
 ·.....__1 _______ , __ _______. 

Prescribed by, NARA 

JUL-28-2003 HON 01:30 PM DAS PUBLIC DEBT FAX NO. 13044806537 P. 02 

"REQUEST .f�R.:RE��P�. Dl�POSITION AUTHORITY 
,:· ·:·:: (See Instructions on reverse) . 

l NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WA.F:HINnTnN nr. ?11AnA '• ...,________________________... 
1. FROM (Agency or establishment)

BUREAU OF THE PUBLIC DEBT NOTIFICATION TO AGENCY 

2. MAJOR SU13DIVISION tn accorclancc with provisions of 44 
Federal Reserve Bank U.S.� 3303a the: disposition request, 

including amendments, is approved 
3. MINOR SUBDIVISION cic;ccpt for ifCIDS that may be m:irkcd 

"disposition net approvccl" or 
withdra\\ln" in t:DIUJJlll 10 

4, NAME OF PERSON WITH WHOM TO CONFER 5. TELBPHONB 
Robert Kanz (30�) 48�601 

6. .A.GliNCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pcrta.inin.g to the 'sposition of its records and 
that the records proposed far disposal on the attached _S_ page(s) are not now needed for the business of this agency 
or will not be needed after the retention periods specified; and that written concunence from the General Accounting 
Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

is not required; CJ is attached; or · CJ has been requested. X ·I 

DATB

;J/4· 
SIGNATURE OF AGENCY RiP.fSSoo 'T:oo TI'VE: 
Vi�k:ITboTpe·ce /�- . :zo.,,.�oo

� . � 

TITLB 
�cords Officer 

I 

7, S>.GRS OR 
ITEM II. ORSCRIPTION OP. ITEM AND PROPOSF-O D1SPC)$1T10N SUPERS.EDED 
NO. JOB CITATION 

See the Attached Sheets 

IO.ACTION
'fJ.1<JtN (NARA
USEONLY) 

NSN 7540-00-634-4064 
PREVIOUS EDITION NOT USABLE 
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REQUEST FOR RECORDSi.J)ISP,ITION AUTHORITY For the le0;u.�tt�e Py_blic Debt March 10, 2003 
• II. I 

7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITIONI 9. GRS OR SUPERSEDED JOB CITATION 10. ACTION TAKEN 
(NARA USE ONLY) 

Nl-53-03-03, 0001 

Nl-53-03-03, 0002 

Nl-53-03-03, 0003 

Savings Bond-Related Records 

Title: Accounting Records 
Title Memo: Savings and marketable securities accounting records, including records 

maintained for internal and GAO audit purposes. 

Cost Code: FRB Restrictions: None 
Retention Years: 6 Retention Months: 3 Vital Records: D 

Retention Description: Temporary. Cut off files monthly. Destroy 6 years and 3 months 
after cutoff. 

Title: ACH Authorization - Active 
Title Memo: Authorization from an individual or organization for recurring deposits to or 

withdrawals from a fmancial account to support the purchase, redemption, or 
payment of interest on savings securities. Includes notices of account changes. 

Cost Code: FRB Restrictions: None 
Retention Years: Event Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File alphabetically by name ofeaccount owner. 
Maintain records in active file until authorization is terminated, then transfer to 
inactive file. ransfer to a Federal Records Center is not authorized. 

Title: ACH Authorization - Inactive 
Title Memo: Authorization from an individual or organization for recurring deposits to or 

withdrawals from a fmancial account to support the purchase, redemption, or 
payment of interest on savings securities. Includes notices of account changes and 
cancellation. 

Cost Code: FRB Restrictions: None 
Retention Years: 5 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Remove inactive records from active file and maintain 
alphabetically by name of account owner. Cut off files annually. Destroy 5 years
after cutoff. 

115-109 NSN 7540-000-634-4064 STANDARD FORM 115 (REV.3-91) 
PREVIOUS EDITION NOT USABLE 



REQUEST FOR RECO�S;l)IS�·ITION AUTHORITY 

7. ITEMNO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITIONI 9. ORS OR SUPERSEDED JOB CITATION 10. ACTION TAKEN 
(NARA USE ONLY) 

NI-53-03-03, 0004 

NI-53-03-03, 0005 

Title: Administrative Records 
Title Memo: Routine administrative records which are not covered by the General 

Records Schedule. Includes classification survey reports, certification forms, 
records inventories, copies of destruction documents, etc. 

Cost Code: FRB Restrictions: None 
Retention Years: 2 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off files monthly. Destroy 2 years after cutoff. 

Title: Agent Qualification Agreements - Active Agents 
Title Memo: Original documents defming the terms of agreement between the FRB as 

Fiscal Agent of the U.S. and institutions qualifying as issuing and/or paying agents. 
Includes forms for issuing agents, paying agents, and paying agents under Treasury 
Department Circular 888; correspondence relating to the agreements; documentation 
of third party agreements; and documentation of book-entry arrangements. This 
item supercedes NCI-53-81-02, 0001. 

Cost Code: FRB Restrictions: None 
Retention Years: Event Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File alphabetically by name of institution. Maintain 
agent records in active file until agent is disqualified, re-qualified, or qualification is 
terminated then transfer to inactive file. Transfer to a Federal Records Center is not 
authorized. 

