Public Printer,
and all supporting papers. 

a) Printing procurement unit 
copy of requistion, in-
voice, specifications and 
related papers; 

b) Accounting copy of re-
quisition. 

Destroy 3 years after 
completion or cancel-
lation of requistion. 

Destroy 3 years after 
period covered by re-
lated account. 

GRS 3 
item 7(a) 

GRS 3 
item 7 (b) 

7. Requisitions for nonpersonal
services, such as duplicating,
binding, etc. excluding re-
cords associated with account-
able officers' account. 

Destroy
old. 

when 1 years GRS 3 
item 8 

8. 

9. 

Requistions for supplies and 
equipment from current in-
ventory. 

a) Stockroom copy; 

b) All other copies. 

Inventory Files 

a) Inventory lists 

b) Inventory cards 

Destroy 2 years after 
completion or cancel-
lation of requisition. 

Destroy when 6 months 
old. 

Destroy 2 years from 
date of list. 

Destroy 2 years after 
discontinuance of item 
or 2 years after stack 
balance is transferred 
to new card or recorded 
under new classification, 
or 2 years after equip-
ment is removed from 
agency control. 

GRS 3 • 
item 9(a) 

GRS 3 
item 9 (b) 

GRS 3 
item 10(a) 

GRS 3 
item 10 (b) 
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ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

----~-~-~--~~~--~-------------------------------------------------------------------
c) Report of survey files and Destroy 2 years GRS 3 

other papers used as evid- after date of item 10(c)
ence for adjustment of in- survey action or 
ventory records, not other- date of posting
wise covered in the GRS. medium. 

10. Telephone statements and toll Destroy 3 years	 GRS 3 
slips.	 after period item 11 

covered by related 
account. 
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FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. 5 

Budget Preparation, Presentation, and Apportionment Records 

Budget and apportionment records include the various files accumulated 
in the Commission in the course of formulating its budget for submis-
sion to the Congress and to the Office of Management and Budget; in 
defending its requests for funds before both bodies; and after enact-
ment of an appropriation bill, in insuring that the funds are used 
in such a way as to suffice for the appropriate period of time. 
After the funds have been made available to the Commission, its own 
controls over the funds are in its expenditure accounting records 
and detailed information relative to expenditures is contained in the 
accountable officers' account. 

This schedules applies to records of budget preparation, presentation
and apportionment. The records show proposals from all operating
levels as well as the Commission-wide coordinating work performed
by the Budget Task Force, Planning and Management Group and Adminis-
trative Division. They consist of detailed work papers and budgetary
statements developed by single operating units, the more significant
budget statements and related papers representing consolidated sub-
missions prepared and forwarded and records at the Commission level 
pertaining to the budget submission. 

The budget submission, a record copy of which is usually designated 
by the agency, is a duplicate of the set of papers submitted to the 
OMB. These include summary statements of appropriations and expendi-
tures, statements of contract authorizations, and statements of receipts
as well as narrative summary statements which highlight the principal
features of the Commission requests and immediately related supporting
documents. The narrative presents the policies and the programs of 
the agency which the budgetary requests are to support. In addition 
to the summaries, the submission includes schedules of obligations
and statements pertaining to appropriations and funds under which 
the Commission operates. 
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BUDGET PREPARATION, PRESENTATION, AND APPORTIONMENT
 

ITEM 

1. 

2. 

3. 

4. 

s. 

6. 

RECORDS 

DESCRIPTION OF RECORDS 

Correspondence and other docu-
ments documenting agency policy
and procedures governing budget
administration, and reflecting
policy decisions affecting ex-
penditures for agency programs.
Vol.: 't ct ,4l1.>,\. 4ee.: .~~~ (t
tlt'f".v...~J ~ . .J.. +.1..\, ~ SIA.b::i~ 
File copies of budget estimates 
and justifications prepared or 
consolidated at the agency
level. Included are appropria-
tion language sheets, narrative 
statements, and related sched-
ules and data. A-. t : J.../I • ~ve. I : -z... J A AM.. /'otCG-,t U(A.-J ~ I 
Ai'V~4!:Jtf~.oo/. 7."-, .b..... ~.:*.Work papers, cost estimates,
and rough data accumulated in 
the preparation of annual bud-
get estimates, including dup-
licates of material described 
in item 2 above. 

Correspondence files pertain-
ing to routine administration,
internal procedures, and 
other matters not covered else-
where in this schedule. 

Periodic reports on the status 
of appropriation accounts and 
apportionment; 

a)	 Annual end of fiscal year
report; 

b)	 All other reports 

Apportionment and reapportion-
ment schedules, proposing
quarterly obligations under 
each authorized appropriation. 

41 

RETENTION PERIOD DISPOSAL
 
AUTHORITY
 

Permanent retention. To be re-
Offer to NARS wfl.eB 11'\ 5'r' quested.
no	 longer needed for b(o<:Jc.s 
administrative or re-
€erence purposes or 
when 10 years old. 
:whichever is seener-;'" 

Permanent retention. To be re-
Offer to NARS when ne quested.
~onger neede~ fOL ad~ 
ministrative or re In 50 b lock.s 
ference purposes ~ 
when 10 years old,

-whicheT.}eris sooner. 

Destroy 1 year after GRS 5 
close of the fiscal item 4 
year covered by the 
budget. 

Destroy 2 years after GRS 5 
being superceded or item 3 
obsolete. 

Destroy when 5 years GRS 5 
old. item 5 (a) 

Destroy 3 years after GRS 5 
the end of the fiscal item 5(b)
year. 

Destroy 2 years after GRS 5 
the close of the fiscal item 6 
year. 

http:Ai'V~4!:Jtf~.oo




FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. 6_ 

Accountable Officers' Account Records 

This schedule covers accountable officers' returns and related records,
including records under the cognizance of the General Accounting Office. 

Accountable officers' accounts include record copies of all records 
concerned with the accounting for, availability, and status of public
funds. There are several types of "accountable officers," such as: 
(a) the collecting officer, who receives monies owed to the Federal 
Government and ensures that it is credited to the proper account; (b)
the disbursing officer who is responsible for providing documentation 
to the General Accounting Office since he accomplishes the actual 
payment of public monies to proper Federal creditors; and (c) the 
certifying officer, whose signature on a summary attests to the authen-
ticity of vouchers listed on the schedule. 

