FORWARD

SECTION A. GENERAL COMMENTS

	1. The purpose of this schedule is to provide authority for prompt and orderly disposition or continued retention, as appropriate, of fiscal or finance records under the control of the Office of Budget and Finance.

	2. Department and staff office heads, and field station Directors are responsible for implementing this schedule.

	3. This schedule lists all fiscal or finance records, Central Office and field, applicable to the operations of the Office of Budget and Finance. It supersedes all Central Office staff office and department records control schedule listings of fiscal or finance records, as follows:

	OI-l, Appendix A, "Controller"

	RCS 10-1, Section C, "Fiscal Division''

	RCS VB-1, Part I, Section IV, "Finance"

	RCS 30-1, "General Administrative, Finance"

	4. This schedule is mandatory and constitutes sole authority for disposition (retirement or disposal) of records listed therein. Records under the control of the Office of Budget and Finance for which disposal authority does not appear in this schedule are to be considered unscheduled. No disposal action will be taken on unscheduled records. Instead, the records should be described in detail and reported, through channels, to the Office of Budget and Finance for appropriate appraisal action and listing in this schedule.

	5. Records listed in this schedule which have an approved retention of four or more years may be transferred to a Federal Archives and Records Center even if schedule item does not specifically require it and provided the following criteria are met:

	a. Not needed to carry out current Agency operations;

	b. Referenced only occasionally (usually not more than once a month per file drawer) in the normal course of events;

	c. Not eligible for immediate destruction or eligible for destruction within 3 years of the date of transfer;

	d. Cost less to transfer the cost to retain in VA space and equipment.

SECTION B. SITE AUDIT RECORDS

	1. The General Accounting Office defines and describes Accountable Officers' Accounts and states the following policy: Accountable Officers' Accounts, accumulated by agency Fiscal activities for onsite audit by GAO auditors, will consist of the following specified documents or their equivalent.

	Statements of transactions

	Statements of accountability

	Collection schedules

	Collection vouchers

	Disbursement schedules

	Disbursement vouchers

	All other schedules and vouchers, or documents used as schedules or vouchers.

	2. The documentation in these records is governed by the guidelines in the various titles of the GAO Policy and Procedures Manual for Guidance of Federal Agencies.

	3. Where an integrated accounting system approved by GAO requires that certain documents support the vouchers and/or schedules, these documents will be included in the site audit collection. All other records created by the Fiscal activity, or other records having fiscal connotations, are agency records disposable under the Office of Budget and Finance Records Control Schedule. Such agency records include, of course, memorandum copies of site audit documents.

	4. ADP or other machine versions of Accountable Officers' Accounts produced with GAO approval in lieu of formal voucher or schedule forms, as well as agency forms used in lieu of standard vouchers or schedules, are included in the definition of site audit records.

	5. The retention period for all site audit records regardless of the date of creation is 6 years, 3 months after the period of the account. Public Law 93-604, General Accounting Office Act of 1974, reduced the statute of limitations on claims brought before the Comptroller General from 10 years to 6 years. GAO ruled at that time the statute was not retroactive and that records created prior to July 2, 1975, were not affected. However, on July 7, 1981, GAO ruled that all site audit records, including those created prior to July 2, 1975, should be kept 6 years, 3 months after the period of the account.

	6. Present procedures concerning the disposition of [site audit] records remain in effect. Fiscal offices will insure that not more than one copy of each site audit document is included in the GAO collection.

	7. When retiring records to the Federal Archives and Records Centers, the records will be transferred in accordance with [36 CFR 1228.152]. In addition, the procedures outlined below should be followed:

	a. Do not mix [site audit and other fiscal] agency records in the same containers or in the same shipments. Prepare a separate SF 135, Records Transmittal and Receipt, for GAO records and agency records being transferred.

	b. Item 6 of the SF 135, Records Transmittal and Receipt, should show the proper disposal citations:

	(1) For GAO records (site audit):

	6 years and 3 months

	(e.g., Destroy: 1/83)

	(2) For agency records:

	(e.g., RCS MP-4, pt. X, Item 2-11, Destroy: 10/79)

	c. [ ] The original and two copies of the SF 135 will be forwarded to the records center to arrive at least 2 weeks (10 workdays) before desired date of shipment for the records. If the transfer of records is approved, the records center will return two copies of the SF 135 to the agency, indicating that the records may be transferred. A GAO copy of SF 135 is no longer required. Hereafter GAO will depend on agency copies of SF 135 to determine the location of site audit records.

	8. Nothing in this section affects access to VA records by GAO auditors, as authorized by statutes and regulations.

[ ]
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�SECTION I. -BUDGET

Item	Title and Description of Records	Disposition	Authority

No. 

1	Budget Files. 



1-1	Estimate of Appropriations,	Disposal not 	Administrative

Explanation and Justification of	authorized.  Retain 10	approval,

Appropriation Estimates, and	years in Office of the	4/22/59.

Appropriation Estimate-	Controller, then 

	transfer to

General Statement Files	storage within VA for 

maintained in the Office of the	permanent retention by 

Director, Budget Service, Office	the Office of the 

of the Controller.	Manager,

	Administrative 

 	Services. 



1-2	Budget Estimates Files, including	Destroy 2 fiscal years  	National 

annual budget estimate files	after the end of        	Archives Job NN   

consisting of Central Office  and	budget year involved.   	351-S87.

field station budget estimates,	Management Evaluation

allotment or requests for	Division, Internal

additional allotments with	Audit Service, will

justification for same; working	survey upon request.

papers used in preparation 

thereof; and other papers properly 

filed therewith. 



1-3	Budget instructions, changes        	Destroy after being     	National          

thereto and related papers filed    	canceled, rescinded or  	Archives Job NN   

therewith.                          	superseded by current   	163-180.          

	instructions.

�SECTION II. -ACCOUNTING



Item   	Title and Description of Records	Disposition	Authority         

No. 



2	Accounting Records. Excluding                                                 

records used in accounting process                                            

which are site audit records,                                                 

e.g., vouchers, contracts, voucher                                            

schedules and patient's accounts.                                             



2-1	Accountability Files.  a. Record    	Destroy 3 fiscal years  	National

of certifying officers authorized   	after cancellation,     	Archives Job NC

to certify fiscal transactions, or  	rescission or           	1-15-76-25.  GRS

other official VA records.          	revocation.             	6, item la[(2)].



b. Statement of Accountability      	Retain in inactive                        

Record of the status of agent       	storage 1 year after                      

cashier's account at prescribed     	close of fiscal year,                     

	then transfer to a                        

                                           	Federal Archives and                      

                                           	Records Center.                           



periods, upon audit of cash	Destroy 6 years, 3                        

balance and upon transfer of the	months after period                       

accountability of funds	covered by account. [                     



2-2	Allotment Ledgers on annual,        	Destroy 3 years after   	National          

revolving, and no-year              	close of fiscal year    	Archives Job NC   

appropriations.                     	nvolved.               	1-15-76-25.       



2-3	Allotment Ledgers on construction	Destroy [6] years [and	General Records   

appropriations.	3 months] after the     	Schedule 7, item  

	close of the fiscal     	3.                

	year involved.                            



2-4	General Ledger or Equivalent.	Destroy [6] years [and  	General Records   

		3 months] after close	Schedule 7, item  

                                           	of fiscal year          	2.                

                                           	involved.                                 

�Item	Title and Description of Records	Disposition	Authority         

No. 

2-5	Operating Ledgers, such as:	Destroy after 3 fiscal	General Records   

Distribution Ledgers, Benefits      	years.                  	Schedule 8, item  

Payment Expense Ledger, or similar                          	8a.               

media (manual and mechanized), or                                             

microfilm equivalent created                                                  

through COM (Computer Output                                                  

Microfilm).                                                                   



2-6    	Records of Original Entry, such	Destroy after 3 fiscal  	General Records   

as: Disbursing Authority Journal,   	years.                  	Schedule 7, item  

Distribution Journal, Cash                                  	4a.               

Receipts Journal, Cash                                                        

Disbursements Journal,                                                        



Accounts Receivable Journal,                                                  

Salary Distribution Journal,                                                  

Service Distribution Journal,                                                 

Inventory and Expense, Journal, .                                             

General Journal, Journal Voucher,                                             

Registers, or similar media and                                               

related papers                                                                



2-7	Internal Journal Voucher used only	Destroy after 3 fiscal  	National          

       	on yearly appropriations.	years.                  	Archives Job NC   

			1-15-76-25.       



NOTE:  Internal Journal Vouchers on

continuing appropriations which have no

lapsing date disposition pending.  Do not

transfer to FARC 

�

Item	Title and Description of Records	Disposition	Authority 

No.



2-8    	Transfer of Disbursing Authority	Destroy construction	National          

Advice of Allotment File.	appropriations and	Archives Job II   

Transfers of disbursing authority,	continuing fund	NNA 2993.  .      

advice of advance and withdrawal	accounts after 10 

of .	fiscal years.                             

disbursing authority, advice of     	Destroy all others      	General Records   

allotment actions for               	after 3 fiscal years.   	Schedule 7, item  

appropriations and funds, similar		4a                

and related documents 



2-9	Depreciation Records File.	Destroy 1 fiscal year	National          

Depreciation accounting records,	after item is disposed	Archives Job NC   

i.e., motor vehicles, tools,	of or removed from	1-15-76-25.       

	use. 

equipment, etc., and related                                                  

material filed therein.                                                       



2-10   Obligations.                                                                  



a. Accrued Expenditure File.                                                  

Copies of requisitions; purchase                                              

orders; estimated obligations,                                                

travel orders; authorization for                                              

expenditures regardless of form;                                              

paid and canceled transportation,                                             

meal and lodging                                                              

requests; PLACE Report of advances                                            

to principal because of                                                      

inadequate T&I balances; and                                                  

related papers. EXCLUDING original                                            

contracts.                                                                    



�Item	Title and Description of Records	Disposition	Authority         

No. 

b. Undelivered Order File.	Destroy after the       	National          

Maintained as separate (unpaid or	close of the fiscal     	Archives Job NC   

incomplete) segments or             	year in which           	1-15-76-25.       

collectively. .                     	liquidation occurred.   	Administrative    

Transfer originals or   	approval, 9/      

copies to accrued       	18/62.  National  

expenditure file after  	Archives Job NC   

receipt of a receiving  	l-15-76-25.       

report or other evidence that services previously ordered have been received, or after receipt of notice of cancellation.  Retain 1 year after close of fiscal year; then destroy. 



Estimated obligations; purchase orders; travel orders; authorizations for expenditure regardless of form; outstanding transportation, meal and lodging requests; and related papers.                                                 



EXCLUDING original contracts.  

c.  Request for and Authorization of                                              

Overtime  Work-Obligation copy                                                



�Item	Title and Description of Records	Disposition	Authority         

No. 



2-11	Certificates of Deposit or Deposit                                            

Tickets File (Posting media)                                                  



a. Copies of certificates of                                                  

deposit; deposit tickets; mortgage                                            

loan payment notices; debit                                                   

vouchers; transmittal schedule of                                             

collections;                                                                  



counter receipts-acknowledgment of                                            

remit-tances; field service                                                   

receipts; and related material                                                

properly filed therein; EXCLUDING                                             

certificates of deposit which                                                 

support the Treasury Statements of                                            

Transaction retained for site                                                 

audits                                                                        



b. Copies of receipt documents for	Destroy 3 years after   	National          

general collections and funds for   	the close of the        	Archives Job NC   

deposit to account of individual    	fiscal year involved.   	1-15-76-25.       

veterans in Personal Funds of       	Destroy after 3 fiscal  	National          

Patients.                           	years.                  	Archives Job NC   

                                                                   	1-15-76-25        



2-12   Printing and Publication            	Destroy 3 years after   	General Records   

Vouchers-posting media to the       	close of fiscal year    	Schedule 7, item  

books of original entry consisting  	involved.               	4a.               

of Requests for Reproduction                                                  

Services (VA Forms 3-7700);                                                   



Requests for Open Jacket Services                                             

(VA Forms 3-3092); Forms of                                                   

Publications Requisitions and                                                 

Shipping Documents (VA Forms                                                  

3-3242);                                                                      



Adjustment Vouchers (VA Form                                                  

07-140), or the equivalent, and                                               

related papers properly filed                                                 

therewith.                                                                    

�Item	Title and Description of Records	Disposition	Authority         

No. 

2-13	Memorandum copies of vouchers paid	Retain 3 fiscal years	General Records   

and related papers, covering        	after period covered    	Schedule 9, item  

passenger transportation charges.   	by related account;     	3a.               

	then destroy.                             