Nl-53-03-03, 0006 
Title: Agent Qualification Agreements - Inactive Agents 
Title Memo: Original documents defining the terms of agreement between the FRB as 

Fiscal Agent of the U.S. and institutions qualifying as issuing and/or paying agents. 
Includes forms for issuing agents, paying agents, and paying agents under Treasury 
Department Circular 888; correspondence relating to the agreements; documentation 
of third party agreements; and documentation of book-entry arrangements. This 
item supercedes NCI-53-81-02, 0001. 

Cost Code: FRB Restrictions: None 
Retention Years: 6 Retention Months: 3 Vital Records: D 

Retention Description: Temporary. Remove inactive agent records from active file when 
agent is disqualified, re-qualified, or terminated, and maintain alphabetically by 
name of institution. Cut off files annually. Destroy 6 years and 3 months after 
cutoff. 

115-109 NSN 7540-000-634-4064 STANDARD FORM 115 (REV.3-91)
PREVIOUS EDITION NOT USABLE 



REQUEST FOR RECORDS�J)ISP.ITION AUTHORITY For the .au ofth� J>ublic Debt March 10, 2003 ' • ..._ •( I "1 

7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITIONI 9. ORS OR SUPERSEDED JOB CITATION 10. ACTION TAKEN 
(NARA USE ONLY) 

Nl-53-03-03, 0007 
Title: Audit Reports for Internal Control 
Title Memo: Various reports used to monitor, verify, compare, and validate savings 

securities during processing. Reports are not used for general accounting purposes. 

Cost Code: FRB Restrictions: None 
Retention Years: 0 Retention Months: 6 Vital Records: D 

Retention Description: Temporary. Cut off files monthly. Destroy 6 months after cutoff. 

Nl-53-03-03, 0008 
Title: Backup Copies of Retired Savings Securities 
Title Memo: Paying and fiscal agents maintain copies ofretired savings securities -front 

and back- from which they may generate facsimiles (photocopies) to regain credit 
for securities lost or destroyed while en route to or during processing at the Central 
Site. 

Cost Code: FRB Restrictions: None 
Retention Years: 1 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off files daily. Destroy 1 year after cutoff. 

Nl-53-03-03, 0009 
Title: Consignment Agent Files 
Title Memo: All records related to the distribution ofunissued savings bond stock to 

savings bond agents authorized to maintain stock inventories and issue savings 
bonds, together with records related to maintenance and monitoring of agent 
consignment accounts. Includes copies of stock requisitions, sales and spoils 
transmittals used to adjust accountability, refund documentation, unreported sales 
reports, and envelope orders. 

Cost Code: FRB Restrictions: None 
Retention Years: 6 Retention Months: 3 Vital Records: D 

Retention Description: Temporary. File alphabetically by agent name. Cut off files 
annually. Destroy 6 years and 3 months after cutoff. 

Nl-53-03-03, 0010 
Title: Correspondent Agreements for Savings Bond Agents -Active 
Title Memo: Financial institutions qualified to act as issuing and paying agents may enter 

into agreements with other financial institutions to transfer sales and redemption 
proceeds to and from their servicing FRB. Copies of these agreements and any 
supporting documentation are maintained by the FRB. 

Cost Code: FRB Restrictions: None 
Retention Years: Event Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Maintain records in active file until agreement is 
terminated. Transfer to a Federal Records Center is not authorized. 

115-109 NSN 7540-000-634-4064 STANDARD FORM 115 (REV.3-91) 
PREVIOUS EDITION NOT USABLE 
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7. ITEMNO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITIONI 9. GRS OR SUPERSEDED JOB CITATION 10. ACTION TAKEN 
(NARA USE ONLY) 

Nl-53-03-03, 0011 
Title: Correspondent Agreements for Savings Bond Agents -Inactive 
Title Memo: Financial institutions qualified to act as issuing and paying agents may enter 

into agreements with other financial institutions to transfer sales and redemption 
proceeds to and from their servicing FRB. Copies of these agreements and any 
supporting documentation are maintained by the FRB. 

Cost Code: FRB Restrictions: None 
Retention Years: 6 Retention Months: 3 Vital Records: D 

Retention Description: Temporary. Remove inactive correspondent records from active 
file. Cut off files annually. Destroy 6 years and 3 months after termination of 
agreement. 

Nl-53-03-03, 0012 

Nl-53-03-03, 0013 

uest for Payment 
Title Memo: Special of request for payment of savings securities. This ite 

supercedes Nl-53-97-0 , 2.008. 

Cost Code: FRB 
Retention Years: 0 

Retention Description: 
monthly. 

Title: EasySaver Cancellation Request 
Title Memo: Hardcopy request from enrollee discontinuing participation in EasySaver 

program and any associated correspondence. 

Cost Code: FRB Restrictions: None 
Retention Years: 5 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File alphabetically by name of program participant. 
·Cut off files monthly. Destroy 5 years after cutoff. 