This schedule includes records held for on-site audit by the General 
Accounting Office, as described in Item la below. Under on-site audit,
vouchers, contracts, schedules, statements of transactions and account-
ability and other related supporting documents are retained in agency
space for the General Accounting Office auditors. Section 5 of the 
Post Office Department Financial Control Act of 1950 and Section 117(b)
of the Budget and Accounting Procedures Act of 1950 (whenever the 
Comptroller General determines that audit shall be conducted at the 
site) require agencies to retain these records, which are under General 
Accounting Office cognizance. The General Accounting Office has given
general authority to the agencies, if the records are no longer re-
quired for administrative purposes, to transfer all audited records and 
any unaudited records more than one full fiscal year old to Federal Re-
cords Centers. However, to transfer unaudited accountable officers' 
accounts less than one year old, permission must be obtained from the 
Director, Office of Administrative Services, GAO. 
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ACCOUNTABLE OFFICERS' ACCOUNTS RECORDS
 

ITEM DESCRIPTION OF RECORDS RETENTION DISPOSAL 
AUTHORITY 

1. a) Original or ribbon copy of 
of accountable officers' 

Destroy 6 years
and 3 months after 

GRS 6 
item la 

accounts maintained in the 
agency for site audit by
GAO auditors, consisting
of statements of transac-

the period
account. 

of the 

tions, statements of ac-
countability, collection 
schedules, collection 
vouchers, disbursement 
schedules, disbursement 
vouchers, and all other 
schedules and vouchers 
exclusive 
cords and 

of freight re-
payroll records. 

If the agency is operating
under an integrated account-
ing system approved by GAO, 
certain required documents 
supporting vouchers and/or
schedules are included in the 
site audit records. These re-
cords document only the basic 
financial transaction, money
received and money paid out or 
desposited, in the course of 
operation of the agency. 

All copies except the certi-
fied payment or collection 
copy, usually the original or 
r~bbon copy, and all additional 
or supporting documentation not 
involved in an integrated system
are covered by succeeding items 
in this schedule. 
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ITEM DESCRIPTION OF RECORDS RETENTIONS .DISPOSAL 
AUTHORITY 

b) Memorandum or extra copies of 
copies of accountable officers' 
returns	 including statements of 
transactions and accountability,
all supporting vouchers, schedules,
and related papers not covered 
elsewhere in this schedule, and 
excluding freight records covered 
by	 Schedule 8 and payroll records 
covered	 by Schedule 3. 

2.	 General Accounting Office notices 
of exceptions formal or informal,
and related correspondence. 

3.	 Copies of certificates of set-
tlement of accounts of account-
able officers, statements of dif-
ferences and related records. 

a)	 Certificates covering closed 
account settlements, sup-
plemental settlements, and 
final balance settlements. 

b)	 Certificates covering
periodic settlements. 

4.	 Records relating to availability,
collection, custody and deposit
of funds including appropriation
warrents and certificates of de-
posit, other than those records 
covered by item I of this schedule. 

5.	 Correspondence, reports and data 
relating to voucher preparation,
administrative audit, and other 
accounting and disbursing oper-
ations. 

Destroy 3 years 
after the period
of the account. 

Destroy 1 year
after exception
has been re-
ported as cleared 
by GAO. 

Destroy 2 years 
after date of 
settlement. 

Destroy when sub-
sequent certifi-
cate of settle-
ment is received. 

Destroy when 3 
years old. 

GRS 6 
item Ib 

GRS 6 
item 2 

GRS 6 
item 3a 

GRS 6 
item 3b 

GRS 6 
item 4 
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ITEM DESCRIPTION OF RECORDS 

a)	 Files used for workload 
and personnel management
purposes. 

b)	 All other files. 

6.	 Official copies of surety hand 
and attached powers of attorney. 

7.	 Bond files other than those in 
item 6, including other copies
of bonds and related papers. 

8.	 Originals and copies of tele-
phone toll tickets filed in 
support of telephone toll call 
payments. 

9.	 Originals and copies of tele-
grams filled in support of
 
telegraph bills.
 

RETENTIONS 

Destroy when 2 
years old 

Destroy when 3 
years old. 

Destroy 15 years
after the end of 
the bond pre-
minum period. 

Destroy when 
bond becomes 
inactive or after 
the end of the 
bond preminum
period. 

Destroy after GAO 
audit or when 3 
years old, which-
ever is sooner. 

Destroy after GAO 
audit or when 3 
years old which-
ever is sooner. 

DISPOSAL 
AUTOHRITY 

GRS 6 
item Sa 

GRS 6 
item Sb 

GRS 6 
item 6 (a) 
(2 ) 

GRS 6 
item 6 (b) 

GRS 6
 
item 8
 

GRS 6
 
item 9
 

47
 



FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. 7 

Expenditure Accounting Records 

Expenditure accounting records are the ledgers and related documents 
maintained by all agencies to show in summary fashion how their funds,
appropriated and non-appropriated, are spent, as well as the sources 
and nature of any receipts. The key records are the general ledger
accounts', which constitute, as a unit, the heart of the accounting
system. These ledgers summarize financial status and financial trans-
actions indicating the current status of funds available for expendi-
ture, the amounts due and collected for the account of the Government,
accumulated expenditures and liabilities, and the values of, equipment, 
and other property in Commission custody. They are controls that 
serve not only as central fiscal records, but also a primary source 
of data for Commissioners and others concerned with Commission solvency,
expenditures and program costs. 

The general ledgers are subdivided into arbitrarily created account 
titles, which are based on programs, projects, costs, and funds. 
Supporting them are a group of subsidiary ledgers and papers further 
detailing the information in the general ledgers or serving as post-
ing media to the ledgers themselves. To the extent that they reflect 
appropriation expenditures, the general ledgers are supported by
allotment ledgers, which at all times show the current unobligated
balance of funds allotted for specific agency purposes and thereby
provide a safeguard against over expenditure by operating officials. 
The allotment ledgers are general controls over expenditures, and 
they in turn summarize and are supported by more detailed controls 
that normally take the form of project or job orders which authorize 
exact and specific expenditure. 

The sources of data that are posted to the ledger files are somewhat 
diverse, but they fall into two general groups: 

a. Copies of various obligation or expenditure documents,
such as vouchers and schedules, which flow through the leger unit 
for posting. 

b. Journal vouchers and similar internal control documents 
created to authorize and convey entries to the general leger. 
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As the centralized fiscal record, the general ledgers ultimately
summarize stores, plant and cost accounting data, which are treated 
in a separate schedule, but these are only several aspects of the 
total ledger accounts. Consequently, the ledgers are the source 
for the data included in the basic apportionment reports to the 
OMB and the Treasury Department, and over-all reports of agency
fiscal condition which may be required by the General Accounting
Officer. The adequacy for audit purposes of the general ledger
accounts is normally considered by General Accounting Office auditors 
to be indicative of the suitability of on accounting system and the 
reliability of financial data. 

