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Issuance of Circular Letter No. 48-2 and Arrangements for Its Distribution to 
Other Agencies 

• National Archives Official Circular No. 47-8 dated 817/1946; subject: 
Issuance of General Schedule Nos. 4 and 5 and Arrangements for Their 
Distribution to Other Agencies 

• National Archives Official Circular No. 47-52 dated 5/26/1947; subject: 
Issuance of Revision A of General Schedule No. I and Arrangements for Its 
Distribulion to other Agencies 

• Copy of General Schedules and Federal Records by Isadore Perlman (no date) 

• lntcragency Records Administration Conference, Report of Sir.th Meeting, 
1947-48 Season March 12, 1948; Development and Application of General 
Schedules ( 11 pages) 

• lnteragency Records Administration Conference, Report of Filth Meeting, 
1953-1954 Season March 26, 1954; General Records Schedules ( 18 pages) 

• National Archives circular letter No.46-1 dated 3/13/1946 sent to all 
government agencies, subject: Issuance o General Schedule No. I for the 
Disposal of Records Common to Several or All Agencies 

• National Archives circular letter No. 46-2 dated 3/13/1946 sent to all 
government agencies; subject: Issuance of General Schedule No.2 for the 
disposal of records common to several or all agencies 

• National Archives circular letter No. 46-4 dated 5/23/1946 sent to all 
government agencies; subject: Issuance of General Schedule No.3 for the 
disposal of records common to several or all agencies 

• National Archives circular letter No. 47-1 dated 8/7/1946 sent to all 
government agencies; subject: Issuance of General Schedule No.4 for the 
disposal of records common to several or all agencies 
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• National Archives circular letter No. 47-2 dated 8/7/1946 sent to all 
government agencies; subject: Issuance of General Schedule No. 5 for the 
disposal of Records Common to Several or all agencies 

• National Archives circular letter No. 47-3 dated 5/26/1947 sent to all 
government agencies� subject: Issuance of Revision A of General Schedule 
No. I for the Disposal of Records Common to Several or All Agencies 

• National Archives circular letter No. 48-1 dated 717/1947 sent to all 
government agencies; subject: Issuance of General Schedule No. 6 for the 
disposal of Records Common to Several or All Agencies 

• National Archives circular letter No. 48-2 dated 11/28/1947 sent to all 
government agencies; subject: Record Character of Maps, and the 
Accessioning Policy of the National Archives with Respect to Them 

• GSA \etlcr dated 1 l /1/195 \ sent to heads of federal agencies; subject: General 
Schedule no. I (June 1951 Revision) 

• Letter dated 4/3/1953 sent to chief archivist, Natural Resources Branch; 
stibject: Commenls on a proposal for General Schedule provision authorizing 
disposition of the official personnel folders 

• General Records Schedules (schedules 1-14) (August 1952) 

• GSA Transmittal Letler No. 3-7 dated 8/31/1955 sent to Heads of Federal 
Agencies; Regulations of the General Servict:s Administration Title 3, Federal 
Records 

• Department of the Interior letter datcd7/21/1977 sent to director, Records 
disposition division (NCO), NARS 
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( 2-l,..l0) 48-54 

THE NATIONAL ARCHIVES 

OFFICIAL.ClRGULAR No. cB->4 UovEmber 28, 1947 

SUBJECT: Issuance of Circular Letter No. 48-2 and A.lTangm.Jents
for Its Distribution to Other Agencies 

1. On this date there is being issued Circul.Br Letter No. 4�2, addressed 
to all Govcmtlent agencies, relating to the 'record character of maps and the 
ncccssioninB policy of the National Archives with re5pect to such records. 
Copies of this Circulo.r Letter arc being distributed to the head.a of all oper­
ating Wti.ts si..muJ.taneously with the issuance o! this circular. Additional 
eopj_es may be obtained by cal.ling e:rtension 347, 

2. The director of each records office will transmit an appropriate
supply o£ Circular Letter No. 48-2 to each of the several aBencies allocated 
to his off'ice for purposes or liaison and will transmit additional copies
separately to such officiaJ.s in those agencies as should in his judgment be 
specia117 infomed of the issuance of this stateiilent. The Chief of the Division 
of Cartographic Records will distribute additional copies ot Circulu Letter 
No. 48-2 to those officials in selected agencies of the Government -.dlo are 
responsible for the adniuiatration-o! cartographic materinl. 

J. A report on an endorserent sheet on action taken in accordance Tl'ith 
the provisions of the preceding paragraph will be ma.de to the Assistant 
Archivist by the directer or each reccrcs office and by the Chief or the 
Division or Carto{;J"�phic Records no later than December 17• 1947. 

By direction of the Archivist: 

YlAYUE C. GROVER 
Assistant Archivist 
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T H E N A T I O N A L A R C H I V E S 

OFFICIAL CIRCULAR No. 47-8 August 7, 1946 

SUBJECT: Issuance of General Schedule Nos. 4 and .5 and Arrangements
for Their Distribution to Other Agencies 

1. The disposBl of records common to several or all agencies covered by
General Schedule No. 4, having to do with rail and postal records, and General 
Schedule No. 5, having to do with fiscal and accoun ting records, has been 
authorized by Congreaa in H. Rapt •. 26)7, 79th Cong., 2d sess., dated July 2), 
1946. 

2. The approval of General Schedules Noa. 4 and .5 is being announced to 
other Government agencies by Circular Letter Nos. 47-1 and 47-2, respectively,
copies of which are being distributed simultaneously Wi til the issuance of this 
circular. Additional copies of the Circular Letter-a and their attached general
schedules my be obtai.�ed from the �ecords Appraisal Officer. 

J. The head of each deJl3rtmental records division or office will transmit 
an appropriate supply of Circular Letter Nos. 47-1 and 47-2 with their attached 
gemr:il schedules to each of the several agencies that are allocated to his 
division or office for purposes of liaison and 'll'i.11 transmit additimal copies
separately to such officials in these acenciea as should in his jwgment ba 
specially informed or the issuance or the general schedules. No other general 
distribution is being made. 

4. A report on action taken in accordance with the provisions of the 
preceding paragraph will te made to the Records Appraisal Officer in writing
by each head of a departmental records division or office before Au&'llst 281 

1946. 

By direction of tho Archivist: 

(246-7) PHU.IP C. BROOCS 
( 246-14) Records Appraisal Officer 
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J 

THE UAT"IOUAL ARCHIVES 

OFFICIAL CIRCULAR No. 47-52 May 26, 1947 

SUBJECT: Issuance o! Revision A of General Schedule No. l 
and Arrang�nts for Its Dis"tribution to Other Agencies 

1, The disposal o£ records co::.l!llon to several or all agencies covered 
by Revis"ion A or General Schedule No, 1., having to do '1'11.th personnel records,
has been authorized by Congress inH. Rept. 420, Both Cong., 1st ses"s ., dated 

May 22, 1947. 

2. The approval of Revis"ion A of General Schedule No. 1 is being announced 
to other Government agencies by Circular Letter No. 47-3, copies or which are 
being dis"tributed simultaneously with the issuance ot this circular. Additiona1 
copies or the Circular Letter and its attached general schedul.e may be obtained 
from the Secretary's Office. 

). The director of each records office, other than the Director of 
Photography, will transmit en appropriate supply ot Circular Letter Ho. 47-3 
with its attached general schedule to each of the several agencies that are 
al.located to his office for purpos"es or liaison and will transmit additional 
copies separately to s uch officia.ls in these agencies as should in his judgment
be specially informed ot the is"suance of the general s chedule. No other general
distribution is being made. 

4. A report on action taken in accordance with the !)rovisions or the 
preceding paragraph will be inde to the Secretary in writing before June 16, 

1947. 

By direction of the Archivist; 

ARTHUR E. YOUNG 
(247-14) Secretary 
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l!.rc,,u.'s �11 n1:a_q,•mo1! J)i,,i.,fo!i 
1\'a1I,,11r.l Ar,!,h,r! r111d 

Rr(f,u/J S,r';Jj,c 

rr, . l-l ! :: Nat icmal Archi,·cs Art of  l ')J ,} provided th: t l  1.-cdcral 
I :q;r:rc:ics harl lo obt::in the apprc1\·al of l! tc :\rrhi1·ist of 1 !1c 

Ulll tnl .Si ates nncl C.onj�ress lir fore they nmlcl desi my Gov­
c:·n!11rn! rt·cord�. Hy J 94; ii bad 1H:co1nr rlcar (hat i11Jivi(h1:d 
.1 ;�t·:ici!:S were suh;11illing for :!ppr(r,al yc�ir dtG y,�,, r rcpditirms 
,! i ,p0sal fats affecting th ..: :::unc typl'� o r  J'('.('O!"(b, thu� c-;n1�i11g C'XCC$• 
.\:11· p�pc,· work f0r t l1em�eh·cs, thl' Natiou:il 1\rchiv('�, :u,cl C:on-. .'J'h I 1,,,.�s�. crc·!J ure C•:Jn:,Tcss p:,�scc,I l 1e I 1��ccon,s) ))1�nt1sa1 .I �ct of 
';')!!3 , wl1irl1 ?.u:hnri:r .• �,j :i.r,c11ci�·� (o i:uhmiL disj.:ius a i ,  l->rl1cd11ics (c,-
tl1r Archivist. Such �chedult:s, when apj 1 1·0,·cd, pcr:-:1 i t led ;.g.::ncics 
p:·ri11dic;illy lo cfo:p,,�c of certain sp,1:ilicd �crir.c; of ntt1 rds c:JJ1-
11111111:i�ly r:r1: at �d, thuc; mak in�; ,rnnetcs� .� ry : ltc ri:p;:-a tcd �l;h,,1ission 
0 f di:,po.<;;i\ li�ts roy:rii!I.; th1.:n1. 

Th:; Natinn:cl 1\rd1iYcs anticipate<l :1 11orid of scl1cdules from !be  
:·;:c1ici.:� :i.s a re!;ul!· of this Jce,i�l::ttic,n, IH1l the llo<icl 11;.:vcr mine. 
H:, 0,t ,Jbcr ! !),r 4 srl,cclulc 3 h nd been rccci,•cd f ro:n h11t 2 6 agcnci"s, 
:!11d only G ::nrncics had scliclllllccl :i.n :1pprcciabk port ic,n of thci:­
r (·r,1nk Const·(JL?tlllly the N :i: ion:i l Arch ins dcrid eel to �rd: 
,wa:m/111c11( <d (/1c di�posa l art wliid, ,-.-nu1d pcl'mit lire 1\rc/Jivi:;t 
himself to initiak i;ch<.>dulc:; covering n·cordi: cornrqun to �c\·cral or 
1111 at�C'ucics o l  the Guvcrn1ncnl. In proj'O:,ing c!1:i 11r:1·� in lh� Li-;\',
I L(" 1\n·hiv;sl v;r,1tc to the J)ircclor < ;( the nun:::11 d t ile Huclctt Pll 
ClctoL�r l 9, l 9·1'1 , I h;i.t 
• , . failu1 c G:i tl1l' 11:11 ( of Gm·•.·rn11H'.,H �r,(·m:h� to �-.::k·duk [01• di,,,('�,d n·c.,r,/s 
,.j l,·111prn·:1ry i·:;ltw mr;'!ils 1h,'.L 1hu,r 1 c,ords ::11d firnil�r ,<:,,1 1ds that arc now
l•ci11g ;u!d l1c1ci:1er ,•:ill lJe crcri\r(! ,·.-ii! t•ithcr Le rct;i:nrJ licyonJ the pc:·i0cl 
,,f tl1,·ir tc•a1p;i�;1ry 1:rdnlnr�s or 1�p�titi"11, 1li�po;:1I li,1,, wi!l h�H to he pre· 
i'�r..,1 Jt frc<11..:rnl i11tcr·:al:. w c-ovrr them. Eirlw,· pr,:,-:�1!1uc i, im:kr,1 co,tlf 
and inrnh-�� nc\'dicfs :ind unjml ifi�bh• l'SPc'ilil it me_; r,f p1:h! it. h111<k ·!

Tlic l:ut -eau �,pprCivc,l the J':..!·rliivin\ pr11p0�;1 !:, an(! they bec�1!JC 
:1 p:lrl of t l ,c  di�pr,��t l  art on _111: )' G, J C)4S· 
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T\'.'o sections of tlic amended dispos:tl ;1cl rclalc lo lhc pn:pnra­
tion and i�su:rnce o r  what arc nm·: rnllctl g:::ncrnl sclicdnk�. Scr.ticm 
4 prm-idc5 that 
the A rchi"i,t m:1r . . .  submit L,, Co1Jg1 l', , . . .  m �uch tilllr� ;i ,;  J,c m;1y deem 
c:qic,licnl, �chc<lulcs propo�in;__:- the ,Ji,po,:11, :iftcr the l:i1I,,c of specifier! pcrio,J, 
of tirnc, of rc,1)J"(I� of a �:1cdficd form o:· cha:·actc.r common to �cnih:il or all 
agcndcs tli.11 )1;(l'c ci!li,·r nccw11,1):1u·d GI rn,1r :icnm,1ib1 c in sud1 :(gu1cics and 
tlint ;ipp:irenllJI' \Yill no,, nftcr the l;1psc uf tlw prriotls �pecific<l, h:in sufficient 
:idmi11iqrati1·r, lq::d, 1cscarch, or otl;cr value 10 w:irr;.im their fu1thcr prcscr­
\"ntion hr tl,c UniicJ �talcs Gowrnmrnt. 

Scc1 ion G proyidcs ! hat get IC r;il schcdu le� a re pcrniissi\·e, not Ill ;tll­
d:1 l<n-;-1 i .e., agencies arc cncomagcd to dc�lroy records ronrccl hy 
St1rh sd1cdu!cs a fter  1hc retention periods �pccificd Ii)' the sthcdulcs 
l1ave elapsed, hut tlicy ,o-c riot rC'<jUirL"d to du �0. \Vlicn Ilic anrcnd­
n1ent� W('f"C uudcr consideration the Bureau <,f the Bu<l;�ct :ncm·J 
that i t  was illogiral lo issue �t:1nclards for the  disposal of records 
common lo the :11�tncics :ind at t h e  same time to m;ike t h e  ,!pplica- . 
tion of I hose st;rndards pr.rmis�i\"C. Th<' N:itinnaI 1\rrhives :;uccc5�­
f ully h dd, howc\'cr, t It at ageacits mns� b:- in ,, p0si l iun t o  interprct 
disposal :rnthc:·iz;,:ions i11 terms o f  tlJL•ir uY;:1 aclministrali1·e cir­
cumsl:111.::cs. 

U11dn the authority of th:.: arnrnuul cli�p(l$f,! :,ct, the Natim;;t! 
1\rchi\'cs dc\'clopcd and issued sc,·c11 u.:-nr!.·::l �rhcdi:lc,� ·,•.-hich 
covl'rcd t !tIe f ollnwi1ig types of record s :  

l\o. 1 Hccllnl, rchtini: Lo ri\'ilian pcnorn11:l 1 issued :\-l;:ird1 1 31 19.16, am! 
rc\·iocd l\ I ay 26, 19� 7. 

No. 2 ncc,>i·ds rclatinr. to die cldcrm!'.nl of FcJcrnl crnployces f,om n1ilit:ny 
�crvi,r, i�sued March JJ, 194(,_ 

No. 3 RccorJs of info1h111atio;1;il ;cr\'i.:cs :•.ml I elations with l he pl:l,!ic, i,s<1c,I 
.\I ;,y '-3, 19-!U. 

No. -1- A1:c11cy 111:,il anJ postal 1r1·nHI�, 11ot including ll1o;c of the !'oft Ofiirc 
Dcp;irlrncnt, fr.wed i\ur;::usl 7, t 9-l>. 

No. 5 Fi�rnl and acrnunting records, i�5ncJ 1\1.:;.;ust '/, 194G. 
!-.:o. G lkinkrup:cr rcrnnls of United Siatr� Co111L� of ]fo;1l:r,1p:cy, j,5ucd 

July 7, I')-J.7-
No_ 7 II calth rcwi.ls of Fcc!e1 ,J ru:ployl·r;;, issued .\ 1 ar 15 ,  l �.=;o. 

Pirnl',\l!r\TJON' oF GE-"El:,\L Sc1 1 E1JUJ.Es 

The development and i�st1:1ncc of gt:11cral sdwdulc!: is b:isl'rl 011 
li te premise that  Federal r<:co!·ds fall i11to l\·:o bro:1d catq�orics : 

(:t) Tho�c which r�nc,·t tl1c �nl»tantiH functions of :i�C'l\rics in ;i.ccom­
r1!i,l!ir1g rice 111i,sic111s a;;signcJ 111 them hr t/:c Con;:rt,., ,�nd 1/ic l'ri:'.,i,lc111. 
'f!ie,c records \1·i!I normally he �ubjC'l'.lcd to drt:,ilrd ;ipprais:d and :\11:ily::is, 
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c.n:,! \\'ill yiclcl any rr,onls of ar-hi•:al Y;du,: lo �c dcsig111t�d for pcrn1:lllrrH 
:(: L·n�ion,(h) Tl1<1,c wl1i,·h reflect :he fi�cnl nnd nclmic1i�lra,i\-c 111:u1ngcu1cnl of  
.,,·rn.:ir�. General srlu:dulcs, u1! Ilic ,d1nlc, nrc• conccrnc:(l with tlic <lispo�al of  
;i':'� 1 ernrd� in this rakr:ory, f,lr i t  1$  1 0:cnr.?s of ihis l)'!'t that nonm,lly ;irr. 
,,,11:111011 to all :igrncio:s of the Go\'rrnment. 

Gcne--r:d schedult:s rcprcsml a reduction lo 1hc !owes: common 
,knomiuator of cc-rrain types of 1·cror,ls foand ln all or scnral 
;\g<:ncics nf tire Go\'crnmen t ;  and they enable the rc::ords c,fficcr to 
;1ppraisc ,·;i l idly all rccorrls �imilar in fo;-111 :i.nd purpose rcg:inllcss 
n( wh:1t agcncr possesses thclll . This co1mnon cknornin:itor has 
\H't'll rnadc somewhat ca�icr to achieve hcca11�c certain Federal staff 
org:inizations ha\'c dcm.imlcd stanclard:zation of J"rcord keeping 
i11 the npcr:lting ag-rncics. Thus lhc Ci,·i! Service Commi�sion,
throug-h the Ff.'dcral JJro,J1111r.l 11! a,11ml and other issuancr.s, has 
stand:irdizcd the methods of main( aini11g Federal personnel rec­
ords, The Treasury Dcparl111c11:, the Budget Hu real!, the General 
,\ccounting Office, and t!ir. General Sc1·\'iccs 1\drni11istr.1tion -
:igl'ncies whid1 �hare the �taft coorJ;11:,lio11 :rnd cl:i-c�·tion o f  the 
ii:.c:il and admini�lrntivc JH.'.'.!1r:(_:crncnt ;i.c t i i·ities of the Gon:,·n•
menl - kffc also tenclcd tn :,lam!ardizc agr.ncy r('rnrd kt'c!,ill[':' for 
tltosc ac1i,·i1ics. General �chcdu\c� rtr� not limited, l101n:-n;•·, lo t\10:;c 
tr11cs of record� fur which record keepi'lg has been s�and;1rcli:.½d. 
1n general, records ;1risinr, from fonniom romn,on to sen.:; -al 
;'lgcncics arc cm-ercd hy wch schcclnlcs, but rccQrds pernliar to :i. 
single :igcncy reflecting :i. Gow.rn111cnt-widc function arc 110! in.
duded. 

_Althour,h uniformity of record keeping in lllc major "hou�c•
hq,ing" activities of the Fcdc1·al Gon:rrnm:nt h:is been the prin­
cipal fae1or f :icilit:itinr� 1hc scl1eclu!ing of records com,non to
;Jgencics, nut horizcd loca I ar.rncy Y:iria tions in procedures h:1 \"C
made diftic:ult the  forrnulntion of instructions intenrlcc.1 to apply lo 
the Government generally. J\ll!ioup;li p:-iy-rolli11r; nnd pay :id�nin­
i�tra1 ir,n fo11ctio11s !tan Liccn �l.tnd:irdizcd for most :1gcncics of the  
(iovrrnmcnt hr  G1:11cral J�c9ula1io11s N'o. 10:i. 1Jf the  Comptroller 
Gcnernl, some agencies, y;i th h i �  approval, use ](Jc;i,lly de\'dopccJ_
for111s aud procedures; while othcl'!. procl·ss their 1ny rolls i11 :ic­
ronlancc with proccdurci: ,-uyinr,- fr0m the n:g-ul:Hion�. Bccat1sc nf 
these variations from tl ic nnrm 1he wnn\i11r; of a gcncr:il schedule: 
relating- lo pay records musl be �unicicn!ly adroit to CO\'cr thr. 
ill ll'rnal diffcrcllCCs and yrt J!Ot lo�c force :111.cl mcaninf;•

The preparariou of a gcncr:d schedule i11\·oh-t.·s a thcirour,h 
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30 Tl lE A;\IEJUCAN Al{C!JJVJST 
ann lysis nf tl ic frn1c1io;1s o[ agrncics in relation to the rcrnrcls to be 
sd1l'dulcd. Surh an :i.naly$is poses :ind :rnswci·s the fol!owiug
qucsrions :  

n .  To wh:ll l'),.!(•nt 1!0 1hc 1e,<1td� pu:,,c,s 1:ni(ormitr of phy,ir.:il cliar-. . actcrisuc�!. � 
h. To wh:�l ext,·nt :ir,· du: 1 cconb Jnc,cribcd br �Laff 111a11a1:t'n1rnt :igr.nci.•, 

of the Frdn;i) Gorcrnwent, �,nd what n.ltl(', 1!n tl1rr poS5{',S for the �t.1ff 
ngn1cic, that rt'rp1i 1c them? 

c. If 1101 pr rscribrcl, liow nrr. thr. 1 cc0nls �imilar { rom n::ency to agency? 
J. \\'hat role do the record, phy i;1 llit' aclminist 1ativr proct,h,rc, an<l 

managnnc11t of each agency? 
c. To \,•h:-:t rxlr11t do the l t'Curd� po�,css lcga! \"i1lucs which will innucncc 

ll1cir rc!r11tio11 or dispo,a / ?  
f. \Vill anr of the rccunls hr rli:;iblc for lrans fer to a Fc,lc1 ,1] Rtconl� 

Crntcr hut unt ye, r!ii:i:iblc for dispo�:il when ll1cy hcrnmc in;1cli\'c? 1 

�- \\'ill :wr rcr•>rds pust, rs� rnlurs rncritinr: JHC$crrntion in the N;,.tional 
Archi,·rs \\·hrn thcr hccom.: in::!i:tin? 
The ans,1-crs to  these (}ucstio11s pr(Wi(k a sulist:rnl in l  due Lo tl ic 
valt1(' of  th<'. l'Ccurds to be sch<."dulcd. Followine this ·,u,alysis, a
retention pcrind for c:acb type cif rcron! is stat,:d in  terms c•f the 
lowest period rnnsistr.:nl v,i I II its Ya hie. i!rca L!SC' of tl1 c pcrmi 5sivc 
na1 ll re of the acnrr::l srhcrfo le, :i1�cnrr l"l'CPJ'Cl:: nfli rc:1·.� m;:r dc.�ig-
11:i te and rcquc�t authority to lr.n;!.lhcn or �liortcn the rclr.ntion 
periods specified iu :i. general srhedulc, ln1t they arc c:nconragecl 10 
follow the prescribed periods ,d1crcn:1· possible. 

Grncrn.J schcd11lcs 01·igin;-i)ly f.upplicd onlr instructions for the 
tlispo.<nl o (  records. Tl1c pror;ram rcspomibilitics o( the N:itio:rnl 
Archiws and Records Sc1Ticc as defined in the Federa l Ri.:rords
Act o f  1 9  _:;o dirtatccl .i wider sropc for such schedules. Conse­
quently, in aJdition to dir.posal prm·isions, they now include d;tta 
on!: 

( 1 )  Rr:commc11dcd 111rtliod.1 of fi/iu.lJ - J\gcncics n.rc provided
,vith a 1·ccornrncndcrl method of filing consistent with normal
operating netds for each type of record l ish:d in a g-cneral �chcch,lc. 
These rcr.ommcnc\ ;i ti ons a re dcsig-n eel I n  faci l i t  a I c the tfo,pos:il of
the rccot·cls after the  prescribed rctt·ntiou period has elapsed.
\Vbcn rec·ords arc filed i11 acrnrda11cc with spccinl instructions issued 
by sLnrT agenq· i:lirccliYcs the  general schedule mncly cites the ap­
plicable di,celiYc.

1 Thi, r11r�s1ion wus nol one thal wa, ("On�idr.1 c-<l in the rrcp�r�liDn of Ilic r;e11e1al �cl1C"d11l,:; prior 10 d«' p,n.,,,�,: ,,[ 1/,c Fc,/e1,1l n,•{·ni·d., Ac1 vf 1,;-5�, .,m! Ilic c,:,11,lis/,­rn�nl of J'c,\cr,11 ltr�on!5 Crn:ers, 
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responsible fc,r 1 1Ia11aly,,ing, ckvelopi1:g, pru1no�i11g, :1.11d cnordi1t;'.t­
ing st ;1nd:i nl�, proccrlt,n':, :rnd tcchni r:,ics desi�i!cd Io irnpro,-c liie 
m:1.na1.:cn1c11 I u f rccr,rds." Gcncrnl 1;cl1 edulc.:� :i.rc th erd ore use cl :is 
one mrtltod of pn11imlg,! l i 1 1 i� �1 :1 1 ,dard� to eliminate the creation 
of supcrlluous COj 'ic� o( funm ;u;d oilier p:ipas. Tl,c Crnnp[rclb­
Grnrral,  wlto, in conju11ctin11 ,1: i t l 1  the H11clgel Bureau :1 1 1d th,· 
Tre:1sury Dcparlow111, i� ;\l1tliorizccl hr law t o  prescribe fiscal and 
acrflrn1(i11G �ystcrns, /1.1, not conccrn('d lti!!i�cl{ with d,e prolilcm of 
:1.genc-y copies. General Sclicuulc N1J. 5 ,  now being- revised, rovi..:rs 
tl,e fiscal, acro111 , 1 ing, rind �ttpply records of the Fcdl'ral Govern. 
mcnt and will designate (or each typr of rccord li�tcd 1!1c maximum 
nnrnbn of record copies th;it :1pparently rnusi be crc:i.tcd t11 ad,icn· 
good ad1ni11islralion. By this rrco11111H·ndation the  N:itional J\r­
chivcs and Records Service hopes to clisco\lr:1gc the creation uf 
copies i n  c:,;ccss o( normal ,1.dm:1:i�tr:1tiYc needs. A<lmi11istr:1ti,·c 
r1:Cjt1ircmcnts may vary, of course, with the si,,c ;incl rnmplc,:ity of 
the opcr:i.ting agcnry, hut :ill rnpic$ created in :iddition to tho�c
\·cstcd with rt.:wrds slr.t11s ill the srlir:dulc will be disposable :iftcr 
r-l10rtcr rel c11t ion pcrifll1s th:1 n tlrn5c �peci lied for the  r �cord copies. 

( 5 )  JJniJ1ia1ioi1 of record rnt,ie.c -- J\ n:hiYists and records'!111:1n;igcrnrnt spcc-i :dists !, :ln: fotind Ih ;ti: a "110 man!�, bn<l" exists 
j,J which files m;iy he dcsig11,1tcd cii-hcr ;i� n:wn) or nunrccard 1w1-
1crial clcpcndinr, o n  the immediate purposes �crvcJ by thnn. St:C'h 
d<:�igna: ions :!re ma de by thi.: .:gc11ry cnncc rncd. l n acc;inl ancc wil!1 
authori (y gr:11 1ted the N:\lional Archives ,rnd Records Sl·n·icc liy 
the Ftderd Hccor<ls Act of 1 95C1, th<.: gt:ncr,tl sd1cchilcs will pro­
\·iclc the  :l�('llC:y with the  basis for sucb <ktrrmin3tion, panicubrly 
in inst;rnces w/1crc record kccpi11� is foirlr wd! sfand:irJi;,.ccf. Thus, 
in· G encral StlH'cli1l c N ('. 5, the  de�:ip,n:1. liun of 1·ccord rnpi c� is 
a�sociatcd with rccommenclatil1nS as to the minimum 1n1mhcr of
record copies c( each rc(}uired (i�r;1/1 acrnunting, or supj,I}' form.
For cs:1n1plc, l 11'0 n:curd ropics arc s1.1r;1�csl eel for tra vcl r,rJc rs -
one to he hrld by the opcr:iting lran$portation unit pl'cparing. au­
thc)r/7.ing, a1td issuin� the ordcn; the olhcr to be held hy tlt<: fiscal 
llnit primarily interested in the payrnciit for the trayel pcdnrn1l'ci 
:1.11cl in the accounting for such papncnt in t-hc books of the  n�;encr. 

( 6) Jwli{iraJir,n for autfiuri;:.rd di.1po.1 itiu;1 - J\tt:ichcll to each 
general sclt<'dulr: :1rc stattn1t·nls i 1 1dic:1 t in� the lq!,al, administr;,.�ivc,
:7.il(l histnril':il ,·:due of cacli it�m co·;crc<l by 1hc sc-l icd11le. Thc1:c 
statcm("nt s con:;f it utc appr:1is:i ls of the records i 11volvccl and a re 
jmtifica! icms for the aulliori1,cc\ retirement of the records l isk<l 
in the liodr of the sd1cduk. The)' :1rc based 011 :i dct.ii!cd study 
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( 2 ) N i:cords of co111i1111iilg ,.:a/ire --The designation of "n·.:onh 
, if ro1il i1n1i11c- v.duc" in general :,;thc-dules is hascd on 1! 1e autlwrily 
i:in·n w tltc /\drninis( rn(or of General .Scnfrl:s 1,r lln: /•:alcr:d _J�c,onls 1\cl of 1 9  50 to "c�tabl1sh �landard:. for Lhe  sclcrnvc rc­
ll'lll ion of records of  trmtinuing ,·,iluc, a11d assist Feder.ii agci:rics 
j11 applying such �la,ichrds t o  rec1m!s iu their cusrody." "Cun­
tinuin!' v:1!11c," ref crri1w to rccurch the ad111inistratfrc utilitr of 
whicli.,m:i kcs necrs!>ary ·;heir retention, is not nccc�saril }' c4 uat cd 
\\'ilh "arrl1ival val11c,' ' howewr. 'fhc <li�iH•,al of rc:rnnls Co\·crccl 
hr g-rncral �chedult!s is' normally prrdicat(·.:I either on the f:tcl that 
the records will lo�e their admini,trat i,·c or leg:d value after the 
hpsc of a specified period of time', or 011 t!ic fact that the m:-iltcrs 
thcr document art aJc11ua tely rce0rclt:d in other records lo be 
re La incd indcfin it cl r. There fore, gc:ncra! sch edul cs now lizt the 
n:cords that arc considered to be of continuing yaJuc as distin­
guishcd from those rda tcd to t!1c· m that a re comidrrccl to he o(
tcmpor;iry value. For example, in the n-ccntlr rc\-i!.ed Gent:rnl 
Schedule No. J ,  which covers Feder::! n•cords rclat ini� l o  ci,·i!i:111 
pcr�onncl, oflici;li pcrt,onnc: l  f oldcrs rnd cniploycc pay ,:11d �c1 ,·lee
ri:cord ca rd s are listctl f o 1· retl'Hl ion "·!iilc mo;;t of the ollu'i· per• 
sonncl records arc lis!·cd { or Jispi.1sal. 

(3)  Uti!iza:io11 of F,,dar:l Rcmrds Cc,,-/,'t.<-- The !\7al ion;il 
Arclii,·cs and Rccorcb St:n·icc lias 110w placed in ;tct i,·c operation 
l'i[.:ht Federal Records Centers. These centers serve as intl'rmc­
di:itc depositories for records that �hould be rctaiuccl only hricfiy 
in npcnsivc oflirc sp�,c but which c:u, not be destroyed or tram­
fcrrcd to the N:itionril 1\rchi\'cs for �omc time to come. General 
schcdu les ha \'e therefore bc:cn m.i.de :! vehicle tlirm1p;!1 which 
.ii-:cncics are c11co11 rngcd lo �end to t I 1c c-cu tcrs ( a-) rC'corJ s dc5ig-
11;t lcd by the general �chcclulcs as hr:inr; of continu;n!� value Lui nut 
su0icirntlr active to he rcl.1i11cd in agc:ncy operating spare; (h)  rrc. 
ords tli a L arc disposalJ] c but have nol yet readied <lispos:i I age; or 
(c) n·conls that arc tuit:ihle ·for c\·cntu:1\ transfer to the NaL ion:d 
,\rchi\'cs but which arc sti!I Luo active to warrant rlcposit \\' i lh that 
agrncy. Ahliough the renters stand rc:tdr to receive files at snch 
tirncs .is facilities permit, the- �rhedulcs recommend orderly and 
periodic tr:insfcrs. 'J'Jn1s, the lransfcr period recommended for 
rnntract fi les is 3 years dtcr tlic filc:s arc cluscd; liul the period for 
par ::nd pusonncl re(:ords v;i,ries accorclinr� lo their admini!>Lrnti,·c 
a11,! legal values. 

(,}) l,11rmbr-r of t:0pi,.·.r - Under ,w!lwrit)' of !J,c Fcotr;1J Hrc­
ords J\ct of 1 950 the Nation;il J\rrhin:s and l{ccords Scr\'icc is 
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both of the dirccti\·cs rcquirin;.!," the n1ai 11tCI1;111cc of the records and 
of Ihe \·,due of the rcconls to I fi,_; Gon:rn l!H: 1: l and Lo t lie pcnplc. 
Tlicr point out suhjc1:l-rontc11t cir phys ical <hip!ic:-ition of records 
:111d any other factors which a ff t:ct the  determination of re ten ii on 
pC'rinds.

The general schedules th:it li:-:n� already been prcp:1.rcrl and put 
into opcratin:1, i 1 1 l'ludin� those in process of revision, co\·er :in im­'!pressive volume o f  Fcdcr:1I rrcorJs. For example, Gcncra! Sched­
ule No. J ,  rc\·ir.cd, \\·i l l  acco1nplish the disposition of about J ¼
111i! lion rnliic f cct of pcrson11d reran!�, while_ General Sd1cdulc 
No. 5,  rcviscd, wil l  m:ikc possible the disposal of about 2 
111illion rnbic ( ect  of  fisca 1, arcounI ing, and st1pply rcc,1 r<fa. Th c 
other general schedules 1101\" i11 11sc r:1isc the total figure of rcrnrcls 
disposable undtr their provi�.io11s to almost -1 million cubic fL·ct. 
This figure, placed <1gai11st the more th:rn 2.1¼ million cubic feel 
of records now cstim:ictc<l to lie i n  Federal custody, is perhaps not 
tuu sig11i!icallt. But the use of general schedules in the records 
111;rnap,emcnt program of cad1 :JGcncy yields otl1cr results in rcco!·ds 
:111a ly:.:1•t; and schccluli11g that arc not rcndily calcu!nblc. 

So�rn PR01:J.Ei\1s l N\'OJ.YED .�i DE1'EJ.OJ•JN(.; 
GENlm,\L Sc1mriuLES 

Records listed in r;c1icral sr!irdu!cs arc  tll(>s,' normally found in 
opcr.iti 1 1� ;1gcncic�. This docs not mean, howcnr, that every 
:1gcncy must rnaint:1 in all lhe rcwl'ds Ii st cd if t lier arc 11 ot rccjt1ircd 
by the reAtilations of some Fcdcral stalT authority. To m:ikc the 
grncral scl1c(h1ks cowT a group of records rnmmon to a l l  or
�l'n:r:il ar,cnc:ics as  cflicicn t ly ,1 nd spccilica I I  y as possible, li()WC\'cr, ·innihTs man)' prohlern� aHd has occasioned !-U-mc ,·cyision, as
illusLra tcd hrlow. 

Records covrrcd by GC11l'l'al Schcchrlc No. 5 as issued in 1 9.16 
arc listed hr form nmnbcr. Dispn�.:i l  periods arc inclicalC'd for each 
fr ,rm and, in rnmc inr.!a1 1C'C'S, die papers that arc filed with it. For 
oh\·icus reasons sd1cd1ilin;{ by form number /i;1s not proved satis. 
L1Clory. Con�(;quc11tly, i11 rc,·i�i;1g- ! hr schedule the Nation:1! 1\r­
dtil'rs and Hccord:. Scn·icc has dccickcl to arrange t he  entries 011 
1 l 1 is schcchilc l o  reflect 1hc manner in which the records arc norina!ly 
rrc1l�d, i .e . ,  by typi:: nf trnnsaclion. In short, the revision wil l  
rn1phasi1.c the purpose for ,·;hich c;1d1 type of record is  111aintai11ccl 
r:tthcr th:111 i l s  nature in tcrn1s of forlll m1111hers. As revised, a 
�i11glt'. item in.the schedule ,,.-i l l  pertain lo the disposition of  "·irtu;ill)' 
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all conlr:-ict ancl otht:r prucurcmcnt files in (he Gover111ncnt - :darnt 
1 ¼ millirJll CL!bic fcct <if records!! 

l n  the p:-ist, a�enry ri:cord rnpirs o f  \'Ollrhers have been rGn­
si clcreel to be thc 1r11.::moraiul tt:-n mpi1�s rcl;i ined a (Ier t!H'. origiilal 
vouchers \\'ere {on;·udcd to tl 1c Gcncr:J. 1  1\cco1111tinr, Office as wp­
porling papers lo ciisbur�ing returns. "'i(l1 the adoption o( !he 
new type o f  011- tlic-s i tc andit, how,·,·c1\ some .tf;('.11cics are finding
tli:-tt their memorandum copies arc now supcrnuous licc;rnsc they
:ire also m.iinc:-!ining chc m-igind \0ouc/1crs for die Grnrral t\ccmmt­
inr,- 0/lirc in au-ency sp,?cc. Sc\'cral a�encic�, such as lhc Gcncr.11 
Scniccs 1\dministr;'ltio11 1 ha\'c gone one �.\cp fonlier :rnd hav� 
climinakd 1·(Hrc/1ers altogether i11 most pr0<"tnY111cnl (r·ansaction�
by making· the wnrlor's ;11,·oirc dn double lh1tr as ;rn il•�1nizctl 
st·atcment of sc1Tices rendered or material� purch:i.secl and a� ;'I

nmchcr· dornnH:nL Tltc: linal c.:limin:1.tio,i of nn1cl1crs, lwwc1'er, 
must await ful'thcr study and there{ore tl1cir clirninalion was not 
included :is :i 1·r.comrncndation in the pending rc,·isio11 of General 
Sdic<l11le No. J. 

Tcmpo:-arr interests of t l1r. gnw.rnmcnl m�,y :diclt disp::i�al pro­
\"ision; incl)rpor:1.tcci in general schedule�. For cx:1mplc, the Gcn­
cr:il Accm111ti11g Office rwr,nal ly 1-1crmi1s di.�posr:1 of toi;ic.. of biils 
of ladlnIT J to 5 yc:irs after their ir;su:1ncc. Recently that Ollic-c· 
has hci::n c11g:igcd in scn·ral 1 c;rndit prograrn� of frcigh� charge�
pai<l h;• the goHrnmcnt, p:Htic\1larly those r)f the \\'c,rl<l \Var l I  
period, which require it-. examination of freight files o f  ;i.ll ngcncic�
for the: \Vorld \Var l l p•,vs and in some instnnres, ::is early ;,.s
l ?.1 L  Therefore in the pcncling rn·isicm of General Srhcclulc No. 
� tlic N:ttion;i.l .Ard1i\'�s ;uHI H<'rnrds Service will ha\·c nn altcrn:i.­
tivc lwt to c1csienatc [lgc11cy copies of hilb of  la<linp; alicl all sup­
portinrr papers as record!: of con,inuing value {ha t  nrn�t he rctain1:d 
indefinitely either in :1gcncr �pncc oi· in one of the Federal Records 
Centers. The justiGcntion for at_itlwri�.ecl Jispo!:ilion, appended to 
this scliedulc, wil l  point out tl1al the appraisal is tcmpornry ancl 
tliat, once the General Accounting Oflicc audits :1.rc cnmµlctcd :1!1d 
the lcg�il situation with :-cspccl to  the frciglit records is rlarificd,
specific.: retention periods \'.· i l l  he dctcrmiacd. 

Another problem fre(juently md \�·illi in (lie prcp:iration of gen•
rral schedules arise!, from the fart tl1at although a trpc uf record 
may be co:11nrnn lo :i.11 nr s1..:1·cral :i.gcncics, the nature of that rcrnrll 
may he :tffeclcd by varyin�; ndmini stratin: p1·;tclicc,;. lo'or example,
item 5 of G,·ncral Schedule No. 1 ,  ns rcvi�r.d, covcn; "c0ncspond­
r11cc in the op�r:Hinc per�o11ncl oDin.: ilHl it� s11bor<linatc 11nit i; re-
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I.Hirlf; 10 their :idmiilistration ;:nd opcr:ition." .A J-ycar rctc11li0n 
'criod is prm·icled for �nch corrc,-pomlcncr.. �nrvL·p ha\'c rr.vralt•tl, lJ;mi·l•,·cr, 1 l tat  t l ie  content o f  c<1rrcspnn<k11re files of this type varies 
lr1Jlll a�cncy to agency. Some corrcs;>onck11cc files contain onlr 

d11: mosl r011tinr; admini�trnlivc 111-'[cri,tl, while others conlain more 
,ipniliL·:int material wcl1 as rcp0rts on ri\'ilian personnel to the
d�·il Sen·icc Commi�sinn. Tlic�c r�porls arc covered hy i tem '.'. 2 
0 f the same �diedulc and arc d ispos:i blc a fI er 011 Ir 2 yea rs. Since 
the srlicdulc cnnl<l not he worded tu ro,·cr :di � i tnation,;, it was 
finallr derided to mnl:c r.aclt :if�tncr record� officer rc:;ponsihlc for 
ad;lpting the schedule 10 his ngcncr's requirements. I f  pcn,onncl 
rt"porls ;ire filed scp:iratcly in thr pr.:rsonJJd oflicc his disposiLion of 
them prrsumahly would he gowrncd by item 22 .  J i  thC;)' arc  filed 
with ad1nini�lral i.-c correspondence disposi[ion could lie i�oycrnrd 
hr either item 5 or item 22 ,· Prior Lo  1 9-19 scl,cdulcs wi.:rc Li rircly rest 1·icted Lo rccorJs in-
1·01\-ing c!C'arlr clcfinerl operating :uras. As rcvi�iom; go forw:ird, 
however, sever�! subjcrt-111:lttcr :i.rca!: will he telescoped to effect
an cco;10:ny of isrn�.nccs. For cxnmplc, Crncr;>.J Sclic-rluk No. 1 ,
issued in 1 946 a1!d rcvi sed in J 9·17, prnYidc(I for tl:r.: �li spos; l ;n:i of­
prrsonncl records nonn:illy found in agi:11cy p1:rs(111nd on;rcr.. Thr: 
1 �; 5 1  rn·i�iou, howcvrr, schdulcs in :1 sinr,lc doc11mu1t all rdords 
affcctin� the �c1Yicc history of Fcdcrnl employees - employment,
pay, a11d heal th records. G(:ncr;-J Sdicdu!t No. 7, y;hich covered 
lir;ilth records cxrlusiYdy, h:is been 1nndc a part o f  the new 
�rhcdule. 

J\ p1•uc,,noN or GEi--.'Elt 1\1. Sc111cnliLEs 
J\11 agency's application or general scl1cd11le:; inn1l\'cs i11rnrpora-

1io11 of the pro\·isicms of the schedules into the  cco1nprd1cnsi\·c1 de- · 
tailed schedules clcvrlc,ped by lhc a�cncy J'crords of!iccr. I t  is his 
rrsponsibil itr to adapl tl ic nuthCll'i1.;i.tions granted hr gcncrnl srhcd-
11lcs and lo :ipply i hcm in his O\Vll rig-ency. The pcnnis�i\'l' 11:ill1rc 

. of �chcd11lcs provides him with flexible clisposition pcric,ds and 
n.:commcndations for the rnaintl'Hancc of files to suit hi i: ;1gcnr.y's
1anls. 1\11 ::igcncr record.$ officer is riot npcrtcd 10 present the  
gc11cral scl1cdulcs lo  operating pcrsomicl i n  the. fon,1 in \\·hirh he  
l'lTci\·cs them. The fac! Lli:tt the rcrords of <,nc ag-c11C}' di/Tcr from 
those of rinothcr in some <let :iii, al tlwur\h l Ji cy arc stdli ricn tly sim­
ilar \o c11cu11ragc the dcn:loprnent of general �chcdulcs, r..:quircs 
that the  records ollir-:r undcrlakc al least .  a rniniJ1111111 ckgrcc o f  
L"diting in order to .i dapt the sd1rd11!!'.s 10 condition� pre\'ailin� 
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within hii; O\':n agc;Ky. For exarnph:, ccrl:iin arcncy administrati,-c 
or /ism/ ,wdi(s rrwr !�r: in progress, or cbirns m;1y be pending-, tlt:\t
make necessary the tcmpo1·ary rclrntio11 of Ri\·cn records J ispo::ab!t: 
under a general sc-bcclulc. l n  c:1sc of a ronfiic< l ict\\'ccn agen-;:r 
.1utho1·izalion :rnd Rcnrr:il sd1cd11lc :u1t!1oriz:ttiou affecting t!i<: s:tnll· 
records, the  records ofliccr mmt decide which c,f the two In u:;c_
J 11 short, he must adapt gcncrnl �cl1cdulcs t o  the p ;irtirnlar ndrnin­
istrativc and legal situ:Hiom ob1:1intng in his own agc11t}', 

] 1 1  one vit:d respect the aut hori;.,,arions granlcd Ilic agency record:;

oOiccr by r,cncrnl �chccluks arc not fin;i.l. The Comptroller Gcn­
crnl, cxcrci�ing his prcrngativcs under section 9 o f  the: Record� 
Disposal 1\ct recp1irc� tha t  any records pertaining to acrcnrnt�,
d.1ims, or dcma11ds i11l'o!i·i11f, !l ie Go1'crnmrnt of the United St:1ks 
that have not  been settled or ;uljustcd ill the General J\cco1111ti11g 
O0icc may not be dispo�ecl of willwut prior permission froin tlial 
agency. Under this prcn-iso i t  is  the rcspo11sitii l i tr  o( c\'cry ::g-c11cr 
records officer to  be aware of such rcC'Ords and to pre\·cnt their 
dispo�a1 w[ 1i le sett lemclllS :ire pcnclinr;. I n  clcl rnnini11 g the disposal 
pP-rioch, :;p,::ciocd in �en era 1 sd1cdi:l:_as, the  N al ion al :\ rrhivcs :,llll 
ncrn!·ds Scn·ic:c has ah,:ays co11sidcrcc! the possibility of cbi1m 
arising that wuuld invtih·c the United State� G,wcrnnH:nL There• 
fore the. Comptroller's appro\'al of g-c11eral sch<.:chtlcs is obtained to 
cnsun.: the  incorporation of his dc$ircs with respect to the 1llrL!ll­
tcn:1ucc and disposttion of 1-crortls in  which he h:i.o. a $lat�1tor}' in­
terest an<l which rnay rcl.i t c  t ( I  claims. References in general
srltcdulcs lo the rcquircinenls for the ,foposal of records im·oh-in[�
"accounts, chims, or drmands," arc :in additional reminder to tfie
records ofliccr of his rcspnnsiliility to ohtai11 written approv:�l�
from the Cornptrollci' (jcr1crnl whcnc:n:r nccC'ssary. 

The general srhcdulc, properly utilized witl,in an ap;cncy, can he 
a device 110 lc;;s i1nportant than other administrative lools funning 
the hasis of the accnc_r records m�nagc:mc11t program. The greatest 
quantity of an agency's records :uc likclr Lo lie "housd:eeping'' 
records. This term, through custom :ind u�agc, has come to dcscrihc
those records dornrncnling r,udi fimc!ioJJ:; :is pi·ornrcmenl, :1cco11n1-
in�, s11pply1 :ind f)Crsonid. Tht1s the Pust Office Department and 
the h:dcral Scrnrity /\gcncy crcntc cssscnti:illr the s:!rnr kinds of 
"ltousckerping" records, bul die files donm1cnti11e (/,e programs 
of thrse agencies arc vastly d iflcn:11t in content and struclurc. By
j11diC'ious use o f  rrcncr;il scln:(h1lcs a records oniccr ran f]Uickly
schc,h1k his :igcncy':: ronl i 1 1  e rcc<1rds, I hus freeing- himscl f to de,·otc
his energies to t l ic propci- cnlu:i.tion and �chcd11ling of the pro-
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gr.im rcrord�, which contain the ":!rdiival r:orc." This (act 1,
lli;.: ldy signi11cant since the Federal Hccord� Act o f  1 9_:;o rrq111rcs 
;q:,·11q' lir:i.ds lo dorumcnt :i<lcqualc!r :,gcncy prunrarns and dc­
l'i�ion_<;.

The r-cnc1·al r.chcdulc will 1rnt in itself �L·ffc a:: ;'. su!i:;ti:utc for 
ihc pro;ccution of an ;ii-\'rncy rcc·unh 111:111accirn:nt pru;..;r:1111. Hcc:­
t>rds i11\·cntorics must still Ii<: rn::ductcd. 1\n inventory of ;i, 1 1
;-grncy's fi�cal and pcrrnnncl rec:<1rds, for r.>:ampk, in;iy t111rovc1· 
1n:rn>' rcrnrds pcc:uliar to lk1t agency which :ire nor- roycrc<l hy 
f-;fncral srl1cclulcs, These records mmt he sclicdnlcd by the agc11cy,
!1nwt'Wr, i n  the interest of :idrninistr;1ti,·c c/Ecicllcy. J n �chcdulin[� 
tl1c111 the records officer lll:l}' 11st ,,s a guide tl ie data un rc\cntion 
pninds, ri;cords tnaintcnann·, anti rrc:i.tion t i:diniqtlc's, as wdl as 
lr!;;i.l a11tliori1.atio11s, supplied by the gcr,n,11 �chcdules. Furlhcr-
1111m·, the data in gcncr�l �cl1cchilcs c,111 be 11lilizcd i11 t he  agency's 
records management pro�ram to rcd11cc the mnnlicr of copir;s of 
n::rorrls rre;;tcd, to  prescribe t ! ic- lll:rnner o f  111ni11tenance of the 
n·rnrds, :tnd Lo 0btai11 ful l  uti li7,ation of the a11t!iorizcd rtfcntion 
pr;·iock 

CON('J, 1) SJON 

The imporl�dlCc nf �c·nc.r.t! �-l'i1�dulu: to Fcrlcr:11 n:corJs special­
ists is twofol d :  t o  the ardii;:ist dH:y prr.sc1•t r ailor.rnadt·. :ti)• 
prai�:ds of ,i. 3uh�tant::i l  r.cgrncnt of the rccoi·Js cif the  Federal 
Cm·crnmcnt!; � lo the rccunh management specialist they pre­
sent not only appi·aisals hut also st :111dards and aicls in so!Ying some 
of his major rNords mall;1gcmrn! problems. 

General sch.-dul.:s mal:c it unneccss:11'}' for · 1hc arch[\·ist lo ap­
prai:.c l:ngc rnassrs of records in which rcco1 ds 01 aJ"Chival v:i\ue 
arc llol likdy J o  be found; and !hey rnahk him to clcvo!c his cri:ical 
L:cu)�ics to a more detailed appraisal o( llwsc records th;it docu­
ment I he pror�r:i.ms and <lcci sions of (;0vcrnment a�cn ci cs. 

The permissive nalurc of the gcncr:11 schedules i11 no w:iy lessens 
their potcnli:il dfrcti\'encss as a records manrq.,:w1rnt tool. They
P1'o\·idc the Na ti onal i\ rchi,·cs and ncrords Scrvi,c with a y;,. rd­
slick for measuring the cffcctiH11css of such agency programs ,mcl 
t1\ablc the agcncic:� the1nsch,cs to set their o,·.:11 pt o�ram standards. 
The agency records ofli(·cr who docs no t  util ize t ! 1c  gcnr,r;il schcd­
tilc� is npcctcd, in the cn.:nt of a program audit, to h;,,n; scl1cdukd 
lhc rcrords in his custody hy his own analysis and appr;-iisal i11 the _l1:�l1t of the d::[a contnined in the general r.dicrlul(', or to lie ahlc to 
pr1i:1t 0\11 Ilic factors pcc1Jli.ar to Jiis :igency which prcdndc the use 
of Ll1e i�cncral sclicduks. 
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THE 1H1UU CAt'i 1\ RCiflVJST 

l•'ii:;un-s :He not av:1i!a1'1('. on the munbcr of :lRcncic� which ii:i\·e 
used t /Jc l!rncr:il scbcd1:l1:s );inet· tli!.'r Jirst appeared in 1 9,fG, I\Jost 
of the ar;enci cs with major records :1..ccumu la tions ha \'l', h0·,·,!1.:\·t·r,
incil!'poratcd various general sc!iednlc items into their own r.ched­
nks, wi ih appropri:-o.tr :1 1w·11dments :i.nd i1itcrprda1ions, a1;d :.cvn:11 
agcnrics ha\'c used them wi th  l i t t lr or JHJ d1:inac. l l is ;rnticipnled 
1 l1 at the  i 11crc:lsccl rcrn:-ds managrnwnt' rcsiwnsibilitirs of Federal 
agencies, as outlinrd ill th(' Fcdt'ral Rl·conh 1\ct o f  1 950, wilt hring
about a p.-ogrcssi\'cly greater use of die grncral schedules, wi:li 
substantial s:wi111rs :rnd mmc efficient administration as th,· rrsult. 

CC \E 11 IL (U il.,CO)§ rE 

J:or t!.ic 11\1110,1 in J•n·�c,·vnl!o!I .,.,,\ 1•1·ol<:<·1io" <>f , :i:unblc hou:,h, 
ncws11:ipr:1·s, rccot· ,ls, nnrl olhcr ,bcumruts, we "-t.Ci:cs\ 1h:t1 lht:y r.::
l•11ni11:11c,l ,,ith Ccllulo5c A<"c1'.llC filn1. Thi� Him b 1r:msp,,.·c111, 1lii11,tou::ls, n111l fil'xiblc :::ul will 1101 rlhco!"", rrar!:, 01· }lcci wi,h n:;c, 

'Jl,is l:.rm i� crinip11e1: lo 1irocc�� lloeu11:cub h, :, mr. tho,I �imHa� 
h> 1hnt 115c1: 1,y rhc l\c,\innnl A,-d,i,· c, nil•! th,:- l.il,r:,ry uf Ct•ngrc-'. 
1':o U(lh-r-sh·t.·z of �ny J�i1HI r.:-c u�ct! otul l�;�,•c.;, up to i izo ��, ,c 2 � 11 •�-n•
he Jlrocc�srd. 

A c-cpy uf oHr �n•n;,l<o 1.. ,i;!:kt ,.,,,1 price 
�r.l,cdalc "i!! be r,bt.ll> ,tnl u:1011 rr1:1H:�!. 

Ti}iHE t1miffi\lElt C®i�Jl?/:.f�V 
326 !'ark l;ow C 11ildi119 

New Yurk ·,, N. Y. 

SUPERSEDED 

https://appropri:-o.tr


-� ., � 

(' 

SUPERSEDED 

• 

INI'ERAGENCY RECOP.DS ADMIN"ISTRAT"ION CQNFF.P�NCF. 

R eport of S ixth �eeting, 1947-48 Seaso"n 

!.larch 12, 1948 

DEVELOH1ENT AND APPL"ICAT"ION 
OF 

GENERAL SCHIDJL'ES 

Speakers1 Mr. Hi."il ip C. Brooks, Natio"nal Archi"ves 

Mr. Joh n H .  D ethman, Nat io nal Arch iv es 

!.:r. C. E. V.ayhall, War Ass"ets Adm"inistratio"n 

• 

Th is report is distrib uted for th"e Inter age ncy Recor ds Adm inistrat io n  
Co nfer ence by the Nat i anal Archives. For further i nfo nnatio n, write or 

call Joseph F. Vaugh"an, Co"nfere"nce Secr"etary, Natio"nal Arch"ives, Ext. 347 .  

SUPERSEDED 

https://RECOP.DS


•• 

- l -

.. . SUPERSEDED 
Introductory Remarks 

Philip c. Brooks 

For several years after the establishment of the National Archives in 
1934, we had experience with spasmodic records retirement activities. We 
received disposal and transfer jobs at various times and from many agencies
that showed no coordinated effort to plan which records of Government-wide 
standardized activities would be retained and which disposed of. Some of 
our staff membe�s and some agencies became interested in the need for plan­
ned records retirement and began to develope sound programs . Eut es­
pecially in connection with "hous·ekeeping" functions we found ourselves 
going over the same ground very frequently. For this· reason studies were 
undertaken of standard forms and of those activities common to all agencies
that seemed to show the possibilities of general evaluation standards, 

In March 1944 we began devising revised. legislation to allow the 
Archivist to take the initiative on disposal schedules of Government-wide 
applicability. An appropriate amendment to the National Archives Act was 
passed and was signed July 6, 1945 ( 59 Stat. 434) and the first general
schedule was ap�roved shortly af'ter the beeinning of the following session 
of Congress. The major r,rovj� i�n of the amendment added to Section 4 of 
the Disposal Act of 1945 the followings 11The Archivist may also submit to 
Congress, together vdth r��oIID'Tlenoations of the National Archives Council 
with respect thereto, and at such times as he may deem expedient, schedules 
proposing the disposal, after t�e lapse of specified periods of time, of 
records of a specified form or character common to several or all agencies
that either have accurrrulated or may accurrn.ilate in such agencies and that 
apparently will not, after the lapse of the periods specified, have 
sufficient administrative, legal, research, or other value to warrant their 
further preservation by the United States Government."n 

\1ihen we came to the actual development of general schedules the first 
problei::i was the selection of the common types of records that could be · 
included. This involved studies of current administrative procedures
throughout the Government and to some extent the participation of National 
Archives staff members in the revision and codification of those pro­
cedures. This has been illustrated by our work v.rith the Federal Personnel 
Council on the Official Personnel Folder regulations. This concerns with 
current procedures highlifhts the importance of general schedules in r� 
lation to management planning. We think of these schedules not just as 
convenient means of providing disposal authorization but also as con-
structive devices in orderly records retirement programs. For considera,... 
tion of ll'hat is to be disposed of is only part of a whole picture of plan­
ning the administrative documentation of an agency. 

Work on general schedules has brought us into close cooperation with 
other staff and control agencies. For example, the Genera� Accounting
Office has provided invaluable assistance in the production of

.
the fiscal 

records schedule. The Treasury Department has assisted in the same field. 
The"-Civil Service Commission and its subordinate unit, the Federal Person.­
nel Council, have been right with us in our work on the personnel records 
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schedule as have some units of the Bureau of the Budget. The Post Office 
Department has assisted on the mail and postal records schedule. We may 
note that in addition the first three of these agencies have adopted the 
general schedules in their own administrative procedures. For example, 
the personnel records schedule is applicable to the Personnel Division of 
the Civil Service Commission itself as well as to those of all other 

_, 

• 

agencies. 

An important point in relation to these other agencies is that when a 
general schedule is issued it has extensive cleerunce and approval. That 

· we believe should r.iake records officers throughout the Government. quite
safe is using it. The draf't of a schedule is cleared with all divisions 
of the National Archives working directly on the records problems of 
various agencies. It is worked out with the appropriate staff agency as 
I have noted. After the Archivist has approved the draft, the Uational 
Archives Council has a turno This Council includes the heads of major
executive departments, or their designated representatives, the heads of 
certain independent abencies, and those of certain Congressional committees. 
We have had many valuable suggestions from thP members of the Council on 
all the schedules o Congress has the last word, as it does on other dis­
posal jobs. We hnve already found that some Congressmen realize the broad 
importance of general schedules and take more interest in them than in 
disposal jobs applying to individual agencies. 

Even thouch the schedules have been so."extensively cleared, they are 
still pennissive, according to the law. This is necessary because special 
circumstances in some agencies require retention of certain series some­
what longer than is provided on the general schedules. We urge all 
agencies to take advantage of the shortest possible retention periods be­
cause one main purpose of general schedules is to expedite disposal for 
reasons of economy. Nevertheless, the permissive element necessitates an 
administrative",determination in each agency as to how these general
schedules are to be used or adapted for use in each agency. ·"This again
stresses the significance of this activity in relation to manaGement plan­
ning. We hope that the administrative determination is made seriously
and with a full view of the comprehensive records retirement proeram of 
the agency. 

So far we have produced six general schedules. Five are Government­
wide in coverage, applying to records of personnel management, draft 
defennent of Government employees, informational services and public
relations, mail and postal records, and fiscal operations". The sixth is 
the only one for v1hich we have made use of the provision in the law that 
general schedules may apply to several as well as to all Government 
agencies. It covers bankruptcy records of District courts. The District 
courts, of which there are more than'"eighty, constitute several agencies
with voluminous records. So while this schedule is not Govenunent-wide 
in character it 'aoes cover a considerable quantity of material. 

We chose those fields for gener.al schedules because they were the 
ones where the need was greatest and where the standardization of pro­
cedures was greatest. Such standardization makes the records produced 
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much more readily susceptible to general scheduling than is the case with 
procedures which vary widely among agencies.

• 
To promote the utilization of general schedules we have given them wide 

distribution. We send them to responsible records officials of all agencies, 
our distribution being chiefly through the staff members of our divisions 
who actually work with records officers and can explain to them directly
the opportunities presented by �eneral schedules and their significance in 
relation to planned records retirement. We do hope that all agencies make 
use of the general schedules �  We know at the same time that all agencies 
encounter certain problems in applying them and for our future work it is 
important to know what those problems are and what suggestions may be de­
rived from"'the experience of other agencies o 

In order to learn something of the problems both over developraent of 
general s chedules in the National Archives and of their application in 
another agency we shall hear first from John H .  Dethman, a member of the 
National Archives staff since 1939 who did much of the spadework on the 
general schedule covering fiscal records 6 In addition, llr. Dethman was 
detailed to the Office of Price Administration and its subsequent liquid­
ating unit from the middle of 1944 to December 1947 where he was engaged
in actual disposal of records covered by general .schedules.  

The second speaker is !f.r. C.  Eo !JlayhallJ Chief Analyst of the 
Records Management Section, War Assets Administrationo Mr, Vayhall was 
in the Division of Records and Communications, Department of Justice, 
from 1927 to 1942, in the Office of the"."Housing Administrator and suc­
cessor agencies f:r'om 1942 to 1944 and has been with the su"r.cessive 
agencies handling surplus property since 1944". While most of his ex­
perience has been in records work, he was a 1.'anagement /1.ndyst for three 
years and thus embodies a valuable liaison between management officials 
as such and records officers. 

Remarks by Mr. Dethman 

· I realize that a probing of the development and application of the 
general disposal �chedules may seem elementary to most of us because at 
one time or another each of you has seen and used them, and the principles 
upon which they a:r-e based and work are quite clear. Hov,ever, I hope that 
vie can profit by analyzing and discussing together some of the basic 
problems encounte,ed in developing the schedules and by considering some 
of the fundamentat application problems. 

As the agency responsible for the preservation of records that ap­
pear to have sufficient administrative, legal, research, or other value 
to warrant their ,et�ntion by the Federal Governrnent, the National 
Archives, in common with most federal agencies, shares the aversion to 
the idea of destroction of records� The systematic disposal of useless 
records, however, is a basic preliminary to the preservation of valuable 
records.  This syetematic disposal, which is as important as systerr.atic 
accunru.lation and filing, can be accomplished, it is believed, by the 
preparation of di�posal schedules o 
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The aim of a disposal schedule is to prevent either the inadvertent 

retention or the indiscriminate elimination of records by means of a plan­
ned program for thej"r management. A disposal schedule represents an at­ •
tempt to determine in advance the life expectancy of each type of records. 
It is simply a written plan of procedure for the eventual disposal of 
records made on the basis of a systematic analysis of the materials prod­
uced. The issuance of the six general disposal schedules, upon the in­
itiative of the National Archives, is part of such a planned program.
They can be used as tools by any agency in scheduling the disposal of its 
records since they are the result of systematic analysis and because they 
are a statement of archival policy on the disposal of certain types of 
records. 

In developing the various general dispos?7 schedules, a number of 
problems were encountered. For the sake of clarity, I would like to limit 
these development problems to five, and for the sake of brevity, I will 
merely state the problem and its solution leaving out all the ramifica­
tions, conferences,  arguments, blue tickets, etc . ,  that document the 
solutions. 

The first problem was one of detennining what types or classes of 
records were to be include� and what types or classes were to be ex­
cluded. Because of their nature and application, the proposed disposal 
schedules had to be limited to those records colltr:'lon to most federal 
agencies and for which the National Archives was willing to state a 
definite disposal policy, The first limitation was and is perhaps a 
legal one, inherent in the amendment to the Disposnl Act of 1943. The 
second limitation was one of policy- since the schedules would establish 
a uniform, standard, and considered policy for the disposal of certain 
records. Consequently, the types of records to be scheduled were those 
which were and are created and accumulated in the nonnal housekeeping or 
accessory activities of most federal agencies, such as personnel, fiscal 
and accounting of monies, properly accountability, mail room operations,
inronnation, service operations, printing, and distribution. 

The second problem was one of how were ·the schedules to be prepared, 
or the question of form vs". function o Should the schedule be by form 
number or should it identify the function? Since scheduling by function 
imposes the obvious necessity of scrupulous care in identifying the 
records, and in applying the schedule, it was decided to schedule, wherever 
possible, by fonn. This permitted the schedules to be specific and exact. 
In this connection, let me add a note here on the concept of functional 
scheduling. Basically, the general disposal schedules are functional 
schedules .  Each, taken as a whole, represents a function if we accept
the definition of a function as "a sphere of activity dealing with defi­
nitely limited subject matter and having both a definite purpose  and at 
least a moderately specialized technique. 11 This concept of a functional 
schedule has its origin in the ft1nctional approach to evaluation of 
records, and is particularly useful in securing Arc hi val and Congressional 
authorization for the dispos;il of valueless records. The functional ap..
proach to scheduling does ha\e : ts  iimitations in the actu�l application
since it is so often necessc"_y to interpret and expand the various items 
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in order to match it nth the way the records are filed • 

A third _eroblem r.as one of duplicated records. You will have noticed 
that in the general schedules no effort has been made to distinguish or 
identify the various copies of the scheduled fom or file series kno\ftf to 
exist in the organizational units in ·any one agency. Because of the various 
methods of distribution and filing employed in the agenci�s, the various 
copy designations arrl the applicable retention periods could not be estab­
lished by the National Archives . F.ather it was decided that the scheduled 
material would refer to the archival concept of 11all record copies, 11 and 
in the circular letter, which accorapanies the schedule, the oatter of other 
copies would be raised. For example, in Revision A of General Schedole 
No. 1,  this statereent is contained in the covering Circular Letter, 

"The attached schedule refers only to record copies of 
documents.  It is realized that many agencies do not file some of 
the papers of the forms or characters specified in the schedule and 
maintain them as record materialo It is not the intent of this 
schedule to impart record character to documents previously d� 
fined by your agency as nonrecord. material. MK����IHHI- Documents 
or copies of documents tr.at may have been kept in your agency merely
fer convenience of reference and not for purposes of record may be 
disposed of at the convenience of your agency."  

\';hat this actually means is  that the National Archives appears to 
sanction the concept of nonrecord materials as applied to the disposal
of filed material. It gives the agencies considerable latitude in 
detennining �hich copies may be considered nonreco:rd. 

A fourth E._rOblem was one of accompanying papers, or what to do with 
the problem of the files seriese Since every step in the development of 
a schedllle should be taken with the purpose of facilitating disposal, 
some device was necessary to make the schedule confom as closely as pos­
sible to the way the records would be filed. For example, if requisi­
tions for non-e�pendable supplies were filed in the same folders with 
invitations to bid, purchase orders, receivinG and inspection reports ,  
vouchers relative to  the respective purchases, and related correspondence,
it would be useless to have an item in the schedule relating to only 
one of the fonns. As we r.ere already committed to form itemization, it 
was imperative that the contents of a folder or all the records that were 
filed in a folder as a file series be authorized for disposal . This rP­
quired the use of the terms "accompanying papers, 11 11all papers properly
filed therewith, rr or 11all accompanying papers that specifically support 
the expenditure. 11 

And finally, the fifth problem - and a major one - was the retention 
period for each scheduled item. This was a two-fold problem involvine 
what was to be the retention period and hov; should it ·be expressed. 

As to the first pRrt of this fifth problem we adopted a general rule 
that the period of time records should be kept is detennined, first, by
their value as �dministrative tools, second, by their value as legal or 
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other official evidence, cl'rl third, by their historical or other research 
value. Generally speakir,...,, in the development of any schedule, the agency
has primary responsibility for detennining the administrative and legal •
value of the records end then fixing a period of retention. In the case 
of the general disposal schedules, the National �rchives took the initiative 
and d�tenninBd a suggested administrative and legal period of retention.

' - In deterntining the retention period for each item, we did not pick one out 
of the air and say "This is it ."11 Analyses were made to detemd.ne what was 
or had been the retention policy as expressed in approved disposal lists 
and schedules.  This infonnation was supplemented by studies involving the 
legal arrl ad�inistrative needs for the records. �hile the present sched­
ules specify only what records can be destroyed - a negative approach to 
the evaluation of records - a complete analysis and evaluation of all 
records involved had to be made. Analyses �ere made of such things as th e  
statute of limitations, the inter-relationship of fonns or file itmts be­
tween the administrative and regulatory agency, the extent of content 
duplication, physical duplication, the use of the records in investigations,
the need of the records for audits of fiscal accounts, and, finally, what 
records that National Archives wanted to be preserved indefinitely because 
of their continuing values. 

The second part of this fifth problem - how was the retention period
to be expressed - was nearly as complicated as the first part"o It was 
detennined early in the development of the schedules that the period of 
retention would be the minimum period of time. If an agency wishes to 
dispose of records of the same fom or character as those authorized for 
disposal in a general schedule in less time than the period specif��d, 
the agency must obtain authorization by means of a disposal list or 

-schedule. Further,". it was decided that the retention period was to be 
specific in tenns of when the records could be disposed of. Three dif-
ferent methods were approved. First, as a fixed period of time - for 
example - 115 years, 11 which means 5 years after the records are created or 
received. Second, as an elastic period ending with some specific future 
date or event - for example - 11to be retained until cancelledo "  And 
third, as a fixed period of time folloVling a future event - for example -
11to be retained 3 years after sale of truck� 11 

Let me now turn to the other part of our discussion - the problems
of application. 

In considering and analyzing the problems of development, you will 
have noted that an attempt was constantly made to forecast the problems
of agency application. Every known factor that would affect the work­
a�ility of the schedules was considered. Studies were rr.ade of the 
-·perational procedures involved in the use and filing of each �r:'hPr.117 ed 
form or item, and in many instances trial application was pre-tested in 
selected agencies. Consequently, many of the development prou.H::mb riave 
their counterpart in applying the general disposal schedules. 

In considerina with you the application of the schedules, as a part 
. of a planned records program, let me note four problem areas. 
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�, there is the problem of assignrr.ent of responsibility. No 
records disposal schedule will operate of its own accord, nor will it ap­
ply itself. The records officer or administrator, or some individual on 
his staff should be made responsible for the review, analysis,  and ap­
plication of the 6eneral disposal schedules. Since most agencies have 
records officers, this problem can be easily handled. 

Second, there is the problem of records analysis by the designated 
person. The general disposal schedule are only tools to be used in the 
agency 1 s own record program. A st�dy must be made of the operational
procedures involved in the use of each scheduled item or form and the 
relationship of that item or form to the agency • s  own records. The 
various copies of the fonn or the item must be traced through the organi­
zational levels of the agency, considering the national office and all 
field offices. And, as is the usual case, the designated person should 
consult with the operating officials who may be concerned with the 
particular records, to be certain that no conditions exist which would 
require their retention for a longer period than that specified. 

Third, there is the problem of detemining within the agency which 
are the record copies of the scheduled item or fom. The specific
retention periods authorized in the various general schedules are in­
tended to apply to all record copies . There may ·be several copies ·of 
each fonn described on the general fiscal schedule created or accumu­
lated in an agency. The purpose served by the form or the item covered 
by the schedule IID.1st be taken_ into account in determining which are the 
record copies. 

Fundamentally, the determination of the record copies is based 
upon the relationship of the form or ite� to the administrative organi­
zation and activities of any agency or its subdivision. From an ad:nin­
istrative viewpoint, 11record copies" may be defined as the particular 
copies of a form or i tern which serve as the official record of a certain 
function or activity. Those copies of a scheduled item or fom which 
are maintained at any level of organization nhich preserve the evidence 
of the functioning or activities of that orcanizatione.l unit, should 
be designated the "record copies . "  They may be located at the Washington 
heactquarters J or in its field offices". It should be understood, however,
that duplicate copies of the same forn or item nay serve as the official 
record of_different functions. For exa-rnple, a copy of a voucher, with 
all i. t.s supporting documents, may be retained by the originating office 
as e lridence of its action, v,hile another copy may be retained by the 
fit�-�nce office as evidence of its action. Both copies serve record 
purposes and are, therefore, "record copies . "  All identical duplicate
copies of a scheduled fonn or item which docs not serve as the. official 
record of a particular function or activity and 1Thich are r.iaintained 
solely for convenience of reference are not "record copies , "  and should 
be considered as extra copies - or as sometimes called �'nonrecords."11 

It is, therefore, necessary for the agency to detennine which are 
the record copies and which are the extra or nonrecord copies. All 
such extra copies should be clearly identified. Many devices can be 

- 7 -

SUPERSEDED 



..... 
SUPERSEDED 

•' 

used to identify thsse extra copies, such as "fiscal record copies,"" "admin­
istrative officer 's  copies, "  "service operation copies, 11 or "regional office •copies. 11 It is necessary that the extra copies or non record materials be 
scheduled for a shorter :retention period. The concept of  "record copiesn
is a fundamental consideration and the detennination of such copies is a 
necessary preliminary step in applyin� the schedules. 

And fourth, there is the proble:n of administrative cietermination of 
the retention periods. The general disposal schedules are permissive,
not mandatory". The retention perio<"1 established by them i.s :" -� n-\ 1Tl11·� 
period of time and is the Natio:1al Archives and Congress I authority for 
the disposal of the item or form. In order to achieve the maxi.mum utiliza­
tion of the general disposal schedules, each a�ency should supplement the 
disposition authorizations of the schedules with administrative determina­
tions of retention periods for each scheduled item. In each agency, after 
full information has been obtained on t�e identity and location of record 
and 11extra 11 copies and the lei.;al and administrative needs for the records 
have been established, definite retention periods should be  established. 
In no case may the retention period for the record copies be less than 
those specified on the general schedules. F.xtra copies of the scheduled 
material should not be retained for a longer period than that established 
for tho record copies. In addition, all form records or file series 
which are the equivalent to any of the items listed on the gener.<il sched­
ules should be identified. The retention periods for these equivalent
items shall be governed by the general schedules. 

This discussion of  the problems of  development and application for 
the beneral disposal schedules �ould not be complete if I did not mention 
their value for the .administ:rati ve agency. They can serve as a tool for 
the scheduling of hol.lsekeeping records since they are a w:ri tten plan for 
the eventual disposal of  records, based upon a systematic analysis of 
the mat,erial produced. They enable the administrative agency' s  records 
personnel to devote their time to the more important task of evaluating, 
analyzing, and sr..hedplins its proc;ra.m or operational records. Finally,
they serve as a shield and a lever in selling and developing the agency ' s  
program by being able to indicate that the sche:lules are blessed with the 
_approval of the National Archives and Conc;ress.  

A
'W' 

Remarks by Mr.  ltayhall 

In the War Assets Administration we have a definite records prO!:;rarn -
the pro�rarn was designed to cope \",i. th the proble:ns that arc cor.unon to 
most agencies"1 records vrork, and"' those .-,hich are peculiar to the i.'ar 
Assets Administr;\tiofl. r;e have in ·,far Assets Administration a different 
type of organization, arrl a different type of life expectancy, than in 
most agencies. �e were organized as Y�r Assets Administration ("'ifAA) 
early in 19460 1•;e were rr.ade up at that time of a number of agencies
which had been participating in surplus property disposal - an out.fit 
that \7as v1ith P..FC, oM that was vd th Commerce and had formerly co:ne fro::n 
the Treasury Department, other phases from 1.-!aritime Coror.d.ssion, · etc. Now 
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ever since War Assets Administration has"."come into existence we have had, 
unlike most other agencies a liquidation date or closing date firmly in 
mind. Our first administrator made a statement early in his admL,i$tration 
that all surplus property would b e  sold by a certain date, and we 1 d be 
out of business. The fact tbat the date has been amended and pushed for­
ward hasn 't changed our picture very much. We still feel and have felt 
all along that we ·have ·a records problem, and a rccords"· responsibility 
that has to be prosecuted more vi�orously and more quickly than in most 
agencies. For that reason I feel that we have had in �ar Assets a very
comprehensive experience with records retirement problems, one that 
other agencies nith longer life ."expectancy would encounter only over a 
much longer period of time. However, in this program I am rather new. 
I came into records work for triie seconrl. time a very short time ago after 
being out of records work for possibly four years. mien I ca!'.ie back last 
fall I found that during m..v absence from records work manv neTI" devices 
had been developed to cope wit....., and meet vario'" .,  records problems. Among
these devices I found general schedules.  Now general schedules were a 
new thing to me. They .. dre a · �vice that had .,..::en ap1_ _  led to some ex-
t �nt in '!"!AA prior to the time I had been a?signed to records .rork. After 
genera] sc., edules came out, they W"' ... e u sed 11 as i s. "  As Mr. Deth11Bn re­
marked"� few �oments ago, general schedules weren ' t  intended to be used 
that wo.y. They were intended to be used only after agmcy adaptation.
Suppose you went into a store and bOuf,;ht a suit. That suit would have 
to be altered by the tailor to fit you. The same situation exists when 
the general schedules are utilized. �\hen we in ',':AA found out that was 
true, we - set about altering and adapting our use of general schedules in 
many cases, and we think we have now a pretty goorl working knowledge of 
how general schedules are anployed to the advantage of an agency. 

Now substantially here"1 s what we do - we have a policy of presenting 
to all of our field offices of which there nere a total of 35 or 40, a 
records retirement program in the form of retention and disposal standards. 
'fhese standards describe all the records o.f the agency on the theory that 
we are going to have to do something with all of them. In these descrip...
tions it has been our aim to send to the field for the help and assistance 
of field records personnel a description which would be practically their 
own words in describinc their records .  ror example, we feel that \'te can 
do our most effective work i.f we place ourselves in a position of an 
individual who has been presented with a fil� case of records and told 
to get rid of it. The first thing he wants to know is where did it come 
from, v,na t I s in it, how valuable is it", etc� We've asked ourselves 
these questions in the preparation of our retention and disposal standards,
and in asking those

'. 
questions many of the answers have 'been supplied by 

items in the genera"'. schedules o This is one use of general schedules.  