Nl-53-03-03, 0014 
Title: EasySaver Enrollment Forms -Active 
Title Memo: Original EasySaver enrollment forms - for individuals, for employees of 

small companies, and the Internet form -and any supporting documentation are 
maintained in active files as long as the customer is enrolled in the EasySaver 
program. This item supercedes Nl-53-00-10, 0005 . 

Cost Code: FRB Restrictions: None 
Retention Years: Event Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File chronologically by date of enrollment. Maintain 
enrollment forms in active file until enrollment is terminated. Transfer to a Federal 

115-109 NSN 7540-000-634-4064 
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REQUEST FOR RECORDS-_)ISP.ITION AUTHORITY For the leau of th� Public Debt March 10, 2003 
' ' ' I. a.t • I t.1, 

7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION! 9. ORS OR SUPERSEDED JOB CITATION IO. ACTION TAKEN 
(NARA USE ONLY) 

Records Center is not authorized. 

Nl-53-03-03,0015 

Nl-53-03-03, 0016 

Nl-53-03-03, 0017 

Nl-53-03-03, 0018 

Title: EasySaver Enrollment Forms - Inactive 
Title Memo: Original EasySaver enrollment forms - for individuals, for employees of 

small companies, and the Internet form - and any supporting documentation are 
maintained in active files as long as the customer is enrolled in the EasySaver 
program. This item supercedes Nl-53-00-10, 0005. 

Cost Code: FRB Restrictions: None 
Retention Years: 5 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Remove inactive enrollment forms from active file 
when program enrollment is terminated, and maintain chronologically by date of 
termination. Cut off files annually. Destroy 5 years after termination. 

Title: EZ Clear Central Site Daily Work 

Title Memo: Various documents and reports used to monitor, verify, compare, and 
validate retired savings securities during processing at the EZ Clear Central Site. 
Documents and reports are not used for general accounting purposes. Retention 
agrees with American Banking Association guidelines. 

Retention Description: Temporary. Cut off files daily. File in chronological order. 
Destroy 1 year after cut off. 

ictions: None 
Retention Weeks: 1 Vital Re 

Retention Description: Temporary. Cut off files weekly. Transfer to Public Debt weekly. 

Title: EZ Clear Central Site Adjustment Files 
Title Memo: The EZ Clear Central Site maintains copies of cash letters, adjustments, and 

supporting documentation to monitor, verify, compare, and validate shipments of 
retired savings securities submitted for collection through EZ Clear and to properly 
direct and respond to agent inquiries about shipments and subsequent adjustments. 

Cost Code: FRB Restrictions: None 
Retention Years: l Retention Months: 0 Vital Records: D 

115-109 NSN 7540-000-634-4064 STANDARD FORM 115 (REV.3-91) 
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7. ITEMNO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITIONI 9. GRS OR SUPERSEDED JOB CITATION 10. ACTION TAKEN 
(NARA USE ONLY) 

Retention Description: Temporary. Cut off files daily. Destroy one year after cutoff. 

NSN 7540-000-634-4064 STANDARD FORM 115 (REV.3-91)
PREVIOUS EDITION NOT USABLE 
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Title: Nonreceipt c....., ....... __ 
Title Memo: Applications for nmDM.~ account of the no 

to Public Debt for retention. Th.is 1 .--

-
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' REQUEST FOR RECORDS".:OISP,UTION AUTHORITY For the Bureau..9f the Ppblic Debt March 10, 2003 
• I I . . . 

7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITIONI 9. GRS OR SUPERSEDED JOB CITATION 10. ACTION TAKEN 
(NARA USE ONLY) 

Nl-53-03-03, 0019 
Title: Legal Evidence 
Title Memo: Legal evidence accepted to support savings bond transactions. Includes 

Death Certificates, Letters Testamentary, Birth Certificates, Letters of Guardianship, 
Alternate Identification Certificates, and Public Debt forms accepted in lieu of legal 
evidence (such as Requests by Fiduciary for Reissue of U.S. Savings Bonds/Notes). 
This item supercedes Nl-53-97-03, 0001 .003n. 

Cost Code: FRB 
Retention Years: 10 Retention Months: 0 

Restrictions: None 
Vital Records: D 

Retention Description: Temporary. File alphabetically by name of securities owner. Cut 
off files annually. Destroy after 10 years. 

Nl-53-03-03, 0020 

1�eei'j· 5fof savings bonds are sent 
.fem-SUlll@l'C'l!lies Nl-53-97-03 , 0002 .015 

Retention Weeks: 1 

etention Description: Temporary. Cut off files weekly. Transfer to Public Debt weekly. 

Nl-53-03-03, 0021 
Title: Obsolete / Unfit Stock Destruction Documentation 
Title Memo: Schedules, tape blotters, and other documents prepared to support destruction 

of obsolete or unfit unissued savings bond stock by an FRB. Includes Schedules of 
Serial Numbers, Schedules of United States Savings Bonds Delivered for 
Destruction and Destroyed, hardcopy tape blotters, and related correspondence. This 
item supercedes Nl-53-97-03 , 0006.008. 

Cost Code: FRB Restrictions: None 
Retention Years: 6 Retention Months: 3 Vital Records: D 

Retention Description: Temporary. File chronologically by occurrence. Cut off files 
annually. Destroy 6 years and 3 months after cutoff. 

