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REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE BLANK (NARA use only)

(See Instructions on reverse)

JOBNUMBW/‘Q/O_B'OS’/(/'

ATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED

310 /o5

NOTIFICATION TO AGENCY

In accordance with the provisions of 44
U.S.C. 3303a the disposition request,
including amendments, is approved except
for items that may be marked "disposition not
approved" or "withdrawn" in column 10.

4. NAME OF PERS (%

WITH WHOM TO CONFER 5. TELEPHONE DATE

ARCHIVIST OF THE UNITED STATES

WITHDHRAWN

and that the records prop3
of this agency or will not I}
General Accounting Office,

Delphine Best ' (202) 6634223
6. AGENCY CERTIFICATI -
I hereby certify that I Mg authorized to act for this agency in matters pertaining to the disposition of its records

E is not required;

ed for disposal on the attached 2 page(s) are not now needed for the business
needed after the retention periods specified; and that written concurrence from the
Ner the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

is attached; or D has been requested.

DATE

Si ATUREOGE
11/8/2004 v

REPRESENTATIVE TITLE

%

Records Officer

/-
7. % 9. GRS OR 10. ACTION
ITEM 8. QESCRIPTION OF ITEM AND RgOPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. "\ JOB CITATION USE ONLY)

1

Office Administrative Files

Copies of records created and received by the headqua "
the internal administration or housekeeping activities of
functions for which it exists.

These records generally include records about the office orga

ation, staffing,
procedures, and communications, including facsimile machine I

a7

- the expenditure of funds, including budget records;
- day-to-day administration of the Office personnel including training af§
- supplles and office services and equipment requests and recelpts;

- and the use of office space and utilities.

Copies of records concerning the office’s internal activity and workload reports, ¢
including work progress, statistical, and narrative reports prepared in the office, an§
other materials that do not serve as unique documentation of the programs or
functions of the office.

Each Iindividual headquarters and field office establishes and maintains the incoming
and outgoing correspondence and material related thereto in the Office Administrative
Files for one (1) year. After that, each individual headquarters and field office should
destroy all unofficial files/copies when no longer needed for reference, and the official
Office Administrative Files may be:

-Stored in a separate letter-size two through five-drawer metal vertical or lateral filing
cabinet with a lock in each the individual headquarters and field office specifically for
its closed Office Administrative Files material; or

-Moved to a NARA compliant commercial or other federal agency record storage facility
arranged by the Office of the Chief Financial Officer and Director of Administrative
Services; or
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8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

9. GRS OR
SUPERSEDED
JOB CITATION

10. ACTION
TAKEN (NARA
USE ONLY)

j ransferred to the Federal Records Center with the prior approval of the Office of the
ef Financial Officer and Director of Administrative Services.

WheRgthe official Office Administrative Flle materials are two (2) years old, Each
individ headquarters and fleld office either destroys or arranges for the destruction

Calendars, ap/§ intment books, schedules, logs, diaries, and other records
documenting m&&tings, appointments, telephone calls, trips, visits, and other activities
by office manageg supervisors, and employees while serving in an official capacity,
excluding materiaid@etermined to be personal.

Each Individual headqlfgrters and fleld office retains their schedules of daily activities
containing substantive (f§ormation relating to office’s official activities, the substance
of which has not been incRgporated into other office officlal files, as active records for
one (1) year. After that, the @ffice should destroy all other unofficial files/copies when
no longer needed for referend§@ and the record copies of the schedules may be:

material; or

-Moved to a NARA compliant commerct  or other federal agency record storage
facility arranged by the Office of the ChigiFinancial Officer and Director of
Administrative Services; or

“Transferred to the Federal Records Center Wiy the prior approval of the Office of the
Chlef Financial Officer and Director of Adminisgative Services.

old, the office they may either destroys or arrangesiar the destruction of these
records then.

Suspense Files

Documents arranged in chronological order as a remindery Bat an action is required by
the office on a given date or that a reply to action is expecte d, If not received,

taken when offices automatically destroy the related suspense file pertaining
to the action taken. :

File or extra copies of an office's outgoing communication, filed by the $ate on which
areply is expected are automatically destroyed by offices when a reply i geived if
the suspense copy is an extra copy, or incorporated into the office’s officiigiles if the
suspense copy is the flle copy. —

Transitory Files

Office Transitory Files consist of documents of short-term Interest which have no b
documentary or evidential value and normally need not be kept more than ninety (90§
days. Examples are: .

-Route requests for information or publications and copies of replies that require no
administrative action, no policy decision, and no special compilation or research for
reply.

-Originating office coplies of letters of transmittal that do not add any information to
that contained in the transmitted material, and recelving office copy if the filed
separately from transmitted material.

-Quasi-official notices including memoranda and other records that do not serve as
the basis of officlal actions, such as notices of holiday or charity and welfare fund
appeals, bond campaigns, and similar records.

GRS 23, Item no. 5

GRS 23, item no. 6

GRS 23, ltem no. 7

115-109 Two copies, including original, to be submitted

to the National Archives and Records Administration.

STANDARD FORM 115-A (REV. 3-91)
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g 9. GRS OR 10. ACTION
i7 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA

JOB CITATION USE ONLY)

MEach indlvidual headquarters and field office automatically destroys such records
ally when three (3) months old.

5 icling and Control Records GRS 23, Item no. 8

Logs, isters, and other records used to control or document the status of
correspoi@ience, reports, or other records authorized for destruction by NARA.

6 Finding Alds (Or Ind 2eS) GRS 23, item no. 9
authorized for destructiodgy NARA, excluding records contalning abstracts or other
Information that can be uséftgs an information source apart from the related records.

Each Individual headquarters &gy field office automatically destroys or delete locally
all finding aid records with the d records.

7 Electronic Mail and Word Processing}ystem Copies GRS 23, Item no. 10

Electronic copies of records created ongictronic mail and word processing systems
and used solely to generate a recordkeepifili copy of the records covered by NARA
I

One hundred and eighty (180) days after the record¥ggping copy has been produced,
all headquarters and field offices automatically dele@iocally all electronic copies of

no further administrative value after the recordkeeping€gpy is made, including coples
maintained by individuals In personal files, personal electi@pic mail directories, or
other personal directories on hard disk or network drives, “#fid copies on shared

network drives used only to produce the recordkeeping cop

75, 7

besides the recordkeeping copy when distribution, revision, or updatiglp is completed.

115-109 Two copies, including original, to be submitted STANDARD FORM 115-A (REV. 3-91)
to the National Archives and Records Administration. Prescribed by NARA

36 CFR 1228




