
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

 

 

 

 

 

 

 

 

 

 

  

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-217-82-01 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 7/17/2024 

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These items, unless subsequently superseded, may be used by the agency to 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

All items except those listed below are 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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Item 011-24 is superseded by N1-217-88-001, item 1. 

Item 011-30 is superseded by N1-217-88-001, item 2 

Item 014-34 is superseded by N1-217-85-002, item 1 file number

Item 014-54B is superseded by N1-217-85-002, item 3 file number 014-54B 

014-34 

Item 014-52 is superseded by N1-217-85-002, item 2 file number 014-52 

Item 014-58 is superseded by N1-217-85-002, item 4 file number 014-58 

Item 014-60 is superseded by N1-217-85-002, item 5 file number 014-60 

Item 014-64 is superseded by N1-217-85-002, item 7 file number 014-64 

Item 014-66 is superseded by N1-217-85-002, item 8 file number 014-66 

Item 014-68 is superseded by N1-217-85-002, item 9 file number 014-68 

Item 014-80 is superseded by N1-217-85-002, item 10 file number 014-80 

Item 031-02 is superseded by N1-411-97-01 item 160 

Item 031-03A is superseded by N1-411-97-01 item 162 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/17/2024 NC1-217-82-01 



  

 

 

  
   

 

 

  

 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

  

 

  

  

 

 

 

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Item 031-04A is superseded by N1-411-97-01 item 163 

Item 031-14 is superseded by N1-411-97-01 item 162 and 165 

Item 032-14 is superseded by N1-217-86-003, item 1. 

Item 032-16 is superseded by N1-217-86-003, item 2. 

Item 032-18 is superseded by N1-217-86-003, item 3. 

Item 041-08A is superseded by N1-411-90-003 item 041-08A1 

Item 041-08C is superseded by N1-411-90-003 item 041-08A2 

Item 041-08B is superseded by N1-411-90-003 item 041-08B 

Item 044-06A is superseded by N1-411-97-01 item 221C and 232A 

Item 053-02 is superseded by N1-411-97-01 item 273 

Item 062-02b is superseded by NC1-217-85-04, item 062-02b. 

Item 063-06A is superseded by N1-411-97-01 item 221B 

Item 063-06B is superseded by N1-411-97-01 item 221A 

Item 063-08c is superseded by NC1-217-85-04, item 063-08c. 

Item 063-12b is superseded by NC1-217-85-04, item 063-12b. 

Item 066-20 is superseded by N1-217-87-001, item 1. 

Item 073-12 is superseded by N1-411-90-08 item 090-010 subitems as appropriate. 

Item 090-02A and B is superseded by N1-411-97-01 items 46 A and B 

Item 090-04 is superseded by N1-411-97-01 item 45. 

Item 090-06 is superseded by N1-411-97-01 items 46A and B 

Item 090-08 is superseded by N1-411-90-08 item 09-08A or 090-08B as appropriate 

Item 090-16 subitems are superseded by N1-411-91-004 item 090-16 subitems. Each set of records 

needs to be examined for appropriate new item 

Item 100-02 is superseded by N1-217-86-003, item 4 

Item 100-04 is superseded by N1-217-86-003, item 5.   

110-02 and 110-04 were withdrawn. 

110-08A is superseded by N1-411-90-005 item 110-08A 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/17/2024 NC1-217-82-01 



  

 

 

  
   

 

 

 

  

 

 

 

 

  

  

 

 

 

 

  

  

  

  

  

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

110-08B is superseded by N1-411-90-005 item 110-08B 

Item 110-12 is superseded by NC1-217-85-03, item 1. 

Item 110-16 is superseded by N1-411-97-01 item 250 

Item 110-22A is superseded by N1-411-97-01 item 58A 

Item 110-22B is superseded by N1-411-97-01 item 58C 

Item 110-24A is superseded by N1-411-97-01 item 59A 

Item 110-24B is superseded by N1-411-97-01 item 59B 

Item 120-02 is superseded by N1-411-97-01 item 63 

Item 120-26 is superseded by N1-411-97-01 item 69 

Item 131-02A is superseded by N1-411-97-01 item 52A 

Item 131-02C is superseded by N1-411-97-01 item 52B 

Item 131-04a is superseded by N1-217-88-001, item 7a. 

Item 131-04b is superseded by N1-217-88-001, item 7b. 

Item 131-06 is superseded by N1-411-97-01 item 53 

Item 131-14 is superseded by N1-411-97-01 item 181 

Item 131-16 is superseded by N1-411-97-01 item 182 

Item 131-18 is superseded by N1-411-97-01 item 183 

Item 133-06 is superseded by N1-411-97-01 item 55 

Item 133-08 is superseded by N1-217-86-002, item 1 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/17/2024 NC1-217-82-01 



REQUEST FOR RECOR POSITION AUTHORITY LEAVE BLANK 
(See lnstruc,, ___ .,. on reverse) 

JOB "'-. 

TO GENERAL SERVICES ADMINISTRATION, NCl--217-82-1 
__N_AT_IO_N_A_L_A_RC_H_IY_E_S_A_ND_R_EC_O_R_DS_SE_R_V_IC_E,_W_A_S_HI_N_GT_O_N_,_DC_2_04_0_8__--toATE RECEIVED 

1 FROM {AGENCY OR ESTABLISHMENT) October 19, 1981 
U.S. General Accounting Office 

NOTIFICATION TO AGENCY 
2 MAJOR SUBDIVISION

Office of Information Systems & Services lnaccordancew1ththeprov1s1onsoj44USC 3303athed1sposalre
-----------------------------1 quest, including amendments, 1s approved except for ,terns that 1may 
3 MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" in column 10 

4 NAME OF PERSON WITH WHOM TO CONFER S TEL EXT 

Shirley Allen 275-5877 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency m~/s pertaining to the disposal of the agency's records, 
that the records proposed for disposal rn this Request of page(s) are not now needed for the business of 
this agency or w,11 not be needed after the retention penods spec1f1ed. 

D A Request for immediate disposal. 

[] B Request for disposal after a specified period of time or request for permanent 
retention. 

C DATE 

~,,_,__,~ r;it 

NATURE OF AGENCY REPRESENTATIVE E TITLE 

10/15/81 ·t_~ Records Management Officer 
97 8 DESCRIPTION OF ITEM 10

SAMPLE OR ACTION TAKENITEM NO (With Inclusive Dates or Retention Periods) JOB NO 

GAO Comprehensive Records Schedules 
(See attached) 

v ✓ ,,1;~ 
~ ,;.,.,, "'".11,./c"s .A",#:, ,4Al:1:. - t,J J.7, ST~NOARD FORM 115 

' ·' Rev 1 sed April, 19751 

;,~. 1v;q; ,'.) ,l-.v , _.,.- ,·~-, _, 1 ,;,,·: i,.- --<:-LY- ! ;,r .., _. /- -f'T • •~i(i) = / / Pr!~%1,~~~r~irin,mera1 Services 

C<;n ;,•t ~~y fr, . ~ 1=~ c ,> -2,,.'-_,1:J. c i e __ ,,:i. I 'i -><~ FPMR (41 CFR) ,01-11 4 

v,r'('-"J ·-fr; ,J.t l::;'.f2t ';, vJ I !I) i) (, /\,,4.:t.~A J LI/ l/ IS 

115- 107 
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020 

030 

040 

050 

060 

070 

080 

090 

1 GE~;EK.\L AD.'1INSTRATION ,\ND SlJPPORT FlJ:JC.TlONS 
011 OFFICE Am!INSTRATION AND OFFICE PERSONNEL FILES 2 
012 • l'ROCURDIENT, TRAVEL, ~'iD SUPPLIES FILES 61 
013. . PROPERTY, EQUIP~·IENT, i\~D FACILITIES ~-L<\.'.~AGE:lD,T FILES 73 
014 . SECURITY ,;\ND SAFETY FILES 83 
015 • OFFICE OF THE CO}!PTROLLER GENER.AL FILES 95 

POLICY AND PROGRAM PLANNING 103 
021 . POLICY FILES 104 
022 . PROGRAM PLANNING FILES 107 

BUDGET A.ND FINANCIAL MANAGEMENT 110 
031 . BUDGET PLA..~NING FILES 111 
032 . TRAVEL ACCOUNTING FILES 114 
033 . PAYROLL FILES 118 
034 . ACCOUNTING FILES 128 

ORGANIZATION, HUMAN RESOURCES AND DEVELOPXENT, 
AND PLANNING 133 

041 . ORGANIZATION MANAGEMENT, AND PLANNING FILES 135 
042 . EMPLOYEE DEVELOPMENT AND COUNSELING FILES 140 
043 . TRAINING AND EDUACTION FILES 141 
044 . AUDIO VISUAL FILES 143 

PERSONNEL 145 
051 . GENERAL PERSONNEL PROGRAM FILES 146 
052 . POSITION CLASSIFICATION FILES 151 
053 . RECRUITMENT AND PLACEMENT FILES 154 
054 . LABOR MANAGEMENT AND EMPLOYEE RELATIONS FILES 156 

INFORMATION Mm RECORDS MANAGEMENT 163 
061 INFORMATION POLICY AND PLANNING FILES 164 
062 . ADP SYSTEMS AND SERVICES FILES 165 
063 . DOCfilIENT SYSTEMS AND SERVICES FILES 172 
064 . LIBRARY FILES 179 
065 . RECORDS AND INFORMATION MANAGEMENT FILES 182 
066 . DIRECTIVES AND FORMS MANAGEMENT FILES 187 

PUBLISHING AND DISTRIBUTION 191 
071 . PRINTING AND DUPLICATING FILES 192 
072 . MAIL AND MESSENGER SERVICES FILES 194 
073 . DISTRIBUTION FILES 199 
074 . GRAPHICS FILES 203 

PUBLIC INF0&.'1ATION 205 

AUDIT AND SPECIAL STUDIES 210 



..... 

100 CONGR.ESSIO!\'.\L RSLAfIOi~S 

110 LEGAL SERVICES AND DECISIONS 

120 CLAP1S SETTLEMENT AND DEBT COLLECTIO~ 

130 REGULATORY AND OVERSIGHT F'JNCTIONS 

131 ACCOUNTING STANDARDS AND SYSTE~1S FILES 
132 ACCOUNTABLE OFFICER'S RECORDS FILES 
133 RECORDS PERTAINING TO THE ENFORCEMENT OF 

SPECIAL LEGISLATION 
134 OTHER INVESTIGATORY RECORDS 

222 

224 

Z32 

239 

241 
243 

259 
261 



' I ,
-··' .. 

010--GENERAL ADMINISTRATION AND SUPPORT FUNCTIONS 

[These files relate to the general administration of an operating office, 

including copies of personnel records maintained in that office, as well 

as records pertaining to agency support functions, such as procurement 

of goods and services, management of facilities and properties, and the 

security and safety of the agency facilities and personnel. Also in

cluded here are records in the Office of the Comptroller General, his 

Deputy and Assistants and other ad hoc offices set up by the CG.J 

011 OFFICE ADMINISTRATION AND OFFICE PERSONNEL FILES 

012 PROCUREMENT, TRAVEL, AND SUPPLIES FILES 

013 PROPERTY, EQUIPMENT, AND FACILITIES 
MANAGEMENT FILES 

014 SECURITY AND SAFETY FILES 

015 OFFICE OF THE COMPTROLLER GENERAL FILES 



,. ' 

011--0FFICE AIMINISTRATION AND OFFICE PERSONNEL FILES 

[Files relating to the general administration of an office, and 

not of a specific function, including copies of personnel records 

maintained in that office.] 

OFFICE AIMINISTRATION FILES 

✓ 011-02 FILES MANAGEMENT PLAN FILES (GAO Form 10) 

Files Management Plan and related papers pertaining to 

preparation and revision of the form. 

TEMPORARY 
;., "'"'~"'9

DestroyAwhen superseded, obsolete, or no longer needed. 

011-04 CHRONOLOGICAL FILES
" 

Copies of outgoing co!lllllunications, arranged by date, and 

maintained for convenient reference. (NOTE: Chron copy is 

only a convenience copy. A record copy must be prepared and 

filed in the appropriate function/subject file.) 

TEMPORARY 
in~~.,~

Destroy.Awhenv 1 year old• ea;:1.iel!' aestl!'ttetieu a:al!herized:. 
ho MOl'e '#,o,,i 

1 011-06 TRANSITORY FILES 

Copies of documents which require no official action, letters 

of transmittal, routine requests for information and replies 

thereto involving no administrative or policy decisions and 

no compilations or research. (NOTE: To the extent practicable, 

transitory papers should be destroyed without filing. File 

only when needed for more than 30 days.) 

2 



TEMPORARY 
W~e,t,\ tlO More.. '-H,°""" 

DestroyA~ 90 days1 earlier 
olt.f. 

✓011-oa SUSPENSE FILES 

Eiest:ruct:ior.t is authoi:ized. 

Papers arranged in chronological order to serve as a reminder 

that an action or response is required by a given date. 