Nl-53-03-03n, 0022 
Title: PACS (or Successor System) Supporting Documentation 
Title Memo: Statistical reports and other documents supp�rting entry of savings bond and 

marketable Treasury securities workload and cost figures in the Planning and 
Control System (PACS) or its successor. 

Cost Code: FRB Restrictions: None 
Retention Years: 3 Retention Months: 0 VitalRecords: D 

115-109 NSN 7540-000-634-4064 STANDARD FORM 115 (REV.3-91) 
PREVIOUS EDITION NOT USABLE 
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REQUEST FOR RECORDS'aUlS.ITION AUTHORITY For the Blau of th� ,Public Debt March 10, 2003 . ' I .. I • ..,. 
7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION' 9. GRS OR SUPERSEDED JOB CITATION 10. ACTION TAKEN 

(NARA USE ONLY) 

Retention Description: Temporary. Cut off at close of fiscal year. Destroy 3 years after 
cutoff. 

Nl -53-03-03, 0023 

Nl-53-03-03, 0024 

Nl-53-03-03, 0025 

Nl -53-03-03, 0026 

Title: Paid Fiscal Agency Check Records - Sites Other Than Central Site 
Title Memo: FRBs acting as fiscal agents are authorized to issue fiscal agency checks to 

accomplish transactions in savings and marketable securities. Records include 
images of negotiated checks and related records. This item supercedes NCI-53-87-
01, 0001. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off files monthly. Hold on site for 2 months after 
payment then transfer to a Federal Records Center. Destroy 7 years after cutoff. 

Title: Payroll / Promotional Purchase Request 
Title Memo: Orders for Series EE or I Bonds submitted by organizations offering payroll 

savings plans for employees or financial institutions and other organizations offering 
promotional savings bonds. Includes orders submitted by organizations which do 
not maintain an automated savings bond registration database. 

Cost Code: FRB Restrictions: None 
Retention Years: 0 Retention Months: 6 Vital Records: D 

Retention Description: Temporary. Cut off files monthly. Destroy 6 months after cutoff. 

Title: Payroll / Promotional Purchase Order Summary 
Title Memo: Transmittal document used by organizations when submitting payroll or 

promotional savings bond purchase orders to servicing FRB for processing. FRBs 
maintain copies of payroll / promotional purchase order summary separate from 
payroll / promotional purchase request which are retained for 6 months after 
processing. 

Cost Code: FRB Restrictions: None 
Retention Years: 2 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off files monthly. Destroy 2 years after cutoff. 

Title: Permanent Receipts for Consignment Agents 
Title Memo: After classifying audited issues included in each sales shipment, permanent 

receipts are issued showing invoiced amounts from blotters, net adjustments, and net 
audited totals by series and denomination which are used to extend stock credit. 

NSN 7540-000-634-4064 STANDARD FORM 115 (REV.3-91)
PREVIOUS EDITION NOT USABLE 
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REQUEST FOR RECORDS';.DIS.ITION AUTHORITY For the Bl�u ofth�.Public Debt March 10, 2003 
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7. ITEMNO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITIONI 9. GRS OR SUPERSEDED JOB CITATION 10. ACTION TAKEN 
(NARA USE ONLY) 

Cost Code: FRB Restrictions: None 
Retention Years: 3 Retention Months: 0 Vital Records: D 
Retention Description: Temporary. Cut off files annually. Destroy 3 years after cutoff. 

N l-53-03-03, 0027 
Title: Public Voucher for Reimbursement of Expenses 
Title Memo: FRBs acting as fiscal agents of the United States are reimbursed for 

expenses incurred by submission and approval of public vouchers. Instructions for 
completion of vouchers are provided by Public Debt. Originals are submitted to 
Public Debt quarterly with appropriate supporting schedules; copies of the voucher 
and supporting documentation are maintained by the Bank. This item supercedes 
N l-53-97-03, 0003.006 (retention period revised). 

Cost Code: FRB Restrictions: None 
Retention Years: 3 Retention Months: 0 Vital Records: D 
Retention Description: Temporary. Cut off at close of fiscal quarter. Destroy 3 years after 

cutoff. 

Nl-53-03-03, 0028 
Title: Regional Delivery System (RDS) Batch Card 
Title Memo: Transmittal document used by agents when submitting batches of savings 

bond purchase orders to servicing FRB for processing. Agents are instructed to 
maintain copies of batch cards and associated purchase applications for 4 months. 
FRBs maintain copies of purchase applications separate from the batch cards for 2 
months after processing. This item supercedes N l-53-97-03, 0005.0 15.  

Restrictions:eNone 
Vital Records: DRetention Years: 12. Retention Months: t C) 

Retention Description: Temporary. Cut off files monthly. Destroy 2 years after cutoff. 

Title: Regional Delivery System (RDS) Purchase Applications 
Title Memo: Original purchase applications for Series EE or I Bonds in name of 

individual or fiduciary. Issuing agents (local financial institutions) are instructed to 
retain copies for 4 months. A nonrecord copy is provided to the purchaser. This 
item supercedes N l-53-97-03, 0002.028. 