An entirely different form of presentation than thie form used in 
general schedules was used in preparing our standards. This ctid not 
make use of general schedules either difficult or impossible. As Mr. 
Dethman told you, in c;eneral schedules the form :rather than' the function 
was used as the medium of expression, In War Assets Administration we 
used a functio�al presentation. We have divided all of the functions 
of our administration into seventeen groups". An example of that would 
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be Personnel - the personnel function is not limited to the Personnel 
Division as far as we are concerned. The personnel function extends 
beyond the Personnel Division to the Divisional Administrative Officer's 
records whenever that Divisional Administrative Officer performs some 
action that ties into personnel. For example, the preparation of a 
Request for Personnel Action. Personnel records as we use them will be 
found in many offices. '\7e have aclapted the personnel general schedules 
to that functional presentation ,•,i th no trouble at all. We do that by
maki�g a functional statement statine that the records documenting· this 
.function or produced and accunrula ted as a result of this function are 
as follows arrl those that follow •v,ill be the eeneral schedule items in 
many cases. 

7:e used the accounting schedules, which Mr. Dethman described in his 
experience with OPA as being used, � is almost. We used the accounting
schedules as is originally in the War Assets Administration and im­
mediately withdrew them. In that fonn they were not an effective in­
strument, of the records adninistration at all. \'ic then reissued them on 
a .sensible basis for our agency; for example, instead of individual items 
of general schedule we have grouped together items nhich appear together 
in files or folders. In doing that we present to the records person in 
the field who is going to be faced with the problem of keeping or throwing 
away this folder, we think, an accurate picture of where to find that 
folder and uhat will be in it. If he has to assemble information re­
garding the contents of the"�folder from various itPms and various places

• in the schedule, the standard loses a great part of its effectiveness. 
�Ze have used almost ever;y one of the 184 items that you find in the fiscal 
and accountin� general schedules.  We have used almost every one of the 
items in the personnel schedule. We are in the same position as OPA 
in that we haven 't used any bankruptcy schedules w}1atsoever. Yie found 
in mur.h the sa-r;i.e way that OPA found that the i.nformational services and 
publ: c relations gencral• schedules were not of too great a value for us -
they didn"'t· i'it into our picture. We do a tremendous amount of advertising
in the merchandising of surplus property, and we have quite a large in-­
for.national setup and our information and public relations setup was not 
such that it fitted in with general schedules at all. Of the three general
schedules that we used, postal, personnel, and accounting, we"' ve used almost 
100 percent. 

Now, I want to make a point, we got off to a bad start in usinG some 
of the general schedule records vii thout adaptation, but we didn 1 t sell 
general schedules short - we didn 1 t thro,7 them in the wastebasket - vie 
merely adapted the� to our use in the agency. I 've mentioned most of our 
experience v1ith them for just that reason. I want to point out to' you 
that, properly used as administrative tools, general schedules are very
helpful and very effective. If you should go off the deep end, and al­
most everybody has at one time or another, and used the general schedule 
improperly, perhaps improperly adapted thern, remember that it doesn't 
prove that �eneral schedules aren 't good. That isn • t  their fault - it ' s  
the �ay you use them, so realign your program so that you can use them in 
a way that will be really helpful. 

• 

6
W' 
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t'o.ny· agencies have not reached the point in their records program

that the Executive Order, 1·,tiich required a records program in each agency,
expected them to reach. This Executive Order is Executive Order 9784 
which states very explicitly that it is the responsibility of every
Government agency and Government department to have an active records 
program. Well, we all know, as a matter of practicality there are some 
offices, some agencies, some departments which do not have an effective 
records program either because of budgetary limitations or because of 
administrative backwardness .  I consider that the general schedule is 
a terrific aid to the overburdened record man in such an agency. They
fill the place of another unalyst or two that might be required to pick 
up all this information. 

Now, so much for our ilSe of it, so l!!UCh for nzy' experience v;ith it". 
I have a suggestion or two, one which I have already given. Substan­
tially, we would find it very helpful, I think, in :far Assets if we had 
encountered within the item fonn setup a limited series arrangenent in 
that you would have Grouped tocether items of standard fonns or standard 
types of cor.ununications, which are usually found in groups in all or 
several aovernnent offices. I believe that the personnel file is a fair­
ly standard instl"Wllent, and I think that possibly the non-pennanent 
papers are filed on the left-hand side of the employee ' s  folder. I 
imagine tl'lat is fairly standard, I don I t kno,1. It \Wuld seem very help­
ful to me if the papers that appeAr in this group could be r;rouped to­
gether in the gen]ral schedule and designated as a series. Further, I 
think 1.'r, Dethrnan mentioned it to some extent - I would like to elaborate 
on using the general s chedule as a lever, It has been our experience
that when we go into a division to talk retention periods with personnel
of that division most records are regarded as permanent. Now if you
have an a�thoritative expression as to a document"' s  value and you have 
it here in the gener�l schedule representing the viewpoint of the 
National. Archives and their consulting agencies or assisting agencies, 
such as the General Accounting Office and the Civil Service Comr.tission, 
you have �n expert opinion on the retention period that should be ap..
plied to those records o Yle found that very valuable in reducin� this 
so-called 100 percent pennanency, which is part of our responsibility. 
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Good morning, Ladies and GentlB111en. This morning we • re going to have 
a discussion on th� subject of General Records Schedules. In lining up
the discussion, yo�r Steering Committee decided to get a panel of speakers
who can tackle this problem from all point�-of view. General Records Sched­
ules, of course, itJvolve our housekeeping,·records .  The first speaker will 
be Dr. &!ward G. Cc1mpbell of the Records llanagl!llent Division, National 
Archives and Records Service, who will speak about developing and issuing
the schedules. Ned knows a lot about schedules, and he's lived with than 
now for over 10 ye�rs. Then we' re going to have the subject of putting
genernl records schedules to �ork discussed by Mr. w. T.  LU:Qa.n, Chief or 
the Record� Admini6tration Division, Office of Plant and Operations, 
Department of Agriculture. Agriculture has had a very effective and vig­
orous records management program and has had a lot of experience in using
them. Mr. Allen Htlnlphrey, Chief of Records Management and Services Branch 
of the Office of Administrative Services, General Accounting Office, will 
discuss schedules from the point of view of his agency'"s interest in them. 

Dr. Edward G. Cawpbell 

General Recoros Schedules are issued to all agencies of the Govern­
ment with a lot of fine print . I think all of you have noticed they start 
with fine print and they end with fine print. Probably a good many of you
think there ' s  too wuch of this fine print. You may be right, ·but it seems 
like a good idea t�is morning to try to explain) first, how the GSA goes
about developing t�ese schedules and then secondly, the purpose behind some 
of this fine print� 

First, I want to mention very briefly the legislative background of 
the general schedules. The Disposal Act of 1943 provided that the Archivist 
at such times as he Da.J deem expedient, should propose schedules covering
records of a specified form or character, common to several or all agencies . 
In a later section of the Act, it provided that the disposal authorization 
in general schedulds shall be permissive, not mandatory. 

We ' ve often been asked why these schedules are permissive, and why we 
do not try to get t,hem made m�ndatory. The Budget Bureau asked that same 
question when the legislation was first proposed. Then as now, the National 
Archives has tAken the position that they should not be mandatory. If 
every agency were required to dispose of records strictly in accordance with 
the general schedules, I doubt if we would ever get any of thera issued. 
There is enough similarity in the records of various agencies in certain 
fields to warrant issuing a general schedule covering them. But there are 
agencies with peculiar situations. If these schedules were mandatory, we 
would have to check every agency to make sure exactly what peculiarities
might exist, and what the effect of the proposed disposition would be. In 
other words, we would have to issue separate schedules for each agency.
Therefore, we have continued on the basis that General Records Schedules 
are permissive and should remain permissive. 
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Under this original legislative authority, the National Archives is­

sued six general schedules in 1946 and 1947. As moat of you know, the best 
sellers of those were the ones on personnel records and on procurement and 
fiscal records. And these schedules covered only records that were dispos­
able; every item on each schedule provided lhRt the record be disposed of o 

In 1950 the Federal Records Act specifically directed the Administra­
tor of General Services to establish standards for the selective retention 
of records of continuing value and to assist Federal agencies in applying
such standards. The sixteen general records schedules issued in the past 
two years attempt, in part, to carry out this provision of the 1950 Act by
including retirement provisions for records that ore"-not disposable. At 
the present, neither the provisions for disposal of records in the general
schedules nor for the transfers to centers are mandatory. 

Indi�ectly, you may say, there is one exception to this generality:
the gener�l schedule authorizes an agency to destroy records after a given
period of time. An agency can apply this disposal authorization at its 
discretion, provided it does not destroy records sooner than provided by 
the gener�l schedule unless it gets specific authority to do so". There is 
one question that canes up constantly which I would like to try to answer: 
if an age�cy already has disposal authorization to throw out records sooner 
than is provided in the general schedule� the agency' s  own authorization 
continues in effect. The general schedules do not revoke any disposal
authorization except those in prior general schedules on the same subject. 
The agency'"s arm authorization remains legally valid. 

For �he most part in developing the general schedules, we have directed 
our attention towards the so-called housekeeping records of the goverm:ent.
But ne ha1'8 already made one exception, in which we directed a general sched­
ule towards so-called program records. It is apparent that there are a 
nl.l!D.ber of other areas that are not housekeeping areas 1vhich in tne future 
we hope to cover with general schedules". As to what records should be 
covered by general schedules 9 we are glad to receive any suggestions at any
time eithsr as to additional items or additional schedules. Any files that 
can be co�ered by general �ched�les more effectively than by an agency
schedule �e will try to cover. 

The origins of various schedules that we have now do not follow any
particular pattern; we get our ideas wherever rre can. Some of you may have 
noticed a rather fat and complicated item 7 on schedule 4, relating to 
certain docU:J1ents that can be turned over to purchasers of Federal real 
estate. This item was suggested by Public Buildings Service. They had a 
real problen.. If an industry bought a factory or a building frOlil the Federal 
goverrment, the industry wanted records that would show where the light plugs 
were, where the power pipes went, where heat vents were, all of that sort of 
thing. At the same time Public Buildings had no authorization to give array 
those records. They were Federal records and must remain in the custody of 
the Federal Government until Congress acted upon"� disposal job. I suspect 
a few times the records disappeared and the private purchaser got thSr.1., but 
this. item 7 was designed to make such actions legal. It was necessary, but 
merely �llegal, to give the papers, to the private owner. 
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Other itens on general schedules have been suggested by agency records 

officers. Others are suggested by members of our orm staff, who find bugs
in them a s  they go around other agencies here in Washington And in the field•. . applying the schedules. A major source for su&gestions as to records that 
might properly be covered by general schedules lies in a review that we 113ke 
of all agency schedules that come through the National Archives. :ie watch.. to see if agency after agency is sul:mitting essentially the same item on 
disposal schedules. If so, there is at least superficial evidence that a 
lot of paper work could be cut out if that item were put on a gener�l sched­
ule applicable to all agencies". 

Under the law it's the responsibility of the Administrator of GSA to 
develop general schedules. In developing them, we try to be sure that any
other agencies that have staff responsibility in a given field, or that 
have a major interest for some other reason, have an opportunity to clear 
the schedules in drAft or long before they beccme final. For this reason, 
any changes in schedules covering personnel records are cleared with Civil 
Sorvico Commission; we try to make sure the

.
re ara no contradictions between 

the schedules and the Civil Service Commission Manual .  'Ihe Treasury Depart­
ment has a legitimate interest in any proposal involving accounting records 
and records relatin� to tax deductions . The Congressional Joint CC7.!lmittee 
on Printing reviewed and approved the schedule that we issued some time ago 
on printing, binding, and distribution records. Housing and Home Finance 
reviewed our draft of a schedule covering records of housing activities . 
In that case, the draft specifically excluded from coverage the Housing and 
Ho:ne Finance records. 'ile asked for their opinion mainly because of their 
experience in the field. As it turned out, the Agency recommended to us 
thDt the schedule be extended to cover their records and we were glad to do 
it.  This was the case I referred to a few minutes ago, the first case in 
which we have covered program records With general schedules. 

From our point of vie� these clearances are invaluable. Even after a 
rather extensive review of a given record keeping area, we need all the 
advice and assistance we can get from specialists in the various fields. 
This TTay we get it. I . don ' t  want to minimize the help we have gotten from 
others, but I do want to say we would have never gotten out the schedules 
on fiscal and related records without the great amount of help we got fran 
George F�eed�an of Treasury,--we hoped to have him here today but he was not 
able to :nake it, he was too busy with some other project--and Al Hu'll.phrey 
of the General Accounting Office. They really worked. 

As many of you have noticed, we have made changes in the issuance pat­
tern for general schedules, both since 1947 and ,vithin the last two or three 
years.  In the first place, they are now formally issued as Appendix □ to 
GSA Regulations, Title 3, Federal Records. That is done in the belief that 
it will be easier for agencies if all of the m�terial they get from GSA on 
records is in one package. They don ' t  have to search for separate leaflets, 
separate issuances under differing systems. 

Secondly, schedules covering bankruptcy records and criminal records 
of U.S. Courts have been approved by Congress. You may remember the bank­
ruptcy schedule was included in the former series of general schedules, but 
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it is not issued as a part or the series of general schedules in Appendix 8. 
Since only t�e courts have that type of record, it  did not seem to us ad­
visable to clutter up the schedules that were used by all agencies of the 
goverr:ment nth schedules that were pertinent to only one branch of the ., 
goverrment. ife did not mean to give the impression that those court sched­
ules had been revoked or were not still in effect. They are still in effect ...for the cou.rt,::,". 

Kost of the other elements in the present arrangement for issuing the 
general schedules are dictated by our f'irm belief that these schedules 
should be susceptible to easy and frequent amendment. They became a part
of Appendix B of the regulations less than a year ago; the appendix was 
issued on July 10, 1953. A month later 5 schedules were--amended9 either 
by addition of items or by revision of existing items. Also, two additional 
achedules were issued in August, a month after the original issuance in July.
At present we have changes in 4 schedules in the mill, in one stage or 
another. 

You may have apprehensions that these changes will be too frequent. We 
hope not, Although they may be. In so far as possible, we intend to issue 
the changes on a once-a-year basis and in most cases this can be done. If 
the change involves keeping a record longer than hitherto, we may have to 
issue that change as soon as Congress approves it. But if it is simply a 
matter of cutting the retention period or of covering new and different 
records, we will wait so that when Congress adjourns we can issue all changes
that have been approved by that session of Congress 9 and thereby ovoid your
having to constantly interlcaf new pages. 

-
The number of changes we have made and that we have in process do not 

se1D to us excessive. Probably that ia because we feel that any schedule 
should be revie1,ed at least once a year and probably is going to need some 
kind of revision at least every other yenr. Since ITe are dealing 1vi.th the 
records of all the agencies of the government� it is not surprising that 
the general schedules need rather frequent revisiono Here are some of the 
revisions we have in the mill right now: one is U.e revision of tho itan 
covering unsuccessful applications for employment. At present I believe 
t��t tho3e records are disposable after 6 months . Since that provision was 
approved by congress,  there have been changes in personnel procedures in­
volving more delegation of authority by the Civil Service Commission to the 
agencies. Therefore there is more need for careful inspection by Civil 
Service Com:nission of what agencies are doing. Because of that inspection
angle, we are having to lengthen the retention period on those records. 
Ot�ernise the records will have been destroyed before Civil Service ever hos 
a chance to make its inspection. 

The schedule on pay records and the schedule on accountable officers 
records are being amended. As most of you know; there are extra copies of 
periodic pay records, those per_taining to civilian anployees of tho govern­
ment, to pensioners, and to others who get periodic checks from the govern­
ment. Those extra copios are security copies� There is no nead to keep
the:n indefinitely, so �e are amending those two schedules to allow disposal
of the extra copies after a relatively short holding period. 
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There is an�ther change we are hoping to make, but we have not even 

started this one on its way; the last several items of the present per­
sonnel schedule cover health records maintained by welfare rooms, by dis­
pensaries and so forth. It has been called to our attention that the 
language used in citing a specific Act means that the schedule is only
applicable to records of about half the Federal agencies. If we knock 
out the referenc� to the specific Act of Congress, we can cover other 
records that are exactly comparable. Again, that means a revision. 

We were a little embarrassed by one other change we made. Origi.nally,
the accountable officer ' s  accounts schedule covered records of disoorsing
officers and certifying officers. Congress approved it th�t way and we 
issued it. Later it crune to our attention that there were also collecting
officers in the governnent". They were in no wise differen� from the dis­
bursing or certifying .officers RS far as certain of their records went, but 
again we had to io back to Congress and then issue an amendment to the 
schedule. 

In general, we feel these revisions are necessary to develop better 
schedules, ta cr�nge schedules so they can be applied more easily, \o 
change than so that records can be retired more quickly, and at times \o 
keep_ _tenninology_ in line with actual ·usage. Finallyj of course, they are 
necessary ta take into account changes in procedure. 

We expect tnis need for changes to continue. That is one reason why 
we try to keep e�ch of these schedules relatively short. The first couple, 
on personnel records and pay records, sort of ran away with us. They got 
a little longer than we like. We prefer to"·have each schedule quite short, 
so that when we revise it, it is a simple matter to replace it. We want to 
avoid unnecessary expense in reproduction, typing or anything else. We 
realize that in Keeping the schedules short we get into a matter of over­
lapping titles a�d scopes. Many of the records in our schedule 2 on pay­
roll records and many in schedule 9 on travel and transportation records 
could, and perhaps should, be included under the schedule on accountable 
officers 1 accountso But because of the volume of records involved , we 
wanted to treat pay records separately. Because of the peculiar, and we 
hope relatively temporary, need for long term retention of bills of lading
and related papers,  we put them in a separate schedule to emphasize that 
those records must be kept . In time, we may very well drop the separate
schedule on traveling and transportation records and merge it with the 
schedule coverinG a�countable officers accounts .  

We do not Mlieve our present pattern, the scope of each schedule and 
the records covered by it, is ceant to last for the ages. It is based on 
what appears to us at this time to be most expedientj our effort to make 
the schedules mo5t easily understood and susceptible to amendment. We try 
to take care of �verlaps by a rather generous use of cross reference comment. 

As I indicated, at times our crnnges in general schedules take the 
shape of new sch0dules o We do not know how many new ones there 1tlll be. 
At present, we are working on a schedule that would covP,r, in so far as we 

-5-

SUPERSEDED 



-6-

SUPERSEDED 
can see, all:"mapping and c�rtographic records. This job is being dona by
Herman Friis, the Archivist in charge of the National Archives Cartographic
Records Branch. He speaks the language of the geographers. We hope that 
we will be able to sul:ciit that schedule to Congress during the present
session. We are also working on a schedule to cover the more common types
of records found in government legal offices". We hope that lohis one� too,
"1.ll be approved by the present Congress .but ne can not yet be sure, 

We will continue to attempt to improve the coverage of these schedules 
_ .both_ by. .  including new types of records and by complet.ing coverage in the 
Sielda already partly covered. We believe that the schedules covering per­
sonnel records and pay records are relatively comprehensive; we find that 
they cover most of the records in personnel offices and mos\ of the pay­
rolling records. We knoff tha\ in the future re�ention periods for these 
records will be changed as procedures change and for other reasons . And 
we know that from time to time there will be new series of records in 
these fields that will require new items. On the other hand, we know th&t 
our schedule covering records of administrative management is very frag­
mentary. It covers only a very few of the records in thot field. The 
schedule was not issued primarily to authorize disposal of large qu�ntities 
of records, but because the items on it time and again were coming in from 
various agencies. Quite properly most of the records need to be kept; only 
a few can be thrown out. The schedule was issued to eliminate the need for 
each agency to cover the same ground again and again. 

llany of you have asked us a� one time or another why we restrict the 
coverage of these schedules to records created after a given date. In the 

-case of most of the schedules this date 11Ifloor11 is January l, 1921. In 
the case of procurement records P the date is 1894; in the case of adminis-
trative man&gement records, 1959. Excluding the earlier records fran cover-
age does not mean necessarily that we think they are valuable or that they 
are trash. It simply means that so far as we know procedures in that par-
ticular field were not sufficiently standardized before the specified date 
to permit scheduling the records across the board. There may be no differ-
ence in the value of the records or there may be. We have not gone that far 
back in studying the recordsj and it seans more expedient to put the date 
floor in the schedule, Uost of the records prior to 1921 have already been 
retired, so they don • t  constitute a great proble:i for agencies. We simply 
say, do not apply the schedule further back than this date because we have 
not gone into it and we do not know whether the same criteria apply. 

The 1921 date that is standard for all the ·schedulaa9 excepi aa other­
wise noted, is no\ any magic date. �e determined to use that date because, 
firat p that was the year in which GAO and the Budget Bureau were created and 
since that time both those agencies have been assisting the general standard­
ization of records and procedures in their respective fields". Secondly,
19il brings ua past. World War I ;  wartime measures had disappeared from the 
scene and records were beginning \o fall into a peacetime pattern. Now 
those are not very conclusive reasons but they were sufficient to persuade 
us that it was as good a date as we could find except in particular cases 
where there was a specific reason for depart.ing from ito 
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In addi�ion to excluding records from a general records coverage on the 

basis of date, at times we -exclude thEm on an organizational basis or on a 
geographical basis. In the case of housing records we specify the schedule 
is only applicable to records of housing in the continental United States. 
Quite possibly the same standards should apply to records of governnent
housing in Geno.any, Japan, or Alaska". We do not know and since mos\ of the 
records seem to relate to that type of activity in this country, it sesned 
wiser to get the schedule out and to worry about tne records of overseas 
housing sane other time. 

Io t�e case of administrative management records , we specified that 
the schedule only applied a\ certain central office levels . We did not 
mean that the records necessarily differed at lower levels or in the field, 
but we did feel there would be too much variation in the value of adminis­
trative m�na.gement records in the field to permit handling by the general
schedule. The value of the records would often depend upon the degree to 
which authority was decentralized to the field officials or a given agency. 

Anotl1er type of record that we exclude from the coverage of most 
general records schedules consist of the records of the responsible staff 
agency. Consistently we"·have excluded these fran general records coverage. 
The personnel records schedule can be applied to the records of �he per­
sonnel of(ice of the Civil Service Col!llllission but not to all the other 
personnel records in the Civil Service Commission. In the same way the 
buidget scJ1edule can be applied to the records .cf the Budget_ Bureau.1 s O'lfll 

budget unit but ."not :to all the .Budget Bureau's  records relating to budgets
of other iovernment agencleso In at lea5t one case I think we have over­
done this� In the procurement schedule we carefully stated that Federal 
Supply Service was not covered, yet some of the Federal Supply procurement 
records widoubtedly are no different fran those of other agencies . The 
most coc.plicated exclusion from general records coverage undoubtedly is 
that involving GAO records. Tho general record schedules are applicable 
to mE!!llora:1dum copies of papers formerly subnitted to the GAO, and now held 
in agency space for site audit. But I am not going to go into that. Mr. 
Humphrey is here to answer any questions about GA0 1 s interest in the 
general r@cords schedules • 

. I war1t to emphasize that. these ground rules for exclusion of records 
fran general records schedule coverage are spelled out in this fine print,
of which"! spoke at the beginning. Each general record schedule has three 
parts". It has an introduction with the fine print saying what records it 
applies to and what records it does not apply to. Often it seE111s to me an 
agency that wants to use the general record schedule need not reprint for 
its own use all this introductory material. If the agency records officer 
looks at tt1 he will find for instance that the accountable officer ' s  
schedule should not be applied to records o f  the Disbursement Division in 
Treasury. Since there are no such records in Interior� Commerce, and so 
forth, there is really no need to carry that exclusion over, when the 
schedule iS issued in those departments. Similarly, there is no need to 
mention the pertinent floor date if the agency was created after 1921. It 
will not have any records that are involved in that exclusion. We can not 
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omit this fine print in issuing the schedules for all agencies, however,
because some agencies are affected by every one of these exclusions. 

The second part of the schedule consists of a description of the 
records, a propo:ied filing system that will p e r m i t  n ormal adminis­
trative use of the records and at the same time make it easier to throw 

· them.out or to retire them. Again, the proposed filing system is entirely 
a suggestion, not meant in any sense to be mandatory. Finally, of course, 
there is the provision for retiring the records a 

General schedule items necessarily are as general as we can make them 
and still have them meaningful. They are based on what the record does, 
not on its organizational placement or the name of the unit creatin� it. 
It has to be a description based on what purpose the given record serves". 

At the end of the schedule we have an explanation of how we arrived 
at the specified retention pertcd, what reasons we had for proposing the 
disposal after a given time, or . for_ proposing retention. Some of our 
appraisals at the end of the schedules are better than others". At the 
present time, among the revisions that we are making in the schedule on 
payroll records is a general elaboration of what seem to us rather cryptic
explanations. On the other hand, I believe that our appraisal of item 7 
on schedule 4 dealing with records to be turned over to purchasers of 
federal property explains our reasoning fairly �ully, 

One thing I want to emphasize, I have spoken of the fine print. It 
is there, no question about it. We try to keep it to a minimum but we A 
can not eliminate it. Any time an agency has trouble in trying to decide W 
how a general record schedule fits its records or if it does, we will be 
glad to explain at least our interest in developing the appropriate general 
schedule. I think that most of the time we will be able, cooperatively
with the records officer, to work out pretty quickly the extent to which 
any given body of records is covered by one of these schedulese. Don '"t let 
the fine print lead you to just file th!!ll o Try to use than. APPLAUSE, 

ltr.  Arthur"�- Young 

. Thank you very much, Ned, for a very penetrating analysis. I think 
we can see we have a dynamic situation. Mro Luman of the Department of 
Agriculture now wants to tell us how they go about putting these sched­
ules to work. Mr. Luman. 

....a-
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Mr o W. To Luman 

Mr. Chairman, Fellow Panel Members, Ladies and Gentleme�, in pne of 
my weaker moments I agreed to becane a participant in this program, by
speaking to you on the subject of 11Putting the General Records Schedules 
to work in the Department of Agriculture ."  

It  seeins desirable to tell you at this time that the Office of Plant 
and Operations, of which the Records Administration is a part, is respon­
sible for administering the records management program in the Department
of Agriculture. This responsibility includes the coordination of records 
m.anagement .activities .. of.all agencies of the .Departm.ent p ""both in lfaahington
and in the field,. .and .the establishment. of general policies, standards and 
procedures relating thereto". 

I shall discuss. for a few manents the procedure the Records Adminis­
tration Division followed upon receipt of the fourteen General Records 
Schedules. We have and will follow simila.r procedures on subsequent
schedules. 

Since the records covered by these schedules include those pertaining 
to civilian personnel, fiscalp accounting, procurement matters, and o ther 
common functions, they were referred to the office of personnel and the 
Office of BUdget and Finance for their concurrence in permitting the 
agencies to apply the authoritieso Both of these offices are staff offices 
in the Office of the Secretary. The Office"'or Personnel took exception to 
one item in General Records Schedule 1.  

The Office of _Budget and Finance took exceptions to items in four 
schedules a, follows. Schedule i ,  ItEm lB:-It was decided that agencies
should reta!� pay cards (Standard Form 1127 or equivalent) on active em­
ployees for a period of five years after close of file before transferring
than to the""Federal Records Genter at St� wuis". Schedule ij Items 2, 9 
and 15 :-For those agencies using a single. form for recording time and 
attendance data� leave, and payroll changes, it was decided that the re­
tention period should be that prescribed for leave record cards". Schedule 
5» Item 4 : -r.n this instance, it was not."exactly an exception, for agencies 
were m�rely cautioned about destroying work papers� cost statements, and 
rough data· c1ccumulated in preparation of annual budgets o In support of 
this stand; it was stated that repeatedly it had been necessary to adjust
old appropriation records and tables for comparability with the current 
appropriation structure. Schedule 7, Items 2,  5j and 4 : -It was decided 
that the general and allotment ledgers, including supporting journal 
vouchers, are important as sources of fiscal, expenditure and budgetary
data, and should be retained permanently. However, it \Y3S also decided 
that in the review, develoIDent, and approval by the General Accounting
Office of improved accounting systems for the agencies, consideration 
would be gi¥en on an individual agency basis to the development of an 
appropriate disposal plan for these and similar types of records, These 
records, it was said, have proven invaluable in providing historical in­
formation requested by other Federal agencies" 'The Congress, and the public.

J 
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In transmitting these schedules to the agencies in the Department, it 

was pointed out that the use of the disposal authority granted by these 
schedules is permissive, not mandatory, and that they could retain records 
for longer periods when there are sufficiently good reason.5 for doing so o 

They were cauttoned, however, to follow the schedules as closely as possi­
ble. They were also told that if an agency wished to retain some of its 
"housekeeping� records for shorter periods than those listed in the General 
Records S�hedules, they should prepare disposal schedul.es and sumit them 
in the usual manner. 

Some of you in the audience this morning may be wondering how we uti­
lize the General Records Schedul.es in the preparation of agency schedules. 
Most of you haV'e had experience in inventorying records and preparing
schedules, particularly during the past two years with a June 1954 dead-
line to meet. The preparation of comprehensive schedules in the Department 
of Agriculture bas been greatly facilitated--I 'd like to emphaaize this-by
the fact that the General Records Schedules exist; for by their existence,
a .me�e reference to a specific schedule or the General Records Schedules in 
an appropriate spot in an agency schedule will serve to fix a definite dis­
posal instruction and in most cases to eliminate the necessity for latori­
ously listing certain records, particularly those of a "housekeepingt' nature. 
Allow me to illustrate these two points :- First, as you know, in preparing
comprehensive schedules, •e wish to include all records series, particularly 
a series of any magnitude and occupying significant amount of filing .epace, 
as, .for instance, General Information Type Correspondence which we find so 
much ot, particularly in our research agencies. Briefly� this type is 
generally described as 11requests for iw'ormation from the gnneral public . 

-and replies thereto, involving no administrative action, no Policy decision, 
and no special canpilations or research for reply."  

.-

No• here ' s  how we utilize the General Records Schedules in the _disposal 
instructions covering such correspondence. I quote the disposal instruction 
fran one of our approved .. schedul.es :- .'!Dispose. .afterc. three monttul. i'Ii accord­
ance W1th General. Records Schedule 14 , .  approved for- use by. -the. Department -· 
of Agriculture. 11 

Perhaps some 0£ you are wondering why we attempt to include all record 
series of any i.lllportance, if possible, in our comprehensive schedule. These 
are our reasons :- It condenses reference and is our experience that it tends 
to eliminate misunderstanding on the part of other than those who are famil­
iar with t�e use of the G�neral Records Schedulesoo It also may serve to 
make mandat.olj' in oul"''cCcm.prehensive schadul.eo., provisions that are optional·c
in a General: Record's Schedule •. We even advocate the inclusion of non-record 
material 1ii.· canpr:ehensive schedules in order that this type of material is 
not ignored or forgotten,oin disposal activities. May I quote to you an 
exicerpt from the D epartmient of Agriculture' s  Record Disposition Manual, 
Office of Plant and Operations Publication No. 10: 11It is important that a 
comprehensive records schedule should cover all types of records in an agency
With appropriate disposition instructions a Not only should all types of 
record material be included, �ut,oaleo all 1Inon-record 1 material occupying 
significant amounts of filing equipment or space. If the non-record material 
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is omitted, it may be allowed to accumulate indefinitely, whereas, if its 
disposa� is provided for in the same docl.lD.ent that controls record mater­
ial, it. cannot be ignored ."  Th.is principle applies then to large volumes 
of material, sueh."aa General Informational Type previously described. 

Let me give you another example of the matter in which use of General 
Records Schedules facilitate the preparation of agency schedules. Let us 
assume that we have an item in an agency schedule enumerated as It.em 10,
General Correspondence Files . These files are then described in broad 
general tenns , except for specific listed records, such as:  a .  Records 
reflecting the history and organizational structure; bo Records of a 
precedent setting nature relating to administration; and c. Other like 
.material of a policy or program planning natureo Records of the sort 
specifically listed are then covered by a disposition instruction, such as :­
Retain. (This material is of such a nature that it may be eventually
offered for pennanent accession by the National Archives via a Federal Rec­
ords Center. )  Now, you may ask, "what are the other records in the file? 
How are you covering them in the schedule?11 Hemember� this is only one item 
of a comprehensive schedule, so this is how the balance of the records on 
the Correspondence File were covered and it certainly illustrates a method 
of applying the General Records Schedules. A "Note" was appended to this 
particular item in the schedule which stated :- 11All other material in the 
General Correspondence File, exclusing those items listed above, is item­
ized elsewhere in this schedule for disposition, or is covered by General 
Records Schedules l - l6o Such material may be disposed of at the expira­
tion of the required periods . "  

So to reiterate, incorporation of General Records Schedule provisions 
in agency schedules has proven to be a facilitating factor in our disposal 
program. 

At the time I was asked to speak to you, it was suggested that I indi­
cate 11what problen.9 if any, do the General Records Schedules present to the 
agencies in the use of themt'1 31th Mro Campbell and Mr. Young occupying 
this platfonn with me this morning, I could be in a most unenviahl.e position.
I am glad to report, however, that, with one not too important exception, 
we in Agriculture have not encountered any problems in the use of them. The 
exception was first noted at the time we in the Records Administration Divi­
sion were preparing our publication entitled "Records Disposition. 11 In this 
publication we included in an Appendix, the General Records Schedules. We 
also listed in the Appendix all Standard and Department Forms, arranged
numericallyo Each Standard and Department Form so listed bears a reference 
to the appropriate .General H.ecords Schedule or Schedules cind the pertinent
item or items therein governing the disposition of that fonn. 

In some instances, it was difficult to relate the form to the proper
schedule and item therein. 

Finally» I was asked to mention any suggestions we might have in Agri­
culture for making the General Records Schedules more useful. After muC.h con­
sideration and discussion, we were able to unearth only two cinor suggestions. 

-ll-
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The first of the�e is that the schedules might be written so as to be more 
readily understandable by other than Records Officers, and the second one 
is that an index would be helpful. 

Thank you very much for listening. APPLAUSE 

l�r, Arthur E. Young 

Thank you very much :,ir, Luman for telling us how t1.griculture goes �bout 
puttir.u th� schedules to work". Tie will now hear fran Mr, Hu.�phrey about 
GAO 1 " i:ite:rn:;t in 1;c:1eral records schedules ,  

l-�r , Allen ll , �umnhrey 

Dr", Ccllllpbell invited me to p,1rticip:ite in today• s .m.eetin� of Illii.C by
discussing with you the interest of the General hCCounting Office in General 
Records ...;chedule:;i", I think tbat we can best express the interests of the 
General A.ccounting Office in the application of General Hecords Schedules 
by the various departments and agencies of the Government by attanptin� to 
answer some que:itions which have been rnised by representatives of the 
various ag�nci es . Th,J t is wh� t I am going to at tQllpt to do today, flt the 
end of my discussion I ' ll be glnd to try to a�swer any �ther questions
which you r0ay have, 

e 
,.-e ha'le been asked on numerous occasions over a period of years the 

question--why does the GenerP.il A.ccouming Office 1vant to Approve the u3e 
of General Records .Schodules by each aliency when it h�s already approved 
the provisions of the schedul8s prior to Lheir issua�ce? 

!, t thG Li::w t:1rJ first !tecorrls .ScheduleLJ were cte1si�ned by the National 
:.rchives", the Gene:-.11 ;,ccount1ne Offico had very little experience with 
respect t.o the disposal of tho fiscal records of tht:1 various agencies
rihich mi1;ht he needed in the audi t and settle!flcnt of ;:iccounts, the settle-
11ent of c:W.i."ls and de:nands by or against the United Stat.es, or in making
investig;-itions , At that tir.ie General hecords Schedules were designed on 
:in :individunl iter:i bnsi.s", thnt is by form :iumber or Utle of the records,
rnther than on the present functional or classification basis. Becau�a of 
1,r:e growth of t.he Governnent and the vast increases in expenditures"_ duo .. 
t:J ,;orl:.J War II j many types of the wor-k of the General /\ccounting Off:ic"i 
were thrown considerably in arrears", rtlso at that time, there was no 
statute governing the tirle in which exceptions could be taken or accounts 
settled", In the lilJ]t of these dnd other considerations, it was consiJer8� 
necessar:r that the General :..ccounting Office specifically. appmve the use 
of General Hocort.ls Schedules by an:, agency desiring to do so . fro.-n a per­
flonal :..;tandp-:::iint; it aµpcars t!1at in the lii;ht of  the current condition of 
the upcn1tion� of th€ (h'fice, the co::iplete revLGion 0f General Records 
Schedules, the experience that we have ho.d ,ri th the ,iisposal of fiscal 
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recorus Q ,l:  age::icies, and· Public 1..:1.w 72 cstablisilin!;.: t.hP. Li 11c' limitation on 
the sett.l@;;ient 0f accounts, that.._ the spt�cific approval of the General 
Account.in,; Off'ic� of  Lhe use of Gencrn.l �ecords Schedul�s by the various 
"lJ:C!'l�i.€.s :-1'.ly be c!:an6cd, I believe t.ha t, in 1,!:e future we will probabl.y 
concern ourselves more 1·1ith the development and approval of the application
of General Hecords Schedules rather than the s�ecific approval of the 
application of General Records Schedules by aeencies, 

Anott1er question that has be en raised many times is what records nre of 
interest to the General Accounting Office in connection with Section 9 of 
the Records Disposal Act of 1943? 

At tbe risk".of over simplifying the answer to this question, I believe 
that it may be �tated this way - the General Accounting Office is inter­
ested in the disposal by any -agency of any documents whi�h relate directly 
to financial transactions. Necessarily, the answer that I give here to 
this question must be general in its terms. We ·,1ould be happy to discuss 
with any agency specific classes of records 1vhich are under consideration 
for disposal. 

A question of significance to all of us here today is how does the 
General Accounting Office want approval requested : (l) by submission of 
fiscal items only? (2) by sut:mission of entire schedule covering an 
agency' s  records, with _discretion. left to General Accounting Office as 
to which·"items are of interest to it? or (3)  by sul:r.tission of entire 
schedule, With transmittal letter indicating items on which the agency 
wants General Accolinting Office opinion? 

I am very glad that th�s question has been raised o 'Ihe General Accom1t­
ing Office would like to have·"the agencies prepare schedules and lists which 
contain only those records which relate directly to fiscal transactions, 
It is our belief that the Records Officers of the agencies are 1vell quali­
fied to determine which of their records would fall within that category.
However, if due to internal procedw-es the agencies would prefer to include 
items not of interest to the General Accounting Office� we would prefer
that the transmittal letters· indicate the items on the schedules or lists 
with respect to which the agencies wish the concurrence of the General 
Accounting Office. A third method, and the one which may be the easiest 
for the agencies to follow, would be to list all records on one schedule 
or list and to indicate thereon by a stamped ''X'• mark asterisk, or other­
wise, those items on which the agencies wish General Accounting Office 
concurrence. Any one of these methods would help us tremendously and would,
in turn, speed up our consideration of the schedules", 

I·"imagine that many of the agencies would like to know how the clear­
ance machit1ery works inside the General Accountin{; Office. 'Ihe General 
Accounting Office has certain measures which it considers appropriate for 
general application in the . retention of agency fiscal records. These 
measures are used in the consideration and review of schedules and lists 
of the agencies and necessarily vary slightly in their application to the 
records of different agencieso Thru the experience we have gained in 

... 
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working with the agencies in the retention and disposal of their fiscal 
records we are able to t.ake certain calculated risks in"t.he consideration 
of fiscal records for disposal. Standards applied in the review of agency
schedules and lists are".relatively elastic and are undergoing changes 
almost constantly. Due to many varying factors it  is sometimes necessary
for us to depart from standards previously used and to subnit the agency .,.schedules to one or more of the heads of the operating divisions of the 
Office for their consideration and adviceo 

The Records Officers of a few goverrment agencies have inquired as to 
the meaning of General Accounting Office approval language to the effect 
that the schedule is approved provided records pertaining to unsettled 
claims and demandsi pending litigation and incomplete investigations are 
not destroyedo Because of the nature of the records involved and the re­
tention periods proposed, it is necessary in a very limited number of 
cases to provide in the General Accounting Office concurrence that pre­
cautions be taken to insure the preservation of essential records per­
taining to outstanding exceptions, unsettled claims by or against the 
United Statesi incomplete investigations, pending litigation, or any matter 
involving a specific request made by the Comptroller General of the United 
Statesi until the involved transactions are completed. More specifically,
this provision is used when an appraisal report does not accompany the 
request for consideration of the proposed schedule, where the records pro­
posed for disposal are not too clearly described� and where it is more 
likely that the agency rather than the General Accounting Office·"would 
have knowledge of claims pending by or against the United States, or of 
incomplete investigatiorus, etc. 

-
We"")lave received three or four very recent inquiries fran agencies as to 

whether \he auditors of the General Accounting Office are aware of General 
Records Schedules and their provisions. Sane of the agencies believe tbat 
the auditors are unaware of the General Records Schedules and make retention 
recommendations to the agencies contrary to the provisions of the schedules o 

When you consider the thousands of Federal statutes and regulations that 
are in effect in the Federal Goverrment and the fact that these employees are 
accountants «hose primary consideration is the accountability of public funds 
and."not records officers whose consideration is the retention and disposal of 
public records or documents, I think you".Will agree that it would be unfair 
for anyone to expect that the accountants and auditors of the General Account­
ing Office be aware of all of the provisions of the General Records Schedulea"j 
or those of. .. the records schedules specially approved for application in any
given agency. 

With respect to the second part of this question� that the- auditors 
appear unawa�e of General Records Schedules and make contrary retention or 
disposal recommendations to the agencies, a directive has bean prepared and 
forwarded �o all accountants and ��ditors of the General Accounting Office 
advising the� to discontinue making",recommendations with respect to the re­
tention or d:isposal of fiscal documents,". and also advisi!'18 them of the 
placement of the responsibility by t�e C<nptrollar"·ae�eral of authorizing 
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the disposal of fiscal records of agencieso 'Ihis function has been placed
in the Records Management and Services Branch, Office of 'Administrative 
Services, and the Comptroller General has delegated his authority with re­
spect thereto to the chief of that branch and to the administrRtive officer. 

On many occasions we have been asked the question"� Does the General 
Accounting Office encourage the elimination of memorandum copies of accounts, 
vouchers, and supporting papers or is it  primarily an agency consideration? 

'!he elimination of unnecessary memorandum copies of accounts, vouchers, 
schedules and other supporting papers is a matter vrhich rests largely with 
the agency. However, the General Accounting Office does encourage the 
elimination of memorandum. copies of . such documents in all instances where 
it is possibl�. One of tha goals or the site and comprehensive audit pro­
grams is the agency use of the OTigina.l accounts current, vouchers, sched­
ules and·"o ther related supporting documantsp and contracts in place of the 
creation, use, and maintenance of duplic:ate sets of such records, evidence 
of which is set out in General Regulations No. 115, Revised. 

In connection with the 3econd part of this questionj it must be under­
stood that the site and comprehensive audit programs have not been extended 
to all agencies and bureaus of the Govern:nentj nor can they be in the very 
near future. It will be necessary to continue the provisions of General 
Records Schedule 6, especi3lly it1111 number 1, at least until all agencies
and bureaus are under site or comprehensive audit, and thereafter, until 
the procedures of all agencies require only the creation and utilization 
of original account� and related supporting documents. 

-
With a slight flare toward facetiousness, to believe that people would 

do away entirely with copies of records would be to dream of Utopia o 

I understand that one of the members or the Steering Committee recently
received a question as to now an agency could draw the line between the 
fiscal docu:nents which are retained at the site for audit by the General 
Accounting Office and agancy ad.ministration records related to accounts. 

It is stated that this question frequently arises in applying General 
Records Schedule No. 60 Tho fiscal documents of the General Accounting 
Office llfflich are retained at the site for �udit is best described in Section 

_ ll 7 (b) of the Budget and Accounting Procedures Act of .1950 and in Paragraph
7 of �neral RegulatioM·No. 115P Revised. At the risk of brevity, it may
be said· that they are the originals of the accountable officers accounts 
current, vouchers� schedul83 and other related supporting documents end 
contracts which are required under existing law to be submitted to the 
General Accounting Officeo There should be very little confusion in draw­
ing the line between these classes of fiscal documents and the agencies
administrative fiscal records. In any cases wherein confusion may arise 
we would be very glad to render ivhatever assistance is necessaryo 

A question of interest to the General Services Administration was 
received by the Chief of one of the Federal Records Centers as to how 

-15-

SUPERSEDED 



SUPERSEDED 
he would lmo• when to destroy disbursing records in the light of his in­
structions which are "destroT when accounts are settled by the General 
Accounting Office." 

I do not fully understand this question� mainly because I am not 
aware of any specific instances of the use or such a sta.m::iard nor the 
reasons prompting such an early transfer of fiscal records to a Federal 
Records Cantero However� I will attt111pt to answer the question this way.
It is presumed that.,it. is _dlrected to the fiscal records of agencies such 
as thoee described in General Records Schedule 6, which have been trans­
ferred to Federal Records Centers and not the original accounts, vouchers, 
and related supporting papers, and contracts of the General Accounting
Office which were retained at the site for audit. It is also presumed
that the General Accounting Office has approved. retention standards for 
the records involved. 

General Services Administration Regulation 3-IV-302"0 06 provides that 
"No records of a Federal agency still in existence are to be disposed of 
by"� rederal Records Center except with the concurrence of the agency con­
cerned.'' It is · the policy of the General Accounting Office to send a copy ·· 
of- the certificate of settlement of a disbJ.rsing officer' s  account to the 
agency when the audit and settlement of his account has been completed.
Under normal procedures these settlements are made on a 12 month basis 
unlesa socething intervenes to require settlement for a shorter period�
such as the closing of the accounto In order that the Federal Records 
Centers may dispose of �he administrative fiscal records of agencies when 
accout'ltS have been settled by the General Accountlng Office� it seems that 
it is incumbent on the agencies to advise the Federal Records Centers of 
the receipt of a certificate of settlement of account giving the periods
iovolved therein. 

Mr. Arthur Eo Young 

'l'hank you very much Al. At this time we will have the que:stion pertod. 

Dro Edward Go Campbell 

l will first read and then try to answer these. 

ls Item"?�  Schedule 4 applicable only to real estate or is real 
property more inclusive? I just took a quick look and the wording we use 
is re�l property. We mean the more 1nclusivo term covering both the land 
and tbe buildi.ngo 

Second, wtu�t· ls the legal authority making the application of schedules 
permi9sive? The Di;posal Act of 1943 says that General- Scheduleu are per­
missil"Bo Section 6 is the specific section. ,· 

Why does the Federal Records Center accept reco�ds from various agen­
cies �hen they are disposable under general schedule Within a rear or less? 

• 

A
W 
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Mr. Alldredge could ans�er that better than I, but I would presume it is 
because i n  a given case equiµnent may be needed right awaiy and riot a year
from now� or because of some other similar reason. 

Why are disposable records in the National Archives not covered by
general schedules? It has always been the policy of the Archivist not to 

◄ .. . a pply general schedules .to records in the Archives. Little would be gained 
anyway, because it 's  just �s easy to go to the agency and ask approval of 
a disposal list as it is �o ask th� for authority to apply the general
schedule. 

To what extent does the records officer accept, in operating offices, 
statements that files are working files to be retoined or disposed of at 
pleasure? That question gets beyond the general schedules. I won' t  try 
to answer it right nowo 

Has the Jwie 30 deadline inadvertently held up the application of 
general schedules and authorizations usually scheduled in regiona"l offices? 

-... Idon 1 t .know·. I _ don' t know whether they have held up disposal"or not. It-
would depend, I should imagine, what regional office and what agency is 
concerned. 

What date 'l'lill the schedule revisions ba issued? Will they be issued 
on the same date each year? Unless it is pure accident, they will not be 
issued on the same date each year. The date they will be issued will 
probably be shortly after Congress adjourns w�en there is no chance of more 
amendments being made that year. 

Does GSA have any interest as to whether an agency' s schedule is 
mandatory or not7 Under the Federal Records Act and the Disposal Act, 
agency schedules are mandatory. General schedules are not. There is no 
question of whether GSA has an interest. There are provisions in the GSA 
Regulations for agencies to request authorization to keep records longer
than provided in a scheduleo Otherwise under law schedules are mandatory. 

A number of agencies feel it necessary to redo the general schedules 
in more detail for internal distribution in their agencies .  Is there any 
way this considerable task can ho made unnecessary? There probably is same 
way� but we haven ' t  found it. Thank you o 

Mro Allen No Humphrey 

11 Please give the number and tr,e date of directive issued to GA0 1 s site 
auditors asking that they not request changes in general schedules1" That'"s 
not quite the same thing that I was talking about I 'm  afraid, but here' s 
the proposition. We issued the directive as an internal one. A copy of it 
went to each auditor and accountant who is engaged in the comprehensive 
audit program of the General Accounting Office. The date -.vas, guessing a 
little, the middle of March 1954. 
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· · -·· ·Why is it necessary to obtain GAO approval of the transfer of records 
retai�ed at the site_ofar. audit to Federal Records Centers?• That's always 
a good question. Under the site or comprehensive audit programs, the 
various regional offices of the General Accounting Officep of course,
have to do their :.."'llginent of the audit of a particular agency or bureau 
within their region. After they have completed their portion or the audit,
their reports and working papers are sent to Washington. I 'm  not familiar 
rlth all the intermediate procedures but all the reports and papers are 
combined into one report which is, in final, sub:J.itted to the Agency and 
the Congress. Until the time that the office is satlefied that the audit 
for a particular bureau, activityp installationp or agency is completed, 
the office has no way of knowing whether it has a further need for the 
records and, necessarily, whether they may be transferred from the audit 
site. It follows then that no transfer of fiscal records may be made 
until the noti.fica tion, of canpletion of audit has been issued and 1,he GAO­
has specifically authorized the transfero 

11Wha t iB the retention period for original accountable officers 
accounts audited at the site?n As  far as the accounts� vouchers, sched­
ules, and supporting papers are concerned--those papers which are trans­
ferred to,oFederal Records Centers--the retention period is 12 years o 

Some papers are retained a shorter time, and of course some papers a 
little longer . Generally 12 yearso 

11Why should all bills of lading and freight vouchers be retained 
indefini. tely when only certain land grant cases are involved?11 Generally
speaking, disposal of all bills. of lading and freight vouchers, including
a11o·osupport�ng documents has been suspended in the General Records Sched-
ules. In the reaudit progra?n it was found necessary to suspend thfs disposal
of such records because we had to go back and reaucilt the lforld War II 
periodo Now then, .as I understand its the World War II period doesn't con-
cern only land grant. The carriers have 10 years to file a cl.aim fran the 
date that the GAO takes an exception against a payment m1der this program-
the same as any other claimant" So it appears that we will have to continue 
this suspension of disposal until the conclusion of the reaudit prograni"
Once ne get over the hump of the reaudit program� I believe that we will be 
able to shorten the periods. 

A
W 

l 

Mr. Arthur Ko Young 

I nnt to thank the audience for the fine questions subnitted this 
morning, and each member of tho panel for participating so fully in this 
very interesting discussion. 
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CIRCULA.R LETTffi 1.:0. 46-l 

To: All Govcrnne"nt Aco"nci"es 

SL13JECT: Issu ance of G ener al Sche dule No. 1 for the Dispo sal of 
Recor"ds Canno"n to Sev"eral or All Ag"enci"es 

There i s  attache"d to thi"s circular letter a cop"y o f  Gen"eral Sche"dule 
No. 1 for tho dispo"sal of r ecord"s of the United Stntes Government. com:n on 
to several or all age"nci es. Thi"s sche"d\lle has to do with �onnel r ecor"ds .  

Di"sposal of the r ecords de scrib ed i n  this sch edule ha s  be en authorized 
(H. n ept . 1596, ?9th Cong. , 2 d  ses s. )  un der th e provisions of th e act of 
Co"ngre"ss entitl"ed ffAn Act. to provide for th"e di"spo sal o f  c ertain r ecord.a o f  

the Unit"ed States Government,o" approved July"?, 1943 (57 Stat. J80) J a s  
ame nde d  by act of Con gr ess appro ve d Jul y 6, 1945 (59 Stat". 434) . The dis­
po"sal authorization applie"s to r ecord"s o f  th"e form er charact er �p"ecifie"d 
th.lt. either have accumulated or may accomulate in the ageneies indicated in 
th e st at eme nt o! applicabilit y at th e hea d o f  the sch edul e. It ap pli es to 
such recor"ds after th"ey ha ve bee"n 1n exi st"ence for the periods ot ti:IJe 
specifiad in thll sche"dul e. The authorization i s  permissive and not m.m"da­
tory. 

Att ention i s  calle d to the  regulation s o f  the Nat ional Archiv es Council 
approve d by tho Pre si dent o n  AU{;USt �, 1945, and promul gate d b y  tho Nationai 
Archives Cou."lCil on August 15, 194.5, which prescribe the methods b y  which 
the disposal o! recor ds th.o.t hove be"en authorize"d for di"spo sal ma y  b e  
effect"ed .  

The attach ed sche dul"e r ef er s  o nl y  to r ecor d copi es of docume nts. It 
i s  r ealiz"ed that r.zany ag"encies dq not fil"e sooe of the paper"s of the forms 
or characters sp"ec1f1o"d i n  the sch edul"e a nd aai"ntai"n th"em a s  recor"d t!lat"e­
ri al .  It i s  not th e inte nt o f  thi s sche dul e to inpart recor d charact er to 
docuce"nt"s previ"ously defin"ed by your agency a s  nonrecor"d material. lt 

shoul"d al"so be note"d that t�o schedul e  applies to recor"d copi"es wherever 
fil ed in the agency . It em Ho. 2, for e:mmpl e, r ef er s  not onl y to duplicates 
o f  p apers file d i n  the princip al i ndivi dual per sonnel fol dor that may b e  in 
the !older itself but also to duplicate3 that r:.a.J be filed elseirhere in your
a gency.  Docura ent s  or copie s of docuu ent s  that ma.y have b een k ept i n  your 
a ge ncy m erely for convenie"nc e o f  r ef ere nc e  a nd not for purpo ses of recor d 
ma y  be di"spo"se"d of at the conve"nience or your a6"ency". 

(over)
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Tho exclusio n  in 1ten 18 of cop"ies of absence a nd ti�e re"po"rts file"d 
in acency fiscal offices is inten"de d  to cove"r those cop"ie� that suppo"rt 
pay roll vouche"rs, which are f ile"d in the f iscal off"ices of most age·ncies" . 
�ocur:ients that support pay roll vouche"rs in whateve"r offices they".a"re file"d, 
horrcve r, nay not be dispo3e"d of before canpletior. of audit of Lhe relate"d 
accou"nts except b7 permiss"ion of the Coe1pt"rolle"r G ene"ral, un"de r  the le.in!:! or 
Section 9 of the D is?osal Act of July 7, 1943, cit�d above. 

Insofar 83 tho �ttac�d schedule is A?plicable to any reco"rds of your 
acency it will not he"reafte"r be nccess.u-J to sulnit a disposal 11st o r  
sche"dule cove"rini; them in o rde"r to obt.nirt autho"rization fo:r their disposal 
afte r the la pse of the pe riods of ti03 s_;>ecific d in  the attache d sche dule". 
A ny sche"dules p revio'lt'.3ly a pprove"d fo"r in"div idual ac�n�"ies rema in in effect 
even thoub"h their retention p e "rio"ds vary f ron those on this Gene"ral Sche"dule. 

Addit"ional copies of the attache"d sche"dule o r  inform.:ition concerning its 
apj:>lication may be obta"ine"d f ran the reco"rds div ision of the �Jationel A rchives 
having lia ison w ith Y,ou r agency o r  f ro:i the Reco rds A pp raisill O!'fice r of the 

· f!ational Arc"hives (telephone: National Arch"ives, Ex:te"nsion J4?)". 

Archivist of tho U nite"d States 
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GENERAL SCHEDULE FOR D ISPOSAL Of RECORDS 
OF THE UNITEO STATES GOVERNMENT COMMON 

TO SEVERAL OR ALL AGENCIES 
Schedule No.!, �1 _!, _ _!,;,...... _ 

[tem T i t l e  and Descript iont---------......:..:..:..:�����.:;;._:_�����:....:....:..:_:_________--fNo. Kl nd!, of!,Cop les!,

APPlICAB ILITY OF TH IS SCHEDULE: This s ch edul e ap pli es to 
all re"cord co"pies of the kin ds s pecifi"ed in al"l agen"cies 
of tbs Go vernme"nt ex"cept th"e Civil S ervi"ce Comm"iss"io"n. 
With res"pe"ct to t he Civ il S erv"ice Canmiss"io n, it app"lies 
on� to re co rd co pies in th e D iv ision of P ersonnel re­
lattng to employees of th e Civ il S ervi ce Cmmn ission". 

· TYPE OF RECOROO INCLUDED: P ersonn"el reco rds". 

1 .  Unsu ccessful a ppl ications fo r em ploym ent, an d  all sup­
porting papers and co"rres"ponden ce relating th"ereto,
EX"CLUDlNG records relating to appointments requiring

Sena.tor ial confirmation". All re co rd co pi es". 

2. Duplicates of papers f ile"d in prin"ci"pa"l persOl'lal history
folder .  Du pl icate re co rd co pi es. 

Appli catio ns fo r leave (an nual, si ck, an d  oth er) an d  all 
su ppo"rting pape rs. All reco"rd co"pies". 

L ea'V"e re"co"rd car"ds o r  any swmiarizat"ion of leave t aken by 
o r  owe d to a n  em ploy ee .  All re co rd co pies". 

Effi"cienc"y rating re"po"rts (Standard Form 51 or equi"val"ent).
All re cord co pi es EXCLUDDJ'G th e f inal re po rt pre pared o n  
ea"ch s eparated em"plo"yee". 

Lists of eff"icien"cy ratings (Standard Fonn 52 or 
eqUlvalent). A ll re"co"rd co"pies". 

7 .  Noti"ce of effi"cie"ncy rating .  All reco rd co"pies". 

e. Co rr- es pon d� ce con cerning personal cre dit.  Al l record 
co"pies". 

9 .  :ratters an d  telegrams offe"rin g  a ppo intm"ents". All reco rd 
co"pies". 

10 . Wel comi ng lett ers. All re co rd co pi es .  

11. Letters of int ro"du"ction". All reco"rd co"pies". 

"■•t  lan■ I Ar;�i.u For■ 101 oSUPERSEDED 

Page No,  __ 1 _ 

Period r1r tl■e 
to be retained 

l y ear 

3 months 

1 year 

3 y ears afte"r 
se"pa:ration of 
em"ploy"ee 

5 years 

2 y ears 

l year 

5 years or untiJ 
se"pU"ation of 
em ployee 

6 months 

J months 

3 mo"nths 
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GENERAL SCHEDULE FOR D ISPOSAL Of RECORDS 
OF THE UNITED STATES GOY£RNM£NT COMMON 

TO SEVERAL OR ALL AGENC IES 
lSchedule Mo. ______ Pago No,  ___ 

I tem T i t l e  and Deacrtpt t on Pel"lod or ti••t----------....:..�����:.::.....������;...:_;::...:..;_________�N o ,  l l nd!, of!,Cop t ea!, to be T'eta lned 

12 .  Fonn"s, memoranda, or o ther do"cllr.len"ts tha"t r eques"t the 
assii;nr.ient of per sormel no t s pecifically named or no t at 
the time of subm"issio"n employe"d by the ag"ency an"d tha t  
have been wi th drawn, disap"prov"ed, or no"t n cte"d on. All 
re"cor"d co"pies. 

13. Forms, memoran"da, or o ther do"cumen"ts that pro po se a ppoi nt­
men ts, trrui sfer s, re cla ss ifica tio ns, promo tion s, demo tio ns, 
se par atio ns, or o ther per so nn el a ction s ai'fe ctin g in di­
Vi duall"y name"d em"pla"yee"s ( commo"nly ref"erred to a s  11 per­
son nel a ctio n  pa per s11 ) a nd tha t ha ve b een with drawn, dif.­
a ppro ve d, or no t ac te d  o n. All re cor d co pies. 

14. Papers submi"tted in examin atio"ns g ive"n by indiv idu"al 
agen"ci es to de"tennine cha su"itabili ty of em. plo"yee"s for 
promo"tion or rea"ssignmen"t. All r ecor"d co"pies. 

15. S tatistical work re por ts o n  inter vi"ew s, se para tio ns, a nd 
o ther personn"el ac"tio"ns" . All record copies". 

\ 

16. Li st s  of name s for and paper s rela tin g  to changes in 
employee an d  tele phone dire ctor ie s. All ro cor d co pie s. 

17. ne ports of tar dine ss. All re cord co pie s ". 

18 . !'laily, we ekly, sem i-mo nthly, and monthly re por ts of ab­
sen"ce"s and tim"e, EXCLUDING Standard Form ?'). and 72.a -

Time an d  A tten dan ce "'e por t. All r ecor d  copie s EXCEPr 
re cor d co pie s in a gen cy f iscal off ices. 

l yeM 

Un"til se"para"tio"n 
of emplo"y ee 
namede· 

l year 

18 month s  or 
u ntil rumual. or 
swmnary re"port 
pre"pare"d 

6 month s  

18 mo nth s 

18 mo"nths 
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CIRCUI,AR LE'M'm No". 4fe2 Mirch 13, 1946 

To: All Governme"nt Agencie"s 

SUBJECT: I sSllance or Ge ne ral Schodule No. 2 for the Di spo"sal of 
Rec o rd s  Cormnon to Seve ral o r  All Age ncie s 

The re i s  att ached to thi s c i rc ular lette r a copy of Ge neral Schedule 
No. 2 fo r the di spo sal of reco"rd s  of tho United St at es Government canmon 
to sev� ral o r  all agencie s. Thi s schedule h as to do with deferment rec ords. 

Di spo sal of t he records deoc ribed in thi s sched ule has bee n autho rized 
(H. Rept. 1596, ?9th C on g. ,  2d s ess. )  unde r the p rovi sion s of t he act of 
C on gre"ss entitled "An Act to p rovide for the di"sposal of cert"ain reco"rd s  of 
the United States Governme nt, "  app roved Julye?, 1943 (57 St"at. J80), as 
am ended b y  act of Cai gre s s  app raved July 6, 1945 (59 St at. 434) . The di s­
posal autho"ri zation app"li"es to reco rd s  of the fom o r  cha"racte"r specified
that either have accumul ated o r  ma:, accU1:1u lat e i n  th e ag encie"s indic ated i n  
the st"ateme"nt of applic"abi"lit y  at the head of the schodule. It applio"s to 
such records arte"r they have been i n  exi"ste"nce fo"r the periods of time 
specified i n  th e sch edul�. The a utho ri zati on i s  permi ssive and not ma nda­
t ory. 

Att"enticri is c�lled t o  t he reg"ul"ation"s of the Natia:ial Archives Coun cil 
approved b y  the Pre sid ent o n  AugWJt 8"., 1945, and p rOl!\Ul gated by th e Natiaial 
Arch"ive"s Cou"ncil on AuE;USt 15, 1945, which p re sc"ribe the m ethod"s b y  whicb 
the di"spo"s al of record"s that h ave bee"n autho"rized fo"r di"spo sal ma y  be 
effected. 

The att ach"ed schedul"e ref ers onl"y to reciord copie"s of docum"ent"s .  
Docm:i.e"nt"s o r  copie"s of docum"ent"s that ma y  have been kept i n  your age"nc"y 
merely fo"r caweniencc of refe"rence and not ro r  purpo"se s  or reco rd ma y  be 
di"spos"ed of at the conve"nie"nce of y our agenc"y. 

In sofar as the att ach ed schedule i s  applic able to a ny record s of your 
age nc y it wil l not h ere afte r be nece s s ary to subr.dt a di spo s al list o r  
schedule cove ring them i n  orde r to obt ain autho riz atio n fo r their di sp osal 
afte r  the l ap se of the p ericxi"s of time specified in the att ached schedul"e. 

An"y schedul"es p reviou"sl"y app roved fo"r individual ag"enc"ie"s remain i n  effect 
eve n  t ho ugh thei"r rete"ntion pe ri od s  va"ry f ram those on thi"s Ge ne ral Schedule". 

{ove"r) 
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Add"itional c op ie s  of the att ached schedule or W ormnt"ion concerning its 
appl ic at ion may be obta ined fran the rec ord s division of the Nat ion al Archive s 
ha ving l iai son with y our age"ncy or f rom th"e Rec"ord"s App"rais al Officer of the 
NatiCllal Archives (telephone: . N ati"onal A rchi"ves", Exte"nsion J4?) .  

Archivist of the United States 

SUPERSEDED 



� . 

_

l 

/ SUPERSEDED 
' ..,, " \ . 

GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 
OF TH£ UN ITED STATES GOVERNHENT COMMON 

TO SEVERAL OR All AGENC IES 
ScheOu l o  No. __ 2___ 

I tem T i t l e  and D e e c r t p t t o n1--------------_______'""''------------1N o .  Ki nd!, of!, Cop t ee!,

APPLICA3"IL ITY OF TH"IS SCnEDULE: Th"is sche"dule ap"plies t o  
rec ord c opies in all accnc ies of the G overnme nt exce pt the 

Selective Sel"Vice System and the Congress of the Un"ite"d 
States, an d  1t does n ot apply t o  rec ords c reate"d by the 
Reviev1 Comm"ittee on Deferment of G overnment 8r:l pl oyees or 
its pre"decess"ors t hat have been maintained in the '.'!a"r 
Lla"npowe"r C om iss"ion or its success"ors or in the cust"ody of 
t he Archivist of t he Un ite d Statea. 

TYP:O: OF nEr:O::IDS INCLUDED: Deferne nt rec or ds. 

1.  Reports t o  the Re view C ommittee on Defarn.e n:t, of G ovcrn.--ae nt 
Em ployees or its pre"decess"ors on the Se"lect"ive Ser"vice 
stat us of em pl oyees (m1c F om 27 or eq ui vale nt ) ". All 
rec ord."c opies . 

2 .  Requests f or occu"pat"ional. deferme"nt (D.5S F onn /42, 42a, or 
equ ivalent) an d  all s upporting an d  acc om panying pa pe rs". 
All rec"ord c op ies. 

3 .  A ppeals t o  the Rev:i.9\Y C ommittee on Deferme"nt of Go vernment 
Em ployees or its · pre decess ors f or occu pat ional deferme nts 
an d  al l  acc om pa nyi ng an d  s upport ing pape rs".All rec ord 
c opies". 

4. C orresponde nce bet,,een in"divi"dual agenc"ies an d  the Review 
C omm ittee on Deferment of G overnment employees an d  its 
pre decess"ors . A ll rec ord c opies. 

Req"uests t o  the nev"iew C ommittee on Deferment of 
G ov�n1Jllent .Empl oyees an d  its pre decess ors f or the 
des ignati"on of ce"rtai"n pos"it"ions as 11::ey P ositi"ons." .ill 
rec ord c opies". 

6. Re"ports t:1a"de vdth.in an agency cy in"dividua"l em"pl"oyees on 
the ir Select ive Serv ice stat us. All rec or d  c opies. 

• u t lonal  a r c h i v e •  For� 1 0 1 1 1&�PERSEDED 

Page No . 

Period or lh1e 
t o  be retained 

6 m onths 

6 m onths 

6 months 

6 m onths 

6 m onths 

6 r.i ohths 
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m�c ,atinnal J\rr�ifn�j 
;tllalJingtmt 2j, !1- ell. 

CIRCULAR LF:l'TER No. 46-4 Jla.y 23, 1946 

To: All G ov"ernment Ag"enc ies 

SUBF....CT: Iss uanc e  of Gen era l Sch edul e  No .  J f or th e D isposal of 
Records C0m1on to Several or All Ageno1.es 

Th"er e  is attach"ed to this c irc"ular l etter a co"py of Gen"eral Sch edul"e 
N o .  J for the disposal of r ecords of th e Un ite d Stat e3 Gov enunen t  common 
to s everal or n ll ag"enc ies. This sch edul e  has t o  do w ith r ecor d5 of 
in.formatimal s erv"ic"es an d  relations w ith th e publ ic .. 

Disposal of th e recor ds describe d  in th is sch edul e has be en a uthoriz ed 
(H. R ept". 2052, 79th Cong., 2 d  sass. )  u nder the pr"ovis"ions of th"e act of 
Congress entitled "An Act to provide for the disposal of certain records of 
the Un it ed Sta tes Go venun ent, " a pprov ed July 7, 1943 (57 Sta t. 380) , as 
amended b y  ac t of Con.cress approved July 6, 1945 (59 Sta t. 4J4) . · Th e dis­
posal au"th oriz"ation applies t o  rec"or"ds of the f orm or charact"er sp"ec if ied 
thnt either hav e acc umulat ed or may accutr ulat e 1n th"e ag"enc"ies in"dicated in 
the statement or ap"pl icability at the head of tho sch"edule., I t  appl"ies to 
such r ecor"ds af"ter they hav"e b een in existence for th e p er iods of timo sp ec"i­
fied in the sch"edul e. The authorization is perm issiv"e and no"t man"datory .. 

Attent"ion is ca"ll ed to tha r eg ula tions of th e Nat iooa l Archiv es Cou nc il 
approved by the President m August B, 1945, and pranulgated by the National 
Arch"ives Counc"il a, August 15, 1945, which prescrib e  th"e m etho ds by which 
th"e disposal of r ecorti.9 that hav e be en a uthoriz ed for disposal may be 
eff ec te d ". 

Th e  a ttach ed schedul e  r ef ers only to r ecord cop ies of documents". I t  is 
r ealiz ed that ma n:, ag enc ies d o  not f il e  sot1e of th e pap ers of th e f orms or 
charact era sp ecif ied in th e sch edul e and mai nta in them as rec or d.mat er ia l. 
It is not the intention of this sche"dul"e to impart. record charac"ter to docu­
ments pr"ev iously defi"ne"d by your ae"er.cy a� nonr"ecord c:a ter"ial". It shoul"d 
ctl.so be not ed that th e sch e dul e ap pl ies to r ecord co pies wh er ever f il ed in 
th e ag"ency. Doc1.Utc nts or cop ies of doc� ents tha t may hav e b een k ept in 
yo ur ag ency m er ely for conven ienc e of r ef erenc e a nd no t for purp os"es of 
record may be dispos ed of at th e ccnv eni enc e of yc ur agencj'. 

Insofar as tho attach ed sch edul e is a ppl icabl"e to any r�cor da of y our 
ag"ency, it will no"t h er eaf"ter be n ec essary f or your ag"ency t o  �uarit a 
d isposal lis"t or sch"edul"e co"ver ing th"em in or"der to ob"tn in author"ization 
for the ir disposal aft er th e la ps e  of th e p eriod.s of ti.J:t e sp ec if ied i n  th e 
attach"ed sch"edul"e, 

(aver)SUPERSEDED 
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Additional copies of th"e att"ached schedule or inf ormation con cend ng it s 
applica.tion may be obtained fra:n the records division of the National Archives 
ha ving l iai:,on with your a ge ncy or f rom th"e Re"co rd s  Appra"is"al Officer or the 
Natiauu Archives (telephonec: National Archives, Extension 347) . 

Archivist af the United States 

SUPERSEDED 
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SUPERSEDED 
6EIERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

OF THE UNITED STATES GOVERNMENT COtltON 

TO SEVERAL OR ALL AGENCIES 
8chedu l e No .  _ .:;..3_ Page N o . _l__ 

l tea T i l l e and De■cr l p l lon Period nf t1•e _No. t---------..:........:....:....:..::;.1.:..l_;;.:d_;__..::;.fo ___l....!.�..;:..;;....:........_______--1no oo Copoeao to be retained 

APPLlCABnm OF THIS SCHEDULE: Thia s chedul"e appli"es to 
re cOl"d cop iee in al1 agaoci es o t  t he Oo vermaent.". 

TYPE OF RmO.!IDS INCLUDED: Informatimal Servi"ces and 
Rel.at."ion s  wit"h t. he Publi"c. 

l. Mailing li st s. _  All r ecord copi"es". until super"sed"ed 
or ob"sol.et"e 

2 .  Corre spondence , r equest !01"1118 , and oth er r ecord.a rel.at.1ng J _21onths or ,mt,ll
to cnang es in ms1J1ng li st s. All re cord cop ies". chang es mad e  in 

mailing li st s  

3 .  R eq uft st.8 tor publi ca't,ian"s en� p hotograp hs (in cl uding J mantbs 
appli"cat"ion s  and request,"s made by torm and by- l ett"er) and 
aokn<nrl edgmente and repl ie s  to t hem .  All re cord �pies . 

4. Acknowl"edpent"s o! inquiri"es and requ"est s  t hat rurv e  bean J months 
re t el'T ed to ot her Oa'fe:mmsnt. agen cie s tor repq. All 
re cOl'd cop"ies". 

· 5 .  Lettfar s referring inqairie s and reque st"s to other J months 
OoVel-nment agen cies tor rep4' . All r ecord cop ie s .  

6.  Requta st s for informat ion and repli"es t hereto in volving no J maoths 
admini strat"ive a ct ion, no poliey de"cis"ion s ,  and no special 
campUat"ion"s or re"sear"ch tor rep]J", in cludin"g reque"st"s f or 

in!OJ:"mat"io"n and inquiri"es to whi"ch replie"s ar e  made by'
printed or dupli"cated mat"er"ial. All r ecord copi"es". 

7 .  A no�ous letter"s and l etter"s o t  commendat"ion", cm:JP].aint, 3 months 
critic:I.SD, and suggesticn and repli"es to t hem � CLCJDDlG 

tho s13 on th e basi"s o t  whi ch i nve stigat ion"s wer e  made ar 
admin"istrat"ive act"ion taken and t ho se in corporat"ed in 
indirtdual per"sonne"l re"cord"s .  All re"cord cop"ies. 

SUPERSEDED. U-J-2 J ■ a t lon• I • r c h l v • �  f o r •  1 0 7  C L O -� � I  
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ilrqe �ntionnl J\rrqi&es 
'1]-1Jinpm 23, �- ((L 

cmcULAR LETTER No. 47-1 August 7, 1946 

To: All Goverru:tent Agencies 

SUBJECT: Issuance of G eneral Schedule No. 4 for the Disposal of 
Records Canmon t o  Several or All Ag"encies 

There is att ach"ed t o  this ci"rcular letter a copy of General Schedule 
N o. 4 f or the d i sposal cf records of the United States G overnme"nt common to 
several or all agencies .  This schedule has to do w it h  mail and postal records. 

Dis"pos"al of the records d escribed- in thi"s schedule w as authorized by
Cm"gress July 2J, 1946 (H. Re pt". 26J7, ?9th Co ng. ,  2d seas.s) ,  unde"r t he pro­
v ision"s of tho act of Congr"ess entitled "An A.ct t o  prO'l id e f or t he disposal 
or certain records of the Un"ited States Government, n a ppro ved July 7, 1943 
(57 St at .  JSO), as wn e nded by act of Congre3s approved July 6, 1945 (59 St"at. 
434)". The disposal authorization appl"ies to records of t he f onn or character 
specified that eit"her hav"e accumul"at"ed or may accumulat e i n  t he a genc ies 
indicated in the state�nt of applicab il ity at the h oad of th"e sc"hedul�". It 
applies to such records after they have been in existence for the periods ot 
tine specified in the schedule. The authorh.e.tion 1a permissive and not 
mandatory. 

Attent io n  is called ta th"e regulations of t he Nat"ion"al Archives Counci"l 
approved by the President on August 8, 1945, and promulgated by- the National 
Archives Council on August 15, 1945, which prescribe the methods by which the 
.disposal or r ec ord"s that, ha"ve be en authorized for disposal r.,ay be effected .  

' The attach"ed sch"edul"e r efe"rs only t o  record copies of docunents. It 
should also be noted that the sc"hedule appli"es t o  r ecord c opie"s wher"ever 
filed in your agency. Documents or copies of docm:1.ents that cay have been 
kept in your age ncy merely f or convenience of reference and not for purposes
of r ec ord may be disposed of at t he c onvenienc"e of your agency. 

Insofar aa the attached schedule is a pplic"abl"e to any records of your 
agency it will r.ot hereafter be necessary to submit Q disposal list or 
schedule covering thm:1 in order to obtain authorization for their disposal
after the lopse of the periods of tim"e specified in the attached schedule. 
Disposal authorizations obtained by an individual acency i n  previously
approved schedules remain in effect even though the approved retenti"on 
periods may be shorter than those in thi"s General Schedule. 

(ovar)

SUPERSEDED 
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Additio nal co pie s of th e attached sche dul e or informatio n conc"ern ine its 
applic ation m ay be obta ined from the reco rds· divis io n  of th e N at ional Archiv es 

mving liaiso n '\"t ith your ag ency or from th e Records Appra is al Off ic er or the 
N ational Arch"ives (t"el ephone: Natio"na l  Archiv"es, ext"ens"io"n J4?)". 

• Archivist of the United St"at e,;, 

SUPERSEDED 
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GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 
OF THE UN ITED STATES GOVERNMENT COMMON 

TO SEVERAL OR All AGENC IES 
S c h e d u  l e  Jlio, _....;4:x_____ Page Jl'o • ......:1:...-_ 

I lem T i t l e  and Deec r l p t l on
N o.  -----..;;.K!, _!, _t!, _l...!.8!, ----------1i------ _t___C__--

nd o!, o p e!,

APPLI"CABILITY OF THIS S CHEDULE: This schedul"e appli"es t o  
record copies in aJ.l. agencies of the Oovernmmt EXCEPr the 
Post Office Department and the Postal Service. 

TYPE OF RECoRtS IN CLIJDED1 !ld.l and P oatal R ec ords". 

l. Record ot receipt and routing ot incaoing mail other than 
registered, insured, and parcel post mail. All copies. 

2. Record of o!i'J.cial penalty mail sent. All copies. 

3. Stat.1st1cal. reports of postage ueed on outgoing mail 
(ail'-C8il, special dell.very, registered, foreign, and 
over 4 pounds). All copi"es. 

Requisition for atamps. All copies EXCLIJDJNG copies UBed 
as supporting dccuments to plliy111ent vouchers. 

s. statement o! mailing of cancelled or metered matter (P.O. 
Fo:rm J602A or equivalent) .  All. copies. 

Production reports ot moil handled and work performed with 
cCll1Pi,lationa derived tberefrcm. All copies. 

7. Daily record 0£ incCllli.ng end outgoing registered, insured� 
and special delivery mail, paroal post, expN&a, telegrams 
and radiogrmns • .A1l copies. 

8. Record o! received or diopatchad registered mail pouch
(P.O. Farms 3851, 3852, 385)", )854, or equivalerrt) • .All 
copies. 

