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THE NATIONAL ARCHIVES

OFFICIAL. CIRGULAR No. LB8-5k lloverber 28, 1547

SUBJECT: Issuance of Circular Letter lo. 48-2 and Arrangements
for Its Distribution to Other Agencies

1. On this date there is being issued Circular lLetter No. LB=-2, addressed
to all Goverrment agencies, relating to the record character of maps and the
accessioning policy of the National Arehives with respect to such records.
Copies of this Circular Letter arc being distributed to the heads of all oper-
ating wmits simultaneously with the issuance of this circulsr. Additional
copies may be obteined by calling extension 3L7.

2. The director of each records office will transmit an appropriate
supply of Circular Letter No. LB-2 to each of the several agencies allocated
to his office for purposes of liaison and will transmit additional copies
separately Lo such officials in those agencies as should in his judgment be
specially informed of the issuance of this statement. The Chief of the Division
of Cartographic Records will distribute additional copies of Circular Letter
No. LB-2 to those officials in selected agencies of the Govcrmment who are
responsible for the adminjstration of cartographic material,

3. A report on an endorserent sheet on action taken in accordance with
the provisions of the preceding paragraph will be made to the Assistant
Archivist by the directcr of each reccrds office and by the Chief of the
Division of Cartographic Records no later than December 17, 1947,

By direction of the Archivist:

VIAY1S Co GROVER
(CL6=169) ' Assistant Archivist
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THE NATIONAL ARCHIVES

OFFICIAL CIRCULAR No. 47-8 August 7, 1946

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

l. The disposal of records common to several or all agencies covered by
General Schedule No. 4, having to do with mail and postal records, and Ceneral
Schedule No. 5, having to do with fiscal and accounting records, has been
autgorized by Congress in H. Rept. 2637, 79th Cong., 2d sess., dated July 23,
1946.

2. The approval of General Schedules Nos. 4 and § is being announced to
other Government agencies by Circular Letter Nos. 47-1 and 47-2, respectively,
coples of which are being distributed simultansously with the issuance of this
circular. Additional copies of the Circular Letters and their attached general
schedules may be obtained fram the Records Appraisal Of ficer.

3. The head of each departmental records division or office will transmit
an appropriate supply of Circular Letter Nos. 47-1 and 47-2 with their attached
general schedules to each of the several agenclies that are allocated to his
division or office for purposes of liaison and will transmit additianal copies
geparately to such officials in these agenciee as should in his judgment be
specially informed of the issuance of 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 we made to the Recards Appraisal Officer in writing
by each head of a departmental records division or office before August 28,

1946.
By direction of the Archivist:

(246-7) PHILIP C. BROOKS
(2466-14) : Records Appraisal Officer
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THE HATHOWAL ARCHIVES

OFFICIAL CIRCULAR Noe 47-52 Kay 26, 1947

SUBJECT: Issuance of Revision A of General Schedule No, 1
and Arrangements for Its Distribution to Other Agencies

1. The disposal of records cozmon to several or all agencies covered
by Reviston A of General Schedule No, 1, having to do with persommnel records,
has been authorized by Congress in H, Rept. 420, 80th Cong., lst sess., dated
May 22, 1547,

2. The approval of Revision A of General Schedule No. 1 is being announced
to other Govermment agencies by Circular Letter No, L7-3, coples of which are
being distributed simultaneously with the issuance of this circular. Additianal
copies of the Circular Letter and its attached general schedule may be obtained
from the Secretary's Office.

3. The director of each records office, other than the Director of
Photography, will tranamlt an appropriate supply of Circular Letter No. L7-3
with its attached general schedule to each of the several agencies that are
allocated to his office for purposes of liaison and will transmit additional
copies separately to such officials in these agencies as should in his judgmenmt
be specially informed of the issuance of the general schedule. No other general
distribution is being made,

L. A report on action taken in accordance with the orovisions of the
preceding paragraph will be made to the Secretary in writing before June 16,
2947,

By direction of the Archivist:

ARTHUR E. TOUNG
(2L7-1k) Secretary
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Cenerar Schedules ana chd‘ eral

IADNORE PERLAMAN
Lecordds Alanegement Disisioi
Nationat Avelivcs and
Reemels Service

VIS Rational Archives Act of 1634 provided that Federal
| apencies hadl to obtain the approval of the A\rchivist of the
United States and C ongress before they could desirny Gev-
conment records. By 1943 it Bad become clear that individus!
agencies were sabsmitting for approval yerw nfter year repetitious
..\|)b§.l| lists alfecting the same types of records, thus causing exces-
v paper work for themse! ves, the National Archives, ”I.(I Con-
II:]LSS. Therafore Congress pussed the Records Dispusal Act of
1-)[11. which 2uthorized agencies (o submit disposai schicdiies ta
the Archivist. Such scheduly s, when apjoved, permitted sigencies
periadieally o dispuse of certain specified series of records con-
tnunusly ereated, lhm making annccessary the repeated subritission
of dispasal Hsts covering them.

‘The Nationn) Avchives anticipated 2 llood of schedules from the
mrencies as a result of this fegislation, but the lNoodd uever came.
Ry October 19,14 scheclules had been received from bt 26 agencies,
wndd only 6 wpencies had scheduledt an appreciable portion of their
records. Conseqguently the National Archives decided to - seel:
sinenchneng of the disposal et whicl, vauld peemit the Archivist
himsell to initiate schedules covering records cominon to several or
ol agzencies of the Government. In proposing chinges in the laswy,
the Archivist wrate to the Directer of the Purean ¢f the Budget on
(reraber 19, 19.44, that

Aaflwe g the pan € of Government ageicics to schisdule for disposal records
ui temporary vilue means it these 1ccords and similar weends that are now
being and hereafier vwill be created veill etther Le retained hL,onl the period
of their teperary vselulness or repetitious disposal fist, will have 1e be pre-
pared at {reauent interaals to cover them, Either procedne is indeed costly
wid involves npediess ond wnjustifiabie expendituies of public Tunds.

The Bureaw approved the Avchiviet's proposaly andd they became
a part of the disposal act on July 6, 1945.

47
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28 THLE ANMFRICAN ARCHIVIST

I'wo scctions of the amended dispoas:l act relate to the prepara-
tion and issuance of what are now called generval schedules. Seation
4 provides that

the Archivist may . . . submit to Congiess .. - at such thues as ke may deem
expedient, schecules proposing the disposal, after the lagse of specified periods
of time, of records of a epeaificd form or chazracter common to sevethl or all
agencies that have either aecumalated or may accunmulate in sueh ngeacies and
that apparendy; will not, aficer the lapse of 1he periods specified, have sufheient
administrative, legal, 1wesearch, or otlier value to warrant theiy fuither preser-
vation by thie United States Government,

Section 6 provides that general schedules are permissive, not man-
datary, l.e., agencics are encouraged to destroy vecords covered by
such schedules after the retention periods specified by the schedules
have elapsed, but they are not required to do sa. \When tise amend-
ments were uuder consideration the Burean of the Budluct argued
that it was illogical to isstte standards for the dispesal of records
common (o the agencies ind at the same time to make the applica-
tion of those standards permissive. The Natienal Archives success-
fully held, however, that agencics must be in o pesition te interpret
disposal :zuthc:'i'/.:'.(no..s i terms of their own administrative cir-
camsLinces.

Under the authority of the amended disposz! act, the National
Avrchives developed and issued seven gonecal schedules which
covered the following types of records:

No. 1 Recards relating 1o civilian personaml, issued Mareh 13, 1946, and
revised May 20, 1947.

No. 2 Records relating to the cdeferment of IPederal employees fyom military
service, issued March 13, 1946,

No. 3 Records of infothationa! servives and 1elations with the public, issuel
Moy 23, 1916.

No. 3 Arency mail and postal werords, not including those of tie Post Office
Depirtinent, ssued August 7, 1940,

Ne. 5 Iiscal and accounting records, issned Auvgust 7, 1940,
No. 6 Bankrupicy records of United Swtes Courts of Banlrupicy, issued

July 7, 1947.
n. 7 DHealth reconds of Federnd en:ployees, issued AMay 15, 19350,

Preraramor: or GEXNERAL SCHEDULES

‘T'he (lcvc.olnncnt and issuance of general schedules is based on
the premise that Federal records fnl] into two broad cateporics:

(1) Fhose which reflect the snbstantive functions of agencics in accom-
b!i\hfng the wissions assigined ta them by the Cengiess and the Presideat.
These records will normally be subjecied to detoiled appraisal and amalyais

2 )
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GENERAL SCIIEDULLES AN FEDIERAL RECORDS 29

aed weill yield any records of archival value 10 be designated for pernianent
relention,

(b) Those which reflect the fiscal and adminisirative niuagement of
areavies. General sehedules, on the whale, are concerned with the disposal of
the vecords in this categrary, for iU is tecords of shis type that nerially are
conimon to all agencics of the Government,

General schedules represent a reduction to the lowest cominon
denommator of certain types of records {ound in all or scveral
wl.‘vncics of the Government; and lhcy cnable the rerords officer to
appraise validly all records similar in foim and purpose vegardless
of what agency posscsscs them. This common denominator has
been made somewhat ecasier to achieve hecanse certain Jederal staff
organizations have demanded standardization of vecord keeping
in the operaung agencies, Thus the Civit Service Commission,
through the FFederal Pevsonmel Manual and other issuances, has
standardized the methods of maintaining Vederal personue! rec-
ords. The Treasury Departineni, the Budgct Bureau, the General
Accounting Oftice, and the General Services Administration —
ageencies whicly share the stalt coordination and direction of the
feenl and adiministrative manzgement activiies of the Governs
ment — have also tended to standardize agency record keepmngr for
those activities. General schedules are not limited, however, (o fhooc
types of records for which record keeping has been .mmd rdizec
In general, records arising from functions common 1o scu,,"ll
agencies arc covercd by such schednles, but records peculiar to a
smgle agency reflecting a Govarnment-wide function are wof in-
cluded,

Although uniformity of record keeping in the major “housc-
keeping™ activitics of the IFederal Govermmnent has been the prin-
cpal factor facilitatingg the scheduling of records common to
agencics, authorized local ageney variations in procedures hoive
made difficult the formulrtion of iastructions intended to apply to
. the Gevernment generally. Although pay-rollmg and pay admin-
istration functions bave been standardized for most agencics of the
Government by General Regulations No. 102 of the Comptroller
General, some agencies, with his approval, usc locilly developed
forms and procedures, while others process their pay rolls in ac-
cordance with procedurcs varying from the regulations. Because of
these variations from the norm the wording of a general schedule
relating 1o pay records must be sufticiently adroit to cover the
internal diff erences and yet not lose force and meaning.

The preparation of a penera! schedole involves a tharough
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30 THE ANMERICAN ARCIHIVIST

analysis of the functions of agencics in relation to the records to be
scheduled.  Such an analysis poses and wnswers the following
questions:

a. To what eaent do the recotds pussess unifornity of physical char-
acteristiest?

b, To what extent are the tecords preseribed by staff management agencios
of the I'ederal Govermuent, und what values do they possess for the staff
agencies that requite them?

c. M not preseribed, how are. the 1ccords similar from agency (o agency?

d. What role do the records play in the administuative procedures anc.
management of cach ageney? :

c. T'owhat extent do the securds possess legal values which will influence
their retention or disposal ?

f. Wil any of the records be cligible for transfer (0 a Fedaal Records
Center bul not yet eligible for disposal when they become inpetive? ?

e Wil any records possess values meriting preservation in the National
Archives when they become inactive?

The answers 1o these ¢ucestions provide a substantial cluc (o the
value of the records to be scheduled. Following this analvsis, a
retention period for cach type of record is stated in terms of the
lowest period consistent with its vadue. Hecavse of the permissive
nature of the general schedule, aprency records oflicers may desig-
nate and request authority to Ienpthen or shorten tiie relention
periods specified in a general schedule, but they are e¢ncouraged to
follow the prescribed periods wherever possible.

Generad schedules originally supplied only instructions for the
disposcal of records. The program responsibilitics of the National
Archives and Records Service as defined in the Federal Records
Act of 19350 dictated a2 wider scope for such schedules. Conse-
quently, in addition to disposal provisions, they now include data
ont :

(V) Recommended wethods of filing — Agencies arc provided
with a rccominended method of filingr consistent with normal
operating neads for cach type of record listed in a general sehedule.
These recommendations are designed to facititate the disposal of
the records afier the prescribed reiention period has clapsed.
\When records arce filed in accardance with special insteuctions issued
by stafl agency directives the general schedule merely cites the ap-
plicable dircetive.

1TlUs cquestion vvas nel enc thal was considercd in the preparation of (he feneial

schedules Priar 10 the Passaie of the Federnd Records Act of 1953, and the caalidish-
menl of Tederal Records Censers,
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responsible for "analy,ing, develoning, prowmoting, and coordinag.
ing standlards, procedures and techninees designed 1o improve the
management of records.” General schedules are therefore used ag
onc melliod of promualgating stawmdards to climinate the creation
of superlluous copics of farms and ether papers. The Comptrcller
General, who, in conjunciien with the Budget Burcau and the
Treasury Department, is aothorized hy law to prescribe Nscal and
accounting systems, has not concerucd hiwself with the problem of
ageney copies. General Schedule No. g, now being vevised, covers
the fiscal, acconming, and supnly records of the I'ederal Govern-
ment and will designate for cach type of record fisted the maximum
number of recard copies thait appavently musi be created to achieve
good adminmstration. By this recommendation the National Ar-
chives and Records Service hopes to discourage the ereation of
copics in excess of normal adininistrative necds,  Administrative
requirements may vary, of course, with the size and complexity of
the opeyiting agency, hut all copies created in addition to thoze
viested with records stiitus in the schedule will be disposable wfter
shorter retention periods than thosce specificd for the record copies.

(5) Designation of record copics =— Archivists and yecords
management specialists have found that a “ne mank land” exists
i which files may be designated eirher as record or nonrecord ma-
terial depending an the irmmediate purposcs served by thaa. Such
designations itre made by the agency concerned. In accardance with
authority granted the National Archives and Records Service by
the IFederal Records Act of 193¢, the guneral schedules will pro-
vide the agency with the basis for such determination, pacticularly
in instances where record keeping is faivly well standardized. Thus,
in General Schedule Nao. g, the designstion of record copics is
associated with recommendations as to the minimam namber of
record capics ¢f cach required fiscal, accounting, or supply form.
For exaniple, Gwo record copies are supyzested for travel orders —
one to he held by the operating ransportation unit preparing, au-
thorizing, and issuing the ardevs: the other to be held by the fiscal
unit primarily interested in the payment for the travel perlarmed
and in the accounting for such payiment in the books of the agency.

(6) Justification for authorized dispositioin — Attached to cach
general schedule are statements indieating the legal, administrative,
aitd historical viduc of cach item covered by the schedule. These
statements constiluie appriusals of the records involved and are
justifications for the authorized reticement of the records listed
in the body of (he schedule. Uhey are based en a deiailed study
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GENERAL SCHEDLULES AMND 1FEDERAL RECORDS 3!

(2) Records of continuing valize —-'T he designation of “records
of continuing value™ in general schedules is based on thie authoricy
piven (o the Administrator of General Services hy the Federal
Records et of 1950 to “establish standards for the selective re-
tention of records of continuing value, and assist Federal agencics
i applying such standards to records in their cusiody.” “Cen-
inuing vatlue,” referring to recards the adwministrative utility of
which makes nccessary their retention, is not necessarily equated
with “archival value,” however. The dispasal of records covered
by general schedules is normally predicated cither on the {act that
the records will Tose their admintsérativie or fegal value after the
lupsc of a specificd period of time, or on the fact that the matters
they document are adejuately recorded in other records to be
retained indefinitely. Therefore, gieneral schedules now list the
records that are considered to be of continuing valuc as distin-
jrnished from those related to them that are considered to be of
temporary value. For example, in the recently revised General
Schedule No. 1, which covers Federa} records velating to civilian
personnel, ofhicizl personnel folders and employee pay @nd seivice
rceord cards are listed for retention while most of the other per-
sonnel records arc listed for disposal.

(3) Utilizaion ef [Federcl Records Centvre-— T'he National
Archives and Records Service has naw placed in active operation
cight Federal Records Centers. “I'hese centers serve as interime-
dizite depositories for records that should be retainedd only briclly
in expensive ofiice space but which ciur not be destroyed or trans-
ferred to the Nutional A\rchives for some time to come. General
schedules have therefore been made o vehicle through which
agrencies are cncowraged Lo send to the ceuters (a) records desig-
mitted by the genceral schedules as beingr of continuingr value but not
sulliciently active to he retitined in ageney operating space; (b) rec-
ords that are disposable but have not yet reached disposal age; or
(¢) records that arce suitahle for eventual transfer to the National
Avchives but which are still oo active to warrant deposit with that
agency. Although the centers stand ready to reccive files at such
times as facilitics permit, the schedules recommend orderly and
periodie transfers. Thus, the wransfer period recommended for
contract files is 3 years after the files arc closed; but the period for
pay zad persoinel vecords varies according to their administrative
and legal values.

(.+) Number of copice — Under anthority of the Federa) Rec-
ords Act of 1950 the National Avrchives and Records Scrvice is
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GENERAL SCHEDULLS AND FEDSRAL RECORDS 33

both of the dicectives requiring the maintenance of the records and
of the vidue of the records to the Governmment and to the peaple.
They point out suhjezi-content or physical duplication of reccords
and any other factors which afiect the determination of retention
perinds.

The general schedules that have already been prepared and put
into operation, including those in process of revision, cover an tm-
pressive volume of Federal records. For example, ‘General Sched-
ule No. 1, revised, will accomplish the disposition of about 1%
million cubic feet of personncl records, while General Schedule
No. 5, revised, will make possible the disposal of about 2
million cubic fect of fiscal, accounting, and supply records. The
other general schedules now in nse raisc the total ligure of records
disposable under their provisions to almost .y million cubic fect.
‘Fhis hgure, placed aigainst the more than 2:3%% million cubic fcet
of records now estimated to be in Vederal custody, is perhaps not
too significant.  But the use of general schedules in the records
manap ement program of cacl agency yiclds other results in records
analyzes and scheduting that are not readily calculable.

SomEe Prouienis Inverven i3 DEVELOPING
GrMERAL SCHENULES

Records listed in greneral schedules arce those normally found in
operating agencies, “I"his does not mean, however, that cvery
agency must maintain all the records listed if they are not required
by the regulations of same l7ederal stafl authority. To make the
greneral schechles eover a proup of records common to all or
several agiencies as cfliciently and specilically as possible, however,
ivalves many problems and has occasioned some revision, as
tlustrated Lelow.

Records covered by Genceral Schecdule No. ¢ as issued in 19.46
arc listed hy form munber. Disposal periods are indicated for ench
form and, in some instances, the papers that are filed with it. 1or
ubvicus reasons schedulingz by forn number has not proved satis-
factory. Conscquently, in revising the schedule the National Ar-
chives and Records Service has decided to arrange the entries on
this schedule to reflect the manner in which the records arc normally
created, ie., by type of transaction. In short, the revision will
emphasize the purpose for which cacl type of record is maintained
rather than ils nature 1 terins of form mumbers. As revised, a
single item in.the schedule will pertain (o the disposition of virtunlly
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34 THIL ARMIERICAN ARCITIVIST

all contract and other procurement files in the Govermnent — zhout
1 V4 mithon cubic feet of records!

In the past, ageney record copies of vouchers have been ecn-
sidered (o be the memorandum copies retained after the original
vouchers werce forwarded to the General Aecounting Office as sup-
porting papers to disbursing retwrns. With the adoption ef the
new type of en-the-site audit, however, some agencies are finding
that their memorandum copies are now superfiuous bheciwse they
arc also maintaining the original vouchers for the General s\cconnt-
mgr Oflice in agency space. Several agencics, such as the General
Services Admnistration, have gone one step further and have
climinated vouchers altogethier in most procurenient (ransactions
by making the vendor's nvoice do double duty as an itemized
statement of services rendercd or materials purchased and as a
voucher document. The final climination of vauchers, however,
must await further study and thercfore their elimination was not
included as a recommendation in the pending reviston of General
Schednle No. 3.

FCInpoLnr) interests of the gavernment moy affect dtsp:)Jﬂl pro-
visions incorporated in general schedules. For example, the Gen-
eral Accounting Oflice norinally permits dieposa} of copies of bills
of ladingr 3 1o 3 years after their issuance. Recently that Office
has beon cugwc\l in several caudit programs of freight charges
paid hy tle gov ernment, p: utlcumly those of the World War 11
period, which require its examination of freight (iles of all agencies
for the World War I years and in some instances, as carly as
1935, Therefore in the pending revision of General Schedule No.
§ the National Archives and Recerds Service wilt have no altern-
tive bot to designate agency copies of bills of lading anc all sup-
" porting papers as records of continuing vatue that niust he retained
indclinitely cither in agency space o tny one of the Federal Records
Centers. The justification for autherized dispocition, appended to
this schedule, will point out that the appraisal is temporary and
that, once the General Accounting Oflice audits are completed ad
the legal situation with i-cspect to the freight records is elarified,
specific retention periods veill he determiied.

Another probtem freguently met with in the preparation of gen-
cral schedules arises from the fact that although a type of record
may be conumaon to all or several agencies, the nature of that record
may he affected by varyineg administrative practices. Ifor example,
item 5 of General Schedule No. 1, as revised, covers “correspond-
ence in the operating persenne! oftice and its subordinate nnits re-
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Luing to their admiuistration @nd operation.”” A 3-year retention
weriod is pravided for snch correspondence. Surveys have ravealed,
wovever, that the content of carrespondence files of this type varics
from agency to ageney. Some correspondence files contain enly
the mast routine administrative materinl, while others contain more
stpntticant material such as reports on civilian personnel to the
Civil Service Commission. These reports are covered by item 22
of the same schedule and are disposable after only 2 years. Since
the schedule conld not be worded to cover all sitnations, it was
finally decided to malie cach agency records ofhicer responsible for
adapting the schedule to his agency's requirements. 1f personnel
reports re filed separately in the personnel oflice his disposition of
them presumably would he governed by item 22, 11 they are filed
with achninistrative correspondence disposition could be governed
by cither item 5 or item 22, ;

Prior to 1949 schedules were largrely restricted to records in-
volving elearly definell operating areas. As revisions go lorward,
however, several subject-matter areas will be telescoped 1o clfeet
an ccoinomy of issuanccs. JFor example, Genera] Sclicdivle No. 1,
isswed in 1946 and revised in 39,47, provided for thie dispositinn of
personnel records nornally found in agency personne! ofices, The
1651 revistou, however, schedules in a smgle docwmeit all records
affecting the service history of Jederal employces — employment,
pay, and health records. Genernl Schedulte No. 7, which covered
headth records exclusively, has been nade a part of the new
schedule.

Avrvacation or GENCRAL SCHEDULES

An ageney's application of general schedules involves incorpora-

tton of the provistons of the schedules into the comprehensive, de--

tailed schedules developed by the agency records oflicer. 1t is his
responsibility to adapt the authavizations granted by general sched-
ules and to apply them in his own agency. The permissive nature

ol schedules provides him with flexible disposition periads and
recommendations {or the maintenance of files ta suit his ageney’s

needs. An agency records officer is riot expected o present the
peneral schedules to operating personiel in the form in which he
receives them. The fact that the records of one ageney differ from
those of another in some detail, althouph they are sufliciently sim-
ilar 1o enconrage the development of genceral schedules, requires
that the records oflicer undertake at least. a mininmim degree of
cdiing in order to adapt the schedules to condittons prevailing
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within his own ageacy. Vor exanple, certain agency administraiive
or fiscal audits may be in progress, or clains may be pending, tha
make necessary the temporary retention of given records disposabl:
under a general schedule. In ense of a confiict hetwween ageney
authorization and general schiednte authorization alfecting the sanye
records, the records oflicer must decide which of the two to usc.
In short, he must 1(|1])t general schedules to the pacticular admin.
istrative and legal situations oblaining in his own ageney,

In one vital respect the authoriz.atons granted the agrency records
oflicer by ycncml schedules are not final. The Comptroller Gen-
cral, cxercising his prerogatives undev sectton 9 of the Records
Disposal s\t lc(1un cs that any records pertaining to accounts,
claims, er demaunds involving the Government of the United States
that have not been scttled or adjusted in the General Acconnting
Oflice may not be disposed of without prior permission froim that
agency. Under this prowiso it is the responsibifity of cvery wgency
records officer to be awiare of such records and to prevent their
disposal while scttlements awe pending. In determining the disposal
periods spzaified in general schiedules, the National Archives and
Records Scrvice has alveays considered the possibility of claims
arising that would involve the United States Government. There-
fore the Comptroller's approval of general schedules is obtained to
ensure the incorporation of his desires with respect to the main-
tenincee and disposition of records in which he has a statatory in-
terest and which may relate to claims.  Refevences in general
schedutes (o the requirements for the disposal of records involving
“accounts, claims, or demands,” arc an additional reminder to the
records oflicer of his respansibility to obtain written approvals
from the Comptrollerr General whenever necessary.

The general schedule, properly utilized within an agency, can be
a device no less itnportant than other admimstrative tools ferming

+ the basis of the agency records management program. T'he greatest

quantity of an agency's records wve likely to be “housclecping”
rccords. T'his term, through custom aind usage, has come to describie
thosc records docmmenting such funcions as procorement, siccount-
ing, supply, and personncl. Thus the PPost Ofhce Depariment and
the I'ederal Security Agency create esssentially the sime kinds of
“housckecping” records, but the filus documenting the programs
of these agencies are vastly dilicrent in content and structure. By
judicious use of encral schednles a records oficer can cuickly
schedule his agency's routine records, thus frecing himsell to devote
his energies to the proper evaluation and scheduling of the pro-
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pram records, which contain the “archival core” This f(act is
hizlly significant since the Federal Records Act of 1950 requires
apency heads to document adequatcly ageney programs and de-
CISIONS.

The general schedule will not in itsell serve as a substitute for
the prosecution of an agency records mnanagement progzeam. Rece-
ords imventories must still be conducted. An inventory of an
epeney’s fiscal and personnel records, for cxample, may oncover
many records peculiar ta that ageney which are not covered by
peneral scheclules. These records must be schiednled by the agency,
hawever, in the interest of administrative cfliciency. Tn scheduling
them the records oflicer mity use as a guide the data on retention
periads, records tnaintenance, and creation techniques, as well as
Jepal authorizations, supplicd by the gereral schedules. Jurther-
move, the data m genceral schedules can be utilized in the ageney's
records management program to reduce the mnnber of copics of
records creited, to preseribe the manner of maintenance of the
records, and to obtain full utiliz.ation of (he authorized retention
peiiods.

Concrusion

The importance of general schiedules to Jederal records special-

ists is twolold: Llljtu the archivist they prescet railoranade ap-

praisals of 2 substantial scpment of the recoids of the Federal
Governmentl, €23 to the records management specialist they pre-
sent not only appraisals but also standards and aicls in solving some
af his major records manageinent problems.

General schedules malkee it unnecessary for the archivist to ap-
praise Iarge masses of records in which records of archival value
ate not Jikely 10 be found; and they enable him to devote his critical
{acultics te a more detailed appraisat of those vecords that docu-
ment the progrrams and decisions of Government agencics.

The permissive nature of the grencral schedules i no way lessens
their potential eflcctiveness as a records management tool. They

. provide the National Archives and Records Scrvice with a yard-

stick for mcasuring the effcctiveness of such agency programs and
ehable the agencics themselves to st their ovn program standards.
The agency recards oleer who does not utilize the gencial sched-
ules is expected, in the event of a program audit, to have scheduled
the records in his custody by his own analysis and appraisal in the
light of the duta contained in the general schedule, or 1o lic able to
paint out the factors peenliny to his ngency which prechude the nse
of the general schedules.
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Fipures nre not available on the number of ngencies which hove
used the gencral schediles sinee they Jirst .1;1pcrucd in 19.t6. Most
of the agencics with major records accumulations have, howtevey,
mcarporated various general schedule iteins into their own sched-
ules, with approprizte amendments and interpretations, and several
ageneies have used them with little or no cliinge. T is anticipated
that the incrensed records management responsibilities of Jederal
agencies, as oullined in the Jederal Recovds Act of 19350, will bring
about a progressively greater use of the general schedules, with
substantial savings and more eficient administration as the result.
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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 bte retained and which disposed of. Some of
our staff members 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 Mhousekeeping" functions we found ourselves
going over the same ground very frequently. For this-reason studies were
urdertaken of standard forms and of those activities common to all agencies
that seemed to show the possibilities of general evaluation standards.,

In YMarch 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 aprroved shortly after the beginning of the following session
of Congress. The major nrovision of the amendment added to Section 4 of
the Disposal Act of 1943 the following: "The Archivist may also submit to
Congress, together vith recommencations of the National Archives Council
with respect thereto, and at such times as he may deem expedient, schedules
proposing the disposal, after the lapse of specified periods of time, of
records of a specified form or character common to several or all agencies
that either have accumulated or may accumulate 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.™

When we came to the actual development of general schedules the first
problen 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 with the Federal Personnel
Council on the Official Personnel Folder regulations. This concerns with
current procedures highlights the importance of general schedules in re-
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 what 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 General 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 Conwission and its subordinate unit, the Federal Person-
nel Council, have been right with us in our work on the personnel records

-1
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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 clearance and approval. That
- we believe should make records officers throughout the Government quite
safe is using it. The draft 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 National
Archives Council has a turn. This Council includes the heads of major
executive departments, or their designated representatives, the heads of
certain independent agencies, and those of certain Congressional comnittees.
Tie have had many valuable suggestions from the members of the Council on
all the schedules. Congress has the last word, as it does on other dis-
posal Jobs., We have 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 though the schedules have been so,jextensively cleared, they are
still permissive, 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
administrativem®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 program of
the agency.

So far we have produced six general schedules. Five are Government-—
wide in coverage, applying to records of personnel management, draft
deferment of Government employees, informational services and public
relations, mail and postal records, and fiscal operations® The sixth is
the only one for which 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™ighty, constitute several agencies
with voluminous records. So while this schedule is not Government-wide
in character it does cover a consideratle gquantity of material.

We chose those fields for general 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 vie 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 general 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,

In order to learn something of the problems both over developrent of
general schedules in the National Archives and of their application in
another agency we shall hear first {rom 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. In addition, ¥r. 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 covercd by general.schedules.

The second speaker is Mr. C. E. Mayhall, Chief Analyst of the
Records Management Section, War Assets Administration. Mr, Wayhall was
in the Division of Records and Communications, Department of Justice,
from 1927 to 1942, in the Office of the™iousing Administrator and suc-
cessor agencies from 1942 to 1944 and has been with the su™cessive
agencies handling surplus property since 1944" W%hile most of his ex-
perience has teen in records work, he was a Management Anzlyst for three
years and thus embodies a valuadle 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 schedules 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 are based and work are quite clear. However, I hope that
we can profit by 8nalyzing and discussing together some of the basic
problems encountered in developing the schedules and by considering some
of the fundamental application probtlems, ;

As the agency responsible for the preservation of records that ap-
pear to have sufficient administrative, legal, research, or other value
to warrant their retention by the Federal Government, the National
Archives, in common with most federal agencies, shares the aversion to
the idea of destruction of records. The systematic disposal of useless
records, however, is a basic preliminary to the preservation of valuable
records. This systematic disposal, which is as important as systermatic
accumulation and filing, can be accomplished, it is believed, by the
preparation of disposal schedules.
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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 theit 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 disposal schedules, a number of

problems were encountered. For the sake of clarity, I would like to limit

these development problems to f{ive, 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 determining what types or classes of
records were to be included 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 common 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 Disposal 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 normal housekeeping or
accessory activities of most federal agencies, such as personnel, fiscal
and accounting of monies, property accountability, mail room operations,
infornation, 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. 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, ard in apnlying the schedule, it was decided to schedule, wherever
possible, by form. 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." This concept of a functional
schedule has its origin in the functlonal approach to evaluation of

records, and is particularly useful in securing Archival and Congressional

authorization for the disposal of valueless records. The functional ap-
proach to scheduling does haw ‘ts limitations in the actual application
since it is so often necess:"y to interpret and expand the various items
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in order to match it with the way the records are filed.

At

A third problem was 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 form or file series knowm to
exist in the organizational units in-any one agency. Because of the various
methods of distribution and filing employed in the agencies, the various
copy designations and the applicable retention periods could not be estab-
lished by the National Archives. Pather it was decided that the scheduled
material would refer to the archival concept of "all record copies,® and
in the circular letter, which accompanies the schedule, the matter of other
copies would be raised. For example, in Revision A of General Schedule
No. 1, this statement is contained in the covering Circular Ietter:

"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 material, It is not the intent of this
schedule to impart record character to documents previously de-
fined by your agency as nonrecord material. wssuzsas4 Documents
or copies of documents tkat 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 tre agencies considerable latitude in
determining which copies may be considered nonrecord.

A fourth problem was one of accompanying papers, or what to do with
the problem of the files series, Since every step in the development of
a schedule should be taken with the purpose of facilitating disposal,
some device was necessary to make the schedule conform as closely as pos-
sible to the way the records would be filed. For example, if requisi~
tions for non-expendable 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 forms. As we were 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 re-
quired the use of the terms "accompanying papers," "all papers properly
filed therewith," or M"all accompanying papers that specifically support
the expenditure."

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

As to the first part of this fifth problem we adopted a general rule

that the period of time records should te kept is determined, first, by
their value as administrative tools, second, by their value as legal or
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other official evidence, axd third, by their historical or other research
value. Generally speakir., in the development of any schedule, the agency
has primary responsibility for detemnining the administrative and legal .
value of the records and then fixing a period of retention. In the case

of the general disposal schedules, the National Archives took the initiative
and d~termined a suggested administrative and legal period of retention.

In determining the retention period for each item, we did not pick one out
of the air and say "This is it.™ Analyses were made to determine what was
or had been the retention policy as expressed in approved disposal lists

and schedules. This information was supplemented by studies involving the
legal ard administrative needs for the records. While 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 were made of such things as the
statute of limitations, the inter-relationship of forms or file items be-
tween the adninistrative 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? It was
determined 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 form or character as those authorized for
disposal in a general schedule in less time than the period specif-ed,
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 terms of when the records could be disposed of. Three dif-
ferent methods were approved. First, as a fixed period of time - for
example - "5 years," 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 - "to be retained until cancelled.® And
third, as a fixed period of time following a future event - for example -
"to be retained 3 years after sale of truck."

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-
ability of the schedules was considered. Studies were made of the
—perational procedures involved in the use and filing of each scherinled
form or item, and in many instances trial application was pre-tested in
selected agencies. Consequently, many of the development prouiems have
their counterpart in applying the general disposal schedules.

In considering with you the application of the schedules, as a part
.of a planned records program, let me note four problem areas.

- 6 -
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First, there is the problem of assignment 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 general 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's own record program. A study 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 form 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 form. 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 form 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 must be taken into account in determining which are the
record copies,

Rindamentally, the determination of the record copies is based
upon the relationship of the form or item to the administrative organi-
zation and activities of any agency or its subdivision., From an adnin-
istrative viewpoint, "record copies" may be defined as the particular
copies of a form or item which serve as the official record of a certain
function or activity. Those copies of a scheduled item or form which
are maintained at any level of organization which preserve the evidence
of the functioning or activities of that organizational unit, should
be designated the "record copies." They may be located at the ‘ashington
headquarters, or in its field offices®? It should be understood, however,
that duplicate copies of the same form or item may serve as the official
record of different functions. For example, a copy of a voucher, with
all iLs supporting documents, may be retained by the originating office
as evidence of its action, wvhile another copy may be retained by the
fin.nce office as evidence of its action. Both copies serve record
purposes and are, therefore, "record copies.”™ All identical duplicate
copies of a scheduled form or item which does not serve as the official
record of a particular function or activity and which are maintained
solely for convenience of reference are not "record copies," and should
be considered as extra copies - or as sometimes called '‘nonrecords,™

It is, therefore, necessary for the agency to determine 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 -
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used to identify these extra copies, such as "fiscal record copies,™ "admin-
istrative officer's copies," "service operation copies,™ or "egional office .
copies." It is necessary that the extra copies or nonrecord materials be
scheduled for a shorter retention period. The concept of "record copies"

is a fundamental consideration and the determination of such copies is a
necessary preliminary step in applying the schedules.

And fourth, there is the problem of administrative determination of
the retention periods. The general disposal schedules are permissive,
not mandatory” The retention period established by them i.s » =irim-
period of time and is the National Archives and Congress' authority for
the disposal of the item or form. In order to achieve the maximmim utiliza-
tion of the general disposal schedules, each agency 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 obtainec on the identity and location of record
and "extra" copies and the lejjal 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¥Fxtra copies of the scheduled
material should not be retained [or a longer period than that established
for the record copies, 1In addition, all form records or file series
which are the equivalent to any of the items listed on the general 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 general disposal schedules would not be complete if I did not mention ’
their value for the administrative agency. They can serve as a tool for

the scheduling of housekeeping records since they are a written plan for

the eventual disposal of records, based upon a systematic analysis of

the material produced. They enable the administrative agency's records

personnel to devote their time to the more important task of evaluating,
analyzing, and scheduling its progzram 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 schedules are blessed with the
approval of the National Archives and Congress.

Pemarks by Mr. Mayhall

In the War Assets Administration we have a definite records progran -
the program was designed to cope with the probleirs that are common to
most agencies® records work, and®"those which are peculiar to the Tar
Assets Administration, e have in far Assets Administration a different
type of organization, and a different type of life expectancy, than in
most agencies. Te were organized as Tlar Assets Administration (VAA)
early in 1946. Tlie were made up at that time of a rmumber of agencies
which had been participating in surplus property disposal - an outfit
that was with RFC, one that was with Commerce and had formerly come from
the Treasury Department, other phases [rom Yaritime Commission, etc., Now
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ever since War Assets Administration has™tome 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 administration
that all surplus property would be sold by a certain date, and we'd be
out of business. The fact that the date has been amended and pushed fore
ward hasn't changed our picture very much. We still feel and have felt
all along that we have a records problem, and a records®responsibility
that has to be prosecuted more vigorously and more quickly than in most
agencies. For that reason I feel that we have had in War Assets a very
comprehensive experience with records retirement problems, one that

other agencies with longer life wexpectancy would encounter only over a
much longer period of time. However, in this program I am rather new.

I came into records work for tlie second time a very short time ago after
being out of records work for possibly four years. Yhen I came back last
fall I found that during myv absence from records work manv new devices
had been developed to cope wit“ and meet varios records problems., Among
these devices I found general schedules. Now general schedules were a
new thing to me., They were a ..:vice that had .cen ap,.ied to some ex-
t~nt in AA prior to the time I had been assigned to records work. After
gen=ral sc.,edules came out, they w~~e used "as is."™ As Mr. Dethman re-
marked".. few moments ago, general schedules weren't intended to be used
that way. They were intended to be used only after agency adaptation.
Suppose you went into a store and bought 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 JAA 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 good working knowledge of
how general schedules are enployed to the advantage of an agency.

Now substantially here"s what we do - we have a policy of presenting
to all of our field offices of which there were a total of 35 or 40, a
records retirement program in the forn of retention and disposal standards,
These standards describe all the records of the agency on the theory that
we are going to have to do something with all of them. In these descrip-
tions it has teen 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 describing their records. ¥Yor example, we feel that we can
do our most effective work if we place ourselves in a position of an
individual who has been presented with a file case of records and told
to get rid of it. The first thing he wants to know is where did it come
from, what'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. This is one use of general schedules.

An entirely different form of presentation than thie {orm used in
general schedules was used in preparing our standards. This did not
make use of general schedules either difficult or impossible. As Ur.
Dethman told you, in general schedules the form rather than’ the function
was used as the medium of expression, In War Assets Administration we
used a flinctional presentation. 7e have divided all of the functions
of our administration into seventeen groups® An example of that would

-9 «
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be Fersonnel - 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
Pequest for Personnel Action. Personnel records as we use them will be
found in many offices. Ve have adapted the personnel general schedules
to that functional presentation with no trouble at all. Wwe do that by
making a functional statement stating that the records documenting this
function or produced and accumulated as a result of this function are
as follows and those that follow will be the general schedule items in
many cases,

Ve used the accounting schedules, which Mr, Dethman described in his
experience with OPA as being used, as is almost. We used the accounting
schedules as is originally in the var Assets Administration and im-
mediately mithdrew them. In that form they were not an effective in-
strument, of the records administration at all. We then reissued them on
a‘sensible basis for our agency; for example, instead of individual items
of general schedule wie have grouped together items which 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 what will be in it. If he has to assemble information re-
garding the contents of themfolder from various items and various places
"in the schedule, the standard loses a great part of its effectiveness.

e have used almost every one of the 184 items that you find in the fiscal
and accounting general schedules. We have used almost everyv one of the .
items in the personnel schedule. e are in the same position as OPA

in that we haven't used any bankruptcy schedules whatsoever. ‘e found

in much the same way that OPA found that the informational services and
public relations gencraleschedules were not of too great a value for us —
they didn®t- {'it into our picture. ¥We do a tremendous amount of advertising
in the merchandising of surplus property, and we have quite a large in-
formational 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 without adaptation, but we didn't sell
general schedules short - we didn't throw them in the wastebasket - we
merely adapted them to our use in the agency. I've mentioned most of our
experience with 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 them, remember that it doesntt
prove that general schedules aren't good. That isn't their fault - it's
the way you use them, so realign your program so that you can use them in
a way that will be really helpful.

- 10 -
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Vany agencies have not reached the point in their records program
that the Executive Order, which recuired 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. Y%ell, we all know, as a matter of practicality there are some
offices, some agencies, some departments which do not have an effectlve
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 analyst or two that might be required to pick
up all this information,

Now, s0 much for our wse of it, so much for my experience with it®
I have a suggestion or two, one which I have already given. Substan-
tially, we would find it very helpful, I think, in War Assets if we had
encountered within the item form setup a limited series arrangenent in
that you would have grouped together items of standard fonns or standard
types of communications, which are usually found in groups in all or
several Governnent offices. I believe that the personnel file is a fair-
ly standard instrument, and I think that possibly the non-permanent
papers are filed on the left-hand side of the employee's folder. I
imagine that is fairly standard, I don't know, It would seem very help-
ful to me if the papers that appear in this group could be grouped to-
gether in the gen:ral schedule and designated as a series. ¥urther, I
think Mr. Dethman mentioned it to some extent - I would like to elaborate
on using the general schedule as a 1lever, 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 pernanent. Now if you
have an authoritative expression as to a document"s value and you have
it here in the general schedule representing the viewpoint of the
Nationa). Archives and their consulting agencies or assisting agencies,
such as the General Accounting Office and the Civil Service Commission,
you have an expert opinion on the retention period that should be ap-
plied to those records. Ve found that very valuable in reducing this
so-called 100 percent permanency, which is part of our responsibility.

- 11 -
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Mr. Arthur E. Young

Good morning, Ladies and Gentlemen. This morning we're going to have
a discussion on the subject of General Records Schedules. 1In lining up
the discussion, your Steering Committee decided to get a panel of speakers
who can tackle this problem from all points-of view. General Records Sched-
ules, of course, involve our housekeeping records. The first speaker will
be Dr. Edward G. Campbell of the Records Managament 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 them
now for over 10 years. Then we're going to have the subject of putting
general records schedules to work discussed by Mr. W. T. Luman, Chief of
the Records Administration 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 Humphrey, 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'® interest in them.

Dr. &dward G. Campbell

General Records 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 much of this fine print. You may be right, but it seems
like a good idea this morning to try to explain, first, how the GSA goes
about developing these 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 may deem cxpedient, 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 schedules shall be permissive, not mandatory.

We've often been asked why these schedules are permissive, and why we
do not try to get them made mandatory. 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 acency were required to dispose of records strictly in accordance with
the general schedules, I doubt if we would ever get any of them 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 origlnal leglslative 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- et
able; every item on each schedule provided that the record be disposed of.

In 1850 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 are™not disposadle. At
the present, nelther the provisions for disposal of records in the general
schedules nor for the transfers to centers are mandatory.

Indirectly, you may say, there is one exceptinn to this generality:
the general schedule authorizes an agency to destroy records after a glven
period of time. An agency can apply this disposal authorization at its
discretion, provided it does not destroy records sooner than provided by
the general schedule unless it gets specific authority to do so® There is
one question that cames up constantly which I would like to try to answer:
if an agency 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 orm authorization remains legally valid.

For the most part in developing the general schedules, we have directed .
our attention towards the so-called housekeeping records of the governcent,
But we have already made one exception, in which we directed a general sched-
ule towards so-called program records. It is apparent that there are a
nunber of other areas that are not housekeeping areas iwhich in the future
we hope to cover with general schedules” As to what records should be
covered by general schedules, we are glad to receive any suggestions at any
time either as to additional items or additional schedules. Any files that
can be covered by general schedules more effectively than by an agency
schedule we will try to cover.

The origlins of various schedules that we have now do not follow any
particular pattern; we get our ideas wherever we can. Some of you may have
noticed a rather fat and complicated item 7 on schedule 4, relating to
certain documents that can be turned over to purchasers of Federal real
estate. This item was suggested by Public Buildings Service. They had a
real problem. If an industry bought a factory or a building from the Federal
goverment, 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 away
those records. They were Federal records and must remain in the custody of
the Federal Govermment until Congress acted upon®a disposal jJob., I suspect
a few times the records disappeared and the private purchaser got then, but
this item 7 was designed to make such actions legal. It was necessary, but
merely illegal, to give the papers, to the private owner,
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Other items on general schedules have been suggested by agency records
officers, Others are suggested by members of our own staff, who find bugs
in them as they go around other agencies here in Washington and in the field
applying the schedules. A major source for suggestions as to records that
might properly be covered by general schedules lies in a review that we nmake
of all agency schedules that come through the National Archives. ¥e watch
to see if agency after agency is submitting 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 general sched-
ule applicable to all agencies®

Under the lawit'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 became final. For this reason,
any changes in schedules covering personnel records are cleared with Civil
Sorvice Commission; we try to make sure there ars no contradictions between
the schedules and the Civil Service Commission Manual. The Treasury Depart-
ment has a legitimate interest in any proposal lnvolving accounting records
and records relating to tax deductions. The Congressional Joint Committee
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
Home Finance records. Ve asked for their opinion mainly because of their
experience in the field. As it turned out, the Agency recommended to us
that 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 view 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 way 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 fram
George Freed:man of Treasury,--we hoped to have him here today but he was not
able to make it, he was too busy with some other project--and Al Humplirey
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 within the last two or three
years. In the first place, they are now formally issued as Appendix B to
GSA Regulations, Title 3, Federal Records. That is done in the belief that
it will be easier for agencies if all of the material 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 of the series of general schedules in Appendix B.
Since only the 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
govermment with schedules that were pertinent to only one branch of the
goverment. We 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 courtst

Most of the other elements in the present arrangement for issuing the
general schedules are dictated by our {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-amended, 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 i1s 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;, and thereby avoid your
having to constantly interleaf new pages. .

The number of changes we have made and that we have in process do not
seam to us excessive. Probsbly that is because we feel that any schedule
should be reviewed at least once a year and probably is going to need some
kind of revision at least every other year. Since we are dealing with the
records of all the agencies of the govermment, it is not surprising that
the general schedules need rather frequent revision. Here are some of the
revisions we have in the mill right now: one is tle revision of the item
covering unsuccessful applications for employment. At present I believe
that those 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 Comnission of what agencies are doing. Because of that inspection
angle, we are having to lengthen the retention period on those records.
Otrerwise the records will have been destroyed before Civil Service ever has
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 pertaining to civilian employees of thoe govern-
ment, to pensioners, and to others who get periodic checks from the govern-
ment., Those extra coples are security copies. There is no need to keep
them indefinitely, so we are amending those two schedules to allow disposal
of the extra copies after a relatively short holding period.

®
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There is another 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. 1If we knock
out the reference 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. Originally,
the accountable officerts accounts schedule covered records of diskxarsing
officers and certifying officers. Congress approved it that way and we
issued it. Later it came to our attention that there were also collecting
officers in the goverment? They were in no wise different from the dis-
bursing or certifying officers as far as certain of their records went, but
again we had to go back to Congress and then issue an amendment to the
schedule. )

In general, we feel these revisions are necessary to develop better
schedules, to change schedules so they can be applied more easily, %o
change tham so that records can be retired more quickly, and at times to

. keep_terminology in line with actual ‘'usage. Finally; of course, they are

necessary to take into account changes in procedure.

We expect this need for clanges to continue. That is one reason why
we try to keep each 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 and 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, bs included under the schedule on accountable
officers!' accounts. 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 accountable officers accounts.

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

As I indicated, at times our changes in general schedules take the

shape of new schgdules. We do not know how many new ones there will be.
At present, we are working on a schedule that would cover, in so far as we
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can see, all 'mapping and cartographic records. This job is being done 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 sutmit 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 govermment legal offices® Ve hope that this one, too,
will be approved by the present Congress but we 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 completing coverage in the
fields 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 most of the pay-
rolling records. We know that in the future retention 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 that
our schedule covering records of administrative management is very frag-
mentary., It covers only a very few of the records in that field. The
schedule was not issued primarily to authorize disposal of large quantities
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 agaln and again.

Yany of you have asked us at 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 ™"floor" is Janusry 1, 1921. In
the case of procurement records, the date is 1894; in the case of adminis-
trative management records; 1939. Excluding the earlier records fram 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 records, and it seeams more expedient to put the date
floor in the schedule, MYost of the records prior to 1921 have already been
retired, so they don't constitute a great problem 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 schedules, except as other-
wise noted; is not amy magic date. We determined to use that date because,
first, that was the year in which GAO and the Budget Bureau were created and
gince that time both those agencies have been assisting the general standard-
ization of records and procedures in their respective fields" Secondly,

1921 brings us past World War I; wartime measures had disappeared from the
scene and records were beginning to 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 departing from 1it.

-6~
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In addition 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 govermment
housing in Germany, Japan, or Alaska” We do not know and since most of the
records seem to relate to that type of activity in this country, it seemed
wiser to get the schedule out and to worry about the records of overseas
housing same other time.

