
    

    
 

    

 

 

   
 

  
     
  

 

 
 

        
   

 
      

   
 

FEDERAL AGENCY CEASED OPERATIONS 

Schedule Number: NC1-185-77-03 

Federal agencies may cease operations when they are established as a temporary 
entity, are abolished, or functions are transferred to State or Local government or 
private control. 

Description: 

All items are presumed disposed. The agency ceased operations in 1999 and transferred 
its function to a foreign government. 

The Panama Canal Treaty of 1977 terminated on December 31, 1999, and sovereignty 
over the canal was assumed by the Republic of Panama. 

Date Reported: 11/08/2021 

FEDERAL AGENCY CEASED OPERATIONS 



Stand~ Fw:>nn No. llli 
Revised"~vember 1961 
Pretcribell by General Services REOIT FOR AUTHORITY LEAVE BIJUIK 
, AdministratiO!J ' f· ~ J 

GSA Reg. 3-IV-106 JOB NO.TO DISPOSE OF. RECORDS. DATE f'!v~PR 1917116-102 

(See Instructions on Reverse) DATE APPROVED • -.. ;;,. ,.-,.,; ·: · ~- \ 

TO= GENERAL sERv1cEs ADMINISTRATioN, ,.,.. ,;;;. -__ : · · .N c 1 ,. ·1 s· s· .1. ·•.i · 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON~.2t: b . .,p. I ' ',. -__.._.,__ .--------------------------------'·-•~1;~.,..~•J~t=!~~~-- NITTIFICATION TO AGENCY ; 
t. FROM (AGENCY OR ESTABLISHMENT) • ~ i 

PANAMA CANAL COMPANY In accordance with the provisions of 44 u.s.c. i 
-_-M_AJ_O_R_S_U_B_D-IV-- - -N------------------------,,.,..,·""·--""·•,__.__ 3303a the disposal request, including amend
2 151O ments, is approved except for items that may 

Administrative Services Division be stamped "disposal not approved" or 
---------------------------------------• "withdrawn" in column 10. 
3. MINOR SUBDIVISION __________.,_____________________________Records Management Branch N V 2 3 1977 
4. NAME OF PERSON WITH WHOM TO CONFER 15. TEL EXT. Dat~CTl.K" 

Thomas C. Dut 52-776'7: 
,...., '· ,,,. :, t. ; •~:. ,·

6. CERTIFICATE OF AGENCY REPRESENTATIVE: : . .•., , , .1 . . , · 
·. I;_,.• ·J. •• I ' ,<.•} ,. -~ . . ! ·, : ,· 

I hereby certify that I am authorized to act for the head of this agency in matters pertaining to t~ ~•pc:>aal.of rCf?"<l•• ~~ that<lj!;i~ rCl'orda ,d~,"!'ribcd U) this ~ or 
schedule of _lJ_ pages are proposed for disposal for the reason indicated: ("X" only one) :, · - , · · ,, 

~ 
· ., . 

A The records have The records will cease to have sufficient value 
□ ceased to have auffi• to warrant further retention on the e:1piration 

cicnt value to warrant of the period of time indicated or o he occur• 
further retention. rence of the event specified. 

April 4, 1977 Agency Records Officer 
(Date) (Title) 

9.7. 8. DESCRIPTION OF ITEM 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE OATES OR RETENTION PERIODS) ACTION TAKENJOB NO. 

Agency Records Control Schedule No. 3 

Records of the Office of Financial Vice President 

11r copies, inclacling original, to be submitted to the National Archives and Recnds Service 16-511429-3 GPO 

https://�pc:>aal.of
https://WASHINGTON~.2t


.,, 

CANAL ZONE GOVEPJ,Jr{ENT 
PAN.ANA CAN.AL COEFM-JY 

.AGE~:cr RSCORDS COi'JTROL SCHEDULE ~o-. J 

RECORDS OF THE OFFICS OF THE FrnA~IJCIAL VICE PRESIDE.f.\T 

Agency Records Control Schedule N0. J authorizes disposal of the records des
c~ibed in it that are dated on or after January 1, 1921. For records dated before 
January 1, 1921, special authority for disposal must be secured from the Chief, 
Records k:magern.ent Branch, Administrative Services Division. 

Records Authorized for destruction under this schedule s~all be burned, shredded, 
or sold for scrap at t.he end of the prescribed period. To facilitate disposal of 
records that are kept in a cpntinuous series, annual or biennial cut-offs are ra
cormnended. The records within the cut-off period may th'3n be disposed of as a grou.p, 
based on t.~e date of the last paper in the series. 

· Noncurrent records should be shipped to the Agency Records Center for lowcost 
storage if they (1) are seldom referred to, (2) raust be retained for at least one 
year, and (J) occupy needed file space. Documents and instructions for such ship
ments are furnished by the Center on request. Containers are available in the Panama 
Canal Company Division of Storehouses. Records stored at the Center are available 
for :reference during t.lie storage period. They ·will be disposed of in accordance with 
.e proyi~ions of the achedule only aftBr concurrence· of the res!)onsible o:fficiaI. h~.s 

... -:en obt.-'lJ..n,3d. · 
·': ........... .., 

Records holdings should be reviewed for disposition under the schedule at least 
once a year, preferably shortly after t.he beginning of the fiscal year. Unscheduled 
records, records that have changed in nature or purpose, and records that are sche
duled but no longer produced should be reported to the Chief, ecords Eanagement 
Branch, Administrative Ser~ices Division, for review and ap8 o riate action. 