9. Application tor postal. registration and cert1f1eate o! 
declared value ot matter subjceot to postal BUrcharge (P.O.
F orms 'JB'n, 3881, 3882, or equivalent) .  All copi"es 

10. Receipt for 1 ncondns regi"s"tered and inBUred mail (P.O.
Forms 3883, .'.388JA, or equivalent).  All copies. 

11. Record o! inca:n.1.ng and outgoing regist"er ed and insured 
mail (P.O. Forms 'J87?a, .3881... A, 3882-A, or equivale nt). 
All. copies. 

12". Rsturn r eceipt"s .tor :registered, inBured", and special 
delivery mail, All copies. 

SUPERSEDED 
" 1t • l  :on1  I 

Pe r!'3iod o r  t 1 11e 
to bo r e t a ined 

6 mont,ha 

2 ,-e&l'B 

6 montha 

6 months 

l year 

6 monthB 

l year 

l yvar 

l year  

l year 

l yea-
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2 Sch�d u l c  

l t � m  
S o ,  

13. 

14. 

l!i. 

16. 

SUPERSEDED 
GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

OF THE UN I TED STATES GOYERNKENT COMMON 

TO SEVE�AL OR ALL AGENC IES 

No ,  __ _4 ___ 

T i t l e  and Description  
K i nd o r  C o p l e s  

Report or the lossc riflingc delay, 1'1.l"'one delivery, or ., ., 
other improper treat?.ient of mall matter (P.O. Form 1510 
or equival.ent). All copies. 

Reco rd of Nmi tte.nce s (check s, cash, an d  mon ey orde rs) and 
other enclosures received through agency's mail room in 
incani.ng I:liO.il". All copie"s. 

Rec ord of mail an d  package"s s en t  to other Oove"rranen"t 
agenci es thr ough O tfic ial Mail an d  }lessenger Service. All 
copies. 

Receipts for mail and packages sent through O!ficial Meil 
and �essenger Service. All copies. 

Page N o . ____ 

P e r i o d  of t l�e 
to b e  r e t a i ne d  

l year 

l year 

6 m onths 

6 mon ths 

,§�PERSEDED· � • t  i o n o  l l r c h i v n rorm 1 0 1 ( 2 -J-2  1 
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'm�e �ntionnl J\rr4ifie11 
�iugton 25, �- ([. �!lt' 

CIRCULAR LETffll No. 47-2 August 7 ,  1946 

To: ill Governm"ent Agenci"es 

SUBJECT: Issuance of General Schedule No. 5 fo r the Dispos"al of 
Records Comm.an to Several or All Agencies 

Th"ere is attached to this ci rcul ar l etter a copy of Gen eral Sch edul e 
· No. 5 for the disposal of records of the United ·states Government canmon to 

sever.tl or all ag"enci"es. This sch"edul"e h:ls to do with fiscal an"d accounting 
reco"rds. 

Dispos al o f  tho recor ds describe d in this sch edul e w as autho riz"ed by 
Cong ress Jul y 23 , 1946 {H. Rept. 2637, ?9th Cong,, 2 d  s ess".) ,  un der the  p ro­

visions of the act or Congress entitled "An Act to provide £or the dispos"al 
o f  certain records o f  the United Statee - Government, 11 approv ed July ? , 1943 
(5? St at."·JBO)", as aroond ed by act o f  Cong"ress app"rov ed Jul"y 6, 1945 (59 Stat. 
434)". -The disposal autho"riz"ation appli"es �o reco rds o f  th"e form o r  character 
specified that either hav"e accumulated or may- accumulate in the ag"e_nci"es 
indicated 1n the statement of applicability at the head of the sche"dul e. It 
appli"es to such recor"ds aft"er t.hey hav e be en in exist enc e for tho pe riods or 
title specified in the schedule. The authorization is permissive and not 
mandatory. 

This scµedule is issued lrl.th the coo.currence ot th e Canptroller Ge neral 
o f  the Uni; e� St at es .  It will be necessary, however, for each ag enc"y to 
obtain the lll"it.ten appraval. of the COJ:1ptroller Oenernl before destroying 
records rolating to claii:m, demands, and accounts that have not been settled 
and adjusted in the Gon"ernl Accounting Office, as requi red by S ecti on 9 o f  
th e Dispos al Act of Jul y 7" 1943c citDd abov e ".., ., 

Th e p res erv ati on by each agency of a. mini.mum core of its 11housekeeping"
recor"ds is n ec ess"ary in or"der to refl"ect th"e majo"r facilitating op"erati"ons 

of th"e organization an"d to help in th"e int"erp"ret"ati"on or othe"r recor"ds rep re­
s enti"ng its ma.in functions. For this reason, certain basic fiscal and 
account ing reco"rds hav e not be en i ncluded in this. g en er al sch edul es these 

are (a) g en"eral l edg"ers and app rop"ri ation and allotment 1edgers, and (b) rec­
or ds and regist ers o f  origin al entry. 

ln5ofar ns the attach"ed sch"edule is applic"abl"e to an"y records o f  your 
ag"ency it Trill not he"reaft"er b e  nec"essary to subm"it a disposal list or 
schee1ule covering them· in o rder to obtai n autho rization for t,heir disposal 
aft er the la ps e  o f  the periods or tir.i"e specified in th"e attached sche"dul e. 

• (over) 

s·u.PERSEDED 
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Disposal authorization_s obtained by an individual agency in p re viou sly approved
schedul"e s  remai"n in effect ev"e n  thoug"h th"e approv"ed r etention period"s may be 
ditfor ent from tho se i n  this G enera l S ch e dul e. 

Mo st ac en ci e s  ke ep sev eral copi e s  or �.a ny kinds of fiscal a nd accounting
docUt1ents .  There will generally be a r:ia.in set of record copies,  u sually kept
i n  a cent"ral fi"sca l  offi"ce. Th"ere will also u sually be dup"li cat"e r e co rd copi"es 
kept 1n ot he r offi ce s. ·And the re may b e  still ot he r  copi es not k ept as re co rds 
at all but onl y fo r con ve ni e nce of r ef e "re nce .  Thi s  s chedul e  appli es o nly to 
copi es k ept a s  re coro s; copi e s  not k ept a s  re cords. may be dispo sed of wh e nev e r  
th e ag e"ncy s e e s  fit" . Th� ret e ntio n P. e riods spe cifi ed i n- this sch edul e a re 
those b eli ev ed to be p rope r as m1nimuc ret e ntio n p e riod s fo r th e ca.i n ·svt or 
re cord copi es of each clas s of doeU1.2 e nt .  I� you r ag en cy h as ot he r  dupli cat e 
set s of re cord copi es , it my wJ.ah to di spose of th em aft e r  a short er p e riod. 

Authority to do so ma y  be obtained bl" subnitting to .the natimal Archives e 
separat"e di"sposal schedul"e .for the d upli cat"e re"cord copi es" . 

Att e ntion is celled to the re"gulations of th"e Uational .Arc"hi ve s  Com1 cil 
appro"ved by t he Pr e si de nt on August B, 1945 , a nd p rom ulcated by t he National 
A rchiv"e s  Cowi"cil en August 15, 1945, w hich prescribe the methods by whi"ch the 
di spos al of re co rd s  that have  be e n  a ut ho rized fo r dispo sal cay be effected.c· 

Additional copies of th"e atta"che:d schedul"e or i nformation co"ncerning it"s 
appli"cation may· be obtained f rom t ho re co rds di vi sio n of the N ational Ar chi"ves 
ha vi ng liaiscri with your ai; e ncy o r  from the Records Appraisal Officer of the 
National Archives (telephone s Natiooal Archives,c· extension J4?).  

Archivist or the Unitod States 

SUPERSEDED 
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GENERAL SCHEOULE FOR D I SPOSAL OF RECORDS 

OF THE UNITED STATES GOVERNMENT COMMON 

TO SEVERAL OR ALL AGENC IES 
S c h � du l c  N o .  __ 5�--

I t em T i t l e and Desc r i p t i on N o .  t----------=--=...:...:.K���d=--�f�C��p�l�e�s�.:.::.::--------�l n oo oo

APPUCABllITY OF THIS SCHEDULEz This schedule applies to 
record copies in all. agencies of the aovenmient EXCEPl' 
copies submitted t.o the General Accouc.ting Of !ice in support
or accounts., claims., and other fiscal and accounting 
transaet1ona and, where indicated., copies retained in the 
affected subdivision or the Treasury Department or other 
Qovenmient agency. 

TYPE OF RECOROO INCWDED: Fiscal and accotlllting records. 

1.  Stand. Form l� _Requisition for Printing and Binding and all 
supporting papers. All record copies EXCLUD.D!G retained· 
copies in the Qovemm.ent Printing Office. 

2 .  Treas. Form l, Certificate of Deposit. All record copies 
EXCWD.D-JO retained copies· in the 01.vis:l.on of Bookkeeping 
and Warrants, Bureau of Accounts, Treasury Department. 

3. Treu. Form 1, Purchase Authority. All record copies 
EXCWDilW retained copiesc, in the Procurement J)iv1.s1on, 
Treasury Department. 

4. Stand. Form 2; stand4rd Form tor aovernment Le:ise. All 
record copies. 

5. Treas. Form w-2, 'W'l thhol.dine Receipt. All record copies
EXCLUDING copies 1'i1ed with the auraau of Internal. Revenue, 
Trensury Department. 

6. Treas. Form A-4, Voucher Distribution Slip. All record 
copies. 

7. Troas. Form A-5, Notice 0£ Miscellaneous Encumbrance and/or 
Obligation. All record copies. 

a. Treas. Form A-5-a, Enc�ance Cancellation. Al1 record 
· coples. 

9. Treas. Form SOD, Schedules of Valuables Shipped. All 
record copies. 

10� Stand. Form 91 Report ot Shipnents. All record copies. 

u. Treas. Form 9DD, Schedules of Valuables Shipped. All 
record copies. 

Page N o .  __ 1__ 

Pe r i od tif' t. t  .. e 
L o  be retained 

2 years 

J years 

· 3 years 

3 years attar 
upi.ration or 
lense 

� y-ear 

2 yurs 

2 years 

2 years 

18 months . 

3 years 

18 months 

1 2-J-2)  
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SUPERSEDED 
GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

OF THE UN I TED STATES GOVERNHENT COMMON-. 

TO SEVERAL OR ALL' AGENC IES I 
� � h c d u l e  No . __5__ _ J:>aga N o . __2__ 

l l  eni 

, o .  

12. 

I 13.' 

14. 

15. 

'i 

16". 

17. 

18. 

19. 

I 20.

I 
I 
I 

• u � i ou t 

T i t l e  and D e s c r i p t i o n  
Kind o r  C o p l e s  

St:m d. Form". 10 ,  Request f or Routing. ill rec"ord c opies". 

TrE3asc. Fore lODD, Consolidated Report 0£ Shi:pment ot 
Val uables.  All. reo or d  c opies. 

Stand". F orm 18", Transp"ort.a.ti."on R8ql.lest Register, Series _. 
All rec or d  c opies". 

Stood. Fam 20, Standard Oovemment Form of Invitation for", 
Bids (Construction Contract) and all papers properly filed 
tru;u-ewith. All r oc or d  copies EXCWDING rec"or"ds relating to 
tE!ffl.1-:iate"d or cancelled war c octracts as defined b y  the 
COJ:r.tract Settleme"nt Act or 1944 and regulati"ons iea"ue d  
t�reu.nder and records rolati"ng to corit.racts ot more trum 
o2s,ooo. 

Stand. F orm 21, B1 d  (Co nst.ructi on Contract) and all papers
prc,perl.y filed therswith. All record oopies EXCI1JDINO 
reeord"s rela.ting t o  terminate"d· or cancelle"d war c ont.racte at 
de.ti ned by the contract Settleme"nt Act o! 1944 and 

regulations issued thereunder and records relating to 
c o11traets of more than &25 ,000. 

st�. Form 221 Instruction to Bi dders (Constructi"on and 
Supplies)"."and all papers properly' .tiled there"1.th. All 
rec,ord copies EXCLUD.nm records relating t o  terminate"d or 
cancelled war contracts as de1'1ned by the Contract 
settlement Act of 1944 and regul"ations iss"ue d  thereun"der 
and recor ds relati ng t o  oontracts of more than $25 ,000. 

Sta"nd .  Form 2)", sta..'l"dar"d Government Form o! c ontra"ct 
(Co nstructi on) en d  all papers pr operJ.¥ fi led therewith. 

All. roc or d  c opies EXCWDINO rec"ords re"lati"ng t o  teminated 
or cancelled war c ontracts as de"fined by the Contraat 
Settleme"nt Act of 1944 an d  reg"u1ati"ons issued thereun"der 
and rec or ds relating t o  contract s of- more than $25 ,000. 

- . 
st!md.Fon;i 24", Stan"dar d  Go vernment F om ot Bi d  Bond 
(C"onstructi"on and Su�). ·All rec or d  c opies . 

' \
Stan"d. F onn 25", Ston"dar"d Governme"nt Form of Per"t ormanco 
B on d  ( Construction or Supplies ) .  All rec ord copies. 

• • c n l v u  form 1 0 7  cSU PERSEDED 

Pel"lod o r  t!Ne  
tc, be r e t. a tned 

'"l �ar 

18 mo nths 

l year 

2 years 

l years art.er 
aettlame"nt ot 
contract 

) years after 
oettlement of 
oo"ntract 

l years after 
aettlement of". 
c ontract 

/ 

3 years attar 
settlement o! 
contract 

3 years aft.er 
settlet'18nt of 
contract 

https://EXCLUD.nm
https://there"1.th
https://ort.a.ti


A r c h l vH F o�m 1 0 7  1SUPERSEDED 

SUPERSEDED 
GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

OF THE UNITEO STATES GOVERNMENT COMMON 

TO S£V£RAL OR All AGEIC1£S 
S c h e d u l e  No ._�S __ _ 

I t �■ T i t l e  and DescriptionNo. t---------......:.�::,.:l:.,..i..=nd.:..:..::...o�:....:;.;:C.:.�1:..!:....:-=.:.:.:.....______�ro opoeso

21. St.and. Form 25A, Paymmt. Bond (Construction). All reoard 
copies. 

22:. Stand� Fore 25B, Performance Bond (and continuations) . All 
record copies. 

.2.J. Stand. Fam 25C, �ent Bond (and oant.:.lnuation).  ill 
record copies. 

24. Stand. Form 26, Dr1.ver 1e Report - Accident (Motor
Tranapo�at1on). All record copies. 

25. stand. Fann Z'/1 J)lvesti.gat.ing ot!icer1B Report, - .Accident.' (Motor Transportation). All record copiea. 

26. Stand. ForD 28f Claim !or DamageS - Accident (Motor
Transportat1onJ. All record copies. 

'rl. Stand. Form 30, Invitation for B1.ds (SUpply Contract) and 
all papers iroperl.3 tiled therewith. All record copies
EXCWDIN O records relating to terminated or cancelled war 
contracts a.a de.tined by the Contract set,tlament Act ot 
1944 and regul.ations issued thereunder and records relating
t.o oontraats o! more than $25,000. ·_ · 

2a. Stand. Form 31, Bid (supply Contract,) and all papers 
proper]J tiled therewith·o. All record copies EXCUJDillO 
reoords relating to t.arminated or canoell.ed war contract.a 
as denned by the contract Sett.lament Act ot 1944 and 

, regulations issued thereunder and records relat:l.ng to 
contracts of more than $25,000. 

stand. Fom .32, Contract (supplies) and all papers 
properl,Y filed therewith. All record copies EXCI.UD!NO 
records relating · to terminated or cancelled war contraots 
aB defined by t.he contract. Settlmnent Act �t 1944 and 
regulations issued thereunder and records relating to 
contracts of more than $25,000. 

Stand. Form :n, ])lVitation, Bid, and Acceptance and all 
papers properly filed ther8'111.t.h. All rocord copies
EXCWDINO records relating to terminated or aanoelled war 
contracts as de.t.Lned by the Contract Settlecient Aot ot 

Page No�__ 3__ 

Period nt t l■e 
to be reta ined 

J years after 
settlement or 
contract. 

3 years att.er 
settlement ot 
contract 

3 yeartJ art.er 
settlement. or 
contract 

J 'yeare 

.3 yeare 

3 years 

3 ,-ears art.er
settlement ot 
oontract 

3 years attar 
asttlem.ent ot 
contract 

3 years after 
settlement of 
contract 

3 J'88l"S after 
aattJ.emcmt or 
contract 

https://relat:l.ng
https://canoell.ed


�!'3__

• SUPERSEDED 
GENERAL SCHEDULE FOR D I SPOSAL OF RECOADS 

OF THE UN ITED SU TES GOVERNMENT COMMON 
TO SEVERAL OR ALL AGENC"IES 

Schedule No ,  --...S�-- Page No.  '"4 
l te11 

�p!...!1.:,_r t!'3 o!'3
:..! 

l�.::n__________.J Period 'or timele!'3 nd D
:.'. :__::, :......,: a.::,: _t- ______.:_T1:..: t!'3 e!'3sc!'3

NO•  :.,::..,::;:. 

lt nd or C o p l e s  to be retained 

1944 and regulatic:ma i8su"ed thereunder and r ecords r elating 
t o  e ontrQ."cts of mor"e than $25",000. 

31. Stand . Fcmn :34, Annual Bid B ond ·(SUpplles) .  All r ecord 
copi"es". 

32. Stand. Fom 35, An nual Performan"ce Bond (Suppli"es)". All 
r ecord copi es. 

33. Stand" . Fon:J. )6, Continuation S chedul e  tar Standard F ora 
)l or JJ (SUpplles) and all papers properJ..Y filed therm.th. 
ill rec� coplee EXCUJDING records rolating t o  terminated 
or cancelled war contracts as d e.fi ned by the Co"ntract 
S ettle.m eat Act of 1944 and regu lations iswed th er eunder 
and r ecants relat.i ng to contz-a cts ot m or e  than $25 ,000. 

34. Stand". FwJm IJ)1 c ontract tor T el ephon"e Servi"ce. All 
record copi es .  

35 . GAO F orm /.IJ, Noti"ce ot. S ettlem ent of Cl.ai..ma . Al1 r ecord 
copi"es. 

36. St.and". Form '4l, Contract (C"oal) and all papers properq
tiled th erewith.. All r ecord copi"es EXCWDING r ecords 
r elating t o  teminat"ed or can"cell"ed war co"ntracts as 
d efi ned by th"e contract S ettlement A ct of 1944 and 
r egulations issu"ed ther"eund"er and r ecord"s r elati"ng t o  
co"ntracts of mor"e than $2.5,ooo. 

Y1 . Stand . F o:ftl 44 , Mot or Fu els Tax EEemption Certi ti oat e. All 
record cop1ee. 

,;s. Stand. Form 45, Motor Fnela Tax Exemption Ident1.tlcat1on 
Card. All record copies. 

GAO Form. 143, Certificate of S ettlem"ent 0£ Dl.sbnrs1"ng 
Of'fi cer's A ccount". All r ecord copi es EXCWDDIG r etained 
COJ?i"es i n  the Divisio"n of D:Leburs"eman"t, Bur eau ot 

A cc°':111"tes", Tr"eBSUl"y' Department .  

/JJ. Treas .  Form · 523 , .Appr opriation Warrant •". All record copi es 
EXCWD:rno retained copies in the Di.vision of Bo okk eepi ng 
end warrants", :eur eau of A ccounts, Treasury Department 

.3 yean after 
aattlemant of 
contract 

3 years after 
sett lem."ent or 
contract 

3 years art."er 
i, et.tlement. ol 
contract 

3 years aft.er 
settlement or 
contract 

l year 

1 year att,ar 
call"ed in 

2 y ears 

https://Cl.ai..ma
https://therm.th
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SUPERSEDED 
GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

OF THE UN ITED STATES GOVERNMENT COMMON 
TO SEVERAL OR ALL AGENC IES 

S c he du l e  No:_�5 ___ 

· 

l L CIII T 1 t 1 a nd D t 1r---- - :.:..::! ::.:! :.::s::...r 1:..?!:.,:o::.-- :..:..:! e....:.;!:....: e..:.c .:....:!p:.:!..:.n----------1 
N O •  K i nd of Coples 

41. Treas. Form 523o SurpJ.us Fund Warrant. All · record copies
EXCWDING r-etaineri copies in the Di.vision o! Bookkeeping
and Warrants, Bureau ot Accounts, Treasury- Department. 

., 

42. Treas. Form 52.3,- (Restore ) Warr�. All record copies
EXCWDDlO retained copies in the Division or Bookkeeping
and Warrants, Bureau of Accounts, Treasury Department. 

43� Treas. Form 526o Transfer Appropriation V!arrant. All·.,

record copies EXCLUDrno retained copies in the D1vis:1on or 
Bookkeeping and Warrants, Bureau ot Accow:rt.s, Treasury 
Department. 

,44. Treas. Fcmn 601, Departmental Deposit I.ilst. All record 
·copies EXCWDINO ret&i.ned oopieso1n the Division of 

Bookkeeping and Warrant.a, Burem o! Accounts, Treasury
Department. 

45. Treas. Form &:nb, Transfer and �ount.ar warrant� All 
record copies EXCWDINO retained copies 1n the Di.vision 
o! Bookkeeping and Warrants, .eu.reau o� Accounts, Treasur,y,
Department. 

46. Stand. Form 100), Schedul.a o! Disbarsemeuts. All record 
copies. 

"-47. Stand. Form 1004, Reg1.st.er of Audited Vouchers. All 
record copies. 

48. stand. Form 100�, Reg:l.st.m- of Audited Vouchers. All 
record copies. 

49. St.and. Form 1005, Register of ___ {insert sheet.a). All 
record cop1.es. 

50. Stand. Form 1006, Register of ___ (item columnJ .first,
sheet). All record copies. 

51. Stand. Form 1007, Register of Disbursements 8Dd Illsbursing 
ot!icere• Advances. All record copies. 

52. Stand. Form lOOB. Regl.ster ot Receipts. All reoord 
copies. 

53. Stand. Form 1009. Register ot Deposits 0£ Collections and 
unexpended Balances. -All record·ocopiea. 

Page No.  5 

Period o r  t 1 111e 
t o  be retained 

3 years 

3 years 

3 years 

3 years 

S years 

S years 

5 years 

S years 

S years 

https://Reg1.st.er
https://�ount.ar
https://SurpJ.us


----

reeot,i �es. 
Stand. Form 1012d, Reem.pt. for Cash 

..,./ 

. 

SUPERSEDED 
GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

Of THE UN IU:D STATES GOYERNHENT COMMON 

TO SEVERAL OR ALL AGENC IES  
Sched u l e  N o .  _ S___ Page No. 6_!'3

' I  I.em T-- ------=-:..:!'3 Pe-r J od o t t. J me 1- e!'3s e!'3i- l on1:..!:p.:.t.:..::::..::...._____!'3 -----,1.:..:..:.,::..: __ H:..:l:...: 
e!'3 d::.:"!'3a ----=. :........=DN·o .  llnd o f  Copie11 t.o b e  r e t ained 

54. Stand.. Form 1010, Register ot Sales and Avail&ble 5 years
Res�ces. ill record copies. · 

55. Stand., Form lOU, Expense (Dietriwtion) Ledger. All 5 yeara 
\ 

rec� copies. 

56. Stanc!. Farm lOllA, Eicpense (D!.stribution) Ledger. All 5 yeara
recOl."d copies. 

57. Stan<!. FOl'm 1012a, Voucher for Per Diem and/or Ra1Jnburs&-- S years
ment· or Expenses Ineident to Official Travel (mamorandum)
and ltl.1 accompanying papers that eped.ficolly support the 
expenditure. All .  record copies� 

58. Stanci. Form 10l2o., Voucher for Par D1.mn enJl/or Raimbursemeni S years
of 'E>q:)ensee Inciderit. to Ofi"icinl Travel (continuation sheet 
or mtmiorandum) and all acccmipanying papers that epecitic� 
npport the expenditure. Al1 record aopies. 

- SUbvoucher. All59. 
' ' 

60. Stand. Form 10l2e, statement ot Travel by Motor Vehicle. 5. yeara 
All �ecord oopi�B• 

Stanc:l.- Form 1013b, Pay Roll tor Personal Services 5 years 
(Employees on A.nnU81 Salary BaBis) (memo,randam, brief on 
back) and all. accompanying papers that. 'specifically
aupPorl, the expenditure • .  All record copies. 

Stand. Form l0l3c, Pay Roll tor' Personal Services 5 years
(Dnpl_oyees on AnnUal. Salary Basia)(tirBt and !ollow sheet 
or memorandum) and all accmpanying papers that 
speC1t1oally support. the expend1t�e•o. All record copi"es .  

63. St.a.rtd. Form lOl.Je, Pay Roll for Personal SerVices - Short S years
Fom. (mamorandum) and all accompanying papers that 
epec:l..Ct.cally support the expenditure. All record copies. 

64. Stand. Form lOU,-,l!, Diebursingo.Oi'ticer Ledger (raled)
All :record copi"es .  

65. Stantl. Form l016,• Elcp8nse Distribution Ledger. All recard S years
copies. 

I 2-J -2 I 

https://epec:l..Ct
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SUPERSEDED 
GENERAL SCHEDULE FOR 0 1srosAL OF RECORDS 

OF THE UNITED STATES GOVERNMENT COMMON 

· TO SEVERAL OR All AGENC IES 
S c he d u l e  N o , _�5 ___ 

I t.em T i t. l e  a nd D e s c r i p t ion 
N o, t--- -�::....::....::��-::..::.:.-=--.=�C-=..;,.�:.!:;.:::a�,:.:.....-------�nK. 1 d o f' o p l e!'3

66. Stand". F orm 1016, Expens"e 01.stribution Ledger (yellmr -
copy). Al1 record copies. 

67. Stand. Form 1016, Dlatri�on Ledger (ruled). All 
re"cord copies. 

68. Stand. Form 1016-A, Distribution Ledger (unruledo). All 
re"c� copies• 

69. Stand. Fem. 1016-\'t, Ezpens� Dlatrlbut.ian Ledger (unruled). 
All record copies. · 

70. Stand. Fonn 1016-Y, Expense Dl.st.ribution Ledger · (umuled -
yell.or, copy). All. record copies. 

71. Stand. Form 1or1, Register of ___(tor general ledger 
tranaactions) (umuled ). All record copies. 

72". Stand. Form 1017-A, Register of All otment Isdger Tr� 
actions (unruled). All record copies, 

7). Stand. Form 1017-B, R egister of - • (for general l edge"r 
transa ct1ons)(unruled). All re cord copies . 

74. Stand. F0rm 1017-C, Register of Allotment Ledger Tr� • 
-·actions. All record copies. 

75. Stand. Fofln 1017-E, Register of Obligations Incurred 
{unruled),o· W record copies. 

76. Stand. Form 1017-F, Di.st.rituticn Ledger (unrul.ed)e All 
record copies. 

71. Stand. Form 1017-0, Journal. Voucber {unruled). All record 
copies. 

78. Stand. Form 1018, Special Salary Paymmit. All reoard 
copies. 

79. stand". Form 1019, Account current. All record copies
EXCLUDING retained copies in the Division of Dlabursmnent,
Bureau of Accounts, Treasury Department. 

sta"nd. Form l019bo Account eurrent - Ya:morandum Sheet 
(unruled -· yellcm Jt 

■ All record copies, 

Page No.  7 
Period or t i•• 
t o  b e  retained 

5 years 

S years 

S years 

. 5 yeare 

5 years 

5 years 

5 yeare 

5 years 

5 )'98%'8 

S years 

5 years 

5 years 

5 years 

1 :,ear 

l year 

1 2-) -2 J 



SUPERSEDED 
GEIERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

OF THE UI ITED STATES GOVERNMENT COMMON 

TO SEVERAL OR ALL AGENC IES 
_Schedule No. __ _!, Page Mo. __8....__5.._ 

I tem T i t l e  and Des c r i p t ion 
No.- l lnd or · cophs 

81. Stand. Form 10201 Account CUrrent (line distribution -
' m:iaU) (ruled) .  • All reoord copies. , 

82. Stand. Form 1021, Account CUrreDt. (columnar distribution -
2 cohmms) (ruled). All record coples. 

SJ. Stand. Farm 1022, Account Current (columnar distribtrticm. -
8 coJmms)(ruledJ. Al1,oreoord copies. 

84. Stand. Farm 102), Voucher Distribution ·card. All record 
copies. 

8S. Stand. Form 1024, Schedule of Disbursements. All record 
cop:l.ea. 

86. Stand. Form 1025, Schedule ot D1sbursementa. All record 
copies. 

en. s�. Form 1026,· Schedule ot Collections. All record 
copies. 

88. Stand. Ferm 1DZ7, Requisition .for Disbursing Funds. All 
record copies. 

89. Stand. Fom 1028, Qovercment Requests for Transportat.ian
(cover). All record copies. 

90. St.end. Form 1029, No Titl.e (t.abul.ai,J.on. ahaat £or Stand. 
Form 1030 end 1031). All record ootxlee. 

91. Stand. Form 10.31, Government Request f� Transportation 
(memorandum - white). All record copies. 

92. Stand. Form 1032, Schedule ot Dlsbursemmta (tmrul.ed°. 
accowrt,ing machine .fOl'm, double). All record coptee. 

93. Stand. Form 103.3, u. s. acwemmant. Transportation
Identification Card (blue). All record copies. 

94., stand. Farm lD34a, PUhlic Voucher for Purchases and 
services other than Personal (memorandum) 'and all 
accompanyi.ng papers that. speclftcal.ly support the 
expenditure. ill record copies. 

· Period ot tl ■e 
to be retained 

l y-ear  

1 year 

3 :,ears 

S :,ears 

s years 

6 months . .  

2 years 

2 years 

S :,ears 

1· )IG&r attar 
called 111 

12-)-21  

https://speclftcal.ly
https://tmrul.ed
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\ _,,I '· SUPERSEDED 
GEIERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

OF THE UN ITEO STATES GOVERNMENT CONNOR 
TO SEVERAL OR ALL AGENC IES 

Schedu l e  No.___.;......___ 

l te111 T i t l e  and Deac r lp L lon 

' 

No.  t----------�;;,.;;,.,;;K_.::..:.:.::....:f:.:;C...::�.:...::.l!:..:s:..:..::.:.:....________Jlndooo opi eo

95. Stand. Form l035a, Public Voucher for Purchases and 
Services other than Personal (ccntimlation sheet -
memorandum) and all accampaeying papers t,hat, c,pecitl.celly
support the expenditure. Al1 record oopiea. 

96. st.and. Form 10.36, Statement ·anc1 Certificate or Award. All 
record copiea. 

"17. Stand. Fol"m 1038, Application tor Advance ot FUnds (for
travel expenses)• All record copies. · 

98. Stand. Form l038a, Application tor Advance ot Fm1ds 
(Retirement Deduction). All record copies• 

99. stand. Form 1039, statement ot Advance· ot FUnda tor Travel 
Expenses • .All. record copies. 

100� Stand. Form 1040, Receipt tor Cash·t� of Sal.aey. 
All record copies. 

101. Stand. Form 1043, Notice of Collection of .Amounts 
Suspended or AU.owed. All record copies. 

102. stand. Form 1044, Schedule ot Collections. All record 
· copies. 

103. Stand. Fona 1045, summary of CollectiODS. .All record 
copies. 

J.04. Stand. Form 1046, schedule of Transfers - Special Deposits. 
All record copies. 

105. Stand. Form 1048, PUblic Voucher for Re..f'undB (memorandum -
yellow) and all accc:mpanying paper:, that spealt.l.cal.ly 
st1pport the expenditure. All record copies. 

106. Stand. Form 1050, PUblic Voucher tor Refunds (memorandum -
yellcm)(tablll.ar form) and all accompanying papers that 
specifically support the expenditure. All record copies. 

lJ1'1 • Stand. Form 1051• FUgbt. Certificate and Schedule 
(officers and enlisted men). All racord copies. 

Page No. _..,9__ 

Period of tl■e 
to be retained 

S years 

Uut11t0011tract. 
ar purchase
order is di► 
posedt.of 

2 )'98?'8 

S yeara 

S years 

S yeare 

S J'Ul"& 

5 f88l"B 

s J"88l"8 

" u t lonal  • r c h hu For• 101  nSUPERSEDED 

https://yellcm)(tablll.ar
https://spealt.l.cal.ly


s year& 

• 
SUPERSEDED 

GE•ERAL SCHEDULE FOR D ISPOSAL OF RECORDS 
OF THE.UNITED STATES GOVERNMENT COtOtON 

TO SEVERAl OR ALL AGENCIES 
8chedu1 e No , _---""5___ Page No. 10 

l Le111 r--'--------____;;,T.;;.1.;;,,;L l;;..;e;,__;:a.:.:.nd�D:.:e:..=s.=.c:...;.r t:.!p:.:t:..=1.:.;on:.:..,___________. Period nr time
No. l lnd o r  Copies to be retained 

108. Stand. Fom. 1051A, Flight Certificate (enlisted men). All .) years 
re"cord copie"s. 

109. Stand. Form 1052, Statement o! Advertising Rates. All 
re"cord copl.es EXCWDmG retained copie"s in the Procurement. 
Divi.sion, Treasury oapart.ment. 

ll.O. Stand. Form 1053, Advertising Order. All re�ord copies. 5 7"are. 

w. Stand". rarm ·105aa., oovernment Blll ot Lading (memoranc;m 5 yvara
copy)(yellow) and all accmpanying paperso·that speci.t:l.cally
support the �ture • .All record copies. 

ll4. Stand. Form 10.59, Qovmmnent Bill of Iad1 ng (shipping
• order - salmon). .All. record copies. 

ll.5. Stand. Form 1060. Temporary Receipt (tor propert.y, l year 
origJ.nal B/L. loet). All record copies. 

116. Stand. Form lD6l, Cert.ii'icate in Ueu ol Lost BLll of 5' years 
Led1ng. All record co¢.es. 

ll.7. Stand. Form· .1062• Government B1.ll ot Lsd1ng - Enra Sheet 
(extra or contimlation sheet fer stand. Forms 1058, 1059, 
1060, and 1061). All record copies. 

118. Stand. Form l.o62a, GovernmentoBill of Lading - EEtra Sheet .
(tor stand. Form 1058a). All record copies. 

. . 
u9. Stand. Form 1062b, aovernment Bill of J,ading - EXtra Sheet 5 years

(for Stand. Fozm 1059). All rec�d copies. 

120. stand. Form 106.3, collecting and Disbursing otficer•s or 
Agent •s Report ot No Transactions. All record copi�s• 

121. st.and. Form 1064, Schedule ol Disbursements. All record 
copi.ea. 

c iSUPERSEDED • ■ - � •onal A r c h i ve •  �on 1 0 1  

lll.. Stand". Form 10,SJ.a, Public Vou"cher for Advert i s ing and all 
accanpanying papers that specifically support the mr.­
penditu.re. All record copies. ' 

1
Stand. Fom.ol05'7a, Pay Voucher tor Six. Montb•s Death 
Gratuity Pay (memorandum - yellow) and all a ccompanying 
papers that specifical.17 support the expenditure. All 
record copiea._ 

/ 

https://specifical.17
https://oapart.mt


,SUPERSEDED 
GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

Of THE UN ITED STATES GOVERNMENT COMMON 

TO SEVERAL OR.All AGENC IES 
Schedu l e  N o ,  __!'35____ 

.!'3 1 e!'3 d e!'3 pt onI lem t- _!'3 ___;T!'3 t l!'3 an!'3 D!'3 11c r;..;1!'3 t.:..:.:._______----1 
N o!'3 Kind or C o p t e e

.!'3 -____!'3 _ :..::..:..:..:._::.:;:.::.....:..:.:..:., :..!:..::..: 

122 .  Stalld. F orm 1065 , Swmnary Statement of D!.abursement. s .  All 
reco rd c opie s. · 

123. Stand". F orm 1066, u. s. Governme"nt li ot"or F\J."el Tu 
Ex81Dpt1 on - Rece ipt,. All rec ord c opi e s .  

1.24 . St8b.d� F orm 1067a , Public V ouche r t or T ransp orta.tion of 
PaBae"ngers (.memorandum - yellow) and all a ceOJDp8Jlj'i.ng 
paper s that spe cifically supp ort t he expenditure. All 
record copie"s .  

• 125 . St.B.tld . Form 106?c , · Publ1c Vouche r f or Transportat ion of 
Passeng ers (ti. rat and ! ollCJ'II" sheet £ or St.and. Form 1067a • 
yellow)". All re cord c opie"s ••' 

126. Sta.tid . F orm 1068A, Publi c V oucher f or Tran sportat ion ot 
Fretgh"t or Expre"s s  (mem"orandum) and all"·ac"comp� 
pape"rs that spec"ifically s upport the oxpenditure". All 
recor"d oopie"s .  

l.Z7 .  S�. F orm 1068C., Publi"c v oucher fo r Tran spo rta tion of 
Freight or Expre"s s  (extra or continuati"on sheet for stand. 
Fo� l068J.). All rec"ord c opie"s .  

128". Staod". Form l069a., Pay V oucher f or Allcmance for IJ.ving
Qu.a:rtere., Rent., F\lel, and Light (memorandum) and all". 
a ccompanying pape re t ha t  spec::L� cal.ly supp ort t.he 
expend1.ture. All rooord copies". 

129 . Stand . F orm. lO?O, S chedule of Ret ireme nt and Dl sabili.t:, 
Ftmd Credit. All record copie"s .  ' 

lJ(). Sta.ad. F orm 107la., w.l.eage V ou cher 
0 

(mem"orandtml) and all 
ac companying paper"s that spec:Lfical.1,- support; the 
axpmd"iture. All. rec"ord copie"s. 

]Jl. · Stan.d". F orm l0?2b., Pay R oll f or Pe rs onal. s ervice s -
Indu strial. (empl oyee s on per h our, day, week , m onth, or 
piecmrork bas.i"s)  and all accanpanyi.ng papers that 
specifically support, t he expendit.ure". All record copie s .  

Stand . F orm 1072c , Pay R oll f or Personal Servi"ce s  -
Indu strial (employee s on P81; nour, day" , nek., m onth, or 
piecew ork basi s )  an d  all a ccampa.nying pape rs that 
sp ecifically sup�rt the expenditure. All record c opie s .  

' .. -. ii  tan• I udi l • t s  Fora 1 01 ,SUPERSEDED 

Page 'No. ll 
Period ,or tt11e 
to be retained 

l year 

5 yeara 

S year s  

S years 
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Sched u l e  N o .__ _!, Page No.  12 �5 

I t �• T i t l e  and Descr l p t ton Pe r i od or t.i■e 
So.  Kind of C o p i e s  to be retained 

l.3.3". Stand. F orm l072e, Pa,y R oll :f or Pe rs onal S ervi ces -
Ind ust rial. (empl oye es -on per h our., da y ,  we ek ,  mont,h, or 
p iecaw ork bas is) and all a ccompanying pap"ers that 
spe cif i call y s upp ort the exp enditur e. All. record copi es". 

134 .  Stand . F orm l07Jb, Pay Roll !or P ers onal S ervi ces -
Induatrial (empl�"y ees o n  p er hour", day, mtek, month", or ·  

_ p iecmrork basis} and all a ccompanying papers that· 
spe cificall y supp ort th e expenditur"e. m· re"cord oopi"es". 

Stand . F orm 10'73 c, Pa7 R oll f or Pers onal Services - S years 
Industrial (Em1Pl oye es o n  p er h our ,  day, we ek ,  m onth , or 
pi ecew ork basis) and all accompan"y ing pap ers that 
sp"eci.f'i"call."y supp"ort th"e exp"enditur"e. All. r ecord copi"es". 

136 . Stand . F orm l07.3 e, Pa y R oll t or Pers onal S ervi ces - 5 years
I ndustrial. (emp"l oye es on per h our, da y ,  w eek., m onth", or 
p iecsw"ork basis) and all a ccompanying pap"ers that 
specifically support the expendi tu.re. All record copi"es".-

137. St.and . F orm 1074b , Pay- Roll tor Personal Servi"ces - 3 years
Mis cellan eo us (empl oye es on per h our, ds.y, we ek., mo.nth, or 
pi ecew ork basis) and all a ccompanying pap ers that,
sp ecifi cally suppo rt th e axpendit. ure� All record copies. 

1.36". Stond. F orm 10?4"c, Pa"y Roll tor P ers"onal. S ervi"ces - 3 years
W.s cellane ous (empl oyo es on per h our, day , w eek ,  month, or 
pi ecevro"rk basis) and all ae"campanying pap"ors that · 
sp ecif icall y supp ort th e expe nditur e •". All record cop ies •". 

139 . Stand .. F orm llJ'74e , Pay Roll for Personal. S erv ices -
Jdis cellan80'UB (emplo ye es on p er h our., day, we ek ,  m oath, or 
pi ecew ork basis) and all ac cmpanyin g pap ers that 
apocifi"call"y supp"ort the exp"end"it"ur"e. All record cop ies". 

140. St and .  F om 1075 , pay R eceipt f or C ash Payment - N ot 3 ,-ears
Trans ferabl e (tor p er diem empl oy ees)". All r ecord copi es. 

141 .  stand. F orti 1076, Spe"cial Per Di.em., et c., P aym em. (N ot 
Trans fer abl e) (s ubv oucher) and ell ac cor.ipan y ing p ap ers that 
sp ecifi"call y supp ort th e expe nditur e. All. record copies .  

142". St.a.'ld. F oni 1077 1 S ch edul e of FUrlough and C omp ens at ion 5 y ears 
Dedu ctions . All r ecord copi es . 

12-i-2 I 
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GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 
OF THE UN ITED STATES GOVERNMENT COMMON 

TO SEVERAL OR ALL AGENC"IES 
13_-5No. __ Schedu l e  _ Page No._ 

I le� 
N o .  

T i t l e  a nd Desc ri p t i o n  Pe• lod of t .1 11 e  
Kind of C o p l e s  to b e  reta ined 

143. 

144. 

145. 

146 .  

147. 

148. 

149. 

1�. 

151. 

S tan d. FOl"m 1080a, Vou ch er f or A dj ustmen ts b etffl:llen 
App ropriati()n s an d/or Funds (mec orandum - ye llOIT) and ell 
a cco1:1.p� pap ers tha t  spe cifically supp ort th e 
a.dj"u. s tm ent. All. record copies. 

Ston d. F orm 10800, V ouch er t or Adjustm ent s  b etw een 
App"ropriati()ru, and/or Fun ds (memorandum of colleetian 
vou"ch er - gt:-o"en) an d  all a ccoopany-ill8 pape"rs that 
sp"ecifi"call:y, s upp"or t  th"e a djw,tmen"t. All record copies. 

Stan"d. F ol"!!I. 1081, S ch edul e  of A dju"s tment"s. All re"cord 
copies. 

S tand, F orm 1085, Publi c V oucher f or Reti.Nment R efunds  
erw./or Estat e Claims and all ac ca:npanying pape rs tha t  
sp ecifl. cal..ly support th"e up enditur"e. All record copi"es". 

S tan d. F orm 1086, S ch edul e or R etirement A.nmnty Paym"ents 
A ut�"oriz"ed. All record copies. 

s tan d. F orm 1089, Schedule of Advan ces". All record copi es .  

S tan d. Form 1090, Telephone Service Statement. All . 
record copies. 

stand. P' om 1091, Sumnary S ta tem en t  o! Tel"eph"on"e S ervi ce. 
A.ll record copies. 

S tan d. F ol'm 1092, Summary s tate::i."ent of Di sb ur sem"ent"s and 
Coll"ecti"ons by Offi"cial Pr oj"ects! All record copies. 

152• .  S tan d. ·F orm 1093, S ch edul e  of Dedu cti ons f rom Paym ent. to 

1.53. 

154. 

155. 

156. 

Contractor. All recor"d copies. , 

S tan d. F orm 1094, Un.1. to d  st.ates Gov ernmen t Tax 
Ex:amption Cer tifi cate. All record copies. 

S tand.  F om 1094b, Tabal at ion Sh eet (ins"ert t or Stan d. 
F_ orm 1094) • , All record copi es• 

Stmi"d. F orm 10940, U, s. Go vernm ent Tax ExeI:lPti"on 
Ident ifi ca t1"on Card . A1J. record copi es. 

S tmi d. F orm 1095, Summary Statement or Di sbur"sement"s an d  
Collections by Appropriation Umi ta ti on s. All record 

S years 

5 year:"s 

5 y eara 

3 19are 

) yea"rs 

1 year 

s · y ea ra 

·5 7ears 

.l years 

l y ear 

l year 

l y ear art.er 
turn"ed 1n 

cop"ie"s. 

1 2  J - 2 1-
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S c h e d u l e  N o . ""'5 __ Page No._!'3

157. Stand. Fom 1096, Schedule of Voucher Daduatione. All 
record copies. 

158. Stand. Form 1097A, Adjustment Voucher to Ef'fact Correction 
of EM-ors and all accanpanying papers that spec11'1.cally­
support the adjustment. All record copies. 

159. s�.oFo1'11o1098, Schedule of cancel.led Checks. Al1 
' record copies. 

160. Stand. Form l.099, Signature Card. All record copies . '  

161. Stand. Form i1.oo, Notice of Exeeptiona1 Reply' to 
Exceptions. All reoord cop1es. 

162. stand. Form llOOA, Notice or EXceptions; Reply- to 
Exceptions� All record copies. 

163. St.and. Form 1101, W.acellanaous Obligation Record. All 
reoord copies . ..  

164. Stand. Form llOJA, U.oS. Qovermn8Jlt Bf.ll.oof tading and all 
accmnpanying papers that specifically support the 
expend:!. t�. All record copies. 

165. Stand. Fonn 1107, Temporary Receipt in Lieu ot B1ll of 
Lading. All record copies. 

166. Stand. Form ll08a., Certificate in Lieu o! �st Bl.11 ol 
Lading. All record copies. 

J.67. Stand. Fonn 1109A, u. S. Government Bill ot_Iad1ngo· 
(contirmation aheet) (memorandum). Al1 record copies. 

168. Stand. Form lll3A, Pllblic Voucher for Transportation
Charges and all acca.ip�� papers tha.t specifically
support the expenditure. All record copies. 

J.69. Stand. Form ll.14C, Collection Voucher and all aceanpanying 
papers that. specifically support the collection. All 
record copies. 

" u t ion1  I • • c � l • u  For• 1 07 1SUPERSEDED 

T i t l e and Desc r t p t 1 on Peri od nr ttme 
t------------1[-l____r_t___....!.-.....;.,________....,..nd!'3 i •!'3

·No!'3 o!'3 op!'3 e!'3 to be r e t a ine d  

5 years 

S years 

5 yea.rs 

3 years after 
card revoked 

1 :,ear 

S yeara 

5 years 

5 years 

S years 

S years 
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TO SEVERAL OR ALL AGENCIES 
Sched u l e  No. _ __.5,.____ Page No. lS 

e•!, t le!, and!, De!, pt ion!, _!, Period nt LimelNt.!, 1-----------·!,:.....:T:...:l:...:.=-=-_!,:::..::.:.:::.......::....:..:..11:...c!,r:...:l:...!:.=...:..:..:..:...___:___!, ___� .o.!, Kind of Copiea to be reta ined 

l?O. Stand. Form 1.l23A, Voucher for Payment of Allotment ot Pq 5 years
of Civilian �s outside United Stat.es of America and 
all accompanying papers that speci�cally support the 
m:panditure. .All record copies. 

171. St.and. Form ,ll29a, Voµoher tor Pet-ty PUrcbases and all S years
accompmiying J)apers that apecificall.y support the · 
expenditure. All record �opies. 

1"72o. Treas. Farm U69, Request for Tranafer ot Fonda to 6 months 
Regional. Disblu-sing Office Acc_ounts. All rec6rd copies. 

173. Treas. Form U,73, Schedule of Tranaf'er to Regional. Office 3 year&· Accounts. All record oop:1.es. 

174. Treaa� Form 1474, ·schedule of Troasury Depoait111. All · S years
record copieso• 

l?S.  Treas. Form 1'712, Request tor Ad�stment of Prerious 5 years 
IncoITect App�opriations. All record �opies. 

176. Treas. Form 1718, Tabulated Schedule·:of' Notices ot . 3 years
Deceptions. W. record,- oopies. 

17? .  Treas. Form 1723, Daily SUmmary of Collections. All · 1 year ·record copies; 

178. Treas. Form l7'J"IA, Bond Issuance Schedule. All. record · 5 ,-ears
copies. 

179. GAO Form 2084, NotJ..ce of Ex:ception. All record copies. ) years 

180. GAO Form 2085, Rep� to �cept1on. All record copies. 3 years 

181. GAO Form 20t17, Statement ot Di!ferencaa. All record 2 years
copies EXCWDING retained copies in the D1v1don of 

· Disbursement, Bureau of Accountso, Treasury Depal"tment. 

182. · GAO Form 2089, Schedule ot Certif1catea of Settlement. 3 yearo
A1:1, reeo� copies. 

183. GAO Form 5022, Proo£ of Depository. All record copies. l year 

184. Treas. Form 6599, Certificate ot Deposit. All record 1 year
copies EXCWDINO retained copies in the Office of the 
Treasurer or the United Stat.es, Treasury Department;. 
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Wqt �ntional J\rc4i£ies 
�ll:Nlmgla:a1 25, �- Qr. 

CIRC�. LETTER llo. 47-3 .M�y 26, 1947 

To: All GoverI'II:lsnt Ac"encies 

SUBJECT: Issuan"ce or Revis"io n  A or G enertl S che"dule No. 1 for the 
Di"sposal ot Records Comnon to Sev"eral or All Agen"cies 

Th er e  is at"ta che"d to this circul"ar 1.et"ter a cop"y of Gene"ra l  S che"dule 
No. l ( Revis"ion A) for the disposal or re�o rds of th e U nite d  States Gov"emr.ien"t 
Co:illlOn to several or all agencies,  This s che"duJ.e has to do wi"th pe rsorme"l 
records. This revis io n  has been prepared to coIT es po nd to regulations of"the 
C ivil Serv ice Cor.un iss io n  provi ding fo r o ne Off icial Pe rson ne l  Fold er fo r ea ch 
F ed era"l enl!)loyee. It s up"ersedes the or"igin al G ene"ral S ch edul"e No. 1 iss ued 
Tiith C ircular Le"tt er No".46-1, Ma"rch lJ, 1946. Co"pies of th"e s upe"rse"de d  s ched­
ule sho ul d  be can celle d o r  destro y ed. 

D isoosal of th"e re"cor ds des"cri"bed in this s chedule h as be"en autho"rize d  
(H. Rept� 4201 80th Cong. ,  U>t seas.) un"de"r th"e provisions of the act of 
Congr"ess enti"tled "An Act to provi"de for the disposal of cer"tain re co rds of 

the U nite d  Sta"tes Gov"ernmen"t," ap"proved July 7 1943 ( �7 S tat. )60), as 
anen"dcd by a ct of Con gress approv"ed July 6, 194� ( 59 Stat. 434) . The dis posa"l 
a uthorization a ppl"ies to re"co"rds of the fore. or cha"ra cte"r s pe cif"ied tha"t e ither 
!l av e  accumulate"d or n ay accumula"te i n  the agen cies in"dica"te"d in the s ta temnt 
of a ppli cab il ity a t  th e hea d of th e s ch edule". I t  ap plies to s uch r eco rds a.r ter 
th e y  have bee n in ex is te nce fo r the perio ds of time s pecif ie d  i n  t he s che du le. 
Tho author izat ion is p erm iss ive an d no t mandatory. 

Thi s  r ev is ion of G eneral S che dul e No". 1 has been pre"pared primarily to 
.fa"cilit"ate complianc"e by agen"cies of th"e Gov"ernoen"t vrit"h the reg"ula"tion"s of 
the Civil'Sertice Commission w ith _r:espect to standard personnel folders , 

Th"ese reg ulations, iss"ued un der a uthorit"y v es ted in the Cox:ciss"ion by Ex ecut ive 
Orde"r 9784, appear in their la tes"t form i n  the F edera"l Pe"rso nnel Manual, 
Chapter Rl1 JS-)8". In part icula"r t he presen"t revis"ion of General S ch edule No, 1 
is in ten de d  to ass ist �g en cies in the p rompt disposal, upon th e t ransfer or 
se"para"tion or emp l�· ees, of do curi ents i n  sta ndard persorme l fol ders tJla t h ave 
be_?n defin"ed as 11I tempo ra ry-'" by the reg ulat ion s or th e C ivi l Se rvi ce Commissio n. 1 

"T ransf er" m eans,- as is set fo rth :iJl the Offi cial Pe rsonn el Fol der reg ul at ions, 
transfer 11 to anothe"r agen"cy, o r  to anothe"r o rgani"zat"ion wi"thin the- same agen cy 
( if the Offi"cial Pe"rsonn"el Fol"der is maintained by a differen t offi ce) . "  It 
sho ul d  be o bserv ed that modii'"ica tion o! the re"gula"tions by the Civil Service 
Commission i n  the fut"ure is poss ible, an:i tha"t if fu"rt:, he r  revis"ion of this 
s che"dule is ne"cessar"y it will be m.,. de". 

(o ve r) 
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The excl�io"n in item 16 of 11Ti.me and  Atte ndance Reoorts use d as bases 
for pay rolls" is inte"nde d  to cover reports subj"ect to aud"it by the General 
Acco'Wlt"ing Off ice", whic"h are file"d in the fiscal off"ices o f  most ace nc"ies". 
Docume nts that support pay roll vouch ers", i n  w hatever o f.ficos they are fil.e d, 
however, mlrJ not be d is pose d of befor e complet ion of audit of the relate d 
accounts except by permissio n of t he 'comptroller Ge neral, un der t he terms or 

Sect ion 9 o f  the Dispos al Act of July 7 ,  19LJ , c it ed above". 

T he att ac"he"d sc"he dule"'refers o nl y  to recor"d copies of documents. It is 
realize"d th"at many age"ncies do not f ile so�e of the p apers of the forms or 
ch"ar"acters soec"il'"ie"d i n  the ac"he dule an"d .maintain t hem aa reco"rd m ater"ial" . 
It is not the i nte nt o f  t his schedule to iI:Jpar t recor d ch.,.racter to documents 
previously def ine d  by your agenc y as no nr ecor d ciat er ial .  It s houl d also be 
note d t hat the sche dule applies to r ecor d cop ies wher ever f ile d  in t he 

dupli cates of p apers file"d in the 
agenc"y .  

Item No". exam ple, for 2, refers not only to 
pr"inci"pal i ndi"vi dual personnel folder th"at m ay be in the folder"
to duplic"ates thnt may be fil ed elsewhere in y-o"ur agency". Documents or cop"ies 
o f  documents tha.t may h av e  been ke"pt i n  your age"ncy merely for con"ven ience o£ 
re"ference an"d not for purposes of record m ay be d ispose"d of at the convenience 
o f  your agency. 

htte"nt ion is c alle"d t o  t he regul.ations o f  t he Nat"ional Archives Council 
approve d by the - Pres ide nt on Au.gust B ,  1945, and promule"ate"d by t he N at"ional 
Archives Counc"il 'o n  Aue"ust 15", 1945, which prescri"be t he metho"ds by whic"h 
the dis pos"al of r ecords t hat have been authorize d for disposal TD:J.Y be ef fecte d 
(12 FR 399)". 

I nsof"ar as the att ache"d sche"dule is applic"able to any recor"ds or you"r 
a gency it w ill not here"after be necess"ary to subm"it a disposal. list or sche"dule 
c over"in g  th8.J:l in or"der to o btain authoriz"at io n  for the"ir d ispos"al af"ter t he 
la ps e  o f  t he :i:criods o f  ti.me s pecif ied in the attache d sche dule. Arr., sch"edules 
pr"ev io usly appr"ove"d £or-indivi"dual ag"encies remain in effect even t ho ugh t heir 
r et ention perio ds vary fron those on this General Sche dule. 

Add"it"io"nal cop"ies of t he att ached sche"dule or informat"ion co"ncerning its 
appl ication may be o btaine d from t he reco rds off ice of the N at ional Arch ives 
having l iaison wit h your agenc y  or from the Sec reta;r,,1 s Office of t he Natio"nal 

Arch ives ( telep hone: National Ar chives" , extens io n 347) • 

- itself but also 

Archivist of the United States 

SUPERSEDED 
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GENERAL SCHEDULE FOR D ISPOSAL Of RECORDS 

OF THE UN I TED STATES GOVERNH£NT COHHOH 

TO SEVERAL OR All AGENCIES 

Schedu l e  N o .l <Revision A) Page No. ____ 

l teffl 
N o .  

1. 

2. 

J. 

...J 

T i t l e  and  D e s c r i p t i o n  _.,__________________;,.___ _______-!ltnd o r  C o p t e ■  

THIS SCHEDULE SUPERSEDES GENERAL SCHEDULE NO. 1 
ISSL'EC w.RGH lJ, 1946 

APPLI"CABILI1'Y OF TEIS SCl:EDULE: Tiu"s sche"dule applie"s t o  
all rec or d  c op ie s  of the ki nds spec if ie d  in all age nc ie s  of 
the G overnr.ie"nt except the Civ"il Serv ice COCll'ni"ssion a nd the 
B�re au of .Employees' Compe"nsat ion. W ith re spect t o  the 
Civ"il Serv"ice Cor..nission, it appli es only t o  rec"ord c0pie s  

in the D iv ision of Per sonnel relating t o  empl oyee s of the 
Commis"sion". l'/i th re5pect t o  the Burea"u of Er.ipl oyee"s 1 

Coope nsat ion, it applie s only t o  rec or d  c op ie s  in the 
Pe"rsonnel Sect"ion rel"ating t o  empl"oyee"s of the Bureau. It 
doe s  not apply t o  i nve"st"igative rec"ord"s pertain.i nc t o  the 
l oyalty t o  the U nite d  St ate"s of any Fe der al empl oyee or 
appl icant for a Feder al p osition. 

TYP"E OF RE CORDS IN CLUDED: Pe"rsonnel rec"or ds. 

U nsucce ssful nppl icat ions f or er.1pl oyme nt, a nd all supp ort­
inc p apor s  a nd c orre sp onde nce rel at ing theret o, EI CLUD:rnG 
rec"or ds rel"atinf; t o  app"ointment s  requir ing Se"nat or ial 
c onfirmat ion a nd other app"ointme"nt"s inv"olving Pre"si de"nti"al 
attent"ion. All record copie"s. 

Duplicates of p aper"s file"d in off ic ial. per"sonnel f ol der. 
Dupl ic ate rec or d  c op ie s. 

Applic"at ion"s f or le"ave { an nual, sick, 
supp ort"inr, paperJ". �11 record copies. 

and other) a nd all 

Leave r�c ord card s or a ny sur.u:iarizati"on of le avo taken by 
or o-,m d t o  an e□pl orcc.  All rec ord c opie s. 

Effic ie ncy ratinG rep ort s {3tandard F orm 51 or equivale nt).  
All record c opies l:<SLUDING the la.test offic"ial report pre­
;,are d on e ach se;:,arate d e!:!pl oyee. 

Period t1r li•e 
to be r e t a ined 

l yea"r 

J conth"s 

1 ye"ar 

J years after 
separation of 
employee by
t ran sfer or by
dep arture from 

Fe"deral serv"ice 

5 years 

Li"sts of efficiency ratings (Standan! Forre. 52 or equiv�lent • 2 yea"rs 
All rec"ord copies. 

N ot ice s of affic ienc�' r ati"ni; s. All r ec ord c op ie s. 1 ye ar 

a. Letters a nd teleera�� offering npp ointrr.e nt s. All reco r d  6 month s 
copfos. 
Welconinr, letters. /,ll record c onie s .  J r.i onths 
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GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

OF THE UN ITEO ST ATES GOYERN)4ENT COMMON 

TO SEVERAL OR ALL AGENC IES 

Schedule Ho. l (Revision A) 

I tem T i t l e  and De1cr 1pt1on 
No.  llnd or Copte1 

10. Letters or introduction. All r ecor"d copies. 

ll. Forms, memoranda, or other doemrents that request the 
assignment of personnel not specifically named or not at 
the time af suhniss1on employed by the agency and that 
have been witbdrall'TIc., disapproved, or not acted on. ill 
record copies. 

12. Papers submitted in examinaticns given by in"divi"dual 
acencie s to determine the suitability of eciployees for 
promotion or reass"ignm"en"t. All record copies. 

lJc,. Statistical work reports on interviews, separations., and 
other peraoJ"jI\el a ctions. Al..l record copies. 

14. Lists ot names for and papers relating to changes 1n 
employee and telephone directories. All record copies. 

15. Reports of tardiness. All record copies. 

16. Daily, weekly, semi-ccmthly., and monthly reports of 
absences aro time, EXCLUDING Time and Attendance Reports 
used as bases for pay rollsc. All record copies. 

TEUPCRARY RECORDS LISTED DJ OFFICIAL PERSOJN'El. FOLDER 
REGUL\ TIONS PUBLISliED DJ THE FEDERAL REGISTERc., FEBRtiARY 25,
1947 (12 FR 1335-1336).  THIS SCHEDUlE APPLIES TO THESE 
RECOWS YiHETHER CR NOl' TifEY ARE FIIED IN THE CFFlCIAL 
PERSONNEL FOUJ W • 

17. nequests for personnel action (may include formsc memo­.,
randa, or other documents tha"t propose appointments,
transfers, reclassificatia"lsc., prOCLo"ti ons, demoticns, 

s eparations, or ot her per sonn"el act ions affecting indi­
vidually naraed employ ees)., EX CLUD"ING those us ed as the 
official appointing documents or containinf; the e�loyee's 
resignation :ttatement. 

•ut l on a t  • r c h l u 1  ror• 1oi nSUPERSEDED 

Page No. __2__ 

Per i od or l l■e 
l.o be retained 

J mai.ths 

1 year 

1 y ear 

18 months or 
until annual or 
suzcrnary report 
prepared 

6 months 

18 manthS 

18 mon"ths 

Until trans! er o! 
an employee to 
another agency; 
or to an other 
organi zatiOD 
Wi"thin the sam"e 
agency if the 
Official Persame 
Folder 15 to be 
maintain"ed by
tha"t other 

organization; OR 
until s epara"ti on 
o f  the employee
from Federal 
surrlce 4 2-J-2')  



19. 

. . SUPERSEDED 
GEIERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

OF THE UIITED STATES OOVERNMENT CONMOI 
10 SEVERAL OR ALL AGENCIES 

8chedul e No . l (R&J181qn A) 

I t •■ Title and Deeortptlon 
.No. llnd or Copl •• 

18. Requests for Civil Servica Camnis:rl.on authority to effect 
persamel actims· aRi notices of approval. 

Required records for employment o! minors. 

20. Le tte"rs or release". 

21. Letters of reference arxi raspgnses to inquiries concerning 
prospective empl"oyees". 

22. Conduct reports far pay im:reases (periodic} •  

2J. Advance notices af personnel actions such as 
pay increase, furlough, reduction in force, 
of appointmentc, and the like. 

24. Notices o.f p rop"ose"d retirement. 

25. All personal debt correspcmdence. 

26. Deferment end draft correspondence. 

decotian, 
termination 

27. .l!iscellaneous correspondence contained 1n folders and 
not constituting permanent records as listed in 12 FR 133� 
1JJ6 an d  amm"dments the re to. 

28. Application for reemployment (after military service ar 
war transfer leave without pay). 

29. Bureau of Employees' Canpensation fonns, EJ:CLUDING 
Fonn CA-1 (!mplpyeeIcs Notice aC Injury and Original Claim 
for Compensation and �dical Treatment) or equivalent. 

Paa• Mo- �·-J__ 

Perlod or tl■e 
to be retained 

Same as Item 17 

Same as Item 17 

Same es Item l? 

Same as Item l? 

Same as Item 17 

Same as Item 17 

Same as I tem 17 

5 years ar same 
as I tem 17, 
whichever is 
shorter 

6 mC1lths or same 
as Item 17", 
whichever is 
shorter 

Same as Item 17 

Samet as Item l? 

J yea.rs or same 
as Item 17, 
whichever is 
shorter 

12-.) - 2 1  
0 1 1 t  lon1I  Archlwn For■ 107 uSUPERSEDED 
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,lllaatJiu�tuu �5. p. Cc. 

CIRCUIJ..n LETTER No. 48-1 July 7, 1947 

T o: All Goverru:-.e"nt Ag"enc"ies 

SUBJECT: Iss"uance of G enercl. S che"dul"e U o. 6 f or the Disp"o9al 
of n ec or<ls COIJCon 1. o Se ver al or All Agencies 

There is attached t o  this c ircular l etter a c opy of G ener al Schedule 
N o. 6 f or th e disp osal of r ec ords of th e U nit ed Stat es G ov ernme nt c1.>.c,vnon t o  
several or all acencie::.. Th"is sche"dul"e has to do with banbi.l.�tcs recorr.s oftU nite"d States c ou rts of bankrt!pt"cy. C opi"es ar"e tr"ansmitted oner G over"nme"nt 
ag encies, horre ver, f or th eir inforoati on a nd t o  ke ep c onpl et e  their files of 
be"neral schedul"es. 

Disp osal of th e rec or ds describ ed i n  this sch edul.e v.is authoriz ed by
C ongr ess June 30, 1947 (H. Rept". 743, 80th C ong. ,  1st sess . ) ,  under the pr�
visi"ons of the a. ct of Congress ent"itl"ed 11Ail Act t o  prov"ide f or the disp"osal 
of c ertain rec"ords of the U nit"ed Stat"es G overm.ie"nt," approved July 7 1943 
( >7 Stqt. J80) , as am end ed by act of C ongTess appro ve d  J�� 6, 19u5 (59 Stat . 
434) . The disp osal a uth or izati on appli es t o  rec ords of the f om or char acter 
�p"ecifl ed that either hav"e accw::mlat"ed or may accUlJU.l.2.t"e in Unite"d Stat"es 
courts of bar.krupt"cy aa incl.icat"ed in the stateoe"nt or appli"cability at the 
h ead of' th"e sch"edul e. It appli"es t o  !>UCh rec"ords after they hav"e bee"n in 
exis t enc"e f or the p eri ods or time spec ifi ed i n  th e schedule. Th e auth orizati on 
is pe:n::ri.ssive an d  not man&.t"ory .  

1\.tt"enti"on is c all ed t o  the reguktions of th e national Ar"chiv"es C ouncil 
approve,cl by th"e President on August B, 194S, an"d prol?!Ulgated by the Nat"ional 

· Archives Council on Aueust 15, 1945, which pres"crib e  th"e m eth"ods by v.hich the 
disp"osal of re corcls that hav"e b een auth"or iz ed f or disp"os"al ma� be eff"ect ed 
(12 FR 399). 

The attach ed sch edul e r ef ers only t o  rec or d c opi es of docum ents". It 
shoul d  als o b e  not ed that th e s ch ed ul e  appli es t o  rec or d c opi es wherev er fil ed 
i n  a Unit"ed Sta.t"es court of bankruptcy. Docume"nts or copies of docm:ients that 
�.ay have b een kept in such a cou"rt merel"y f or c onvenienc"e of r ef er enc"e and n ot 
f or pul"p os"es of r ec or d  may be disp os ed of at .th e c onvenienc e of that c ourt . 

Ins"ofar as th"e attach"ed sch"edul"e is applicabl"e it will not h ereaft"er be 
nec"essary f or a U nite"d Stat"es c ourt of bankruptc"y t o  s ubm"it a disposal list 
or sche dul e in ord er t o  obta in auth or izat ion f or t he d isposal of th e r ec ords 
alter t he laps"e of th"e p er iods of t ime sp"ecified in th"e atta"ch ed.sche"dul"e, 
Disp"osal. auth"orizati"ons obtai"ned by an i ndivi"dual co"urt in previously appr"oved 
sch"edul"es remai"n in effect even though t he approv"ed ret"enti"on p eri"ods may be 
short e:r- than thos e  i n  SIIPl!RSl!DED 

( over) 

https://accUlJU.l.2t
https://Goverm.ie


SUPERSEDED 

Additional co"pies of th"e atta ch e d  sch"edule o r  informatio"n conc"erning i ts 
appl"icat"io"n may b e  obtai"ned f rom th"e G ener al R eco"rds Off"ice ,  Just"ice an d  Court 

Branch, o f  the N ationa l Arc hi ves o r  f ro� th e S e cre"tary or t he Nat io nal .Areh ive s. 

Arch iv ist or th e Un ite d  Sta tes 

SUPERSEDED 
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SUPERSEDED . 
GENERAL SCHEDULE FOR D ISPOSAL OF- RECORDS 

OF THE UNITED STATES GOVERNMENT COHHOR 

TO SEVERAL OR ALL AGENC IES 
S c h e d u l e  � o .  ___ 6___ 

l L em T l L l e  and Des c r i p t i o n  t-------------_;..,_..;;..........::.__��----------t
N o .  K lnd! o r Co p t e a!

APPL"ICABILITY OF THIS S CHEDUU;: '!hi"s schedule applies to 
reco"rds of Unit"ed Stat"es cou"rts of ba nk ruptcy: dist"rict 

courts of the United States and of its possession_s (other 
than ap"pell"ate court"s)", and the Dist"rict Court of th� 
U nit"ed St"ate9 for the Di"st rict of Columbi"a. 

LNrRE� Th is sch"edul"e autho"riz"es the dispos"al of the bank­
ru"ptcy reco"rds desc"rib"ed i n  th"e items numbe"re d  l th"rough 10 

below. But these items are not to be co nst"rue"d as apply"il1g 
to miy of the following b2. nkru ptcy reco rds of e ndurin g  
value: 

(A) Dock"et books, .m inute"·books, order book"s, an"d silr.ilar 
reco rds of clerk s  of - cou rt, registe"rs an d refe re es in 
ban'kr"uptcy co"nta"in ing i:-eco"rds of f iling"s, proceedings,
an d  actions tak en in c ase s, an d in dexe s the reto". - . 

(b) Registe rs '  and ref erees"' cl aims re gisc ers and dock�ts, 
an"d simil"ar summary reco"rds in variant form, showin"g 
the f ili"ng an"d allOffll!lces of cl"aiits an"d the dist"rib"u­
t�on to c re dito rs. 

(c) Recorded co pies of trustees' dee ds, resolutio ns on 
composit"ion, and aa_s�gnments of' bankrupts 1• effect.a. 

(d) I ndexes in book o r  othe"r form to bankru"ptcy c ase"s and 
procee"dings". 

(e) One �opy of c re dito"rs"1 o r  debto"rs '  petitioos for bonk­
ruptc:, and o ne copy of e ach amen dm ent a nd of e ac h  
demur"rer, �lea, o r  answe"r th"ereto, exc"ept ins,no-assets 
co"ses". 

(f) On e  set of debto rs' sch edule"s of ass ets an d l iabilities 
an"d one copy of e ach an:en"dm"ent the"reto, except in"n� 
assets c ase"s. 

(g) Dec ree"s of a dju"dicat"ion of b ankru ptcy an"d o rde"rs of 
refe"rence, exc"ept in no-as"set"s c ase"s. 

(h) Reco"rds d i� ectly pertainin& to th"e title of real estate 
in ca"sea i.nvolvinc a ny inter"est in real e state 
(inclllding hom estea ds, dowe r and the like}, incl uclingJ
but not liinite d to, all or de rs fo r th e sale · of real 
e state an"d o rde"rs of confirmat"io"n of such sale s. 

•1at  lona  l A r c h fv • �  For• 1 0 1  nSUPERSEDED 

Page No. _.]__ 

Period o r  time 
to be r e t a i ned 
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SUPERSEDED 
GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS 

OF THE UNITED STATES GOVERNMENT COMHON 

TO SEVERAL OR All AGENCIES 
�ehodul e No . __......____ Page No.  ___2 _ 

I tem 
N o .  

1 .  

J .  
, 

4, 

T i t l e  and Deacrtpt 1on
t----------.....;;..;;.;;.�K�1��d=-�t�C��p�1��a�:.:.:.-----------1 

n oo o eo

(i) Or de rs of disc"harge of ba nkru"pt s, exce"pt i n  no-a"sset"s 

'ca se s. 

(j) · Teati.m ony of ba nkru pt s  and witne sse s bef or e  refe ree s  or 
equivale"nt pre"dece"ssor offic"ial"s, or ot"her off ic"ial s, 
exce"pt in no-a"sset"s ca.9e s ". 

(k) S1..Ul?nal"J' rep ort s of tr ustee s, audit ors, and apprai ser s in 
bankr"uptc"y on the admini stration, l iq uidati"on, a nd 
distribut ion of ba nkr upt sI estates. 

(1) Pa�"rs in ca"se files pertai"ning t o  lit"igati"on in bank­
r uptc"y t.rial c ou rt s, con"si sting of one rec ord c op y  of 
each of the f ollowing i ndiv"idual pa"pe"rs: specificati"on s  
of objection"s t o  di"scha"rge or bankr"upt"s; re"port"s of 

refe"ree"s as Special Canm"issiooe"rs on issues of spec"if"i­
catioo"s, a ppl"ication"s an"d or"der"s of t rial; statement"s of 
fact"s, brief"s, te"stim"oey, an d  depositi"on sj an d  final 
dec ree s, orde rs, or opinicne. 

(m) Pape rs i n  ca se file s 1n bankruptc"y p roceedin"gs a ppeale"d 
f rom c ou rt s  of bankr uptc y, c onsi sting. of one rec ord c opy
o£ each of the f ollOl'f'ing i ndivi dual pape rs: pet it ia, s on 
a ppeal; w rit"s of e rror or bill"s or exce"pti"on; c opie"s of 
tran"sc"ript s  of rec ord (when available) ;  man"date"s of 
a ppelate"c ourt s; and or"de"rs a nd not"ice s  of settlem ent of."· di st rict c ou rt s.J 

C redit"or s• p roof s  of cla"ims an d  debt"s and sup"porti"ng pape"rs 
in a ll  ca ses". All rec ord copies. 

Cance"lle"d check"s and vouc"he"rs in payme"nt of divi"dends t o  
creditor s  an d  of official fee s, c ost s, a nd expen se s  �f bank­
ruptcy proceedings in all cases. All record copies.c· 

Du pl icate s of pape� s filed in all case f ile s. Duplicate
record c opie s ". 

Pape rs in bankruptcy ca se file s ( othe r t han th ose c ove re d  
by item"s 1-3 above), EXCLUDING f ile"s an d  pa"pe rs in procee"d­
ing"s {or a c om positiCll or exte"nsion, f or t he re"organization 
of a c orp"oration, f or a n  arran"gement, f or a r eal prope"rt"y 

1SUPERSEDED 

Period or time 
t.o bo r e t a ined 

10 year"s afte"r 
cl"ose of case 

10 yea.rs a.!ter 
close of case 

10 years afte"r 
close of ca se 

10 year"s after' 
close of ca"se 

1 2 -J -2 I 
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SUPERSEDED:.. 

GENERAL SCHEDULE FOR D ISPOSAL Of RECORDS 
OF THE UNITED STATES GOVERNMENT COMMON 

TO SEVERAL OR ALL AGENC I ES 
Schedule No.  ___:6__ Page N o . �J 

Period or time 
to be retained 

i tem T i t l e  and Deacrlpt1on 

arrangeJtent, for a railroad adjustment, in proceedincs under 
Sections 12, 74, 77, 77B,' and Chapters IX, X, XI, XII, and 

XV of the Bankruptcy Act or 1898, as amended; and pape"rs 
di re ctl y pe rt ainillE t o  re al e state in ca se s i nv olving any
inte"re st i n  real e state, i ncl uding home"steads. All re"cor"d 
cop ie s. 'nle se p ap ers nornally consi"st af: 

Affi davits and orde rs t o  show cause". 
Allomm ce s, Affi davit s f or petitim s f or. 
App"rai"se"rs, Oath"s ar. 
Appr ai se rs, Orders approving repo rt s  or. 
App rai sers; Or de rs t o  p ay. 

· App rai se rs, Petitim s  an d  orders for appoint�ent of". 
Assignee"s, � Truateee". 

B ankruptc"y, Affi"davit"s and orders stay"inc p roceedi"ng"s or". 
Bankrupt s, Certifi cate s o! p roceedi ng s f or di sch arge of . 
Bankrupt"s, N oti"ce s  of appear"an"ce in opposition t o  

· discharge of. 
B ankrupt s, Oe.th s of, take n b ef ore final di schar ge .  
Bankrupt"s, Or de rs for the examination of. 
Bankru"pt s, Or de rs t o  shaw cause agains"t di"scharge of". 
Ba nkrupt"s, Petiticn"s f or di"scharg"e or. 
B usi"ne ss, Petitim s and orde rs t o  conti nue .  

C awie, Or de rs t o  shO'l'I'. 
Car.moo orde"rs. 
Creditors, App1icatiai.e and orders f or meetings of" . 
Credit ors, Noti ce s  or m eeti n gs- of. 

Debtors, Or-ders of def"ault of, and exte ndi ng tim e t o  file . 
Di sp osse ssment p rocee di ng s, Or ders stay ing". 
Di sp osse ssme nt p roceedin"gs, Petitim"s and or"de"rs t o  shOff 

cause why, sh"oul"d not b e  stayed. ,
Divi"de nds, t�"oti"ce"s af de"cl"aratim s  of. 

Lette rs a nd powe rs of att orneyli. 

Messengers, Warrants to and returns of. 
Mo nie s, Ce rtificate s f or balan ce of, deposite d with cle rkf 

of court. 
1loticn"s, Noti"ce"s of. 
Uotian"s, Orde"rs de"nyi"ng .  

Newsp ape"rs, Orders de"si gnat"ine, f or publication of noti"ces 
Notices, Affi"davit"s and p roof"s of publication of. 
Notices, Affidavits of maillJli,.._of• 

IZ-J-21  
0 1 1 t l on • I  A r c ll l v o ,  For• 1 0 7  1 1SUPER:.EDED 
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.i SUPERSEDED ....-

GENERAL SCHEDULE FOR D ISPOSAL OF RECOR�S 
OF THE UNITED STATES GOVERNMENT COMMON 

TO SEVERAL OR ALL AGENCIES 
�chedul e  No. __�6,.___ 

I tem T i t le and Descript ion t-----------=...:..:..:...:.._.:::;:::_....::..:..::.:..:..:.a.!:11..:.:..:.:.:..--------�NO• K.1nd or c opl 

Petition s, Plea s f or dismi s sal or, a nd orders ove rrid:ing · 
plea"s .  

Proce"s s, Mn."rshal"s 1 affidavits of service of". 
h oof"s of clai.I:is and debts with secu"rity, Dep"ositi"on" s f or. 

Receivers, Petition"s and orders authorizing, to retain 
c oun"sel". 

Receiver"s, Petiti"on"s a nd orde"rs directing, to delive"r 
p roperty . 

Receivers, Petiticn"s f or and orde"rs of app"ointment of. 
Receive rs, Orde"rs f or d�sch"ar�e of". 
Refe"ree"s, Ce"rtific"ate"s of, f or ext"ra all"owance"s .  
Refe ree s '  ce rtific ate of bankrupts '  c onf ormity with the 

la.w" and title t o  di"scha"rge. 
P.efe ree s, Conse nt of petiti one rs to payment of fee s and 

c ost of". 
Refe ree s, Motions to set a side rep ort s of . 
Refe"rees, Orde"rs denying m otion"s to set aside rep"ort"s of .  
Refe ree"s, Orde�s e oncerrunc fees of". 

