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National Archives and Records Administration
General Records Schedules

December 1998 [except Schedule 20]

GENERAL RECORDS SCHEDULE 1

Civilian Personnel Records

Agency civilian personnel records relate to the supervision over and management of Federal civilian employees.
This schedule covers the disposition of Official Personnel Folders of civilian employees and other records relating
to civilian personnel, wherever located in the agency. Specifically excluded are program records of the Office of
Personnel Management (OPM), the Bureau of Medical Services (PHS/HHS), the Office of Workers'
Compensation Programs (DOL), and the Equal Employment Opportunity Commission. Any records created
prior to January 1, 1921, must be offered to the National Archives and Records Administration (NARA) for
appraisal before these disposition instructions may be applied.

The most important types of records, the Official Personnel Folders, the Service Record Cards, and the Employee
Medical Folders, are maintained according to The Guide to Personnel Recordkeeping. an OPM manual that
prescribes a system of recordkeeping for Federal personnel.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

1. Official Personnel Folders (OPFsV

Records filed on the right side of the OFF. (See GRS 1, item 10, for temporary papers on the left side of the
OPF). Folders covering employment terminated after December 31, 1920, excluding those selected by NARA
for permanent retention.

a. Transferred employees.

See Chapter 7 of The Guide to Personnel Recordkeeping for instructions relating to folders of employees
transferred to another agency.

b. Separated employees.

Transfer folder to National Personnel Records Center (NPRC), St. Louis, MO, 30 days after latest separation.
[See note (2) after this item]. NPRC will destroy 65 years after separation from Federal service.

[NOTE S: (1) OPFs covering periods of employment terminated prior to January 1, 19 21, are not covered by
this item. If an agency has such files, it should contact NARA to request appraisal of the files. If NARA rejects
the records, the disposition for GRS 1, item 1 b applies. (2) Certain agencies have been exempted by OPM from
retiring their OPF's to NPRC. These agencies retain OPFs for the period specified in item Ib of this schedule



and effect destruction after that period has elapsed.]

2. Service Record Cards. [See note after item 2b.]

Service Record Card (Standard Form (SF) 7 or equivalent),

a. Cards for employees separated or transferred on or before December 31, 1947.

Transfer to NPRC (CPR), St. Louis, MO. Destroy 60 years after earliest personnel action,

b. Cards for employees separated or transferred on or after January 1, 1948.

Destroy 3 years after separation or transfer of employee.

[NOTE: Effective December 31, 1994, the SF 7 card became obsolete.]

3. Personnel Correspondence Files.

Correspondence, reports, and other records relating to the general administration and operation of personnel
functions, but excluding records specifically described elsewhere in this schedule and records maintained at
agency staff planning levels.

Destroy when 3 years old.

4. Offers of Employment Files.

Correspondence, including letters and telegrams, offering appointments to potential employees,

a. Accepted offers.

Destroy when appointment is effective,

b. Declined offers:

(1) When name is received from certificate of eligibles.

Return to OPM with reply and application.

(2) Temporary or excepted appointment.

File with application (see item 15 of this schedule).

(3) Mothers.

Destroy immediately.

5. Certificate of Eligibles Files.



Copies obtained from OPM of certificates of eligibles with related requests, forms, correspondence, and
statement of reasons for passing over a preference eligible and selecting a nonpreference eligible.

Destroy when 2 years old.

6. Employee Record Cards. [See note after this item.]

Employee record cards used for informational purposes outside personnel offices (such as SF 7B).

Destroy on separation or transfer of employee.

[NOTE: Effective December 31, 1994, the SF 7 card became obsolete. Agencies may use an internal agency
form.]

7. Position Classification Files.

a. Position Classification Standards Files.

(1) Standards and guidelines issued or reviewed by OPM and used to classify and evaluate positions within the
agency.

Destroy when superseded or obsolete.

(2) Correspondence and other records relating to the development of standards for classification of positions
peculiar to the agency, and OPM approval or disapproval.

(a) Case file.

Destroy 5 years after position is abolished or description is superseded.

(b) Review File.

Destroy when 2 years old.

b. Position Descriptions.

Record copy of position descriptions that include information on title, series, grade, duties and responsibilities,
and related documents.

Destroy 2 years after position is abolished or description is superseded,

c. Survey Files.

(1) Classification survey reports on various positions prepared by classification specialists, including periodic
reports.

Destroy when 3 years old or 2 years after regular inspection, whichever is sooner.



(2) Inspection, audit, and survey files including correspondence, reports, and other records relating to
inspections, surveys, desk audits, and evaluations.

Destroy when obsolete or superseded,

d. Appeals Files.

(1) Case files relating to classification appeals, excluding OPM classification certificate.

Destroy 3 years after case is closed.

(2) Certificates of classification issued by OPM.

Destroy after affected position is abolished or superseded.

8. Interview Records.

Correspondence, reports, and other records relating to interviews with employees.

Destroy 6 months after transfer or separation of employee.

9. Performance Rating Board Case Files.

Copies of case files forwarded to OPM relating to performance rating board reviews.

Destroy 1 year after case is closed.

10. Temporary Individual Employee Records.

a. All copies of correspondence and forms maintained on the left side of the Official Personnel Folder in
accordance with Chapter 3 of The Guide to Personnel Recordkeeping. EXCLUDING the Immigration and
Naturalization Service Form 1-9 and performance-related records.

Destroy when superseded or obsolete, or upon separation or transfer of employee, unless specifically required
to be transferred with the OPF. See item lOb for disposition of 1-9 Forms and item 23 of this schedule for
disposition of temporary performance-related records.

b. Immigration and Naturalization Service Form 1-9.

Destroy 3 years after employee separates from service or transfers to another agency.

11. Position Identification Strips. [See note after this item.]

Strips, such as the former SF 7D, containing summary data on each position occupied.

Destroy when superseded or obsolete.

[NOTE: Effective December 31, 1994, the SF 7D became obsolete.]



12. Employee Awards Files. [See note after item 12d.]

a. General awards records, EXCLUDING those relating to department-level awards.

(1) Case files including recommendations, approved nominations, correspondence, reports, and related
handbooks pertaining to agency-sponsored cash and noncash awards such as incentive awards, within-grade merit
increases, suggestions, and outstanding performance.

Destroy 2 years after approval or disapproval.

(2) Correspondence pertaining to awards from other Federal agencies or non-Federal organizations.

Destroy when 2 years old.

b. Length of service and sick leave awards files.

Records including correspondence, reports, computations of service and sick leave, and lists of awardees.

Destroy when 1 year old.

c. Letters of commendation and appreciation.

Copies of letters recognizing length of service and retirement and letters of appreciation and commendation for
performance, EXCLUDING copies filed in the OFF.

Destroy when 2 years old.

d. Lists of or indexes to agency award nominations.

Lists of nominees and winners and indexes of nominations.

Destroy when superseded or obsolete.

[NOTE: Records relating to department-level awards must be scheduled by submitting an SF 115, Request for
Records Disposition Authority, to NARA.]

13. Incentive Awards Program Reports.

Reports pertaining to the operation of the Incentive Awards Program.

Destroy when 3 years old.

14. Notifications of Personnel Actions.

Standard Form 50, documenting all individual personnel actions such as employment, promotions, transfers,
separation, exclusive of the copy in the OFF.

a. Chronological file copies, including fact sheets, maintained in personnel offices.



Destroy when 2 years old.

b. All other copies maintained in personnel offices.

Destroy when 1 year old.

15. Employment Applications.

Applications, including Optional Form (OF) 612, resumes, and any other application that an agency may develop
for unique jobs with specialized requirements, and related records, EXCLUDING records relating to
appointments requiring Senatorial confirmation and applications resulting in appointment which are filed in the
OFF.

Destroy upon receipt of OPM inspection report or when 2 years old, whichever is earlier.

16. Personnel Operations Statistical Reports.

Statistical reports in the operating personnel office and subordinate units relating to personnel.

Destroy when 2 years old.

17. Correspondence and Forms Files.

Operating personnel office records relating to individual employees not maintained in OPFs and not provided
for elsewhere in this schedule.

a. Correspondence and forms relating to pending personnel actions.

Destroy when action is completed,

b. Retention registers and related records.

(1) Registers and related records used to effect reduction-in-force actions.

Destroy when 2 years old.

(2) Registers from which no reduction-in-force actions have been taken and related records.

Destroy when superseded or obsolete,

c. All other correspondence and forms.

Destroy when 6 months old.

18. Supervisors' Personnel Files and Duplicate QPF Documentation.

a. Supervisors Personnel Files.



Correspondence, forms, and other records relating to positions, authorizations, pending actions, position
descriptions, requests for personnel action, and records on individual employees duplicated in or not appropriate
for the OFF.

Review annually and destroy superseded or obsolete documents, or destroy file relating to an employee within
1 year after separation or transfer.

b. Duplicate Documentation.

Other copies of documents duplicated in OPFs not provided for elsewhere in this schedule.

Destroy when 6 months old.

19. Individual Non-Occupational Health Record Files.

Forms, correspondence, and other records, including summary records, documenting an individual employee's
medical history, physical condition, and visits to Government health facilities, for nonwork-related purposes,
EXCLUDING records covered by item 21 of this schedule.

Destroy 6 years after date of last entry.

20. Health Unit Control Files.

Logs or registers reflecting daily number of visits to dispensaries, first aid rooms, and health units,

a. If information is summarized on statistical report.

Destroy 3 months after last entry,

b. If information is not summarized.

Destroy 2 years after last entry.

21. Employee Medical Folder (EMF). [See note after item 2 lc.]

a. Long-term medical records as defined in 5 CFR Part 293, Subpart E.

(1) Transferred employees.

See 5 CFR Part 293, Subpart E for instructions.

(2) Separated employees.

Transfer to NPRC, St. Louis, MO, 30 days after separation. NPRC will destroy 75 years after birth date of
employee; 60 years after date of the earliest document in the folder, if the date of birth cannot be ascertained;
or 30 years after latest separation, whichever is later.

b. Temporary or short-term records as defined in the Federal Personnel Manual (FPM).



Destroy 1 year after separation or transfer of employee.

c. Individual employee health case files created prior to establishment of the EMF system that have been retired
to a NARA records storage facility.

Destroy 60 years after retirement to the NARA records storage facility.

[NOTE: Electronic master files and data bases created to supplement or replace the records covered by item 21
are not authorized for disposal under the GRS. Such files must be scheduled on an SF 115.]

22. Statistical Summaries. [See not after this item.]

Copies of statistical summaries and reports with related papers pertaining to employee health, retained by the
reporting unit.

Destroy 2 years after date of summary or report.

[NOTE: Electronic master files and data bases created to supplement or replace the records covered by this item
are not authorized for disposal under the GRS. Such files must be scheduled on an SF 115.]

23. Employee Performance File System Records. [See note after item 23b(4).]

a. Non-SES appointees (as defined in 5 U.S.C. 4301(2)).

(1) Appraisals of unacceptable performance, where a notice of proposed demotion or removal is issued but not
effected and all related documents.

Destroy after the employee completes 1 year of acceptable performance from the date of the written advance
notice of proposed removal or reduction-in-grade notice.

(2) Performance records superseded through an administrative, judicial, or quasi-judicial procedure.