TEMPORARY 

Destroy when action is taken or reply is received unless 

it is the record file copy; then transfer to appropriate 

file~~~~ ~r~~-
✓ 011-10 POLICY AND PRECEDENT FILES 

t)~lic.~
ACopies of documents reflecting the establishment of 

policy, office procedures, or precedents pertinent to 

current and future procedures. Original or record 

copies will not be placed in this file. 

TEMPORARY 

In A'f~
DestroyAwhen ~uperseded or obsolete. 

/011-12 WORKING FILES 

Includes rough drafts, notes, and materials accumulated 

in the development of a final product. (Does not include 

the workpapers for audit studies.) 

TEMPORARY 
j"'- NI""'°"

Destroy~upon completion of the project. 

/ 011-14 RECORDS MANAGEMENT FILES 

Documents pertaining to the maintenance of office records 

not filed elsewhere. 

3 



• 
TEMPORARY 

,ii ..qe.o.c;y
DestroyAwhen superseded. obsolete, or no longer needed. 

✓ 011-15 RECORDS TRANSFER AND RETIREMENT FORMS 

Documents pertaining to the transfer or retirement of 

records including GAO Form 355 and SF 135, and related 

papers. 

TEMPORARY GRS 16 
Item 3a .,.It, 

Destroy when related records are destroyed or when 

no longer needed for adoinistrative or reference 

purposes. 

/ 011-16 ANNUAL SUMMARY OF RECORDS HOLDINGS ( GAO Form 277 and 
SF 136), AND RELATED DOCUMENTS 

Statistical reports of agency records holdings required 

by the General Services Administration, including feeder 

reports from all offices and data on the volume of records 

disposed of by destruction or transfer. 

TEMPORARY 
111.Cl"I~ 

Cut off at end of FY; destroyAwhen 3 years old. GRS 16 
Item 6 ~ 

✓011-18 OFFICE ALMINISTRATION AND DELEGATION OF AUTHORITY FILES 

Copies of documents dealing with the internal organization 

and administration of office/ mission functions, including 

correspondence, forms, orders, organization charts, 

etc., delegating or assigning duties and responsibilities 

to personnel, such as signature cards, or assign.t!lents 

of fire wardens, building custodians, supply representa

tives, security officers, records liaison officers, forns 

liaison officers, and similar assignments. 

4 



TEMPORARY 
in °"'le.,,.~

DestroyAwhen superseded, revoked or obsolete. 

✓ 011-19 CLASSIFIED DOCUMENTS RECEIPT AND ACCOUNTABILITY 
FILES 

Receipts and related records tracking the movement, 

storage, and use of classified documents. 

TEMPORARY GRS 18 
Item 3 ck._ 

Gtte eff at ene ef FY wh:eft ~ela&eQ Q9QUlll&ate eP& 

-eestre,ed, doWftgraded, deelaeeiiied, er transferred 

hem etteHEiy~ li,estroy when 2 years old. 

/ 011-20 SECURITY FILES 

Copies of documents pertaining to the clearance of in

dividuals for access to classified documents facilities, 

or investigation of security violations, maintenance 

and the security of classified records in the office. 

(NOTE: The classified materials, if any, should be filed 

in approved security equipment under proper functional 

file code.) 

a. Copies of security clearance notifications. 

TEMPORARY 
j,i "'l-':41 

DestroyAwhen che person leaves the agency or clearance 

is revoked. 

b. Other records. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

5 
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/ 011-22 AUDITS AND INSPECTION REPORT FILES 

Reports received as a result of an audit or inspec

tion of office operation. 

TEMPORARY 
;,,, tMI-~

DestroyAupon completion of the next audit or inspection. 

/011-24 TELECOMMUNICATION/TELEPHONE FILES 

Copies of documents pertaining to installation and use 

by operating offices, telecommunication equipment and 

services, such as telephone, FTS, facsimile transnission, 

etc. (Record copies of these documents are retained 

with the Facilites Management Files and scheduled at 

013-46/48/50.) 

TEMPORARY 

GI.it o£f e:t tae efle. ef eaea meata, ciestre, a£ter 6 montks. 
])es+~ wh~ (p ~s o le!, 

FACILITIES FILES 

Copies of documents pertaining to the obtaining of services 

for design, alterations1 or new facilities. 

TEMPORARY 

Cut off at end of FY; destroy ~2 years -e-±e-.~ ~

/011-28 COMMON FACILITIES USAGE FILES 

Documents relating to the reservation and use of common 

facilities. For example: conference rooms, auditorium, etc. 

TEMPORARY 

Cut off at end of FY; destroy wheft 6 months ~ ~ ~-

6 



,./011-30 SUPPLY EQUIPMENT AND SERVICES REQUISITIONS FILES 

Copies of documents pertaining to the obtaining of services 

and supplies of the office. Includes registers for services, 

publications, repairs, keys, space, telephones, service 

contracts, GAO forms 19 and 21, etc. ~~'-#t~~) 
TEMPORARY 

Cut off at end of month; destroy ~ 6 months~~-

✓ 011-32 EQUIPMENT CONTROL FILES 

Controls maintained by the office for equipment under its 

accountability, including cards, lists, and receipts. 

TEMPORARY 

Cut off at end of FY in which equipment is removed 

from office's control; destroy 2 years later. 

✓ 011-34 PLANNING/BUDGETING FILES 

Copies of documents relating to setting goals, projecting 

resource requirements, and developing budget estimates. 

TEMPORARY 

Destroy when superseded, obsolete, or no longer needed, 
~.;...v~. 

or when 3 years old, ~e ~pprepriate. 

✓ 011-36 FINANCIAL FILES 

Copies of documents pertaining to the expenditure of 

funds by the office. Includes financial/expenditure 

statements received from the Office of Budget and Financial 

Management as well as the financial obligations made by 

the office on travel, training, purchases, contracts, etc. 

C~ J.N ~~ ~ ~ ~ ,I 

n,o:;b~m~) 

7 

GRS 3 
Item 9\, ..t,... 



~ 2 years~~ ~• 

JO!l-38 ORIENTATION A~D BRIEFING FILES 

DocuC1ents pertaining to or used in orienta.tions or briefings 

"about the functions and operational methods of the office 

including photographs, handouts, and similar naterial. 

TE~lPORARY 

\ti°""~
DestroyAwhen superseded, obsolete, or no longer needed. 

✓011-40 MEETINGS AND CONFERENCES FILES 

Documents pertaining to staff meetings, management confer

ences, or other meetings of a general nature. (NOTE: 

~eetings concerning specific projects, cases or other 

functional activities should be filed under the 
s~-~j CM-JL. 

appropriate functional file series.) ~1rA~--~ 
~ ~ -;_,.. ~ ~, 

TEMPORARY 

Cut off 

or when 

at 

no 

end of FY; destroy when 3 years 

longer needed for reference. 

old 
GRS 16 
Item 12b( 2) vlt.. 

/011-42 ACTIVITY REPORTS FILES 

Copies of documents dealing with the tracking of 

accomplishments and related milestones. 

TEMPORARY 

Cut off at end of FY; destroy 'Wfteft' 2 years ~ ~ ~, 

,./ 011-44 ANNUAL REPORT INPUT FILES 

Feeder reports nade by office as input into CG's Annual 

Report. 

8 



TEMPORARY 

Cut off at end of FY; destroy -Wfteft- 2 years 4l.a.. ~ ~, 

011-46 GENERAL CORRESPONDENCE -

General correspondence consisting of letters, 

memoranda, reports, attachments on 

or received by the following 

with the accomplishment of 

their (NOTE: The records and the 

f the Office of the Comptroller General and his 

are described in 015.) 

9 



... 
511-46 MISS ION CORRES?ONDENCE FILES 

Mission correspcndence files are general correspondence files documenting the functions 

for which an office is primarily responsible. Both program offices (those which carry 

out functions that are unique to GAO) and administrative offices (those which perform 

' 1housekeeping" functions for GAO) maintain mission correspondence files. Such files 

include letters, memos, reports, related data created or received by an office on a 

variety of subJects, inc~uding reports to management on program accomplishments or 

problems; Congressional relations/assistance files; copies of speeches of office officials; 

agreements with other agencies and GAO components; numbered instructions; records 

documenting participation in professional associations, and other similar materials,!. 

Mission correspondence files maintained by GAO program offices at division level 
Co•r"lr•llc, 6-•r-~ fhrl.. CG 

or above. (Examples of program offices are the following:~ Community and ·, ' 

Economic Development Division; Office of Congressional Relations; Energy and 

Hinerals Division; Federal Personnel and Compensation Division; 
OFFtH of v~,......, P'IA.nnlt,9; 

Office of General Counsel;AGeneral GoverTu~ent Division; Human 

Resources Division; International Division; Office of Policy; Office of 
s~,e+- o~~.,e; 

Joint Financial Mgt. Improvement V ;AAccounting and Financial Management 
Program "1 a%•' vu "IU,C': 

Division; and the like.) Arranged by subject. /\Volume,- ca. ~~ C"- f:.+/ '.1'• 

PERMANENT. Cut off at close of FY. Hold 3 years or until volume warrants 
and transfer to FRC. Offer to i'JARS 20 years after cutoff. 

b. Mission correspondence files maintained by program offices below the division 

level. 

Cut off at close of FY. Hold 3 years or until volume warrants and transfer 
to FRC, Destroy 8 years after cutoff. 

c. Mission correspondence created and maintained in offices whose primary function 

involves administrative support activities such as personnel, procurement, 

property, fina\nial management and accounting for GAO, travel, communications,in'hcn,J 
if\s=.,,....,.,+iow .., 

program review,Apublishing services, security and safety, information, and 

the like, At the division level. 

C111.+ oF~ o:f- clc5e. of FV, ~IJ 3 ~e.-tr:s or t.,<M..:i-i I vol vwie.. "'1&..rr-ei..-1;1.:f.S 

0-Mvl re..'t-1 re.. 'i<J FRC , ])~s:-h-o:, ~ ~ ~ ~ c.i,,.,io PF~ 

P• /0 • SL 



,# 

d. Mission files for administrative support offices below the division 

level. 

Cut off at close of FY. Destroy in agency when 3 years old. 

011-48 NON-NISS ION COREESPONDENCE FTIES 

:Jon-mission correspondence files include correspondence. reports, forms, and other 

papers which are accurrrulated in an office but do not relate directly to the function 

or mission for which the office exists. They generally ini:ude: (1) copies of 

papers relating to program subjects for which another office i$ responsible for 

official documentation, and (2) papers relating to internal routine management or 

general administrative functions of the office. Such papers would relate to 

office facilities, supplies, equipment, financial matters, travel, property, and 

personnel management. 

(N/11,17:, .. ..,7)Cut off at close of .F'Y. Destroy .3 years after cutoff. 
r,,.,..1 tA J.-., 

&IIO-Sc-1.-,./fll>/I 

53 



These files include administrat routine 

nature created listed 

under (011-46) not appropriate for filing 

with other 

TEMPORARY (NN-173-77) 

Cut off at of FY; destroy when 3 years old. 

✓ 011-so RESERVED 

011-52 PUBLIC RELATIONS---- FILES 

Material prepared for news articles (including input 

to GAO Management News), press releases and related 

documents. [ P/Ul4+ ~ 
lW,. ~ 

~ ~ ~*u~ 
~ ~ 08()~0~ 1 • s ';;' 

TEMPORARY 

Cut off at end of FY; destroy~ l year ~ ~ ~. 

1011-54 INFORMATION BULLETIN FILES 

Announcements, copies of newsletters, etc., of no per

manent reference. 

(NOTE: Record set of GAO Management News is k:epe i.n ehe 

Ia£al"!Me:iee 9ffi:ee £el!' pecmaneut 
oro- ,, 1 ~ ~...,_..,""'-) 

TEMPORARY 

tet:erteien:,) ~ ~ ~ 

'"' ...'(fMGc.tOestroyAwhen ~uperseded, obsolete or no longer needed. 

54 
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REFERENCE PUBLICATIONS 

Copies of GAO orders, notices, publications, etc., main

tained for reference purposes. Reference publications 

are normally filed separately in a designated place other 

than a standard file folder. 

TEMPORARY 
ill"'\~

Destroy~when superseded, obsolete, or no longer needed. 

TECHNICAL REFERENCE PUBLICATIONS 
J>l!fli'eA
ACopies of motion pictures, sound recordings, still photo-

graphs, maps, graphics, brochures, and similar materials 

✓ 
011-60 

011-62 

maintained for reference purposes. 

TEMPORARY 
,.. "'\~ 

DestroyAwhen superseded or obsolete. 

or reusable materials to the source 

GENERAL ADMINISTRATIVE FILES 

Return accountable 

of supply. 

Other general administrative material not described elsewhere 

in this subfunction, including documents relating to charity 

campaigns, employee groups, fund drives, savings bond 

drives, etc. 

TEMPORARY 
~ ,ct&n°'f

DestroyAwhen superseded, obsolete or no longer needed. 

its components. 

55 



organizational 

other than 

superseded, obs ete or no longer needed. 