Registe rs,"� Refe ree s .  

Specification"s,  stipulati�"s and orders extending ti.me to 
file". 

Subpoenas. 

T ru stee"s, Acce"ptance"s ' of app"ointment by. 
T ru stees, Acceptance s of bankrupt s '  effects by.
Trustees, Assignments o.f bankrupts' effects to. 
Trustee"s, Notification of appointment of". 
Tru"stee"s, N otice"s of filing and settlement or final 

acc"oW1ts of. 
Trustee"s, Orde"rs allowing acc"ounts and di"sc"harge of'. 
Tru"stee"s, Orde"rs app"roving b ond"s of". 
Tru stee"s, Orde"rs 6"rant1nc all"owa"nce"s f or attorney"s of. 
Tru"stees, Petition"s and orders app ointing attorney"s f or. 
�ru"stees, Petitima a nd · orde rs app"ointing" . 
T ru stee s,  Petition s of, f or compen satim of service s .  
Tru stee s,  Petiticn s to, to exom.1.ne bankrupts". 
Tru stee s,  Receipts of, f or d ocuments and pape rs delive red 

. by ref ere es. 
Tru stee s, Rep orts and ret�rn s of, w he n  no a s sets 1'i8 re f ou nd .  

Witne s se s ", Affida vits f or orde rs and subpoen as f or the 
examin o. ti a, of. 

Thi"s auth"orlza.tim applie"s to the stated type"s of rec ord"s oj
official"s ha"ving title"s othe"r th"an th"ose listed but pe"rf"orm­
ing t he sar.e functions. 

Page No. 4 _ 

Period or t i me 
to �e reta ined 
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.. SUPERSE.DED'-

GE•ERAL SCHEDULE FOR D ISPOSAL" OF RECORDS 
OF TH£ UMITED STATES GOVERNMENT COMMON 

· TO SEVERAL OR All 4GfKClfS 
ScheQu l e  No .  __ .......___ Page No. _�5__ 

I to-
' No.  

6. 

8 .  

9. 

10. 

T i t l e  and Desc r i p t i on 1----------....;;.�:..:..--=.:.:.=....;;;...;;..;;;...;;..::....:..!;...;.......;;.;.;__ _ _ ----I _Kind of C o p l e s  

Fil"es an d  papers in p roc"eedings fo"r a canposit iai. o r  
ext"ens"icn, fo"r th"e reo"rga"nization of a corpo ratio"n, fo"r an 
ar rang err.. ent, f o r  a real p roperty n rrangem ent, fo r a rail­
road adju.stm"ent, in p ro ceedings u nder Sectiims 12, 74, 77,
77B, and Chapters n, X, XI, XII, and XV of th"e Bankruptcy
Act. of 1898, as amended; Ex:CLUDDIG records covere d by 1 terns 
l-3 abov e; an"d all records of endu"ring value, listed abov"e 
under (e) th"rough (m). All recor"d copies. 

Debto rs ' and credito rs '  p etitims fo r ba nkruptcy a nd 
debto rs '  s ch edul es of ass ets an d l iabil ities in no-ass ets 
cas"es". All reco"rd copi"es. 

Rough min"utes, order booY.s, and oth er book reco rds pre­
limi na ry in f o rm whi ch have been transcribed in fi"nished 
form in other  book reco rds whi ch ar e  retain ed. All recor d 
copi es. 

Ba nkruptcy "tickl"er" f il es o r  volum"es showin� cu"rrent 
st atus of barutruptcy cas es.  All reco rd copies. 

Ju dg es ' bankruptcy do ck ets, whe n dupli cated by official 
cou rt do ck ets. All reco rd cop ies". 

Calendars or bankruptcy p ro ceedings". All r ecord cop ies.  

Period or t1•e 
to be �etatned 

. 
. \JO ye"ars after 

clos e of cas e 

JO y ea rs aft"er 
clos e of cas e 

10 y ea rs aft er 
trans"criptio"n 

1 0  y ea rs after 
clos"e of cas e 
o r  date of last 
entry 

10 years after 
date of last 
entry 

10 y ears after 
dat"e of la.st 
entry 

1 2 -J - 2 1  
' • • t \ o " • '  A r c h l v • •  Fo,11 1 0 7  ,SUPERSEDED 
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CIRCULAR LETTER No. 48-2 Hovember 28, 1947 

To: All Gov"erm:wnt Aeencias 

SUBJF,CT: Re"co"rd Ch"aracter of Map"s, and th"e A ccessioning Polle"y 
0£ tho Nat ional Arch ive s i'l ith Respe ct to Them 

Q uest"ions have f:r-eq"uently ar is en a.s to whethe"r :naps o r  othe"r cartographi"c 
mat� ri.:ils in tho pos s�s9 ion of Fed eral. agen cies arc ro co rd.s of the Fed eral 
GO",errunent and hen"ce !:l ubje"ct to prov'.1. sions con"cerning rc"co"rus contained in Act s  
oi' Congro:;s, regulaticms of the ilational A rchi ve s  Cow,cil, and EY..e"cutiv"e orders. 

The onl"y statutory definit"ion of re"co"rds of t he Federal. Govarm;ient is as 
follcnra: 

lihcn \lllod in this A ct, the ffl>"rd 11records11 includes all 
boolcs, pape:z-s, maps, photo�aph"s, or other docUDCntaljr ma� 
rials, reg a.l"dJ.ess of phy"sical fora or characte"ri"st"ics, Dade 
or received b"-J any agen"cy of the United states Qovcrrccnt i n  
p ursuan"ce of Fetle"ra.l L:nv o r  in conne"ctio"n lt'i.th the t ra.J19a"ction 
of publi c bus ine ss antl p reserved o r  approp riate fo r prcserva,.. 
t ion b y  that agen"cy o r  its legit"i.mate s uccesso"r as �iden"ce of 
tho o rganization, fw,.ction�, poli cies, d ecisioruJ, pro cedu re s, 
operations, o r  othe"r a ctivities of th"e Go"verI1!:lent o r  because 
of the info::.-:Jational value of d ata contain ed the rei n ". Library
a.""l<l. museura niaterial md e o r  a cqu ired and p r()served sole� fo r 
referen"ce o� exhibition purposes, extra cop ies of do"cuments 

p rc::;erv ed onJ..y fo r conven ie nce of refe"ren ce, and stocka of 
publi cation!) and of p ro ce5sed do cument s arc not in cl uded 

,ti.thin the ciei"i:ti.t"ion of the wo"rd •�rc"co"rds11 a s  used in this 
Act. -- An A ct to o ro"vide fo"r"t.ho disposal of ce"rtain re cord"s 
of the, Unit�d States- Govern:nent, app ro ved July 7, 1943 ( 57 St"at .  
380)". 

Th"e pu.-po"sc of th.is l ette"r is to a ss ist Government agcn"cie:1 :in a pplying 
th"e concepts in th is <iefinition to cap s and othe r cartoera!)hic materials. 

R eco"rd Cha"ra"cte"r of Uaps and D esignation of R ecord Copies 

It should be nottd that the e s5ent"ial feature of tho d efinit"ion q uoted 
abo ve i s  that in o:::-d et to fall with in the cl.ass of oater ial.s con side red 
11 re"co"rds 11 a document r:mst h.lve be"en made o r  re"ceiv"ed in the t ransa"c'tio"n o£ 
offi"cial bus"ine"ss a nd d eliberatel"y p re served be"cau se of its evid ent"ial o r  
i.nf'ormatio.c.tl. val"ue. It should b e  parti"cularl"y not"ed that 11ext"ra copi"es 
• • •  p roserved only to"r comenience of refe"ren"ce, and stocks of publ"ications 
and of p roce"ssed do"cUJhents axe not • • •  1 reco"rds 1 • • •  11 
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In a pplyi"ng the le"g.al definit"io n  quot"ed abov"e to cartogra"ph ic mat"erials 
a difficuJ.t problen ar ises i n  conn"ect"io"n wit"h th"e det"ermna.t"ion of the record 
or n onr ecord character ot preliminary ar int em.ediat e mator iw use d in maldng 
a f inal ma p. Thi"s catego"ry incl"udes suc h  th"ing s  a s  manuscri"pt fi"el d  not"ebooks 
of surv"eys, triangulatio"n an d  other co:-;qmt"at"ion"s, an d  11fair dram.ng"s11 for indi­
v id ua l  color plate"s. The physical mediwn on whic h t he co nte"nt is upressed cay
co"nsi st of a number of for.n"s diff"ere nt from t he dominant paper", such as metal. 
mount, Bri stol boa.rd , clot h, an d  photogra phic pa per. It is not po ssible  to 
giv"e a sin"gle", sim!) le, ol" complet"e ansvmr to t he que"stio"n as to whet"her materials 
of' this kind have a recor d c haracter . The ex peri enc e of t he Nat iona:L Archi ves 
indicate"s that it i s  de"sirable to detercri..n"e each suc h  case o n  it"s m er it s. The 
experie nc e  an d  purpose"s of the i ssu"in g  a gency will", or COW""se, b e  a paramount 

.factor in mak"in g  suc"h determinations. 

Excluding s uc h  inte:rme diat e materials, map s � be d iv ided in to c ertain 
main cla"sses, as f'oll.Cffl'9: 

A• ttl\.PS USUALLY OF RECORD CHARAC'l'ER 

1. lla ps t hat have not been rinted or otherwise re roduced in m.Jr:1.bers. 
Manuscript maps ona e o s c a. n a 1.on manuac p maps 
there l:l.'.l.Y be inclu"ded i n  t hi s  cat"egor"y pr"inte"d or proc essed ma:>"s on whic"h manu­
scri pt chan"ges, a dditions, or annotat"io"ns hav"e b een made for record purpo"se"s, 
or whic"h bear m.mu"scri"pt signatur"es to i ndicat"e offic"ial ap pr oval.. Also to be 
consi"dere"d a s  £al.ling in thi"s cate"go ry  aro aey single print"ed or proc esse"d map"s 
that hav e be en attached t o  or interf il ed wit h other d ocU!llent s or a r ecord char­
acter or in"� way mad"e an i ntegrru.. part of a body of Ncord ma.t"erial.. 

It may be acc epte d as a gen eral rul e that all. ma ps of thi s class pr epar ed 
b y  a Fe deral agency or acquire d by it in conn ect io n wit h the con duct of it"s 

. buf1ine ss are records of that age nc y .  

Exarapl.es of t hi s  category or ma ps are a s  follOW3: 

Manuscript field maps madf'I in conn"ectio"n wit"h the surve"y s  b y  a.rm;y
to"pogra"phic engi"ne"er"s for a rout"e to b e  used for t he Nat ional Road. 

lia.nUScript ma ps of I ndian re servat io ns pre pare d  b y  t he Off ic e of 
I ndia"n A.ff'a"ir s. 

?Jan:u�cr"ipt right-of-way map"s sb"orring the offic"ial. route or landr­
grant railroads as sub..-nitted to an d  a pprov ed by th"e S ecretary­
of the I nt erior a • 

U nite"d stat"es set of the m anuscri"pt maps embodying surv"ey"s o r  a 
portion of t he U nite"d Stat"es-Canadi"an boundary, a ut hent"icat"ed 
b y  t he Boundary Commi ssioner s. 

s et or G erman lar ge-sea.l e top ographic map s showing t he ordel' of 
battle on the Western Front in Europe on J uly 15', 1944, captured
from the Germans b y  AlJer ican troo ps. 
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P rint ed s heet s o£ a map of Lati n Am er ic a  attac hed t o  manusc ript. 
repo"rt"s o n  rubb"er in the .AJ:iazo"n Ba.sin bf t he Rubb er D evelopm ent 
Corporat"io"n of t he Reco"nstructio"n Financ"e Corp oration. 

2 .  Print ed or roc es s ed ma: s in t he cu.st o! th e e whic h 
thei wor e ia"s • g enci es i s su e  p n o r  p roc es s e  ma ps a o pie or 
facilitate their administr"ati"ve organiz atio"n, (b) for th"e us"e of staf'f memberrJ 
in carrying out their,iagenciesi1 substantive progra.11S, or (c) pri.I.!ari"ly as a 
s ervic"e to t he public. In determ:inine the record c h ar acter of a printed or 

pr oc es s e d  cap it i s  nec es sary to consi der it s o rigin, c usto dy, and us e. 

It is � s s ential tu prop er r eco rd s  manac;eme nt for ea.ch m.'.lp- is suing age ncy 
to establisn an d  maintain a s egregat"ed and complet e  s et of a1l. printe"d or 
proc"es"s ed .m.'.Lp s  is"s"ued b-; th"e ag"ency, to s erv e  as th"e record s et. Thi"s record 
s et w ill COJ'lSi st of one CO?Y of eac h p rint ed map i s su ed. Thi s s et shoul d in 

no c as e  b e  �onfU s ed or int ercti.ng led \Ti.th stocK or surplus copie� o r  i nt erfii ed 
,ti.th map"s nc"ei ved f ror.i ot"her ag"enci"es .  Stock c op ies a.re not records. It i s  
part"icuh"rl;t importa"nt that on"e co"py of each edit ion of eac"h pr1Jlt"ed or p roc"es"s ed 
map be r etain e d  in t he recor d s et .  

Recor d c opi es of textual mat erial s th at b ea r  o n  the prep arat ion, COlilPila,..
tio"n. editi.?\g, o r  pri"nting of map"s, such as p roj"ect fo"ld er s  co"n�:ining specii'i­
c atiorui to be foll�"d an d  app"rai"sa"l of s ourc"e i:-..:i.t er!als to be u s "ed, as trell as 
pri nted explan atory d escriptions, should b e  pr e� ervctl wit h th e body of rap s to 
whic"h t hey � el.at"e. 

Examp l� s of rccor d," 9"et cap s fa llin g  in the ab ov e cat ego ry ar e: 

G«;n"eral Lan d  Offic"e ( nOTr Bur eau of Lan"d llanag"eo"ent) reco"rd s et of 
it"s I!l.l. ps of th"e i ndividu.:i.l. public-land States. 

Fo"re:::;t SOl'"'lic"e r eco"rd s et of its map"s showi"ng the ind"ividual nationa1 
fore"st s .  

R�cord s et of lar�e-oc al e  topographic ciap"s of variou"s coW1t"ries 
throughout the ,rorld originally coapil"ed an d  printed by th e 
G eographical. s ectio n, G eneral SW£, War Offic e, Lo ndo n, but 
oveirprinted by the Army ll.-ip S ervice, rrn"r Department, n ash"ingto"n, 
D .c . , Tri.th info rr.ntio n fo r the sp ecific us e of Un it ed Stat es 
cocbat troo ps .  

Post Offic"e recor"d s et of map"s of i. ndiv"idllaJ. state"s or group"s or 
States shom.ng means a nd f requency of transportation of Unite d  
Stat"es mail. 

Ariy Gov"ernme"nt agency 1 s r eco"rd s et of map"s shorri.ng fi"eld or di"strict 
offic"es o r  instal.1.1.tion"s and boundari"es of field re"gions. 

B.  1N'S USUALLY OF NOHI1F.CORD CHARACTER 
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It i.s otlviouso oi' cour:1e, that trc.:i.tine; a rri:olc coll ection as e. l ibrc.ry ., 
or referenc e collectio:,. ar.tl henc e as nonrecord i n  character is possible only
if the distinction bet;·reen mp::; preserved for 1·ocorci. purposes and tho::;e pro­
:;crvcd for reference pt1rfo::;cs ha:3 been c.u-cfully mintci.nc d .arul c-.ap s  or th"e 
t,·:o ty:.Jcs havie not been interfiled. 

Acce::;sioning ?olicy of the iJational i1rchives 

It is the pol icy of t he Uational l1rch ivu::; to .acces sion Fcdcr.:>.l records 
of enduring vaJ.uie tr..,..,_t arc noncW"rcnt in re lation to t he act ivities in connec­
tion ,rith ,·,hi.ch they .-.--ere accur.ruJ.iatcd. All recorc.ls v2.lucs will be t;:i.l:en into 
account in detcrmir.ing vrhet her records h.1vc sufficient iantlurin� va!.ue to jnstLf'y
their tr:crisfcr to the l!atioml f: rclti.vcs. S uch vo.J..ue::i carmot be defined with 
universal appl icability. It should be not ed, hcr.-:evcr, that research value m;;i.y
be defined in cor t:tin c.:i.s cs in tcins of the 1:l.'.ltcri;JJ.s thct:1:-:;elves., sucih as si6-
ni.ficance in t he dcvclopt:cnt of techniq"ues and their use by the Governm"ent, and 
i n  other c as2::; in turr.:s of contc.:nti., ui th the sc.ue coru::; ider2.tio:ns of valuo as 
are applicable to te:-:tual record::;. In e enercl i 1.. !.1a�· be ::.cid that moct mps
th,,.t have a record char�ter ,till. be considered to rov e endurin� value. The 
proportion of IM.ps uf a record character not elir,ible for acc essioni�� by tho 
i-iational Archives because of insuffic ient leg.:i.J.., resc�rcl:i or adni.JiJ. stra.tive .,
valu e is ITD.lch sncllcr thilil is t hat of rJost rccorus of other types. 

The National Archives considers it highly dosirable that inde."'{ reaps, card 
indexesi lists, c�t�logsi or other finding aids to the records t hat �ay be ., .,
helpful in using or servicin[; themo accompany any maps or other c::i.rtof;l'8.phic.,
materials thnt it accessions. 

Additi.onal I nfor,,ation 

For further in!'orraation concerni:i.g prob-!er.is arisin� in connection with 

matters dealt wi.th in t his c ircular, calls should be directed to ·.-;. L.  G.  Joerg, 

362 ) .  

Archivist of the United S tates 

I 
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GENERAL SERV"ICES A.DMINISTRATIOll 
Wsshing"ton 25", D .C. 

November 2, 1951 

FEDERAL �OJIDS RF.GULATION NO. 1 

TO: H9ads of Federal Agenciecs 

SUBJECT: General Schedule No. l ( June 19.51 Revidon) 

1.  General. Tbie Regulation promulgates General Schedule No. l ( June 1951 
Revision), copy attached, relatin8 to certain records common to all 
Govenmient agencies. 

2. Authority. General Scredule No. 1 (June 19.51 Rsvieion) 11B ieBUed 1rl 
accordance with section 505(b) of the Federal. Records Act or 1950 
(41 u.s.c. S upp. 284(b) ) ,  whi ch prov ides t or the establ.iEbment by 
the Administrator of General services or etandards for tbe selective 
:reun"ti on of re cords or c on tin"uing val"ue, and section 4 of the e�al.led 
Records Disposal Act of 191.3, as amended (44 u.s.c. 369), which author­
iEeB tbe preparation of general schedules. Disposal of Government 
recorde liBted 1n thie schedule ae not of continu� value has been 
authorized by the Congress by H.R. Report 716, 82nd Congress, 1st Session. 

3.  Coverage o! General Schedule No. 1 .  This schedule describes records 
relating to civilian personnel which are oonnally maintained by Federal 
agencies, including those which are required to be maintained by the 
Federal Personnel Manual and by applicable General Regulations of the 
Cmptroller General. The records are grouped in t•o sectiona : 

a .  Tboee records which are of endu.ring value and are to be 
retained i.r!.de!initely; and 

b. Thorse records which are not of enduring value and 11b ich should 
be disposed of after they- have been in existence for the periods 
of time specified in tbe echf.lcule. 'fhe authorization to dispoee 
or them is permissive rather t ban mandatory, al.though compliance 
With the disposal provisions will reeult in orderly recorde 
retirement practieee .  . D:l.spoeal authori:mtione obtaiced by an 
agency in previouely approved schedules remain in effect al though 
the r-et.ention periods may be shorter than those provided for 1n 
tb"ie schedule. 

Pennil5sive provi.sion is made, where applicable, for the transfer of 
records to a Federal Records Ce�ter !or storage and servicing. Records 
deaignated £or transfer to a Center ehould be beld until a substantial 
quantity exists to avoid scattered transfers of email groups or files. 
This schedule aleo indicates an appropriate manner of filing each type 
of record so as to facilitate m.e.ximmn effectivenees in its application. 
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4. M44tional Copies and Infonnation. .Additional. copies or General 
SChedule No. l or information concerning its application may be 
obtained by ccmmunicating with the Records Management Divitlion, 
National Archives and Records Sel"Vice, General Services Adrn1 n1 s­ f 
t,ration, lfashington 25, D. c. ;  telephone Republic ?'j()O (Govern­
J118nt Dial Code 151), extension 5185. 

5. §!?rseded MateriBl . General Schedule No. 1 (June 1951 Hllvision) 
supersedes Revision 1 of General Schedule No. 1, ietn1ed by National 
&,rcbiTe& Letter 47-) or Yay 26o 194'7o and General Schedule No .. 7,,. ,. 

issued b)" National Archives and Record.a Service Cil"Cula.r :Ro. 2 
of May 15, 1950. 

6. yrectiTe Date. 

Attachment 

This Rllplation 1a efteot.ive :lmmediatel;y. 

JB88 LARSQI 
Adnd n1 at.rat or 

.... 
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GEKERAL SClim.JU MO. 1 ( JUNE 19.$1 _REVISION) 

Personne1 Records 

Scope or this Schedule1 Thia schedule supersedes Gem ra.l. Scledule No. l (Revision A), iseued by National 
Archives Cir1:ular Lett.er Ho. 47-) of Kay 26, 1947, and Oemral. Schedule No. 7g issued by National Archivee 
and Records Sel"'V'i.ce Circular No. 2 of Kay 15g 195o. _ It governs the retention end disposal of all c opies of 
records relating tti civilian persc:nnel wherever located in an agmcy, exclusive of (1) copies included in 
disbursing account.I:,, (2)  copies of lD:yaJ.ty and other investigative files, and (J) records of the Civil Service 
Ccmmdasion (inclu:11ng records of Boards of U. S.  Civil Service Rxam:lners and COlllmittees of hpert. Exam1n.ers, 
regardless of the Cl.Btod�) and the Bureau of. F;znplo�as I Compensation of the Department of Labor maintained 
pursuant to their atatutor:, Government-wide fWlCtiona. In np ev,ent, howe"ve"r, can dieposal be made of records 
pertaining to accounts, claima or demands involving th! Government of the United States which have not been 
settled or adjusted in th& Ge"neral Accountcing Office w ithout. wr itte"n app"roval of the Comptroller Ge"ne ral, as 
required by Section 9 of the Records Disposal Act of July 7, 19l.i3 (41.i u.s.c. 374) • 

PR&5CRIBED OR 
I'l'BK RECOJOIEHDED 
NO.. DF.SCRIPTIOH OF HECORDS IIETHW OF FILING.- AUTHORIZED DISPOSITIOlf 

RECOROO OF CONT'INUOO VALIJBr 

1. Official Personnel Folders and comparable llphabeti"ca"ll.y by (a) See page Rl-36 of the 
f iles accumuJ.at.ed prior to establ"ishme"nt of name. Federal Personnel Manual for 
tile Offi.c ia.l Personnel Folder, excluding instructions relating \o 
papera cove 1'9d b;y item 15 belo•. folders ot employees trarmferred 

to another agency. 
(b) Transfer folders of 
separated. employees to inactive 
file on separation; close !ile 
at end of each year and transter 
it to Federal Recorda Cent.er 1 
year t.hereatt.er. 

•Prescribed methods of filing are indicated by refe"rral to the issuance p res"crib"ing them; those re"comme"nded 
unde r tbe p rov ision or Se c". 505(a) o f  t he Fede ral Re co rds Act of 1950 (41 u.s.c. S upp". 284(a)) do not make 
reference to an establis hed a uthorlt10 An:, new regu lat ions o r  d ire ctives thatc� be issued from t ime to 
time will supe"rsede t hese recommendat"ions .  
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I'l'Ell 
NO.. DESCRIPTION OF RECORDS 

2. Service Record C ard i  Standard Form 7 
or its equiivailenti. 

. 3. Individual e arn ing and service cards 
(such as Standard Form 1127 or it.8 
equiv alent) ,  and papers recommen ded 
by item 7 as attiachm8lts. 

4 .  Pos ition descriptions ·ipertaining to 
posit ions abolished after Septeai>er 1, 
19.50, and descriptions supe rseded a.f'ter 
that d ate. 

RECOBDS OF TKMPORARY VALUE a 

s. Correspondence in the operatiing persc:nnel 
o ff ice and its subordinate units re1ating
to t heir adminil'Jtratiion and operation. 

RF£:OJOmNDED ' 

METHOD OF F ILING 

I n  acconi ance wil.h C ivil 
Service H andbook s-812, 
B as ic Personnel Record.a 
and Files System for 
Federal Ageincissi, Oct� 
1950, Part. IA. 

Alphabet i.ca.lly by na.Jtl:!. 
For cards relatiing to 
actiive employ-ees start 
a new file e very ) years. 

In accordance w it h  C ivil 
Service Handbook: S,,,,612,
Basic Personnel Hecords 
and Files Sptem for 
Feder al tfe nc:ie s ,  Oct.
19$6, Pa fc4. 

By- subject 01" agency
tiling systmn; start a 
new file e very 3 yearsi. 

-2-

AUTHORIZED LUSPOSITION 

Transfer to Federal Records 
Center 5 years after year of 
employee I e separation or 
trans fer to another age ncy-. 

.II

(a) Cards on transferred and 
separated employees I Place 
in inactive file on transfer or 
separatiioin of employee; close 
file at end of each year and 
trans.fer it to Federal Records 
Center 1 year th ereafter. 
(b) Cards on active employees :  
Transfer to Federal Records 
Ceinter 2 years a fter close or 
fileio 

Retaiin one copy. (See itiem 
12 for d isposial or other 
position descr iptionso) 

Dispose o! ) }ears after tile is 
closed or J years after date of  
documeint if tiling arrenguamt 
differs .Crom that suggested 
heraiino 

- ·SUPEll&EDED ... ... 
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ITIDI. 
NO. DESCRIPTION OF HECO ImS 

6 .  Corresponden"ce, le"tters, a nd telegrams 
offering appointmmts to potentia1 
empl"oyees. 

7. Applications for leave supportingalf _ papen,. 

8. Leave record card.I, JI maintained independently 
of pay and earning records. (Incl.uding 
Standard Form 1130 when used as a leave 
record)c. 

PRE.SCRIBED OR 
RECOKKENDED 
METHOD OF FILING 

ilphabo"ticall7 b7 
name. 

Alphabetically by 
name; s tart a new 
file every year. 

Alphabe"tically by nameJ 
start a new file every 2 
year"s 1£ Standard F onn 
11)7 or its equivalent 
is lUl8d1 and every pay
period if Standard Fol"lll 
11)0 is used. 

AUfflORIZED DISPOSITION 

(a) It appointment ia 
acceptedi Deu!lt.roy 
i.Jmm di.at ely. 
(b) U appointment is 
declined: (1) Retum to 
Civil Sorrlce Commission with 
reply and application, if nam 
wu received from certif icate 
of elig"ibles; (2) File inside 
appli"ca"ti"on, if offere"d a:, a 
result of application for 
temporary o r  ezcep"ted appoint­
ment, and dispoi,e of in 
acc"ordance rith provis iona in 
item 21; ( 3) ill othe rs :  
Dispose ot immediately-. 

(a.) .Appl"icatl."ons for leave taken 
immediately pr"ior to sei:ara"t ion t 
Attach to tm eaming and 
ser-vice card (see item 3 ).  
(b)  .All. others: Dispe&e of l 
year after file is closed or 
l year after date of app licati on 
i.f filing arrangement di.f fers 
fran tJ::a t sugge:,ted herein. 

(a) Final aards sholl:lng accumu­
lated leave on separation: Place 
in separate tile upon sepan. tion; 
close file at imd of .,-ear and 
tran sfer to Fe deral Recorws Cen ter 

3 }le a rs t hereafter; di spas e of 
7 7eal"l!I after tran"sfer to Center. 
(b} All other card:, ; · Dia pa, e of 
J years aft.er au"di t  of rela"te d  
pay records • 
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ITEM 
NO. DESCRIPTION OF RECORDS 

9. Records of leave dat.a traneferred (such 
as Standard P'ona 11,0}. 

10. Certificate tiles, consisting of1 
(a) Bequests for certificates of eligibles; 
(b) Cert.iticates of eligibles. 

ll. Employee record card.a used tor in.fo:rmational 
purposes out.side personnel offices (such aa 
Form 0F-4) .  

. 
12. Position descriptions (copies other tnan 

tboae provided for by item 4). 

13. Empl0799 interview records. 

PH&SCRIBED OR 
RECOJOIENDED 
METHOD OF FILING 

Al.phabeticall7 by 
name; start a new file 
ever, year. 

File req12 sts and 
certificates by
certificate number. 

In accordan oe ri th Civicl 
Service Handbook s-8121 

Basic Personnel Records 
and Files System for 
Federa!Jfe nc�s p Oct.
1950, P II 2 and BJ • 

In accordance with Ci'Vi.l 
Service Handbook s-612, 
Basic Personnel Records 
and Fil.ea System ror 
Federal lgenc:ies, Oct.
1950, Part IC4. 

Alphabetically by name. 

AUTHOlllZED DIS'POOITION 

Dispose of 2 years af'ter file 
is c losed or 2 years after date 
of document if filing arra"nge­

ment· dii'fers from that suggeated 
herein. 

Dispooe of l ,ear after date 
of certificate. 

Dispose of on transfer to 
anotbe r agency or bureau or 
on separation of employee. 

Dispose of when position is 
abolished or description 1B 
superseded. 

Place in inactive file on 
transfer or separation ot 
emp"l oyee a nd start new inactive 
file every 6 months; dispose of 
inactive file 6 months after it 
is closed. . U f iling arrange­
ment. dif'fere from that suggested 
herein, dispose ot records 6 
monthe aft.er transfer or 
separation of' employeec. 

-4• 
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SUPEIW&EDED 

ITEM 
NOo D�CRIPTION OF RECORDS 

140 Duplicate case files of efficiency rating 
boards of review, copies of • b.ich have 
been forwarded to the Civi l .  Senice 
Commiasicoo 

15. All copies of correspondence and ronos 
maintained as temporary records in the 
Official Peniconnel Folder in accordance 
with tte Fede:ml Personnel llanual.9 Chapter
Rl, pages JS-.38 (May 1950)t. 

16.. Copies of budget authorizations to operating 
uni ts that control persoMel ceilings and 
personnel actionsc. 

17" Position identification st.ripsc} uaed in 
service control file (such as Standard Form 
7) to provide sUJ1111B.ry data on each posi tlon 
occupied. 

18a Employee suggestion case files , including 
files relating to mana.ganent i.D.provenent
suggestions considered under Title X of 
Po L. 429, 81st Congress} or coraparable 
legislation. 

PRESCRIBED OR 
RECOMMENDED 
METHOD OF FILING 

Alphabet ical..l.y by name ;  
start a new i'ile eve17 
yearo. 

On left shle of folder, 
chronologically. 

Organizationally. 

In accordance with Civ U 
Service Handbook S-812, 
Basic Persamel Records 
and Files System for 
Federal Agencies �  Octo 

19509 Part n:-
Alphabetical.ly by name; 
start a naw r il.e every S 
years or every 2 years, 
as appropriate. 

AUlliORIZED DISPOSITION 

Dispose of l year after 
closing f ile ;  if tiling 
arrangement differs from 
that suggested herein, 
dispose of records l year 
after completion of case. 

Dispose of on transfer or 
separation of employee9 or 
when 2 �ears old. 

Dispose of when superseded. 

Dispose of when position is 
cancelled or new strip is 
pre i::ared • 

After closing case transfer to 
inactive file arranged in same 
way as active rile but closed 
at end of each yearj dispose of 
(a) Basic copies 5 yeara after 
closing of the file; (b) 
Duplicate copies 2 year9 after 
close of file. 

SUPERSEDED 

https://Alphabetical.ly
https://sUJ1111B.ry


SUPE�:i� 
ITEK 
NO. DESCRIPTION OF �ORDS 

19. Case files on rewards for superior 
accompli:ihment UDder Title VII of the 
Classification Act or 19490 

20. Notifications of" personnel action, exclu"s ive 
of those in otf1eial Personnel Folders r 
(a) Pa"y or tiscu cow. 

(b) Chronological tile copies,c· including 
face sheets. 

(c) All other copies. 

RECOMMENDED 
IIETHOD OF FII.ING 

ilphabeticaJ.ly Within 
f'iscal year; start new 
f'ile ea"ch fi"s cal yaar. 

87 pa7 pa riod. Iii th other 
pa::, records. 

In accordance with Civil 
Servi."cs Ha ndb ook 5-81",2Bawl• Personnel Records 
aril lies System for 
Federal Agencies, Oct. 
1950, Part IBL. 

ilphabetical.l.y; a tart a 
new file evel"'Y" year. 

AUTHORIZED DISPOSITION 

Start new inactive file every 
fiscal year ; dispose of each 
year's file 6 months after 
close of tm t fiscal year. 

Dispose of 2 years after audit 
of related pay records by GAO. 

Dispose of a.rt.er 2 ,eans. 

Dispose of after 1 year. 

. Un"succeeei'ul applications f or appointment .Uphabet ical.ly; s ta.rt a Dispose of 6 months after file 
and related papers, excluding records relating new file every 6 months. 
to appoint.men ts requiring Senatorial. 

ia closed or 6 months after 
date of application if filing 

confil'mation. arrangement differs from that 
suggested. herein11 providing the 
requirements of the Federal 
Personnel Manua.111 Section R2-
19 .0l are observed. 

22. Statis tical report.a in the operating BT report am chronolog­ Diapose of 2 years after date 
personnel ottice and aubordinate unite ically there1md.er. of niport. 
relating to personnel. 

s PEIIBEDED 

21

https://there1md.er
https://ilphabeticaJ.ly


..
SU�ERliEDED 

ITEM 
NO� DESCRIPTION OF RF.CORDS 

2). Corres pondm c e  and fonns in operating 
personnel offices relating to indiv'kl ual 
employees not maintained i n  Official 
Persormel Folders a rd not provided for 
elsewhere in this schedul e 1 
(a) Correspondence and forms relatiing to 

pending pel'S onnel action. 

(b) ill other correspondence and for ms .  

2"• Copies of documents duplicated in Offici al. 
Personne l Folders and not provided for e lse­
where i n  this schedu l e  .. 

250 Memo randum copies of po.yroll certification 
sheets ( such as Standard Form 1128 or its 
equivalent) o 

26. Payroll change slips exclusive of t hose in 
Official P ers onn"el Folders (such as 
Stan"dar"d F onn 1126)": 
(a) GAO audit c opy. 

(b) Copy used to adjust equip!!Bl t involved 
in preparing eraeke. 

( c) All other c opiesco 

PRESCRIBED OR 
REC0181ENDED 
METHOD OF FILING 

Not a pplicable. 

Alphabetically by name; 
start a new file eveey 6 
mo"nths. 

Alphabetically by name ;  
start a new file every 6 
monthB .  

B y  pay period with other 
pay reco rdso 

B7 Pllr period with othier 
pay records. 

By pay period, thereuoder 
alptabetically by name. 

By pa.y- period, the�nder 
alQbabetically by name. 

AUTHORIZED DISPOSITION 

[)ispos e  of when action is 
completed d 

Dispose of 6 months after 
file i s  clo sed or 6 months 
after date of document i! 
filing arrangell'D nt differs 
from that suggested herein. 

Dis pos e  of 6 months after 
file is clceed or 6 month8 
after date of document i.f 
filing arrangement differs 
from that suggested h erein". 

Dispose of 2 ,e ars after 
audit by- GAO. 

Dispose of 2 ;ye ars after 
audit by GAO. 

Diapos e of after adj us tm.m t 
of equiipment. 

Dis pcm e of 1 month a.rt.er e n:i 
of pq periais. 

SUPERSEDED 



SUPERSEDED 
ITEM 
NOa DF.SCRIPTION OF RECORDS 

27 0 Withholding tax exemption certiificates 
(such as Internal Revenuie Fann W-4)i0 

28.. Check lists showing n et salary payllla,t" 
and names of recipients". 

29. Memorandum copiesi- of payrolls (such as 
Standard Form 1013 o r  its equivalent) :  
( a) Where earning record card is mainta ined . 

(b) Where earnin g record card is not 
maintaimd .. 

Time an d attendance reports , 
(a) Co pies used in payroll prepa r ation and 

processing. (Where Standard Form 11)0
is used for both time and attendan ce 
and leave posting purposes, the 
dispos·a1 provision for item no. 7 
applies ) .  

(b) All others . 

)1. Memrandwn copies of fiscal scm dules 
involved in payroll processing. 

32. __ Payrol l  control registers (s uch as 
Standard Form 1125)o. 

PRESCRIBED OR 
RECOMMENDED 
METHOD OF FILING 

Alphabet ical ly by name. 

By pay period with other 
pay reco rd8. 

By pay period with other 
pay records .. 

By pay period with other 
pay recordso 

By pay period w ith other 
pay re cords .. 

By pay pe ri.od with oth! r 
pay recordsi. 

By pay period w ith other 
pay recordso 

By pay period rith other 
pay recordsi. 

AUTHORIZED DISPOSITION 

Transfer to innct ive file upon
transfer or s epara tionj start a 
new inactive file every 6 months 
and dispose of it 6 months after 
it is c1osed; or d ispooie of 
individual certificates when 
supersededio 

Dispose of 2 years after a td it. 
by GAOo 

Dis pose o f  2 � ars after awiit. 
by GAOo 

Trans fer to Federal Records Center 
when J ye ars old; d is  pose of 11h en 
10 years oldo 

Dis pcs e  of 2 years after audit 
by GAOo 

Dispose of 6 months after end of 
pay period. 

Disposie of 2 yea.rs after audit 
by GAO. 

Dispose o! 2 years after audit 
by GAO. 

SUP laEDED 
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SUPEll&EDED 
PRESCRIBED OR 

ITEM RECOMMENDED 
NO. DESCRIPTION OF HF.CORDS METHOD OF FILING AUTHORIZED DISPOSITION 

Individual. autborlzation card and record 
or payroll allotments (sw::h as Treasury 
Department Form 225h) t 
(a) Where record of bond deductions is 

maintained on earning record card., 

(b) Where record of bond deduction is 
not maintained el.aewhere. 

Alphabetically by name., 

A1phabetically by name. 

Dispo::,e of when super5eded by 
new card or on transfer or 
separation of employeec. 

Remove to inactive f lle when 
8uperseded or upon transfer or 
separation; close inactive f ile 
at end of each year and transfer 
to Federal Records Cent er 2 
years tl'f! reaftero Dispa,e of 
5 years af'ter close of fileo 

340 Receipts for war bonds and checks. By month and alpha­ Dispo:!le of J months after date 
betically the reunder .. of receipt., 

)6., 

Dispensary treatment record cards. File within year alpha=
betically by name. Set 
up new file every year 

ill cardl5 pertaining to an 
individual to be disposed of 6 
years after date of last entry 

and bring cards forward on the �ards pertaining to him. 
.from previous �s to 
it when individual 
co"ncemed is treated in 
cfil!!lpensary. 

Logs or registens or viBits to dispenaariea 
or welfare rooms operating under P� L. 658P 
79th Congre2u, 3 
(a) Where in.formation ii, swmarized on Chronol"ogi. c ally. Dispose of J months after last 

statistical reports. date on log or register. 

(b) Where i.n1'ormation is not summarized Chronological1y., Di::1pose of 2 years after la.st 
elsewhere. date on log or register. 

-9-
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S.UPERS&D&Da 
ITEM REC011MENDED 
NO. DE.SCRIPTION OF .RECORDS 

37. H eal th record ca"se filesc1 comprisi"ng fone,
correspond"ence,  and re"la"ted pa.pera
do cume nting employee me dical his tory- und"er 
·cprogran_ii, authorized by Po L� 658�. ?9th 
Ccingreee,  except pre-employment physic al 
examinations » d:i8 ability retir ement 
exa.minatiom1, and titness fer duty 
exam:i.natfoms (which may be mad.a a part or 
or a sso"cia ted w ith the O!fkcial Personnel 
Folder or may be retained separately). 

Copie"s or s ta ti s ti cal summar"ies and r epor"ts 
rel.at ing to employee health retained by 
reporting unit, and related papereo 

METHOD OF FILrnG 

.Alphab"et ically by nam"e. 
Set up new f ile each year 
and bring forward from 
previous yea1"8 files 
related to an in"dividual 
wh en tha t  i nd iv i dua"l is 
trea ted. 

By report a nd chronolog­
i cally thereund"er. 

AUTHORIZED DISFOSITION 

Dispos"e �  6 y ears af"ter 
date of la,t papers in the 
file. 

Dispose of 2 years after 
date af aummary or report. 

. " .J . • I.. 
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SUPERSEDED 
JUsr n·1cATION FOR A t.rl'HORIZED DISPOSTI IC!l 

Item 1. T he Official Parsonnel Folder, pro�lgated in 1947 by the Fe deral 
Personnel Manual (RJ.-J5-.3 B ) ,  is considered t o  be the offi_cial record 

• docultl3nting etiployment history. The pemanent docUt1ente in the folder, which 
"travels" with the m:,.ployee t hroughout his Federal career, ccmprise papers 
which gi"ve laga l force and effect t o  app ointr.ients and all other pers onnel 
transactions, and which reflect m ini.I:rurn dAtn on j ob perfomance. All other 
personnel records relati� t o  individua ls ara s ub ordinate t o  the permanent
papers in the Official Persionnel Fo lder and appropriate provision for disposing 
of the1:1. is made elsewhere in this schedule, indi vidually or as part of the 

material on the tec:porary aide of the folder. Thie item inciludes agency
folders r:nintained as the official folder prior t o  the pr"or.rulgnti"on of the 

·official Personnel Folder. 

Item 2 .  These service record cards are official eumraaries of the salient facts 
of employcent hietor y  that are r.aintained by persionnel office"s. to obviate 
freque nt references t o  official folders and t o  be use d  as the offic ial record 
in lieu of lost official folders. The cards serve as a centra l  pers onne l office 
rec or d  of all aspects of person.m l  administration, and have c ontinu"ous sig nificance 
as a c oncise reference source after transfer or separation of the El?lployee. 

Item J .  T hese are the official centralized pay rec ords r.m.i"ntained b y  agencies
keeping s uch rec ords under G ereral Regulations 102 of the COr:Jptroller General or 
an adAptation t hereof. Sur.u:Briee of earvice are alao norml.ly included. In 
age"ncies under payroll site a udit, this ce ntralize d record is the only record 
docum,nting the fiscnil aspects of e1:1ployr.snt history. It is re"taine"d as a 
record related to the Qff1c1a.l Persomel Folder and the Service Record Card,
which doc unent the eI:Ip loymnt hist ory itself. C ol:lprehensive payrolls which serve 
as a fiscal record in lieu of an earning card are retained under iter;i 29 for a te n  
year period whether or not they are site audited. After t.he ten year period 
reference can be Mcie t o  GAO payroll. vouchers. 

Item 4. T hese descripti ons must be  retained indefinitely in order to protect
fully the job restoration rights en persiona who are furloughed to enter the 
military service under the 19L8 selective service law. Theae rir,hts invo lve 
restoration t o  the permanent p osition he ld ns of Septez:iber 1, 1950, Yfhen 
personnel act ions becar:B teapornry under Executive Order 10180 and related 
leigislation. 

Items 5 and 6. Theee  files reflect the operation or the personnel office in 
administering the agency pera onMl pr ograr:i, and that o! the s ubordinate branches 
charged with individua l phases of the progrAJ:i. E?ip loyr.ent policy is non:mll:y
reflected in agency files at hir,her e.dclinistrative leve ls. Fi les cOV8re d by 1 tee 
S serve temporary- adr.dnistrative meds involved in the daily prioblems arising in 
persionnel work, and the retention period indicated is adequate to serve s uch 
temporary needs. C orrespondence relating t o  individuals wh o receive appointments
is provided for elaewhere in this schedule, and item 6 relatee t o  routine papers
reflecti"ng pre-appoint.I:Jent negotiations with p ote ntial nppointees. 

Item 7.  T hese rec ords o.re largely of transitory value only. Warmat.ion froa 
-

- ll-
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them is posted to aumr.nry leave cards ( items 2, 3 and .8 )  which are ret.a ined for 
longer periods . Records relating to leave taken i.I:mBdiately prior to separ�tion 
are be ing retained to facilitate the adjudication of clai.Da by GAO. 

Items 81 25-26, and 28-J)o- The"se re cords relate to proces"sing, preparation,
and maintenance of' the payrolls, an"d c omprise t he rolls an"d the re lated ti.I:le,
leave , tax, and bon"d records directly related to the pay fun"ct ion, Federal 
payrolls are pre pare"d an"d pro ces"sed geinerally in accor"dan"ce with General 
Regulat ions 102 of the Comptroller General, although a� agencie s use 
adaptatioro, of that d irective to a lesser or gre ater degree dependiing on local 
administrative condit ions . Under the 102 e ystet1, the pay records are a it.e 
au"dite"d by re"presentatives of the Gen"eral A ccount"ing Off"ice", who exanine 
pr imarily e arning re cord cards ( itei:t J),  · payroll change sl"ips t hat are prepared
to do"cucent changes i n  norr.ial pay ( item 26) ,  certification sheets and payroll
tr"an"sm"ittal sh"eets ( item 25), check lists which are prepared in lieu of the more 
forma l  payroll by the Treasury or local di"sbur sing pers onnel ( itec 28 ) s our ce 
pers onnel documents such as bas ic t im and attendance reports ( itm:i JO), and 
copies of pers onne l action forns ( item 20). The f iles usod in GAO aud it are of 
no fiscal or adm"ini str"ative value two years after audit, by which t ima GAO 
excep� ione will have been raised and cle ared. The key re cord aUCtmaries of t he 
fis cal aspe ct s of an employeei1 s histor y  are the le ave re"cor"d cards for which a 
sufficient retention period is provided ta assure individual r ights and to satisfy 
adm in istr ative · ree de ( item 8 ) ;  pa y  an"d e arning central record cards ( iten J),

whic h  are to be retained in"def"init"ely; and the ncooprehenaive" type of payroll
( item 29), still.used by segmnte of the Federal service, which cont"ain s  pay and 
e arning dat a  on its face, and wh"ich is to be retained for a period suffic ie nt 
to sati"sfy agency an"d GAO nee"ds. 

Co"pie, of the change sl"ips other than tho"se used by the GeneralAccounting 
Office in -9.udit are proposed for dispos a l  after a s hort suspense period, as are 
s ubsidiar y ti.D:l and attendance re"port"s. SF llJO is norr.ially used as n co�binat ion 

· time and attendance and le ave rec ordi. flhen s o  used t he dispos a l  provis ions of 
itern 8 must govern. Iteo 31 covers related f is cal account"ing forns, pert"ain"ing 
to pay, copies of which are retained in sate pay office"s. Iten 32 is a fore 
require"d U11der the 102 sy"stem wh ich slll:ltlar ize"s change slip transactions and 
which expedites local adoinistrative and GAO audit. 

Item 9. General Regulation"s ll1 of the C or.iptroller General provides for t he 
use of SF 1150 to effect transmittal of leave and lump num paynent inf ortntion 
between agencies in transfer cases .  The one year retent ion period provides 
adeq�ate ly for local admnistrat ive needs . The leave data itself will be 

'reta ined under item 8 for J or 10 years, as appropriate. 

Item 10, These forns relate to requests r.ade by the agency to the C ivil Service 
Commi"ssion for li"st s  of eligible"s froc est"ablishe"d reei"ster"s. Th"e certificate 
it"self is· of little administr"ativ"e value once deicisiions h ave been taken with 

respect to the names certified. 

Item 11. Optional Form 4 w as deveiloped as an informational record for operating 
units serwd by the personnel office to obviate requests for ecployee service and 
re lated dat,a. On ce the ecployee leaves the operatine unit, the card is of no 
further adl!linistra.tiive valuei. The pernanent swr.iary- card r ecor"d is ma"int aine"d on 

-

.. 

-

-
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SF 7 (see iten 2)  by the personnel office itself. 

Item 12 0 Position descriptions;, used in cl.assilica t ion Ttork and in eoployr.:ent
control, are of value as continuing personnel docur.1ents while the descriptions
they contain are still valido Except for descriptions which may be of 
continuing value because of their aptness of content (v,hich may be retained as 
nonrecord reference r:iaterial), these records are of little value after they are 
superseded or obsolete 0 Descriptions of positions abolished and descriptions
superseded after Septe�ber 1, 1950, are retained for the special reasons noted 
under itec 4. 

Item 13 0 These are prir.tarily e�ployeeo_orelations files and involve entrance and 
exit' interviews» and interviews involving cOI:1pl.a.ints by or against the enployee. 
Any action taken by repri.r.land or othen.rise is pernanently docimerrted on the right
hand side of the personnel foldero Sor:ie agencies place these .records on the 
temporary side of the folder, to be disposed of on transfer or separationo 

Item lL.0 These are duplicates of papers submitted by rne□bers of Boards of Review 
to the Civil Service Corunission on termination of their terns of office. 

" 
Item 15D These are tenporary papers dealing either with the inception of 
personnel actions documented on the permanent side of the Official Personnel 
Folder or with adninistrative r.iatters, and are of adr.iinistrative value only for 
a short tir.13. 

Item 16. These copies of bud�et authorizations, used as the basis for authorizing
positions, are of no further adninistrative value when new superseding authorizations 
are made. 

� !tee 17. These visible str1ps 1 which are r.iaintained with the service recordo-card 
files, provide sw:ir.iary data on each position occupiedo They have no record or 
reference value when the related positions are cancelled. 

Item 18. These are case .files accumulated under agency beneficial suggestion
�nd management improver:ient prO[p·ama o They have adninistrative value in evaluating 
new suggestions and in doc'UJ:lenting current practices and procedures instituted 
as a result of the suggestions o The disposal period is sufficient to satisfy
adciniatrative needs either in reference or in docur:ientinr, current practices. A 
lapse of five years after closing of the file will provide for norr.ial reference 
needs o 

Item 190 These are pr:i.J:larily copies of reports subnitted to the Civil Service 
Commis�ion• .  The copies are of little value to the agencies after a short period
following subnittal of the report0 

Item 20. Copies of notifications of personnel action (other than the Official 
�rsonnel Folder copy) which have adninistrative or fiscal useo.are the pay copy, 
which is to be disposed of uniforr.ily with other pay records, and the journal
action copies, which v1ill be retained for two years, in accordance with the 
provision of Rl-2 of the Federal �rsonnel Manual, to sati�fy inspection require-
�nts.-

SUPER§°EDED 
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Item 21. These are ::;uspense files of job applications which have no 1'.lrthar 
adr.d"nlstr"at"iv"e useful"ness afte"r t he indicated retention period. 

Item 22. These reports, which are required adrninistrativel;y and' by t�e 
Canmission on many phases of personnel adoi.nistration, are normally· conaolidated 
into au..mtlilry reports aubnitted to higher ad.ministrativv levels, or are so .detailed 
a.a to _have no further a&:iinistrative value after the period indicated. 

Item 2J. This itein is intended to provide for the CIS.ss of local· anrl other .ran:is . ,
and correspondence which is not placed in the Official Personnel Folder because . :·-,
the Federal Person11el Manual does not require it or because it is deemd not to 
be adr.iinietratively necessary to do so. Generally, these files relate to"aspecta -
of employa,nt history which are documented in the official folders or 1n fiscal 
records to be retained for a lengthy r,eriod by the provisions of t.his_ schedule,s· 
and therefore are of little adr.ri.nistrative value after relatively short periods. 

Item 24. These are copies of forrns relating to personnel actions and other 
matters involving the er.tployee submitted by the operating unit initiating the 
form to the personnel office. 

.'I 

Itere 2S--26, see 1ter1 8. 
-

Item 27. Withholding execption certificates, which authorize "ithholdinr, tax . 
deductions, are to be d isposed of after a short suspense period folloning chanr,e, 
transfer or separation that is sufficient to provide for GAO exceptions 1n payroll
audit and for adc1n1strat1ve needs. 

_ _  · 
Ite�s 28-JJ, see iten B. 

Iter.i J4. These are routine receipts to be retained long enough to answer . ,,.
inquiries. 

Items 35 and 37. fl'ese are the continuinc records of treatmant in a health unit 
of individual employees; any correspond.enc�, a'lr:toranda, or other data that come to 
the health unit are filed in the sam jacket. Journal entries a.re ria.de on record 
cards or comparabl.o fan:is recording each visit of the patient, brief diagnosis 
or st.ateoont of re!orral to private doctors and trea�nt eiven1 if any. The 
documents excepted fran disposal are deered

., 
of lone tern value by both personnel

officials and by r.edical official.a, and are nonnally filed in the Official 
Personnel Folder (item 1),  but the recainder of the papers in each file are of 
only epher.eral interest. The records have no historical value; they are not of 
value for doc1.lr.l8nttnc the activities of health units; rEdieal officers believe 
that if no rsw dat.!i has been obtained during the retention period specified, .they 

_are of no value r.edically; and their aCllJi.nistrative ut"ili"ty is lil:!ited by the 
five-year statute of limitations on claills for employees I compensation. 

Item J6. These aro journals on which are recorded the nam of each patient co� 
to a health unit, elate on ll'hich he cace, ·and, often, other identifying data, t� 
spent, and a very t,rief notation of the illness or injury that prompted hi.Cl to 
coce. The records are oc�asionally used for administrative purposes for about one 
year after they are created, but net longer. They have no historical value and no -
value for docum:1nt:l.ng the history and functions of the unit; r.edical officers etata 
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that they have no medical value. Since th eir only administrative uE8 is for 
stat ist ical purpos es , it is poss ibl e to dispose of those which a re etat"ist"icall.y 
summarized alr.ioet inmediately and the statistical utility of the others is 
exhauste"d w ith"in the alte"rnate pe riod specif"ie d. 

' I tern 37i eee 1 tam JS. , 

Iten )8". Thes e are reta ined cop ies of r eports aro swm:iar"ies compile"d by a health 
unit for transmission to higher adm"nistrat"ive ech"elons", whe"re they are used 
in ca:ibination with other repo"rts for B tat"iBt ical a nd narrat"ive analysis, and of 
Worma.tiona.l cop"ies of analyses transmitted to health u nits by higher adr.d.nistra­
tive echelons. In either c ase, significant data are ava ilable at the higher
echelons and the records are of no ut"il"ity in health un its beyo"nd the per"iod of 
ti.J:e specif ied. 
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mroot.or or Al'Ch1val umingoment April 3, 1953 

Cbiot Archin.at 
· Natm-al �oourceo P.ecord.r.t Branch 

CommGnte on a propooal tor a Oeneral Schedule p!'O'lioion author111na 
d1opoa1t1on ot tho otfia1al Peracmnal Fol.donll. 

l.'1 t1rot quost1cm. le about the f'loor date, whiob I undanit.and 
1s 1921., as Biven tn tha introdu.ot1an to tho Oaneral. Sohodule. Sommme.re
1n tho ciohQdulo it, mat be explained ju.at how this 1a to be o.pplied to
poroonnol told.ero, wbiob utend over m.my 78m-11l. I hope 1t doeu not 
aaan that toldora o1o:JOd after 1921 are tro bo subjeot to t.ho ocbcdule, 
for t.hl.o could man, ot oouract, the diDpasal of tba toldm" of 80118ano 
who bopn wOl'k in 18?.5 jUBt, becauso he hnppcn.od to d1o or ratin in 
1922. Knny or the toldera that we IIJ'O oo anxioua to aavo would be 
ca\12ht, 1n ouoh an lnterpret.nt.lco.. <n tho other hand, the l.cmguqe;ClQ" 
•sn told.on, ror peraCJZ119 who becnn aervice after 1921l wh1oh would bl .,
loo• obJoctionableJ 'bot maJl1' of these poraoru1 would ot1U be in sem.oe
in 1947, ao that thnir fol.dare 'Wl1ld nca into tba off ISJlltea. I t.  seam• 
to •  that 1t the lattar 1.ntarpret.ation 111 given to tb8 date, 1t 18 haNlq 
wortb llhilo to weed a lot of olphllbato prior to 1947, and that the wholo 
cohedul.cJ Qight o.s nll amnenae with 194? when the o1't1c1al t.raYell1ng 
tolder com::enceu. 

ThoJ"o are Additional NnDona -� 194? 1a tbe logical dato &an 
which to beo th18 aohadul.o. Tho J:10st 1)8J'8U&B1w to • 1a eimp)1' thnt .,
this ie the date when t.luJ content ot the told.era 'GS tltandnrdind. In --.
the Doambor :u, 195:2, repon o£ t.ba Ad Hoa Co-1.ttoe on tha Dispoa1t1on 
of Peraonnol Recorda (which 1hould have been aade ave.Uable to WJ tcr 
b4ckgraund tor thio opprcionl), it ia et.at.ed. (p. 9) that the oont&mtfil of 
pn-1947 peroonnol told.Gr• 11beoaa 1nareuin� ,lirn1Jo!' to the pnosnt 
folders" un¾l the content n 8J'Bduolly omo to roso::ibl.e thA� or the 01"t1c1al 
Peraonnel folmr0 • 'l'b:111 :I.II tnu, oh1efly becauae of thB grow1n; use a!
standard' pareoru,ol tCJJ"llS. I dau.bt that tho ohdervntion &am1111 mu.ab mro
than tha\. Thi Important th1ns 111 that thlo statamont 1n rovern lo B 
good reason tor the koopinc of toldurs prior to 1947. It.- 1a. an acbietd.on
that nii OI111 goea bnak through tho :,oars prl.w to 1947, the, contanta ot

persannel foldoro are 1ncroae1n gl;y di vorno. Aotuall;y, Whan one reaohos 
the bait(; ,\«to of 1921 t.hore 10 UtUe unilorm.ty aa botntm acen,a1ea 1n 
wha.t they are plAa1ns ln peroomel toldara. In ma.v aaenoioe the toldff 
was aim.ply a mibjeot foldm- boari.nn nn indlYidual.1 a nam into whi.ab 
IIVUrythini relating to that 1nd1v1dua.l and his not1Tittea wu pla.ced,
ffl!n con-ospandence with him thnt d1d l\ot tall na.turall,1' mid.er 110111D otha
11Ubject bending. In oa:m agmoiaa, m,pocial.17 SlSll.U' onu, those ver, 
W1ortbodcm (trm the pot!� - 1947 point ot vift') toldanJ penuted up to 
t.he date of the preoarlbed standard. foldeJ' ( and I na not 1ure t.hey an 
not &till blr1ng aroatedJ leisgr agmoiu havo a \ltlnd.erful way of livln& 
1D bl.usta.1, 1f not. wUltul, 1unon:noe a! ao many recuJ.ntian8 ) .  All ot 
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Dlroa\02" ot Archival. U:mao;cmant 

\bis 1o � to �  t.hat u;> to 194?, 1� mmld be Gllf'U' to dDal wlt.b 
tho peraonnal rooordD or each agency an a l1ot bUSlo. 

In this ccmneotion, it 80GIID noCSDaar, asp,,o1R� to n,g1ater 

ane. 1Jo haw ln tbo pnn used 11eqninlant", but it would be u;,oss1ble• 
obriaw,ly, to appl:, that with aa.thmlat1cal amotit.ude. Wbatffar ward 
n use, we hm'o a pi.ct.ure ot a pereon - probe.bq D011GOl19 other t.hon en 
archivia't - Ga1Dg ovar 1ndividual foldon11 IIDJdnc d.oa:lalcru,. It 1SO'ald. be 
mpme1ve and I 1lonld haTa no oontidance in the NSUlt. If thare la 
any thought that tho docisi.on cnn ba made tor cmt.1re agmc1co and the 
!oldoro tm-om out. an o block, tt wou.ld be t"Bllacio:w. Tho cantonta al 
foldBra for typ1ate end O\hm' l.cma- p-nde peremnal proba� wDQ].d bo 
n111m11m-", wh1lo th9 can.tents 01' foldom tor �teuaimal.1 ociantJ.1'1c,
and b1gb crado �tJ.vo elS!)l.oyoeo probabq ltDUld not bo "s1m1ia- . 

tw tundmmmtal objoot.1.an to th1el fJChadule is tho.ttit contairul 
no ucoptianB - t.!lat 1e, the toldffo ot no &JIP].ayec:, are oanaida:rod 
wort.h 8a'VU13 far h18tor1cnl. l981!DmDe It 18 true that l\ft,mt 1947 t.be --.,
rlsht-blmd cantonto d tbe otticiol personnel. tolder aN of lasa h1ator-1o.o1 
inteJ'GIS� than ore tha tullm" ccatonta of earllor PGrsanool. .fol.dare, bu\, 
cmm so, I t.b1nk tha\ thll told.on tor certo1n cateeortea of cmployou
Bhaul.d bG reta1nod as permanent rocorda beontuio ot their hla-tarical. 
impartanao. 

I havo uOl'lJr becm one who could qui.to j'IUft1.ty the :rot.mt.ion of 
all peroannel f"aldonr, nun �  I eould se flbou;t u lmSlh reason faz,
1 t. as tor t.bo :ratant.1.on or all pans1an .roldara. In. at.bar wordu, thtlJ 
are name reCOl'da, tand.ahinn mioh poramml dat.4 � tho UfJD of pm,alogiata, 
local hiatorians, and even h1fltG:r1ons •ldna cm-tn1n �D oS eta.dioa. 
Tbora U'O t.ho3e who teal that Soo1et.J lma em obligaUon to pNB&l"'V'D recordD 
thot balp to brl.ng to uto t.bD lndlddw bohing a nam - \0 atw hia.1 as
1� wn, a little &01"0 11lmartal1t7. There m-o m01Jgh auch peop1a ao that· 
� Cd"& n fOJ"CO to bo reckoned rlth And• ouricnmq, ltlJ17 of th.cm uu 
haavlor tmq,-qan than wa m"O. ot courae to aaff7 out this 1doa ccmpl.ot.o� 
w � have t.o keep 1neca, tax !olden, too, tLl1d fmm loan toldaro of all 
types. and tbD 11u. and ,,.  hsve al.J'oady c011proa1.ced cm that. Thia 1B 
not a matter to bo tossed off a�, bolrner. Bumtamrt, .s.n 1n­
avi:t,abl7 bm.ld up ZJCaiDDt .AJ"Chirista t4 tho .tuturc, bacanao thsso reaorcts 
are not kept.. Could t.bay bo polled an tm, subject, a majority of Ulm'ioen 

objection to WltJ of tbo wurd •c�able" 1n tba 1IOJ'd1na oi' the S.tcm as 
lt would appenr cm tJm achedulo. Ill 110Cllllp4J"B.ble11 to a greatm- or lou 
da� comit.? A.c'tnoJJy th1o wmd 1s �•• tor all porsanmll 
toldore aro •�la", ao that all could be throm out and t.ho &et.ion 
just1.ficd on tbD b:ie!D at this lengwigc. DollbtJ.oaa 0mr:dJor" wan maant. 
Th1o, hcmevcr, at1l.l baa o quality of 'f'8i'UUl88S becawse there are dogn>eo
of aim1larlty. An;, 1m1"d cbostm as n ,mbDt.1.tuw hon mat bo an caaat 
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Il1rec1'ar. ot Archivnl. UmagC%1lmlt.' 

t'md.Uoo would probably Toto to pq 5 canto ratrn ta: a yw,u to 
hoft auch o sa"91co pm-tOMOd for thmaael'VC8 r.t!d t..�a1r ancecton,. 
rha.Y pa;, mueh mon ror porpet.u:il cmst.m-r caro. • ffllo m I to tmc;>OJ"
vitb th9 roc<Jl"'d.9 ot their a,ieeot01"19? X. ma larm c=icerood about r:q 
CJWD.1 bat I do not knOT1 t.hat I oD baCSl.Ul8 or th.T1t a tlUpQJ"lor being. 

Suppo.aing, than, tJL91i •• let, tho lnborcrn m:d other mmkUJed 
wortcen eo, end t.m typ1nto, md olm1tD - 1lbeJ'o do ce dnrl' the, 11.m? 
cmi we datond.rm cenaiD oatecor1eo, and do = 1n a wu,:r tlmti td.ll cake 

, the YOlaot.ton or .foldon, tu law sal.m1.cd pcrocmool prr.:Ucal 7 I t.b1nk 
uo. 

My ou.cmu:.t1on would be to kaop the foldcro for .U c.amo 
appanring in tho Of'fJ,oW Jre!gnter !?! Y!!!, United Strd.off, publiabad 
o,ra17 2 ca 3 yem-o l&' tho u. • Civil riervtce CmmilJalon. \'hlo would 
Bivo c:, a fair� :reliablo !bg's !h2, ot Gov� e:pl.oJan, both in • •Wasb1.ngton and tha f'iald. Ito f1old carange, pnrtlcularl,1'1 is better 
t.han tm7 ottmr direat.ory. It cant.ain9 abaut 251000 na.Ml!I u aga1nst
� more than 2r000,000 a1Tfl.icn csrployeeo. 'i'bore lli&bt bo eom told.ere., 
W-Orth kocpinc far h1otor1eal reasons thnt wouldn •t ba ea'Qiht by t.h1D 
siJsplo critoncm. but tbel"D wouldn• t, bo JJarl1'• at cam-oo. ll'CI would luriTO 
to ba aaraf'Ul. t.bd thu crlteria tor inclUBion in tha Rgr?lqt,er were l1llfflll" 
cut dnsticall,1' bolcm those 1n use ati pnumnt. I�r� tla that. n nhould 
cansid.mt edd1na certain C4tagori.ea ot pratoseianal and Ecimtlfio pornoimal, -. 
bit. t.h1a would nat oocesaanly mnke- tbo plan 1mJ)rnet1cablo . Then> ahtNJ.d,-" 
lt pocoiblo, ba oom way Qf' cnrid.ng these toldOJ'D as they are pulled £or 
tranotu to tho Center ar receivod tbm-e and nlphnbatiead. I &m• t think,
�, � I would rma:mmd appllca.tian of this id= bu.ck 1n tho pre-
194? alphnbet:J tor aeporate aae:,.a1ea • 

. Tbs usument agn1ntit tho hiator1cal val.us at tho � 
foMers &1,ven 1n tho :JUD'tificat1an doeu not. ir:lprcse c.or ond la totall1' 
unn..ccaptablo tor a major pa.rt of tho p:ro-1947 folilara.

., 

Without 601na 
into doWla 11D to how and when., I would CJS� atato tbat th08D,rtoldera 
torrt.he Interior Depnrtman:t. prior to 1939 that. nro in, m21 D �tod.7 
baforo bDin8 aant. t.o St. Louie, fflml bmng f'Nlqwmt� used for hiBtariaal 
purpoaes mui tJuit this h1■toricnl uae wa.e 1ncre::iD1.ng. We m1os thaa D.CJ1r1 
ond opond t.il.Je sem-ch1.n8 tor eqmval,mt. record.3 elbettbure bacauco 1m do 

"' not have t.haoo for quick retonmco. It 1B nat tha� td1CJ7 1:en1 uacd 80 
much direct.l.y rar b1ognphical purposes. althcnz,::h thnt UBO -=  cocmmn. 
IJ. io that the biographical sp;,roo.ch la one o.t thu DOSt floeq_UCSJtly uoed 
approacbaa to tho otm.ty � eny sabjeotJr. nnd t.hat upp2"0Rch 18 tfl01llt.ated 
thraa&b tho avnilabi.Ut7 or thooe racorda. It was my undm"atanding llhan 
tbeue reoo.rdi, ll8J"8 sent to St.. lauie that t!m7 mid at.her rmch tiln prior
to 1947 ..-ould. aomo � be oubjaet to rocnll b7 tho ?bticma.1 Arahiwa. I 
WODld like thm kap1; intact., end sCl:lDCial horo, on tba bam.8 of om- oan 
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_ &pW"1enca with t.homt 1'Ue:1, _, wu14 pref'onbl¥ do our mm 8CJ"Oml1na .. 
tw -diapooDl�' b· qtltffliity of ftlCC1"da �"ICll.ved in. tba. ease of mm•a · : ., 
agm1CieEJ_ 19 no\ grent, , enouch to be 8 .maj02' CDns1.dm"nUOD• 'lhon> . QJ'O 
mrq sm1.u··� O'OAtv r� t.ha.� I 'lroul.d Gladly·.d1epo:sa of• il. 

: ·naocisaaJ7/boroN I would pnrt ntb tbooa. 
•' ,. l 

. 
• :  . . , • 

•.. 

. " :. . , :. .' ,:Perba;m .·t, 1f, �� 
.
� man� a diff� In approach 

!Jo.tween NilN mid tl:lo :recordB . brmchai ··an this apprd.aal btt!linoi;s t.hD.t ·1a 
_ C!8Do1DC trouble . , l. It ls thAt MG& wunta cio=i51ons am:,nd at t1l8 md dooml•t
1eca· to .rut.'emf art.ab� im.Ull:lt, geta tbim. · It.llo inhorcmt 1n t.ho · 
achedulJ.ni· idea".; .' Far, UD, · t.hl 6l"oater ·tbo ·doloi, ·t.ha aore tho oJ enmnta 
ot t.1m end m:pertenoo can bo brought to bear u.icm 11 ei&nificant cUBpoi,nJ.
dec1Bion •. I doubt. tlmt IIUcb: Bctunl disposal 1RJUld . b8 carrl.o.d out 1n tho . . nnt_fivo'lyoars� end "elicmld th:lnk: that that, mnoh mare e.t.pGriame 1n tba 
racardtalvcmteP nt St. Lout.a .and 1n hi.Dtorical roquai,ta via t.he National 
Archives would pend.ti .a IIOrO .t!'ml�. docWan. ; I ,IE not r:arel;J 

·procrant1natiD.g . here. Uy axpm-1cmco wit.h a:mny- poN1cmnel. recorda al.ziaad7'
Gent. to. 6t • .  LwiD. frm . thla. Drench has moo n JJOre conaornttvo. than - othere apparentl,J. ·.,I  woal.d Uko ·the St.., 1aa1a people to pt a llttlo of,l· 
tho nue m;porl.alce. !'he)' turned eudden� varr car:uzonative on dla;,01ial 
ot pqrolla and, other fir.anaial . rec.ord!I, . f � mml!plo., ovOJ"turrd.n.G both _: 
mm1 a o.rd.NNA'a pmrt.dociolmu. 'l'h1a wu � tar adldm .. tra-t.1TU ·­
inquil'iau·, I ·  knmr�· butl·iJfj po1nt. ta that t!mt end apel'imee an � 
tnct.ara 1n daaidinS .-borderllne caoou - foi- aitbal" adldniut.rativo ar b:lator1-

.' : ·) -oa.1. 'ftlaaa, mus there 1o·. ru,· '1'1rtlvJ- 1n a:cuan be.tore the laat mcmen� "\=::,.�@l l . boliovo tJda .ialap�c� tor t.he- �1�47 � 
-.- ·, ...., , , ; ,. . ' . . 

I I . ' '  

. . •, 

. 
.,, , : 
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0:rf1c1Al.tPvocmnel Fol.den and 
co�lo files accuml.Bt.ad 

See page Rl•.36 ot t.bo i'edo.!Ul 
Per■mmol Manual for inlltruat.icns 

pr1or to cuitabll.B!m!CDt. � the 
O!f1oial ParoCDDOl Voldar. 
ur.)nd1ag papero coveJ'Od by ltfm 
11 below (so.callod 11tem;p0razr'
41.de ct .fold.er). 

(b) 

nJ.o.t.ing ta told.are al cm;pl.oyna 
tn.nsterred to another &gellCJ'• 

'l'ranater £aldora of ueparated 
mployeeD to 1.nactive ft.lo oa 
oeparat.ion 1n accordance v1t.h tho 
Federal. Poroonnel Mmiual. 81-JSJ 
tor Depart.aant or Datenue tranof'ar 
foldor to Fedoral llec:orde Ce:ittir. 
St. Lau:u, Mlaaouri, l mcnt.h after 
■epara.t.ic:t.J fol' all other agamciea, 
l ye.v aft.er aeparaUon. 

(o) D1apoaa atttr tmichmer of tho 
foll.Old.na pori0d11 ia appllcabler 
(1) 75 J'tar& &ft,er bi.rt.ti o1 

employee or 60 yearo alter 
date af oarU.est clocumnt,�in 
t.ho peraonn=l fl.la if da.to 
of b1rl.b caanot be aaceJ"t.ainedJ 

(3) 

2 :,a&rD aftel' rotJ.remot 
boneti t baa boon lei:a.Uy
d.atcmd.aad and appl"OVDd.J or 
2 �an, af'tar death a 
o:;ploJee. 

...... 

'Ibo Ott1c1al Pencmnal i'older, prcmml.£&t.ed in 19h7 by tho Fodaral 

Personnel Manual {Rl JS-JO)., 1a considered to bo tho o.f'f1d.al record docmienting 
\ 

caployment. hiot.or,y. 1bo document& £11.od. cu t.bs right aido cf tbo folder, mich 

Dt,rayoJ.aP 'Id. tb the 8111)1.oJo• tlln)uchout hlo Federal careor, cci:zpne>o papers 

'Which cS,ve l.ogal force amt ertect to appaintaentll and all other perocmmal 
C'

tranaact,icno • aDd llhich .rotleot mS oilum data on Job performance. Attor o are.tully-t

co.naidor.Log tho v-Uioa 9'al.12aD inherent. in thee. 1'c14ero, an Ad Roe Cmm:a:lttoe 

an the Diapom.ti.cm of Perocnnol foldera, cansiatiD.G of :ropresentAtivaa of the . 

Civil Som.ce Ccmcd.saion, the Oe.neral Account.1.Dg Office., tho Budge� BureliU.1 and 
t 

t.he Oenanl. S.fficoo Admoitrtr-ation, report.ad to the lldmtointrator at Oenural 
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SerYic:oo ano_Decellber 31, 1952, that the foldora did not ban ault1cient. value to 

"11rrant· proeorvat.1cm 1.ndelln1 te� tcryom1 tho t1l!lo t.b07 wan requind far 
. . 

adJudicatio.li oL rotirom&nt. clldnD., 

Any historiw. val.u.e that. pOJ'BOmllll rocorda u a cla.oo uy- ha'f• relates 

primar1ly to t.he individual., .not 1n bie �ity aa a Federal a:zpl.oyee, but rat.her 

bocauae ot h:1• p<n:1 ticm 1D tho· hiorarehy of the agency or boc.au.se at hin /£18 or 
... 

notor1oty u an 1.ndivS.dua.l. It. would not, be reaaonnble for tho P'ed.eral OoTenmmit. 

.:)" t.o kB1'p t.ho r1100 relntiug: to r.dl.Uan.o or apl07090 on tho 1miblo that a hiutorian 

er bi.ographer cd&b,t aoe daT £ind 1o om o.r tbs fol.den the Bliuiae clue to llC2Jl9 

epect 0£ the lite er career of an 1ndividual Who lat.or becUA f�w,. 

The import.anco of' t.he official par8CMel folder 1n ret1r,1111nt. proceedin&n and . . 
1a detefflinin.g the pimrlon rlfhta a£ to.rar OOYermcnt, nployus roquinu1 that tho ; 

!Use o.f' t.hozu3 canred or potentially sub;jec1) to coyerage by the Civil Berrico 

nt.ireaant systa be retd.nsd until t.heao pension r1ght.o bave bean final.l.y dotor­

mincd. Ret.1.rmacm.\ benef1t.a ay be obt-a�ned alt.er Ta.r,i.ng p•r1od11 of ooffica and 

at varioua ages, but 1t 1.e NIUIOn•ble t.o asrnime tbnt. tomer cmployoe11 "111 oppl.7' 
for those bCJ:10f1t.B be.to.Po t.hc,y- are 7S ,earo old. CcmaqwmU7 the rutentlan · 

period for tile fold.ere 10 nt at 15 yaua after t.ho eploJIS•• • birth, or, U 

1ntom.at.1.on u to date or b1rt.b 10 l.ackiag, at. 60 yura after the da.te or th.a 

earllut doCWl'lont. pcrt-G'.ln:\og to b1e ffli)lOJ]Hllt.. A.a an alt.ernntive. it ie praat.1� 

cal t.o dispoae ot the !older tw J&&nl arter thv •Jl!l'lo,u• •  rctircmzent bonaftt 

baa been lotall,Y d8tem1.nctd and approvedJ at that. t.ma all necesoary data to 

coq:,lct.e p&JIIClnt or t.he benefit. ia cOJ:at&11.led io t.ha cl.aiaa folder bDld by �e 

Civil Sorrlce Calll8S.ssi.cm. RSll1larly, \be tolde.r aay bo diepooed or 2 yuan ott.er 

the death � th• anplo,.a on th• grouad.8 that his rot.1.rumnt r11ht.B have 07 then 

been datend..Ded • 
...,_ ' .. , . . . � . 

Attar diapoAl. ot t.ha 01'tid.al .Persormal Foldar, t.hent ramie for each 

uzplo,co h1• roUremmt. oJ.a1n tile u veU u a aemco record card (1a t.hoH 

cases w■:re euch CA?do brn, bean IU.1.nt.aioed). 
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cues where each cazSl:f PERSEDED 
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S.rnces on December Jl, 1952, that the tolJ5.era did not. havo autricient value to 

warrant preH"•tion indetill.1.t.eq- l:4ygad th.e t.1.mo thny W9r8 reqd.Nd for 

&dJudicatioo at retirement. cla1na. 

Ally bi&t.orical value that peraonmil rocordu u a clano &D¥ haYe relates 

pr1urlly to the 1.nd1v1dualo not ill bis cQpaeit7 u a Fecloral e.ci;,lo,011, but. rat.her., 

., bocauee ct hie poei.t1on 1n tbe h1erarcbJ" ot the agency or bDcauee of h1o ram or 
... 

notor1ot7 ui an ind1v1d:u.al. 1 t would not ba reaaOlUlble for tho Foder al OcTenment 

(? to .lmap the filoo ralotia.:- to l!lilllono or �lCJ709D on the gamble that • h1ator1an 

or bioarspher eight o� day find j_n one or tho folders tho Biosinc clue to ame 

upaat o£ the l1£e or ce.reer of an iDdividual 1o-no l..Ator bacame fGPJCws. 

Tho i.r!portanco or the o.ff1c1ol para�l folder 1o rot.1.nmunt p.roc1edingn and 

1D detendnin& t.ho pen:rion rl�t.a cf tonaer CtOTe.rment "l)lo,eea requires that. tho 
\.. 