Destroy when superseded.

(3) Performance-related records pertaining to a former employee.

(a) Latest rating of record 3 years old or less, performance plan upon which it is based, and any summary
rating.

Place records on left side of the OPF and forward to gaining Federal agency upon transfer or to NPRC if
employee separates (see item Ib of this schedule). An agency retrieving an OPF from NPRC will dispose of these
documents in accordance with item 23a(3)(b) of this schedule.

(b) All other performance plans and ratings.

Destroy when 4 years old.

(4) All other summary performance appraisal records, including performance appraisals and job elements and



standards upon which they are based.

Destroy 4 years after date of appraisal.

(5) Supporting documents.

Destroy 4 years after date of appraisal,

b. SES appointees (as defined in 5 U.S.C. 3132a(2)).

(1) Performance records superseded through an administrative, judicial, or quasi-judicial procedure.

Destroy when superseded.

(2) Performance-related records pertaining to a former SES appointee.

(a) Latest rating of record that is less than 5 years old, performance plan upon which it is based, and any
summary rating.

Place records on left side of the OFF and forward to gaining Federal agency upon transfer or to NPRC if
employee leaves Federal service (see item Ib of this schedule). An agency retrieving an OFF from NPRC will
dispose of those documents in accordance with item 23b(2)(b) of this schedule.

(b) All other performance ratings and plans.

Destroy when 5 years old.

(3) All other performance appraisals, alongwith job elements and standards (job expectations) upon which they
are based, EXCLUDING those for SES appointees serving on a Presidential appointment (5 CFR 214).

Destroy 5 years after date of appraisal.

(4) Supporting documents.

Destroy 5 years after date of appraisal.

[NOTE: Performance records pertaining to Presidential appointees are not covered by the GRS. Such records
must be scheduled by submitting an SF 115 to NARA.]

24. Financial Disclosure Reports. [See note after item 24b.]

a. Reports and related documents submitted by individuals as required under the Ethics in Government Act of
1978 (Pub. L. 95-521).

(1) Records including SF 27 8 A for individuals filing according to Section 2 01 b of the Act, and not subsequently
confirmed by the U.S. Senate.

Destroy 1 year after nominee ceases to be under consideration for appointment; EXCEPT that documents



needed in an ongoing investigation will be retained until no longer needed in the investigation.

(2) All other records including SF 278.

Destroy when 6 years old EXCEPT that documents needed in an ongoing investigation will be retained until
no longer needed in the investigation.

b. All other statements of employment and financial interests and related records, including confidential
statements filed under Executive Order 11222.

Destroy when 6 years old EXCEPT that documents needed in an ongoing investigation will be retained until
no longer needed in the investigation.

[NOTE: See GRS 9, item 6, for semiannual reports to the Office of Government Ethics on non-Federally funded
travel.]

25. Equal Employment Opportunity (EEQ) Records.

a. Official Discrimination Complaint Case Files.

Originating agency's file containing complaints with related correspondence, reports, exhibits, withdrawal
notices, copies of decisions, records of hearings and meetings, and other records as described in 29 CFR
1613.222. Cases resolved within the agency, by Equal Employment Opportunity Commission, or by a U.S.
Court.

Destroy 4 years after resolution of case,

b. Copies of Complaint Case Files.

Duplicate case files or documents pertaining to case files retained in Official Discrimination Complaint Case
Files.

Destroy 1 year after resolution of case,

c. Preliminary and Background Files.

(1) Background records not filed in the Official Discrimination Complaint Case Files.

Destroy 2 years after final resolution of case.

(2) Records documenting complaints that do not develop into Official Discrimination Complaint Cases.

Destroy when 2 years old.

d. Compliance Records.

(1) Compliance Review Files.
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Reviews, background documents, and correspondence relating to contractor employment practices.

Destroy when 7 years old.

(2) EEO Compliance Reports.

Destroy when 3 years old.

e. Employee Housing Requests.

Forms requesting agency assistance in housing matters, such as rental or purchase.

Destroy when 1 year old.

f. Employment Statistics Files. [See note after this item.]

Employment statistics relating to race and sex.

Destroy when 5 years old.

[NOTE: Electronic master files and data bases created to supplement or replace the records covered by this
subitem are not audiorized for disposal under the GRS. Such files must be scheduled on an SF 115.]

g. EEO General Files.

General correspondence and copies of regulations with related records pertaining to the Civil Rights Act of
1964, the EEO Act of 1972, and any pertinent later legislation, and agency EEO Committee meeting records,
including minutes and reports.

Destroy when 3 years old, or when superseded or obsolete, whichever is applicable,

h. EEO Affirmative Action Plans (AAP).

(1) Agency copy of consolidated AAP(s).

Destroy 5 years from date of plan.

(2) Agency feeder plan to consolidated AAP(s).

Destroy 5 years from date of feeder plan or when administrative purposes have been served, whichever is
sooner.

(3) Report of on-site reviews of Affirmative Action Programs.

Destroy 5 years from date of report.

(4) Agency copy of annual report of Affirmative Action accomplishments.

11



Destroy 5 years from date of report.

26. Personnel Counseling Records.

a. Counseling Files.

Reports of interviews, analyses, and related records.

Destroy 3 years after termination of counseling,

b. Alcohol and Drug Abuse Program.

Records created in planning, coordinating, and directing an alcohol and drug abuse program.

Destroy when 3 years old.

27. Standards of Conduct Files.

Correspondence, memoranda, and other records relating to codes of ethics and standards of conduct.

Destroy when obsolete or superseded.

28. Labor Management Relations Records.

a. Labor Management Relations General and Case Files.

Correspondence, memoranda, reports, and odier records relating to the relationship between management and
employee unions or other groups.

(1) Office negotiating agreement.

Destroy S years after expiration of agreement.

(2) Other offices.

Destroy when superseded or obsolete,

b. Labor Arbitration General and Case Files.

Correspondence, forms, and background papers relating to labor arbitration cases.

Destroy 5 years after final resolution of case.

29. Training Records.

EXCLUDING records of formally established schools which train agency employees in specialized program areas,
such as law enforcement and national defense. [See note after item 29b.]
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a. General file of agency-sponsored training, EXCLUDING record copy of manuals, syllabuses, textbooks, and
other training aids developed by the agency.

(1) Correspondence, memoranda, agreements, authorizations, reports, requirement reviews, plans, and
objectives relating to the establishment and operation of training courses and conferences.

Destroy when 5 years old or 5 years after completion of a specific training program.

(2) Background and working files.

Destroy when 3 years old.

b. Employee training.

Correspondence, memoranda, reports, and other records relating to the availability of training and employee
participation in training programs sponsored by other government agencies or non-Government institutions.

Destroy when 5 years old or when superseded or obsolete, whichever is sooner.

[NOTE: Records excluded from this item must be scheduled by submission of an SF 115 to NARA.]

30. Administrative Grievance. Disciplinary, and Adverse Action Files. [See note after item 3Ob.]

a. Administrative Grievance Files (5 CFR 771). Records relating to grievances raised by agency employees,
except EEO complaints. These case files include statements of witnesses, reports of interviews and hearings,
examiner's findings and recommendations, a copy of the original decision, related correspondence and exhibits,
and records relating to a reconsideration request.

Destroy no sooner than 4 years but no later than 7 years after case is closed.

b. Adverse Action Files (5 CFR 752) and Performance-Based Actions (5 CFR 432).

Case files and records related to adverse actions and performance-based actions (removal, suspension,
reduction-in-grade, furlough) against employees. The file includes a copy of the proposed adverse action with
supporting documents; statements of witnesses; employee's reply; hearing notices, reports, and decisions; reversal
of action; and appeal records, EXCLUDING letters of reprimand which are filed in the OFF.

Destroy no sooner than 4 years but no later than 7 years after case is closed.

[NOTE: OPM has determined that agencies may decide how long, within the range of 4 to 7 years, grievance and
adverse action files need to be retained. To implement this authority, each agency must select one fixed retention
period, between 4 and 7 years, for the entire series of its closed cases. Agencies are not authorized to use
different retention periods for individual cases. The agency should publish the chosen retention period in the
Privacy Act notice for these records, the agency's records disposition manual, and any other issuance dealing with
the disposition of these records.]

31. Personal Injury Files.
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Forms, reports, correspondence, and related medical and investigatory records relating to on-the-job injuries,
whether or not a claim for compensation was made, EXCLUDING copies filed in the Employee Medical Folder
and copies submitted to the Department of Labor.

Cut off on termination of compensation or when deadline for filing a claim has passed. Destroy 3 years after
cutoff.

32. Merit Promotion Case Files.

Records relating to the promotion of an individual that document qualification standards, evaluation methods,
selection procedures, and evaluations of candidates.

Destroy after OPM audit or 2 years after the personnel action is completed, whichever is sooner.

33. Examining and Certification Records.

Delegated agreements and related records created under the authority of 5 U.S.C. 1104 between the OPM and
agencies, allowing for the examination and certification of applicants for employment.

a. Delegated agreements.

Destroy 3 years after termination of agreement.

b. Correspondence concerning applications, eligibles certification, and all other examining and recruiting
operations including, but not limited to, correspondence from the Congress, White House, and general public,
and correspondence regarding accommodations for holding examinations and shipment of test materials.

Cut off annually. Destroy 1 year after cutoff,

c. Test material stock control.

Stock control records of examination test material including running inventory of test material in stock.

Destroy when test is superseded or obsolete,

d. Application Record Card (OPM Form 5000A, or equivalent).

Cut off after examination. Destroy no later dian 90 days after cutoff,

e. Examination Announcement Case Files.

Correspondence regarding examination requirements, original drafts of examination, and announcements issued
EXCLUDING records concerning qualification standards, job specifications, and their development.

Destroy 5 years after termination of related register.

f. Register of eligibles (OPM Form 5001-C or equivalent, documenting eligibility of an individual for Federal
jobs).
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Cut off records on individuals with terminated eligibility annually. Destroy 5 years after cutoff.

When entire register is terminated, destroy 5 years after termination date. (Registers established under case
examining: Destroy after audit by local OPM service center or 90 days after final action is taken on the
certificate, whichever is sooner.)

g. Letters to applicants denying transfer of eligibility (OPM Form 4896 or equivalent).

Cut off annually. Destroy 1 year after cutoff,

h. Canceled and ineligible applications, supplemental forms, and attachments.

Ineligible applications may be returned to the applicant with the notice of ineligibility, unless otherwise directed
by the local OPM area office.

Destroy ineligible applications not returned and canceled applications 90 days after date of action or when
register is terminated, whichever is sooner.

i. Test Answer Sheets.

Written test answer sheets for both eligibles and ineligibles. Filed by date of processing.

Destroy when 6 months old.

j. Lost or Exposed Test Material Case Files.

Records showing the circumstances of loss, nature of the recovery action, and corrective action required.

Cut off files annually. Destroy 5 years after cutoff,

k. Eligible applications.

(1) On active register.

Destroy upon termination of the register (except applications that may be brought forward to new register, if
any).

(2) On inactive register.

Destroy 1-12 months after eligibles are placed on inactive register, depending on space availability and difficulty
of replacing die application for restoration.

1. Request for prior approval of personnel actions taken by agencies on such matters as promotion, transfer,
reinstatement, or change in status, submitted by SF 59, OPM 648, or equivalent form.