. I . -f r.J, ,r;. 
~#;1_ {( : vV tJ1J 

Joseph J. Wood 
_, Administrative Services Division 
Agency Records Officer 

• 
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.,.CS 3 - Records of the Office of the""tFina.ncial Vice President 

Description of Records 

Achrinistrative Fil13s· 

1 • General correspondence, copies and originals, 
signed by or directed to the Office of the 
Financial Vice President; •ed &er @§AiRli?DCl 

...:cicrJ h llii!)S • diCl dlIL§ BJ P!:imancial l}li:ce Fx esi
~ used for general day to day reference 
by the Financial Vice President and members 
of his staff. Subject and circular files on 
adm.i.~istrative and operational matters re
lating to the Office of the Financial Vice 
President and the Financial Vice President's 
ft1nctions. Policies, precedents, proce
dures, ragu].3.tions, important decisions, and 
essential transactions, when tho file station 
has been designated to retain the record 
copies of such material. Most such material 
is maintained in the AOCR files • 

• 

Disposal Period 

Disposal not authorized 
by this schedule. 

' . 

• 



. IJCS 3 - Records of the Office of the Financia,_l_V_:i_.c_e_P_r_e_s_i_d_e_n_t_____________ 

ITEM Description of Records 

General Audit Diviston 

J. Audit findings. 

4. AucU.t permanent files: These files contain up-to
da.te information concerning organization, 
functions, and force ·or agency units. 

5. Audit working papers. 

• 

Disposal Period 

Msposa ww,n ne J.!1Ml!:8P 

Dispose 3 years after 
FY involved. 

Dispose as infor:nation 
superseded., 

Dispose 10 years after 
FY involved• 

• 
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,(Y. 

b..fLCS ~ - Records of the Office of the-Financial Vice President 

9rTEH. Description of Records 

Treasurer 

6. Check issue records (Duplicates), 

Treasurer's copies of final pay disposition record, 

8, Registers of registered mail, 

9. Treasurer's copies of receipts, such as Form 5128. 

. 
10, Treasurer's copies of daily statements of cash and 

checking account, (See Item No, 60 for originals.) 

u-. IH!aswer•i;; aep;i9r. &f eeoi!H~f'J l!sonei issaETSdtieditt~ 

•
12. Subject and circular files.on administrative and 

operational matters relating to the Treasurer's 
office and its functions. 

13. Levies of execution 01· attachment, 

·14, Alien cash (disability) relief files: These ·files 
contain information as to the whereabouts and 
status of recipients of cash relief, 

15, . Treasurer's copies of bank depcsit sl:ips, 

16. Treasurer's copies of daily reports of receipts, 
deposits, and collections. (See Item No,6~ for 
originals.) 

Pc1£'011nanee &Rfi flP3IYlilRak 1!011ds. 

18, Employee's requests to have pay checks deposited 

Disposal Period 

Dispose after audit, or 
when 3 years old which
ever is earlier. 

Dispose at end of 2d 
fiscal year. 

Dispose after 1 year, 

Dispose 6 months after 
end of FY involved, 

Dispose 2 years after 
FY involved, 

::::;~~!:tlr;e:!Z:P 
hael"efda:111 i11dcfi11ibcl."'" 

See item 1. 

Dispose after 4 years. 

Dispose after death of 
individual and payment 
of beneficiary. 

Dispose 2 years after 
FY involved (See item 

· _01, for record copies) • 

Dispose 2 yeR-rs after 
FY involved. 

Uoid f01 ee,~~koepi:r,i~ 
a~H i.:~ ~@! ~lliiU~QQ Qf 
eent~eets,P 2oloaso tie 
A:Beft fil~ ef~e• a,~t•&et 
Nft¢-CLed. 

Dispose 6 months after 

• 
directly into their bank accounts. being superseded or 

canceled, or termination 
of employee. 

https://files.on
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•· ARCS 3 - Records of the Offfoe of· the Financial Vice President 

.ITEM Descriotion of Records 

Treasurer 

19. Transmittals and receipts for checks mailed. 

20. Copies of monthl7reports, and working papers. 

• 

"' 

Disposal Period 

Dispose 6 months after 
end of FY involved. 

Same as. Item 15. Dispose 
2 years after FY involved. 
See Item 64 .for record 
copies • 

• 



ARCS 3 - Records of the Office of the.Financial Vice President 

.ITEM. 

22. 

• 

Qescription of Records 

sistems Division 

Subject and correspondence files on 
administrative and oper~tional matters 
relating to the Systems Division and 
its functions. 

Work papers and project folders reh,ting to 
computer syst.ems design and :'mplementat:i.on, 
Systems Hanual procedures, and accounting 

1systeris •1
. 

Disposal Period 

See Item 1. 

Dispose when no longer 
of reference value. Minimum 
5 years, 

• 

https://mplementat:i.on


ARCS 2 - Records of the Office of the Financial Vice President 

Description of Records 

Q._ata Processing Division 

24. Subject and circular files on administrative and 
operational matters relating to the Data Processing 
Division and its functions. 

25. Permanent documentation of all computer production 
programs. 

26. Reports of Errors & Controls; 

a. Merchandise Daily Transfers. 

b. Payroll. 

c. All other computer applications. 

??. EAM Operator and Utilization Reports. 

28. Ship Data Bank. 

• a. Reports-Daily File i"laintenance, Registered Gross 
Tonnage and Length Overall, 

b. Ship Information Quarantine Declarations and 
computer input documents. 

c. Reports - ?fonthly Su..'TIJllary of Ship Arrivals, 
Transits by Extreme Beam, Boarding Officer 
Statistics and Canal Capacity Utilization. 

d. Report-Daily Revenue. 

pisposal Period 

See Item 1. 

Disposal not authorized 
under this schedule. 

Dispose after 3 months. 

Dispose after 8 pay 
periods. 

