
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC-412-76-002 

All items in this schedule are inactive. Items are either obsolete or have been superseded by 
newer NARA approved records schedules. 

Description: 

Payroll items 1-7 were superseded by NC1-412-85-27 section II 

Accounting items 1-4 were superseded by NC1-412-85-27 section III 

Date Reported: 09/07/2022 NC-412-76-002 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 



NC 412-76-2TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY 

. . 
REQUEST a AUTHORITY I.EAVE 81.ANK 

To 01sPoToF RECORDS DATE RECEIVED JOB NO. 

(See Instructions on Reverse) JUL 1 ? 1975 

Date 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S. C. 3 3030 the dis~Environmental Protection Agency posal request, including amendments, is opproved ex.cept for 
items that may be stamped "disposal not approved" or "with~2. MAJOR SUBDIVISION 
drawn" in column 10. 

Office of Planning and Management 
3. MINOR SUBDIVISION 

Office of Resources Management 
4. NAME OF PERSON WllH WHOM TO CONFER 5. TEL. EXT. 

David 0. Stephens 755-0830 
6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

7. 
ITEM NO. 

1 - 7 

1 - 4 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Descriptions and retention schedules for the payroll and 
pay administration records of the Financial Management 
program of the major and minor subdivision offices shown 
above. 

Descriptions and retention schedules for the accounting 
records of the Financial Management program of the major 
and minor subdivision offices shown above. 

Please note that the General Accounting Office has 
approved the above schedules, as indicated by the 
attached correspondence. 

Ott J~.,,..,J,~ ~ .-,,;,;,J. l ,w)_<fJdl, t! , 
~ }-~... .;,t d), ~~ ~Q./41 ~ 
~ I 11. ( ~1 \.J\i~C. ;Or] ?l 

9. 
SAMPLE OR l 0. 

JOB NO. ACTION TAKEN 

I h~.,y <:ertify that I am outhorized to act for this agency in matters pertoining to the disposol of the agency's records; that the records proposed for disposal in this Request of 
-L.t:-.- page(s) are not now needed for the business of this ogency or will not be needed after the retention periods specified. 

~~e1ce L 
Harold R. Masters ~ Chief, Administrative Management Br.

---------------------"~--(Signature of Agency Representative) (Title) 

STANDARD FORM 115 
Revised November 1970 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 
115-105 



. . 
j MANUAL 
!APPENDIX B • R 

IR.ECORDS CONTROL SCHEDULES RECORDS MANAGEMENT 

FINANCIAL MANAGEMENT 

A. PAYROLL AND PAY ADMINISTRATION RECORDS 

These records relate to disbursements to civilian employees of the 
Agency for personal services. Note: The items in this schedule 
'apply Agencywide. 

lrtem 
Name and Description 

of Record/File 
Retention Period 
and Disposition 

1. Individual Earning and Serv­
ice Records (Comprehensive 
Report, USG 9-18illll_. 

a. Official Copy 

(1) Bi-Weekly 

(2) Quarterly (Microfilm) 

Retention: Retain 1 week 
after receipt of quarterly 
report. 

Disposition: Keep in office 
1 week after receipt of 
quarterly report~ then 
destroy. (Retain pay period 
13 end of calendar year and 
pay period 26 or 27 end of 
fiscal )~ar for 1 year). 

Retention: Retain 1 month 
after receipt of annual 
report. 

in officeDisposition: K~ep 
1 month after receipt of 
annual report, then destroy. 
(Retain pay period 13 end 
of calendar year and pay 
period 26 or 27 end of 
fiscal year for 1 year). 

Retention: •Retain fe year~ 
~fter receipt of current "".::r~~ 

(3) Annually (Microfilm) 
?'=, 

TN 
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MA NU At. 

1 

RECORDS NARAGEHENT 

APPENDIX B 

RECORDS CONTROL SCHEDULES 

Retention Period. 
and Disposition 

Disposition: Keep in of~e 
~ /(years after-receipt o • 

current rep6rt, then trans ~1,?L 
fer to the National Person-
nel Records Center. NPRC 
will destroy when 56 years 
old . 

. RGt;cmtd,oni Ar,;, aGtonnised 
by Ufi~~•r,;, QQQdr,;,. 