.tilea of t.hoDO conred or potG.nt1ally uubJect. t,o cOYer&£8 by the Civil Serrlco 

nt.1rmunt; oyutu be reta1nsd Wltll �esa ponaion right.a ban been finally deter• 

mi.nod. lletil"OZl0Dio bem.tita may be oM..aJaed. alter Tar,iaa periods of aorviee and 

at v�rlo\1.9 a.gel!I, but. U, 1s n•son•hle t.o aasum that fomer cnployoe• uil.l apply 

tor tholJO benofit.B befo.t'o thoy are 75 )")!U'O old. Cc:maoquently the retention 

period !or tb.• .fold.en 1B aat at. 75 7Ga.ro after the mplaye• ' •  birt.h. or, 11 

inromation ao to date or b1rth 1u l.ackicgo at 6o ,oars atter the date or the., 

urll•■t doCU11:unt port,;1n1nB to bis smploymtnt.. u an alternative, it ia praoti• 

cal t.o dispo•• ofot.he told.er tvo 10are attar tho e.111ploya1 o reUNllle!lt banafit 

ha• been le&all..r 4eterm.nad and approvedJ at. that. UM all oeceaaary data to 

coq,lcto paymant of the benefit. is co.nta1o"'1o1n th& alaiu folcler bold by the 

Civil Sonic• ccm11s1on. l'bdlarly, \he £older &q bo dieposed of 2 10ara after 

t.bG daatb or the enplo,ee oo the ground.a that. his rot1m:riont n.ght.o bova by t.ben 

tMIGD. daterm1.a.ed. 
' ' 1 • - • • � �·

A.ttor dis;>oal o� tho 01'fic1al. Persomial Fold.or, there ra:mdn for each 

aplOJQI.I bi• rut1remnt cla:Sa filo u wall a.a Cl uemco record card (1.n. thoH 

_.., 
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OBNE:RAL Rl!CCEDS SCHfll'IIIES 

.lutharity far thl!I di.sposal praneiona 1n tt.ae sobadulae 1a cont,llimd 1.J1 tbe tollOIJing HCJWl9 .Repcrta1 

R. Rept. 15'96, 79th Cong., 2d ae1.1. tor defenant recordaJ 

H. Rapt. 2o52, 79th Cong,, 2d eese. tor Wannaticmal eerr:!..oea recm-dsJ 

H, Re�. n6, 82nd Cong., i.t NH. tor o1v111.arl per11onml "OordsJ 

H. Rept. 2L.n, 82nd cone;., 2d 11ea11. tor all other reccade conred bJ t.hne 11chedale8. 

Oeneral Ser-vice11 Am:d.nietr■tian 
National Al"ohive11 and Recorda Serrioe 

Wuhi.ngton 2S, D. Co 

.A.uguet. J.9S2 
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TlBLB <JF C<lffllllrS 

IMtl"uct..iona tar Using Ollllllral Racarde ScbedQJ811 

Schadule 1. C1vll.1.a.n Personml Recarda 

Schedul.a 2. Pl.yrollillg am Pl.y f..d:dnut.ra.t1an Racorda 

Schedule 

Schedule 

J. Procrun11mnt and Supply Rtlcord& �- Property DiJlposal Racorda 

Schedule 5. 

Schedule 6, 

Schedule 1. 

Schedule a. 
Schedule 9. 

Schedule 10. 

Schedul.11 ll. 

Schedule 12. 

Sch8dula l). 

Schedule 14. 

Budget PrllJ)lll"ation, Presentation, and A.pport.ion12n1t Records 

Accowrt..blB atfieer-11 1 Accounts 

Expenditure Aocowrt.ing Reconlo 

Store11, Pant and Cost Accounting Records 

Travel and Tranaportation Racorde 

Motor Vehicle Kaintenanca and Operation Record9 

Space and H9.in t.enazic.. Rec crds 

Canr:runicationa Racords 

Pr1nting1 Binding, Duplication and Distribution Records 

Infarmal.ional Sen-1.cea Records 
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SUPERSEDED 

!HSIRT£'I'lCJNS FOR US:rn:J. GENERAL RECORDS SCHBD!Jl.ES.. 
General, General Records Schedules are issued by lhe Ad'linistrator of General Services to provide
standards for Federal agencies in handling their non-current "housekeeping" tnics of recorda. Sect.ion
5o5(b) of the Federal Records Act of 1950 (Ll u.s.c., Supp. 28L(b)) directs the Adl'linistrator to 
eotablish standards for the selective retention of records of continuing value. The Records Disposal
Act of 19LJ (41 U,S.C. J69) authorizes hi.c to subc:l.t to Congress schedules proposin& the diapoaal,
aH,er the 1.a.pse af SJ-E!Cified periods of tir.ia, of records of specified fonn or character ca:u::on to 
several or all aeencies that apparently will not, after the lapse of the periods SJ:8Cified, have 
sufficient, valua to warrant their further preservation by the United St.ates Governmnt. The records 
co,,ered by General Records Schedules include those pertaining to civilian personnel, fiscal, accounting, 
and procure�nt ruitters, and other c=ion functions; they con.'ltitute a large propartion of tha total 
volwr of records created by each Federal agency, 

When approved by the Joint Coc:nittee on the Disposition of Executive Papers, Qenere.l Records 
Schodules constitute authority to dispose of the records included therein as di!lposable. Agencies r.,ay 
apply this authority subject (1) to approval of the Cocpt.roll.er General of t.he United St.ates in the 
cases required by Section 9 of the Records Disposal Act; and (2) to coi:ipli�: �  with the record keeping
require�nts of re,::;ulatory bodies ( such as the Federal POIP!lr COllllll:ission, tm Interst,a te Cor.merce 
Cotr.mission, and others) 1neof�r as Federal agencies or parts of agencies a.re subject to the jurisdiction
cf such reeula tory bod ion. 

Gi:neral Recorda Schedulos are co::preherulive records retiremant plans that not only include dispoeel
authorizations, but also provide for the retirenent to Federal Records Centers of non-cur�nt. record:! 
that muat 'be retained for specific periods of tir.e and for the econa.iical preservation of those recorde 
that are of continuing value, The authorba.tions and recor..r.iendations contained in thee my be used by 
any agency in their entirety or in part,; they are perDlissive and not tsndatory. Because these Schedule11 
are designed to c�r records probler.is cor.J:ion to sever"al agencies they a.re not intended to fit the 
preciH needs of any given aeency, They represent generally accepted standards for the retiremnt of the 
records covered and are phrased in such terms as t,o pormit those responsible for records retire1:1Bnt 
ai,t.i vi ties to adapt the1:1 to their agency's OlV1l peculiar needs. By use of them an agency cay, with out 
further Congreasione.l authorization, provide for thP. retire�nt of the bulk of its "housekeeping� records, 

llathod of Issuance, Gernral Records Schedules are issued in loose-leaf fonn to pen:ri.t, the in:;ertion or 
remcwai of pages upon which additions, deletions, or revisions have been r.111de, Revised or added pages 
'111.11 be iesll8d as chancinr, conditions require and as necessary Congressional and other approvals are 
obtained, 

Coverage at GeMral Records Scheduli'!s,  General Rocords Schedules refer only to record copies of docur.ients. 
It 1s not the fiitent of t&ise schedules to i.r.ipart. record character to extra copies of docw:ents previously
defined in an agency as non-record r.at.erie.l. 

Cop1es of documents covered by these schedules, however, r.ay in certain cases have 'be coma an inuigra l 
part of subject or case files dOCllr.l'.lnti.nR activities different frq:i those covered by the schedules, In 
such cases the di11position of the copies should be the aa::ie es that of files of which they are a part. 

General Records Schedules, except as definitely specified 1n the several schedules, are not 
applicable to record.a created prior to January 1, 1921. Records created prior to this tine in r..any
case:1 were nc,t. su!ficielltly standardized to be susceptible to evaluation on a Goverru:ient-,rlde basis, 
Those of each agency 1:1wit therefore be eeparatel:y a.ppraiMd, 

Tbe 111:bsdul.es lll3Y with tlw eon.sent of the agency concerned b7 applied to records in Fodoral :?eeord.9 
Cont.ere, 

F.aeh schedule hns threo parts: (1) an introductory analysis; (2) u� schedule itselfJ and (J) a.n 
explanation of the reason for the retention or disposal of each type of record covared, 

Previously approved agency schedules providing for shorter retention perio<ls may be continued in 
farce if an agcmcy prefers; likewise, although it is believed this will usually b:! unnccessar:r, R.gencies
r:ay extend retention periods in order to neet needs p,culur to their Olm aetlvitie.!l, 

Per-mi11sive provision is mde, whero applicable, for the transfer of records to a Federal Pscords 
Center for storage and servicing. Records desi,:natcd for transfer to a Center should be held until a 
substantial quantity exi.!ltS, ewm altho11gh this means a longer retention in office space, to avoid 
ecattsred transfers of smll 3coups of files, Each agency!'s transfer progran should be cleared 1'1it.h 
approprint.o General Sorvices �-dninistrati:m O:ficials prior to l!Dking the first transfers, especially in 
the case of porsonnal ancl pay records eli�iblc for transfer to the Center in St, Louis, 
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.. 
Oener&l Reoordll Scbodule11 alllo 1.nd1.eat.e 1l reco;:mmndad or Dr8scri'bed r.1Jthod Gt: fil1ng each type or 

record so as to facilitate uae am disposal, Preaor-ibed ll'lethode of fili:ig are ind:l.cat�!u1 by ref11rral 
to the issuance pnl!lcribing themJ those recommded under the prcwisiorui of Section SoS(a) af tho 
Federal Recorda Act of l9So do not mm rereronce to an establt11hed authority and aey !Je'II' regulations 
or directives that f!J/JY be iH1111d fl'Ol!l ti.l:le to tial inll su)),Jraodo those recanmndattons, 

Tra.naaittal Iatt.ara • The ariginal issuanca and revi.aed. and. added t1at.eria.l nU be prccu�8.t.ad e.nd 
dlstr1buted to agen.:1.os under cover o! trannittal let.t,er11. The transcd ttal lattitrs will be desi,�ned 
to eervu the toll.a,:lllg purpoeo1111 

l, Transmt ao an attachi:J,nt tho paces to be l!llbot.ituted or addsd and give 1Illlltructiona 
far insert:lan, 

2. State ths Conerauicmal authorizati011 tor di!lpooal of rocorcb, if an,y mw diapoaa.l
authorize.t:lon is imrolved. 

For referenoe �a t.rarumittal letters ahould be retaimd, and m.y be placed n1:t.h the achedu.lss ar 
Cl!IY 'be detached and filed aeparat.e:JJ'. 

-2-
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SUPERSEDED 
Oc:JIERAL RECCJIDS SCHEilUIE l 

Agency civilian porsonml records relate to tho supcrvipion aver and rr.:u·ia.p;cmnt of Federal civilian 
aq:,loyees, for the !Dost part pursuant to regulat,lon:i of the Civil Service C=ission, the 11tafr agency
charged with the ad.!llinist.rat,ion of the Civil Service Act, and relAt..ed regulations, orders, and 
leghla.tion. This scmdule CCM!re all copiee 0£ records rela.�.'lJ18 to civilian porsanml created since 
January l

f 
1921, wrherever focated in &.n ag1nic7, exclusive of (a) copies of loy-e.lt,y and other 1.nve:;t,leative 

tiles, (bJ prograc recordll of ti� Civil Service CotJr.D.asim (including records or BMrds of u. s. Civil 
Service Examners and Coomtteos of Expert ExAoinoro, regardle11s of the custodian), and (c) record!! of 
th9 Bureau of Er.iployeas I Cor.ipen.sation and the Public Health Sarvico i:ta.int.B.i1'19d pu.rsu811t to at.atutory
Gover.llnln1.--wicle responsibilities for the health and welfare of Govcrnncnt employees, Records of e.i;ency
units functioning M sto.fr rcraonml policy groups, rathor ttllln as opcratine �rsommJ units, ·  8.1'1 nat. 
c09ered by this schedule. 

The Of't1c1al �rsOTW:11 Folder, a case file docu:::ien�i� ec:ploymnt history, wao established in 19q7
by the Federal. Personn11l 11.D.nu11l (Rl 35-J8) and corur1.1tutes tho key record relatir,e to civ111an rcr11onnel. 
Prior to 191.!7 the contents or !)IJtsonnel .folders varied samwhat nth agency praei.ice but these prP.ctlcn
have been easential.l,y siml.ar sin:a about 1921. Specific personnel fores, such ae the Notification cf 
Per110nnel Action (Standard Form 5o) have boon et..e.ndardized sincn 19111. An 11.uxiliary to the Qfficilll 
Personml Folder 1a the Servico Record Card (standard Fom 7), a mandatory form llhich raplacod r.rulLiple 
t;ypes of aui.tlar f= used in the agencies. Tbo Official �raonrel Folder o.nd Service Record Card are 
deGcrlbod 1n Civil Service Handbook s--812, Basic Pereonml fiecords and Files 5trte1:1 for Federal Agencies, 
which prescribes a sU?plified syst.el:!. of record keeplni- for Federal �rsonnel or !caa. 

The Of'fioi.al Personnel Folder, which no,r travel:, with the Federal ei:iployee as he moves frOJ:1 agency
to agency, contains paper11 o! continuii:ig value, listed as such in lhe Federal Pl!lrsonnel Uamial, on the 
right hand side, end papero of teiq,oraey value on the left side. until Ncvecber 1951, the content!! of 
the left hand aide of the foldors were de!lcribod in detail in tha FeW!ral Paraonrel l!nnual. N°", however,
only Lhe racord.o required to bo kept arc deocribOd in dcta.11, 

RecOl"d.11 nOl"T:lal..l;r mintained in addition to tho official folder and its relsted service record card 
cimcern phases of per9onnel adrnin1etration involving the sol.action or personnel and tho supeMrhicn m-er 
the work history and on-the-job perfornance, as follows: 

Poaltion clsseiflco.tion: These recordz, 1nclude copie11 of position classification sheet11 
a.nd related rocordo, 

�cruitr.ent and solection1 These include 1.nterviJ!,r files and related data. 

Training: Theso include evidence of akille acquired and mde availabl.e to the agency. 

Other records pertaining to 1ndividual er.plo19es nol't'ISl.1:y include aer-rlca record cardll and varicrua other 
controls 1I1aintained for purposee of convenienco at the operatinc: levelsJ agency dill'pllnsary recordaJ and, 
for tho period of World War II, draft deferl!Jlnt records, 

Providon 111 mdr!I in t.hi.11 act-sdule for the disposition o! copies o! fon:s eithor duplicated 1n the 
Official F9rsorwil Folder ar rraintainod 1n 11eparate pereormel files, iiz, 111ell ae fi.lJ!s Clli.nt.ai.nad fer 
teq:>arary processin£ ar expediting purpOM!I. Thie schedule alao covers corn11,pond81'108 files not relating
t.o individual.a z:ia1.Irtainsd by oporating por!lonrol offices, involving their a.dm.nietration am operation. 
The dispoaitiOll of pay and payTOlling reccrds, nDnBlly mint.alnad by agency fiscal Wlits, 111 pi'OVided
far in Schlldule 2.  

ITEM RECOMIIENDED 
NO. DBSCRIPl'Im OF RE.COODS ME:THm OF FILIN'J4> AlmfORIZFll DlSPOSITICJf 

P..l'l:CIUIS OY co1rrnrono VALUE: 

1. Ql'fie1al �reonnel Foldorr, ard 
COl:!pUable files accw:nllllted prior to 
ests.bli:,hrllnt of the arficial Rlrsonncl 
Foldor, excluding papers covered by 
iuir.1 11 belOli. 

Alphabetically by 
nai:e, 

(a) See page R1-J6 o! t.he 
Faderal Personnel l!anual far 
1.natruct..ions relating t.o 
folders of er.rplo:yee11 trans­
ferred to another agency.
(b) Transfer folders or 

•Prescribed i:iethods o! filing are indicat..ed by referral to the i!leuanoo prescribing t.hel:l; those 
reco:z::iendod umer the praviaion o! Sec, 505(a) of 'I.he Federal Racord9 Act of 1950 (�l u.s.c. SupP.
2BMa)) do not l!llire rei"erence to an establishod aut.hority. Any nl!W regulations i;rr- diretrt.iv-e!I that. I:'.AY 

be issued f'ra:i tillla to til:ll will supersede these recon-endatiorui. 
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SUPERSEDED ·. 
De-SCRlPI'TON OF RECORDS 

2.  Service Rltcord Gard (Standard Fore 
7 ar its equ1 valant-). 

J. Position descriptions pertaining to 
p08it1= a'bollshed after Septm:::bcr 1,
l9S'O, and de11oriptions su.perseded after 
t.hn t date • 

JID::ORDS ClF TE!.'.:'·:IiARI VALUE: 

4. Carre11pondsnee in the oporating 
·personnel of.fice and its oubordiMt.e 
units relatillg to t.heir adm.n.istration 
and opera.tion. 

s. Correspondence, letters, and telegr&DB
offering appoi.nt1:13nt.s to potential
ecployees. 

6. Certiticato f1l1'91 consisting o.r: 

a. -Requests for certifi,- · 'Ill of 
eligiblus. 

b. Cert1.fii:::.ate11 of eligibles. 

7. �lcyue record cards used for 
inf=tianal purposes outside 
personnel offices (such as Fon:i 
IJF-4). 

RECO!l.!.IEIIDED 
�'ETH(ID OF FILD:G 

In accordance "1th 
Civil f-el"Vi.ce Jwid­
book S-812, Basic 
Personnil RecoFaii and 
Fllis Systec for 
Federal Agencies, Oct, 
1950, Part tA. 

In accordance ..-1th 
CiVil Service Hand­
book s-812, &sic 
�rsonnel Re� and 
Files Systec tor 
r'edcrai Ap;enc !es, Oct. 
1950, Pa.rt t c G. 

By subject. or o;:ency
filing systei:r.; st.art 
o nerr file every J 
years. 

Alphabet.icall,Y by-
nam • 

File niquests and 
certificates by
oerlificate mmber, 

File requests and 
ccrt1.f1ca tes by
ccrt.il'icate nucbor. 

In accordance Tlith 
Civil Service Hand­
boor s-Bl2, &aic 
Personnel ReccrnEi ond 
Files /5y5ten !or 
Federal Ap;eneies.  Oct,
t95o, Part ut !l 2 and
B J. 

Atr..'HORIZUI DTSPOSITIClfl 

�cparat.ed er;iloyeen to in­
active file en separation;
close file at end of each 
yenr 11rxl transfer it to 
Federal Racords Center l 
�ar thereo.fter. 

Tra�sfer to Federal Records 
Center S yee.rs after year 
ot e�loyee •s separation or 
transfer to another agency. 

Rstain om copy. (See it.en 
8 for dispooal of other 
position doscriptions.)  

Dispose .3 years after file 
l9 cloDOd or J years aJ't,,r 
date of doc-a:::ent. if filing
arraneer.ient differs fra:r. 
that SU8geated herein. 

(a) I! appoint1mnt ia 
accr-,µted: Destroy
ic:md.iat.cly.
(b) U appofot.cient 1s 
decl�d: {l) Return to 
Civil Service Coc:dssion 
�"ith reply and application,
if nace wa.11 received from 
certificate of eligibl.os; 
{2) File inside application,
if offered as a result of 
applicat1Clll. for teDparary 
or flXCepted e.ppoint.nlnt I and 
dispose of 1n accordance 
with provieions in iten 16; 
(3) All ot.hera: DisPose 
ilr.::sd!atel,y. 

DispoBe 1 yea.r after date 
of ccrtificat�. 

Dispose 1 year aft.er date 
or certi..ficata. 

Dispose on transfer to 
anoth'.Jr agency or bureau or 
on separation of er.iployee. 
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-
ITEM RECCJ.!ME NDED 
NO. DESCRI Pl' I OIi CF REX: CIIDS �HCD Of FII..IJ(. A IJtHCRIZEII DLSPOS IT ION 

• 

-

-

e. Po8ition desc:riptioru.; (copies other 
t.han those providod for by it.en J). 

9. Et:ployoe 1.ntervie1r recard.9, 

lO. Duplicate case file.9' llf efficiancy
rat.in«: boa.rd9 af review, copies of 
which have been forwarded to the 
Civil Service Coc:::iission, 

ll. All copies of c01T9spondence and fo:n:is 
lll,B.int.ained as ter.ipornry records in the 
Official Peroonnel Folder in accordance 
with the Federal Pllrslffll'lltl M&nua.l 
Chapter RI, pages J5-J8 (�:, I95o�. 

12. Position identification strips, usad 
in service control file (11uch as 
Standard Fom 7) to provide ew::mary
data on oach position occupied. 

13. Eqiloyee suggestion caae fil.1111,
including .files relating to Cl8Il8gemnt
ir.iprovemnt suggestions considered under 
TitlD X. of P. L. u291 Slat Congress, or 
compru-able lsgislation. 

lll. Case filae on reward!! fCJr superior
accomplisturent under Title VII of the 
Classification Act of 1949. 

15. Hoti.fic&tions of per11onnel action, 
exclusive Qf those 1n Official Perscmnel 
Folders, 

a. Chronological file copies,
including face sheets. 

In accordance wit.h 
Civil Service Hand-
book S-812, Basic 
Personnel Records arid 
Fiies SJ'l!Eem I or 
Feoeral Agendas, Oct • 
1950, Piirt ! c Ii. 

Alphabet1ca.ll,y by 
naa,. 

!lphabotical]y by
nBDB; start a 11!/11'
fils eveey year. 

� le.f.'t Bide of 
foldar, chronologicallJ'. 

In accorrlanee with 
Civil Service Hand-
book S-8121 Basic 
Poraonnel Rccord:i and 
rnss s iem ror 

ljredara1gencres, act. 
19So1 Pirt 1 A. 

Alphabetical:!7 by-
lllll'I! ; start a MW 
fih every 5 years 
or every 2 years, 
as appropria t.e • 

Alphabetically within 
fiscal yeA.rJ start new 
file each fiscal year. 

In aocordarlce with 
Ci Vil Servioe Hand-
book s-812, BaGiC 

�:a�=��:,
Porsonnel ReeoriG' and 

():t.
1950, PirE 1 B Ii. 

Diapose when position is 
abolished or description
ill superseded. 

Place 1n inactive file on 
transfer or separation of 
ei:;ployee and start. new in-
activo �ilB every 6 �ontheJ 
dispose of inactin, file 6 
.t:ionths after it ill closed. 
I! .filing arrangoe1;1nt differs 
fra::,_ that suggested herein, 
dispoee of record., 6 conths 
after transfer or eepiu-ation
of er.:pl:,yaa • 

Dispoae l yenr aftor closing
file; if filing arrangecent 
di.ffers fra:J. that sugKelrt.ed
b,rein, disp011e of record:! 
1 �ar after CDC!pletion of 
caise. 

D1spoae on transfer ar 
soparetion of e c,plop,e 1 
c:ir ,.,.hen 2 years old, 

Dispose when position is 
canoollsd or mw atrip ia 
prepared. 

Afuir closing case trall3fer 
to inactive file arranged
in eem way ae active tile 
but closed at end ot each 
ye&rJ diirpose of (a) b.a.!!ic 
copios 5 years after c::loi,1.rig
of tho file; (b) duplicate 
copies 2 ye&re attar close 
or r1111, 

St.art nBll' inactive file 
overy fiscal yaarJ dispose
of each year1s file 6 
months after clo11e o! that 
fiocal yee.r. 

Dispoaa after 2 yaars. 
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DF.SCRif!�Cll Clil' �CEDS 

b. A.ll other copies, 

16. Un!Jucce,s!'ul application, for 
appoint...,mt and re:Wted papers,
excluding records relating to 
appol.nt.aenta requiring Senatorial 
con! 1.n:la tion, 

17. Statilftica.l report.a in the opera.ting
poraonml o!fioe and subordinate 
uni ta rel.a ting to personnol. 

18. CQl'I'O!!pondonce nnd foI'IIIS 1n operating
personnol af'fice1;1 relatins to 
inii:ri.dual aa:ployees not caintail'led in 
Official Pl!irsonnel Foldors and not 
prDVidei:I fc,r elsewhere in this schedllle!. 

a. Correspondence and forms relating
to pend:1.ng pereon!l<ll action, 

b, All ot.�r corresponoonoo and fonq1;1, 

l9. Copies of docwoonts duplicated in 
Official Personnel Fold.era and not 
provided for el.selrhere in this schedule, 

20. Files port.aining to the d8!en1Errt of 
Fedsral employees frOCI military training 
under the Selective Service and Training
Act of 1940, as amended (excluding
records held by the Selectiw Service 
Syetec and the R.evielr Ca=:d ttee on 
DaferJ:l!lnt ar Gc:werrumnt Eoployoee and 
their predeceae or and success or agencies). 

a. Reporte to tha Review Coccittee on 
Defet'?ll!lnt of Govornr.ent Employees 
ar its predaceirnors on the SelDctivo 
Sorvice status of employees (mt: Fare 
27 rn- equivalent), 

b. Reqmate for occupational defenmnt 
('OSS fare u2, u2a, or equivalent)
and all supporting 11.nd accomp1nying 
papers. 

c ,  .\ppeels to the Rov1.e11' Cc=ittee on 
Dafermnt of Govern:ieat Employees 
or it.a pred.ecnsore f<lr occupational
defercents and all accocpMying and 
supporting pa;:,era, 

d, Corrospondenca botnen individual 
agencies and the Revia-w Coaiittee 
on Dofermnt ar Governmnt El:lploY9eD
and i to predacessor11, 

IBI'HCXJ Of' FILD:G 

Alphabetically; � 
a mw fil.o ovcry year, 

AlphabatieallyJ start 
a new fila every 6 
conths, 

By report. and 
cbronolosically
thereunder. 

llot applicable. 

Alphabetically' by 
nam; start a Mlf 
file every 6 JDOnths. 

Alphabetically by 
Mi:l't ; st.art a n,w 
file e-rory 6 months. 

Confol"l:I to agency
practice. 

Confor1:1 to agency
practice, 

Conl'or,:i t.o ag-ency
i:iractica. 

Confom to asency
·practice, 

A l1l'H CJ!. 12ED DIS POSIT I QI 

I.lispoaa ai'ter l yuar, 

Dispose 6 conths after file 
is closed or 6 cont.ha a.!'ter 
date of applica!.ion if 
filing arrant::;i1111nt. dif'fers 
fra:i !.hat sui;i;osted heroin, 
providin/l the ren.uirec:ents 
of the Federal Personnel 
!Aanual, Section R2-19.0l 
are observed, 

Diaposo 2 yuars a.fwr eta.ta 
of t'8port. 

Dispose when action la 
c0r.1plctad, 

Di1;1pose 6 cont.ha a!'ter file 
ia cloaed ar 6 z:ionths after 
date of doc�nt if filing
arrangecent differ!! froc 
I.hat nugges tad heroin. 

Dispose 6 wnths after file 
19 closed or 6 1:10nths aft.er 
date of documnt if filing
arrangemnt. differs fror.i 
that suggested herein, 

Dispose after 6 months, 

Dispose after 6 r::ionths. 

Dispose after 6 �onths, 

Diaposa after 6 months. 

-
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ITE.M 
NO. OESCRIPTICJI OF REX;(IU)S 

RECOll!END?:D 
I/El'HCD OF FILOO Al!l'H CR IZl!%l D ISPOS ITI ON 

• 

e,  

f.  

Requests to the Ravie1r Cc;ru:dttee 
on Defermnt of GOYllrn..•,mt Er.iplayees :
and its predecessors !or thlll 
de!lignat.ion of certa.iJ!. po:ritions a9 
"Key Position.s." 

Raports r.iada within an aeency by 
individual el!lployees on their 
Selective Service status, 

Confon:i to agency
!)l'aCtice, 

Confori:i to agency
practi�. 

D1epo59 a.fter 6 monthe. 

D1.apose after 6 months. 

21. Dbpen:,a.ry troatnent. reeard cards, Fil!J within year
alphabetically by 
l\8J:J9, Set. up D1JW file 
every year and bring
cards forward froa 
previous y.gars to it 
who n indi vidue.l 
concenmd is treated 
1n dispensary• 

All cards perta1.aing to !Ill 
indJ:rldual to be disposed
o! 6 ;yeara after data of 
la.at. errt.ry OIi the eardu 
pert.aining to him, 

22. wgs or regiS1.ers of visits to 
di.Bponsaries or 110ilare ro«aa operating
under P. L, 658, 79th Concrei,11, 

a, Where inforr.n.tion is eum.mrbed 
on statistical rnport8. 

Chronologically, Ohpoaa 3 manth.s art.er last 
datll on log or register. 

b, Wbere inforcnt.ion iJ!I nat sutcarized 
Alae,mero, 

Chronologically. Dispose 2 YM,r!I after last 
dat,e OD log or register, 

2). Henlth record case files, coi:,prising
forms, cm-rturpondanoe, and related 
papers doclllll8nt1.ng ei::plCJ1138 cndi.cal 
hiat.ory \Ulder prClgl"al:18 authorized 
by P, L. 658, 79th Congress, except
pro-e=ploymnt. physical eumina t.ions, 
disability ret1rei::ent exat:d.n.ltions,
and fitness fer duty oxs.min!ltiona 
{which IJllY bo .llDM a _pllTt of ar 
associat.ed with the Official �rsonnel 
Foldflr or !lily be retained separate 11'). 

Alphabetically by
nao:i • Set up Mw file 
011ch :,i,ar and br� 
forward rroci prertoua 
years files n,lated to 
an irdividual when that 
individual 1a treated. 

Diopose 6 �ars aft.or date 
o! last papers in the r�. 

24. Copies o! !Jtatbtical sm:oaries and 
reports relating to ecployeo health 
rota.ined by reporting unit, and 
related paper:i, 

By report ard 
chronologicall.y
thereunder• 

Dispose 2 years a!ter date 
of sUDCBl'y or report.. 

Itec 1. The Qfficial Personnel Folder, pra::ulge.ted 1n 1947 by the Federal �rsonml llllnual (Rl )S-38). 
Tsconsidered to be the official reco::-d doe�nting e:ipl�nt. hlltory. The pert1ar11nt documerrt.s 1n tho 
folder, 'ffhieh "t.ravels'1 rlt.h the ecployee t.hrougholII. his Federal career, COC!p?'ie.i, papers which gin
lega.l force and effect to appointmnts and all other personnel tran11&eti0118, and which refl&ot minimun 
date. on job porfonnanoo. All oth.:!r P3reonnel recordo relatil18 to individuals ore uub01"dine.te to the 
perament papors in the Qffieial Persannsl Folder and appropriate pl'O'f'isioo for diaposing of t.hem 111 
l:IBde e�where in this schedula, U!.d1vidually or at1 pert. of the naterial on the taporary side o! the 
folder. Thie iteci includa11 agency folders CBintaiDed aa the official folder priQL" to the prai::iulgatian
of the Official Fersonnel Folder. 

Item 2. These service record cards are official su:ioari1t11 of ttm salient facts of employment. hist!JJ'7 
'iJia"'r"ire rnaintainad by personnel office!! to obrlAte .f'roquorrt references to officie.l folder!I and to be 
used as the official reoord in lieu of lost official folders, The Clll'ds eerva ai, a cen'U'al personnal
office record oC all aspect9 of personnol adc:inist.rat.ion, and hevo continuous s�icance WI a conciN 
reference sourco after transfer err separation of tho ecployee. 

Ite::r. J. These da3cr1ptim.s crust be retained i.ndefinit.ell' i!l order to �otecrt full,T the job reatorat.im 
riglitS' of persons who are furloughed to enter the m111tary service undnr the 1948 Selecrtive Service la•• 
These right.ti imolVB reetorntion to the peroonent poeit.ion held ae of Septel!lber 11 19501 when personnel 
act.ions boccme tecporary under Executive Order 10180 and related legislation. 
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Itecs 4 and 5.  These files reflflct the opot'at1on of tho personml offica in admnisteri.ng the ar,ency
personnel program, and that of the 11ubordinate branche11 charged w:l.t.h individual phases of t.he program.
En:ploy111mt policy is nonnally reflected in agoncy files at higher adr.d.nlstrative levels. Files covered 
by it.em 4 9erve tei:::parary ad::iini.:3tt'at.1w needs 1nvolwd 1n t.he daily prob:11!:r:p arising i.'I personnal 'll'Ot'k, 
and the retention period indicated is adnquate to �rve such �orary need!!. Corre3pondenee rolat.ine 
to individuals who receive appointr.cntu 1s provided tar elsewhere in this schedule, and ite1:1 5 rol.ates 
t.o rout.ine paper:!! reflecting pre-appointmnt. negotiat.ion:, "'1th potential appointees. 

Item 6, These farl!IS relate t.o requests mda by the agency to t.he C1v11 Service Comllis::iion for lists of 
el!'gr6']..e11 fNll:I established registers. The certHioat.e itself is of little s.dr.J.iniatrat.ive value once • 
decisions haYO been taken with respect to the nm:.,& cert.1.fied. 

Item 7, �tional FDrlll 4 was developod as an infon:iational record for opcrat.ine units served by th!! 
per:ionnel office t.o obviate requests far e�ln�e service and related datn. Ckice the e:::ployeo leaves 
the operating unit, the card is of no further adml.nistl"ative valu&. The permansnt s=ry c!lrd record 
is maintained en Starviard Form 7 (11ee item 2)  by t.hfl personnel offico itself. 

Itel: 8. Pollition d611cripti0rn1, ll!ltld in classification work and 1n ei:rployamt control, are of valua as 
cont1nui.Jl8 persollll81 docur:ients while the descriptions they contain are still valid. Eiteept for 
descriptions which my be of continuing val\18 beeaUH or their aptness of content (which cia;r bo 
retainad a11 non-reetird reference mt.crial), these records are of lit.tle valua after they s.ro superseded 
or obsolete. Description3 of pOl!itions abolislxld ond descript.lOl'ID 111.1perseded after Septe.ci'ber 1, 195'0, 
are retained for the special reaseffl:!I noted under item .3. 

Itei=. 9.  These are pri.J:isrlly ei:,pl.oyee l'lll.atioru, file11 and involve entrance and exit. interviBWB, IU'ld 
Iirt'..irviews i.molrl.ng 001:1p1Airrts by or against tha ei:::plo:,ee. Ul¥ action taken by repriJ:land or ot.horrlse 
ill penanently doc=cnted on the right ham. side of the personnel !older. S0121 apnc101.1 pl.Bee these 
recorda on t.he tea:porary side of the folder, to be disp088d ot on transfer or separation. 

It.em 10. These are duplicatee of papeni sub:litt.ed by mei:rbere a! BoardB of Revie• to the Civil Service 
Co:::ciaaion on tenrlnation of their t. arm of offics. 

Ite:i ll • These are tecporary paper11 dealing e i t.har with the inception of pare onnsl actiofl!I docur.!8nted 
an the pon:anent side o! the Official Parsonnel Folder er with adi:dn1stratiV9 r.ntters, and are of 
ad:::!1.niatrative Villue on],y for a i,bart tiJ:I!,. 

It.em 12. These vlsiblfJ etripi,, 'll'hlch aro r.is.int.ainod with the service record card file�, prc,vlde 8\1J!DU7 
data on each position occupied, They have no record or reference value when tha related po.dtions are 
cancelled. 

Item lJ, These are case file:, accu:::iulated under agency beneficial suggestion and canageCEnt i.cprove1:12nt. 
They have adcinietrat.ive value in evaluating new suggest.ions and in rlocurc:it.inr; C"WTerrt. 

practice11 and procedure11 instituted as a result of t.he suggestions. TllE' disposal period is ou!ficient 
to satisfy admiDistre.tive need11 either in reference or in doclllll8nt1.Jll! curreITt prr.cticss. A lepso of five •i. 
years aft.er closing of the file will provide for noniol refercnoo neods. 

It.en lh. These ara prir.larily copies of reports sublllitted to the Cirtl Service Col:l:Il.sl3ion, The copies 
are of Uttle value to tho agencies after a short period follom.nfi subaittal of the report. 

Iteci 1$. Copies of notifications of pet'sonnel act.ion (other than the Official Per5onnel Folder COPY)
which have ad!J.1ni.9trative or fiscal use are the pay copy, which ls to be disposod of uniforcily with 
other pay records, and the journal action copies, which will be t'et.ained for t'lfo years, in accordance 
rlth tho provision of Rl-2 of the Federal Parsonnal llanual, to satisfy inspect.ion niquiremnt:.i, 

Item 16. Tmae are 811Spanse tiles of job applications which have no .rurther adro.nlstrative usefulnllss 
alter the indicated retentioo period. 

It.en 17. Tmso reports, which are required adJ:d.nist.ratively and by t,he Cocmis9ion on l:lan:y phD.:,cs oI 
personnel edci.nistration, are non:ially consolidated into sw=.ry roports subcit.tod to hicher ndr.iinistra­
tive levels, or are so detailed ao t.o Miva no further admnistrat1V9 value after t..he period indicated. 

It.e.i:i 16. This itec is intended to provide for the r.an of local and other fon:m and corre:;pondence vrhich 
ls not plaood in the Official Peroonncl Folder because t.he Federal Personnel l!nrmal does not TH'Jllirc it 
or because it. 1s dee?:l!d not to be ad.':linistratively necessary to do so, �nerally, t.hcse filc:i l'Ol.lle t,o 
a.spects of ei::ployamt history which ·are docUI:Ented in the officia.1 folders or 1n fiscal records to be 
retained far a lengthy period by the provisioru, of thi:, schedule, and therefore are or little adr.rl.niid,rD-­
tive vaJ.uo a..fter relatively short periods. 

!tee 19. These are copies of fares rel.at.ine t.o rereonnel actions lU1<1 ot!Er r:iatters 1.rrvolving t.hc 
eq>loyee subctitted by the operating unit initiating t.hu fem to I.ho personnel office, 
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Iuim 20. Theae record.a, created by Federal apnoiea aa a :-esult of oparat-ions pursuant to the Sehct.ive 
Semoe and Trai.ni.JJg Act of 1940, as Bl:lended, are of no further administrative v-p.1� to the agencies. 
Actian• taken "1th reapect to indi'll'idualB ha'V'l!I baen documnted in retainod Official Par11onnel Fo�rs or 
tbeir equinlJlnt.s exiatine priar to 1947. 

IteDa 21 and 2J. Theae are the continuine record.a of treatmnt 1n a health unit of individual 
eq:,loyee11J any corre11pondance, a:1111aranda, or other data that cam, to thl!I health unit are filed in the 
san:e jackllt. Journal entrii,11 are l!lllda on record c:ard8 or canparable forms recording eac:h vidt of the 
patient, brief cl180Joe18 ar atateCIIITit or referral to private doctor, and treatment given, if IUV• The 
documnt■ ucepted !rm dispose.l a.re deemd ot long Ulffl nJ.m by both parsannel offic:ials and by
r.iedic:al nfficial.JI, and aro nornaU,. ti.lad 1n thl!I otficial Personnel Folder (iwn 1), but the reminder 
of the papera in eaoh fil,i are of anl..:r epheceral interest. The recorda ha-n1 no historical value; they are 
not of value 1'or docrumntint; the activitiea of health unita; 11111dical o!ticers believe tnat 1! no l"lffl 
data haw been obtair.d during tht retention period apecified, they are of no valua i:edicallyJ and their 
admniatratin utility ia llJ:dt.ad by the five-19ar atatllte af l.brltat.ioru, on claic11 for employeeat 
ooq,ell8ation. 

It.ec 22. These ara journah on which are reconled the nam of each patient cm:iins to a hse.lth un1t1 
date on which he ca.at, and, often, other idenW'y'ing dat.a1 ticB spent, and a very brief not.atian of 
the illne111 ar injury that prmpt,ed him to oa::11t. Thlt recorda are ocoaaimally uaed for ad:dniatrative 
purpo1111a tar about me year atter thoy •re CXN&ted1 but not l.ongP-. Thay have no h1atorical valua and 
no value tar docunmtire the hiatary and functiona of the unitJ 1111d1cfl ot!icare stat.a that they haVII no 
i:edical Talue. S1.nce their � adl!lin111trative 1111111 111 tor atati111tical purpON11, it ill poasiblJI to 
d.t.apoaa aL thaae •hich &re irt.&t.1.81:.ioalJ.¥ aummlll"bed almoet. i=adut.el1 and U. ■t&t.Latical. ut.llity or the 
Gt.bera 11 e.xha.uf.ed within the a1temat.e period 11pec1!1.ed. 

It.ea 21'. The• are Nt&inBd copies of nparta and llw:JJ!ll'iel cacpilad by a health unit. for tr&.rull'llllaion to 
h1gber adcd.niatrati'N echelana, where the:r are uaed 1n ocr.binaticm with other repart.11 f'or 1tathtical llDd 
narrative anal,Jllil!I, llld at WanmtiONll copiea of analyllea tranamtt.ed to health units by higher 
adm.niirt.rat1,re ecbolom,. In either caae1 ligni.ficallt data are anilable at the high8r ach&loNI &nd tho 
recorda are of no utility 1n health wdta 'beJ'ODd t.ha period of t.im apecU'ied. 
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GENERAL RECOODS SCHEDtJIE 2 

Pafl'olling and Pay Ad.min19t.nt.1on Recortls 

Payrollillg and pay acbin1atrat1on recorda pertain to disburse11Snts to civil ei:;pl!JYl!e.!I of' the Govern­
mat ror -re,rscmal services. Thill schedule applies to !.he pay records created since Janua17 l, 1921, that 
are cmaon to all ageuc1es, but it exc:ludes (a) retireaint record eardo (Foro:i 26o6 ar equivalent) thnt 
are .r:aintaimd during e:i:iployee duty and then are transferred t.o the Reti.remnt Division of the Civil 
Serrl.oe Ccm:miasion1 (b) !iaa phyeically transmtted to the Genere.l Accountine Office or 1:1&.intained in 
agency space for audit Ulllder Section ll7(b) of the Budget and Accounting Procedures Act of 19S0 and th& 
?<let Office Financial Control Act of 19501 (c) records relating to tax withholding, defense bonds, ar 
fidelit7 bonda, ar other recorda held by the appropriate units of the Treasury Department respWU1ible tor 
the related Gcmirnmnt-1.de programs; (d) or to Bureau of the Budgat. files reflecting agency p,raoMl'll
ll08de I.lid probla1:111. E'Valuation and disposit.ian of theoe record., n:ust be provided for aeparate]J". 

llarwall,y copies af papers required bJ- I.ha C�tro]JJ,r General to ba i:i.i.1.-rt.aiMd for site audit ar t.o 
bo ph3'8ically t.raruJterred to the Cicnaral Accounting Office for cantralized au.Ht, t.echn1cal17 coiut.it.ute 
eeg:io nte of ac:eauntable officers 1 aceount.11 (Schedule 6). In no event. nay dl::,posal bs cade of reeord5 
P"rle.ining to accounts. claim or clemnds involving the Oovcrrcent of the United St.at.es -.hich havo not. 
baen settled ar adjusted by t.he General AccOU.llti.ng crrtce unles!:I lhe af!t!ncy concerned has writ.ten 
apProv11.l or the Co:iptrolle?" �mral, as requirod by Section 9 of the Record:, Disposal Act or 194), aa 
&J:Dm&d (44 U.S.C. )74). 

About. 70 percent of. Federal civilian pay accounts 11.ra prepared and r:nintoined in aecordan0& nth 
General Regulations No. 102 of t.he Calptroller Genoral. tssuod in 191111. Thb re�ulation provided, 11r.1ang 
other thing11, that the pay recard for each ecployoe be l:"Dintaincd on a separat.e card fan:,. (Standard Form 
1127 or equlvalent) and abandoned th, ea:iprehensivu payroll fairly universal in the Federal Gover11:1ent 
i,inc:e abwt lBBo. The regul.atJ.ollll induced a etrong r:11asure of unifon:ii't.y, dt.hough the exenption of t.he 
Post Office Depart.mnt and the Post.al Serrlce fro::::i ite purrie• :u::::iediatel:, removod about on9-fourth of. 
all Federal employs.ea fra:::i it11 scope, Ra"9ver, thero are at present t.hroe bo.eic sy:it.ei::i 1n WJe 1n the 
F'odural 00ftrn1:imt for the prepara't.ion and processing or payroll11: (a) The :.,implifi.Bd payroll syst.,1:1 
pra:i.uJ.«al,ed by OeDeral RegulatiOllS No. 102, serving the adm.ni:itrative intereet.e of the agencies, t.hl!I 
General Accounting OCfice audit responeibilit1.es1 and the Divisio:i of DiBbiu-scmBnt of the Treasury
Depart,l!l)rrt,. Althou1:h the regulotions are :ipecifically formulated for per annum e1:1ployees, the systec 1e 
usod 1Jl an adapted form for par diem and ot,har emp1oyaee of the Departments of the J\rmy and tho Air Foroe, 
and certain oivil:l.an executive departmnt.s. Tho llavy, whilo not spcci.f1cally exocrpt1 has arranged to use 
its traditional procsdllNe in preparing civilian payroll:i, although it! dopartll8ntal rolls are pro�d
Wldor an adaptat.1011, ot the regulatiorui; (b) The Navy sy.3te1:1 for its field ll!!!pl.oyees, wbich retains the 
older typo ot cmprehensive pa;rroll.1 and {c) The Post Office Departi:,ent and United States Postal Service 
S7et.em. 

The v&r1 ou, adaptations of Regulations No. 102 which havi, boon perud tt.l!'ld by the Cooptroller GeDeral 
and the 110D-U1118 or the regulati� haV"e re::iulted in thD creation of records which are equivalent t.o the 
individual paJ oard in vallll! but often differ radically in physical nat.uni and format. Soi:e agencies,
for example1 poet pay a.nd deduct.ion data both to a pay- card and to the older t;ypo ot comprehonsiro pay­
roll. Other agencies use no pay card and re]J" on tho c�!)rohon:ii= payroll whore it is felt that UN 
of t.he si.mpli!ied er,,t.e1:11 geared &11 it 1a to occasional chal'l{;es in normal pay, 111 nm-. adi:dnietratift]J"
teallible because pay cbangea my be the agency nori:t rather than the exception, 

The Ja,y file 1n &D.}" ot the payroll s;yst.eas b the record which cont.aw the dedt:et.im and 911rvica 
data. Thia data appears in either thll cant.raliud pay card or on the face of the older type ot 
cacipr9he�iV111 payroll tradttionall.7 med. 

In thit paJrolli.ug process, a group or diverse records are ac=lat.ed. Under the Regulations 102 
system, the pa.7 recordB are nonally llite aoo.ited ey representatives of the Oanaral Accounting Off1ce1 
who &P.m1m pri:llaril,y the earning record e.ards, payrol.l chani;s sll� that &l"8 prepared to doeUlllent. changes
in norml pay, certi!ication eheots containing the signature or the agency cf!rtifying of.ficer1 ohllok l1at111 
prepared in llau of' the more f'ormal payrolls by Troa.sury or local disbur11ing personnel, source pereonnal
docUllll!lnt.8 11uch as basic time and attenda.nca reports, and copies or personrel action forms adviaing ot 
pen,onnel aotions resulting in chs.nees in pay. In addition pay registers and other aecount.ing davioe1 IU'II 
maint.a:lmd to check and balance t.bll accounts. 

All payroll syst.ei:is require the mint.enance af a tnm:l!IJ7 leave e&rd, to ,mich Won:iaticm is posted
!rm 11101"11 dat.ailed recvrds kept. b)' tim and attendanoe cl.arks located throughout. aft agency. Twu buio 
form are uHd b)' most ageuei.aa, (a) 5ta.ndal"d Fore ll.J7, which shOW3 leave taken by an m:iployw■ cnw a 
t.wo-year peri.odr and (b) Stsmard Form ll.JO, which 1s a canbination t1m and attendance and lea'\fe recm'd 
deslgnad to be milltained in agencies in which the t.1.J:Dkeeping function ls deoent.rallzed. Cm Standard 
FDr!ll ll.JO 1D maintained for each m:ip1o1911 each pay period1 and the cl.ll"rent leave statua figlll."9 !JI 
accU31l&ted from pa7 period to pay· period. 

at.bar reoarde incidental to the payrolling procoas are withholding tu: and defense bond record111, 
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report, i:iade to Treasury Departzmnt unita and the Civil 5ernce COl:%:d.slllion an inclom t.&% and ret.1J-9mm. 
t.ransact.toiu, and other recorda not pertaining to 1ndirlduale, but. rather to � general admniirtnt.1.aa A
of the payrollirlg oftice and the payroll.uig function, W' 
TIEU 
NO, 

l. 

DESGRIPI'ION Of RFJ;<JiDS 

RECCRDS OF CO!ll'DIUOO VALIE1 

Individual earning and service carda 
(such aa Standard Fon1o1127 or its 
,;,qulvalent). 

A., Carda on transferred 11.nd separated
elqlloyeea, and paper.s reca:imndod 
by it.ea 6 aa attachment.a. 

b. Cards on active employues. 

2. 

J. 

RECCIIDS OF TEMPCitARY VAUB1 

Correapondance files mintained by 
operat.ing unit.a reaponaible for payroll
preparat.ian and procu:iing, pert.a1.nl:ag
to admnistratioo &zid operat.1an of the 
uni ta. 

Tm and attendance report.ii. 

a. Coplea wred in payroll preparation 
and proceaai.11£. (Where Sto.ndard 
Farm llJO ia uaed tar both tim 
aJ1d atteildaD.oe and laa,,e poeting 
purpoaea, t.he diapos&1 provision 
f'or ltim 9 appllits.) 

b. All others. 

4. In:lividual aut.borintion card and record 
or payroll allotmnt. (such aa Treasury
Departl!Elnt Form 2254). 

a. Where record or bond daductlonll is 
mintaimd cm earning NCard C4.l"d, 

b. Where record of bond deductiom ill 
not caint.ained elae•here. 

6. 

Iuuing apnt.11!,1 copies or bond 
regi11tratian stube. 

Reooipts for !J. s. Savi11,CJ8 Boms, and 
check11. 

RECOlll£tffiED 
METH® OF P D.Illl 

Alphabetlc:aU,- by 
na.m or emplo,ee. 

Alphabet1ea� by 
rw:ie ot e1211>loyee;
et.art. a n11" f1ls 
every 3 year11. 

Conforci to agency 
pracuce. 

Standard FOl"l:I ll.JO for 
each employee per J'lB7 
poriod, arranged by 
p,a:y period; one copy or 
Standard fonu, ll3S and 
11)6, chronologicell,Y. 

By pay puriod with 
other pay recorda. 

Alphabetically b:y 
n&:llB ot e::ployee. 

Alphabetically- b7 
ne.CE or e�lOJ8e. 

By year Md bond 
mmbor thel"'9undar. 

By month and 
dphR bo!i t 1ca lly- there­
under. 

Aln'KCJUZED DJ:SPOSITIC!I 

Diapoeal not a utharl1ed b7 
t.hil! schedule. (Place in 
inactive fila on trant1.fer 
ar 11eparation or MIJ!l0:79•1 
clo11111 file at. encl � each 
yaar ILtld t.ra�rer it. to 
Federal Records Center after 
audit. by t.i. Oemral Accuwrt,.
1ng ot!ice.) 

D111poaal not aut.Mrisad b7 
tha 11cbedule. (Tranater t.o 
Federal Recorda Cent.er 2 
:,.iar11 alter cloae of tila •)  

Dispo,e aft.er 2 YQU'•• 

Diapoee 2 )'U&ra after audit 
by tl'II Oensral Aocaunt.illg 
ar'!ice. 

DiapoN 6 i:iOlltJul after end 
of pay period. 

Dlllpoae when eupersoded by 
new card ar on transfer ar 
aeparation ot eq:,lo,-e,
•h1chll99r 111 earlier. 

D1.spose L ;year• after cloae 
or r 1le. (Remve to 1n­
act.1 w r11a wben auperseded 
ar upon tre.nsfer ar eepara­
tionJ close inactift r1.la at. 
end of each Y'J&r and t.ram­
fer to Fed.aral Rec arda 
Center 2 yea.re thereafter.) 

Dispoee after 2 19ara. 

D1■poea J .c.ont.lu alt.er date 
of NO!'ip\.0 
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• 
!rEll RECOIDENDED 
� DESCRIPrlOO rF RD:;(lll)S M::I'BCI) � Fit.00 

7. Raport.11 of dapoi,it11 and purchasn or By r.1onth, 
band!!, ard relat6d papers. 

8. Applications fol" have and suppcrtlng 
papers. 

•• Applicatiom fO?' leaftl tabn Alphabetieall;r b,-
il::c:BdJ.atelJ' prior to 88 para t.1 OD • IW!ltJ n.art a new 

file every 'f8&r, 

b, Al.l ot.hllr11, Alphabetioally by 
nam J 11tart a new 
file enry )'l!l&l', 

9. l.e&"11'1!1 record cards, i=aintail"Wld independ-
ont],y ot pay and earning recorda, 
(Including Standard Far1:11 ll.30 whan uaed 
aa a leaw reoord,) 

•• Final cards 11b..tng aceuzmlated Alphabot1C8.lly bJ'" 
lea"Te on aoparatian, n&:io; 11tart a llB'W 

file nery 2 :,ea.re
if Standard Forrl llJ7 
or 1 ts equivalent 111 
Ufled, and every pay 
period if Standard 
FGM:I 1130 1e ll88d. 

b. All at.her carda, Alphabetically by 
nan,J start a new 
file evt1ry 2 ye�rs - if Standard Fom llJ 7 
ar itl!I equivalent. 18 
w,ed, and every J)8)" 
period it Standard 
Fon:i llJO is uaed, 

10. Records ot leave data t.raru;!erred (such Alphabetically by 
ae Standard For,:i n5o). l'IBlllJ ; I! tart. a ne.,.

flli overy y&ar. 

u. Not1f1cat1ocs o! par11onnel act.Ion, 
uclu.,ive of thoae in Of'!ieial 
Parsonnal Foldan. 

•• Pay or fiscal copy. By pay i:oriod with-
other pay records, 

b. Chronological file copia11, In accardance with 
inDluding face sheata, Civil Service Hand-

book s-812, Basic 
Personnel Recordi, and 

;!�:.��:J:, Oct,
19So, Pii-t t B G, 

All atbe'r copies. Alpha'bet.icallyJ start. 
a DBW file every ,ear. 

-
12. Copies of budget authorization, to By organi1111tion, 

oi:-rat1ne unite that control pereonrol 
oeillnga and personnel aotion5, 

AUTHilUZID DISPOSITIQ'/ 

Di11pose after h years. 

Disposal not. authoriuid bJ'" 
thill schedule, (Attach to 
irdividual pay or earning
ca.rd (ltff item l ) . )  

Diepoee l yuar after Illa 
111 closed ar l yaar a.ft.er 
date of applJ . .cat.lcm11' 
fl.ling arrangemrrt. differs 
!'ra:i that ■ug�st.ad herelD. 

Diepose after 1D 7!!&rs,
(Clo5e file at and at year
and tran.,fer to Federal 
Rocords Center 3 yuare
thorea.fter; di.l!lpose 7 years
aft.or transfer to Center,) 

Dispose 3 yea.r11 after audit 
of rele.ted pay record:!, 

Diepose 2 Y9ara after file 
is closed or 2 yoars aft.er 
date of docUD6nt 1.f filine 
arrangecent differs f'rOEI. 
that Bugr,est.ed 'Mrein, 

Diepose 2 yea.re after audit 
ot Tel.at.ad pay records by
the General Account.inc 
Office, 

Diapose after 2 year a. 

Dispose after 1 year, 

Dispose when superoeded, 
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n'E:.! 
110. DESCRIPl'ION CF REC<EDS 

13. Jei:ior&ndllCI copi.1111 o.r pa)'TollJ! and 
related certU'ieation ahllets (aucb ae 
Standard Farm 1013 • 1128 ar 
equival.ent11). 

•• Where earnlllg reconl card 1a 
i:aintawd. 

b. Where earning reoord card ill not 
11181nta.1.n9d. 

Payroll cont.rol regie-ulrs (such as 
Standard FQl."11 1125).  

15. Payroll change slipa exckeive o! those 
in ot'f1cial Pereonml Folderci (ciuch DB 
St.and&rd Form 1126). 

a. General Accounting Office audit. 
copy. 

- b. Copy lll!led by disbursing o!ficer in 
prepari.ne checka. 

c .  All other copies. 

16. l&lciorandum copies of fiscal schedules 
involved in payroll processing. 

a. General Accc,wrt,ing Office audit 
copy. 

b. All other eop!.ea. 

Admnistrative repar1.a and data relatillg
to payrolling operation.a and pay
acbinist.rat. ion. 

a.  Repar1.s and data w,ed rur 11Wkload 
end personnel .1:1anagalll!nt purposes. 

b. All at.her reparta and data. 

18, Withholding � eni:ption certi.ticat.aa 
(such as Internal l!efl,nue Fora �). 

19. Return., on incCEla t.axee withheld. (11uch 
so Internal Rovenuo Fonn W-2).  

20. Reports of withheld Pede.ral tana and 
related paper11. 

21. Retil"O Cl! nt rep art.a and N giste.r11 • 

REC�NDED 
JET'H Cll OF FI LIRl 

By pay period with 
other pay r,,corda. 

By pay period with 
other pay re cards. 

By pay period with 
otller pay reoord.!. 

B:, pay period 'llit.h 
at.her pay record!I. 

By pay period, there­
UN:ler alphabetically
by name. 

By pay per 1od, there­
under alphabet.ically 
by 1'1111:18!. 

By pay period with 
at.oor pay records. 

VarioG wit.h agency 
prae1.ice. 

Cont'on to agency
practice. 

Conform to agency
practioe. 

Alphabetically by 
nalll, 

By return end 
chronologically there­
under. 

Confon:i to agency
filing practice. 

ChrQJlolccically. 

A.11rHtRIZl!D DISPOS lT ICfi 

D1spor;e 2 years aft.er audit 
by tha General Accowrt.1.ng 
arr1�. 

Dispose when 10 19ars old. 
(Tranaf'er to Fedtlral Reeorda 
Center wb9n J ,ear11 old.) 

Diapose 2 :,,,ar11 after a1ld1t 
by the Ger111ral Account.1ng 
Office. 

Di.opose 2 )'9are a!ter alldi t 
by the Gemral Aecoa.nting 
Q('fia,. 

Dii,pose after preparation
of check, 

Diepoae l cionth after end 
of pay period. 

Diapoee 2 :year11 after audit 
by t.he GeDBral Account.illg
Qf'fice, 

Dispoae l 110r,t.h attar end 
of pay periocl, 

Dispose e.rter 4 yeara. 

Diepose Ii yau-11 a.rt.er card 
ui supereeded ar obeolete. 

Dispose atter 4 71are. 

Di11po1111 art.er 4 ,aara. 

Dispose after h year11. 

Iu11:1 1. These are thll o!fic1al centralized pay record11 me..inl.ained by agencie11 keeping such records under 
General llegu.l.atione .No. 102 o! tha Ca:ptro:U- Gensra.1 or an adaptation Umreof. Sum,a.riea o! aerrlc11 
are alao norca.11¥ included, In agenc!.ee U1ld.m- payroll a1te audit• this centralized record ii tbe only AW 
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file doc\C8Ilt.1.ng the fiecal aspects or ecploymnt hietory, It is retained a.s a record related to the 
1Xt1c1&l Pareonnel Folder ar:.d t.be Servioe Rncord Card. which docw:ent t.he e:ploycont history itself. 
Cllqll'llhnn.Biva payrolls which 99ne aa a f'iacal reccrd in lieu of an earni� oard a.re retai1111d under itei:i 
lJ for a ten-year period. After that t.1111!1 rs!erenoe can be ll!lde t.o t.he payroll transtd.tted to the 
General Accounting ar.:1ce ae a supporting voucher. 

Ite1:11 21 71 �17• Theae f'llu reflect. tho geneml OJ)eretion and adm.nistration of the organisat.icmal 
iiii!t reapona1 tar prepare.ticm of thl, payroll. T� subject natter 111 nanra� or a routine actnniatra­
tin nat'QZ'e, aJld p0Uoy dOCU1:10ntaticm ie nCll"CAllly availa.ble in files at. higher adm.nistratini levllui, 

Items H, �n, IJ-161 lS.-21. The• !ilia, acc=ul.ated in tba caur88 or proceaaiJ]g and prepuration 
at u;; payroll, are genonlly dispoaa'ble after agency admniatrative and Oereral Accounting Office audit 
made have been mt, •• toJ.1011111 

��rtt--:.::.t:..,.i:�.,r:::::;:�������ln��;;.;.;;;:,:;,:::;;.;::.;:,��;...;:;;::.::.:.;;::::;...!.,::;.;=;�:.,..;.L,,,;�:....;:�=;.• Tbol8 c 
aft.er Bit.a audit. to aat.Wy ageDCy nae&,. Such General Accauuting Office sets of these record.a 1111 are 
inTobt1d are rt1taimd far at. le.a.at. 12 ,-are• ll'hlli the pay i.nfOTCBtion in �t agenda, la posted to 
ceat.raUr.ed P87 eards (itci 1). 

b. retil'emant and. income tax tilaa (Item.! li-6 1 
Cb'il Se 11111 cm programs. cons s o emp oyee a 
&iaucU$ru,, ng enouglito sel'Vll TreB!lury and agency needa, and n,pon.11 an.d returns to ,ta.tr ageneii111.
Agency 11avings bood records an deem!ld dillJ)ODable ln vie,r or Ule erlansi� bond history !111111 maintained 
b,- the Bureau or tbe Public Dabt, Treasury Depa.rment. 

o.  laave record.a (Items 8-l0). The applications for leave are held tor a mini= period, dnce they 
are posted to Slrmry 1eavv record carda (ite!:t 9). llo11t, c.arda an disposable atter retention for three 
,-ears t.o satiafy nonal reference needa, but carda 11hairtng accWllUlated lea'Vlt upon aeparation are 
disposable after a autf'icient pariod to provide far their use in answering clew brought, within the 
11tatut0J"1 ten-year period, The record.a of l11aV11 data transC11rn1d, submitted to the recei't'ing agency on 
e.cploy.e transfer, ill posted t.o the new lea'V1!1 record shortlY aft.or reodpt. o1' t.he date.. 
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OKNERAL RECCIIDS SCHIDUIE 3 

Procuremnt and SllJlPll Record11 

Agency procurelll!lnt and suppl,y record:, include the papers and !ilea involved in obtaining goods and 
non-pe.rsonal services. cont.rolling the vol\UlE o! stock on hand, reporting procunnmmt needs, s.nd rels.ted 
supply c,.tters which are part. of daily pJ"ocurement operations rather than st.aft tit" pol.icy functionlll. 
The bade procurecent. filsa reflect a ctJll31derable range of procedure, from sil:p1s ma.11 purchases to 
eacpl1cated prilre eontrae tor and eubcontraetor operations, 

This schedu:U, coverl'I procurement filae dated :!lince 1894, •hen such filn began to be aomnrhat 
standardized. All contract records prltl?" to 1894, for eiuu:ple, e.re not. of pan:ianent value, but their 
un:it.andardized nature cakes it mceesary for u..,se older files to be eTaluat.ed ·on thl!iT oim i::erit.a aDd -
they arc therefore not covered by' this i:,cheduls. FreqU1tntly copies of pl"OCUl'llo&ut. papera becm:ie 1.nt.egral 
pe.rta of other I1le11 in the agency, such a:, project rtlas of variouo typea or -�neral aubject files 
pertaining to progr&1:1 operat.ionsJ such copies are not covered by thia schedul& because they cannot· be 
considered and evaluat.ed separately frOlll the files or "hich �hey are e. part·. '· Furthermore, written 
findinge pertaining to procureMnt a,t.hode, requi.Ntd by Section 7(c) of t.he A.nlllld Services Procure.cent. 
Act. of 1947 (Ll U,S.C. 156) and Section J07(c) of thti Federal. Property and Adclird.strat.ive Serrlces Act 
or 1949 (41 U.S.C. 257), are not covered by th1e schedule, 

This schedule does not apply to record11 held by the General Aecountu,g Qf'fioe reflecting Qc,,,e�nt­
Wide responsibilities, or to those held by the General Senices Adcin1stration or 'at.her agencies to ,rhlch 
Government-ll'idc procurecent or related responaibilities have been delsgate<! urder the prCYiaions ot tha 
Federal Property and Administ.rative Services Act of 1949, Normlly origillals of pap!!rs required by the 
COClptroller General t.o be maint.a.ined !OT' site audit, ar to be phyaically t.ransferred _to the Clemral 
Accounting Office for centn.llzed audit., �chniea.� conati tute segi:ii,nte or accCl\llltabl.e officers' 
accounts. Tteee original papers are therofore excluded trm con rage in_ thin!· schedule_ rar t'hl!I rea110N1 
set forth in Scheduls 6. S1nrJ.larly, this schllduls does not app4' to docU11ente eubr.litted to or creat,ed
by other coordinating or regulatory egencie!I, such as tho National Production Authority, the Econam.ic 
Stabilization Agcmcy1 am! others, ln the cour11e of their progran opera.ti=. 

Iii no i,vent i:ay disposal be ?lllde of nicord& pertaining to account&, claw or demr:de 1rJYOlring the 
Gov-errcsnt of the United State11 which have not. y-et been eettl.ed or s.djlulted by the Oeneral Accounting
Office ll'ithout writ.tan approval of the Cornp�roller Oemral, as required by Section 9 of the, Recwd11 
Disposal Act o! Jul1 7, 19hJ, ea amanded (WI U.S.C, J7b), 

Sinca l9h9 Federal agencies have operated their procurellent er:d supply sptei:ua under regulat.ima
issued by tha Fodoral Supply Service of the Ge�ral Services Ad:nin1stration, although Ue Secretary o! 
Defense undsr Sect.ion 20l(a) of the Federal Property and AdJ:dnlstrat.i'nl Services Act of' 1949, cay
execpt hill Departmont from General Servicee Administro.tiori procurement ragul&t1ons and orders. 

Records documantine procuremnt and !!uppl,y in the agencies an, l&rgel.J" st.amardized b7 varioua 
regulatiOnlll of t.he Cocptroll.er General e.nd the Ad:iiniat.ratar of Gemral Service11. Form to be uaed and 
reports t.o be cade bat.b ad hoe and u part of' the returns of' Federal disbureing officers are pre11eribed.
Genar&.l Reguhtion 110. liol'""Uie Adl:linist.rat.or of General services, !o?' example, i,,akea ciandat0J7 the uae 
of certain 11tandD.rd eupply contract for1:13!. The pn;ysical arrangement or the transaction files the1119el-qa
diff'ers in ths various agencies, h0718V1'?'. In all agencies the official contract files, for axaq,le, 
contain a cinir.:um core of specified doc\D!lnt.s, but there ere aha other docw:11nt11 that vary in accordance 
with •Mt the individual agency dee= to bo best for ita OWD aperat.ing purposes, 

Procurei:ent. files .fall into a nu::bor a! functional oategoriH, depen�ng on thlt role of the tile in 
Lhe total suppl,y proce�s and ita administration, 

Th& key procurol!l8nt file is the tranaact1on caae flle contaimng th& fan:ial contrac"t, ar infomal 
purchase order or lease instl"lll!l8nt.a and all rolated papers. The doolllll!lnts nomng into the transaction 
fils differ in det.a1l, but they include, in addition to tbe purchaee docu::i:.ent., apeci!ications, bida, 
schedulH of delivery, lnitiat.ing requ1Bit1ona, 1nvo1cea, and correapondanca. other copies of those 
documonts, 1:1,'lde for expediting and at.her admniatrative purpo&eet are scattered throughout the inBpeetion,
shipping, expediting, and oth&r units o! the agency procurel:l!lnt. organisation, Contorr.ed copies of c08t 
procure::111nt docUClftnta involving 11w::a aver $S,ooo for cd.llt.ary agenc1.as and over- 12,000 for other- agenciee, 
and lease11, are aubi:1H,ted to the General ·Accounting Of'fice at the tim or their emcution, The Gereral 
Accounting Office contract fllll _nonr.a� :lncludee only those basic papere whieh enable it.s auditors w 
pass on t.he propriety of tha arpendit.ure or obligation. In agencies wbo11e accounts are under Iii te a'Odit,
the pertinent copiH are lllllintalned 1n agency space for t.he General Accounting Office, 

Agency file:, my pertain to 0118 or lllOl"1I oI sevaral procurecent 1:11thods: (l) purcmsee against
Federal Supply Service schedule contracts, record copies or which are in t.he appropriate Federal Supply
Service I"eRional of'!lce, (2) tran5act1ons Wtiat&d pursuant to tt.:i agency's 011I1 purehasillg authority, 
ar O) requie1t.1ons frlZ:I FedP.ra.l Supply Sorvice current 1nventor18s. llorcally, in tra.nsact.10115 not 
a.rising fra:i Fedoral Supply Service schodule contracts, plll'chase orders are ueed for transact.ion11 under 
�2t000 in value, and the more form.I contract inetrW!llnta are used foi- transact.ions imolvi.ng larger sues 
or money. 
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Certain ba&ie legi&lation normally governs procurecent polic1ee, Tho Firet and Second War Po,mrs

Act, enacted early in \Vorld War n, laid dOIID general policies >rhich gave to contracting otficers 'll'ide Alat.it.ude ill com.ract. detercinatiocs, TM .lrmd Foroes Procuromnt, Act or 1948 (62 St.at., 21) stated W
policy for art:ied forces procureCIOnt. Title III of the Fe�ral Properly and A!binist.rathe SOrvices Act 
o! 1950 re&t..ated oveI"'""<lll procureCJent policy and �thod& for I.he Ocmn·n:;,ont. 811 a whole, Sp9ciali&ed
logisl.ation, such as tha various renegotiation and price adju11tment acts foll""1.Dg World War II, produced 
t«nporary modi!icati= o! procedures. 

The Fedol'al procureaent field has been affected f'r01:1 t:ir.8 to tir.l, by spc,cialized Jae:ulation, 9c,m
of which has bee11 enact..ed tor ad hoc purposaa, whllo other lawa have result.eel in standard contract 
artielee. Thus the Contract SotlJici:int. Act of 19W1 (58 Stat. 6119) preacribod procedl.D"H aDd policie:i to 
be UHd in tho t.enrdnation of World War II contract.e1 the Fair Labor St,11ndard9 Act. or 19)8 prescribed 
oertAi.n standards of working conditions and amploT,Mnt that aro et.ill in effectJ and the Anti-Kickback 
Aot of 1940 attecipt.ed to outla" illegal arrangemnt& by which ecployees returned parte of their ngea to 
their ecplo,ers under d'ID"98B. other legislation and adsrlDlatrat.lve policies havo icp081!d other lsgal
sa.t'eguarda and prohibiti�, particular],y in the rield of real propert7 procunc,ent, In i:ioet 1n!!tancea 
tho proeureaent tile& an required to docu=ent actiona talmn under the variou11 la11s. 

IA!giel.ation which governs the procure111ent proceH 1 uevit..ably a.ffect!I the content. of procurei:ent files 
but not 1n such a way a11 to affect tho long ten:,. valua of t.ho fil.98 e.xcept in the ca9ei1 o! those involving
certain aspect& of real property acquialticm. 

other !ilea related to the proeUJ"ement and supp],y runetton lncluda report.a used for aupply m.nagecent. 
purpooe& b7 the agency creating the records as well as the st.&tf agency involved with Qon,rnmnt-wida 
pr0gr&111S, local requ1111tion aDd st.ock inventory f'ilae, and other i:d.nar supply pepors. 

rn:u: RECc»mZNDIID 
D&SCRIPI'ICJN Of fm::(IU)S IIETHCD CF P"ILOO �Ol'HCIU"lm DISPOSITICII 

RECCIIDS CF COlfl'INUlm VALUE1 

l, Procw-e�nt fUe11 (a& described in itelll Conf"orm to agency Dispo0.1.l not author-i�d by
4 belc,ir) involving transactions of prRc:tice. t.hi a s c hedu:ll! , 
'25,000 ar tt0re and docnmnttne the 
1Dit.1.ation and danlo,-nt ot transactiono 
thBt deviate �Qi:! establi&hod precedenta
with rHpeat to gemral agency procuremnt 
or to l!llljar procurement progr&IIIS, 

2. Title papers docu=enting t.he acquidtlon Confora to agency Disposal not authorized by
o! real propert.y (by condea1at1on pro­ practice. this scmdule, (Tra.n.s!'eor
ceedinge or ot.lall"'W11e ) • to Federal Record!! �nt.or 

3 years Aft.er oale o!' 
prQPeM.y,} 

RECORDS ClP' T ElalPCIIARY VALIIE1 

Carreapondsnce f1.laa o! proC'III"8mnt Cont'orii to agency D1.apose after 2 ,ears, 
operating 'llllit& p,rta1Jrlng to their practice.
internal operation and adr.dnbtratian 
that an not ccmtred el&ewbere in thi.8 
schedule. 

h. Contract., requbltion, purchase ordsr,
lease, bcmd and eurety reoorda, 1.ncludilll!I 
correspondence and related papern pertain­
ing to a1J8.l'd, adadni.atrat1cm• J"eceipt,
inapecticn, and paymant (at.her- than those 
covered in it.am l and 2) • 

a,  ProcureJ:ent or purchase organization 
copy. 

(1) Transact.ions of $1,000 ar leu. By contract ar li!ase Di!!poee li year!! after final 
aynbol and nu=ber pa�nt.
theraund.cr; by purchue 
order nicber. 

SUPE�SEDED 
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pay:z:ient. 
J-

. l7EII RmOll!ENDED 
DESCRIPrION OF RECORDS ErHCD CF FILIHO All!HORIZKD DISPOOl'TIOO !!2!.. 

Dispo:,e 7 )'lt&rll after final(2) 'l'ra�ct.1orui of DOI"e than By contract ar aase 
$1,00J and lass than 125,0JO, sycbol and mctber 

the1"9UndarJ b:, purchaae 
order number. 

(Plaee 1n 
inactini file on ti.Dal P81'"" 
mnt.1 t.ramter to Federal 
Recllt'ds Center 3 :,ears
therea!tu. ) 

(J) TraaeaotiODll o.r S25,ooo ar lllar'll o By coi:itract ar '.uta!M Di.!lposa ll ,ears aft.er final 
symbol and mmber payment, (Place 1n 
thereunderJ by parehaae 1.oa.ctini file on final pa,y-
order na:ibar. 1111nt i transrar to Federal 

Rec Cll"W! Center 3 :,ear111
thereart.er,) 

b. O>ligat.ion Copfo By appropriate uudxir Dispose 'll'hlln fundJ! are 
in suapense filft for obligated, 
posting. 

a. C>l'.lmr cupia11 of papers described 1n 
4a. 

(1) Paper11 duplicated 1n ite1:1. 4a, All appropriate• Dispo:,e l ,eu altar c01:1p1II-
tion af tranaaotion. 

(2) Papers not duplicated in it.em 4s. As appropriate, DillpO!!e in accordance w1 th fAtA pravuion ror 1t.e11 4a. 

Fili:, of volll:11 and wgrkloa.d reports on 
procarem� e.nd 11uppl.y operatiOlll! and-a procedures (otbor than those 1.ncarporated -a 
1n ca.,e files o;r otb!lr .t'Uas of • gaMral 

i
m nature), exclusini of Department or m 

Defense reports raflact.ing procuremnt 
imder 8XSi=ptioru, authorized by Section � 
20l(a) of the Federal Pi-oparty and 

C s. C 

m 
Admn1.trtrative Se:-ri.ces Act of 1949 (4.1 tA 

mtl,S,C. 231). 

a, Copas rece1'flld rroa other wlit.11 for By report and chronolog- Dispoaa 2, :,.ar• after cla te C internal purpoa1111 or for tran-iasion. ically t.hl re1Um1r. of report, C 
m mb. Copie11 1n at.her reporting unit.a, and By report. and chronolog- Diapoae l .)'Hr aft..r data 

n,J.ated work papera. 1caU,- tmreumer. ot report.C C 
6. Bid til.811. 

a. Successful. bide. Che copy at each bid Dispose in accordance with 
with proouremnt fila pravillion for item 4. 
(item 4). 

b. Un5ucce■s!ul bi<b. ()m copy of Heh bid Di!JJ)ON in aocord&noe nth 
with procm"llmat f'lla provillian ror- 1 te:i h. 
(it.e:::i 4). 

c. Li.ts or aarda of acceptable bU&lra. Alphab&ticall7' by Diapose wtmn nn liet. <tr' 
stock it.em or by ram oard 111 !!II.de. 
or b1ddar. 

7. R.corda ral.atins to requiaiticma on the 
Pllbllc Pi-1.nt.er, and all 11upporti.ng papers. 

•• PrinU.ng pl"ocuntmnt unit copy of BJ' requieiticm mlllber. DiapOM 4 :,.ar• after 
raqwitimi, inYoice, l!lpeci.t'loat.101211 ccapletion ar oancellat.ion 
and related papora. ot requ:hit1®• 

-

b. Acoowrtillg 00171 of requieit.lcn, Attach t.o related Diapoee 4 1911.r■ after period 
01m1romnt Print.1.na: attioe inYoioe, T011CM1"1a c,<m11r11d by related accwnt.. 
�- of £unda Toucher, and 
noeh1.llg n,part. 

-3-
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12. 

b. 

SUPERSEDED 
?l'EII 
!10, D!SCllIPTICti a! .RECalDS 

e. Requiaitiana tar non-psrsDIJal sem.cu, 
auch u duplioatil'lge la-andry, blming,

1and at.bar Nffl.CH laclud:i.ng NOards· 
aaaoai&ted ritb ■ooCNDt.able ofticera 1 

&ocOllllt.a ( Se.tmdul.9 6 )) • 

9o JlaquiaitiODIII far suppliall and equip:ient. 
!Tom oun-ent. illNDtflr7• 

a. stoolaoca copy. 

b. J.ll ot.mr oopiae. 

JD. I1mn1torlee a! 1upplles and equip:1eut. 

•• �OCZI iln9nt.ar,' llate. 

b. St.ockrooa iln9nt.ary o&rde. 

o.  Card file• on o.tfica equ1pmnt., 

ll. T■laphom st.at4118nta and t.oll 11.lpa. 

REC«IIJENDED 
KP!'l'RCJl rE Fltml 

B7 nqui11t1an 
mmber, 

Numrioally by requi­
■itlm mcbtr, 

lihlmlr1oal.l,y by requi­
aU.ian numer. 

lllmari� by ,rtoot 
IIUllib!tr ar alphabet.ioal-
1.T b7 1toa, •• •ppr� 
priat.e. 

Namrica:U,. by 11tock 
l:l'IIJ!tltr or alpbabetioal• 
l,y b:y 1 tea, .. •ppro-­
pri&te. 

Humericall,7 by atoolc 
number or alphabetical­
ly by- item, aa appro­
priate. 

At.tach9d to related 
Touobere. 

AlJrHCIUZ!D DISPOOD'ICll 

Diapoao art.er l ,ear. 

D1Jspoae 2 yuare atwr 
cocplstion ar cancellitior:i 
at requisit,iou, 

Diapoae atter 6 mom.ha. 

Dispose 2 JUU'II fra:::i dat,9 
a! llst.. 

Dispo!!e 2 year11 a.!'ter 
d1eomt. 1.nuanoe or Ham ar 
2 :,ear11 atter .tock ba� 
ill transt'el"l'9d to new e8l'd. 
or recc:a-dllld arider a mw 
claa.dtica t.ion. 

DiapDIIII 2 J9U'I after 
equipm,nt· fa removed tram 
agellll7 control. 

DispoN 4 19a.r1 after period 
co,ured bT nlated aacc,ant.. 