Dispose after 6 months·. 

Dispose.after 6 months. 

Dispose after 60 dB.vs. 

Dispose after 90 days. 

_ Dispose 2 years after 
FY involved. 

Disposal not authorized 
under this schedule • 

• 
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,.....;;:...:;..;:.;;..;;:.;:::,.;;.;;.:.;;...____...;._______~cords of the Office of thP- ?,-inancial Vice President 

pescription of Records 

Budget Brancb: 

29. Budget working papers. 

30. Fund apportionment and allotment records. 

31. Subject and circular files on administrative and 
opera,.:ional matters .:·da-ting to the Financial 
Planning Division and its functions. 

32. Budget estimates. 

Pxes:hdo!'lis' Iii itudge± i001re. Fx ese11 La b!i:en ef diiie 
•P:e@i:eto,a. W7!i!li~et iilieR"lt!iil:!l:::, by the P1csidc1.b of tfie 

f:iln!i:l. 8 Ii i,dis,i\iii Iii' 
T"\ . . , , I "'I .. 

r w1u 1.:uu l,L"O.l. recorus. 

35. Working papers relating to :rates , tariffs, etc. 

Disposal Period 

Dispose 3 years after FY 
covered by budget. 

Dispose 5 years after 
close of fiscal year 
involved. 

See Item 1. 

Disposal not authorized. 
Transfer to inactive file 
when superseded or 
obsolete. 

2etain on~ery af eanJ;i 
~ee&l y;#J- 0 s ~~8~i+ fo» 
Nf:orrontk parpe1u •• 

Dispose 5 years after 
close of fiscal year 
involved. 

Dispose 3 years after 
alose of fiscal year 
involved. -

• 
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.. 
ftRCS ) - Records of the Office of the -Financfal Vice President 

Description of Reco.rj.s Disposal Period 

Plant Accounting 

Monthly Capital Program Report. Dispose after one y~ar. 

June Capital Program Report. Disposal not authorized 
• by this schedule. , 

Plant Accounting input documents and copies of Disposal not authorized 
journal vouchers pertaining to accounting entries by this schedule. 
for plant items. (wnile the journal vouchers are 
copies, they are not authorized for disposal 
because of their convenience in both arrangement 
and location to the Plant Accounting Branch. 

• 

39. Plant Location Report (Plant System and Minor Annual Listings: Disposal 
Units); Plant Class Report (Plant System and . not authorized under this 
Minor Units); Furniture Report; F'urniture schedule. 
Plant Class Report (Hinor); Reclassified Assets; 
Plant Change Source Journal and Annual IBM Other Listin~s: Dispose 
Listings. at end of' Yi unless 
(The annual listings present an inventory of all otherwise marked. 
items in the agency's plant accounts. Quarterly 
and other listinr:s are consolidated in the · 
annual listings.) 

Master File Changes (Plant System and Einor ~isposal not authorized 
Units); GSA/Class Totals and Projected under this schedule. 
Depreciation. 

'-. 
41. Plant valuation inventories and final cost Disposal not authorized 

reports. under this schedule. 

Plant Unit cards. For structures: Disposal 
not authorized. 
Other: 3 years afte:i.• i tern 
is withdrawn from plant 
account. 

43. Construction work i~ progress: Additions to and 
retirements of plant. 

a. hcicii:t;iene :t;e l'l,a,n:t; ( &l.l:) oml l'@ta.:rew!!!.it!. 'Wl1011 file l.s clos ea, 
8£ a b acti1ttr ui. ;:::::!!:JC :~:::c:;;~,l" 

ahHfiJ ~ia~. }';i aHf:..lrn 
s.lwald lse 1 e 1-,@ui.ftiil!!" 

• 
lift&Bfi RiiliCd y C 

b. Retirement of plant other than structures. Dispose 3 years after 
file is closed. 

mailto:1-,@ui.ftiil
mailto:l'@ta.:rew!!!.it
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A~CS J - Records of the Office of the Financial Vice President 

~TEM 

44. 

45. · 

46, 

48,. 

51. 

Description of Reco.!.d.s 

Plant Accounting (Continued) 

Plant Ledgers. 

Excess reports: Reports of items excessed 
for sale or other disposal. 

Plant valuation work papers (Needed for 
possible revaluation studies.) 

Chronological files of Plant Accounting 
correspondence and miscellaneous papers. 

Harked and annotated maps, prints, and 
specifications on plant items (Engineer's 
files.) 

Canal Zone Government cost reports: A partial 
valuation of Canal Zone Government fixed assets. 

Property transfers:· Authorization to transfer 
property and make changes in accounts.• 

Monthly Cumulative Job Order Detail. 

Disposal Period 

Disposal not authorized 
by this schedule. 

Dispose after 3 years. 

Disposal not authorized 
by this scnedule. 

Dispose when reference 
value ends. Minimum 3 
years. 

Disposal not authorized 
by this schedule. 

Disposal not authorized 
by this schedule. 

Disoose 8Ster 4 vears. 

Disposal not authorized 
by this schedule • 

• 



.. ARCS ~ - Rec~rds of the Office of .the Financial Vice President 

.TEM Description of Records Disposal Period 

Central '.J'YEing and Clerical Unit 
Accounting Division 

52. 1-liscellaneous reference publications o 

Subject and circular files on administrative 
and operational matters relating to Accounting 
Division and its functions • 

• 

Dispose when no longer 
currento 

See Item 1o 

• 
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A?CS J - Records of the Office of the Finar.cial Vice President 

ITEH Description of Records Disoosal Period• 
Incentiv·e Awards Unit 

55. Incentive awards case files. After closing case-transfe 
to inactive closed file 
and dispose 2 years after 

_closing. 