✓Dll-64 SUPERVISOR'S PERSONNEL FILES 

Ratings, counseling and adverse action and other offi

cial actions initiated by supervisors, maintained sub

jectively. 

Requests for personnel actions such as position changes, 

separations, and related matters. [ S....... J.M,, ~ OS-I- l'il. 

TEMPORARY 

Cut off at end of FY; destroy when 1 year old. 

PERSONNEL POLICY AND PRECEDENT FILES 
No,,- recorrL 
~Copies of documents reflecting the development of plans, 

policies, procedures, and methods for the management of 

personnel. 

TEMPORARY 

Destroy when superseded, obsolete or no longer needed. 

MANAGEMENT/EMPLOYEE RELATIONS FILES 

Copies of documents relating to the relationship be-

~11-68 

✓011-70 

GRS 1 
Item 18a o--k. 

N'"P f,c., Jiw) 
G,P,o//~,/18,;...-

1 ~ ~J 
GRS 1 

Item 14b u.-
~/s/

,,, Ir, 

tween management and em!loyee unions 
osl/- 31/ 1 ~~ ..e.,. . ) 
TEMPORARY 

,~ •t-.ctf
Destroy~when-,;uperseded or obsolete. 
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or other groups. rS<.e. ~ ~ 

GRS 1 
Item 29a( 2) ..Je., 

k• ,-~is~18I 
o1,c~)c.;..) 



record, 

~~-o-l:;-r---efltf.l--M--pq_p,er.:1.0.li.,..-de.s-t:-rey 

(HOffl. tfoc 

fuf'tB:ef' aetiec, 

3tatemancs. 

M completed). (See GAO 

POSITION DESCRIPTION FILES 

TIME AND ATTENDANCE RECORD FILES 

Copies of documents relating to time/attendance over

time/compensatory, including Form 14-Biweekly Work 

Schedules, SF 7l's, Application for Leave, or equivalent . a_ . 
Form 484, etc. [~~p~:jf;_,~~~~-

033 • 10 ; ~ .M,,1-o,I .. t,,. •'J -GRS--2"" 

'item 3h ,,,._ 

lllfte:ft- 6-mont::-hs-~~~--

ellgi?>le for descruetlon ac this Lims, Hutil 

eut off at the end of 6¥, 1'told until 

OIR has completed its annual audit of GA-O's finaacial 

o:sm will notify Limekcel)ei:: Haen the eudit; 

order 0247.1) 

Copies of position descriptions, arranged by series, grade, 

position number. Includes classification position manage-

ment. 

(NOTE: .Record cop]. is retained in the Personnel Office,) I, 
~....,., .AJ.•,l.~_.J..,, ~ ~ fJS«-O'f °'I ~~•J,c,Jfl,., 

TEMPORARY GRS 1 
Item 7b(2) o-1._,... ~~ 

DestroyAwhen position is abolished or description super-
~4,;fts:w,/g/

seded. '7b.. (.t) 

TRAVEL FILES 

Copies of documents on travel conducted by office per

sonnel. 

TEMPORARY GRS 9 
Item 3a o,J...r>.;t--611

Cut off at end of FY; destroy ◄ hett 3 years~ 
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OFFICE EEO FILES 

Copies of documents pertaining to EEO matters within 

the immediate office, including~~,:~fima~iue 

ae~io,r pl.rrt, and similar material. 

TEMPORARY GRS 1 
Item 26g oJ-

Destroy when 3 years old or when superseded or obso- ~ 4,•J. A<) 

(Ao~5~3/lete, whichever is applicable. 
~t~ 

✓o11-ao EMPLOYEE LOCATOR FILES 

Records pertaining to office/residence address and re

lated information about employee (GAO Form 410 or equiv

alent) and related documents. Also includes rosters, 

directives, or listing of office staff. 

a. GAO Form 410 or equivalent. Form is initiated by 

the employee's division/office and copies sent to the 

mailroom and the locator desk. Data is also entered 

into the A..'1PS system. 

TEMPORARY 

itt~
DestroyAwhen superseded, obsolete, or upon the sepa-

ration of the employee. 

b. Employee directories/listings. 

TEMPORARY 

i" '"iC-CC.,
DestroyAwhen ~uperseded, obsolete, or no longer needed. 

/011-82 TRAINING/EDUCATION FILES 

a. Reference file of pamphlets, notices, catalogs, and 

other materials which provide information on courses or 

programs offered by Government or other institutions. 
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TEMPORARY GRS l 
Item 30d .L 

Destroy when superseded or obsolete. 

b. Training requests including the related forms 

and documents, etc. 

TEMPORARY 
~~-

Cut off at end of FY; destroy 1ffleft 3 years ~ 

/Oll-84 CAREER LEVEL/PROMOTION FILES 

Copies of documents relating to the Competitive Selection 

Program, Upward Mobility Prog~am, and similar programs, 

including job announcements, etc. 

TEMPORARY 
r.. ~ 

DestroyAwhen superseded, obsolete or no longer needed. 

✓ 011-86 EMPLOYEE SUGGESTIONS/INCENTIVE AWARDS FILES 

Copies of documents pertaining to employee suggestions 

and incentive awards. 

TEMPORARY 
ill~

DestroyAwhen superseded, obsolete or no longer needed • 

.,/011-88 EMPLOYEE EXIT PROCEDURES 

Completed copies of GAO Form 473 and related documents. 

TEMPORARY 

Cut off at end of FY in which employee separates; destroy 

~,sea 2 years~ ~ ~ 6~· 
/011-90 CONFLICTS OF INTEREST/ETHICS FILES 

Copies of documents related to conflicts of interest/ethics, 

GAO Forms 310 and 311, Financial Disclosure Statements. 
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TEMPORARY 

Su; .off a.1! the end of F'l, destroy when J yep.rs el& 

If~ ol ~ ~ ~'i~ • 
t7t.-'2.~ ~~-&.••~ ...... ~ 
, . .:~ --f"- w-1,..,.:,,.J.. • 'f4..L s~4 ~ • 

.A,1op11uJ.e.,} 
r.Ao/s~/6/as 
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012 PROCUREMENT, TRAVEL, AND SUPPLIES FILES 

(These files relate to the processing of procurement transactions for 

supplies, equipment, services, and to assisting GAO Personnel in making ar

rangements for travel, including controlling transportation requests, and 

the management of supplies.) 

✓ 012-02 PROCUREMENT ACTION REPORTS FILES 

Statistical reports on the placement, status, delivery 

and settlement of procurement actions, including both 

specific reports on the above and consolidated reports, 

and related correspondence. 

TEMPORARY 

~~-
Cut off at end of FY; destroy Wfteflo 2 years~ 

/o12-04, BIDDER'S MAILING LISTS FILES 

Lists of acceptable, debarred, and suspended bidders. 

Such lists contain information on potential bidders and 

past record on bidding or performance, and determine 

which firms will receive offers to bid. 

TEMPORARY GRS 3 
Item 6b olt.. 

Destroy when superseded or obsolete. 

✓ 012-06 BIDDER LISTS PROTEST FILES 

Documents relating to protests by firms over exclusion 

from bidder lists. 

TEMPORARY 

Cut off when the matter is resolved; destroy 2 years 

later. 

6 I 



012-08 UNSOLICITED PROPOSAL REPORT FILES 

Reports on the feasibility of unsolicited proposals for 

contracts. 

a. Rejected,P:~ AL ~ ~ C,.,AA.(. J:..h.. - /)_.~~-~ (,, ~ • ~ & ~- 11---- ---, 

'PEUPOfhfdtT" Col.) w-e......., J.:.IJ,,, ~~ ~ e,....u. GRS 3 
fµi,.- 0~ ~ ~L ~ Item~ ,.._ i- b ,-le. 

.c.i.&t. eU w.,ea ~ejectiou, desttoy 5 years lacer. L ,J. do. 
CM.c..- rt-", ~ o,~ ... '"' ~ ~ ~ __ ,, - , 

b. Accepted proposals 

TEMPORARY .. 9~ ~ ~ ~ ~J ~ 
Olcl-1'/ ~ '-Ht4 ~ , 

:rrars:fer ee e.sutzaccs tile. 

/412-10 PROCUREMENT REGISTER FILES 

Register assigning and controlling numbers for contracts, 

grants, etc. 

TEMPORARY 

Cut off upon final entry; destroy 3 years latar. 

/012-12 CONTRACTING POLICIES & PROCEDURES FILES 
r,w,-.-~ ~ ofr--

ContainsA documents giving guioance, establishing policy 

for the administration of GAO contracts, includes 0MB 

Circular A76. 

TEMPORARY 

,i,.. ~"'~ DestroyAwhen superseded, obsolete or no longer needed. 

012-14 CONTRACT/PURCHASE ORDER FILES 

Correspondence and related papers pertaining to the award, 

administration, receipt, inspection and payment of con

tracts. Arranged as follows: 

1. Supplemental 

2. Inter-agency agreements 
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3. Purchase orders 

4. GSA Multiline 

5. Cash orders 

TEMPORARY 

✓ l. Transactions of more than $10,000 and all con GRS 3 
Item 4a(l) ~ 

struction contracts exceeding $2,000 dated sub

A..f& .,.lt-o
sequent to July 25, 1974 - Close and place in c.A o/sJ,.,,J./ 
inactive file on final payment. Transfer fiscal c;/3e. { ,) 

year block to FRC after 2 years. Destroy 6 

years and 3 months after final payment. 

Transactions of $10,000 or less and construction GRS 3 
Item 4a(2) ,,.A.,, 

contracts under $2,000, dated subsequent to July 
~f~ .......t •• 

25, 1974; and transactions of $2,500 or less dated GAc> / s,J...J./ 
q /'3o.la.)

prior to July 26, 1974.-Close at end of fiscal year 

except that files on which actions are pending shall 

be brought foward to the next fiscal years' files. 

Destroy 3 years after final payment. 

/3• Transactions of more than $2,500 dated prior GRS 3 
Item 4a(3) .,Mt. 

to July 26, 1974. Destroy 6 years after final 

payment. 

(Note: All cost and technical proposals must be 

destroyed by shredding.) 

/012-16 NONPERSONAL REQUISITION FILES 

Documents pertaining to the administration of case files 

for purchase orders and requisitions including any back-up 

~ mate rial. ( ~~ ~)• 
~~ ~-
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TEMPORARY GRS 3 
Item 8 oh 

Cut off at end of FY; destroy tffle'!'l: l year -e-M-• ..L'l:z ~ ,Ao//s~,?
VENDOR/CONTRACTOR FILES 

Copies of purchase orders filed alphabetically by vendor/ 

contractor names to permit access when purchase order 

number is not known. 

TEMPORARY GRS 3 
Item 4c ~ 

DestctYA~~~ination or completion. ,._..,,.,••• ~ .... G fto/ 

- s~I ,1..3c. 
y/412-20 PRINTING AND BINDING FILES 

Printing procurement unit copy of requisitions, invoices, 

specifications, and related papers. 

TEMPORARY GRS 3 
Item 7a ,,.L 

Cut off upon completion or cancellation: destroy 3 
_,y1r';;~rJJ,/ 

years later. 
°t/lt,w 

/rn2-22 TAX EXEMPTION FILES 

Documents relating to the issuance of tax exemption 

certificates affecting contract price. 

TEMPORARY GRS 3 
Item 13 64, 

Cut off at end of FY after period covered by account: 

destroy 3 years later. 

/ 012-24 PROCUREMENT CORRESPONDENCE FILES 

Correspondence pertaining to internal operations and 

administration matters not co,,ered elsewhere. 

TEMPORARY GRS 3 
Item 3 ~ 

Cut off at end of FY; destroy Wfte'ft" 2 years ~~ 
~ 

toAo/ S j'i/ ,;,-
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/o12-2s 

/412-30 

/□12-32 

/ 012-34 

CATALOG FILES 

Catalogs used by procurement offices. 

TEMPORARY 
}A~~

Destroy~when superseded or no longer needed. 

FEDERAL SUPPLY SCHEDULES 

Copies of full supply schedules and related announce

ments from GSA. 

TEMPORARY 
;.....~ 

Destroy,when 1uperseded, obsolete or no longer needed. 

SPECIFICATION SHEETS 

Documents pertaining to specifications regarding materials 

and services to be procured. 

TEMPORARY GRS 3 
Item 7a 

Destroy 3 years after completion or cancellation of 

requisition. 

TRAVEL RULES & REGULATIONS FILES 
111--~ 
A Copies of rules, regulations, and documents pertaining 

to travel by GAO personnel. 

TEMPORARY 
It\. "'fl!MC.C,

Destroy~when s~perseded, obsolete or no longer needed. 

TRAVEL SCHEDULES, GUIDES, DIRECTORIES FILES 

Reference files including official airline guides, etc. 

TEMPORARY 
.~ ""I--, 

Destroy~when su~erseded, obsolete or no longer needed. 
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/ou-36 TRANSPORTATION REQUEST ACCOUNTABILITY FILES 

Documents, including registers and slips, used to main

tain accountability for transportation requests. Also 

includes transportation requests (GTR) and all support

ing documentation. 