Filas a! report■ an 1uppl;r requiroa,nta 
•Dd procanmnt. 1111,tters lll"llbm1t.tod tar 
1upi,l7 san&pmm. purpoaee ( at.her than 
t.hoee 1Domoparated in -.. tilaa en' at.bar 
tu.1111 o.t • pmn.l aat;ci:n), ualu■i� or 
Dapu\l:llut a! Detemse repart.a refhot.iZ13 
procunt•ut. under uuptiom aut.bCJJ'iud 
undar Seotlc:n 201(■) ot tm Federal 
PropertT and AdmWetratift Semce11 Act 
o.t 1949 (41 u.s.c. 231). 

•• Copia1 reoeind trca ot.hlr units f,;,r 
ii1tarnal purpoee, ar for tranm:tta■iOD. 
to st.arr agecie11, 

BJ' rupart and ohroncilog- Dhpo■- aft.er 2 7811:l'Bo 
1oallr t.berellDder. 

Copia1 1D ot.b■J' repart.iaa: an1 t.a, am B:r repart am chrcmolog- Dispoa1 att.r l :,ear, 
related wart papera. icall;r tbareimdar. 

It.a l, Tblae pr001D"emllt til.81, normallJ, aelaoted b:r tha agenoy ■1 ot contiau.iJlg nlua, oona1st of 
procure1111nt pa.pera and related recorda whiob rar ar m.:r DOt have been p}Q,11cal.l,y located ill. tbe ageao:, 
princip■l. FOCIINmnt. tile. Thi reoarda are nrta.lmd not becaw,e of tho 1ndh1.dual t.ranaaa\icm t'-7' 
repreNDt, but beoaue (a) t.baJ' repreaent mw deputare• ln admniatrat.ivo &rJ"aDgeente aot. documu\.ed 
elllewh■:re 1JI tbll ■cel:IOJ', (b) t.my ■re ■n int.egral part. ot a tila wbiob llll:7 WUBtrat.e t.be inoeptiou and 
acaocpl.iahazrh of & 1111jor procnremirt. progrua, ar (o) the7 repre■ent. pz-0011N•Dt. procedures radioaU,, 
ditfennt frm \.l:iOA Dal"IIIIJ.lT !oll.ow9d and t.mntare an deslll"Y'illi' ot .. pa.rate olml!lideratio:n. KanallJ' 
they rill be found 1D only • tn apnoie1, 1uoh a11 the De!enae depan.mnta and AtaD1o !Mrs:, Ccmli.H10D, 
whicb baft uauH&l prO<Nr81118nt. probl.e•. 

Itea 2. Thi• reoorda an of endm-iq lap]., adm:iniatr'at1T11t, and bist.arical Tllm 11.Doe th87 canst1t.trt.9 
tlii"liisio ...tdlno■ ot aoqu1e1t1.an ot nal propert.7 bJ' U. Ocm11rnant.. inoluding etatamnte of lap]. 
boimdar:la■ and reirt.rict1am1 that llll7 nm tar r.,..._UODS. Ot.bar evidenoe of thlt __, fact.a 1a legallJ' -
•cond&:rJ' to tha 11\ate•nt.a iD the Ut.1■ pt.para.• 

SUP�SEDED 
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SUPERSEDED 
Item J,  These are routine adm.nietrat-ive filo.s not. part. of other case filep • and t.hey do not includa 
ric"iira11 or agencieo or parts of ago11cie11 lmol11td W'it.h the dovelop:rnt of t.op procaremnt policy, Rattier, 
t.hee,e !ileo are held b7 t.he unite Ntiponsibla far the day to day detailed proeU1'81:11nt tr&n.1Jact.1oru,, They 
an held long enough to satisfy adcdni.8tratbe and reference 138sds, 

Item 4, Agency procur-eaent f'lli11 (otl'lllr than thooe describod 1D itel:lll 1 and 2 }  nave the follt1'ring 
c once i vabli! values: 

a, IBgal and tiacal val.wt1 The principal. values or procurenmt f1lu are those pertaining to the 
right.a ot the GoverD121nt. aa a contractor and as claim.a.nt or cla.1.mee and thooe involVUli audit or 
irrt'est.igatian b;y the General .lccounti.ng Cll'fice, thl!i Congre111,, or others o! transactions and payi:ant.a, 
The Ooneral Acccmntirlg Office, which receiv-ee moat claim, involving procurel:ll"lnt, ha11 noted that claw 
quite cona11tont.ly involve tranes.ct1ons of '25,000 or mare, The longeat applicable atatuta of llmi­
tatiom on claims brought befare tba CC!l:!ptroller Oe1111ral le 10 )"tare (SL St.at,, 106l)!'3i certain typ311 of 
chilu are ganrn&d b7 a e1x-yaar atatute. The lftendard "hich hae been develc,red rar the diapoaitloo of 
procunn:nnt. !1.l.811 t.beref'ore reqnire11 that cont.not.a reht.ing to trllIISact.1orui of $25,ooo OT �,;in, i.uirt. bl 
retai..nl!Jd tmt.11 eleven yearo after rinBl. paJ'l:llnt, Files �lating to traru,act1ot111 bet.,..en $1.,CQO and 
125,000 and 'bel.oll' Sl,000 &N! retalmd wrtil seven and fovr �ar-11, resp&ctively, after final payrent.
Audit neede of tbe General Accounting Office ant aatis.fied mid.er normal conditions after tbree years,
11ince accaunti, =t to H\.tled within three yaar11 fl-a:i date of submieaiqi, 

b, Hi.llt.orical nlw11 llodern agency proeuremnt fllea •11 a cl.a811 ere not of' pen:iamnt. hiatorical 
a:r archinl. nl.ue eirloe tbeJ" i-epreeent. essentiaU,- routine tl-amact.iona and i:ierely bind t.he wiual buyer­
•ll&r ral.at.ionshipa. Thl,i,e agoncy fU..s a.re nry volmdnaw1 and 1Wceae11.rily •011t. ot the t;ra119ac;t.ian11 
1.mol"t'11d are of no hiJ!torical. ilrpart.anoe, Importa.Dt polic1a11 alld procedlD"es a.re eatabl111hed by the 
Cm:iptroller General, t.l• Adalnitrt.rat.or of General SerTicea, and agency 11ta!f graupa, and c=pliance rltb 
these procedures am policiea is checked bJ" the 0enal"a1 Aocounti..ng af'fice 110 t.1-t irngolarltiH of 
111gn1.f'1.cance are dcc-amnt.ed in that agency. 

e, AgeDOJ' admnbtrative valt181 Nonmlly proo'IU'9llllnt filse a.re o! little ratennce intereot to 
the agency alter final pa:,izient hal!I 'been!'3�. Such need8, however, are adequately provided far b7 the 
retelltion period. 

Itea 5. Thaae are workload and aet..lrtty repart.1, with related eubeidiary repor-ts, ::a.de to lltaft agencies
cir'"tii'"'"arganisat.iooal iruperiora and are Wllld far oonaolldated agene,- repgrt.e or far work measm-emnt and 
at.bar •nagemnt purpoeec,, TheM oopiee heTit no adzi:tD18trative n.l• &ft.er the l.aJ>80 of the plriod 
apeo:U'iade 

Itei:i 6, The unsucce1111f'ul. bidl!I are retained rar a perlod autticient to aerve nsed8 of the eont.raot.ing 
igiiiey and other 1ntere111ted P'eden.l \IJ11ta. 

Item 7. Theae are c:.aN fil811 on printing and b� joba pertormd b7 tha Ocm1rmei:rt. Printillg orr1oe. 
rlii'"'1Ilaa, compr1Ji1.ng origillat.SJJ8 paper11, agree111mt11, and all rel.at.ad carniaponienee are DOJ'Dl8.ll}'
maintaittid 1n the aerrtcs arg8lliut.1on 1.nvolTed 1n U. printing and publication funotion, The period 
apeoilied 1a 11uffici.ent to aa!e� agency adll:Ln:1atrati� naedo a.riaillg tram tiacal adjut1i1nt11 witb tbl 
Gan:-m:ant Prhiting ornce, or rr-ca. audit. ot tm related accomrt.a. 

It.ea 8, Tben are requidt.10:na for rout1.De agencry- ael'V1ce1, They are ot minor n.1'129 after th8 aeM'icea 
� pertorad, 

Itea 51. Tbaoa are routinl internal. requiait1ona ar�ted bJ' operating imit.e and filled f"ra::i agency or 
r.a.@. Supply Sarrl.ce 1zmnstar1H, Tbe7 do not direcrt.17 reault ui proevcanent aet.J.ati. Tba period pro­
Tided 11 ntt1cleIIt. far local acbdn1.lltrat.1',re med.a am tor posting to atoclc recorda, 

Item 10. Then are 1Jmtntoru11 1111.1.lltained to praY1d9 repleniahll!nt data, atock cuatrol data, aDd 
propert:, ma1nteDBZ1ce data, and are narmlly of adm1n111trati" T&lm u lone a■ the Wividual. atoclt it.e111111 

The periods prorided an IIU!ficient to all.01r tar admim.atratift and manage- . 
mnt aaea, illaladiI!g thoee im'olTiJ!& \ha pr•rtr aocomit.1.ng ■J"atNI audit. respm111bllit:lea of t.be Oemral 
Aoccxmt-1.ng 0!!1.ce, 

It.em 11. Toll allpa an in street iDvoicee atrt.baris1ng pa,-nt. ria pUbllc 'f'aucber1 far loag distanoe 
te:iiphom oall11, and a.re uuall,f t1lad "1th the nlated Taucher•• D1apoul. ia beee4 011 the t.hne-yaar 
stat..ll�o:"7 period far th aet.tlamnt. ot diabuniD.8 aceounte, plu cm■ ,-ar tar &pnc,' admnutratiff DHda, 

Itel 12, TbeM ue repor-t.11 required erle:mall,f bJ t.ba General Serrlcee Adllim.atrat.1cm {Federal SQ:pp];r 
Senl�) am l.at.emall.J" tJT the agene1 to 11hoi, &BID.CJ" moda and J.>rOCaremnt f'ar Federal Suppl;r i:azapmllt 

imol-..d are 1n CllZ"?'8nt uaa. 

The period of Um apecitied 11 11uf'fioiei:rt to aat11.f7 internal. &'9lla:, llNda fr,r t.be i.Dfanmtion 
cont.&1Dld 1n tba811 reparta.
�poee■• 

• 
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SUPERSEDED 
GENERAL REvCIIDS SCHEDUIE 4 

PrOJlerly Dillpc-sal Recarda 

Thue nicards pertain t.o t.he 11ale11 by agaacle11 of nie.1 and pereonal propert.y 11urpl.1111 to the oeed11 
Qf t.he 009'!lrmiient.. The act are&ting the Gemral Servico11 Ad:11inbtratiOJ1 transferred tbe at.a.ff ftmct10lll!I 
er t.he !ormer war A11seta ldmnist.ration relating to property dispoDition to tho D9'II' agency. Tbl!,... IIIClmdul.e ill not applicable t.o t.ranaaetion or policy flle11 created by tte �mral Sarnce11 Ach:dn1at.r.ation 
and predeoeaaar agancia■, to NCarda in tblll Interior Depa.M,111!!:nt. rel.at.in,: t.o thll pUblio dcmain, and to 
record!! re'.uating to cm,neu prope�1 mider Stat.II Departi::er.t cOITtrol, Surplus property t.ranaaction tilee 
dated prior to tbe ut.at,Uetm:am. or t.be ron:er Proc'tll"'eDerrt. Division 1n l9JJ are also not cOT11red. Sueb 
!ilea are not DICHNril.7 or eont1.nulng nJ:ae but they muat be evaluated separately !rem later 11ii:tll.ar 
record!, becauae prim- t.o a1111ignm� er prognm re11poruJib1Hty to the Procurel2!nt Divisicm the filJls are 
1m cmplote and of varying nature. 

In no e\tllnt 'l:AY disposal be 1ll&de af records portainillg .to account11, claim! ar demand.a i.nvolTing t.be 
Qgvermient ct the Onited Sta.tea •hich have cot bHn 1111t.tlad or adju.llted by the General Accowrt.1.Jig iXtice 
witJu,ut written &pi>rqval of tblJ C�aller Oemnl., •• r.qttinld by Section 9 of the Recorda Di8poea.l
Act or July 7, 1943, u amendod (taL u,s,c. J74). 

In cliacbarglnl 1ta reaponaibillt.ie11, the Fllderal Suppl,T S.rrice, Ge�r&l Serrice11 Ada1.ni11trat1on,
h&8 ieauad Paraan&l Propm-t;r llanllgainent Regulation No. 3,  which 11ata up procedures rar •m-e•n1ne,
r-.d1et.r1blrt.1on, and eale of par11onal pl'opert.y 1n t.h8 ftldaral oanirmant, Three forms &re preacribed !or 
uee by a.ny agency aalli.ng surplus personal. property under thll regulat.iom 

a. Standard FOl'II 144 (Sale ar Ocmirm:ent Proparty, Invitation, Bid, and Acoeptanoe). Related 
paper11 ihlt are IIDint.aimd by t.b9 agecciaa, 1111D&J.1,T 1.n oue fashion, conaillt of eorraapalldeoce, bid.8 aad 
ot.bar noti.c.1 or aale, iavoioee, aad ealaa elipe. 

b. St.andard Parm 120 (Report at Ezr.:en Per11onal Property) and l2l (Quarterly RDpart. at 
Ot.illsaticn Md Diapoaal or Ee.-■ and &lrplus Paraanal Property), Fan:i 120 report.a personal pr0p$rty � 
which 1.e exceae to the agency nporting to the :regional General Servicaa Admm.n.rat1m offio&11, wbieb 
initiate acreenizlg action. The quarter� repart19 are aubmit.ted to tha Per11anal Property utilization 
Diraicm er the Federal Supply S.rrlce1 General Serrtcea Adminiatrat.ion, whiob ecmsolidatea the data. 

Prac:edurH Nlati.Dg to real property- are gUTanwd b7' Public Bnlldings Cil'culAr No. l, but no tan:111!,. 
are ireacri'bad. 

MM RECOJIIEIIDED 
DESCRIPTI<Jl rJ'i REC<RDS IIZ'I'HCll ct' FII.Im A lfl'lllll.IZED DISPOSITIC& !!2:... 

RECORDS OF CONl'INUOO VALOE1 

1. Case f'ilea on sal.en ot aurplua personal Traneacrtiou fil.ea in Diapt1111al not al.It.barbed °b7' 
property (1111 dlllacribed 1n it.en 6 belm) alphat:.tical. ardll!lr by thia 11chedul.e. 
1.nYolv1Jlg tranaa.etiona o! '25,000 er nam at purc.baaer, 
aore, IIZld docummillg tht imtiaticm 
and devel�nt of tranaaot.iona that 
dlrrl.ate trm eetabllshed pre cadent.a w1. th 
nu,pect to pmral agency diapoMl ar to 
maj01" diapoaal progr1111111, 

Cue r11e11 on d1apoeal of aurplua real Alphabet.1calJ.7 by Diapoeal not authorized by 
and relatAd pancmal property. looat.icm er by oont.rol tbia 11c:t.dula. (Trautc· to 

mm:'t.r, aa appropriate , Feda.ral Raoarda Center .3 
year111 after oloae of ru..) 

Baparte of 9%0Ha real pr0p11rt,-. Cant an11 to agaaoy Disposal not authorigd by 
pract.ioe, thie .aobed.ulo, 

Rl!:CCIUJS 01' TEKP<JU.lt! VALIJE1 

4. Carn11pondanoe file• m.int.aimd b7' Cmd'orm to agermy
oporating unit.a re:,pOllllible tar properl;r praotloe. 
disposal, port.alllillg t.o t.heir operatlan
am admmatrat1on, not otheririse 
pro.-1.ded tar, 

s. Report.a of noeaa personal iropert.1. Chronologic&l.l,T by Diapoee aft.er 3 ,-era.
repcrting wrlt, 
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Diapon h 11v1 art.er til:lal 
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DESClllPl'IC!i' fE REJ::ORDS KEl'HCD <F FILOO A utH CII. IZl!:D D Ia POO l'!' Ill' 

6. Case :rn.ea on sales or 1urplua per110D11.l
propert.7J Otlllpriaing invit.at.lolllll J bida1 
acoeptance11, lists of' mtar1Als, erldin:1108 
of sales, &nd related carrespondeooe 
(other than thON canired in item l am  
2}. 

•• Tranaaotione of. 81,000 ar lesa. Tr&JJActioo f�s in 
paymnt. 

nam or purchaser, 

b. Tranaaotiom ot IIOZ'9 than $1,000 'l'ranaacti.oo !ilea 1D Dispose 7 :y11ar1 atter 1'.lnal 
a.nd l.ua than t2$,ooo. al.phabetioal 0l'dar by pa)'llltnt, (Pl&CII 1n inact1Ye 

llll:llO or pUrehuar • !1.Ja OD !inal payment &Ild 
transfer to Federal. Reoorda 
Ceater J ,-ara thtro&ft.ar.) 

o. Traneaot.iana o! 82S,oex> or over. Tranaa at i an .tUe II in DispoN ll 19ara &ft.er ti.all 
alphabotical Ql"der by payment. (Pl&ce in inact1Te 
n&IIP o! purchuer. .ti.a on fina.l paya,nt and 

trnna!er to Federal Racorda 
Cent.er ) ,-a.rD there&fi8ro ) 

It.a11 l. These tu.a, nan:iall;:r •'looted b7 the a.genay far pen:BJmnt ret.ent.ion, are Ntaintd b8eaWJe t.bey
dOC1.1mi:rt. t.ranaact.im9 urvol.ving nsw depa.rt.ure11 in tho adl:linistr:i.tim or surplua personal property 
diaposal and u auo.h ma7 be ot coat1.nu1llg value. Tllou not nrrant.ing oantinu.td pruervatian crust be 
apprai.Nd on tm:1r a-n mri'l.1. 

It.am 2. .lbio!R all cunuacta far tbe eala b;r the Ocm1rraem. or eurpl� real prgperty inolide recaptun
ciauee , rHemt.1ona on .!i.Nion&ble materlall1 reaen-atiane on nt.er rig}lta, 8Dd atlmr N11trict1cma. 
Tia• l'WNn&tiOll8 an not, llaited in tla and t.MN!Ol"e t.be ■alae fU.1 must be kept. inde1'1.nitel,Y. 
Older IJAle• tu., and current. Oll9a not U!Cllning euch raaernticm U7 be diapoeable but. 1ince t.bey 

mmr Wll!t.&odardised policiea aDd pr01111dun111, they mat be appraiaed on tlmil' A
The rel.At.ad per1onal iwopert.7 dlllaorlbed 1n t.h18 item 1.a prosi-rty aold with tho real est.ate W 

'.It.em J .  Report.a of uoHe real. propert7 omit.a.in juatif1oat.10n11 tor daolaring the propert1 uoaas and 
� data OD tom met.hoca bJ" which the propert7 11a11 acquiNd. Cant.1md.n8 1-gal IWMda for t.b:1.a 
lntanaticm preolum 1ohedulbg tmil' diapceal an a 00ftnm,nt.-41de baeia. 

Item 4-6. 8ino8 tt.N agency saJ..11 case file• nipz-.aent • contractual relatianabip 1n wbio.b the 
001'9m:a.iit ill a aelJAr 1.ntltud ot • tnQ9r, tha !act.are govwrn:ing tm dllpoaal. or •oat proo�mellt Ul.&1 
(item I&, Schedula .3) •PP� alao to per■cm&l. property disposal noorda. Tbe rout.im oaae f'Uea are 
th8re1'ani held far tour, 119Ven, or eJ.ev.n ;raar1 attar ti.Dal parmz:rt, depending upon tha oaell value of 
tm tranaactJ.on. .lg9DC7 copio11 or thl declarat.ioQII and report• ba..e a Nlat.1..el.y ahart term adnd.nietra­
tin nl.m to the agenoy 11.noe thay prilllaril,Y Nrft tbll 1:11.11Agemnt purpoee ot the Oemral Serrlcee 
.ldmin1at.Nticm as t.be P'ltderal pl"OCID"llll91rt. staff l\&9D07. Oet:ler9.l COl'l'..pcmdeDO& fila1 are retaimd l.q
•n.oucb to D8"9 rc,,i.tine meda. 

alphabetical ardar b7" 

rwpreaent ll&laa t.ald.ag plaoe 
oim •rite. 
czro wi.t.b 111.miJ&r rHenaticma. 

--2-
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SUPERSEDED 
G!!:IIERAL RECORDS SCHEDULE 5 

Budgat Preparation, Pre11errt.at.1on1 and Apparti011111Jnt Records 

Budget. and appartionmnt. records inclada the TariOWJ files accumulated 1n an agenc1 in the course 
of ftll"1:lll.at.ing ita budget f'or eub:rlsllion to the Bureau of the Budget and to the Congre!lsJ 1n defending
ite requests tor rww before both bodies; and a.fter anactmct of an appropriation 1:1111, in erurur1ng
that the funds are used in such a ,ray M to suffice far the appropriate period of time. Tho tund.!l an 
mads avail&bl.e to the agenoy 'b:r the Bureau of the Budget, usuall.y 1n quarterly portions, and the agencies 
mw,t. indic:ite and juetify regul&rl;y to the Bureau th!lil" proposed rate of exporditure!'3. Arter the funds 
haw been l!l!lds available to tho llgoncy, its own controls over the fund!I are 1n its expend1tlll"II accounting
reoarde (Schedule 7) and detailed information relative to expend1tlll'9s 1B conta.'iJ1ed 1n the accountable 
officers• aecowrt.a (Scbadula 6). 

Thill uchlldule appllss to records o! budget, preparation, presantat.ian, and apportion:mnt crnt.ed 
silica January 1. 1921• in all agoncies, except that it does not. apply to records of the Bunau of the 
Budget. and t.he Treasury Depart,l!Pnt retlectiiig the Oovan=ent-wide budgut responsibilltiaa or t.h088 
agenc iea. 

Agency budget recardB are narml.ly created at all leveb of agency organization. They shaw 
propoeal.n fro:a all operating lav91.e as .ell as the bureau--c1.da and agena,-idl!I coordinat.ln8 ...-ark dona 
by formally organif.ed budget office■•  Theref'Ol'9 the reaorde c0118ht. of dot.ailed -.,OTk papero and 
budgetary stat.econt.a de'Teloped by 111.ngla opar•ting unit.a• the core d.gni.ficant bud89t. !lt.atemnt.a &Jld 
related papen representing eaD11ol1dated eubmeaiona prepared at the bureau or equivalent level and 
tarwarded to the agency budget aftioer, lllld t.h8 reoords at the highest leval pertailli.ng to the bud8Bt 
aub:dsdon far t.bo entire ageiiey. 

The nature of the budg&t presentation ·1teelt 11 11tandardized by Circul&r A-11 of' the Bureau of the 
Budget• Inat.ruotiona tar tne Preparation and Subm1111ion of Bu.drt Eat!mat.e1• whioh presoribes fl!l'Cllt. 
and prooedure11 for all Federal a..geiicles. Rcwever, lhi int.erna reports and papere •hich 11uppart th8 
budpt aJld are uaed in its preparation ftrJ radicall,r tra:i agency to agency. The boo.get 11ubms11ion, a 
record copy af which ill wraally designated by the aganoy• ia • duplicate of t.ba set of papere subCl:itted 
� the Bureau at the Budget. TteN i.ncludl!I su=ary atate1111mts of appropriations and expenditures, stat.­
meats o! c:cmt..ract auUiarizat1cma, and 11t.ate1:11nt11 at receipt.a a11 well ae narratin � at.atemnt.a 
wbieb highlf8M. the principal :t'11atuni11 of' the agenoy requeot., and 1!=s<llatel.J' related 9Upport.i113 
docU1:1ent11. Tba narrative presellta t!UI pol1cie11 and the progracs of the agenoy which the budgetary 
requests are t.o auppart. In addition to the 81.ll:l:l!Lriea• t.he eubtd&BiOD 1.noludea 11chadulls or obligatlom
and stateimnt■ pert.aining to eaoh type of approprial.ion and fund under which tha individual agency 
operate11. P'inally, the Bureau o! the Budget requirea additional auppart.ing data pertaining to obJeeta 
of expenditure, particular ag•noy progr&l!lll, 811d figure11 baaed on the oost ,:it variow, typee of aervica 
gperat.io=, 811Ch u paraonml and pafl'ol.l.i!lg activitiaa. 

After the Bureau of' thll B\Jdtet exami.N• tbs agency presentations to datermim Tbatller the prapoa,ad
expenditures ara in accord with tha President.1a program, revuian of' agency reqm!lts are �de. The 
agency �t fU. will therefore show t.be rerldma 1111.dl!I at thll direetian a! the �t Bureau priar to 
aumi1111on to Congress as part of' tha total preaidantial budget. In addit.ion it w111 include ooptes of 
teatimOIIJ' be!tlZ"I Oongre1!11onal appropriation 0CZ111111.tte111 and of various uhlbit111 and otmr data autmd.tted 
in dafense of the budget.. 

Appartionmnt and reporting are other a.apeat.11 or budget lfOl"k in tba Federal 0099n:Ditnt. Thllae 
b'adgetary aoUvitiea are govwrmd by Budget-freasu:,- Ragullltion No. 1, which preaaribes recardll &Dd 
prooedurea relating to appart.iazmurt■ and npart.a an thll stetua of' appropriat.iona am other authar1zat.1aoa. 
In aetting up the cClrltrol r.mir the budgetary and finanolal program:, o.r the Oanirnm.ct, t.he ngulation 
pruoribas a 1111ri.ea of' Standard Form (SF 1,:n.-133, SF 141-143).  Tba i:iajar f'l1mt10Dl! of' tha1911 !om.a IU"9 to 
take fonal r.quairt of' the Bm-Nu ut tba Budget far amount■ o! obllgaticna to ba incurnd dnriQg a 
1pao1.fiad period wd.ar an appropriat.ian, far contract authar1zat.1on, or far statutory authorisatiOilll, am 
to report on tho st■tU8 at tha varloua appr0pl"lat1on aooowi.ta, bJ apprgpriation t1Ue. 

Raqueirt.s for apportiOIC11nt. (St&nd&rd Farm )Jl and 141) and far reappartioa::111nt (Standard Pora. 132) 
are aubm:ltted b7 agencies in original and two oopi.e11 for each appropriatlazi ac:eoont. aubjllct t.o appa:rt.1on­
i:errt.. Tbe ariglnal. 1.8 returnad to thll •PDCJ' by t.he Badget Bureau with a notatian iDdieat.inf Ula actJ.an 
taken, while tba duplicate r91:1Lll111 Yit.b tba Bm'ltau1 and tba triplloate ie ■ent to the Bureau of Aocount.11, 
TrNaury Deparblllnt.. Zo appriae tba Budget Bureau at tha tucal st.atua of' ••ch lpprQPrlatiaD a.ocoimt, 
a.gemies 1,111bll1t 1110D.tbl,y :report.a (Staniud Form 133 � :11)) 11hCJrillg total amoant.11 atlll avail.ab'.l., the 
nature o! the amount.a aniable, &JUI thll relation of' thll oblipt.ion.a to the pay111n:rt,11. 
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-
NO, 

l, 

2. 

J. 

4. 

s. 

6. 

DESCRIPl'ION OF fID'.:(JU)S 

RF.CCRDS OF CCfflINUDIG VALlE: 

COTN,pondence !ilea of fo:nmlly
orga.nizad budget atf1c1111 shcnring agena," 
polloy and prooadure1 g0"1'8rn:ing budget 
e.dminietrat.1001 am reflecting policy 
dse1s1ons affeeti,Jg e:z:penditures tor 
aga nt:y pr agTattll • 

File cop1.es or budgut eatimates prepared 
or cmsoUdated 1n foI'l::lllly organ1Yd 
budget at fices at. the bareau ( ar 
equivale:lt) or h1'h9r organuational
levels, ca::tprl111ng appropriation lBn,uage 
sheet11, narratiw 11t.atemnt.11, a.Di relatad 
schadulee and data. 

RECC!lDS OF TEMPCRARY VALlJEz 

Corresponc:lance file11 o! 'b'udget o!ficea 
not otherwiae C09111"'111d in thia .sehl!ldul.o. 

Work papore, cDat et.ateci:mt11, and rough 
data accw:iuhted in pNp.u-at:.ian ot annual 
budget estimtee, inoludiJlg duplicates at 
papar11 included. in !ile copie11 o£ budget
e11tlll!lte11 (described.in item 2), 

Porl0dic reparte on the stat.u11 ot 
appropriation aocoum.a and appart1�ut.s. 

a,  . End of fiscal y.ar repart. 

b, All other ftlpQl"ts. 

Apporllcnc:ent and reappgrt.ion:ient 
scbadulfl11, proposing quu-terly 
obligations wmr each autharized 
appropriation. 

limBCll CJF FILOO 

Conform to agency
practice. 

Cbronologioally. 

Conf'on:i to agenoy
practice, 

ContCJn11 to •gelley'
practioe, 

By 1"9paz-t. and 
chrcnolDgica� th!lre-
under. 

13y r-epon and 
chronologioally there-
under, 

Chronol.ogically • 

AIJrHCIUZID DISPOOrrION 

Di11poeal not autaoriied by
this 11cheduJ.e!,0 

Dispoi,al not authorized by
thill echodule. (Traru,rer to 
Federal Reconb Cent.er J 
years art.er thl cloee at tJ,a
tiacal f&r covered by the 
budget, 

Di11pooe &tter 2 :,aara, 

Diapose 1 year aft.er cloee 
ot fuca1 :,aar ccmired by 
budget., 

Diapose S :yll&r11 after 0l01M1 
o! !heal year 1.nvolftd. 

Dispoae 4 Y9&r11 after oloee 
o! 1'11cal year lmrolwd. 

Diapon 2 yalll"11 after clOM 
ar !iacal year invoh�d. 

Items l &nd .). Papere relating to budgeting processes and to 11ubllltantive policy deoi11ion11 pertaining to 
Uio expenditure aar-,cts o! agency prograi:e are r-et.ained aa permmnt pl"Ogram l"'IIICords cf the a'8noy. All 
other correspondence ill held for a rrl.niJ:lw:,. pert� t.o eatia!'y norcal reference DNds. 

Tteca 2 &bd 4. File CtipiH of budget estima�.ea prepared or cooaolidated in !Jn11al1Jr organized budget 
illice11 at tbe bureau or higher arganhationol levels haft two nlua111 

Values tor administrative and iriaoaee�nt purposes in bu:tgot 1'unoticru11 Theae 11\lbme!liona 81"'111 ot 
pat.ential valus in tracin8 the budgetary dovelopmnt of program and operatiODB, This UBe of the files 
malme mae1111917 ita nrt.ention for e period auf'1'1c.1ent to CDke 11uch Ni'erenoe po11Bible. Ageney expi,rienoe 
1Ddicat1111 that arlmniatrative and canagemnt re.f'ore110B 18 heavillot !ar the !in fucal )'l'lar11 following tho 
year COTONd by the eubild.aaion, and that after ten :yll.Brs 11uch reference iB Yirtually non,,,enstent. l6imy'
progr&llll!I prosecuted by Federal agenc:u.s are cceplat..ed witJiin a ten-yuar per;oc1. 

Val0es far histcrical purpo•• in documnting the progrm at the agenc:,1 11.ich of the 1.ntarmation 
contained in fi.lil copies or budget estimates 111 al.ao ccmtaimd 1n high eclwllon files ot the agency tbat 
are retaimd peJ'lll&Mntly and in publlehed l'llaring11 on th, badget hald by Ccmgre11sional cam:iittees, In 
addition eopiu of recant aubtd.11eions t.o the Budget Bureau ue in the custody at that Boreau, 

Senral yuars ago the Budget Bureau copies or apncy est1Date 11ubm111Bi<Jn11 through tbl !1110&1 :,ear 
1940 1IV9 destroyed imdar authority granted by 'Ull9 Archimt of the United St.at.ea and the COJlgJ"OH,
e:onwr, the Bu:nuu:i. ha■ not decid9d to treat. this file ae • pen:amrrt reoord, Sect.iclo 157 or the_ 
Ezam1mr 1I1 Randbook1 dealing wUh t.be dispod.t.lan of Est.hilt.ea Dinld.ao ncorde, prorldse that otticW 
recard coplie of inihmi.oeiGnB, 1nclud.1Dg "carresp,-1denee aai Cl!COr&lld&J a:h1Mttl aD1 appandioHJ and 
relawd paper11 re!lllcrt.ing Budget Bureau l"niew d: agency eetimtea" ha Mnt. t.o 1.he Bunau11 depoeittl1'Y 

SUPERSEDED 
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SUPERSEDED 
a.fter retention in the operating an:Lt for two fiscal years al'ter the cl.oae ot the fiscal ,ear to wh1oh 
the aubm:1.aaiOD perta.1.na. Bureau ot thB Budget copiea are available far the filloal yeara beginrd.flg with
1941. 

Daapite the degree to 'll'h1cb tba data in bureau and agency budget !ilea are duplicated elBewhare, 
bcaeYer, tt. volm:ia ol these tihe le 11crt. ezten:ihe except 1n those apocie■ in llbich DUIJ' t::,pea ol 'll'm'k 
papera and nri011S epbecora are praaent.. 51lCh papera are ot llttla nlm aml are dispoaabla aoon after 
preparat1oo or tile budget 1111ttmt.e1 1a 0111:plet■d. Thll estimates foniuJAted 1n fan:e.l.l,y arganized budget 
af!icee u,, not. all of ocmt.1nuing nJ.ua, but tbare are enough instancee 1n which they are CC1Im1mant. 
ar aol.e aouroee ot information &11 to agency plana and hope11 that it. does not aeem p:racticabla to oOWJider 
th111:1 disposable on a aovernnmt,-,d.da baeia. 1111.ey ot them u.y be valuable for research, puticubrl,y 
because they a.re retained 111.th other Noorda o! the agency concerned and therefore can be UJll9d eaail,y 
iD conjlmcrt.iCl'l with ot.her tilae ot the agenq". Their d1apoaal. 1s therefore not. &uthariud by thie 
11cbadula. 

Item 5 &Dd 6. The appm-timlllBrrt and reappartiamaant. recorde 11N ret.a1ned for a period aufficieat. to 
eatl.iify ttiii --.pmrrt ral'Vllnm meda ot t.he ageoc7. B'lll"llau at the Budpt copie11 are rataimd u 
parmni,nt reoorda. 
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GF.JJERAL RECCEDS SCHEDUIE 6 

Account.able Officers 1 Account-a 

Accountabla Qfficere 1 accounts include record copies of all papers concerned witb the accounting
for, availability, and 11t.at1111 of public funds. "Accountable o!ficera" are of two tn,es1 (a) ti. 
diabllr81ng officer, lrho accccplishae thll actual i-,� of public moniea tG proper Federal creditor■,
and (b) the certifying offi.c8r, .tiooe signature on a 8\ml:B?"Y 11ct.dule attest.11 to the antbBntieity o! 
V(IUchera listed on the 11110hedula. The latter o!fie1&l1 who 111 bonded, t.ake11 tbe reepom1bWt:, o! 
apprort.ng for pa:,mnt by the di11bur11illg officer the 111.t:18 due other agencies, contraotare, employae11 and 
other11 who have pra\l'ided good.I! and eerrice11 to the Gowernment. Within thl!I Federal 0avenmmt tho 
eertif)'111g officer and the disbursing officer are Wlll.8� diffeNlnt ind1vidual11. 

Di11bw-11emnts fr,r rlrt.uall.:, all Oaval"mant agencies, except tte Depart111mt or Defense, the Poat.al 
Service, t.he Dllpartmnt. of State, and certain Goq=nt. corporations, &.r9 cada by \he Chief Di11buri,1ng
Off1ce.r or the Trea.aur:,, who heads the Dirleion or Dillbureei:ient 'Within tbs Bureau of Accounts, Tr&all1D'7 
Dllparti:ient. The Diviaion wae craa�d by E:mcutiT9 ()-dor 6166 cf JUM 10, 19JJ. Prior to that time 
agencieo had their oirn d1eburs1ng organisations. Traditionally ag!ltlciee transmitted individUBl vouchere• 
covering 110hedu1Jte, and aum::ariu on the ba11i11 or whioh pa,morrt 111111 mds and thlll papers were then 
forwardsd to the Cleruiral Accounting Office for audit. Since about July 1949, h-r, dilltnJr-111,111:1ente baT9 
been cade for &ll iDcreasing mt:lber o! agencies 1:1er1ly on the ba1i11 o! certified echllduhe, with the 
detailed vouch,,r11 tr&n11terred to the Oener&l. Acccu.nting otf'ice from Ue ageno::r or held 1n agency IIJ)&oe 
1! site audit 113B involved. Thie procedure 1188 extended and con!i.m8d by General Accounting Qf'fioe 
General Regulatiaru, No. 11�, ill:,tJSd January 29, 1952, which prOll:1.UIJat.ed a standard fcn-m vouehur and 
echedulo of p&)'1!8nt1 (St.andard FOl'IM U66 and ll67 ror u11e by all agencies afff1cti'l'fl Jul,Y 1, 1952) and 
fol'l:l!ll.J.y- elitdnated the transfer of vouchers to the Chulf Diabur11llg Qf'fioer. Thia 11chedul.e appllal'l to 
t.ha accounting ani the !heal. re cards of agenciu, which may be held by alt.her agency di.!ibur111Jl8 or 
certifying otticers er by both. 

Another procedural change ,,tth Jm,jar record 1.1:::pllcatiom wu the 1.nceptiO?I and gradual uten.llio.n ot 
tha on-thll-1Jite audit ot agency accounts. UDCl.er thi11 11:,stec the vouohers, oontract11, 11chedule11, 
accOUJ1t1S CUITcnt, and other related supporting docu::ients 9.1"9 to be retained 1n agency spaco for the 
General Accounti.ng Office auditors. Section 5 o! the Poet Of'C1ce Da�nt FlnAnoial Control Act of 
1950 and Sscticm ll7(b) of the Budget and Accounting Procedures Act ot 1950 (whomvar the COl!IJ)troller
Ggner&J. deteri:dJles that the audit 11hall be conduct.ad at the site) requue agencies to retain t.heee 
records, which are undar Oemral Accounting Office cognizance. Section 7(a) of General Aooounting Qf'fice 
General Regulatio:n.11 No. 115 giT1111 genaral authority to t.be agei:ioae, if tbfl l"!leorde &re no longer
required for ad:!:dnistrativ,, purpoeee and subject to tk:e written apprC7Vlll by the Comp�oll.er General, to 
tran11fer recOl"ds audited at t.he site to F8deral Racorde Cent.era after two Y'!&rllo Because t.hl'II record11 
heretoforo tra.ns.i'erred t.o the General Accounting Qf'fioo are tetaillltd 1n tba agency and available, several 
agencies haV9 111J..omated t.he creation of aemorandu.m copa11. 

TbL, ge11Bral achedula covers the 111111:10l'BJlC11.11:1 copUIB of the aocawrt.abla offlcer11 1 account.a created 
since January 1, 1921, wnether or not the agendas are ua1gned for llD 11.udit.-an-the-site. Com-erae}J",
it does not appl,y to the papne 'llhich have been aubmitted to tlie Oenaral Accaunting arnoa althor by
ph;ysical transfer or by retem.ion in agano;v apace for audit purpoeao. N'ar doae tha achlldul. apPl:, to 
the mnagoment copies ot the 11ch11dula11 and n,lat.ed papere held by the Chief Di11buraing Qf'ficc,r, !'ra:i which 
he im.kes paymnt. These an Ctm!!Nd b7 a oepara.t.e autboruat.ioc, 

Because of epecial Genaral Accauntl.ng Office need8, voucher• and related papers pm-tainina: t.o fre'4:ht 
tramrportatlon ch&rgH are mtcl.adl!ld !rem dispoait.ion. Under General Accowrt.i.Dg Office General Ragul.aticma 
No. l15 vouchar acmdulaa and irupparting basic doe1.1111111nts ccm1ri.ng transpartation Mrvioao an far-rded 
to the Oen11ral Accounting O!f'ioe• WaehJ.Jlgton, D. C , ,  regardles11 of whether t.hil farnrding agency 1e un�r 
on-the-oite audit. Tbll aimorlU'ldlll:l copi.811, which are included in Schedule 9, are do11ignated for traru,far 
t.o a Federal Reccrds Center. Similarly, because o! their value •• a'IJXiljAry p11rsOJ1JJel reoardo, tho 
1'9corda rolJlting to pa:, of cirl..liAn per11onnel are ncludad rroi:i canrage in thia schedule and are 
eepuate]y treated in Sohedula 2. 

In addition t.o the mrioramum oopiea of return11 1 thie 11chedulJ, al.110 canra nocrda 1n atber aguncie1
which are relJlted to thll audit of t.hB accOUDt.11 by thll General Aocaunting Office. TheSII includft (1) the 
notices of exception by which the General Accouuting Offioe noti!iee the proper accountable affioer that 
it takes except.ian to a 11p11ci.fic pa:,nmt. ar t.ransaot1on, and (2) aert.U'lcate11 of aatt.1"i:mnt that ahas tho 
eta t.u., af h1a accomrt.. 

Record!! relat1Jll to the availability, collection, and c1111tody of funds include (1) the approprts.t.icm
warrant.a� {2) other documot.s which dopo1it !unda into the Treasury, and (J) documnt11 which prorlda
di11burlling afficer11 "1th atatu11 report• on fund.a in t.heil- austoey, auch ae the proof11 of depository
aacount and 11t&temnt.11 of tund8 to t.hll1r credit.. .Agenc,y oopi.ee of tho11e depooit. and 11tat11.11 docwmnt.11 are 
110 int.1.m.t.ely nilated to the BCCOlll1t.l!I of t.hel!e officen, t.bat thl!ly are included in t.hi.a 11ehedule o Tha 
cc,pi1111 reoahwd by t.he F:lJlcal Sarv1oe ot the TrHIJ\ll'Y Deparl.J:llnt. are not ccinred by this ecblldole and are 
provided rrsr 11e para te lJ". 
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SUPERSEDED 
RECOllllEllDED 

DESCR!PI'Ial' OF RF.CCIIDS METHID CF FILINO Alll'HC!tIZED DISPOSITICfi 

HECCIIDS CF TEla'CruRI VALUEt 

1. Di1burehlg returna, cmprisil'lg 
me1t1aranduJil cc,piea ot aocounte current., 
all. eupparting v�cho:rs. aohodulea, 
documonta, and related papers nat othar­
'lt'ieo provided for 1D thia aohoduli! 
(uol.n.aiTe ot !'re�t racarda ccmired by 
Schedule 9 aDd payroll reom-da canred 
by Schedula 2) • 

C on1' c:rn::i to agency 
praot1ce. 

Diapon 4 .79ara after 
period covered by the 
account. 

2. Gemral Accounting 0!£1ce notioe11 of 
umpt.ian (fm'lml or informal} and 
relAted 11Cll"nlapmidlirice. 

Chronologically. Diapoi,e l yeB.l' af't.or 
exc,apt.ion is reported •• 
clBared by the Cemr&l. 
Accounting 01'!1ce. 

J. Copio11 or certU'icate11 of settla11111nt. of 
aoot1W1.t.a of accountabls otfioara (diabure-
1ng and cert.1..fy1ng), atatemnt, or 
dilfennoe11, and related papers. 

a. Certi.fioa.t.ea cover� closed acacnart. 
eett.le:::iente, aupplacontal eet.tlecenta, 
and final balance eettle=ent11. 

Case fila ar echedulo 
1.n cbronolog1eal order. 

Diaposo 2 years aft.er date 
o! !!lllttl.emnt, providing
certi.ticata ie claared. 

b. C.rt.1ricat.e11 cowri.ng perlodio 
1111ttlamnta. 

Ca1111 .f'illl Cit' aohedula 
in chronological arder. 

Diop0110 'llhen subs11q1.111nt
oerti.fioate or aettlelDBnt 
ia recell"8d. 

4. Sobl!ldulae of oert.iticates of 11ett.la:»ot 
of elA.ias aettlad by the General 
Aooountillg Office. 

Cbrono1ogl� or b,-
achadulJt Dllllber. 

Diapoee 2 year11 aft.er date 
o! 111St.tls�nt!'3. 

5. Reoorde relating to the avail.4billt7, 
oollaotion, custod,y a.nd deposit of 
funds, includiDg apprc,pr1at1on 'llllr:r&nta, 

ChronologicallJ". Diapose 4 years e.tter data 
of d OCIJ::IB nt • 

6. AdJ:dniatrative corro11pondenoe, reporta 
and data relating to voucher proparation,
adminiat.rative audit, and other aaoounting
and dieburaing c,parationai. 

a. P'ilaa used for YOrkload and paramm,l 
llllllllgeca nt purpose a. 

Confan:i to agency 
f.tlina .,-at.ea, 

Diapoae after 2 yuara. 

b. lll at.bar tllia, Cantoni t.o age1107 01.apose after 4 yuara.
f'il..ing 11,atec. 

It.em3 l�. l1Dd8r Pablio Law 72, 80th cang., lat Seas. (6a St.at. 101), tbs Oe1Jeral Aocountlng Qfflae must 
cciiplete the audit ot aaoount.a within thnte yuar11 tra:i tm date of tho submasion ot the aaoount. The 
diapoaal period prorided inoludoa t.h9 three-198,1" period, i,lw, an edditional 78U' for admniJrtn.t.in 
purpoMa. Hecie■sary n!erence alter thll tour-,ear period ce.n ba made to the ariginal.D of the par-era bold 
b7 the Aud.1t11 Dlrlaion ot the Oenaral Aocaunting orf'ioe. ED:eption and carti.ficate file■ a:re achedulad 
tar disposal after periods baeed 00 olsar&noa of tba ezoeption as -..u aa tbs t.otal aooounta. Sohadulaa 
ot cert.1.f1catas of aet.t.lemnt of olAima are lietinga ot oletms aettlad bJ' t.be Ooneral AocCNDting Qf'f.lce 
and are ret.e.1-d far a I.barter period than tho certi.f!oatea t.hemsel'n11, 

lt.eci 5. Tho1111t "cords, relating tc the a'Rilability, depoait and at&tua o! an,1.labJa hnde, an bald tw 
t1ieiiim f0Ur-'79ar period providad for the meC10ranchm oopiaa of diaburaing nt.UJ"D.11• which reflact tho 
expend1tan111 of the f'unda. Kay ladger :reoorda ■-rl.111ng diabural.ng aocounta are ret&1Dad for ,u�tial 
periods 1n the Office of the TreasUNr of the United States, TN•ll'Ul"Y Depa.rt.milt. Tho original.a of 
apprc,pr:laticm warrant.a (Tre•IIU1'7 Departi11mt oopiea) ara not aohedulad for dlspoeal. 

Itei:i 6. F'llea used f� paraonml am other non-!1.aeal nanagamnt purpoaea a.re d11poaable art.er a m!dl'lllft 
pirloa mce15U1 far adn1 n1 st..ra t.1.ft and report.ing aeeda • other f'lle1 are 'IBld tar a eo:ewta t lonpr 
period• ei.noe thq 1111,J' oantain subatallth• tiacal data and lllllY' be ueetul 1n Oeml"al .locounting art1aa 
OcapNhemiv. ap.llOJ" aw:lit.e. 

-
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• ClEIERA L RF.CCJID.S SCREDUIE 7 

Expendit.\lJ'e Aoc:iunt.ing Recards 

hpend1t.ure accaunttn& reoorde are tha ledger11 and related dooumnta maintainlld by &ll Federal 
agenciH to sh°" in 11ui:mJ8.I1' ta11hion how tlmir funda, appropriated and non-appropriated, are spent a.rt.er 
allotcent by tho BuNau of tha Budget, and the sources and natlll'9 of ury .reoeiptl!I. The kDy rec� are 
the ge0eral ledger accountl!I, wtuch c0ll.9'titute, aa a urrl.t, tm beart. of the agency aocount.tne 11ystea. 
Theee le�ra 11=::arhe t� financial IJtatW1 and financial tr&nll&ctions of t.he agency, 11h01t1ng tha curnaat 
atatua ar fund.8 available !ctr expea.ditta"8, the amcnmte dUl!I and collBcted tar t.he acoount. or tbs Ocm,na,nt. 
accumlated expenditures &Jld llabilitiee, and tha TBlues of stock, equipmrrt., and other property 1n &gaD.07 
C\18t.at,-. Tm7 are contro� that 111trve not onl,y aa oentral fhcal records, but also ae a pri.iu.zy aouroe 
ot. date. far top lll!Ul4.gemnt concerned with agency 11ol"Yel!CJ', with axpendJ.turea and with program co11t.8• 

The geiwral ledgera u"e subdivided into arbitrarily created account. tit.lea, which are baaed oi:i 
programi, projeat.11. eoet.s1 and fund.a. Sapparting thee are a group af aubaidiary l.edger11 and papers
furthal" detailing the intGfDllt.ion 1J1 'Ule g9naral l.edgws ar serving aa poat.i.ng modia to the lodgers 
thee.selves. To t.he erteIJt that. thay reflect appropriation expenditures, tho general ledgara are aupport.ed
by allot1211nt l.l!ldpr111 whicll at all t:u:n,s show the cur:nmt unobllgated balance o! funda allotted fr,r 
specific aganc7 purposae a?ld thereby provids a sa!egua.rd againi,t over expenditure by operating ott1oiAla0 

TIIII allotimnt ledgers are i;emral cont.roll! over expendituras, and they 1n turn SIJl:llllarize and are supported 
by more det.&ii.d coratrol!, t,h.at norml.l;y tab the farm or proJ11ct or job orders which authar1zo axact 
and spec1.t1o exponditure. 

The sources o! data wat an poated to tha le�r fihs an scnswhat dinrse, but t.hoy fall into two 
pmral groups, 

a. Cop1os of various obligation or expenditure docutl8nts, auch as vouchsrs and l!Chedulaa, 
which flow through the ledgllr unit. for posting. 

b. Joum&l vouchers 1,11d ,WJAr internal control docll::l!lnt11 created to aut.hori� and convey' · ·,.entries to Uie gemral ledger. 

All tbl!I centralized ff.deal recwd, thlt genaral l.odotr11 ult.ilmlte],y sui:ciarbe otore91 plant and cost 
aocaunt:!.J:ig dat.a, which &.1:'9 treated 1n a 11epuate 11ohlldule, but these are only so'1'8ral aapecta of the 
total ledger' account.a. Conaequent]J', the ledgura are the source for the data includsd 1n the ballio 
apportionmnt report.a to tl1-8 Budget Bureau, and the Treasury Dapartr:ent, and aver-all reports of agenoy 
fiacal condition which 'l:IJ.y be n,quired by the OGncra.l Accwnting arr1ce (Sohedulss 6 &lld 8).  The 
ad8qu&cy ff# audit �ose• or t.1'8 general ledger accounts is noniall,y COD:lidered by General Accounti.Dg
Office co:rpreheu1n audit(ll'II to be a prim sourca o.t Wormtion on t.he auitabillt.7 of t.ba agency•• 
eD'tire accountiJlg ayst..ac a»d the valm of its inu=ary report.a. 

This achl,dul8 provicii!t, for tho dispoaal of expenditure aocount.1.ng recorda created sinoe January l, 
1921, 1D t.be several agenctea. It. doee not app]J' to such reoorda mainta:inad on a GOV9rment,_,..1.da bada 
by the TreHuey Departnent 11nd tha Bureau or the Budget, or t.o thOBe f'OI'IIBrly mailltained by the (]emral 
Accounting Office. 

In no n,,nt 1:1117 dispod&l be tiade ot record.a pertaining to accOUllta, claim er dr-..anda im'ol...-1.ng t.h8 
00ftrn:zint. o! the IJnited St,ates which haV9 not been settled or adjusted by t.be Gem:-al Aocomrt.ing orr1oe 
without written approval o! tha Coq,kolldr Gemral, as required by Saeticm 9 of t.he Reoarda Dupoaal 
Act at July 7, 191'3, aa amnded (44 u.s.c. J74). 

rIEII REC CJICENDED 
?lO, DESCRIPI'ION OF REC{fil)S mH<D CF FILDIJ AUTHOlIZED DISPOSnION 

RECCIIDS OF TE¥P<JWn' VALUE1 

1. Can-espondeme .f'U.1 maint.aimd by
operating unite res1>on.,ibl.e for 
exp9ndit.ure aocount,ing, pertaining to 
th91r interDlll operations am 
a.dm1.nietration, 

Gcmf' on:i to ■1111107 
practice. 

2. Oeneral aooount.a l.edpra, •hOlll'ing dabit 
and oredi t antriei,, am reflecting 
q;penditure11 in!'3�• 

01B aet or aocount.a by 
each en.ablllhed 
accomrt. acmirln& aaset 
and llability0 

Diapom 10 ,eara aft.er 
olOl!le of fiacal yaar
1.molved. 

Allotment r11oorda, abodng atatUll ot 
obllgatiom and BJ]..at.J:l!lnt.a under- each 
aut.horiMd appropri& t.iG11. 

ODIi !let. of allot1111nt. 
1"9Cardll by eatabllahed 
allotment.. 

Diapooe 10 yaare after 
oloaa o! .f'Uoa.l :,ear 
1.m'olnd0 
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SUPERSEDED 
RECrnn!E:NDED 

DESCRIPl'ION OF Ftmams METHCD OF FilD«l AUTACIUZED DISPOSITION •
L. Records ued 1.11 po:iUng aJXl oorrt.rol 

1:19dll., nhsidi&rJ" to the general and 
allotl:18rrt. ledger11, and not. other.ue 
providad far in thia acbadule. 

a.. Original. recanla. ()ie aet. of eacb 
control. 

Dispose after L yeara. 

b. Copies. <ne !let o! each 
contl"ol, 

Di!Jl)OBG after 2 year11. 

Item 1. These are routine con,911pandeooo fil.Bs mintaiDDd inoidantally to the n1 accowiting tunotiOI\8 
aii!are held long enough to aatisfy &geDCJ' adi:dnist.rati"RI mew,. 

Item 2� J.11 t!lo centnl fiscal "cords, the gerun-al ledgers and ti:11 allot.int. recOl'WI il=sdiatel.y 
supparl. thei:i nave a. loager retentim value than arq other agency tlaca.l records, w1:t.b tba n:oeption or 
1.adividual pa;r cardJII (Schedllla 2),  becall!le ot t.he :l\ll:l:IU"Y nature at tha Wtm:iaticm they contain. Their 
prim adm:inistl'at.ive and lis011,l nluaa to the agency are as 11ouroe11 af fiaoal, expenditure and coat. data 
for managerial purpooee, and !w uae in budget. preparation. Ooc&sional.l.y too general and a.llot.nt 
ladgere are brought i.Dto play 1D the adcwd.at.rative eDl:11.nation of claii:is. Although t.ha ladger11 are af 
cCXU1idarabla value the7 U"9 not pen:ianent recol"dll, f'or they serve need.a which are Hsent1.all;y temp<Jl"8ry
in nature• The nit.ent1on period 1D thi11 11cbsdula tor ths general ledgers ill geared not oal.y to tba 
oonceivabla �atin reeds or the agency, which aon:ia.l.l.y ariee within fi'V'l!I 19ar11, bat to the ten­
,-ar statute of J.im.tat.1008 governing tba presentation of 1:1ost clAi.ctl agaimst the Gonrment. Sw:imry 
data on agenc;r axpeDditure11 tar hiat.orica1 8lld atlmr purpose■ are avaUabJ.e in perma.Dl!lntq retained 
appropriation hldger filn and thl! anmia.l Combinlld Stat.ei:ent of Re0111 a nditure11 and Balanau ot 
the United St.ate11 Ocmirnmnt, both of 'll'hic are re11pon11 a au s, reasury
biipirt11Diit. Such Bureau of Accounts reco:-da are not covvred by thil! 11chl!ldule. In eddit.1on, t.ho baaic 
progrfl,l:I a.ctivit.iea at agencie111 &NI 1nllvitabq reflected in the pernanantfy- reiained upper echelon tile■ 
of th5 agencie11 no less extensively than they' are nin■llld in th& pmral and allot.J:ent lsdgara, which 
an orien couched 1n technica1, cryptic tel"CII. 

Item 4. Theee poeting aedia &nd detailad apprq:r1at.1QQ aDd eicpenditu:re control.a are held far a p,'lriod
sull'Iounrl; for adm1Jl.1atrat1TII med.!! af'tor pootil!g and after co:ipletion ot th!i action conter:ipat.ed by 
detailed project or work control.II. 
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SUPERSEDED 
GENERAL REC<JIDS SCfBI>UlE 8 

Stores, PlAnt1 and Cost Account.ing Reoords 

Specialized 11torea, plant, and cost accountin8 records are l:lll1nta1.nad by most agenciea, particular�
those '111.th extensive plant and stock inventoriH. The records created puriruant to these 11peoiallzed
accounting activities 11uioa January 1, 1921, are cowrad by thi11 schedule. Thlly are voluminOWI and often 
diverse, but they are integral parts of the fiscal and 11upply control11 or t.he agencie11. 

11.. Stores Accounting, Tbeae recorde are !Bintained to provida personal ac:count.abilit.:r ro:r the 
receipt and custody af r.iaterlals and to provide infori:iat.ion as to the 1:1.onetlll"1' ,rart.h ot 11uch 1:1ateriala. 
Ct1.11t()(Q' 111 eetablished b;y aocanpllihad copies of 11111,terial move111Bnt docw:ent11, and stare11 accounting
illf'ormation 11 posted rr� the documnts covering the mcrrement or goods to 1.Dterm,diata reoorda. Store11 
aooowrt.1.ng data are normallJ" :reviewed and conaol1dat.ed by CIHLM or report:, and retunui 11ubm.tted to 
agency _hlladquUters, where the intorJ:11tion is UBed for procurA�nt planning, budget, and other managerittnt.
purpoi,ee. ThltlM! recarde do not incl1X18 papers reflect.in& the phyaioal t1.ovemnt.e or catarial to and t'rfJG 
starage point.a, although tll8y 1:1117 be involved in posting. Swr.ary agency stores Wan::iatiOJl 111 ref'� 
1n the perti.a,nt gereral ledger aecountll. 

b. Plant Account� These records consist primarily of cards recording the principal character-
111tice or each itemat 1c&l pl.ant and aquipm&nt, including real property. Tbey constitute pr1.car1.ly 
a type of inwnto:ry control, but in addition ar& a pru,oipa.l oQUree G! dat.. cm tho ...-alue oJ: phyllioal.
phnt and other ite:::is not non:ia.ll,y represented 1n the stares or stock inventary system. S'a::au7 data 
on plant, val.ui, Ls an.1.lablo in the perti.rent general l.lld.ger aocomrt.11. 

c. Cost Accounting, These recarda are designed to accumu.lote and sh<111r data on the costs of agency
operation, Efui direct and indirect coats of production, adr.!inistration, and the perfoni:anoe at prograz:i
functions of the agency. The data, which are nomal.ly accUl!:Ulat.od by i:eans of cost report11 &ncl 
etatiet.ica accwculat.ed by operating personnel, &re ult.tmtely posted to tre acc=te in the agency
general ledgers canoerred 'll'ith operating and progr1.1:1 costs. llat.eri.al costs Worca.tion is col.acted 
by posting requisitiona tar matarial ar procureD!lnt docm:anta to interaidiate records, and labor cost 
Wormatian 111 obtained by char'gilla tilllt expended on individual job11 an:! projects usigned control 
mcibere for cost control purposes. Coat data are utilized in ewluating aconmy of agency aperatioo 
and in preparing budget animates. 

!rEJA RF.C CIIIIE?-IDED 
.!!2:.... DESCRIPJ'ICl,I CF RECCIIDS t!E'l'HOO OF Fll.00 AUTH(JtIZED DISPOSnION 

RECClllJS C!II' C<IITINUDiO VALUEt 

1. Plant account cards and ladger11
pertaining to irt.ructu:res. 

Conform to aguncy
practice. 

Disposal nat 11.uthorhad 
by' this schedule!• 

RF.Cams (F TEMP<JU.RI VALllE1 

2. Carrespondence files of units reuponaibl.e
for plant, cost and 11tores accounting
opcn:·ations. 

Conftin:1 to agency
practice. 

Diepoee aft.er 2 yeare. 

). 

"· 
Invoices ar equivalent papers uaed rar 
11tore11 account.1n& plll'poeee. 

Confl!I'J:I to agen07
practice. 

D111poae after 4 :,,,.rs. 

Stcre11 acccmntjng returns and reports. Cont'orJ:1 to agenoy
praot.1ce. 

Dispose after 4 )'9&r9o 

s. Work paptrll uaed in IICCl'UCJ.ul.at.irlg eu,rea
acccnmting dat.a. 

Corif'an!l to ageney
practioe. 

Dii,poao &f'ter 2 ,-r11. 

6. Plant accOUIJt. cards a.nd ledgers, other 
t.han thoaa deeoribed 1n itec 1. 

By pl.ant 1 tem number 
or numer1cal.l,y by
plant. �OIUlto 

Disp011e J years after item 
ill wi thdrallD tram plant 
aoc:ount. 

7. Copies of cost aocomrt.� reports. 

•. Copies in unit11 receh1ng nport.11 • C cmt ar,:i t.o &IJllll07 
practice. 

Dillp0fl8 after L, )'9P'Be 

b. Copies ia n1pcrti.iig unit.a, and 
n11Bted work papers. 

Ccmtori:i t.o agoncy
practice. 

Diapoee aft.er li J981'11. 
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SUPERSEDED 
REC CIO£HilED 

DESCRIPl'ION <F RECORDS 1/El'H<D CF FII.00 AUTHCRIZlll DISPOSlTlo:I 

8. u:dgere, farms, and mchine recordtJ 
used to aocwuulate data !or ui,e in 
cost reparta. 

a. uidgers and f<IZ"ml, Conform to agency 
pract.ice. 

D1spoae atter 4 19ars. 

b, Ila.chine records. 

(1) Detail carda. Conforti to agency 
practice. 

Dispose after 6 mont.ha, 

( 2) SWll:Bry oarda. Confon:i to agency 
practlae, 

Diapoae after 6 months, 

(J) Tabul.at1om, Conform to agenoy 
practice, 

Dispose a.!ter 1 year, 

Item l. Th8Be card.a are retaimd beca.wie they dOCUl:llnt the ph;y'ulcal features, pl&comnt an! nature ol 
iiu'ucturea on acmirnmnt areu and 1nstallat1ons, 

Item 2,  Thaae ILl'l!I rout.im a.ch:iinhtr11t1'19 corre11pondance !llJu,, not cimtalning accounting data, held 
long enough to aatist'y reference meds, 

lt4JICCI 3-S. Th& 1.trl'oice11 are beld lan,; enough tor poati.n@: al stores •ccounti.Jle data to mten:adtat.e 
records and to all<11r tar 1.D.ternal rechl!lck of transactions 1avolvin8 the m<m1mnt al good.!!, while tba 
returna 1111d :reports are retainlld for a 11urf1cient. period t.o permit utilization of the data t� contain 
far mamgemant pWpOBes, SUmary geDSral ledger data 111'11 Nt&ined £or a teu-yeer period, Wark papera 
are disposablB alter an appropriate r-riod aborter than that providad far tha record11 whlch they support, 

Ite::i 6, 'l'be11e records are hlld lllllg enoug.b to perult ad:cdm.at.ratlw cont.rel over the plAnt. account.· 1te1:1 
imIIi""it is acti•e, and £gr re.farence after the item. le no longer oarriad an the account. Beale data 
i8 available 1n procureC11nt or project tils11 11'hich are retained pe:n11&111!!1ntl.7 or far a eubstant!.al parid,
-.hlle specializad lagal circl.lllll!lt.anceB surrounding real. property are documented 1n retained record.a of 
contlnuiDg value, 

Item 7-8. The coirt. records ccmta.1.niiig data reflect.ad in general ladpr accounts being "retained tar a 
period are dispoaablJ, after they haft N"1td agency budg9t 1-od otber .i:ianagemnt naede, 

Subeidi&r7' Noorda involved 1n the accut:Ulat.i<m or cost data are eehlldui.d far an appropriataly' short 
period, Intarcation a11 to the coat 0£ individual. projl!lcta of i.mportanoe are ebulm in �ojact !llia, and 
oopiBa of ooat. report& that are or i:aajar llignlticanca an ccmtailllld 1n agenc7 inansgecent or adm:l.nietratin 
tih11 Dot COTSred by the ochadul.e, 
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SUPERSEDED 
GEl:!:RAL RECCfiDS SCHEDIJIE 9 

Travel and Tranaport.atian Recarda 

Thia echedulfl ean1rs recorda �at.ed si.nce January 1, 1921, that pertain to tiwl QOV8tznw ot gooda
and pareOll.9 under Governrrent ordero. The record keeping involftd 1n the ml1ftmnt of goods centers about 
the billi of lading, related vouchers, and auociated records prescribed by General Regulatione No. 97 
of the Comptroller Gerutral, while Oenaral R&gu].at.iQrlB No. 88 and Hveral executive ordere govern passenger
111t1Ve1:1ent and reimbursei:mnt. Copies o! acme rec� used t.o eupport p&)'l:Dnt11 bl!lca:ie part of the account.able 
otficera' aocaunts, but beoause ot te:::porarr circ'llltlS't&nOee noted bel011 they are excluded .f.'t-a:i coverage
in SCbedulB 6 8.J:ld their ret.iremnt is JJ1"C'9'ided for sep&Ntal,y 1n thia sclBdule. 

a. lla99mnt. of gooda. The laly record is the bill o! lading, of which there are coptee for 
corusignen, consignees, and the carriera themselves. Tha papera related to and nomally filed with the 
bill of lading itael.f aNJ Yariad and often voluminoua. Tn,ee may oonsbt of shortage and del:lllTrage 
reports, irtvoicea, and othDr descriptive dat.a which cmpl.etely docU!l!IDt the adainiatrative aspect at 
freight t.r&ru1portat.1on. Cop:iss of tbe billi, of lading t.heJ:111elves ILI'O u11ed fcrr encui::branoe of funds. 
Inclndad are records reating to the 11hipi1111rrt at. hOU!lsbold effecte, which 1.-, authorhed t,y law and 
regulaticm for cii.lit,Qy peraonnel !llld for cirll.ian ei::ployeea of tha OCJV11rn:ient. Agenoie11 !!hipping cena1n 
valuable11 under the Governmnt Losaes 1n Shipcsnt Act, wbich insm'l!11 againl't 101111, :r'llt.ain copies ot 
i,chedulei, o! rat.eriaJ. shipped, papera relAt.1ng t.o claiz:ul which �.,- eruruo, and othlr partinerrt doclll!lllnt&, 

b. 111:mimnt. af pet'11on11. The oovemnt, af per:iona 1a u11entially documnted by oopieu of travel 
orclere, wtiloli authorize trawl and subllequant �nt, and standard torm vouchen showing payment tar 
atticial travel. The t-o prb=ary cc,pieo at the tra,ral ardere lll'8 the admin:ietratbe 00p1 J:18int.aimd by
t.be tranllpartat.ian unit cont.rolling t.be iaauance o! traftl orders, and copiea uaed for the eDCU:'brance of 
t1mda. 

DESCRIPI'ION Or' R&:CRDS 
RECOl!!!E?;I)ED
METHOD CIF FILING A Ul'HCRIZED DISPOSITION 

RECCIIDS CF CONTnrurID VALOE1 

1, Papers covering pa:,-i:ant of .f.'t-ei3ht 
t.ramrpartatian cbarge11, ctmSiBting of 
Gave.rnnant or cam:arcial bill.a of lading,
ah art.age and dacurrage report.a, and all 
supporting documante, and including filee 
pertaining to the ship:,:mt of houaehold 1
etfeota. 

a • Ill suing af fioe 11(11:iaranduJq copy. Bf bill of ladina 
number, 

Dlspoaal not autharlzed by
th111 achadua. (Tratl8fllr to 
i.nactin file on oomplet.ion
of traneacUon; break in­
active file every J ye&ra aJld 
tran.,ter to Federal Recorda 
Center l ,-er later, ) 

b. Coruiigme Q!rx,randim copy tor 
ancw:ibranoe of fw:,da. 

Attach to related 
voucher-a. 

DlBposal not autharir.ed. by 
this schedule. (Wit.hbold
from dispoaal im,n other 
Toucheri, are diapo•d of 
and transfer to Fecleral 
Racard.9 Center at. that time.) 

RECCIIDS OP TEIIPCRARY VALllE1 

2. Con-e.pcmdence !111111 ma.intaimd by 
oparating llllita :r"1111po11Sible far travel 
and traMpart.ation, pertaining to their 
operation and adain1Btrat1on, not othe""" 
wiae prorided for. 

Conform to agency
practioe. 

Dispose after 2 yea.re. 

SUPERSEDED 



SUPERSEDED 
lTEM RECDIDmIDED 

-
h'O. DESCRil"I'Jal C1P IUI:CIIDS li!E.TH aJ Cl' f ILOO A Ol'HCII.IZED DISPOS!l'IQf 

3. Papere cover� passenger tr�portat.icm. 
chargti&J c0nsiating of vauchers a.nd 
related papora. (Travel vouchers are 
covered by 1 tel 4. ) 

a. Iuuuig td'fice �morandlll:I copy. By transport&tion 
requsst. nucl:,er. 

D111poee IJ J19U'II s.!ter 
oa:ipletiim or t.renaactian. 

b. Consignee 1:11i:uran1:hZ1 copy for 
enCUJ::brance ot funds. 

Att&ch to related 
v011Chora. 

D1-pose li :,Hra after 
period canl'8d bf re1-t.ed 
aoeaant.. 

Ii. Racords relating to official t.ra"111 of 
otficar11, employues, depmdsntl!I, CE' other a 
authori:ted to travel by law (excluain or 
records covered by i� l and .3). 

•• Tra't'8l adcinillt.rat.ive UDit. copiee. In roldilre. a.rranpd
alphabet.ioally by name 
of ecplo,-1 bree.k ti.ll!IJ 
eve27 2 ,-eara. 

Dispose alter L 19are. 

b. �ligation copiea, In appropriate f'aab1on 
fO?' poatlng. 

Dill'J)ON 'll'tlen tunde are 
obllp.ted. 

5. Sohedtll.ea or nluabls11 11hiPJ:18d., and 
related papera and report.a. 

Chronological.l,y 1n 
ca.ee .f'aahicm. 

Oispoae &ft.er 4 year1. 

It.em l. Prior to tha end or World War II agemiee 'lftlre pennitt.ed by the Ccmptroller Oemral, together 
;nJi'"!he National Arcbivas and the Congress, to dispose of bWe of ladin&: and related papera after 
periods raneing froa tJ'Jree to five ,ears. National Areh.i'nla Oen11,"al Scbedul,, 5 • ieaU'ld 1n 1946. 
provided a five-:,9ar retention period. 

A rwr:iber at: audit and reaudit prOjp'allll!I conduoted by tho Oenaral Accauntin& 01'.f'ioo haw aril!len to 
delay dispO:!lition of mey treight records. ln utensive reaudlt. of wart.im treight charges has been in 
procntl!lll aince 1947, requiring t.h8 itdefinit.e retention of agency copiea of billa 0: lading and supporti.Dg 
papers. A. pending railroad rate ease, Docket. !lo. 1'1000, Part. 2 (1.6b I.C,C. 1), conoerned "1th rates 
charged by land-grant railroade nst. ot the IU.os1oalppl Rinr, has al.so made it. advieablo to retain 
agency railroad freight transportation 11.h•, in 80Cl8 inst.anon H far baok u l9Jl, until sett.lament af 
the oaae. 

far the t.iile being, therefore, tlhe relating to fre.1,p;ht. oovemnt.a are deaignau,d &a recarda ol 
continuing V11lue l!lince Uley cust. ba ret.a.inlld until the various lagal requirei:ente affeot.ing their uae 
no loogar an:it. •. 

It.am 2. · These are routinll correl!lpondenoe !ilea reta1nsd long 1nough to nrve ref'erenoe naeds. 

Itecs J-4. These f1lfls, cc:cprising all paper11, request.a, vouchers, a?ld. eorreepmmnoe 1'9latillg to tra'll'Ol 
and transportatiaD at O�nt cost and the reid:luroec,ent ol traveller and carrier, uo held long
enough to satiety both &gQnoy raterence need-9 and the audit needa of t.lll!I General .locOWlting otfioe 1n 
aet.tling related aacomrt.11. 

Item S. Files relating to the administration of' the Govermient I.oases in Ship:ient Aot are retaimd fer 
�arn.ial perioda by t.he Bureau of Account.,, which hae Gavernimn-t-ide l'Hponei'bility. Thllse &g&na,­
copiea are retainod long enough t.o aat.isfy l.ooal adminutrat..ive and lagal need8 • 
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SUPERSEDED 

GENERAL R&:CRDS SCHEDULE 1D 

Motor Vehiola Ma.intenaooe and Operation 1!'3cord!II 

These record!! pertain to the i:anagem11nt, aaintenanoe, and operation o! 1:10tor nhicles used bJ' 
agencie11. Ba11pon.!ib1lity tar Gavanm111nt..-«ide motor vehicle i::anagement policy 011 tran:d'erred 1n 1950 
frcin the Budget BW'9au. to tm General Services Admniatration by t.he aat which created the latter, 
Agency recarda created 11inoe Jarruar1 1, l.921, during the period of Budget Bureau cognizanoe were 
e11:,antu.U:, t.he ean, ae t.hose nc,,r kept, and are therefore subject to the aame disposition. 

·Personal Property l&l.nagemrrt. Regulation No, 24 presoribe11 pollciea!'3and prooed"Jres, Standard Fera 
No. 82, -mioh 1.a an amtual 1:1otor V9hicls report nquirad by the �edan..l Suppl,Y Sem.oe, Oeneral Sem.ces 
Acbin111trat1on, 111 the only 11tand&rdiud record, Certain cost. aDd umn1t.ory cout.rol term han blleD 
developed, but. they are cot mndatary-, This aahedua doe11 not caver the diepoaition of recordo or the 
Bureau of th& Budget (to 1950) and the Federal Supply Serviaa pertaining to i:iotar 'l'llhiole c&nagomnt. on 
a Gaverment-91.de baata, but 1t. doe11 ccmir &!J8ney recorde per�ini.ns to t.he daily use and operation of 
tlu! -nthiclss. 

In ger,,,ral, reoord11 pertaining to ■at.or -rehiol.8a r8f'l.eot a threefold rasponeibillty1 (a) the 
aocumul.atian or coat and operating data for internal aoc:Olll1ting and cianag91111nt. purposes am for report.11 
11ubmttlld to tm Federal Supply Sem.c.e (Standard FarB Ro, 82, .lnnua.l ltotar Vehicls R&part)J (b) the 
11a.iatenance ot t.bD vehi.ol.es thimaal.vea1 aad (o) protecting the int.ereet. o! thll Goverin,nt in aooident. 
al.ail=, againlllt it, The recGrdll themelV1111 oomist af ohautt'eUl" eerrloe log11 and repm-t.11, nhials repair
an:! mint.ena.noe olmok-aff sbaets, coat ledg&ra and clAic:i co1T&spondence and form, 

ITBU Rrt::ml!EtmED 
DESC:RIPl'ION CF RFJ::(IU)S UEl'HCI> QF F ILDJJ AIJrRllUZED DISPOSI'rlON 

REX:ORDS CF TEMP<EARY VAI.m:r 

1. Carrespondeoco 1n the operat� unit. 
responsible for r::aim.enance and operation
af i::totor 'rehiolea not trtherriae oave� 

Contan:i to ageix:y 
practice!'3, 

Di11p�e after 2 ,ears. 

1D this II ohedule • 

2, llc1tor vehiols operating arn mai.ntllna.nce 
reo0l'd11. 

a.  Opirot.1.Qg recm-d.8, By chautfo.ur or car 
mcber as appropriate. 

Dispose after J 1:10nth11. 

b, llaintenanca records. By car mD.ber. Dispoae a.tter 1 :,,oar. 

J. Mot,or nhicl.e lsdger and work 11heeta 
prDVi.ding oost. ar.d expense dat.a, 

By subject. Dispooo J ,-ea.re after 
discontinuance of ledger 
ar date 0£ work 11heet. 

4. Reparts on 111ator -rebicle11 (at.her than 
aooident, 0p.9rating, and caillteMDOe 
reports). 

By report. and 
chronological.l.y there­
under. 

Diapoee J 79ar11 after d&t.. 
or report., 

5. Records relating to clJtor -..hlcle 
acoidenta, mintailled by transpartat.icm 
otficea. 

In caae faehim. D1.apoee 6 79ar11_ aft.er a&Se 
111 olosed. 

ltema l-5, Th1111e r9oorda are ret.&1.nad long enough t.o eat.iefy report, ruoal, ma.nagelD!llnt, and aut.omot.iw 
maLit.iiaiioe mads or the agency. Claim t1.le11 han Utt.le l.epJ. or adJ:d..nistra.tive nlm art.er t.be period
iDdieated, 
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b. 

papora. 

pract.ioe. 

- OJIJERAI, �CIWS SCHEtlt/IE ll 

�o,e and llail:it.enance lblcords .. 
Thie schedule prm.des for the diapoaal at a.l.l eopiaa, imenmir located 1n an agency, of recorda 

relating to space ancl caint.6nance1 except. as indicated bolo.-. Reoorda docUD11nting thesu funot.iona 
port.a.in to th!! acquisit.1.oa, allocation, utilization, and nlaase o! apace a.nd inoludi! NlAtod oarre11pcnd­
ence and reports 8U'biilittod to the Gemral Serviaee Admnill'tntion (or equivalent agency with 111.milar 
Oovernment-'111.da reaponaibllitiea) as direct.ad by lAw and by regulat.iC111 (6o Stat. 257 and OSA Raal Propert.y 
lbnag91111nt Regula t.ion No. J ) 1 correspondenoe and f= rel& ting to tho coq,1.l.a ti01:1 0l directory eerviOfl 
ll11t.1Dg11J identifteation credent1a.la and related accountable reoordaJ reque11t11 for bnilding and equiJ;El!lirt. 
•nic811J and correapondence files reflecting tha activitiea ot tbl9 wt re11pona1bla fur nand.11Dg 11paoe 
and related i,.tt.en11 within the agency. 