In the case of administrative management records, we specified that
the schedule only applied at 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 management 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 fleld officials of a given agency.

Another 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 [ram general records coverage.
The personnel records schedule can be applied to the records of the per-
sonnel office of the Civil Service Commission but not to all the other
personnel records in the Civil Service Commission. In the same way the
butlget schedule can be applied to the records of the Budget_Bureau‘'s own
budget unit but ™ot .to all the Budget Bureau's records relating to btudgets
of other gavermment agencies. In at least one case I thirk 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 undoubtedly are no different fram those of other agencies. The
most complicated exclusion from general records coverage undoubtedly is
that involving GAO records. The general record schedules are applicable
to mémorandum copies of papers formerly sulmitted 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 GAOis interest in the
general records schedules,

I want to emphasize that these ground rules for exclusion of records
fram general records schedule coverage are spelled out in this fine print,
of which"l 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 seems 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 it; he will find for instance that the accountable officer's
schedule should not be applied to records of 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

P
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omit this fine print in issuing the schedules for all agencies, however,
because some agencles are affected by every one of these exclusions,

The second part of the schedule consists of a description of the
records, a proposed filing system that will permit normal 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. ‘ ' :

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 creating 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 period, what reasons we had for proposing the
disposal after a glven 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 fully.

One thing I want to emphasize, I have spoken of the fine print. It
1s there, no question about it. We try to keep it to a minimum but we
cen not eliminate it. Any time an agency has trouble in trying to decide
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 1s covered by one of these schedulese Don'®% let
the fine print lead you to just file them. Try to use them. APPIAUSE.

Kr, Arthur"Z. Young

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

Mr. Chairman, Fellow Panel Members, ladies and Gentlemep, in pne of
my weaker moments I agreed to become a participant in this program, by
speaking to you on the subject of "Putting the General Records Schedules
to work in the Department of Agriculture.”

It seems 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
management .activities.of.all agencies of the Department, both in Washington
and in the field,..and the establishment of general policies, standards and
procedures relating thereto®

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

Since the records covered by these schedules include those pertaining
to civilian personnel, fiscal, accounting, procurement matters, and other
common functions, they were referred to the office of personnel and the
Office of Budget and Finance for their concurrence in permitting the
agencles to apply the authorities., Both of these offices are staff offices
in the Office of the Secretary. The Office"of Personnel took exception to
one item in General Records Schedule 1.

The Office of Budget and Finance took exceptions to items in four
schedules as follows. Schedule 2, Item 1B:-It was decided that agencies
should retain pay cards (Standard Form 1127 or equivalent) on active em-
ployees for a period of five years after close of file before transferring
them to the"Federal Records Center at St. Louis® Schedule 2; 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
S5, Item 4:-In this instance, it was not.'exactly an exception, for agencies
were merely cautioned about destroying work papers, cost statements, and
rough data dccumulated in preparation of annual budgets. 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, 3; and 4:-It was decided
that the gemeral and allotment ledgers, including supporting Journal
vouchers, are important as sources of fiscal, expenditure and budgetary
data, and should be retained permanently. However, it was also decided
that in the review, development, and approval by the General Accounting
Office of improved accounting systems for the agenclies, consideration
would be given 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.
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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 reasons for doing so.
They were cautioned, however, to follow the schedules as closely as possi-
ble. They were also told that if an agency wished to retain some of its
fhousekeeping® records for shorter periods than those listed in the General
Records Schedules, they should prepare disposal schedules and sutmit them
in the usual manner.

Some of you in the audience this morning may be wondering how we uti-
lize the General Records Schedules in the preparation of agency schedules.
Most of you have had experience in inventorying records and preparing
schedules, particularly during the past two years with a June 1954 dead-
1line to meet. The preparation of comprehensive schedules in the Department
of Agriculture has been greatly facilitated--I'd like to emphasize this—by
the fact that the General Records Schedules exist; for by their existence,

a mere 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 labori-
ously listing certain records, particularly those of a "housekeeping" nature.
Allow me to illustrate these two points:- First, as you know, in preparing
comprehensive schedules, we wish to include all'records series, particularly
a series of any magnitude and occupying significant amount of filing space,
as, for instance, General Information Type Correspondence which we find so
much of, particularly in our research agencies. Briefly, this type is
generally described as "requests for iaformation from the general public -
and replies thereto, involving no administrative action, no policy decision,
and no special campilations or research for reply."

Now here's how we utilize the General Records Schedules in the disposal
instructions covering such correspondence. I quote the disposal instruction
from one of our approved.schedules:- "Dispose aftercthree months.in accord-
ance with General. Records Schedule 14,.approved for use by the.Department -
of Agriculture."

Perhaps some of you are wondering why we attempt to include all record
series of any importance, 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 the use of the General Records Schedulese It also may serve to
make mandatory in ourqgomprehensive scheduleg provisions -that are optional
in a General, Records Schedule.. Ve even advocate the inclusion of non-record
material in. comprehénsive schedules in order that this type of material is
not ignored or forgotten:dn disposal activities. May I quote to you an
edcerpt from the Departmknt of Agriculture's Record Disposition Manual,
Office of Plant and Operations Publication No. 10: "It is important that a
comprehensive records schedule should cover all types of records in an agency
with appropriate disposition instructions. Not only should all types of
record material be included, but,@leo all 'non-record' 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
disposal is provided for in the same document that controls record mater-
ial, it cannot be ignored." ‘Mis principle applies then to large volumes
of material, such.™as 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 Item 10,
General Correspondence Files. These files are then described in broad
general terms, except for specific listed records, such as: a. Records
reflecting the history and organizational structure; b. Records of a
precedent setting nature relating to administration; and c. Other like
material of a policy or program planning nature. 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 permanent accession by the National Archives via a Federal Rec-
ords Center.) Now, you msy ask, "what are the other records in the file?
How are you covering them in the schedule?" Remember, 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:- "All 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 1 ~ 16. 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 d%sposal
program.

At the time I was asked to speak to you, it was suggested that I indi-
cate "what problen, if any, do the General Records Schedules present to the
agencies in the use of themi" ith Mr. Campbell and Mr. Young occupying
this platform with me this morning, I could be in a most unenviable 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." In this
publication we included in an Appendix, the General Records Schedules. e
also listed in the Appendix all Standard and Department Forms, arranged
numerically. Each Standard and Department Formm so listed bears a reference
to the appropriate General lecords Schedule or Schedules and the pertinent
item or items therein governing the disposition of that form.,

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 much con-
sideration and discussion, we were able to unearth only two minor suggestions,
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The first of these 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

lirs Arthur £. Joung

Thank You very much iir. Luman for telling us how agriculture goes 2bout
putting the schedules to work? Ve will now hear fram Mr. Humphrey about
GAO'5 internct in ieneral records schedules.

Ur. Allen Ii. Sumochrey

Mr. Chalrsan, fCuests und Lembers of IRAC:

Dr" Campbell invited me to participate in today's meeting of IRAC by
discussing with you the interest of the General iccounting Office in General
Records oschedules® I think that we can best express the interests of the
General Accounting Office in the application of General itecords Schedules
by the various departments and agencies of the Government by attempting to
answer some quedtions which have been raised by representatives of the
various agencies. That is what I am going %to attempt to do today. 4t the
end of my discussion I'll be glad to try to answer any other questions
which you may have.

@@ have been asked on nunerous occasions over a period of years the
question--why docs the General iccounting Office want to approve the use
of General Records Schadules Wy cach agency when it hus already approved
the provisions of the schedules prior to their issuance?

At the time the first !tecords chedules were designed by the National
Aarchives” the General iccounting Office had very little experience with
respect to the :disposal of the fiscal records of the various agencies
which might be needed in the audit and settlement of accounts, the settle-
nent of claims and de:mands by or against the United Stat.es; or in making
investigations. At that time General liecords Schcdules were designed on
sn individual item basis® that is by rorm nunber or title of the records,
rather than on the present functional or classification basis. Becausa of
1L.e growth of the Govermment and the vast increases in expenditures”due.
to world VWar II, many types of the work of the General Accounting Office
were thrown considerably in arrears? also at that time, there was no
statute governing the time in which exceptionc could be taken or accounts
settled? In the lipht of these and other considerations, it was considered
necessar'y that the General nccounting Office specifically approve the use
of General Hecords Schedules by any agency desiring to do so. From a per-
sonal standpoint; it appears that in the light of the current condition of
the opcrations of the Orfice, the coniplete revision of General Records
Schedules, the experience that we have had with the disposal of fiscal
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records ok agencies, and Public Law 72 establishing the Line' limitation on
the settlement nf accountis,’ thal. the specific-approval of the General
Account,ing Office of Lhe use of General Records Schedules by the varilous
1zencies =9y be changed. I believe that in the futurc we will probably
concern ourselves more with the development and approval of the application
of General Kecords Schedules rather than the specific approval of the
application of General Records Schedules by agencies.

Another question that has been raised many times is what records are of
interest to the General Accounting Office in connection with Section 9 of
the Records Disposal Act of 19437

At the risk"of over simplifying the answer to this question, I believe
that it may be stated this way — the General Accounting Office is inter-
ested in the disposal by any-agency of any documenta which relate directly
to financial transactions. Necessarily, the answer that I glve here to
this question must be general in its terms. ‘e would be happy to discuss
with any agency specific classes of records which are under consideration

for disposal.

A question of significance to all of us here today is how does the
Ceneral Accounting Office want approval requested: (1) by submission of
fiscal items only? (2) by submission of entire schedule covering an

.agency's records, with discretion. left to General Accounting Office as
to whichmitems are of interest to it? or (%) by subtmission of entire
schedule, with transmittal letter indicating items on which the agency
wants General Accounting Office opinion?

I am very glad that this question has heen raised. 'The General Account-
ing Office would like to have™he 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 well quali-
fied to determine which of- their records would fall within that category.
However, if due to internal procedures 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 1list 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 schedulecs®

I+dmagine that many of the agencies would like to know how the clear-
ance machiriery works inside the General Accounting Office. The 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 agencies. 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 take certain calculated risks in"the 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 mamy varying factors it is sometimes necessary
for us to depart from standards previously used and to submit the agency
schedules to one or more of the heads of the operating divisions of the
Office for their consideration and advice.

The Records Officers of a few govermment 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 demands; pending litigation and incomplete investigations are
not destroyed. 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 States, incomplete investigations, pending litigation, or any matter
involving a specific request made by the Comptroller General of the United
States, 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 investigations; ectc.

#e'have received three or four very recent inquiries fram agencies as to
whether the auditors of the General Accounting Office are aware of General
Records Schedules and their provisions. Some of the agencies believe that
the auditors are unaware of the General Records Schedules and make retention
recommendations to the agencies contrary to the provisions of the schedules.

When you consider the thousands of Federal statutes and regulations that
are in effect in the Federal Govermment and the fact that these employees are
accountants nhose primary consideration is the accountability of public funds
and.'hot 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?
or those of.the records schedules specially approved for application in any
glven agency.

With respect to the second part of this question; that the-auditors
appear unaware of General Records Schedules and make contrary retention or
disposal recommendations to the agencies, a directive has bean prepared and
forwarded to all accountants and auditors of the General Accounting Office
advising them to discontinue making"recommendations with respect to the re-
tention or disposal of fiscal documents,"and also advising them of the
placement of the responsibility by the Comptroller"General of authorizing
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the disposal of fiscal records of agencies, This 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 administrative 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?

The elimination of unnecessary memorandum coples of accounts, vouchers,
schedules and other supporting papers is a matter which rests largely with
the agency. However, the General Accounting Office does encourage the
elimination of memerandum copies of .such documents in all instances where
it is possible. One of the goals of the site and comprehensive audit pro-
grams 13 the agency use of the original accounts current, vouchers, sched-
ules and™ther related supporting documents, and contracts in place of the
creation, use, and maintenance of duplicate sets of such records, evidence
of which is set out in General Regulations No. 115, Revised.

In connection with the second part of this question; it must be under-
stood that the site and comprehensive audit programs have not been extended
to all agencies and bureaus of the Govermment, nor can they be in the very
near future. It will be necessary to continue the provisions of General
Records Schedule 6, especially item 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 accounts 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.

I understand that one of the members of the Steering Committee recently
received a question as to how an agency could draw the line between the
fiscal docunents which are retained at the site for audit by the General
Accounting Office and agency administration records related to accounts.

It is stated that this question frequently arises in applying General
Records 5Schedule No. 6. Thae fiscal documents of the General Accounting
Office which are retained at the site for audit is best described in Section
117 (b) of the Budget and Accounting Procedures Act of 1950 and in Paragraph
7 of General Regulations'No. 115, Revised. At the risk of brevity, it may
be said that they are the originals of the accountable officers accounts
current, vouchers;, schedules and other related supporting documents and
contracts which are required under existing law to be sutxnitted to the
General Accounting Office. 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 whatever assistance is necessary.

A question of interest to the General Services Administration was
received by the Chief of one of the Federal Records Centers as to how
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he would know when to destroy disbursing records in the light of his in-
structions which are "destroy 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 of such a staxdard nor the
reasons prompting such an early transfer of fiscal records to a Federal
Records Center. However, I will attempt to answer the question this wmay.
It is presumed that.it.1s directed to the fiscal records of agencies such
as thoee described in General Records Schedule 6, which have been trana-
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-302106 provides that
"No records of a Federal agency still in existence are to be disposed of
by"a Federal 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 disbursing 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
unless something intervenes to require settlement for a shorter period,
such 83 the closing of the account. In order that the Federal Recorda
Centers may dispose of the administrative fiscal records of agencies when
accounts have been settled by the General Accounting Office, it seems that
it 1s incumbent on the agencles to advise the Federal Records Centers of
the receipt of a certificate of settlement of account giving the periods
involved therein,

Mr., Arthur E. Young

Thank you very much Al. At this time we will have the question period.

Dr, Bdward G. Campbell

I will first read and then try to answer these.

Is Item"7;, Schedule 4 applicable only to real estate or 1s real
property more inclusive? I Jjust took a quick look and the wording we use
is real property.- We mean the more inclusive tenn covering both the land
and the buildings

Second, what 13 the legal authority making the application of achedules
permigsive? The Disposal Act of 1943 says that General Schedules are per-
missiveq Section 6 is the specific section. '

Why does the Federal Records Center accept records from various agen-
cles when they are disposable under general schedule within a year or less?

SUPERSEDED

b ]



SUPERSEDED

Mr. Alldredge could answer that better than I, but I would presume it is
because in a given case equipment may be needed right awajy and not 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
.apply general schedules to records in the Archives. Little would be gained
anyway, because it's just as easy to go to the agency and ask approval of
a disposal 1list as it is to ask them for authority to apply the general
schedule.

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

Has the June 30 deadline inadvertently held up the application of
general schedules and authorizations usually scheduled in regional offices?
.I'don't know. I _don't know whether they have held up disposalvor not. It
would depend, I should imagine; what reglonal office and what agency is
concerned.

What date will the schedule revisions be 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 wren 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 not? 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 raquest authorization to keep records longer
than provided in a schedule. 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. 1Is there any
way this considerable task can be made unnecessary? There probably is some
way, but we haven't found it. Thank you.

Mr. Allen N. Humphrey

"Please give the number and the date of directive issued to GAO's site
auditors asking that they not request changes in general schedules?"™ That's
not quite the same thing that I was talking about I'm afraid, but here's
the proposition. Ye 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 was, guessing a
little, the middle of March 1954.
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"7 Why is it necessary to obtain GAO approval of the transfer of records
retained at the site dor. 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 Office, of course,

have to do their :wgment of the audit of a particular agency or bureau

within their reglon. After they have completed their portion of the audit,

their reports and working papers are sent to Washington. I'm not familiar

with all the intermediate procedures but all the reports and papers are

combined into one report which is; in final, sutmitted to the agency and

the Congress. Until the time that the office 1s satisfied that the audit

for a particular bureau; activity, installationg 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 notification of campletion of audit has been issued and the GAO

has specifically authorized the transfer.

"What ies the retention period for original accountable officers
accounts audited at the site?® As far as the accounts, vouchers, sched-
ules; and supporting papers are concerned--those papers which are trans-
ferred to.dederal Records Centers--the retention period is 12 years.
Some papers are retained a shorter time, and of course some papers a
little longer. Generally 12 years.

"§Jhy should all bills of lading and freight vouchers be retained
indefinitely when only certain land grant cases are involved?'" Generally
speaking, disposal of all bills of lading and freight vouchers, including .
allosupporting documents has been suspended in the General Records Sched-
ules. In the reaudit program it was found necessary to suspend this disposal
of such records because we had to go back and reaudit the World War II
period. Now then, .as I understand it; the World War II period doesn't con-
cern only land grant. The carriers have 10 years to file a claim fram the
date that the GAO takes an exception against a payment under 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 program.

Once we get over the hump of the reaudit program; I believe that we will be
able to shorten the periods.

Mr. Arthur E. Young

I ment to thank the audience for the fine questions submitted this
morning, and each member of the panel for participating so fully in this
very interesting discussion.
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CIRCULAR LETTER lio. 46-1 varch 13, 1946

To: All Govermment Agoncies

~ SUBJECT: Issuance of General Schedule No. 1 for the Disposal of
Records Commmn to Several or All Agencies

There is attached to this circular letter a copy of Ceneral Schedule
No. 1 for tho disposal of records of the United States Government common
to several or all agencles. This schedule has to do with personnel records.

Disposal of the records described in this schedule has been authorized
(H. Rept. 1596, 79th Cong., 2d sess.) under the provisions of the act of
Cangress entitled "An Act.to provide for the dirsposal of certain records of
the United States Goverrment,d approved Julyr?, 1943 (57 Stat. 380), as
amended by act of Congress approved July 6, 1945 (59 Stats 434)., The dis-
posal authorization applies to records of the form ar character specified
that either have accumulated or may accomulate in the agencies indicated in
the statement of applicability at the head of the schedule. It applies to
such records after they have been in existence for the periods of time
specified in the schedule. The authorization is permissive and not manda-
tory.

Attention 1s called to the regulations of the National Archives Council
approved by tho President on August 8, 1945, and promilgated by the National
Archives Council on August 15, 1945, which prescribe the methods by which
the disposal of records that have been authorized for dimsposal may be
effected.

The attached schedulre refers only to record copies of documents. It
19 realized that many agencies do not file some of the papers of the forms
or characters specified in the schedule and maintain them as recorg mate-
rial. It is not the intent of this schedule to impart record character to
documents previpusly de fined by your agency as nonrecord material. It
should also be noted that the schedule applies to recorg copies wherever
filed in the agency. Item ilo. 2, for example, refers not only to duplicates
of papers filed in the principal individual personnel folder that may be in
the folder itself but also to duplicates that may be filed elsewhere in your
agency. Docunents or coples of docwients that may have been kept in your
agency merely for comnvenience of reference and not for purposes of record
may be disposed of at the convenlence of your agencyr

(over)
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Tho exclusion in iten 18 of copies of absence and tire reparts filed
in agency fiscal offices is intended to cover those copies that support
pay roll vouchers, which are filed in the fiscal affices of most agenciesr
Documents that support pay roll vouchers in whatever offices theyrare filed,
horrever, may not be disposed of befae completion of audit of the related
accourts except by permission of the Comptroller General, under thc termo of
Section 9 of the Disposal Act of July 7, 1943, cited above.

Insofar as tho attached schedule is applicable to any records of your
agency it will not hereafter be nccessary to sulmit a disposal 1list or
schedule covering them in order to obtain avthorization for their disposal -
after the lapse of the periods of time specificd in the attached scheduler
Any schedules previously approved for imdividual agencikes remain in effect
even though their retention periods vary from those on this General Schedule.

Additdional coples of the attached schedule or inforumation concerning its
application may be obtatned from the records division of the liational Archives
naving liaison with your agency or from the Records Appraisal Officer of the
' llational Archives (telephone: National Archives, Extemsion 34M)s

7 A ]

Archivist of tho United States
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GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITEO STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule No.s é )

Page No. S

*mationnl Archives Form 107 Usu PERSEDED

[tem | Title and Deecription ! Period of time

No. EindsofsCopless | to be retained
APPLICABILITY OF THIS SCHEDULE: This schedule applies to
all record capies of the kinds specified in alt agencies
of the Government except the Civil Servirce Conmissian.
With respect to the Civil Serwice Cammission, it apph es
only to record copies in the Division of Personnel re-
lating to employees of the Civil Service Coumissiony
TYPE OF RECORDS INCLUDED: Personnel recordss

l. | UnSuccessful applications for employment, and all S.up- 1 year
porting papers and carrespordence relating thereto,
EXBLUDING records relating to appointments requiring
Senatorial confirmations All record copies

2. | Duplicates of papers filed in principai personal history 3 months
folder., Duplicate record copies.

3. | Applications for leave (annual, sick, and other) and all 1 year
supporting papers. All record capiesy

4. | Leave recard camds or any swwarizatiton of leave taken by 3 years after
or owed to an employee. All record copiesr separation of

employee

5. | Efficiency rating reparts (Standard Form 51 or equivalent).| 5 years
A1l record copies EXCLUDING the final report prepared on
each separated employees

6. | Lists of efftciemcy ratings (Standard Form 52 or 2 years
equivalent), All recard capiess

7. 1 Notice of effiriency rating. All record capiesr 1l year

8. | Correspondence concerning personal credit. All record S years or untill
capiesy ' separation of

employee

9. | Letters and telegroms offering appointmentsy All record 6 months
caplesy

10.| Welcoming letters. All record copies. 3 months

1l.| Letters of introductions All record capiesr 3 months

t2.3-2
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' SUPERSEDED

GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOYERNMENT COMMON
T0 SEVERAL OR ALL AGENCIES

Schedule Ko. _1 Page No. 2
teem|l Title and Description Perlod_ of- time
No. EindsofsCopliess | to be retained
12, | Forms, memoranda, or other dacuments that request thne 1 year

assignnent of personnel not specifically namcd or not at i
the time of submission employed by the agency and that

have been withdrawn, disapproved, or not acted on, All

recorad capies,

13. | Forms, memoranda, or other dacuments that propose appoint- | Until separatdion
ments, transfers, reclaseifications, pramotions, demotions,| of employee
separations, or other personnel actions affecting indi- namede
vidually named employees (commonly referred to as "per-
sonnel action papers") and that have been vAthdrawn, dis-
approved, or not acted on. All record copiese

14, | Papers sutmitted in examinations giver by individual 1 year
agencies to determine the suitatility of employees for
promobion or reassignment. All record capies,

15. | Statistical work reports on interviews, separations, and 18 manths or
other personnel actionss All record copiess until annual or

\ summary report
prepared

16, | Lists of names for and papers relating to changes in 6 maths
employee and telephone directories. All record copies.

17. Reports of tardiness. All record copies.r 18 mont hs

18, nNaily, weekly, semi-montnly, and manthly reports of ab- 18 months
serrceas ard time, EXCLUDING Standard Form 72 and 72a —

Time and Attendance Report. All record coples EXCEPT
record copies in agency fiscal offices.

AN
*national Archives Fora 107 (ISUPERSEDED
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The National Archises
© Hahington 25, 3. G.

CIRCULAR LETTER Nas 46-2 March 13, 1946

To: All Government Agencies

SUBJECT: Issuance of Ceneral Schodule No. 2 for the Disposal of
Records Common to Several or All Agenciles

There is attached to this circular letter a copy of General Schedule
No. 2 for the disposal of records of tho United States Goverrment cammon
to several or all agencies. This schedule has to do with deferment records.

Disposal of the records described in this schedule has been authorized
(H. Rept. 1596, 79th Cong., 2d sess.) under the provisions of the act of
Congrass entitled "An Act to provide for the disposal of certain records of
the United States Goverrment,™ approved Julye7, 1943 (57 Stat. 380), as
amended by act of Cangress approved July 6, 1945 (59 Stat. 434). The dis-
posal authorization apptires to records of the form or character specified
that either have accumulated or may accunulate in the agencies indicated in
the statement of applicabikity at the head of the schodule. It applios to
such records after they have been in existence for the periods of time
specified in the schedule. The authorization 1s permissive and not manda-

tory.

Attention 13 celled to the regmlations of the Natianal Archives Council
approved by the President on August 8y 1945, ard prorulgated by the Natianal
Ar chives Council on August 15, 1945, which prescribe the methods by which
the disposal of records that have beem authorized for disposal may be
effected.

The attached schedule refers only to recbrd copies of documents.
Docunents or copies of documents that may have been kept in your agenay
merely for convenience of reference and not for purposes of record may be
disposed of at the convenience of your agencye.

Insofar as the attached schedule is applicable to any records of your
agency it will not hereafter be necessary to subriit a disposal 1list or
schedule covering them in order to obtain authorization for their disposal
after the lapse of the periods of time specified in the attached schedule.
Anny schedules previously approved for individual agencies remair in effect
even though their retemtion periods vary fram those on this General Scheduler

{over)
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Additional copies of the attached schedule or informatton concerming its
application may be obtained fram the records division of the National Archives
having liaison with your agency or from the Records Appraisal Officer of the
National Archives (telephone: .Natipnal Archivesy Extension 347).

_£ﬂ4%/ 03eck

Archivist of the United States
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GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNNENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule No.__2_

Page No. 1l

Item
No.

Title and Description

KindsofsCopless

Period of time
to be retained

1.

3.

Se

A1l record copies.

APPLICABELITY OF THES SCASDULE: This schedule applies to
record copies in all agencies of the Covernment except the
Selective Service System and the Congress of the Untted
States, and it does not apply to records created by the
Review Conmittee on Deferment of Government Fmployees or
its predecessors that have been maintained in the ‘‘ar
tanpover Corraisston or its successors or in the custody of
the Archivist of the United States.

TYPZ OF RZCOXDS INCLUDED: Deferment records.

Reports to the Review Committee on Deferment of Government
Employees or its predecessors on the Setective Serwvice
status of employees (T2:C Form 27 or equivalent)r All
record reopies,

Requests for occupational deferment (DSS Form 42, 42a, or
equivalent) and all supporting and accompanying papers:

Appeals to the Review Committee on Deferment of Goverument
Employees or its ‘predecessors for occupational deferments
and all accompanying and supporting paperss All record
copiesr

Correspondence betvween individual agenctes and the Review
Committee on Deferment of Govermment employees and its
predecessors. All record copies. “

Requests to the Neview Committee on Deferment of
Covernment Bmployees and its predecessors for the
designation of certaim posttrions as "Xey Positipons." All
record copiess

Reports made within an agency by individuak empl®yces on
their Selective Service status. All record copies.

“watlonal archives Form 107 (1$5UPERSEDED

6 months

6 months

6 months

6 months

6 months

6 nonths
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The National Archioes
Mashingtae 25, . @.

CIRCULAR LETTER No. 46-4 ¥ay 23, 1946

To: All Government Agencies

SUBJECT: Issuance of General Schedule No., 3 for the Disposal of
Records Compmon to Several or All Agenoles

There is attached to this circmlar letter a copy of General Schedule
No. 3 for the disposal of records of the United States Govermment comman
to several or all agencies. This schedule has to do with records of
informational services snd relations with the public,

Disposal of the records described in this schedule has been authorized
(H. Reptry 2052, 79th Cong., 2d sess.) under the provisions of the act of
Congress entitled "An Act to provide for the disposal of certain records of
the United States Government," approved July 7, 1943 (57 Stat. 380), as
amended by act of Congress approved July 6, 1945 (59 Stat. 434).  The dis-
posal authorization applies to recomds of the form or character specified
that either have accumulated or may accumulate in the agencies indicated in
the statement of applicatdlity at the head of the schedule. It applies to
such records after they have been in existence for the periods of timo spect-
fied in the schedule. The authorization is permissive and nat mandatory.

Attention is called to the regulations of the Natiomal Archives Council
approved by the President an August 8, 1945, and pramulgated by the National
Archives Counctl an August 15, 1945, which prescribe the methods by which
the disposal of records that have been authorized for disposal may be
effected.r

The attached scredule refers only to record copies of documentsr It is
realized that many agencies do not file sane of the papers of the forms or
characters specified in the schedule and maintain them as record materisal.
It is not the intention of this schedule to impart. record character Lo docu-
ments previously defined by your agercy as nonrecord catemiak, It should
also be noted that the schedule applies to record copies wherever filed in
the agency. Documents or copies of docurents that may have been kept in
your agency merely for conwnience of reference and not for purposes of
record may be disposed of at the cénvenience of ycur agency.

Insofar as tho attached schedule is applicable to any records of your
agency, it will nobt hereafter te necessary for your agency to suumit a
disposal list or schedule cowering them in order to obtain authorization
for their disposal after the lapse of the periods of tirie specified in the
attached schedule. '

SUPERSEDED fever)
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Additional copies of the attamched schedule or information concermning its
aPplication may be obtained fram the rccords division of the National Archives
having liaigon with your agency or from the Records Appraitsal Officer of the
National Archives (telephonee National Archives, Extension 347).

_Q@Qﬁﬁ 03k

Archivist of the United States

SUPERSEDED



(o
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GENERAL SCHEDULE FOR DISPOSAL OF RECORDS

OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule No,. 3 Page N.o. 1
Iten Title and Description Perlod of time
No. Kingd 88 Copdesy to be retafned

1.

2.

4.

5.

6.

7.

APPLICABILITY OF THIS SCHEDULE: This scheduls appliss to
record copiee in all aganclies of the Covernmentr

TYPE OF RECORDS INCLUDED: Informatiamal Servirces and
Relattons with the Publie.

Mailing 1lists.. All record copimess

Correspandence, request forms, and other records relating
to changes in mailing lists. All recard copiess

Requésts for publications end photographs (including
applcattons and requests made by form and by letter) and
acknowledgmente and replies to them. All record copies.

Acknowledgpents of inquiriss and requests that have been
referred to other Goverrment agencies for reply. All
record coptesr

Letters refarring inquiries and requests to other
Government agencies for reply. All record copies.

Requests for information and replimss thereto involving no
administratitve action, no poliecy decistons, and no special
campllattars or research for reply, including requests for
informattan and inquiriss to which replies are made by
printed or duplicated mtierial. All record copimsr

Anormymous letters and letters of cammendationm; complaint,
criticisn, and suggestion and replies to them EXCLUDING
those an the baais of which investigatians ware made or
adnimistrative actdan taken and those incorporated in
individual personnek records. All reecord coptes.

'lhtlonll Afchives fForm 107 [1§5u E SEDED

Until superseded
or obsolete

3 months or until
changes made in
mailing lists

'3 months
‘ 3 manths

3 months

3 months

3 manths
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@he National Archites
Balyimglon 25, D, @.

CIRCULAR LETTER No. 47-1 © August 7, 1946

To: All Government Agencies

SUBJECT: Issuance of General Schedule No. 4 for the Disposal of
Records Common to Several or All Agencies

There is attached to this circular letter a copy of Ceneral Schedule
No. 4 for the disposal c¢f recorcds of the United States Government common to

several or all agencies. This schedule has to do with pail and postal recards.

Disposmel of the records described in this schedule was authorized bty
Cargress July 23, 1946 (H. Reptn 2637, 79th Cong., 2d sess.9, under the pro-
visions of tho act of Congress entitled "An Act to provide for the disposal
of certain records of the Untted States Covernment," approved July 7, 1943
(57 Stat. 380), as amended by act of Congress approved July 6, 1945 (59 Stat.
434)s The disposal authorization applies to records of the form or character
specified that either have accumulated or may accumulate in the agencies
indicated in the statement of applicability at the hoad of the scheduler It
applies to such records after they have been in existence for the periods of
time specified in the schedule. The authorization 1s permissive and not
mandatory.

Attention 1s called to the regulations of the National Archives Councit
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 of records that have been authorized for dispasal may be effected.

‘The attached schedule refers only to record copies of documents. It
should also be noted that the schedule applies to record copies wherever
filed in your agency. Documents or coples of documents that may have been
kept in your agency merely for convenience of reference and not for purposes
of record may be disposed of at the convenience of your agency.

Insofar as the attached schedule is applicatble to any records of your
agency it will rot hereafter be necessary to submit a disposal list or
schedule covering them in order to obtain authorization for their disposal
after the lopse of the periods of time specified in the attached schedule,
Disposal authorizations obtained by an individual agency in previously
approved schedules remain in effect even though the approved retention
periods may be shorter than those in this General Schedule,

(over)
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Additional copies of the attached schedule or information concerning its
application may be obtained from the records division of the National Archives
having lialson with your agency or from the Records Appraisal Officer of the
National Archives (telephone: Natiomal Archives, extenstan 347)s

. Archivist of the United States
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GEMERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UN{TED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule No. & Page No. 1
Item -'rit.lo and Dee:rlpuon -_-I Perjod of time
No. Eind of Coples® to bo retained

APPIJBABILITY OF THIS SCHEIUIE: This schedule applies to
record coples in all agencies of the Coverrment EICEPI the
Poat Office Departmant and the Postal Service.
TYPE OF RECORDS INCLUDED: Mall and Postal Recordss
l. | Record of receipt and routing of incaming mail other than 6 months
reglstered, insured, and parcel post mail. All copdes.
2. | Record of official penalty mail sent. All copdes. 2 yeare
3. | Statistical reports of postage ueed on outgoing mail 6 months
(alr-mail, special delivery, registered, foreign, and
over 4 pounds)e A1l copdes.
4e | Requigition for stemps. All copies EXCLIDING copies used 6 manths
. a8 supporting dccuments to pgyment vouchers.
S. | Statement of mailing of cancelled or metered matter (P.0. 1 year
Form 3602A or equivalent). All copiles,
6. { Production reports of mail handled and work performed with 6 manths
canpilations derived therefram. A1l copdes.
7. | Daily record of incaming and outgaing reglstered, ineured, 1l year
and special delivery mall, paroel post, express, telegreams,
and radiograms. All copdes.
8. | Record of recelved or dispatched registered mail pouch 1l year
(P.Oe Farms 3851, 3852, 3853y 3854, or equivalent), A1l
copiles.
9e Application for postal registration and certificate of 1 year
declared value of matter subjeot to postal surcharge (P.O.
Forms 3877, 3881, 3882, or equivalent)., All copies
10, | Recedpt for incomdng registered and insured mall (P.O. 1 year |
' Forms 3883, 3883A, or equivalent), All copies,
11. | Record of incaming and outgoing registered and insured 1 yea.r
mail (P.0. Forms 3877a, 3881-a, 3882—A, or equivalent).
A11 copdes.
12y | Return receipts for registered, insuredy and special 1 ywmar
delivery mail: A1l copdes,

SUPERSEDED

"wmavt.onal archlves Form 107 [1D0-N51
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GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule No. 4 Page No.—z___..
Item Title and Description Period of time
No. Kind of Copiles to be retasined
13, | Report of the loss¢ riflingg delay, wrong delivery, or 1 year

other improper treatment of mail matter (P.0. Form 1510
or equivalent). All coples.

14. { Record of remittances (checks, cash, and money orders) and 1l year
other enclosures received through agency's mail rcom in
incoming mails All coples. .

15. | Record of mail and packages sent to other Goverrment 6 months
agencies through Official Mall and Messenger Sarvice. All ‘
coples,

16. | Recelpts for mail and packages sent through Official Mail 6 manths

and Yessenger Sarvice. All coples,

“@etional Archives farm g7 (§.,ul ERSEDED
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The National Archises

Bashington 23, D. €.

CIRCULAR LETTER No. 47-2 ; August 7, 1946

To: A1l Government Agencies

SUBJECT: Issuance of General Schedule No, 5 for the Disposal of
Records Comman to Several or All Agencies

There 1s attached to this circular letter a cbpy of General Schedule
"Noe 5 for the disposal of records of the United States Government common to
several or all agencies. This schedule has to do with fiscal and accounting
records,. :

Disposal of the records described in this schedule was authorized by
Caongress July 23, 1946 (H. Rept. 2637, 79th Cang., 2d sessr), under the pro-
visions of the act of Congress entitled "An Act to provide for the disposal
of certain records of the United Statee Government," approved July 7, 1943 -
(57 Stat.r380)y as amended by act of Congress approved July 6, 1945 (59 Stat.
434)z The disposal authorization applies to records of the form or character
specified that either have accunulated or may accunulate in the agencies
indicated in the statement of applicability at the head of the schedule. It
applies to such records after they have been in existence for the periods of
time specified in the schedule. The authorization is permissive and not
mandatory.

This schedule is issued with the concurrence of the Camptroller General
of the United States. It will be necessary, however, for each agency to
obtain the written approval of the Comptroller General before destroying
records relating to claims, demands, and accounts that have not been settled
and adjusted in the General Accounting Office, as required by Section 9 of
the Disposal Act of July 73 1943(; cited above.r

The preservation by each agency of a minimum core of its "housekeeping"
recards i1s necessary in order to reflect the major facilitating operations
.of the argenization amd to help in the interpretation of other records repre-
senting its main functions. For this reason, certain basic fiscal and
accounting recomds have not been incluled in this general schedule: these
are (a) general ledgers and appropriation and allotment ledgers, and (b) rec-
ords and reglsters of original entry.

Insofar as the attached schedule is applicable to any recards of your

agency it vill not hereafter be necessary to submit a disposal list or
schedule covering them in order to obtain authorization far their disposal
after the lapse of the periods of time specified in the attached schedule.

(over) .
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Disposal authorizations obtained by an indi;ridual agency in previously approved
schedules remain in effect even though the approved retention periods may be
difforent from those in this General Schedule.

Vost agencles keep several copies of rmany kinds of fiscal and accounting -
documents. There will generally be a main set of record copies, usually kept
in a central fiscal offire. There will also usually be dupikicate record copies
kept in other offices. 'And there may be still other coples not kept as records
at all tut only for convenience of reference. This schedule applies only to
copies kept as records; copies not kept as records.m3y be disposed of whenever
the agency sees fitr The retention periods specified in-this schedule are
these believed to be proper as minimm retention periods for the main set of
record coples of each class of document. If your agency has other duplicate
sets of record copies, it may wish to dispase of them after a shorter period.
Authority to do so may bte obtained by sutmitting to .the Mational Archives a
geparate disposal schedule for the duplicate record copiesr

Attenticn is called to the regulaticns of the National Archives Council
approved by the President on August 8, 1945, and promulgated by the National
Archives Couneil on August 15, 1945, which prescribe the methods by which the
disposal of records that have been authorized for disposal nay be effected.c

Additianal coples of the attached schedule or informatim cancerning its
applircation may be obtained from the records division of the National Archives

having liaison with your agency or from the Records Appraisal Officer of the
National Archives (telephone: National Archives,cextension 347).

Archivist of the United States

SUPERSEDED
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SUPERSEDED

GENERAL SCHEOULE FOR D ISPOSAL Of RECORDS
" OF THE UMITED STATES GOVERKMENT COMMON
TO SEVERAL OR ALL AGENCIES

Page NO.J____

Item
No.

Title and Descripidon

I Period of time

Kind o6 Cogles .

to be retained

1.

3.
| 4e
5.
6o
Te
8.

" 9

10,
1.,

'APPLICABILITY OF THIS SCHEDULE:

‘coples.

This schedule applies to
record copdes in all agencies of the Goverrment EXCEPT
copdes submitted to the General Accounting Office in eupport
of accounts, claims, and other fiscal and accounting
transactions and, where indicated, coples retained in the
affected subdivision of the Treasury Department or other
Qoverrment agency.

TYPE OF RECORDS DNCLUDED: Fiscal and accounting records.
Stand. Form 1, Requisition for Printing and Binding and all
supporting papers. All record copies EXCIUDDIG retained
copdes in the Govermment Printing Office.

Treas. Form 1, Certificate of Deposit. All record copcléa
EXCLUDING retained coples in the Dlvision of Bookkeeping
and Warrants, Bureau of Accounts, Treasury Department.

Treaa. Form 1, Purchase Authority. All record copies
EXCLUDING retained copiescin the Procurement Division,
Treasury Department,

Stand. Form 2, standnrd Form tor Govermment Lease, Al

record copies.

Treas. Form W2, Withhalding Receipt. All recor.d coples
EXCLUDING coples filed with t.he Bureau of Intarnal Revenue,

Treasury Department.

Treas. Form A-4, Voucher Distribution Slip.
copdes.

All record
Treas. Form A-5, Notice of MW scellaneous Encumbrance and/or
Obligation. All record copdes.

Treas., Form A=-5-a, Encumbrance Cancellation. A1l recard

Treas. Form 8DD, Schedules of Valuables Shipped. A1l
record coples. : '

All record copies.

Al

Stand. Form 9, Report of Shipments.

Treas. Form 9DD, Schedulea of Valuables Shipped.
record coples,

"3 years

18 months .

*gatlanal Archlves Form 107 H.SUI ERSEDED

é years

3 yeai'a

3 years after

aspiration of

lease
1 year
2 years
2 years

2 years

3 years

18 months
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Schedule No, 5

SUPERSEDED

GEHERAL SCHEOULE FOR DiSPOSAL OF RECORDS

OF THE UNITED STATES GOVERKMENT COMMON-
TO SEVERAL OR ALL AGENCIES

/

Page No._a_._

ltem
No.

Tltle and Description

Kind of Copies

Period of time
to be retained

12,

| 13,

1.,

15.

165

17.

18.

19.

| 20,

Sf.nnd. ForomrlO, Request for Routing. Ali record copiess
Trease Form 10DD, Consolidated Report of Shipment of
Valuables. All record coples.

Standy Form 185 Transportation Request Register, Series __.
A1l record copiess

Stand. Form 20, Standard Govermment Form of Invitation forr
Bids (Construction Contract) and all papers properly filed
therewith. All rocord coples EXCLUDING recomds relating to
tarminated or cancelled war contracts as defined by the
Contract Settlement Act of 1944 and regulatipns ieswed
thereunder and records relating to contracts of more than
$25,000.

Stand. Form 21, Bid (Construction Contract) and all papers
properly filed therewith. All record oopies EXCIUDING

records relating to terminated or cancelled war contracts ag
| defined bty the Contract Settlement Act of 1944 and

regulations 41asued thereunder and records relating to
contracts of mare than $25,000,

Stand. Form 22, Instruction to Bldders (Construction and
Supplies)rfand all papers properly filed therewith. All
revord coples EXCLUDING records relating to terminated or
caascelled war contracts as defined by the Contract
Settlement Act of 1944 and regulations isswed thereunder
and records relating to oontracts of more than $25,000.

Stand. Form 23y Standand Govarmment Form of Contrarct
(Construction) and all papers properly filed therewith.
All record copies EXCLDDING records retating to terminated
or cancelled war contracts as defined by the Contract
Settlement Act of 1944 and regmlatierns issued thereunder
and records realating to cantracts of more than 225,000.

Stard. Farm 245 Standard Govermment Form of Bid Bond
(Construction and Supply)e 'Al11 record coples,

Stand. Form 25y Standand Goverrment Forw of Performance
Bond (Constructian or Supplies). All record copdese

*eational Arcnives Form 101 (su PERSEDED

‘q yea:r

18 months
1l year

2 years

3 years after
gettlement of
contract

3 yoars after
gettlement of
oontract

3 years after
gettlemsnt ofr
contract

J years after
settlemant of
con tract

J years after -
settlement of
contract
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SUPERSEDED

GENERAL SCHEDULE FOR DiSPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES -

Schedule Na. b Page No. 3
ltem . Title and Description Period nf tlne_.
No. Kind ofOCopOesO | to be retained
21, | Stand, Form 254, Payment Bond (Construction). All reoard 3 years after

coples. ' settlement of
contract

22, | stand. Form 25B, Performence Bond (and contimations). All| 3 years after
record copies. settlemant of

contract

23, | Stand., Form 25C, Payment Bond {and cantinuation)., All 3 years after
record coples, settlement of

contract

24, | Stand. Form 26, Driver's Report - Accident (Motor 3 ‘yeare
Transportation)s All record copies, ’ - :

2%+ | Stand. Farm 27, Investigating Officer?'s Rspart - Accident | 3 Years

> (Motor Transportation). All record copies.

26, | stand, Form 28, Claim for Damages - Accident (Motor 3 years
Tranaport.at.ions A1l record copies, ‘

27. | Stand. Form 30, Invitaticn for Bids (Supply Comtract) and | 3 years aftar
all pspers properly filed therewith. All record copies settlement of
EXCIUDING records ralating to terminated or cancealled war oontract
contracts as defined by the Contract Settlement Act of
1944 and regulations issued thereunder and recorda relating
to oontracts of mare than $25,000,

28, | Stand, Form 31, Bld (Supply Contract) and all papers 3 years after
properly f£iled therewith'q All record copies EXCLUDING settlement of
reoords relating to terminated or canocelled war contracts contract
as defined by the Contract Settlement Act of 1944 and .
regulations i1ssued thereunder and records relating to |
contracts of more than $25,000,

29, | Stand. Form 32, Contract (Supplies) and all papers 3 years after
properly filed therewith. All record copies EXCLODING settlement of
records relating to terminated or cancelled war contraots contract
as defined by the Contract Settlement Act of 1944 end
regulations issued thereunder and records relating to
contracts of more than $25,000,

39, | Stand. Form 33, Invitation, Bid, and Acceptance and all 3 years after
papars properly filed therewith. All rocord copies settlement of
EXCIUDING records relating to tarminated or cancelled war contract
contracts as defined by the Contract Settlement Aot of

et senens rorn 10 S UPERSEDED
1l
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Schedule No.

SUPERSEDED

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

TO SEVERAL OR ALL AGENCTES
5 .

Page No.;A__

g lt.enl

Titlegand Demcriptdon

No.

Eind of Coples

31.
32,

33,

34

35.

37.

38,

39.

"marional

Period of time
to be retained

1944 and reguhtions issued thereunder and records relating
to contracts of mors than $255000,

Stand. Form 34, Annual Bid Bond (Supplies). All record
copies,

Stand. Form 35, Annual Perfarmance Bond (Suppliss)s All
record copies.

Standr Form 36, Contimiation Schedule for Standard Form
31 or 33 (Supplies) and all papers properly filed therewith,
A1l recard coplee EXCLUDING records rolating to terminated
or cacelled war contracts as defined by the Contract :
Settlement Act of 1944 and regulations issued thereunder
and records relating to contracts of more than $25,000,
Standr Formm 40, Contract for Telephone Servire, All
record copies.

GAO Form 40, Notine of Settlement of Claims. All record
copies.

Standr Eom'l.l, Contract (Cpal) and all papers properly
filed therewith. All record copies EXCLUDING records
relating to terminated or cancelled war cantracts as
defined by the Contract Settlement Act of 1944 and
regulations issued thersundsr and records relating to
cmtracts of mors than §25,000

Stand, Fom 44, Motor Puels Tax Examption Cartifioate, A1l

record coplee,

Stand. Form 45, Motor Fuels Tax Examption Identification
Cards All record copies.

GAO Porm 143, Certificate of Settlement of Disbursing
afficer's Accountz All record copies EXCLUDING retalned
copies in the Division of mabursemanb, Bureau of

Accoutts; Treasury Departmamt,

Treas. Form 523, Appropriation Warrant.r A1l record copies
EXCLUDING retained copdes in the Division of Bookkeeping
and Warrantsy Buream of Accounts, Treasury Departmant

wenines rore 101 A PERSEDED

3 years after
sattlemant of
contract

3 years after
settlament of
cantract

3 years after
settlemant of
contract

3 yeoars after
sottlament of
contraot

.5yeara

3 years after
settlemeant of
contract

iyaa.r

1 year after
called in

2 years

3 years
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e SUPERSEDED
GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES
Schedule No.___3 - Page No.__2
ftem [ Tiylesand Description r Period of time
No. T Klnd of Coples to be retained
41, | Treas. Form 5239 Surplus Fund Warrant., All record copies 3 years
EXCLUDING retained coples in the Dlvision of Bookkeeping |
and Warrants, Bureau of Accounts, Treasury Department,
42, I Treas, Form 523, (Restore) Warrant. All record copies 3 years
| EXCLUDING retalned coples in the Division of Bookiteeping i '
. and Warrants, Bureau of Accounts, Treasury Department. : |
I 43. | Treas, Form 5269 Transfer Appropriation Varrant. All 3 years
record coples EXCLUDING retained coples in the Division of :
Bookkeeping and Warrants, Bureau of Accoumts, Treasury
Department,
| 44. | Treas. Ferm 601, Departmental Deposit Iist. All recard 3 years
| coples EXCLUDING retalned oopiesoin the Division of ‘
Bookkeepdng and Warranta, Burean of Accounts, Treasury
Department,
45, | Treas, Form 607b, Transfer and Counter Warrant, All 3 years
record copdes EXCLUDING retained copdes in the Division
of Bookkeeping and Warrants, Bureau of Accounts, 'l‘reasury
Departuwant,
46« | Stand. Form 1003, Schedule of Disbursements. All recm‘d 5 years
coples. -
47. | Stand, Form 1004, Register of Audited Vouchers, All 5 years
recard coples.
48, | Stand. Form 10048, Reglster of Audited Vouchers. All 5 years
record copdese
49, | Stand, Form 1005, Register of (insert sheets), All 5 years
record eopiet_a. _
50, | Stand. Form 1006, Register of (item columm; first 5 years
| sheet)s All record copdes. '
51, | Stand. Form 1007, Register of Ddsbursements and Disbursing S years
Officarst Advances. All record coples.
52, | Stand, Farm 1008, Register of Receipts. All record 5 years
- copdes. : .
- sj. Stand. Form 1009, Reglster of Deposits of Collections and § years
, unencpended Balances, "All record aopies.

*sgticnal Archlves Forms 107 [lsuPERSEDED
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;o - SUPERSEDED

GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

—6_

Perlod af time
to be retained

Schedule No, Page No.

—=23

'.LIFQNI Tigyles gnd Descaiption 8
No. Kind of Copies

54,

55
\

56,

5.

58.

59.

63.

64,

65.

Stand. Form 1010, Register of Sales and Available
Resources. All record copdes. ;

Stand.. Farm 1011, Expense (Distritution) Ledger. All
recotd copdes.

-

Stand. Farm 10114, Expense (Digtribution) Ledgar. Al

record coples.