Reports pertaining to incentive awards program• Dispose after 3 years. 

• 

• 



53.... 

60. 

6J. 

64. 

66. 
( 

•-Descr.iot~ a,f Records 4I 
-~"'.ants Accounts B.ranch 

Paid c.z. postal money orders (and post-office 
:!ddi.~,5 r.>.achins tapes) .. •·: c.z. money ord.ers issued. 

C,Z. ?ostal. savi.~gs certificates {Paid certifi
ca~s, issue stubs,, paid listir.gs t issue 
li.Stinis • and outstandi.'1g listings).· 

Paid duplicate postal. savings certificates: 
Proof' of payment. of. dupllca.tes that a=-e issued 
-when originals are. reported lost.. 

1-ionthly- transaction raports, including all 
miscellaneous detail reports and support from 
Fi~l=. Collecting Agents and the Treasurer, . 
coll~etion Registe:-. · 

:_,; 

~ ~ ..... _.,_-L_ .....,39?~,..-~:.~ ,_, ... _.. o:c;;,.,w !. LaLe~_e.:.!.Ls a.1id 
1 

and su_?porting 

Paid ban!< checks• pay receipts (use~ orior to 
ba.r.k checks for pa.~ents to employees), sa.lar,1 
adva.nce t:i!ne vouchers•. and listings o~ paid :ind 
u..~paid payroll checks and other checks. 'l'enpora:ry unpaid checks.. . ;.;:;-·~- . 

D.it~ Allowance Checks~ : ) 

Eank statements: check listl."lgs from ba!Ll<s, and 

deposit slips. 

Ch'3ck registe!"s. for payroll and regular bank 
accounts., 

Payroll certifications. 

Disposal Period 

Dispose J years after· 
date of payment. · 

Dispose. 6 ~a.rs a.:t:tar< 
da. te _of' pa.yme(tt, s~~ting 
July 1., 1965. . /ti?/ <~ 

Dispose 6 years after 
~te of payment., · 

Dispose 4 years after 
period covered by 
accou...~t. 