Cut off annually. Destroy 1 year after cutoff,

m. Certificate Files.
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SF 39, SF 39A, or equivalent, and all papers upon which the certification was based: detailed rating schedule,
record of selective and quality ranking factors used, list of eligibles screened for the vacancies, rating assigned,
availability statements, and other documentation material designated by the examiner of retention. It is
recommended that both the file copy and the audited report copy of the certificate be kept in this file. Files
should be arranged to permit reconstruction or validation of actions taken in the event of appeal or legal action.

Cut off annually. Destroy 5 years after cutoff,

n. Certification request control index.

Cut off annually. Destroy 1 year after cutoff,

o. Interagency Placement Program (IPP) application and registration sheet.

Destroy upon expiration of employee's DEP eligibility,

p. DEP control cards, if maintained.

Cut off annually. Destroy 2 years after cut off.

q. Reports of audits of delegated examining operations.

Destroy 3 years after date of the report.

34. Occupational Injury and Illness Files.

Reports and logs (including Occupational Safety and Health Administration (OSHA) Forms 100,101,102, and
200, or equivalents) maintained as prescribed in 29 CFR 1960 and OSHA pamphlet 2014 to document all
recordable occupational injuries and illnesses for each establishment.

Destroy when 5 years old.

35. Denied Health Benefits Requests Under Spouse Equity. [See note after item 35b(2).]

Denied eligibility files consisting of applications, court orders, denial letters, appeal letters, and related papers,

a. Health benefits denied, not appealed.

Destroy 3 years after denial,

b. Health benefits denied, appealed to OPM for reconsideration.

(1) Appeal successful - benefits granted.

Create enrollment file in accordance with Subchapter S17 of the FEHB Handbook.

(2) Appeal unsuccessful - benefits denied.
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Destroy 3 years after denial.

[NOTE: Pursuant to Subchapter S17 of the FEHB Handbook enrollment files of spouses eligible for benefits
are transferred to OPM when former spouse cancels the enrollment, when enrollment is terminated by the
employing office, or when former spouse begins receiving an annuity payment.]

36. Federal Workplace Drug Testing Program Files. [See notes after item 36e(2).]

Drug testing program records created under Executive Order 12 5 64 and Public Law 100-71, Section 503 (101
Stat. 468), EXCLUDING consolidated statistical and narrative reports concerning the operation of agency
programs, including annual reports to Congress, as required by Pub. L. 100-71, § 503(f).

This authorization does not apply to oversight program records of the Department of Health and Human
Services, the Office of Personnel Management, the Office of Management and Budget, the Office of National
Drug Control Policy, and the Department of Justice.

a. Drug test plans and procedures, EXCLUDING documents that are filed in record sets of formal issuances
(directives, procedures handbooks, operating manuals, and the like.)

Agency copies of plans and procedures, with related drafts, correspondence, memoranda, and other records
pertaining to the development of procedures for drug testing programs, including the determination of testing
incumbents in designated positions.

Destroy when 3 years old or when superseded or obsolete. [See note (2) after item 36e(2).]

b. Employee acknowledgment of notice forms.

Forms completed by employees whose positions are designated sensitive for drug testing purposes
acknowledging that they have received notice that they may be tested.

Destroy when employee separates from testing-designated position. [See note (2) after item 36e(2).]

c. Selection/scheduling records.

Records relating to the selection of specific employees/applicants for testing and the scheduling of tests.
Included are lists of selectees, notification letters, and testing schedules.

Destroy when 3 years old. [See note (2) after item 36e(2).]

d. Records relating to the collection and handling of specimens.

(1) "Permanent" Record Books.

Bound books containing identifying data on each specimen, recorded at each collection site in the order in
which the specimens were collected.

Destroy 3 years after date of last entry. [See note (2) after item 36e(2).]
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(2) Chain of custody records.

Forms and other records used to maintain control and accountability of specimens from the point of collection
to the final disposition of the specimen.

Destroy when 3 years old. [See note (2) after item 36e(2).]

e. Test results.

Records documenting individual test results, including reports of testing, notifications of employees/applicants
and employing offices, and documents relating to follow-up testing.

(1) Positive results.

(a) Employees.

Destroy when employee leaves the agency or when 3 years old, whichever is later.

(b) Applicants not accepted for employment.

Destroy when 3 years old. [See note (2) after item 36e(2).]

(2) Negative results.

Destroy when 3 years old.

[NOTES: (1) Disciplinary action case files pertaining to actions taken against employees for drug use, drug
possession, failure to comply with drug testing procedures, and similar matters are covered by GRS 1, item 30b,
which authorizes destruction of records between 4 and 7 years after the case is closed. (2) Any records covered
by items 36 a-e that are relevant to litigation or disciplinary actions should be disposed of no earlier than the
related litigation or adverse action case file(s).]

37. Donated Leave Program Case Files.

Case files documenting the receipt and donation of leave for medical emergencies, including recipient
applications, agency approvals or denials, medical or physician certifications, leave donation records or OF 63 0-A,
supervisor/timekeeper approvals, leave transfer records, payroll notification records, and leave program
termination records.

Beginning in January 1994, destroy 1 year after the end of the year in which the file is closed.

38. Wage Survey Files.

Wage survey reports and data, background documents and correspondence pertaining to area wages paid for each
employee class; background papers establishing need, authorization, direction, and analysis of wage surveys;
development and implementation of wage schedules; and request for an authorization of specific rates (excluding
authorized wage schedules and wage survey recapitulation sheets).
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Destroy after completion of second succeeding wage survey.

39. Retirement Assistance Files.

Correspondence, memoranda, annuity estimates, and other records used to assist retiring employees or survivors
claim insurance or retirement benefits.

Destroy when 1 year old.

40. Handicapped Individuals Appointment Case Files.

Case files containing position title and description; fully executed SF 171; medical examiner's report; a brief
statement explaining accommodation of impairment; and other documents related to previous appointment,
certification, and/or acceptance or refusal, created in accordance with FPM chapter 306-11, subchapter 4-2.

Destroy 5 years following the date of approval or disapproval of each case.

41. Pay Comparability Records.

Records created under implementation of the Federal Employees Pay Comparability Act including written
narratives and computerized transaction registers documenting use of retention, relocation and recruitment
bonuses, allowances, and supervisory differentials, and case files consisting of requests for and approval of
recruitment and relocation bonuses and retention allowances.

Destroy 3 years following the date of approval or upon completion of the relevant service agreement or
allowance, whichever is later.

42. Alternate Worksite Records.

a. Approved requests or applications to participate in an alternate worksite program; agreements between the
agency and the employee; and records relating to the safety of the worksite, the installation and use of equipment,
hardware, and software, and the use of secure, classified information or data subject to the Privacy Act.

Destroy 1 year after end of employee's participation in the program,

b. Unapproved requests.

Destroy 1 year after request is rejected

c. Forms and other records generated by the agency or the participating employee evaluating the alternate
worksite program.

Destroy when 1 year old, or when no longer needed, whichever is later.

43. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic

19



copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after die recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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GENERAL RECORDS SCHEDULE 2

Payrolling and Pay Administration Records

Payrolling and pay administration records pertain to disbursements to civilian employees of the Government for
personal services. This schedule applies to the pay records that are common to all agencies, but it excludes (a)
retirement records (Standard Form (SF) 2 806 or equivalent) that are maintained during employee duty and then
transferred to the Office of Personnel Management (OPM); (b) files maintained in agency space for audit by the
General Accounting Office (GAO) under 31 U.S.C. 3529(c); (c) records relating to tax withholding, savings
bonds, fidelity bonds, or other records held by the appropriate units of the Treasury Department responsible for
the related Government-wide programs; and (d) Office of Management and Budget files reflecting agency
personnel needs and problems. The National Archives and Records Administration (NARA) must be consulted
for any records created prior to January 1, 1921 before applying these disposition instructions.

Documents required by the Comptroller General to be maintained for site audit are segments of accountable
officer's accounts. In no event may disposal be made of records pertaining to accounts, claims, or demands
involving the Government of the United States which have not been settled or adjusted by the GAO unless the
agency concerned has written approval of the Comptroller General, as required by 44 U.S.C. 3309. Most Federal
civilian pay accounts are prepared and maintained in accordance with Title 6 - Pay, Leave, and Allowances and
incorporated in the GAO Policy and Procedures Manual for Guidance of Federal Agencies.

In the payrolling process different types of records are accumulated. Under Title 6 of the GAO Manual these
records are normally site-audited on a sample basis by GAO representatives who examine primarily the earnings
record card, payroll change slips that are prepared to document changes in normal pay, certification sheets
containing the signatures of the certifying officer, checklists prepared in lieu of the more formal payrolls by
Department of the Treasury or local disbursing personnel, source personnel documents such as basic time and
attendance reports, and copies of personnel action forms documenting changes in pay. In addition, pay registers
and other accounting devices are maintained to check and balance the accounts.

All payroll systems require the maintenance of a leave record used to submit data to the payroll system.
Information is posted to this record from more detailed records kept by time and attendance clerks located
throughout an agency. Depending on the type of system in operation, this leave record may be a hard-copy input
form or it may be a wholly electronic input.

Other records incidental to the payrolling process are employee requests for tax withholding; employee requests
for Thrift Savings Plan deductions; savings bond records; and other records not pertaining to individuals, but
rather to the general administration of the payrolling office and the payrolling function.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

PAYROLL

1. Individual Employee Pay Record.
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a. Pay record for each employee as maintained in an electronic data base. This database may be a stand-alone
payroll system or part of a combined personnel/payroll system.

Update elements and/or entire record as required.

b. Individual Pay Record, containing pay data on each employee within an agency. This record may be in paper
or microform but not in machine readable form.

Transfer to National Personnel Records Center. Destroy when 56 years old.

2. Noncurrent Payroll Files.

Copy of noncurrent payroll data as maintained by payroll service bureaus in either microform or
machine-readable form.

Destroy 15 years after close of pay year in which generated.

Items 3 through 5. Reserved.

TIME AND ATTENDANCE

6. Leave Application Files.

SF 71 or equivalent plus any supporting documentation of requests and approvals of leave.

a. If employee initials time card or equivalent.

Destroy at end of following pay period.

b. If employee has not initialed time card or equivalent.

Destroy after GAO audit or when 3 years old, whichever is sooner.

7. Time and Attendance Source Records.

All time and attendance records upon which leave input data is based, such as time or sign-in sheets; time cards
(such as Optional Form (OF) 1130); flexitime records; leave applications for jury and military duty; and
authorized premium pay or overtime, maintained at duty post, upon which leave input data is based. Records may
be in either machine-readable or paper form.

Destroy after GAO audit or when 6 years old, whichever is sooner.

8. Time and Attendance Input Records.

Records in either paper or machine readable form used to input time and attendance data into a payroll system,
maintained either by agency or payroll processor.

Destroy after GAO audit or when 6 years old, whichever is sooner.
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9. Leave Record.

a. Record of employee leave, such as SF 1150, prepared upon transfer or separation.

File on right side of the Official Personnel Folder (OFF). See GRS 1, item 1.

b. Creating agency copy, when maintained.

Destroy when 3 years old.