Stand, Form 1012a, Voucher for Per Diem and/or Relmburse-
ment of Expenses Incident to Official Travel (memarandum)
and &ll accampanying papers that epecifically support the
expenditure, All record copies, ,

Stand. Form 10120, Voucher for Per Diem end/or Reimbursement
of Bpenses Incident to Official Travel (coatirmation sheet

of mtmorandum) and all accompanying papers that epecifically

gupport the expenditure. All record copies.

Stand, Forn 1012d, Recedpt far Cash = Subvoucher. All
recond coples, '
Stand, Form 1012e, Statement of Travel by Motor Vehicle.
A1l record oopies,

Stand. Form 1013b, Pay Rall for Personal Services
(Employees on Anmal Salary Basis)(memorandum, brief on
back) and all accampanying papers that specifically
eupport the expenditure. .All recard copies.

Stand, Form 1013c, Pay Roll for Personal Services
(Employees on Anmal Salary Baslis)(firet and follow sheet
of memorandum) and all accampanying papers that
specifioally suppart the expenditure.o All record copies.

Stand, Form 1013e, Pay Roll for Pérsonal Sarvices = Short

Form (memorandum) and all accampamying papers that
specifically support the expenditure. All record copdese

Stand, Form 1014~, Disbursingc0fficer Ledger (ruled)
All record copiss,

Stand, Form 1016,- EXpanse Diatrlbution ledger, All recard

coples,

“RelLional &rchiyes Faram 107 (.lSﬁUI ERSEDED

5 years

S yearg

5 yeara'

5 years

5 years

5 years
N .

5 yoars

5 years
5 years

5 years

5 years

5 years
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SUPERSEDED

GEMERAL SCHEDULE FOR 0 ISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMEMT COMMON
YO SEVERAL OR ALL AGENCIES

(unruled -~ yellow)s All record copdes,

‘maliognal Archlves Form 1Q7 1ls§U PERSEDED

Schedule No, S ‘ Page No._:._'z.__
Iten |- Title and Description Period of time
_N°- Kind of Coples to be retained
_ 66. | Stands Form 1016, Expense Mstribution Ledger (yel.lan - 5 years
copy). A11 record cop:les.
67. | Stand, Form 1016, Diatr:lbuuon ledger (ruled), All 5 years
record copies,
68, | Stand, Form 1016=-A, Distribution Ledger (unmledc). Al S years
record copies, ,
69, | Stand. Form 1016=W, Expanse Dietribution Ladge.r (unmled). . 5 yeare
All record coples. :
70, | Stand. Form 1016~Y, Expense mst.z'ibution Dedgecr (umnlad 5 years
yellow copy)s All record copies.
71, | Stand, Form 1017, Register of (for genéral ledger 5 years
transactions)(unruled)s All record copdes.
725 | Stand. Form 1017-A, Reglster of Allotment Ledger Trans- 5 yeare
actions (unruled)s All record copdes.
73.| Stand. Form 1017-B, Reglster of . . (for gemeral ledger 5 years
transactions)(wwuled). All record copies. ,
74. | Stand, Form 1017=C, Reglster of Allotment Ledger Trans- - 5 years
" actions. All record copies. o
75.| Stande Form 1017-E, Reglater of Obligations Incurred " 5§ years
_ (unruled).o All record copd.ea.
| 76.| Stand. Form 1017-F, Distritution ledger (unruled)s All 5 years
{ record coples. : )
77.' Stand. Form 1017-3, Journal Voucher (mmaled). All record 5 years
coples, ,
78.| Stand. Form 1018, Special Salary Paymant. All reoard 5 years
coples,
79.| Stands Form 1019, Account Current. All record coples 1l year
EXCLUDING retained coples in the Division of Disbursement,
Bureau of Accounts, Treasury Department.
go,| Stand. Form 1019bg Account Curremt - Memorandum Sheet 1 year

12.).-2)



Schedule No._s._.._.n_

SUPERSEDED

GEMERAL SCHEDULE FOR D#SPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

i

Page No. J_..

i“-ﬂl 'rl-t.l_o and Description "Period of time
No." Eind of Coples to be retained
&1, | Stand, Form 1020, Account Current (line distribution - 1 year
emall)(ruled).  All reoord coptes.
82, | Stand, Form 1021, Account Curremt (columnar d:l.atribu.tion - | 1 year
| 2 columns) (ruled), A1l record copdes, .
83, | Stand, Form 1022, Account Current (colummar distribution - 1 year
8 W All.cecord copdes. ‘
84, | Stand. Farmm 1023, Voucher Distribution Carde All record 3 ysars
coples.
85, | Stand, Form 1024, Schedule of Disbursements., All record 5 years
copdes,
86. | Stand, Forp 1.025, Schedule of Misbursements. All recard 5 years
coples,
87. | Stand. Form 1026, Schedule of Collections. All record 5 years
copﬁ.es. ’
88, | Stand. Form 1027, Requisition for Disbursing Funds., All 6 months
| record coples. ‘ '
89, | Stand. Form 1028, Qovermment Requests for Transportation 2 years
! (cover)s All record copdes.
90, | Stande Form 1029, No Title (tabulation sheet for Stand, 2 years
Form 1030 and 1031)s All recard oopdes. -
91, | Stand. Form 1031, Qovermment Request for Tramsportation 2 years
| (memorandum -~ wiite). All record copdes, -
92, | Stand, Form 1032, Schedule of Disbursements (unmlad', 5 years
| accounting machine form, double)s All recard coples. |
93, | Stand. Form 1033, U. S. Govermment Trenspartation 1 year after
Identification Card (blue). All record coples. called in
94, | Stand, Farm 1034a, Public Voucher for Purchases and 5 years
.| Services other than Parsonal (memorandum) ‘and all :
accampanying papars that specifically support the
| expenditure, All record coples,

ceasionst seentons 1o 107 2O PERSEDED
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SUPERSEDED

GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITEO STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

custions srenves rorm 101 1 PERSEDED

Sehe;lu!e No. 2- R Page H.n.._Q_...
ltemi 'l'l._l.-l_. and Deacriptltion Period of time
— Eindgoé Copiles to be retained
95. | Stand. Form 1035a, Public Voucher for Purchases and 5 yearg

Services other than Persanal (contimiation sheet =
memorancum) and all accampanying papers that specifically
support the expenditure. All record oopdes.
96, | Stand., Form 1036, Statement and Caertificate of Award. All | OUntiltoontract
record copd.es. or purchase
: oxdar is dle-
posedtof
97, | Stand. Form 1038, Application for Advance of Funds (for 2 years
travel axpenses). All record copies.
98, | Stand. Form 1038a, Application for Advance of Funds’ . 2 years
(Retirement Deduction)es A1l recard copies, :
99, | Stand. Form 1039, Statement of Advance of Fundas for Travel | 2 years
Expenses. All record copdes. |
100, St'and. Form 1040, Receipt for Cash Payment of Salary, 5 years
A1l record copies.
101, | Stand. Form 1043, Rotice of Co].i.ectd.on of Amounts 5 years -
Suspended or Allowed. All record copies. .
102, | Stand. Form 1044, Schedule of Collecticns. All record | 5 years
‘| copdese

103. | Stand. Form 1045, Summary of Collectians. All record 5 yeare

copdes.
104. | Stand. Form 1046, Schedule of Transfers -~ Special Deposits.| 5 years
A1l record copies.

105. | Stand. Form 1048, Public Voucher for Refunds (memorandum = | § yeers
yellow) and all accompanying papers that specifically ‘ -
support the expenditure. All record copies.
106, | Stande Form 1050, Public Voucher for Refunds (memorandum - | 5 years
yellow)(tabolar form) and all accampanying papers that
specifically support the expenditure, All recard copies.

107, | Stand. Form 1051, Flight Certificate and Schedule 3 years
(officers and enlisted men)es All record copies.

(z-3-21
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SUPERSEDED

GEMERAL SCHEDULE FOR DISPOSAL OF RECORDS

OF THE_UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

*ustionsl

copiese

rrenivns rorn 100 U PERSEDED

Schedule No, b Page No. ___.10
llte“| Title and Description Period of time
No. Eind of Coples to be retained
108, | Stand. Form 1051A, Flight Certificate (enlisted men). Al 3 years
" | record copdese ; ;
109, | Stand, Form 1052, Statement of Advertising Rates. All 5 years
record copdes EXCLUDING retained copies in t.he Procurement
Division, Treasury pepartmant.
110. | Stand, Form 1053, Advertising Order. All record copies. 5 yeé.r&- y
111. | Stands Form 10548, Public Voucher for Advertising and all 5 years |
accampanying papers that specifically support the ex-
penditure. All record copdes. ,
112, | Stand. FomolOS?a, Pay Voucher for Six Month's Death 5 yoars .
Gratuity Pay (memorancum - yellow) and all accompanying
papers that specifically suppart the expenditure. All
record copiess
113. | Stands Farm 1058a, Govermment Bill of lading (memorancum 5 years
copy)(yellow) and all accampanying papersothat specifically )
support the expanditure. All record copdes,
114, | Stand. Form 1059, Covermment Bill of lading (shipping 5 years
-order - salmen)s ALl record copdes. ;
115, | Stand. Form 1060, Temporary Recedpt (for property, 1 year
original B/L lost). All record copdes.
116.| Stand. Form 1061, Cartificate in lieuv of Lost RL1l of 5 years
Lading. AlYl record copdes,
| 1277.| Stand. Form 1062, Govermment Ei1l of Lading - Extra Sheet | 5 years
(extra or contimiation sheet for Stand. Ferms 1058, 1059,
1060, and 1061). A1l record copdes.
118.| Stand. Form 1062a, GovarmmentoBRill of Lading - Extra Sheet | 5 years
(for Stand. Form 1058a). All record copdes.
119, | Stand. Form 1062b, Govermment Bil1l of lading - Extra Sheet | 5 years
| (for Stand. Form 1059), All record copdes.
120,| Stand. Form 1063, Collecting and [Msbursing Qfficer's or 1 year
Agent's Report of No Transactions. All record copdes,
121.| Stand. Form 1064, Schedule of Disbursements. All record " 5 years

12-3-2)
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Schedule No. é

SUPERSEDED

GEMERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR.ALL AGENCIES

Page No. _n__.

Item ,

e Tdtlmcand Dgacription

8
No&

oo
Kind of Coplee

Period of time
to be retained

122,

1125

126,

1285

" Standz Form 1072b, Pay Roll for Personal Services -

Stand. Form 1065, Summary Statement of DMisbursements. All
record coplese )

Stands Form 1066, U. S. Covermment liotor Fuel Tax
Exemption - Receipt. All record copies,

Stand, Form 1067a, Public Voucher for Transportation of
Passengers (mamorandum - yellow) and all accampanying
papers that specifically support the expenditure., All
record copdes,

Stand., Form 1067c, Puhlic Voucher for Trsnsportation of
Passengers (first and follow sheet for Stand. Form 1067a =
yellow)s All record copies.

Staud Form 1068A, Public Voucher for Transportation of
Freight or Express (memorandum) and allraccompanying
papers that spectfically support the oxpenditures All
record oopies. ,

St&xd Form 1068C, Publir Voucher for Transportation of
Preight or Express (extra or contimiation sheet for Stand,

Form 1068A)e A1l record copies,

Standr Form 1069a, Pay Voucher for Allowance for Living
Quarters, Rent, Fuel, and Light (memorandum) and allr
accampanylng papere that specifically support the
expenditare. All reocord coplesy

Stand. Form 1070, Schedule of Retirement and Disability
Pund Credits All recard copies.

Stend, Form 1071a, Mileage Voucher '(manorandmn) and all
accompanying papers that specifically support the
expendt ture, All record coples.

Indystrial (employees on per hour, day, week, month, or
plecework basis) and all accanpanying papers that
speci fically support the expenditurer All record copdes.

Stand. Form 1072¢, Pay Roll for Persanal Services -
Industrial (employees on per hour, dayy week, month, or
plecework basis) and all accampanying papers that ;
speci fically support the expenditure, All record copies.

msianat seaniens rare 10 W IPERSEDED

5 years
1 year
5 years
5 years

5 y§aru

5 yovars

5 years

5 ysars

5 years

5 years

5 years

t2-3-21


https://accanpanyi.ng
https://spec::L�cal.ly

SUPERSEDED

GEHERAL SCHEDULE FOR DISPOSAL OF RECORDS

i OF THE UNITED STATES GOYERNMENT COMMON
TO SEVERAL OR ALL AGENCTES

Schedule No. _5 )

Page No._12_

Item
No.

Title and Description

Klnd of Copies

" Period of time
to be retained

133

1355
136,
137,

138y

139,

1425

Stand. Fora 1072e, Pay Roll for Personal Services =~
Industrial (employees -on per hour, day, week, month, or
piecework basis) and all accompanying papers that
specifically support the expenditure. All record copies,

Stand. Form 1073b, Pay Roll for Personal Services =
Industrial (employees on per houry day, week, monthy ar-
plecework basis) and all accampanying papers that

"speci fically support the expenditure. A1l record oopd.es

Stand. Form 1073c, Pay Roll for Personsl Services =
Industrial (employees on per hour, day, week, month, or
plecework basis) and all accompanying papers that |
specifircally support the expenditure. All record copima

Stand, Form 107Je, Pay Roll for Personal Services =
Industrial (employees on par hour, day, week, month; or
plecework basis) and all accompanying papers thet
specifically support the expenditure. All record copieas-

Stand. Form 1074b, Pay Roll for Personal Servires -
¥iscellaneocus (employees on per hour, day, week, manth, or
pdecework basis) and all accompanying papers that
specifically support the axpenditure. All record coples.

Stand. Form 1074c, Pay Roll for Peracnal Servirces —
Miscellaneous (employoes on per hour, day, week, month, or
plecework basis) and all accampanying papprs that
specifically support the expenditure.r All record copiea.r

Stand. Form 10748, Pay Roll for Personal Services =
Miscellansous (employees on per hour, day, week, month, or
piecework baals) and all accompanying papers that
spocifirally support the expenditmme, All record copiess

Stand. Fom 1075, Pay Receipt for Cash Payment - Not
Transferable (for per diem employees)s All record coples.

Stand. Form 1076, Sperial Per Diem, etc., Payment (Not
Transferable) (subvoucher) and all accompanying papers that
specifirally support the expenditure. All record copies,

Stand, Form 1077, Schedule of Furlough and Compensatian
Deductionss All record coples,

ceionnt srenes rore 101 S UIPERSEDED

5 years

5 years

S years

5 years

3 years

3 ysars

3 yeoars

3 yoars

3 years

S years

12-y-2)



SUPERSEDED

GEMERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCTES

Schedule No._,_s E

Page No_. __.u.._.

Item Title and Description Period of time
No. | Kind of Coples to be retained
143, | Stand. Form 1080a, Voucher for Adjustments betwsen S years
' | Appropriations and/or Funds (memorandum - yellow) end all

acconmpanying papers that specifically support the
adjnstment. All record copdes, ]

144. | Stand. Form 10800, Voucher for AdJjustments between 5 years
Appropriations and/or Funds (memorandum of collectian
voucher = green) and all accompanying papers that
specifically support the adjustment. All record coples,

145. | Stand., Form 1081, Schedule of Adjustments. All record 5 Years
copies, - .

146, | Stand, Form 1085, Public Voucher for Retirement Refunds 3 years
and for Estate Claims and all accampanying papers that
specifically support the expenditure, All record copiesy

147, | Stand. Form 1086, Schedule of Retirement Anmiity Payments 3 years
Autorized. All record coples. .

148.| Stand. Form 1089, Schedule of Advancess All record copies.] 1 year

149. Stand. Form 1090, Telephone Service Statement. All . & 5 years
record coples,

150. Stani. Foru 1091, Summary Statement of Telsphone Service. ‘S years
A1l record copdes. .

151.( Stand. Folm 1092, Summary Statement of DMisbursements and J years
Collec tions by Offirial Projects, All record copies.

152.| Stand. Form 1093, Schedule of Deductions from Payment to 5 years
Contractor. All record coples.-

153.| Stand. Form 1094, United States Goverrment Tax ‘ 1 year
Exemption Certificate. All record copies,

154.| Stand. Form 1094b, Tabulation Sheet (insert for Stand. 1 year
Forn 1094).- All record coplese

155.| Stand. Form 10940, U. S. GOvernment Tax Exanptinn 1l year after

' | Identificat¥on Card. All record copies. turned in

| 156.| Stand. Form 1095, Summary Statement of Disbursements and 3 yoars
Collections by Appropriation Limitations. All record
coptes,

"mational Archives form 107} (su PERSEDED

(2.2}



SUPERSEDED

GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule No,. _5 -} __I

Page No. _yg___.

crnionnt sreniens rore 10 S U IPERSEDED

itenm Title and Description Period of time

Nos Kindcof Copdeas to be retained

157. | Stand. Form 1096, Schedule of Voucher Deductions. All 5 years -
record copdes.

158. | Stand. Form 1097A, Adjustment Voucher to Effect Carrection | 5 years
of Errors and all accampamying papers that gpecifically
support the adjustment. All record coples. '

159. | Stand.oFormol098, Schedule of Cancaelled Checks, 411 5 years

' record copies.

160, | Stand. Form 1099, Signature Card. All recard copies.’ 3 years efter

; | card revaked

161. | Stand. Form 1100, Notice of Exceptions; Reply to 1 year
Exceptions. All reoard copies. .

162, | Stand. Form 11004, Notice of Exceptions; Reply to 1 year
Exceptions. All record co»piee.

1163,| Stand. Form 1101, uiacellaneous Obligation Record. All 5 years

reoord copless '

164.| Stand., Form 1103A, U.oS. Govermment B111 %f Iading and all | § yaai-a
accampanying papers that specifically support the E
expendi ture. All record copdes,

165.| Stand. Form 1107, Temparary Receipt in Iieu of BRi1l of S years
Lading. All record copies.

166.| Stand. Form 1108a, Certificate in Lleu of lost BRi1ll of 5 years
Lading. All record copdes.

167,| Stand. Form 1109A, U. S. Goverrment Bill of Ladingo 4 years
(contimiation sheet)(memorandum). All record—coptes.

168.| Stand. Form 1113A, Public Voucher for Transportation 5 years
Charges and all accompanying papers that specifically
support the expenditure. All record coples,

169,| Stand. Form 1114C, Collection Voucher and all accampanying 5 yeai-g
papers that specifically support the collection. All
record coples,

t2-3-21
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GERERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGEMCIES

Schedule No._ﬁ_ﬁ ; 7 " Page No._,&__

:ugnsl ' J'l'n.leou‘l:clsDcu:a-!pt.!.ons . a B Period of time
No.s. Kind of Coples to dbe retained

170, | Stand. Form 1123A, Voucher for Payment of Allotment of Pay 5 years
of Civilian Employees outside United States of America and |.

all accampanmying papers that specifically support the
axpanditure. All record copdes.

171, | Stand, Form 1129a, Voucher for Petty Purchases and eJJ. 5 years

accampanying papers that specifically support the
axpenditure. All record copdes.

172q | Treas. Form 1669, Request for Transfer of Funds to | 6 months
Reglonal DMsburging Gffice Accounts. A].I record cop:lea.

173. | Treas. Form 1673, Schedule of Tra.nsferr to Reg.onal Office 3 years
- Accounts. A1l record ooples,

174. | Treas. Form 1674, Schedule of Troasury Deposits. A1l - 5 years
record coplesq

175.| Treas. Form 1712, Request for Adjuptmeht. of -Previoua 5 years
Incorrect Appropriations. All record copdes. ,

176.| Treas. Form 1718, Tabulsted Schedule.of Notices of 3 years
Exceptions. All record.oopd.es.

177.| Treas. Form 1723, Daily &xmmary of Co].'l.ect.iona. Al "1l year
record copiea.

‘ 17é. Treas. Form 1737A, Boncl Issuance Schedule. ALl record "5 years

: coples.

179.| GAO Form 2084, Notice of Dccebtion. All record copdes. 3 years

180.| GAO Form 2085, Reply to Exception. All record copies. 3 years

.181.| GAO Form 2087, Statement of Differences. All record 2 years

coples EXCLUDING retained copdes in the Diviaion of
- Ddsbursement, gureau of Accountsq Treasury Departmsnt.

182, QAO Form 2089, Schedule of Certificates of Settlement.. 3 years

A1l record copdes. '
183.| GAO Form 5022, Proof of Déposit.ory. A1l record copdess 1l year -
184, Treas. Form 6599, Certificate of Deposit. All record 1 year

coples EXCLUDING retained coples in the Office of the
Treasurer of the United States, Treasury Department,

wston v e SUPERSEDED -
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The National Archises
Hushimgtme 25, B. T

CIRCULAR LETTER Ho. h7-3 Yay 26, 1947

To: All Governmant Agencies

SUBJECT: 1Issuance of Reviston A of General Schedule No. 1 for the
Disposal of Records Common to Several or All Agencies

There is atbached to this circular letber a copy of General Scherule
No. 1 (Reviskton A) for the disposal of records of the United States Governnent
cormon to several or all agencies, This schedule has to do with persommei
records, This revision has been prepared to correspond to regula¥ions of the

Civil Service Cormission providing for one Official Personnel Folder for each

Federat emnloye. It supersedes the original Genearal Schedule No. 1 issued
with Circular Lebter Nor L6-1, March 13, 1946. Capies of the superseded sched-
ule should be cancelled or destroyed.

Disvosal of the records deseribed in this schedule has been authorized
(H. Rept. L20, B0Oth Cong., 1lst sess.) under the provisions of the act of
Congress entitled "An Act to provide for the di sposal of cerbain records of
the United Stabes Government," approved July 7‘, 1543 (57 Stat. 380), as
anended by act of Congress approved July 6, 1945 (59 Stat. L34). The disposat
authorization applies to recards of the fom or character specified that either
have accumulated or may accumulate in the agencies indicated in the statement
of applicability at the head of the scheduler It applies to such records after
they have been in existence for the periods of tims specified in t.he schedule.
The authorization is permissive and not mandatory.

Tnis revision of General Schedule Nox 1 has been prepared primarily to
faei litate compliance by agencies of the Government with the regnlations of
the Civil'Service Commission with yrespect to standard personnel folders,
These rcgulations, isswed under authority vested in the Comisston by Executive
Order 978L, appear in their latest form in the Federaik Personnel Manual,
Chapter Rl, 35-38r In particular the present revision of Gereral Schedule No, 1
is intended to assist agencies in the prompt disposal, upon the transfer or
separation of employees, of documents in standard personnel folders that have
been defined as "temporary't by the regulations of the Civil Service Cormission.
"Transfer" means,-as is set forth in the Official Personnel Folder regulations,
transfer "to another agenecy, or to another organization wibhin the  same agency
(if the Offirial Personnel Folder is maintained by a different office)." It
should be observed that modification of the regulations by the Civil Service
Comnission in the futmre is possible, and that if further reviston of this
scherlule is nercessary it will be madeds

£

SUPERSEDED

(over)



SUPERSEDED o,

The exclusion in item 16 of "Time and Attendance Reports used as bases
for pay rolls" is intended to cover reports subject to sudit by the General
Accounting Officey which are filed in the fiscal offices of most agencress
Documents that support pay roll vouchersy in vhatever offices they are filed,
however, may not be disposed of before completion of audit of the related
accounts except by permission of the Comptroller General, under the terms of
Section 9 of the Disposal Act of July 7, 19L3, cited abover

The attached schedulerrefers only to record copies of documents, It is
realized that many agerncles do not file some of the papers of the forms or
chamacters spectfied in the schedule and maintain them as record matertaln
It is not the intent of this schedule to impart record chiaracter to documents
previously defined by your agency as nonrecord caterial. It should also be
noted that the schedule applies to record copies wherever filed in the agency.
Item Noy 2, for example, refers not only to duplicates of papers filed in the
principal indiridual persomnel folder that may be in the folderritself but also
to duplicates that may be filed elsewvhere in yonr agencyr Documents or coptes
of documents that may have been kept in your agency merely for convenience of
reference amd not for purposes of record may be disposed of at the convenience

of your agency,

Attention 1s called to the regulations of the Nattonal Archives Council
approved by the President on August 8, 1945, ard promulgated by the National
Archives Council ‘on Augmst 1Sy 1945, which prescribe the methods by which
the disposnl of records that have been authorized for disposal may be effected
(12 FR 399)n

Insofar as the attached schedule is applicable to any records of your
agency it will not hereafter be necessary to submit a disposal list or schedule
covertng then in order to obtain authorization for their disposal aftter the
lapse of the periods of time specified in the attached schedule. Any schedules
previously approved for-individual agencies remain in effect even though their
retention periods vary from those on thls General Schedule.

Additdanal copies of the attached schedule or information concerning its
application may be obtained from the records office of the National Archives
having liaison with your agency or from the Secretary's Office of the Natiomal
Archives (telephone: National Archivesy extension 3L47).

Moty f Tk

Archivist of the United States

SUPERSEDED
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GENERAL SCHEOULE FOR DISPOSAL OF RECORDS

OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule 8ol {Revision A)

Page No. 3

Item
No.

Title and Description

Period of time

Kind of Coples

to be retained

1.

2.

3.

S5e

7e
B

Qe

THIS SCHEDULE SUPERSEDES GENERAL SCIELULE NO. 1
ISSUED MARCH 13, 1946

APPLIBABILITY CF THIS SCIEDULEL: This schedule applies to
all record copies of the kinds specified in all agencies of
the GCovernment except the Civil Service Cormission and the
Bureau of lmployees! Compensation. With respect to the
Civdl Service Commission, it applies only to record copies
in the Division of Personnel relating to employees of the
Commisgsiom, ViAth respect to the Buream of Employees!
Compensa tion, it applies only to record copies in the
Personnel Sectton relating to emplpyees of the Bureau, It
does not apply to 1nvestigative records pertaining to the
loyalty to the United States of any Federal employee or
applicant for a Federal position.

TYPE OF RECORDS INCLUDED: Personnel recprdse.

Unsuccessful applications for employment, and all support-
ing papors and correspondence relating thereto, EXCLUBING
records relating to apppintments requiring Sematorial
confi rmation and other appointmentts involving Presidential
attentions All record copies.

Duplicates of papers filed in official persormel folder.
Ouplicate record copies.

Applications for leave (annual, sick, and other) and all
supporting papersk All record copies.

Leave recorc cards or any surmarization of leave taken by
or osad to an employce. All record copies.

Efficiency rating reports (Standard Form 51 or eguivalent).
All record copies tXCLUDING the latest offickal report pre-
pared on each separated employee.

Lists of efficiency ratings (Standard Form 52 or equivalent)
All record copies.

Notices of efficiency ratings. All record copies.

Letters and telegrams offering A1l record

copicse.
v elconing letters.

appointientise.

/11 record copies.,

*nstional Archives Form 1017 us’u PERSEDED

1 year

3 nonths
1 year

3 years after
separation of
employee by
transfer or by
departure {rom
Federal servikce

5 years

. 2 years

1-year

6 months

3 months

12.)-2)
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GENERAL SCHEDULE FOR DISPOSAL OF RECORDS

OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule No.l (Reviaion A)

Page No._,z__.

: Pertod of time

*natlionatl archives Fore 107 “-SUPERSEDED

Item Title and Description

No. Kind of Copies to be retained

10. | Letters of introduction. All record copies. 3 manths

1l. | Forms, memoranda, or other docurents that request the 1l year
assignment of personnel not specifically named or not at
the time of sutwission employed by the agency and that
have been wjthdrawng disapproved, or not acted on. All
record copies.

12. | Papers submitted in exardnations given by individusl 1 year
agencies to determine the suitability of employees for
promoticon or reassignmemt. All record copies.

13ae | Statistical work reports on interviews, separations, and 18 months or
other persomnel actianse All record copies. until annual or

sumnary report
prepared

14e | Lists of names for and papers relating to changes in 6 months
employee and telephone directories. All record copies.

15. | Reports of tardiness. All recard copies. 18 manths

16, | Daily, weekly, semi-mopthly, and monthly reports of 18 months
absences and time, EXCLULING Time and Attendance Reports |
used as bases for pay rollse All record copies. !

TEMPGRARY RECORDS LISTED IN COFFICIAL PERSONNEL FOIDER
REGULATIONS PUBLISHED IN TiE FEDERAL REGISTER¢ FEBRUGARY 25,
1947 (12 FR 1335-1336). THIS SCHEDUIE APPLIES TO THESE
RECQRDS VHETHER (R NOT THEY ARE FIIED IN THE CFFICIAL
PERSONNEL FOLDERS.

17. |Requests for persomnel action (may include forms¢ memo- Until transfer of
randa, or other documents thab propose appointments, an employee to
transfers, reclassificatiais¢ promotions, demoticns, another agency;
separations, or other persomsel actions affecting indi- or to another
vidually nared employees), EXCLUDENG those used as the organization
official appointing documents or containing the employee's |within the same
resignation statement. agency if the

0fficial Persamel
Folder 13 to be
maintained by
that other
organization; OR
until separasion
of the employee
from Federal

service 12-3.2)
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GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UMITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGEKCIES

Bchedule No..l (Rovision A)

Page l.n..._'_.}__...

19,

| 20.

| 21,

22,

23.

24

25

26.

27

28.

persamel actions armd notices of approval,
Raquired records for employment of minorse
Lettars of releasey

Letters of reference amd responses to inquiries concerning
prospective emplryeess

Conduct reperts far pay increases (periodic)e

Advance notices af personnel actians such as demotian,
pay increase, furlough, reduction in force, termination
of appointmentq and the like.

Notices of propmser retiremente

All personal deht correspondencee.

Deferment end draft correspondencee.

Miscellaneous correspondence contained in folders and
not canstituting permanent records as listed in 12 FR 1335
1336 and amendments thereto.

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

Bureau of Employees' Campensation forms, FXCLUDING
Form CA-1 (Employee'® Notice of Injury and Original Claim
for Compensation and Medical Treatment) or equivalente

renionat eenivas cora 10 0 S IPERSEDED

Item Title and Deeoription Period of time
No. Eind of Coples | to be retained
18, [Requests for Civil Service Cammission authority to effect Same as Item 17

Same as Item 17

Sgme as Item 17

Same as Item 17

Same as Item 17

Same as Item 17

Seme as Item 17
5 yoears or same
as Item 17,
whichever 1s
sharter

6 mooths or same
as Item 17y
whichever 1s
shorter

Same as Item 17

Same as Item 17

J years or same
as Item 17,
whichever 1is
shorter

(2-)-2)
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Che National Arcljioes

Ulashinyton €3, p. ¢.

CIRCULAR LETTER No. LB8=1 Juy 7, 1947

To: All Governrent Agencdes

SUBJECT: 1Issmance of Generzl Schedwle No. 6 for the Disposal
of Records Compon 1o Several or All Agencies

There 1s attached to this circular letter a copy of General Schedule
No. 6 for the disposal of records of the United States Government cutamon to
several or all agencies, This schedule has to do with bankruptcy records of
United States courts of bankruptecy. Copies are transmit¥ed % ogﬁer Governnent
agencies, however, for their information znd to krep—corrlete—their-files of
general schedules. e

Disposal of the records described in this schedule was authorized by
Congress Junc 30, 1947 (H. Reptr 743, 80th Cong., 1lst sess.), under the pro-
visions of the act of Congress entitled "An Act to provide for the dispesal
of certain recprls of the United States Govermment," approved July 7, 1943
(57 Stat, 380), as amended by act of Congress approved July 6, 1945 (59 Stat,
L34)« The disposal authorization apolies to records of the form or character
spec ified that either have accumulzted or may accurul2te in United States
courte of banlauptey as indicated in the statement of applicability at the
head of the schedule. It applies to such records after they have beer in
existence for thc periods of time specified in the schedule, The authorization
is vermissive and not mandatery.

AMtention is called to the regulotions of the National Anchives Council
approve« by the President on August 8, 1945, and promulgated by the Nattonal
"Archives Council on August 15, 1945, which prescribe the metheds by which the
disposal of records that have been authorized for disposal may be effected
(12 FR 399),

The attached schedule refers only to record copies of documentsz It
should also be noted that the schedule applies to record coples wherever filed
in a United States court of bankruptcy. Docurents or coples of documents that
may have been kept in such a court merely for convenience of reference and not
for purpoges of record may be disposed of at the convenience of that court,

Inspfar as the attached schedule 1s applicable it will not hereafter be
necessary for a United States court of bankruptcy to submit a disposal list
or schedule in order to obtain authorization for the disposal of the records
after the lapse of the periods of time specified in the attarhed .schedule,
Pisposal authorizations obtained by an individual comrt in previously approved
schedules remain in effect even though the approved retention periods may be

shorter than those in SWERSEDED

(over)
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Additional capies of the attached schedule or information concerning its
applicatian may be obtained from the General Records Office, Justice and Court
Branch, of the National Archives or from the Secretary of the National Archives.

Mfolen J. ek

Archivist of the United States

SUPERSEDED



'SUPERSEDED

GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
T0 SEVER@L OR ALL AGENCIES

Schedule No. 6

Page No. 1 .

Item
No.

Title and Description

Kindiof Coplesi

Period of time
to be retsined

APPLECABILITY QF THIS SCHEDULE: ‘This schedule applies to
records of United States courts of bankruptcy: district
court,s of the United States and of its possessions (other
than appellate courts), and the District Court of the
United States for the District of Columbia. '

ZﬁOTE: This schedule authorizes the disposal of the bank-
ruptcy records described in the items numbered 1 through 10
below. But these items are not to be construedd as applying
to any of tbe following bankruptcy records of enduring
value;

(a) Docket bools, minuterbooks, order books, amd similar
records of clerks of court, registers and referees in
bankrnptcy contatning records of filings, proceedings,
and actions taken in cases, and indexes theretor

(b) Registers' and refereest claims registers and docksts,
arrd similar summary records in variant form, showing
the filimg and allowmances of claims amd the distribn-
tion to creditors. ;

i

(c) Recorded copies of trustees' deeds, resolutions on
" compositton, and assignments of bankrupts' effects.

(d) Indexes in book or other form to bankruptcy cases and
pr oceedingsr

(e) One copy of creditorst or debtors' petitions for bank-
ruptcy and one copy of each amendment and of each
demurrer, plea, or answer thereto, except insno-assets
casesr

(£f) One set of debtors' schedules of assets and liabilities
amd one copy of each anendment thereto, except inrno-
assets cases.

(g) Decrees of adjudication of bankruptcy and orders of
reference, except in no-assets casas.

(h) Records directly pertaining to the title of real estate
in cases involving any interest in real estate
(including homesteads, dower aml the 1ike) including,
tut not limited to, all orders for the sale of real
estate amd orders of confirmattan of such sales.

*aational Archives Form 107 tlsUI ERSEDED
I
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GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule No. b

f

Page No. _2 e —

Item
No.

Title and Description

Kind o6 Copties

Period of time
to bo retained

1.

24

3.

Le

(1) Orders of discharge of bankrupts, except in no-assets
cases,
~N

(J) Testimony of bankrupts and witnesses before referees or
equivalent predecessor offictals, or otther offictals,
except in no-assets cases.r

(k) Summary reports of trustees, auditors, and appraisers in
bankrm tcy on the adainistration, liquidatipn, and
distritution of bankrupts' estates.

(1) Papers in case files pertaining to littgation in bank-
ruptcy trial courts, consisting of one record copy of
each of the following individual papers: specifications
of objectians to discharge of bankrepts; reports of
referees as Special Commissioners on issues of spectfi-
cations, appkications and onders of trial; statemente of
facts, briefs, testimony, and depositions; and final
decrees, orders, or opinions.

(m) Papers in case files in bankruptcy proceedings appealed
from courts of bankruptcy, consisting. of ane record copy
of each of the following individual papers: petitians on
appeal; writs of error or bille of exception; copies of
transeripts of record (when available); mandates of
appelatergourts; anmd omders and motdces of settlement of

- district courts._/

A BT DI

ICreditprs' proofs of clatms and debts and supporting papers
in all casesy All record copies.

Cancekled checks and vouchers in payment of dividends to
creditors and of officlal fees, costs, and expenses of bank-
ruptcy proceedings in all cases. All record copies.e

|Duplicates of papers filed in all case files. Duplicate

reord copies.r

Papers in bankruptcy case files (other than those covered
by items 1-J above), EXCLUDING files and papers in proceed-
ings for a composition or extemsion, for the reorganizatiaon |

of a corppration, for an arrangement, for a real property

st e e 0 SUPERSEDED

10 years after
clpse of case

10 years after
close of case
10 years after

close of case

10 years after
close of case

12.3-2)




SUPERSEDED

GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule No.___L._.—

Page _No.._3=_.

Item
No.

Title and Deacription

Eind of Coples

Period of time
to be retained

arrangarcent, for a railroad adjustment, in proceedings under
Sections 12, 74, 77, 77B, and Chapters IX, X, XI, XII, and
XV of the Bankruptcy Act of 1898, as amended; and papers
directly pertaining to real estate in cases involving any
interost in real estate, including homesteads. All rerord
copies. These papers nornally consist aof: :

Affidavits and orders to show causes

Allowances, Affidavits for petitians for.
Apprairsers, Oaths of.

Appraisers, Orders approving reports of.
Appraisers, Orders to paye.

"Appraisers, Petitions and orders for appoint.ment ofh
Assignees, see Trusteesy

Bankruptcy, Affidavits and orders staying proceedings oft.

Bankrupts, Certificates of procesdings for discharge of.

Bankruptu, Notiees of appsarance in opposition t.o
"discharge of.

Bankrupts, Oaths of, taken before final discharge.

Bankrupts, Orders fcr the examination of.

Bankrupts, Orders to show cause against discharge ofh

Bankrupts, Petitions for dirscharge of.

Busimess, Petitiaons and orders to continue.

Cause, Orders to show.

Camon orders.

Creditors, Applicatians and orders for meetings ofy
Creditors, Notices of meetings-of.

Debtors, Orders of default of, and extending time to file.

Ihspossess nent proceedings, Drders stayingyr '

Dispossessment proceedings, Petitians and ormders to show
cause whly, should not be stayed. .

Dividends, liptices of declaratians of.

Letters and pomers of attorneys.

Messengers, Warrants to and returns of.

Monies, Certificates for balance of, deposited with clerk&
of court.

Xotions, Notices of.

Motions, Orders denying.

Newspapers, Orders designating, for publication of notires

Notices, Affidavits and proofs of publication of.
Notices, Affidavits of mailin

of .
rewtons st 1m0 SUPERSEDED

2-3-2)



SUPERSEDED

- GENERAL SCHEDULE FOR D ISPOSAL OF RECORDS
_ OF THE UNITED STATES GOVERNMENT COMMON
TO SEVERAL OR ALL AGENCIES

Schedule pNg, 6

Page No. 4

ftem
No.

Title and Description

I Period of time

Kind of Coplen

to be retained

Petitions, Pleas for di smissal of, and orders overriding
pleas.

Process, L'arsha;l.s' affidavits of service ofh

| Proofts of claims and debts with security, Depmositirars for.

Receivers, Petitiamrs and orders authorizing, to retain
counsely _ )

Receivers, Petitioms and orders directing, to deliver
propertye.

Receivers, Petitiars for and orders of apppirtment of.

Receivers, Orders for discharge ofs

Referees, Certificates of, for extra sllowances,

teferees' certificate of b:mkrupts' conformity with the
lawrand title to discharge.

Referees, Consent of petitioners to payment of fees and
cost ofh

Referees, liotions to set aside reports of.

Referees, Orders denying motiams to set aside reports cof.

Referees, Crders concerning fees ofh

Reglisters,rsee Referees.

Specificatiars, stipulatiars and orders extending time to
filen .
Subpoenas.

Trustees, Acceptances ‘of appointment by,

Trust ees, Acceptances of bankrupts' effects by.

Trustees, Assignments of bankrupts' effects to.

Trustees, Notification of appointment ofh

Trust ees, Notices of filing and settlement of final
accounts of.

Trust ees, Orders allowing accounts and discharge of.

Trust ees, Orders approving bonds ofh :

Trustees, Orders granting allomances for attorneys of.

Trustecs, Petitioms and orders appointing attorneys for.

Trustees, Petitiona and orders apppointings

Trust ees, Petitions of, for compensation of services,

Trust ees, Petitions to, to examine bankruptsy

Trust ees, Receipts of, for documents and papers delivered
by referees.

Trust ees, Reports and returns of, when no assets were found,

Witnesses,r Affidavits for orders and subpoenas for the
examna{im of.

This authorizatiaon applies to the stated types of records of]

officlals having titles other than theose listed but perform-
ling the sare functions.

sationst srenives 100 10 S U IPERSEDED
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GENERAL SCHEDULE FOR DISPOSAL OF RECORDS
OF THE UNITED STATES GOVERNMENT COMMON
“TO SEVERAL OR ALL AGEKCIES

Schedule No.__.__A

T

Page l.o.._j..__.

Iten | Title and Deascription Period of time .
" No. Eind of Copies ‘to be retained
. .. . : \

De Files and papers in proceedings for a campositian or 30 years after

axtenstan, for the reorganization of a corporatiom, for an close of case
arrangezent, for a real property arrangement, for a rail-
road ad justment, in proceedings under Sectiians 12, 74, 77,
778, and Chapters IX, X, XI, XII, and XV of the Bankruptcy
Act of 1898, as amended; EXCLUDING records covered by items
1.3 above; amd all records of enduring valwe, listed abowe
under (e) through (m). All record copies.

6. | Debtors' and creditors' petitians for bankruptcy and 30 years after
debtors' schedules of assets and liabilities in no-essets close of case
cages, All record copies.

7« | Rough minntes, order books, and other book records pre- 10 years after
lirinary in form which have been transcribed in finished transeription
form in other book records which are retalned. All record
coples. :

8. | Bankruptcy "tickler" files or volumes showlng current 10 years after
status of bankruptcy cases. All record copies. close of case

- or date of last
; . . entry

9. Judges! bankruptcyl dockets, when duplicated by official 10 years after
court dockets. All record coplesr date of last

entry

10. | Calendars of bankruptcy proceedingsr All record coples. 10 years after

- datre of last
entry
l,
*natignel archlves form 107 Ilsu PERSEDED (2-3-2)
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The National Archides

Ilinenington 23, 0. €.

CIRCULAR LETTER No. UB-2 ' November 28, 1947

To: All Goverment Agencies

SUBJECT: Reeard Character of Maps, and the Accessiming Policy
of the Hational Archives ifith Respect to Them

Questtons have freqmently arisen as to whether maps or other cartographic
materials in the possession of Federal agencies arc rocords of the Federal
Gowvernuent and hence subjeet to provisions concerning raeards contained in Acts
of Congross, regulatiens of the ilational Archives Cowicil, and Executive orders.

The only statutory definition of reeards of the Federal Govermmant 1s as
follows:

then used in this Act, the word "records" includes all
booits, papers, maps, photogravhs, or other docuncntary mate-
rials, regardless of physical form or characteristrics, made
or received by any agenecy of the United States Qoverment in
pursuance of federal law or in connectiom with the transaetion
of public business and preserved or appropriate for precserva~
tion by that ageney or its legitimate successor as evidence of
the organization, functions, policies, decisions, procedures,
operations, or other activities of the Gowverrment or because
of the informational value of data contained therein.r Library
and musew? material made or acquired and preserved solely for
reference or exhibition purposes, extra copies of documents
preserved only for convenience of refercnce, and stocks of
publications and of processed documents are not included
within the definition of the word "recards" as used in this
Act. —— An Act to provide forrtho disposal of cartain records
gg ?he_United States Government, approved July 7, 1943 (57 Stat.

O)s

The purposc of this letter is to assist Goverrment ageneiea in applying
the concepts in this definition to maps and other cartographic materials,

Recard Character of Uaps and Designation of Record Covies

It snould be noted that the essential feature of the definition quoted
above is that in order to fall within the class of materials considered
irecards” a document must have been made or raceived in the transactiom of
offieial buskness and deliterately prcserved because of its evidentkal or
informational valme. It should be particularly noted that "extra copies
« « « preserved only for converience of refercnee, and stocks of publications
and of processed docunents are not , . . trecords! ., , ,"

SUPERSEDED (over)
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In applying the legal definititon quoted above to cartographic materials
a difficult problen arises in comnectiton with the determination of the record
or nonrecord character of preliminary or intermediate materials used in maldng
a final map. This category inclmdes such things as mamuscript field noteboolss
of surveys, triangulation and other computations, and "fair drawings" for indi-
vidual color plates. The physical medium on which the content is expressed may
comsist of a number of forms different from the domlnant papery such as metal
mount, Bristol board, cloth, and photographic papcr. It is not possible to
give a singley simple, or complete answer to the questiom as to whether materials
of this kind have a record character. The experience of the !latiomal Archives
indicates that it is demirable to deterrine each such case on its merits. The
experience and purposes of the issuing agency willy of course, be a paramount
factor in making such determinaticms,

Excluding such intermediate materials, maps may be divided into certain
main classes, as follown:

A, MAPS USUALLY OF RECORD CHARACTER

1. Maps that have not been printed or otherwise reproduced in mmbers.
llanuscript maps form the o sc 9. na ilon marmuscriipt maps
thore way be included in this category prminted or processed maps on which mami-
script changes, additions, or annotatitons hawe been made for record purposes,
or which bear manuscript signatures to indicate officital approval. Also to be
considered as falling in this category are amy single printed or processed maps
that have been attached to or interfiled with other documents of a record char-
acter or inmany way made an integral part of a body of record material.

It may be accepted as a general rule that all maps of this class prepared
by a Federal agency or acquired by it in comnection with the conduct of its
.buginess are records of that agency.

Fxamples of this category of maps are as follows:

Manuseript field maps made in connectior witk the surveys by army
topographic engineens for a route to be used for the National Road.

amiscript maps of Indian reservations prepared by the Office of
Indiam Affatrse

Manuscript right-of=way maps showing the offickal route of land-
grant railroads as submitted to and approved by the Secretary
of the Interior,*

United States set of the manuscript maps embodying surweys of a
portion of the United States-Canadian boundary, authenttcatmd
by the Boundary Comaissioners.

Set of German large-scale topographic maps showing the order of

battle on the Western Front in Europe on July 15, 194k, captured
from the Germans by American troopse.

SUPERSEDED
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Printed sheets of a map of Latin America attached to mamscript
reports on rubber in the Amazon Basin by the Rubber Development
_Corporatian of the Recomstruction Finance Corporatime.

2. Printed or nrocessed maps in the custody of the agency by which
they were 1sgued, Agencies issue prinied or processed maps (a) to depict or
m administrative organizatiom, (b) for the use of staff membars
in carrying out theirigenciesf substantive programs, or (c¢) primariky as a
service to the public, In determining the record character of a printed or
processed map it is necessary to consider its origin, custody, and use,

It 1s essential to proper records management for each map~-issulng agency
to establish and maintain a segregated and complete set of all printed or
processed maps issmed by the agency, to serve as the record set. This recard
set will consist of one copy of each printed map issued. This set should in
no case be oonfused or intermingled with stocx or surplus copies or interfiled
with naps received from other agencies. Stock copies are not records. It is
particularly important that one copy of each edition of each printed or processed
map be retained in the record set.

Record copies of textual materials that bear on the preparation, compila-
tion, editing, or printing of maps, such as project fokders contcining specifi-
cations to be followed and appraisal of source materlals to be used, as well as
printed explanatory descriotions, should be preserved with the body of maps to
which they relate.

Examples of rccord set zaps falling in the above category are:

General Land Office (now Bureau of Land Managenment) record set of
itrs maps of the individual publiceland States.,

Forest Service record set of its maps showing the indtvidual national
forests.

Record set of large=scale topographic maps of various countries
throughout the rrorld originally compiled and printed by the
Geographical Section, General Staff, ‘lar Office, London, tut
ovekprinted by the Army liap Service, ilar Department, \7ashington,
D. C., with information for the specific use of United States
combat troops.

Post Office rccord set of maps of individual States or groups of
States showing means and frequency of transportation of United
States mail,

Any Government agency!s record set of maps showing field or district
offices or installations and boundaries of field regions,

B. WAPS USUALLY OF NONRECORD CHARACTER
Printed or processed maps ac encties from other sources or
extra coples of maps issue agency and used or preserved aj parts of a
general Dibrary or refercnce coliection of maps. Laps in Lhis category are
not, as a rule, to be considered as records, \

SUPERSEDED
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It is obviousg of course, that trcating a viwole collection as o librory
or reiercnce collection and hence as nonrecord in character is possivle only
if the distinction between maps preserved for recerd. purposcs and those pre—
served for refcrence purposcs has been carcfully rainteined .and maps of the
two tyves havde not been interfiled, -

Accessioning Policy of the llational /irchives

It is the policy of the llational /irchives to accession Feder2) records
of enduring valuk tnat arc ncncurrent in rclation to the activities in conncc-
tion vith which they vere accwmilgated. A1l records volues will be talien into
account in detcrmiming whether records have sufficient cnduring value to justify
their transfer to the llational Archivese Such values cannot be defined with
universal apvlicability. It should be noted, horrever, that research value may
be defined in ceriain cascs in teiws of the materiais themselves, such as sig-
nificance in the devclovrent of techniqmes and their use by the Govcrmaent, and
in other casos in terms of contentd, with the sae considerations of valuo as
are applicable to te:xtual rccords., 1In general il nay be said that most nmaps
thit have a record charecter will be considered to have enduring value. The
vroportion of maps of a record character not eligible for accessioning by the
Natiomal Archives becaise of insufficient legal, rescarcld or adrinistrative
value is mich smeller than is that of rnost records of other types,

The National Archives considers it highly desirsble that index maps, card
indexesj lists, catologsj or cther finding aids to the records that may be
helpful in using or servicing themg accompamy any maps or other cartographic
materials that it accessions,

Addi tional Information ‘

For further information concerning problens arising in connection vitih
matters dealt with in this circular, calls should be directed to ‘. L. G. Joerg,
Chief, Division of Cartographic Records, Hational Archival (telephone extcnsion

362).

_ﬂmﬁw‘/ 0deck

Archivist of the United States

wly -
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GENERAL SERVECES ADMINISTRATION
- Washingbon 255 D. C.