2-14	Medical Payment Records of	Destroy 1 fiscal year	Nonrecord         

fee-basis physicians, maintained    	after processing.       	11/19/63.         

by Fiscal activities, consisting                                              

of copies of Medical Payment                                                  

Record (VA Form 10-7160).                                                     



2-15	Real Property Accounting Record	Destroy 3 fiscal years	National          

(VA Form 4578). Maintained for	after disposition by    	Archives Job NC   

each Government-owned building,	transfer, sale, or      	1-15-76-25.       

structure, facility, or land	otherwise of the                          

holding under the custody and	respective properties.                    

control of the VA. 



2-16	Receivable Transactions-Tally	Destroy 90 days after   	Nonrecord         

Sheets used to record daily         	monthly reconciliation  	8/30/63.          

transactions affecting              	of Beneficiaries .                        

overpayments on compensation,                                                 

pension, and                                                                  

insurance which are posted          	Accounts function and                     

according to program affected with	amounts posted to the                     

a breakdown of collections for      	general ledger                            

accounts maintained manually.       	accounts                                  

�Item	Title and Description of Records	Disposition	Authority         

No. 

2-18   	Transmittal List of posting Media	Destroy after 3 fiscal  	General Records   

and Report of Distribution which	years.                  	Schedule 7, item  

supports entries of distribution                            	4a.               

of insurance collections made in                                              

the general ledgers.                                                          



2-19	Voucher Work Sheet (VA Form	Destroy after posting   	National          

4-1115, formerly 24-1115), or       	payment date to award   	Archives Job      

equivalent. Used under the manual	account card.           	349-S-126.        

system to compute amounts payable 

on accrued awards covering 

reimbursement for expenses of last 

illness and burial. 



2-20	Final Settlement of Deceased	Retain in inactive      	GRS 6, item       

Patient's Funds and Assets Files,	storage 1 year after    	la[(2)]. General  

Record of Funds and Effects, and	close of fiscal year,   	Records Schedule  

copies of Reports of General	then transfer to a      	7, item 4.        

Donations to the General Post Fund	Federal Archives and                      

Received at Field Station.          	Records Center.                           

Maintained as a Control of          	Destroy 6 years, 3                        

disposition of personal funds and   	months after period                       

assets of veterans who die          	covered by account. [                     

intestate without heirs, or next    ]                                         

of kin; or who have heirs residing  	Destroy after 3 fiscal                    

in foreign countries. EXCLUDING	years.                                    

active cards.                                                                 

a. Records of Funds and Effects                                               

 (Inactive Cards.)                                                             

b. Report of General Donations to                                             

the General Post Fund Received at                                             

Field Station.                                                                



2-21	Award Account Card Files. Active and 	National          

inactive award account cards on all 		Archives          

benefit payments, such as: VA Form 	Job II NNA 2417.  

4-316 series; 4-510 series; 8-510 series; 9-510 series; 4-511 series; 4-1390 series; 4-1391; 4-1031; 4-1071; and Finance Form 1052, or equivalent forms (excluding cards indicating indebtedness to U.S.-Due U.S. file).

�Item	Title and Description of Records	Disposition	Authority         

No. 



2-21	a. Active file	Retain until payments   	National          

(Con.)	b. Inactive File                    	are discontinued then   	Archives          

       	c. Microfilm Record.                	place in inactive       	Job NC 15-76-1.   

file.  Destroy after                      

microfilming and after                    

ascertaining that the                     

microfilm copies have                     

been prepared in                          

accordance with GSA                       

regulations as                            

outlined in MP-1, Part                    

II, Section 703.00,                       

and are adequate                          

substitutes for the                       

payee records.  Retain                    

for 50 years after                        

microfilming; then                        

destroy.                                  



2-22	Canceled withdrawals (restricted	Destroy after 1 fiscal  	National          

accounts). Requests for withdrawal	year.                   	Archives          

of funds and related material		Job               

properly filed therein.		NC1-15-76-25.     



2-23	Deduction From Benefit Payment	Destroy after	Nonrecord         

Accounts for Insurance      	reconciliation with     	7/18/63.          

Purposes-Annual Reconciliation	award account cards                       

Lists; or equivalent.               	and after                                 

                                           	discrepancies if any                      

                                           	have been resolved.                       



2-24	Patients and Members Account File.	Destroy paper and	National          

Account cards or equivalent	microfilm records 5	Archives Job NN   

prepared for each patient or	years after final	167-23.           

member when funds are received and	withdrawal or                             

deposited for their personal use.   	appropriate                               

                                           	disposition of all                        

                                           	monies.                                   



�

Item	Title and Description of Records	Disposition	Authority         

No. 

2-25	Notice Regarding Patient's Funds	Destroy original and	National          

Account (VA Form 10-1420), or	copies in Fiscal	Archives Job      

equivalent.	Division after account  	352-S8.           

	becomes inactive.                         



2-26	General post funds account cards;	Destroy after 5 years   	National          

or equivalent.	of inactivity or 5      	Archives          

years after date of     	Job II NNA 2993.  

last action on the                        

account card.                             



2-27	Reconciliation File. Lists,	Destroy after 1 year.   	National          

memorandums or other	Archives          

reconciliation statement forms,	Job               

adding- machine tapes, and	NC1-15-76-25.

PLACE reconciliation records used for verifying and reconciling total amounts posted in subsidiary account records. 



2-28   Reconciliation microfilm of	Destroy immediately 	Nonrecord

	manually posted dividend Loan and.	3/10/65.

	Lien Account Card Files, and	Destroy after security  	Nonrecord	 

	related reconciliation tapes. 	microfilming showing	3/10/65.

	a. Microfilms prepared prior to 	July 31 balances.

conversion of Accounts to ADP. 

b. Microfilms prepared for lien 

accounts maintained outside data 

processing system. 

Portfolio Loans and Propert 

Accounts. 



2-30	Records documenting individual	Destroy 3 fiscal years	National          

	loan and property accounts made or	after complete          	Archives          

	acquired under the Loan Guaranty    	liquidation of          	Job               

	Program under provisions of 38	indebtedness.           	NC1-15-76-25.     

U.S.C. ch. 37 (formerly Servicemen's Readjustment Act of 1944). Including Acquired Mortgage Loan Master Record Individual ledger accounts for each mortgage loan acquired by the VA.

�Item	Title and Description of Records	Disposition	Authority         

No. 

2-31	Mortgage Loans in Liquidation.	Destroy 3 fiscal years	National          

	Individual Ledger for each	after transfer and	Archives          

	guaranteed 505(a) mortgage loan	recordation in the 	Job NC1-          

assigned to the Administrator, and  	appropriate accounts.   	15-76-25.         

primary (FHA) loan acquired in                                                

connection therewith.                                                         



2-32	Mortgage Loan Remittance	Destroy 6 months after	National          

	Disposition Accomplished File.	disposition of	Archives          

	Notices of Mortgage Loan	remittance has been	Job NN 164-114.   

	Remittances which contain	accomplished.                             

disposition instructions for remittances of a nonrecurring nature. (EXCLUDING official record copies filed in the Certificate of Deposit File in lieu of Mortgage Loan Payment Notice.) 



2-33	Suspended Credits Ledger. Record	Destroy 3 fiscal years	National          

	of the amount of funds held in	after closing of the	Archives          

	suspense for such charges as:	loan transaction and	Job               

	application fee; appraisal fee;	after the related	NC1-15-76-25.     

	builders fees; closing fees; etc.	suspended ledger is                       

		closed out.                               



2-34	Tenant's Account. Account	Destroy 3 fiscal years	National          

	maintained for each tenant	after termination of	Archives          

	occupying property leased from the	the lease. 	Job               

VA under the guaranteed, insured,		NC1-15-76-25.     

or direct loan programs.                                                      



2-35	Property Ledger. Individual	Destroy 3 fiscal years  	National          

	account maintained in connection	after the property is	Archives          

	with all real or personal property	sold and the account	Job               

	acquired or in process of	is closed out.	NC1-15-76-25.     

acquisition under the mortgage                                                

loan programs.                                                                



2-36	Advices and	Destroy after 3 years.	General Records   

	Notifications-Portfolio Loans.		Schedule 7, item  

	Advice of changes in terms of		4a.               

status of portfolio loan; advice of termination and indebtedness on portfolio loans; advice regarding veterans' indebtedness; assignment of property acquired or pending acquisition; certification of loan guaranty committee on waivers and compromises; notification of direct loan made by VA; notification of property sold on terms; notification  of repurchase of vendee accounts; notification of tenancy or changes therein; notice to mortgagor readjustments in T&I account; redemption analysis sheets; sales closing statement; synopsis of vendee accounts; and similar media. 



�Item	Title and Description of Records	Disposition	Authority         

No. 

2-38	Mortgage Loan Ledgers on special	Microfilm in	National          

	financing loans. (VA Forms 24-6933	accordance with MP-1,	Archives          

and 24 6933a, or equivalent.)       	part II, chapter 7, 2   	Job NN 164-114.   

(MANUAL SYSTEM.)                    	years after ledger                        

a. Filled ledger sheets on active   	sheets on active                          

accounts; ledger sheets on closed   	accounts are filled;                      

accounts; and ledger sheets on      	accounts are closed;                      

accounts converted to the           	or conversion of                          

mechanized accounting system.       	accounting operations.                    

Destroy after ascertaining that the microphotographic copies are adequate substitutes for the original records. 



	b. Closed ledger sheets on active	Microfilm in	National          

	accounts converted to automatic	accordance with MP-1,	Archives          

	data processing system PLACE.	part II, chapter 7, 60  	Job NN 169-71.    

days after conversion of active accounts to automatic data processing system PLACE is completed. Destroy after ascertaining that microphotographic copies are adequate substitutes for original records. 



2-39	Annual Statements of Accounts on

special financing loans. (Official mortgage loan ledgers.) (MECHANIZED SYSTEM.) 



	a. Annual Statements of Accounts	Microfilm in	National          

representing official loan         	accordance with MP-1,   	Archives          

ledgers.                            	part II, chapter 7, 2   	Job NN 169-71.    

years after date of preparation. Destroy after ascertaining that the microphotographic copies are adequate substitutes for the original records.                         



�Item	Title and Description of Records	Disposition	Authority         

No. 



2-39   	b. Final year-to-date Annual        	Microfilm final         	National          

(Con.) Statements of Accounts for 	year-to-date annual     	Archives          

accounts converted to automatic    	 Statements of Accounts  	Job NN 169-71     

data processing system PLACE.       	60 days after 

conversion of active accounts to automatic data processing is completed. Destroy after ascertaining that microphotographic copies are adequate substitutes for original records. 



2-40   	PLACE Transaction History List      	Destroy originals       	National          

(Including Daily, Monthend, and     	after receipt of        	Archives          

60-month Cumulative Transaction     	consolidated monthend   	Job NN 171-153    

History List).                      	transaction lists.                        

a. Transaction History List (Daily). 

b. Transaction History         	Destroy after receipt   	National          

List-Monthend (Microfiche).         	of the succeeding       	Archives          

consolidated monthend list. 	Job NC 1-15-77-8  



c. Cumulative Transaction History   	Destroy Finance field                     

Lists-                              	station copy 10 years                     

6 month (Microfiche).               	after the close of the                    

	fiscal year involved.                     



d. Master microfiche copy of PLACE	Retain for 90 days                        

6 month cumulative transaction      	after the transaction                     

history list produced on COM        	history lists are                         

 (Computer Output Microfilm).        	produced on COM.                          

Secure the master and 1 copy at the VA Records Security Depository until 10 years after the last loan established under the program is closed out. Microfiche will be stored and maintained in accordance with FPMR Sub-chapter B, Archives & Records Subpart 101-11.5 Microfilming. NOTE: The microfilm copy of the PLACE transaction history lists created prior to  conversion of PLACE to  COM (Computer Output microfilm) will be retained as provided in item 2-41. 

�Item	Title and Description of Records	Disposition	Authority         

No. 



2-41	Microfilm record of mortgage loan 	Destroy 10 years after  	National          

ledger sheets, Annual Statements	the last loan           	Archives          

of Accounts and PLACE Cumulative 	established under the   	Job NN 164-114.   

Transaction History List.	program is closed out.



2-41.1  Properties Sold Analysis	Destroy 3 fiscal years  	National          

	Register.                           	after all properties    	Archives          

                                           	are disposed of.        	Job NN 164-114.   



2-42	Tumabout cards (PLACE). Punched	Destroy after	Nonrecord         

	cards that will not be utilized in  	determination is made   	2/5/71.           

	PLACE.                              	that data on cards is 

                                           	no longer useful.



2-43   	Monthly Alphabetic and Numeric	Destroy after receipt	Nonrecord         

Listing of Portfolio Loans	of new monthly	2/5/71.           