- . . .... 
~~~~ ..1-"2:.""-Jt,FI J '-~_r~: 
-G-1,t;..£, i:10g f>f 8: (; ::.-...~; 

• - .... ; ...., -~ ·, 1 -~~~---~~--- ,.o,. __o ::-c----:::~=c:_.,n 
p~r~-l:Lr:.:; ·-':~ l..C~!.'....~~br. 

Pe,~•ry C-.. .. .:. ~ _,_,_,::~.----'&~ 
~~R,J.1d.~i:r;.3 p;.,j=j,-:i:-·.r~:':-3~ 
~.p:&vou .J<,.!,•~·.:; CL~)" l~i:, ,. . 

d? c;,~zebl e w..~e1 :..It.:~~ 
M--.H1t t .see . :i: ;.e..r· 1 ?-~ . · 
. ~~,-_~--~?'- GRS:-~/~~~:.:

16e,,.,. . I~ . .··.,, . . . •· ... • · .~. · . . 
Dispos~ 10 years after: 
date of issue. except... 

. retain SU.";!r,".2.r.f ltst~/c;j:· .-

i~l{i§.(fot 
Dispose 4 years after:>_,·. 

end of FY involved~¾~~~~'.~ ~: 

~::,pc:,.:,.:, -c.tfce1 12 yet~.:;.:. 
flpfly 6~.S ~, ;t:E"" -lo...P 

:&>:ti,pt1!.>"tr .l f't.ez 12 7'.)!1 ~ ... 

{:J{'f ly 6,{<.j~ I i &,,.... J~. 

~------. ·-
~~ 

0 

https://LaLe~_e.:.!.Ls
https://listir.gs
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I. 

·· ARCS 3 - Records of the Office of' the Fj.nancial Vice President 

Description of Records-rEM 
Agents Accounts Branch (Continued) 

Payroll Branch Transmittal of control block 
listings for payroll check registers. 

68. Railroad passes: Official business and.
complimentary. 

Railroad conductors' ticket reports and cash 
fare receipts. 

'91uhbausa !'8$'Pe3::le FeL10013 191~ '!e 9eiee@e, 
1938: Rcco1d: of 0111p3:0JH!Cll~ :fut pGiSOIIS Oft 
U-.r• e e pay 10lls • 

71. Vouchers and lists of unpaid wai:;es; index cards 
of unpaid wages (1906 to date). 

72. Hospital Outpatient Record-Form 8817. 

• 

pisposal Period 

Dispose after audit by 
GAO or when 3 years old 
whichever is earlier. 

Dispose 2 years after 
FY involved. 

Dispose 4 years after 
end of FY involved. 

:Qispus ~+ie! ,Q :, etu e. 
4,-iamc a#tam 17ih 

,.po,~ 1 <i±l. ) 

Disposal not authorized 
by this-schedule. 

Dispose 6 months after 
microfilming. Dispose 
microfilm after 10 yea.rs •. 

• 



..__,.__ 

ARCS J 

73. 

74. 

79.• 

80. 

81. 

82. 

• 

- Office of the Financial Vice-President 

Description of Records 

Claims Branch 

Subject and circular files on administratjve 
and operational matters relating to the· 
Claims Branch and its functions,. 

Card file index of Comptroller General's 
decisionso 

Mi sceJ J7Iii1Q13& @&FJ!er al claiJL.e. 8ltip accielo11+.G, 
misaaJJ212eo11£· iN'l~Pllff; pilf)I; ts1&ffic eccide11bs, 
pHpn t, ae.;aagc ami J:,eu, 81%11. 

Subsidiary ledger file. 

Injury cases under Federal Employees' 
Compensation Act of 1916 and prior injury 
cases. 

Card index records of all accidents, listing 
names of persons involved and dates of 
accidents. 

Claims Branch copies of travel orderso 

Government transportation requests, paid and 
unpaid. 

Vouchers payable alphabetical index. 

Paid vouchers payable and supporting papers, 
except for transportation vouchers and 
supporting papers which a:re sent-to the GAO, 
Washington, D. C. 

Disposal Period 

See item 1. 

Dispose: Item 
discontinued. 

S@,p &8li&eM~a, Copjoa 
:»c±aii:Mea i.1eicfi11H,e!Ly 
;f;n :e ea bis Heal am.} 
:H Ii HP eh ~JJPo fii i , . 

Pa iii Ii 8~as. :Sispow 
a] ang ID

-~.
th ::ou ola oiis 

:~1Py;t1~•0 ni~ lffi:iiah +>j Joca. 
(Goe Itscra 9e.) 
QA,ll!u e. SS:speu ofter 
,t.g Jca1 s WJ!es s 11 Liga • 
"bd:011 pe1idl1Ig. 

Dispose 4 years after 
FY involved, 

Disposal not authorj_zed 
cy this schedule. 

Disposal not authorized 
by this schedule. 

Dispose 3 years after 
end of FY in which issued. 

Paid requests: Di.spose 
4 years after period 
covered by related 
account. 
Unpaid requests: Do not 
dispose. 

Disposal not authorized 
by this schedule. 

,..Pipers 11aftu if .9w1s, 
p1197Jiib!l88: he nt!it.?abioB 
peuding en _eru!li h Ii el .1. □ us • 

r:ltt'r 6e; 1,
1 

;te"' lo-.. 



ARCS J - Records of the Office of the Fj.nancial Vice President 

4tr,EM Description of Records 

Claims Branch (~ontinued) 

8J. Freight claims: Policy files, index cards, 
declined claims, and paid claims. 

• 

Dis2~s21 Period 

Policy files and index 
cards: Disposal not 
authorized under this 
schedule. 
Declined claims: Dispose 
4 years after FY involved. 
Paid claims: Filed with 
paid vouchers payable,

• t' - 82 ) · ·.• ~-( see 1 em • .: , -~ , . 

- .- -,-• 

• 



- Records of the Financial Vice President 

Description of Records 

Rates and Anal~.Jsis Branch 

PC6{8i3G Q:ffi,9ial 'fat if fs and l!'elalied 
~errespoodeoce AJJ sb1di0s are 
orisinals ana CQnteF QF8~Q6 mel!'ifte 
gaQ longsbare se □ ricew, ~r □ A&portatiqn 

ancl u ti Ji ti es, li ea lta s9Pli'1 QS 5 e.e1:1e.a. 
tion, ocean transportatiga 3 p~elie 
lii'enses and feee, eee, 'i'hese reoerds 

• aa;g &888Bilar)T for t-be de,reliipmenf! ef 
Y&t:e m£Mlii11@ pelicies- artd tlte revtcwi11g 

-an!i 1eviei~0 ef @Miaeittg l!'u;&Qi' gf the 
08mpae)1 /b&:rernrneot 

• 

.J 

~eol!'de to be kcpe ineei~aitQJ.~ 
.as they aa;2 nieaally impartaat: 

::::Q;;r-8::::;:,::1!:~ :: 
eneiz'f f'anama eanal cz~sni ,rn..-
tian, Fl!'e~eene wef2rrals w1li't 
k made to the!!& il11rias Po@rl;y 
rit 1ace 12o1,, '.Fft8 dclm;, 
:Mies aze ~11iltori cal ueJne 
a&& arc cxem.i•oil faorn tirine to. 