November 2, 1951

FEDERAL RECORDS REGULATION NO. 1

TO:

Heads of Federal Agenciee

SUBJECT: General Schedule No. 1 (Juns 1951 Revieion)

1.

3.

General. Thie Regulation pramulgates General Schedule No. 1 (June 1951
Revision), copy attached, relating to certain records common to ell
Covermment agencles.

Authority. General Schedule No. 1 (Juns 1951 Revieion) ie isaued in
accordance with section 505(b) of the Federal Records Act of 1950
(41 U.SeCe Supp. 28U4(b) ), which provides for the establistment by
the Administrator of General Services of etandards for tbhe selective
retenbion of records of continwing valme, and section 4 of the so—called
Records Disposal Act of 1943, as amended (44 U.S.C. 369), which author-
iees tbhe preparation of general schedules. Disposal of Goverrment
records listed in this schedule a® not of continuing value has been

authorized by the Congress by H.R. Report 716, 82nd Congrese, lst Session.

Coverage of Ceneral Schedule No. 1. This schedule describes records
relating to civilian personnel which are rormally maintained by Federal
agencies, including those which are required to be maintained by the
Federal Personnel Manual and by applicable General Regulatione of the
Camptroller General. The records are grouped in two sections:

a. Those records which are of enduring value and are to be
retained indefinitely; and

b. Those recor<ds which are not of enduring value and which should
be disposed of after they have been in existence for the periods
of timp specified in the ectwdule. The authorization to dispose
of them 1s permissive rather thsn mandatory, although campliance
with the disposal provisions will result in orderly records
retirement practices.. Disposal authorizations obtained by an
agency in previouely approved schedules remain in effect although
the retention periods may be shorter than those provided for in
tbite schedule.

Permissive provision is made, where applicable, for the transfer of

records to a Federal Records Center for storage and servicing. Records
designated for transfer to a Center ehould be beld until a substantial
quantity exists to avoid scattered transfers of emall groups of files.
This schedule also indicates an appropriate manner of filing each type
of record so as to facilitate maximmm effectiveness in its application.

SUPERSEDED
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4 A%itional Copies and Information. Additional coples of General ks 4
Schedvle No, 1 or information concerning its application may be
obtained by cammunicating with the Records Management Division,
National Archives and Records Service, General Services Adminis- ‘
tration, Washington 25, D. C.; telephone Republic 7500 (Govern-
pent Dial Code 151), extension 5185.

5. Quperseded Meterisl. Genmeral Schedule No. 1 (June 1951 Revision)
supersedes Revision A of General Schedule No. 1, issued by National
Archives Letter 47-3 of ¥ay 269 1947 and General Schedule No. 7,
issued by National Archives and Records Service Cirecular No. 2
of May 15, 1950,

6. Effective Date. This Regulation is effective immediately.

A

Adainistrator

Attachment

-2-
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GENBRAL SCHEDULE NO. 1 (JUNE 1951 REVISION)

Personnel Records

Sc of this Schedule: This schedule supersedes General Schedule No. 1 (Revision A), issued by National
AmE;vee Circular Letter No. 47-3 of May 26, 1947, and General Schedule No, 7, issued by National Archivee
and Records Service Circular No. 2 of May 15; 1950. It governs the retention and disposal of all copies of
records relating to civilian persannsl wherever located in an agency, exclusive of (lgocopiaa included in
disbursing accounts, (2) copies of loyalty and other investigative files, and (3) records of the Civil Service
Cammission (including records of Boards of U. S. Civil Service Examiners and Committees of Expert Examiners,
regardless of the custodiar) and the Bureau of Employees' Compensation of the Department of Labor mmimtairmed
pursuant to their statutory Government-wide functions., In ne event;, howeraer, can disposal be made of records
pertaining to accounts; claims or demands involving the Government of the United States which have not been
settled or adjusted in the General Accountdng Office without.written approval of the Comptroller General, as
required by Section 9 of the Records Disposal Act of dJuly 7, 19L3 (Ll UeSeCe 37L)e

PHRESCRIBED OR
ITEM RECOMMENTIED
NO. DESCRIPTION OF EECORDS METHGD OF FILING# AUTHORIZED DISPQSITION

RECORDS OF CONTINUIMG VALUE:

1. O0fficial Personnel Folders and comparable Alphabetically by (a) See page R1-36 of the

files accumulated prior to establishment of nams. Federal Personnel Manual for
the Official Personnel Folder, excluding instructions relating to
papers covered by item 15 below. folders of employees tranaferred

to another agency.

(b) Tranafer folders of
separated employees to inactive
file on separation; close fils
at end of each year and transfer
it to Federal Records Center 1
year thereafter. )

#Prescribed methods of filing are indicated by referral to the issuance prescribing them; those recommended
—under the provision of Secs 505(a) of the Federal Records Act of 1950 (L1 U.SeCe Suppr 28L(a)) do not make
reference to an established authority, Any new regulations or directives thatcmay be issued from time to

time will supersede these recommendattons.

SUPERSEDED
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ITEM
NO.

DESCRIPTION OF RECORDS

2.

3

L.

5.

Service Record Cardt

Standard Form 7
or its equiivall enti. :

Individual eaming and service cards
(such as Standard Form 1127 or its
equivalent), and papers recommended
by item 7 as attiachments.

Position descriptions pertaining to
positions abolished after September 1,
1950, and descriptions superseded after
that date.

RECOEDS OF TEMPORARY VALUE:

Correspondence in the operatihg persannel
office and its subordinate units relating
to their administratiion and operation.

SUPERSERED

METHOD OF FILING

In accordance with Civil
Service Handbook S-812,

Basic Personnel Records

and Files System for

Federal Ageincissi, Oct.,
I§§0, Part 1A.
Alphabet ically by name.
For cards relatiing to

actiive employees start
a new file every 3 years.

In accordance with Civil
Service Handbook S=812,
Basic Personnel Hecords
and Files System for

Federal Aeencies, Oct.
9 a a

By subject or agency
filing system; start a
new file every 3 yearsd.

-2

SUPERBEDED

AUTHORIZED DISPQSITION

Transfer to Federal HRecords

Center 5 years after year of

employee 's separation or

trans fer to another agency.
i

(a) Cards on transferred and
separated employees: Place

in inactive file on transfer or
separatiidn of employee; close
file at enrd of each year and
transfer it to Federal Records
Center 1 year thereafter.

(b) Cards on active employees:
Transfer to Federal Records
Center 2 years after close of
filel

Retaiin one copy. (See item
12 for dispashl of other
position descriptions.)

Di spase of 3 years after file is
closed or 3 years after date of
documeint if filing arrangement
differs from that suggested
hereiin,




ITEM

NO. DESCRIPTION OF RECORDS

6.
offering appointments to potential
employees.

7. Applications for leave a"j supporting
paper3a. '

8.

Correspondance, letters, and telegrams

leave record cards;, maintained independently

of pay and earning records.

record)e¢

(Inclnding
Standard Form 1130 when used as a leave

SUPERBEDED

PRESCRIBED OR
RECQMMENDED
METHOD OF FILING

Alphabetically by
name,

Alphabetically by
name; start a new
file every year.

Alphabetically by names
start a new file every 2
years if Standard Form
1137 or its equivalant
is used, and every pay
period if Standard Form
1130 is used.

SUPERSEDED

AUTHORIZED DISPQSITION

(a) If appointment is
accepted: Destroy
immdiately.

(b) If appointment is
declined: (1) Retum to
Civil Service Commission with
reply and application, if namm
was received from certif icate
of eligibles; (2) File inside
application, if offered as a
result of application for
temporary or excepted appoint-
oent, and dispose of in
accordance with provisions in
item 21; (3) All others:
Dispose of immediately.

(a) Applications for leave taken
immediately prior to semrabion:
Attach to the eaming and
service card (see item 3).

(b) A11 others: Dispwme of 1
year after file 18 closed or

1l year after date of application
if filing arrangement dif fers
fram that suggested herein,

(a) Final ocards showing accumu-
lated leave on separation: Place
in separate file upon separationj
close fils at &nd of year and
transfer to Federal Records Center
3 years thereafter; dispame of

7 years after transfer to Center.
(b) A1l other cards: Dispose of

3 years after audit of related
pay records.



ITEM
NO.

SUPERSEDED

DESCRIPTION OF RECORDS

9.

10.

11.

12,

13.

Records of leave data transferred (such
as Standard Form 1150).

Certificate files, consisting of:
(a) Bsquests for certificates of eligibles;
(b) Certificates of eligibles.

Employee record carde used for informational

purposes outside personnel offices (such as
Form OF-4).

Position descriptions (copies other than

‘those provided for by item k).

Employee interview records.

PRESCRIBED OR
RECOMMENDED
METHOD OF FTLING

Al phabetically by
name; start a new file
every year.

File requests and
certificates by
certificate number.

In accordance with Civid
Service Handbook S-812,
Basic Persannel Records

and ¥Flles System for
Federal Keencﬁsg Oct.

and B3.

In accordance with Civil
Service Handbook S-812,
Basic Personnsl Records
and ¥llee oystem for
Federal Agenciss, Octe.

1550, Part ICL.

Alphabetically by name.

e .
SUPERBEDED

AUTHORIZED DISPQSITION

Dispcse of 2 years after file

is closed or 2 years after date
of document 1f filing arrange-
ment differs from that suggested
herein.

Dispose of 1 year after date
of certificate.

Dispase of on transfer to
anothe r agency or bureau or
on separation of employee.

Dispose olf when position is
abolished or description is
superseded. :

Place in inactive file on
transfer or separation of
emptoyee and start new inactive
file every 6 months; dispose of
inactive file 6 months after it
is closed. - If filing arrange-
ment differs from that suggested
herein, dispose of records 6
monthe after transfer or
separation of employeec

. ”
.



PRESCRIBED OR
ITEM RECOMMENDED
NO. DESCRIPTION OF EECORDS METHOD OF FILING AUTHORIZED DISPOSITION
1. Duplicate case files of efficiency rating Alphabet ically by name; Dispose of 1 year after
boards of review, copies of which have start a new file every closing file; if filing
been forwarded to the Civil Service yearq arrangement differs from
Commission. that suggested herein,
dispose of records 1 year
after completion of case,
15. A1l copies of correspondence and forms On left side of folder, Dispose of on transfer or
maintained as temporary records in the chronologically. separation of employee, or
Official Personnel Folder in accordance when 2 years old.
with the Federal Personnel Manual, Chapter
Rl, pages 35-38 (May 1950)t
16. Copies of budget authoriszations to operating Organizationally, Dispose of when superseded.
units that control personnel ceilings and
personnel actionse
17, Position identification stripsg used in In accoidance with Civil Dispose of when position is
service control file (such as Standard Form Service Handbook S-812, cancelled or new strip is
7) to provide summary data on each position Basic Persannel Records prepared.
occupied. and Files System for
Federal Agencies, Oct,
1550, Part 1A.
18. ‘Wmployee suggestion case files; including Alphabetically by name; After closing case transfer to

files relating to managament improvement

SUPERBEDED

start a new file every 5

inactive file arranged in sams
way as active file but closed
at end of each year; dispose of
(a) Basic copies S yaars after
closing of the file; (b)
Duplicate copies 2 years after
close of file.

suggestions considered under Title X of
P. L. 429, B8lst Congreas, or comparable
legislation.

years or every 2 years,
as appropriate.

SUPERSEDED


https://Alphabetical.ly
https://sUJ1111B.ry

SUPERSERED

ITEM RECOMMENDED

NO. DESCRIPTION OF RBCORDS _ METHOD OF FILING

19. Case files on rewards for superior Alphabetically within
accomplishment under Title VII of ths fiscal year; start new
Classification Act of 19L49. file each fiscal year.

20. Notifications of personnel action, exclusive
of those in Official Personnel Folders:

(a) Pay or fiscal copy. By pay period with other
p8y records.
(b) Chronological file copies,cincluding In accordance with Civil
face sheets. Servire Handbook S-812,
Basi; Personnsl Records
g oystem for
Federal Agencies, Oct.
ESﬁ, Part 1BL.
(c) All other copies. ‘ Alphabetically; start a
new file every year.

21, Unsuccesgful applications for appointment Alphabet ically; start a
and related papers, excluding records relating new file every 6 months,
to appointmen ts requiring Senatorial
confirmmation,.

22, Statistical reparts in the operating By report amd chronolog-
persannel office and subordinate units ically thereunder,

relating to personnel.

=6

SYPERBEDED

AUTHORIZED DISPOS1TION

Start new inactive file every
fiscal year; dispose of each
year's file 6 months after
close of that fiscal year.

Dispase of 2 years after audit
of related pay records by GAO.

Dispcse of after 2 years.

Dispose of after 1 year.

Dispose of 6 months after file
is closed or 6 months after
date of application if filing
arrangement differs from that
suggested herein, providing ths
requirements of the Federal
Persannel Mamual, Section R2=-
19.01 are observed.

Dispose of 2 years after date
of report.
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ITEM
NO.

SUPERBEDED

DESCRIPTION OF RECORDS

23.

zhﬂ

25,

26.

Correspondence and forms in operating

personnel offices relating to individual

employees not maintained in Official

Persomel Folders amd not provided for

elsewhere in this schedule:

(a) Correspondence and forms relatiing to
pending personnel action.

(b) A1l other correspondence and forms.

Copies of documents duplicated in Official
Personnel Folders and not provided for else~
where in this schedule.

Memorandum copies of payroll certification
sheets (such as Standard Form 1128 or its
equivalent).

Payroll change slips exclusive of those in
Official Personnel Folders (such as
Standard Form 1126)n

(a) GAO audit copy.

(b) Copy used to adjust equipment involved
in preparing clmcks.

(c) A11 other copiesc

PRESCRIBED OR
KECQMMENDED
METHOD OF FILING

Not applicable,

.Alphabetic ally by nanme;
start a new file every 6
months.

Alphabetically by name;
start a new file every 6
months,

By pay period with other
pay records.

By pay period with othier
pay records,

By pay pericd; thereunder
alpebetically by name.

By pxy permd, theraunder
alphabetically by name,

SUPERSEDED

AUTHORIZED DISPOSITION

Dispose of when action is
completed.

Dispose of 6 months after
file is closed or 6 months
after date of document if
filing arrangement differs
from that suggested herein.

Dis pose of 6 months after
file is clased or 6 months
after date of document if
filing arrangement differs
from that suggested hereins

Dispose of 2 years after
audit by GAOQ.

Dispose of 2 years after
audit by GAOQ.

Diapose of after adjustment

of equiipment.

Dispase of 1 month after end
of pay pericds



SUPERSEDED

PRESCRIBED OR
ITEM RECOMMENDED :
NO. DESCRIPTION OF RECORDS METHOD OF FILING AUTHORIZED DISPOSITION
27. Withholding tax exemption certiificates Alphabetically by name, Transfer to inactive file upon
(such as Internmal Revenue Form W-=l). transfer or separation; start a
new inactive file every 6 months
and dispose of it 6 months after
it is closed; or dispode of
individual certificates when
superseded.
28, Check lists showing net salary paymentg By pay period with other Dispose of 2 years after awdit
and names of recipients® pay records. by GAO.

29. Memorandum copiesiof payrolls (such as
Standard Form 1013 or its equiVvalent):
(a) Where earning record card is maintained. By pay period with other Dispose of 2 years after audiit

pay records. by GAO.
(b) Where earning record card is not By pay period with other Transfer to Federal Recards Center
maintained. pay recordas, when 3 years old; dispose of when

10 years old,

30. Time and attendance reports:
(a) Copies used in payroll preparation and By pay period with other Dispase of 2 years after audit
processing. (Where Standard Form 1130 pay records. by GAO.
is used for both time and attendance
and leave posting purposes; the
disposal provision for item no. 7

applies).
(b) All others. ; By pay pericd with other Dispose of 6 months after end of
: pay recordsi pay period.
31. Memorandum copies of fiscal schedules By pay period with other Dispasie of 2 years after audit .
involved in payroll processing. pay records. by GAO.
3. ,_Pairoll control registers (such as By pay period with other Dispose of 2 years after audit
Standard Form 1125)¢ pay recordsi by GAO.

® suq,E‘IBEDED



ITRM
NO.

DESCRIPTION OF RECOHDS

33

3.

35.

Individual authorization card and record

of payroll allotments (such as Treasury

De ment Form 225hL):

(a) Where record of bond deductions is
maintained on earning record card.

(b) Where record of bond deduction is
not maintained elsewhere.

Receipts for war bonds and checks.

Dispensary treatment record cards. -

Logs or registemns of visits to dispensaries

or welfare rooms operating under P. L. 658,

79th Congress: ‘

(a) Where infarmtion is summarized on
statistical reports.

(b) Where infarmation is not summarized
elsewhere.

SUPERBEDED

PRESCRIBED OR
RECOMMENDED
METHOD OF FILING

Alphabetically by name.

Alphabetically by name.

By month and alpha-
betically thesreunder,

File within year alpha-
betically by name. Set
up new file every year
and bring cards forward
from previous years to
it when individual
concerned 13 treated in
dispensary.

Chronologi cally.

Chronologically.

-9 .

SUPERSEDED

1] Y |

AUTHORIZED DISPQSITION

Dispose of when superseded by
new card or on transfer or
separation of employeec

Remove to inactive file when
superseded or upon transfer or
separation; close inactive file
at end of each year and transfer
to Federal Records Cemt er 2
years the reafter. Dispase of

5 years after close of file.

Dispose of 3 months after date
of receipt.

All cards pertaining to an

individual to be dispcsed of 6
years after date of last entry
on the cards pertaining to him.

Dispose of 3 months after last
date on log or register.

Dispose of 2 years after last
date on log or register.



SUPERSEDED:

ITEM , p RECOMMENDED
NO.  DESCRIPTION OF RECORDS METHOD OF FILING
37. Health record case filesg comprising forms, .Alphabptically by name,

' correspondence, and reilated papers Set up new file each year
documenting employee medical history undsr and bring forward from
‘erograms authorized by P. L. 658, 79th previous years files
Congress; except pre-employment phy®sical related to an individual
examinatlons; disabllity retirement when that individuai is
examinations, and fitness fa duty t reated.
examinations (which may be made a part of
or assorciated with ths Officdal Personnel
Folder or may be retained separately). '

38, Copies of statistical summartes and reports By repert and chronolog-
relat ing to employee health retained by ically thereunder.
reporting unit, and related papers.

-10- -

SUPERBEDED

AUTHORIZED DISPCSITION

Dispose of 6 years after
date of last papers in the
file.

Dispose of 2 years after

. date of summary or report.




oL ~ SUPERSEDED

JUSTIF ICATION FOR AUTHORIZED DISPOSITIOH

Item 1. The Official Personnel Folder, promulgated in 1947 by the Federal
Personnel Manual (R1-35-38), is considered to be the official record

documenting employment history. The permanent documente in the folder, which
"travels" with the employee throughout his Federal career, conprise papers

which give legal force and effect to appointrments and all other personnel
transactions, and which reflect minirum data on job performance. All other
personnel records relating to individuals are subordinate to the permanent
papers in the Official Persbnnel Folder and appropriate provision for disposing
of them 1s made elsewhere in this schedule, imdividually or as part of the
material on the teoporary side of the folder. Thie item includes agency
folders mnintained as the official folder prior to the prpmilgatirn of the
Official Personnel Folder. '

Item 2, These service record cards are official eumaries oi‘ the salient facts
of employment history that are maintained by persbnnel offices. to obviate
frequent references to official folders and to be used as the official record
in lieu of lost official folders. The cards serve as a central personnsl office
record of all aspects of personnsl administration, and have continurus significance
as a concise reference source after transfer or separation of the employee.

Item 3. These are the official centralized pay records maintained by agencies
kseping such records under General Regulations 102 of the Comptroller General or
anadaptation thereof, Swimariee of esrvice are also normally includeds In
agencies under payroll site audit, this centralized record is the only record
documenting the fiscail aspects of employment history. It is retainerd as a

record related to the Official Personnel Folder and the Service Record Card,

which docurent the employment history itself. Comprehensive payrolls which serve
as a fiscal record in lieu of an earning card are retained urder iten 29 for a ten
year period whether or not they are site audited. After the ten year period
reference can be made to GAO payroll vouchers.

Item L. These descriptions must be retained indefinitely in order to protect
TuWIly the job restoration rights of persbns who are furloughed to enter the
military service wder the 19L8 selective service law. These rights involve
regtoration to the permanent position held as of September 1, 1950, when
personnel actins becare temporary under Executive Order 10180 and related
Jeigislation,

Items 5 and 6. These files reflect the operation of the personnel office in
administering the agency personnel progran, and that of the subordinate branches
tharged withiadividual phases of the program. Employment policy is normally
reflected in agency files at higher administrative levels. Files covered by iten
S serve temporary adninistrative needs involved in the daily prbblems arising in
persbnnel work, and the retention period indicated is adequate to serve such
temporary needs. Correspondence relating to individuals who receive appointments
is provided for elsewhere in this schedule, and item 6 relatee to routine papers
reflecting pre-appointment negotiations with potential appointees.

Item 7. These records are largely of transitory value only. Information fram
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them is posted to summry leave cards (items 2, 3 and 8) which are retained for
longer periods. Records relating to leave taken immediately prior to separation
are being retained to facilitate the adjudication of claims by GAO.

‘e

Ttems 8, 25-26, and 28-330 These records relate to processing, preparation,

and maintenance of the payrolls, amd comprise the rolls and the related tire,
leave, tax, and bong¢ records directly related to the pay funection, Federal
payrolls are prepared and processed gdnerally in accordance with General
Regulations 102 of the Comptroller General, although some agenclies use
adaptations of that directive to a lesser or greater degree dependiing on local
admini strative conditions. Under the 102 eystem, the pay records are site
audited by representatives of the General Accounting Office; who examins
primarily earning record cards (item 3),’ payroll change slips that are prepared
to dacument changes in normal pay (item 26), certification sheets and payroll
transmittal sheets (item 25), check lists which are prepared in lieu of the more
formal payroll bty the Treasury or local dimsbursing personnel (item 28), sowrce
personnel documents such as basic time and attendance reports (iten 305, and
coples of personnel action forms (item 20), The files used in GAO audit are of
no fiscal or administrative value two years after audit, by which time GAO
exceptions will have been raised and cleared. The key record summaries of the
fiscal aspects of an employeel's history are the leave record cards for which &
sufficient retention period is provided to assure individual rights and to satisfy
administrati ve neede (item 8); pay amd earning central record cards (item 3),
which are to be retained indefiritely; and the "cooprehensive® type of payroll
(item 29), still.used by segmente of the Federal service, which contains pay and
earning data on its face, and which is to be retained for a period sufficient

to satisfy agency and GAO needs. .

Capies of the change slips other than those used by the General Accounting
0f fice in audit are proposed for disposal after a short suspense period, as are
subsidiary time and attendance reports. SF 1130 is normally used as a combination
"time and attendance and leave recordi When so used the disposal provisions of
item 8 must govern. Item 31 covers related fiscal accounting forms, pertaiming
to pay, copies of which are retained in some pay offices. Iten 32 is a forn
required under the 102 system which surmarizes change slip transactions and
which expedites local administrative and GAO audit.

Item 9, General Regulations 111 of the Comptroller General provides for the
use of SF 1150 to effect transmittal of leave and lump sun payment informtion
between agencies in transfer cases. The one year retention period provides
adequately for local administrative needs. The leave data itself will be
‘retained under item 8 for 3 or 10 years, as appropriate,

Item 10, These forms relate to requests made by the agency to the Civil Service
Commission for 1ists of eligibles from established registers. The certificate
itkgelf is of little administrative value once derisfions have been taken with
respect to the names certi fied.

Item 11. (ptional Form L was develloped as an informational record for operating

units served by the personnel office to obviate requests for employee service and
related data. Once the employee leaves the operating unit, the card is of no

further administratiive valuel. The permanent summary card record is matntained on .

SUPERSEDED



-~ . SUPERSEDED

. SF 7 (see item 2) by the personnel office itself.

H Item 12, Position descriptions; used in classification work and in employrent
control, are of value as continuing personnel docunents while the descriptiona
they contain are still valid, Except for descriptions which may be of
continuing value because of their aptness of content (which may be retained as
nonrecord refersnce material), these records are of little value after they are
superseded or obsolete, Descriptions of positions abolished and descriptions
superseded after September 1, 1950, are retained for the special reasons noted
under iten L.

Item 13, These are primarily employeeorelations files and involve entrance and
and interviews involving complaints by or against the employee,
Any action taken by reprimand or otherwise is permanently documented on the right
hand side of the personmel folder. Some agencies place these 1ecords on the
temporary side of the folder, to be disposed of on transfer or separation.

Item 1L, These are duplicates of papers submitted by menbers of Boards of Review
to the Civil Service Conmission on termination of their terms of office,

Item 15, These are terporary papers dealing either with the inception of
personnel actions documented on the permanert side of the Qfficial Personnel
Folder or with administrative matters, and are of administrative value only for
a short time.

Item 16, Trese copies of budget authorizations, used as the basis for authorizing
p051€10ns, are of no further administrative value when new superseding authorizations
are tades—

Jtem 17. These visible strips; which are maintained with the service recordoecard
TIIes, provide surmary data on each position occupied. They have no record or
Teference value when the related positions are cancelled,

Item 18, These are case f'iles accumulated under agency beneficial suggestion

and management improvement progirams. They have administrative value in evaluating
new suggestions and in documenting current practices and procedures instituted

as a result of the suggestions. The disposal period is sufficient to satisfy
adninistrative needs either in reference or in documenting current practices, A
lapse of five years after clesing of the file will provide for norral reference
needs,

Item 19, These are primarily copies of reports submitted to thé Civil Service
Commisgion:. The copies are of little value to the agencies after a short period
foIlowing subnittal of the report,

Item 20, Copies of notifications of personnel action (other than the Official
Personnel Folder copy) which have administrative or fiscal usecare the pay copy,
which is to be disposed of uniformly with other pay records, and the journal
action copies, which vdll be retained for two years, in accordance with the
provision of Rl-2 of the Federal Personnel Manual, to satisfy inspection require-

. r:ents. . : | .
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Item 21, These are suspense files of job applications which have no further
adnInistrative usefulness after the indicated retention period. ;

Item 22, These reports, which are required administratively and' by the

on many phases of personnel adoministration, are normally consolidated
into summary reports submitted to higher administrative levels, or are so.detailed
as to have no further administrative value after the period indicated.

Item 23. This item is intended to provide for the mass of local and other forms .
and correspondence which is not placed in the Qfficial Personnel Folder because. ;,
the Federal Personnel Manual does not require it or because it is deemed not to
be adninietratively necessary to do so, GCenerally, these files relate to aspects
of employment history which are documsnted in the official folders or in fiscal
records to be retained for a lengthy period by the provisions of this schedule,s
and therefore are of little administrative value after relatively short periods,

Item 24, These are copies of forms relating to personnel actions and other g
matters involving the eriployee submitted by the operating unit initiating the
formto the persomel office. .

Itens 25-26, see iten 8.

Item 27. Withholding exemption certificates, which authorize withholding tax -
deductons, are to be disposed of after a short suspense period following change,
transfer—or separation that is sufficient to provide for GAO exceptions in payroll
audit and for adminlstrative needs. .

Items 26-33, see iten 8.

Item 3Ls These are routine receipts to be retained long enough to answer .

Items 35 and 37. These are the continuing records of treatment in a health unit
of individual employees; any correspondence, memoranda, or other datd that come to
the—healtirunit are filed in the sam® jacket. Journal entries are nade on record
cards or comparable forms recording each visit of the patient, brief diagnosis

or staterent of reforral to private doctorg and treatment given, if any. The
documents excepted fram disposal are deered of long tern value by both persoanel
officials and by nedical officials, and are normally filed in the Official
Personnel Folder (item 1), but the remainder of the papers in each file are of
only ephereral interest. The records have no historical value; they are not of
value for docurenting the activities of health units; redical officers believe
that if no new dats has been obtained during the retention period specified,.they
_are of no value redically; and their adnministrative uttlity is limited by the '
five-year statute of limitations on claims for employees' compensation.

Item 36, These are Journals on which are recorded the nare of each patient coming

to a health unit, date on which he care, and, often, other identifying data, tims -
spent, and a very brief notation of the illness or injury thet prompted him to -

come, The records are occasionally used for adrinistrative purposes for about one
year after they are created, but nd longer. They have no historical value and no .
value for documenting the history and functions of the unit; nedical officers state
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that they have no medical value. Since their only administrative ueeis for
statistical purposes, it is possible to di spose of those which are etatistically
summarized almost irmediately and the statistical utility of the others is
exhausted within the alternate period specified.

Iten 37 see item 35.

Iten 38r These are retained copies of reports and surmaries compiled by a health
unit Tor transmission to higher administrative echelons; where they are used '
in combination with other reports for statistical and narrative analysis, and of
informational coptes of analyses transmitted to health units by higher adrinistra-
tive echelons. In either case, significant data are available at the higher
echelons and the records are of no utility in health units beyond the period of
time specified.
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”mmt.or of Archival Uanagement April 3, 1953

Chiof Archivist
- Ratural Recources Fecords Branoh

Comente on a propooal for a Oeneral Schedule provioion authorizing
digposition of tho Offioial Persannal Foldaral

¥y f£irot quostion ie about the floor date, whioh I undarstend
is 1921, as given in tha introduotion to the Gemeral Sohcduls. Sazurhare
in tho gohsodulo it mnot be explained just how this 15 to be opplied to
porooonel foldere, whioh extand over cany yearsl I hope it dces not
moan that foldars aloaed aftor 1921 ere to bo subjeot to the ochecduls,
for thio could msan, of oourss, the dispozal of ths folder of samsano
who bogan work in 1875 just because he happencd to dio or retire in
1922, WUmny of the folders that we aro oo anxious to aave would be
caught in cuoh ap interpretation. (n tho other hand, the oy
mean folders for perocns who becan gervice after 1921} whioh would be ,
1003 objootionatles but many of these parsons would otlll be in servioe . ¥
in 1947, so that their folders would flom into the naw syotem. It cocxms'’ .
to me that 1€ the lattor interprvtation is givon to ths dste, it is hardly '
warth wtilo to weed a lot of alphabeto prior to 1947, and that the wholo b
coheduls night os well comenoe with 1947 whon the official trsvelling
folder cozxzmnces.

Thure are additional reasons why 1947 1s the logical dato fram _
which to baso this sohoduln. Tho most parsussive to ms is simply that <
this ie the dote when tho camtant of the folders was ctandardiged. In -
the Doocember 31, 1952, cepart of the Ad Hoco Committoe an the Dispomition
of Persormal Bocords (which should have been mads gvailable to uo for
background for thio appraisal), it is etated (p. 8) that the oontents of
pre=1947 percormnel folders “became inareasingly a2imilar to the precent
folders” until the content "gradunlly oamn to rossnhle that of the Officinal
Peroonnel Foldar". Thdias is trus ohiefly because of the growing uee of
standard‘porsanmal forms. I dogubt that tho ohservation eosns cmch more
than that. The important thing is that thle statamont in roverae 1o a
good reason for the kooping of folders prior to 1947. It is an admission
that oo one goes back through tho yoars priar to 1947, ths.contonta of
persannel foldoro are increasingly divorsoc. Aotuslly, whon one reachos
the has: \ate of 1921 theore 1o 1ittles uniformity as botween agencies in
what thoy ere placing in persommel folders. In many agenoies the folder
was simply a cubjest folder boaring an individual!s nsms into which M
evorything relating to that individusl and his notivities was placed,
gven corrospandence with him that did not fall naturally under samo othoe
subject hepdinge. In oo agenoies, espocially enaller onas, these very
worthodax (frum the poat - 1947 point of view) folders pereisted Up to
the date of the preosoribed standard folder ( and I am not sure they are
not still belng oroatedj lesser agenoies havo a wonderful way of living
ip blissful, 1f not willful, ignorenoce of so many reculations). All of
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DMreotar of Archival ianagament

this 40 weraly to eay that m to 1947, nvaboon.farwdmlwit.h
tin persomal rosurdn of each ogengy cn a l1st basio.

In this canmection, 1t spums nocaseary ospeoially to regioter
objection to uzs of tho ward %caqparable™ in thn wordtng of the {tam as
it would appenr an thn achetulo. Is “camparabls® to a greator or loas
dezreo crant? Actvally this word 15 cesninglsens, for all porsannal
foldors aro “eospuradin®, o thot nll could be thrown out snd ths action
Justified on ths bapin of tiis langnage, Doabtloos "ednilor™ was moant,
This, homewvee, stlll has @ quality of vagucness bocause—there are dogroes
of eimilarity. Ay word chosen as a eubstituto hare emst be an exect
ane., Fo have in tho pasd wed “equivalent®, btut it would bs impossible,
obviocunly, to apply that with mathmmatical exnotitude. WThatevar ward
we uco, we havo a picture of a person = probtably samsons other than cn
arelivist - golng ovor individral foldesw aaking docisionp, It vorld be
cxpsneive and I wunld h=ve no oonfidence in the result. If there is ; ¢
any thought that tho docieion can bo made for entire agencied and ths . ‘
foldore tixrosn oot as o block, it woald be fallecicw. 7Tho cantents of
foldoro for typists cnd othor lower grede personnsl probably woald bo
gizilar”, vhile ths contents of foldero for grofessianal, ocientific,
and kKgh oo cdministrotive exployces prohahly would not bto “similar®.

Ly fundamental objootion to this soimdule 18 thottit contains
no excopticns = tlat 1s, ths foldero of no amployars are cansidared
worth saving for histarical ressano. It 18 true that aftar 1947 the S
right-hand cantonte of tho officlal personnsl folder are of 1lsss Niseosriaal
interect than are ths fullar cantonts of earlier parsonoal foldere, but,
gven 80, I think that tho faldars for certain categnries of exployvas
ghaild be retainod as parmansnt records beoatso of their hNMstarical

impartanco.

I have novor bean one who could quite Jastify the rotantion of
all peroonnel faldorv, even thaugh I could eso abagt as mmoh reason for
it as for the rotontion of all pensian foldern, In othar wordo, thay
ere namo recarde, furmishing much porsannl dsta for tho use of gensalogista,
local hiotarians, and evon histarians msking certain typeo of steiles.
Thare aro those who faecl that Soolety tmmwmnm obligation to prearyve recordn
thot balp to hring to 1ifo the individual bohind a nzam -~ to give Mn, as
1t were, a 1ittle more ixnortality. Thare aro enough euch paopls so that
thay are a forco to bo ruckoned with and, curicunly, many of them aro
hoavior Laxpgycrn than we are, Qf course to carry out this idsa complotely
wo would have t0 keep incams tax foldoro too, and farm loan faoldare of all
types, and the 1iks, and we have alroady coxprostsed ap that, This 1s
not a zatter to bo tossed off noornfully, howevers Reamtssnt will in-
gvitably doild up against Aschivists af the future dacaunso thase records
are nod ispt. Could thoy bo pollsd an ths subject, a majority of Amarican

D
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Mrector af lu'chivnl lUsogenant

freeilios would probshly vote to pay 5 cents sextra taox a year to
have euch o sarvico parfarecd for themselves ccd tholr ancectors.
Thoy pay much more {or—porpetusl caestary caros. - Who an I to tamor
vith tho rocords of thotr—ancestors? I mm less concervod about oy
oen, tut I do not know that I an becauoe of that a suparior being.

Snypoaing, them, ‘hhat we lot tho labororms zrd other unskilled

. wurkers o, end tho typiato, end olcrks - whmrodows droy tho ling?

Can we dotorminos certain oategories, and do 29 in a way that will cake
thos valootion of foldors bty low salaricd parsommel] prsctical? I think
GOe 3 ;

Ky ouggestion would be to ksop the folderc for all ngmegs
appearing in tho Regioter of tho Mnitod States, published
overy 2 @@ 3 yoars Yy tho U, ©. Civil fiervice Cazmisnione This would
¢ivo ws a fairly reliadle ¥ho's W¥ho of Govarmment ezployess, both in
Washington and the fiald. Its fiold covarage, particularly, is better '
than any othor directory. It cantains about 25,000 nezo9g es againgd
the more than 23000,000 oivilicn exployeen. Thaore ailght bo soms foldere
wartb kecping for hiotorical reasans thnt wouldn't bo caught by this
sizplo critoricn, but thero wouldnt't bo nary. Of couwrse, wo would havo
to bo careful that tho criteria for irnclusion in the Register were nevar
cut drastionlly bolow those in use et prosant. Itrasy bs that we should
cansider adding certaln categorien of prafoseianal and soientifio pnrnannal,
tut thlis would not nocesparily mcke- tho plan improcticablo. There chouldyea.
. 1% posgible, bo eozo way of marking these folders as they are pulled far -
tranafer to tho Cantar ar received thare end alphototizod. I dan't think,
bozaver, that I would reccezend application of this idea tmak in tho pre—
1947 alphobeta for eseparate agenoles.

. The argument againzt tho Metorical valus of tho parsanml
folders glven in tho justification does not ioprose oy and is totally
wnacceptohlo for a major part of tho pre-1947 foldoro. Withoat going
into dotails ap to how and shen, I would merely atate that those folders
forrthe Interior Dopartaant pricr to 1939 that were in. VI&'s cuotody
bafore teing sent to St. Louls, were boing frequently ussd for bistarical
purposes and that this historicel use was incressings Re miss them oow,
and cpand time eearching for equivalant recurds—elvewixre becauco wo do
oot have thoso for quick refcrence. It s ot thxt thxy Tero used so
much directly for biographical purpses, although that use wos cacmmm,
it io thnt ths Wographical gpprooch is cne of tho most frequently used
approacbes to tho otudy of eny subjestirand that gppronch is fecilitated
throoch tho gvatlabillity of those records. It was oy uxicrstanding whan
these reocords were sent to Ste Lovie that thoy and other such files prior
to 1947 would gme day be audbject to rocall by the Raticnal Archives, I
would like tham kopt intact, and eampday hore, on the basis of our omn

<«
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for dispooal.’ Tho quantity of records irvalved in. the case of IUR's °
agenoies 18 not great enouch to be & major coneidarutions 7Thoro are

| efny sories of groater footage that I would gladl;dupoao of, if.

'nooeasary. ‘bafare I would part with those.

F I T R —y

l,»‘

’ Perhagn 18 1s pmnhle to amtion a dufmo in approach

ubom NIM and the records .branches an this appraieal btuninoss thot 16
.cansing troubls. 1It 18 that XM wuints dssisions ahoad of time end doam 't

seaz—to rest cafartably tmmnt gete than, 1110 iaharent in tho
achetuling ideca. Far un, the greater ths cnl:q, the more tho olements

of tiro and experience can be twought to bear upm a significant dispooal
decieion. Idoodtthnt sech actunl dieposal would be carried out in tho -

‘next fivolvars, end shonld think that that mmsch more exporiccce in the

racardsIcenter at St. Louls.and in Mstorical roquesta via the Kational
Archives would pereit a mard trustsaurthy decision. - 1.8 not aarely
procrastinating heres iy exparienco with omy pomnol recards already’
eent to 5t. Loulio. Zrom ‘thia. Dranoh has mado me nore cansorvative than

othere apparently. .I would liko the St. louls people to get a little ofl

tho asme expurience, Thoy twned suddenly very cansorvative on disposal
of payrolls and other financial recards,.for exsmplo, overturuing both . .
#RM's ond NNA'S past.deciolano. This was chiafly faor camnistrative .
iniquiries, I know, butley point 45 thet tims and expartmree-are impartand
foctare 1n deoiding bordarlins cagos for eitbor adeinistrative or Wstori-
oal wvelces, mnd ¢heye 18.n0 virtes in action bsfore the laat mument ‘

necesngrys 241 bol.ion thise 1aLapp11cahh Lor the. pm—1967 poreomel

toldoru | %
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OfficicltPorocnnel Foldsrs and (a) See page R1-36 of tho Fedoral

comparablo files accurulated Persamnol Manual for instrustians
prior to establiedment af the relating tofoldars of amployeed
0ffioial Perocnaosl Foldsr, tranaferrcd to another agency.
excluding papers covered by item

11 bdbalgow (so-called "temporary® (b) Transfer foldors of separated

éide of falder). exployens to inactive filo on

} ceparation in accordance with tho
Federol Porecnnal Manual, 81-35;
for Departmant of Dasfense trancfar
foldar to fedoral lecords Ceatser,
St. louis, Missouri, 1 senth after
separatica; for ell other agencies,
1 yoar after separutian.

(o) Dizpos= after whichever of tho

folloving poriode is applicabler

(1) 79 years after tirth of
erployee or 60 yearo after
date of earliest document in :
the personnsl file i€ dato ‘
of tirth caanot be ascertained;

(2) 2 yvars after rotiremnt "
bonefit bao boca legally
datarxipsd and approved; or

(3) 2 yvaro after death aof

ezployee.

Tho Cfficlal Persammal Folder, pramilgated in 1947 by tho Fedoral
Pesreamsl Samual (Rl 35-33), 18 conaidered to to the afficial record documenting
enployrand history. Tho documente filed on ths right B;Ldo of tho folder, which
%travols” with the employoe throughout his Federal cu;aor, compriee papers
vhich give logal farce and effect to appalntments and all other persannol _
transactions, and which refleot minlsum data cn job performa2nce, Aftor ouwz‘;ml.kvt
cansidoriag tho various valuss inhercnt in these foldero, an Ad Roc Cammlttoe
on the Dispogitian of Perccanel Folders, cansiesting of ropz‘seni;atdvaa ?f the .
Civil Service Cammission, the CGensral Accounting Office, tho Budget Burecu, and

t

the Censral Services Adminiatration, reported to the

of Censral
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Services onoDecember 31, 1952, that the foldors did oot heaves cufficient velue to
varrant preecrvation indefinitely tayond the tino thoy were required for
adjudication of rotirement clainp. ‘

Any historical value that persoansl rocords as a class may have relates
prizarily to the 1nd1v1duai, qaot 4n hie capacity aa a Federal azployee, but rat.hér
bocause of his poeitit.;n in tho hiorarchy of tho agency or bocsuse of his fams or
aotorioty 2 en individusl. It would not be reascnable for tho Federal Goverument
to keep the filos relating to milliono of mploimo on the gambleo that a historian
or blograpker night cocs day find 1o ono of the fclders the missing clue to came
accect of the 1ife or career of an individual vho lator Lecams famous.

The irportenco of the official perscanel folder in retirement procesdings and

in determining thie panaion rights of fo:mer Coverrmant exployess roquires that tho B

filee of thoso covered or potentially subject to coverage by the Civil Service
retiremsnt systen be retainsd until theeo pemsion rights have beon finally dotore
mned. fRetiremont bensfites may be obtainsd after varylag periode of gsorvica and
at varieus ages, mut it is reascnable to asgume that former guzployoes will apply
for these benofita befofo thoy are 75 yoare old. Cansequently the rotention
pericd for the folders 1o set at 75 yoara after the eployee’s birth, or, if
informmation a8 to date of tirth 1o lacidng, at 60 yuars after the date of ths
earliest documont pertoining to hie employment, Aa an alternntive, it ie prnou;
cal to dispose of the folder two yvars after the employes’s reotircmant bansfit
has buen logally deternined and approved; at that time all necescary data to
corplcte paymsnt of the benefit is contsined in ths claias folder held by the
Civil Service Carmxissicn. Siwmilarly, the folder may te dieposed of 2 ycars after
the death ot the eapl&y.o on the groumds that his rotiramnt rights have by then
been determined, J | | ) | _

Aftor diéaos&l of th;' Official Personnel Félﬂor. thero remain for each
eaployce his rotiremont clain file as well es a servico record card (in thoze
cases where euch cards heve been maintaiosd).

SUPERSEDED -
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Services on Deceabsr 31, 1952, that the foldors did not havo cufficient value %
varrant preservation indefinitely teyund the tirm they were required for
edjudication of retirement clainn. |

Any bistorical value that personnel rocords as a clacs may have relates
primarily to the individualg not 4ip his capscity as a Fedoral emplogyes, but rather
bocacee of hie pozition in the hierarchy of the agency or beoc&use of his fams or
notorioty 2a en individual. It would not bo reaaocnnble for tho Federal CGovernment
to kmep the £110 roloting to millicno of ewployces on the gamble that a historian
or blogrepter might cora day find 1o one of tho folders tho =miosing clue to coms
acpeot of the life or cgreer of an individual who lator Lecame famousn.

The irportancoe of the officicl persomnsl folder in rotirwsent procesdings and
in determining tho pensica rights of former (overrmant employees rcquires that tho
files of those covered or potentially subject to coverage by the Civil Service
retirenent oystem be retalasd until theso peneion rights have been finally deter-
mincd. Retiremant bensfits eay be obt.ained after varylog periocds of sorvice and
at various ages, hut it is reascnable bo assume that former cmployves uwill cpply
for theso banofite befofo thay are 75 yoare old, Cansequently the retenticn
pericd for the folders 18 set at 75 yearo after the erployee's birth, or, if
infomation ac t0 date of tdrth is lacidoge at 60 yoars efter the date of the
asrliest documcnt portsining to his semployment. A5 an altermative, it ia preoti-
cal to dispose ofothe folder two years after tho employea's retircmant benafit
has been lesgally deternined and approved; at that time all nsceasary data to
corplcte paymsnt of the benefit is containedoin the t;ldms folder hold by the
Civil Corvice Carmissicn. OSimllarly, the folder may bo dicposed of 2 yoars after
tho daath ot the mplc.:yu on the grouads that his rotiraxont rights hove by then .
been determined. - ) | ' o

Aftor d;‘s”;:oaai of tho Official Persommsl Foldar, thore remain fér each
exployco his retirement claim £410 as well a8 a servico record card (in thoze

cuses stare auch e SHPERSEDED
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QEXERAL RECORDS SCHEDULES

Authority for the dispossl provieions in these sohedulse is cont.&imed in tbe following House Reparte:

H. Rept. 1596, 79th Corg., 2d seas. for daferment recards;
R. Rapt. 2052, 79th Cong., 2d eese, for infammtionsl services reccrds;
H. Rept, 76, 82nd Cong., let sess. for oivilien psrsonrsl reoardss

H. Rept. 2471, 82nd Cong., 2d sess. for all other recarde covered by these schedaoles.

Cermral Services Adoinistrstion
National Arohives snd Records Servioe
Washington 25, D. Ce

Auguet 1952

SUPERSEDED
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'TABIZ OF CONTRMTS

Instructions for Using Gamsrel Recarde Scbedulse

Schadule
Schadula
Schaduls
Schedule
Schedule
Schedule
Schedule
Schedule

Schadule

1.
2,
3.
L.
5.
6.
7.
8.
9.

Schadule 10.

Scheduls 11,

Schedule 12,

Schaduls 13,

Schadule 1L,

Civilian Persorinel Recards

Payrolling and Pay Adninistration Records

Procurement and Supply Records

Property Dlsposal Recordes

Budget Preparation, Presentation, and Apportiommemt Records
Accoumtebls Ufficers' Accounts

Expenditure Aocoumting Recorde

Stores, Plant end Coat Accounting Recards

Travel and Transportation Recerde

Motor Vehicle Maintemance and Opcration Records

Space end Maintensnce Records

Cawmnications Racords

Printing, Binding, Duplication and Distribution Recorde

Infarmalional Servicea Records
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INSTRICTIONS FOR USING GENERAL RECCORDS SCH¥DULES

General, General Records Schedules are issued by ihe Adninistrator of General Services to provide
standards for Federal agencies in handling their non—current "housekeeping"™ types of records. Sect.ion
505(b) of the Federal Records Act of 1950 (L1 U.S.C., Supp. 28L(b)) directs the Administrator to
est.ablish standards for the selective retention of records of continuing value. The Records Disposal
Act of 1943 (LL U.S.C. 369) authorizes hinm to submit to Congress schedules proposing the disposal,
alter the lapse of specified periods of time, of records of specified form ar character comcon to
several or all agencles that apparently will not, after the lapse of the veriods spacified, have
sufficienl, valus to warrant their further preservation by the United States Governrsnt. The records
covered by General Records Schedules include those pertaining to civilian persommel, fiscal, accounting,
and procurersnt natters, and other common functions; they constitute a large propartion of the total
volure of records created by each Federal agency.

When approved by the Joint Cormittee on the Disposition of Executive Papers, General Records
Schodules constitute authority to dispose of the records included therein as disposable. Agencies rmay
apply this authority subject (1) to approval of the Cocptroller General of the United Siates in the
cases required by Section 9 of the Records Disposal Act; and (2) to complic: e with the record keeping
requirerents of regulatory bodies (such as the Federal Power Covrdssion, the Intersl.ate Cormrerce
Cormission, and others) insofzr as Federal agencies or parts of agencies are subject to the jurisdiction
cf such regulatory bodios.

General Records Schedulos are ca:prehensiive records retirement plans that not only include disposel
authorizations, but also provide for the retirerent to Federal Records Centers of non-current. records
that mst be retained for specific periods of tire and for the econonical preservation of those records
that are of continuing value. The authorizations and recommendations contained in them may be used by
any agency in their entirety or in part; they are permissive and not mandatory. Because these Schedules
are designed to cover records problems corzion to several agencies they are not intended to fit the
precies neaeds of any given agency. They represent generally accepted standards for the retirement of the
records covered and are phrased in such terms as t.0 permit those responsible for records retirement
act.ivities to adapt them to theixr agency's own peculiar needs. By use of them an agency may, without
further Congressional authorization, provide for the retirerment of the bulk of its "housekeeping™ records.

Mothod of Issuance. General Records Schedules are issued in loose-leaf form to permit the insertion or
remcval of pages upon which additions, deletions, or revisions have been made. Revised or added pages
will be iesuad as changing conditicns require and as necessary Congressional and other apyrovals are
obtained.

Coverage of Gemsral Records Schedules, Gencral Rocerds Schedules refer only to record copies of documents.
Tt T3 not The Intent of These schedules to impart record character to extra coples of docurents previously

defired—imam agency &3 non-racord waterial.