(PLACE).	listings. 



2-44	Record Printouts for PLACE used	Destroy after	Nonrecord         

	for convenience of operations.	necessary action has	2/5/71.           

		been completed. 



2-45	PLACE File Maintenance and	Destroy 30 working	National          

Rejected Cash Control List and	days after all         	Archives          

Rejected Cash Collection Summary.   	rejected transactions   	Job NN 171-153.   

a. Original.                        	have been reinserted    	Nonrecord         

b. Copies                           	or, otherwise, serviced.	2/5/71.           

Destroy immediately after corrective action has been completed.



2-46	PLACE daily and monthend index of	Destroy after receipt	Nonrecord         

loan activity.                      	of the subsequent days  	2/5/71.           

a. Daily index.                     	index.                  	Nonrecord         

b. Monthend index.                  	Destroy after receipt	2/5/71.           

                                           	of new monthend index.



2-47	Beneficiary signature card files    	Destroy inactive	Nonrecord         

comprised of cards signed by        	(non-current) cards	3/8/71.           

insurance beneficiaries to whom     	produced in cycles 1

monthly checks are issued.          	and 2 immediately.

Destroy all other inactive cards by due date after verified and replaced with active cards received during subsequent processing cycles.                        



�Item	Title and Description of Records	Disposition	Authority         

No. 



2-48   	Beneficiary signature card	Destroy control card    	Nonrecord         

controls. Reproduced or control	after original is 	4/22/60.          

cards ("Action pending" or	returned or after 

"Signature card pending" files)	award action is 

and control lists.                 	terminated; destroy control 

lists after reconciliation and  processing. 



2-49   Employer Payroll Deduction Control  	Destroy individual      	Nonrecord         

File.                               	cards removed from      	7/9/65.           

Punched card control file on        	file due to updating 

payroll deductions for payment of   	changes or permanent

Government life insurance           	discontinuance of 

premiums, loans, and liens.         	payroll deductions after

 new cards are prepared or after input documents to delete the deduction segment from the master record have been prepared. 

                                                                                     

2-50   	Insurance award accounting records 

consisting of punched cards, lists, code sheets, and tapes used in mechanical maintenance of insurance award accounts in new and amended awards, weekly processing, stop payment and monthly recurring payment procedures:



a. Beneficiary workcard	Destroy after 30 days.  	Nonrecord         

extrahazard accounting card		12/10/59.         

transmittal, and stop payment	Destroy after	Nonrecord         

transmittal list No. 2.	reconciliation and	12/10/59.         

b. Control tapes, control sheet     	preparation of 	Nonrecord         

No. 2, and insurance award account  	voucher.	12/10/59.         

card proof list No. 1.              	Destroy after 

c. Duplicate payment cards.	separated from trailer

	card errors.  



2-51   	Insurance award account workcard,   	Destroy after control   	Nonrecord         

	summary cards, and previous month   	ledger balances have    	12/10/59.         

	summary control cards.	been reconciled.                          



2-52	Insurance award code sheets.	Destroy annually on	Nonrecord         

		April 1 and after       	10/8/59.          

		voucher is prepared. 



2-53	Master card accounting list.	Destroy after 1 year.	General Records   

		Schedule 7, item  

		4.

Item	Title and Description of Records	Disposition	Authority         

No. 



2-54	Master cards and proof lists.	Destroy after all 	Nonrecord         

postings have been      	12/10/59.         

made to the general ledger. 



2-55	Reconciliation lists.	Destroy after	Nonrecord         

reconciliation and      	12/10/59.         

after assignment of voucher number.



2-56	Unmatched payment cards.	Destroy after	Nonrecord         

corrective action has	12/10/59.         

been taken.



2-57	Insurance Death Claims Records.	Destroy after account	Nonrecord         

a. Copies of reports of status for	has been liquidated.	5/10/62.          

settlement of death claims          	Destroy with            	Nonrecord         

relating to active accounts and     	disallowance actions    	12/2/64.          

maintained by Beneficiary           	after withdrawal from 

Accounting activity.                	pending file. 

b. Copies of reports of status for settlement of death claims, reproduced copies of changes or designations of beneficiary, and related papers relating to inactive policies on which there are no amounts (either debit or credit) for settlement-disallowance; and maintained in the pending file. 



2-58	Transmittal of award actions.	Destroy after 1 year.	National Archives

Job

NC1-15-76-25.     



2-59	Insurance Transaction History	Destroy 3 months after	National          

Lists.                              	microfilming and after  	Archives          

a. Transaction History Lists (hard	ascertaining that the   	Job NC 15-76-1.   

copy) prepared by the Automatic     	micro- film copies have been

Data Processing system on           	prepared in accordance with 

Insurance Accounts and Insurance    	GSA regulations as 

Award Accounts. 	outlined in MP-1, Part II,  

[chapter 7], and are adequate substitutes for the transaction lists.



b. Daily microfilm copy of	Destroy upon receipt	National          

Insurance Transaction History      	of the quarterly	Archives          

Lists.                              	microfilm copy of	Job               

                                           	Insurance Transaction   	NC1-l5-76-22.     

                                           	History Lists. 

Item	Title and Description of Records	Disposition	Authority         

No. 



c. Daily microfilm copy of	Destroy upon receipt	National          

Insurance Awards Transaction	of the semiannual	Archives          

History Lists. 	microfilm copy of 	Job               

Insurance Transactions  	NC1-l5-76-22.     

History Lists. 



d. Quarterly microfilm copy of	Retain for 50 years	National          

Transaction History Lists on        	after microfilming;     	Archives          

insurance accounts and semiannual   	then destroy.           	Job NC 15-76-1.   

microfilm copy of Insurance Awards  	Microfilm will be

Transaction History Lists.          	stored and maintained 

in accordance with FPMR Subchapter B, Archives and Records Subpart 101-11.5 microfilming. 



2-60	Control Listings prepared by the	Destroy after 1 year.	National

In-Force and Awards System and 		Archives

used for verification control and                           	NC1-15-76-25.     

reconciliation of the basic subsidiary account and related control records. 



2-61	Field service and/or counter	Destroy 30 days after	Nonrecord 

receipts. Processed originals not   	date of preparation.    	1/14/66.          

required to be issued to remitter and maintained by agent cashier. 



2-62	Daily ledgers, summary ledgers,	Destroy after 1 year.	General Records   

and cash books. Records of		Schedule 12,      

insurance remittances received in		item 6e.          

open and closed mail and deposited with the Federal Reserve bank. 



2-63	Overpayment records. Copies of 	Destroy after review    	Nonrecord         

finance indebtedness RO checklists  	of next annual list.    	7/9/65.           

used to report collections of indebtedness from insurance accounts. 



2-64	Record books containing signatures  	Destroy after final     	Nonrecord         

certifying that remittances have    	entry.                  	6/10/57.          

been placed in locked safes at close of business. 



2-65	Record of Irregular Remittance (VA	Destroy after	Nonrecord 

Form 24-1342). 	processing to 	4/25/61.

conclusion. 

�Item	Title and Description of Records	Disposition	Authority

No. 



2-66   Tapes used in processing insurance  	Destroy cash control   	National          

remittances: 	machine master tape     	Archives          

a. Cash control machine master      	and FRB deposit grand   	Job NA 1150.      

tapes, FRB (Federal Reserve bank)   	total tapes after 1 year;                       

deposit grand total tape, and       	destroy FRB breakdown 

Federal Reserve bank deposit       	 tapes after the cash 

breakdown tapes for cash to be      	control machine receipts are 

deposited.                          	verified with tape and 

microfilmed.



b. Cash control machine receipts	Destroy 1 month after   	National          

used to record cash payments.	microfilming.           	Archives          

c. Cash control machine receipts.	Retire to the Federal   	Job NA 350-S271.  

Microfilm.                          	Records Center 10       	National          

                                           	years after             	Archives          

                                           	preparation; destroy    	Job NC 15-76-1.   

                                           	50 years thereafter.                      



2-67	Payment document file relating to   	Disposition pending.                      

insurance accounts and consisting                                             

of report of status for settlement                                            

of death claims, award brief face                                             

and authorization for payment of                                              

insurance, record printouts (MCP),                                            

and related papers.                                                           



2-68	Notice of Refund and Refund	Destroy 3 years after	General Records   

Worksheet (VA Form 4-706), or	efund action has been  	chedule 6, item  

equivalent, and related papers      	ompleted.              	6.

properly filed therewith. Originals and copies where no insurance numbers have been issued. 



2-69	Returned check                      	Destroy after check     	Nonrecord         

worksheet-insurance.                	has been remailed,      	10/26/61.         

replaced, or disposed                     

of.                                       





2-70	Voucher registers controlling the	Destroy after related	Nonrecord         

numbering of vouchers for           	voucher files are       	7/12/61.          

insurance.                          	retired to Federal records 

center or otherwise disposed of. 



�Item	Title and Description of Records	Disposition	Authority

No. 



2-71   	Insurance Collections Records       	Destroy after 1 year.   	National          

(Collections Section). Copies of		Archives          

certificates of deposit, deposit		Job               

tickets, counter receipts, 		NC1-15-76-25.     

transmittal letters directing sale of foreign remittances, collections transactions listings, correspondence with Federal Reserve banks regarding irregularities in deposits, and related papers properly filed therewith. 



2-72	Copies of record material used in   	Destroy after 	Nonrecord         

lieu of original documents for      	extracting data for     	10/2/68.          

coding input documents used to      	coding purposes. 

add, correct or amend DVB; ADP programs and which are not proper for filing in any administrative file. Award Brief and Authorization for Payment of Insurance (VA Form 29-444), or equivalent, and copy 3 of Report of Status for Settlement of Death Claims (VA Form 29-368d) used by Philadelphia and St. Paul centers. 



2-75	Station Transaction File (Supply	Destroy after 2 fiscal  	National

Depot).                             	years.                  	Archives          

Station issue listings, transfers		Job 

of disbursing authority,		NC1-15-76-25.     

correspondence and related material filed therein. 



2-76	Tabulated Listings, pertaining to	Destroy immediately 	Administrative

dollar value of supply inventory.   	after reconciliation    	approval, 

of accounts.	3/5/57. 



�Item	Title and Description of Records	Disposition	Authority

No. 



2-77	Tabulating Machine Operations	Place records in	National          

a. Processing Medium File (Supply	"holding" file after	Archives          

Depot).	all contemplated	Job II NNA 2993.  

Data processing records; code       	actions are completed   	National          

sheets, card work decks, batch      	and dispose of 90 days  	Archives          

transmittals, control registers     	thereafter.             	Job II NNA 2993.  

and similar media used in supply	NOTE: By product 

depot fiscal operational	records such as runs 

activities, i.e., service and	or listings will not

reclamations, completed projects,	be disposed of under

work in process end of month,	this item.

etc., and any related material      	Place records in 

filed therein.                      	"holding" file after 

b. Processing Medium File.          	contemplated actions 

Data processing records; code       	are completed and

sheets, card work decks, batch      	dispose of 90 days

transmittals, control registers     	thereafter.

and similar media used in the       	NOTE: By product

intermediate mechanized processing  	records such as runs

of fiscal data.                     	of listings will not 

EXCLUDING PAID documents.	be disposed of under

	this item.



2-78	Remittances, microfilm of	Retire to Federal	National 

remittances received  for payment	Records Center 10	Archives 

of Government life insurance	years after	Job NN 165-43.

premiums.	preparation; destroy 

	50 years thereafter.



2-79	Listing of Acceptable Collections	Destroy 3 years after	National          

	by Batch Number (PLACE).	the close of the	Archives          

fiscal year involved.	Job

	NC1-15-76-25.



2-80	Unclaimed moneys, punched card	Destroy 5 years after	National          

files, converted to magnetic tape   	the successful          	Archives          

for computerized operations and     	conversion to magnetic  	Job               

maintenance.                        	tape for computerized   	NC1-15-76-25.     

operations and maintenance.



�

CENTRALIZED ACCOUNTING FOR LOCAL 

MANAGEMENT (CALM) 



2-81	CALM Daily Journal (Microfiche).	Destroy 90 days after	National

receipt of the CALM	Archives

Monthly Journal.	Job NC-15-75-3.



2-82	CALM Monthly Journal (Microfiche).	Destroy 10 years after	General Records   

		the close of the	Schedule 7, Item  

		fiscal year involved.   	2.



2-83	CALM Master Files (Microfiche). 	Destroy 3 years after	General Records   

the close of the        	Schedule 7, Item  

fiscal year involved.   	4a. 



2-84	CALM Vendor File (Microfiche).      	Destroy after updated   	National          

listing of the vendor   	Archives          

file is received.       	Job NC-15-75-3.   