.fsi!me "er hl!!.degre~ni i&il. .t.at:i,,.s 
.tiie@l data, as oLUdies arc 
cazzice oat in fillillilHiS~r;;e ui.tli 
»iuJacats from the .~l!ll!o-, 
Hi€mb8IS O! die flo:liil ei · 
-B-.i:rectazs, 8~a otae• s&i,ai&~g 
@e uhc Elon:pa225 f@suerrnneu.t 

it 

Disposal Period 

• 

mailto:f@suerrnneu.t


ARCS 3 - Records of the Office of the. fjnancial Vice President 

D~scription of Pecords 

general Ledger and Processing Branch 

Top statement working papers (The statements 
based on these working papers present a continuous 
picture of the organization's financial operations. 
Since many old statements have to.be recast when 
accounting, procedural, or reporting requirements 
change, these working papers are considered to 
have continuing value.) 

Top statementspresenting the financial position of 
the agency. Included are Statements of Financial 
Condition, Statements of Revenues and Expenses, 
Statements of Administrative and other General 
Expenses, etc. 

;87 •. Trial balances. 

88. Storehouse Accounting Source Documents. 

Store!;.ot!Se and t:erchandi.:::e in Transit Computer Run 
\~!vi ~060) 0 

90•. General ledger source journals. 

a. General ledger Source Journals Nos. 10100.-95999. 

h. Hd.Oill:Q&d.ilsm. 

91. ··. Organization cost and budget statements: 
Comparison of monthly, quarterly, to date, and 
annual costs and revenues against budget estimates. 

92 • . Public works management accounts pertaining to 
water, sewer, and paving statements, Republic of 
Panama 1910-1953. · 

Disposal PEriod 

Disposal not authorized 
by this schedule. 

Disposal of record copies 
not authorized under this 
schedule. Other copies: 
Dispose when reference 
value ends, usually 
about 2 years after FY 
involved, 

Arf'Y f-lJ t.., it.fl,,. ~. 
Dispose after 4 years. 

Dispose after 4 year~. 

Dispose 3 years after 
FY involve~ if microfilmed. 

~~ 
1-e uob~~spuse. 

-~ 
ke e&iil 61 igh.als ft O'l!f 

..J..-9 1rf 011wa1&. Dispose 
duplicates when no longer 
of reference value. 

Disposal not authorized 
by this schedule. 

• 



·ARCs.· Records of the O ,.. e,e of the Financtal Vj_ce Pres-i nt1-------""-------
Description of Records . !q.sposal Period 

• General Ledger and Processing Branch (Continued) 

93. Water, sewers, and pavement accounts, Panama and 
Colon. 

General ledger journal vouchers or journal entries 
and supporting data filed with them. 

.. 

95: e t1Gdl llJ!t voachu illiifiFOF±, iiiz!kd scµtld Ce!tj from 
aaumacl 757311&11S. 

Merchandise accounting runs. 

Herchandise accounting source documents. 

..9Bo- Xerchandise accounting su.TJlITlary books. 

99. Docu..~ent control registers. 

• b. Other document control registers. 

100
''. . Analysis of balance sheets and charge accou~ts. 

101. Cost operating statements: Various divisions up 
to 1954. Included are SIP requisitions, 
descriptions of projects, indexes and abstracts 
of expenditures, and miscellaneous material on 
subsis·tence and hotel supplies. 

102. . Invalid Accounts Control Report. 

1p3•. General Accounting System Financial Computer Runs
Operating Account Detail;=Area/Activity Report; 
Cost Center Summary; Subprogram SU111.:inary; Sub
program/Organization Su~~ary; Object Report; 
Area(Sumrnary and Base) Report; General Ledger; 
General Ledger Balances and Ch~nges; Budget 
Variance Highlights; Org. Receiving.Co/Govt 
Service by Performing Object Number· and 
Subprogram Receiving Co/Govt Service by Performing 

• 
Object .l'lum~er • 

a. Origin~l. 

Disposal not authorized 
by this schedule. 

Qni _ii riht u fte l · n fa en 
1914V Sifh&ielO. 

Copies: .· Dispose after 
2 years except as shown 
in items 176 and JS • 

&ot.eci1»-~rbld P:f 1!'70 
Oa.J~o 

~-

Dispose after 2 years. 

Dispose 2 years after 
audit. 

Dispose after 4 yearso 

.ao,t,ai1-"Jli! 1~-.,.. 
. ~~ 

Dispose 4·-yeiirs after FY 
involved. 

Dispose after 4 years. 

Dispose, except for 
material on plant iteres. 

Dispose 2 years after 
GAO audit. 

Dispose 3 years after end 
of fiscal year involved, 
if microfilmed. 
. ~~ 

~. l'llC! ofilra, Bo ril~~~ili 5pg59,. 
~ 



·· ARCS '.) - Records of the Office of the Financial Vice P!esident 

.TEH Description of Records Disposal Period 

General Ledger and Processing Branch (Continued) 

104. Job Order System computer runs-Job Order Labor 
Source Journal No. 05125; Coordinator•s Work 
Request Report; Work Request Su.mmary Report; 
Monthly Job Order Detail Reports (by Area· and 
by Account); Area Work Request Reports-Base & 
Summary; Job Order Summary Report., 

a. Original. Dispose 6 months after 
period involved, if 
microfilmedo 

-~ 

Jiu H!i::01 ofilw, ...o~ rt~~eiispus e o 

~ 
105. •. Job Order Source Documents (Labor Cards, Dispose 2 years after 

Authorization for expenditures of funds for GAO audit. 
work, small job authorizations, etc.) 

106. Unit Rate Source Documents. Dispose 2 years after 
GAO audit. 

1 "7 Copies of General Seri.rices invoices (fer reccrd Dispose 1 yer1r .after.v ·- copies, see ltem 61.) i!i involved • 

• 