Coples of documents covered by these schedules, however, may in certain cases have bscome an integral
part of subject or case files docurmnt:ng activities different {rom those covered by the schedules. In
such cases the disposition of the coples should be the same es that of files of which they are a part.

General Records Schedules, except as definitely specified in the several schedules, are not
applicabls to recards created prior to January 1, 1921, Records created prior to this time in rany
cases were not sufficiently standardized to be susceptible to evaluation on a Govermment-wide basis.
Those of each agency must therefore be eeparately appraised.

The schadulss may with the consent of the agency concerned by applied to records in Fedoral lecords
Centere,

Each schedule has threo parts: (1) an introductory analysis; (2) the schedule itself; and (3) an
explanation of the reason for the retention or disposal of each type of record covered.

~  Previously approved agency schedules providing for shorter retention periois may be continued in
farce if an agency prefers; likewise, although it is believed this will usually b» wnnecessary, agencies
ray extend retention periods in order to meet nesds peculiar to their own actlvities,

Pormissive provision is made, whera applicable, for the transfer of records to a Federal Fecords
Center for storage and servicing. Records desi(nated for transfer to a Center should be held until a
substantial quantity exists, even although this means a longer retentiom in office space, to avoid
ecattsred transfers of small groups of files, Each agencyls transfer program should be cleared with
approprinte General Services ~Adninistration of'ficials prior to mmking the first transfers, espacially in
the case of porsomrml and psy records eliziblec for transfer to the Center in St. Louis.

SUPERSEDED
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Oeneral Records Schodules also indicate B recormendad or orescribed mothod af fYling each type of
record 8o a3 to facilitate use and diepoeal, Preaoribed methode of filiig are indicated by refsrral
to the 1ssuance prescribing them; those recomoended undsr the provisions of Section 505(a) of tho
Federal Records Act of 1950 do not mal® referonce to an established authority end any new regulations
or directivee that may be iesuad from time to time will supursodo those recanoondations. :

Transcdttal latters. The ariginal issuance end revised and added nateriael will be pramulgatad and
dlstriduted To agencins under cover of transaittal lstters. The trsnamittal lstters will be desizned
to BErve the followlng purposo

1. Trananit as an attachoent the pages to be subst.ituted or added and give instructiona
for insartiam,

2. State tha Congressional authorigation for dispooal of records, if any new dieposal
authorizetion is involved.

For reference gurpases transmittal letters should be retaimnd, and may be placed with the schedulss ar
o3y be detached and filed separstely.

SUPERSEDED
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GENERAL RECORDS SCHEQUIE 1

Glvilian Parsonnal Records

Agency civilian porsonmel records relate to tho supervigion over and manageront of Federal civilian
arployees, for the most part pursuant to regulatlons of the Civil Service Camnission, the atafl agency
charged with the administration of the Civil Service Act, and related regulations, orders, and
legislation. This sciedulas covere all coplee of records relating to civilian persanmel created since
Jamuary 1, 1921, wherever located in an agency, exclusive of (a) copies of loyalty and other inve:t.gative
files, (b, progran records of the Civil Service Camdasien (including records of Beards of U, S. Civil
Service Examiners and Canmitteos of Expert Exaninoro, regardless of the custodian), and (c) recards of
ths Bureau of Erpioyees' Canpensation and the Public Health Servico malntained pursuant to at.atutory
Govermoni-wide responsibilities for the health and welfare of Govermrcnt erployees., Records of egency
units functioning as staff peraonnmel policy groups, rathor than as operating personmne] units, are not
covered by this schedule,

The Qfficlal Personel Folder, a case file docudeniing ecploymant history, wae established in 1947
by the Federal Persormel Vanual (Rl 35-38) and constitutes the ey record relating to civilian porsanrel.
Prior to 1947 the contents of porsonnel folders varied samrwhat with agency praciice but these practices
have been easentially similar since about 1921, Specific personnel forms, such ss the Notification cf
Personnel Action (Standard Form 50) have woon etandardized since 19)1. An auxiliary to the Qfficial
Bersonmel Folder 18 the Servico Recerd Card (Stendard Form 7), a mandatory form which replaced multiple
types of airmiler forms used in the agencies, The Qfficial Peraonmnsl Folder and Service Record Card are
describod in Civil Service Handbook S-812, Basic Pereonmel Hecards and Files System for Federal Agencies,

which prescribes a sinplified sywtec of record keeping Tor Faderal persanneY officaea,

The (ffioial Personnel Folder, which now travels with the Federal employee as he mowes from agency
to agency, containa papers of contimuing velue, listed as such in the Federal Personnel lamal, on the
right hand side, end papers of terporary value on the left side. Until November 1951, the contents of
the left hand side of the folders were describod in detail in the Fedaral Pergonnel lanual, Now, howsver,
only the records required to bo kept are deocribed in detail,

Records normally maiitained in addition to tho official folder and its relsted service record card
concarn phases of persormml adminietration involving the selsction of personnel and the supervision over
the work history and on-the-job performance, as follows:

Position classification: Thase records include coples of position clessification sheets
and related recorde.

Racruitnment and solections Threse include interview files snd relsted data.
Training: Thess include evidence of ekille acquired and made availables to the agency.

(ther records pertaining to individual ermployees nortelly include service record cards and varigus other
controls maintained for purposes of convenience at the operating levela; agency dispensary recordsj and,
for the period of Yorld War II, dreft defermsnt records.

Provision 18 mada in this achedule for the dispositicm of copies of fores eitder duplicated in the
Officisl Personnsl Folder ar mainteined in separate pereonmel files, as well ae files aaintainad for
temparary processing ar expediting purposes. Thie schedule also covers correspondsnce files not relating
.0 individuals maintained by operating personrel offices, involving their adrinietration and operation,
The dispoaition of pay and payrolling reccerds, norrmlly maintainad by agency fiscel units, is provided
far in Schadule 2,

ITEM RECOMIENDED
NO. DESCRIFTIGR OF RECORDS METHOD OF FILING+ AUTHORIZED DISPOSITION

RECORDS OF CONTINUIDNG VAIUE:

1. 0f ficisl Personnel Foldors and Alphabeticelly by (a) See page R1-36 of the

comparable files accumlated prior to narp, Faderal Personnel Manual far
establishrent of the Qfficisl Fersonnel inotructions relating to
Foldor, excluding papers covered by folders of ermployees trans-
iten 11 below, ferred to another agency.

(b) Transfer folders of

#Prescribed methods of filing are indiceted by referral to the iseuance prescribing then; those
recorended under the provision of Sec. 505(a) of Lhe Federal Racords Act of 1950 (Ll U.S.C. Supp.

28 (a)) do not moke reference to an establishod authority. Any new regulations ar directives that nag
be issued from time to time will supersede these recorrendations,

SUPERSEDED
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positions abolished after Septcober 1,
1950, and desoriptions superseded after

units relating to their administration

Cerrespondence, letters, and telegrans

ITEN
KO, DE.SCRIPI'TON OF RECORDS

2, Service Record Card (Standard Forn
7 ar its equivalant).

3. Position descriptions pertaining to
thot dats.

RECORDS OF TE!T*JRARY VALUE:

h, Carrespondence in the operating
‘persanrml off'ice and its oubordinate
and opsration,

Se
offering appointrents to potential
ecployees.

6. Certificato filss, consisting of:
8« "Requesta for certifi- ‘s of

eligibles.
b. Certificates of eligibles.

7. Explcyee record cards used for

informatianal purposes outside
personnel offices (such as Form
oF-1),

RECOIMENDED
METH@M COF FILING

In accordance with
Civil Service Harxd-
book S-812, Basic
Personnsl Records and
¥lles Systen for

rederal Agencles
1550, Fart I K.

In accordance with
Civil Service Hand~
book S5-812, Basic
Personnel Records and
Files Systen for
rederal Agencles, Oct.

Oct,

By subject or azency
filing systen; start
o nav file every 3
years,

Alphabet.ically by
narn,

File requests and
certificates by
certificate nunmber,

File requests and
ccrtificates by
certificate numbor,

In accordance with
Civil Service Hand-
book S-812, Basic
Personnel Records and
TTas Systen Tor
Federal Arencles. Oct.
1950, Fart 131 B 2 and
B 3.

AULHORIZED DISPOSITIOH

separated ermloyees to in-
active file cn separation;
close file at end of each
year amxl transfer it to
Federal Records Center 1
year therecfter,

Transfer to Federal Records
Center S yeers after year

of ermployee 's separation or
transfer to another agency.

Ratain om copy. (See iten
8 for disposal of other
position doscriptions,)

Dispose 3 years after file
15 clesed or 3} years af'ter
date of docuzent if filing
arrangerent differs from
that suggeated herein,

(a) If appointment ie
acceyted: Destroy
irn:diately.

(b) If appointment 1s
declined: (1) Return to
Civil Service Corzdssion
with reply and application,
if name was received from
certificate of eligibles;

(2) File inside application,

if do'fered as a result of
application for temparary

or axcepted appointmont, and

dispose of in accordance
with provieions in item 16;
(3) All othera: Dispose
irrediatelyr,

Dispose 1 year after dats
of certificats,

Dispose 1 year after date
of certificata,

Dispose on transfer to
anothor agency or bureau or
on separation of erployme.

SUPERSEDED
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All coples of correspondence and {arms
maintained as temporary recorde in the
Of ficial Persoruel Foldar in accordance

including files relating to canageoont
improvermnt suggestions considered under
Titlo X of P. L. k29, 81at Congress, or

accomplishment under Title VII of the

NO. DESCRIPTICNH CF RECCRDS
8. Position descriptions (copies otber
than those providod for by iten 3).
9. Ezployoe interview recards,

10. Duplicate case files af efficiency
rating boards af roview, coples of
which have been forwerded to the
Civil Service Cocmisaien,

11,
with the Federal Fersanmel Manual
Chapter Rl, pages 35-38 (Kay 19505.

12. Position identification strips, ussd
in service control file (such as
Standard Form 7) to provide summary
data on oach position occupied.

13. Employee suggeation case files,
camparable lsgislation,

i, Case filee on rewards for superior
Classification Act of 19L9.

15.

Notifications of personnel action,
exclusive of those in Official Peraonrel
Folders. g

a. Chronological file copies,
including face sheeta.

RECQ/MENDED
\TTHD OF FILING

In accordance with
Civil Se:vice Hand-
book S-812, Basie
Personrel Records and
1 1es System lor
Federal Agencles, Oct.

Alphabetically by
name,

Alphabotically by
name; start a new
file every year.

On left side of
foldar, chronologically,

In accordsnee with
Civil Service Hand-
book S5-812, Basic
Poraonnel Rccords and

FIles System for
Federal Agencles, Oct.
1950, Fort T K.

Alphabeticelly by

nare; start a now

file every S years
or every 2 years,

as appropriate.

Alphabetically within
fiscal year; start new
file each fiscal jmar,

In sccordance with
Civil Service Hand-
book S5-812, Basic
Personnel Records and

FIlss Systen lar
federal Agencles, Octs
¢ ] L]

SUPERSEDED

AUTHORIZED DISPOSITION

Diapose when position 18
abolished or description
i1s superseded.

Place in inactive file on
iranafer or separation of
erployee and start new in—
activo file every 6 monthes
dispose of inactive fils 6
pontha after it is closed.
If filing arrangomnt differs
fran that suggested herein,
dispose of recards 6 ponths
after tranafer or separation
of erployee.

Dispomse 1 year aftor closing
file; if filing srrangerent
differs from that suggested
herein, dispose of records
1 year after completion of
case,

Dispose on transfer ar
soparetiion of eCfPloyee,
ar when 2 years old.

Dispose when position is
cancellsd or mew strip 1e

prepared,

After closing case transfer
to inactive file axresnged
in eem» way ae active file
but closed at end of each
year} dispose of (a) baaic
copios 5 yeara after closing
of the file; (b) duplicate
coples 2 yeare aftar close
of fils,

Start now inactive file
avery fiscal year] dispose
of each year's file 6
montha after close of that
fiacsl year,

Disponse after 2 yearsa,
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ITEM
NO.

SUPERSEDED

DESCRIPTION ¥ RECOHDS

16.

17

19.

20.

b. All other coples.

Unguccessful applications for
appointmant and related papers,
excluding records relating to
appointments requiring Senatorial
confirmation,

Statistical reports in the operating
poraonmel office and subordinste
unita relating to personmnl.

Corrospondence and forms in operating
persoansl offices relating to

indi vidual smployees not maintained in
af ficial Personnel Folders and not
provided fer elsewhers in this schedulei

a, Correspondence and forms relating
to pending personnel sction,

b, All other correspondence and forums.

Coples of documents duplicated in
0fficial Personnel Folders and not
provided for elsswhere in this schedule,

Files portaining to the daferment of
Fedsral employees fram military training
under the Selective Service and Training
Act of 1540, as amended (excluding
recards held by the Selective Ser-vice
Syeten and the Review Camalttes on
Daferrent of Govermment Employvee and

their predecesecr and successcr agencies).

a. Reporte to the Review Committee on
Deferment of Govornment Employwes
ar its predecessors on the Seloctive
Sorvice status of employees (WMC Forn
27 or equivalent).

b. Requests for occupational defermmnt
(0SS Form L2, L2a, or equivalent)
and all supporting and accomparmying

p3pers,

c. Appeels to the Roview Comxittee on
Dafermont of Goverment Employees
or itse predecesscre for occupstional
defercmnts and all accoapanying and

supporting papera.

d. Correspondence botwamen individual
agencies and the Review Comnittee
an Defervent of Govermrent Employeen
and its predecsessars.

SUPERSEDED

RECCMMENDED
U=THD COF FILIG

Alphabetically; start

a mow filo overy year,

Alphabetically; start
a mew file every 6
oonths.

By repart and
chronologically
thereunder,

Not applicable.

Alphabetically by
nara; start a new
file every 6 months,

Alphabetically by
nape; start a rew
file every 6 months,

Conforn to agency
practice.

Conforn to agency
practice,

Conform to agency
oractica.

Conforn to agency

‘practice,

AUTHORIZED DISPOSITION

Dispose after 1 year.

Dispose 6 months after file
is closed or 6 montha alter
date of application if
filing arrangemsnt differs
fram that sugrested herein,
providing the reacuirerents
of the Federal Personnel
Manual, Saction R2-1%,01
are observed.

Disposo 2 ywars af'ter date
of report.

Dispose when action i3
complcted.

Digpose 6 montha after [ile
ie cloaed or 6 oonths after
date of docuwoent if filing
arrangepent differa froa
lbhat suggestad herein.,

Dispose 6 nonths sfter file
ie closed or 4 months after
date of document if filing
arrangemnt differs from
that sugrested herein,

Dispose after 6 months,

Dispose after 6 months,

Dispose after 6 months,

Dispose after 6 months,
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ITEX RECOMMGNDED

NO. DESCRIPTI(N CF RECORDS METHOD OF FPILDNG AUTHORTZED DISPGSITION

e. Requests to the Raview Canmittee Conforn to agency Dispose after 6 monthe,
on Defermont of Governmsnt Exployees nractice,
and its predecessors for tha
designai.ion of certain po:sitiona as
"ey Positions,”

(. Reparts mada within an agency by Conform to agency Dispose after 6 months.
individual ermployees on their practice.
Sclective Service status.

21. Dispeasary troatment recard cards, Fils within year All cards pertaiaing to an
alphabetically by individusl to be diasposed
nare, Set up new file of 6 years after date of
every year and bring layt eatry on the cards
cards farward from pertaining to him,
previous years to it
whon individual
concermad is treated
in dispensary.

22. Logs or registers of visits to

disponsaries or wolfare roaas operating

under P. L. 658, 79th Congress.

a. Where informition is eummrized Chronologically. Digpoas 3 months aftisr laest
on statistical reportis. data on log or register,

b, Where information is not surmarized Chronologicsally. _ Dispose 2 years after last
alaewhero, date on log or register.

23. Health record case files, comprising Alphabetically by Dispose 6 years after date

forms, carrespondsnce, and related nam, Set up nsw file of last papers in the fils.
papers documenting exployee mmdical oach year and bring
history under prograns authorized forward froo previous
by P. L. 658, 79th Congress, except years files relsted to
pro-e=ployment. physical examinations, an individual whan that
disability retirement examinations, individual is treated.
and fitncss far duty oxaminationa
{which nay bo mde a part of ar
associated with the Qfficial Personnel
Foldsr or may be retainsd separately).
2k, Copies of statistical surrmries and By report and Disposs 2 years after date
reports relating to employeo health chronologically of sumrmry or report,
1retained by reparting uait, and thereunder,
releted papers.
Item 1. The (fficial Personnel Folder, proculgeted in 1947 by the Federal Persommel Manuasl (R1 35-38),

Is"considered to be the official record docuventing eaployment histary, The permansnt documents in the
folder, which "travels" with the ecployees throughout his Federal ocareer, cayries papera which give
legal force and effect to appointments and all other personmal transactions, and which refleot minimm
data on job performanos., All otlmr poreonnsl recordo relating to individuals ore subordinate to the
permanent papers in the Qfficial Persannal Folder and appropriste movision [ar disposing of them ia
nade elsewhere in this scheduls, individually or as part of the nateriel on the temporury sids of the
folder. Thie item includam agency folders msintained as the official folder priar to the pramulgation
of the Official Personnel Folder.

Item 2. These service record cards are official sumaries of t!m salient facts of employment history
That are maintainad by persorvel offices to obviate fraquont references to offiecial folders and to be
used as the official record in lieu of lost official foldera, The carda serva a3 a central psrasonnal
office record of all aspects of personnol administ.ration, and heva continuous significance as a conoise
reference sourco after transfer oar separation of tho employee.

Iten 3. These dsscriptions pust be retainsd indefinitely in order to vrotect fully the job reatarat.ion
r1ghts of persons who are furloughed to enter the military service undar the 195u8 Selective Service law,
These rights involve restoration to the permanent poeition held ae of September 1, 1950, when personmal
act.ions bocame temporary under Executive Order 10180 and related legislation.

-5-
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Itens U and 5. These files reflact the oporation of tho personnsl office in administering the agency
personne ] program, and that of the subordinate branches charged with individual phases of the program.
Exployment policy is normally reflected in agency files at higher administrative levelas., Files covered
by item L serve terporary adoinistrative needs involved in t.he daily problems arising in personnel work,
and the retention period indicated is adaquate to serve such te=porary needs. Correspondence rolating
to individusls who receive appointrents 18 provided for elsewhere in this scheduls, and item 5 relates
to roul.ine papers reflecting pre-appointment negotiations with potential appointees.

Item 6. These forms relate Lo requests mds by the agency to the Civil Service Comaasion for lista af
eligibles from established registers. The certificate itaself is of little adninistrative value once
decisions have been taken with respect to the names certified.

Item 7. Optional Form L was developod as an infarmstional record for operating units served by the
personnel office to obviate requests far employee service and related datn., Once the ezployeo leaves
the—operating unit, the card is of no further admlinistrative value. The permansnt summry card record
18 maintained on Standard Form 7 (see item 2) by the personnel offico itself.

Item 8, Position descriptions, used in classification wark and in employment control, are of valus as
contInuing parsonnel documents while the descriptions they contain sre still valide Except for
UEBCriptions which my be of continuing value because of their aptness of conten: (which may be
retainad as noo-record reference material), these records are of little valus after they aro superseded
or obsolete. Descriptions of positions abolishod ond descriptions superseded after Septeaver 1, 1950,
are retainad for the special reasons noted under item 3.

Iter 9. These are primarily erployse relations files and involve entraace and exit interviews, and
Interviews iivolving gaplaimts by or against the ecployee. Any action talken by reprimand or othorwise
ia permanently docuxnted on the right hand side of the personmel folder. Soce agencies place these
records on the temporary side of the folder, to be disposed of on transfer or separation.

Item 10, These are duplicates of paperssubmitted by membere of Boards of Review to the Civil Service
faxmIgaion on termination of their terms of offics.

Iten 11, These are tercporary papers dealing eithsr with the inception of pereonnsl actions documented
on The pormmnent side of the Official Porsonnel Folder or with adninistrative ratters, and are of
adainistrative valus only for a shart tios.

Item 12, These visibls etrips, which are maintainod with the service record card filey, provide summary
data on each position occupied. They have no record or reference valus when tha related positions are
cancelled, : '

Item 13. These are case files accuzulated under agency beneficial suggestion and canagement ioprovement,
progracs, They have adoinietrative value in evaluating new suggesi:ions and in docunenting current
practices and procedures instituted as a result of the suggestions. The disposal period is sufficient
to satisfy administrative needs either in reference or in documenting current practicas. A lepso of five
years after cloaing of the file will provide for normsl refercncoe neods,

Iten 1L, These are primarily copies of reports submitted to the Civil Service Coxuassion. The copies
are ol little value to ths agencies after a short period following submoittal of the report.

Iten 15. Coples of notifications of peraonmel action (other than the @fficial Personnel Folder coPy)

ave adninistrative or fiscal use are the pay copy, which 1s to be disposod of uniformly with
other pay records, and the journal action coples, which will be retained for two years, in accordance
with tho provision of R1-2 of the Federal Peraonnel Msnual, to satisfy inapection requirememnis.

Iten 16. Theae are suspense files of job applications which have no further adninistrative usefulnaess
ter the indicated retention period.

Iten 17. Theso reparta, which are required administratively and i)y the Conmiasion on rany phases of
personnel edministration, are normally consolidated into summsry reports submittod to higher administra-
tive lsvels, or are 80 detalled as 1.0 have no further adninistrative value after i.he pericd indicated,

Iten 16, This iten 1s intended to provide for the mass of local and other forms and correspondence which

placod in the Official Persormel Folder because the Federal Personnel lanual does not requirec it
orbecause it 18 deemed not to be adrinistratively necessary to do so. Generally, these filcg rolate to
aspects of exployment history which ‘are documented in the official folders or in fiacal records to be
retained for a lengthy period by the provisions of this schedule, and therefore are of little administra~
tive valuo after relatively short periods,

Jten 19, These are coples of fares relating 1.0 pereonnel actions and other matters inwolving thc
ex:ponee sutmitted by the operating unit initiating the farm to .he peraonnel office,
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Item 20, These reccrde, created by Federal agenoisa ae 8 -esult of oparstions pursuant ‘to the Selsctive
Sarvice and Traioing Act of 190, as anended, are of no further administrative valua to the agencies.
Acticns taken with respect to individuels have besn docurmnted in retained Official Personnel Folders or
their equivalents existing priar to 1547,

Itens 21 and 23. These are the continuing records of treatmsnt in a health unit of individual
ecployses; any correspondance, remarands, or other data that coms to the health unit are filad in the

t. Jowmnal entries are mads on recard cards or compsrable farms recording each visit of the
patient, brief diagnoels ar atateasnt of referral to private doctor, and treatment given, if any, The
docuoants emcepted fram disposal are dseoed of long term valos by both psrsonnel officials and by
medical afficials, and aro Narrally filsd in ths Official Persannel Folder (item 1), but the reminder
of the papera in each fils are of anly epheneral interest. The records have no histarical value; they are
not of velue for documnting the activitiea of heslth unita; medical officers believe that if no rewm
date have been obtainnd during the retention pericd apecified, they are of no valua redically; snd their
adminiatrative utility is 1limited by the five-ymar atatute of limitations on claims for employees'
oorpensation,

Iten 22, Thess are jouonals on which are recardsd the namm of each patient caning to a health unit,
dafe on which he csme, and, often, other idenUfying dsts, time spent, and a very brief notatian of

the 11lneess or injury that pra=pted him to oams. The recards are occésionslly used far administrative
purposea far about ane year after they are areated, but not longer, Thay have no hiatoricsl valus and
no valve for docurenting the histary and functions of the unity medicel officere stats that they have no
oodical value, Since their mly administrative use is for atatigtical purposss, it is possibls to
dispose af those which are statistiocally suzmarised almoet icmediately and the astatlaticel utility of the
othera 1s exhunsted within the altarnate pariod specified.

Iten 2k, These are cwtaimed copies of reporta and summaries capilsd by a heslth unit for transmisaion to
FIghsT administrative echelana, whare they are used in oacbinaticn with other reparts for statistical and
narrstive analyeis, and of infarmmtional copies of analysea transmitted to health units by higher
adninistrative echelons, In either cese, signif'icant data are available at the highsr schelons and the
recards are of no utility in health unita beyond the period of tioe specified.
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GENERAL RECORDS SCHEDULE 2
Payrolling and Pay Adumindsi.ref.ion Recerda

Payrolling and pay adninlatration recorda pertain to disbursemsnts to civil erployees of the Govern-
oeot for psrsamal services. This aschedule applies to .he pay records created since January 1, 1921, that
are caznoon to all agencies, but it excludes (a) retirement record cardo (Forns 2606 ar equivalemt) that
are maintaiped dur enployee duty and then are transferred to the Retirersnt Division of the Civil
Service Cammsaion; {(b) filsa physically transmitted to the General Accounting Office or maintainsd in
agency space far audit under Section 117(b) of the Budget and Accounting Procedures Act of 1950 and the
Post Office Financial Control Act of 1950; (c) records relating to tax withholding, defense bonds, ar
fidelity bonds, ar other recorda held by the appropriate units of the Treasury Department respopsible far
the related Government-wide programs; (d) or to Bureau of the Budget files reflecting agency peraonnel
noede and problems, Evaluation and disposition of these recards must be provided for separately.

Narrally copies of papsrs required by the Caaptrollsr Gereral to be maintainad for site audit ar to
bo physically tranaferred to the Gcnaral Accounting Office for cantralized audit, technically constit.ute
segmnte of accountable officers' accounts (Schedule 6). In no even. nay dlsposal be made of records
partaining to accounts, cleim or demands involving the Goverment of the United States which have not
baen settled cr adjusted by .he General Accounting Office unless the agency concernad has written
approval of the Co=ptroller Gempral, as requirod by Section 9 of the Records Disposal Act of 1943, aa
amondad (bs U.5.C. 374). “

About 70 percent of Federal civilian pay accounts ara prepared and maintained in accordance with
Gensaral Regulations Wo. 102 of the Comptroller Cenoral, issuad in 1%hli. This regulation provided, anang
other thinge, that the pay recard for each employos be raintaired on a separate card farm (Standard Form
1127 or equivalent) and abandoned the caaprehensive payroll fairly universal in the Federal Govermment
9since about 1880, The regulations induced a atrong measure of uniformity, although the exemption of the
Post Office Department and the Postal Service froo its purview irmediately rewuved about one-fourth of
all Pederal employeea fran ite scope. Rowever, thero are at present Lhroe baeic systems in use in the
Foderal Governcent for the preparal:ian and processing of payrolls: (a) The aimplifiad payroll aysten
praaulgated by Oeneral Regulations No. 102, serving the administrative intereel.:s of the agencies, ths
Oeneral Accounting Qffice audit responeibilities, and the Division of Disburscment of the Treasury
Departmnt. Although the regulations are specifically formulated for per annum erployees, the systen ie
usod in an adapted form for per diem and othar employses of the Departmenta of the Army and the Air Foros,
and certain oivilian exscutive departmsnts. The llavy, whilo not specifically ewcrmpt, has arranged to uss
its traditional procsdures in preparing civilian payrolls, althouzh its dopartmental rolls are propared
undor an adaptation of the regulationo; (b) The Navy systen for its field arploywes, wbich retains the
older typo of camprehensive payroll; and (c) The Post Qffice Department and United States Postal Service
Syetens,

The various adaptations of Regulations No. 102 which have boon percdtted by the Conptroller Oemeral
and the nop-use of the regulations have resulted in tho creation of records which are equivalent to the
individual pay oard in valus but often differ radically in physical ral,uro and format., Somm agensies,
for example, post pay and deduction data both to a pay card and to the older type of comprehonsivo pay-
roll, Other agencies use no pay card and rely on tho comprchonsive payroll whore it is felt that use
of tiw simplified eystem, geared as it is to occasional changes in normil pay, is not adminietratively
feasible becauss pay changea may be the agency norm rather than the exception.

The ey file in any of the payroll gyStems 1s the record which conteins the deduction and ssrvice
data, This dats appears in either the centralized pay cerd or on the face of the older typa of
caxprehensive payroll traditionally used.

In the payrolling process, a group of diverse records are accumulated. Under the Regulations 102
aystem, the pay records are normally site audited by representatives of the Osnsral Accounting Office,
who aramime primarily the earning record cards, payrol) changs slips that are prepared to document changes
in norml pay, certification shests containing the signature of the agency certifying officer, ocheok liasts
prepared in lisu of the more formal payrolls by Treasury or local disbursing persaunel, source personnal
documsnts such as basic time and attemdance reports, and copies of personnel action forws adviajng of
pereonmal aotions resulting in changes in pay. In addition pay registers and other accounting devicees are
maimained to check and Balance the accounts, .

All pagroll syetens require ths mintenance of a smmary leave card, to which informmtion is poated
froon mare datailed recards kept by time and attendance clerks located throughout an agency. Two basio
forns are used by most agencisa: (a) Standard Form 1137, which shows leave taken by an employes over a
{.wo-year period; and (b) Standard Farm 1130, which is a combination tirp and attendance and leave record
designad to be mintained in agencies in which the timekeeping function 1s decsntralized., One Standard
Foru 1130 1» maintained for each employes each pay period, and the current leave astatus figure is
accumlated from pay period to pay period.

Othor reocarde incidental to the payrolling procoas are withholding tax and defense bond recards,
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reports mads to Treaswry Departmsnt units and the Civil Service Coxresion on incoms tax and retirezmmt
transactions, and other reccrde not pertaining to individuale, but. rather to thg gensrel sdministratian
of the payrolliig office and the payrolling function.

A, Cardes on transferred and separated
exployeea, and papers recanmmnded

operating units responaible for payroll

preparstion end procaesing, pertaining
to administratioo and operatian of the

a, Coples ured in payroll preparation
and procesaing, (Whers Standard
Farm 1130 1e used far both tim
and attendance and lsave posting
purposes, the disposal provision

Individual autboriszation card snd record
of payroll sllotzmnts (such as Treasury

8, Whare record of bond deductions 1is
mintaiond on earning recard card.

be Where record of bond deductions ia

TIEM
NO. DESCRIPTION OF RECQORDS
RECARDS CF CONTIIMUIINO VALD=:
1. Individual earning and service carde
(such as Standard Forun,l127 or its
equivalent).
by iten 0 aa attachmentas.
b. Cards on active employees,
RECORDS OF TEMPAMARY VAUE:
2. Correspondence files mintained by
unite.
3. Time and sttendence report.s.
far iten 9 appliss.)
b. All others.
h.
Department Form 225)),
not caintained elsewhere,
S. Iesuing agemtas coples of bond
registration stube,
6.

Reooipts for U, S. Savings Borvis, and
checks.

SUPERSEDED

RECOMLENDED
METHO®D OF PILINO

Alphabetically by
nam of employee,

Alphabetically by
nane of employee;
start a naw fils

every 3 years,

Conforn to agency
practice.

Standard Form 1130 for
each employee por pay
pericd, arranged by
pay pariod; one copy of
Standard Porvs 1135 and
1136, chronologicelly.,

By pay period with
other pay recaords.

Alphebetically bdy
naze of exploywe,

Alphabetically by
name of employee.

By ycar and bond
nuober thereunder.

By month and

alphabatically there-

under,

AUTHORIZED DISPOSITION

Disposal not authariged by
this schedule, (Plsce in
inactive fils on transfar

ar separation of smployes;
closs file at end af each
year and transfer it to
Federal Records Center after
aulit by the Gemnrsl Accound-
ing Office.)

Disposal mot autharised by
this achedule, (Transfer to
Federal Records Center 2
yoars after closs of fils,)

Dispose after 2 yoars.

Dispoee 2 years after sudit
by tis Genersl Aocount.ing
Qf fice,

Diepose 6 nonths after end
of pay period,

Diesposs when eupersedad by
naw card ar on trensfer ar
separation of ecployes,
whichever 1s esrlier.

Dispose L years sfter cloee
of file, (Rezove to in-
act,ive fils when supersedsd
or upon trensfer ar separs-
tion} close inactive file at
end of each year and trans-
fer to Fedsral Recards
Cemter 2 years thereafter,)

Disposs after 2 years.

Dispoes ] nonths sfter date
of receipt,
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ITEM
NO.

SUPERSEDED

DESCRIPTIQM (F RECORDS

7o

8.

9%

10.

Reparts of daposita and purchaesss of
bands, and relatsd papers.

Applications for 1lsave and supperting
papers.

4, Applications for leave taken
icwdistaly priar to separation,

b. All others,

Lsave recard cards, maintained independ-
ontly of pay and eerming records,
(Including Standard Farn 1130 when used
as a leave record.)

a, Final cards showing accumulated
leave on ssparatian.

b. 4All other carda,.

Rocords of leave data traneferred (such
ae Standard Form 1150).

Notificstions of persomnel action,
oxclusive of thoae in Official
Personnel Foldsrs,

a, Pay or fiscel copy.

be Chronological file copies,
inoluding face shesta.

ces All other copies.

Copies of budget authorizations to
opersting unite that control peresonncl
oeilinga and personnsl aotioms.

RECOVENID
ETBD F FILINO

By nonth,

Alphabetically by
nare) start a nsw
file every year.

Alphabetiocally by
namnj start a new
file every year.

Alphabotically by
naoe; start a new
file every 2 yeare

if Standard Fornm 1137
or its equivalent is
used, and every pay
pericd if Standard
Farm 1130 ie used.

Alphaebetically ty
narey start a new
file evory 2 yezra

i€ Standard Form 1137
ar ita equivalent is
used, and every pay
peried 1f Standard
Foarn 1130 is used.

Alphabetically by
nam; etari a new
file every year.

By pay poriod with.
other pay records,

In accardanca with
Civil Service Hand-
book S-812, Basic
Personnel Recorda and
L .
edera ncies, Oct,
%, Fare T 5

Alphabetically; start
8 pow file every yeer.

By organigation.

SUPERSEDED

AUTHORIZED DISPASITION

Disposa sfter L years.

Disposal not authorizad by
this schedule. (Attech to
individusl pay or earning

card {eea item 1),)

Diepose 1 year after fila
is closed ar 1 year after
date of applis icationf

filing arrangement differs
fran that suggest.ad herein,

Diepose after 10 years,
(Close file at end of year
and transfer to Federal
Racords Center 3 yeare
thoreafter; dispose 7 years
aftor transfer to Center.)

Dispose 3 yesrs after audit
of releted pay tecords,

Diepose 2 years after file
is closed or 2 yvars after
date of document if' filing
arrangepent differs fron
that sugyested herein.

Diepose 2 yesr's after audit
of releted pay records by
the Gensral Accoun.ing
affice.

Diepose after 2 yeara,

Disposs after 1 year,

Dispose when supereeded.
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related certification eheets (such ae

Payroll change slipea exclueive of those
in Officiel Pereonml Folders (such ae

- b; Copy used by disburaing officer in

Manoranchm coples of fiscal schedules

Administrative reparta and data relating

8., Reparts end data used for warklcad
snd personnsl managament purposes.

Withholding tax exescption certificatae

Returns on incape taxee withheld (such

Reports of withheld Pederal taxma and

ITEXY
HO. OESCRIPTION (P RECORDS
13. Nenorandun copies of payrolls and
Standard Farms 1013, 1128 ar
equivalents).
8. Fhare earuing record cerd is
ralntained.
b, ¥Where earning reoord card is not
maintained,
k. Payroll comrol registers (such as
: Stvandard Farm 1125).
ls.
Standard Farp 1126),
a, Oeneral Accounting Of fice audit,
copy.
preparing checka.
ce All other copies.
16.
involved in payroll processing.
a8, General Accounting Office audit
copy.
b. A1l other copiea.
17.
to payrolling operations and pay
adninistration.
be A)2 other reparte and deta.
18.
(such as Internal Raverme Faruv W-y),
19.
se Internal Rovenuo Form W-2),
20,
related papersa.
21. Retirerent reparts and registers,
Iten 1,

are also noreally included,

REC QENDED

IETH® OF FILDG

By pay period with
other pay recada,

By pay period with
other pay recards,

By pay period with
other pay reoords,

By pay period with
gther pay recorda.

By pay period, there-
wxer alphabeticelly

by name,

By pay pariod, there-
undar alphabet.ically

by napes

By pay period with
cothor pay records,

Varios wii.h egency
practice.

Conform to agency
practice,

Conform to agency
practiocs,

Alphabetically by
name,

By return end

chronologically there-

under,

Confara to agency
fi1ling practice.

Chranologically.

2

AUTH(RIZED DISPGSITION

Dispose 2 years after eudit
by ths General Accoanting
affice. . L

Dispose when 10 years old.
(Tranafer to Federal Recorda
Center when 3 years old,)
Diapose 2 years after audit

by the General Accounting
Office.

Dispose 2 yeare after audit
by the Gemeral Accomnting
Q!'ficB.

Dispose after preparation
of check,

Diepose 1 month after end
of pay period.

Diapose 2 years after audit
by the Ceperal Accounl.ing
Of fice.

Dispose 1 morth aftar end
of pay period.

DMepose after 2 yeers,
Dispose after L years,
Diepose li years after card
is superseded or obsolete.
Dispose after L years,

Dispose after L yeara.

Dispose after L years.

ér1 1, These are the officlal centralized pay records main'.ained by agencies keeping such records under
Regulatione Mo, 102 of ths Camptroller Gensral or an adaptation thereof, Suasriea of servics

In agencise umisr payroll eite audit, this oentralized recard is tbe only
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file docunenting the fiscal aspects of ecployment hietory, It is retainsd as a record relatad to the
(fficial Persomnel Folder end the Sarvioe Record Card, which document the erployment history itself.
Camprehensive payrolls which serve aa a fiacal record in lieu of an earning oard are retained undsr itenm
1) for a ten-yasr period. After that time raference can be made to the payroll transmitted to the
Qeneral Accounting Qf “ice as a supporting voucher,

Itemn 2, 7, 12, 17. These filss reflect the general operetion and adninistration of ths organisatiocoal
preparation of the payroll. The subject matter ie narmmlly of a routine adxinistra-
tive natare, and polioy docurentaticn is narmslly available in files at. higher adninistrative lsvels,

Ttexs 8-11, 13-16, 18-21. These filea, accumulzted in tbs couras of proceaalng and preporatian
payroll, are disposable efter agency adnministrative snd Oensral Accounting Office audit
oot, as follows1

maTS =D mostine madil and aemtralas fTI‘.E 3 1n 1}.1&).
These copiss ur we pa &M LS PAPArY ALTRULAVELY are nPid 1ONE enougn
after sita audit to aatisfy sgency mody Such Gensral Accounting Qffice sets of these records as are
involved are retaipsd far at least. 12 yeare, whils the pay mfmt.ion in post agencias ia posted to
centralized pay cards (item 1).

s bonda, retirement. and incoms tax filsa (Items L-6. 18-21, invelving Treasury and
61v1.1 So comsslan programs., 1hese records consist of employee authorizatIons for payroll
muau., hisld long enough to servo Treasury and agsncy needs, and reports and returns to staff agencies,
Agency savings bond records—are deemsd disposabls in view of the extensive bond history files maintained
by the Bueau af the Public Debt, Treasury Departrent.

0. lsave records (Items 8-10). The applications for leave are held far a minimm period, since they
are posted 10 eummry Jeave racord carde (item 9). Most cards are dispoasble after retention for three
years to satisfy normal reference needs, but carda showing accumilated leave upon separation are
disposable after a aufficient psriod to provide for their uze in answering claims brought within the
statutory ten-year period, The records of lsave data transferred, submitted to the receiving agency on
emoployee tranafer, is posted to the new leave record shortly aftor recoipt of the data,
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OENFRAL RECORDS SCHEDUIE 3

Procurerent and Supply Records

Agency procurement and supply records include the papers and files involved in obtaining goodas and
non~-personal services, controlling the volwm of stock on hand, reparting procuremcnt needs, and related
supply matters which are part of daily procurement operations rather than ataff or policy functions,
The baaic procurement. filea reflect a considerable range of procedure, from sirpls snall purchases to
complicated prime contractor and eubcontractor operations, - :

This acheduls covers procurerent filee dated since 1894, when such filss began to be aomewhat
standerdized. All contract records pricr to 1894, for exarple, are not of permanent valus, but their
unstandardized nature males it neceesary for ttwse older files to be evaluated on thwir own rerite and -
they arc therefore not covered by this sckedula., Frequently copies of procurecent papera becoms imtegral
perta of othar files in the agency, such as project filas of various typeas ar geperal asubject files
pertaining to progran operationsj such copies are not covered by thia achedule because they cannot be
considered and evaluated separately from the files of which they are a part, ' Furthermare, written
findinge pertsining to procuremsnt methods, required by Section 7(c) of the Armmd Services Procurexzent,
Act of 1947 (L1 U,S.C. 156) and Section 307(c) of the Federsl Properly and Admimdstrative Services Act
of 1549 (L1 U.S.C. 257), are not covered by thte achedule, .

This schedule does not apply to recerds held by the Ceneral Accounting Offioce reflecting QGovorrmemt-
wide responsibilities, or to those held by the General Services Administration or ‘other agencies to which
Governrent-wide procurement or related responaibilities have been dslsgated under the proviaions of ths
Federal Property and Administrative Sarvices Act of 1949, Normelly originals of papers required by the
Canptroller General to be maintained for site audit, ar to be physically tr-ansferred to the Gereral
Accounting Qffice for centralized audit, tochnicnny conetitute ssgments of accountable officers!’
accounts, These original papers are therefore excluded fron coverage in thisischedile_for the reasons
set forth in Scheduls 6. Simllarly, this acheduls does not apply to documente eubnitted to or created
by other coordinating or regulatary egencles, such as the Natiomsl Production Authority, the Econamic
Stabilization Agency, and others, in the course of their progran operations,

In no event may disposal be made of recorde pertaining to accounts, clains or demande involving the
Goverment of the United States which have not yet been eettlad or adjusted by the Oeneral Accounting
0ffice without writiten approval of the Comptroller Gemeral, as required by Section 9 of the Records
Disposal Act of July 7, 19L3, ea amended (kL U.S.C. 37h).

Since 1949 Fedcral agencies have operated their procurement end supply systems uuder regulal.ions
issued by the Fodoral Supply Service of the General Services Adninistration, although the Secretary of
Defense undsr Seci.ion 201(a) of the Federal Property and Administrat.ive Services Act of 19L9, vay
axenpt his Departmont from General Servicee Administration procurement regulations and orders.

Records documenting procuremsnt and supply in the agencies are lergely standardized by various
regulations of the Cocptroller General end the Adninistr'atar of General Services. Forms to be used and
reports .o be made both ad hoc and as part of the returns of Federal disbureing of ficers are prescribed.
Genaral Regulstion No. L of the Administrator of General Services, for example, makea mandatory the uee
of certain standard eupply contract formsi The physical errangemsnt of the transaction files themselvea
differs in the various agencies, homsvar. In all agencies the official contract files, for exacple,
contain a pinimum core of specified docuneats, but there ere almo other docursnts that vary in accordance
with what the individual agency deezas to bo beat for ita own operating purposea,

Procurerent. files fall into a muzber of functional categories, depending on ths role of the file in
tha total supply process and its administration,

The key procurement file is the transaction caae file contairdng the formal contract ar infarmal
pwrchase order or lesss instrumenta and all rvleted papers. The doowsnts flowing into the transactian
f11s differ in detall, but they include, in addition to tbe pwrchase docuzent, apecificationa, bids,
schedulee of delivery, imitiat.ing requisitionas, invoices, and correspondence. Other copies of these
documonta, made for expediting and other adminiatrative purposee, are scattered throughout the inaspection,
shipping, expediting, and other units of the agency procuremsnt organisation, Conforred copies of most
procurenent documsnta involving suma over $5,000 for military agenciss and over 82,000 for other agencise,
and leases, are aubmitted to the General Accounting Office at the tipe of their exscution. The General
Accounting Office contract fils normally includee only those besic papere wii.ch enable ita auditors to
pass on the propriety of the expenditure or obligation. In agencies wbose accounts are under site audit,
the pertinent copies are maintainad in agency apace for {.he General Accounting Of fice,

Agency [iles may pertain to ope or more of several procurement msthods: (1) purchasee against
Federal Supply Service achedule contracts, record copiss of which are in the appropriate Federal Supply
Service regional office, (2) transactions injtiatsd pursuant to tho agency's own purchasing authority,
ar (3) requieitlons fram Federal Supply Service current inventories, Normally, in transaci.ions not
arising fra Fedoral Supply Service achodule contracts, purchase orders are used for transactiona under
32,000 in value, and the more formal contract inetrumenta are used for transact.ions involving larger suns
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Certain basic legislation normslly governs procurecent policiee, The Firet and Secand War Powors
Act, enacted early in World War IT, laid dowp general policies which gave to contracting officers wide
lat.itude in cootract determinations, Ths Armed Forces Procuremsnt Act of 1948 (62 Stat, 21) stated
policy for arned forces procurement. Title III of the Federal Property and Administ.rative Sorvices Act
of 1950 restated over—all procurement policy and methods for the Ouveruoent &8s a whole. Specialized
legislation, such as ths variocus renagotiation and price adjustment acts following World War II, produced
temporary modifications of procediures.

The Fedoral procurecment field has besen affected from time to time by specialized Jagislation, somp
of which has been enactad for ad hoc purposes, while other laws have resulted in standard contract
articles. Thus the Contract Settlemont Act of 19ul; (S8 Stat. 6L9) prescribed procedurss and policies to
be used in the termination of World war II contractej the Fair [abor Standards Acl: of 1938 prescribed
oertain standards of working conditions and amploymsnt that ara etill in effect; and the Anti-Kickback
Aot of 1940 attempted to outlaw illegal arrangements by which employees returned parte of their wages to
their employers under duress. Other legislation and adminlatrat.ive policies have icpossd othsr lsgal
safeguards and prohibitions, particularly in the field of real property procurezent. In moet instances
ths procurepent files are required to docu=ent actions taken under the various laws,

legielation which governs the procurement process imevitably affects the conten!. of procuresent files
but not in such a way as to affect ths long term valua of the filss except in the cases of those involving
certain aspects of real property acguisiticn,

Other filea related to the procurement and supply function includs reparts used far supply managerent:
purposes by the agency creating the records as well as the staff agency involved with Jovernrent-wide
programs, local requisition and stock inventory filae, and other minar supply pepors.

ITEM RECOMMeNDED
NO, D&SCRIPTION OF RECORDS METHOD OF FILDG AUTHORIZED DISPOSTTION
-

RECORDS (F CONT INUTIG VALUE:

1. Procuremont files (as described in item Conform to agency Dispoaal not authorized by
L below) involving transactioms of practice. this schedule.
$25,000 ar nore and documenting the
init.iation and development of traasactions
that deviate frcm established precedents
with respect to gemeral agency procuremsnt
or to majar procurement programs,

2. Title papers documenting the acquisition Confora to agency Disposal not authorized by
of real property (by candamation pro- practice. this sctwdule. ({Transfer
ceedinge or otherwise), to Federal Records Center

3 years after oale of
properiy,)

RECORDS OF TEMPARARY VALLE:

3. Carrespadsnce filss of procuremsnt Conform to agency Dispose after 2 years.
operating units pertesining to their practics.
internal operation and administration
that are not covered elsewhere in this
schedule,

ke Contract, requisition, purchase ardsr,
leage, bond and eurety reoords, including
carrespondence and related psperz pertain=
ing to award, administration, receipt,
inspection, and payment (other than those
covered in items 1 and 2).

a, Procurecent or purchase organization

COpY.

(1) Transactions of $1,000 ar less. By contract or lsase Dispose L ymars after final
aynbol and mmber 3 payment,
thereunder; by purchase
order number,

suPEhSEDED


https://theraund.cr
https://attecipt.ed
https://contract.e1
https://foll""1.Dg

‘

aiaawiidns

' ITEM

NO,

DESCRIPTION GF RECORDS

S.

6.

Te

(2) Transactions of more than
$1,000 and 1ess than $25,000.

(3) Traneaotioos of $25,000 ar more.

b, Obligat.ion copy.

O0s Other copiss of papers dsscribed in

(1) papers duplicated in iten Le,
(2) Papers not duplicated in item Ls,

Filess of volu=s and warkload reports om
procureosnt end supply operations and
procadures {(othor than thoee incarporated
in case files or otter films of a gansral
nature), exclusive of Department af
Defense reports reflaci.ing procureosnt
under exsrptions autharized by Section
201(a) of the Federal Proparty and
Adninistrative Se-vices Act of 1949 (L1
9.8.C. 231).

a, Copiss received fronm other units for
internal purpossa ar for transmiesion.

b. Copies in other reporting unite, and
related work papere.

Bid files.

a. Succesaful bide,

b. Unsuccessful bids,

o. Lists or cards of acceptable bidders.

Recorde relating to requieitiaons on the
Public Printar, and all supporting pepers.

a, Printing procureosnt unit copy of
requisition, involice, epecifioations
and related papera.

b. Acoounting copy of requisitian,
Oovermsnt Primting Office invoice,
tranafer of funde voucher, and
receiving repart.

RECOMENDED
WETHOD OF FILING

By contract or lmsase
sycbol snd mmber
thereundars by purchase
order number,

By contract or lease
symbol and mmunber
thereunder; by purchase
ardsr nmber.

By appropriate mumber
in suspense fils for
poating.

As appropriate,

As appropriate,

By repart and chronolog-
ically therewrxiar.

By report and chronolog-
ically thesreunder,

ne copy of each bid
with prooweosnt file
(1tom h)o

Ore copy of sach bid
with procurepsut file
(itea L).

Alphabetically by

stock item ar by naoe
of biddar.

By requieitian mumder,

Attach to relatad
vouchsra,

AUTHORIZED DISPOSITION

Dispose 7 years after final
payment. (Place in
inactive file on final pay-
oeant.} transfer to Federal
Recards Centsr 3 ymars
thereafter.)

Disposs 11 years after final
paymnt, (Place in

inactive file on final pay-
ment ; transfer to Federal
Recards Center 3 years
therealtsr,)

Dispose whan funds are
obligated,

Dispose 1 year aftar compls-
tion of traneaotion,

Disposs in accordance with
provision for item 4a.