In no event may disposal be made of records pertaining to accounts,
claims, or demands involving the Government of the United States 
which have not been settled or adjusted by the General Accounting
Office without written approval of the Comptroller General, as 
required by Section 9 of the Records Disposal Act of July 7, 1943, 
as amended (44 U.S.C. 372). 
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EXPENDITURE ACCOUNTING RECORDS
 

-------~------.,,--
ITEM 

1. 

2. 

3. 

4. 

........-....---------------------------------
DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 

AUTHORITY 

Correspondence or subject
files maintained by operating 
units responsible for ex-
penditure accounting, per-
taining to their internal 
operations and administra-
tion. 

Destroy when 
years old 

2 GRS 7 
item 1 

General accounts ledgers,
showing debit and credit 
entries, and reflecting
expenditures in summary. 

Destroy 10 years
after the close 
of the fiscal 
year involved 

GRS 7 
item 2 

Allotment records showing
status of obligations and 
allotments under each 

Destroy 10 years
after the close 
of the fiscal 

GRS 7 
item 3 

authorized appropriation. year involved. 

Records used as posting
and control media, sub-
sidiary to the general
and allotment ledgers,
and not elsewhere covered 
in this schedule 

a) Original 

b) Copies 

records Destroy when 
years old 
Destroy when 
years old 

3 

2 

GRS 7 
item 4(a)
GRS 7 
item 4(b) 
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FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. 8 

Travel and Transportation Records 

This schedule covers records pertaining to the movement of goods and 
persons under Government orders. The record keeping involved in the 
movements centers around bills of lading, transportation requests,
vouchers, and associated records, including those prescribed by Title 
5 of the General Accounting Office Policy and Procedures Manual. 
Copies of some records used to support payments become part of the 
accountable officers' accounts, or are accounting posting media and 
covered by other Records Schedules. 

a. Movement of goods. The key record is the bill of lading, of 
which there are copies for consignors, consignees, and the carriers 
themselves. The papers related to and normally filed with the bill 
of lading itself are varied and often voluminous. These may consist 
of shortage and demurrage reports, invoices, and other descriptive
data which document the transaction. Included are records relating
to the shipment of household effects, authorized by law and regulations
for employees of the Government. Agencies shipping certain vouchers 
under the Government Losses in Shipment Act, which insures against
loss, retain copies of schedules of material shipped, papers relating
to claims which may ensue, and other pertinent documents. 

b. Movement of persons. The movement of persons is documented 
essentially by copies of travel orders, authorizing travel and sub-
sequent payment, and standard form vouchers showing payment for 
official travel. The primary copies of the travel orders are the 
administrative copy maintained by the transportation unit controlling
the issuance of travel orders, and copies used for encumbrance of 
funds. 
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TRAVEL AND TRANSPORTATION RECORDS 

ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

1. 

2. 

Records relating to freight
consisting of transit certi-
ficates, shipping documents 
pertinent to freight classi-
fication, memorandum copies
of government or commercial 
bills of lading, shortage 
and demurrage reports, and 
all supporting documents;
and including records re-
lating to the shipment of 
household goods. 

a) Issuing office memo-
randum copies 

b) All other copies 

c) Registers and control 
records 

Passenger transportation
records pertaining to 
reimbursements to individ-
ualS, consisting of copies
of travel orders, per diem 
vouchers, transportation
requests, hotel reserva-
tions, and all supporting
papers documenting official 
travel by officers, employees,
dependents, or others author-
ized by law to travel. 

a) Travel administrative 
office files 

b) Obligation copies 

Destroy when 3 
years old 

Destroy when 1 
year old 

Destroy when 3 
years old 

Destroy when 3 
years old 

Destroy when funds 
are obligated 

GRS 9 
item 1(a) 

GRS 9 
item l(b) 

GRS 9 
item l(c) 

GRS 9 
item 4 (a) 

GRS 9 
item 4 (b) 
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ITEM	 DESCRIPTION OF RECORDS 

3.	 Correspondence, forms and 
related records pertaining
to agency travel and trans-
portation functions not 
covered elsewhere in this 
schedule. 

4.	 Accountability records. 

RETENTION PERIOD 

Destroy when 2 
years old 

Destroy 1 year
after all entries 
are cleared. 

DISPOSAL 
AUTHORITY 

GRS 9 
item 5 (a) 

GRS 9 
item S.(a) 
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FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. 9 

Motor Vehicle Maintenance and Operation Records 

These records pertain to the management and operation of motor vehicles 
used by the Commission. 

Personal Property Management Regulation No. 24 prescribes policies and 
procedures. Standard Form No. 82, which is an annual motor vehicle 
report required by the Federal Supply Service, General Services Adminis-
tration, is the only standardized record. This schedule covers records 
pertaining to the daily use and operation of the vehicles. 

In general, records pertaining to motor vehicles reflect (a) the ac-
cumulation of cost and operating data for internal accounting and 
management purposes and for reports submitted to the Federal Supply
Service (Standard Form No. 82, Annual Motor Vehicle Report); and (b)
protecting the interest of the Government in accident claims against
it. The records themselves consist of chauffeur service logs and re-
ports, vehicle repair and maintenance check-off sheets, cost ledgers
and claims correspondence and forms. 
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MOTOR VEHICLE MAINTENANCE AND OPERATION RECORDS 

ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

1. Operating records including those 
relating to gas and oil consump-
tion, dispatching and scheduleing. 

Destroy when 
months old 

3 GRS 10 
item 2(a 

2. Maintenance records, including
those relating to service and re-
pair. 

Destroy when 
year old 

1 GRS 10 
item 2(1: 

3. Records relating to motor vehicle 
accidents, maintained by trans-
portation offices. 

Destroy 6 years 
after case is 
closed 

GRS 10 
item 5 

4. Records relating to transfer 
exchange of vehicles. 

and Destroy 4 years
after vehicle 
leaves agency 

GRS 10 
item 6 

5. Reports on motor vehicles (other
than accident, operating and 
maintenance reports.) 

Destroy 3 years 
after date of 
report 

GRS 10 
item 4 

6. Records relating to individual 
employee operation of Government 
owned vehicles, including driver 
tests, authorization to use and 
related correspondence. 

Destroy 3 years 
after separation
of employee or 
3 years after 
recision of 
authorization to 

GRS 10 
item 7 

operate Govern-
ment owned vehicle,
which ever is sooner. 
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FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. 10 

Space and Building Maintenance Records 

This schedule provides for the disposal of all copies, wherever located 
in the Commission, of records relating to space and maintenance, except
as indicated below. Records documenting these functions pertain to the 
acquisition, allocation, utilization, and release of space and include 
related correspondence and reports submitted to the General Services 
Administration as directed by law and by regulation: correspondence and 
forms relating to the compilation of directory service listings; identi-
fication credentials and related accountable records; requests for 
building and equipment services; and correspondence files reflecting
matters within the Commission. 