TEMPORARY 

Cut off when entries are cleared; destroy l year later. 

/012-38 BLANK TICKET FILES 

a. Blank tickets 

TEMPORARY 

Hold until used or return to vendor when no longer 

needed. 

b. Reports on tickets issued by travel office (on 

all carriers), and supporting documents for issuing 

the tickets. 

TEMPORARY 

Cut off at end of FY; destroy 3 years later. 

c. Redemption of Unused ticket - SF117O, originals 

and/or equivalent. 

TEMPORARY 

Destroy when no longer needed for administrative use. 

PASSPORT FILES 

Documents relating to the processing of applications 

for passports. 

TEMPORARY 
R,~J 

Cut off at end of FY; destroy~ 2 years~_,· 
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GRS 9 
Item Sb o,A. 

.Auj-&• • • '-V 
Gt>,o/S~ I ,,., Isir, 

GRS 9 
Item 3c r,.I...._ 

••faC.• ◄ c.JM 
<-Prof Sc.J, =~ / 
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/o12-42 TRAVEL ORDER FILES 

Travel orders and any other supporting documentation, ..J,..J,L L...~ ~J"4' ,.,...L, 
~~ 7 

TEMPORARY GRS 9 
Item 4a oJ-~ 

Cut off at end of FY; destroy~ 3 years .gJ.,g,.._ 

,.,,...GZ':'s,,w_/1¥/""' 
✓ 012-44 TRANSPORTATION ASSISTANCE FILES 

Documents related to providing advice, assistance, and 

recommendations for shipments requested by GAO elements; 

and resulting instructions, and other material in the per

formance of the shipment. 

TEMPORARY 
i11 ..it~ 

Destroy~when ~uperseded, obsolete or no longer needed for 

reference. 

vO 12-46 GBL FILES 

Government Bills of Lading and all supporting documentation,..ld.J."7 

~y~· GRS 9 
Item la ,,L 

Cut off at end of FY; destroy wi.eft 3 years~• ~·••• .J.&.tJ I
I G,1tol Sc,l.J.Fa-t. c,l;rij,.'~ ~ ~ c.o~ J ..d.A.t.. ~ RS 9' I , .,, 

I 
I c, 0\,, 'I , .., I IA. 

/012-48 SHORTAGE ANDEMURRAGE REPORT FILES 

Reports on shortages in shipments or demurrage charges, 

and supporting documentation. Also includes complaints 

of services received for employees using commercial movers 

to transport household effects. 

TEMPORARY GRS 9 
Item la~-

Cut off at end of FY; destroy oWfteft 3 years~- ..... ~••t«J•o, 
c. Ao/ seL,.ct/ 

Jo12-SO DAMAGE AND LOSS CLAIMS FILES IL/ / lt:A.. 

Documents relating to damages or losses in shipments. 

This item applies only to claims files held in 
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travel offices, and not claims processed by Claims 

Group/AFMD. May be filed in the individual's 

folder. 

/012-52 

TEMPORARY 

Cut off at end of FY; 

GENERAL REPORTS FILES 

destroy ~ 
..,,,.._. 

3 years ~-

GRS 9 
Item 2 oL 
~••I.~,~,,,~ 

General reports on amounts or types of material trans

ported. 

/012-54 

TEMPORARY 

Cut off at end of FY: destroy tHten. 

CASHIER ACCOUNTABILITY FILES 

~
3 years-e+d. 

GRS 9 
Item la oJ,... 

........,..~G'Aof.s~J I 
,.., fr:,_ 

Daily and monthly accountability reports as well as all 

documents relating to travel advances/reimbursements made 

by the cashier. x.u.. ~ y~ Cl,.t..~i.d,-~ o-tt•u. 
TEMPORARY 

~ 
Cut off at end of FY: destroy~ 3 years e-H 1 

or after audited/cleared, whichever is later. 

GRS 9 
Item 4a o.J._ 

-+•·ta•• ~±e.~ ~;1 t1 A, 

/012-56 MOTOR VEHICLE COST FILES 

Motor vehicle ledger and work sheets providing cost and 

expense data. 

✓ 012-58 

TEMPORARY 

Destroy 3 years after discontinuance of ledger 

of work sheet. 

MOTOR VEHICLE RELEASE FILES 

or date 

GRS 10 
Item 3 o.J.. 

A;c•t7:,;f/os~J 
•~/3 

Records relating to transfer, sale, donation or exchange 

of vehicles. 
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TEMPORARY GRS 10 
Item 6 o-l-

Destroy 4 years after vehicle leaves agency custody. ~J14 GAo/
s~/ts/'-

✓ 012-60 MOTOR VEHICLE MAINTENANCE AND OPERATIONS FILES 

a. Operating records, including those related to oil/ 

gas consumption, dispatching and scheduling. 

TEMPORARY GRS 10 
Item 2a ~ 

Cut off at end of each month; destroy when 3 months ..+44flC-V.,•.lao <i,1,o/s~
,~/aa...

old. 

b. Maintenance records, including those related 

to service and repair. 

TEMPORARY GRS 10 
Item 2b ol-

Cut off at end of FY; destroy when 1 year old. 
~•r,e.eu.Qu (DAo/ 

✓ 012-62 MOTOR VEHICLE REPORT FILES sd~/ is/ tJ.l, 

Reports on motor vehicles (other than accident, operat

ing and maintenance reports), including Standard Form 

82, Annual Motor Vehicle Report, or equivalent. 

TEMPORARY GRS 10 
Item 4 -1--

Destroy 3 years after date of report. 

/012-64 SUPPLY REQUIREMENTS FILES 

General reports on overall internal supply requirements. 

TEMPORARY GRS 3 
Item Sa 

Cut off at end of FY; destroy when 2 years old. .......~.,l-9
q/t/ A. 

/012-66 SPECIAL SUPPLY PROJECT FILES 
G,({S 

Documents pertaining to special projects for supplying 

a unit when normal supply procedures or methods are not 

used. 
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a. One-time orojects 

TEMPORARY 

Cut off when project is complete; destroy 1 year later. 

b. Recurring projects 

TEMPORARY <;.RS 3" · 

Cut off at end of FY when completed; destroy wheft 1 year~- oJ-

M'd':' 

/012-68 AUTHORIZATIONS TO SIGN REQUISITIONS FILES 

Documents establishing the authority of the person 

authorized to sign the requisition forms for supplies. 

TEMPORARY 

Destroy when the authority is revoked, superseded or 

obsolete. 

/012-70 SUPPLY AND EQUIPMENT REQUISITION FILES 

Any requisition, in any form, for supplies and equipment 

from inventory or supply channels. May be subdivided by 

type of requisition. (NOTE: Does not include requesting 

office copy which must be filed with Unit's Files). 

Includes Supply's copy of requisition/purchase order 

for rubber stamps. 

TEMPORARY GRS 3 
Item 9a ~ 

Cut off upon completion or cancellation of requisition; >-"'",....uA,,.
t.rro/ sc!,•J I

destroy 2 years later. er/ ,, c:\... 
/o12-72 SUPPLY LOCATOR AND INVENTORY MANAGEMENT FILES 

Documents, including lists and cards, used to detail 

location of supplies in the stockroom. 
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a. Inventory Lists 

TEMPORARY 

Destroy 2 years from date of list. 

b. Inventory Cards 

TEMPORARY 

Cut off upon discontinuance of item or 

new card under a new classification or 

GRS 3 
Item 10a ol.. 

.AA ..,... u.JUJ ~ Ao/ Sd..i..J.,/
c,/c, .... 

GRS 3 
Item lOb 

transfer to 

2 years after 

equipment is removed from agency control; destroy 

2 years later. 

c. Documents, in~luding lists, cards, and printouts 

used to maintain inventory of supplies in stockroom. 

Includes surveys or inventory and adjustments made 

in inventory management files. 

TEMPORARY GRS 3 
Item 10c 

Cut off at end of FY in which the survey was taken; 
4-.........,. ... .A,,-; 

destroy when 2 years old. GAo/ Sd.....L/,,,,c.
/012-74 RECEIVING AND INSPECTION FILES 

Documents pertaining to the receipt and inspection of 

incoo.ing stock at a supply center. 

TEMPORARY 
.~ ..

Cut off at end of FY; destroy Wftei\.. 2 years 4U-

/o12-76 RETURNABLE ITEMS FILES 

Documents pertaining to accounting for returnable items 

received or sent by the supply center. 

TEMPORARY 
~. 

Cut off at end of FY; destroy WR,(Wl, 2 years~. 
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... 

/42-78 SHIPPING FILES 

Documents pertaining to the shipment of supplies, includ

ing documents pertaining to the packaging of materials 

to be sent from stockroom. 

TEMPORARY 
....e..J.a.. 

Cut off at end of FY; destroy ~2 years o-J.a.. 

l,1612-ao FINANCIAL STATUS REPORT FILES 

Reports on financial value of supplies held, shipped, etc. 

TEMPORARY 
~. 

Cut off at end of FY; destroy Wftl!'ft"'2 years ,e.,;w. 

/42-82 SUPPLY ACTIVITY REPORTS FILES 

Includes excess supplies, reports, statistical reports, 

etc. 

TEMPORARY 
..,l...t&..,. 

Cut off at end of FY; destroy ~ 2 years~ 
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013 PROPERTY, EQUIPMENT, AND FACILITIES MANAGEMENT FILES 

(These files relate to the maintaining of accountability for GAO property, 

to programs which ensure that GAO offices have the proper equipment, 

and to the ma.nageaent and maintenance of the GAO facility.) 

/013-02 PROPERTY ACCOUNTABILITY FILES ~ 

Listings, printouts, and other documents accounting for 

location and/or responsibility for property assigned 

throughout the agency. Includes forms and correspondence 

relating to changes in status of a piece of property 

under the accountability program. 

TEMPORARY 
iM- I.II.e.,,u:~ 

DestroyAwhen superseded or obsolete. 

\/'-013-04 PROPERTY MANAGEMENT PROBLEMS FILES 

Documents relating to special problems involving regional 

offices. including lists of control tags sent to regional 

offices 

a. Case files 

TEMPORARY 

Cut off when the problem is resolved; destroy 3 years 

later. 

b. Lists of tags 

TEMPORARY 

rll\ ""'~DestroyAwhen superseded, obsolete)or no longer needed. 

v"613-06 PERSONAL PROPERTY ACCOUNTABILITY FILES 

Files pertaining to accountability for personal property 

lost or stolen. Personal property includes property of 
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any kind except real property and the records of the 

Federal Government. 

a. Led9;er Files 

TEMPORARY GRS 18 
Item 16a c,/_ 

Cut off upon final entry; destroy 3 years later. 

b. Reports, loss statements, receipts and other papers 

relating to lost or found items. 

TEMPORARY GRS 18 
Item 16b ..,I.... 

Sal: off at eftd of F¥t ~es troy when +'year/ old. 

✓013-08 PROPERTY MANAGEMENT STUDIES AND PROJECTS FILES 

Documents pertaining to special property management 

projects. 

TEMPORARY 

Cut off when project is complete; destroy 2 years later. 

EXCESS PERSONAL PROPERTY DISPOSAL FILES 

Documents dealing with disposal of personal property-

property other than real property and Federal records. 

(Includes GAO Form 417) 

TEMPORARY GRS 4 
Item 5 oA. 

Cut off at end of FY; destroy when 3 years old. 
...v·t~•A~~/

/013-12 POLICY AND PROCEDURES FILES 
10/~.N._-~ ~ _,.. 

~ Documents which establish policy and procedures for 

locating and maintaining technical equipment. 

TEMPORARY 
IM..,__,

DestroyAwhen superseded or obsolete. 
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·• 

~-14 

/413-18 

/413-20 

TECHNICAL EQUIPMENT DATA FILES 

Information concerning types of equipment, the compo

nent parts of the equipment, the suppliers or manu

facturer, numbers, etc., used to aid in proper replace

ment or repair of equipment, including handbooks and 

technical publications. May be arranged by type of 

equipment. 

TEMPORARY 
IM.ut~

Destroy~when superseded, obsolete or no longer needed. 

EQUIPMENT REQUISITION FILES 

Copies of requisitions from which a determination is made 

whether to purchase an item or to fill the request from 

stock. 

TEMPORARY 

Cut off upon completion or cancellation of requisition; 

destroy 2 years later. 

EQUIPMENT RECEIPT FILES 

Documents used to maintain accountability of equipment 

in the disposal or repair cycle (including when sent to 

a reconditioning center). 

TEMPORARY 
ih ~ rcp11.1r I or 

Destroy,4upon completion of t!rte actiott and after the 

equipment has been accounted for....-~ ~ / ~ '4.
"1'-~--. f%..., 

EQUIPMENT MODIFICATION FILES 

Recommendations for modifications of equipment designs 

or requirements. 
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TEMPORARY 
in "'1""'~

DestroyAupon modification or disposal of related equip-

ment. 