Th18 achadula dc.11 not oOV'llr (a) copies of tbue Ncorda that are an integral part ot aocountable 
d!�n• t.�t.��� <'fA�� f.).1 <�). �� -td: µ-tie� tom -wppl.-y �� 3):; �i::) reooroa m,icb 
reflect Oovar=ent-1.de prograi=i (,uch aa the record.II h9l.d by the Publio Bu.lldi�s Service ot the Oeneral 
Serv:i.0■11 Admini.stration); and (d) :recorda areatod prior to tho utabllahmllnt. or tho Public Bulldin.ge
Adminilltration in 1939 ar at.her apace and lllA1nteillll108 recarda areated 1J1 oonmotion with the i:m.nage1111urt, 
ot apace not lllldar Pllhlio BuildiQl:s AdainiirtratiOD ar .Publio Bu11ding1.1 Sorvioe Ooernill&ll09 (a11eh reoOl"da 
n.ry aut!'iciently in their naturo to warrant spaci.t1c evaluation on their mrita),  

ITEM Ra::CID.J3NDED 
HO. DESCRIPrIO?I � !UiX:ams llE:'l'H<D <E FILJm AU'l'RCEIZED DISPOSITI� 

BECCRDS OF TEM:P<llAXI VALIIE1 tn tn 
C 1. Correspondence filH 01' thll unit Contorm to agency Diapo89 2 J'981'11 after file C 

1"911pOnsib1- fw- apace 11.Dd maintenanoe practioe1 st.art • ii.I clOlllld W' 2 ,ear11 &ft.er.,, .l:lllttere, pertaim.ng to itai own n9'II' rile e'Yery 2 date of doeu:cont if brealal .,, 
ad:dn1atz-at1on and operation, and J9111l'II'. ln the 1'1le di!ter tro:11 

m related papera. th.at suggested herein. m 
2. lleoarde relating to thlt allooaticn, -a 

utlllsatim &nd releaee of apace underI tnagency oontrol, and rel.at.ed report.a to 
General Services Ad!:dnilltratian.

m m•• B:oild1ng pla.n filea and related Conf01'1:1 to agency Diapo• 2 yeare a!'ter 
agency recarda at.il1zed in IIJl&Cl8 practioe, ten:d.na.tion of BIIBicnmnt.1 
pl.amung1 I.Higmml:lt and adjuatmnt.. m- when laue oanoellad, or

m W'hen plans are 11Up11reeded ar m 
obaolete. 

C, C, 
C,C, 

Con-a11pondanoe 11'1.th and rep.rte to 
IJta!'f agenoie11 relating to agency 
apa.oe boldi.ng11 and requi.Nmenta. 

(1) .&genci1 l'llports to General ccmrarm to agency DiapOBII 2 ya&l'II aft.er date 
Services Adi:drd.et.rat.ion reprd- pr-act.ice. ot report (ln aooordaDC1e 
iDa space OCCllpied ui D1btropollt.ui wiUI item 1). 
Wuhington" and •Outai<\o tba 
District o1' Colu:nbia," an1 rel.at.ad 

(2) Copies 1n aubardinate repon1.ng 
units and related W'CIZ'k papara0 

CO\\farm too agency Diapo1111 ·1 .,-.r art.er date 
of report. 

J. Ccrni.spondltnoe, 1'0l'all and otmr reoarda 
1'9lati.Dg to th, ccm;:d.J.atiCD o1' dir.otory 
Rrvice liltinge. 

Canfan:i to &pllOT
praot.1.oa. 

DispoM 2 -mnthll after 
1.asuanoe � llirti.ng. 

4. ldent1!1oation orecLurt.iala and related 
paper11. 

-

a. Identitioation credential.a including 
cardil, badpa, puld.Qg permte, pboto-
graph&, qeDC7 pemite to operate 
IIIOtar vehiolH, and pr-opart7, di.Jwlc 
rocm an::l Ti11t.ar1 pa11ne, and other 
id.entif J.oat.icm aredant.1.ala. 

Chronologicall7 bT 
date ot return of 
�derrt.1&111 to 111.suiDa: 
aruoe. 

Dirpom � oredant.1Ala 3 
aontJm a!teir return to 
ia111lias offim. 

https://repon1.ng
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SUPERSEDED 
.I:rEII RECOIO.IENDED 
� m:&:RIPT IOH OF REX:CJlDS lil!.'THCD aF' f'ILIDJ Ain'HCRIZED DISPOOn'ION 

b. Receipts, indices, llst.1ngs and 
aocountable reoards. 

Conform to agency
practloa. 

Dispose after all listed 
credent.ial.8 are accounted 
for. 

Requests f'ar build1Jl( and equipmat. 
maintenance •rv1011a, axcludiJ:I& !iJloal. 
copie11o 

.Ru:l!rioally- by control 
ar 1"9quhi ticm nurller. 

Diirpol!IIII ) 1:1cmthll attar 
work perfan:ied or 
raqu1.s1 I.ion cancelled. 

Item 1. ThBee are routine filas with related dat.a re!'leoting thB activitiH of' the aervice operatic:11.
group 1n admiJdaterhlg lwi 1ot.ernal CIBl'IBgellllnt and operation. Polio,- doc,aeat.atioo 1B nonial.lr reflaeted 
iD files at higher adm..nietrat.h• l.sv1!ls.• Tm records are c:aintaimd a autf1ount par1.od to satisfy
adcwiiatratiV1' meda and han no ot.her s1gni.N.cant T&l.uea. 

Item 2. Thel!lill .filn a.ccu:::iul.a.te in the prooe1111 of' assigning a.nd ut.ll111ing agency space. !ltlport.e an1 
'iu!iil"tted to Oeneral Serriee11 Adm.nia�ation &11 directed by the Federal. Pi-c,perty and .l<bl1.niat.rat1n 
Service Aot or 19li9, and GSA Roal Property lila.Dag9mnt Regulation No. J. Adl!liniutnt1ve 111tads ha9'9 bean 
.l!l!lt. art.er the lapse of period indicated and the value of 11ummry recol"dJJ held by the G9naral Serrloe11 
.ldid.niatrat1on refllteting 0C799l'ml!nt-'rlde trend11 and pol10ie11 m\18t be datorminod eeparatel,y. 

Item J. The mi:ioranda, ocapletad qUaaticmnail"lle, t� and reporta are aoclll:llllated in the oacpihticm
iil'c!Iroctory serrlce l1ating11 am are of tei:porary valm a.rt.er ·1asuance or publleati<m or l.ist.ing. They 
are held long enOQ8h to sat.is!)" •�ll'trat1v., meda. 

It.ea 4. These rocorda relate to the i,11!1\lanoe ar and accOWJtabillty for identification C1"8deDt.1als, 
laaued to individuab. The credent.iala t.hllaselvaa and the related cnnt.rol reoord8 have little v-al.ua 
a.ft.er they- haV8 seM9d thsir 1.r:ircedate purpose• 

Item S. Raquellts rar aintenance service norcally ariginat.e in tha operating unit11. Their purpose 1a 
served and they have little f\lrthar YB..lua when the aarvices which t.hey reqUlllirt. have been perforD9d ar 
thlll J'9QU11St has been canoella� 
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• GENERAL RECCIHDS SCHEDULE 12 

C01CDU11icatiom Records 

The primipal rooords documnUng cC1C1111Wlication tunotirms inclllde mesenger service dataJ 111.re and 
wireleee BOrvice control and operational recorda1 8U:;U!l!lrJ' of long di1t.ance telephonu reportaJ poet.al 
recard1, conaiating of poet o!tice fonaa and 8Uppcrting papers J IIIBil COlltrol recordzi and supporting and 
related paper111 and agency copies ot penalty llllil report.a to the Post Office Department !ortl!r� required 
by statute. 

Thie ectmdlilil coven the records dll1cribed bela,r, ll'heninr locat.ed in an agency, but it doea not 
cover recards created priar to January 1, 1921, and does not ccmir records which retloct Government-wide 
prograc:,, euch aa :records held by the Poet Q!!ice Departmerrt., tile Postal Service a.n:1 the Public Bu.11.cU.Jlia 
Service of Oenaral Servicea ldm1.nistrat1on, rather than iubuniet.rative cianageae.nt hnotiona. 

ITEK 
DESCRIPl' IO!I CF RECCIIDS.!!2!... 

RECCJIDS CF T.EKPCE!ARY VALUE1 

1. llt1aenger aerir1ce records including
dai 11' l.oga, • 11 ei gn,:,e rrt, rec OTda and 
1n8truct.iOJU11 dispatch record!!, 
delivery receipt.a. route achedulee and 
related and slll1lar records. 

CarrespOlldeace &o::I npart fiJJl!ll or the 
unit reapaneibla far the cGZ:CUil1cet1on 
function• pert.a� to it.a own 
ad:ciniatrati011 and operation, and 
related pa.porn. 

J.  Wire and wirehu1 aerrloe control and 
operational reoorde. 

a. Kach1no copi11 ot 1ncoc1ng a'Cd out,­
going ma1aagaa, �oaage register,, 
opero.tar • 11 and equipmnt. uemce 
log11, perfClnlance reports, da:IJ.7 
load repart11, and ralated and 
11:lJ:11.lar reo ards • 

b. Telsaut.ograph and tel1111eribllr1 
tapes. 

c. Original oopie11 of outgo1Dg 
messages retained by win and 
wire leas aen1.ce. 

(1) AuthCQ"1zatian copy nat 
duplicated eleell'here shawing
tum at di11patch. 

(2) Aut.horization copy duplloated 
el.8811here and ahowina tit:e or 
dillpatch. 

4. Su.mmo.rie11 of long diatanoe telephOJII
raparts used. to 1.ndicata authonud 
UH ot teleph<me 11111rvic11 as all a1 to 
a'Cldit expaw,e Toucher. 

S. Poltal recorda c0n11111ting of POlft. artioe 
rana aQd 11nppart1.Dg papers, u:cluli'N 
Qf rllilarda hllld by tha Peet. Of'fioe Dep&rt­
mut and Poet.al Service, 

a. RaoQJ"d of race1Vlld ar di.epat.chad
reg1ate"4 111111 pouoi.11. 

RECCIB!KllDED 
li!ETH(D aF FILING 

Conform to agency
pract.1ce, 

conrarm to &gt!lncy
practice, st.rt a Ill!" 
fil.e ever-y 2 yeara. 

Coo:tan:i to aeenc1 
practice. 

Not applicable. 

Chronologically, 

Chronologically. 

By ar-pnizational. 
unit and ct'aonolog­
icallJ' thoreund!lr, 

Chronol.ogically. 

Al1J'HCRIZED DISPOSrl'lml 

Diapoae after 2 oorrth11. 

Dispose 2 :,aare aft.er N.la 
1a closed ar 2 ,-ear11 aft.er 
date or documnt it brealc 
in filo ditfere traJ that 
auggested herein, 

Dispose after 6 m.ant.ha. 

Diepoae after m11111sage 1JI 
dispatohed. 

Dispose afwr 2 :,war11, 

Dispose after 6 moritha. 

Diapoee after clOlll!I or 
ti.Beal ywu 1n which 
audited. 

Diapoae a.rt8l' l ,-.ar. 

SUPERSEDED 
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SUPERSEDED 
Ir Ell! RECOJO.!ENDED 

OESCRIPl'IQI CF REC(]IDS METHCIJ CF FILI!ll AtmlCJUZED DlSPOOrrION •
b. Application tor pDIIW Chr011ologioall;v. Diapoae art.er 1 :,nr. 

registration a.Id aertiticat. of 
declared valt:e of 1:111tter subject 
t0 poata.1 surcharge!'3. 

o. Receipt for incacing regilrt.ered Chronologic&ll;y. �ON &f'teJ' 1 )'911l"o
and 1:nsured mil. 

d. Record o! 1nccming and outgoing CbronologicaU,.. DbpoN a!tel' 1 J'lllll". 
Ngi� and insured i:ail,

•• Return receipt.a far registered, Chronologically. Dispose after l 19ar • 
1mmred, and epec1Al delivery mail. 

t. Repart a! losa, rU'ling, delay 1 Chrot10logic:allJ'. D1apoee l1'ter l :,aar. 
wrong dell..-ery1 ar other !.=proper 
treatmnt. of mil ciatter. 

g. St.a temnt, o! Read1Jig er! !let.end Chronologt�. D1.apoee an.er l :,aar. 
Regiateni. 

6. lla.i.l. oODt.rol record:, and BllpptlM,hlg &nd 
relAt.ed pap,re. 

A, Rllcord!! of receipt. and rout.in@: of Alphabetics� by Dupoae after 1 711a:r. 
1ncming &nd out.g� mu other - a.nd chronol.og-
than ( l) th086 l1ated 1n 1 tee 5 I io&� therel!Ddsr. 
and (2) records used as 1.Ddeme to 
carraspoadeDCe file 11. 

bo St.atietioal reports of postage U8ed Chranolo11o&ll1 • Dia,p ON after 6 l:I.Ollt.he , 
an outgoing lll811 (air 1111il1 epecial 
dellve�, rvgietered, foreiin and 
parcel poet. owr 4 pC!llllds). -

o. Raquiaition tar st.aq)a, (excluaiq Cbranologically. DispON after 6 mcmtha. 
or copies UBad •11 aupparting d0cW1Bnte 
to pay,mnt vouchers) , 

d. Production reports of mall handlad Chronologically, DiaPoM attar l ,ear. 
and work pe:rfo�d, with CO!l!pil.at.iana
derived therefrom. 

•• Record in agency mail umte ot Chronologically. Diepoe• art.er l year • 
remitt&ncee (check, ca11h1 11taq,e and 
money orders) and other valuabla 
encloeure11 received through agency•• 
mail unit in incoming mil. 

t. Record of and receipt■ tor mil and. ChronologiealJ.y. Dispose ■l'ter 6 m011t.ba, 
packagae received through the 
atfieial l&llil and lileeeDger Sarv1.ca, 

7. arr1c1a1 panalt:,- r:ia.il rap01't.a tann11rl;, Chronological.17. Dispose after 2 J911l"Bo 
required by statute, and all :related 
pap,ra. 

ItAa 1. Tbese riles pertain to the adninilltrative mnagaent ot moesenger eemcee. Their purpoae is 
aened am. they ha:q little turtbltr -.alue after tbe activitS..a to which U.7 "lat.a are aacGEpllahed. 

It.m:i 2.  The11e an routine !ilft11 with relllt.ed dat& reflecting thlll act.1vit.1es of the ccm:imrl.oatian unit 
�taring ite 1.rrt.ernal �nt and operation.· Policy doc,mant..ticm and report• are nanian, 
re!lected iD fi.19111 at. higher adminht.rati-.e lanla. The reoarda are Jllliziuined Car a nfficaat period 
to sat1.aty- adc1.niJltrative medll and hn• no at.her 111.gnifie&Dt. Talm. 

Item J. These recarda relAte to the oontl"ol and operation o! r1re and wirele1111 1111mcai excluain of t.ba 
Oovenman.t-.ide progr&111 reoorda of the Publlo Do.ildinp Servi.a. of Oener-1 SanicH Admlliat,rat.1011. The A
diepoaal or original copie11 of oat.1101.ng 111Haagu by the rii-11 and wtreleee •r-rl.oe U'8 qmll.tiad due to -
the n.ried praotioee of agenc1H in prei:-rf.DI and m.1.rrt.&imd el.Nwbn-e wit.hin t.blll age1107 copia11 of t.ha 

SUPERSEDED 
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SUPERSEDED
,. 

._ m11aq:11 actuell:r eh� tim at dispatch. The egenc7 med!! han been r:iet after tha lapse o1 period
illdicated. 

Item 4. The �II o1 loug distanoe tel.aphonl!I repon.11 are of tet:1pCll'1ll7 val.m and are utilized 811 an 
ii5Iii!atrat1ve tool to 1.Ddicate authorized use of tel.epham 1111rrlca11 a11 •ll II.II for auditing telllphane 
toll.a. Tbsy haTlt no further val.e &!ter audit has been parformad. 

Itc �. These rectirda ocmt.rol tm ha.Ddl.ing af apeci&l t:,pa11 of mil and related or equivalent material 
receh,,d ar aent via the Postal 5errtoe. The reaarda haft nlm !ar a ahOl"t tilm anly. Claims re11ulting
from the 101111 ot :registered, :l.n8ured, ar other t:rpai, ot special cail ml18t be tiled with the Post Office 
Depart.1:1111rt. wit.bin om year art.er the date of mWllg. The period o! thle indicated ill au!ficient to 
exhamt the valU11 of the reoardll tar ad!:dnutratin and legal pm-poaes. 

Item 6. Theee J:Bil cont.rel reeard.5 and supporting papers a.re utillHd to maintain control over the 
reoeipt and routing of ordinacy' and spacial •il, nceb•d trm 11ourca11 out.aide of tb8 agency-. Thfi 
daacr1.pt1on Q!. theae !ila11 n:eludl,11 any reaarda UMd &11 ininBa t.o corr1Mpcmdence ar other f1.laa. 

Item 7. The Pllnalty IL'lil Act of 194B, Public Law 78$, repealsd tbe nquiremnt that th& Post.mater 
� cake periodic repm"t11 to CO!lgNa., and the Blu-eau of the Budpt on t.b.e amount. of ponalty mail 
aellt � iD::l:ividual aganeiea at tm Ocn,rnment. · Th11 report. wa bai,ed on Wormtion re0111ved fram 
the apnciee ccncerni,d. Tbs recordll 1n t.m agencies -re1 1n themelvaa1 only ar t.ecxporary val.us a.nd 
the lapea ot period of ti.m indicated ill sutfio1errt. to uhaust an.,- va1m tbey IS7 han had to the 
Poa1. arr1ce Departmnt. 

SUPERSEDED 

https://repon.11


SUPERSEDED 
OEHBRlL RIX;IJ:lDS SCHEDULE lJ 

Pr1nt.ing1 Bind1Dg1 Dupl1oatioa1 and Di11tribution Reearda 

Thia 11chedula prortda11 far the ret.ention ar dbposal at all oopi1111, wharevar located 1n the agency
ot reocrda cNated 111nee Jaaual"7 l, 1921, that relat.e to printing, binding, duplicating and d1Btr1but1on, 
ueept a■ 1nd1catod in the aeveral item. The princ:ipal rec:ords documenting the111e functions are1 
(a) Reoarda partailling to "qualJt.11 far aerviC8, control, production and dietribution of individual joba 
ar pr0jaot111 th1e material normall.,- c0111.11i.at11 ot l"8qu111ition11 reqll9eti.ng eemce and regieters or i,iJ:dl.ar
modi.a utilized to c:ont.rol tbs receipt of thfl requiaitiona, and to nicard the production, diirt.ri.bution 
aid cos,, anaJ,yaill within the operating unit8J and (b) Correspondence and repart fllu reflecting the 
aativitiea of the unit responsible, for handllng t..he printing, binding, duplication and distribution 

. matteri, witbiz:i the agency. 

Tbo Congnaaianal Joint Coa::m.1.ttee cm Printing 1a responsible Car regulating the operation of agency
•printing pi.nta.n The COJll:littee ill authorized to renad;r any neglact1 dala::,, duplication, or waste in 
t.ha publlo printing and binding and the diBtributlt1n of Oovenanent publlcationa. No "printixig plant," 
aa defined 1D tho Printing and B:lnding &gu]ation:i publiD!md by the COIZlittoe, can lagaU,- operate with­
out. prior authorization. Tim Cacittee rurt.ber requires all agenciea operating "!,printing pl4nts" to 
submit re))Grt.11 not later than )0 daJB attar the close or 11p111cified rerioda. Each agency maintaining a 
m1l.1ng liat ii required t.o revise it at least once each :,ear by i:iaJdng 1.nqu1ry as to 'lrhether the 
publlc.tlODJII d16t.r1buted are diu,tr.d. by t.he pareona to 'llhcm addreaaed. 

Thia echeduleu d01111 not cover (a) recorda retained by aguncillu for on-t.he-sita audit by the General 
Aocouot.1.n& OCfioe I ( b) agency lll81K!l'&ndur.i copies whi.ch are part of the ace ountable o!f1cars I accounts 
(Schltdule 6)J am (c) record.a which rei'lact. agency progrll.C!I (auch u thoae ot t.he Qov,irnn,nt Print,ing
Office and the Bul'eau or EDgra'ling &lid Printing) rather than admnlatratlve IDtU\8.gccent f=ti=• 

lTEM REX:OIOIETIDED 
NO. DE.SCRIPl'IOU (1! RECCIIDS IIETHCD CF F ILim AUrHrll.IZE'D DISPOSITION 

RECCJIDS OF CClrrnrurm VALUE: 

l. Copy, 1n dupllcatiDg ar distribution By ooriea and ther&­ D1aposal not authorized by 
unit, af each publiclltion, p0$ter, under chronologically this DChedule. (Transrer to 
chart, dinlotiV81 regulation, booklet, or by established num­ Federal Record3 Center 'lffll3n 
spoeoh, fom, pro11D relBase, and bering practioe. 5 years old,)  
11im1.lar cateri&l. (Thia item does not 
cover oopies and related progrlll:I
mt.e.rial retained 1n origins. ting office.)  

RECO!'IDS OF TEMPC&RY VA�: 

2. Car1"'1111pondenco files of the wtlt Confon:i to agoncy Dispose 2 p,ara a!ter ti.la 
roopon:,ible tor t.be printing, bindil1g, practic@, at.art a l1BW is closed ar 2 yaars a.ft.er 
dUpl.ica.tion and distril:rution 1:1atu,r11, file every 2 years. date ot docu::ient. if break 
pertainlzig to its ach:dnist.ration and in fils differs fra::i that. 
CJ!)Oration, and related pa.pe:rs. suggested herein. 

J. Job or project reearda containing all 
pnpera and data pertaining to the 
planning and eia,cution af' printing, 
b�, duplicatian, and distribution 
Jobe. 

r.. Fil.ea pertaining to the ace�ll.sh- NumrieaU, by control D111J>Ose l yu:r a.ft.er 
111mt llf' the job, containing or requis1�1on !llllllber. ootiple,tion of job.
requisitiona, bill9, Blll:ples,
i:anw,cript clearan01111, and related 
papara exclus1V8 of (1) requie1tions 
on the Public Print.or and related 
record.81 and (2) recorda relating to 
aemcea obt.ai.IJ9d outside the agency. 

b. Files portaioing to plaMill/h By sorin and th&ro­ Dispo8'1 aft.er J yeara.
i,t.&ndarda, coat. and related under chronologically 
t.eobnioal 11111,ttera. or by establi11hed DUct­

bori.nij; practice. 

SUPERSEDED. 
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lt8:J 5. 

SUPERSEDED 

-
'ITEM RF.cOlfOOID&D 
NO, DESCRI?l'ION CR RECORDS Jel'H(D CF FILING Al1l'HCl!IZED DISPOSITICJI 

4. Control regiaters partaininlI to 
reql.1.isitions and work ordera. 

Hu::crically by control 
or roquisition mmber, 

Dispose l yoar aft.er cloee 
of fiscal �ar in which 
C<J:l?ilBd er l year aft.er 
fill� of regi9ter, ll'hich-
ever 1a applicable. 

5. Mailing l.1.st.s and rel.at.ad cs.terial. 

a, Correapondenco, request fCIN!Jtl and 
ot.hi!!r r;,corda relating to changoo in 
i::.a.11.i.ng 11.st.a, 

Alphabetically by 
nam within miling 
group. 

DiBpo.m aft.er apPropriata 
rnidcn o! mnili.ng list 
ar- art.er J months, which-
evar 1a earlier. 

b, Card lists, Alpha�tically by 
niu::e .  

Di:,pOS8 of' individual card!! 
when canoalled or revieed, 

c ,  Plate or stencil ma1line lists, Alphe.beticall7-n 
name within nailing 

D1spo88 of platefl or atencib 
-ti.on cancell.od or revised. 

zroup, 

6. Reports t:.o Co�res11 and related records. 

a,  Agency report:i to Joint. i::oc::::tl.tteo 
on Printing regarding oporation of 
Class fl and B Plants and inventories 

Confo:n:i to agency
:;,ractice, 

Diapooo aft.er J years, 

of printing, bindins:, o.nci rcl.a.tcd 
aqui�nt 1n Class A and B Plant.a or 
in storage, 

b, Copies in subordinate roporting units 
ani rela.Utd wark papers. 

Confcn-ci to agency
oractice. 

Dbpos9 1 ,ear after date 
of report. 

7, Records relating to internal oanag,;il:l!nt
and operatlcrn of the unit.. 

Confora t.o agency
practice. 

Disposo after 2 years. 

Ite1:1. 1. M:l.ny age0c:1ll11 depend on their duplication or distribution units to retain record copuia Qf all 
doclm!!nta of thb type, For that reason it ia not possible to authorize by ge1111ral echedule tho dispoa&l
1n such unit.s of these copies because the docu.r.nntn are of basic value 111 dooUDJnti.ng the hilltory and 
act.ivities of the agency, If agancy proceduroa provide for retention of record copies 1n ths units 
OI"�inating the docu::iant or else'll'hare, other copies, including those in th!t printing or diatribution 
units• may be disposable but such determiMtlonr, must be made in too case of each agency. 

Items 2 and 7. Tooao aro routine filo11 reflecting t.� activities or the IJ8l"Vice OJXl?'B t.ion group in 
adi:ilii!sf.ering its iDtarnal rnanagor.ient. and operations, Policy documntation is nonially available in 
files at higher adminhtrativo lilwls0 Tho records are held lo� enough to 111.1ti11fy ac1Dini11trati'V9 n1111d11. 
and h&va no other ei8nif'icant value. 

Ttern. J.  These files are the technical, operati.onal, production, and related pa.per11 pertain!� to the 
p'fiiining and execution of the printine, binding, duplication and distribution job!!, The requisitions on 
the Public Pr111ter and records relating to services obtained outside the agency are not covered by this 
itet1 since they are provided for in Schedule 3. Tha records are retained for 11 sutficant period to 
aati!lfy administr.;.tive and referonco needs a.ft.er coq:,letion o! the job, 

Itc1:1 L. These registers are util.11..ed in t.he opc,rat.ing units to control the receipt o! requisition, and 
work orders to \'fhich producUoo, distribution and cost anaqsia data are po11ted, Their purpose iB Hrved 
w,hen tho a.ctiv-it.ies to which they ro l.n.te are cocpleted. 

These record3 o.re utilized in the caintenance and adJ:d.n:Lstral:.ion of caili"S list.,. The Prirr.1.ng
aria'lJrnding regul.,.t,ion publt11hed by t.ho CongrP.:isional Jo1nt C�ttee on Printing requir911. agenciu that. 
�int.a.in r.iailing lists to reviso the� at le.'l:it. once a year by caking inquiry a1.1 to 'lltlether the publieatiol'l.!I 
distributed are desired by the parson .._,o whOlll addressed, The flies have little further val11e when the 
oorvices to 1mich t.hey relate h:i� boon r-:irfomod, 

It.e:rn 6, The Congre.!lsiorol Joint. COCJ::littee on Print� requires that all heads of Dopnrtnmts or Aganc.lar,
or•?rat.inc "print-,i� plants" sub::!it. roport.9 on roms furnished by the Gom::rtttee. not later t.h.B.n JO days
aft�r the close or specified perion:,. Thes,;: repcrt..s and related paper:i ue held lo� enough to satisfy
the neans of the ngency. AW' 

SUPERSEDED 
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.... SUPERSEDED 
" GEll!RAL IW::CJRDS SC�ULE J1 

Inrormtional Servlcee Recarda 

Thi!! eeh&dul� comra certain recorda created ainoe January 11 1921, pertaining t.o Worr.iat.ional 
aemces parfOri:Dd by Oowni=ent agenciea in their day to day &!fairs and t.o t.heir relations with the 
public. It applies to copies of theae recorda W'hareftr located in an a.e-ney. Tho roccmia deecribed 
in thie echedule a.re o� a few of the types of reeordn created by Federal a!l'enctes 1n perform.ng t.heoo 
�t10ll3, but. in i:an;r offices they are relativvl,y vollminous and cay be dupoaed of aft.er a very ahort 
t.11:ie. Eaaentiall.7 the,- condet. cf routino inquiries, replies Ue.l"llt.o and ot.hnr carrest1ondenoe 1n which 
no unullUAl a!l:Diniatratiw daciaian:i, policies, 

ITEM 
NO. DESCRIPrlCJI OF REX:OfIDS 

REJXRDS CF TE:llP(RARY VALUE: 

l, li8quests for publlcatioil.1 and photo­
graphs (includinc applications and 
reql16ets mde by rom and by lat.tor) 
and ackDOll'ledgccnta and replies to 
t.hez:i. 

Acknawledgcente of inquiries and 
roquast..s t.hat. have boen referred to 
other Gcvcrn:a:mt. agencl.ee fer reply. 

J. I.etuirs ret'errins inquiries and 
requent.!! to ot.her Oc;m,n:ient agencies 
for reply'. 

Li. Requests for lnformtion and replie!I
thereto involving no acbinistrat.ive 
action, no policy declaions, and no 
srec1al eo:i:pilatiom or l'El.ser.reh far 

or erfort.a are involwd. 

REC�.£/J)ED
EHOD OF rnn,:; 

File all request!!,
ackn<JWl.ftd�nt.s and 
ropHea toget.oor, 
under a singla subjoo �, 
and chronoldgical.l,y 
tho re wider. 

file under a stnele 
subject, am 
chronologically there­
under. 

Pile under a single
11ubject, and 
chronolocieally thero­
under. 

Ry subject or agenoy
filing practice!, 

repl.7, 1llcl.ud:1.ng requeata for in!on:mtion 
and inquiries t.o which repllea are aade 
by printed 0l" duplicated rst.ariB.l, 

5. An0D1]110WJ l.attera and lattera of By 1r1.1bject or agenoy
ccxmmdat.1on, c0111pla1nt, criticism, and fi11Dg practice. 
suggest.ion and repliee to thee, excluding
thO!le on th, bHi!I of which inveetie:at.ion!I 
'lllll:lre 1:111de or adm.nietrat.ivu action taken 
and those incorporated 1n udirldual 
�IIOllllQ l re Cords • 

AITl'HOOIZED DISPOSlTIOO' 

Dispose 3 �onlh!I after 
a.clm0'1'1ledgi:mnt. or 
1'ul.f 11lfflnt. 

Diapose 3 cont.hs o.fter 
acknOlll'le dgmnt., 

Di�ose J mo:it.ha after 
rofernil. 

Disposo J contb:! ai'ter 
reply, 

Dispose 3 cont.ha aft.er 
letter or reply, which­
ever 1s applicable. 

Ite?:19 1...J.i, These records are af transitory val\Jlt and aft.er the lapse of pi,rlod of tun specifi.Dd will 
not. hive sufficient value to warT11nt, t.hoir preservo.tion, Inquiries and request!! rra.i the public aro of 
such nature that the retention of tho riat.criel for Dtat.iat.ical purpo::cs would servo no llignHicant 
purpose. 

Ite:l 5. Tho:re anonynou::, letters o.nd letters of c:0:r:ncnd11tion, coarpl.nint • eritichnn, and su,;cost.i0119 and 
replli::i for which investigations or adr!inlst.ratlve act.ii:m has been t.ala,n are not covered by th111 ite111. 
The residue are o:: littlo uee in the docur.mnt.atton of aeoncy pro�a.-::s and aro of no value beyond the 
specifiad tire. 
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GENERAL SERVICES AIJmnSTRATION TRAN9tIT1'AL IETTER HO . 3-7 

25"Washingto n  , D. c. 
J, 

August 31, 195$ 

RF.GULATIONS OF THE O:mERAl. SERVICF.s ADMINISTRATION 
TITLE 3, FEDERlL RECORDS 

ToI B ead"s o f  F ed eral Agen"cies 

l. Ma ter1al Tranad. t ted 

.Attach"ed are ren.s ed item l"a nd related m:l..nor cha"ng"es o f  oth"er it.ems 
o f  Gen"eral Recorde Schedul."e lJ r evi s ed it.am 15 and 1.6 o t  Oemiral 
Re cQ!'d s  Sc"hedul"e 2J revi"sed ita L. o t  Ge neral R ecords Sch"edul"e 3J re­
vised subparagraph a. o f  t he th ird paragrap"h or Gen"eral Records 
Sch"edul"e 4J ren.sed appra isal o f  item S .o"t G eneral R ecord"s Schedu.l"e 6J 
and r erta"ed appra"isal o r  item 5 or GQZ1"eral Re cords Sc hedul"e 9,. 

2. Natur"e o f  Rerts"ion1 

R e"li s ed it em 1 o f  G en eral R ecord s Sch edul e l aut horiz es disposal or 
the p ersonn"el fold"er s  when their Yalues for r eemployme"nt and retire­
ment ha"ve been exhau st edJ mi no r  chang es"or phra s ing in other pa rt s  o f·"
th e s ch edul e are necessary as a eo"ne"equ eno"e. 

R ev is ed item s l.S and 16 or G eneral R ecords Sc hedul e 2 clarity the 
coverage or the items to specify that the records involv"ed are not. 
G en eral A cco"unt ing O ffice r ecord"s .  

Revised it.em· 4 and related rmsioM 1n the introductory paragraphs 
o f  Gen eral R eco rd s Schedul e 3 mak e th e  it em co ns ist ent vith a re co rds 
retention requireioont in the Federal Property and Administrative 
S erv ices A ct o f  1949, and ext. end cove rag e o f  th e  sc hedul e to agency 
procurem"ent r ecords renecting transact io ns under b road d el egat io ns 
o t  authorit"y from tb"e Admin"istrator or Gen"eral S erv ices to procur"e 
tor Government-vi.de purposes. 

Subparagraph a. o f  th"e t.hird paragraph o t  G eneral R ecords Schedule 4 
is revis"ed to corr"ect t.b e  number or t he form entitl"ed, Sal"e or 
Government Property, Imitat ion, Bi�� and A cceptan"ce, to r ead Standard 
Form. 114 inat"ead o r  Standard Form • 

Rmeed appraisal or 1tem S o fGeneral R ecord"s Schedule 6 clarinea 
cov"erag"e to spec"ifically ex clud"e certain item"s s uch as in"come tax 
r ecord"s, so"cial a ecu"rit7 reports, F ed eral Emplo"y ee ret irem"ent ac­
count"s, and oth"er a1milar r ecords". 

R evi s ed appraisal ot it"em S o f  Gen eral R ecord s S ch edul e 9 mak es it 
conform to the language and requirements of General Regulations
Ko. 12) o f  th"e Comptroll"er G en eral, gov"ern1ng t ra nspo"rtat"io"n req uest. 
p ro cedure s !o r tb e Government. 

SUPERSEDED 

https://Government-vi.de


SUPERSEDED .... 

Authority to r t he disposal prov is io ns in these revised schedules is 
24"

Sche"dule 
- co"ntained in the followin"g House Rep orte1 71 (Ge"neral Reco"rds 

Sched­8 2d Co ng ress, 2d ses sio n, 57)- (Ge neral Reco rds ,2)"
ule 9), 1076 (Ge"neral Re"cord"s Schedule 6), 83d Co"ng ress, 1st ses­
sio"n, and 1580 (Ge"neral Records Sche"dules 1 and" )), 84t"h Con"gre"ss,
1st sess"io n. 

3• Supplies of Schedule..! 

Limited numbers of cop"ie s  of Ge"ner"al Recor"ds Sched"ules may be obtained 
by a ge ncy o rd s  l ia iso n off ices, de s ignated in accordance w it h  s ub­

06 of Chapte r I, upo n req uest to the Reco rds Manageme nt 2."sect io n  10"
re"c"

D ivi s io n, Hat"ional A rch ives and Reco"rds Serv"ice". 

4. Page Changes 

RemoTe 

Appe"nd"ix e, GRS l 
(7-10-5)) and (10-4-.54) 

Appendix B, ORS 2 
Page 4 (lo-4-54) 

Append"ix B, GRS .3 
(7-l0-5J ) and (10-4•54) 

Appendix B, ORS 4 
Page 1 ( 7-10-53) 

Append"ix B, GRS 6 
Page 3 (lo-4-54) 

Appe"ndix B, ORS 9 
Page 3 (10-4-54) 

Iru,ert 

Appe nd ix B, GRS l 
(8-31-SS) 

Appendix B, ORS 2 
Page 4 (8-Jl-5S) 

Appe"nd"ix e, GRS 3 
(8-31-55) 

Appendix B, GRS 4 
Page l (B-.31-55} 

Appe nd ix B, ORS 6 
Page") (8-31-55) 

Appe"ndix B, ORS 9 
Page 3 (8-31-SS) 

s. Effe"ctive Date 

The Regulati."ons transmitted he"r81l1.th &hall be"come effect"ive October 17,
1955. 

EDMUND F. MANS URE 
Adml.n1st"rato r 

Attachments 

GS..,_WASH DC 56-1921 SUPERSEDED 
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Appeodill: B 

(B-.31-SS) GEN::IW. RECDRDS SCHEDUU l 

Civilla.n Per11onnel Recorda 

&ganey c1Til1a.n personnel record11 1'91.ate to the 111,1p9rviaioo over &ad 1!11.Q&pDIIQt. o! Federal cl'l"illan 
elllployees, tor tbe 1:1011t. part punuant. t.o regul.aUons o! t.he Cirll Service C�111on, th11 11t.&r! agency 
charged vit.h t.he adl:d.niatration o! the Cirll Sertice A.ct, and relat,ed regulat.iona, ordera, and legiala-
Uon. Thill achedule covers all peroonml folders o! civilian eirployna whose lfflj>lo7J1111nt. tAlrminatAd on 
or alter Jan�17 1, 1921. It coven a.lao all 01.her recorde relating to civilian pereonnel craat.ed since 
January lt 1921, lihenn'ar located in an agency, u:clW1ive of (a) copie., o! loyalty and other imast.lgatlve 
fUee, (bJ progra.i:i records of �• Ci:r11 Sen-ice Coi=i.Hion (iilcludlng Ncol."d.11 o! ll0arda o! u. S. Cbil 
Service Exa.111.nen alJi Coimittees of lxpert &:ra.m.nara, regardlesa of t.ho cu.atodiall), and (c) recorda of tl1e 
Bureau o! Eaploy1111111 Compe11.11at.ion &nd the Public Health Se"ico ma.int.aiMd pU?'!luant. to 1t.at.uto17 0avern11Bot­
vide Nllponaibillt.1.H for Ute health and wllare of Ooverm1111nt. en:ployeea. Record.a of aaency wut.a func­
t.ionlng as 1Wf pu•11oanel policy groupa, rat.her than a■ open.ting peniOllQlll units, -.ni DOt covered by t.b11 
achodule. 

!he otficieJ. P9nonnel Folder, a caae file doCUJmat.i.q eq>lOJ]lllllnt. Wldar l"UJ.ea &ad regltlat.iona ol U. 
Cirtl 5el"l'iee CoamiHion, vu eatabli.shed in l9h7 by Ule f'•d•nl Per■olWlll ka.o.ual. (Rl. )$-)9) aal con■U­
t.utea t.he key record relating to mo■t civilian peraonnel. &x&cu.t.1n Order lOS6l (Sept.ember 13, 19.54) 
provided that. co..parable l'llcord■ be lulpt. ccrHriog emplo79ea o! the eucut.in branch ou\.eide ol the 
coi:ipeUt.iTI ■el"l'ice. 

Prior to 1947 th• cont.ant.a or l)l'MIOIU!el fold.•n vari.ld 110D11vhaio accoldi.ag to apnCJ praet.1cH. Then 
pract.ice1, hoveYBr, baN been eaHnt.1.ally 1111d.lar ■iDa• about 1921. Sped.tic peraoDZ1el form11, eu.ch u u» 
KoWicatJ.oa o! Per■onmil A.ct.ion (St.&ndard P'oftl SO), h■N beao 1taal&rdi1ed eiac• 1941. 

An auxiliary to th• Otf1c1&l. Peraoanel folder :1a t.ha Service Record Card (Stam.r.rd Fol"'II 7), a 
1111ndat.ory lol"'l!I 'llhlcb replaced i:ul.tiple t.n,e11 o.t lliailar torm w,ed in t.h■ agencies. The Official Per■oo­
nel Folder and Service Record Card ■re described 1n Cirll S■�c• Handbook S-812, Buie Pel"IIOnnel Recol."d.l 
and FilH w111 for Fedenl Agencies, vhich prescrn,ea a aimpll!ied ayat.e:m of record keeping !or Yederal. m
personnel leea. 

Tho Official Per■onMl Folder, which t.ranla "1t.h the Federal employee H ha IIIO'IH f'n,111 agency t.o 
agency, contains paper& of 10Q8 tel"'II Yalu.e, liat.od ae auch in the Federal PeraoDMl Mao11a� on the right 
hand ■ide, and papera o! ,ho.rt t.en:i value on \he left. aide. UntJ.l Novi&r 1951, tlie coa nta of t.he left. 
h■zd side of the foldera wre described 1n det.ail in the Fedel"al Pel'l!Ollnlll MaDi.al. Nov, hoV9Yllr, only Ula 
records reqllired t.ci be kept on t.he right hand aide an described in detail. 

Record.I normally- llllliDt&i.Ded ill addition t.o the official !older and it.a related Hn'ice record card 
concera phaaea of pe"onnel a.dlliniet.n.t.ion involTin.g t.he ■el.act.ion or per■onnal am the ■uperdsion oY■r 
t.he work hlatory and on-the-Job porton:MUice, u lol.10Vl111 

Pollit.lon clusificat.lcm1 'nlase record8 incline copiea Qf pollitlon cle.Hific:at.ioD 11hfft.e 
and relat.ed recorda. 

Racndt.ais.nt. and .. 1ect.1on1 1'hese include 1.nt.eniev fill• and Nlat.ed dat.a. 

Tralnl.ag1 Th••• include nideace o! ■kill• acqulnd a.ad i:ad9 ■Tailable to tha agancy. 

Ot.her record• pert.a.ining t.o individual IIIIP1Q79H normally include a■"lc• record card■ and var1oua other 
c:oot.rvla uint.ained tor pw-p01e11 ot coa,enience at. t.he operat.i.Qg levellJ agency d.1sp■nH.J"'1 reoordlJ and, 
tor t.he period of W:lrld war II, draft. d8!er111111t. Ncord.a. 

Prrrriaion 1a m.d8 in tJua 1chedule for t.hl di1politJ.on of oopiea o! tom, eHber dlll)licat.ed in the 
01't1c:ial Pera011nel Folder or l:IBint.ained 1A sepa:rai.■ pel"IIOllD91 .tilea, a■ dl.l u file• aai.ni.uned !or 
temporary pn,ceuing or u:pedit.lai purpoHe. Thi■ schedule ■110 cOTar• aorrespondeaoe !111111 not. nilat.1.ng 
t.o individual.I maint.ai.nad by' operating perao.nml o.tf'1cH1 in'folving their ad.m1.n111trat.lon and operatioD.
i'he diJtpoaitioa o! p.,- &l1d payrollin& record.a, non.ally maint.aimd by agency t111c&l. un1ta, ii prortded for 
in Schedule 2. 

ITEM HECOl9!ENDED 
DRSCRIPTICJII' OF RECORDS METHOD OF nLINOtt AUTHORIZED DISPOSITION 

1. Penonnel !olden excludiag (a) Alphabet.lc■l.17 by (a) See pap Rl J6 o! the 
!oldara or group of loldere eeloct.ed nllllllJo Federal i"lno.nml Jlairu.al 

•Pniecrlbed !lllltb.ods of l1..l.1ng are indicat.od by referral to i.he iaauance pre11cr1bin& t.h9llll U.011 NCOD-­
m11nded Imler t.he prorl.aio.111 of Seo. SoS(a) ct t.he Federal Racorde Act. of 19SO (l.4 o. s. c, J9S) do 
no\. re.tar to an eat.abl.llhed au.tborlt,-. AQY .Dllll r11gulat.141111 or direct..ine t.hat.. ,uy be ila'19d tn111 t.UN 
t.o t.iJ:11 v.U.l. ■upersecle t.baH rec�aU.oaa. 
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GEMIRA.L RECORDS Saoo>ULE l(8-31-SS) 
ITKM 

ogscRIPTION OF RECORDS 

by the llational A.rchiHIJ (b) fold•l'II 
co-,eriq pt1riod• ot mnplOJlll!ll,t. t.e.nd.D­
ated prior t.o Janua17 1, 1921J and (c) 
paper., on t.b• left. or the 10-c&lled 
•tc:porarr"" aide of the folder, vhich 
ant auUlor11ed tor diapoN.J. bJ' 0.0.nl 
Raeorde Schedule l, ite.11 ll. 

Surlce l!ecord Cud (St.aad.aN Fona 7 
or 11.8 eqg,iyalent.). 

Po11 tJ.OJ1 deaer.lpt.iOD.111 put.ahliog t.o 
poa1 t.10DII abollabed aft.er Septaber l, 
l9So. aid dHcr1pt.1ons auperaeded 
alter that. da�• 

Correapondence 1D the operat.uig pereon­
nel office and it.a aubordinat.e uoit.a 
rel• t.1.ng t.o Wil" 1m11ni1t.rat.1on and 
opera.Uo.a.. 

Con.spomknae, letter■, and telegraaa
ott•rlilg appoiJlt.llllnta t.o potent1al 
�io,.... 

RBOO�ED 
K3THOD 01' FI.tpra .AU?HORIZKD mSPOSITI<II 

for 1na t.NC Lio.aa relating 
$oO !olden!'3� uiplGfll•• 
t.ranaternd t.o anotJier 
•�ncy. (b) Traoater 
!olden of ■epuat.ed •• 
plOJlle• lo 1J::act.1Ye file on 
1eparat.1on in accordance 
vi th the Federal Personnel 
Manual, m. J&.)71 for &. 
part.ant. ot Defense tran1-
t11 r !older t.o rac1eral 
Recol"d.9 Center, St.. Louie, 
Hi111our1, l 110nt.h art.er 
nparat.iOD.1 for all other 
agencie!l1 l :,.ar a.ft.er 
aeparat.icm. ( l) Di11poae
7S years alter birth at ut­
ployee or 6o yean, alt.er 
dat.e o! earl1eat doc:w:ient 
in. tlle fold.r it date of 
birth C&JWOt be a.5Cer1,a.1.ned, 
prodded �loyee hu been 
11eparated Ol" rwt.in,d tor at. 
l•ut. 5 711ar111 or (2)  D16poae 
5 7e&r11 a!ter deat.h of 1111• 
ployee, llhich.-ru 1a aooner. 

In accordance v1t.b C1Y11 Transfer t.o Fede1'1 Reco.rda 
Sernce Handbook s-812, Cent.er, St. Lauie, M1uoun., 
Buie Pereonnal Racorcbl S year■ aft.er J9Al" ot em-. 
aiii F1lH S,•t.ea tor plOJlle ' a  aoparat.1on or 
ii'.de.i-ai .lgendH, Oct.. t.nui.sf er t.o IID.0 t.he r a.sltlll:'1 • 
lj,So, Part.I L 

In aocordance lfit.b C1Yil R•t.ain ODIi copy. (SN it.a 
5elT1ce Handbook S-812, 8 for d1.lpo11al or otbu 
Buie Penonnel Reeorcbl poll tJ.on deecriptJ.om. )

m:m•ffi1z(o�t.-50:Pa 
By- aubJ ect. or •1111107 Diapoae l :,ean after rue 
filJ..as 1y11 ta J •t.&rt. a 11 closed or ) years alt.er 
Q81f file H111')' ) yean,• da\e of docwmnt ii fil.i.Qa 

arr&ngu111.nt ditfen f'roa 
that. 1ugg91ted herein.. 

Alphabe tieal.J,1' by nam. (a) U appo.iAt.nt. b ac­
eapt.ed.1 Daatroy 1.med1ate-
17• (b) It appoiil�at. 111 
decl.ulld1 (1) Ret.lll'a � 
Cin.l Senice Cam:d.HiOD 
with repi.,, aQd applicatian, 
it a.a,- na reoehed tro.11 
c•rW1catA ot eligibl1111
(2) 1'11• wide applli••
t.1cm., 1! affered •• • 
rHull. at appllcat.10D for 
t&!lpOrary or e:ii:c�t.ed ap­
poia.taent, and diapoH of 
1A accordance v1tb prvYi• 
UOD.11 1D it.ea 161 0) W 
otbu,n D1� �•'---
17• 

·2· 
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l'l'BJ! RBCOMHE.ND!ID 
DESCRIP'tION 01 RECORDS K:i:THOD OF P'I LIJIQ .!!2.:.... 

6. Cert.1.f1cat.e !ilea, conal.a� Cl! 1 

•• 11.eqo.Ht.8 for certificatee ut File l"Bquest.11 a.ad cer­
eligibles. t:lf'lcatea by' c1rt.1.f1cate 

number. 

b. Cen.11'1eat,H of eliaiblH. FUe nique■ta uid cer­
Uticatea ti)' carLi!ieate 
nw.ber. 

�l0Y9e record card■ WI.cl for 
1.a.foma�1onal. pl.ll'pONI outaide 
penOJ1Del atfioH (euc:h u rora 

GSA Rea. l 
Appendix B 

(6-31-55) 

IJJ'IIIOll ZiD DISPOSI ?I ON 

D:l.apoH '2 ,.ear11 aft.er date 
or cart111eat.e. 

Dillpou 2 ,.ear, after da\.e 
of cert.lticat.e. 

D1apoM on trallllter to 
another &i9DCJ' or buniau or 
on Hpal'St.i.on al ellp].n�. 

8. Poa1 tJ.011 dHcrlpt.101\11 ( oop1H oU!er 
t.bAn t.bo11■ pJ"O"Y14ad for '1:11 l.t.a )). 

tl:ipl.oJ9e in tarvisv record•. 

10. Duplicate cai,a !ilu of efficiency
rat.ing boan:1.8 of l'ffia•, copiu ol 
which haH been !onAt.rd.-:1 t.o U. 
C:irll S."i.ae C-S.Hiou. 

u. /J.l copiaa ut correepondence alld form 
-1.nta1aed u t.mq,oraZ7 record.a on tbe 
l•rt. aide of Vie Ott1C1al hrBOunel 
rolder in accordance Viti! Uie .Federal 
per11on.nal Mapu.al. Chapter n, pa.gee 
)S-)9. 

12. poei Uo.u ide.ntifioat.i<lll 1tnp1, ued 
1� aen-ic:e conb'ol rue (auch u 
Standard Fom 7) to pro•ide •Ul:IIJ'7 

lo aocordllDCe viui CJ.•11 
Service Hanabook S-812, 
Buio P.nonnel Racorda 

�� Spt.11for 
e �g1tnclea, 7Sc "-

l950, Pan"l c Ii. 
ilpbabet.1cal.ly 'bJ" na... 

AJ.phabe t.1callJ" b7 a.a.J 
eta.rt. a nev tile nery 
year. 

On left. ■id• of folder, 
cbronologicaJ.q. 

ID aooorda.noe vUb Civil 
S■"ioe Riuid.book S-812, 

DiepoH when poai Uon 1JI 
at>ollllhed or deaaript.!on 
a IUpBr .. ded.. 

Place 1a 1nacL1n file on 
l.r&m.fer or ■-paraUon of 
upl�e and • tart. new 1.u­
act.1 n !11• nary 6 11DJlth■1 
di.apoH of 1nact1Ye file 6 
1:1i0nths aft.er it. 1a cloaed, 
Il lil.ina: arnngaant. dil­
fere fnm that. suggested 
herein, d1aPoH of record.a 
6 mnths art.er t.nufer or 
Hpar■t.10.0 ot t111pl�•• 

DiapoH l 19ar aft.er oloaiag 
rue J 1t tiling arraqeanL 
dittere f1'01ll that euggHted
ti.rein, diepoae al record, 
l 191,r aft.er c�let.1.on of 
c .... 

Di11poae oil �er or 
Hpa.rat.loll Of empl.01", 
or 'llhen 2 19an old. 

D111poae vti•n po111t.1oa ie 
canceled or nev at.rip 1e 

data oD each poaitJ.ao occupied. 
Buie hreonzial Raoorde 
��H ffi1;; ?or 

:. l!'3r!'3nc�, Oct.. 
1§56, Par f X. 

1). b;I�• euggeat.ion c&M rues, incl'Qd- l.lphabeticali, by nu.1 
1.llg rues nil.ating to managecmnt •t.art a nev tile ffflry
1Jllpro1'eimnt. auggeat.10W1 coiia1dend wider S years or- ■very 2 yeara,
Tj.tle I o! P. L. li29, 81.lt. Congru11, or .. appropra t.e. 
�able legielation. 

-)-
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l,her cloa� cue tn.n11hr 
t.o 1nact.1v• !11• aJTanged
1n BUit! vay aa act.1ve file 
but. cloud at. end of each 
J911l"J diepaae or (a) balllic 
copiH S )"98.l'IJ after cloa-
1ng of t.be f1leJ (b)
dupl.1cat.. copiee � yHre
aft.er cloH of !11.e. 
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O!NER.A.1 RECORDS SC!IEDULE l{S.31-$5) 

-ITEM 
DESCJIIPTIOII OF RiCOROO!!2!... 

1.1a. Cue files on revard11 tor 1111pt1rior 
accocpllllhlm.nt. Wider 1it.le VD of 
the Claasi.ficatton .a.c• ot 1949. 

JS. lloti.ficat.ioaa ot pe111tmn1l action, 
exclUBiTe of UloH ill Otfici&l 
Personnel Folden1. 

a. Chronological filtl copio■,
1ncbdibg fa.ca sh�ta. 

b. All ot.her copies. 

16. .Applicat.ioll:!I tor e.cp101=11nt. and n,-
lated papere, excludi.Jjg (a) l"lcorda 
releti.ng to appoint.aerit.11 requi.ri.ng 
Senatorial coDl'inna.U.01:1, and (b)
applicatiollll reaul�inl 1n appgintmllnt 
filed ia t.he O!fieial Pllreoiwtl 
Folder (can:red 1n 1t11m l or thi1 
schedule).  

17. Stati■Ucal r.porta i.rl \he operatirlg
per■onnel office end t111bordinate unit.a 
relAUng to per11GnNtl. 

18. Corni■pomenc• and form 1n operat.J.na
peraoanel of.rices re11t.1q t.o ind.irldu.al 
ezpl.oyHe 110t m&intaiLUld 1n 01'!1cial 
Per11onml Folden and not pro'fid.ed for 
eli,ellhere in thia achedule. 

a. Corre11pocdence a.nd toms relating 
to pendina peraollJ:1111 actiom. 

b. &ltention regiatere (1.nclw:Una card 
!ilea &0d related papar11) rro� 'llhich 
.red11Ctian-in-torc1 act.iDllll hi.Te bean 
t.akeD.. 

Oo Rlitention regi11tets (i.Dcllldi.D.g card 
ruee and related papen) fl"OJI llbich 

RECOJf!Eh'DEll 
ME'!HOD OY �UNO 

Alphabetie&l..ly vithia 
fii,c&l J8UJ at.art nav 
file 11&ch f'i.ee&l year. 

In accordance v1th Ci'rll 
Senice Handbook s-612, 
.Bai,ic Per11onnel Records 
andP!ru �ieii ?or 
reaera�nciea, oct.. 
1950, �BL. 
Alph.sbeticallYJ at.art. a 
nev file 11nry )"l&r• 

In accordance wi UI in-
11pection "quire•nt.11 
or Uio Civil Semce 
C0Jm11111i0n a■ at.ated 1D 
Chapt4r A.7 al th• Federal 
Peraanne l Mai:r. tl&J.. 

By niport and chrono-
logically th•NW!der. 

Not applicable. 

In accordance v1 � 
Chap t.er R3 at the 
Feder&l Personnel ltlnual. 

In accordano• with 

AUTHORIZED filSPOSITlllf 

St.art. nev inact.he tile 
fflll'7 tiaclll :,WArJ diapo■-
o! each year'• rue 6 
.llllntha ...rt.er cloae o! that 
fiao&l :,aar. 

Cllapter R3 ot the 
Federal Peniormel Maziual. 

l»en t.&Jain. 

d. ill other corNsponde.z:ice acd fozma. 

]jl. CopiH of dOC'Oatnt.8 d"'Plicated 1D 
Qf1'1cial P.ra=oel J'old•ni and not pro-
d.ded for el■nhen 111 \bi.11 ach9dul•• 

Alphabetic.U, by QIIIIIJ 
■tart a nev tile ,rvery
6 ao.11�. 

J.11NbeUcAll7 by D&MJ 
■t.art. • nn file ner,-
6 IIDDt.hs. 

Diapose alter 2 ;yelll'II. 

Dispoae a!t.eT l year. 

Diapon upon nceipt ot 
Civil Sen1.c11 Co=id.1111ion 
report of inspection or 
when 2 ,-an old• llhichtYer 
111 ••rl1er, pr<1Y1ctl.ng t.be 
l"'IIQ.uin:ente o.r SectiOQ 
A7-h8.0L of the Feden.1 
Persoruiel Manual an 
oba1111ned. 

DillpOH l J11Ar8 attar dai. 
of rsport. -

Diapoae 'When act.10.12 111 
coi:;ple t.ed. 

Dir,poee a.fter 2 :,ea.no 

Diapoae vhe.12 1111peraeded. 

Di1pou 6 1110ntha aft.er tile 
ii closed or 6 111Dnth1 alter 
date ar doCUDOnt. if fWng
arrani-nt d.itfen fn,n 
that suggested herein. 

Di.lpON 6 B1.11th1 after file 
1.8 cloaed or 6 1:10nth11 after 
date of dOCl.llllllDt if filln,: 
ar�t d.itfers fl"OIII 
that 1111geated herein., 

-
-u-
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RK0:>!1KEHDED 
DESCRIP'llOB OF RECORDS 1£THOD OJI' FILIRO 

rile11 peJ'taining t.o the de!ercant ot 
P'edenJ. mipl.07ee11 froa cd..lii,u.,. t.n.iniilg 
W¥ier ti:!.• Select.in sa"'1c11 and Tra1n1JII 
Act of 19h0, H lll!IOnded (■.xcllli:lag recorda 
held by t.he s.iectin Serrl.ce S79t.e.m and 
the lleTuv Coadtt.ee 011 De!enaot of 
Ocnm.nt Eq,lOJffa and their predeceaeor 
and aucceeaor agencies). 

•• Report.II to tile llffiev Co1IID1 t.tee on Confom t.o agency
Detel"lll8at of Oonnmant Bl:plo:,-eee or practic,.
it.a p"deceaaon on the SelectiTe 
Se"ice ■t.at.wi � -.plC19u (WJC Fona 
27 or equi'T&l.ent.).  

b. Bequaet.a tor occupat.ianal dat■n.nt. Confol'II. to aganq 
(DSS Fonn 421 42•, or equiTaJ.ent) am prw.otice. 
all ■upport.illg and ac� 
papen. 

Co Appeal■ ta the RaYiev Co.m.ittee an Cod'oni ta ApDO'J'
Defenmn.t � OOnrn.a.11t EllploT"• or pract.1ee. 
it.a p�•cHIOr■ for oocupational 
dei'ern.11t.1 and all ace� and 
irupport!Dg pape l"llo 

d. Correapooclence between 1ndb1.do.al. Cont'ol'III to epney 
agenc1H and the lllrl.ev Com:d.tt.ee on pre.ot.ice.
Defen.nt or Oonnu:ent. ElliplQJ9H and 
it.a pNdecaaaore. 

a. Requ■11t.a to the e.n .. Committ.ee on COnfon:i to agenr:,
Deter11111nt. or OoTitnment. &:rpl.C1f'IH am p"-CUClo 

U.a p�ec■11a>n for the da11�Uon 
or certain poaitiona ae •197 Poaitiom.• 

t. Report.a ude vi tb1D an apuq b7 Confom ta ageaq
indiridual aployMe on their pract.1J:•• 
Selactin S."1.ce 11t.atU110 

IaUrldual bNl\11 racord cudao .Pilo Iii \bill year alpha• 
be t.ie&lly by .aaa. Set. 
up n- file 11TU'7 711ar 
.IIDd brl.ag cards !onram 
tnm prniowi yean ta 
it llhen in,U:Tidual coa-
cemad iJI t.Nated. 

Loa■ or Ngi.etar■ of Yiait.a ta 
diapeosariaa. firat au! l'OOl:II• aDl1 
hMl.\11 unit.a. 

a. 'llb•re intort111t.ion 11 au:c&ri.l.ed ChrwDlogia a.Uy. 
011 at.atiet.ical report.II. 

b. When in!orca t.1on 11 noli �isod Ou-onologicaJ.�. 
eleewhere. 

HealUl record cue til.o, cOJq>rlai.ni Al.phabet.ical.17 bJ Dam■ 
ton:111. corre11poadence, aDd related Set. up Dev !Ue each 
papera document.1.ng a:iployee mdical J'll&r and bring !orvard 
hi.lltoZ71 e.xc:ept pre-amployraent phy'l1ca1 .from prwv101.La yaar■ 
examinai.1011,1S, diJlebillty ret.inmmt .!ilea related to All. 111• 
ezam,na"t.100,1, .nd fii.n.111 tor duty d1Tidual. llhen tllat in-
e.u..iid.n.lt.1omi tduch � b• made a pan dirtdual 111 trMted. 
ol or aa10c1lt.ed vith the ottid.al 

GSA Rag. J 
Appeadll B 

(8-31-5S) 

AUffiORlZED DISPOSI 'l'ION 

Dillpo .. alter 6 ll)DU!llo 

Di&,poH after 6 11111ntha. 

D:1GpOM al t.er 6 JIIOII thao 

DillpOH aft.er 6 J:IOD\hlo 

Diapoa• after 6 111:111.Uia. 

DispoH alter 6 110.nt.ba. 

All eude part.e1nui1 t.o an 
illdiTidual ta be dapoHd
or 6 111are after date of 
Jut ai:1t.17 on tile canla 
partliDini ta ILlL 

Diapoe1 J DOntrus after lu\ 
date 01:1 log or regi■ter. 

D1apo111 2 yeara aft.ar la11t 
date on lo1 or regiJlt.ar. 

Di11p011t 6 7H1"11 aft.er date 
ot laat. papers 1n the tU.. 

Pel"IIIO.llllltl Folder OJ' nay be retailled 
Hp&r&tAl.1■ 
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SUPERSEDED 
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ITDI RECOP!HEID!D 
.!?.:... DESCXlPnON OF lliCORDS KBTlfOD CF nLIRO AU'IHORIZED DISF'OOI!'.ICII 

CopiH ot •taU..t.1caJ. 11\IJIIIIAl"iH and 
l"9JIO rt.■ n la ting to ■111>lCJ111 e b ■aJ. th 
retaiA9d by reporUag 1111H, aa1 relat.ed 

BJ' report. and chrono­
logLcal.l7 t.hel'l!lunder. 

DiirpoH 2 ,-ara ll!t.ar elate 
o! IINla:lll1'1 or report.. 

papen. 

Cerillieat.e■ of pu1'onaaace nf.inc. Conto:rm to agency 
praat.iae. 

It.a l. The Mf1cial. i.rammal PoW.r, promulgated in 1947 by t.he Federal Peraonnel M&r:lual (Rl JS-39), 
�riaiden,d \o b8 \he ofticial record docuant.ing emp1oyment. hiat.ory. 'l'tle docimm.a� tiled on t.he rigj:it. 
side of t.he t'older, which •t.ravel11" vith the emplo,-1 throughout. his Federal career, col'i!J)ri.ae papera which 
giH legal !oroe aa1 ettect. to appointment.a and all otber peraonnal t.ranJJact.ions, and 111\icb Ntlect. 
Id n1 man dat.a on Job pertol"IIIADClo �ter can1'ully cona1.deri.ng the vario1.1.1 •alwis i.nhel"llnt. iD thaH tolder11, 
u Ad Hoc Com:d.U.e on Ui• D11Spoe1Uon of Penonnel Fold9re, co11111Zlt.1Jlg ot repreaent.atin11 o! tbe Ci•ll 
Senic■ eo.dHio111 the Oemr&l Aceount.iq Office, Ule Budget. Burea11, aQd Ule O.nar&l Se"1cee Admin111t.na­
tion, Nportld to the A.dni.nJ.•t.nt.or ol O.D11ral Se:rvic1111 on December Jl, 19.$2, that. the tolden did not 
han eid'tieieat •alue t.o 1Arruit. pre■e!'3l"Ya Uon 1Ilde1'1n1 �17 be;rond t.hti tiM tlley ware required tor adJud ic&­
tion of re t.1..rm:lent. cl.aims. 

ltueut..h• Order 1O56.J. of Sept.ellber 1), 1954, �115.Fawd attieial. i.reonnel Felder• u NCQrda of the 
Chll Serrlce Coaai.Hion, but. coq,arabl• fol4ara of •�lo:,eae occl.lpyin.g poait.iolll!I uc.pted boa t.h• 
compeUUH civil HM'ice an reCONB or � upl.op.Di agend.e11. Theee record• h.a..-e i.he .... Yaluea u do 
ottiaial hl"llonMl P'o,lder111 and the:, ■N t.hererore !Deluded in Uie coverage of t.hia it.a. 

· Asq hi■t.orical •alu.e that. pe1"110Dnlll ntco:rda n a clue -1 have "lat.ea priurily t.o the 1ndi'l'idual, 
not. 1n hie capaoit.y u a Federal empl019e, but. rat.her bee&.UH or hi■ peel t.ian in tb.e h1el"al'Chy ot t.he 
agenc::, or beca1111 of bill tuie or not.oriet.y u an indJ:t1.dual. It. would .QOt. be ruaonabb tor tbe Federal 
0o't'8rnDBnt. to lteep t.hl filH relat.iog to m1.lllona ot apl.oJ'eH on tb.e guble that. a hiatorian or biographer 
.ad.ght. IIO!m day find 1n om of t.h• fold.era the 11111111.ng clu t.o 1101111 upect. of the Ufe or oareer of an 
1.D.diTidU&l. i.t,,o later became tamoua. On t.be ot.her b&Dd, t.he !lat.1oll&l. .lrchi•H can ident.1.!7 the !olden, or 
groupa ot folders, partJ.cularly tho■e J"8lat.i.ag to uplo,-H with perioda of et;,lo:,Dent. prior t.o at.andard· 
isaUoz:i at �• folder 1n 1947, that. may cont.airl paper• of 11u1'!icien t. hiat.or ic&l icporta.Dce t.o warrant. their 
Nt.at.lon. Thill Hlection will be m.de prior to dillpoaal. of th• l'IIJll&ind.er of the filH. 

The i.q,ort.ance or peraonnel folders in Nt.irement. procHdi.D.ga and 1n daterminillg the pension r1Bht.ei o! 
former Gcrrern.t:111nt. eq,lo,eea reqllire11 that. t.bl file■ of t.hos• covered or pot.eiit.1al.ly eubJect. to coverage by 
a retirement. 117Btea be retained unt.11 t.Jtue pmuslon rlgh\.11 hue been f1nal.ly det.el"El1ned. 

R9t.1nmnt. benaf'it.a may be obt.aiAed ll!t.er •uying period.1 or Hl""ric:e and at. variDue ages, but it. 1a 
-ru.11onabl11 to HBU:11111 \bat. to:rw11r empl.oy,11111 vill appi, for U!.eae oenefi ta before Uiey ani 75 yeua old. 
Co.0.1111quentl;r t.he l"llt.ent.ion period for t.he folder, i11 aet at 7$ rean after tho emp1o,., 1 1 birth, or, 1f 
intoraa t.iOll u to date of birth 1a lac.lr:ina, at. 6o yeare aft.er the dat.11 or the earl11111t. docl.UD&nt. perta1ning 
to hi.a a.i:ploJ-n�. Sim:LlArly, t.he !old.er aaJ be di.epoeed o! S ,.ian alt.er the death o! the qploy.e cm 
the growidll that. hill ntt.lz,sment. r�bt.a have by than been det.erai.ned. 

It.e111 2. Th111111 Hl""rioe record cards aJ"e orfic1.al llllllll&l'i.1111 of the ealient. fact.a o! maplOJ119nt. hiat.ory that. 
'a'r.'iuint.■1.Ded a,. penonnel otfices t.o obviate fn,qw,.11t. reference■ to personnel foldera ll.lld to be used as 
'the ol!iciaJ. record 1n lieu ot lo11t. folders. 'l'he c:ard.11 ■en• ■■ a central record, a.ml h••e continuoua 
111gnificaJ1Ce u a conciae 1'f•NDCe 1101ll'Ce attar t.ranat•r or Hparat.iotl o! Ula eaplo,-e. 

It.ar.i ). TheH dHorip�o.D.11 111113t be ret.ained iode1'1n.1 t.el.y in order \o prot.eot llllly the Job r,a,st.oraUon 
rigJiii or peraom ,mo � furloughed t.o enter t.he m:illt.ary aerrtee imder t.he 1946 Select.in Service lav. 
Theaa l"'iatJt.a 1.D.Tolve reetorat.io.D. t.o · thll pen:iaDl!lnt posit.Lon held ae o! Sept.ember 1, 19$0, whan per1011n1l 
acUcna bee&a9 t.eq>Orl.l"J' imder EacuUve Order 10180 and nlat.ed legi.alaUon. 

It.em 4 and 2• tmee fllH reflect. Ute operation ct t.h9 peroonnel ot!ie1 in admim.■terine the agency per­
ao1W1l progru, aa1 that. of th• 11ubo.rdi..Data branches charged ¥1th i.ndlrtdual phues ot t.he prograa. &ii­
pl0Jlll9nt. policy ii nol'IIIB.117 reflected in apo.cy fUH at. highar admi.ni11t.rat.in lnela. Filu coTered by
ite.111 4 ae"• t.uporary ad.mi.D.111t.rat.i.,.. needs :involved in the dallJ' probleu &1"'111iltg 1c penormal vork, aod 
t.bl reteqt.i.on period 1D11cat.ed ill adeq12at. t,o Ml"Te 1111Ch t.ftporary neada. Correspondence nlating to 
1.ndiYidual.l vho rece1're appoi.ntimnt.11 ie prorlded tor elalJWhere 1n t.hill echedule, and it.e.= 5 relat.ee t.o 
rout,ine papera ratlect.1.Q8 pre-appoiot..nt negoUationa Iii.th potential appointee,. 

Ite111 6. '1'he10 fol"lll!I relate to request.a made by the agency to the Civil Service Comniaaion for l111t.11 o1'
.Irif6'ie11 fr011 a11tabli11hed regillt.en. The certi!icate it.eel.t ill of little admin111tratln value once 
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dec1111ona han, been t.alcen w1 th respect to the na.me11 c:ert.lfied. 

It.el:!1• Opt.ional Fom. 4 va11 dneloped aa an .in!on.,ational record for operat.ing Wllt.11 eern,d by Uie per• 
soiiiii'I ot!ice to obviat.e requeat.a tor employee aer,ice and relat.ed data. Once � emplo,-e leaves th• 
opera t.ing uni t.1 t.h• card i11 ot no fw-t.her adniniU,rat.iYe value. 1'h8 penunent awm:iary card record 11 
11111.int.alned on Standard Fom 7 (■11111 !\.em 2)  by the pereonnel office it.aelf, 

ltezi 8, PollitiOII da11criptions, u,ed in claHJ.licatio11 1-)rk &in in emplo,mnt 000�!1 are o! value u 
cori'Eiiiuing per110Q.n1tl doclmflot.a while t.he deacripUona they contain aN at.ill nl.ld. Kxcepi. !or d-■crip­
t.1on.s which cay be ot oont.inuing nlue becaUM o! t.heir apt.Deal ar ccm.t.ent. (llbicll IUJ' be retaill.ed u non­
record reference .mat.erial) 1 t.hue rocord, ar,, of lit.tle value alter Uiey are euper•eded or obeolete. 
De1cript.iont1 of poei t.iona abollehed and de11criptiom1 11upe.l"llleded alt.er Sept.ell:ber l, 1950, are Nt.aioed tor 
tJie epecial reuon11 not.ed \lllder 1 t.m 3, 

It.ea 9. 'lbese are pri.1111.rily eJ11ploy9• relat.1on.!I !ilea and iJivolve ent.ra.nce and eJd. t. int.e"ieva1 and inter­
viev11 invol't"iog COl!lpl.e1J'lt.11 by or ■gairult the amplorie, Arq act.ion taken by rep� or ot.herv1H 19 
docun1111t.ed on W!a right. hand 11ide ot the pereom:ial !older, SolDS agencie11 place then Nconl.11 on the le.ft. 
eid1 o! the !older, t.o be dispoaed ol on transfer or Hp&r•tion, 

Itet:i 10, Theee are dll.plicdo11 or paper11 11ubmitt.ed b,. nambera ol Board• o! Renn to 1.he Civil Senic• 
COJIU!liaeion on t.ormi.nat.ion of t.ho1r t.erm ot o!t1ce. 

I t.e111 11. Thase are te11tpOrary papero dealing either Vith t.he 1.ncaption or peraonnll 1cttollll documn�d on 
t.he right. han:i aide a! the Otfichl Persomel Folder or Yi.th a.da1n11t.rat.1Ye mat.t.ers1 and are of adluni1-
t.rative valW! onl;r for a 11hort. tim!t, 

It.e� 12. These viaible ,trips, which are maintained vith the aer,rica recol"d ea.rd !1lea1 pNYide 11� 
da"t.a on each position occupied, ?bay have no record or raf'erenca Yalua tdien the related podtion.s are 
cancalad, 

Itei:i l), These are case files accw:ulated IUJier agency btlnef'icial 111,11:11•11tion am u.nag1111ent 1.Jr:praveunt. 
progr&llll, They hne a.dJ:liniat.rat.ive Yalue in e-raluating nav 1n.1ggeal.1ona and 1D documnt.1.ng CUl':rent. 
pract.ice11 and procedurea 1mlt.it.ut.ed u a re11ult. ot t.ha augge:i tioll.l, '!'he diaponl period 1a au!Uc1eni. to 
eat.la!:, edmin111trat1ve need11 either in reference or in docWll!lnUng current practices. A lapse ot r,..v• 
yean aft.er cloaing ot the file v1l.l provide for non:ial re.!erence need11, 

It.em 14. These ani priaarily copla11 or report• 11ul::m1 tt.ed tel Wie Civil Service Col!mliuion. '!be copiu an 
of iIEEie value t.o t.he agencie11 aft.er a short, period !ollovin8 aub:11. t.t.&l of t.be report, 

It.ei:i lS. Copisa ol not.i!icat.ions of personMl action (other than t.h1 Ofticial Per11onnel Folder copy) 
idilch have adtd.ni.11trative or fiecal uae are the pay- copy-, Nhich 1a t.o be diupoeed or uiii!omly with ot.her 
pa-, records, and the Jolll'llal action copies, �ch will be retaJ..ned for t.vo yeare1 in accordance viUi Ula 
provision at Rl-2 of I.ha Federal Peraonnel Manual, to aatisty ill.9p11cUon requireceJit.a. 

Ite1:1 16, These files are illvolved in agency recruitment. and appoint.Mint. activities which are eubJect t.o 
Co=1uion illspection to eruiure that. applicable rulu are being obHrved. The application !ili,3 are held 
for a 11ufficient. period to aene the inspect.ion needa of the Co.mlallion aa -u u the adrd.n111t.rathe 
need11 of the a,:encf persQnll.al o!!icB, Paper•a perl.ai.n.ing t.o 11ucca1111tul applicant. an rewined for a long 
period ui part of t.he personnel folders de11cribed in item l, The !11J111 covered by Ul.11 it.e1:1, hovever1 
involve pending or \ll'l8ucceaaful applicat.101:111,. 

It..er.i 17, ?heee report.a, 11hich are required ach:dniatrat.1vely and by the COllll!I11111ion on maJ1i1 phue11 of per­
sonnel adnun1etrat.1on1 are nortiaJJ.y consolidated into D\ll!Jl:l4l'y report.a 11Wl111it.ted to higher adEd.nistrative 
levels, or are so detailed 1111 to have no further adiuniatrat.in value after the p■riod iodicated, 

I ter.i. 18, ThiB it.111:1 la intended to provide for t.b.a an ct lDcal a.nd other !ol"l:!8 and corNapondence which 
are not. placed in Uie Official Personnel Folder becauae the Federal Personnel P'.a.nual coe:t not. require 1.t, 
or becauae it. ie deemd not t.o be admillietrat.ively- necuaa.ry to do 10. Pendiiii pe"oMel actiollS, includ­
illg t.hoee re:,ul ting frlllll Nduction 1n toZ"Ce proceed1.ngu1 are documented in the Folder, Mhich in held for 
a long period ( item l)1 and the papere hen! described are es1111nt1.ally worldng papers vhich rapidly 10111 
t.heir value aa organlu�ional and personnel changea render th11m noncurrent., 0.11erally, the other file11 
covered by thil! 1 t8111 relate t.o aepect.11 of ei:,ployment history which are alao documented 1n the Qfficial 
fold1r1 or in fi.1Sca1 ncord11 t.o be retained for a Iona: p.riod by tJie provisiona o! Lhia achedule1 and 
t.here!oru are Qf lit.tole adllliniJltnt.iH vaJ.w, aft.er rela t.ively 11hort perioc:111. 

I tea 19. These are eop.1a11 of forne relaUng to per10nnlll act.iow, Uld other .llll.tt.ara imolvi.Dg the en:pla,ee
11.l&:iltt.ed i.o the per110n.nel o.ffice by the operating Wlit. .uiitJ.aUng UJ• !ona. 

•7-
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SUPERSEDEDOS! Reg. 3 
Appeadii B 
(S-Jl-5S) GENERAL RECORDS SCREJ>IJLE l 

Itel!l 20. Th.. e records, created b)' Federal ageaciee ai, a l"l!lault. of operaLione pur11uant to the Select,ive 
S11"Yice and Tra.ining Act o! 1940, aa a111nded, are of no further oaciJiwlietrative value to the agenc1ea. 
Actions ta.kin wiUi re11pect. to 1.nd1dduala hava beeii docw:iented in otfic1al Pe:r"SOnnel Folders or .thllir 
eqw.valent.a exut.ing prior to 1947. 

It.el!! 21 ud �- Theee are tbe cootimdng N1cord11 of treataent ot 1ndh1.dual e.cplo,eee1 an,- cornspoiid• 
ence I n:er.ioran , or other d.a t.a are filed in t.he ■lllllll J•�ke t. Jo um.al ea tries are made on recol"d clll"d11 or 
conpanble form, Ncording each T1111 t. 0£ the patient., brief diagnode or 11tater.:ent of referral to private
doctor, and treatment. given, 1! any. The docUP.lflnte deemd of lOllg term value by both pensonnel official.a 
and r.ied.ical oftic1ala are normally filed in the Official P11r11onnel Folder (item 1), The retlainder ot the 
papen in each file are of only ephei::eral intere11t. The recorda have no hist.orlcal value; Uley aN not 
of value !or doc"IZenUng health act.irttiee; Clld..ical of.ricers believe that 11' no nev dat.a have been 
obt.auiad during the Ntention period apeci!ied, they are of 1W Talue lllUd1ully1 ·and their adr.i..in111trat.1ve 
ut.111 ty 111 l.W.t.ed by the !iTll•)'ll&r I t.a.tut.e o! 11.ad tat.ion.e on cl&.ima for 8tlployee11' coiqiensation. 

lt.e111. 22. These are Jollmal.11 on -whicl! are recorded t.he name o! each patient, date on which he caJM, and, 
oft.en, ot.her ident.i!yillg data, t.1m 1pent, and a very brief notation oI the lllneee or injury that 
proq>ted him to coi:ia. The recol"d.11 are occasionally Ulled for admilU.at.r-11.Uve purpoua for about. one year 
after t.hey are cniated, but llOt. longer. 'D!ey have n.o hiat.orical valiie and no val\/.8 tor documnUng the 
h111t.ory and .funct.1ons of t.be di11penaary, !irllt. aicl, roam, or health unit.1 nedica.l off1cera ar.at.e that. tlle1 
h•..,• no J!IIKli.c:al. value. Since their on.ly adl:d.n111t.rat1ve ll.llll ia for et-atilltical pUJ"J)OHa, it 111 po1111ible 
to d.iapose o! l.boae which are 11tat1eUeall.y llllmlll"hed all:io•t. 1.amdiat.el.,- and the 1t.at.i11t.ical uLillty ol 
the ot.h11ra 111 e.xhauted. vitnin 1".he alt.emat.e period 11pec:1!ied. 