Dispos'ition: Dor,;,troy vhent;.£<_, ,\~1.:.\·)t, 
ng hillgo;r;: \H;;ocl.l)~.c,·n~c-1 /\, "() 
t:.'N\) 0~ </A'( CYC..\..-Y.., 
l 

Retention: Retain 3 years. 

Disposition: Break file at 
end of year. Keep 1.n office 
until audited by General 
Accounting Office or for 3 
years, whichever ·is earlier, 
then destroy. 

Retention: Destroy after 1 
year. 

Disposition: Break file 1 
year after end of pay period, 
Keep in office 1 .year, then 
destroy. 

Item 

2. 

i 
l 

i 

3. 

Name and Description 
of Record/File 

b. Other Copies. 

Time and Attendance Report 
(USGS Form 9-1800). F~rm is 
used for payroll processing 
and preparation. Report is 
prepared bi-weekly. 

a. 

b.-

Official Copy. 

Other Copies .. 

Payroll Support. Pay 1'Iaster 
record, DIPS Report 9-1807 
(employee's earning state­
ment data). Report is pre­
pared bi-weekly. 

TN.,, 
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RECORDS 

Item 
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co:ffROL SCHEDULES 

Name and Description 
of Record/File 

a. Official Copy. 

l 

b. Other Copies~ .. 

Payroll Control. 

a. Official Copy. 

(1) DI:PS Control Work­
sheet and all DIPS pay period 
reconciliation reports (1;354, 
360, 366, 368, 371, 376, 383, 
384, 385, 386, 387, 394, 442, 
453,482, 483~ 484, 497, 498, 
and 576). 

(2) Redistribution of 
• disbursements between appro­
priations, SF 224 plus work­
sheet and reconc±ling reports. 

(3) Allowance Holder 
Report of Payroll Distribution, 
RCB-3A. _Report is prepared 
bi-weekly. 

re MANUAL 

RECORDS MMJAGEHENT 

Retention Period 
' and Disposition 

Retention; Retain 3 years. 

Disposition: B:i;eak file at 
end of year. Keep. in _offic e 
for 3 ye~rs, then destroy. 

.-. 

• .B.1oo1; one fern l',s EleE e.;:miReei 
Iby user s no.eek;. 

Disposition: Dec.troy.when · • 
t.o longm: H,QQd~ .Dt.<.;:rff.vy Ar Off' 1\.1-<,1~ 
~t;O ~r ~A·,, eye.LG, ' " 

Retention: Retain 3 years. 

1 Disposi_tion: Break file c:.t 
end of year. Keep in office 
until audited by General 
Accounting Office or for 3 
years, whichever is earlier, 
then destroy. 

Retention: Retain 3 years. 

. Disposition: Break file at 
end of year. Keep in office 
until audited by General 
Accounting Office or for 3 
years, whichever is earlier 
then destroy. 

Retention: Retain 3 years. 

Disposition: Break file at 
end of year. Keep in office 
until audited by General 

.Accounting Office or for 3 
years, whichever is earlier, 
then destroy. 

TN 
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MA NU ,49 
,, ·APPENDIX B -

RECORDS CONTROL SCHEDULES 
RECORDS HANAGEHENT 

i . Retention PeriodName and Description , 
and Dispositionof Record/FileItem 

(4) Employee Payroll 
Charges and Man-hours by Pro­
ject (Account Number), RCJ:1-7; 
Report is prepared quarterly. 

(5) Payroll Cost Report, 
RCB-3. Report is prepared 
bi-weekly. 

(6) CUIDulative Payroll 
Distribution and Man-hours by 
program, EPA-15. Report is 
prepared monthly. 

(7) Net Check Listing 
Report, DIPS-365. Report is 
prepared bi-weekly. 

b. Other Copies. 

i 
l •. 

Retention: Retain 3 years. 

Disposit~on: Break file at 
end of. year. Keep in office 
unt.il audited by General 
Accounting Office or for 3 
years, whichever is earlier 
then destroy. 

Retention: Retain 3 years. 

Disposition: Break file at 
end of year. Keep in office 
until audited by General 
Accounting Office or for 3 
years, whichever is earlier 
then destrcy. 

Retention: Retain 3 yea~d. 