Items 10 through 12. Reserved.

DEDUCTIONS, ALLOTMENTS, AND ELECTRONIC FUNDS TRANSFERS

13. Tax Files.

a. Employee withholding allowance certificate such as Internal Revenue Service (IRS) Form W-4 and state
equivalents.

Destroy 4 years after superseded or obsolete or upon separation of employee.

b. Agency copy of employee wages and tax statements, such as IRS Form W-2 and state equivalents, maintained
by agency or payroll processor.

Destroy when 4 years old.

c. Agency copy of employer reports of Federal tax withheld, such as IRS Form W-3, with related papers
including reports relating to income and social security tax, and state equivalents, maintained by agency or payroll
processor.

Destroy when 4 years old.

14. Savings Bond Purchase Files.

a. Authorization for Purchase and Request for Change - U.S. Savings Bonds, SB 2152, or equivalent.

Destroy when superseded or after separation of employee.

b. Bond registration files: issuing agent's copies of bond registration stubs.

Destroy 4 months after date of issuance of bond.

c. Bond receipt and transmittal files: receipts for and transmittals of U.S. Savings Bonds.

Destroy 4 months after date of issuance of bond.

15. Combined Federal Campaign and Other Allotment Authorizations.
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a. Authorization for individual allotment to the Combined Federal Campaign.

Destroy after GAO audit or when 3 years old, whichever is sooner,

b. Other authorizations, such as union dues and savings.

Destroy after GAO audit or when 3 years old, whichever is sooner.

16. Thrift Savings Plan Election Form.

Form TSP-1 authorizing deduction of employee contribution to the Thrift Savings Plan.

Destroy when superseded or after separation of employee.

17. Direct Deposit Sign-up Form (SF 1199A).

Destroy when superseded or after separation.

18. Levy and Garnishment Files.

Official Notice of Levy or Garnishment (IRS Form 668A or equivalent), change slip, work papers,
correspondence, release and other forms, and other records relating to charge against retirement funds or
attachment of salary for payment of back income taxes or other debts of Federal employees.

Destroy 3 years after garnishment is terminated.

Items 19 through 21. Reserved.

PAYROLL ADMINISTRATION

22. Payroll System Reports.

a. Error reports, ticklers, system operation reports.

Destroy when related actions are completed or when no longer needed, not to exceed 2 years.

b. Reports and data used for agency workload and or personnel management purposes.

Destroy when 2 years old.

c. Reports providing fiscal information on agency payroll.

Destroy after GAO audit or when 3 years old, whichever is sooner.

23. Payroll Change Files.

Records used to direct a change or correction of an individual pay transaction whether created and maintained
by paying agency or payroll processor.
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a. Copies subject to GAO audit.

Destroy after GAO audit or when 3 years old, whichever is sooner.

b. All other copies.

Destroy 1 month after end of related pay period.

24. Payroll Correspondence.

Correspondence between agency and payroll processor regarding general, routine administrative issues that do
not relate to individual payments.

Destroy when 2 years old.

Items 25 through 27. Reserved.

RETIREMENT

28. Retirement Files.

Reports, registers, or other control documents, and other records relating to retirement, such as SF 2807 or
equivalent.

For CSRS/FERS related records, destroy upon receipt of official OPM acceptance of annual summary.

Items 29 through 30. Reserved.

GENERAL

31. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies diat have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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GENERAL RECORDS SCHEDULE 3

Procurement, Supply, and Grant Records

Agency procurement and supply records document the acquisition of goods and non-personal services,
controlling the volume of stock on hand, reporting procurement needs, and related supply matters which are part
of daily procurement operations. The basic procurement files reflect a considerable range of procedure, from
simple, small purchases to complicated prime contractor and subcontractor operations.

Any records created prior to 1895 must first be offered to the National Archives and Records Administration
(NARA) for appraisal before applying the disposal instructions. Frequently copies of procurement papers become
integral parts of the other files in the agency, such as project files of various types or general subject files
pertaining to program operations; such copies are not covered by this schedule because they cannot be considered
and evaluated separately from the files of which they are a part.

The General Accounting Office (GAO) no longer requires agencies to maintain a separate file of contracts for
site audit. The agency contract files maintained in the contracting officer's office are accessible to GAO auditors
and have generally been used by them in the past.

When a claim is filed by or against the Government, records relating to the claim should be retained without
regard to the otherwise applicable records retention schedules which would have authorized destruction of the
records prior to the time when the claim is finally resolved unless the agency has received written approval from
the GAO (44 U.S.C. Section 3309 and 62 Comp. Gen. 42 (1982)). A claim is finally resolved: (1) when it is
disallowed and the time for appealing the denial or instituting suit on the claim has expired; or (2) when it is
allowed and paid or the amount offered in compromise is accepted and paid; or (3) when the amount found due
and owing proves uncollectible because time limits for collecting the indebtedness through legal proceedings or
by way of setoff have expired.

Records documenting procurement and supply in the agencies are largely standardized by various regulations of
the Comptroller General and the Administrator of General Services. The physical arrangement of the transaction
files themselves differs in the various agencies, however. In all agencies the official contract files, for example,
contain a minimum core of specified documents, but there are also other documents that vary in accordance with
what the individual agency deems to be best for its own operating purposes.

The key procurement file is the transaction case file containing the formal contract or informal purchase order
or lease instruments and all related papers. The documents flowing into the transaction file differ in detail, but
they include, in addition to the purchase document, specifications, bids, schedules of delivery, the initiating
requisition, invoices, and correspondence. Other copies of these documents, made for expediting and other
administrative purposes, are scattered throughout the inspection, shipping, expediting, and other units of the
agency procurement organization.

Other files related to the procurement and supply function include reports used for supply management purposes
by the agency creating the records as well as the staff agency involved with Government-wide programs. They also
include local requisition and stock inventory files and other minor supply papers. Of a specialized character in
the procurement field are the title papers documenting the acquisition of real property (by purchase,
condemnation, donation, exchange, or otherwise). These papers are required by the Government as long as the
property remains in Government hands or if it has been sold or released — conditionally or with recapture
clauses. When properties are disposed of by quitclaim deeds, this fact should be confirmed prior to the disposal
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of title papers, since the title evidence might be needed by the Government to defend the title in the event the
properties were disposed of by deeds containing general or special warranties.

It should also be ascertained that die title evidence relates only to the properties which were sold by the
Government. In many instances, lands acquired by the Government are disposed of in different size parcels, and
if the Government retains the title to any portion the title evidence should be retained.

This schedule does not apply to Interior Department records relating to the public domain or to the title opinion
files of the Department of Justice.

This schedule includes some of the common agency records relating to grant programs. Since many Federal
agencies conduct grant programs which document projects contracted between the agency and an outside party,
these records are included as an adjunct to the procurement and supply records.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

1. Real Property Files. [See note after item lb.]

Title papers documenting the acquisition of real property (by purchase, condemnation, donation, exchange, or
otherwise), excluding records relating to property acquired prior to January 1, 1921.

a. Records relating to properly acquired after December 31, 1920, other than abstract or certificate of title.

Dispose 10 years after unconditional sale or release by the Government of conditions, restrictions, mortgages or
other liens.

b. Abstract or certificate of title.

Transfer to purchaser after unconditional sale or release by the Government of conditions, restrictions,
mortgages, or other liens.

[NOTE: Records relating to property acquired prior to January 1, 1921, are not covered by the GRS and must
be scheduled by submission of a Standard Form (SF) 115 to NARA.]

2. General Correspondence Files.

Correspondence files of opera ting procurement units concerning internal operation and administration matters
not covered elsewhere in this schedule.

Destroy when 2 years old.

3. Routine Procurement Files. [See note after item 3d.]

Contract, requisition, purchase order, lease, and bond and surety records, including correspondence and related
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papers pertaining to award, administration, receipt, inspection and payment (other than those covered in items
1 and 12). [See note after item 3a(2)(b).]

a. Procurement or purchase organization copy, and related papers.

(1) Transaction dated on or after July 3, 1995 (the effective date of the Federal Acquisition Regulations (FAR)
rule defining "simplified acquisition threshold ).

(a) Transactions that exceed the simplified acquisition threshold and all construction contracts exceeding
$2,000.

Destroy 6 years and 3 months after final payment.

(b) Transactions at or below the simplified acquisition threshold and all construction contracts at or below
$2,000.

Destroy 3 years after final payment.

(2) Transactions dated earlier than July 3, 1995.

(a) Transactions that utilize other than small purchase procedures and all construction contracts exceeding
$2,000.

Destroy 6 years and 3 months after final payment.

(b) Transactions that utilize small purchase procedures and all construction contracts under $2,000.

Destroy 3 years after final payment.

[NOTE: Given the complexities of the rules on procurement, agencies should involve procurement officials when
deciding which of the subitems to apply to a particular series of records.]

b. Obligation copy.

Destroy when funds are obligated.

c. Other copies of records described above used by component elements of a procurement office for
administrative purposes.

Destroy upon termination or completion.

d. Data Submitted to the Federal Procurement Data System (FPDS). Electronic data file maintained by fiscal
year, containing unclassified records of all procurements, other than small purchases, and consisting of
information required under 48 CFR 4.601 for transfer to the FPDS.

Destroy or delete when 5 years old.

[NOTE: Unique procurement files are not covered by this schedule. With the standardization of the
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Government-wide procurement process under the FAR, such files are unlikely to exist. However, if an agency
believes that a procurement file that has long-term research value, the records officer should submit an SF 115.]

4. Supply Management Files.

Files of reports on supply requirements and procurement matters submitted for supply management purposes
(other than those incorporated in case files or other files of a general nature), exclusive of Department of Defense
Reports reflecting procurement under exemptions authorized under Section 201 (a) of the Federal Property and
Administrative Services Act of 1949 (40 U.S.C. 481).

a. Copies received from other units for internal purposes or for transmission to staff agencies.

Destroy when 2 years old.

b. Copies in other reporting units and related working documents.

Destroy when 1 year old.

5. Solicited and Unsolicited Bids and Proposals Files.

a. Successful bids and proposals.

Destroy with related contract case files (see item 3 of this schedule).

b. Solicited and unsolicited unsuccessful bids and proposals.

(1) Relating to small purchases as defined in the Federal Acquisition Regulation, 48 CFR Part 13.

Destroy 1 year after date of award or final payment, whichever is later.

(2) Relating to transactions above the small purchase limitations in 48 CFR Part 13.

(a) When filed separately from contract case files.

Destroy when related contract is completed.

(b) When filed with contract case files.

Destroy with related contract case file (see item 3 of this schedule).

c. Canceled solicitations files.

(1) Formal solicitations of offers to provide products or services (e.g., Invitations for Bids, Requests for
Proposals, Requests for Quotations) which were canceled prior to award of a contract. The files include
presolicitation documentation on the requirement, any offers that were opened prior to the cancellation,
documentation on any Government action up to the time of cancellation, and evidence of the cancellation.

Destroy 5 years after date of cancellation.
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(2) Unopened bids.

Return to bidder.

d. Lists or card files of acceptable bidders.

Destroy when superseded or obsolete.

6. Public Printer Files.

Records relating to requisitions on the Printer, and all supporting papers.

a. Printing procurement unit copy of requisition, invoice, specifications, and related papers.