Disposa 2.ymars after date
of report,

Dispose 1 year sfter date
of repart.

aad3asdadns

Dispose in accordanca with
provision for item kL.

Dispose in aocordanos with
provision for iten L.

Diapose whan new list or
oard is made,

Diepose L years after
caapletion ar cancellet.ion
of requisitionm,

Diaposs L years after period
oovered by relsted account,
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ITEM RECOMMENDFED <
NO, DESCRIPTION (F RECARDS VETH@® OF FILING AUTHORIZED DISPOSITION .
8. Requisitions far nan~personal servicss, By requisition Disposs after 1 year.
such as duplionung! laundry, binding, murber.,
and othar services (excluding reocards:

assooiated with sooountadbls officers’
aocounte (Scheduls 6)).

9. Requisitions for suppliss and equiprent
from ourrent imventory.

a, Stoakroom copy. tumnrically by requi- Disposs 2 years after
sition mreber, caxplstion ar cancellation
of requisit.ion,

b. 411 other oopise, tmsrioally by requi- Dispose after 6 monmths,
) aitian number,

10. Inventories of suppliss and equipmont,
a, SYoekrom inventary liste. Numerically by stock Disposa 2 years frua date

cuntr ar alphabetioal- of list.
1y by item, se appro-

priate,

b, Stockroon inventory oarde. Nurorically by atock Disposa 2 years after
mazber or alphabsticale diescortimanos of itam ar
1y by item, es wppro~ 2 yeara after stock balanoe
priate. is transferred to new eard

’ ar recardad under a nsw
claasification.

o, Card files on office equipmont, Bumerically by atook Dispose 2 yoars after
mmber or alphabetical- equipment ' is removed from
1y by item, as appro- agenoy control.
priate, g . .

11, Telaphom statemnta and toll slipa, Attached to related Dispose L ysars after period
vouohere, covered by related aacount.

12, Files of reparta on supply requiruuwmpts
apd procuremsnt matters sumitted far
suwpply mmnagemsnt purposes (othar than
thoes incarporated in case filas ar othar
f1lap of a gemsral nature), exclusive of
Dopartoent of Defense reports reflsoting
procuremsnt andsr exseptions actborieed
undar Seotion 201(a) of ths Federal
Property and Adninietrative Services Act
of 1949 (41 ©.S.C. 231).

a. Copiss received fram othesr units for By ropart and ohronalog- Dispose after 2 years,
intarnaAl purposes ar for trananission 1cally t.hsreundsr,
to staff agencies.

b, Copiss in other reparting mmnits, and By repart and chranolog- Disposs after 1 year,
related wark pepers. ically tbereundsr.

Itam 1, These procwemsnt filss, normally selsoted by tha agenoy as of conticuing valus, oonaist of
procuremsnt papers and related records whicb may or my not have bsen phyeically located in the agenoy
principal procuremsnt fils, Ths reoards are cwtainsd not bscause of the individual transsctian they
represent, but beocauss (a) they repressnt nsw departwes in administrative arrengsrents not documsuted
elsswhare in the agency, (b) they are an imtegral part of a file wbich may illustrate the inrosption and
acocmplishzents of a mjor procuremsnt progrem, or (o) they represent procuresent proosdures radicslly
different fran thoss aarmally fallswd and ttmrefare are desarving of seperate oansideration. Normlly
they will be found in only a few agenoies, such ss the Defenss departmsnts and Atamio Ensargy Cammissiocn,
which have unusual prosuramsnt. prodblams. :

Iten 2. Thess records we of enduring lsgal, administrative, and histarical valus since they constituts
ths Basio evidenom of soquieition of real proparty by the Goverumsnt, including etatemsnte of lagal .
boundaries and restricticna that my rm far genarations, Othar evidanos of the eazp facts 1s lsgelly
secondary to the statamsnts in the title paperse*
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Item ]. These are routine adminietrative files noi, part of other case fileg, and thsy do not includa
recards of agencieo or parts of agencies involved wit:h the developoent of top procurement policy. Ratber,
these filee are held by the unite responsibls for the day to day detailed procurersnt transactions, They
are held lorg enocugh to satisfy adninistrative and referencs nesds.

Item 4. Agency procurement files (otler than those describod in itema 1 and 2) have the following
concelvable values:

a. legel and fiscal valus: The principal valuss of procurerent files are those pertaining to the
rights of the Goveromant. aa a contractar and as claimant or claimse and those involving audit or
investigation by the General Accounting Office, the Congresms, ar others of transactions and paymmnt.a,
The Ooneral Accounting Qf fice, which receives moat claims involving procurerment, has noted that claims
quite consistently involve tranesctionms of $25,000 or mare, The longest applicable statute of limi-
tations on claims brought befare the Corptroller Oenerasl ie 10 yeare (SL Stai.. 1061)s certain types of
claims are governed by a eix-yaar statute, The standard which hae been develoyed for the dispoaition of
procuremsnt filss tberefore requires that contitaote relating to transactions of $25,000 or mare must bs
retainad until elsven yearo after final psyront., Files relating to transactions between $1,000 end
$25,000 and belom $1,000 are retaiond until seven and four year-s, respectively, after final payrment.
Audit neede of the General Accounting Office are satisfied under normal conditions after three years,
since accounts must to eettled within three yaars fran date of submiesion.

b, fAistorical velus: Modsrn agency procuremsnt files es a cless ere not of permamsnt. historical
or archival velus eincs they repreeent essentially routine transactions and merely bind ths usual buyer—
seller rslationships. Thase agoncy [iles are very volmminous and necsaearily most of the transactiams
igvolved are of no historicel iapart.ance., Importast policiss and procedures are established by the
Canptroller Gensral, the Administirator aof General Services, and agency staff{ groups, snd complisnce with
these procedures and policies is checked by the Oensral Aocounting Office so that irregularities of
significance are documented in that sgency.

¢, Agency adninistrative valver Normelly proouremsnt filee are of little refersnca intereot to
the agency after final payment has beenamads. Such needs, however, are adequately provided for by the
retention periced,

Itep S. Theee are woarkload and activity reparts, with related subeidiary reports, made to staff agencies
ar to organisationsl superiors and are used far oonsolidated agency repcrte or for work messuremsnt and
other managensnt purposes, These oopies have no administrative value after the lapse of the period
apeoified,

Iten 6, The unsucceasful bids are retained for a periocd aufficient to serve uveeds of the contraol.ing
ageacy and other interested Federul unite.

Tten 7. These are case fils® on printing and binding jodbs perforted by the Goverment Printing Qffiece,

8, comrising originating papers, agreemsnts, and all related carrespondence are narmally
maintained in the servics arganitation imvolved in the printing and publication funotion, The period
apsoified is sufficient to aafegrard agency adainistrative nsedo arising from fiacal adjustments with tbe
Goverumnt Printing Office, or from awdit of the relsted acconnte.

Iten 6, These are requisitions for routims agenay services, They sre of minor valus after ths services
Bave Gean perfarmed. .

Iten 9o Thess are routine imtarnal requisitions ariginated by operating units and filled froo agency or
Supply Service inventariss, They do not direatly result in procurement action. Ths peried pro-
vided 1s sufficisat for local aduinigtrative mseds and for posting to stock records,

Item 10, These are inventoriss mintsined to provids replenishment data, stock control data, and
froperty maintenance dsta, and are narmally of administrative valops as long as the individusl atock items
irvelved are in current uas, The periods provided are sufficient to sllow far administrative and manage-~.
pent uses, inoluding thoee involving the property socounting sy»tem audit reepansibilitiss of tho Gensral
Aocoaoting Office,

Iten 11. Toll elips are in sffect invoices autbarising paymsnt via public vouchers for long distaaos
oalls, and are usually filsd with the related voucheres, Dispoeal is besed cn the tluee—yaar
statutary period for the settlamant of diabureing accounts, plas oms year for agency administrative nseds,

Jtem 12, Tbess are reports required extermally by the Gemsral Servicee Administration (Federal Supply
S8¥vice) and internally by the agency to show agency mseds and procurement for Federsl Supply ocanagement

« The pericd of tims specified i1s suffioclent to satiafy irtermai—agency ossds for tbe infamtian
contained in thees reparta.
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GENERAL RECORDS SCHEDULE L

Property Dispcsal Records

These recards pertain to the sales by agoncles of rsel and perscnsl property surplus to the needs
af the Govermment, The act oreating the Gemsral Ssrvices Administration transferred the ataff functions
of the formsr War Assets Administration relating to property disposition to the nsw agency. This
schaduls is not applicable {.0 transaction ar policy files created by the Gemsral Services Administration
and predecesaar agenciss, to recards in ths Interior Department relating t.o the publio damin, and to
records relating to covearsmas property under State Departrent control, Swurplus property transaction filee
dated pricr to the estallishment of the former Procurevent Division in 1933 ere also not covered. Such
filea are not pecessarily of contimuirg velue but they must be evaluated separately from later similar
recards because priar to assignment of progrem responsibility to the Procurersnt Division the filss are
inocmplste and of varying nature,

In no event may disposal be mede of recards pertaining to accounts, clsims ar demands ipvolving the
Goverrment of the United Statea which have not been settlsd or adjusted by the Gemsral Accounting (ffice
without written approval of the Captraller Genersl, as required by Section 9 of the Records Dispoaal
Act of July 7, 1943, as amended (Ll U.5.C. 37h).

In discherging ita reaponsibilities, the Federal Supply Service, Gensral Services Adeministratiom,
has iesued Psracnal Property Management Regulatiom No. ), which sets up procedures for aaresning,
redietribution, and sale of persomal property in the Fedaral Govermmant, Three forms are preacribed for
uee by any agency aalling surplus perscnal property under the regulation:

a. Standard Farm 1Lk (Sale of Oovermment Property, Invitstion, Bid, and Accegtance). Relsted
papers that are mintainsd by the agencisa, nsaally in oase fashion, consist of correapandsnce, bids and
other notices of Bsale, invoiose, snd ealea elips,

b. Standard Porzs 120 (Repart of Excsss Psrasonsl Property) and 121 (Quarterly Ropart of )
Ttilisation and Diaposal of Emcess and Surplus Peraanal Property). Farm 120 reporta personal property -
which ie excese to the agency reparting to the regionsl Gensral Servicea Adninistration offioes, which -
initiats screening action. The quarterly reparts are aubmittad to the Persanal Property Utilization
Divisian of the Fedsral Supply Service, Gensrsl Sarvicea Adminiatrai.ion, whiob cansolidatea the dats.

Procedures relating to real property are governed by Public Buildings Circular Ko, 1, but no farmas
are preacribed,

ITEM RECOMVZENDED
NO. DESCRIPTION OF RECQRDS METHD GF FILINO AUTHORTZED DISPOSITICN

RECORDS OF CONTINUINO VALOE:

1. Caes filea on salss of aurplus personal Tranaaction filea in Disposal not autharized by

property (as daacribed in iten 6 below) alphabetical arder by this acheduls,
involving transactions of $25,000 or oane of purchaser,

eare, and docurenting the initiatiom
and develoment of transactiona that
daviate fram establistied precadsntas with
regpact to gevsral egency dieposal ar to
major disposal programs,

2. Case files on depoeal of aurplus real Alphabetically by Dieposal not authorired by
and relsted personsl property. location ar by oomtrol tbis acheduls, (Trensfer to
ouzber, ea sppropriste, Fedesrsl Rasoarde Center 3
years after olcse of file,)

J. Reparte of exoess real property. Canfarm to agenoy Disposal not authoriced by
practioe, thie sohedulo.

RECORDS (F TEMPQRARY VALIE:

4. Carrespondance files rmintaioed by Conforwm to agenoy Dispose after 2 yeare,
oporating units responaible far property praotios.
disposeal, portaining to their operatiem
and administration, not otherwise
provided far,

S. Reparta of azcess personal proparty, Chronologically by Dispose after ) years.
reparting unit.
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ITEM RECMYENTIED .
NO. DESCRIPIION OF RECORDS METH®® 07 FILINO AUTHORTZED DISPOSITION .

6. Case files on sales of surplus personzl
proparty, otuprising imvitations, bids,
acosptances, lists of matarials, evidence
of sales, and related carrespondence
(othar than those covered in items 1 amxd

2).
a, Transaotions of $1,000 ar less. Trapsaction filss in Dispass L years sfter final
alphabetical ardsr by payzent.
pams of purchaser,
b. Transactions of mme than 31,000 Transaction files in Dispose 7 ywars after final
and less than $25,000, alphabetical ardar by payment, (Place in ipactive
naxs of purchasasr, fils on fipal payment and
transfer to Federal Raoords
Cantar ) ysars thereafter.)
o. Traneaoctions of $25,000 ar over. Transactiom files in Dispose 1l years after final
alphabotical arder by paymnt. (Place in inactive
nama of purchaser, fils on finsl payment and

transfer to Federal Racorda
Center ) yearn theraaftar.)

Iten 1, These filas, narmally selooted by ths agensy for psrtmmmnt retention, are retained bscause they
docimmat. transactions involving new departures in tho administration of surplus psrsonal property
disposal and ap suoh may be of continuing value. Those not warranting oantinued preservation cust be
appraissd on their own merite.

Iten 2, Almost all contracts far the sals by the Govermsnt of surplus real property inolude recapture

claiiasa, reservations an fiseiomble materials, reservatiane on water rights, and other restrictiona,

These reservations are not lirited in time and therefore the esalse filas must be kept indefinitely.

(dsr s8les files and curront cds not including euch raservations say bs dispamabls but since tbey

repreaent salss talkinsg place under unstamiardisad policies and proowdures they mast be appralssd on thedir .
owd merite. The related psrsonsl property desoribed in this item is property sold with the real sstate

ar with similar reservatioms.

Tten ). Reports of exoees rmaal property oomain justificsticns for daolaring the property exvass and
contalo data on the methods by which the property was acquired, Contianing lsgal mseds for tbis
infarentian preolude schaduling their disposal on a Qovernment—wids baeis.

Itans U-6. Binoe these agency sales cass files refresent s caomructual relaticnsbip in whicbh the

i3 a seller instaad of a buyer, tha factars goveruing the diasposal of most procurecent filss
(1tem L, Schedula 3) app)y also to psrsonal propsrty disposal recards. Tbe routine omse files are
therefare held far four, seven, or elsven ysars after final payment, depending upon the cash value of
ths transaction. Agency copiea of the declarations and reports bave a relatively shart tarm sdminietra-
tive valus to the agenoy since thay primarily serve the cansgemsnt purpose of the Gemsral Servicee
Administratian as tbe Fedsral procwrezent staff Agenoy. Oenarsl correspondenca filss are retaimsd long
saough to sarve routine needs,
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GENERAL RECORDS SCHEDUIE 5

Budgat Prepsration, Presentation, and Appwtionmnt Records

Budget and appartionment. records include the varioun files accumulated in sn agency in the course
of formlat.ing its budget for submniassion to the Bureau of the Budget and to the Congress; in defemiing
ite requests for funds before both bodies; and after anactment of an appropriation bill, in ensuring
that the funds are used in such a way as to suffice for the appropriate period of time. Tho funds are
meds available to the agenoy by the Bureau of the Budget, usually in quarterly portions, and the agenciea
musi. indicote and Juetify regularly to the Bureau thair proposed rate of expondituregq After the findo
have been mads available to tho agoncy, its om controls over the funds are in its expsnditwe accounting
reoards (Schedule 7) and detailed information relative to expenditures is contained in the accountable
officera' accowrta (Scheduls 6),

This schedule appliss to recards of budget preparation, presantation, and appar-tiomwent crested
sinca Jamary 1, 1921, in all egoncies, emcept that it does not apply to records of the Bureau of the
Budget. and the Treasury Departzmemt reflecting the Oovermment-mide budget responsibilitisa of those
agenciea,

Agency budget records are noraally created at all levels of agency arganization. They show
propoeals from all operating lovels as well as the bureau-«ide end agenoy-wide coardinmating wark done
by formally arganised budget offices. Therefare ths reocorde coneist of dotailed wark papers and
budgetary atatemints developed by single operating unita, the more significant budgel statemsnts and

related papers representing cansolidated eubmieaions prepared at the bureau or equivalent level snd
farwarded to the agency budget offiocer, and ths records at the highest level pertaining to the budget
aubzission for t:bo entire agency.

The nature of the budget presentation iteelf is standardised by Circwlar A-11 of the Bureau of the
Budget, Instruotions for the Preparation and Subariesion of Budget Eatimates, whioh presoribes form!.
and procedwues for all Federal agencles. However, tha Internal reparts and papere which suppart the
bidget—and—are—used—inm—its—preperationr—vary radicaliyfraragencytoagency. The budget submiasion, a
record copy of which is usually deasignated by the aganoy, ies a duplicate of the set of papere sulmitted
to the Bureau af the Budget. These irnclude swmary statemesnts of appropriations and expsenditures, state-
meats of contract autharizations, and statements of receipts as well ae narrative sS\ammary atatemnts
whicb highlight the grincipal features of the agenoy requests and imwedistely related supporting
docunents, The narrative presenta the policies and the prograns of ths agenoy which ths budgeta:y
requesats are to auppart. In addition to the surmiriea, ths eubaission inoludea schadules of obligations
and statemsnts pertaining to esch type of approprial.ion and fund under which the individual agency
operates. Finally, the Bureau of the Budget requirea additionsl aupparting data pertaining to objacte
of expenditure, particular agenoy programs, and figores based an the oost af various typee of service
operations, such as psraammel and payrolling activitiaa.

After ths Bureau of ths Budget examinss the agency presentations to dstermins whether the mropossd
axpenditures are in accard with tha President!a program, revision of agency requssts are mads, The
agency budget file will therefore show the revisimne made at the directian of the Budget Bureau priar to
aubmission to Congress as part of the total preaidsntial budget. In addition it will include oOpies of
teatimony befure Congressional appropriation oamittees and of various exhibits and other data submitted
in defense of the budget.

Appartioomnt and reporting are other aapescts of budget work in the Federal Govermeat, Thsae
btudgetary aotivitiea are govermmd by Budget-Treasury Rsgulation No. 1, which preacribes records and
procsdwrea relating to appartianmots and reparts an the stetus of appropristione and other autharizationa,
In setting up the cartrol over the budgetary and financisl programs of the Ooverremecot, ths regulation
pracoribes a ssriea of Standard Parem (SF 131-133, SF 141-1L3), Tbe majar fuootions of theee farms are to
cakg formal request of the Bureau of ths Budgwt far amounts of obligatione to be incurred during a
speoified period under an approprietian, faor contract autharisat.lon, or for statutory authorizetiona, anmd
to repart on the ststus of the various appropristion acoounta, by appropriation title,

Requests for appartioment (Standard Farms 131 end 1h1) end for reappartiomment (Standard Form 132)
are aubmitted by agencies in ariginsl and two oopies for each appropriatian acecount subject t.o appartion-
pent., Tbe ariginal s retwrmed to the agency by the Burdget Bureau with a notation indicating the actian
taken, while the duplicate raminas with the Bwweau, and the triplicate is sent to the Bureau of Accounts,
Treasury Departemat. Jo apgrias tbhe Budget Bureau af the fiscal status of each appropristion ascount,
agemoies submit monthly reporta (Standard Porms 133 and 1LJ) showing total amomnta still availabls, the
nature of the amounta available, and the relation of the obligetiona to the paymuts.
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ITEV
KO, DESCRIPTION OF RECORDS

RECCRDS COF CONTINUDG VALMZ:

1. Correspondance files af formlly
oarganitad budget offices showing agency
polioy and procadures governing budget
edminietratian, and refleoting policy
dsclsions affecting expenditures for
agancy prograpa,

2, File copiss of budgot estimates prepared
or cansolidated in forrnlly organised
budget offices at the bureau (ar
equivaleat) or higher organizatianal
levels, canprising appropriation language
sheets, narrative stateronts, and relatad
schadules and data.

RECOBDS OF TEMPCRARY VALUE:

3. Carrespondance files of budget offices
not othermise cowvered in this schaduls.

"N Wori papere, coat statemints, and rough
data accumilsted in preparstion of anmal
budget estimtes, inoluding duplicates of
papers included in file coples of budget
estimates (described in item 2),

Se Pariodic reparts on the status of
appropriation aocounta and appartiarwots.

a. BEnd of fiscal year repart.

b. All other reparts.

6.  Appo-tioment and reappartiomment
aschadulss, proposing qusrterly
obligations umier each autharizad
appropriation,

Itens 1 and 3.
© 6Xpe

RECOMMENDED
METEM OF FILING

Conforo to agency
practice,

Chronologioally.

Confarn to agenoy
practice,

Confarm to agency
practioce,

By repart and
chronologically timre-
under.

3y repart and
chronologioally there-
undar.

Chronologically.

AUTHORIZED DISPGSTTION

Dispoesl not authorized by
this schadulesg

Disposal not authmrized by
this schodule. (Transfer to
Federal Rscords Canter )
years after the cloee of the

fiacal covered by the
budget. ;

Dispose after 2 yeara,

Dispose 1 year after cloee
of fiscal ysar covered by
budget.,

Diapose 5 years after oloeas
of fimscal ycar involved.

Dispose l; years after olose
of fiscal year involved,

Disposs 2 yaars after closa
of fiscal year involved,

Papere relating to budgeting procssses and to substantive policy deoisions pertaining to
ture aspacts of agency programs are retained aa peronmnt program recwrds of the agenoy,

All

othercorrespondencs is held far a ainimun period to satisfy nornal reference needs,

Ttema 2 and k.
ces at

Values for administrative and managessnt purposes in budgot funotiona:
potential valus in trecing the budgetary dovelopmmnt of program and operations.
makee necessary ita retention for e period sufficient to make such reference possible.

File copies of budget estimataes prepared or cousolidated in fywmally organized budget
bureau ar higher arganizationnl levels have two values:

Thase submiesiona are aof

This use of the files
AgennYy experience

ipdicates that aAministrestive and manager=nt refcrence is heaviest far the five fiscal years folloming the

year covered by the submission, and that after ten years such reference is virtually nco-existent.

Many

programs prosscuted by Federal agenciss are cocplated within a ten-year period.

Valves far histarical purposes in docummnting the prograp of the agency:

Much of the infarmation

containad in f118 coples of budget estimates is also contaiied in high schelon files of the agency that
are retainod parwanently and in published hearings on ths budget held by Congressional camxittess. In
addition copiss of recent subirimeions Vo the Budget Bureau sre in the oustody of that Bureau,

Several yuars ago the Budget Bureau copies of agency estinate submissions through the fiscal year
1940 ware destroyed under autharity granted by ths Archivist of the United Statea and the Congress,

" Fowover, the Buwreau has not decidad to treat this file as @& permamsnt reoard.

Examiner's Aandbook, dealing with the disposition of Estimtea Division recorde, providse that official
muim, including "carrespmdence acd mecoramda; exbibits and appendioes; and

Sectiom 157 of the

reluted-pepers—Trefiscting—Budget Burean revisw o« agency estimtea™ be sent to the Bureau's depository
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after retention in the operating umit for two fiscel years after the close of the flacal year to whioh
thehlaubmsion partains, Buresu of thse Budget copisa sre available far the fisoal years beginming with
1941, ;

Despite the degree to which the data in bureau and agency budget files are duplicated elsewhare,
bowever, the volums of these filee ie not extensive emcept in those sgencies in which many types of wark
papers and variocus epherara are preusent, Such papers are of littls valus and are disposabls soon after
yreparation of the budget eoticstes 18 oaxpleted, Ths estimstes formilsted in fammlly arganised budget
offices are not all of oontinuing valus, but there are enough instancee in which they are conveniant
ar sole sources of infarmation as to agency plans and hopes that it does not seem praoticabls to oonsidsr
then disposable on a8 Qovernremt-wida baeis, Many of them say be valuabls for research, particulsrly
because they are retaired with otber reoccrds of the agency concerred and therefore can be used easily
in conjunction with otber filss of the agency. Thair dispoan) is therefore not autharited by thie
schedula.,

Jters 5 and 6, The appartiommsnt and reapparticmmsnt records are retzined for a period sufficient to
sa!'ﬁﬁ The canagerent refersnce meds of the agency. 6wreau of the Budget coples are retaicsd es

permrent reoorda,
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GENERAL RECORDS SCHEDULE 6

Accountable Officers' Accounta

Accountabls afficere! accounte include record copies of all papers concerned with the accounting
for, availability, and status of public funds. "Accountable officera™ are of two types: (a) the
disbursing officer, who accanplishee the actual paywant of public moniea to proper Faderal creditars,
and (b) the certifying officer, whoge signature on a sunmary scheduls attests to the anthenticity of
vouchera listed on the scheduls. The latter official, who is bonded, takes the reepomaibility of
approving for payment by the disbursing officer the suma dus other agencies, comtraotcre, employees and
others who have provided goods and eervices to the Govermment. Within the Federal Govermzsnt the
certifying officer and the disbursing officer are usually different individuals.

Distursemsnts for virtually all Oovermrmnt agencies, except the Department of Defense, the Postal
Service, the Departoent. of State, and certain Goverm—ent. corparations, are rads by the Chief Disbursing
Of ficer of the Treaswry, who heads the Divieion of Disburemcent within the Buresu of Accounts, Treasury
Department. The Division wae craated by Exscutive Order 6166 cf Juns 10, 193], Prior to that time
agencieo had their own diebursing organisations, Traditionally agsncies transmitted individual vouchere,
covering schedules, and aum-mries on the hasis of whioh paymornt was made and the papers were then
forwardad to the Gensral Accounting Office for audit., Since about July 1949, howaver, disbursarents have
been made far an increasing mohar of agencies merely on the basis of certified echsdulse, with the
detailed vouchars transferred to the General Accounting Office from the agenoy or lwld in agency space
if eite audit was involved. Thie procedure was extended and confirmed by General Accounting Office
General Regulations No. 115, issuad Januvary 29, 1952, which provulgated a standard farm voucher and
echedule of payrents (Standard Farma 1166 and 1167 for use by all agencies affactive July 1, 1952) and
furnslly elipinated the transfer of vouchers to the Chiaf Diebursing Qfficer. Thie scheduls appliss to
tha accounting and the fiscel records of egenciss, which may be held by aither agency disbursing or
certisying officers cr by both,

Another procedural chsnge with mjar record irplications was the inceptiom and gradual extension of
the on—-tha-site audit of agency accounts. Under this eysten the vouohers, oontracts, schedules,
accounts current, and other related supporting docuzents are to be retained in agency spaco for the
General Accounting Office auditors. Section 5 of the Poet Qffice Department Finanoial Control Act of
1950 and Section 117(b) of tle Budget and Accounting Procedu'es Act of 1950 (wheosvar the Comptroller
Ganeral determines that the audit shall be conducted at the site) require agencies to retain thees
records, which are ucdsr Osoeral Accounting Qffice cognizance. Section 7(a) of Gensral Aocounting Qffice
Genoral Regulations No. 115 gives gensral authority to the agenoise, if the records are no longer
required for administrative purposee and subject to the written approval by the Comptroller General, to
transfer records audited at the site to Federal Racorde Centera after two years. Because the records
heretoforo transferred to the Gemeral Accounting Qffice are totained in the agency and available, severel
agencies have elininsted the creation of nemorandum copiss,

- Tbis general acheduls covers the mscaramdun copiss of the accountabls officers' accounta creatad
since January 1, 1921, whsther ar not the agenciss are asaigned far an asudit-an-the-site. Caveraely,
it does not apply to the papesre which have been aubmitted to the Oensral Accounting Qffice aither by
phyeical transfer or by retention in agenoy epace for audit purpoesc. Nor dose ths achedule apply to
the mnagomsnt copies of the schadulss and related papere held by the Chief Disburaing Officer, fraa which
he mkes paymsnt. These are covered by a separate autbariaatiom,

Bscause of special Gensral Accounting Of fice needs, vouchers and related papers pertaining to freight
transportation charges are sxclodsd fram disposit.ion, Under General Accounting Office Gensral Ragulationa
No. 115 vouchar achadulss and supparting basic documants covering transpartation servicee sre farwardsd
to the Oeneral Accounting Offics, Waehington, D, C., regardless of whether the farwarding agency ie undesr
on~the-oite audit. The =zemorandum copies, which are included in Schedule 9, are designated far tranafer
t.o a Federal Records Center. Similarly, because of their valwe as aaxiliary persanmsl reoards, the
recards relating to pay of civilian persannel are excludad from coverage in this schedule and are
separately treated in Soheduls 2,

In addition to the mesporamium oopiea of returns, thie scheduls alsc covera reocrds in other ageucies
which are relsted to the audit of the accounts by the General Aocounting Office. These includs (1) the
notices of exception by which the General Accouuting Of fice notifiee the proper accountable affioer that
it takes exceptian to a specific payrent ar transaction, and (2) certificates of asti.lammsnt that ahow the
etatus af his sccount. ;

Records relating to the availsbility, collectian, and custody of funds inolude (1) the appropriation
warrants, (2) other documeagts which dsposit funds into the Treasury, and (3) documents which provids
disbursing officers with statua reports on funds in their oustody, esuch ae the proofs of depository
aocount and statemsnts of funda to their credit, Agency oopiee of these daspoeit and status docuzemta ere
80 intimtely related to the accouni:s of these officers that tley are included in this schedule. Ths
copiss received by the Fiscal Sarviaw of the Treaewry Departcsnt are not covered by this echesduls and ere
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ITEM REC OMVE NDED
HQ. DESCRIPTION QF RECORDS METH® &F FILINO AUTHORIZED DISPOSITION

RECRDS (F TEMPCRARY VALUE:

1, Disbureing returns, cnsprising Confarm to agency Diepoee L years efter
memarandum copies of aocounte current, praotice, period covered by the
all eupparting vouclers, sohsdules, account,

documonts, and related papers not other-
wise provided for in this solsdule
(exolusive of freight racards covered by
Schedula 9 and payroll reoards covered
by Scheduls 2).

2. Gepsral Accounting Qffice noticee of Chronologically. Dispose 1 yesr after
oxpsption (farml or informal)} and exception is repcrted as
Telated oarrespandance. closared by the Gemsral

Accounting Qffice,

3. Copios of certificates of settlsmsnt of
aooounts of accountabls officars (disbure-
ing and cert.ifying), statemmnts of
differences, and related papers,

a, Certifiocatss covering clossd acooumt  Case fils ar echeduls Diaposc 2 years after date
eatt.lecents, supplsmntal eettlecents, in cbronological arder. of settlerent, providing

and final balance settle=cnts. certificata ie claared,
be Certificates covoring periodio Cass {1le or sohedula Dispose when subsequent
settlsmnts, in chronological arder. certificate of settlemsnt

is received.

L. Sohadulse of ocertificates of sett.lszeot Chronologically ar by Dispose 2 years after date
of claims settlsd by the Gensral schsdula mumber. of settlsments
Aoocunting Office.

Se  Reoarde relating to the svailsbility, Chronologically. Diapose L years after dsta
oollsotion, custody and deposit of of docunant,
funds, inclnding appropriation wmarrants,

6.  Administrative corrvespondence, reports .
and data relating to voucher preparationm,
administrative audit, and other scoounting
and diebursing operations.

8. Files used for workload and persanrsl Confarn to agenoy Dispose after 2 years.
mnagepant purposes. f£1ling systen,

be All other filss. Canform to agensy Oispose after L years.
f11ing eysten.

Items 1, Under Publio Law 72, 80th Ceng., lst Sess. (68 Stat. 101), the Genmeral Aocounting Office must
m audit of scocumts within three years frum tha date of the submission of the acoount. The
disposal pariod provided inoludes the three-year pesriod, plus an edditicnal year for sdministrative
purpcasa. Necessary reference after the four-year period can be mads to the ariginals of the pspers beld
by the Audits Division of the Qensral Aocounting Offioce., Exception and certificate files are schedulad
foar disposal after periods based on olsaranga of tha exoception as well as ths total acoounts. Sohedulss
of certificates of set!:lemsnt of olaims are listings of oclaims settlsd by the Gonsral Aocounting Qffice
and are retainad far a sharter period than the certifioates tlhemsalves,

Iten 5. Thece recards, relating to the availability, deposit and atatus of availabls funds, are held for
the sams four-year period providsd for the menorandun copiss of disbursing returns, which reflsct the
expenditures of the funds. Eay lsdger reocrds summmarising disburalng aocounts are retained far sudbgtantial
periods in the Office of the Treasurer of the United States, Treasury Department. The ariginals of
appropriation warrants (Treasury Departmnt oopies) are not schedulsd for dispoeal.

Tten 6. Files used for persommwl and other non-fiscal managerent purposes are dieposable after s mirmimun
poricd pscessary for adninistrative and reporting needs. Other files are hesld foar s ecrewhat longer
period, einoce they may ocotain substantive fiscal data and cay be useful in Gensral Aocounting Office
canmprehsnsive agency sudite,
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QENZRAL RECOHDS SCHEDULE 7
Expsaditure Aocumting Recards

Brpenditure accounting reoarde are the ledgers and related doounmsnts maintained by all Federal
agenciss to show {n sumary fashion how their funde, appropriated and non-appropristed, are spent aftar
allotcent by the Buresu of the Budget, and ths sources and natwe of any receipts. The ioy recards are
the gennsral ledger accounts, which constitute, aa a unit, the beart of the agency accounting ayvtenm,

Thess ledgers sumzmsriae the financial status and financial transactions of the agency, showing the eurrent
atatus of funds avsilable for expenditure, the amounts dus and collected for the asocount of the Ocverment,
sccurnlsted expenditures and liabilities, and the valuss of stock, equipment., and other property in agency
custody, They are controls that serve not only aa central fiscal records, but also ae a primary aouroce

of date far top manageoent concernad with agency solvency, with axpenditurea and with program costs.

The gensral ledgers are subdivided into arbitrarily created account titles, which are based on
prograns, projects, costs, and funds, Sgpparting then are a group of aubaidiary ledgers and papers
further detailing the infomation in the genaral lsdgars or serving as posting modia to the ledgers
thenselves. To 1.he extent that thsy reflect appropriation expenditures, tho general ledgers are supported
by allotmont ladgera, which at all timss show the current unobligated balance of funds sllotted for
spscific agancy purposae and thereby provids a safeguard against over expenditure by operating offiojals,
The allotment ledgers are gemsral comtrols over expenditures, and they in turn sunmarize and are supported
by more detailad controls that normelly taks the farm of project ar job orders which autharize axact
and specifio exponditure,

The sources of data that ars posted to thes ledger filss are somewhat diverss, but they fall into two
geooral groups)

a. Copiss of various obligation or expenditure documsnte, such as vouchsrs and schedulas,
which flow through the ledgar unit for posting,

b. Journal vouchers ¢ud sinmilar internal control docunsnta created to authorize and comey
entries to the gemsral ledger.

As ths centralized fiscal record, ths gensral ledgars ult.imately sumarize otares, plant and cost
accounting data, which are treatad in a separats schoduls, but these are only saveral aapacts of the
total ledger account.s, Consequently, the ledgera are the source for the data included in the basio
apportionment reporta to the Budget Bureau, and the Treesury Dapartrent, and over-all reports of agenoy
fiacal condition which my be required by the Oeneral Accounting Office (Schedules 6 and 8). The
adsquacy for audit purposes of the general ledger accounts is normally cansidered by General Accounting
Office commrehsusive audit@'s to be a prims source of infarmstion on t.he suitability of the agency's
entire accoumting sywtem apd the valus of its summry repartes.

This scheduls provides for the disposal of expenditure aocount.ing records created sinoce January 1,
1921, in the several agenciea. It doee not apply to such records maintairnsd on a Govermentewids basis
by the Treasury Department and the Bureau of the Budget, or to those formerly mainteined by the Gemsral
Accounting Qffice.

" In no event cay disposal be mads of recards pertaining to accounts, claims or de=ands involving the
Govermmsnt of the United States which have not been settled ar sdjusted by the Gemsral Aecocunting Offioe
without written a 1 of the Comptrollar Gemoral, as required by Section 9 of ths Recards Disposal
Act of July 7, 1513, aa amended (LL U.s.c. 37),

REC ADENDED
METHOD OF FILING

ITEM

NO. DESCRIFTION OF RECCRDS AUTHGRTZED DISPGSITION

RECORDS OF TEMPIRARY VALUR:

1. Carrespondems f1les maintaiond by
operating units respansible for
expenditure aocounting, pertaining to
tlsir internal operations and

Conf orm to aganoy
practice.

Dispose aftar 2 years,

adninietration.

2. Gensral acoounts lsdgera, showicg desbit Ona set of aoccounts by Diaposs 10 ysara efter
and oredit entries, and reflecting each establiehsd olose of fiscal yesr
expenditures incsw=mry, account sovering aaset involved.

snd liability,
3, Allotment records, showing atatus of Ons set of allotment Dispose 10 yeare after

obligations and sllotments under sach
authorised appropriatian.

recarda by established
allotawnt.

SUPERSEDED
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TTEM RECOMMENDED
NO, DESCRIPTION (P RECCRDS METHOD OF FILING AUTHRIZED DISPOSTTION

L. Records used as posting and oontrol
media, subsidiary to the gemeral and
allotment ledgers, and not otherwiss
providad far in thia schsdule.

a, Original recards, One set af each Dispose after L yeara.
control,

b, Copissa. e set of each Dispane sfter 2 years.
control.

Jtem 1. Thesa are routine carrespondenco files meintainsd inoidsntally to the key accounting funotions
and are held lang enough to satiafy agency administrative needs.

Items 2-). As the central fiscal recards, the general ledgers and ths allotmsnt records irmmdiately
W&E then have a longer retention value than any other agency fiacal records, with tha exception of
4mxitvidual pay cards (Scheduls 2), bacause of the surrnry nature af tha information they contain, Their
primo administrative and fiscal veluss to the agency are as sources of fiscal, expenditure and cost. data
for managerial purposees, and for use in budget. preparation, Oocasionally the general and allotment
ladgers are brought into play in the administ.rative examination of claims. Although tha lsdgers are of
coosidarabls valus they are not psrmsnent records, for they serve nesda which sre essentislly temparary
in natue, The retention period in this scheduls for the gensral ledgers is geared not only to tbs
oanceivabla adrinistrative nseds of the agency, which carmally ariee within five years, but to the tan-
year statute of limtations governing the presentation of most clains against the Govermment. Sgmmry
data on agency sxpenditures for hisl.orical and othsr purposes are available in psrmamsntly retained
appropriation lsdger filss and ths anmial Cambinsd Statement of Raceiots. Fxrenditures and Balances of
the United States Ooverrmment, both of which are responalbITitIsa of the Bureau of Accounts, Treasury
Daparimnt, Such Bureau af Accounts records are not covered by this achedule, In eddition, the baaic

ies are inavitably reflected in the permmently reteinad upper echelon files
of tha agencies no lass extensively than they are reveslad in the gensral and allotment lsdgare, which
are often couched in technical, cryptic teres.

Item L. These posting media and dstailad appropriaticn and expenditure controls are held far a pariced
olent for administrative nseda after posting and after complstion of the action contemplated by
detailsd project ar wark controls.
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GENERAL RECORDS SCHZDULE 8

Stores, Flant, and Cost Accounting Reoords

Specialized stores, plant, and cost accounting records are msintainsd by most egencles, particularly
those with extenasive plant and stock inventories, The records created pursuant to these apeoialized
accounting activities sinos January 1, 1921, are covered by this schedule., They are voluminous end often
diversa, but they are integral parts of the fiscal and supply controle of i.he agencies.

A, Stores Accounting. Thses records are maintsined to provids parsonal accountability for the
receipt and custody af materials and to provide information as to the monetary warth of such materisls.
Custody 1ishad copies of material movement docurents, and stares sccounting
information is posted fram the documents covering the movement of goods to intermediats reoords. Stores
acoounting data are normally reviswed and consolidated by teans of repcrts and returns submitted to
egency leadquarters, where tde informtion is used for procurement planning, budget, snd otber management
purposes, Thess recarde do not inclouds papers reflecting the phyesiosl movemontes of material to and from
starage points, although thay may be inmvolved in posting. Sumrary sgency stores infamation is reflscted
in the pertinent general ledger accounts.

b, Plant Accounting. These records consist primarily of cards recording the principal charscter-
istice of each Item of ,E\ﬁ'y_sical plant and equipment, including resl property. Tbey constitute primerily

a type of inventory control, but in addition are a prinoipal scurce af dete amn the value aof phyoioal

plant and other items not narmally represented in the stores or stock inventory system, Suwrmry data
an plant valus 13 availsble in the pertinent generasl ledger aocounts.

Ce

operatio
functions of-the—agency.

Cost Accounti_l\&. These recarde are designed to accunulate and show date on the costs of agency
n, ct and indirect coeta of production, administretion, and the performance of progren
The data, which ere normally accummlated by means of cost reports and

statist.ics accumilated by operating persomsl, are ultimately posted to the sccounte in the agency

generel ledgers cancerned with operasting end progran costa.

Material costs infareation 13 collscted

by posting requisitions far material ar procurement docurents to intermediate records, and labor cost
information 1s obtained by charging tims expendsd on individual jobs sixl projects assigned control

numbere for cost cantrol purposes,

and in preparing budget sstimates.

Cost deta are utilized in evaluating sconaiy of agency operation

ITEM REC WMMEYDED
NO, DESCRIPTION OF RECARDS ¥ETHOD OF FILINO AUTH(RIZED DISPOSITION
RECCRDS CF CONTINUING VALLE:
1. Plant account cards and lsdgers Conform to sgency Disposal not autharized
pertaining to structures. practice, by this schedule}
RECRDS OF TEMPQRARY VALLE:
2. Carrespondence files of units responsible Confarn to agency Dispoes after 2 yeare.
for plant, cost and stores accounting practice,
operationas.
3. Invoices or equivalent papers used for Conforn to agenoy Dispose after L yeara.
stores accounting purposee. practice.
L. Stores accounting returns and reporta. Conform to agenoy Dispose after L years.
praoi.ice,
S. Work papsre used in accunulsting etores Confarm to agency Disposn after 2 years.
accounting data, practios.
6. Plant accoupt cards and ledgers, other By plant item numberl Dieposs 3 years after item
then thoss deeoribed in iten 1. or mmerically by * 1s withdrawn from plant
plant account, aocount,
Te Copiea of coat socounting reporta.

a. Copies in units receiving reparts,

b, Copies in reparting unite, and
related wark papars,

Conforn to agenoy
practice.

Ccnforn o agoncy
prnctice.

SUPERSEDED

Disposs after L ywars,

Diapoes after L years,
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ITEM REC QMM NIIED
NO, DESCRIPTION (F RECORDS VETHD & FILING AUTHORIZED DISPOSITIQ
8. ledgere, forms, and machine records

used to aocumulate data far use in
cost reporta.

a. Iadgers and farms, Coiform to agency Dispose after L years.
pract.ice.

b. Machine records.

(1) Detail cards. Conforn to agency Dispose after & monthe,
practice.

(2) Suz=mry cards, Conforn to agency Dispose after 6 monthe,
practice, =

(3) Tabulations, Conform to agenoy Dispose after 1 year.
practice,

Jtem 1. These cards are retainsd because they docuzent the phyeical features, placerant and nature of
uctwes on Goverrcent areas and installationsa.

Jtem 2. These are routine administrative correspondsnce filie, not containing accounting data, held
JYoog encvgh to aatiafy reference mseds.

Jto - Tho invoices are held lang enough for poating of stcres accounting data to imtermmdiate
records and to allow for intermal rechack of transactions involving the movemant of goods, while the
FETITE and yeports are retalnsd for a sufficient period to permit utilisation of the data they contain
foar management purpasas, Sumary gensral Jedger data are retained far a ten-yeer period. Work papers
are dispossble after an sppropriate period shorter than that providsd for the recards which they support.

Iten 6, These reccrds are held long encugb to permit administrative cantrol over the plaat account item
whils it is active, and far reference after the item le no longer carrisd on the account. Beaic data

is svailable in procurement or project filss which are retained permamantly ar far a eubstantial perics,
while specinlizad Jagal circumatances sawrrounding resl property are documented in retained recorde aof
comtinuing valve,

Ttans 7-8. The cost. records camtaining data reflacted in general ladgsr accounts being retained for a
fen-year period sre disposabls after they have served egency bodget and otber mansgensnt needs.
Subwidiary records involved in the accumulation of cost data sre echeduled for sn appropriately short
period. Infoarrstion as to the cost of individual projects of importance are shown in projact filsa, and
oopies of ooat, reports that are of major significance are contaimsd in agency mansgepent «r sdminietrative
files not covered by the schadule.

SUPERSEDED
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OENSRAL RECORDS SCHEDULE 9

Trevel and Trensportatian Recorde

This echeduls covers records crested since Janusry 1, 1921, that pertain to the Boverents of goods
and psreans under Govermrent ordere. The record keeping involved in the moverent of goods centers about
the bills of lading, relsted vouchers, snd ssaociated records prescribed by Genersl Regulatione No. 97
of the Coumptroller Gensral, while (enersl Regulations No. 88 ard ssversl executive ordere govern pussenger
moverent and reimbursement. Copies of eam records used to support payrents beca:e part of the asccountable
officers’ aocounts, but beoause of tecporary circumstances noted below they ere excludad fram coversge
in Scheduls 6 and their retirement is provided for seperataly in this schoduls.

8. Movemant of gooda. The key record is the bill of lading, of which there are copiee for
consigners, consignees, and the carriers themselves, The papers related to and normally filed with the
bill of leding—ittweif-—are varied and often voluminous. These may oonsist of shortage snd demurrasge
reports, invoices, sand othar descriptive data which canpletely docurent the adninistrative sspsct of
freight transportation, Copies of the bills of lading thenmselves are used for encuchbrance af funds.
Includaed are records relating to the shipment of houssbold effecte, which is authorised by lsw and
regulatian for military persommel and for civilian ezployees of ths Oovarment. Agenoies shipping cortain
valuables under the Goverrment Iosses in Shipment Act, which insures agsinst losa, retain copies of
schedules of raterisl shipped, papers relating to cleims which may ensus, end other portinent documants,

b Moversnt of psrsons. The movemcnt of persons is esaentially documanted by ooples of travel
ordere, whiah suthorize trevel and subsequent payment, snd standard form vouchers showing payment far
afficial-travel. The tmo prinary copiee of the travel ardere are the sdministrative copy mainteinmed by
the transpartat.ian unit controlling the issuance of travel orders, and copies used for the encu=drance of

funda,

ITEM RECOMMENDED
NO, DESCRIPTION Cr RECORDS METHOD OF FILING AUTHCRIZED DISPOSITION

RECQRDS OF CONTINUTMG VALUB:

1. Papars covering paymnt of freight
trenspartation charges, consisting of
Govarrment or caxmercial billa of lading,
shortage and dsamrrage reports, and sll
supparting documente, and including filee
pertaining to the shipzent of household,
effeota.

8, Issuing offioe memarandum copy. By bill of 1lading Dispoassl not sutharized by
number , this schsdula. (Trsnsfer to
inactive file on oomplei.ion
of tranesction; break in-
active file every 3 years snd
trensfer to Federal Records
Cantar 1 yesr later.)

b, Consignse menorandum copy far Attach to related Disposal not suthorised by
sncurbrance of funda, vouchers, this schedule. (Withhold
from dispossl when other
vouchers are diepossd of
end trensfer to Federal
Recards Center sf. that time.)

RECARDS (0P TEMPQRARY VALUE)

2. Correspandence filss mainteimed by Conforn to egsncy Dispose after 2 yesre.
oparating units responsible far travel practics.
and trenspartation, pertaining to their
operation and admaistration, not other-
wise provided for.

SUPERSEDED
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ITEM REC OMMENDED
KO. DESCRIPTICN (F RECXRDS VETHA@ (F FILING AUTHORIZED DISPOSITIN

3. Papere covering passenger transportation
charges, consiating of vouchers and
related papera. (Travel vouchers are
covered by ite=m U, )

a., Jasuing office remarandum copy. By transportation Dispoee |1 years after
requesi: nucber, ocaplstion of trensactiom,
b. Consignee memarandum copy for Attach to ralested Dispose U yuara sfter
sncucbrance of funds, vouchers, period covered by related
socount,

L, Racorda relating to official travel of
officers, employees, depandsnts, ar others
authorized to travel by law (exclusive of
recards covered by itams 1 snd 3),

a, Travsl edoinistrative unit. copiee, In foldsre arrangsd Dispose after L yeare,
alphabetioslly by nams
of etployse} break fils
every 2 yeesra,

b, Obligation copiea, In appropriate fasbion Dispose whsn funde are
for posting, _ obligated.
S. Schedulea of valuables shippad, and Chronologically in Dispose after L years.
related papera and reporte, case fashion.

Item 1, Prior to ths end of World War II agemniee were permitted by the Camptroller Geusral, together
w{th the Nationsl Archivas and the Congress, to dispose of bille of lading and relsted papers after
periods ranging fron three to five years. Natimial Archives (ena::al Scheduls S5, isewsd in 1946,
provided a five-yuesr retention pericd,

A number of audit and reaudit programs conduoted by tha Oensral Accounting Office havo arisen to
delay dispesition of mny freight rscards. An extensive reaudit of wartims freight charges has been in
progreas since 1947, requiring tha irdefinite retention of agency copies of billa of lading and euppariing
papers. A pending railroed rate case, Docket lio. 17000, Part 2 (164 I.C.C. 1), conoerned with rates
charged by land-grent railroeds wast of the Missioeippi River, has also mads it advisable to retain
agency railroad freight transportatian filss, in some instances es far baok as 19]1, until seti.lemsnt of
the oaae,

Far the tims being, therefore, filse relating to freight moveoents are dssignated as records of
contiouing valus since they must. be retainad until the various lagal requirements affeating thair use
no longar axist.,

Ttem 2,  These are routins correspondenca filea retained long smough to serve reference meeds,

Itens 3-L, These filaes, comprising all papers, requests, vouchers, and correspandsnce relating to travel
and transportation at Oovarment cost and the reicburcement of traveller and carrier, are held long
enough to satiafy both aganoy 1eference needs and the audit needs of tha Gensresl Aocounting Qffioe in
settling related aocounta.