2-85	CALM Processed Reference Listing	Destroy 90 days after	National

	(Paper or microfiche).              	the month in which      	Archives          

		created.	Job NC-l5-75-3.   



2-86	CALM Station Input Reject Report	Destroy 90 days after	National

(Paper or microfiche).	the month in which 	Archives

created.	Job NC-15-75-3.



2-87	CALM Fiscal Year-end Closing	Destroy 10 days after	General Records   

Entries (Microfiche).   	the close of the	Schedule 7, Item  

fiscal year involved.   	2.



2-88	Master Copy of (CALM) microfiche	Retain current months	National 

records produced by (COM) Computer	CALM microfilm records 	Archives 

Output Microfilm. 	until the succeeding	Job NC-15-75-3.  

months records have been microfilmed.  Secure at the Records Security Depository for 10 yrs. after the close of the fiscal year in which created; then destroy. 



2-89	CALM transaction code sheets or	Destroy 60 days after	Administrative

keypunch cards, ARS input (TWX	transmission of data    	approval.         

copies of code sheets),   	to the DPC and all 

Transmittal Control Registers and	contemplated actions 

similar media used in the           	are completed. 

preparation, control and transmittal of data to the CALM system. 



�Item	Title and Description of Records	Disposition	Authority

No. 



2-90	CALM Monthly Computer Listings.	Destroy 3 years after	General Records   

a. Undelivered Order File Listing.  	the close of the	Schedule 7, item  

b. Accounts Receivable Listing.	fiscal year involved.   	4a.

c. Advance Payment Listing. 

d. Fund Control Transaction Listing. 



2-91	Duplicate copies of CALM listings,	Destroy when no longer 	Administrative

reports, or similar media used for  	needed for reference    	approval. 

reference or inquiry purposes.	or inquiry purposes. 



2-92 	CALM Payment History File 	Destroy upon receipt	National 

(Microfiche).                       	of the next updated	Archives 

a. Weekly Listing.                  	weekly listing          	Job NC            

b. Annual Listing.                  	Destroy 6 years after   	1-15-76-25.       

the close of the fiscal year involved.



2-93	8442 Update Listing (Error 	Destroy 30 days after	Administrative 

	Transactions and Table Entries).	the month in which	approval.         

created. 



2-94	Status of Funds (Printed Report 	Destroy 90 days after	Administrative    

and Teletype).	the month in which  	approval.

HINES DATA PROCESSING CENTER	created.                                  



2-95	Irregular Deductions and New	Destroy 3 years after 	General Records   

Accounts Receivable Listing.	the close of the	Schedule 7, item  

fiscal year involved.	4a.



2-96	Hold Check Listing.	Retain in inactive 	GRS 6, item 1a.   

storage 1 year after    	[(2)] 

close of fiscal year, then transfer to a Federal Archives and Records Center.  Destroy 6 years, 3 months after period covered by account. [ ] 



2-97	Batch Balance Report on Individual	Destroy 90 days after	National          

	Batches  	the month in which	Archives          

(Cycle Control Report #1).	created.	Job NC 15-75-3.   



2-98	Summary Report of Receivables and	Destroy 30 days after	National

Trust Funds (Cycle Control Report	the month in which	Archives

#4).	created.	Job NC 15-75-3.   



�Item	Title and Description of Records	Disposition	Authority

No. 



2-99	Net Change in Awards by terminal 	Destroy 90 days after	National          

digit, of regular, suspense and  	receipt of the report   	Archives          

Manila "No Pay" accounts and	voucher and             	Job NC 15-75-3.   

National Summary (Cycle Control	reconciliation with                       

	Report #5). 	Control Report #5.                        



2-100	New Award Control during	Destroy 90 days after	National          

processing by Terminal Digit and	receipt of report	Archives          

National Summary (Cycle Control 	voucher and after	Job NC 15-75-3.   

Report #6).	reconciliation of each                    

report cycle 



2-101	Failure to File Income	Destroy 90 days after	National          

	Questionnaire Listing.	the month in which the  	Archives          

report was created.     	Job NC 15-75-3.   



SECTION III. -CASHIERS (AGENT-IMPREST)



3	Cashiers (Agent and Imprest Fund).                                            



3-1	Counter Receipt-Government Life	Retain 3 fiscal years;	National          

Insurance (VA Form 4-367), or       	then destroy.           	Archives          

equivalent (Finance copies only). 		Job NC 

		1-15-76-25.       



3-2	Receipts-employee. Requests for	Destroy after 1 fiscal  	National          

change in delivery and receipts     	year.                   	Archives          

for salary checks, bonds, etc., 	Job II NNA 2993.  

and any related material properly 

filed therein. 



3-3	Receipts-general 	Destroy after 3 fiscal  	National          

receipts-patient's funds. Field	years.	Archives 

service receipts or equivalent.		Job NC            

		1-15-76-25.       



3-4	Receipts-temporary. Temporary	Destroy after 1 fiscal  	National 

collection receipts; or equivalent  year.		Archives          

and related material filed   		Job II NC         

therein.    		1-15-76-25.       





�Item	Title and Description of Records	Disposition	Authority

No. 



3-5	Transmittal Schedule of Insurance   	Retain for 3 fiscal     	National          

Collections (VA Form 4-1551), or	years; then destroy.    	Archives          

equivalent and related papers	Retain until return of  	Job NC            

properly filed therewith.	receipted copies; they  	1-15-76-25.       

a. Copies in Finance Division	destroy.                	National          

except agent cashier's pending 	 	Archives          

copies.		Job 351-S396.     

b. Agent cashier's pending copies which are held pending return of receipted copies from Insurance. 



3-6	Shipment of Valuables File.	Destroy after 1 fiscal  	National          

Records of shipment of valuables    	year.                   	Archives          

prepared on all collections which       	 	Job NC            

are forwarded off the station                               	1-15-76-25.       

premises, and related papers filed therewith. 



3-7	Canceled checks. Schedule of        	Destroy after 1 fiscal  	National          

canceled checks and other related   	year.                   	Archives          

and pertinent documents                                     	Job II NNA 2993.  

used to effect cancellation of checks.



3-8	Transmittal-Checks Retumed to	Destroy 3 years after   	National          

       	Agent Cashier.                      	the close of the        	Archives          

fiscal year involved.   	Job NC            

1-15-76-25.       



3-9	Replenishment Voucher File. 	Copies  Destroy after 1 year.	National          

of Reimbursement vouchers	Archives          

maintained by the agent cashier as	Job NC            

a record of accountability for	1-15-76-25.       

funds advanced. Schedule of 	

replenishments (CALM).	



3-10	Transmittal Schedule of Portfolio 

Loan Collections (VA Form 4-8421a,	Retain 3 fiscal years;  	National

formerly 	then destroy.	Archives 

24-8421a); and related papers	Retain until return of  	Job NC            

properly filed therewith.           	receipted copy; then    	1-15-76-25.       

a. Receipted copies filed at DPC    	destroy.                                  

and stations Accounting activity. 

b. Station's pending copies which are held pending return of receipted copies from DPC. 



�Item	Title and Description of Records	Disposition	Authority

No. 



3-11	VA Form 4-5216 Transmittal                                                    

Schedule of Centralized Accounts    	Destroy after 3 fiscal  	NC 1-15-76-18.    

Receivable Collections (CARS).      	years. 

a. Receipted copies filed at the    	Destroy upon return of 

Data Processing Center and          	the receipted copy. 

Station's Accounting Activity. 

b. Station's pending copies. 



SECTION IV. -PAYROLLING AND PAY ADMINISTRATION RECORDS



Item	Title and Description of Records	Disposition	Authority

No. 





4	Paroling and Pay Administration

	Records                                                                       



4-1	Bond Issuance Schedule File.	Destroy originals or	National

Request for Issuance of U.S.	copies 3 years after	Archives

Savings Bonds; subscriber number	the close of the	Job NC

lists; tabulated subscriber lists;  	fiscal year involved.	1-15-76-25.

bond summary listing; and related material. 

NOTE: File discontinued. Existing records should be retained until expiration of retention period. 



4-2	Time and Attendance Report File	Destroy when 3 years 	General Records   

(VA Form	old.	Schedule 2, item  

4-5631), or equivalent (including	NOTE: Records may be	9.

the final card).	transferred to the 

station storage area 1 year after the close of the calendar year 



4-3	Payroll Folder File	Retire to National 	General Records   

a. Record of Salary Payments and	Personnel Records	Schedule 2, item  

Individual 	Center (Civilian	1.

Pay Cards	Personnel Records)

(1) Record of Salary Payments (VA   	[111 Winnebago Street, 

Form	St. Louis, MO 63118,] 

4-5691).	3 years after close of 

calendar year following date of transfer or separation of employee. 

�Item	Title and Description of Records	Disposition	Authority

No. 



(2) Individual Pay Card (SF 1127)	Retire to National 	[General Records  

or	Personnel Records       	Schedule 2, item  

equivalent tabulated listings.	Center (Civilian        	1.]

Personnel Records) [111 Winnebago Street, St. Louis, MO 63118,] after conversion to PAID system. 



b. Levy and garnishment records     	Destroy after 3 years.  	General Records   

such as TD Release of Levy,            		Schedule 2, item  

including all official notices of                           	23.

levy or garnishment, change slips, work-papers and correspondence relating to charge against retirement  funds or attachment of salary for payment of back income tax or for other debts of Federal employees. 



c. Employee's Withholding	Destroy [4] years	General Records   

Allowance Certificate (TD Form	after record is	Schedule 2, item  

W-4), and equivalent State	superseded or	18.

exemption certificates. 	obsolete.



d. Employee's Clearance From	Destroy 3 years after	National          

Indebtedness (VA Form 3248);	close of calendar year	Archives          

memorandum authorization for	following date of	Job NC            

withholding additional amount for	separation or transfer  	1-15-76-25.       

Federal income tax and request for	of employee.                              

termination of same; memorandum from Personnel Division advising of employee's social security number when number is not known at time of appointment; consent agreement authorizing collection by payroll deduction of any general debt due the Government; record advising of any adjustment in the indebtedness; record in which employee revokes his consent agreement. 



e. Paid Master Record Printout 	(VA  Destroy 3 years after	National          

Form 71), Accession or Separation.  	separation or transfer  	Archives          

	of employee.	Job NC            

	1-15-76-25.



�Item	Title and Description of Records	Disposition	Authority

No. 



f. Notification of Personnel	Destroy after 3 years.	National 

Action (VA Form 5-4650) or  		Archives 

equivalent, Payroll Change Slip		Job NC 

(SF 1126b)-periodic or longevity		1-15-76-25.       

step increase involved, or 

equivalent. 



g. Record of Leave Data (SF 1150)	Destroy 2 years after   	National          

transferred, EXCLUDING those        	date of document.       	Archives          

attached to final Time and                                  	Job NC            

Attendance Report (VA Form                                  	1-15-76-25.       

4-5631), or equivalent.



h. Miscellaneous payroll documents  	Destroy 1 year after    	National          

filed for convenience purposes.     	separation or transfer  	Archives          

of employee.            		Job NC            

		1-15-76-25.       



i. Individual authorization card    	Destroy when            	National          

and record of payroll allotments    	superseded by new       	Archives          

such as Request and Authorization   	authorization,          	Job NC            

for Quarters, Subsistence, Garage   	cancellation, or on     	1-15-76-25.       

or Parking Facilities and Laundry   	separation of 

(VA Form 10-4560); United States    	employee.

Savings Bonds Authorization for Purchase and Request for Change (SF 1192), EXCLUDING valid cards transferred with employee when assignment to another office occurs. 



j. Designation of                   	Return to employee.     	National          

Beneficiary-Unpaid Compensation of                          	Archives          

Deceased Civilian (SF 1152). Forms                          	Job NN 168-52.    

on separated employee, or forms canceled or revoked by employee. NOTE: Folders will not be removed from the files specifically for the purpose of removing documents eligible for disposal. Disposition should be accomplished during routine processing. 



4-4    	Earnings and Leave Statement (VA	Destroy after 1 year	National 

Form 4-5632). Fiscal Copy.	and after receipt of    	Archives 

.               	summary listing from    	Job II 171-63.    

data processing center.                                   

�Item	Title and Description of Records	Disposition	Authority

No. 



4-5	Payroll Change Slip File.           	Destroy originals       	National          

a. Payroll Change Slip (SF 1126),   	after 3 fiscal years.   	Archives          

or equivalent.                      	Destroy copies after    	Job NC            

b. Payroll Change Slip (SF 1126b),  	receipt and             	1-15-76-25.       

or equivalent, EXCLUDING those      	verification of         	National          

involving periodic or longevity     	related salary checks   	Archives          

step increases.	nd savings bonds.      	Job NN 163-6.     