_ This schedule does not cover (a) copies of these records that are 
an intergral part of accountable officers accounts; (b) records of pro-
curement and. supply. 
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SPACE AND BUILDING MAINTENANCE RECO:RDS
 

ITEM DESCRIPTION OF RECORDS 

1.	 Correspondence files of the unit 
responsible for space and main-
tenance matters, pertaining to 
internal administration and oper-
ation, and related papers. 

2.	 Records relating to the alloca-
tion, utilization, and release 
of space under agency control,
and related reports to General 
Services Administration. 

a) Building plan files and re-
lated agency records util-
ized in space planning,
assignment, and adjustment 

b) Reports to General Services 
Administration regarding
space occupied and related 
papers. 

3.	 Correspondence, forms and other 
records relating to the comp-
ilation of directory service 
listings. 

4.	 Identification cords, parking

permits, photographs, agency

permits to operate motor-

vehicles and other identi-
fication credentials and re-
lated papers.
 

5.	 Requests for building and
 
equipment maintenance ser-
vices, excluding fiscal
 
copies.
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RETENTION PERIOD 

Destroy when 
2 years old 

Destroy 2 years
 
after termina-
tion of assign-
ment, or when
 
lease"is c~ft~eil~d,or when plans are 
superseded or ob-
solete. 

Destroy when 2 
years	 old 

Destroy 2 months 
after issuance of 
listing 

Destroy cards and 
credentials 3 
months after re-
turn to issuing
office 

Destroy 3 months 
after work per-
formed or re-
quisition cancelled 

DISPOSAL
 
Authority
 

GRS 11 
item 1 

GRS 11 
item 2(a) 

GRS 11 
item 2 (b) (1) 

GRS 11 
item 3 

GRS 11 
item 4 

GRS 11 
item 5 



FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. 11 

Communications Records 

The principal records documenting communication functions include 
messenger service data, telecommunications service control records;
postal records, consisting of post office forms and supporting
papers; mail control records and supporting and related papers;
agency copies of penalty mail reports; and records relating to pri-
vate delivery services (such as United Parcel Service). 
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COMMUNICATION RECORDS
 

ITEM	 DESCRIPTION OF RECORDS 

1.	 Messenger service records in-
cluding daily logs, assign-
ment records, delivery receipts,
and related records. 

2.	 Correspondence and related re-
cords pertaining to internal 
administration and operation. 

3.	 Telecommunication records and 
supporting and related papers. 

a)	 General telecommunications 
files including plans, re-
ports, and other records 
pertaining to equipment
requests, telephone ser-
vice, and like matters. 

b)	 Telecommunications statis-
tical reports including
cost and volume data. 

4.	 postal Records consisting of 
postal Service forms and sup-
porting papers, exclusive of 
records held by the Postal 
Service. 

a)	 Records relating to in-
coming or outgoing reg-
istered mail pouches,
registered, certified,
insured, and special
delivery mail including
receipts and return re-
ceipts. 

b) Application for postal
registration and certi-
ficates of declared 
value of matter subject
to postal surcharge. 
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RETENTION PERIOD 

Destroy when 2 
months old 

Destroy when 2 
years old 

Destroy when 3 
years old 

Destroy when 1 
year old 

Destroy when 1 
year old 

Destroy when 1 
year old 

DISPOSAL 
AUTHORITY 

GRS 12 
item 1 

GRS 12 
item 2(a) 

GRS 12 
item 2 (b) 

GRS 12 
item 2(c) 

GRS 12 
item 5(a) 

GRS 12 
item 5(b) 



ITEM	 DESCRIPTION OF RECORDS 

c) Report of loss, rifling, 
delay, wrong delivery,
or other improper treat-
ment of mail matter. 

5.	 Mail Control records and sup-
porting and related papers; 

a)	 Records of receipt and 
routing of incoming and 
outgoing mail and items 
handled by private de-
livery companies, ex-
cluding both those covered 
by item 4 and those used 
as indexes to correspon-
dence files. 

b)	 Statistical reports of 
postage used on outgoing
mail and fees paid for 
private deliveries 
(special deliver, foreign,
registered, certified, and 
parcel post or packages
over 4 pounds). 

c)	 Statistical reports and 
data relating to handling
of· mail and volume of 
work performed. 

d)	 General files including
correspondence, memo-
randum, directives, and 
guides relating to the 
administration of mail 
room operations. 

6.	 Memoranda, correspondence, re-
ports and other records relating
to irregularities in the handl-
ing of mail, such as loss or 
shortage of money orders, or 
loss or destruction of mail. 

RETENTION PERIOD 

Destroy when 1 
year old 

Destroy when 1 
y,ear old 

Destroy when 6 
months old 

Destroy when 1 
year old 

Destroy when 1 
year old or when 
superseded or ob-
solete, whichever 
is applicable 

Destroy 3 years 
after completion
of investigation 

DISPOSAL 
AUTHORITY 

GRS 12 
item 5(c) 

GRS 12 
item 6(a) 

GRS 12 
item 6 (b) 

GRS l2lct)
item 6~ 

GRS 12 
itme 6 (g) 

GRS 12 
item 8 
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FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. ~ 

P'rinting, Binding, Duplication, and Distribution Records 

This schedule provides for the retention and disposal of all copies,
wherever located' in the agency, of records relating to printing,
b~na~ng, du l~cat~n , and~~stribution, except as indicated ~n the 
severa ~tems. T e pr~nc~pa recor s documenting these functions are: 
(a) ~ecords pertaining to requests for service, control, production and 
distribution of individual jobs or projects (this material normally
consists of requisitions requesting service and registers or similar 
media utilized to control the receipt of the requisitions, and to 
record the production, distribution and cost analysis within the 
operating units); and (b) correspondence and report files reflecting
the activities of the unit responsible for handling, printing, binding,
and duplication and distribution matters within the agency. 

This schedule does not cover records retained by agencies for on-site 
audit by the General Accounting Office, and agency memorandum copies
which are part of the accountable officers' accounts. 
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PRINTING, BINDING, DUPLICATION, AND DISTRIBUTION RECORDS 

DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

1.	 Record copy of each Permanent Retention. To be 
publication, and Offer to NARS when requested 

~ ~~~_la~materialL~ ~.no longer needed for .r+: ~{) ('TfiTs ~€€-m~'€s&">-' r=..:.-c~ acimiBistrati"v·e~ 1(\ IO~(, blod:;.~.t:d'l@: ; 
~ o.-J.- 'not cover copies -reference purposes

~ and related program ·~r lQ i_axs sld, 
p"'>4)rlA.-~ )	 I?ater~a~ re~ained whichever is sooner.
 