Disposition: Break file at 
end of year. Keep in office 
until audited by General 
Accounting Office or for 3 
years, whichever is earlier 
then destroy. 

Retention: Retain 3 years. 

Disposition: Break file at 
end of year. Keep in office 
until audited by General 
Accounting Office or for 3 
years, whichever is earlier 
then.destroy. 

Retention: Ao dotor~inod 
by user's ao~ds. 

Disposition: Dootroy when_,, ·\ 1-l 
no longer need od .'S>E..STP-G1 Ai'"-YY l l• 

1 
• 

f,t-ii) c? ?Ir-/ C'/C.LE, 

TN 



i MANUAL 
APPENDIX B 
I··~ '"IT' 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description ' Retention Period 
Item of Record/File and Disposition 

Retention: ·Retain 4 years. 
employee folders and payroll 
allotments, included are SF-50, • 

Pay Folders. Individual5. 

Disposition: Break file 
W-4, SF 2809, SF 176, SF 1192, after employee terminates. 
SF 1198, SF 1189, and State Keep in office for 4 years, 
tax forms. then destroy. 

External Reporting. Adminis­
trative reports and data relat­
ing to payroll operations and 
pay administrations. 

6. 

a. Official Copy. 

I 
Retention: Retain 3 years. 

FICA Listings and Federal 
Withholdings (DIPS #941) and 

(1) Quarterly Report of 

Disposition: Break file st 
Statement of Cor:·ections end of year . Keep in off ice 

• (DIPS !,194lc) of 1 until audited by General 
report /1941. Accounting Office or for 3 

years, whichever is earlier, 
then destroy. 

Retention: Retain 3 years. 
Federal anq $tate,;p:vernments . 

(2) W-2, Tax.report to 

.J'.'. " Disposition: Break file at 
end of year. Keep in office 
until audited by General 

• Accounting Office or for 3 
years, whichever is earlier, 
then destroy. 

Retention: Retain 3 years. 
Listing, DIPS #354, Report is 
prepared bi-weekly-

(3) ' State. Wi.t:hholding 

Disposition: Break file at 
end of year. Keep in office 
until audited by General 
Accounting Office or for 3 
years, whichever is earlier, 
then destroy. 

TN 
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•MANUAL 

RECORDS MA.l'{AGEMENT 

APPENDIX B 

RECORDS CONTROL SCHEDULES 

Item 
Name and Description 

of Record/File 
Retention Period 
and Disposition 

(4) Federal report of 
Federal Civilian Employment, 
DIPS #355. Report is pre­
pared bi-weekly .. 

•(5) U.S. Government Pay­
roll Savings Plan Report 
(Bonds), DIPS #359. Report is 
prepared semi-annually. 

(6) Annual Geographic 
Distribution of Federal Pay­
roll, DIPS #454. 

(7) Year-end reconciliatior 
of Federal and State taxes to 
DIPS #453 (State Wage and Tax 
Listing). 

(8) Annual Summary of 
Retirement Fund Transaction, 
SF 2807-2. Report ii sent 
to the Civil Servke Commis­
sion. 

Retention: Retain 3 years. 

Disposition: Break file at 
end of year. Keep in office 
until audited by General 
Accounting Office or for 3 
years, whichever is earlier, 
then destroy. 

Retention: Retain 3 years.· 

Disposition: Break file at 
end of year. Keep in office 
until audited by General 
Accounting Office or for 3 
years, whichever :i.s earlier, 
then destroy. 

Retention: Retaiu 3 yea.rs. 

Disposition: Break file at 
end of year. Keep in office 
until audited by General 
Accounting Office or for 3 
years, whichever is earlier, 
then destroy. 

Retention: Retain 3 years. 

Disposition: Break file at 
end of year. Keep in office 
until audited by General 
Accounting Cffice or for 3 
years, whichever is earlier, 
then destroy. 

Retention: Retain 3 years. 

Disposition: Break file at 
end of year. Keep in office 
until audited by General 

TH 



. 
RECORDS co:HROL -SClIEDUl,ES 

~ame and Description
I .·rtem of Record/File 

7. 

(9) Semi-annual Report of 
Health Benefits, DIPS #359. 
Report is sent to the Civil 
Service Commission. 

b. Other Copies. 