4-6	Payroll Control Register File.      	Destroy after 3 fiscal  	National          

Payroll control register, with      	years.                  	Archives          

related copy of schedule of		Job NC            

collections and worksheets.		1-15-76-25.       



4-7	MANILA REGIONAL OFFICE ONLY	Destroy after 3 fiscal  	National          

Payroll Control Register File.      	years.                  	Archives          

Payroll control registers with		Job NC 1-15       

reconciliation reports and related		-76-25.           

papers EXCLUDING adding-machine tapes and worksheets. 



4-8    MANILA REGIONAL OFFICE ONLY	Destroy after	Nonrecord         

Adding-machine tapes and worksheets	balancing action is	8/31/65.          

formerly required to be attached to	completed and after 

payroll control registers.	verification and certification 

of the reconciliation report by the certifying officer. 



4-9	Request for Recovery of Debt Due	Destroy copies 1 year	National          

the United States (SF 2805), or	after receipt of	Archives          

equivalent.                         	information satisfying  	Job II NN 1776.   

	claim. 



4-10   Miscellaneous U.S. Savings Bond     	Retain 1 year; then     	National          

Files, including correspondence     	destroy.                	Archives          

and memorandums regarding requests  	 	Job II NNA 1800.  

for change on bond plates, cancellations, collections, corrections, changes of name, address, coowners, etc.; reports of employee participation in payroll allotment plans for purchase of U.S. savings bonds; receipts for salary payment in U.S. savings bonds. 



�Item	Title and Description of Records	Disposition	Authority

No. 



4-11	Health Benefit Files consisting of  	Destroy after 3 years   	General Records   

reports, transmittal letters,                               	Schedule 2, item  

e.g., Transmittal and Summary                               	22. 

Report to Carrier (SF 2811), and other documents used in connection with the general administration of controlling and reporting deductions related to the Federal employees health benefits program.   EXCLUDING documents which are to be filed in payroll folders, payroll voucher files and official personnel folders. 



4-12   	Retirement Records                                                            

a. Individual Retirement Record     	Transfer to the Civil	National          

(SF 2806), or equivalent.           	Service Commission,	Archives          

b. Retirement Reports and           	Washington, D.C.        	Job II NNA 2993.  

Registers. Register of separations  	20415, after            	General Records   

and transfers, register of          	separation of employee  	Schedule 2, Item  

adjustments, and annual summary of  	from the VA.            	21.               

retirement fund transactions.       	Destroy 3 years after 

close of calendar year

involved. 



4-13	PAID pay change control file	Destroy after 3 years.	National          

master record code sheet pay                                	Archives          

adjustment and cash payment code                            	Job NC            

sheet, address and bond                                     	l-15-76-25.       

information code sheet, and similar code sheet records. 



4-14   	PAID Master Record Printouts.	Destroy 60 days after   	National          

Master record printouts; except	completion of action    	Archives          

accession and separation actions;1	requiring the           	Job NN 166-177.   

notices of pending personnel        	information.                              

action, except when used for placement follow-up;2 conversion master record printouts; indivi-dual retirement RPO  (internal VA use only); re-quests for record printouts; and similar information records. 



�Item	Title and Description of Records	Disposition	Authority

No. 



4-15	PAID-Code Sheet File. 	Dispose of 30 days 	Nonrecord.        

Cost reporting code sheets. 	after cards are

General ledger code Sheets. 	punched and verified. 

Management personnel inventory code sheets. Requests for personnel action (coding copy); and similar code sheets.



4-16	PAID Transmittal Control	Dispose of 30 days	National          

Registers.                          	after close of fiscal	Archives          

Interim Operation Control, Cost	year.	Job II NN         

Accounting Report Control, and   		166-177.          

similar Control Records. 



4-17   	Employees' Service Computation      	Destroy immediately.    	Nonrecord         

Date Calendar File. 		8/29/63.          

Obsolete Cards: Cards on employees who have accumulated 15 years of creditable service and/ or cards on employees separated or transferred to another government agency. 



4-18	Notification of Employee's Annual	Destroy after data is	Nonrecord         

Leave Accrual Rate.                 	entered on time and     	8/29/63.          

attendance report and verified in the Employees Accounts Section



4-19	U.S. Annual Information Return (TD  	Destroy after 3 years.  	General Records   

Form 1096), and related working		Schedule 6, item  

papers.		6b. 



4-20	Unemployment Compensation File	Destroy 1 year after	National

(Federal Employees). Copies of      	file is closed. Start   	Archives

State employment agency forms:      	a new file every        	Job NN 164-144.   

Wage and Separation Information    	fiscal year. 

(ES 931); Information or Reconsideration of Federal Findings (ES 934); Verification of Wage and Separation Information (ES 936), for each claimant eligible for unemployment com-pensation. 

�Item	Title and Description of Records	Disposition	Authority

No. 



1.  Accession and separation RPO's are maintained as part of employee payroll folder.

2.  Pending personnel actions used for placement purposes are filed in the official personnel folder.



4-21	Out-of-Balance Listings and 	Destroy after 3 years.	National          

Out-of-Balance Reports, Payroll		Archives 

Activity.		Job NC            

		1-15-76-13.       



4-22	Punched Cards and Listings          	Destroy 30 days after   	Nonrecord         

produced as a result of ARS or      	transmission and after  	7/20/77           

IVATEN transmission of PAID input.  	control totals have 

been reconciled. 

NOTE: See item 4-21 for the disposal of listings used in conjunction with Out-of-Balance situations. 



4-23	Application for Leave, SF 71, or	[  ]	General Records   

equivalent, and supporting papers   	[Destroy at the end of  	Schedule 2, item  

relating to requests for and        	the applicable pay      	8-                

approval of taking leave.           	period.]                	[a and b.]        

[a. If the time card has been       	[Destroy after GAO 

initialed by the employee.]         	audit or when 3 years                     

[b. If the time card has not been   	old, whichever is                         

initialed by the employee.]         	earlier.]                                 



SECTION V. -VOUCHERS AND CONTRACTS



5	Vouchers and Contracts	NOTE: See Section B of 

FOREWORD for general information concerning site audit [  ] records. 



5-1	Accounting (onsite audit) records	Retain in inactive      	[  ]              

comprised of:                       	storage 1 year after 

a. Contracts. Agreements entered    	close of fiscal year, 

into between the VA and an          	then transfer to a 

individual, firm corporation,       	Federal Ar-chives and 

institution, State or local         	Records Center.[  ] 

government, or another Federal agency, under which moneys are disbursed or collected by the VA and without regard to whether the 

�Item	Title and Description of Records	Disposition	Authority

No. 



contract is executed on Construction Contract (SF 23), Solicitation, Offer, and Award (SF 33); VA lease form, or in the form of a written agreement on a commercial contract form or any other form or letter, including but not limited to all related schedules, abstracts of bids, supplements, amendments, change orders, extensions, renewals, etc., and EXCLUDING original contracts for freight or passenger rate services; NOTE: Contract originals created on or after October 1, 1976, are the responsibility of Supply Services and are scheduled in RCS 10-1. 



[(1) Contract originals of more	Destroy 6 years and 3	GR Schedule 3,    

than $25,000, and all construction	months after final      	item 4(a)1.       

contracts exceeding $2,000.	payment.                	GR Schedule 3,    

(2) Contract originals of $25,000	Destroy 3 years after   	item 4(a)2.]      

or less, and    all construction    	the final payment.      	GRS 3, item 4b    

contracts under $2,000.             	Retain until final 

b. Contract copies.                 	payment has been made 

and until notice of final payment has been given to the Procurement Officer for filing in the official contract file; or until cancellation of the contract; then destroy. 



c. Vouchers. Originals and copies	Retain in inactive      	GRS 6, item       

used in lieu of originals of	storage 1 year after    	1a[(2)]           

documents used to schedule the	close of fiscal year, 

disbursement or collection of 	then transfer to a 

moneys to the Treasury, and all	Federal Archives and 

related basic supporting            	Records Center. 

documents such as approved public  	Destroy 6 years and 3 

voucher forms, vendors' invoices    	months after period 

and bills payrolls, agent           	covered by account. [

cashier's replenishment vouchers,   	] 

etc., [ ] in-cluding but not limited to voucher and schedule of payments, voucher and schedule of with-drawals and credits, certificate of deposit, deposit ticket, schedule of canceled checks, voucher and schedule to effect correction or errors, 

�Item	Title and Description of Records	Disposition	Authority

No. 



certificate of settlement, interoffice transfer vouchers, procurement instruments receiving                                              

reports, any other documents used to establish the legality and propriety of payment vouchers, and memorandum copies of carriers' transportation vouchers, INCLUDING the completed voucher file (PAID) for insurance dividends loans; Statement of transaction according to appropriations, funds and receipt accounts, Statement of Transaction (SF 224), or equivalent. 



MANILA RO ONLY (on-site audit) d. Contracts. Agreements entered into between the VA and an individual, firm, corporation, in-stitution, State or local government, or another Federal agency, under which moneys are disbursed or collected by the VA and without re-gard to whether the contract is executed on Construction Contract (SF 23); Solicitation, Offer, and Award (SF 33); VA lease form; or in the form of a written agreement on a com-mercial contract form or any other form or letter; including but not limited to all related schedules, abstracts of bids, supplements, amendments, change orders, extensions, renewals, etc., and EXCLUDING original contracts for freight or passenger rate services. 



(1) Contract originals created      	Retain for site audit;  	Administrative     

before October 1, 1976.             	destroy after 15 years  	approval 9/15/65;  

and after receipt of    	GAO letter         

approval for their      	8/31/65.           

destruction from GAO.   	National Archives  

Job NN 164-145.        



NOTE: Contract originals created    	Retain until final	GRS 3; item 4b     

on or after October 1, 1976, are    	payment has been made                      

the responsibility of Supply        	and until the notice                       

Services and are scheduled in RCS   	of final payment has                       

10-1.                               	been given to the                          

�Item	Title and Description of Records	Disposition	Authority

No. 



(2) Contract copies.                	Procurement Officer                        

for filing in the official contract file; or until cancellation of the contract, then destroy.                                                                 



[MANILA RO ONLY (on-site audit)]	Records created prior   	GAO ltr. 3/17/72  

e. Vouchers. Originals and copies   	to July 2, 1975,        	NN 171-4          

used in lieu of originals, or       	should be kept 10                         

documents used to schedule the      	years and 3 months                        

disbursement or collection of       	after the period of                       

moneys to the Treasury, and all     	the account, and                          

related basic supporting            	records created on or                     

documents such as approved public  	after July 2, 1975,                       

voucher forms, vendors' invoices    	should be kept 6 years                    

and bills, payrolls, agent          	and 3 months after the                    

cashiers' replenishment vouchers    	period of the account.                    

with attached subvouchers, etc.,    	These records will not                    

including but not limited to        	be destroyed until                        

voucher and schedule of payments,   	after receipt of                          

voucher and schedule of             	approval for their                        

withdrawals and credits,            	destruction from GAO.                     

certificate of deposit, deposit ticket, schedule of canceled checks, voucher and schedule to effect correction of errors, certificate of settlement, interoffice transfer vouchers, procurement instruments, receiving reports, and other documents used to establish the legality and propriety of payment vouchers, and memorandum copies of carriers' transportation vouchers; statement of transactions according to appropriations, funds, and receipt accounts, State of Transaction (SF 224), or equivalent. 



5-2	Contract and Schedule File. Copies  	Destroy 3 years after   	National          

of contracts and schedules          	the close of the        	Archives Job      

negotiated by other Government      	fiscal year in which    	NC 1-15-76-25.    

agencies, copies of decentralized   	terminated.             	National          

or drop-                            	Destroy 3 years after   	Archives Job      

shipment VA Central Office          	the close of the       	NC 1-15-76-25.    

contracts, and copies of            	fiscal year when 

blind-made and prison-made product  	replaced by current 

schedules.                          	issues. 

a. Contracts and schedules. 

b. Amended pages (contracts and 

schedules). 

Item	Title and Description of Records	Disposition	Authority

No. 



5-3	Transportation Vouchers Files.	Transfer to General	National          

Records and basic documents         	Services                	Archives Job      

covering payments for               	Administration on a     	II NNA 2993.      

trans-portation services including  	monthly basis in                          

Government bills of lading,         	accordance with VA                        

Government requests for             	Manual MP-4, part V.                      

transportation, public vouchers for transportation changes, records of changes in passenger transportation, voucher for charter services, other documents and supporting relative to common carrier payments properly filed therein. 