✓011-22 EQUIPMENT FAILURE REPORT FILES 

Reports documenting equipment failures and whether 

adjustment or replacement took place. 

TEMPORARY 

Cut off at end of FY; destroy WAe-n- 1 year .... ~ ~ 

_/4'13-24 EQUIPMENT MAINTENANCE FILES 

Documents scheduling periodic preventive maintenance service, 

tests, and calibration of equipment. These files usually 

pertain to specific pieces of equipment and should be 

transferred with the equipment. Also includes agreements 

and related contracts for companies or non-GAO organiza-

tions to provide maintenance services. 

a. Copy kept with equipment 

TEMPORARY 

""""~ is longer in use.DestroyAwhen equipment no 

b. Other copies 

TEMPORARY 
1JU'l-r~ wlie-- I "ftul,. olJ, 

~wt eff et ead ef Fl, deetre, WftCft l ,ear eld, 

EQUIPMENT MAINTENANCE REQUEST FILES 

Requests for maintenance services, reports of performance 

of resulting work orders, and other documents pertaining 

to maintenance performed, excluding fiscal copies. 
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TEMPORARY GRS 11 
Item. 5 o-1.._ 

Destroy 3 months after work is performed.o,., M1f~, 

/413-28 EQUIPMENT INSPECTION FILES 

Worksheets and other documents reflecting the perform

ance of preventive maintenance inspections, services, 

and spot checks of equipment. 

TEMPORARY 
...L'1,,..... 

Cut off at end of FY; destroy~,i:aee. •3 years~ 

✓ol3-30 FACILITIES REQUI!EMENTS AND PLANNING FILES 

Documents relating to the development of plans and pro

grams pertaining to facilities functions, space planning, 

assignment, and adjustment, 

TEMPORARY GRS 11 
Item 2a .J.. 

Destroy 2 years after termination or when lease is can

celled, or when plans are superseded or obsolete. 

/413-32 SPECIAL FACILITIES PROJECT FILES 

Case files pertaining to specific facilities projects. 

a Qem,leted projects 

TEMPORARY 

Cut off upon completion of project; destroy 1 year 

later. 

"1r. eoutiuaing ptoJects 

FY· dest rc;r whea: 1 yet1l! old.a 
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~13-34 SPACE POLICY AND PROCEDURES FILES 
Nn.-~ 

A Copies of documents reflecting policies, procedures, and 

precedents pertinent to obtaining, leasing, allocating, 

using, and maintaining space facilities. 

TEMPORARY 
;.,. ,..,_c.., 

Destroy~when s6perseded or obsolete. 

,/"()13-36 FEDERAL BUILDING FUND/SLUC FILES 

Computer print-out of GSA controlled space. 

TEMPORARY GRS 11 
Item Zb(l) J.. 

Cut off at end of FY: destroy WM1!t- 2 years~~· 
.AM,pa141 ~ ...~A1l1)

/o13-38 ACQUISITION OF SPACE FILES otbc, 

Copies of GSA Form 81 (Request for Space) and related 

documents. 

TEMPORARY GRS 11 
Item 2b( 1) o.J... 

Cut off at end of FY: destroy~ 2 years~.~• 
~·~~:,;~.;..J 

/013-40 RESERVED ,1, I a. Ji, l ') 

~13-42 _!IBQUESTS FOR SERVICES FILES 

Record co_-eY.:_ 

a. Documents pertaining to obtaining of services for 

GAO Divisions/Offices, Regional Offices, and Audit 

Sites. 

78 



-lo13-46 

TEMPORARY 

Cut off at end of FY; destroy wne-n- 2 years~' 

b. Blue copy of requisition maintained for easy 

reference. 

TEMPORARY 
i~~ 

Destroy~3 months after work performed or requisi-

tion cancelled. 

BUILDING MAINTENANCE AND JANITORIAL SERVICES FILES 

Records pertaining to building maintenance logs, carpet 

cleaning, painting, trash collection, exterior 

landscaping, plants, excluding the financial copies. 

TEMPORARY 

Destroy 3 months after work performed or last entry in 

the log. 

COMMUNICATION CORRESPONDENCE, REPORTS, AND 
REFERENCE FILES 

a. Correspondence and related records pertaining to 

internal administration and operation. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

b. Telecommunications general files including plans, 

reports, and other records pertaining to equipment 

requests, telephone service, and like matters. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 
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c. Telecommunications statistical reports including 

cost and volume data. 

TEMPORARY GRS 12 
Item 2c cJ._ 

Cut off at end of FY; destroy when l year old. ....,,..,,,. G,Ao/J~/ 
l'1/ ~ C 

d. Telecommunications reference voucher files. 

(1) Reference copies of vouchers, bills, 

invoices, and related records. 

TEMPORARY GRS 12 
Item 2d(l) .J. 

Gttl off et ena d FYt bestroy when 1 year 
-4-urc'~:b~~;'f) -

old. otot c, 
(2) Records relating to installation, change, 

removal, and servicing of equipment. 

TEMPORARY GRS 12 
Item 2d(2) ,s,J... 

St!t eff at: end of FY, Destroy 1 year after 

.,._.~ d&-~ :::/s-:1..t / 11J
audit or when 3 years old, whichever is sooner. ~,.ll~) 

e. Copies of agreements with background data and 

other records relating to agreements for telecom

munications services. 

TEMPORARY GRS 12 
Item 2e 

Cut off upon expiration or cancellation of agreement; 

destroy 2 years later. 

/013-48 TELECOMMUNICATIONS OPERATIONAL FILES 

a. Message registers, logs, performance reports, daily 

load reports, and related and similar records. 

TEMPORARY GRS 12 
Item 3a oJ.-

Destroy when 6 months old. 
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b. Copies of incoming and original copies of outgoing 

messages, including SF 14, Telegraphic Message. 

TEMPORARY GRS 12 
Item 3b o-L 

Destroy when 2 months old. M•f&''°""'° o,Ao/ .s ~ /
li/3!,

c. Machine copies (hard copies), discs, and tapes 

of outgoing messages. 

TEMPORARY GRS 12 
Item 3c oJ,.._~ ~•" -frDestroyA~ transmission. 

/au-so TELEPHONE SUMMARIES FILES ~~~11/
3c 

Summaries of long distance telephone report used to 

indicate authorized uses of telephone service as well 

as to audit expense vouchers. 

TEMPORARY GRS 12 
Item 4 o.k_ 

Cut off at end of FY; destroy after the close 

of the FY in which audited. 

/213-52 APPROVED VENDORS 

List of vendors approved by GSA for various products/ 

services. 

TEMPORARY 

Destroy]~h~erseded, obsolete or no longer needed. 

/013-54 BLANKET JOB ORDER LOG FILES 

Log of orders placed under blanket job order(s). 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 
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~3-56 

/413-58 

/413-62 

PROCUREMENT OF SPECIAL FACILITIES SERVICES FILES 

Documents relating to the procurement of special products 

or 
,e,e, services such as air conditioning, heating, carpet 

services, design services, etc. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

REIMBURSABLE WORK AUTHORIZATION FILES 

Copies of Form 2957 and related documents generated 

for seeking reimbursement for work done by GAO in be

half of GSA. 

TEMPORARY 
J.,&..o•

Cut off at end of FY; destroy wileft-.2 years~-

CORRESPONDENCE/AGREEMENTS WITH OTHER AGENCIES FILES 

Documents relating to and including agreements per

taining to facilities with other agencies. 

TEMPORARY 

Cut off when agreement is superseded, revised or can

celled; destroy 5 years later. 

VENDOR CATALOGS FILES 

Catalogs received from various vendors pertaining to 

the facilities management function. Maintained for 

reference purposes. 

TEMPORARY 
i'--.4'JI~ 

Destroy~when superseded, obsolete or no longer needed. 
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014 SECURITY AND SAFETY FILES 

(These files relate to the clearance of individuals for access to classified 

documents: investigations of security violations~ classification and de-

classification of documents; protection and handling of classified infor-

mation~ protection of GAO facilities from unauthorized entry, theft, or 

other criminal activities~ and programs relating to the promoting of safety 

,of personnel and property, including investigations resulting from acci

dents.) 

/014-02 SECURITY CLEARANCE STATUS FILES 

Lists or rosters of individual case files showing their 

status for access to classified documents. (NOTE: Does 

not include case files.) 

TEMPORARY GRS 18 
~ Item 24... 

Destroy~when ~uperseded or obsolete. ...~~,(::;j>a.,
SECURITY CLEARANCE CASE FILES~-04 

•· Documents relating to investigations of employees, 
) ' .t 

potedtial employ~es, or other persons, for security 

clearances. 

TEMPORARY GRS 18 
Item 23a )

Destroy upon notification of death or not later than C.s~ 

5 years after separation or transfer of employee or -';,tjs=t~ I 
~, /;;,.ono later than 5 years after contract relationship 

expires, whichever is applicable. 

OUTSIDE ACCESS REQL~ST FIL_ES 

Copies of requests to other agencies for access by GAO 

employees to classified documents held by that agency. 
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TEMPORARY 

Cut off at end of FY: destroy when 2 years old. 

SECURITY OFFICER DESIGNATION FILES 

Documents pertaining to designations of security officers. 

TEMPORARY 
i.. A&ll"""C..,

DestroyAwhen sui:erseded, obsolete or revoked. 

SECURITY VIOLATION CASE FILES 

Case files on investigations of alleged security 

violations, 1,-w't, .&f~ o/r ...,...pc,it- -p1..,._,.,J. i,...,, 0 6"'4~ 
~-f~;iolations 

(Personnel Office) 

TEMPORARY GRS 18 

Destroy 2 years after completion of final 
Item 25b o./t. /.............,.1- ,ffc(Sil,.1.u cota..-

corrective or disciplinary action, 01,., t'\O"' ~ t"A~) 
~ (4. $01)'M.tlt... 

b. Felonious Violations 

TEMPORARY -"*"' s ~ ~ c.l.,-«. ~ ~.6ut:t! end of P'l. destroy wl!Et O years 

c. Other copies of a and b. 

TEMPORARY 

Cut off when inve~tigation is complete· dP.stroy 

3 years later or when no longer needed for administrative 

or reference purposes, ~ iA ~-
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GENERAL SECURITY CORRESPONDENCE FILES 

Correspondence concerning name checks and other matters 

related to security clearances or violations but not 

otherwise described in this subfunction. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years 

old. 

/44-14 INFORMATION SECURITY POLICY AND PROCEDURES FILES 
fltm•reurl.. ~es oP 

4 Files reflecting the formulation and establishment 

of policy, planning, and procedural develop:nents 

governing security matters. 

TEMPORARY 

'"' ~DestroyAwhen superseded, obsolete or no longer needed. 

- SECURITY CLASSIFICATION FILES-
Documents relating to the classification, declassification 

or downgrading of specific documents. 

TEMPORARY ... 
Cut off at end of FY; destroy when 2 years old. 

/,,_4-18 RESERVED 

✓ 014-20 CLEARANCE ROSTER FILES 

Requests and authorizations for individuals to have access 

to classified documents. Includes related requests for 

access and authorizations received. 

TEMPORARY 

Destroy 2 years after authorization expires. 

GRS 18 
Item 22 (s~) 

\ 
\ 
\I . •, 

'\ 

GR.S If/3 
(. S...-t.) 