ARCS 3 - Records of the .Office of the -Financial:;;:.-_V...,i.._c...,e..,.__P_r_e_s_i_·d_e_n_t_____________ 

·1El1 Description of Records Disnosal Period 

Reports and Analysis Staff 

.108. Interest calculations, fund statements,' ) Record copies: Di~posal 
financial statements, and other financial) not authorized under 

-management reports and presentations. )· this schedule. 
) 

Treaty expense analyses. ) Convenience copies: Dispo: 
) when reference·valua ends. 
) 

Miscellaneous completed accounting ) Working papers: Dispos9 
analyses. ) when reference value 

) ends--Minimum: 3 years. 
) 

Standard practice instructions . ) . 

. Reports of deposits and receipts with Dispose 4 years after FY 
U.S. Treasury, such as Forms 1219 and in which report was tr~de. 
1220. 

Original accou.~ts current. Disposal not authorized 
.under this scheduleo

• 

• 



ARCS 3 - Records of the Office of the Financial Vice President 

Description of Records 

Payroll Branch 

Payroll copy of notification of change in employee's 
pay or status, such as Form 500 Record copy is in 
Personnel Fileo 

115. Panama Tax Statement (Panama W-4(e) 

116, u. s~ w-4. 

11 ?. . Changes to Easter File not reported on Form 50' s; 
Changes to Roll & Gang or Account lt!os., Form 2709; 
Form 333, Transfer Order; Housing Bulletin for 
Residence Charge; Privilege Cards. 

118....• Optional FEGLI, Form 176. 

119. . Record of leave transferred, Form 1150, 

1-20. .Health Benefit Form 2809; Termination or.TranEfer 
of Health Benefit, Form 2810, 

• 
Master File Addition, Form 2767; De.late Subsidiary 
Rate, Form 2768; General Employee Change, Form 2770; 
General Rate Change, Form 2772; Subsidiary Rate · 
Addition, Form 2773; Cancellation; Termiration or 
Card Request Form 2774; Terminations, Form 2731; 
Document Transmittal, :Master File PR 4005, Form 
2775. 

!t1rp'.l.:uy ee Deed,~e Qen cl; Fat m 300'?. 

12.3, ·Notification of Step Increase Due~ 

124. •Step Increase Form 2769. 

1£5 •. ~A1n1aai p.>1:ie1J of rates of pe1y1 Plew }zppruved Pay 
Ra:1;cs ( C 3 601apensa Lion) • Rei LG la!hles, ·Fu± 111 

• s,7911 J;)e lHMaenie Tu111J111Hi;81!1.. • isn 111 eo/38, M te 
C-i;@@81J 1:ttLie, R81t8 T@?l!lie GheMgee E1101s ~ 
CeM:;\;Pe!l..e I Rak. Tabiv · 'dpda to Ounk u!l..8 1 Ra !so 4'dal.eii :. 
BPtt8Ja• & '1H:t:nJ.c1 •h11Pi i•!!!•!il:¥888 uhoee 
D11r,½e::, oe La8ieH ii] o Dai;o. tl:iff:n 88 ~Hill tM 
Ce!Ml:ailL debs ilin tho J'ra~e Qal50&,bl.9 !813::e. 

Disposal Perio9-

Dispose 2 years after 
GAO audit of related 
pay records. 

Dispose after 4 years, 

Dispose after 4 years, 

Dispose after GAO audit. 

Dispose after 4. years, 

When employee terminates, 
attach copy to file copy 
of commuted leave form, 
(See retention for 
Commuted Leave Form 276L}, 
Item 124-Payroll) • 

Dispose after 4 years, 

Dispose after GAO audit. 

Pa1111a11e11b 1 ~.jettbion iPJ.. 
Jiay1 o!'.1 o~~~'d tes L cst'Y 
sf actiotsl~tiipio3ss tstatus 
~ 

Dispose after GAO audit, 

Dispose 4 years after 
GAO audit, 

R!c tsain '9'!!~M h!lle"ls font 
o4kJ1 eacl,<~ia ee tai:S:te hi 
-Pe31 03::1 as a pa± 111a11e11t 
oillilU!P91 

https://1H:t:nJ.c1


ARCS 3 - Records of the Office of the Financial Vice President 

~TEM Description of Records 

Payroll Branch (Continued) 

126. Exceptions & Controls; Exception Messages 
for employees •whose pay level matches the new 
rate table but their pay rate cannot automatically 
be changed. Notification of Personnel Action 
Form 3014. 

127. Accession and Termination Notices; Federal Service 
Awards; Canal Service Awards; Retirement Notices 
(All employees who will be 61 in the next month,); 
Level of Competence; Physical Examination; Notice 
of Expiration of Frozen· Rate; Notice of Tenure 
Conversion Due, 

. 128. Report of Master File ChangesJ Form 4020, 

Listing of active employees, 

,1:30. Sf:htiG Pt@po1 L3 I P&tlf!!lt\8. 8a1tal 601ap&t1J a 8a-12e.:l Sette 
G••.,. JlililiOlil:t. 

. 131. Labor Distribution, (Cut off bottom of Time 
Report). 

.132~ Batch Detail Report. 

.133. Error messages, PR 4705, 4715, 4205, 4215, 4295, 
4220 • 

. 134, Custom Fees, Form 2758; Switch Wages & 
Adjust Deductions, Form 2756; Current Period 
Pay Adjnstment Form 2757; Prior Period Time & Pay 
.Adjustment Form 2760; Prior Period Pay Adjustment 
Form 2761; Pay and Deduction Adjustments Form 2762; 
FEGLI and FEHBA Adjustments Form 2763; Leave 
Advance Form 2753z Leave Adjustment Form 2754; 

Disposal Period 

Dispose after GAO audit, 

Dispose 6 months after 
close out of FY. 

Dispose after 3 years. 

Dispose after 2 pay 
periods, 

i>!ispusc afl:8iP 1 O zrears-, 
eneepe f01 caxds sf i/ii.1s1. 
i11riiu idaaJ::s~o ha:• o;? :z iUns 
~I e.eidi ~121 Cbli,PCBM'bkel.i 

fil 8Ur:l!i:n0 &Bet snsl.y oft a• 
J1nic: 0£1il111i11g1 R:e:Se.ii,r 
ma? O'Ufilm i11dcf!i:d,hJ.r;s, 

Dispose blank reports 
immediately. Dispose FY 
copy at end of calendar 
year, 

Dispose after 3 pay 
periods, 

Dispose after GAO audit. 

Dispose after 10 years. 

• 
Travel Leave Form 2755, 



.. ARCS J(3____R_e_c_o_r_d_s_o_f_th_e_O_f_f_1_·c_e_o_f_._tl_·_1e_F_in_a_n_c_i_a._l_V_i_c_e_P_r_e_s_id____en_t____________ 