5-4	Correspondence, pertaining to 

transportation and services secured on Government Bills of Lading and Transportation, Meals, Lodging, and Special Transportation Requests. 



a. Freight transportation	Retain 3 years after    	General Records   

correspondence.                	latest date appearing   	Schedule 9, item  

b. Correspondence, relative to 	thereon; then destroy.  	[1a.]

passenger trans-portation, travel,  	Retain 3 years after    	General Records   

meal, lodging, and special          	period covered by the   	Schedule 6, item  

transportation.                     	account; then destroy.  	1b. 



5-5    	Freight Payment Files, covering 	Retain 3 years; [after  	General Records   

freight trans-portation charges    	the period of the       	Schedule 9, item  

and consisting of memorandum 	 account] then destroy.  	la.               

copies of vouchers, schedules, Government or commercial bills of lading. Finance Division copies of reference of claims to GAO on paid or settled claims, and all supporting and related papers. 



5-6	U.S. Government Transportation 

Request (SF's 1169 and 1169a), or   	Retain unpaid           	National          

equivalent, and related papers      	memorandum copies 11    	Archives Job      

properly filed therewith.           	years; then destroy.    	II NNA 1763.      

a. Memorandum copies on unpaid      	Retain memorandum       	General Records   

transportation.                    	copies on paid          	Schedule 9, item  

b. Memorandum copies on paid        	transportation          	3a.               

transportation.                     	requests 3 years; then                    

                                           	destroy. 

�Item	Title and Description of Records	Disposition	Authority

No. 



5-7	Record of Bills of Lading Card	Retain 3 years after	General Records   

	File (VA Form 4-216), or	date of fiscal year    	Schedule 9, item  

	equivalent.                         	involved; then          	1c.               

		destroy.                                  



5-8    	Advance of Travel Fund File,        	Destroy 1 year after    	National          

Application and Account for         	the close of the        	Archives Job      

Advance of Funds (SF 1038), or      	fiscal year in which    	II NN 3452.       

equivalent, and related papers.     	advances are                             

liquidated.                               



5-9    	Guest Meal Ticket File, Authority   	Destroy after 1 year.   	National          

and Receipt for Guest Meals (VA                             	Archives Job      

Form 10-2684), and related                                 	NC 1-15-76-25.    

material. 



5-10   	Institutional Audit File. Original  	Destroy original and    	National          

audit reports, Notice of Final      	copies 11 years after   	Archives Job      

Action on Audit of Educational or   	date of final action.   	II NNA 1928.      

Training Institutions (VA Forms     	NOTE: Retire to                           

4-5601), working papers and         	Federal                                   

related papers resulting from       	records center 3 years                    

institutional audits by VA terms    	after date of latest                      

and re-lated memorandum copies of   	action.                                   

vouchers.                                                                     



5-11   	CALM Paid Voucher Files maintained                                            

	at the Austin, DPC.                                                           



a. 	CALM Paid voucher files (hard    	Destroy 3 months after  	National          

copy).                              	microfilming and after  	Archives Job      

b. Master microfilm copy of the     	ascertaining that the   	NC 1-15-77-5.     

CALM paid voucher files.            	microfilm copies have   	GRS 6, item       

been prepared in 	1a[(2)].          

accordance with GSA regulations as outlined in MP-1, part II, chapter 7 and are adequate substitutes for the Paid Voucher Files.  Retain in inactive storage 1 year after close of fiscal year, then transfer to a Federal Archives and Records Center.  Destroy 6 years, 3 months after period covered by account. [ ] 

�Item	Title and Description of Records	Disposition	Authority

No. 



5-11                                       	NOTE: See Section "B"                     

(Con.)                                     	of FOREWARD to MP-4, 

Part X for the retention period of site audit records being transferred to Record Centers.                           



c. 	Microfilm work copies of CALM    	Destroy when no longer  	National          

paid voucher files.                 	needed for reference    	Archives          

                                           	or inquiry purposes.    	Job NC            

		1-15-77-5.]       



SECTION VI. -PAYMENTS



6      Payments. 



6-1	Notice of Exceptions and Reply to   	Destroy after audit by  	National          

Exceptions, EXCLUDING copies in	the General Accounting  	Archives Job      

reconciliation until files.         	Office or when 3 years  	NC 174-161.       

                                           	old, whichever is the                     

                                           	earlier.                                  



6-2    	Statement of Expenses Incurred by	Retain 1 year after     	National          

the VA on Account of Allied         	payment has been made;  	Archives Job      

Ex-Servicemen (VA Form              	then destroy.           	350-S124.         

4-1082, formerly 1082), or 

equivalent. 



6-3    	Check List (VA Form 1144), or       	Destroy after           	National          

equivalent. Re-quest to regional    	disposition of checks   	Archives Job      

disbursing office to hold or        	listed thereon.         	352-S185.         

release checks, including copies returned by regional disbursing office and copies used to authorize release of held checks. 



6-4	WRO ONLY. READJUSTMENT ALLOWANCE.                                             

Readjustment allowance records created or received by Central Office and by Washington Regional Office in administering the program of benefits to unemployed veterans under the provisions of title V, Pub. L. 346, 78th Congress: 



a. Program operating directives,	Retain as segment of    	National          

such as: ad-ministrative letters;   	VA historical files.    	Archives Job      

operational procedural let-ters;    	Destroy immediately.    	NC 15-76-1.       

manual of procedures, laws,                                 	National          

�Item	Title and Description of Records	Disposition	Authority

No. 



regulations and decisions; service 	Archives Job      

letters; and agent procedural        	NC 15-76-1.       

letters.                                                                      

b. Agreements with State unemployment agencies to administer the program under the operational procedures and guides of the VA. 

c. Lists of outstanding, unclaimed  	Destroy immediately.    National          

and/or canceled checks or                    	Archives Job      

equivalent, submitted by State	NC 15-76-1.       

agencies when claim processing functions were transferred to Central Office. 

d. Canceled outstanding checks submitted for reissue, and related correspondence. 

(1) Disallowed checks.              	Destroy immediately.    	National          

(2) Checks approved for reissue     	Retain in inactive      	Archives Job      

and related cor-respondence         	storage 1 year after    	NC 15-76-1.       

(on-site audit record).             	close of fiscal year,   	GRS 6, item       

                                           	then transfer to a      	la[(2)].          

                                           	Federal Archives and                      

                                           	Records Center.                           



e.  Unclaimed checks submitted from  	Destroy 6 years, 3      	National          

State agen-cies with checklists.    	months after period     	Archives Job      

                                           	covered by account. [   	NC 15-76-1.       

]                                         

Destroy immediately.                      



f. Correspondence Files. 	 Destroy 6 months from   	National          

(Correspondence File subsequent to  	date of latest          	Archives Job      

July 1952.) Correspondence          	correspondence.         	NN 162-1.         

between WRO and regional offices, State agen-cies, members of Congress, veterans and other concerning such phases of the Readjustment Al-lowance program under title V, Pub. L. 346, 78th Congress, as: final closing out of operations at State agencies delimiting dates for eligibility of benefits; location of payment record on individual veterans; and similar correspondence.                                                       

�Item	Title and Description of Records	Disposition	Authority

No. 



6-5	Adjusted Service Compensation	Transfer to NPRC, GSA,	National          

Program Records.                    	St. Louis, after audit  	Archives Job      

a. Settled A folders. Application   	by the General          	II NNA 2167 and   

for Adjusted Service Compensation,  	Accounting Office, or   	NC 174-161.       

related correspondence and          	when 3 year old,                          

documents, and settlement           	whichever is earlier.                     

information such as: application for settlement, demand for payment, or evidence of payment. 



b. Tabulating cards related to      	Destroy inactive cards  	Administrative    

overpayments or liabilities; i.e.,  	after reconciliation.   	approval.         

overpayments on loans and on        	Transfer to VA          	MP-1, part II,    

adjusted service certificates or    	Security                	chapter 8.        

awards; out-standing loans and      	Depository annually                       

unpaid certificates.                	each November.                            

c. Tabulated listings of Adjusted Service Certificates. (Unsettled cases.) 



6-6	Bookruns and tabulated check        	Destroy after 90 days.  	National          

listings of payees receiving     		Archives Job      

periodic payments maintained at  		II NNA 2102 and   

stations where check numbers are		II NNA 2417.      

posted to award account cards under the manual system. EXCEPT bookruns required by procedures to be sent to the Security Depository. 



6-8	Monthly and periodic       		National          

certifications of attendance and   		Archives Job      

lessons completed, required for  		NN 170-29.        

payment of the educational 

allowance under the VA educational program and processed through the ADP system. 

a. Certifications of attendance     	Microfilm in 

for students enrolled in courses    	accordance with MP-1, 

leading to a standard college       	part II, chapter 7,   

degree; certifications of           	after 1 year. Destroy 

attendance for students enrolled    	after ascertaining 

in courses below college level and  	that microphotographic 

non-degree level courses, and       	copies are adequate 

certifications of lesson completed  	substitutes for the 

for correspondence courses.         	original records. 

NOTE: Certifications created prior to January 1969, will not be microfilmed.                           

�Item	Title and Description of Records	Disposition	Authority

No. 



Instead each year's accumulation up to January 1969, will be held in paper form for 6 years and then destroyed.                                



b. 	Microfilm copies of monthly and  	Destroy after 5 years.                    

periodic certifications and 

attendance and lessons completed.



6-9	Monthly Certification of Flight	Retain in inactive	GRS 6, item       

Training, support document          	storage 1 year after    	1.[(2)].

required for payment of             	close of fiscal year, 

educational assistance allowance    	then transfer to a 

under the VA educational program.   	Federal Archives and 

Records Center. Destroy 6 years, 3 months after period covered by account. [ ]



6-10	Detailed Payment Records.           	Destroy 6 years after  	 National          

a. Microfilms of checks for         	the closing of the      	Archives Job      

regular recurring and irregular     	payment month.          	NC 1-15-77-8.     

Compensation and Pension and        	Place in Finance        	National          

Education Payments.                 	Division punched card   	Archives Job      

b. Punchcard reproductions of       	disposal file 18        	NC 1-15-77-8.     

checks for retroactive              	months after closing                      

compensation and pension, burial,   	f the payment month.                     

and accrued award payments; hold check notices; returned checks; and of checks for 38 U.S.C. chapter 31 recurring end of month, initial, and adjusted payments. 



6-11  	Completed Reports Files, 	Destroy after 3 years.  	National          

consisting of reports of                 		Archives Job      

verification of ADP computer                         	NC 1-15-76-25.    

output, and all related papers including file audit sampling ex-tracts, fiscal audit worksheets, write-outs, correspondence, and DPC listings of rate changes occurring during selected processing cycles.                                                   



�Item	Title and Description of Records	Disposition	Authority

No. 



6-12   	Audit Files, consisting of 	Destroy 4 years after   	National          

printouts and micro- film photo	audit of records is     	Archives Job      

prints received from Hines DPC in	completed for each      	NC 1-15-76-25.    

connection with audit of outside    	double terminal digit.                    

computer system compensation,                                                 

pension, and 38 U.S.C. chapter 31                                             

subsistence payments.                                                         



6-13   	Reproduction from Treasury          	Destroy by burning or   	Nonrecord         

Department                          	maceration as soon as   	5/5/61.           

Microfilms.                         	the reference purpose   	Nonrecord         

a. Paper prints of veteran's        	for which the record    	7/13/64.          

benefit checks.                     	was reproduced has 

b. Line prints of compensation and  	been served. 

pension payment information.        	Destroy after action 

                                           	on inquiries has been 

                                           	completed. 



6-14   	Mechanized Benefit Payment Files	Destroy punchcard       	National          

and                                 	records after           	Archives Job      

Mediums-Pub. L. 82-550, 84-634 and  	microfilming and after  	NC 1-15-77-12.    

91-219.                             	ascertaining that the   	National          

a. Payee Account Card Files         	microfilm records are   	Archives Job      

pertaining to the Education of      	adequate substitutes    	NC 1-15-77-12.    

Korean Conflict Veterans and War    	for the original 

Orphans under the Title 38,         	records. 

U.S.C., chapter 34 and 35           	Destroy 1 year after 

respectively.                       	the eliminating date 

b. Microfilm Records                	of educational 

(1) Microfilm record of payee       	assistance to Korean 

account card files pertaining to    	Conflict Veterans 

Korean Conflict Veterans under 38   	under Title 38, 

U.S.C. chapter 34. (Pub. L.         	U.S.C., chapter 34. 

82-550).                                                                      



(2) Microfilm records of payee	Destroy 1 year after    	National          

account cards pertaining to War	the delimiting date     	Archives Job      

Orphans under 38 U.S.C., chapter    	for educational         	NC 1-15-77-12.    

35 (Pub. L. 84-634).                	assistance to War                         

Orphans under Title                       

38, U.S.C., chapter 35. 