Item S, Files relating to the administration of the Covernment Losses in Shipent Aot are retaimed far

substantial periocds by the Bureau of Accounts, which has Governmant-wids responsibility, These agenay
copiea are retaipad long enough to saiisfy local administretive and lagal nseds.

"SUPERSEDED
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QENERAL RECGRDS SCHEDUIE 10
Motor Vehiole Maintenanse and Opsration Racarda

These records pertain to the management, aaintenance, and operation of motar vehicles used by
agencies. Responsibility far Government-eride motar vehicle canagement policy was transferred in 1950
from the Budget Bureau to the General Sarvices Adnministration by the aat which created the latter,
Agency recards created sinoe Jamary 1, 1921, during the period of Budget Bureau cognizanoe were
essantially the eane ae those now kept, and are therefore subject to the sam dispositicn.

Personal Property Minagemsnt Regulation No, 2L presoribes policiescand proosdures, Standard Farm
No. 82, whioh is an anmual motar vehicls report requirad by the Fedsral Supply Servioe, Oemeral Services
Adzinistration, is the only atandardieed record, Certain cost and iavent.ary coontrol forms have bsen
developed, but they are not mandatary, This schedula does not cover the dieposition of records cf the
Bureau of the Budget (to 1950) and the Federal Supply Service pertaining to motar vehiole mansgnmant on
a Govertment—wids basis, but it does cover agenocy recorde pertaining to the dally use and opsration of
ths wehicles,

In general, recorda pertaining to motar vehicles refleot s threefold responeibility: (a) the
aocumlation of cost and cperating data for intermal aocourting and canagemnt purposes and for reports
subnitted to the Federal Supply Servies (Seandard Fare Ro, 82, Anmual Motar Vehicls Repart); (b) the
miatenance of the vehioles themsmlvesy apd (0) protecting the intereet of the Govermpmsnt in acoident
olainms against it, The recards themselves oonsist af ohauffeur servioe logs and reparts, vehiols repair
and maintenanme ohsok-off sheets, cost ledgers and claizs correspondencs and forems,

ITEM REC OMMENDED
KO, DESCRIPTION (F RECCHDS METHOD QF PILIG AUTHORTZED DISPOSITION

‘RECORDS OF TEUPQGRARY VALUZ:

1. Carrespondenco in the operating umit Conforn to agency Dispose after 2 years,
responsible for aaiatenance and operation practices
of motor vehioless not cthsrwise oovered
in this sohedule.

2. Motor vehiols cparating and maimtenance

reoards, :
a. Operatleg recards, By chsuffeur or car Dispose after 3 manthe.
: mzber as appropriate,
be Maimtenancsa records. By car mmber, Dispcse after 1 year,
3. Motor vehicle ledger and work sheets By subject. Dispose 3 yeare after
providing oost and expense data. discontinuance of ladger
or date of work sheet.
L, Reparts on motar vebicles (other t.hnh By report and Dispose ] years after date
aooident, operating, and maintenance chroaologically there- of report,
reports), umisr,
Se Recards relating to notar vehicle In case fashion. - Dispoes 6 years after aass
accidents, mmintainad by transpartation . is olosed.
offices.

Items 15, These reoords are retainad long enough to eat.iefy repart, fiscal, managemsnt, and autamotive
paintananm mecds of the agency. Claims files have 1ittls legal ar administrative velus after the periocd

indicated,.—

SUPERSEDED
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OENERAI, RECARDS SCHEDULE 11

Space and Maintenance Recards

Thie achedule providss for the disposal of all copisa, wherever located in an agency, of records
relating to space and mintenance, except as indicated belows Reoords documsnting these funot.ione
pertain to thes acquisitioun, allocstion, utilization, and relsass of space and inoluds related oarrespcnd~
ence and reparts submitted to the Genoral Servicae Administrstion (or equivalent agency with e
Oovernment—wida responsibilities) as directad by law and by regulai:ion ?60 Stat, 257 and OSA Rsal Property
Managoment Regulation No. 3); correspondence snd farms relating to the compilaticn of directory eervice
1listings; identification credentials and relsted accountable records; requests far bnilding and equiment
services; and carrespondence files reflecting the activities of the unit responaibls for handling spaos
and related mattera within the agency.

This schaduls doss not oaver (a) copies of these recards that are an integral part of accountable
WficeTe' nttoants (Soteduls 633 (b) Tectrds of Mwwemwh srd mapply (Schedais 3Y; (c) records which
reflect Oovarmment-~wide progrars (such aa the records held by the Public Bulldings Service of the Gensral
Services Administration); and (d) records areated priar to the establiahment of tha Public Bufldinge
Adednistration in 1939 ar other space and mainteranoce recards acreated in commsotion with the mmanagemsnt
of apace not mdar Publio Buildirgs Administration ar Public Buildinge Sorvice cognimance (euch reoords
vary sufficiently in their naturv to warrant spacific evalustion on their nmsrita),

ITEM ’ REC ARTIFD
RO, DESCRIPTION OF RECEHDS McTROD OF FILING AUTRRIZED DISPOSITION

HECORDS (F TEMPORARY VALIE:

1. Correspondence filas of thas unit Conform to agency Dispose 2 years after file
regponsible for space and maintenance practioe; start a im closad or 2 years after
mttere, pertaining to its owm maw file every 2 dete of docurmnt if breakns
adninistration and operation, and yoars, in the fils differ froa
related papers. that suggested herein,

2, Reoarde relating to the allooatien,
utilization and releses of space under
agency oontrol, and related repcrta to
Qeneral Services Administratian.

a8, Bnilding plan files and related Confore to agency Dispose 2 yeare after
agency recards utilizsd in mpace practioe, teraination of sasigment,
plaming, assigmmenot and adjustosnt. ar when lasse canoellsd, or
wvhan plans are supareeded or
obsolete.

be Correspordence with and reparte to
staff agenoles relating to agency
space holdings and requiremanta,

(1) ageney reports to Gsneral Confara to sgency Disposs 2 ymars after date

Services Admirdstration regard- practiecs, of report (in aoccordanse
ing space occupied in PMntropolitan with item 1),

Washington" and ¥Ootaide the
District of Columbia,” and related

pepera.
(2) Copies in subardimte reporting Confarm to agency Disposs 1 year sfter date
units and related wark papara, practioe. of repart.
3. Carespandance, fores and otner recards Canform to agenoy Dispose 2 montha after
relating to the campilaticn of direotory praotiocas, issuanoe of listing,

sarvice listinge.

L, ldentification oredsitials and related

papers,

8. Idsntifioation credsntials including Cironologically by Disposs of oredantials 3
cards, badgea, paricding permite, photo- dste of return aof contha aftsr return to
graphs, agency permite to operate credentials to issuing iesulng offioce.

aotar vehiolss, and property, dining affioce,
roon and visitars paseee, and other
identification oredsntials.

aisdadns
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ITEM RECOMMENDED '
NO. DESCRIPTION OF RECORDS WCTHDM F FILIG ATTHARIZED DISPOSITION .
b. Receipts, indices, 1istings and Conform to agency Dispose after all listed
aocountable reoards. practios, credentials are accounted -
fm‘l
5e Requests far building and equipoent frerically by control Dispoes ) nmonths after
maintemance services, sxcluding fisoal ar requisition mu=ber, wark perfarued or
copies. raquisit.ion cancelled.

Item 1. Theee are routine filss with related data refleoting the activities of the service operatimn
group in administering its inmternal eanagament and operstiom. Polioy documentation is narmally reflacted
infiles at higher adminietrative lsvels,®* The records sre maintained s suffioisnt psriod to satisfy
adninistrative mpeds and have no other significant valuss,

Item 2, These {i1lss accusulate in ths process of sssigning and utilizing agency spaca, Reporte are
sulmitted to Osneral Services Administration as directed by ths Fedsral Property and Administrative
Service Aot of 1949, and GSA Real Property Uanagemwnt Regulation No., 3. Adminiptrative needs have been
mat, after the lapse of period indicated and the valus of summary records held by the Gansral Servioes
Administrastion reflscting Governmect-wids trends and polioies must be daterminsd eeparately.

Item ). The oowaxranda, oapleted qusstiannairee, farms and repcrts sre socuzmmlated in ths oarpilation
ctory service listings amd are of tecporery valus after issuance or publicatiaon of listing. They
are held long enough to satisfy edministrstive oeeds.

Iten h.. These rocords relate to the issuanoce of and accountability far identification credentials,
Jasusd to individuale. The credentiels themselves and the related cnntrol reoords have little value
after they have served thsir irmediate purpoea.

Item S. Raquests far maintenance service normally originate in tha operating units, Their purpass ia
sarved and they have little further valua when the aservices which they requsst have been perfornsd ar
ths Yequast has been cacoellad,

SUPERSEDED


https://a.ccu:::iul.a.te
https://nonial.lr

SUPERSEDED

GENERAL RECCORDS SCHEDULE 12

Communications Recor-ds

The prinoipal records docurenting casmunication funotions include oessenger service data; wire end
wirelese sorvice control and operationsl recordsj s\wwmBry of long distance telephors reporta; postal
recards, conaiating of post office forms and supperting paperaj mail control records and supporting and
related papers) and agency copies of penalty mil reparta to the Post Qffice Departrent forrerly required
by statute.

This schaduls covers the recards dsscribed below, wherever located in an agency, but it doea not
cover recards created priar to January 1, 1921, and does not cover records which reflect Government-wide
programs, such aa records held by the Post (ffice Department, the Postal Service anl the Public Buildinga
Service of Oensral Servicea Administration, rather than edninistrative managenant funotione,

ITEM REC AMENDED
KO, DESCRIPTI0¥ OF RECORDS METH® (F FILING AUTHRIZED DISPOSITION

RECORDS (F TEMPORARY VALUE:

1. Mysaenger ssrvice recards including Conform to agency Dispose after 2 ponths.
daily loga, apeigm®nt records and practice,
inptructions, dispatch records,
delivery receipta, route achedules and
related and sirilar records,

2. Carrespondence and repart filas of the Confarnm to agsncy Dispose 2 yeare after fils
unit reaponsibls far the communicetion practice; start a naw ia closed or 2 years after
function, pertaining to ite own file every 2 yweara. date of documsnt if break
adrinistration and opsration, and in file differs frao that
related papere. auggested herein.

J. Wire and wirelases ssrvioe control and
operational reoorde.

a, Machine copies of incooing amd ocut- Confarm to agency Dispose after 6 mantha,
going mesaagaa, rmmoaage registers, practice.
opsrator's and equipmnt service
logs, performance repocrts, daily
load reparts, and related and
similar reoards.

b. Telsautograph and telsscribers Not applicable, Diepose after meusage 1is
tapes, dispatohed.

cs @riginel ooples of ocutgoing
messages reteined by wire and
wireleas aervice.

(1) Autharization copy not Chrenologically. Dispose aftar 2 years,
duplicated elsewhere showing
tims of dispatch,

(2) Authorization copy duplioated Chronologically, Dispose after 6 montha,
elsewhsre and ehowing time of
dispatch,
L. Summries of long diatanoce telephone By arganizetiomal Diapose after closs of
raparts used to indicate authorised wit and chronolog- fiscal year in which
use of telephome service as well as to ically thereundsr, audited.

audit expense voucher,

S. Postal records conaisting of Poet Qffioe
fams and supparting papers, sxclusive
of recarda hald by the Post Office Dapart-
oent and Poetal Servics.

a. Reoord of received ar dispateched Chronnlogicelly. Dispose aftar 1 year,
registered mail pouches,

SUPERSEDED
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ITEM RECOMMENDED
NO, DEBSCRIPTION (F RECCHDS VETH® (F FIIING AUTECRIZED DISPOSTTION
b. Application for postal Cironologically. Diapose after 1 ywar.
registration amd certificate of
declared valces of matter subject
to postal surchargeg
0. Raceipt for incoming registered Chronologically. Dispose after 1 year.
and insured msil, ’
ds Record of incoming and outgoing Chronologically, Diepose after 1 year,
registered and jinsured mail,
0, Return receipts far registered, Chronologically. Dispose after 1 year.
insured, and special delivery mail. )
I, GRespart of loes, rif'ling, dslay, Clronologically. Oispaas after 1 year,
wrong delivery, ar other irproper
treatosnt of mil matter,
€. Stateaent of Reading of Wetered Chronologically. Diapose after 1 year,
Registers.
6. Mail oontrol recards and eupparting and

related papsre,

&, Records of receipt and routing of
incaming and outgoing mil other
than (1) those 1isted in iten 5,

Alphabeticslly by
names and chronolog—
ioally thereindsr.

Dispose after 1 year.

and (2) records used as indexse to
carrespoadence files.

b. Statietical reports of postage usad

an ouwtgoing mail (air mail, epecial
delivery, registered, foreign and
parcel post over L pounds).

O« Requisition far stacpa, (excluaive

of copies used as supparting documsnte

to payment vouchers).

d. Production repcrts of mail handlad

and work performed, with compilat.ions

derived trersfrom.

e. Record in agency mail units of

Chranologiocslly,

Chranologically,

Clronologically.

Chronologically.

Dispose

Dispose

Diapoee

Diepoge

after 6 aocoths.

after 6 montha,

aftar 1 yeer,

after 1 year,

renittancss (check, cash, atarmpe and
naney orders) and othsr valuabls
enclosures received tlmough agency's
mil wnit in incoming meil,

f. Record of and receipts for mil and
paclkagee received tlrough the
afficial Mail and Meesenger Servica.

Chronologically. Dispose sfter & manths,

7. Qfficial penalty mail reports farmerly
required by statute, and all related
papera,

Chronologically. Dispose after 2 years,

Iten 1, Tbese files pertain to the administrative mmnagement of meesenger servicee, Their gurpose is
servad and they have 1little further valus after the activities to which they relate are accazpliahed,
Jten 2, These are routine files with related data reflecting ths activities of ths camunication wnit
tering ite internal management and operation.” Policy documentstion and reparte are narmally
reflected in files at higher administrative lsvela. The reoorda ere minmteined for a sufficient period
to satiafly adninistrative nseds and have no other significant valne,

Iten 3. Theee recarda relate to the oontrol and opsretiom of wire and wirelees service axcluaive of the

Joverimeatwids prograo records of the Publio Boildinge Service of General Services Administration. The
1 capies of outlgoing messages by the wire and wirelsee servioce are qualifiad dus to

the varied praoticee of agencies in pregarigg and maintaimed elsswhzre within the agenmoy copiss of the
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L SUPERSEDED

oossage actually ehowing tige of dispatchs The agency mseds have been met after the lepse of period
wic!ud-

Itep L. The sumrmriss of long distanoe telaphone reports are of temparary value and are utilized as an
adnlnistrative tool to indicate authorised use of telephans services es well as for auditing telsphane
tolls, Thay have no further valus after audit has been psrformed.

Iten S. Thees recards oomtrol ths harwlling aof special types of oeil and related or equivalent material
recelvid or sent via the Postal Servics. The recards have velms for & shart tim only. Claims resulting
fram the loss of registered, insured, ar other typas of special miil must be filed with the Post Qffice
Department. within oos year after the date of oeiling, The period of time indicated 18 sufficient to
exheust the valus of ths reoords far eduinistrative and legal purposss.

Item 6. Theee mnil comtrol records and supporting papsrs ars utilized to maintain control over the
receIpt and routing of ardinary and spacisl rmil, received fran sources ontside of the agency. Ths
duscription of theae filas excludes any reacords used as indewns t.o carrespondence ar other files.

Item 7. The Penslty Msil Act of 1948, Public law 785, repealsd the requiremsnt that tha Post.oester
Ceneral aake periodic reparts to Congress and the Bureau of the Budget on the amount of ponalty mail
sent by imiividual agencies of ths Govermmsnt, This repart was basad on inforeation received from
the agenciee concertad. The records in the agencies were, in themselwsa, only of temporary velus and
the lapse of period of tirme indicated is suffiolent to exhaust eny valus they mmy have had to the
Post Office Departosnt,
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(QENERAL RECORDS SCHEDUIE 13
Printing, Binding, Duplicatiom, and Distribution Recarda

This scheduls providss far the retention ar disposal of all oopiss, wharever located in ths agency
of reocrds crested since Japuary 1, 1921, that relate to printing, binding, duplicating and distribution,
except 8s indicated in the several items, The principal records docurventing tiwae functiome sres:

(8) Reoards pertaining to requasts for service, control, production and distribution of individual joba
ar projsots) thie material normally consists of requisitions requseting eervice and registers or sirdlar
madia utllizad to control the receipt of ths requimitions, and to recard the production, distribution
and cost analysis within the operating wnits; and (b) Correspondence and repart files reflecting the
activities of the unit responsible for hamiling the printing, binding, duplicetion and distribution

. matters within the sgency.

The Cangressianal Joint Cammittee on Printing 1la responsible far regulating the operation of agency
fprinting plants.” Ti® Cammittse 1s authorized to remedy amy neglect, dalay, duplicetion, ar waste in
the publio printing and binding end the distribution of Goverrment publicatioms. No "printing plant,®
as defined in the Printing snd Binding Regulations published by the Coroittee, can lsgally operate with-
out prior autharization. The Committee further requires all sgencies operatirng “printing plants" to
submit reparts not later than 30 days after the close of specified reriods. Each egency maintaining a
alling 1ist is required to revise it at least once esch yesr by aaking inquiry as to wiether the
publicetions distributed are desired by the pereonsa to wham addreased.

This echedules doss not cover (a) recorda retainsd by agenciss for on-the-sita audit by the General
Aocousting Offioce; (b) agency memarandun copies which are part of the accountable officars' accounts
(Sehedule 6); and (c) recards which reflsct agency prograes (such as those of {:he Coverrrent Printing
Qffice and the Bwesu of Engraving and Printing) rather then adninistrative mnagcoent functions.

1TEM RECOMAZRDED
RO. DESCRIPTION F RECORDS VETH® (F FILDD AUTHORTZED DISPOSTTION
RECOHDS (OF CQTI}UIND VALUE:

1. Copy, in duplicating ar distribution By socries and there- Diaposal not authorized by
unit, of esch publication, poster, under chronologically this schedule. (Tranafer to
chart, direotive, regulation, booklet, or by established num- Federal Records Center when
gpoeoh, forn, press release, and bering practioe, S years old.)
similar nateriasl. (This item does not
cover oopies and related progran
mterial retained in originating office,)

RECORDS OF TEMPORARY VALUE:

2. Carrespondence files of the unit Conforn to agoncy Disposas 2 years after fils
responsible for the printing, binding, practice; atart a new is closed ar 2 yvers after
duplication and distribmtion matters, file every 2 years. date of docunent if break
pertaining to its administration and in fils differs frm that
aoperation, and related papers, suggested herein.

l. Job or project records containing all

papers and data pertatning to the

planning and ex®cution of printing,
binding, duplicatian, and distribution
Jobe,

Files pertaining to tlw accomplish-

ment of ths Job, containing
requisitions, bills, sarples,

manuscript clearances, and related
papers exclusive of (1) requieitions
on the Public Printer and related
recorde; and (2) records relating to

services obtainad outside the agency.

Fi)es pertaining to planning,
standards, cost and related
teobniosl matteras.

Nurericelly by control
ar requisition qumhar,

By sorise and tharo-
under chranologically
o by established num-
boring practice,
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Dispose 1 year after
oozmplation of job,

Disposs after ] years,
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RECOMLZNDED
METHOD COF FILDG

ITEM

NO. DESCRIPTION OF RECOHDS AUTHORIZED DYSPOSITION

b, Control regiaters partairing to
requisitions and work ordera.

Hurerically by control
or roquisition number.

Dispose 1 yoar after cloes
of fiscal year in which
caopilad & 1 year after
r111irg of register, which-
ever ia applicebls,

S. Mailing 1igts and relatad paterial.

8+ Correspondenco, request farms and Alphabetically by Digpose after approprista
other racorde relating to changoo in nze within miling revision of moiling 1ist
railing lists. group. ar after 3 months, which-
ever 1a esrlisr,
b, Card lists. Alphabstically by Disposs of individual cards
nare . when canoelled or 1evised,
Cc, Plate or stencil mailing lists, Alphabetically: <oy Dispose of plates or atencils
nare within mailing when cancellad or revised,
zroup.,

6. Reports .0 Congress and related records.

a. Agency repcrts to Join! Cocsdtteo
on Printing regarding operation of
Class A and B Plants and inventories
of printing, binding, and relatcd
equipment in Class A and B Planta or
in storage.

Conform to agency
practice.

Dispose after 3 yeers.

bs Copies in subordinate roporting units
and related wark papers.

Conforn to agency
oractice.

Dispose 1 year after date
of report,

. Records relating to internal canagement
and operation of the unit.

Confara l.0 agency
practice.

Disposo efter 2 years.

Iten 1. HKany ageacies depend on their duplication or distribution units to retain recard copisa of all
docurenta of this type. For that reason it ia not possible to authorize by gemsral echeduls the disposal
insuch-units of these coples because the docusmnts are of basic value in documonting the histary end
activities of the agency. If agency proceduros provide for retention of record copies in tha units
originating the documsnt or elsewhare, other copies, including those in the printing or diatribution
units, may be disposable but such determinations mmst be made in the cese of each agency.

Items 2 and 7, Theao aro routine filos reflecting the activities of the eervice oporation group in
adninistering its internal managoment. and operations, Policy documsntation 18 normally available in
files at higher administrative lavels. Tho records are held long encugh to satisfy adninistrative nasds
and have no other eignificent value.

Ttem 3. These {iles are the technical, oparational, production, and related papera pertaining to the
plaaning and execution of the printing, binding, duplication and distribution jobs. The requisitions on
the Public Printer end records relating to services obtainsd outside the agency are not covered by this
iten since they are provided for in Schedule 3, Tha records are retained for a sufficisnt period to
eatisfy administrative and referonco nceds after completion af the Job.

Iten L,
work orders to which production, distribution and cost analysis dats are posted.
when the activities to which they rolate ere completed.

These reglsters are utilized in the operating units to control the receipt of requisitions end
Thelr purpose ia served

Iten 5. These records are utilized in tle maintenance end administration of mailing lists. The Primiing
and Binding regul.ai.ion published by tho Congressional Joint Comittee on Printing requires agencies that
s2intain miling lists to reviso them at lesas!: once a year by making inquiry as to whether the publicetions
distributed are desired by the person ‘o whor addressed., The files have little furtler value when the
garvices to 1tich they relate hove baon performed.

Item 6. The Congressionzl Joint Comwnttee on Printing recuires that all heads of Dovartm:nts or Agencies
operating "nrint.ing plants" submit mnari.s on forms furnished by the Comittee, not later than 3G days
after the close of specified perinmds. These repcrts and related papers are held long enougzh to satisfy
the needs of the agencye.
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* GENZRAL RECORDS SCHEDULE 1k

Informtional Services Records

This echaduls covers certain records created since January 1, 1921, partaining to informational
services perforued by Government agenciea in their day to dey affeirs amd to their relations with the
publlc, It applies to coples of theae recarda wherever located in an agency. The rocorda deecribed
in thie echedule are only a few of the types of records created by Federal agencies in perforrdng theoo
funotions, but in sany offices they are relstively voluninous and may be disposed of after a very short
time, Essentinlly they consiet. of routino inquiries, replies thsreto and other carrespondence in which
no unusual adninistrative decieicns, policies, or efforf.a are involved.

ITEM ; RECRIEIDED
NO, OSSCRIPLION CF RECORDS MCTHOD OF FILING AUTHORTZED DISPOSTTION
RECCRDS OF TEUPORARY VALUE:

1. Requests for publicationa and photo- File all requests, Dispose 3 nonths after
graphs (including applications and acknowledzent.s and aclmownl]edgren!, or
requests mde by forp and by lattaer) roplies together, Culfi1}ment,
arrd acknowledgrente and replies to under a single subjoct,
then, and chronoldgically

thoreundsr.

2. Acknowledgmente of inquiries and File under a single Dispose 3} months of'ter
roquasts t.hat, have boen referred to subject, and acknowledgmnnt,
other Qoverncent agencise for reply. chronologically there-

under.

3. Iottars referring inquiries and File urder a sirgle Dispose 3 montha sfter
requasts to ol.her Govert=ent agencies aubjsct, and referral.
for reply. chronologically therv-

under,

L. Requests for infarmtion and replies By subject or agenoy Dispose 3 nmonths after
thereto involving no administrat.ive f11ing practicei replY.
action, no policy decisions, and no
special carpilations ar research far
reply, including requests for infamation
and inquiries to which replies are nade
by printed ar duplicated rstsrial.

S. Ananymous lestters and latters of By subject or agemoy Dispose 3 months after
canrendai.ion, camplaint, criticiam, and f1ling practice. letter or reply, which-
suggestion and repliee to them, excluding ever 1s applicable,

those on the basis of which inveetigations
ware nade or administrat.ive action teken
and those incorporated in individual
pacsoangl records,

Itens 1-l. These records are of transitory value and after the lapse of period of tim spacifiod will
fot hAve sufficient value to warrant. Lhoir preservation. Inquiries and requssts fram the pudlic aro of
such—nsture that the retention of tho materiel for statist.ical purpoces would servo no significant
purpose,

Itea S. Those anonymous letters and letters of comrendation, cowplaint, criticism, and suggost.ions and
replles for which investigations or adminisi.rative actirn has been talken are not covercd by this item.
The residve are of 1ittlo use in the docurentation of agoncy prograzs and are of no value beyond the
specifiad tire,
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GENERAL SERVICES ADMINISTRATION
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TRANSMITTAL IETTER BO, 3-7

i . 4

Washington 25, D. C. o August 31, 1955

REGULATIONS OF THE GENERAL SERVICES ADMINISTRATION
TITLE 3, FEDERAL RECORDS

Tos

1.

2.

Beads of Federal Agenries
Material Transmitted

Attached are revised item lrand related minor changes of other items
of Genpral Recorde Schedule 1; revised items 15 and 16 of Oensral
Records Schedule 2j revised item h of General Records Schedule 3; re-
vised subparagraph a. of the third paragraph of Genesrul Records
Schedule L3 rewvised appraisal of item S .of General Records Scheduls 6}
and revised appratsal of item 5 of Gensral Records Schedule 9.

Na turs of Rewvistons

Revised item 1 of General Records Schedule 1 authoriges disposal of
the personnel folders when their values for reemployment and retire-
ment have been exhausted; minor changesrnof phrasing in other parts of
the schedule are necessary as a comsequenos.

Revised items 15 and 16 of General Records Schedule 2 clarify the
coverage of the items to specify that the records involved are not
General Accaunting Office records.

Revised item L and related revisions in the introductory parmgraphs
of General Records Schedule 3 make the item consistent with a records
retention requirement in the Federal Property and Administrative
Services Act of 1949, and extend coverage of the schedule to agency
procurement records reflecting tramsactions under broad delegations
of authority from the Admintstrator of General Services to procure
for Government-wide purposes.

Subparagraph a. of the third paragraph of General Records Schedule 4
is revised to correct the numler of the form entitled, Sale of
Qovernment Property, Invitation, Bid, and Acceptance, to read Standard
Form 114 instead of Standard F .

Revised appraisal of item 5 of General Records Schedule 6 clarifies
cowerage to spectfically exclude certain items such as income tax
records, social security reports, Federal Employee retirement ac-

counts, and other similar recordsr

Revised appralsal of item 5 of General Records Schedule 9 makes it
confarm to the language and requirements of General Regulations

Noe 123 of the Comptroller Genersl, governing transportatian request
procedures for the Government.
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3.

- contained in the following House Reportss

SUPERSEDED '

Authority for the disposal provisions in these revised schedules is
2471 (Gemeral Records
Schedule 2), 82d Congress, 2d session, 573 (General Records Sched-
we 9), 1076 (General Records Schedule 6), 83d Congress, lst ses-
sion, and 1580 (Qeneral Recards Schedules 1 and 3), BLth Congress,
1lst sesston,

Supplies of Schedules

Iinmited numbers of coptes of General Records Schedeles may be obtained
by agency recards liaison offices, designated in accordsnce with sub-
section 102,06 of Chapter I, upon request to the Records Management

Division, Nattonal Archives and Records Services

L.

Page Changes

Remove

Appendix B, GRS 1
(7=10-53) and (10-4-54)

Appendix B, GRS 2
Page 4 (10-L4=54)

Appendtx B, GRS 3
(7-10-53) and (10-4=5k)

Appendix B, GRS 4
Page 1 (7-10-53)

Appendix B, GRS 6
Page 3 (10-u-5k)

Appendix B, GRS 9
Page 3 (10=4=5L)

Se Effective Date

The Regulatirns transmitted herewith ahall become effective October 17,

_ =i

1955,

Attachments

GSA—WASH DC 56—1921

Insert

Appendix B, GRS i
(8-31-55)

Appendix B, GRS 2
Page i (8-31-55)

Appendix B, GRS 3
(8~31-55)

Appendix B, GRS L
Page 1 (8-31-55)

Appendix B, GRS 6
Pager3 (8-31-55)

Appendix B, GRS 9
Page 3 (8-31-55)

EDMUND F. MANSURE
Admdnistrator
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Appendix B
GEN®AAL RECORDS SCHEDULE 1 (8-31-55)

Civilian Personnel Records

1 . 1

Agsncy civilian personnel records relate to the supervision over sand managemant of Federal civilian
employees, for the zost part pursuant to regulstions of the Civil Service Cammission, ths staff agency
charged with the adrinistration of the Civil Service Act, and related regulaf.ions, orders, and legisla-
tion, Thie achedule covers sll perocnasl folders of civilian erployees whose employment terminated on
or after Jancary 1, 1921. It covers aleso all other records relating to civilian personnel created since
January 1, 1921, wherevar located in an agency, exclusive of (a) copies of loyalty and other investigative
filee, (bs progran records of the Civil Service Commission (including records of Boards of U. S. Civil
Service Emaminers and Cormittees of Expert Examiners, regsrdless of the custodian), and (c) records of the
Bureau of Employees' Corpensstion and the Public Heslth Service maintained pursuant to statutory Goverument-
wide responsibilitise for the health and welfare of OQovernment erployeeas. Records of agency unita func-
tioning as staff personnel policy groups, rether than as operating psrsonosl units, are oot covered by this
achadule,

The Officisl Personnel Folder, a case file documenting ezploymsnt undar rules and regulations of the
Civil Service Commission, was established in 1947 by the Federsl Personnel Manual (Rl 35-39) aod consti-
tutes the May record relating to most civilian perscansl. Exscutive Order 10561 (September 13, 1954)
provided that comparable records be kapt ccvering employees of the exmcutive branch outside of the
cagpatitive service.

Prior to 1947 the cootents of personnel folders varied scmewhat according to agency practices, These
practices, howsver, bave been essentially eimilar since about 1921. Specific personnel forms, euch as the
Notification of Personnel Action (Standard Porm 50), have bean standardised eincs 194l.

An suxiliary to the Official Persomnel Folder is the Service Record Card (Staxdard Form 7), a
mandstory form vhich replaced multiple types of eimilar forra used in ths agencies. The Official Person-
nel Folder and Service Record Card sre described in Civil Service Handbook S-812, Basic Persomnel Records
and Filas Syatem for Federsl Agencies, which prescribes a simplified system of record keeping for Federal

19

The Official Personnsl Folder, which travels with the Federal employee sas ha movas from agency to
agency, contains papers of long term value, listed as such in the Federul Personnel Manual, on the right
hand side, and papers of short teru value on the left side. Until r 1961, the contents of the left
hand side of the folders were described in detail in the Federdal Persourmi Manmuwrl;—MNow, howaver, only the
records required to be kept on the right hand side ars descrIbed In defall,

Records norwally maintained in addition to the official folder and its relasted service record card
concern phases of personnel administration involving the selsction of personnel and the supervision over
the work history and on-the-job performance, as follows:

Position classificaticn: These records include copies nf position claseification sheests
and related records,

Racruitmapnt and selection: These include interview filees and related data.
Tralning: Theee include evidence of skille acquired and mmde svailable to tha agancy,

Other records pertaining to individual smployess normally include assrvice record cards and various other
controle asintained for purposes of convenience at the operatiag levels; agency dispensery reoordsj and,
for the period of World War II, draft defermesnt recorda.

Provision ia nade in this schedule for the dispoeition of eopies of forms either duplicated in the
Official Peraomel Folder or maintainsd in separata personssl files, as well as files maintained for
tamporary proceesing or expediting purposse. This achedule slso covers sorrespondence files not relating
to individuals maintained by operating persoannsl officae, involving their sdministration and operation.
The disposition of pay and payrolling records, normally maintainsd by agency fiscal units, ie provided for
in Schedule 2,

ITENM RECOMMENDED
KO. DESCRIPTION OF RECORDS METHOD OF FILING+ AUTHORIZED DISPOSITION
1. Personnel folders excluding (a) Alphabstically by (a) See pages Rl 36 of the
folders or group of foldere selected nArm,. Federal Personnsl Ranual
afreacribed methods of filing are indiceted by referral to the issuance prescribing themi those recoa~

mended under the provision of Seo. 505(a) e¢f the Federsl Rscords Act of 1950 (Ll U.S.C. 395) do
not refer to an established authority. Amy nsw regulations or directivee that may be issusd froa tisms
to time will superseds thess recammsndations.
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Appendix B

(6-31-55)

ITEM
m.

3s

Se

DESCRIPIION OF RECORDS

by the National Archives; (b) folders
cavering pericds of employment terwin-
ated prior to Janusry 1, 1921; and (¢)
PaPers oo the left or the so-called
®taporary® side of the folder, which
are authorized for disposal by Gensral
Racorde Schedule 1, item 11,

Sarvice Record Card (Standard Form 7
or its equivalent).

Position deacriptiona pertainiag to
positions abolished after Septamber 1,
1950, and descriptions superseded
after that date,

Correspondence in the operating pervon-
nel office and its subordinate units
relating to thsir sdministration and
operation,

Correspondenne, letters, and telegrams
offering appointmentsd to potential

erploywes,

SUPERSEDED

QENERAL RECORDS SCHEDULE 1

REOCOMMENDED
METHOD GF FILING

AUTHORIZED DISPOSITION

In sccordance vith Civil

Service Handbook $-812,

Basio Pereonnsl Racords
iles stam for

E.n 88, Oct.

In aocordance with Civil
Service Handbook S-812,
Basic Personnel Records
[ea Syotan Tor
Federal es, Oct.

» Pa

By subject or agenoy
£11ing systam) start a
nav file every 3 years,

Alphabetically bty name.

SUPERSEDED

for inatructions relating
to folderwcof smployees
transferred to another
agency. (b) Transfer
folders of separated en-
ployees to inactive file on
separation in accordance
vith the Federal Personnsl
Manual, 1 3 for De-
partmsnt of—Defense—trans-
fer folder to Federal
Records Center, St. Louies,
Missouri, 1 month after
peparation) for all other
agencies, 1 year after
separation. (1) Dispose
75 years after birth of anm-
ployee or 60 years after
date of earliest document
in the folder if date of
birth cannot be ascertained,
provided employee has been
paparated or retired for at
least S years; or (2) Dispom
S years after death of em-
ployee, whichever is sconer,

Transfer to Federul Records
Center, St. Loule, Miesouri,
S years after Year of ea~
ployee's soparation or
tranafer to another ageacy,

Retain one copy. (See item
8 for disposal of other
position deecriptions.)

Dispose } yeare after file
ie closed or ) years after
date of documant if filing
afrangumeat differe from
that suggeeted herein.

(a) If appointment is ac~
captad; Deatroy imediate-
1y. (b) Ir appointcent is
declined; (1) Return to
Civil Service Camxiesion
with reply and applicatiam,
if pazn was reoceived fron
certificate of eligibles;
(2) File inside applica-
tion, if nffered as a
result of application for
tazporaly or excepted ap-
pointaent, and dispoes of
in accordance with provi-
alons in itea 16 (3) Al
otheru: Dispose izmdiate-
1’.
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OEKZRAI, RRCORDS SCHEDULE 1

DESCRIPTION OF RECORDS 3 .

7.

9'

10.

12,

13‘

Certificate files, consiating af:

a. Requeets for certificates uf
eligibles.

b. Certificates aof eligiblee.

Exployee record cards used for

informational purposes outside

per?snml offices (euch as Form
m- [}

Poaition descriptions (copise other
than thoae provided for by item )).

frployee intarviswv records,

Duplicate case files of efficiency
rating boards of reviaw, copise of
vhich have baen forwarded to the
Civil Service Caxxiseion.

RECOMMENDZD
MSTHOD OF FILING

Pile requests aud cer-
tificates by certificate
number,

File requests and cer-
tificates by cartificate
nuxber,

In accordance with Civil

Service Handbook S-812,

Basic Persanpel Hscords
o8 Syn or

Federal Agancias, Oct.
5% Fart T 2 and

(-] 2

In aocordance with Civil

Service NHandbook S-812,

Basio Perwonnel | Racords
[ tea for

m‘.m&u cles, Oct.

Alphabetically by name,

Alphabetically by neme;
otart a nev file every
Year.

0SA Reg. 3
Appendix B
(8=31-55)

AUTROXIZED DISPCSITION

All copies of correspondence apd forms
pRintained as tacporary records on the
left side of the Official Persomnel

Polder in accordance with the Federal

ersonne 1, Chapter R1, pagee
%3:39. !

position idemtifiocation etrips, nsed
in service control file (such as
Standerd Form 7) to provide sumnary
data on each position occupied,

On left side of folder,
chronologicallye.

In acoordsase with Civil
Service Ramibook S8-812,
Basic Perwonnsl Rsoorde

aod Filee Eiﬁ Tor
Pederal Xgepcles, Oct.
EE:EEbu

Alphabetically by nemw)
start a new file every

S yesrs or svery 2 years,
aB appropriate.

Eeployee euggsstion casa files, includ-
1ng files releting to managermnt
improvemont suggestions consjdered under
Title X of P. L, L29, 8lst Congrees, or
oparable legielation,

SUPERSEDED

Disposs 2 years after date
of certificate.

Diepose 2 yoars after date
of certificate.

Dispose on tranafer to
another sgency or bureau or
on esparstioa af eaployes,

Dispose wvhen poaition is
abolished or desaoription
1s superssded,

Place in inactive file on
transfer or separation of
exployee and start new ip-
active file evary 6 moaths;
disposs of inactive file 6
nonths after it is closed.
If £11ing acrangemmnt dif-
fere fram that suggested
herein, disposs of records
6 months after transfer or
separetion of exployee,

Dispose 1 year after olosing
file; if filing arrangement
differe from that euggested
herein, dispose of records

1 year after coxzpletioa of
cess,

Dispose on trunafer or
separation of emplcyes,
or when 2 years old.

Dispose vhen position ie
canceled or nev strip ie
prepared.

After cloeing case transfer
to inactive file arranged
in same way as active file
bul. cloead at end of each
yoar; diepose of (a) basic
copies S years sfter clos-
ing of the file; (b)
duplicate copiee 2 yware
after close of file.
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DESCRIPTION OF RECOFDS

GSA Rag. 3
Appenciix B
(8+31-55)
ITEM
m.
k.
15.
de
be
16.
17.
18.
&,
be
Oe
d.
15.

Case files on rewards for supsrior
accorpliehment, under Title VII of
the Claasification Ac® of 15U9.

Notifications of perecnnsl action,
exclusive of thoze in Official
Personnel Folders,

Chronological file copdes,
including face sheéots.

A1l other copies.

Applications for ezxploy=Bnt and re-
lated papere, excluding (a) recorda
releting to appointments requiring
Senatorial confirmation, and (b)
applications reaulting in appointumnt
filed in the Official Personnsl
Folder (covered in item 1 of this
schedulse),

Statistical reporta in the operating
personnel office end subordinate units
relating to persannsl,

Correspondence and forms in operating
personnel offices relasting to Individusl
erployees not maintaiosd in Official
Personmsl Folders and not providad for
eleevhere in thia achedule,

Correspondence and forms relating
to pending personsel actions.

Retention registere (inclurding card
filea acd related papars) from which
reduction-in-force actions have bean
takrp,

Retention registers (including card
filee and related papers) from which
no reduction-in-force actions have
Been taken,

All other correspondeace and forms.

Copiss of documents duplicated in
Official Perscunel Foldere and not pro-
vided for elsevhers in this achsdule,

RECOMMENDED
METHOD OF FILING

Alphabetically within
fiscal yearjy atart nsw
file sach fiscal year.

In accordance with Civil
Service Handbook S-812,
Basic Parsonnel Records
and Files Systes for

Federal Aégncieu, Oct.
[ o

Alphsbetically; atart a
new file every year.

In accordance with in-
spection requiremsnts
of thoe Civil Service
Cormission as atated in

Chapter A7 of the Federal

Persannel Mapual,

By report and chrono-
logically thereumier.

Not applicable,

In accordance with
Chapter R3 of the
Federal Personnel Manual.

In accordance with
Chapter R3 of the
Federal Personnel Manual,

Alphabetically by name}
start a new file every
6 wnw.

Alphabetically by nane;
start e new file every
6 months.

SUPERSEDED

AUTHORIZED DISPOSITION

Start new inactive file

every fiacal year; dispose

of each ywar'te file 6 .
montha after close of that

fiacal ywar,

Dispose after 2 years.

Dispoae after 1 year.

Dispose upon receipt of
Civil Service Commission
report of inapection or
when 2 years old, vhichever
is eerlier, providing the
reQuirezents of Section
A7-4B.04 of the Federul
Personnel Manual are
obasrved.

Dispose 2 years aftar date
of rsport,

Dispoae when action 1is
completed,

Dispoee after 2 years.

Dispoae ulien superseded.

Dispose & montha after file
is closed or 6 months after
date of docusent if filing
arrangenent differe fronm
that suggested herein,

Dispose 6 months after file
is cloaed or 6 months after
dato of document if filing
arrangenant differs from
that suggeated herein.
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DESCRIPTION CF RECGRDS : .

22,

23,

Piles pertaining to the deferment of
Federal employees from allitary trainigg
under the Selective Sarvice and Tratning
Act of 1940, ee amended (sxcluding records
held by the Selective Service System and
the Reviev Committee on Defermeat of
Oovernment Exrploywss and their predeceseor
and succeesor agencies).

a8, Reporta to the Review Committee on
Deferment of Ocovernnant Exployeee or
its predecessore on the Selective
Service status of employeas (WMC Form
27 or equivalent),

b. Gequasts for occupatianal dsferment
(DSS Form L2, L2a, or equivalent) and
all supporting and accoapagyiag
pPapere,

Ce Appesle to the Review Committee on
Defoerrent of Oovernment Exployees or
its predecsssors for cocupstional
deferments and all accompanying snd
supporting papers.

d. Correspondence between individuel
sgencises amd the Asview Cozmittee on
Defermont af Governcent Employese and
ita predecessore,

8. Requests to the Review Committee on
Deferment of Govermmont Employwes and
its predecessors for the designstion
af certain positicna se "Key Positions.”

f. Reports made within an sgency by
individual exploysase on their
Selactive Service atstus,.

Individual bealth record cards,

Loge or registers of visits to
dispensaries, firet aid roans, end
health units.

s. Mere information is suczarised
on statistical reports.

b, Whers information is not sumnarised
eleerhere.

Health record case files, corpriocing
forns, correspondence, and related
papers documenting ezployee mwdical
history, except pre-amployment physical
examinations, disebility retirement
exaninaticas, and fitpeas for duty
exarinations which xxy be made a part
of or associated vith the Official
Persoanel Folder or may be retained
separately.

RECOMMENDED
METHOD QF FILIRO

Conform to agency
practice.

Conform to agency
pruntice,

Conform to agenoy
practiee,

Conform to egency
praotice.

Conforn to ageacy
prectice.

Conform to agency
practice,

Pile vithin year slpha-
betically by aamm. Set
up nev file svery year

and bring cards forvard
from previous yeare to

it vhen individual coa-
corned is treated.

Chropnlogioally.

Owuvonologically,

Alphabeticslly by neme.
Sel. up new file each
year and bring forward
from previoua years
files related to an in-
dividuel shen that in-
dividual is treated.

SUPERSEDED
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AUTHORIZED DISPOSITION

Disposs after 6 monthe.

Dicposs after 6 months,

Dieposs after & moothe,

Dispose after 6 monthe.

Dispose after 6 montha,

Disposs after 6 moaths.

All cerde pectaining to sn
individual to be disposed
of 6 yeare after date of
last entry on the cards
pertaining to hinm,

Disposs 3 months after last
date oo log or register.

Dispose 2 years after last
date on log or regiater.

Dispose 6 ywars after date
of last papers in the file.


https://regiJlt.ar
https://ai:1t.17
https://110.nt.ba
https://ottid.al
https://aa10c1lt.ed
https://prwv101.La
https://document.1.ng
https://Al.phabet.ical.17
https://cOJq>rlai.ni
https://report.II
https://au:c&ri.ed
https://Committ.ee
https://Defen.nt
https://Com:d.tt.ee
https://lllrl.ev
https://1ndb1.do.al
https://dat�n.nt
https://�t.at.wi
https://Report.II
https://Coadtt.ee
https://Serrl.ce
https://Select.in

aoh e 3 SUPERSEDED u

Appendix B

(8-31-55) GENERAL RECORDS SCHEDULE 1

ITEM RECO MMENDED

0. DESCHIPTION QF RECORDS MEYHAD (P P1LIRO ! AUTHORIZED DISPOSITIOR

2. Copise of etatistical summsriss and Ry report and chrono- Dispose 2 yeara after date
reports relating to esployee health logically thersunder, of sumnary or report,
retaiasd by reporting unit, and related
papers,

25. Certifieates of perfomance rsting. Conform to agency Disposs after 1 ywar,

praotioce,

Item 1. The Official Personnsl Polder, pramulgated in 1947 by the Pederal Persommel Masual (Rl 35-39),

16 considered to ba the official record docw®nting employment hiatory, The documents filed on the right
side of the folder, which "travels” with the employes throughout his Federal—caresr, comprime papera which
give legal foroe amd effect to appointments and all other personnsl transactions, and which reflect
minimm data on Job performance. After carefully considering the various values inherent in thses folders,
an Ad Hoc Cozxttee on the Disposition of Perzonnel Foldere, consisting of representatives of the Civil
Service Cazmieesion, the Gemnral Accounting Office, the Budget Bureau, and the (ensral Servicee Administra-
tion, reported to the Adninletretor of Qeneral Services on Decezber 131, 1952, that the folders did not
have eufficient value to warrant presarvation iadafinitsly beyond the time they were required for adjudica-
tion of retirement clainms,

Bxecutive Order 10561 of Septamber 13, 195L, dessignated Official Personnel Folders as records of the
Civil Service Comaission, but comparable folders of eZploy®ae occupying positions excepted from the
compatitive civil service are records of the exploying sgencies, Theee recorde have the ease values as do
Offiocial Personansl Folders, and they mre therefore iacluded in the coverage of thia iten.

" Amy historical valus that personnel recorde as a clase may have relates primarily to the individual,
not in hie capaoity as a Federal smployee, but rather becauss of his poeitian in the hierarchy of the
agency or becauss of his fame or notoriety as an individual, It would oot be reasonable for the Federal
Governmsnt to keep the filee relating to millions of exployese on the gemble that a hiatorian or biogrspher
mght soms day find in ons of the folders the miesing clus to some aspact of the life or oareer of an
individual who later becams famoua., On the other band, the National Archivee can identify the folders or
groups of folders, particularly those relating to smployese with periods of employoent prior to atandard.
isation aof the folder in 1947, that may contain papers of eufficient historical icportance to warrant their
retention. This selection will be made prior to disposal of the remainder of the files,

The irportance of personnel folders in retirement procesdinga and in dstermining the pension rights of
formsr Jovernment ezployeea requires that the files aof those covered or potentially eubject to coverasge by
a retirement syaten be retained until thess pension rights have been finally determined.

Retirement bensfits may be obtained after varying periods of service and at various ages, but it is
reasonabls to sevwme thai former employees will apply for tlhiese benefita before they sre 75 years old.
Consequently the retention period for the folders is set at 75 years after ths employee's birth, or, if
informatioa as to date of birth is lacking, at 60 yesre after the date of the earliest documsnt pertaining
to his amploymmnt, Siailarly, the folder may be dispoeed of 5 years after the death of the employwe cn
the grounds that his retiresent righta have by thsn been determined.

Item 2. These servioe record cards are officlal aunmaries of the ealient facts of amployment history that
are maintained by personnel offices to obviate frequsnt references to personnel folders and to be used as
the official record in lieu of lost folders. The cards serve ss a central record, and have continuous
significaare as a concise reference source after transfer or ssparation of tha employwee,

Iten 3. Thess desoriptions must be retsined indefinitely in order %o proteot fully the job restorstion
rights of peraons who are furloughed to enter the militsry aervice under the 1948 Selective Service law,
Thesa rights involve reetoration to the permansant position held ae of September 1, 1950, whan personmnel
acticna becaws terporary under Exmcutive Order 10180 and related legislation.

Items i and 5. Theee files reflect the operation cf the personnel office in administering the agency per-
sonnsl program, and that of the subordinate branches cherged with individual phases of the progran. BEnm-
ployment policy ie normally reflected in agency filee at higher alministrative levela. Files covered by
iten L aerve tamporary administrative rseds involved in the daily problems arising in personnel work, and
the retention pericd indicated is adequate to serve such temporary nesds. Correspondence relating to
individuals who receive appointments ie provided for elssuhere in this echedule, and ites 5 relatee to
routine papera raflectiag pre-appointment negotiationa with potential appointess.

Item 6. These forms relate to requests rade by the agency to the Civil Service Commisaion for lists of
slld%les from astablished registers. The certificate itself is of 1ittle administrative value onoe
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decisions have been taken with respect to the names certified.