Cost Code: FRB Restrictions: None 
Retention Years: 0 Retention Months: 2 Vital Records: D 

Retention Description: Temporary. Cut off files monthly. Destroy 2 months after cutoff. 

N l-53-03-03, 0029 

Nl-53-03-03, 0030 
Title: Reinvestment Applications 

115-109 NSN 7540-000-634-4064 
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7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION! 9. GRS OR SUPERSEDED JOB CITATION IO. ACTION TAKEN 
(NARA USE ONLY) 

escription: Temporary. Cut off files weekly. Transfer to Public Debt W--·'·?°"'--• 

Nl-53-03-03, 0031 

Nl-53-03-03, 0032 

Title: Reissu uests for Accrual Savings Bonds 
Title Memo: Proces eissue requests are sent to Public Debt for ion. Hardcopies 

should be segregate eries and filed in chronolo · rder by process date. 
They need not be alphabetize ed. This item supercedes Nl-53-
97-03, 0002.003 . 

Cost Code: FRB 

· n Description: Temporary. 
transfer to Public Debt. 

· n Description: Temporary. Cut off files weekly. Transfer to Pub 1 
weekly current income bond shipment. 

Nl-53-03-03 , 0033 
Title: ·savings and Marketable Securities Correspondence and Transmittals 
Title Memo: Iricomlng and copies of outgoing memoranda, letters, telegrams and faxes 

communicating�ith�cal agents, issuing agents, paying agents, Treasury offices, Superseded by: 
and bond owners. This iiem,supercedes NCl-53-78-04, 0007A 

\l_\- OSS-c)(, '°5 i� 
Cost Code: FRB Restrictions: None DAT (MM/DDN VY): 
Retention Years: 2 Retention Months: 6 Vital Records: D 0� 0) �Ot) 

Retention Descript1·on: Temporary. Cut off fitles monthly_ Destroy �y� months 
after cutoff. - -- _ ___ _ _ 

Nl-53-03-03 , 0034 
Title: Savings Bond Agent Fee Documentation 

115-109 NSN 7540-000-634-4064 STANDARD FORM 115 (REV.3-91) PREVIOUS EDITION NOT USABLE 
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(NARA USE ONLY) 

Title Memo: Records relating to the payment of fees to issuing agents that inscribe bonds 
and paying agents that redeem them. Fees are paid within established timeframes at 
the end of each transaction month either by credits to reserve accounts or the ACH 
method. 

Cost Code: FRB Restrictions: None 
Retention Years: 3 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off files annually. Destroy 3 years after cutoff. 

Nl-53-03-03, 0035 
Title: Savings Bond Correspondence with Customers and Agents 
Title Memo: Copies of incoming and outgoing correspondence with issuing agents, paying 

agents, and customers - individuals or financial institutions - relating to specific 
transactions in savings or marketable securities or of a more general nature. Includes 
call slips and Congressional inquiries. This item supercedes Nl-53-97-03, 000 1 .00 1 
and Nl-53-97-03, 0006.004 

Cost Code: FRB Restrictions: None 
Retention Years: I Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off files semi-annually. Destroy 1 year after 
cutoff. 

Nl-53-03-03, 0036 
Title: Savings Bond Issue Records 
Title Memo: Records of bond inscriptions, including serial numbers, are retained to 

research, as necessary, adjustments, nonreceipt claims, and bonds returned as 
undeliverable. 

Cost Code: FRB Restrictions: None 
Retention Years: 0 Retention Months: 6 Vital Records: D 

Retention Description: Temporary. Cut off files monthly. Destroy 6 months after cutoff. 

Nl-53-03-03, 0037 
Title: Savings Bond Stock Consignment Daily Work 
Title Memo: Records used to account for unissued savings bond stock consigned to 

savings bond agents authorized to maintain stock inventories and issue savings 
bonds. Includes copies of sales and spoils transmittals, stock requisitions, 
adjustment documents, daily proofs, associated reports, and shipping documents. 

Cost Code: FRB Restrictions: None 
Retention Years: 6 Retention Months: 3 Vital Records: D 

Retention Description: Temporary. File chronologically by date. Cut off files monthly. 
Destroy 6 years and 3 months after cutoff. 

115-109 NSN 7540-000-634-4064 STANDARD FORM 115 (REV.3-91) 
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Nl-53-03-03, 0038 
Title: Savings Bond Stock Consignment Monthly Work 
Title  Memo: Summary records used to account for unissued savings bond stock consigned 

to savings bond agents authorized to maintain stock inventories and issue savings 
bonds. Includes copies of interest assessment documentation, monthly report of 
stock on hand, monthly proofs, and associated reports. 

Cost Code: FRB Restrictions: None 
Retention Years: 6 Retention Months: 3 Vital Records: D 

Retention Description: Temporary. File ch ronologically by date. Cut off files monthly. 
Destroy 6 years and 3 months after cutoff. 

Nl-53-03-03, 0039 
Title: Savings Bond Vault Activity 
Title Memo: Records of the deposit and withdrawal of unissued savings bond stock to and 

from the central ized vault. Includes records of associated adjustments, reporting to 
Publ ic Debt accounts, and related correspondence. This item supercedes Nl-53-00-
10, 0001n. 

