
  

 

 

  

  

    

  

 

 

     

  

 

 

 

 

  

      

 

   

         

  
 

 

  

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-040-86-001 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 01/24/2022 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

Item 1 remains active 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 2 was superseded by GRS 5.1, item 010 (DAA-GRS-2016-0016-0001) 

Item 3 is non-record reference material 

Item 4 was superseded by GRS 1.2, item 010 (DAA-GRS-2013-0008-0007) 

Item 5 was superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001) 

Item 6 was superseded by GRS 1.1, item 001 (DAA-GRS-2016-0013-0001) 

Item 7 was superseded by GRS 1.1, item 010 (DAA-GRS-2013-0003-0001) 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



LEAVE BLANK
REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See lnstruct,ons on reverse) Nl-40-86-1 
DATE RECEIVED

TO GENERAL SERVICES ADMINISTRATION 
10-4-86NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1 FROM (Agency or estab/1shment/ NOTIFICATION TO AGENCY 

IE arbrent of Comrrerce Ira accordance w,th the prov,s,ons of 44 USC 3303a 
2 MAJOR SUBDIVISION -?tie disposal request, 1nclud1ng amendments, Is approved 

except for ,terns that may be marked "d,spos,t,on not 
.......,..,,,.......,"""""___,,.""'--......,,_..,.,___..,,,..,,.""-"',..,.,,,,""'-af----------------------1 approved" or "withdrawn" ,n column 10 If no records 

are proposed for disposal, the signature of the Arch1v1st ,s 
not requ, red 

5 TELEPHONE EXT DATE 

CY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal 1n this Request of ____ page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached Cai) 
A GAO concurrence ~s attached, or 

B DATE D TITLE 

Ferords :M:ma ernent Officer 
9 GRS OR 10 ACTION

7 SUPERSEDED TAKEN
ITEM 

(With lncluswe Dates or JOB (NARSUSE
NO CITATION ONLY) 

The Office of Finance and Federal Assistance (OFFA) was 
established on August 16, 1984, by IEparbrent Organization 
Order 20-5 and was part of a general reorganization of the 
Office of the Assistant Secretary for Administration, to 
whom the Director of OFFA reports. The establishrrent of 
OFFA consolidates functions of the Office of Financial 
Policy, the Office of Federal Assistance, and the travel 
management function from the Office of Financial Operations 
and Travel Management. The major functions for which OFFA 
is responsible include: 

o Financial assistance administrative and operational 
policies and procedures IEpartrren'cwide. Financial 
assistance includes awards, cooperative agreements, 
loans, and loan guarantees. 

o Policies for financial and acrounting matters throughout 
the IEpartment. 

o IEparbnentwide travel management policies and procedures. 

STANDARD FORM 115 (REV B-83) 
Prescribed by GSA 
FPMR (41 CFR) 101 11 4 



7 

JOB NO PAGE OF
Request for Records Disposition Authority- Continuation 

9 
8 DESCRIPTION OF ITEM SAMPLE OR 10 

ITEM NO (With Inclusive Dates or Retention Periods) JOB NO ACTION TAKEN 

1. rogram Subject Correspondence Files. Letters, menoranda, 
eports, and other correspondence concerning management 
f the Depa.rbrent's finance and federal assistance program. 
jor subjects include Federal assistance awards, financial 
agement initiatives and improvements, loan guarantees, 

d debt collection. 

Destroy when 7 years old. 

2. istrative Subject Files. Files consisting of docu- GRS 23/1 
ents relating to internal housekeeping activities of the 
ffice, such as personnel, budget, time and attendance, 
rocurement, and similar routine matters that do not re­
ate to the functions for which the office exists. 

Destroy when 2 years old. 

3. orking Files. Files created and maintained by individuals 
the course of their daily work or to corrplete assign­
ts. These files consist of reference materials and 

uplicates of official correspondence located in other 
iles. 

Destroy when no longer needed. 

4. ~vards Subject Correspondence Files. Letters, memoranda, GRS 3/17 
tudies, reports, forms and other papers relating to the Svbtk,.. ~ 
egal establishment of the awards program, its policies 
d basic procedures and the management and evaluation 

f the awards program. 

Destroy when 7 years old. 

5. case Files. Proposals or applications, contracts, GRS 3/15 
roperty reports, studies, certificates, agreements, 

randa, correspondence, and other papers relating to 
eceipt, review, award, evaluation, status and rronitor­

g of grants and contracts. 

Destroy 7 years after close. 

Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Adm1nistrallon 
GPO 1Di5 c, - 578--387 FPMR (41 CFR) 101-11 4 

115-203 
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---------'""'-·---------.-----•--·----------PAGE OFRequest for Records Disposition Authority-Continuation j JOB NO 

8 DESCRIPTION OF ITEM 
ITEM NO (With Inclusive Dates or Retention Periods) 

6. Travel and Transr:ortation CorresfX)ndence Files. letters, 
merroranda, refX)rts, and other corresfXJndence pertaining 
to the travel and transr:ortation program and its r:x:>licies, 
procedures and operations. 

Destroy when 2 years old. 

7. Travel Vouchers. Travel vouchers and other related 
corresr:x:>ndence concerning reirnbu,rsement to employees for 
travel and transportation expenses. Also includes 
blanket travel authorizations. 

Destroy when 3 years old. 

~ :f-fe- ch/Jflf~'3 C.J>1.C-v1ttted ht) b,/ 'DJ'.W,e I S. /<<XJ/1/f>y..J 

Vt2f'~<M-f- 1 cCTIHIIH~~e /{ec.M els o{!{!.-~e-,. rf't?r{ 

phi}'ll(J ca)u~--is~,rn ,/-~ 3/if; fi.t.Jtnnll... 

WU/vW 

9 
10SAMPLE OR 

ACTION TAKENJOB NO 

GRS 9/5 
S1Jb,-1o... 11 I{ 

GRS 9/4 
t;l)Jo rk"" I+ " 

115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Services 

Admin1strat1on 
c rn !875 (> • 579-387 FPMR (41 CFR) 101-11 4 