Destroy 3 years after completion or cancellation of requisition.

b. Accounting copy of requisition.

Destroy 3 years after period covered by related account.

7. Nonpersonal Requisition File.

Requisitions for nonpersonal services, such as duplicating, laundry, binding, and other services (excluding records
associated with accountable officers' accounts (Schedule 6)).

Destroy when 1 year old.

8. Inventory Requisition File. Requisitions for supplies and equipment for current inventory.

a. Stockroom copy.

Destroy 2 years after completion or cancellation of requisition.

b. All other copies.

Destroy when 6 months old.

9. Inventory Files.

a. Inventory lists.

Destroy 2 years from date of list.

b. Inventory cards.

Destroy 2 years after discontinuance of item, 2 years after stock balance is transferred to new card or recorded
under a new classification, or 2 years after equipment is removed from agency control.
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c. Report of survey files and other papers used as evidence for adjustment of inventory records, not otherwise
covered in the GRS.

Destroy 2 years after date of survey action or date of posting medium.

10. Telephone Records.

Telephone statements and toll slips.

Destroy 3 years after period covered by related account.

11. Contractors' Payroll Files.

Contractors' payrolls (construction contracts) submitted in accordance with Department of Labor regulations,
with related certifications, antikickback affidavits, and other related papers.

Destroy 3 years after date of completion of contract unless contract performance is subject of enforcement action
on such date.

12. Tax Exemption Files.

Tax exemption certificates and related papers.

Destroy 3 years after period covered by related account.

13. Unsuccessful Grant Application Files.

Applications, correspondence, and other records relating to unsuccessful (rejected or wididrawn) applications.

Destroy 3 years after rejection or withdrawal.

14. Grant Administrative Files. [See note after this item.]

Correspondence and/or subject files relating to routine operations and daily activities in administration of the
grant program.

Destroy when 2 years old.

[NOTE: Grant case files, which include accepted applications among many other documents, substantive
correspondence and subject files relating to grant programs, and final product files, cannot be scheduled in the
GRS. The types and significance of grant programs and the contents of the files vary, so no single disposition can
be applied to the files on a Government-wide basis. To schedule these records, agencies must submit an SF 115
to NARA.]

15. Contract Appeals Case Files.

Contract appeals case files arising under the Contracts Dispute Act, consisting of notices of appeal and
acknowledgments thereof; correspondence between parties; copies of contracts, plans, specifications, exhibits,
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change orders, and amendments; transcripts of hearings; documents received from parties concerned; final
decisions; and all other related papers.

a. Records created prior to October 1, 1979.

Destroy 6 years, 3 months after final action on decision,

b. Records created after September 30, 1979.

Destroy 1 year after final action on decision.

16. Contractor's Statement of Contingent or Odier Fees.

SF 119, Statement of Contingent or Other Fees, or statement in lieu of the form, filed separately from the
contract case file and maintained for enforcement or report purposes.

Destroy when superseded or obsolete.

17. Small and Disadvantaged Business Utilization Files.

Correspondence, reports, studies, goal statements, and other records relating to the small and disadvantaged
business utilization program, as required by Pub.L. 95-507.

Destroy when 3 years old.

18. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.

33



GENERAL RECORDS SCHEDULE 4

Property Disposal Records

These records pertain to the sales by agencies of real and personal property surplus to the needs of the
Government. The act creating the General Services Administration (GSA) transferred to the new agency the
functions of the former War Assets Administration relating to property disposition. This schedule is not
applicable to transaction or policy files created by the GSA and predecessor agencies, to records in the
Department of the Interior relating to the public domain, and to records relating to overseas property under
Department of State control. Any surplus property transaction files dated prior to the establishment of the former
Procurement Division of the Department of Treasury in 1933 must be offered to die National Archives and
Records Administration (NARA) for appraisal before applying these disposition instructions.

In no event may disposal be made of records pertaining to accounts, claims, or demands involving the
Government of the United States which have not been settled or adjusted by the General Accounting Office
without written approval of the Comptroller General, as required by 44 U.S.C. 3309.

Three forms are prescribed for use by an agency selling surplus personal property under GSA regulations:

a. Standard Form (SF) 114, Sale of Government Property, Invitation, Bid, and Acceptance. Related papers
that are maintained by the agencies, usually in case fashion, consist of correspondence, bids, other notices of sale,
invoices, and sales slips.

b. SF 120, Report of Excess Personal Property, and SF 121, Quarterly Report of Utilization and Disposal
of Excess and Surplus Personal Property. Agencies use SF 12 0 to report excess personal property to the regional
GSA offices, which initiate screening action. The quarterly reports are submitted to the Office of Property
Management, Office of Federal Supply and Services, GSA, which consolidates the data.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

1. Property Disposal Correspondence Files.

Correspondence files maintained by units responsible for property disposal, pertaining to their operation and
administration, and not otherwise provided for.

Destroy when 2 years old.

2. Excess Personal Property Reports.

Destroy when 3 years old.

3. Surplus Property Case Files.

Case files on sales of surplus personal property, comprising invitations, bids, acceptances, lists of materials,
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evidence of sales, and related correspondence,

a. Transactions of more than $25,000.

Destroy 6 years after final payment,

b. Transactions of $25,000 or less.

Destroy 3 years after final payment.

4. Real Property Files. [See note after this item.]

Records necessary or convenient for the use of real property sold, donated, or traded to non-Federal ownership,
including, if pertinent as determined by the releasing agency, site maps and surveys, plot plans, architect's
sketches, working diagrams, preliminary drawings, blueprints, master tracings, utility outlet plans, equipment
location plans, specifications, construction progress photographs, inspection reports, building and equipment
management and maintenance records, allowance lists, and duplicate copies of title papers, provided (a) that the
records can be segregated without harm to other documents of enduring value, (b) that no responsibility attaches
to the Government because of disagreement between the transferred documents and the physical condition of
the property at the time of conveyance, and (c) that if the property is released for historical use or purpose, die
user agrees to retain them and return them to the Federal Government immediately upon the discontinuance
of its use for historical purposes.

Transfer to new custodian upon completion of sale, trade, or donation proceedings, or acceptance of purchase
money mortgage.

[NOTE: Case files on the disposal of surplus real and related personal property and excess real property reports
are not covered by die GRS because some of these files may have long-term legal value. Agencies must schedule
these series by submitting an SF 115 to NARA.]

5. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeepingcopy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies diat have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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GENERAL RECORDS SCHEDULE 5

Budget Preparation, Presentation, and Apportionment Records

Budget and apportionment records include the various files accumulated in an agency in the course of
formulating its budget for submission to the Office of Management and Budget (OMB) and to the Congress; in
defending its requests for funds before both bodies; and after enactment of an appropriation bill, in ensuring that
the funds are used in such a way as to suffice for the appropriate period of time. The funds are made available
to the agency by OMB, usually in quarterly portions, and the agencies must indicate and justify regularly to OMB
their proposed rate of expenditure. After the funds have been made available to the agency, its own controls over
the funds are in its expenditure accounting records (Schedule 7), and detailed information relative to
expenditures is contained in the accountable officers accounts (Schedule 6).

This schedule applies to certain records of budget preparation and apportionment in all agencies, but does not
apply to records of OMB and the Department of Treasury reflecting the Government-wide budget responsibilities
of those agencies. Records created prior to January 1, 1921, must be offered to the National Archives and
Records Administration (NARA) before applying the disposition instructions.

Agency budget records are normally created at all levels of agency organization. They show proposals from all
operating levels as well as the bureau-wide and agency-wide coordinating work done by formally organized budget
offices. Therefore the records consist of detailed work papers and budgetary statements developed by single
operating units, the more significant budget statements and related papers representing consolidated submissions
prepared at the bureau or equivalent level and forwarded to the agency budget officer, and the records at the
highest level pertaining to the budget submission for the entire agency.

The nature of the budget presentation itself is standardized by OMB which prescribes format and procedures for
all Federal agencies. However, the internal reports and papers which support the budget and are used in its
preparation vary from agency to agency. The budget submission, a record copy of which is usually designated by
the agency, is a duplicate of the set of papers submitted to OMB. These include summary statements of
appropriations and expenditures, statements of contract authorizations, and statements of receipts as well as
narrative summary statements which highlight the principal features of the agency requests and immediately
related supporting documents. The narrative presents the policies and the programs of the agency which the
budgetary requests are to support. In addition to the summaries, the submission includes schedules of obligations
and statements pertaining to each type of appropriation and fund under which the individual agency operates.
Finally, OMB requires additional supporting data pertaining to objects of expenditure, particular agency
programs, and figures based on the cost of various type of service operations, such as personnel and payrolling
activities.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

1. Budget Correspondence Files.

Correspondence files in formally organized budget offices pertaining to routine administration, internal
procedures, and other matters not covered elsewhere in this schedule, EXCLUDING files relating to agency
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policy and procedure maintained in formally organized budget offices.

Destroy when 2 years old.

2. Budget Background Records.

Cost statements, rough data and similar materials accumulated in the preparation of annual budget estimates,
including duplicates of budget estimates and justifications and related appropriation language sheets, narrative
statements, and related schedules; and originating offices' copies of reports submitted to budget offices.

Destroy 1 year after the close of the fiscal year covered by the budget.

3. Budget Reports Files.

Periodic reports on the status of appropriation accounts and apportionment.

a. Annual report (end of fiscal year).

Destroy when 5 years old.

b. All other reports.

Destroy 3 years after the end of the fiscal year.

4. Budget Apportionment Files. [See note after this item.]

Apportionment and reapportionment schedules, proposing quarterly obligations under each authorized
appropriation.

Destroy 2 years after the close of the fiscal year.

[NOTE: The following budget files are not covered by the GRS:
—Budget office correspondence or subject files documenting budget policy and procedures and reflecting

policy decisions affecting expenditures for agency programs.
--Budget estimates and justifications of formally organized budget offices at the bureau (or equivalent) or

higher organizational level. Depending on agency recordkeeping practices and patterns of documentation, these
records may have archival value and must be scheduled by submitting a Standard Form (SF) 115 to NARA.]

5. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeeping copy of the records covered by the other items in diis schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
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copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeepin^
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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GENERAL RECORDS SCHEDULE 6

Accountable Officers' Accounts Records

This general schedule covers accountable officers' returns and related records, including records under the
cognizance of the General Accounting Office (GAO). This schedule does not apply to the copies of schedules and
related papers held by the Chief Disbursing Officer of the Treasury. Any records created prior to January 1,1921,
must be offered to the National Archives and Records Administration (NARA) before applying these disposition
instructions.

Accountable officers' accounts include record copies of all records concerned with the accounting for, availability,
and status of public funds. There are several types of "accountable officers," such as: (a) the collecting officer, who
receives monies owed to the Federal Government and ensures that it is credited to the proper account; (b) the
disbursing officer who is responsible for providing documentation to GAO, since he/she accomplishes the actual
payment of public monies to proper Federal creditors; and (c) the certifying officer, whose signature on a
summary attests to the authenticity of vouchers listed on the schedule.