~n or~g~nat~ng ~~
 
offices.) ~J ~ .~ t/~"-- -,.J '
 

VOl.: I c(. ,. A~'t· Ace..: ~n ~ I 0 
2.	 All other copies of Destroy when super- GRS 13 

material described in seded, obsolete or item No. l(b)
item 1 above. when no longer needed 

for	 reference purposes. 

3.	 Correspondence files Destroy when 2 years GRS 13 
pertaining to the old. item No. 2 
administration and 
operation of the 
unites) responsible
for printing, binding,
duplication, and dis-
tribution matters and 
related papers. 

4.	 Project or Job Files Destroy 1 year after GRS 13 
completion of job. item 3(a)

a)	 Files pertaining

to the accomplish-
ment of the job,

containing copies

of requisitions

and bills, samples,

manuscript clearances,

and related paper

exclusive of
 

1)	 requisitions on
 
the Public Printer;

and
 

2)	 records relating to
 
services obtained
 
outside the agency.
 

b)	 Files pertaining to Destroy when 3 years GRS 13 
planning, standards old. item 3(b)
and other technical 
matters. 
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ITEM	 DESCRIPTION OF RECORDS 

5.	 Correspondence, request
forms and other records 
relating to changes in 
mailing lists. 

6.	 Records relating to 
internal management and 
operation of the unit. 

RET~~ION	 PERIOD 

Dest=oy after appro-
priate revision of 
mailing list or after 
3 months, whicllever 
is earlier. 

Destroy when 2 years
old. 

DISPOSAL 
AUTHORITY 

. 
GRS 1.3 
item 5U -r 
GRS 1.3 
item 7 
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FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. ~ 

Informational Services Records 

This schedule covers certain records pertaining to informational services 
performed by the Commission in its day to day affairs and in its relations 
with the public; including records created in administering Freedom of 
Information Act and Privacy Act programs. Except as otherwise specified
in individual items, it applies to copies of these records wherever 
located in the Commission. Items 2 and 6 apply only to files maintained 
in the office responsible for the operation of the informational activi-
ties of the agency or subdivision thereof. Items 8 through 11 describe 
the files accumulated in carrying out the provisions of the Freedom of 
Information Act, and items 12 through 16 describe the files created in 
administering the provisions of the Privacy Act. 

These records consist of inquiries, replies, and related correspondence;
and in the case of FOIA and Privacy Act files, reports and appeal case 
files; and_administrative background. material for formal informational 
releases. Closely related records such as certain records relating to 
budget presentation, and printing, duplicating and distribution are 
covered by other records schedules. 
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ITEM 

1. 

3. 

4. 

5. 

6. 

INFORMATIONAL SERVICES RECORDS 

DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

iJ.'\ ~:kJ.Complete set of formal in- 'l Permanent Retention. To be re-
formational releases and Offer to NARS when q~ested
publications, such as press no longer needed for c"es I 'f /1 b v 

releases, press conference administrative use or hl0'r-
transcripts, official ~~ 10 years old which-
speeches, and indexes ever is sooner. n .. J.J 