~..,~:!;f~,I 
al .3 

GRS 18 
Item 7 ( s,~) 

~~~sd.,.L/ rit/ 1 
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✓ 014-22 CLASSIFIED DOCUMENTS INVENTORY FILES 

Inventories of classified documents held. Also may 

include reports on missing classified documents, but 

not document receipts. 

TEMPORARY GRS 18 J_, 
Item 5 >I }

Cut off at end of FY; destroy when 2 years old. ......,...u.JAtJ ,110 5,J..J. 
a., !,-

V014-24 DOCUMENTS INDEX FILES 

Documents relating to the maintenance of an index system 

providing a listing of classified documents. May fall 

into the following categories: 

a. Index file cards 

TEMPORARY 
,. ""lfMCoj 

DestroyAwhen superseded or obsolete. 

b. Documents relating to index files. GtS ls/SJ. 
TEMPORARY 

Cut off at end of FY: destroy when 2 years 

old. 

./014-26 CLASSIFIED DOCUMENTS DESTRUCTION CERTIFICATE FILES 

Certificates required to record the destruction of clas

sified material. 

TEMPORARY GRS 18 
Item 4 ,J...,. 

Cut off at end of FY; destroy when 2 years old. 

✓014-28 SECURITY CONTAINERS FILES 

List of combinations of containers, individuals knowing 

the combination, and similar materials limiting access 

to containers. Includes documents celating to 

36 



- -

determining proper equiµnent for security uses and 

related correspondence. 

TEMPORARY GRS 18 
Item 8 J,...'"'~~ Destroy~when superseded by a new form or list, or upon 

-4,...,~.t---~
turn-in of containers, or when combination is changed. G~ o/5c,LJ.. / 

d,' Ir/414-30 SECURITY SURVEY/INSPECTION FILES 

Surveys conducted to ensure that classified documents 

are being properly handled and maintained. Includes 

reports on the handling and disposition of classified 

documents, and not otherwise described in this sub

function. 

TEMPORARY GRS 18 
Item 10 ,-L 

Destroy when 3 years old, or when superseded by 

another survey, or upon the discontinuance of a 

fa~ility, whichever is sooner. 

/014-32 IDENTIFICATION MEDIA FILES 

Documents relating to issuance, control, and account-

ability of all forms of identification. 

TEMPORARY GRS 11 
Item 4b •,J..""--Destroy~ all issued media have been returned or 

accounted for. 

\l"b14-34 PROPERTY PASS FILES 

Passes authorizing removal of property or materials. 

TEMPORARY GRS 18 
Item 13 ,./,._ 

Gtrc 9:Tff when expized er tevoked, destroy 3 me!t•Li&. ~r~, 
a, I, 3 



KEY ACCOUNTABILITY FILES 

Documents accounting for keys issued for buildings or 

rooms. 

a. Maximum. Security Areas 

TEMPORARY GRS 18 
Item 17* 6',_'"~DestroyA3 years after turn-in of key. 

b. Other areas 

TEMPORARY GRS 18 
Item 171 .J,... 

Destroy:67o:2hs after turn-in of key. 

✓ 014-38 PROPERTY LOSS LEDGERS FILES 

Ledgers accounting for personal property lost or 

stolen from Government facilities. 

TEMPORARY GRS 18 
;,.~ Item 16a oJ.. 

DestroyA3 years aFter final entry. 
_,..,~/~eJ/

014-40 PROPERTY LOSS FILES a.II •,., A., 

Reports, statements, and other documents pertaining 

to the loss or theft of personal property in govern

ment facilities. 

TEMPORARY GRS 18 
Item 16b ,,J.. 

9ttll eff at ezut ef PY. llestroy when l year old. ~•, friA;;t,'3'..L/ 
./O 14-42 !E!_IV!TY SUMMARY/DATA F_ILES iAl/lt.fl> 

Summaries/reports of statistics of crimes reported or 

analyzed in GAO. 

TEMPORARY 

Destroy~Z:'superseded, obsoJete, or no longer needed 

for administrative or reference purposes. 
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/014-44 GUARD SERVICE FILES 

Documents relating to controlling the operations and 

actions of the guard force. Includes round reports, service 

reports on interruptions or tests, and punch clock dial 

sheets, registers of Patrol and Alarms Services, and 

related correspondence with GSA. 

TEMPORARY GRS 18 
IJ~ ~ I .,.1-".,....., ,..t,..t,, * Item 20 J..,. 

s~• af~snd or Pr, desctoy :! years !acer. ~ yAo./
sJ,.J../~17 I~/014-46 COMPUTER SECURITY FILES 

Documents relative to the physical and technical pro

tection of computers including safeguards against the 

unauthorized use of data. 

TEMPORARY 
iit ,,.,.,...0.,-

Destr oyAwhen shperseded, obsolete 

✓ 014-48 SECURITY EDUCATION/TRAINING FILES 

Documents relating to briefings or 

pared for this function for agency 

TEMPORARY 
i'4 "'1.....,.,

DestroyAwhen superseded, obsolete, 

or no longer needed. 

general training pre

personnel. 

or no longer needed. 

✓o14-50 SAFETY PROGRAM STRUCTURE FILES 

Documents relating to the establishment of a structure 

within GAO for the operation of a safety program. This 

includes designations of safety representatives, and 

related positions as well as documents relating to the 

operation of safety organizations within GAO. 
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TEMPORARY 

'" """l"'°"""f
DestroyAwhen superseded, obsolete, or no longer needed. 

/014-52 INTERAGENCY LIAISON FILES 

Document pertaining to coordination with agencies out

side GAO on safety matters. This includes OSHA. 

TEMPORARY 

~~-Cut off at end of FY: destroy 'lriTen- 2 years 41,,d-. 

/414-54 EMERGENCY PREPAREDNESS FILES 

Documents relative to coordination with civil prepared

ness program in the event of an emergency. 

a. Emergency Directives Reference File 

TEMPORARY 

'"' ~DestroyAwh~n superseded or obsolete. 

b. Correspondence relating to administration and 

operation of emergency planning not covered else

where. 

TEMPORARY GRS 18 
Item 27 .J... 

Cut off at end of FY: destroy when 2 years -4Mfle,• ◄ f..,.,. I 
GR O/ Sc),. ...P-

old. a. 1/ iA i/ 
✓ 014-56 FACILITY SELF PROTECTION PROGRAM FILES 

Documents relating to information on plans for evacu

ations and other actions resulting from emergencies. 

TEMPORARY 

i"'":'I~DestroyAwnen tuperseded, obsolete or no longer needed. 

90 



T£MPORARY 

~:t. @ff at e:nd ef FY bestroy wh~n 1 year old. 

SAFETY DRILL FILES 

Doc11ments relating to the sche,iuling Rnd concuct of 

safety drills, such as for fires. 

TEMPORARY 

64!tf! eff ali end 9f i¥; l)estroy when l year old. 

✓014-62 SAFETY INSPECTION & SURVEY FILES 

Surveys and checks of facilities and equirnent, for 

general or specific safety problems and the resulting 

reports. Does not include safety checks conducted in 

response to safety complaints. 

TEMPORARY GRS 18 
Item 10 ..L 

Destroy when 3 years old, or upon discontinuance of ......'a,~;;fr~ I~,I 
facility, whichever 1s sooner. JO 

✓014-64 SAFETY COMPLAINT FILES 

Com plaints from personnel on potential safety hazards, 

and resulting investigations and reports. 

Tl'.;MPORARY 

Cut off at end of FY: destroy when 3 years old. 

,/ 014-66 SAFETY STUDIES FILES 

SpeciaJ studies conducted on safety hazards or problems 

and recol'll!1ended solutions. 
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TEMPORARY 

Cut off at end of FY in which the study is completed· 

destroy Wffl!Tr 3 years ~ _,t.,;a,,..) . 

\/'ol4-68 GENERAL ACCIDENT AND SAFETY REPORT FILES 

Accident reports filed as a result of personal injury, 

property damage, motor vehicle accident, or similar 

incidents. These files may be subdivided by type of 

accident. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

/014-70 MOTOR VEHICLE ACCIDENTS FILES 

Records relating to motor vehicle accidents maintained 

by transportation offices. 

TEMPORARY GRS 10 
Item 5 o.Jc-

Destroy 6 years after case is closed. ..,4.Mpeo 1&., GA-0 / 5d..oJ.. /
ts/ °S" 

vl614-72 MOTOR VEHICLE OPERATION FILES 

Records relating to individual employee operation of 

Government-owned vehicles, including driver tests, 

authorization to use, safe driving awards, and related 

correspondence. 

TEMPORARY GRS 10 
Item 7 o"-

Destroy 3 years after separation of employee or 3 years 

after recision of authorization to operate Government A~x;rs:·.,, ' 
owned vehicle, whichever is sooner. 'l/a.'-1 
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/414-74 ACTIVITY SUMMARY/DATA FILES 

Summaries and reports of statistics on accidents and 

related safety matters. 

TEMPORARY 
; .. IMi~ 

DestroyAwhen superseded, obsolete or no lon~er needed 

for administrative or reference purposes. 

/o14-7n SAFETY TRAINING/EDUCATION FILES 

Documents relating to briefings or general training 

given to agency personnel on safety techniques or 

procedures. 

TEMPORARY 
It'\~ 

DestroyAwhen tuperseded, obsolete or no longer 

needed. 

✓014-78 SECURED AREA FILES 

Records relating to administration and operation of 

secured areas. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

/014-80 PARKING FACILITIES FILES 

Documents relating to assigning spaces, receiving 

monthly payments, issuing monthly stickers, etc. 

a. Card file maintained on each space, containing 

address, phone, tag number, and carpool information. 

TEMPORARY 

i" "'P"'C:,
DestroyJlwhen superseded, cancelled or withdrawn. 
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b. Co pies of checks received for parking fee 

TEMPORARY 

Cut off at end of FY: destroy when 1 year old. 

c. Parking permits 

TEMPORARY GRS 11 

Destroy 3 months after return to issuing office. 

d. All other documents not covered by a, band c 

Item 4a 6,1._ / 
~ t;Ao/ S ck,,.t.

u,/ 4()\,. 

above. 

TEMPORARY 

Cut off at end of FY: destroy when 1 year old. 

or when no longer needed for administrative or reference 

purposes, whichever is applicable. 
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015 OFFICE OF THE COMPTROLLER GENERAL 

[Also included are the records of the Deputy CG, Assistant 

ad hoc offices, such as the History Office set up by CG.] 

015-02 NUMBERED MEMORANDA OF THE COMPTROLLER GENERAL FILES 

These memoranda are initiated in the Comptroller General's 

office where the record copy is retained and filed numerically. 

(NOTE: Record copies of CG's correspondence initiated by 

other offices/divisions are retained in the initiating 

office/division's director's files and are scheduled 

separately. 

PERMANENT (ECV lcf 

Cut off entire file at CG's appointraent; 

transfer to GAO Record FARC at 

end of FY; offer when 20 years old. (In 5 year 

increments) 

015-04 LOG OF COMPTROLLER GENERAL'S NUMBERED MEMORANDA FILES 

Log of numbered'rne~oranda signed by the CG, maintained by 

the CG's secretary, arranged chronologically and con

taining subject summaries. 

trans fer to GAO 

increments) 

l/12cf 

to NARS when 20 years old. 

) 

CG's appointment; 

transfer to F.\RC at 

(In 5 year 
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of the Co,?troller Ge~eral of the Cn1ted States. (~OTE: 

Copies of the Annual Report of the Comptroller General 

are sent to OISS for entry into the GAO Docuoents Data 

Base and microfilmed as a part of the permanent micro

fiche set of GAO Documents, -Q.71 12rf 
a:;3_o6-:) 

TEMPORA.RY II-~-rn-3536 
Item ~fo. la (s...,..) 

Cut off 1 year after close of the fiscal year covered 
.A,~4t J..,._! 

by the report; destroy 1 year later. Glto/ s~J 7 /1 
015-08 GAO REVIEW WORK.PAPER FILES 

Workpapers created in the preparation of the GAO Review. 

(NOTE: Copies of the GAO Review are sent to OISS for 

entry into the GAO Document Data Base and microfilmed 

as a part of the permanent microfiche set of GAO Documents, 

'811 12-w) 
()1,,3.0/,,,t,.,. 

TEMPORARY 

Cut off at the close of each volume; destroy when 1 

year old. 

015-10 INTERNATIONAL VISITORS 

' These files consist of general correspondence between GAO 

and other countries, international organizations, other 

government agencies, international liaison, foreign embassies, 

etc., concerning possible visits to GAO and participation in 

GAO programs. 
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'iEMVO£f\-(U( 

C~t off t:\t ~~ ~f FY; J.t5troy w.'t-e11 , ye-.rs «> ttA, 

Docu,:ients relating to participc1tion in the L\FP. The program 
.. 

supports professional growth of auditing organizations in 

deueloping countries. Ten candidates per year are selected 

by ~qe CG from nominations mad: by their Auditor General to 

partici~ate·in the 3 month program that co~bines classr0om 

learning and direct experience. Documents include nominations, 

selections, requirements for acceptance, and related papers. 

TEMPORARY 

Cut off at end of FY; destroy when 6 years old. 

015-14 SPECIAL ORGANIZATIONS AND PANELS 

Documents relating to the deliberations of gpgeni~atiefts 

r-eqttiring St.:O' s part tc!pation. J;ncludes documents relat 

ing ta the CG's Consultant Panel and to GAO's participation 

in International Organization of Supreme Audit Institutions 

( INTOSAI),. ac udl. as t:ke quarterly poblicaHefl., International 

JaJJ.rna l of Go.::,i:.er1'iment Auditing arrauge4 sub-j-ecti:vely and 

~olegically ana Maintained in the Office of the Assistant 
