
REQUEST FOR RECORDS SPOSITION AUTHORITY 
(See Instructions on reverse) 

TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRA TIOl'. (NIR) 
WASHINGTON, DC 20408 

or nt)
Corporation for National Service 

In accordance with the pro\ is ro ns of 44 
USC 3303d the d is p os r no n r e qu e s t 

2 Management Services mcluding amendments, ISappro\ ed evcept 
for Items that may be marked "dtspovitron3 MIN IVISION not approved or "withdraw n UI column 10 Administrative s Division 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE 

Evelyn D. Grimes	 606-5000 ext.407 

6 AGENCY CERTIFICATION 

Ihereby certify that Iam authorized to act tor this agency in matters pertammg to the disposition of ItS records 
and that the records proposed for disposal on the attached __ pagers) are not now needed for the business 
of this agency or wID not be needed after the retention periods srecified, and that wntten concurrence from 
the General Accountmg Office, under the provisions of Title 8 0 the GAO Manual for Guidance of Federal 
Agencies,c::. is not required, 0 is attached, or 0 has been requested 
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If ~w	 Management Analyst 

I 
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DiSPOSITION A 
NO ' 

(SEE A'ITACHED)
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PREVIOUS EDITION NOT USABLE PreSCribed by NARA 

36 CFR 1228 

115-109 
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FINANCIAL MANAGEMENT
 

1. 

2. 

These are computer printouts 

compiling the statistical and finan lal 
periodic reports required to be furni ed 

by the Accounting Operations Branch. 

3.	 Periodic Financial Accounting Reports 

These reports consist of but are not
 
limited to the following:
 

SF 133 -Report on Budget Execution"
 
SF 220 ·Statement of Financial Condition·
 
SF 224 ·Statement of Transacuens"
 
SF 225 "Report on Obligations"
 

4.	 SF 211 "Reguest for and Designation of 
Cashier" 

When this form is superseded or a new 

Cashier is designated, the inactive 

files are removed from the active files. 

5.	 VISTA Budget Files 

Filed by subject and thereunder by 

date, these files contain correspondence, 
work papers, statistics, reports and 

information which document the VISTA 

budget presentation. 

NC 174-189 

Permanent. Cut-off at the end of 
the fiscal year, hold 2 years, and 
retire to FRC. Offer to Archives in 

10 years. 

NC 174·189 

The Accounting Branch will eut-eff 
at the end of the fiscal year, hold 

2 years and retire to FRC. FRC will 
retain 2 years and destroy. 

NC 174·189 

Cut-off at the end of the Fiscal year, 
hold 4 years and destroy. 

NC 174-189 

a.	 Permanent. The Budget ivision has 

the official fde and will cut ff 
at the end of the fiscal year, old 

2 years, and retire to FRC. 

b.	 All other offices eut- off files at the 

end of the fiscal year, hold 3 years, 
and destroy. 
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/
6	 Vouchers nd Schedules of Fla ent 

/ 

ent Record-
·Schedule of Cancelled C 

7	 BUdget Apportionment Files 

Apportionment and reapportlonme 

schedules. proposIng Quarterly 
OblIgatIon under each authollzed 

appropllatlon 

B	 Budget Execl.otlon 

Includes allotment advlces reVISions. 
apportionments ceIlIng limitatIons. 
employment. cost d,stllbutlon. staffing. 
and utilizatIon of funds. 

9	 Current Yesr OperatIng Plans (CYOPs) 

The fIle eenterns plannIng and budget documents 

used to support the current year operatIng plan. 
I e goals and obje cuves of the agency 

10	 CollectIOns FIle 

F,les relatIng to celleeucns made as a result 
of claIms settled by ACTION All Ollglnal 
documentatIon IS kept WIth the claIm fIles 

1 1	 Payable FIles 

Files ShOWingmoney that has been paid for bIlls 

accrued. obligated or paId Includes batch 
control sheets. payment coding sheets. 
training request. vendors. contractors. bIlls 

of ladIng. GSA bIlls. etc. 

12.	 Current Year OperatIng Plans <CYOPs! 
Annual Cumulattve Report 

Thll .1 the annual compilation of agency-w,,:le 

lIoall. obJectiVes. and budget .nformatlon 
complied from the Quarterly CYOP'S sent 
from headquarters and regional offices_ 

NC 362-75-1 

a.	 The Accounting and Fiscal Branch will 
cut-off at the end of the f,sca yeer 
Destroy 6 yeers and 3 months after 
penod covered by account_ 

b.	 All other ofllces will cut-off at end of 
fiscal year; hold 3 years and destroy. 

GRS 5/4 

Destroy 2 years after the close of the 

fiscal year 

NI362-91-4 

Cut-off each FY. transfer to FRC after 2 
years and destroy after 6 years 

hOld for 

destroy 

NI 362 91-4 

Cut-off at end of FY. destroy years 3 months 

alter pellod covered by account 

NI362-91-2 

Permanent. Cut-off annually. Transfer 
In 5 year blocks when oldest record IS 
10 years old 
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13. Cuff Records NI362·91·2 

Records that are maintained by indiVIdual
 
offlcas (such as ACTION form number A946
 

01 equivalent) which details ell
 
obligated and actual expenditures for
 
contractors.
 