Disbursements for most civilian Government agencies are made by the Chief Disbursing Officer of the Treasury,
who heads the Division of Disbursement of the Bureau of Government Financial Operations widiin die
Department of Treasury. Since July 1949, disbursements have been made for most agencies on the basis of
certified schedules, widi the detailed vouchers transferred to GAO from the agency or held in agency space if a
site audit was involved. This procedure was extended and confirmed by GAO General Regulation No. 115, issued
January 29, 1952, which promulgated a standard form voucher and schedule of payments (Standard Form (SF)
1166 and SF 1167) for use by all agencies, effective July 1,195 2, and formally eliminated the transfer of vouchers
of the Chief Disbursing Officer of the Treasury.

This schedule includes records held for onsite audit by GAO, as described in item la below. Under onsite audit,
vouchers, contracts, schedules, statements of transactions and accountability, and odier related supporting
documents are retained in agency space for GAO auditors. Section 5 of the Post Office Department Financial
Control Act of 1950 and Section 117(b) of the Budget and Accounting Procedures Act of 1950 (whenever the
Comptroller General determines diat an audit shall be conducted at the site) require agencies to retain these
records, which are under GAO cognizance. GAO has given general authority to the agencies, if the records are
no longer required for administrative purposes, to transfer all audited records and any unaudited records more
than 1 full fiscal year old to Federal records centers. However, to transfer unaudited accountable officers'
accounts less than one year old, permission must be obtained from the Director, Records Management, GAO.
Because the records previously transferred to GAO are retained in the agency, some agencies have eliminated the
creation of memorandum copies as described in item Ib of this schedule.

Records relating to the availability, collection, and custody of funds include (1) the appropriation warrants, (2)
other documents that deposit funds into the Treasury, and (3) documents that provide accountable officers with
status reports on funds in their custody, such as the proofs of depository account and statements of funds to their
credit. Agency copies of these deposit and status documents are so intimately related to the accounts of these
officers that they are included in this schedule. The copies received by the Fiscal Service of the Department of
Treasury are not covered by this schedule and are provided for in separate schedules.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in die recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
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and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

1. Accountable Officers' Files. [See note after item lb.]

a. Original or ribbon copy of accountable officers accounts maintained in the agency for site audit by GAO
auditors, consisting of statements of transactions, statements of accountability, collection schedules, collection
vouchers, disbursement schedules, disbursement vouchers, and all other schedules and vouchers or documents
used as schedules or vouchers, exclusive of commercial passenger transportation and freight records and payroll
records, EXCLUDING accounts and supporting documents pertaining to American Indians. If an agency is
operating under an integrated accounting system approved by GAO, certain required documents supporting
vouchers and/or schedules are included in the site audit records. These records document only the basic financial
transaction, money received and money paid out or deposited in the course of operating the agency. All copies
except the certified payment or collection copy, usually the original or ribbon copy, and all additional or
supporting documentation not involved in an integrated system are covered by succeeding items in this schedule.

Site audit records include, but are not limited to, the Standard and Optional Forms listed below. Also included
are equivalent agency forms that document the basic financial transaction as described above.

SF21S Deposit Ticket
SF 224 Statement of Transactions
SF 1012 Travel Voucher
SF 1034 Public Voucher for Purchases and Services Other Than Personal
SF 1036 Statement of Certificate and Award
SF 1038 Advance of Funds Application and Account
SF 1047 Public Voucher for Refunds
SF 1069 Voucher for Allowance at Foreign Posts of Duty
SF 1080 Voucher for Transfer Between Appropriations and/or Funds
SF 1081 Voucher and Schedule of Withdrawals and Credits
SF 1096 Schedule of Voucher Deductions
SF 1097 Voucher and Schedule to Effect Correction of Errors
SF 1098 Schedule of Canceled Checks
SF 1113 Public Voucher for Transportation Charges
SF 1129 Reimbursement Voucher
SF 1143 Advertising Order
SF 1145 Voucher for Payment Under Federal Tort Claims Act
SF 1154 Public Voucher for Unpaid Compensation Due a Deceased Civilian Employee
SF 1156 Public Voucher for Fees and Mileage
SF 1164 Claim for Reimbursement for Expenditures on Official Business
SF 1166 Voucher and Schedule of Payments
SF 1185 Schedule of Undeliverable Checks for Credit to Government Agencies
SF 1218 Statement of Accountability (Foreign Service Account)
SF 1219 Statement of Accountability
SF 1220 Statement of Transactions According to Appropriation, Funds, and Receipt Accounts
SF 12 21 Statement of Transactions According to Appropriation, Funds, and Receipt Accounts (Foreign Service
Account)
OF 1114 Bill of Collection
OF 1114A Official Receipt
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OF 1114B Collection Voucher

Destroy 6 years and 3 months after period covered by account.

b. Memorandum copies of accountable officers' returns including statements of transactions and accountability,
all supporting vouchers, schedules, and related documents not covered elsewhere in this schedule, EXCLUDING
freight records covered by Schedule 9 and payroll records covered by Schedule 2.

Destroy when 1 year old.

[NOTE: Accounts and supporting documents pertaining to American Indians are not authorized for disposal.
Such records must be retained indefinitely since they may be needed in litigation involving the Government's role
as trustee of property held by die Government and managed for the benefit of Indians.]

2. GAO Exceptions Files.

GAO notices of exceptions, such as SF 1100, formal or informal, and related correspondence.

Destroy 1 year after exception has been reported as cleared by GAO.

3. Certificates Settlement Files.

Copies of certificates and settlement of accounts of accountable officers, statements of differences, and related
records.

a. Certificates covering closed account setdements, supplemental setdements, and final balance settlements.

Destroy 2 years after date of settlement.

b. Certificates covering period setdements.

Destroy when subsequent certificate of setdement is received.

4. General Fund Files.

Records relating to availability, collection, custody, and deposit of funds including appropriation warrants and
certificates of deposit, other than those records covered by Item 1 of this schedule.

Destroy when 3 years old.

5. Accounting Administrative Files.

Correspondence, reports, and data relating to voucher preparation, administrative audit, and odier accounting
and disbursing operations.

a. Files used for workload and personnel management purposes.

Destroy when 2 years old.
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b. All other files.

Destroy when 3 years old.

6. Federal Personnel Surety Bond Files.

a. Official copies of bond and attached powers of attorney.

(1) Bonds purchased before January 1, 1956.

Destroy IS years after bond becomes inactive.

(2) Bonds purchased after December 31, 1955.

Destroy 15 years after end of bond premium period.

b. Other bond files including other copies of bonds and related documents.

Destroy when bond becomes inactive or after the end of die bond premium period.

7. Gasoline Sales Tickets.

Hard copies of sales tickets filed in support of paid vouchers for credit card purchases of gasoline.

Destroy after GAO audit or when 3 years old, whichever is sooner.

8. Telephone Toll Tickets.

Originals and copies of toll tickets filed in support of telephone toll call payments.

Destroy after GAO audit or when 3 years old, whichever is sooner.

9. Telegrams.

Originals and copies of telegrams filed in support of telegraph bills.

Destroy after GAO audit or when 3 years old, whichever is sooner.

10. Administrative Claims Files.

a. Claims against the United States. Records relating to claims against die United States for moneys that have
been administratively (1) disallowed in full or (2) allowed in full or in part, and final payment of the amount
awarded, EXCLUDING claims covered by subitem c. below.

Destroy when 6 years, 3 months old.

b. Claims by the United States subject to the Federal Claims Collection Standards and 28 U.S.C. 2415 or 31
U.S.C. 3716(c)(l).
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Records relating to claims for money or property that were administratively determined to be due and owing to
the United States and that are subject to the Federal Claims Collection Standards (4 CFR Chapter II),
EXCLUDING claims covered under subitem c. below.

(1) Claims that were paid in full or by means of a compromise agreement pursuant to 4 CFR Part 103.

Destroy when 6 years, 3 months old.

(2) Claims for which collection action has been terminated under 4 CFR Part 104.

(a) Claims for which the Government's right to collect was not extended.

Destroy 10 years, 3 months after the year in which the Government s right to collect first accrued.

(b) Claims for which the Government is entitled (per 28 U.S.C. 2415) to additional time to initiate legal
action.

Destroy 3 months after the end of the extended period.

(3) Claims that the agency administratively determines are not owed to the United States after collection action
was initiated.

Destroy when 6 years, 3 months old.

c. Claims files that are affected by a court order or that are subject to litigation proceedings.

Destroy when the court order is lifted, litigation is concluded, or when 6 years, 3 months old, whichever is later.

11. Waiver of Claims Files.

Records relating to waiver of claims of the United States against a person arising out of an erroneous payment
of pay allowances, travel expenses, or relocation expenses to an employee of an agency or a member or former
member of the uniformed services or the National Guard, including bills of collection, requests for waiver of
claim, investigative reports, decisions by agency and/or GAO approving or denying the waiver, and related
records.

a. Approved waivers (agencies may approve amounts not aggregating to more than $500 or GAO may approve
any amount).

Destroy 6 years, 3 months after the close of the fiscal year in which the waiver was approved.

b. Denied waivers.

Destroy with related claims files in accordance with items lOb and lOc of this schedule.

12. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
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generate a recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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GENERAL RECORDS SCHEDULE 7

Expenditure Accounting Records

Expenditure accounting records are the ledgers and related documents maintained by all Federal agencies to show
in summary fashion how their funds, appropriated and nonappropriated, are spent after allotment by the Office
of Management and Budget (OMB), and the sources and nature of any receipts. The key records are the general
ledger accounts, which constitute, as a unit, the heart of the agency accounting system. These ledgers summarize
the financial status and financial transactions of the agency, showing the current status of funds available for
expenditure, the amounts due and collected for the account of the Government, accumulated expenditures and
liabilities, and the values of stock, equipment, and other property in agency custody. They are controls that serve
not only as central fiscal records, but also as a primary source of data for top management concerned with agency
solvency, expenditures, and program costs.

The general ledgers are subdivided into arbitrarily created account titles, which are based on programs, projects,
costs, and funds. Supporting them are a group of subsidiary ledgers and documents further detailing the
information in the general ledgers or serving as posting media to the ledgers themselves. To the extent that they
reflect appropriation expenditures, the general ledgers are supported by allotment ledgers, which at all times show
the current unobligated balance of funds allotted for specific agency purposes and thereby provide a safeguard
against overexpenditure by operating officials. The allotment ledgers are general controls over expenditures, and
they, in turn, summarize and are supported by more detailed controls that normally take the form of project or
job orders that authorize exact and specific expenditures.

The sources of data that are posted to the ledger files are somewhat diverse, but they fall into two general groups:

a. Copies of various obligation or expenditure documents, such as vouchers and schedules, that flow through
the ledger unit for posting.

b. Journal vouchers and similar internal control documents created to authorize and convey entries to the
general ledger.

As the centralized fiscal record, the general ledgers ultimately summarize stores, plant, and cost accounting data,
which are treated in a separate schedule, but these are only several aspects of the total ledger accounts.
Consequently, the ledgers are the source of the data included in the basic apportionment reports to the OMB
and the Department of Treasury, and overall reports of agency fiscal condition which may be required by the
General Accounting Office (GAO) (Schedules 6 and 8). The adequacy for audit purposes of the general ledger
accounts is normally considered by GAO auditors to be indicative of the agency's entire accounting system and
the reliability of its financial data.