Cost Code: FRB Restrictions: None 
Retention Years: 6 Retention Months: 3 Vital Records: D 

Retention Description: Temporary. Cut off files annually. Destroy 6 years and 3 months 
after cutoff. 

Nl-53-03-03, 0040 

Nl-53-03-03, 0041 

Title: Savings Securities Forwarding Items 
Title Memo: Copies of forwarding item transmittals, securities, correspondence, evidence, 

and related forms held as a backup pending receipt of the transaction by Public Debt. 
This item supercedes Nl-53-97-03 , 0005 .010 . 

Cost Code: FRB Restrictions: None 
Retention Years: 1 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off files annually. Destroy 1 year after cutoff. 

Title: Savings Securities Interest Income Statements and Reporting 
Title  Memo: Records relating to the annual reporting of interest earned on savings bonds 

for tax purposes. Includes IRS Forms 1099, computer listings, and related reports. 
This item supercedes Nl-53-97-03, 0003 .020 . 

Cost Code: FRB Restrictions: None 
Retention Years: 6 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off files annually. Destroy 6 years after cutoff. 
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Nl-53-03-03, 0042 
Title: Undeliverable Savings Securities 
Title Memo: Records pertaining to the forwarding of undeliverable savings securities to 

Public Debt for disposition. This item supercedes Nl-53-97-03, 0006.007 

Cost Code: FRB Restrictions: None 
Retention Years: 1 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off files annually. Destroy 1 year after cutoff. 

Nl-53-03-03, 0043 

Marketable Securities-Related Records 

Title: Tenders and Related Documents 
Title Memo: Tenders and other documents related to the original issue of marketable 

Treasury securities. (This does not pertain to commercial tenders.) Tenders are the 
applications used by customers to purchase Treasury marketable securities. The 
other documents include settlement, reconciliation, accounting, and reporting 
documents, Internal Revenue Service forms, envelopes, associated correspondence, 
system screen prints and advices, auction announcements and results, rejected 
tenders, and all other records associated with the original issue process. Each 
different loan of Treasury securities would be filed separately. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off file by issue date. Transfer to Federal Records 
Center after 6 months. Destroy 7 years after cutoff. 

Nl-53-03-03, 0044 
Title: Servicing Requests and Related Documents 
Title Memo: Servicing requests for marketable Treasury securiti�s accounts and related 

documents. Customers use servicing requests to establish or make changes to 
securities accounts. The requests include, but are not limited to securities transfer 
requests, sell requests, new account requests, transaction requests, reinvestment 
requests, and notifications of change. The related documents include, but are not 
limited to, envelopes, Internal Revenue Service forms, associated correspondence, 
system screen prints and advices, and supporting documentation, including evidence, 
such as marriage and death certificates. Federal Reserve Banks file servicing 
requests by document authority number (a chronological number assigned by the 
system to each transaction). 

Cost Code: FRB Restrictions: None 
Retention Years� 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off file by date. Transfer to Federal Records 
Center after 6 months. Destroy 7 years after cutoff. 
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Nl-53-03-03, 0045 

Nl-53-03-03, 0046 

Title: Forwarding Items 
Title Memo:  Copies of transactions and other items forwarded to Public Debt for 

marketable securities processing. (Federal Reserve Banks forward securities 
transactio ns that they are not authorized to process. ) The other items include, but are 
no t limited to, transmittal advices, forms, evidence, and correspondence. These 
copies are maintained by the Federal Reserve Bank in case the original 
documentation  is lo st and to answer customer inquiries. 

Cost Code: FRB Restrictions: None 
Retention  Years: 1 Retention Months: 0 Vital Records: D 

Retention  Description: Temporary. Cut off files at end of month. Destroy files 1 year after 
cutoff. 

Title: Ex ternal Transfers Referred to Public Debt. 
Title Memo :  Original documentation  of external transfers o f  marketable securities, 

including sell requests, referred (e. g., by fax) to Public Debt for expedited 
processing. Customers perform ex ternal transfers to transfer securities out o f  their 
accounts. The documentation includes cover sheets, transfer requests with original 
signatures, correspondence, envelopes, evidence, and any other documents included 
with or  generated by the requests. 

Cost Code: FRB Restrictions: None 
Retentio n  Years: 7 Retention Months: 0 Vital Records: D 
Retention  Description: Temporary. File alphabetically by name. Cut off files at end o f  

month. Transfer to Federal Records Center after 6 months. Destroy 7 years after 
cutoff. 

Nl-53-03-03, 0047 
Title: Correspondence, E-mails, Telephone Conversation Notes, and Rej ected Transactions 
Title Memo: Customer letters, copies of incoming e-mail messages, enclosures, copies o f  

forms submitted to request transactions that are subsequently rej ected, envelopes, 
no tes from telephone conversations, copies of letters o r  e-mails sent to customers, 
returned mail, screen prints of account information from automated systems, and any 
other documents received from, sent to, or  used in contacting customers. 