NOTE: Microfilm records will be maintained in accordance with FPMR Subchapter B, Archives and Records Subpart 101-11.5 Microfilming.                    

 

�Item	Title and Description of Records	Disposition	Authority

No. 



c. Recurring Payment List.          	Destroy 60 days after   	Nonrecord         

d. Irregular Payment List.          	month in which          	9/23/58.          

e. Preliminary List-new monthly     	prepared.               	Nonrecord         

payments.                           	Destroy 60 days after   	9/23/58.          

f. Initial Payment List.            	month in which          	Nonrecord         

g. Adjusted Payment List.           	prepared.               	9/23/58.          

h. Add Tapes.                       	Destroy 60 days after   	Nonrecord         

month in which          	9/23/58.          

prepared.               	Nonrecord         

Destroy 60 days after   	9/23/58.          

month in which          	Nonrecord         

prepared.              	9/23/58.          

Destroy 60 days after month in which prepared. 

Destroy after proving                     

totals.                                   



6-15   	Data Processing Center Listings.    	Destroy after receipt,  	National          

Quarterly listings of receivable    	reconciliation and      	Archives          

balances for disability and death   	review of the next      	Job NN 165-130.   

benefits accounts, personal funds   	quarterly listings.                       

of patients and funds due incompetent beneficiaries accounts at Hines data processing  center. 



6-16   	Flexowriter Program Tapes.          	Destroy after receipt   	Nonrecord         

a. Master Program Tapes and         	of Central Office       	5/9/63.           

Program Tapes cut from the same     	instructions that                         

master.                             	program is superseded,                    

b. Unusable Program Tapes.          	obsolete, or removed                      

                                           	from the system.                          

                                           	Destroy immediately.                      



6-17   	Record of Payment for Flight 	Destroy 1 year after    	National          

       	Training Course.                    	the close of the        	Archives          

fiscal year in which    	Job NC            

the flight training     	1-15-76-13.       

course was completed.                     



6-18   	VA Form 22-6553, Verification of    	Destroy 6 months after  	National          

Pursuit of Course Leading to a      	processing has been     	Archives          

Standard College Degree (Chapters   	completed.              	Job NC            

34 and 35, Title 38 U.S.C.).                                	1-15-76-13.       





6-19	Awards Awaiting	Destroy 30 days after	Administrative    

	Certification-Monthly Listing	the updated listing of	Approval          

Awards Awaiting 	12/5/75.          

Certification.

�Item	Title and Description of Records	Disposition	Authority

No. 



[6-20  VA Form 22-1999V, Certification of	Microfilm	National          

Delivery of Advance Payment         	certification cards     	Archives          

Enrollment.                         	after processing has    	Job NC            

HINES, DPC                          	been completed at the   	1-15-77-8.        

a. Certification of Delivery of     	end of each cycle.                        

Advance Payment and Enrollment      	Destroy the cards                         

Cards processed and maintained at   	after ascertaining                        

the Hines, DPC.                     	that the microfilm                        

                                           	copies are adequate                       

                                           	substitutes for the                       

                                           	original records.                         



b. Microfilm copies of 	Destroy microfilm       	National          

certification of Delivery of 	copies 3 years after    	Archives          

Advance Payment and Enrollment	processing has been     	Job NC            

Cards.                              	completed.              	1-15-77-8.        

REGIONAL OFFICES                    	Destroy 3 years after   	National          

c. Certification of Delivery of     	processing has been     	Archives          

Advance Payment Enrollment Cards    	completed.              	Job NC            

maintained at regional offices.                             	1-15-76-18.]      



SECTION VII. -COLLECTIONS (INDEBTEDNESS)



7	Collections (Indebtedness).                                                   



7-1	Collection Due Code Sheets used by  	Destroy after posting   	Administrative    

Finance Activity to report          	to appropriate fiscal   	approval          

overpayments in accounts of living  	records.                	8/22/63.          

veterans for recovery of indebtedness from participating insurance accounts. 



7-2    	Bill for Collection File.           	Destroy 1 year after    	National          

Collection Voucher (copies) used    	the close of the        	Archives          

as control and followup on          	fiscal year in which    	Job               

collection of receivables.          	receivables are         	NC1-15-76-25.     

collected or 

cancelled. 



7-3 	Records pertaining to               	Retain 1 year after     	National          

Uncollectible Indebtedness          	indebtedness has been   	Archives          

Relating to Travel and              	fully liquidated; then  	Job II NNA 2454.  

Transportation Incurred by          	destroy.                                  

Employees and Carriers.                                                       



7-4    	Uncollectible Indebtedness.	Dispose of 3 fiscal     	National          

Records and reports of	years after write-off   	Archives          

uncollectible indebtedness.	 of indebtedness.        	Job               

Correspondence and related                                  	NC1-15-76-25.     

material filed therein.                                                       

Item	Title and Description of Records	Disposition	Authority

No. 



7-5    	Reference of Claim to General       	Destroy after 3 fiscal  	National          

Accounting Office and related       	years.                  	Archives          

papers properly filed therewith.                            	Job               

                                                                   	NC1-15-76-25.     



7-6	Due U.S. Files: Accounts            	Retain until debts due  	National          

Receivable and other card files     	are liquidated.         	Archives          

used as a control of collections    	Destroy 3 years after   J	ob               

of debts due the U.S. Government    	close of fiscal year    	NC1-15-76-25.     

including uncollectible             	in which debts are 

indebtedness reported to GAO for    	liquidated.  NOTE:

collections.                        	Award Account cards

maintained in the Due U.S. Files will, after liquidation of indebtedness, be microfilmed as provided in item 2-21 as volume warrants.                       



7-7    	Committee on Waivers and 

Compromises. 



a. Committee on Waivers and	Destroy immediately.    	National          

Compromises Report.        	Destroy Immediately.    	Archives          

b. Committee on Waivers and 	Destroy 1 year after    	Job NN 173-336.   

Compromises Docket Card.            	completion of case.     	Nonrecord         

c. Committee on Waivers and         	Destroy 1 year after    	3/12/73.          

Compromises Control Card.           	completion of all       	Nonrecord         

d. Committee on Waivers and         	cases on the sheet.     	3/12/73.          

Compromises Chairman's Committee                            	Nonrecord         

Assignment Sheet.                                           	3/12/73.          



7-8	Centralized Accounts Receivable     	Destroy 60 days after   	National          

System Records (CARS) 551 Series    	microfilming and        	Archives          

consisting of daily, weekly, and    	ascertaining that the   	Job N1-15-91-4.   

monthly Output Transaction          	microfilm copies are                      

Listings in paper and microfilm     	an adequate substitute                    

modes.                              	for the original paper                    

a. Paper copies.                    	Listings.                                 

b. Microfilm copies.                	Destroy 25 years after                    

       (1) Copy maintained by Support	creation.                                 

       Operations Unit.                    	Destroy 6 months after                    

       (2) All other copies.               	creation.                                 



�Item	Title and Description of Records	Disposition	Authority

No. 



7-9    	Microfilm copies of Centralized     	Destroy 25 years after  	National          

Accounts Receivable System (CARS)	Creation.               	Archives          

Folder files created prior to       	Destroy immediately or  	Job N1-15-91-4.   

August 1975.                        	no later than two                         

a. Copy maintained by Support       	years after creation.                     

Operations. Unit.                                                             

b. All other copies.                                                          



7-10   	Centralized Accounts Receivable 		National

(CARS)  		Archives

Random Files.		Job N1-l5-91-4.   

a. Paper copies.                    	Destroy 90 days after 

Microfilming and after ascertaining that the microfilm copies are an adequate substitute for the original paper  copies. 



b. Microfilm copies. 	Destroy 25 years after 

(1) Copy maintained by Support      	creation. 

Operations Unit.                    	Destroy 6 months after 

(2) All other copies.               	creation. 



7-11   CARS Centralized Accounts                                                     

Receivable Microfiche Files.                                                  



a. CARS Master Record (Microfiche)	Destroy [when 25 years  	National          

[(weekly)                           	old.]                   	Archives          

(l) Support Operations Unit copy.   	Destroy 6 months after  	Job [NC           

(2) All other copies.]              	creation.               	1-15-85-7]        



b. CARS Locator Listing                                                       

(Microfiche)   [(biweekly).         	Destroy [when 25 years  	National          

(1) Support Operations Unit Copy.   	old.]                   	Archives          

(2) All other copies.]              	Destroy 6 months after  	Job [NC           

                                           	creation.               	1-15-85-7.]       



c. CARS Compensation and Pension                                              

Audit Trail Listing (Microfiche)    	Destroy [when 25 years  	National          

[(weekly).                          	old.]                   	Archives          

(1) Support Operations Unit copy.                           	Job [NC           

                                                                   	1-15-85-7.]       



	(2) All other copies.]              	Destroy 2 years after                     

 		creation.



       d. CARS Education Audit Trail                                                 

       Listing (Microfiche) [(weekly).     Destroy [when 25 years  National          

       (1) Support Operations Unit copy.   old.]                   Archives          

Item	Title and Description of Records	Disposition	Authority

No. 



       (2) All Other Copies.]              	Destroy 2 years after   	Job [NC           

	creation. 	1-15-85-7.]       



e. Master Copy of CARS Microfiche	Retain [at VARO&IC,     	National          

Records produced on COM (Computer	St. Paul for 90 days    	Archives          

Output Microfilm) [(weekly).]       	and then secure at VA   	Job [NC           

Records Security        	1-15-85-7.]       

Depository for 25                         

years after shipment                      

and then destroy.]                        



SECTION VIII. -REPORTS





8      	Fiscal Reports File. 



8-1	Original recurring and non-recurring 

reports submitted to Central Office  by field stations, and consolidated fiscal reports. 



a. Fiscal yearend and calendar      	Retain 5 years after    	General Records   

yearend reports which involve an    	close of fiscal year    	Schedule 5, item  

appropriation of fund.              	involved; then          	5a.               

b. Fiscal yearend and calendar      	destroy.                	General Records   

yearend reports which do not        	Retain 5 years after    	Schedule 5, item  

involve an appropriation or fund.   	close of fiscal year    	a.               

c. All other reports.               	involved; then          	General Records   

d. Copies of reports retained in    	destroy.                	Schedule 5, item  

preparing office.                   	Retain 3 years after    	5b.               

close of fiscal year    	National          

involved; then          	Archives          

destroy.                	Job II NNA 2993.  

Destroy after 3 fiscal years. 



e. 	Originals or copies of           	Dispose after 3 fiscal  	National          

intrastation fiscal budgeting and   	years.                  	Archives          

accounting reports or statements	Retain 3 years after    	Job II NNA 2993.  

which are not properly a part of    	date of document; then  	General Records   

other station record series (i.e.,  	destroy.                	Schedule 6, item  

budget estimate file, etc.).                                	5.                

f. Undisbursed Appropriation                                                  

Accounts-Trial Balance (TD Form BA                                            

6654); Undisbursed appropriation                                              

Account (TD Form BA 6653); Receipt                                            

Account Trial Balance and Report                                              

of Unavailable Receipt                                                        

Transactions (TD Form BA 6655).                                               

Item	Title and Description of Records	Disposition	Authority

No. 



g. 	Report under Section 1311 of     	Destroy 12 years after  	National          

Public Law                          	the year in which       	Archives          

83-663, Approved August 26, 1954.   	created.                	Job NC 15-76-1.   

h. Worksheets, used in preparation  	Retain 1 year after    	Administrative    

of reports.                         	close of fiscal year    	approval,         

involved; then          	(7/9/57).         

destroy.                                  



8-2	Recurring and nonrecurring fiscal	Destroy after 3 fiscal  	National          

and nonfiscal (statistical)         	years.                  	Archives          

reports pertaining to finance                               	Job II NNA 2993.  

activities within the station.                                                

a. Fiscal reports.                                                            



b. Nonfiscal (statistical)	Destroy copies 1	National          

reports.                            	fiscal year after       	Archives          

(1 Reports submitted to higher      	close of year report    	Job II NN 3491.   

echelons.                           	is submitted to         	National          

(2) Feeder and intraoffice         	requesting office.      	Archives          

reports.                            	Destroy originals and   	Job 352-S84       

c. Nonrecurring (one-time) field    	copies after 3 months.                    

station reports prepared at the     	Dispose of original                       

request of Central Office and       	and/or copies in                          

submitted to Controller, Reports    	Controller, Reports                       

and Statistics Service for          	and Statistics                            

compiling data for summaries        	Service, Central                          

and/or studies, including related   	Office, 1 year after                      

papers which are prepared only for  	completion of summary                     

obtaining the data required for     	or study.                                 

the reports.                        	Dispose of field                          

                                           	station copies after 1                    

                                           	year.                                     



8-3	Statistical Reports	Retain 10 years; then   	Administrative    

Files-Statistical agency program    	offer to National       	approval,         

and administrative reports          	Archives. Retain 2      	12/11/67.National 

submitted to agency reporting       	years, then destroy.     	Archives         

office for planning, budgetary and                          	Job NN 168-68.    

other administrative purposes.    

a. Long term records and long term historical records. 

b. Temporary or short term records. 