Records of.~ CG 1s Cc-i'lsL1.~t t'cv"'-'l.l ~ 

CG for Policy and Programming. a.rr~ee;,l., c\Ho-,1.01°~1,c..l\!j 1 .eecorc;l.s of' (I\JTOSAI 
a.re e...-~e.J. '°.:f 

W$t01'\:i, Al\~J ~ Sw\. _,)erl;\., 
a. Records, includingAminute~ a-Re- proceedings, docu-

menting GAO' s participation/'!i.l:Ld. contribution) ti-...J. '1V\.volv~ 

3c\" t:, 11 /'1,., 
PERMANENT (ECV ~ EAA *£ ~ 

Cut off at end of FY; transfer to FARC when 5 years old; 

offer to NARS when 20 years old. (In S year increments) 

0 
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Cut off at end of FY; destroy when sup~rs~ded ur no 

longer needed for reference purposes. 

015-16 SPECIAL GUEST FUND FILES 

Documents related to the expendit1re and control of funds 

appropriated to defray expenses for lunches/dinners for 

guests and gifts to foreign countries. Includes Standard 

Form 1034, Voucher for Purchases of Services Other than 

Personal and GAO Form 319 which shows previous balance 

and amount left in fund. Original SF 1034 (official 

copy) is sent to OBFM. 

TE~PORARY 

Cut off at the end of FY; destroy when 2 years old. 

015-18 STAFF LUNCHES FILES 

Copies of memoranda sent to division directors 

assign their respons· ilities for staff lunch uests. 

Includes copies o memoranda sent to attend es of 

staff lunches; flocuments regarding the 

and related 

at end of FY; 

w-i,,~ 
3/:1;/g.Y 

k~ 
~~ 

01s- .20 

/(71', 

5--
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---- --015-20 GUEST SPEAKERS/LUNCHEON TOPIC FILES 

Copies of memoranda listing the guest speaker and the 

topic of speech for CG Staff Luncheons: maintained in 

the Office of the Assistant Comptroller General for ., 

Administration: arranged chronologically. 

PERMANENT (ECV _!__/i_~cf EAA 1/ 12c~_) 

Cut off entire file and transfer to GAO Records 

Holding Area at termination of Comptroller General's 

apF<)intment: transfer to FARC at end of FY: offer to 

NARS when 20 years old. (In 5 year increments) 

015-22 SPEECHES FILES 

Copies of the speeches of Comptroller General, Deputy CG 

and Assistant CG. 

TEMPORARY 

Destroy when no longer needed. 

(NOTE: Copies are sent to OISS for entry into the GAO 

Document Data Base, and microfilmed as a part of the 

permanent microfiche set of GAO Documents 071 12.) 
OC:,3-(X,cJ 
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1oa..b 

015-24 

other GAO 

include records collected, created, or ex

files for, or during the projects 

established o compile historical accounts of the func

and/or its components, covering the entire 

GAO's existence. Records may 

consist of of correspondence, memoranda, speeches, 

testimony, , organizational charts, interview 

notes tapes, trip reports, memoirs, etc. 

These files include: 

a. History Report 

The record of finished rei::ort of the history 

for which the 

the successive substantive 

revisions. ronologically within each 

chapter of 

report and maintained by he History Project Of

fice. 

PERMANENT (ECV lcf additional accumu-

lation by completion of 

at end of FY when 2 years old, 

of the Project Office, 

to NARS when 20 years old. 

or u n the closing 

whichever is 
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ports, 

ound and workpaper files. 

extracted from other GAO files, trip re

terview notes and transcripts, oral 

r created for or during the project, 

and maintained by the 

Dispose of as follows: 

(1) cited in the history 

report: History Report Files 

PERMANENT Estimated additional 

accumulation by co pletion of project 4cf) 

to GAO Records Holding Area 

at the completion of he project; transfer to 

5 year increments) 

(2) Oral History Tape 

venience to take notes, may bee 

after the notes 

verified.) 

10 I 



(!:.CV 2cf Esti.rvito:::d dddi.t1.onal 

Cut off 

Area at 

on by coMpletion of project 2cf) 

transfer to GAO Records Holding 

completion of the project; tEOA@fer 

offer -ee-
11' ... .I.-~ J 

i-Rcr e,aents) 

(3) Records elsewhere and not cited 

in the History 

TEMPORARY 

Cut off at tion of the project; destroy 

~ 1 year~. 

(4) Records not ated elsewhere nor cited in 

the History Report. 

TEMPORARY 

Cut off at the completion he project; transfer 

~~"'"" ~ea.•...-1 °i ~~ 
to FARC at end of FY or upon the 

closing of the Project whichever is sooner; 
10 ~ ~ C.......""-"fMWJA.·....... -I~ 

destroy •eft lQ ,cars old, in the meantime, 

these records have been or used for another 

project; if so, follow the requirements 

of the new project. 

ss, 
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015-24 DJTERNAL HISTORY PIIE 

This file consists of records collected, created, or extracted from other 
GAO files for the project established within GAO to compile the internal 
history GAO 1966-1981: An Administrative History. The book, which was 
published by GFO, is a record of the development of GAO from 1966 to 1981, 
the period during which Elmer B. Staats was Comptroller General. Records 
includ.e copies of correspondence, menordnda, speeches, clippings, artjcles, 
testimony, reports, organizational charts, interview notes, oral history 
tapes and related transcripts, trip reports, memoirs, etc., in the following 
series: 

I c.c,,, oF "fN. rlA-blis""- h,siot~., pl1-ts 
a. j\The final draft (ca. December 3, 1980) and the first complete manuscript 

(ca. October 2Q, 1980) from which the final draft was compiled. 
Arranged by date. Ca. 5". 

PERM;,NENT. Transfer to FARC upon completion of project. Offer to NARS 
20 years after completion of proJect. 

b. l•.lritten comments of Comptroller General Staats and Deputy Comptroller 
General Heller on the October 29, 1980, draft. 
Arranged by reviewer. Ca. 5". 

PERMA.:.\IEJIJT. Trdnsfer to PARC upon completion of proJect. Offer to NA.RS 
20 years after completion of project. 

c. Background and workpaper files 

(1) Source documents extracted from other GAO files, trip reports, 
memoirs, and other materials collected during the project, and 
used in the history. Arranged in folders by chapter, thereunder 
by chapter topic. Ca. 5 cu.ft. 

PERMANENT. Transfer to FARC upon completion of proJect. Offer 
to IJARS 2C years after completion of proJect. 

(2) Collection of Comptroller General Statements, 1966-1975. 
Arranged chronologically. 1 cu.ft. 

PERMAl-.JENT. Transfer to FARC upon completion of project, Offer to 
r-JARS 20 years after completion of proJect. 

(3) Interviews 

',Jritten interviewes with GAO officials and others related to 
GAO. Arranged by name or interviewee. Ca. 611 • 

PERMANENT. Transfer to PARC upon completion of project. Offer to 
NARS 20 years after completion of project. 

(Lf-) Oral history tapes and related transcripts. 
Arranged by name. 65 tnpes. 4" of transcripts (generally, 
only the tapes of Staats have been transcribed.) Talks with 
Elmer Staats and other present and former top GAO officials. 
_,;ost tapes are of ::liscussions with Staats. Not all tapes have been 
transcribed. Tapes include much information that was not included 
in the final draft. 



• 

PERMANENT. Offer to NA.RS 5 years after complet1on of project or when no 
longer needed, whichever ia sooner. 

(NOTE: which were prepared only as a convenience to take notes may be 
erased or reused after the notes have been transcribed and verified.) 

(5) All other records 

Destroy in agency when project is completed, or return to office which 
provided materials. 

NOTE: For other internal histories which may be done in the future, submit 
SF 115 for individual appraisals. 
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020 POLICY AND PROGRAM PLANNING 

[These records relate to the development of agency-wide policy, 

accounting and audit standards, and the planning or formulation of 

GAO programs. Also included here are the records relating to the 

Freedom of Information Act.] 

021 Policy Files 

022 Program Planning Files 
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021 POLICY FILES 

(These files relate to development and maintenance of the Comprehen

sive Audit and Report Manual formal review of the GAO reports before they 

are approved by the CG for issuance and FOIA.) t> I 
MANiAAL ..,,,,J. Gt.ne.~\ f"oli~ .MAM"'"" ,,..,.,,J.. 

021-02 COMPREHENSIVE AUDIT,1,AND REPORT MANUALl.-.:5 ' 

• n\(lW\ "°'Is°'• Record set including a copy of the ..finisher.._ "'l!'etit:tet as 

well as superseded, revised, or cancelled sections. 
Vol\ln.c., b~ V\'\A.viv-.1, ~re-wt.er 

\ Arranged.num.ericallykaaa maia~aieed is &Ae Q;fiQe of 
' ~ ...,;,.., v. '1!:) ~.,,.\ su-'4-"I n1., is °""' 'i wk.rn-.1 GAO ~AIIIIM4f ~ 

• _. (lflf;i) Jl.elte,. The Comprehensive Audit Manual)lcontains the offi-
""""' ht,....,.fc, b 
~ Ir~1 'I•~• cial policies and standards for conducting audit studies n..... •~~ u 14., ...f Jl/o ~ ~ a~ rniJ~ ,,.., ,-o 
~ and issuing audit reportsj~ ~ Poli"" ~IJ\is°'"\ &A.cce.sso~ ._. 
;,~1~-t , ,,....ls C ,G ~ CoW\.pr~~~,11e. A~J.-,t~~ Repor+ )-f-.u11.I~ 

f/. p.~~.~il- ?'f_ PERMANENT (FOP £Oaf HM l!OcO A I ff'._J~·-:~. ..,._,,-. ._........_~.....- - 75'·
3 II.ui.cA wl..,. 

-,,~0 
1 

p., Cut off at end of FY; transfer to FARC when 5 years old; 
w.fAl.•4,I-J~ 

~,t 4MoC.. offer to NARS when 10 years old. (In 5 year increments) 
~. l>, BtAOka ,...,.t1d,. ... wpr-~:.~-' p~ec-~ &f ~ W\~11a.ls - 1:>es+n1.t..a 
~~ f&.,p,1{~/ 021-04 REftt·N(~=·r~s~~

1
~T o1~oMP!&HENSIVE AUDIT MANUAL AND··-:, 

~.~ REPORT MANUAL FILES 
,o,5g ;,o, ~ l~, 

,, _1 (~ Reference copy of the Comprehensive Audit and Report Manual 
t/ ~- ~ 

containing latest changes and updated material.~°1 
~· TEMPORARY 

'"" .,.."41Destroy individual sectionsAas they are superseded, dis-

continued or cancelled. 

021-06 SPECIAL POLICY PROJECTS FILES 

Documents relating to the development of policy matters 

including workpapers and backup files (includes working 

notes, drafts and related correspondence). 
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Cut off at the end of FY in which proJect is completed; 

destroy when no longer needed for administrative or 
10 ~ o.f::b,v ~ ;.._, ~ .> 

reference purposes, or,1wheR 10 years old whichever is 

~ c..«, s~. 
S.OQQ@P .. 

REPORTS REVIEW FILES 

A chronological record of all GAO reports received 

by the Office of Policy for review. 

TEMPORARY 

E'Mt: Qff uban. le~ is eSHlf!letes; ti>estroy 2 years 

-
after the last entry in the log. 

J 021-10 REVIEW COMMENTS ON GAO REPORTS FILES 

Comments on GAO Reports including Office of Policy's copy 

of GAO Form 1~7 and related documents. 

a. Form 1~7 or equivalent maintained by Office of 

Policy 

TEMPORARY 

Cut off at end of FY; destroy 2 years later. 

b. Record copy 

TEMPORARY 

Retain with Master Report Folder (See 073-12). 

c. Background and other documents 

TEMPORARY 

Cut off at end of FY in which report was issued; 

destroy when 5 years old. 
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RC:VlEW COPIES OF GAO REPORTS FILES 

Reference files of GAO reports reviewed by Office of 

Policy. 

TEMPORARY 
in "4f'lllc:J 

DestroyAwhen no longer needed for administrative or 

reference purposes by the Office of Policy. 

✓021-14 POLICY WORK PROJECTS FILES 

Office of Policy's projects other than those reviewing 

reports and not related to the Comprehensive Audit and 

Report Manual. 

TEMPORARY 

Cut off at end of FY in which project is closed/completed; 

destroy when 3 years old. 

/421-16 FREEDOM OF INFORMATION ACT (FOIA) 
REQUESTS FILES 

Files created in response to requests for information 

under the 4 C.F.R. Part 81 "Public Availability of 

General Accounting Office Records," consisting of the 

original request, a copy of the reply thereto, references 

to related supporting files, and control documents. 

'FEHPORl.::Ri 

-0ut off at "€lid of FY, dest:o; WMCl'l di )'8iUo1i ala 

Se.e. G~.......1 Reeords SJ..eci 1.4,/,e.. 111, ~ It-., l"'f, II" 
IC,1 ~.,t_ ,;,o 

~or Afpro,-,.)...,'le, 

oli .s.po S1""} 014$ 
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022 PROGRAM PLANNING FILES 

(These files relate to the agency-wide planning of GAO's programs and 

issue areas.) 

/ 022-02 PROGRAM PLANNING POLICIES AND PROCEDURES FILES 

Methods and procedures for establishing, maintaining, and 

implementing programs required to carry out the assigned 

responsibilities and mission of GAO. Also includes records 

relating to planning function in GAO and PPMA files. Ar-

ranged chronologically and maintained by OPP. 

PIMtthltNEH'f (ECV 20cf EAA 4cf) 

Cut off at end of FY when superseded. revised, cancelled . 
,,.plv ~ c.11 -.J I ~...x,u_.J_, I ~ lfA.A.J 

or obsolete; transfer to FARC neR 5 years~ eiiN i.e ,,_ ~; 