thereto. h) fiP1 ~ c.-p.U.... l),e..~ w1U-~ ~:rc- ~ 
~~~ .-'A.~_-b.-l:l£..c=~rit ~~~'31.-, 

designated informational of-
fices, .not covered e,:e-
~ Jon this ....scheda-1:e

_ .. 
Requests for information and Destroy 3 months GRS 14 
copies of replies thereto, after transmittal item 3 
involving no administrative or reply.
actions, no policy decisions,
and no special compilations 
or research and requests for 
and transm~ttals of publi-
cations, photographs and 
other informational litera-
ture. 

Acknowledgement and trans- Destroy 3 months GRS 14 
mittals of inquiries and after acknowledge- item 4 
requests that have been re- ment and referral. 
ferred elsewhere for reply. 

Informational services pro- Destroy 1 year after GRS 14 
ject case files maintained close of file or 1 item 6 
informally designated in- year after completion
formational offices. of project. 

Anonymous letter, letters Destroy when 3 months GRS 14 
of commendation, complaint, old. item 7 
criticism and suggestion,
and replies thereto, excluding
those on the ba,sis of which 
investigations were made or 
administrative action taken 
and those.incorporated into 
individual personnel records. 
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2, Copies of documents retained 
~T 

Review annually and 
_ 

GRS 2=3> I c 
strictly for reference and destroy material of no 
informational purposes and further reference value. 
which are not part of the official 
files. Include copies of reports, 
studies, special compilations of 
data, drawings, periodicals, 
books, clippings. extra (nonrecord) 
copies of "policy and precedent" 
files, brochures. catalogs, vendor 
price lists. and publications 
prepared 

-
internally and externally. -- -- - - - ----



ITEM DESCRIPTION OF RECORDS 

Bibliographies, check lists,
and indexes of agency publi-
cations	 and releases, except
those used as indexes to 
formal informational releases. 

8.	 Freedom of Information Act 
(FOIA) Requests Files created 
in response to requests for 
information under the (FOIA)
~onsisting of the original re-
quests, a copy of the reply
thereto, and all related sup-
porting files which may include 
official file copy of requested
record or copy thereof. 

a) Correspondence and sup-
porting documents (ex
cluding the official file 
copy of the records re-
quested if filed herein) • 

(I) Granting	 access to all 
the requested records; 

(2) Responding	 to requests
for non-existent records;
to requestors who pro-
vide inadequate descrip-
tions; and to those who 
fail to pay agency re-
production fees.; 

(a) Requests ~ appealed. 

(b) Request appealed. 

RETENTION PERIOD 

Destroy when super-
seded or obsolete. 

Destroy 2 years after 
date of reply. 

Destroy 2 years after 
date of reply. 

Destroy as authorized 
under item 9 

DISPOSAL
 
AUTHORITY
 

GRS 14
 
item 8
 

GRS 14 
item l6{a)
(I) 

GRS 14 
item l6(a)
(2) (a) 

GRS 14 
item 16 (a) 
(2) (b) 
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ITEM DESCRIPTION OF RECORDS 

(3) Denying	 access to all 
or part of the records 
requested. 

(a) Request ~ appealed 

(b) Request appealedo 

b)	 Official file copy of 
requested records noted 
in a) above. 

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

a) Correspondence and sup-
porting documents (ex-
cluding the official 
file copy of the records 
under appeal if filed 
herein) . 

b)	 Official file copy of 
records under appeal. 

RETENTION PERIOD
 

Destroy 5 years after 
date of reply. 

Destroy as author-
ized under item 9. 

Dispose of in accord-
dance with approved
disposition instruc-
tion for the related 
record, or with the 
FOIA request, which-
ever is later. 

Destroy 4 years after 
final determination 
by agency or 3 years 
after final adjudiction
by courts, whichever 
is later. 

Dispose of in accord-
ance with approved
disposition instruc-
tion for the related 
record, or w.ith the 
FOIA request, which-
ever is later. 

DISPOSAL 
AUTHORITY 

GRS 14 
item l6(a)
(3)	 (a) 

GRS 14 
item l6(a)
(3)	 (b) 

GRS 14 
item 16 (b) 

GRS 14 
item l7(a) 

GRS 14 
item l7(b) 
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ITEM	 DESCRIPTION OF RECORDS 

10.	 Recurring reports and one-
time information requirements
relating to the agency imple-
mentation of the FOIA, includ-
ing annual reports to the Con-
gress. 

a)	 Annual reports at agency
level; .

VS/; t .. I ifj~AIIf.A.\.A&t!/ /1.r~
b) Other reports. 

11.	 Records relating to the 
general agency implemen-
tation of the FOIA, includ-
ing notices, memoranda,
routine correspondence, and 
related records. 

12.	 Files created in response to 
requests from individuals to 
gain access to their records 
or to any information in the 
records pertaining to them, 
as provided for under 5 U.S.C. 
552a(d) (1) Files contain orig-
inal requests copy of reply
thereto, and all related sup-
porting documents, which may
include the official file 
copy of records requested or 
copy thereof. 

a)Correspondence and sup-
porting documents (ex-
cluding the officiar--
file copy of the re-
cords requested if filed 
herein) • 

(1) Granting	 access to all the 
requested records. 

RETENTION PERIOD DISPOSAL 
AUTHORITY 

Permanent Retention. GRS 14 
~7".f.r, Nllf~ w4-"l t» ~.5 creJ • item 19 (a) 

(......1S-'1-~
Destroy when 2 years GRS 14
 
old or sooner if no item 19(b)

longer needed for
 
administrative use.
 

Destroy when 2 years GRS 14
 
old or sooner if no item 20
 
longer needed for
 
administrative use.
 

Destroy 2 years GRS 14 
after date of reply. item 25(a)

(1) 
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ITEM DESCRIPTION OF RECORDS
 

(2)	 Responding to requests
for nonexistent records;
to requestors who pro-
vide inadequate descrip-
tions; and to those who 
fail to pay agency re-
production fees. 

(a)	 Requests ~ appealed 

(b)	 Requests appealed 

(3) Denying	 access to all or 
part of the records re-
quested 

(a)	 Requests not appealed 

(b)	 Requests appealed 

b)	 Official file copy of 
requested records 

13.	 Files relating to an individual's 
request to amend a record pertain-
ing to that individual as provided
for under 5 U.S.C. 552a(d) (2); to 
the individual's request for a re-
view of an agency's refusal of the 
individual's request to amend a 
record as provided for under 552 
a(d) (3); and to any civil action 
brought by the individual against
the refusing agency as provided
under 5 U.S.C. 552a(g) 

RETENTION PERIOD DISPOSAL 
AUTHORITY 

Destroy 2 years after GRS 14 
date of reply item 25 

(a)	 (2) (a) 

Destroy as authorized GRS 14 
under item 13 item 25 

(a)	 (2) (b) 

Destroy 5 years after GRS 14 
date of reply item 25 

(a)	 (3) (a) 

Destroy as authorized GRS 14 
under item 13 item 25 

(a)	 (3) (b) 

Dispose of in accord- GRS 14 
ance with approved dis- item 25(b)
position instruction for 
the related records, or 
with the related Privacy
Act request whichever is 
later. 
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ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

a) Requests to amend agreed
to by agency. Includes 
individual's requests to 
amend and/or review refusal 
to amend, copies of agencies
replies thereto, and related 
materials. 

b) Requests to amend refused 
by agency. Includes in-
dividual's requests to 
amend and to review re-
fusal to amend, copies of 
agency's replies thereto,
statement of disagreement,
agency justification for 
refusal to amend a record,
and related materials 

c) Appealed requests to amend. 
Includes all files created 
in responding to appeals
under the Privacy Act for 
refusal by agency to amend 
a record 

14.	 Files maintained under the pro-
visions of 5 U.S.C. 552a(c) for 
an accurate accounting of the 
date, nature, and purpose of 
each disclosure of a record to 
any person or to another agency,
including forms for showing the 
subject individual's name, re-
questor's name and address, 
purpose and date of disclosure,
and proof of subject individual's 