This schedule does not apply to such records maintained on a Government-wide basis by the Department of
Treasury and the OMB, or to those formerly maintained by the GAO. Any records created prior to January 1,
1921, must be offered to the National Archives and Records Administration (NARA) before applying these
disposition instructions.

When a claim is filed by or against the Government, records relating to the claim should be retained without
regard to the otherwise applicable records retention schedules that would have authorized destruction of the
records prior to the time when the claim is finally resolved, unless the agency has received written approval from
the GAO (44 U.S.C. Section 3309 and 62 Comp. Gen. 42 (1982)). A claim is finally resolved: (1) when it is
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disallowed and the time for appealing the denial or instituting suit on the claim has expired; or (2) when it is
allowed and paid or the amount offered in compromise is accepted and paid; or (3) when the amount found due
and owing proves uncollectible because time limits for collecting the indebtedness through legal proceedings or
by way of setoff have expired.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

1. Expenditures Accounting General Correspondence and Subject Files.

Correspondence or subject files maintained by operating units responsible for expenditures accounting,
pertaining to their internal operations and administration.

Destroy when 2 years old.

2. General Accounting Ledgers.

General accounts ledgers, showing debit and credit entries, and reflecting expenditures in summary.

Destroy 6 years and 3 months after the close of the fiscal year involved.

3. Appropriation Allotment Files.

Allotment records showing status of obligations and allotments under each authorized appropriation.

Destroy 6 years and 3 months after the close of the fiscal year involved.

4. Expenditure Accounting Posting and Control Files.

Records used as posting and control media, subsidiary to the general and allotment ledgers, and not covered
elsewhere in this schedule.

a. Original records.

Destroy when 3 years old.

b. Copies.

Destroy when 2 years old.

5. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
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revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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GENERAL RECORDS SCHEDULE 8

Stores, Plant, and Cost Accounting Records

Specialized stores, plant, and cost accounting records are maintained by most agencies, particularly those with
extensive plant and stock inventories. These records, which reflect the net monetary worth of an agency and its
assets, are periodically reconciled with the supply data found in stock inventory records, but they do not include
procurement papers. Any records created prior to January 1, 1921, must be offered to the National Archives and
Records Administration (NARA) before applying these disposition instructions.

a. Stores Accounting. These records are maintained to provide personal accountability for the receipt and
custody of materials and to document the monetary worth of such materials. Completed copies of material
movement documents show custody, and stores accounting data are normally reviewed and consolidated by
means of records and returns submitted to agency headquarters. There the information is used for procurement
planning, budget, and other management purposes. These records do not include records reflecting die physical
movements of material to and from storage points, although they may be involved in posting. Summary data on
plant value are also available in pertinent ledger accounts.

b. Plant Accounting. These records document principal characteristics of each item of physical plant and
equipment, including real property. They constitute primarily a type of inventory control, but in addition are a
principal source of data on the capital investment in physical plant (as distinguished from maintenance or
operating costs) and other items not normally represented in a store or stock inventory system. Summary data
on plant value are also maintained.

c. Cost Accounting. These records are designed to show accumulated data on die costs of agency operation,
the direct and indirect costs of production, administration, and performance of program functions of the agency.
The data, which are normally accumulated by means of cost reports and statistics accumulated by operating
personnel, are ultimately integrated into die accounts concerned widi operating and program costs. Material cost
information is collected by posting requisitions for material or procurement documents to intermediate records,
and labor cost information is obtained by charging time expended on individual jobs and projects assigned control
numbers for cost control purposes. Cost data are used in evaluating economy of agency operation and in
preparing budget estimates.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to die
recordkeeping copy for dissemination, revision, or updating.

1. Plant, Cost, and Stores General Correspondence Files.

Correspondence files of units responsible for plant, cost, and stores accounting operations.

Destroy when 3 years old.

2. S to res I nvo ice F iles.

Invoices or equivalent papers used for stores accounting purposes.
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Destroy when 3 years old.

3. Stores Accounting Files.

Stores accounting returns and reports.

Destroy when 3 years old.

4. Stores Accounting Background Files.

Working files used in accumulating stores accounting data.

Destroy when 2 years old.

5. Plant Accounting Files. [See note after this item.]

Plant account cards and ledgers, other than those pertaining to structures.

Destroy 3 years after item is withdrawn from plant account.

[NOTE: Plant accounting cards and ledgers pertaining to structures are not disposable under the GRS. Agencies
must submit a Standard Form (SF) 115 to NARA to schedule these records.]

6. Cost Accounting Reports.

a. Copies in units receiving reports.

Destroy when 3 years old.

b. Copies in reporting units and related work papers.

Destroy when 3 years old.

7. Cost Report Data Files.

Ledgers, forms, and electronic records used to accumulate data for use in cost reports.

a. Ledgers and forms.

Destroy when 3 years old.

b. Automated records.

(1) Detail cards.

Destroy when 6 months old.

(2) Summary cards.
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Destroy when 6 months old.

(3) Tabulations.

Destroy when 1 year old.

8. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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GENERAL RECORDS SCHEDULE 9

Travel and Transportation Records

This schedule covers records documenting the movement of goods and persons under Government orders. The
records include bills of lading, transportation requests, transportation vouchers, per diem vouchers, travel
authorizations, and all supporting documentation, including that prescribed by Title 5 of the General Accounting
Office Policy and Procedures Manual. Record copies of all travel, transportation, and freight documents used to
support payments become components of the accountable officers' accounts. Disposition for commercial
transportation and freight site audit records is covered by item 1 of this schedule. Individual, noncommercial,
reimbursable travel site audit records are covered by General Records Schedule 6, item 1 a, item 10, or item 11.
Some copies become accounting posting media, which are covered by General Records Schedule 7, item 4.

a. Movement of goods. The key record is the bill of lading, of which there are copies for consignors,
consignees, and the carriers themselves. The documents related to and normally filed with the bill of lading are
varied and often voluminous. These may consist of shortage and demurrage reports, invoices, and other data that
document the transaction. Included are records relating to the shipment of household effects, authorized by law
and regulations for military personnel and for civilian employees of the Government. Agencies shipping certain
valuables under the Government Losses in Shipment Act, which insures against loss, retain copies of schedules
of material shipped, documents relating to claims which may ensue, and other pertinent records.

b. Movement of persons. The movement of persons is documented by copies of travel orders, authorizing
travel and subsequent payment, and standard-form vouchers showing payment for official travel. The two primary
copies of travel orders are the administrative copy maintained by the transportation unit controlling the
audiorization of travel and the copy used for encumbrance of funds. Vouchers documenting cash advances for
travel purposes are covered by General Records Schedule 6, item la, only after the advance has been properly
liquidated and can be included in a settled fiscal account. Unliquidated cash advances for travel purposes are
covered by General Records Schedule 6, item 10.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

1. Commercial Freight and Passenger Transportation Files.

a. Original vouchers and support documents covering commercial freight and passenger transportation charges
of settled fiscal accounts, including registers and other control documents, but EXCLUDING those covered by
item Ib of this schedule.

Destroy 6 years after the period of the account.

b. Records covering payment for commercial freight and passenger transportation charges for services for
which 1) notice of overcharge has been or is expected to be issued, or if a rail freight overpayment is involved,
2) deduction or collection action has been taken, 3) the voucher contains inbound transit shipment(s), 4) parent
voucher has print of paid supplemental bill associated, 5) the voucher has become involved in litigation, or 6) any
other condition arises, such as detection of overcharge, that prevents the settling of the account, requiring the
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voucher to be retained beyond the 6 year retention period.

Destroy when 10 years old.

c. Issuing office copies of Government or commercial bills of lading, commercial passenger transportation
vouchers (Standard Form (SF) 1113A) and transportation requests (SF 1169), travel authorizations, and
supporting documents.

Destroy 6 years after the period of the account.

d. Obligation copy of commercial passenger transportation vouchers.

Destroy when funds are obligated.

e. Unused ticket redemption forms, such as SF 1170.

Destroy 3 years after the year in which the transaction is completed.

2. Lost or Damaged Shipments Files.

Schedules of valuables shipped, correspondence, reports, and other records relating to the administration of the
Government Losses in Shipment Act.

Destroy when 6 years old.

3. Noncommercial, Reimbursable Travel Files.

Copies of records relating to reimbursing individuals, such as travel orders, per diem vouchers, and all other
supporting documents relating to official travel by officers, employees, dependents, or others authorized by law
to travel.

a. Travel administrative office files.

Destroy when 6 years old.

b. Obligation copies.

Destroy when funds are obligated.

4. General Travel and Transportation Files.

a. Routine administrative records including correspondence, forms, and related records pertaining to
commercial and noncommercial agency travel and transportation and freight functions not covered elsewhere
in this schedule.

Destroy when 2 years old.

b. Accountability records documenting the issue or receipt of accountable documents.
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Destroy 1 year after all entries are cleared.

5. Records Relating to Official Passports. [See notes after item 5c.]

a. Application files.

Documents relating to the issuance of official passports, including requests for passports, transmittal letters,
receipts, and copies of travel authorizations.

Destroy when 3 years old or upon separation of the bearer, whichever is sooner.

b. Annual reports concerning official passports.

Reports to the Department of State concerning the number of official passports issued and related matters.

Destroy when 1 year old.

c. Passport registers.

Registers and lists of agency personnel who have official passports.

Destroy when superseded or obsolete.

[NOTES: (1) Official passports should be returned to the Department of State upon expiration or upon the
separation of the employee. (2) Item Sb does not pertain to copies of the annual reports held by the Department
of State.]

6. Non-Federally Funded Travel.

a. Agency copies of Semiannual Expense Reports for Non-Federally Funded Travel submitted by all Executive
Branch agencies to the Office of Government Ethics. Reports summarize payments made to the agency from
non-Federal sources for travel, subsistence, and related expenses for an employee who attends a meeting or
similar function relating to official duties.

Destroy when 4 years old.

b. Statements, forms, and other records used to compile Semiannual Expense Reports for Non-Federally
Funded Travel.

Destroy 1 year after submission of report to the Office of Government Ethics.

7. Federal Employee Transportation Subsidy Records.

Documents in either paper or electronic form relating to die disbursement of transportation subsidies to
employees, including applications of employees no longer in the program, superseded applications, certification
logs, vouchers, spreadsheets, and other forms used to document the disbursement of subsidies.

Destroy when 3 years old.
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8. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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GENERAL RECORDS SCHEDULE 10

Motor Vehicle Maintenance and Operation Records

These records pertain to the management, maintenance, and operation of motor vehicles used by agencies.

41 CFR 101-38 prescribes policies and procedures. Standard Form (SF) 82, which is an annual motor vehicle
report required by the Federal Supply Service, General Services Administration, is the only standardized record.
Certain cost and inventory control forms have been developed, but they are not mandatory. This schedule covers
agency records pertaining to the daily use and operation of the vehicles.

In general, records pertaining to motor vehicles reflect a threefold responsibility: (a) the accumulation of cost
and operating data for internal accounting and management purposes and for reports submitted to the Office
of Federal Supply and Services (SF 82, Agency Report of Motor Vehicle Data); (b) the maintenance of the vehicles
themselves; and (c) protecting the interest of the Government in accident claims against it. The records
themselves consist of chauffeur service logs and reports, vehicle repair and maintenance checkoff sheets, cost
ledgers, and claims correspondence and forms.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

1. Motor Vehicle Correspondence Files.

Correspondence in the operating unit responsible for maintenance and operation of mo tor vehicles not otherwise
covered in this schedule.