Cost Code: FRB Restrictions: None 
Retention  Years: 1 Retention Months: 0 Vital Records: D 

Retention Description: Temporary .  File alphabetically by name. Cut off files at end of 
month. Destroy 1 year after cutoff. 
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Nl-53-03-03, 0048 
Title: Daily Accounting Files 
Title Memo: Daily accounting files for marketable Treasury and agency securities activity 

including, but not limited to, end-of-day settlement documents, advices, and screen 
prints; proof sheets for valuables; daily balance and confirmation documents; 
documentation for fiscal agency check issues; debit vouchers and deposit tickets; 
general broadcast messages; printouts of errors and exceptions from automated 
accounting systems; and any other documents used to perform daily accounting 
activities for Treasury securities. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File documents by date. Cut off at the end of every 
quarter. Transfer to Federal Records Center after 6 months. Destroy 7 years after 
cutoff. 

Nl-53-03-03, 0049 
Title: Returned Payments Reports and Returned Prenotes Reports 
Title Memo: Documentation that supports the processing ofereturned payments and 

returned prenotes. Public Debt sends electronic payments for marketable Treasury 
securities and pre-notifications (prenotes) to banks. If these payments or prenotes are 
returned to Public Debt for any reason, a report is generated listing the returned 
items. The documentation that supports processing returned items includes, but is 
not limited to, reports detailing the returned items, checklists, computer screen prints 
of customer accounts, letters, telephone call sheets, and forms used to request 
releases of funds or to place or release holds on accounts. 

Cost Code: FRB Restrictions: None 
Retention Years: 1 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File by date. Cut off files at end of month. Destroy 1 
year after cutoff. 

Nl-53-03-03, 0050 
Title: Audit Copies of Advices from Automated Securities Systems 
Title Memo: Unbroken backup hardcopies of system advices. The unbroken sequence of 

paper advices is used to maintain an audit trail of system activity. The Federal 
Reserve Bank should start a new sequence at the beginning of each day and 
terminate the sequence at the end of that day. 

Cost Code: FRB Restrictions: None 
Retention Years: 0 Retention Months: 6 Vital Records: D 

Retention Description: Temporary. Cut off documents weekly. Destroy 6 months after 
cutoff. 
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Nl-53-03-03, 005 1 Title: Coupon Payment Files Title Memo: Documentation for the payment, accounting, and shipment of Treasury coupons. The documents include, but are not limited to, daily files, proof sheets, mail sheets, summary and detailed audit listings used for shipment, accounting data, research requests, and payment vouchers. 
Cost Code: FRB Restrictions: None Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off monthly. Transfer to Federal Records Center after 6 months. Destroy 7 years after cutoff. 
Nl-53-03-03, 0052 Title: Customer Contact Center Recorded Conversations Title Memo: Audiotapes or other records of phone conversations between agents and customers concerning Treasury securities. 

Cost Code: FRB Restrictions: None Retention Years: 1 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. Cut off when tape or other means of recording is exhausted. Destroy tape 1 year after cutoff. 
Nl-53-03-03, 0053 ---�Title: Account Maintenance Fees Remittance Stubs Title Memo: Stubs·or.�ther documents sent in with checks submitted in payment of Treasury securities·ac,eount maintenance fees. (The Bureau of the Public Debt imposes account maintenance fees on certain securities accounts.) This item 

Superseded by: includes, but is not limited � ociated batch control tickets, summary reports, and return items notification reports. ---os � -ob --�s �\ 
DAT (MM/DDNYY ):  Cost Code: FRB Restrictions: None 0 Ol_ d,.()l'>7 Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File documents by date, and by ba ell.number within date. Cut off at end of year. Transfer to Federal Records Center after'1.�estroy7 years after cutoff. 
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Nl-53-03-03, 0054 
Title: Account Maintenance Fee Exception Processing 
Title Memo: Offset letters, waivers, overpayments, refunds, and returned checks  for 

Treasury securities account maintenance fees. This item also includes automated 
system printouts and screen prints of customer account data, and all other records 
pertaining to offsetting fees against non-paying customer accounts, granting waivers 
of fee  payments, processing overpayments made by customers, refunding customers, 
and processing returned checks. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary.  File documents by name. Cut off at end of year. 
Transfer to Federal Records Center after 1 year. Destroy 7 years after cutoff. 

Nl-53-03-03, 0055 · ·nn_
....._ 

Title: Reports. to Internal Revenue Service and Tax Statements to Customers 
Title Memo: Electr-o!l ic and paper files containing reports to IRS, tax statements, and all 

other documentation.concerning reporting marketable Treasury securities 
transactions to IRS andciis to ers. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary . 
a. E lectronic files: Cut off at end of tax year. Destroy 7 years after cutoff:.._n
b. Paper files: Cut off at end of tax year. Destroy 7 years after cutoff. ._____ 

Nl-53-03-03, 0056 
Title: Fiscal Agency Checks (Central Site) 
Title Memo: Central Site acting as fiscal agent is authorized to issue fiscal agency checks 

to accomplish transactions in savings and marketable securities. Records include 
actual checks, images of checks, and related records. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary .  File by date. Cut off files monthly. Transfer all items 
to Federal Records Center after 6 months. Destroy 7 years after cutoff. 