Disbursements, Collection, 
and Refund Schedules. 

a. General Accounting Office 
site audit copies of the 
following documents. File 
consists of Voucher and 
Schedule of Payments, SF 1166; 
Report of WiLhholdings and 
Contributions, SF 2812 (report 
is prepared bi-weekly); and 
Collection and Canceled Check 
Schedules, SF 1098, SF 219~ 
EPA 2505-3. NOTE: Transfer 
to Federal Records Center 
under Record Group Humber 217. 

b. All bther Copies. 

RECORDS HAi·;AGE:·!DlT 

Retention-Period 
and Disposition 

Accounting Office or for 3 
years, whichever is earlier, 
then destroy. 

Retention: Re~ain 3 y~ars. 

Disposition: Break file at 
end of year. Ke·ep in office 
until audited by General 
Accounting Office or for 3 
years, whichever is earlier, 
then destroy. 

Ret-en.t;..ion-:-As--de termined­
by--user-'-s--needs. 

Disposition: -Dcs1=-r..{)y:.--wh-rn \ 
1.10-long-er-n~ed-ed. Pc.~m~1 •t\1 G1y \,)r.l) I.. 

~'N~ Cf ~,W Ct C.LF... ' 

I;j_SJ):Jsit.~Lc11: Destro~;- T'".:csrds 
created prior to July 2, 1075 
10 y6arc, 3 months aftGr 
period of account. 

Destroy records created after 
July 2, 1975 6 years, 3 1.--~orrt.}1s 
after period of account. 

G1iS\ \\'t:l \1 lo_\ 

Retention: Retain 3 years. 

Disposition: Keep in office 
for 3 years, then destroy. 

TN 



AJ'PErWIX B 

" 
RECORDS CONTROL SCHEDULES 

RECORDS UANAGENENT 

B. ACCOUNTING RECORDS 

records pertain to the financial accounting activities of the 
Agency and include: Disbursement and Collection Transactions, 
Obligations and Status of Funds Reports, Ledger Accounts, and 
·General Accounting Office Site Audit File. Note: The items in this 
schedule apply Agencywide. 

j
'Item 

Name and Description 
of Record/File 

Retention Period 
and Dis osition 

1. Records Relating to the Support 
of Appropriation Obligations.· 

a. Official Copy. 

(1) Copies of Allotment 
and Allmvance Notices. · 

De 1·ecords created er 
(2) Copies of orders, con­ July 2, 1975 6 years, 3 i:!Ont. !1s 

tracts, travel authorizations, er p0riod of account. 
grants, miscellaneous obliga­

r,rior to Jul;y 2., 
3 mont)-1s aftGr 
account. 

tion documents where not avail-· ~ 1\~'1\1~1 I 
able in Section 1 above. I 

(3) Accounting Reports: 
Transaction Input List (APW-'l); 
Status of Appropriation:SFO 
(EM0-1); Summarized Document 

i 

I 
l 

History by Account (FM0-3) 
End of year report only; 
Report of Budget Status 
(SF 133); Report of Federal 
Obligations (SF 225). 

(4) End of Year Reporting: 
Section 1311 Statement of Unex­
pended Balances of Appropriations 
and Funds (BAR 2108); Supporting 
lists of unpaid obligations and·. 

TN 



MANUAL 
.APPENDIX B• 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEMENT 

Name and Description Retention Period 
Item of Record/File and Disposition 

b. Other Copies. Ret-ent-ion.;~A&-det:.e1,.0m4:ned 
by---use:t=-'..s-needs. 

D • • • D h ~v,·1.SpOSltlOll: - B&'&-F9Y-W1 en 5'f:J'·' 

no--longer-i.1:eeded. u'c.STR,,'f 11(1'
i 

tNi) .:.r r.;'Ay <..jOJ::, 
General Ledger Accounting and 
Supporting Documents. 

! 
2. 

DiSf)OSi tj_e;~-j: D~";stroy· rC::CGTdsa. Official Copy. 
created r,ri:::ir to July 2, J.J75 
10 years, 3 nonths aftGr 
period of a . 