It.em 24- Thea& are n1t&ined copin of report.II &net a=iarteo co11:p1led by a healt.kl unit. for t.ranam1111ion to 
bigh11r 4d.min1at.rat.1ve ech11lon11 where they are wiad i.n combination vith other r.port.. for ■t.e.tiatical and 
n.arrat!Ye analyaill, and of iii!ol'll!AUooal copiH of �,-.es tran=iU,ed t.o health unit.I by higher a.d.l:d.n1•­
t.rat.1Ye 1chelon1. 1D either cue, 111.gDifl.cant. data ar. aTailable at t.be higher ecllelou and Uie record11 
are o! DO utUlty 1D healt.h Wlit-e beyond tJlfl period or t.1- 11pec:1tied. 

Ite�!'32_20 'lhllll !llu conaiat o! cert1!1cat1on11 by each 11uperv11or t.hat he hu rated ecpJ0791111 under hill _J\irlacKctiO!l and haa dillcu11t1ed the rat.1.nge vi Ui t.he1:1.o Th• cert.1!1c:at.1ona pl"OTide the .neces1M1ry docum,enta­
tioii to support. the proc1111sing of periodic •ala.r:r increae1111, and tor th• recording of other than 
•■at.ie!act.ory• rat.1.Dge on tba Ntained ■erYil:e record. card.11 (i t.e.m 2 o! t.hi.1 schedule)• Mt.er 1uch record­
SJig t.heae cert.Uicat.10011 bave 1110 nJ.ue. 
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GEtrntAL R&:CRDS SCHl!llCILE 2 

m>t 
!2a.... D�IPTICJI OF iux;aws 

b. All ot.hurs. 

9. Lei.TI! record cuds, aat.ntauied 1.ade­
pmient� at pay a.nd MnliJII noarda. 
( lDcludinr St&lldard P'ar,:i llJO vbu 
uaed u • lean reoard.) 

a. rillal oa.rda shOlliq acm=:ll.e.ted 
le&'H cm .. i:e,raUcm. 

b. W ot.ber carda. 

10. Recar-di ot l••e data. tr&naterNd (snob 
H St.an4ard Jl'an. 1150). 

ll. Rat.lticatlomi or peT'SCllllel aoUon, ex­
clwliTe ot those 1n atfioi&l 1"9r11CIPll8l 
Poldm-11. 

•• Pay ar f111oal oow. 

b. Cm-oaologiaal N.111 ooplea, 1.nelud-
1.ng taae �. 

o. All ot.bllll" oO)liH. 

12. Copie11 ot budget autbor1saUOIUI to 
operatizl&' unit.a t.bat oontrol per11annal 
oeiH.ngs and persCIDMl aotJ.cma. 

13. � copies of J:8Jr0ll 1, cbeok 
ll11ta, am related oerti!ication sheet.a 
(such as standard .P'oru lOlJ, rue, ar 
equ1 ftlentll). 

••  Secarity copies c4 aocumenu pre­
pared ar used tar' d.ia'blzr■-t by 
�inzry d111bu:rll1ng ottiou, and 
nlated pll.JmTII• 

R!CCJHJIDKD 
HE'n'IOD OF FllIRG 

Alphabetioally by IIUIIIJ 
IS tArt a nev file ffGT 
:,.ar. 

Alpbabeti cally by llllml J 
11,tart a nev tile fff'ff1 
2 :,aar11 if Standard Form 
ll)? cu- H.11 equin.l.en 
ii UHdo and eYm"7 Ja7 
period lf Staiidard l'onn 
mo!'3t.!'3u-.. 

.llpbabeUaalJ.7 by -1 
start a new tile Pff7 
2 ,-u-1!'31.f stamard PGrll 
llJ7 or 1 ta eqa.1Tllle:ut. 
111 uaed, &nd ff'flr'J pay 
pviod if Standud Fana 
llJO 19 U11ed0 

ilpbabet.1011� ti, ... , 
Btart a mw file ffff7 
J'fllao 

B;J' J:87 period v1 th other 
pay reoord.1. 

ID aooardance vi tb Ci Yil 
s.rrtce Bandboot S-al2, 
Baeia Per.-1 Jl!ac,zda 
and Files Syatem far 
NIIJ'!l :Y!D.ClH. ODt. 
1950, Part I B 4. 

Alpha.beUoe.llyJ start a 
DR ftle rnr7!'3�• 

B;J' arpzii za tian. 

Cta-011ologicall7 ti, PJ&7 
pm.ad. 

GSA R91. J 
.lppendll: B 

(lo-h-SLJ 

AU'ffl<JlIZED DISPCBITICJI 

Oi11poee 1 year a!'t.er tile 
11 cloaed or l year an.ar 
date or &pplioat.ion lt 
fiJ.ing arraapment d1rt'er1
rr-a:i that 11UQ'911ted berei.D • 

D1spoH aft.u 10 ,-ra. 
( Cloee rua II t IIZld or :,.ar 
.id trauter to Federal 
R.oarda Canter. st. Lotda, 
MlsllGUrl, J yu.r11, tbere­
U'terJ dispOH ?  7Mf'8 
al'ter tranafu- t.o Cater. ) 

D111poea J �• art.er aud.lt 
or Nlated J1l7 :reoarda. 

Dlapoae 2 ::,ears after file 
1a elaaed or 2 ya.rs a1'ter 
data at' dommmmt 1.t fil.i.lll 
� diften tN:a 
t.bat saaaated herein. 

Dlepoae 2 1-.r• after audit 
or :related J1l7 reamd■ by 
the Geae.l AoOOlllltin« 
ctf'iN0 

Dillpo■e att.er 2 J"MZ'II. 

Dispoae arter l 1Mr� 

Dispoae vben �ed. 

D1111poae vben hcleral 
Recorda Cezrt.n- receift■ 
Nccmd ll1lhlleqmlnt. pa7r0ll 
ar check lbt ccweriDa: ..­
pl.J'J'Cll 1mlt. 
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GEmW. R.EX:<IUlS SCHEDUL! 2 

RlX:�ED 
.!'!Q._ D!.SCRD'Tlgt OP' JUX:(JU)S 

b. All ot,her copies. 

(2) 'Jharo earning record card h 
not lllliutdJiad, 

14. Payroll oontl"ol r•Jhters (wch •• 
Stamard p'arlll. ll.25 ). 

1,. P!l71'oll chDll£9 11llp, exolu1"9 of tbON 
in Or!icul Peraomiel \l'ol.dc■ (Reh 1.1 
St&nd.ard l'Gl'II. 1126).  

•• Copy 11ised in General Account.ing 
Office audit.. 

b. Cow wied by diabar■hg att'iOIT' 1n 
pr-eparui« aheckll. 

c. All otJier oopi,s. 

Hallorandml oopie11 of fi■cal 11ch..::lule11 
involnd 1J1 i;ayroll proaeu1.q. 

a, Cc,py uaed iD Genaral .lc�unc.iq
Q!Uce audit., 

b, ill otller oopiea. 

17. Admi.Qistratin repo:rta and data relatbg 
to p,,-ol..Uq OperatiODII and J:81 admill1.11� 
trat1011., 

■.• Reporli1 ed. data Wied rar worltlcad 
and pet'•cmll81 lllll.Da4(9?Deut. purpose■, 

18, W1t.hholdl.D6 tax e:mmpt.ion oertl.tioataa 
(such u !Jlternal Revenue Form ',1-J.). 

19. Retum11 cm 111oano taxH withheld (1JUch 
•• Intenial Revenue P'OMI W-2). 

20. Ri,parta or w1 thheld Federal taxea and 
rala� paf'9rll (1.ncludiag reccird11 relat­
ing to inc<b and social aecurl tJ taxes). 

21. Retirem1nit repcrts BDC! reghtere. 

MF.TKop ClP' P' IL nro 

BT f&1 period vtth 
otber Ja'J' reoard.a. 

B,- � period vit.h 
othff pa:, reoord.1, 

B7 pa-, period wit:-t 
o\her Ja1 reoarde. 

By pq P9riod. with 
othar �1 reoord■• 

By PY period, there­
umer alphabeti� 
by ... 

BJ pay period, there-' 
I.Ind ■r ■.l pbabetioal.lJ 
by Jl&IIIO. 

By pay period with 
other p■.1 reoord11. 

Varh■ with apnq 
praot1oe, 

Can1'CIJ"tl to •1enay 
pr-ae1t10,. 

Con1'CIJ'II to agency 
prae1tice, 

ilJjiabetio&lly by 
DalllB. 

B1 ret.urn and obrorlo­
logio&lly thereunder. 

Ccmfcn-a to aganey 
µraot.ice, 

Chronologioall7. 

.\U'lHCJUZED DISPC6IJ ICl'f 

Di■poH 2 :,-UZIJ afW audit 
b7 the � 1cca.mta& 
attic•. 

Dhpo■e vben 10 year• old. 
(Tranater to Federal 
Record11 Center, St, Lou11, 
M1.111ouri, vben :, yetu"■ old,) 

Dia poH 2 ;fll,&l' 11 &!'1.er aadi t 
bJ t.h8 CleMral .&ooGUllt.1.11(
Qf'fioe. 

OiapoH 2 yeara after audit. 
of relat.ed pay record• by
t.he Oenenu AccowitJ.oi 
O.t'fice. 
D:t.po .. aft.- prepa:raU.OZl
of cheok. 

Dilp0N 1 1110%1t.b after 11111d 
of ..y period, 

Dbpoae 2 yeare &fter audit 
o! t.ilat.ed pay records by 
the Gene ral Ac coun t.iJ:1i 
OfUca. 
Dhpo• l month after end 
of i;ay period, 

01epoae artc 2 years. 

Di■poae after 4 year■• 

D11po1e 4 yee.ra af"t.er cerd 
111 IIUplll'■ed� or ob11ol11te, 

Dhpo111 after 4 yaar11, 

01.apoaa al'ter 4 7ear11. 

Item l, Theae are tho official oentrallffd ..,. reoards lllllintd.ned bf �no1ea b•pUlf such reoorde UDdw 
Oenanl Regulationll No, 102 or the Comptroller General ar an ada�tlon t.hereo!. Smmnariea o£ 11.rrloe 
are aI■o norm&� :i.ncluded, In agencies under payroll site audit, thia centralised reoard is the only 
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SUPERSEDED Cfil Reg. J 
Appecdix B 

(8-31-SS)
GENERAL RECORDS SCHEDULE ) 

Pl"OCIUNmont and Supflz 11.ecorda 

I. Apney procunicent. and 8\lpply r1corda include the papen and tiles 1.nvolnd iJI obtaining good11 and .. D011-per11onal HrvicH, i::ontrolli.ng t.he 'folum of etock en hand, repon.ing procUNrlellt. needs, .nd related 
aupply mattera 'ld:d.ch an part. o! daUJ' procurem11nt operat.i011t1 rat.her t.han 11Wf or policy !unct.100.11. 
The balic procurement filn reflect. • cowsid11rable range or procedUN, tl'OIII 1iri:ple c:a.11 pll1'Ch&l!e11 to 
mcplluted prim contr11etor am eubcont.ract.or operat.iona. 

Th11 achedul.111 coHn procure11111nt. !11111 dat.ed 11Jlce 1B�4, 'lllhen aucb !UH btiglUI � be eoi::iewtat. 
at.am.a.rdised. ill contract. recoida prior t.o 18911, tor 11.u.a:ple, are not. of pen:-.anent nlue!'3, but t.be1l" 
unatandardised natun cane it necea..,,. for tbeae older tilu to be naluat.ed on their OYD merit11 and 
they are tllereton not �entd b7 Ulla achedule. Frequ11ntJ.y oop1ea o! pn:11:;uni:ient paper11 becor::11 intagral 
part.a of other 1'Ue11 1n Ule a.«ency, aucb u project !111111 of nr1oua typH or general eubject flln 
pertaio.1ng t.o progru operationa1 11uch cop111111 are not eoHred b7 thu 11chedul111 because t.hey cannot be 
considered and evaluated eeparat.ely t'ro111 I.he f11H of vhich ihey are a part. 

Thl1 schedule do1111 not. &.pply t.o l"l!ICOrde held by the General Accounting Otf1ce or to thone of the 
General Sllrricee Admm111trat.io0 re!lect.ing Governirent-wlde pnx:uzv.ent n111po.llllibillt.111e. I t  applies, hov­
..,er. to ncord11 al other agenc1e11 t.o llh1ch t.he Adl:dniatrat.or o! CleDe ral Senice11 hall made delegat1oD.B � 
aut.hor1ty0 under Sect.ion 302 ot the Federal Property am Admni11trative Sert'icH Act c! 1949 (41 U.S.C. 
252). Nol"lll&l.ly or:l.gillala ar papen required by UJ.e coq,trouer Qeceral tO be uJ..ct.aJ.ned for i,it,e audit., 
or to be phydcallJ' 1.nrud"erred to the General Accounting Office for cent.ralhed a\ld1!., teehnicall.y
conat.itut.e aepnts o! account.able ottic11ruI accoUD.l:.ao 'l'he11e original papera are therefore ucluded troa 
COTerag• in t.lli.1 echedule for the rauona aet forth in Schedule 6. Siailarl7, t.h1e echedul111 doe11 nat. 
apply to doc11111811ta aul:D.it.ted to or creat.ed by oUler coordinati.rJi or regulat.or,- agencle:r, 11uc:h u the 
Nllti.oiial Procluct.iOll Authority, the Econm:d.c Stlbillr.ation Agency, aa:I ot.h11n1 1n th• courae ot t.beir 
p.ro,rai:i operat.1.om. 

In no nent. may d111poaal be made o! record• pert.auing to account.a, claima or del:l&Dda in'fobiog t.be 
Oonmmnt of the United State• which h8"1 not :,.t been 111ttled or adJU1t.ed by t.h11 General Accounting 
Office v:I. thout. vri tteD appzvt"al of the Coq,troller Oemral., •• J"equired by Sect.101:1 9 ot t.he Record.a 
D11po1al Act of JulJ 7, 19tJ, ae lllll!lnd11d (lw u.s.c. 374). 

Since 19L9 Federal agend.n have operatad their proc\l.1'811111nt a.nd 11uppl.y ay11tem WJder regulationa 
iaeued by the General Senicen A.dm..!l1atrat.io11,• alt.ho� Ute Secretary of De.1'11111e under Section 201(11) of 
the Federal Property and Adm1.n1•trative Senic:e11 Act o! l.j!i9, 1111 exe.t:pt hle Department from certain 
General SerTiCH A.didmatrat.ion proclll'Ulllnt regulat.iOJ:111 am orders. 

Reconi11 docu.ntJ.ng procunn:ient am 11upp]J' in the agenci111 are largely 1t.andardir.ed by TeriDUII 
1"'1111\1,l.atlona o! t.h• Co.t:pt.roller Genaral and t.he Adll1.ni1t.rator or General Servicee. Font1 to ti. u.,ed an::I 
ruport.11 to be i:iade both ad hoc end ais part o! t.he returns of Federal diab\lr's� officers are presceibed.
General S4rrrl.ces Adnd.nistraUon General Regul&Uon Ho. 4, for e:u:ple• make11 lllllJ\datory the use of 
eertu.D. st.ndard auppl:y contract toms. The Jlh115ical arrangemnt or t.h111 ·w-an11ac tioD tiles t.her.iselne 
diff11re 1n the 't'&riou., agenciH, h""9Ver. In all apnciee I.he o!tleial c:ontnaet. fll1111 for exacple, 
contain a m::l.n:1mu:t core o! epeci!ied docll:!l111nt11, but. t.tieni are also other doc\.ll:lllnt.a t.hat "•1" in accordance 
vit.h what. the 1.rdirldual ageDcy deems t.o be beat tor ita own operating purpoaee. 

Procurei::iont. tllee !all into a nucber of functional cat.egoriee, depending on tlle role of the file in 
the t.otal aupply procaae and it11 adzd.niat.rat.iOll. 

The ke7 procuniment. tile ii t.he t.nnaac tlon caee file cont&illini the forlll&l cont.rac t. or in!onnaJ. 
purchal!B order or lease inat.rument.a and all related papers. Th• docUIDtlnt.111 floving ui\.o the traneactlon 
file d1!ter in detail• but they inclm11, 1n addition to the pUl'Chaea doc:ur:ient. 11pec:U'icat.10na. bida, 
achedulea o! deli't'ery, iDJ.tiating requiJlit.iollfl, iJ:rroic111, and corre1pondonce. Other cop1ee of r.hese 
docU1110.D.ta, made tor upedHJ,ng and ot.her admDi■t.ratiY• purpo1ee, an aoatt..Nd throughout t.he inapect.ioQ, 
ahippiog, 1Xpeditillg, and other unit.a ot the agency procurement. organisation. Con.fol"'lllld copies of .coat 
procure11ent document.a involving eum OTer 15,000 tor 111.l.1tary agencin and D'fer 12,000 for other agenciee• 
and leuee, are 1JUCl!li\.ted to the Oomn.l. Accoun'U.ng Ottice •t the ti.m of t.he1r u:ecut.icm. The General 
Accounting Office contract .tile nomally includes 0.11l.y t.hoae baaic �en, which enable it.a auditon to pa111 
oa the j')ropriet7 o! the upe.ndi tu.re or obligatlan. In age.nci.e111 'llhoae aceount.11 are under lite audit• the 
pertinent cop1H are l:lllint.aioed 1D apnt:7 apaee for tJ,e Oenoral Accou.nting Office. 

AgenC}' filea =a-, pertain t.o one or GJN ot. •n•ral proCUl"811:ent 11ethod11 (1) purd1uea against 
Peder-al Supp� S.M'ice schedule contract.a, recol'd copiea of vhicb .,.. in t.he appropriate rederal Supply
Sert'1ce reg�l office, (2) tranaactJ.ons 1JUt1ated pureua.n.t to t.he agency'• OVD purchuing authority• 
or 0) r11qu1Jlit1ou frc1:1. Yedon.l. Supply Se"li=e currant 1/lftctoriu. HoniaJ.]J', in tnnaa.ctioDJ!I not. ar181ng
fro111 P'edenl Suppl}' Serrlce achedule coatract.111 pW"Chue ordera are u.aed tor t.re.naact.ioce Wider '2,000 1n 
value, and Uie .-,re tornial contract. inatl"'Wllente are uaed for tranaactione 1nvoh1ng larger aUJIIB ot mcney. 
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Appendix B 

GENERAL RECORDS SCHEDULK J(8-ll-SS) 
Certain baoic logielation nQJTAlly governs procure!:lent policies. The First and Second \olllr Powers Act,

ellllcted early in llorld Wnr II, laid dmm eoneral policies 11hich gave to ,contracting officers Iii.do latitute 
in contract deteri:linntion9, The Arced Services Procur-Cl:lBnt Act of 1947 (62 Stat. 21) stated policy for 
a.med forces procurecent. Title III of the Federal Property WJd Adi:linietratiYe Services Act of 1949, IIP 
8..1:!ended, (6J Stat, J77) ro3tatod ovcr...all procurement polioy and i::ethods for the GoVern!lllnt BIi II vholo, 
Speci.alizod le(:'islation, auch ea the various renegotiotion and price adju:rtccnt acts follmnng World War 
II, produced teoporary 1:1odifico.tions of procedures, 

The Foderal procuro::ient field has bean affected from tice to ti.me by apecielizcd legiolo.tion, oar.:e of 
vhich hao been enacted for ad hoc purposco, vhile other laws have reeulted in standard contract articles. 
ThllB the Contract Sottlernent Act of 1944, ea amended, (58 Stat. 649) prescribed procedureo 8Jld policies 
to be used 1.n the teminntion of World War II contracts; the Fllir IAbor Standards Act of 19J8 prescribed
certain standards of vorking condition., and enployment l.hat are still in effect; llI!d tho Anti-Kickback Act 
of 19.34, subsequently ar.iended in 1946, 11.ttO!!lpted to 0Utla11 illegal arrangecenta by TJhich cr:iployeoo returned 
part/I of their wges to t.hoir employers under durese. Other leghlation and adndniatrativo pol1clos hnve 
imposed other leeal sllfeguards end prohibitions, p&l"tieularly in the field of real property procurocont. 
Il:i most inotances the procuro::ient filee are roqulrod to docu::ient actiona taken under the variOWJ lav9. 

Logiolation vhich governs t.ha procrm-e:::ent process inert to.bly affoctD the content of procurOlllent f'1le9 
but not in !lUch a way ao to affect the long tel"Cl value of the files except in the cases of those 1.nvolvine 
eertain aspects o£ real property acquisit10Il. 

other fllee related to tha procm-e=ient &!Id supply f\mctio:n 1.ncludo reports used for supply tl4Dllg!ll:l6nt 
purposes by tho f180ncy croat.lng the records ao \/911 as tho et.arr ageney involved 1o1ith Govorri:::,.ent-vide pro-­
gracs, local reqw.sition and stock inventory files, end other minor supply papers. 

ITEM RECOHl£1/DED 
DF.SCRIPTIO:l OF RECCJRC6 METHOD OF rILING AUTHORIZED DISPOOITI� !!Q.,_ 

REC<RDS OF CONTIJiUING VALUE: 

1.  Procuroment files (as described in item Conform to agency Diapoeol not authorized by
4 belov) involving lro.nDS.ctions of practice. th1 s schedule. 
e:;25,000 or more and docnmcnting the 
initiation Md developnont of transactions 
thnl doviate from eetablished precedents
vith respect to general agency procure:ient 
or lo mjor procuro::ient progre.J:19 (ot.her than 
t.boso covorod by ite::i lJ) • 

2.  Ti tlo pa.pore doc=anting the acquisition Conforc to agency Dippooal. .11ot authorized by
of real property (by cond=tion pro­ pre.ct.ice. thie 11chedule. (Transfer
ceediaga ar othervbe).  to Fedoral Records Center 

J years o.f'ter aale of 
property.) 

RECORDS OF TEMPORARY VALUE: 

J. Corrospondence files of procure::ient Conform to agency Dispose after 2 yoars. 
operating units portainine to their practice, 
internal opereti011 a.:od ad.trl.nistration 
that are not covered elsevhare in this 
schedule, 

4. Contract, requisition, purchase order,
lease, bond and eurety record8, including
corroepondenco and related papers pertain­
ing to avard, adrdnhtration, receipt,
inapoction, and pe.yt:i.ent (othe:r th.an those 
covored 1n 1 te:io 1, 2, end 13). 

a. Procurl!ltl.ent or purchase Ol'ganiza tion 
copy, 

(1) TrMsactio.119 of $1,000 or les!I. 

SUPERSEDED 
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GENERAL RKCORDS SCHEDUJ..E ) (8-)1-55) 

RECOMMENDED 
NO. D�CRIP'l:ION OF agro!IDS ME'fflOD 01 FI UJIG 
IBM 

(a) Tr&llfl&e t.1oi:ie aago t.1a t.ed By cont.net �l 
pur1ll,l,l1t. to delegat.1om o1 Md .D1lm)llr t.here­
au1.borH.y t 1"0!I Ule .ldr.dni 11- UDder1 by plll'Chue 
1.rator of Otmaral Serwicea oJ'dar 11UJ:1ber. 
pen:dt.\.1.ng agenc1H t.o pro• 
cure i,uppliell and sen-1cee 
by negot.iat.ion rather t.h&n 
adnrt.111ing, llllC&pL llhen1 

1. I.ll I.he opinion of t.he 
eontracUng agency, the 
public engency 1dll mt. 
permit. t.he dela7 1D.c:1dent 
to adTart.illin&o 

u. The t.rauact.1on 11 !or 
penKIWl.l. or proteuional 
11erYice11. 

Ui. itle tr&D111ac: t.ion 1e to� 
e,:q HTT1ce to be 
rendered by � uninrsity,
collage, or otb1r aducat.iou­
al 1n9 t.i t.vt.iou.. 

i'I'. Thi property or ■■rTiCH 
are t.o be procul'lld and 1U1ed 
oV t.81.de Ui. liJd ta or the 
unit.ed St.&t.e11 and ih 
p0e11111111ion11. 

(b) All!'3ot.her trlln8actlona. Dy eoi,,tre.et or laaaei 
11ymbol and number 
t.hereundar1 by purchaH 
order rmmber. 

Tramiac tioPII ot more t.ha.n a, contract or lean 
u,ooo aa1 1111111 t.nan 125,ooo. i,ymbol .w .aw:iber 

t.herowidar1 by purchase 
order nw:iber. 

()) Trauact.1oD11 Cl! 125,000 or more. By cont.ract or leue 
sJlibol and mmber 
t.hereundlrJ by purchaae 
ord•r nw:mer. 

b. Obligation copy• By appropriate 1111Dber 
in ■wspe1211e ti.le !or 
po■t1n1. 

c. Ot.her cop:t.1 ot papers da■cribed 111 

(1) Papen dupliut.ed 1D ite111 ua. l■ appropriate. 

(2) Paper■ not. duplicated 111 item l11 appropriat.e. 
ha. 

FUea o! Tolvz:ie and workload report. o.a 
pl"Ocurellllnt. and 11upp1Y operatioDll and 
proeeduru (other \tll!D tboiie inColJ)orated
1n can tile■ or oIJuir t ilH ot a general
na tun) 1 uclWd"' ol Departzmnt oL 

AUTHORIZED DISPOSinON 

DispoH 6 Jll&l'I ati.r 
fillal pa:,mnt.. 

Diapoa6 � year• alt.er 
Un.al payment. 

D1spo1111 7 19■1"9 alter !inal 
pa)'t'IBnt.. (Place iD 1Bac­
t.in file on t111al paymo.t.1
t.ranal'er to Federal Jtei:orda 
Cent.er J year■ t.hereatter.!'3) 

DispoH ll :,eara art.er rwl 
pa,-nt. (Place 1a 1.Dac­
t.1n file OD fiQ&J. paymeDt.l
t.ranaler to Federal R.corda 
Cen\.ar J :,.an t.hereatter. ) 

Diai,o■- wen fimia an 
obli&at.ed. 

Dilpoae 1 yaar atter com­
plet.ion of tranaact.1011. 

Dispoae 1D accordance viUi 
prov1a1oD for it.em I&&. 

-)-

SUPERSEDED 

https://obli&at.ed
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GENERAL RECORDS SCHEDULE J 

RECOl'IMENDED 
NO. DESCRJPT.ION OF RECORDS METHOD OF F'ILING AUTHORIZED DISPOSITION 

Def11nae report.a retl11cting procurCl!lllnt 
under HH:pUom authorized by Section 
t01(a) of th• Faderal Properly and 
.Ad!dniatratln Sen-1cH Act of 1949 
(40 u.s.c. 481). 

a. Cople• recaiTed tro11 other unit.1 tor 
int.ernal purpona or tor t.ransai■11oa. 

BJ niport and ohz,inol.og­
ical..ly Uiereuader. 

Dispoae 2 ;,-ar11 alt.er datA 
at r■port.. 

b. Copiee in ot.her report.!Dg unit.a, and 
related 110rlt papen. 

By report.. and chNmOlog­
ical.lr thereunder, 

Di llJ)OH l ;,-ar &t te r da ta 
or Npon.. 

6. Bid f1le11. 

•• S\1Cc:e11alul bidJI, One copy of 1ach bid 
v11.b procur11111111nt file 
(1 t.a1111 4). 

Diapo■- in accordance v:I.U. 
pl'OTiaion !or it.hi 4. 

b. Urui"wCOllau'ul. bida. One copy of each bid 
v:l.. t.h pl"OCUNJnant. f1le 
(il- 4). 

DillJ)OH ill accordance ,n UJ 
prov111on !or 1 te11 4. 

c. Lb� or card• or accept.able bidden, Alpha.betlcall;y by 11t.ock Di11po11e wilan nn l111t. or 
it.e.ci or by nu. o! bidder. ca.ni ill .-de. 

7. Ract>rdll relat.in& t.o requJ.aiUom, on the 
Public Print.er, and all 1upport.1.11g paper■, 

a. Printl.llg procUN1:1ent unit. copy ot 
requ1e1 t.1ozi, iaw"oice, apeci!icat.iona 
and l"9 la t.ed pape rs• 

By requa1 Uon nu:::iber. OillJ)Oae 4 yean, aft.er ca::i� 
plet.10.D or ca.neellat.ion ot 
requisi t.ion.. 

Aceount.1.ng cow ot "qu.uit.100, Attach to related Di.11poae 4 yeara alt.er period
Gonl"EI.Mat. Pr.1.nt.1.ng Qttiee i.nTOlce, Y01.1Char11. covered by rala't.ed account.. 
1.ranatar ot tunda youc:her, and 
ncaiving report. 

8. Reqllill1Uo11111 tor non-peraon&l sen"ic-■, 
IIUcl'l I.I duplicat.1.llg, laundzy. bi.ndiAg, 
am ot.her eenicH (exc:llJdi.Dg ncord8 
u11c>ciated vith accountabla otticen 1 
account.■ (Schedule 6)). 

9, l!aq!1bit.1ona !or auppliH arid equipmnt. 
t ro- cUJTan t. 1m"en t.ory. 

•• S\oclaoo■ COPJ'o 

b. Al.l other copie1. 

10. lnY�ntory 1'1111111. 

•• Innnt.ory 11.ata. 

b. I1rnnt.ory cuda. 

81' Nquia1t.1on nwllbero 

Nuiiierioally by regu1-
ait.1on nuz:iber. 

Humric� by requ1-
11it.i.on number. 

Nwaerical.ly by atock 
number ar alphabet,ieal-
1:r by it.em, aa appropri­
ate. 

Nlllllllric:al..I;, by lltOCk 
llWllbar or alphabeUcal-
17 by item, 

D1DpoM a!ter l year. 

Diapoee 2 yeal'II after c:oa­
plet.1on or cancellation ot 
requ.iait.10.a. 

Dispoae atter 6 aonthe. 

Dispoae 2 years tro111 date 
o! ll•� 

Diapose 2 ,-ara &!ter diJl­
cont.inuanee at ite■ or 2 

aa appropri• yea1'11 alt.r 11t.ock balanca 
ill t.rlln!lf•rred to nn cU'd 
or recorded IUlder • � 
cluailicaU.001 or 2 :re,an 
attar •qu4aent. 1a nac,yed
lroa a,eac;y control. 

SUPERSEDED 

https://Nwaerical.ly
https://11it.i.on
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ITEM RECO�NDED 
DESCRIPTION OF RECORDS ME'n!OD OF l"ILIKG AU'lllORIZKD filSPOSITION!!2..:.... 
c. Report at alU"Vey !111111 am other ConfoI"III to age.01:7 DupoH 2 year11 af'ter date 

paperB wed as nidence !or adJuat.- pract.ice. of nuney a.ct.ion or da t.e o! 
Jr.&it of irr,entory recorcf9, not other- posting M&diUJ1. 
vise covered 1n the General Recorde 
Schedulea. 

u. telephone at.atement.u and t.oll 11lipe. At.tachod to "lated DillpoH 4 ,..,ian a!te r period
TOUCbel"II, co,rertd by l"lllaLed accow:r,t. 

12. Files of repo.1'1,5 01:i 11upply .r-equirementa 
and proe urei:ien t. iu. t. t.e rs eulmd.tt.ed ror 
11upp1y managen11mt purposn (at.her t.han 
t.hoee incorporated 1.n eaae !UH or other 
file,11 of a gene ra.1 na tunt), exclue in of 
De�.rtl?lent. or De£en111e Mporta ral'lec 14.ng 
procure1umt. u..cder eUJq>t.j.OQ.111 authorised 
under secUon 20l{a) o! tbe Federal 
Property and Acbid.ni•tratiTe Serricee Act 
of l949 (lze u.s.c. 461). 

•• Copie11 rece1nd !rem other uni't.11 for By report and ch1"000log- DispcH after 2 yt1a.r••
1:oternal. purpoH11 or for tran■nd.Hion 1cally thereunder, 
to st.a.f'f agencies. 

b. Copiee 1n at.her Nport.1.ng um.ta, and By report arul chro110log­
related WO r1' pape rll. ically the reuDder. 

13. Cont,ract.or111 paynille (con111truc:U01:i By c:on\.r1.ct.1 t.hereu.Dder D111-poH ) years after da\A 
cont.rac t.e) eul:ai t.t.ed 1n accordance vi t.h chronologic&ll.y. or cor.plet.1on of contract 
Labor Depart,i:,ent 1"8gulat.1ona, wit.l'I re­ unle111 contract pertol"l!Wlc•
lated cert1f1cat1om, a.at.i-idckback &!­ is subject of enfon:e1118nl. 
fida.vi t11, and other rel& ted pape r11. act.ion on 11uch da t.e. 

lh. Tu exei:ption certificates, and Conforri t.o agency Dieponi, 4 years after period 
rehted pa.pen. prac t.1ce, covered by related accOW1t. 

�• 'nl�ee procuremat. files, nonu.J.l,y ulected by the agency as of continuing 'l'a.lue, cOI1111llt. of 
procurement papera and related records vhich m.7 or may -not. han bean physically located in t.ha ag,incy
principal pl'Ocurenent. Ula, The n,conl.11 are retained not becauee of the 1.rdirtd\l&l tl'aruiaction they
rep1"811eat, but. becawie la) they repl"911eat. oev departureo 1n adm.nist.ratl'l'II arrange111ent.e not docWlllnt.ed 
e1Belolher1 1ri. t.he agency, (b) they are an intAgral pa.1"1. of a file which 111&y ill1,1.11t.rat.a t.he inceptio.11 a.ad 
acC011:pl111hmf,nta of 1. major procurei::ent progrm, or (c) they repreHnt. procure1:111nt procec:IW"811 radically
di!fel"llnt. f1Xit1 \hose aomaJ.17 follo'lrlld aa:I Uieratore are dH•"1:oi or aeparat.e c:oD.9iderat.ioa. Nol"ll&ilJ' 
they v1ll bli found ill oDl.', a .rev agenciH, such u the De!e1111a d1partaento t..lld A.tmic Enargy Coan1111ion, 
llhich han i:inueual proeunmnt probhu. 

1 �1:1 2, Ih-se recorda are of eDduring legal, a.dll1n111 �1UH, and hiat.orical. ·u.lue Bi.nee they cann1tuie 
1lii""D&1ic e-..1dance of acquia1UoD of real property by the 0<:rrel"Dllmt., 1.ncludicg etatatiantlll o! }Igel
bolllldarie11 � rHtr1ct.1on11 that aa;r � tor g•n•ration11, Other ..,.i,dence o! th• 11&m1 fact.a 1a l11gal.ly
HcoQdtlry t.C) the 11tat.nimt.e 1:o \he tit.le papen, 

It.e111J, Thfise are routine adininiatrat.iTe filH not part of oth■r cue !Ua11, and tha1 do not include 
�11 of rtgenciH or part.a of a.geru:ies ifmll'l'ld with thB dPelOp11K1nt. or t.op procuni:i.nt. policy. Ra1'ler. 
t.hH• filH are held by tJie unit.a nt■ponaible for the daJ-t.o-day d1tallad procUNmnt t.ranaact.10111. 'l'h1y 
are held lol\g enough to ut.111!1 a.dm.niet.ratiH and 1"8!entnce need■, 

Item 4, Ag�ncy procurez:ent file• (other thllll tho11e described in ite= 1, 2, and 13) he.Te the following
conceivable Taluea: 

a. Le.,tal and fiscal value: The principal valuee of procureme.0t f1le11 are tho11e pertaining to t.he 
right.a of tli:a OoTeITll:l.ent a.a a contn.ctor a.nd ae clo.iman.t or claJ.mse and t.hoee invohing audit or inY11et.i• 
eation by the General Accounting Office, t.he Congre1111, or others of transactiOllll and pap:!6nte. The Gener-
11.l Account1r,g Office, which receive:s 1110:it. cl.aiM 1.nYolving procurer.ient., ha11 noted "'1•t c:la.u:.s quite con­
ll111tently ilwolve t.ra.nBact.iona of i2S,OOO or mol"e, ?he longest applicable 11tatv.t:.e o.f llJd.tar.iona on 
claw brou1;;nt. before the Coicptroller Oilnoral u 10 yea.rs (54 si..t.. lo6l)!i cerWn tne11 of claw are 
goTemad by a 111.X-year 11tatute. The 11t.anda.rd llhich has been denloped for the diapoillr.ion o.f procur11m1nt
files th■retore requi1'811 that contro.cta relating t.o trZllU'lacUona of i25,000 or 1110r11 awiL be reuuned ur,Ul
eleven ytt&MJ a.fter final payment, F1le11 relating to t.rannact.1on11 betlt8en 11,COO and •2$,00Cl and belov 

SUPERSEDED 

https://procureme.0t
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GENERAL RECORDS SO{KI}IJLE ) (8-31-55) 
il,000 are retained until 11even and !ou.r :v-ars, respecLively, after fin.al. payr.,snt. Audit. nei,dt1 or t.he 
General Account.ins Office are satisfied Wider oorual. c=dltJ.onil aft.er three ,ear■, ■ince accowita muat. 
be aet.t.led v1t.hin Uiree years !roci dat.a of awmi.:!sion. 

Procunlllent pract.icea o! Federal agenciee are ganmed to a certain u:tent by Title III or t.he 
Federal fz,;iperty and AdJid.niJltraUn ServicH Act of 191'9, aa &1118ncied (U U.S.C. i.>Sl-26o), hereina!ter 
r•fen-ed to aa the AcL. u a natt.er or pclicy for uie Fed.oral Govern.-:iont. ae • whole, purchasee IUld 
contract.a for supplies and .servicH ar11 l&rgely to be aade by advertising. kcord.ing to the A.ct agenclH 
aay procure by Dllgotia t.ion inlltead of -.c!Tert.191.ng pLU"suant to delogationa o! authority by t.he Adm.nist.ra­
t.or ot General Services. It.am 4a(l)(a) pert&i.ns only t.o procuz-,ment. t.ran11act.iona 1n lolh.ich the agency
pJ"OCures by negot.1ation, rat.har than adve,-U.,1.ng, puraUADt. to a delegat.ion o! aut.borit.y by t.he Adlld.nist.ra­
t.or. Other lava, not.ably l.iJ. u.s.c. 5, pel'llit. agsn.ciss to nogot.iate contract.a under cert.ain c1rcU1Ut.ance• 
a.rd in auch caaea the ra8l1l.t.1.ng fUu are covered by 4a(l)(b), 4a(2), 8Ad 4a(3). 

Delegated authority t.o negotiate, nor"ll!lllly requosted by t.he agency, 1a uaual.ly koyad to a apecific
eubaection or Sect.ion 302(c) o! the Act.. Section 302(c) liats lL types ot circumst.acces whicll pennit
Mgot.iat.ion vit.hout advert.ising. Section .307(c) of t.he Act. roqu.ire:s t.hat the vritten findinga upon llhich 
agency- deciaioru, to Mgotiat.e pursuant Lo delegat.!ld authority an, based, u ¥911 ea t.he decialona t.he:i­
■alvea, be kept. !or a 11i.x-19ar period in the casu or Lt o! the 14 types of circumstances liated 1n SecUon 
302(c). Section J07(d) requ1rea tha nll&Qt.1.lllt.ion data be leapt tor au years rollowing f1nal payment. in 
th• cue � 9 � the 14 t.fP9S o! circur.i:,t.&nces pen:rl.t.ting nogotiat.ion. To sil::pl.1.fy agency retention and 
diap:,11it.lon, item 4a(l)(a} provid1111 that the flln on IIZ1-' transact.ion, including the agency det.enunat!ona 
and deciaiona t.o negotiate, vhlch an affected in whola or in part. by sectiona 302(c) (except. )02(c)(2), 
(3), (4), (5 ), or (6)) or 307(d) of t.he A.ct., be re Wned 11!.X years a.ft.er f i.nal payr.ient.. 

The six-year requireMn t. of 4a( 1 )(a) at rec t.s all proc unment. file:, or Uie t.ype de:,c ribed in W\18 
1 t.e11.o Ho,..v,n·{ eincle fUaa of �ransact.iona of ovar ll,l,000 are ret.ainad 1n excaa11 of siI years \lnder 11:.etu 
4a(2) a.rd 4a(JJ, the raquire:ll8nt of the Act is e.xpniul.J included only 1n the it.e:a coven.ng t.ranaact.10118 
or fl,000 or laes. Al.l f1le11 do�nt.ing 11uch transactJ.on11 not a.t'Cected by t.he 11.Jt-ptal" period ■NI 
d.iaposable foUJ" yeara a.ft.er U.nal. payi:ient. 1:1 accordance vi t.h the appraisal fa.et.ors discu.s::ied a.bOTe. 
Although 111011t. agenciea aro perndtt.ed t.o nagot.iate purcha110, without. e.ny delegation o! authority (1.e., 
under U u.s.i:::. S) llhen the 1LD01.1D.t involved does not. exceed JSOO, and under certain other circUllSt.ances, 
1t. 11hould be noted that. the rat.ant.ion provision of L.a(l)(a) 111 applicable t.o all t.ran11acrJ.oru, of U,000 or 
le1111 negotiat.ed undor a dslagat.ion ol auUiority \IDder Soct.1on Joi(,;) of tho Aot.. AW' 

bo H11t.oric.al. value1 Modem agency procurentent. f1la11 as a clan are not. of perman9nt hiatorlcal or 
an:hlval value since t.he1 repreeent essentially routine transact.ions and merely bind the U4Ual buyar­
seller relat.ionshipe. These agency f'l.11111 are very vollminoua and neceaoarily 1:10st. o! t.he transact1ona 
1.molTed llJ"8 of J:l0 hiatorical 1.Jlportance. li:ipol'taot policies and procedures an ut.abli.shed by t.he 
Comptroller Gen11r&l, t.he Adml..nist.rator of Clfflleral. Services, and agency at..af'f groups, and eonpliance vit.h 
t.hese procedunitl and policies is checked by t.he Oe11Gral Accounting Office so t.ha t. il'regularit.11111 o! 
aipif'ica.c.ce are docUJllflnted in that agency. 

Co Agencl:t'
d!rlni11trative value!: Nomally procurer:16nt. files are of little re!el"'llnce 1nt.ereet t.o t.he 

agency aft.Gr I &lpayruent has been !llade. Such needs, however, are adequately provided for by t.he rat.en­
t.lon period. 

It.ai:1 5. These an vorkl.oad a.rd activity report.,, vit.h n1lat.ed 11ubsidu.ry Mlport.e, niade to at.arr agencies
� organisational super lore and are �ltd for coM1.Jl1.dat.ed agency reports or for vork cea5ureMnt and 
ot.her aa.na�nt purpoaes, These copies have no adlld.nl:,t.ra.tivo value after the lapse o! the period
apecii'ied. 

It.em 6. The unauecessful bids are rat.ainod for a period su!!icieat. t.o serve needs of t.lia contracting
ageri'cy and ot.har interest.ad Federal unit11, 

It.om 7. "nlese are caee filea on printing and bind� Jobs perfo�d by the Oonrment Printing Office. 
Tlieriles, c011pri11.uig originating papers, agreei::ients, and all Nla t.ad correspondence are nomally nai.n­
t.ai.n.ed 1n u:ie se"lce orgaru.r.at.ion involved in the print.i.ng and pu.bllc.ation runeUon. The period
specified. la su.!r1c1GDt. t.o a&fegua.rd agency adcdniatrar.iiru 11aed11 a.rill� fro.a fiacal adJustaxDta Iii ui 
t.he OoNITJll'lfflt Printing O!ficc, or fro::i. audit of the l"llllat.ed accounts. 

I t,em 8. The:ni are requislr.ians for ro1.1t.ine agency eervicae. Thay are of minor value a.ft.er t.ha eervica11 
liiivi""6e en pa rf oJ"llad. 

Item 9. 'l'heae are routino intemal requisition., originatad by- operating units and filled from agency or 
Federal SUpply Se"ka invent.oriea. Thay do not. directly Nault in procurement action. The period pro­
rtded is 11u.!fic1ent for local adm1Jlist.rat.1ve needs and ror poat.ing to stock record.a. 

It.em 10. I.r:r,ent.or-y records, ciaintaiued t.o pl"ovide replaniahr.ient, 11tock control, and property ma.1.nt.euance 
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dat.a, are nol"ilally of ad.J,unistrativa value as lo.ng as the individual 1nvento1"1 ital'JS iIIYobeid are in 
,nock or iD c:11rnmt. wie. The•perioda' provided are suff1cient. t.o allov for ada1.ni11t.rat.in and managlllll!nt. 
usu, includ:l.ng t.hol!le involving t.he pn)perty accou.oting audit respona1biliUea of the General Accountizlg 
O!!icu, and I.ha reconciliation vith co11t and cont.rol accounts. Pape!'3r11 priJlar� created to 11erve &a 
po11ting llllldi, to inventory records, 11Uch u reportH of surrey re:1ulting in  th• vriting off or abandonmnt 
of property 4t.her than by sale or salvage, are held for a bris1' period a.ft.er poa ting. 

Itel!! ll. Toll 111ips are in effect invoices aut.horid.ng p•�t. Yi• public Touchers for long diat&nce 
telephon11 calls, and an u:,ually filed with the relat.ed •ouchera. Dieposal la bHed on the three-year 
statutory pOZ-iod for tha Httlolll8nt of disbureing account.:!, plu:, one year for agency adlld.n1strat.1n need11. 

It.am 14'. Thf!se are report.a n,quind axternal.ly by the General Servicu Administ.ration (Faderal Sllpply
Se"lce) and int.llmally by I.ho agency to shov agency need11 and procure"8nt. tor Federal Supply r.ianagement. 
purpoaes. The period of time irpeci!ied is su!ficient. to eatWy internal agency need:, ror the in!Ol"lllll.t.ion 
contai.ned 1n the116 ntpol"t.!lo 

It.em lJ. Thfl Departmnt of Labor requinis (29 CFR 5.S(a)(J)) t.hat on each co1U1t.ruction contract t.he con­
t.racf.or each week i,abmit. certif'ied copies of all pa::,roll11 t.o t.he contrllcting officer, t.ogeU!er vlth an 
affidavit t.h11.t. the payrol111 are corJ"IICt and that the rat.es paid are the same u I.hose pz,i11cribed by the 
Secrotary of Labor ( t.hese are not. the copiss U3ed by the General Accounting Office in auditing cost-plus 
cont.ract,i,). The contracwr 111 required t.o rreaarve his pay-rolle for three yu11r11 aft.er Ute work 111 com-­
plet..d and tc, .uke tJ"m av•ilable for sz.u.inaHon. Ths Federal agoneie.1 tc "20111 th• payn>l.1.9 ars 1H1bmt­
t.ed an, aleo required (29 CFR 5,6(d)) t.o pr,,serTe the p.i::,rolla tor l.hl"l:le yeara. Wit.b relatinly 11mau 
contract., t.hlJ pa:,TOllll 1Jl vo1Ul:l9, const.itllt.a at. least halt of each, cont.r9Ct. !UeJ 1Jl larger cont.racte, 
'the vollWil le, proport.ioc.at.el.J' great.er. The pri,:iary purpo1111 o! pn1servat.10.n of payrolls b for an!orce­
mnt, Gener,1i:, a!t.e r t.ha thre1-y9ar period haa passed I.ha payroll• Wl)u],d be of litt.la valUll 1f no 
entorcemnt ,ct.ion had tann place during 11uoh period. In cases .tie re contract.ore' payrolla and rula t.ed 
papar11 are bfting ws.d in an en.f'ol"CeaoQt. ca.111 or 11bani l"lll:ladial action i■ pending at. t.he and o! tJia t.hrae­
,-r period t.hey should be retained. 

It.em 14. rh«ue f'U.1111 pel"t.Ain t.o t.he Oove�ent•a uempt1on from the pal')IISnt of certain locally levud 
tu:e1 on gooct1 and senic•■• 'lh• Federal purchuer paya the1a local tuee at.!'3� t.inle a purchaaa 1■ �•, 
at the 11111:u1 Um h&viAg t.he Hller can.1fy as t.o the aaount. aiid ld..Dd at tu p.id. Thi■ Lax exlllli.pt.ion
certilicate, axecut.ad by the purchaeoT, 1a t.hen 1111.d by t.htl 1genC7 pr!Jbuily to bill t.he St.atAI or local 
body involH<i tor "'!U!ld at the tUH paid. It the agency 111 unable to collect. t.ba bill, 11. is nol"lllll.l.l;y
!oz-warded t.o the Oe1111ral Accounting Office for action. When collect.ion is made, tbe mun:1.ed tue1 are 
cOTei-ed into agency accounte, 11101110randum copies of which aN pni'lided for in it.u 1, Oeneral. Record.a 
Schedule 6, The �rt.1ficate1 are ret.&il'lld as long as t.he agency account.a ldlich the::, eupport.. 

-7-
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Property Disposal Records 

'ftleee recorda pert.aia. to t.he 11ale11 by agencie11 of real and pel"llonal p�perty IUJ])lus to t.he needa 
of the Oavarmneot. The act ereat.ing th• General Sen-ion Adr:dnietration t.ran.s!'erred the at.a.tr fLUlctiona 
or the fomer War Anet.II Ad!rlniJltration relating to pniperty diaposit.ion to t.he new &gency. Thi1 
schedule 11 not applicable to transaction or policy files created by the General SeMice11 Adni.nistrat.1.on 
end predeceuor agencie1, to records in the Interior Depertr.ent. relating t.o the public dOllllli.ll, and to 
record11 nla t.ing to ova neq property unier St.ate Depart.nent cont.rel. S\1ll'lu.s propert1 tran11ac t.ion fi.l.ei1.
dated prior to the eat.abll&hl:iea.t or the fomer Procurement Division in 193)!an, aleo not covered. Such 
fUes an not neceuarU,. of continuing v&l.ue but. t.huy must be av&l.uated aeparately fror.i later 111inilar 
records because prior to 11.l!lsign:ient of progrlllll respcmllibility to the ProcureJneDt Divillion the filu are 
1ncm:pleta and of varying cature. 

In no avea.t ciay d.il!lpol!lal be Jllade of reco.ro.s pertaining to account.a, claim:, or del:lllnda involving the 
Oovarnment. of t.he Unit.ad St.ates which have not been settled or adj1U1ted by t.he Oeneral Account.ing Office 
without vri tten e.pproval of the Comptroller Oeneral, a.e required by Section 9 o! tha Record& Disposal
Act of JUly 7, 194), R11 a:iended (Jili U.S.C. )7u). 

In discharging ita 1"'8sponsibilitie11, t.ha Oenenu Serncea Administration haa i1111ued Title 1, Personal 
Property Hanagement, Regulations or the Oeneral Services Administration, �ch sets up procedures for 
11crelllling, redistr1but1on, and as.le of personal proparty 1.n the Federal Govem::ient.. Tbree forms are pre­
scribed for use by a.ny agency aelli.ng ourplus peruoNll property under tlle regulat.ion11. 

a. St.aDd.ard Fol'!II. Uh (Sale of OoHmma.t Property, I.m-it.ation, Bid, and Accepunce).  Related 
papen t.hat are maintained by tha agenciH, uaual.11 1n cue :faahion, con8111t of oorrespondenca, bide and 
other not.ic,e of aale, la.voices, &nd aala■ 8lip11. 

b. 51.41ndanl Fo!'lM 120 {Report. of Exce1111 Periiona.l Property) and 121 (Quarterly &port. ol 
Utiliution and Diepoaal o! E:ltcea11 and Surplua Personal Property). Port1 120 reports peraonal property 
which 111 exc.1111 to the agency reporting to the r9gionaJ. General ServicH Adainiat.rat.ion otficeu, which 
initiate 11creening action. Thi quarterly report11 are 11ubnitted to the Peraonal. P�perty Utilization 
Div1Bio1:1 of t.h11 Fedarlll Supply Service, OenereJ. Sa"ices Admini11trat.10n, "llhich con11O1idate1 the data, 

Procadures relating t.o real property are governed by Tit.le 2, Real Property Manag-nt, Regulation.a
of t.he General Servlce11 Ad::d.nutro.tion. 

REOOHH:JIDED 
DESCRIPTION OF R&CO.IID5 METHOD OP FlUNG AlmlORIZED DISPOSil'ION 

REOORDS OF CONT1Nl1ING VALUE1 

Ca1111 file11 on sales of eurplwi personal 
property (u described 1n itsm 6 below)
1..nvolviog tr11n11act.1one of $2S,0'.l0 or 
11>�, and documenting the 1nit.1at.ion 
Md dev11lop.11111nt af transactioa.11 that 
din1a!A fro111 nt.abli111h11d pracedentll v:I.Ui 
rHpect to general ag1 ncy di.epoeal or to 
r:iaJor d.ispo1al progreae. 

'l'ransaction files in Dhpo1.1al not. authori:i:ed by
alphabetical order by t.h.111 schedule • 
.nai=o o1' purchaser. 

2. Can f1le1!1 on diapoHl of 1urplue real 
and related pet'l!lonal property. 

J. R11port.1 of 1xceu nial property. 

RECORDS OF TEMPORARY VALUE, 

4. Con-eepondenca file, IU.intained by
operating unit11 re11poria1ble for property
d1spol!lal, pertaining to t.hllir operat.1=
ard adzd.nilllt.ratlon, IJOt. othervise 
provided for, 

5. Reporta of 11xce1111 perl!lonAl property. 

Alphabetically oy 
location or by control 
a.Imber, u appropriate. 

Conf'onn to agency
practice. 

Conforn to agency
practice. 

Chronologically by 
reportilli untt.. 

D111p011al not aut.hor1zed by
th11!1 eclledule. (Tnlnl!l!er to 
Federal Record11 Center 3 
yeara after eloae of file.) 

Diapoeal. not authot"ized by
W11 ·11chodule. 

Di apose aft.er 2 y,,ar11. 

Diepoaa alter 3 yea"'• 
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6. Cua files on 11&111111 o! 11urplUB person&l. 
propeM.y, c01:lpri111J:ig iaV1 t.at.1on110 l:idi,1 
accep�cea, ll1t1 ot Qater1&ls, erldence 
ot aalea, and related correapondanca 
{ot.her than t.hoae covered 1n iw.111111 l and 
2), 

•• Transaeuon11 or 11,000 or leaa, Tr■naaet.ion f1lea 111 DiapoH Ii :,.arl aher r1.n&1 
alphabetical order b)' p1.1111nt.. 
JIUIIII ot purchaser. 

b. Tnnuct.iona of mon Ulan 11,000 Traa1act1CJD !Un 111 I>1epoH 7 :,■an &tter final 
�t.. (Pl&ce 1n in&c\.1" 

ncie of pun:haaar. rue oD t1n&1 pqnnt. and 
tranl!u t.o Ffflral Becord1 
C.Ot.er .3 ,-r• th•rwatter.) 

c. TrazuiacUo� ot '250000 or oYer, Tr.-naact.1011 tilea i.D DiapoH 11 JHn &t�J" fa&],
&J.ph1.bet.1cu. order by­ .,.,aent, (Pl&ce in ioact.1" 
nue ol pl.ll'chaae:r. file OD tioal pa,-nt. &lid 

t.raall!er t.o Padenl a.corda 
Cent.er 3 ,-an t.be"arwr, )  

1, Racord11 nec11eary or conveni1Dt for U11 Cont ona to agency Tr1.111fer t.o •• cu11tMllaa 
1189 0L 1'11&1 propen.:, IIOld, donated, or praot.111•, � C°"'IUet.ioQ � ■aJ.•,
t.raded to aan-fedaral o-rai'd.p •inc, t.rade, or donat.1on procNd-
11JCU.9t 21, ljJ5, 1Dcludulg, 11 pert.in-.t 1Dc11, or acc-i,�ce cl 
u detandnad by thll Nleaei.Q& ac•ncy, plll'C:b&H acmay mrt.s:ace-
aite JIIIIPB and surveye, plot plane, 
archit.ect.' .!I 111r.etch1111, -,rid.Pg dia&r1.11a, 
pral.itl1nary dra'll1ilgll, blwiprint.8, Mater 
traciqa, ut.1.ll t.y outlet pl.am,, aq\li�t. 
locatJ.oa pla.na, apec11'1caUona, comit.ruc­
t.1on progre11.!I photographa, 1nspact.1on 
nport.a, building aDd equ.1J:D8nt u.na11emDt 
and 111&1lat.anance record•, illoV11.C1ce ll II ta 
ao •11 aa clu\lllcat.e copi.H ot t.1 t.la papen, 
prortded1 (a) that. tJII Ncorda can ba 
Hgngated w1Ulout ham to other documant.11 
of mid111"111g Talwt, (b) that no re■ponoi­
billt.1 att.ache11 t.o tb9 Ooverm:ient. becau.ee 
of dil&iNeMDt bet.11Hn the tnna!erred 
doc�t.11 aad tile ph:,aical condition o! 
t.ha property at. the time ot conveyance,
&ad (c) that. if the pro�rty ill relJlued 
tor biirt.orioal UH or purpose Ute ueer 
agree t.o "t.aiJI the!l aad retum th811 t.o 
the Federal Ocwenmaot. i..:md1at.a17 � 
the d11c�t.1nuanca or u.1 gae ror 
hietorical purpoau. 

alphabetical order bf 

lMII l. The• ruaa, ooraal..17 Ml.acted by the ag■nc:J' for penanaut. re14DUon, are N&ainad bee&Wta \bar 
doc11Mnt. t.nmacUons 1moll"1Dg naw depart.urea in t.he admm.et.raUon or •W"Pl11.1 penonal propany diJrpoaal 
and •• nob -.,. be or coot.i.1nd.q valu.. 'l'hoee not 111rrant1.Dg coo.tJ.nw,d preHnat.1.oG au.at. be appraiaed ou:!'3
\.heir OVA -r1 t.11. 

l taa 2.  .llaoat. all coi:it.racta for t.h• Hl.e bJ' tM Oow-erraent ol 11urpl1111 nal propert7 iaclllda ncaptm. 
olaui,H1 NNrT&t.1.ono OD tiaaiona.ble aateri&J..s, reae"at.iona on vawr rlcftt.•, am at.her n1trict.1ona, 
ThH• nae"auona aN not lllll1.t.ed 1n t.1.J:lo &rid t.hantor. \ho Al.ea til.11 lllllt. be Imp\ 1Dd.1t1.D:il.•�• Older 
HlH !ilH and cw-rent. onae not 1ncludinc •uch reaernt1ona u.,- be d11p0Hble but 11Dce t.ti.,- Npraaent. 
aal.11 tald.ng place under wu,taodardiHd pollciH aDd proced.une t.hey imat be appraiNd on their owa mr1t.1. 
!be rel&\ed. penanal propert.1 daa:ri.bed la. t.b.ia it.all 11 pro�rt.1 eol.d ld.UI the real •ata"'9 or Id.th e1.zd.l.ar 
re••"•Uou. 

h•�!'3 Report.• ot •.Ile•-■ real property coi:it.ain Jla8W1cationl for deolar1ng t.he propert.y ucu■ and 
CGD l;. data GD t.he mtho::ID by 11hich the propert7 11a,11 acquired, ConUAlllJII lagu. need■ tor thi• 
1.sd'onatJ.oo pnclUli■ 1chedul..1D,g their dispoaal on. • Ooft�t.-vide ban■, 
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Dndar Publio La11 72, 80t.h Cong.,  1st ueH. (61 stat. 101),  the 0111:1.et"al. Aaoounting arnae IIWlt oom­
plete the aadit of' accQ1ll'lt8 IJ'itbln ) reara trom the date ot the ■uhm.nion � the acootmt, Th• dispoaal 
pericd provided tor all roturns files other thlLn those o OTer.i 1D 1 tea la. luo ludas the three-1ear period.,
plua an additiO?IILl 1ear for e.dm..n111tratlve purpose11. Necessary ret'erencea af'teJ' the f0fn'-7ear period can 
be made to the arii'lnal■ ot' the paper:, held by the Oe:aca.l .loaoant.1ng Ot't'iae i..n its C7olD sp.oe, or 1D ap­
propriate qeney ar Federal R1oorda Center space. 

ID the DOl'llllll course o! C11rrent operation11, Pcurity copies or vauoher liatings prepared or paid by 
the Treasury dlabur-aing otfioea norm,1117 oonalat ot me:norandum copies o! ll11ta ot TaJ"i011.1 typea or 
pericdio p11,,-:mant11 made under cartain Federal program.!, and att&cbed p11.pera. Thel!le copiH are tranaterred 
to appropriate Federal Reoorda Centerl!I by di.!!bursing ott'icea as soon as cbacka I.N illsuad. Sino• only 
carrent data need be available, these docum.11.h a.re dlapoaable at the Center■ vben the seoOJJd ■ub11equ11Dt
d�J1.t tor eaeh type of dh'btirammDt. 1a rec:iei't'ed, Under thia prooecrare, the aurrent uad 1iii=ediat.el.T 
precediaf 1)111118nt llatiag11 vill be oantizl.oaaly an.liable. The diaponl prr,vido11 far it.ca la doea not 
apply to origiMl liatili.ga, vbicb are ciaint.al.ned far a minim.mi � tvelYe 7ear11 1.n the oaae of slml11t.anJ.11ed 
plT1"oll1,  r1.tty-aix yeara 1n the cue or eampreban11b11 Jl!lT1"oll11, and eight 19fll'll 1n t.he 0&1111 of all otber 
typts ot llst�s. 

Ellaeptf.on and cert11'loete files are achlM!.uled far diBpOlla.l alter periods based OJI clearance or tbl 
u:cepticm u vell as t.he total aoeount.a, 

Schedules of cerl.Uicatea of sett.leunt ar cl.a� IU"II Hatili.gs or cailu aettled by tbe C1e11.,-al
A.ceOW1U..ng office and an retainod far a 11.b.orter period than the oertltloat.ea tt:.amsalvea. 

I t.em S. The9e record11 1 relating to the availability, depoait and etatus of funds, co11:pri11a certi!icatea 
oT"'ae'°pooH &nd related papera, or their equivalent.a, covering collected £undo into the Tn111su17, trrui­
script�. tebule.t:.10118, an:1 niports prepared pr1llarily by the Trea:iury Depar\.J:lent 1.nfom1ng adr.dniatratlve 
agencies of Uie status of t.heir funds subject to disbureer.ient. f'ro:,i certU'1ed voucheMJ, and uaed to recon­
cile with agency accounting recoTrls; copies of appropriation warrants officially cialdne tun.de available 
to agencies by Congress; and other record& doc�nting t.ho acqui.81tion, naintenance, 1131 avallatility of 
agency funds. Conversely, thi:i ite:i doe11 not cover source records 9Upport.1.ng the agg?"ega t.es of funds or 
collect.ions reported on cerl,ifica tes of depoai t, or sw:...arie:i of dlsbul"9ernent.a, Therefore, recoTrl! such 
as incor.te tax retums, 11ocial security reports, Federal enployue retlnir.ent account91 and the like are 
not included. Those record:i sorve :,eparote end di11t.inct :ipecial prograr.i purposes and do not. nlate to 
agency funde accounting activHies, Records covered by �his it.en are held for I.he sai:ie four-year period 

lprovided for ,he ceoora.ndun copies ot accountable officers• returns, which reflect the collection.a and 
expcndit.ure:i of t.he funds. Key ledger recorns sWIIJ'".arizing accountable off'icer11 1 accounts are retained 
for substantial periodo in Uie Office cf the Treasurer of the United St&t.eo and the Bu.reau of Accounts, 
Treasury Departnmt. The ori'1;inale of t.he appropriation wan-ants (Treasury Depart,cient copies) ara not 
scheduled for disposal, 

Iter.1 6. Files wied for personnel and cl.her non-fiscal =age=nt purposes are disposable aft.er a minimum 
perioa' neco1seary for adn1.n111 t.rative a.nd reporting needs. Other f'ile11 a:re held for a sor.ewha t. longer
period, since they nay colltain subst.ant.ive fiscal daLa and r.iay be useful 1n Qenere.l Accountin& Office 
caq>rehonsive agency audit.a, 

-)-
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Ite:a ,. Th•" ruea pfftal.11 to the tN.1"81 or penonnel Wider arders hsU8d pm-Sll&Dt to law by eaqpetent 
agen07 autborit7. F.aeh paper �r--.llJ: aonOGnU1 tranl o! an 1ndh1.dual, Inaluded are papel"11 llhieb are 
narmllJ' 10ca:ml11.ted. b7' q11n0J uni.ta iDYahed in npediting and arr&nging for the t.ruel, 1ndad1.ng copies 
a! tranl m-der11, par din •ouohc11, hotel re11ervatirma, azid related paper11, aa '111111 11.11 oop1es at account.-
1.Di papers IIJUcb u vouobers vh1oh •"1 be ued tar tWld control purpoaea. Th• latter are of no value after 
they blln been poated to control ladger111 the adainist.ratlve t.ranl records ue ma1ntail:led 1111111:ral.ly aa 
10llg as � oopiea of nlated q;eney accowit.s (itu 1, General R,eQl"d.1 Schedule 6), 

Papers coYel'ld by 1 t.em 5• i nclw:l.e &1110 t.ransport.aUon niQllEISt. files. Ti-. originals of traMportAt.ion
Nque,ta are surrendered to t.he carrier by the traveler, while a retained carbon copy of uch is held u 
a check aga1ns t the orlginal11 • vhi ch are 1"'11 t.urned by the carrier w1 th h111 bill 4IJld which be come part of 
t.he agency account.a. Agancy Jllel:IOrandUl!I cop1ee ue disposable after 4 years. Trunsport.at.ion reques� wh1eh 
are spoiled_ 1n preparalion, canceled, o� voided for any reaeon, OT which are unused, as vell as ei:pty 
request. book cOTers (ret.ai.ned Ulldel' the obaolete General Regulat.ions No. lo8 or I.he Cocptroller Ge_neral) • 
are not. reeord r.aat.erial. They are disposable ai, 1100n ai, the regula t.ion:s (nov 15sued by ageneies pursuant. 
to General Regulations No. l2J of the Co.ript.rollor General), requir1.ng the lllllillt.enan.ee ot account.ability
recorde, are coniplied with. Prior to JUly l, 1955, co�rable account.ab111t.y records wre reqU.ired by 
General Regulations No. 108. The accountability l"9cord11 t.helll!lelves are disposable Wlder t.hie ite1:1 4 :,,t•Te 
after all t.h.11 entries on the records are cleared, 

Item 6. Files Z'Olat-J.ng to the acb:dn.ietration of t.he 0oYel"!1l"Jent .lossea in Shi_p,,..nt Act. llJ"O n, t.ain111d !or 
sub11tantial periods by t.he Bureau of Accounts, Treuury Depart.ffienl, which has Govem1118nt-wide responlli­
billt.y. 'nlese agency copie• are retained long enough t.o satisfy local adr.:dni9t.rat1ve and llgal needs. 
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United States -Department of the 
GEOLOGIC:\L ·SCR\"EY 

RESTO?\, VIRGI:\"L\ 22092 

JUL 2 1 1977 

Mre. Thomas Wadlow 
Director , Records Disposition Division (NCD) 
Office of Federal Records Centers 
Na tional Archives and Records Service 
Washington, D . C .  20407 

-, 

Dear Tom : 

I have this week received a copy of the ne� General Records Schedulese. 
After making a brief review of  them, my overall reaction is very favorable. 
These arc more useful than the old in that they are more readable and 
descriptive. Particularly, I am pleased with the changes where you have 
noted the necessity to prepare a SF-115 to obtain appraisal for retention 

Ior disposal. Your staff and any others iovolved should be commended for I 

their efforts in making the revisions anci getting them to us'ei'n the 
agencies , particularly in the £ace of all the agency schedules with ;_ ! 
which you hava been inundated in the last year. 

I in�e�d to use the schedules when we co:-:�in'..:!.e our effort to schedule 
Geolosical survey records for your final a_;ipraisal. I look forward to 
workiag ,,;ith you and you!: stuff as we conpl ete this project. 

Sincers;ly yours,  

Robert G .  Prescott 
Papero;.;or-k Management Officer 

- _ _ _) 
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GENERAL RECORDS SCHEDULES 

SCHEDULE NO. 

General Records Schedule 

General Records Schedule 

l 

2 

NO. OF PAGES 

9 

6 

DATE OF PAGES 

� � 13/1�-f <- '7•'All 'I0-6-57 

All 10-8-57 

, ()y.-'>-1. 
General Records Schedule ) 7 

Gener al Reoo rds Schedule L 3 /JL'-

General Records Schedule 

General Records Schedule 

General Records Schedule 

(_ Oenerel Records Schedule 

Oenerel Records Schedule 

General Records Schedule 

General Records Schedule 

(leneral Records Schedule 

General Records Schedule . 

Oeneral Records Schedule 

General Records Schedule 

Oene rd Record a Schedule 

(}en e ral Records Schedule 

()eneral Reco"rds Schedule 

Oenerel Records Schedule 

5 ) 

6 4 

7 2 

8 2 

9 3 

10 1 

11 2 

12 3 

13 2 

14 2 

15 2 

16 3 

17 7 

18 7 

19 6 

3 

First page 7-10-53 
Secondo" 9-10-56 

IIThird 7-10-53 

First page 9-10-56 
Second 11-2L-5B11 

IIThird 11-2L-58 
Fourth '' 11-24-58 

First page 9-10-56 
Second 11 7-10-5) 

First page 9-10-5'6 
Second 11 7-10-53 "ii 

. 'I-, -l, i...All 8-10-6o �� 

9 ... 10-,6 

All 7-10-53 

All 7--10-53 

All 7-10-53 

All 10-L-54 

All 8-27-53 

All 8-27-53 

All 10-L-54 

All 8-10-60 

All B-10-60 
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GENE"RAL RECORDS SCHEDULES 

SCHEDULE NO. OF PAGES DATE OF PAGES 
./4,,._,..,,,-,..,,,e, n.;,�1, 7A 11 1.0-6-S7General Records Schedule 1 9 

General Records .Schedule 

General Records Schedule 

General Records Schedule 

General Records Schedule 

General Records Schedule 

General Records S chedlJJ.e 

General Records Schedule 

, General Reoorde Schedule1 · . . 
General Records Schedule 

General Records Schedule 

General Records Schedule 

General Records Schedule 

General Records Schedule 

General Records Schedule 

General Records Schedule 

General Records Schedule 

General Records Schedule 

General Records Schedule 

2 

3 

4 

S 

6 

7 

8 

9 

10 

11 

12 

1) 

14 

15 

16 

17 

1B 

19 

6 All 10-8-57 

7 4'/'.,..8'-:$ All B-10-60�� 3 -S-(,, r/) . . 
,.'}� 7 

3 i/Lt- 5 �  i-1-(� 
- )
53 

3 First page 7-10-5)
Second"" 9-10-56 
Third � 7-10-53 

L First page 9-10-56 
Second 11 11-2L-58 
Third " 11-2L-58 
Fourth II 11-24-58 

2 l."1.rst page 9-10-56 
Second 7-10-5.311 

2 First page 9-10-56 
11Second 7-10-5) 

J All 8-10-60 �;_t 'I-{.  -t.,, 1-.. 

1 9-10-56 

2 All 7-10-SJ 

3 All 7-10-5) 

2 All 7-10-53 

2 All lO-u-51.J 

2 Al"l 8-27-5) 

3 Al"l 8-27-53 

1 All 10-4-5� 

7 All 8-10-60 

6 All 8-10 .. 60 
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-649 -17L.7 

-75L. 
-753 

-91.:L 

-2539 
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(An":"lendix t 

I .  Instruction for �re� 
�ecords Sc�edule� a0�eer 
i;-iles-: I 

0hfi-82( 2 )  
OL7-12-

r 

I I .  Cese files por i�di� 
"Pe cords P.rln1n1 s;trc.t ion 
e�rly in fisc�l �951. 
�ran the accessibned Seri 
listed be lov a-:-e1 i!'l. ::r. 

246-2 
2h6-3 
2LG-6 
247-7 

co���n�s�J.tL� 
f,,rnre. is  "l} Renert . rrn-37 3-7 )  

ation, revision-. an� l issura..1ces o f  r.eneral 
n t�ese accessionec-n1a...�nin� ru,o Con�rol Casel-

I 
OL7-1U. 
01ie.-125 

dual schedules �ere [-assi1r.1ed nur.:bers in �he 
e �iles'' (Series ''fp fro� fiscal 19h6 until 
follo.,.inl": list of ce.se files •,,as co::i"l"':.led 

Iu u �• 'I If ' � �s 2 re�1ster. . -ost o ,  the case f1les 
�iles-, series lE-. 

I I 
2L7-1h1 I 
247-18' I 
2u2-1 I

I 121.:/:-2 
I.2L8-3 

2L7-0 250-5 !I 
I21.:7-11! 251-2 
I 

I II .  �: ro� so�e fI l�e. 1n. " scel 1951 to date-, c�se files for indi,�cual 
schedules haYe �en a.ssi ed n:l!::bers in t�e '"Disnose.l Job Case File'' 

I •series. The fo�lo�in� li t was corm iled 1'ron_ re,cn �ters I in the �ecorris 
.�.,r:"lraisal !)::.visibn . -

lI-;:HA-228 II-!. A-1333 i!-,i:TA-312O
;-6L7 -133L -3269 

-6li8 

-665 

-13LI.: -3283 
-3297 

-767 

-11'77 -3633 
-1789 
-2082 rm-163-31 
-2235 r:i1 -16L-12 

-777 -2236 iiH-l6h-63 
-2237 im-16L.-188 

-1069 -2�31:i 1111-161'-125 
-l070 -2321 1m-167-128 
-10()0 -2523 1m-161!-18 
-112L. -25313 im-168-L.7 
-1262 
-1311 -2657 

!Tl!-169-1?. 
T.Jil-169-56 

-1329 -2859 111/-171-62
:rm-112-20 
:·Tif-173-1�2 ...,1 thdrpW!'l 2/12/73 

SUPERSEDED 



- - - ---- ----- ---,..�.,;·:..•.,-·_;-_,• 

-- ( 

SUPERSEDED 

I '  • ·I 

c, 

' -
(""'.: -('J P l P l l• '. f> l f• I  ..:� .·! - :  ...:t . i -- � -;I _:_; _·; _� 11 , 1.J , \. ,  \_., '-.L \.� .I -.. . I (J- \ f  f· ! c: 1 f  ' ( ,

i� , , , ,. , I('° l l1·, 11 , lt\I l1 "'\ I, -.., _ :  l ,..\ l." , IJ \ IJ , Ij"\I Ll 1I lc"\ l1 , l1" I • ·  l('.I l/',I U'.I l 1 ',I lI1 L"\I l.'"\I L"\ .. •.I lJ�, t,r " I1 · , c: lf' (J, ,:.,.I\ � ..;!..I · 1 \.•.I tr·. Lt· 1:-, • -. ........ --. -� ·--. L' , • ._ ........_ ... . ... . . ... ..._ ... . ...._ _  -- •• ""' • '·� ....__ t· · ..... ......, ...._ _ ........, · .. ••...., o _ � -. . .. ......  l ' , ... ..._ lf". ....._ ···- ...... 1� .'-'� ........ ,. . ...... . ..\, ,--, r-l (r C '- ( ..i  (',. , i  Pl � ' J \ :  1'1 < • I  c-, -,. c·• r• 1 ' - <'I 1 ,- r-1 ,·� .,......, -; t C. l("\Ilf"•,'- - -- 1  ·- . ,-:I , ,-1I...:-1 " .  
Ci CT I (\J (" _-; (•� l\ t' • ("" '.  ( • I • · I  ''1 C.\: (\.I < 1• (\I l- - r-1 (\. ,...j ,� ,- l  ,1-I '-..,. ,·: c·. i\. <., , �J ,· ; ( • l I, I _,

,"-..:-:. 
,I

�:��-�����-' 
-

J ,P ,  ,,I ,-, f \ ,  ('.·�, •� · '  · '� ��- ��.._ ·,,. �-- .-�-._c:-·--... �;..- . ··:..•,.... r-'-,•.-rr•---,...--:--· '--r-:.....;.�-','�r,;r. ,,---;;,--,;-------------:.-·:..�r...,_ -. · .-• ...c·_ :,.. ·.:-··;..,; 

,;-, c, l.- -=; (\\  r - 1  ,.-, ( • l _.;.r .-� 1 - l· • r"' � < ­ U\\!, l - · t""I . ,-, P"l O ,  C, t· �::-�  c
C. t- Q f::"', l(, P I -· l - [ • .....:;- '-. t - C ,  c \  \.,I " I  <�Ii <' • r, i _- .,--:- t - • t �  t _  I, l ,, i I .  j IfI )  ( (\ • I ! (• I I,,...., I, \ ( 1 .(°i ,  I ' , i '  , ,
r\ -.J '-.' If\ L!I, \ �  \._ - •.•; t- · ,  { ,I 1I 1·• " '  1 • · • n • 1· , r•I1I t'I , (- t-·I ( - •_ t\J (" :  {\ 1 1 1 1  1.:·.... ,, \ lf\'-.:,.Io r 1 \.. n · I ( " , I,.J ' ·I
C ,.1 '··\ ' !:. 1 · l- r ; · f- C ,  ,--, r• r-i •�l , -1I , I ,-,I ,- , c ·  l�..: r: (\.. (' ' (� (' , ( C (' (,'· (' ' • I l 

I 1 (' (1 I 
: l,I ; •; 

••-..:, 
• ·- \ :  I li · i - !L .  I C  : . .  ! . . 

'. _· , · 
• ' t · '  t 

_ 
1 1I I , I 

I �  I � l 1 - 1  t- , tI 1 1- ...;  l • • -t  I"""' l·l  I ·I t I +- . I .1 I ·1 •-t t·1 I ·1 i lo I t I ·! tI ' ' .  I t  
1 I ·t I I I

1 , -., 
f I I I ' 't-1 I � t-�.,. _

JI I I .+ I I t  t ..I..... p ...!:  1 I I - P ! I ·1 i- ! I - ,  f • I i t ! I· 1 � I I · ... 1-1 1--1 • - j 1 1 t •- 1--1 ) • P • 

SUPERSEDED 



� 

SU 

DISPOSAL JOBS CHECKLIST
I 

·· GRS 

I
GENERAL RECORDS SCHEDULES 

JOB UOS. 

NN-16 7-125  ,1'20 

NN-168-47 

HN-lfj9-12 

NN-171-62 

tlN-1 72-20 

NN-! ·13-142 (�:iU;d:i:awn) 

.NN-174- 31 , 321  

NC-174- 105, 119 , i61 ,  166 
j

NC-64-76-1, 3 ,  4 

UCl-64-77-1-, 1 2  r 3, s. 6 ,  7 

NCl-GRS-78-ll 

NCl-GRS-78-21 
I 

NCl-GRS-78-3 

NC--GRS- 78-4-1 

I 
NOTE: Jl.11 e�ternal di.spos 

and precessed prior 
t.he Hational• J\rchiV 

I
have been registerc 

I 

EXTERNAL'. I 

: ! 

8, 9, 10, 11, 12 ,  13 

jobs relating to the General. llecords Schedules 
o FY78 were registered under RG 64, Records of 

and Records Service. Subsequent to FY77, they
separately under the GPS designation. 
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