Nl-53-03-03, 0057 
Title: Security Violation Reports (Central Site) 
Title Memo: Listings of employee logon identification information for individuals who 

have violated security procedures while logging into an automated securities system. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 
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Retention Description: Temporary. File chronologically. Cut off at end of quarter. 
Transfer to Federal Records Center after 8 months. Destroy 7 years after cutoff. 

Nl-53-03-03, 0058 
counting and Financial Reports (Central Site) 

Title Memo. �arious accounting and financial reports detailing Treasury securities 
transactioiis.-.:c._he reports include, but are not limited to, security transfer reports, 
transaction reports,. tender transfer reports, daily security balance reports, 
accountability reports;-cash and financial wire reports, payment and check reports, 
payments due reports, v�her detail reports, consolidated payment registers, Superseded by: 

exception check reports and scitleQ!ents, returned ACH reports and settlements, �\-05 5-Qb-05 Jodishonored ACH transactions, and certified and registered mail independent proofs. DATE (MM DDNYY ):--... . .  
'· Cost Code: FRB Restrictions: None 'D Ol �'D::> 

Retention Years: 7 Retention Months: 0 Vital Records: D 
......... 

Retention Description: Temporary. File documents by date. Cut off at end of month. 
Transfer to Federal Records Center after 3 months. Destroy 7 years after cutoff. 

Nl-53-03-03 , 0059 
Title: Daily Work Envelopes (Central Site) 
Title Memo: Envelopes containing copies of security transfer advices, action-required 

advices, returned ACH advices, and all other documents related to daily transfer 
activity processed at the central site. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 
Retention Description: Temporary. File by date. Cut off at end of month. Transfer to 

Federal Records Center after 3 months. Destroy 7 years after cutoff. 

Nl-53-03-03, 0060 
Title: Voucher Work Envelopes (Central Site) 
Title Memo: Envelopes containing, but not limited to, voucher initiation, voucher 

transaction, and voucher summary reports listing various payment voucher- related 
activities for a transaction date. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File by date. Cut off at end of month. Transfer to 
Federal Records Center after 3 months. Destroy 7 years after cutoff. 
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Nl-53-03-03, 0061 
Title: User Site System Advices (Central Site Copies) 
Title Memo: Host printer ( central site) copies of system advices generated at the user sites. 

Advices include tender transfer advices and other advices generated at the 
processing sites. 

Cost Code: FRB Restrictions: None 
Retention Years: 3 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File chronologically. Cut off at end of month. Transfer 
to Federal Records Center after 3 months. Destroy 3 years after cutoff. 

Nl-53-03-03, 0062 
Title: End of Day Settlement Documents (Central Site) 
Title Memo: End of day settlement documents including, but not limited to, site status 

information, daily logs, and broadcast messages related to communications with 
processing sites and Public Debt. 

Cost Code: FRB Restrictions: None 
Retention Years: 3 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File chronologically. Cut off at end of month. Transfer 
to Federal Records Center after 3 months. Destroy 3 years after cutoff. 

Nl-53-03-03, 0063 
Title: Daily Check Stock Settlements (Central Site) 
Title Memo: Daily check stock settlement documents and statistics. This item includes, 

but is not limited, to physical inventory reports for paper, envelopes, inserts, and 
checks; reports of items to be processed for all system accounts; check database 
update control reports; check printing control reports; check office detail activity 
reports; daily transaction reports; mass spoiled checks pending reissue reports; 
statement of account summary reports; accounting entries; and quarterly postage 
reports. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File chronologically. Cut off at end of month. Transfer 
to Federal Records Center after I year. Destroy 7 years after cutoff. 
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Nl-53-03-03, 0064 
Title: Automated Mail Center And Evening Support Records (Central Site) 
Title Memo: Central site automated mail center records including, but not limited to, 

accountability for miscellaneous items, monthly postage reports, postage meter 
usage logs, mail processed statistics, USPS refund documents, accounting entries, 
and quarterly postage reports. These records also include records generated by the 
evening support unit including, but not limited to, independent check stock 
settlements, batch initiation reports, site status/extension request logs, book-entry 
independent settlements, and transfers for mass spoiled checks. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: ·□ 
Retention Description: Temporary. File chronologically. Cut off at end of month. Transfer 

to Federal Records Center after I year. Destroy 7 years after cutoff. 

Nl-53-03-03, 0065 
Title: Statistical and Management Reports (Central Site) 
Title Memo: Statistical and management reports, including, but not limited to, Treasury 

securities transaction volume reports, comparative volume reports, and month-end 
reports. 

Cost Code: FRB Restrictions: None 
Retention Years: 7 Retention Months: 0 Vital Records: D 

Retention Description: Temporary. File chronologically. Cut off at end of year. Transfer 
to Federal Records Center after two years. Destroy 7 years after cutoff. 

Nl-53-03-03, 0066 
Title: Customer Contact Log 
Title Memo: Electronic log of contacts made with customers. The log displays telephone 

calls or other contacts made on behalf of a customer account. It also shows the date 
of the contact, a wrap code associated with the call, and the call record number. 

Cost Code: FRB Restrictions: None 
Retention Years: I Retention Months: 0 Vital Records:· D 

Retention Description: Temporary. Maintain electronic databases for at least I year. 
Destroy electronic data at any point after a year. 
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