Report (FH0-4) 
DGstroy records created after 

(1) Honthly General Ledger 

July 2, ]_975 G years, 3 r:Y)nths(2) General Ledger Trial 
after pci·iod of a ccounii.Balance (FM0-5) 

(3) Travel Advance Report ~- ,f,1\16 
(FM0-7) (year end o~ly) 

(4) Travel Advance Sub­
sidiary Cards (SF 1038) 

(5) Accounts Receivables: 
copies of supporting docwnents; 
bills, sal~ry advance forms 
(EPA 2560-3) 

(6) Documents in support 
of advances & prepayments 

(7) Letter of Credit docu­
ments and records 

(8) Documents supporting 
equipment, real property, and 
storeroom accounts 

(9) . Cashier authorizations 
and verifications 

TN 
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APPENDIX B 

RECORDS CONTROL SCHEDULES 

Item 

.i 
t 
! 

i 
l 

I 
I 

i 
I 
; 
t 

i 
! 

I 
l 
1 

: 

I' 
I 

i 

I 
! 

I '. 
I ' 
: 

1. 
i 

i 
' 

3. 

Name and Description 
of Record/File 

(10) Treasury Reports on 
Accrued Expenditures and 
Receipts (BA 6627, 6628) 

b. Other Copies. 

Records Relating to the Avail­
abil1ty, Disbursement, Collec­
tion, Custody, and Deposit of 
Funds. 

a. General Accounting Office 
site audit cop.ies of the 
following documents. NOTE: 
Transfer to Federal Records 
Center undc~ Record Group 

:~- Number 217. 

(1) Appropriation War­
rants 

(2) Non Expenditure Trans­
fers (SF 1151) 

(3) Statement of Trans-. 
actions (SF 224) -

(4) Statement of Trans­
action worksheet and listing 

(5) Statement of Differ­
ences (BA 6652) 

(6) Disbursing Fund 
Report (BA 6653) 

(7) Undisbursed Appropriz­
tion Accounts Trial Balance 
(BA 6654) 

rt~-''-.--i 

MANUAL 

RECORDS N.Ai.'iAGEHENT 

Retention Period 
and Disposition 

R@t.e:n-t-i-0n-:-As--e-eA.;-EH::m-i-Red­
.by-u-s-er ' s nB-ed-s-. 

Disposition: Destr::oy-wnea ~~. \ \,1.1.,\71 
. .no-1oH.g-er......-needed.~c.S·tf!of /\f_ 

lNo o.- ?f;,.y cy,:.,LE.: 

cr,J2ted r,rior to JuJ.J :'.:, 1'.::1.s 
10 y,_:,arc, 3 months af'-:,:r : 
period of account. i 

! 

Destroy records created aft~~ 
July 2, 1975 6 years, 3 nom-ns 
after period of nccount. 

~\~i\1~ 

TN 
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MAHUAL 
APPENDIX B 

RECORDS CONTROL SCHEDULES 
RECORDS MANAGEHENT 

Retention.PeriodName and Description 
Item of Record/File and Disposition 

(8) Receipt Accounts Trial 
Balance (BA 6655) 

(9) Disbursement Schedules 
(SF 1166, 1167, 1080, 1081, 
GSA 789, etc.) 

(10) Certificates of 
Deposit (SF 219) 

(11) Schedules of Collec­
tion (EPA 2505-3) 

(12) Schedules of Canceled 
Checks~ undeliverable checks, 
Treasury Debi~ Vouchers, and 
Appropriation Adjustments 
(SF 1097), Treasury Journal 
Vouchers, and IOTV registers 
and accomplished documents. 

(13) Disbursement vouchers 
including paid invoices, receiv­
ing data, and authorization 
orders for purchases, advertis­
ing, contracts, grants, travel, 
transportatfrin, GSA requisi­
tions, and other disbursements 
including refund vouchers. 

b. All other Copies. 

Correspondence Files Relating 
to Accounting Operations, 
Administrative Audit, Claims,· 

4. 

Advances, eTI. 

Retention: Retain 3 years. 

Dispositiof'~: Keep in ~1ffice 
, for 3 years,. then destroy. 

Retention: Retain 3 years. 

('<,<. h--·Gl\/ 'i3R~i\\\ 0l~ /\1 
o year: Keep in office 

for 3 y~rs, then destroy. 

TN 