�Item	Title and Description of Records	Disposition	Authority

No. 



8-4    	Reports File, consisting of copies  	Retain 3 years after    	General Records   

of reports, correspondence and      	close of fiscal year    	Schedule 2, item  

related papers pertaining to        	involved; then          	20.               

deductions withheld from salaries   	destroy. 

of employees for Federal and State income taxes, FICA (Social Security) taxes, agency contributions (FICA) and records pertaining to unemployment compensation.                                                                 



8-5 	Reports of Survey and Audit,	Destroy after 10	National          

Finance; or equivalent and related  	years.                  	Archives          

papers properly filed therewith.    	Destroy copies after    	Job NN 163-180.   

a. Originals.                       	receipt of two                            

b. Copies 	subsequent reports.                       



8-6	Correspondence File General         	Destroy original and    	National          

Correspondence, memorandums,        	copies of               	Archives          

all-station letters, and related    	instructional value     	Job II NNA 1776.  

papers pertaining to the internal   	and material of                           

operation and activities relative   	continuing reference                      

to payroll preparation and          	value after being                         

processing, voucher preparation,    	replaced or rendered                      

administrative audit, and other     	obsolete. Routine                         

accounting and disbursing           	material after 2                          

operations.  (EXCLUDING papers 	years.                                    

related to budgeting processes and substantive policy decisions pertain-ing to expenditures aspect of the agency programs.) 



8-7    	Correspondence Referred to Other    	Dispose of original     	Nonrecord 5-51.   

Government Agencies for Reply.      	and copies after 3                        

Correspondence acknowledging and    	months.                                   

referring inquiries and requests to other Government agencies for reply. 



8-8    	Correspondence Referred to Other    	Dispose of copies in    	Nonrecord 5-51.   

VA Offices for Reply.               	preparing office after                    

Correspondence acknowledging and    	3 months.                                 

referring inquiries and requests from other Government agencies, firms, individuals, etc., over which the original receiving office has no jurisdiction to other VA offices for reply. 



�Item	Title and Description of Records	Disposition	Authority

No. 



8-9    	Administrative Correspondence,     	Retain 2 years; then    	General Records   

lntra-Office Reports, and Data      	destroy.                	Schedule 6, Item  

Files, pertaining to person-nel,    	Retain 3 years; then    	6a.               

man-hours, workload, and other      	destroy.                	General Records   

nonfiscal activities, and                                   	Schedule 6, Item  

pertaining to voucher                                       	5b.               

prepara-tion, administrative audit, and other accounting and disbursing operations.                                                    

a. Files used for workload and personnel management purposes.                                                

b. All other files.                                                           



8-10   	Extra copies of Correspondence, 	Destroy after purpose   (Nonrecord        

reports, forms, form letters,       	has been served or 1    7/20/63.)         

etc., used solely for convenience   	year after the close                      

or reference.                       	of the year involved,                     

	which-ever is the earlier. 



8-11	Reports Control Case Files and	Retain 6 years; then	National          

related papers used for             	destroy.                	Archives          

Administrative Control of reports                           	Job NN 164-4;     

and pertaining to reports that                              	GAO letter        

have been discontinued.                                     	9/13/63.          



SECTION IX. -FREEDOM OF INFORMATION (FOIA) AND PRIVACY ACT RECORDS



9-1    	Freedom of Information Act (FOIA) 

Requests Files: Files created in response to requests for information under the Freedom of Information Act consisting of the original request, a copy of the reply thereto, and all related supporting files which may include official file copy of requested record or copy thereof. 

a. Correspondence and supporting 

documents (EXCLUDING the official file copy of the records requested if filed herein). 



(1) 	Granting access to all the      	Destroy 2 years after	General Records   

requested records.                  	date of reply.          	Schedule 14,      

(2) Responding to requests for                              	item [16a(1).]    

nonexistent records; to requesters 

who provide inadequate 

descriptions; and to those who 

fail to pay agency reproduction 

fees. 

Item	Title and Description of Records	Disposition	Authority

No. 



(a) Request not appealed.           	Destroy 2 years after   	General Records   

(b) Request appealed.               	date of reply.          	Schedule 14,      

Destroy as authorized   	item              

under item 2.           	[16a(2)(a).]      

	General Records   

	Schedule 14,      

	item              

 	[16a(2)(b).]      



(3) Denying access to all or part	Destroy [6] years       	General Records   

of the records requested.          	after date of reply.    	Schedule 14,      

(a) Request not appealed.           	Destroy as authorized   	item              

(b) Request appealed.               	under item 2.           	[16a(3)(a).]      

General Records   

Schedule 14,      

item              

[16a(3)(b).]      



b. Official file copy of requested	Dispose of in           	General Records   

records.                            	accordance with         	Schedule 14,      

approved agency	item [16b.]       

disposition instruction for the related records or with the related FOIA request, whichever is later. 



9-2	FOIA Appeals Files: Files created 

in responding to administrative appeals under the FOIA for release of information denied by the agency, consisting of the appellant's letter, a copy of the reply thereto, and related supporting documents, which may include the official file copy of records under appeal or copy thereof. 



a. Correspondence and supporting    	Destroy [6] years       	General Records   

documents (EXCLUDING the official	after final             	Schedule 14,      

file copy of the records under      	determination by        	item [17(a).]     

appeal if filed herein).            	agency or 3 years       	General Records   

b. Official file copy of records    	after final             	Schedule 14,      

under appeal.                       	adjudication by         	item [17(b).]     

courts, whichever is later. Dispose of in accordance with approved agency disposition instructions for the related record, or with the related FOIA requests,  whichever is later.                       

�Item	Title and Description of Records	Disposition	Authority

No. 



9-3 	FOIA Control Files: Files	Destroy [6] years	General Records   

maintained for control purposes in  	after date of last      	Schedule 14,      

responding to requests, including   	entry.                  	item [18(a).]     

registers and similar records       	Destroy [6] years       	General Records   

listing date, nature and purpose    	after final action by   	Schedule 14,      

of request, and name and address    	the agency or after     	item [18(b).]     

of requester.                       	final adjudication by                     

a. Registers or listing.            	courts, whichever is                      

b. Other files.                     	later.                                    



9-4    	FOIA REPORTS FILES: Recurring 

reports and one-time information requirements relating to the agency implementation of the Freedom of Information Act, including annual reports to the Congress. 

	a. Annual reports at departmental	Permanent. Offer to	General Records   

	or agency level.                    	NARS with related       	Schedule 14,      

agency records          	Item 19.          

approved for permanent retention in agency records control schedule or when 15 years old, whichever is sooner. 



	b. Other reports.	Destroy when 2 years	General Records   

old or sooner if no     	Schedule 14,      

longer needed for       	Item 19.          

administrative use.                       



9-5	FOIA Administrative Files: Records  	Destroy when 2 years    	General Records   

relating to the general agency      	old or sooner if no     	Schedule 14,      

implementation of the FOIA,  	longer needed for       	Item 20.          

including notices, memoranda,	administrative use.                       

routine correspondence, and                                                   

related records.                                                              



9-6    	Privacy Act Requests Files: Files 

created in response to requests from individuals to gain access to their records or to any information in the records pertaining to them, as provided for under 5 U.S.C. 552a(d)(1).  Files contain original request, copy of reply thereto, and all related supporting documents, which may include the official file copy of records requested or copy thereof. 



Item	Title and Description of Records	Disposition	Authority

No. 



9-6	a. Correspondence and supporting	Destroy 2 years after	General Records   

documents (EXCLUDING the official	date of reply.          	Schedule 14,      

file copy of the records requested                          	Item 25.          

if filed herein). 

(1) Granting access to all the requested records                                                             

(2) Responding to requests for non-existent records; to requesters who provide inadequate descriptions; and to those who fail to pay agency reproduction fees. 

(a) Requests not appealed.	Destroy 2 years after   	General Records   

(b) Requests appealed.	date of reply.          	Schedule 14,      

Destroy as authorized   	Item 25.          

under item 7.           	General Records   

Schedule 14,      

Item 25.          



(3) Denying access to all or part   	Destroy 5 years after   	General Records   

of the records requested.           	date of reply.          		Schedule 14,      

(a) Requests not appealed.          	Destroy as authorized   	Item 25.          

(b) Requests appealed.              	under item 7.           	General Records   

b. Official file copy of requested  	Dispose of in           	Schedule 14,      

records.                            	accordance with         	Item 25.          

approved agency         	General Records   

disposition             	Schedule 14,      

instructions for the    	Item 25.          

related records, or with the related Privacy Act request, whichever is later.                       



9-7    Privacy Act Amendment Case Files:                                             

Files relating to an individual's request to amend a record pertaining to that individual as provided for under 5 U.S.C. 552a (d)(2); to the individual's request for a review of an agency's refusal of the individual's request to amend a record as provided for under 552a (d)(3); and to any civil action brought by the Individual against the refusing agency as provided under 5 U.S.C. 552a (g). 



�Item	Title and Description of Records	Disposition	Authority

No. 



	a. Requests to amend agreed to by   	Dispose of in           	General Records   

agency. Includes individual's       	accordance with the    	 Schedule 14,      

requests to amend and review        	approved disposition    	Item 26           

refusal to amend and/or review      	instructions for the    	General Records   

refusal to amend, copies of         	related subject        	 Schedule 14,      

agency's replies thereto, and       	individual's record or  	Item 26.          

related materials.                  	4 years after agency's                    

b. Requests to amend refused by     	agreement to amend,                       

agency. Includes individual's       	whichever is later.                       

requests to amend and to review     	Dispose of in                             

refusal to amend, copies of         	accordance with the                       

agency's replies thereto,           	approved disposition                      

statement of disagreement, agency   	in-structions for the                     

justification for refusal to amend  	related subject                           

a record, and related materials.    	individual's record; 4                    

years after final determination by agency; or 3 years after final adjudication by courts, whichever is later. 

c. Appealed requests to amend.      	Dispose of in           	General Records   

Includes all files created in       	accordance with the     	Schedule 14,      

responding to appeals under the     	approved disposition    	Item 26.          

Privacy Act for refusal by any      	instructions for                          

agency to amend a record.           	related subject                           

individual's record or 3 years after final adjudication by courts, whichever is later. 



9-8	Privacy Act Accounting of           	Dispose of in           	General Records   

Disclosure Files: Files maintained  	accordance with the     	Schedule 14,      

under the provisions of 5 U.S.C.    	approved disposition    	Item 27.          

552a (c) for an accurate            	in-structions for the                     

accounting of the date, nature,     	related subject                           

and purpose of each disclosure of   	individual's records,                     

a record to any person or to        	or 5 years after the                      

another agency, including forms     	disclosure for which                      

for showing the subject             	the accountability was                    

individual's name, requester's      	made, whichever is                        

name and address, purpose and date  	later.                                    

of disclosure, and proof of                                                   

subject individual's consent when                                             

applicable.                                                                   

�

Item	Title and Description of Records	Disposition	Authority

No. 



9-9    	Privacy Act Control Files: Files    	Destroy 5 years after   	General Records   

maintained for control purposes in  	date of last entry.     	Schedule 14,      

responding to requests, including   	Destroy 5 years after   	Item 28.          

registers and similar records       	final action by the     	General Records   

listing date, nature of request,    	agency or final         	Schedule 14,      

and name and address of requester.  	adjudication by         	Item 28.          

a. Registers or listings.           	courts, whichever is                      

b. Other files.                     	later.                                    



9-10   Privacy Act Reports Files:                                                    

Recurring reports and one-time information requirement relating to agency implementation, including annual reports to the Congress of the United States, the Office of Management and Budget, and the Report on New Systems.                                                

a. Annual reports at departmental   	Permanent. Offer to	General Records   

agency level.                       	NARS with related 	Schedule 14,      

b. Other reports.                   	agency records          	Item 29.          

approved for permanent  	General Records   

retention in agency     	Schedule 14,      

records control         	Item 29.          

schedule or when 15 years old, whichever is sooner.  Destroy when 2 years  old. 



9-11   	Privacy Act General Administrative  	Destroy when 2 years    	General Records   

Files: Records relating to the      	old or sooner if no     	Schedule 14,      

general agency implementation of    	longer needed for       	Item 30.          

the Privacy Act, including          	administrative use.                       

notices, memoranda, routine correspondence, and related records. 