Destroy when 2 years old.

2. Motor Vehicle Operating and Maintenance Files.

a. Operating records including those relating to gas and oil consumption, dispatching, and scheduling.

Destroy when 3 months old.

b. Maintenance records, including those relating to service and repair.

Destroy when 1 year old.

3. Motor Vehicle Cost Files.

Motor vehicle ledger and worksheets providing cost and expense data.

Destroy 3 years after discontinuance of ledger or date of worksheet.

4. Motor Vehicle Report Files.
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Reports on motor vehicles (other than accident, operating, and maintenance reports), including SF 82, Agency
Report of Motor Vehicle Data.

Destroy 3 years after date of report.

5. Motor Vehicle Accident Files.

Records relating to motor vehicle accidents, maintained by transportation offices, including SF 91, Motor Vehicle
Accident Report, investigative reports, and SF 94, Statement of Witness.

Destroy 6 years after case is closed.

6. Motor Vehicle Release Files.

Records relating to transfer, sale, donation, or exchange of vehicles, including SF 97, The United States
Government Certificate to Obtain Title to a Motor Vehicle.

Destroy 4 years after vehicle leaves agency custody.

7. Motor Vehicle Operator Files.

Records relating to individual employee operation of Government-owned vehicles, including driver tests,
authorization to use, safe driving awards, and related correspondence.

Destroy 3 years after separation of employee or 3 years after recision of authorization to operate
Government-owned vehicle, whichever is sooner.

8. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeepingcopy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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Destroy when 1 year old.

3. Directory Service Files.

Correspondence, forms, and other records relating to the compilation of directory service listings.

Destroy 2 months after issuance of listing.

4. Credentials Files.

Identification credentials and related papers.

a. Identification credentials including cards, badges, parking permits, photographs, agency permits to operate
motor vehicles, and property, dining room and visitors passes, and other identification credentials.

Destroy credentials 3 months after return to issuing office,

b. Receipts, indexes, listings, and accountable records.

Destroy after all listed credentials are accounted for.

5. Building and Equipment Service Files.

Requests for building and equipment maintenance services, excluding fiscal copies.

Destroy 3 months after work is performed or requisition is canceled.

6. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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GENERAL RECORDS SCHEDULE 12

Communications Records

The principal records documenting communication functions include messenger service data;
telecommunications service control and operational records; long distance telephone reports; postal records,
consisting of post office forms and supporting papers; mail control records and supporting and related papers;
agency copies of penalty mail reports; and records relating to private delivery service (such as United Parcel
Service).

This schedule covers the records described below, wherever located in an agency but does not cover records that
reflect Government-wide programs, such as records held by the U.S. Postal Service and the Information
Technology Service of the General Services Administration (GSA), other than those documenting their own
internal administrative management functions. In addition, item 4, telephone use records, has been reserved
pending development of disposition standards acceptable to both the GSA and the General Accounting Office.
Any records created prior to January 1, 1921, must be offered to the National Archives and Records
Administration before applying the disposition instructions in this schedule.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

1. Messenger Service Files.

Daily logs, assignment records and instructions, dispatch records, delivery receipts, route schedules, and related
records.

Destroy when 2 months old.

2. Communication General Files.

a. Correspondence and related records pertaining to internal administration and operation.

Destroy when 2 years old.

b. Telecommunications general files, including plans, reports, and other records pertaining to equipment
requests, telephone service, and like matters.

Destroy when 3 years old.

c. Telecommunications statistical reports including cost and volume data.

Destroy when 1 year old.

d. Telecommunications voucher files.
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(1) Reference copies of vouchers, bills, invoices, and related records.

Destroy when 1 fiscal year old.

(2) Records relating to installation, change, removal, and servicing of equipment.

Destroy 1 year after audit or when 3 years old, whichever is sooner.

e. Copies of agreements with background data and other records relating to agreements for
telecommunications services.

Destroy 2 years after expiration or cancellation of agreement.

3. Telecommunications Operational Files. [See note after item 3b.]

a. Message registers, logs, performance reports, daily load reports, and related and similar records.

Destroy when 6 months old.

b. Copies of incoming and original copies of outgoing messages, including Standard Form (SF) 14, Telegraphic
Message maintained by communications offices or centers, and EXCLUDING the copies maintained by the
originating program office.

Destroy when 2 years old.

[NOTE: Master files and data bases created to supplement or replace the records covered by item 3 are not
authorized for disposal under the GRS. Such files must be scheduled on an SF 115.]

4. Telephone Use (Call Detail) Records.

Initial reports of use of telephone lines (e.g., telephone calls, facsimile transmissions and electronic mail) during
a specified period provided by a telephone company, the General Services Administration, the Defense
Information Systems Agency, or a private sector exchange on an agency's premises, as well as records generated
from initial reports from administrative, technical, or investigative follow-up. Included is such information as the
originating number, destination number, destination city and state, date and time of use, duration of the use, and
the estimated or actual cost of the use. EXCLUDED are records accumulated in connection with substantive
investigations and audits that are covered by GRS 22, Inspector General Records or GRS 6, Accountable Officers
Accounts Records.

Destroy when 3 years old. Initial reports may be destroyed earlier if the information needed to identify abuse has
been captured in other records.

5. Post Office and Private Mail Company Records.

Post Office and private mail company forms and supporting papers, exclusive of records held by the United States
Postal Service.

a. Records relating to incoming or outgoing registered mail pouches, registered, certified, insured, overnight,
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express, and special delivery mail including receipts and return receipts.

Destroy when 1 year old.

b. Application for registration and certification of declared value mail.

Destroy when 1 year old.

c. Report of loss, rifling, delayed or late delivery, wrong delivery, or other improper treatment of mail.

Destroy when 1 year old.

6. Mail and Delivery Service Control Files.

a. Records of receipt and routing of incoming and outgoing mail and items handled by private delivery
companies such as United Parcel Service, EXCLUDING both those covered by item 5 and those used as indexes
to correspondence files.

Destroy when 1 year old.

b. Statistical reports of postage used on outgoing mail and fees paid for private deliveries (special delivery,
foreign, registered, certified, and parcel post or packages over 4 pounds).

Destroy when 6 months old.

c. Requisition for stamps (exclusive of copies used as supporting documents to payment vouchers).

Destroy when 6 months old.

d. Statistical reports and data relating to handling of mail and volume of work performed.

Destroy when 1 year old.

e. Records relating to checks, cash, stamps, money orders, or any other valuables remitted to the agency by
mail.

Destroy when 1 year old.

f. Records of and receipts for mail and packages received through the Official Mail and Messenger Service.

Destroy when 6 months old.

g. General files including correspondence, memoranda, directives, and guides relating to the administration
of mail room operations.

Destroy when 1 year old or when superseded or obsolete, whichever is applicable.

h. Locator cards, directories, indexes, and other records relating to mail delivery to individuals.
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Destroy 5 months after separation or transfer of individual or when obsolete, whichever is applicable.

7. Metered Mail Files.

Official metered mail reports and all related papers.

Destroy when 6 years old.

8. Postal Irregularities File.

Memoranda, correspondence, reports and other records relating to irregularities in the handling of mail, such
as loss or shortage of postage stamps or money orders, or loss or destruction of mail.

Destroy 3 years after completion of investigation.

9. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeeping copy of the records covered by the other items in diis schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies
maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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GENERAL RECORDS SCHEDULE 13

Printing, Binding, Duplication, and Distribution Records

This schedule provides for the disposal of all copies, wherever located in the agency, of records relating to
printing, binding, duplication, and distribution, except as indicated. The principal records documenting these
functions are (a) records pertaining to requests for service, control, production, and distribution of individual
jobs or projects (this material normally consists of requisitions requesting service and registers or similar media
utilized to control the receipt of the requisitions and to record the production, distribution, and cost analysis
within the operating units); and (b) correspondence and report files reflecting the activities of the unit responsible
for handling, printing, binding, duplication, and distribution matters within the agency. Any records created prior
to January 1, 1921, must be offered to the National Archives and Records Administration (NARA) before
applying these disposition instructions.

This schedule does not cover (a) the record copy of printed materials; (b) records retained by agencies for onsite
audit by the General Accounting Office, and agency memorandum copies which are part of the accountable
officers' accounts (Schedule 6); and (c) records that reflect agency programs (such as those of the Government
Printing Office and the Bureau of Engraving and Printing), rather than administrative management functions.

A new item has been added to this schedule to authorize the destruction of electronic mail and word processing
records maintained by agencies in addition to the copy in the recordkeeping system. This item covers electronic
copies of electronic mail and word processing records created and used solely to produce the recordkeeping copy,
and electronic copies of electronic mail and word processing records that are needed in addition to the
recordkeeping copy for dissemination, revision, or updating.

1. Administrative Correspondence Files.

Correspondence files pertaining to the administration and operation of the unit responsible for printing, binding,
duplication, and distribution matters, and related documents.

Destroy when 2 years old.

2. Project Files. [See note after item 2b.]

Job or project records containing information relating to planning and execution of printing, binding,
duplication, and distribution jobs.

a. Files pertaining to the accomplishment of the job, containing requisitions, bills, samples, manuscript
clearances, and related documents exclusive of (1) requisitions on the Public Printer and related records; and (2)
records relating to services obtained outside the agency.

Destroy 1 year after completion of job.

b. Files pertaining to planning and other technical matters.

Destroy when 3 years old.

[NOTE: The GRS does not cover the publications themselves. One copy of each publication should be designated
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the record copy and scheduled for transfer to NARA. Agencies should describe each series of publications on a
Standard Form (SF) 115 submitted to NARA. Extra copies are nonrecord and may be destroyed when no longer
needed.]

3. Control Files.

Control registers pertaining to requisitions and work orders.

Destroy 1 year after close of fiscal year in which compiled or 1 year after filling of register, whichever is
applicable.

4. Mailing Lists.

a. Correspondence, request forms, and other records relating to changes in mailing lists.

Destroy after appropriate revision of mailing list or after 3 months, whichever is sooner.

b. Card lists.

Destroy individual cards when canceled or revised.

5. Joint Committee on Printing (JCP) Reports Files.

Reports to Congress and related records.

a. Agency report to JCP regarding operation of Class A and B Plants and inventories of printing, binding, and
related equipment in Class A and B Plants or in storage.

Destroy when 3 years old.

b. Copies in subordinate reporting units and related work papers.

Destroy 1 year after date of report.

6. Internal Management Files.

Records relating to internal management and operation of the unit.

Destroy when 2 years old.

7. Electronic Mail and Word Processing System Copies.

Electronic copies of records that are created on electronic mail and word processing systems and used solely to
generate a recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy is made. Includes copies

65



maintained by individuals in personal files, personal electronic mail directories, or other personal directories on
hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping
copy.

Destroy/delete within 180 days after the recordkeeping copy has been produced.

b. Copies used for dissemination, revision, or updating that are maintained in addition to the recordkeeping
copy.

Destroy/delete when dissemination, revision, or updating is completed.
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