Iten 7. Optional Form L was developed as an informational record for operating units eerved by the per-
aonnsl office to obviate requests for employee service and related data, Once the employwe leaves the
operating unit, the card is of no further admnistrative value, Ths permanent summary card record is
maintained on Standard Form 7 (see item 2) by the perecnnel office itself,

Itea 8. Position dascriptions, used in classification wrk and in employrmsnt control, sre of value as
continuing personnel documents wvhile the descriptions they contain are still velid. Except for descrip-
tions which may be of continuing value becauss of their aptoess of cantent (vhich may be retsined as non-
record reference msterial), these rocords are of little value after they are euperseded or obeolete.
Descriptions of poeitions aboliehed and descriptions superseded after Septerber 1, 1950, are retained for
the epecial ressons noted under itsn 3.

Iten 9. These are primarily employes relations files and involve entrance and exit interviews, and inter-
vIews involving complaints by or sgainst the employee. Any action tsken by reperisand or otheruiss is
docunented on the right hand side of the perzoansl folder, EScm» agencies place these records on the left
eide of the folder, to be disposed of on transfer or aseparation.

Iten 10. Theee are duplicates of papsrs submitted by members of Boards of Review to the Civil Servics
Tonrdesion on teemination of their terrm of office.

Item 11, Theze are temporery papers dealing either with the inception of persomnsl sctions docunentsd on
the right hand side af the Official Personnel Folder or vith administrative matters, and are of adminie-
trative valus only for a short time,

Iten 12. These vieible strips, which are maintsined with the service record card files, provide swmary
data on each position occupied. They have no record or raferencs valus when the related poaitions are
cancalad, .

Iten 1). These are case files accumulated under agency beneficial suggestion amd management irprovement
prograns. They have administrative value in evaluating nsv suggestions and in documsnting current
practices and procedures instituted as a result of Lhe suggestions. The diasposal period is sufficient to
eatisfy administrative needs either in reference or in docurenting current practices, A lapase of five
yeare after closing of the file wil) provide for normal reference needs,

Item 1, These are primarily copiss of reports submitted to the Civil Service Commiesion. The copies are
velue to tte agencies after a short period following submittal of the report,

Iten 15. Copiss of aotifications of personnsl action (other than the Official Personnel Folder copy)
ch have adrministrative or fiecal use are the pay copy, which is to be dispoeed of uniformly with other
s, and the journal ection copies, which will be retained for two yeare, in accordence witb ths
provisicn of Rl-2 of tha Federal Personnel Manual, to satiafy iaspection requirerants,

Item 16, These files are involved in agency recruitment. and appointment activities wvhich are eubject to
Commlesion inspection to ensure that applicable rules are being obssrved. The application files are held
for a sufficient period to serve the inspection needs of the Comniasion as well as the administrative
needs of the agency persannsl offics. Papers pertaining to succssaful applicante are retained for a long
period as part of the personnsl folders described in item 1. The filss covered by this iter, however,
irvolve pending or unsuccessful applications,

Iters 17. These reports, which are required adminiatratively and by the Cammiesion on many phases of per-
sonnel sdminietration, are normally consolidated into spumary reporta submitted to higher edminiastrative
lavala, or are so detsiled as to have no further adminiatrative value sfter the period iadicated,

Iten 18, This itenm is intended to provide for ths mass cf local and other forms and correspondence which
are not plsced in the Official Personnel Folder because the Federal Personnel Mapual does not require it
or because it ie deermd not to be edminietratively necessary to do so. Panding pervonnel actions, includ-
ing thoee reaulting from reduction in force proceedings, are docurented in the Folder, which is held for
a long period (item 1), and the papere here described are esmentially working papsrs which rapidly lose
their value as organisastional and personnel chenges render them noncurrent. Oenerally, the other files
covered by this item relate to aepects of erployment history which are alao documented in the afficial
folders or in fiscal records to be retained for a long period by the provisiocna of this schedule, and
therefore are af little adminimtrative valus after relatively short periods,

Iten 19, These are copiss of forms relating to pereonnel actions aod other matters involving the employee
sulmitted to the perscnnel office by the operating uall, initiating the form,
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Item 20, Theee records, created by Federal agenciee ap a result of operations pursuant to the Selective

and Training Act of 19L0, as amsnded, are of no further udminietrative value to the agenciea.
Actions taken with respect to individuals hava been documented in Official Personnel Folders or .their
equivalents existing prior to 1947,

Iters 21 and 23. Theee are the coptinuing records of treatment of iadividual exployees; any correspond-
ence, memorands, or other data are filed in the sams jacket. Jourmal eantries are made on record cards or
comparable forms recording each visit of the patienf,, brief diagnozie or statement of referral to private
doctor, and treatment given, if any. The documents deermd of long term value by both perzonnel officials
and nedjcal officials are normally filed in the Official Psrsonnel Folder (item l1). The remainder of the
papera in each file are of only epheceral interest. The records have no historical value; they are not
of value for documenting health activitiees; medical officers believe that if no new data have been
obtainad during the retention period specified, they are of no value medically; and their edninistrative
utility is linited by the five-year statute of limitations on cleims for employess' coxpensation.

Item 22, These are journals on vhich are recorded the name of each patient, date on vhich he cama, and,
often, other identifying dats, time spent, and a very brief notation of the illneee or injury that
prorpted him to coms. The records are occasionally used for administrative purpomea for about one year
after they are created, but not longer. 'They have nc historical value and no valus for documenting the
history and functions of the dispensary, first aid roam, or health unit; medical officera acate that they
have no oedical valus., Since their only adninistrative use is for etatistical purpoesa, it is possible
to diaspose of thoas which are statietically summarised almoet imrediately and the statistical utility of
the othars 1s exhansted within the alternate period specified.

Item 2l, Theas are retained copies of reporte and aumriaries coxpiled by a health unit for trensmission to

adniniatrative echelone, where they are used in combination with other reports for statistical and
nerrative anslyeis, and of informatiopal copies of analy=es tranamitted to health units by higher adminise
trative echelons, In either case, significant data are available at the higher echelons and the records
are of no utility in health unite beyond the period of times specified,

Itema25, Thess filas consiat of certifications by each supervisor that he hes rated ezployeas under his
Jwrisdlction and haa discussed the rstings \dith them. The certificationa provide the necessary documanta-
tion to support the processing of periodic salary increaees, and for the recording of other than
"satisfactory® ratinge on tha retained service record cards (item 2 of this schedule), After such record-
ing these certificatione bave no value,

SUPERSEDED


https://healt.kl
https://report.II
https://recol"d.11
https://Jollmal.11
https://l.W.t.ed

10.

12,

13.

SUPERSEDED

OENERAL RECQRDS SCHEDULIE 2

DFSCRIPTIOGN OF REGQRDS . 1

b. All otbers,

Leave recard cards, mintained inde-

pendently of pay and earning recards.
(Including Standard Farm 1130 vben
used as a leave recard.)

s. Final ocards showving accumlated
leave on esparatian,

b. All other cards,

Records of leave dete transferred (snoh
es Stamiard Parm 1150).

Notificaticms of persomnel aotion, ex-
clusive of those in Qfficial Persamsl
Folders,

a, Pay ar fisosl oopy.

b. Chranologionl file coples, includ-
ing face sheets.

0, All othar ooples.

Copies of budget autharisatians to
operating tnits that aontrol perasammsl
oeilings and perscamsl aotioms.

Menaraniup copies of payrolls, cbeok
lists, and relsted oertification sheets
(such ss Standard Farms 1013, 1128, or
equivalents).

e, Security coples cf cocurents pre-
pared or used for diabursement by
Treagary distursing affices, and
related papera,

RECOMERDED
METHOD OF PILIRG

Al phabetioally by nans;
start a nev file svery
yoar,

Alphabetically by namm)
start a nev file every

2 years if Standard Fore
1137 ar ita equivelent
is used, and evary pay
pericd 1f Stamiard FPore
11302iscused,

Alphabetioally by nammj
start a nev file every

2 yearssif Stamdard Forn
1137 ar its equivalent
ie used, and every pay
pariod if Standard Parm
1130 e used,

Alphabetically bty pamng
start a nsv file every

Year,

By pay period with other
pay records.

In acoardance vith Civil
Service Aaxibook S-812,
Bagic Persamnsl Records
apd Files System far
Pedaral Agencies, Oot.
1950, Part IB 4.

Alphabetically; start a
pev file everyear,

By arganizetion.

Chronologically by pay
period,
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AUTHORIZED DISPOSITICH

Dispose 1 year after file
ie closad or 1 year after
date of appliostian 1f

fi1ling arrangement differs
froo that suggested berein,

Dispose after 10 yesre.
(Close file at and of year
and transfer to Pederal
Recards Center, St. Louis,
Missouri, 3 years there-
after; dispose 7 years
after transfor to Center,)

Dispoes 3 yoare after awudit
of relsted pay recards.

Diepose 2 years efter file
is closed or 2 years after
data af docunsnt if filing

arrangumat differs from
that snggeated berein,

Diepose 2 years after audit
of related pay records by
the Cenaral Aocounting
Qffice.

Dispose afier 2 years,

Digpoas after 1 year,

Dispose vhen suparssded.

Dispoae wvhen Federal
Aocords Cexter receives
second suhsmquant payroll
ar check list covering samm
mayroll mit,
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ITEM RECOMENDED .
RO, QERIEIIQ OF RECCRDS METHOD QF FILIRG ; AUTHCRIZED DISPOS ITICK
b, A1l other copies,
(1) where earning recocrd card is By pay periocd with Dispose 2 years after audit
mintained other pay reoards. Y7 the Gemsral Accowdting
Qffice,
(2) Whare earning record card 1s By pay period wvith Dispose vben 10 yeers old,
pot maintained, other pay reoords. (Tranafer to Pederal

Records Center, St. Loules,
Missouri, vben 3 years old.)

14, Payroll oonteol raiilura (auch ae By pay period wvith Dispose 2 ymares after audit
Standard Fora 1125), other pay reoarde, by ths Qeneyal Acoounting
Qffioe.
15. PaJroll change slips exolnsive of those
in Qfficial Personnel Polders (such as
Stamxiard Para 1126),
a, Copy used in Cenersl Accounting By pay period vith Diapose 2 years after audit
0ffice sudit. othar pay reocrds. of related pay records by
the Oeneral Accounting
Orfice,
b. Copy used by disbursing officer in By pay period, there- Dispose after preparution
preparing checka, under alphabetieally of cheok,
Yy wams,
c. All other oopiss, By pay period, there- Dispose 1 memth after end
wuder alphabetically of pay period,
by nams.
26, Memorandum oopies of fiscal achednles .
involved in payroll prooessing,
a. Copy used in Censral Accounting By pe ried with Dispose 2 years after audit
Oggco audit, ot.horyps; reoards. of related pay records by
the Ceneral Accounting
offics,
b. All otphsr oopies. Variss vith agency Dispose 1 month after end
praotioe, of pay pericd,

17, Adzinistrative reports and data relsting
to payrolling operations and pay adminis-

tration,
a, Reports end date used far workload Confarn to agency Diepose after 2 yeoars,
and perscnnsal management purpoaes. practiee.
b, All other reparts and data, Conforn to agency Dispose after 4 years.
practice.
18. Withholding tax exsmption oertifiocates Alphabetioally by Dispose 4 years sfter cerd
(such ee Internal Reverue Parm W-4). pams, ie supersedsd cr obsolete.
19. Returns an inocme texes withheld (such By return and ohrono- Disposs after . years.
as Internal Reveous Porm W-2), logioally thereunder.
20, Reparts of uithheld Federal taxes and Conforu to agency Dispose after 4 years.

ralated papers (including records relat-  praotice,
ing to incame and social security taxzes),

21, Retiremsnt reparts and registere. Chronologieally, Dispoaa after 4 years.
Item 1, These are tho officisl oentralized pay records maintained by agencies beeping such reccrde under

Qensral Regulstions No. 102 of the Comptroller General or an adaptation thereof, Summries of service
are alzo normally jincluded. In agencies under payroll site audit, this centralised reoard is the caly
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+  Procuremsnt and Supply Recorda

Agency procurereni. and supply recorda include the papere and files involved in obtalning goods and
non-personal services, controlling the volume of etock cn hand, reporting procuremmot needs, and related
aupply matters which are part of daily procuremsnt operatjons rather than staff or policy functiocas.

The basic procurement files reflect a considersble range of procedure, frop eimple amsll purchases to
coplicated prins contrector amd eubcontractor operations,

This achedule covere procurement files dated since 1B9L, when auch filss began to be eonewvhat
standardized, 411 contract recorda prior to 189k, for example, are not of perrianent valueg hut their
unstsndardised nature cakee it neceasary for theae older files to be evaluated on their own merits and
they are therefore not covered by this achedule, Frequently copies of prucurenent papers becoxs intagral
parts of other files in the agency, aucb as project files of varioua types or general eubject files
pertaiaing to progran operationaj such copies are not cavered by this schedule because they cannot be
considered and evaluated eeparately from the files of which they are a part,

This schedule does nol. apply (Lo recorde held by the Genersl Accounting Office or to those of the .
General Servicee Administration reflecting Govemmment-wide prucurement responsibilitise. It applies, how-
aever, to records af other agencies to wvhich the Adniniatrator of Oeneral Services has made delegations of
authority, under Sect.ion 302 of the Pederal Property and Adninistrative Servicas Act of 1$L9 (L1 U.S.C.
252). Normally originals af papers required by the Comptroller Oeneral to be malgptained for eite audit,
or to be physically Lianaferred to the Qeneral Accounting Office for centralized audit, technically
constitute aegrents of accountable officers' accounta, These original papera are therefore excluded from
coverage in this echedule for the raasons set forth: in Schedule 6. Similarly, thie echedule does not
apply to documants aubmitted to or created hy other coordinating or regulatory agencies, such as the
National Preduction Authority, the Ecomomic Stabilization Agency, and othere, in the course of their

progreo operations,

In no event may dispoaal be made of recorda pertalning to accounts, claims or demanda involving the
CGovernpent of the United States which have not yet been eettled or adjusted by the Oeneral Accounting
Office without written approuval of the Coxptroller Oensral, as required by Section 9 of the Records
Dispoeal Act of July 7, 1943, ae amended (LL U.S8.C. 37L).

Since 1549 Federal sgencies have operatad their procurmment and supply aystems under regulationa
iaeued by the General Servicee Adalnlatration, although the Secretary of Dafense under Section 201(a) of
the Federal Property and Administrative Services Act of 1549, may exerpt hle Departmeant from certain
General Servicaes Adniniatration procuremsnt regulations and orders,

Records documenting procurenent and supply in the agenciss are largely standardized by verious
regulations of the Corptroller Gensral and the Administrator of General Servicee. Forms to be used and
reports to be made both ad hoc end as part of the returms of Federal diabursing officers are presceibed,
Qeneral Services Administration General Regulation No. L, for exazple, makes mandatory the use of
cecrtain standard aupply contract forms. The physical arrangenmsnt of the -transaction files themselvee
differe in the various agencies, however. In all agenciee lhe official contract files, for exarple,
contain 8 minimi= core of epecified documents, but there are also other documanta that vary in accordance
with vhat ths individual agency deems to be beat for its own operating purpoaee,

Procuremsnt filee fall into s nucber of functional categoriee, depending on the role of the file in
the total aupply procase and its adminiatration.

The key procurewent file ie the tranaaction caee file contalaing the formal contract or informal
purchase order or lease instrusente and all related papers. Tha documants flowing into the traneaction
file differ in detsil, but they include, in addition to the purchaea docunent, specif'ications, bids,
achedulea of delivery, initiating requisitioans, invoices, and corrcspondonce. Other copiee of these
documents, made for expediting and other administrative purposee, are soattered throughout the imspection,
shipping, expediting, and other unita of the agency procurament organisation. Conformed copies of eoat
procurement docusents involving eums over $5,000 for military agencies and over $2,000 for other agenciees,
and leasee, are putmitted to the Ooneral Accounting Office at the time of their executian, The General
Accounting Office contract file normally includes only thoae baaic papers which enable ita auditors to pass
on the propriety of the expenditure or obligatian. In ageancisp whose accounts are under site audit, the
pertinent coples are nmaiotained in agency apace for the Genoral Accounting Office.

Agency filea msy pertain to one or more of eeveral procuremsnt mothode; (1) purchesea against
Pederal Supply Sarvice schedule contracts, record copiea of which are in the appropriate Pederal Supply
Service regional office, (2) transactions initiated pureuant to the agency's own purchasing authority,
or (3) requisitions fron Federul Supply Service current inventories. Normally, in trunssctions not arising
from Federal Supply Service achedule contraci.s, purchase orders are used for trensactione under $,000 in
value, and the more formal contract jnatrumente are used for tranaactione involving larger aums of money.
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Certain basic logielation norcally governs procure=zent policies. The First and Secomnd War Powers Act, .

enacted early in World War II, laid down general policles which geve to .contracting officers wide letitute
in contract determinations, The Arced Services Procurement Act of 1947 (62 Stat. 21) stated policy for
arnad forces procurezent. Title III of the Federsl Property and Adninietretive Services Act of 1949, as
anended, (63 Stat, 377) rostated over-all procurement polioy and methods for the Govermasnt es a wholo,
Specializod legislation, auch ea the various renegotintion end price adjustment acts following World Wer
II, produced tenporary modifications of procedures,

The Foderal procurement fileld has been affected fram time to ticm® by specialized legioslation, oaze of
which has been enncted for ed hoc purposes, vhile other lews have resulted In standsrd contract articles,
Thus the Contract Scttlement Act of 1944, aa emended, (58 Stat. 649) prescribed procedures and policies
to be used in the termination of World War II contracts; the Fuir Iabor Standards Act of 1938 prescribed
certain standards of vorking conditions and employment that are still in effect; and the Anti-Kickback Act
of 1934, subsequently enmended in 1946, attempted to outlav illegal arrangements by which cmployeos returned
parts of their vages to thoir cmploycrs under durese. Other legislation and edminiastretive policles have
imposed other legal saf'eguards and prohibitions, particularly in the field of real property procurorent.

In most inatances the procurgnent filee are roquiroed to docuzent actione taken under the various lsws.

Leglolation vhich governs the procurezent process inevitably affects the content of procurement files
but not in such s way es to affect the long term velue of the files except in the cases of those involving
certain aspects of reesl property acquisition.

Other filea related to ths procuresent and supply function :nclude reports used for supply managament
purposes by tho agency creating the records es well as tho etaff agency imvolved with Govormnent-wide pro-
gracs, local requisition and stock inventory files, and other minar supply papers.

ITEM RECGMMZNDED
RO, DESCRIPTIO:N OF RECORDS METHOD OF FILING AUTHORIZED DISPOSITIOR

RECARDS OF CONTINUING VALUE:

1. Procuroment files (es described in item Conform to egency Dispoenl not suthorized by
4 belovw) involving trangactions of practice, this schedule.
$5,000 or more and docunenting the
initiation and development of transactions
that deviate from eetablished precedents
vith respect to general sgency procurezent
or to mjor procurenent programs (other than
those coverod by itea 13),

2. Titlo papare docuzenting the ecquisitiomn Conforn to agency Disposal not authorized by
of real property (by condermation pro- practice. thie schedule. (Transfer
ceedings ar othervise). to Fedaral Records Center

. 3 years after asle of
property.)

RECCRDS OF TEMPORARY VALUE:

3. Corrospondence files of procurexzent Conforn to egency Dispose after 2 yoars.
oporating units portaining to their practice,
internal operetion and administretion
that are not covered elsewhsre in this
schedule,

4. Contract, requisition, purchase order,
lease, bond and eurety records, including
correepondence and related papers pertein-
ing to evard, adninistretion, receipt,
ingpection, and payment (other than those
covered in itezan 1, 2, end 13).

a, Procursment or purchase organization
cofy.

(1) Transactions of $1,000 or less.
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5.

(a) Transactions negotiated
pursuant to delegations of
authority from the Adminis-
trator of Oenaral Services
permitting agenciss to pro-
cure Pupplies and servicee
by negotiation rather than
adveri.lsing, except whenmi

i. In the opinion af the
contracting agency, the

public exigency will mot.
permit the delay incident

to advertising.

14, The transaction is for

persoaal or professional

services,

The transaction ie for
a0y eervice to be

14,

RECOMMENDED

METHOD_OF PILING

By contract symbol
and ounber there-
under; by purchase
order nunber,

rendered by aay university,
collage, or other education-

al institution.

ive The property or ssrvicee

are to be procured and used

outside the limita of the

United States apd its
poeseasions.

(b) Allsother transactione.

(2) Transactions of more than
n,OOO and less than 3?5.0@-

(3) Transactions of $25,000 or more.

b. Obligation copye

Ce Other copiss of papers described in

(1) Papere dupliceted in item la.

(2) ll"aporl not duplicated in itsm
ae

Filea of volume end workload reports on
procuremsnt and suppPly operations and
proceduras (other than tboss incorporated
in case files or other filse of a general
naturs), exclumive of Department of

Dy eontraet or leases
symbol and mumber
thereupdsr; by purchase
order nmmber.

By contract or lease
symbol and ounber
thereunder; by purchase
order nunber.

By contract or lease
synbol and ausber
thereunder; by purchase
order nurber.

By appropriate number
in suspense file for
posting.

As appropriate.

As appropriste.

-3
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AUTHORIZED DISPOSITION

Dispose 6 years after
final payoont.

Dispoa¢ L yesre after
final payment.

Dispose 7 years after final
payment. (Place in inac-

tive file on final paywmont;
transfer to Federal Rscords
Centar 3 years thereafter.d

Dispose 11 yeara aftier final
payment, (Place io inac-

tive file oo figal peyment)
transfer to Federal Records
Center ] ywars thereafter.)

Dispose when funde ere
obligated.

Dispose 1 year after com-
pletion aof tranaction.

Dispose in accordance with
provision for item la.
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ITEX
NO.

DESCRIPTION OF RECORDS

6.

[

9.

10,

Defanse reports reflecting procurement
under exezptions authorized by Section
201(a) of the Federal Property and
Adrdnistrative Servicee Act of 1949
(Lo U.S.C. L81).

a, Coplees received from other units for
ioternal purposes or for transmission.

b. Copiee in other reportiag units, and
relsted work papere.

Bid filea,

as Succesaful bids,

be Unmuccesaful bids,

c. Lists or carde of acceptable biddere.

Recorde relating to requisitions on the
Public Printer, and all supporting pspers.

a. Printing procurement unit copy of
requieition, invoice, specifications
and related paperv.

b. Accounting copy of requisition,
Covernrent Printing Qffice involice,
transfar of funds voucher, and
receiving report.

Requisitions for non-personal services,

puck as duplicating, laundry, binding,

and other eervices (excluding records
assocliated with accountabla officers!

accounta (Schedule 6)),

Requisitions for suppliee and equipment
frop current inveatory.

a, Stockroom copy.

be Al) other copilesn,

Inventory files,

s. Inventory lists,

be Inventory cards.

SUPERSEDED
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RECOMMENDED
HETHOD OF FLLING '

By report and ohronolog-
ically thereunder,

By report and chranolog-
ically thereunder,

One copy of each bid
vith procurement file
(1“1! h)o

Ons copy of each vid
vith procurement file

Alphabetically by stock
iten or by name of bidder.

By requisition nuaber,

Attach to relsted
vouchers,

By requisition cuamber,

Numerioally by requi-
sition nuber.

fumorically by requi-
sition nunber.

Numerically by stock
ounber or alphabstical-
ly by item, as appropri-
ata.

Numerically by stock
aurber or alphabetical-
1y by ites, as appropri-
ate,

SUPERSEDED

AUTHORIZED DISPOSITION

Dispose 2 Yeara efter date
af raporte

Disposs 1 year af ter data
of report.

Dispose in accordance with
provision for itenm L,

Dispose in accordance wvith
provision for item L.

Dispone vhen new list or
cerd is made.

Dispose | years after can.
pletion or cancellation of
requisition.,

Dispose | yearas after period

covered by related account.

Diopose after 1 year.

Dispoees 2 years after com-
pletion or cancellation of
requisition,

Dispose after 6 monthe,

Dispose 2 yesrs from date
of liet,

Dispose 2 yeara after dis-
coni.inuanc¢e of item or 2
yoears after atock balancs
is transferred to new card
or recorded under a gsw
clasaification, or 2 years
aftsr equipment is rengved
fron agency contrevl.
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ITEM RECOMMENDED
NO. DESCRIPTION OF RECORDS : 1 MZTHOD OF FILING AUTHORIZED DISPOSITION
Ce Report of survey filss and other Conform to ageacy Disposs 2 years after date
papers used as evidence for adjuat- practice, of eurvey acl.ion or date of
rant of inventory records, not other- posting medium.
vise covered in the General Rescorde
Schedulea, :
1. Telephone atatements and toll slipe. Attached to related Disposs L years after period
vouchers, covered by related account,

12. Files of reports oa supply requireaents
and procuregent matters eubmitted for
supply management purposes (other than
thoee incorporated in caae files or other
files of a general nature), exclusive of
Dep#rument of Defense raports reflectiog
procuremsnt under exsrptions authorised
under Section 201(a) of the Federal
Property end Administrative Servicee Act
of 1949 (LO U.S.C. LB1).

2, Copies received fram other units for Dy report and chronolog- Dispces after 2 years.
intermal purposes or for transedesion ically thereunder,
to ataff agencies,

b. Copiee in other reporting unita, and By report and chrooolog- Disposs after 1 year,

relatad wrk papers, ically thereunder.

13. Contractors' payrolle (construction By contract; thereunder Dispose 3 years after date
contracts) eutmitted in accordance with chrenologically. of corpletion of contract
Labar Departmant regulationa, vith re- unless contract performance
latad certifications, anti-kdckback af- is subject of enfortement
fidavits, and other related papers. actlon on such date.

1. Tax exerption certificates, and Conforn to agency Diepose i years after period
related papers. practice, covered by related account,

ltan 1. These procurensnt files, noreally pselectad by the agency as of continuing velue, comsist of
procurez®nt papera and relsted records which nay or may noi. have been physically located in tha agency
principal procurenent fila. The records are retained not because of the individual transaction they
represent, hut because (a) they represent nsw departuree in administrative arrsngements not documented
elsevhers in the agency, (b) they are an intagral part of a file which may illustrate the inception and
accomplishmenta of a major procurecent program, or (c) they repressnt procurement procsdures radically
different, fror those normally followed and therafore are deserving of aseparste consideraf:ion. Normally
they will be found in only a few agencies, such ss the Defensa dspartzents and Atomic Enargy Cormimsion,
which have unusual procurenmsnt problazs.

ltern 2. These recorda are of enduring legal, edmaistrative, and historical value eince they conatitute
1he tasic evidance of acquisition of real property by the Government, including etatemsnts of legsl
boundaries and restrictions that may run for generations., Other evidence of the same facts 1s legally
sscondery to the ststements in the tit.le papers,

Item g. Thase are routins adminiatrative files not part of othsr case filas, and thay do not include
records of agencise or parts of asgencies involved with the developmeni, of top procurement policy. Rather,
thess files aye held by the units responsible for the day-to-day dstailed procurement trenseactions. They
are held loag emough to satisfy adainistrative and reference needs.

Iter L. Agency procurerent files (other than those described in items 1, 2, and 13) have the following
concejvable values:

a. Legal and fiscal velue: The principal valuee of procurement files are those pertaining to the
righta of the Oovermcent as a contractor and ae claimant or clalmse and thoee involving audit or investie
gation by the General Accounting Office, the Congress, or others of transactions and payments. The Gener~
1l Accounting Office, which receives most cleins involving procurenent,, has noted that clairs quite con-
sistently involve transactions of §25,000 or more. The longest applicable statute of limitations on
clairs brought before the CoEptroller Oeneral is 10 years (5L Stat. 1061)} certain types of clains are
governad by s six-year stetute. The standard which has been developed for the diaposition of procuramsnt
files therefore rsquires that contracta relating to transactiona of $25,000 or mores nust be retained until
eleven yoars after final payment, Files relating to transact.ions between $1,000 and $25,000 and below
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#1,000 are retained until seven and four years, respectively, aftsr final paymsnt. Audit needs of the
Genersl Accounting Gffice are satisfied under normal conditiond after three years, since accounts must
be settled within three years from date of suhmission,

Procurement pracl,ices of Federal agenciee are govsmied to a certain extent by Title III of the
Federal Pruperty and Administrative Services Act of 1949, as amsnded (L1 U.8.C. 251-250), hereinaf ter
referred to se the Act. A8 a matter of policy for the Federal Govermcent ae a whole, purchesee and
contracts for supplies and services are largely to be made by advertising, According to the Act agencies
pay procore by nagotistion inatead of edvertising pursuant to delegations of authority by the Administra-
tor of Genersl Services. Item La(l)(a) pertains only to procurement transactiona in which the agency
procures by negotiation, rathar than advertising, purauaat to s delegation of authority by the Administra-
tore Other laws, notably 4l U.S5.C. 5, permit agenciss to negotiate contracts under certain circumstances
ard in such cases the rasulting filas are covered by La(l)(b), Le(2), and La(3).

Delegated authority to negotiate, normally requosted by the agency, is uauslly keyed to s specific
eubsection of Secf.ion 302(c) of the Act. Section 302(c) lists 1L types of circumstances which permit
nogotiation without advertisings Section 307(c) of tte Act roquires that the written findings upon which
agency declaions to negotiate pursuant to delegated authority are besed, as well as the decisions thex=-
salves, be kept for a six-year period in the case of li of the 1l types of circumstances 1iated in Section
302(c). Section 307(d) requirea tha negotiation data be kapt for aix yesrs following finsl payment in
tha case of 9§ of the 1L types of circunstances permitting nogotistion. To simplify agency retention and
diaposition, item hn(l)(a{ provides that the files on any transaction, inclwding the agency determinations
and deciaions to negotiate, which are affected in whola or in part by Sectiona 302{(c) (except 302(c)(2),
(3), (L), (S), or (8)) or 307(d) of the Act, be retained six years after final payment.

The oix-year requirement of Ls(1l)(s) affects all procurement files of the type described in this
iten. Howver, elnce files of transactions of ovar $1,000 are retained in excess of six years under 1tams
Le(2) and ha(Js, the requiramsnt of the Act is expressly included only in the item covering trunsactions
of $1,000 or lees. All files docunenting such transactiona mot affected by the six-year period sre
disposable four yesrs after final payment 12 accordance with the appreisal fectors discussed above.
Although moat sgencies are permitted to negotiate purchases without. say delegation of authority (1.e.,
under U.5.C. 5) vhen the amouat involved does not exceed $500, and under certain other circumstances,
it should be noted that the retention provision of lia(1)(a) is applicable to all transactions of $1,000 or
less negotiated under a dslegalion of authorlty under Soction 302(c) of tho Aot.

be Historical value: Modern agency procurement; filasa as a class are noi. of permansnt historicel or
archival ¥Yalue sinca they repreeent essentially routine transactions and merely bind the usual buyer-
seller relationshipe, These agency filess are very volurdnoua ard necesearily most of the transactiona
involved are of no historical irportance. loportasat policies and procedures sre established by the
Comptroller Gensral, the Adminisi:rator of General Services, and agency staff groups, and corpliance with
these proceduras and policies is checked by the Genaral Accounting Office so that irregularities of
sigrndficance are docwmwnted in that agency.

ce Agency adninistrative valuet Nomally procurement files are of little reference interest to the
agency af?gn}.n-lipaymant has been mede. Such needs, howsver, are adequately provided for by the reten-
tion period.

Iten 5. These are workload amd activity reports, with related subsidiary raporte, made to staff agencies
or to organisational superlore and are used for consvlidated agency reports or for work ceasurenent and
other aanagerment purposes, These coples have no administ.rative value after the lapse of the period
apecified,

Item 6. The unsuccessful bids are ratsinod for a period sufficient to serve needs of tha contracting
ageancy and other interested Federal unita.

Itom 7. These are caee files on printing end binding jobs performad by the Oovermzent Printing Office.

es, comprising originating papers, agreements, and all related correspondence are noraally nain-
tained in the service organization involved in the printing and publication function. The period
specified ia sufficiani. to safeguard agency admiaistrative needs arising from fiscal adjustnenta with
tte Covernent Printing O0ffice, or fro= audit of the related accounts,

Item 8, Thess are requisitions for routine agency eervices. They are of minor value af'ter the services

have been performed.

Item 9, These are routino internal requisitions originated by operating units and filled from agency or
Supply Service inventorieas. They do not directly result in procuremsnt action. The period pro-

vided is sufficient for local administrative needs and for posting to stock records,

Iten 10, laventory records, maintained to provide replenishnsent, stock control, end property maintenance
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data, are normally of administrative valua as long as the individual inventory items involved are in
stock or in current use. The-perioda‘ provided are sufficient to allow for aiministrative and management
uses, including those involving the property accounting audit responaibilitiea of the Oeneral Accounting
Office, and tha reconciliation with cost and control accounta. Papess primarily created to serve as
posting media to inventory records, such &s reports of survay resulting in the writing off or abandonment
of property sther than by sale or palvage, are held for a brisf period after poating.

Item 11. Toll slips are in effect invoices autrorizing payment via public vouchers for long distance
telephons calls, and are usually filed with the related vouchera. Diepcsal is bassed on the three-year
atatutory period for the ssttloment of disbureing accounts, plus one year for agency administrative needs.

Item 12, These are reports required exterpally by the Oeneral Services Administration (Federal Supply
Beérvice) and internally by the agency to show agency needs and procurenent for Federal Supply ranagemant
purposes. The period of time specified is sufficient to eatiafy intermal agency needs for the information
contained in these reports.

Item 1. Tha Department of Labor requires (2% CFR 5.5(a)(3)) that on each construction contract the con-
Tractor each week submit certified copies of all payrolls to the contracting officer, together with an
affidavit that the payrolls are corruct and that the rates psid are the same as those prescribed by the
Sacrotary of Labor (these are not the copiss used by the General Accounting Office in auditing cost-pluas
contracts). The contractor is required to preserve his payrolle for three years after the work 18 com=
pleted and t4 mska then available for sxzaniaation. 1The Fadersl agencies to whorm the payrolls are submit-
ted are aleo required (29 (FR 5.6(d)) to preserve the payrolla for three years. With relatively small
contracts the payrolls in voluns, constitute at least half of each coatract file; in larger contructe,
the volume is proportiomately greater, The primary purposs of preservation of payrolls is for enforce-
mont, Oenerally after the thres-gyear period has passed the payrolle would be of 1little valus if no
enforeement gction had taken place during suoh period. In cases where contractore' payrolls and related
papers are being used in an enforcemsnt case or vhere ramedial action is pending at the end of the thrse-
year period tley should be retalnsd,

Item 14 Thepe files pertain to the OJoverment's exsmption from the payment of certain locally levied
taxes on goods and services. The Federsl purchaser pays these local taxse atsths tims a purchasa is amsde,
at the sans tims having the assller certify as to the amount asd kind of tax paide This tax examption
certificats, emscutad by the purchaesr, ie then used by ths egency primarily to bill the State or lacel
body involved for refund of the taxes paids If the agency 1s unable to collect the bill, it is normally
forvarded to the Oensral Accounting Office for action. When collection is made, the refunded taxes are
coverad into agency accounte, memorandun copies of shich are provided for in itea 1, Oeneral Recorda
Schedule &, The certificates are retainsd as long as the agency accounts which they eupport.
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AppPeadix B
GENEAAL RECQRDS SGHEDULE L (8-31-55)

Property Disposal Rscoida

Theee records pertain to the sales by agencies of real and personal property surplus to the needa
of the Government. Ihe act creating the General Services Adainietration transferred the etaff functions
of the former War Asgets Adninistration relating to property diaposition to the new agency. Thie
achedule is not applicable to transaction or policy files created by the General Services Adnlnistration
end predecessor agencies, to records in the Inteiior Departiient relating to the public domain, and to
records relating to overseas property under State Department contrcl, Surplus property transaction filers
dated prior to the eatablishrent of the former Procurement Division im 1933iare aleo not covered. Such
ftles are not necessarily of continuing value but they must be evaluated aseparately from later similar
records because prior to assignaent of program responsibility to the Procurement Division the filas are
incarplets and of varying nature,

In no event nay disposal be made of records pertaining to accounta, claims or demands involving the
Oovarament of the United States which have not been settled or adjusted by the Oeneral Accouni.ing Office
without written spproval of the Comptroller Oeneral, as required by Section 9 of the Records Disposal
Act of July 7, 1943, s amended (Lu U.S.C. 374),

In discharging ite responsibilities, tha General Servicea Adainistration haa issued Title 1, Personal
Property Management, Regulationa of the Oeneral Services Administration, which sets up procedures for
screening, redistribulion, and asle of peraonal proparty in the Federal Govern:ment. Tbree forms are pre-
ascribed for use by any agency aelling surplus personsl property under the regulatione,

a. Standard Form 11k (Sale of Qovempent Property, Invitation, Bid, and Acceptance). Related
papers that are maintained by the egencies, usually in case fashion, consist of oorrespondence, bids and
other natices of eale, invoices, and eales slipa.

b. Standard Forus 120 (Report of Excess Peramonal Property) and 121 (Quarterly Report of
Utilization and Diepoaal of Excees and Surplus Personal Property). Form 120 reports peraonal property
which 1s excess to the agency reporting to the regional General Services Adminietration offices, which
iimdtiate screening action., The quarterly reports are submitted to the Peraonal Property Utilization
Divieioo of ths Federal Supply Service, Oenerel Services Administration, which consolidatea the data,

Procedures relating to rsal property are govermed by Title 2, Real Property Managezent, Regulations
of the General Services Adainistratian.

ITEM RECOMMENDED
KO, DESCRIPTION OF RECORDS METHOD OF F1LING AUTHORIZED DISPGSITION

REQORDS OF CONT1NVING VALUE:

l. Case files on sales of surplus personsl Transaction files in Disposal not authorized by
property (as described in itsm 6 below) alphabetical order by this schedule.
involving transactions of $25,000 or aace of purchaser,

more, and documenting the initlation
and development aof transactions that
deviate from established precedents with
respect to general agancy dispoeal or to
najor disposal prograns.

2. Caes files on diapoeal of surplues real Alphabetically by Disposal not authorized by
and related permonal property, location or by control this ecbedule. {Transfer to
nunber, as appropriate. Federal Records Center 3
yeara aftar close of file.)

3. Reports of excess real property. Conform to agency Diepoeal not authorized by
practice, this ‘schedule,

RECORDS OF TEMPORARY VAIUE)

4 Correepondence files msintained by Conform to agency Diapose eftar 2 years,
operating units responsible for property practice,
disposal, pertaining to their operation
and admipistration, not otherwise
provided for.

S. Reporte of excess personal property. Chronologically by Diepoae after 3} years.
reporting unit,
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Agpandix 8

(8=27=53) GENERAL RECO'DS SCHEDILE. 4
ITEM #ECOMMANDED
KO. DESCRLPTION ¥ RRCOHDS

METHQD OF F1LIMG

SUPERSEDED

AUTHORI2ED LISPOSITION

6. Cass files on salas of surplus personal
property, camprisiag invitations, tids,
acceptances, lists of materials, evidence
of ssles, sixi relsted correspondsncs
(c)it.her than those covered in items 1 amd
2 L]
s, Trensactions of $1,000 or less, Traosection files in Disposs L ywars afver final
alphsbetical order by payment.
nars of purchaser.
b. Trunsactions of more than $1,000 Trensaction files in Diepose 7 yearw after final
and less then #25,000. alphsbetical order by paymant. (Place in inactive
nene of purchaser. file on fimal p&yment and
tranefer to Federal Racords
Center } yeare thervafter.)
c. Traansactions of $25,000 or over, Transaction files ia Disposs 11 years after fimal
alphabatical order by peyoent. (Place in inactive
name of purchasar, file on final paywent and
tragafer to Federel Records
Center ) years thereafter.)
Te Racords neceseary or convenisat for ths Conform to agency Transfer to naw custodian
use of real property sold, donated, or prectice. upan campletion of sale,
traded to non-Fedaral ownership eincs trede, or donation proceed-
August 21, 1935, including, if pertinmt ings, or acceptance cf
as determinad by the releaeing egency, purchase sonay mortgage.
eite maps snd surveye, plot plane,
architect's sketches, wridng diagrans, :
prelixinary dravings, blusprints, master
tracings, utility outlet plans, squipwant
locatian plans, specificstions, construc-
tion progress photographs, inapsction
reports, building snd equipment managermnt
ond maintenance records, asllowance liests
o5 wsll as duplicate copies of titls papers,
provided: (ng that ths records can be
segregated without hemm to other documants
of enduring value, (b) that no responsi-
bility attaches to the Covermnent because
of disagreenent between the transferred
documants and the physical condition of
tha property at the time of conveyance,
and (c) thst if the property 1s relsssed
for biatorioal use or purpose the ueer
agree to retain thaa and return thea to
the Federal Oovermmsnt imrmdiataly upan
the discontinuance of its use for
hietorical purposes.
Iten 1. These filles, cormally selacted by the sgsacy for permanent retention, are retained because they

and as such may be of continxng value,

tramections iavolving nev departures in the adnimietrstiocn of surplus personal

their ovn mBrite.

ltes 2.

Those oot warranting continued pressrvation nust be appraised oo

Alaost all contracts for the sale by the Govermmmt of surplus real property isclude recaptare

olauses, reservations on fissicnable materials, reserveticns on water vighte, and othsr restrictions.

These—Teservetiona are not limited in time and therefore the celes files must be kept indefimitely.

Older

selen files and curreat onee not including such reservations may be dispossble but since they repressnt

aales taking place under unstaodardised policies and proceduree they must be appraised on their own merits.
The related persanal property dascribed in this iten is property s0ld with the real estate or with eimilar
reservations.

Iten

« Raporte of excess resl property contain justifications for deoclaring the property excees end

date an the methods by which the property was ecquired.

Coatiguing legal nseds for this
informtion preclude scheduling their disposal oz a Governmant-wide basis.
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QERERAL RECORDS SCHEDULE 6 (8-31-55)

Undar Publio law 72, 80th Cong., 1at eess. (61 Stat. 101), the General Asoounting Office wust oom-
plete the audit of accounts vithin 3 Years from the date of the sulmission of the acoount, The disposel
period provided for all rotwrns files other then those covered in itea 1a imoludes the three-year periat,
plus an additional year for administrative purposes. Necessary referencea after the four-year period can
be made to the ariginals of the papers held by ths General Acoounting Offise §n its own spmoe, or in ep-
propriate agency ar Federal Recorda Center space.

In the normal course of cwrrent operations, security copies of vauoher liatings prepared or pesid by
the Treasury diaburaing offices normally oonslat of memorandum copies of lists of various types of
pericdio payments made under certain Federal programs, and attached mapera, These copise are tranaferred
to appropriate Federal Reoords Centera by distwraing officea as soon as checke are issuad. Sinoe only
current data need be available, these documsnts are diespoeable at the Centers when the seoond subsequent
docuzent for eash type of disburasemsnt ia received. Urder thia prooedure, the surrent and {mdiately
precediag payment 1iatiogs will be oontinously available. The diaposal provision for ites 1a doea not
apply to original liatinga, wbich are maintained for a ainimm of twelve years in the caae of skeletamnized
payrolle, fifty-aix years in the case of camprebansive payrolls, and eight years in the case of all otber
types of listings.

Exception and certifioete files are achsduled far disposal after periods bssed on clearance of the
exception as vell as the total aocoumta,

Schedules of certificates of settlement af claims are liatings of claims settled by the General
Accounting office and are retained for a shorter period than the oertifioates tkemsslves.

Item 5, These records, relating to the availability, depoait and etatus of funds, comprisa certificatea
ol depooit end related papera, or their equivalents, covering collected fundo into the Treasury, tran-
scripta, tebulations, and ruports prepared primarily by the Treasury Departnent informing adninistrative
agencies of the status of their funds subject to disbureement from certifiad vouchers, and uaed to recon-
cile with agency accounting records; copies of appropriation wvarranta officially maldng funde available
to agencies by Congress; and other records documenting the acquisition, maintenance, and availatility of
agency funds, Conversely, this itex does not ocover source records supporting the aggregates of funds or
collections reported on certificates of deposit or suzaries of disbursements. Therefore, records such
as income tax retums, soclal security reports, Federal employee retirerent accounts, and the 1ike are
not included, Those records sorve separate and diatinct special program purposea and do not rslate to
agency funde accounting activities, FHecords covered by this itenr are held for the same four.year period
provided for .he mepmorandun copies of accountable officera' retwrns, which reflect the collections and
expcnditures of the funds. Key ledger records sumrarizing accounteble officera' accounts are retained
for subatantial perlcde in the Office cf the Treasurer of the United Statea and the Burcau of Accounts,

Treasury Deparu=nt. The originals of tle appropriation warrants {Treasury Department copies) ara not
asckeduled for disposal,

Iten 6. Files used for personnel and otler non-fiscal management purposes are disposable after a ednimum
peclod necosssary for admnistrative and reporting needs. Other files are held for a smomewhat longer
period, since they riay contain subaténtive fiascal data and may be useful in Qeneral Accounting Office
cogprehonsive agency audita,

-3-
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Appendix B
OENERAL RECORDS SCHEDULE 9 (8-31-55)

Itea 3, Thess filea pertain to the travel of persannsl under ordera issusd pursuant to law by campstent
agency autbarity, Pach paper Pormelly qoncerue trevel of an individual, Included are papera vhich are
narmmlly accuznlated by agency unita invalved in expediting snd arranging for the travel, including copies
of travel orders, per diem vouohers, hotel reservations, and related pepers, aa wvell as ooples of account-
ing papers such eg vouobera vhioh my ba used far fund control purposes. The latter are of no valus after
they have been posted to control ledgers; the sdministrative travel records are maintaiped generally aa
long as aamaramiud oopiea of related agency accounts (itea 1, General Recards Sahedule 6).

Papers covered by item S5a include also tranaportation request files, The originala of transportat.ion
requests are surrendered to the carrier by the traveler, while a retained carbon copy of sach ia held as
a check againat the originals, which are returned by the carrier with his bill and which become part of
the agency accounts. Agancy merwrandum copies are disposable after L years. Tranaporistion requeate which
are spoiled in preparation, canceled, or voided for any reaeon, or which are unused, as vell aa erpty
requeait book covers (ret.ained under the obsolete General Regulations No. 108 of the Corptroller General),
are not record material, They are disposable as soon as the regulations (now 1ssued by agencies pursuant.
to General Regulations No. 123 of the Corptroller General), requiring the maintenance of accountability
records, are complied with, Prior to July 1, 1955, comperable accountability records were required by
General Regulations No. 108. The accountability records themselves are disposable under thie iten L yeare
after all ths entriea on the records are cleared.

Item 6. Flles rolating to the adminietratisn of the Oovemnent losses in Shipment Act. are retained for

perioda by {.he Bureau of Accounts, Treasury Department, which has Government-wide responsi-
bility. These agency coples are retained long enough to aatiafy local administrative and laegal needa,
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United States Department eof the Inte or 7/1’! ! Y
e o e 7%"6"" Cr s

Mg%%
JUL 21 1577 et

yé
Mre Thomas Wadlow ';L}4Id~ 1.

Director, Records Disposition Division {NCD) ij/"
Office of Federal Records Centers |
National Archives and Records Service
Washington, D.C. 20407

Dear Tom: //

I have this week received a copy of the new General Records Schedulese

After making a briecf review of them, my overall reaction is very favorable.

These arce 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

or disposal. Your staff and any others involved should be commended for

their efforts in making the revisions and getting them to us’dn the

agencies, particularly in the face of all the agency schedules with ’
which You have been inundated in the last year.

!
0 L

LY 1] !

I intend to use the schedules when we continue our effort to schedule =
Geological Survey reccords for your final azzpraisal. I look forward to ]
working with you and your staff as we complete this project. ]
|

Sincercly yours,

%f* ' '
Robert G. Prescott ' j
Paperswvork Hanagement Officer
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I. Instruction for nreng
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TI. Cese files for indiv
"Records Adnministration
earlr in fisecel 2951. ™h
‘ron the accessioned Seri
listed below are in ‘'fr. P
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2h6-3
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247-7
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2t7-11!

-

III. ~rom some tirme in T
schedules have heen assi
series,
tomraisal Division.

E
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~-6k49
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-T5hL
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-gqLL
-1069
-1070
-1000
=112k
-1262
-1311
-1329

d
The Aollow*nﬂ IEH

FILzE

NN-372-T)

FCNRDS SCHEDULED CASE

fation, revision- and/issurances of (ieneral
n these accessionedk?lannina and Control Case

l
oL7-1kL
oh8—125

cdual schedules we*erass1zﬁed nurbers in <he

e Files" (Series "2!')} from fiscal 1946 until
B ’olloulnw list of Ea%e files was commniled

bs 2" rerister. ‘bst of the case files

riran's files- ser1e§ 1B~
i

2b7-11! |
2h7—18‘[
2ud-1
2182
2LB=3
250-5
251-2

I
v
I scal 1951 to dates cese files for indivdcual
ed nurbers in the "P?snosal Job Case File"
t was corniled from resisters in the Recoriis

1A-1333 IT-11A-3120
-133k ‘ -3269
-~13LL ! -3283
=17hLT -3297
-1777 | -3633
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~-2082 un-163 21
-2235 l-16L-12
-2236 lili-16L-63
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-2321 1m-167-128
-2523 Inm-16€-18
-2538 1m-168-1:7
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~2657 NLi-169-56
-2859 I-171-62

Tin=172-20

¥I1=173-142 withdrewn 2/12/73
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" GRS ! [ '

GENERAL RECdRDs SCHEDULES
JOB UOS. f
NN-167—125,£;8

NN-168-47 |
NN-162~12 {

NN-171-62

MN-172-20
NN-173-142 (vilidrawn}
NN-174-31.32l

NC-174-105,119, 161, 166

I
NC-64-76-1, 3, 4
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b EXTERNAL

NCl-64-77-14|2, 3, 5, 6, 79 8, 9, 10, 11, 12, 13

NC1-GRS-78-1{
Ntl-GRS-?S-;
NC1-GRS-78-3

NC--GRS-78—44

MOTE: All external dispos
and processed prior
the Nétional Archiv
have been registerc

SU

o FY78 were registered under RG 64, Records of
and Records Service. Subsequent to FY77, they
d separately under the GRS designation.

]E jobs relating to the Generxal Records Schedules
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