consent when applicable 

Dispose of in accord- GRS 14 
dance with the approved item 26(a}
disposition instruction 
for the related subject
individual's record or 
4 years after agency's
agreement to amend,
whichever is later 

Dispose of in accord- GRS 14 
dance with the approved item 26(b}
disposition instructions 
for the related subject
individual's record; 4 
years after final deter-
mination by agency, or 
3 years after final ad-
judication by courts, 
whichever is later 

Dispose of in accord- GRS 14 
ance with the approved item 26(c)
disposition instructions 
for the related subject
individual's record or 
3 years after adjudica-
tion by courts, whichever 
is later. 

Dispose of in accord- GRS 14 
ance with the approved item 27 
disposition instructions 
for the related subject
individual's records or 
5 years after the disclo-
sure for which the account-
ability was made, whichever 
is later 
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DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

15.	 Recurring reports and
 
onetime information
 
requirements relating

to agency implementa-
tion of the Privacy Act
 
including annual report

to the Congress of the
 
United States, and the
 
Office of Management

and Budget.
 

a)	 Annual reports Permanent Retention. GRS 14 
at agency level ,Offer to NARS when item 29(a)

(til ~. I 4- ~.4&41 ..A(4; ''1I~'('dfte ~O years old~" r:;'t- ~. 
b) Other reports	 Destroy when 2 years GRS 14 

years old item 29(b) 

16.	 Records relating to Destroy when 2 years GRS 14
 
the general agency old or sooner if no item 30
 
implementation of longer needed for
 
the Privacy Act, administrative use
 
including notices,

memoranda, routine
 
correspondence, and
 
related records.
 

17.	 Press Service reference Destroy when 2 years To be 
file consisting of tele- old or when no longer requested
type news and copies of required for reference 
press clippings relating purposes whichever is 

~~-~----- -to agency activities, sooner.
 
interests, and staff.
 

~ 
18.	 Correspondence requesting Destroy when %years To be e..r-

information pertainent to old or when no longer requested
election campaign laws and needed for administra-
regulations other than in tive and reference use 
printed format and not of whichever is sooner. 
an advisory opinion nature. 
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FEC RECORDS RETENTION AND DISPOSITION 

SCHEDULE NO. -1i-

Administrative Management Records 

This schedule provides for the retention or disposal of certain records 
relating to administrative management activities in the Commission. 
These activities involve the direction and control of those staff and 
management programs not under line personnel directing and controlling
substantive operations and programs. They exclude records of operating
personnel, budget, accounting, and printing functions, which are 
covered by other Schedules, but include records of related specialized
procedural and management staffs. Included within the scope of the 
schedule are the most frequently found files which are created in the 
course of organizational planning, development and simplification of 
procedures, records management activities, and administration of 
management programs. 
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ADMINISTRATIVE ~ANAGEMENT RECORDS
 

ITEM 

1. 

2. 

3. 

DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

Internal directives issued at G?B 16the agency or division and Item 1 (a-d)Q~f i9~ le3e_l~ 

a.	 Issuances re.La+ed to agency program functions. Permanent. Offer to i1iARS 

(record set)	 in 5-yr. blocks when 20 
years old. 

b.	 Case files documenting a. above Permanent. Same as a. above. 
c.	 Issuance related to routine functions (i.e., Jestroy when superceded


payroll, personnel) or obsolete.
 
d.	 Case files documenting c. above. Destroy when issuance is 

______ ~ ~	 destro~d. _ 

Pamphlets, report, leaflets,
file manua~s, or other pub-
lished or processed docu-
ments, or the last manu-
script report if not pub-
lished, relating to manage-
ment projects. 

a)	 Record copy with the sup- Permanent retention. To be re-
porting papers which -- ~ -I..- jJA-~r '- ~ ~ quested
document the inception, t;iDeJu ~ 10 ~ ~ scope and purpose of
 
the project; ~~'-~1-tf4.~....+r~ ,M-4..t.... L 

'Vol.: I Yz i j Aev.. Act. '/« i- (f. .e , I'I,,!" -7 'i	 vff-'d '- ,'S;,) 
b) Working papers and back- See item 7 GRS 16 

ground materials. item 2 (b) 

Records inventories, disposal
authorizations, schedules and 
reports. 

a)	 Basic documentation of Destroy when related GRS 16 
records description and records are destroyed, item 3 (a) 
disposition programs, or when no loner 
including requests for needed for adminis-
records disposition trative or reference 
authority, records purposes.
transmittals and re-
ceipt and related docu-
mentation; 

35
 



ITEM DESCRIPTION OF RECORDS 

b)	 Extra copies and routine 
correspondence and memo-
randai 

c)	 Working papers and back-
ground material 

4.	 Forms Files. 

a)	 One record copy of each 
form created by the 
agency with related in-
structions and documen-
tation showing inception,
scope, and purpose of the 
form; 

b) Working papers, back-
ground materials, re-
quisitions, specifica-
tions, processing data,
and control records. 

5.	 Statistical reports of agency
records holdings required by
the General Services Admini-
stration, including feeder 
reports from all offices and 
data on the volume of records 
disposed of by destruction or 
transfer. 

6.	 Case files maintained for
 
each report created, can-
celled or superseded.
 

7.	 Working papers of project

records such as studies,

analyses, notes, drafts
 
and interim reports.
 

8.	 Reports, correspondence,

authorizations, tech-
niques and related records
 
concerning the development

and improvement of the
 

RETENTION PERIOD DISPOSAL 
AUTHORITY 

Destroy when no GRS 16 
longer needed for item 3 (b) 
reference 

See item 7	 ORS 16 
item 3 (c) 

'Pe	 Jse ZED~ S- ~G.;S a.pv qQge'f!ea
~~ -~-;., bflS It.
~h-1M..4l1 ~~, 

~tf(a.)~	 ~u..L&l. 

Destroy when related GRS 16
 
form is discontinued, item 4(b)

superseded, or can-
celled.
 

Destroy when 3 years GRS 16
 
old item 6
 

Destroy 2 years after GRS 16
 
report is discontinued item 8
 

Destroy 6 months after GRS 16
 
final action on pro- item 10
 
ject report or 3 years
 
after completion of re-
port if no final action
 
is taken.
 

Destroy when 6 years GRS 16
 
old item 11
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ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

--_._- .-.-.-.-.-----------------------------------------
management of records in
 
the agency. Includes the
 
management of files, forms
 
correspondence, mail re-
ports, microfilm, automatic
 
data processing, vital rec-
ords, and related records
 
not covered elsewhere in
 
this schedule.
 

9.	 Records relating to establish-
ment, organization, membership

and policy of committees, con-
ferences, task forces and
 
panels.
 

a) Interagency and advisory Permanent retention. To be re-
committees, task forces, Offer to NARS when quested
and panels. no longer needed for 

administrative or
Au.: tJ~ reference purposes ,or 

\ when 10 years old t- S'r- ~ ~. whichever is sooner. 

b) Internal committees and Destroy 2 years after GRS 16 
task forces. termination of com- item 12(a) (2 

mittee. 

10. Records created by committees. 

a) Agenda, minutes, final 
reports, and related re-
cords documenting the 
accomplishments of of- ~ g~~ =r: 
ficiaLVboards committees, _. a 0
 
task forces and panels.
 

1) Record copies	 Permanent retention. To be re-
offer to NARS when quested

Vtf! I.S- ~ A"",,· ~c,~.' ~	 no longer needed for 
administrative pur-

hl'~dJ ~ ~.f... +."', poses or when 10 years
cLr~. oldAwhichever is sooner. 

~6~~-<A 
2) All other copies	 Destroy when 3 years GRS 16 

old or when no longer item 12(b)
needed for reference. (1) (b) 