-TElfi Description of Records Disposal Period 

Pavroll Branch (Continued) 

.135. Annual and Sick Leave Record Form 2792. 

136. Request for Leave Form 267. 

:137. 'Advance Leave Record Form 2760. 

138. Travel Leave, Form 10102. 

· 139. Memos for correction of -timing. 
Copies of Form 50 for corrections. 

140. Memos, absence without pay. 

__ 141. Commuted, Suspended, or Transferred Leave 
Form 2764 • 

.142. Advice of Performance of Duty Injury Form 5159. 

.143. Injury Compensation Form 2765. 

_144. Overtime, Basic Units & Leave Report Form 3010. 

.1..t,5, Mrnings De ca.±1 ttepol't Puna 3889. 

.146. Summary Totals by Rolls. 

147,._ Payroll Register, Form 3013. 

148. Time Hithout Pay rtl:3port; WAE Days Work Report. 

149. Report of Errors & Controls; Report of Exceptions 
and Controls; Correction Forr~s • 

• 

Dispose after 4 years. 

Attach to Advanced Leave 
Record •. 

Dispose after 2 years. 

Dispose after 11 years. 

Dispose after 10 years. 

Dispose after 12 pay 
periods. 

Dispose after 10 years. 

Dispose after 1 year._ 

Dispose after 10 vears. 

Dispose after 10 years • 

~ 

Dispose after 10 years. 

Dispose 3 years after €nd 
of FY and only after 
microfilming. Microfilm 
should be retained 12 
years, 

Dispose after 1 year. 

Dispose after GAO audit. 

• 



:ARCS J - Records of the Office of the- Financial Vice President 

Description of Records 

Payroll Branc~ (Continued) 

1.50. Labor Distri<:mtion Report; Summary Labor ' 
Distribution. 

1.51. Payroll Cost Report. 

4-5e. Accttnrtil!!a b il iilay: :wa fu 11•'8iien. 

_1.53. Retroactive Pay Adjustments. 

1.5~. Report of Terminated.Employees Final Pay and 
Deductions. · 

1.55. Report of Pay Exceeding Paycheck Amount Limitation. 

f.56. Report of Employees Dropped from the Master 
File (Annual). , 

1.57. FICA Wages for Quarter Ended. 

91oi1 !iHJtii.oo ik±h>sn1tott'6 Deeil:l!te<s!ione i'eI t~.±o 
wlcndai Yem \ il l:WlQ J) 1 ij9 Ha 0 e & 'Feu iil8M, 
{hMttal), t~@i& Nd Svb.300± tea 'Il8.neo (."i!s:ae.l.1. 

159. US W-2' s, Form JOO5; Panama Tax Forms, Form 3006. 

_160. Personnel Compensation Report. 

161. · Error Messages & Controls, PR 4105; Error Messages 
& Controls, PR 4115. 

162. Detail of Deductions Pending. 

163. Special Lists, PR 4120. 

ifilmp1.09@& S Ui C@tlf@ti "9. 

Disposal Period 

Dispose after GAO audit. 

Dispose after 10 years. 
~~ . 

.i-e nob ~ea1 •a ollofilm 
.. pl!l!p.\if cop±u. 

Dispose after 10 years. 

Dispose after 4 years 

Dispose after use. 

Dispose after 4 years. 

Dispose after 4 years. 
~~ ~- ,.,:;;,.~• ~~ 

--r----;\\~'CCl.J J ·niil:te 

Dispose 4 years after 
tax year of issue. 

Dispose 4 years after 
close of FY. 

Dispose after close of 
FY involved. 

Dispose 1 year after GAO 
Audit. 

.Dispose after 2 years. 

~irpose -'S:ofi]rn ans, 
,8~8P ~O! JC&l8 0'Q 

• 

https://ifilmp1.09
https://iHJtii.oo


ARCS~ - Records of the Office of the Financial Vice President 

DescriEtion of Records 

payroll Branch (Continued) 

Ea11d Issue Repe1 t. 

166. Report of Collections. 

-
. 167. Uncollected PRD Receivab~es. 

Document Transmittals with deduction input fbrms 
attached. 

Author~ty to deduct United Fund Contributions from 
Pay. 

. 170. Authorization for payroll deduction for employee's 
subsistence • 

171. Payroll copies of savings bond tapes..• Authority to Treasurer for the nu.mber and 
denomination of bonds to be issued for a 
pay period. 

, 172.. Payroll disburs~ment journal. Original payroll 
and memo copy of check register for manual payroll. 

17.3. Post audit exceptions to payroll. 

174.. Over and Under Adjustments to Payroll. 

175, Leave liability and inventory files. 
Used to adjust leave accounts. 

176. Payroll copies of journal vouchers, and supporting 
papers, including labor distribution sheets. (See 
also Items 94 and 38.) 

• 

Disposal Period 

~iblil'!ooo Aitlrl!iH l you•,. 
('ililoeoi\M!l@~le eop5 ~e 
m.iHait::ii.h# aml: Mu, 111ii.1H1g

!:i:,~~==:i!:;!:~u) 

Djspose ~- years after FY 
involved. 

Dispose 4 years after FY 
involved. 

Dispose 4 years after FY 
involved. 

Dispose 1 year after FY 
·involved. 

Dispose 4 years after _FY 
involved, 

Dispose 2 years after F'I 
involved. 

.Jiliil'I_I HI ii .) C&i© &fbLI 
.IMJI ll!A§ Of l •r 
,FiHTT:i. 1 Pi P!O li !siga lsi&ii ~ 
,ti u rl i,. g I Atr'Y 6 ~ '-' 1 i.i.5M _, 

Dispose 2 years after 
GAO audit of related pay 
records. 

Dispo,,e &.ft.er 4 yea.rs, 

Dispose 4 years after 
leave year involved. 

Dispose 4 years after 
FY involved. 



~RCS J - Records of Uie Office of the -Financial Vice President 

Descri:e_tion of Records 

Payroll Branch (Continued) 

177. Kiscella.neou.s payroll authorities: CopieS' of reports 
of injuries, military orders for military personnel, 
etc. 

Subject and circular files on administrative and 
operational Matters relating to the Payroll 
Branch and its functions, and ot.½er administrative 
files • 

DisEosal Period 

Dispose 2 years after 
GAO audit of related pay 
records. 

See Itern 1. 

• 