b)	 All other committee, Destroy when 3 years GRS 16 
task force and panel old or when no longer item 12(b)
records. needed for reference. (2) 
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ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

11. Official organization charts,
narrative histories, and re-
lated records which document 
the organization and functions 
of the agency. 

a) Record copy Permanent retention. 
Offer to NARS wfieft 
no lonCjer needed f~ 
aQminis~rative OL re-
~erenee purpG~es O~ 
when~O years old 
which e':er is sooner. 

Gt<.5 I~/' 3tl.J 
'1'0 be re-
q.uested 

Destroy when super-
seded or obsolete. 

GRS 16 
item l3(b) 
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FEC RECORDS RETENTON AND DISPOSITION 

SCHEDULE NO. -12-

Security and Protective Services Records 

Security and protective services records include the various files 
created to protect Government facilities, equipment and records 
from unauthorized entry, sabotage, or loss; to determine loyalty
and fitness of individuals employed by, or seeking employment for 
the Government. 

This schedule authorizes for disposal records documenting adminis-
trative actions relating to the above functions. 
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SECURITY AND PROTECTIVE SERVICE RECORDS
 

ITEM DESCRIPTION OF RECORDS 

1.	 Directives, plans, reports,
and correspondence reflecting
policies and procedures developed
in the administration and direc-
tion of security and protective
services programs. 

2.	 Correspondence files relating
to administration and opera-
tion of the facilities sec-
urity and protective services 
programs, not covered by item 
1 or elsewhere in this schedule. 

3.	 Property pass files, authoriz-
ing removal of property or
 
materials.
 

4.	 Reports, loss statements, re-
ceipts and other material re-
lating to accountability for
 
personal property lost or
 
stolen.
 

5.	 Files relating to accounta-
bility for keys issued.
 

6.	 Building and employee identi-
fication cards.
 

7.	 Guard inspection reports and
 
punch clock dial sheets.
 

8.	 Correspondence files relating

to administration and oper-
ation of the personnel sec-
urity clearance program not
 
covered by item 1 or else-
where in this schedule.
 

RETENTION PERIOD 

, 

Destroy when 2 years 
old. 

Destroy 3 mpnths

after expiration

or revocation.
 

Destroy	 when 1 year 
old. 

Destroy 6 months
 
after turn-in of
 
key.
 

Destroy	 when super-
seded or obsolete. 

Destroy	 when 1 year 
old. 

Destroy when 2 years 
old. 

DISPOSAL 
AUTHORITY 

To be re-
quested 

GRS 18 
item 9 

GRS 18 
item 13 

GRS 18 
item 16 

GRS 18 
item 17 

GRS 18 
item 20(a) 

GRS 18 
item 20(b) 

GRS 18 
item 22 

91
 



--------- -- --

ITEM DESCRIPTION OF RECORDS RETENTION PERIOD DISPOSAL 
AUTHORITY 

9.	 Records of investigations of Destroy upon notification GRS 18
 
personnel employed by or seeking of death or not later than item 23
 
employment from the Government, 5 years after separation or
 or whose relationship otherwise transfer of employee or no
 with the Government requires a later than 5 years after
security	 clearance, but ex- contract relationship expires, clusive of copies of investi- whichever is applicable.
gative reports and related
 
papers furnished by the Civil
 
Serivce Commission for which
 
maintenance and disposition

instructions are provided in
 
the Federal Personnel Manual.
 

10.	 Records showing the security Destroy lists or GRS 18 
clearance status of individ- rosters when super- item 24 
uals, either in the form of seded or obsolete;
lists or rosters, or as in- destroy case files 
dividual case files contain- upon transfer or 
ing copies of documents con- separation of re-
tained in case files described lated individual. 
in item 9 above. 

11.	 Correspondence files relating Destroy when 2 years GRS 18 
to administration and opera- old. item 27 
tion of the emergency plan-
ning program, not covered by
item 1 or elsewhere in this 
schedule. 

~ --------

12.	 ~p~~~ .. Permanent retention. GRS 18 
~ --:;:., 'S--~ item 28(a.)i~.4-A:i~ , t90kt.~J ~1~~ 

~ . ~~; -( -+VII-~ , ~~ ~ ~-r'~ 
-~- ~/r,.J 1~M~ 

') ~ f.k~c< ~ _ 'I' . - -. 1>.~~ 1-~ ~ :IJ.S ~:'t\ 
"e ~ ~ ...,.fJ1 1	 ~ +r": ~ 14!J~~~.-4-

13.	 cOPie: of-eme-;-~~1 ~s'1 ~~'stroy when super- GRS 18 
and directives other than seded or obsolete. item 29 
those maintained in case 
files described in item 12 
above. 
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FEC RECORD RETENTION AND DISPOSITION 

SCHEDULE NO. 16 

Machine-Readable Records 

This schedule covers machine-readable records and the related documenta-
tion required to service them. When information exists in both machine-
readable and hard copy forms, various factors bear on the decisions of 
which medium should be "retained for archival purposes. Among these are 
the relative cost of storage and preservation, the relative convenience 
of reference, and the facility with which most hard copy forms may be 
regenerated from machine-readable files. 

Data on media other than computer magnetic tape (such as disc packs, used 
by the Commission) are described by this schedule, but in most cases must 
be converted to magnetic tape before transfer to NARS. Therefore, the 
data file description is related to desposition standards for the hard 
copy file. 
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MACHINE-READABLE AND RELATED DOCUMENTS
 

ITEM DESCRIPTION OF RECORDS 

Data system specifications 
to include definition of 
functional and data require-
ments and system specifica-
~ions, requests for the 

stem and authorizing
di ectives. 

2.	 Files specifications in-
cluding definitions 0 re-
cord characteristics,
cord layout, codes used,
security and privacy re-
strictions, validity char-
acteristics, update and 
access conditions. 

3.	 User guides consisting of 
instructions on equipment
facilities and their opera-
tion, explanations of the 
system output and general
guidelines on system ap-
plication. 

4.	 Disclosure information 
retrieval routine con-
sisting of machine in-
structions designed to 
retrieve information 
from specific data systems. 

RETENTI ON PERI OD 

a) Dispose one year
after final action 
if the system was 
disapproved;
b) Dispose one year
after discontinuance 
of the system for 
which all related 
magnetic data files 
are authorized for 
disposal; 0 

c} Not authorized for 
disposal when pertanent
to an approved system
for which the related 
magnetic data files is 
not authorized for dis-
posal. 

a) Dispose with related 
system data file when 
the file is authorized 
for disposal;
b) Retain with related 
system data file when 
the file is not auth-
orized for disposal. 

Retain with data system
specification. 

a) Dispo of when no 
longer nee ed for gen-
eral purpos
b} Dispose 0 

related data ole when 
applicable to s 
purpose programs
those data files 
which disposal
orized; 
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DISPOSAL
 
AUTHORITY
 

GRS 20
 
pte" 3 
item 1 

GRS 20 
pt. ,,3
item ~ L 

~~~~ 
'i\'i\\\~ 

GR..s 2.0 
p+ 3 
a-: 3 

GRS 20 
pt. ~3 
item 6 

GRS 20 
pt • .;:i "3 
item 7 

wrtHOIl.[\WN 

GRS 20 
pt. "'i 3 
item 8 

.dDRAWN 

GRS 20 
pt. "':3item 11 
GRS20 
pt. '3 
item 12 



DISPOSAL 
ITEM DESCRIPTION OF RECORDS RETENTION PERIOD AUTHORITY 

4.	 c) Retain with related GRS 20 
data file when ap- pt. '\.3 
plicable to special item 13 
purpose programs for 
those data files for 

WITHDRAWMwhich disposal is not 
authorized. 

5.	 Disclos Permanent Retention ~ To be WITHDR"'""" 
retrieval Offer to NARSA in 2~ ~4equested
files conce ing receipt year increment 4 years 
and expenditu from the end of the 
lated to presi ntial and reporting year for which 
congressional pr~ aries the election takes place.
and the general el tion. 

V6 L: "-t'rr-rl. " ("«Is 

ct (.;k q......cJ- tA.6 (V\.NIf\ ~-k 
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