~....,.fl""'•.A.Jl,.a:tc.,. bes~ 

Nldt9 •heir 20 years~ (In 5 year increments) 

/022-03 BUDGET CO'MMITTEE MEETING MINUTES 

Minutes of the Budget Committee Meetings relating to the review 

of organizational and program resource requirements for budget 

formulation, staff year resource allocation and budget status, 

and CG's statement for appropriation hearings. This file is 

maintained chronologically in the Office of Program Planning. 

PERMANENT (ECV 2/12cf EAA l/12cf) 

Cut off at end of FY; transfer to FARC when 5 years old; offer 

to NARS when 20 years old. (In 5 year increments) 
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✓022-04 PROGRAM PLANS FILES 

Geptes of ~ecords relative to division program plans, 

including OPP's input to division program plans and PPC 

deliberations, ~ ~ ~ ~ • 
<¼-~~. b ,,. 

a. Program Plans.A Files Arr-AM-qe.l ~ f\~ "'b ~ ~' 
'~~- d.~~. 

PERMANENT ~ECV__..,.. E.AA •/11ei') 
( 1q71f. p,..w,-,,1) .. 

Cut off at end of FY when superseded, revised, 

cancelled or obsolete; transfer to FARC~ 
~ ~ I • ~ ~+(.

5 years~ offer to NARS .lllhett-20 years~ 

(In 5 year incrementa) 

.• ,b.. Supporting and background materials ~ ~~ , 

TEMPORARY 

Destroy when the corresponding program plan file 

is cut off or when no longer needed for reference or 

administrative purposes~ :..L. ~~- ,, G;,4 l),...h,_~ 
11 

/ti~:,~~~~~~~-+<- ~-~ 
✓022-0~__ PLANNING/BUDGETING FI~S . _ __ ~ (J(p '3, /J l:, ~ ~ ~,. 

_ Documents :e.lated to t~ implementation of GA0 1 s programs 
~ ·, 

and the ., projection of resources r~quired• 
.«!" 

TEMPORARY 

Cut off at· end of FY; destroy when 5 years old. 

/o22-08 ASSIGNMENT REVIEW FILES 

Records relating to assignment reviews including agenda 

and minutes of the Assignment Review Group meetings. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 
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COORDINATION WITH OTHER LEGISLATIVE 
BRANCH AGENCIES FILES 

Files containing data, memoranda, and correspondence re

lating to GAO's coordination of its programs with Con

gressional Research Service, Office of Technology Assess

ment, and Congressional Budget Office, including Research 

Notification System instructions and recorfts. 

TEMPORARY 

Destroy;"w~perseded, obsolete or no longer needed. 

022-12 ISSUE AREA PILES 

o longer needed. 

✓ 022-14 SPECIAL PROJECTS AND STUDIES FILES 

Documents relating to projects analyzing office-wide job 

management and similar projects. 

TEMPORARY 

-~ Cut off at end of FY in which the project was closed/ 

completed; destroy""ift!le'ft'3 years..♦.1:4-r ~ ~~/~ • 

. ,.. 
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030 BUDGET AND FINANCIAL MANAGEMENT 

[Records dealing with finance and fiscal functions of GAO. It does 

not include office housekeeping copies of finance records maintained by 

individual offices incidental to an office's primary function. (NOTE: 

No record should be destroyed if involved in claim by or agaiDISt the gov

ernment unless the claims have been settled and the retention requirements 

satisfied.)] 

031 Budget Planning Files 

032 Travel Accounting Files 

033 Payroll Files 

034 Accounting Files 
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031 BUDGET PLANNING FILES 

(These are the official files of agency-wide budget planning and re

source activities). 

031-02 BUDGET POLICY FILES 
Gl<S s/1

64+'ice. ,,.,._,
The 8Hicc er BudgetA,md Flna::c±dl l'!attageiherit (0BFH:) Files 

.ANf'~documenting agency policy and procedures governing budget 
t;1+0/~/ 

administration, and reflecting policy decisions affecting 11/1 

expenditures for agency programs. Arr-. b!j b""'1~et- '1eA-r• 

PERMANENT (ECV lOcf EAA 1/2cf) 

Cut off at end of FY when superseded; transfer to FARC 
"'-krs I~.

-w.lileil 5 years eJ.4..; offer to NARS ;;b90 20 years -EM:4,. 

031-03 SPECIAL BUDGET STUDIES AND LONG TERM PLANNING FILES 

a. Special studies on budget issues, budget projects, 

and related records. 

TEMPORARY 

Cut off at end of FY in which the study is com

pleted; destroy when 5 years old. 

b. Five years or other long term plans for agency's 

budgeting of programs. 

TEMPORARY 

Destroy when superseded, obsolete or no longer 

needed for reference or after 3 years as appro

priate. 

031-04 BUDGET ESTIMATES AND JUSTIFICATIONS FILES 

a. Copies of budget estimates and justifications 
-&.!.~~ 

prepared or consolidated in~ for su~mission to 

I I l 



the Congress. Included are appropriate language 

sheets, narrative statements, and related schedules 

and data. 4'(U-'4>-oJ,...., 

G,Ao/Sd4/IPE~T (ECV 70cf EAA 2cf) ,, ~ 
>- -~~'fL.,_~, 
Cut off at end of F1,\ transfer to FARC when 5 years 

- ~s~ 
old. ~___.N-/d{S when 20 years old. ~ 

i~ 

/b. Working papers and background materials 

TEMPORARY 

Cut off at end of IT covered by the budget; 

destroy 1 year later. 

~31-06 BUDGET CORRESPONDENCE FILES 

Correspondence files pertaining to routine administration, 

internal procedures, and other matters not covered else

where in this schedule. 

TEI1PORARY GRS 5 
Item 3 J... 

Cut off at end of FY; destroy when 2 years old. 
N f~~t(s~/ II/

BUDGET BACKGROUND FILES .3 

Working papers, cost statements, and rough data accumu

lated in the preparation of annual budget estimates, 

including duplicates of papers described in item 031-

04b. 

TEMPORARY GRS 5 
Item 4 ~ 

Cut off at end of FY; destroy 1 year after the 

A--· T~ f;;jscW-/close of the fiscal year covered by the budget. 

II /LJ 
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~31-10 BUDGET REPORTS FILES 

Periodic reports on the status of appropriation accounts 

and apportionment. 

a. Annual report (end of fiscal year) 

TEMPORARY GRS S 
Item 5a G.t... . 

Cut off end of FY; destroy when S years old. .A-'•~h.. GJio/~) 
"IS-ta 

b. All other reports 

TEMPORARY GRS 5 
Item Sb oJ... 

Cut off end of FY; destroy when 3 years old. ....,..,..~ 6Ao/Sd,.,,J,/ 
11/S~

/ 031-12 BUDGET APPORTIONMENT FILES 

Apportionment and reapportionment schedules, proposing 

quarterly obligations under each authorized appropriation. 

TEMPORARY GRS 5 
Item 6 J.. 

Cut off end of FY; destroy ¥heft, 2 years~ ~
~'tt-/~~/I 

II " REPROGRAMMING AND SUPPLEMENTAL FILES 

Documents relating to requested additions, changes, or 

adjustments to approved budgets. 

TEMPORARY 

Cut off end of FY; destroy when 4 years old. 

J 031-16 MANPOWER AUTHORIZATION FILES 

Records pertaining to the allotment of personnel slots 

in GAO and the management of staff years. 

TEMPORARY 

Cut off at end of FY; transfer to FARC when S years old; 

destroy when 15 years old. 
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032 TRAVEL ACCOUNTING FILES 

(These files are related to the accounting of funds in connection with 

travel by GAO employees and transportation services. Also included here 

are the accounting files relative to the control of imprest monies.) 

~32-02 TRAVEL ORDER FILES 

Travel order files arranged by travel order number, 

blanket travel orders, trip authoriza-

tions, and GAO Form 176 or equivalent{!~~ ;//4<.1,; 
TEMPORARY ~ GRS 9 

Item 4a oL : 
Cut off at end of FY; destroy when 3 years .......,.-;;:fy.s~ I I'/I 
old. . "#-

✓032-04 TRAVEL FILES GRS 9/.yA, 
o,,LTravel vouchers and related supporting documents, main

tained by name of traveler. ~~/ 
TEMPORARY t'-1 / t/ A.. 

Cut off at end of FY; destroy when 3 years old 

or after audit, whichever is sooner. 

/o32-06 ADVANCE OF TRAVEL FUNDS FILES G~S 9/ '/A. 

Documents relating to the advancement of funds for travel, ~ 

including any supporting papers. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old 

or after audit, whichever is sooner. 

✓032-08 TRANSPORTATION REQUEST FILES 

Transportation requests and related supporting documents, 

including vouchers, tickets, listings, etc. 
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TE:•1PORARY 

Cut off at end of FY; destroy ~hen 3 years old 

or after audit, whichever is sooner. 

\/()32-10 TRAVEL AND TR.AJ.~SPORTATION SERVICE FILES 

Documents relating to transportation and travel serv

ices not described elsewhere, including vouchers for 

use of freight forwarders, temporary storage of per

sonal affects and similar material. 

TEMPORARY GRS 6 
Item 1 oJ,..

Cut off at end of FY; destroy 6 years and 3 months 

later. 

/o32-12 CASHIER DESIGNATION AND IMPREST CONTROL FILES 

Documents designating (or requesting designation of) 

cashiers changes in imprest funds, and related docu-

ments controlling imprest monies. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old or 

after audit, whichever is sooner. 

032-14 TAPE MASTER FOR TRAVEL AND MISCELLANEOUS 
PAYMENTS SYSTEM (TAPEMAST) 

This magnetic tape file is a continuous collection of 
~N~ ~'Y all vendors maintained by purchase order number and 

I\~ amount, any payment received from or made to that ven-

dor, and the charged division. The file contains such 

data elements as the purchase order number, vendor 

115 



number, budget object class, appropriation, division, 

obligation, and payments. 

TEMPORARY 

The tape is updated daily and each tape is maintained 

for 180 days. 

032-16 SUSPENSE TAPE FOR TRAVEL AND MISCELLANEOUS 
PAYMENTS SYSTEM (TAPESUSP)

?'&Y This magnetic tape file links the Vendor's Master kecord 

rJ /\~-.;' to the Travel Voucher Master Record by a common transpor

tation request number. Important data elements include 

transportation request nUlllber, vendor identification, 

social security number, travel order number, division and 

responsibility area, budget object class. job code, 

appropriation, original batch, batch last action, trans

portation request amount and travelers last name. 

TEMPORARY 

The tape is updated daily and each tape is maintained for 

180 days. 

032-18 VENDOR FILE FOR TRAVEL AND MISCELLANEOUS 
• !!.YMENTS SYSTEM (TAPEVEND)

.,$"~'\1- This magne<tc tape file contains vendor names and addresses 

/Y 1\\11'~ controlled by a vendor number. The file contains such data 

elements as the vendor number, social security nunber, vendor 

name, vendor address. date established and last action date. 

TEMPORARY 

The tape is updated daily and each tape is maintained for 

180 days. 
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032-20 STATISTICS FILE FOR TRAVEL AND MISCELLANEOUS 
PAYMENTS SYSTEM (TAPESTAT) 

}1 This magnetic tape file accumulates travel statistics for 

~~\~t the monthly travel costs and statistics report. The file 

contains such data elements as appropriation, division, 

budget object class, miles, mileage amount, per diem days, 

and date of last action. 

TEMPORARY 

The tape is updated daily and each tape is maintained for 

180 days. 
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033 PAYROLL FILES 

(These files relate to the pay, leave, and allowance records for GAO 

employees.) 

/033-02 INDIVIDUAL ACCOUNTS FILES 

Individual earning and service cards, such as Standard 

Form 1127 or equivalent. 

TEMPORARY 

Transfer to the National Personnel Records Center (NPRC), 

St. Louis, Missouri. 

(a) If filed in official personnel folder (OPF) or 

in individual pay folder adjacent to the OPF, 

destroy with the OPF. 

(b) If not in or filed adjacent to the OPF, destroy 

56 years after the date of the last entry on 

the card. 

033-04 EMPLOYEE MASTER PAYROLL FILES 

~ This ~agnetic tape file consists of personnel data on all 

..l~(L,¾.tf' GAO employees. Some of the data received is in the 
r ~..," 

form of personnel actions such as promotions. It also 

includes step increases and mailing addresses for pay. 

Contains data elements reflecting social security number, 

name, state and Federal tax deductions, salary rates, 

leave data, position and occupation data, classification 

data, and appointment and allotment infor~tion. 

GRS 2 
Item 1 ~ .. ,........,,... 

G"O /SJJ.A/..sj_,, 

I 18 
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TEMPORARY 

Tapes are updated every pay period. When personnel are 

separated they are transferred from current tapes to the 

Employee History Payroll Files. Data on separated 

employees is maintained for 2 years after separation. 

033-06 EMPLOYEE HISTORY PAYROLL FILES 

The magnetic tape file contains payroll information on 
~ 

~JJ~~ll employees employed by GAO. The file contains such 

~ data elements as name, social security number, pay period 

number and date, State and Federal deductions, leave 

usage and balances and charges to object class codes for 

accounting purposes. 

TEMPORARY 

This magnetic tape history file is updated every pay 

period. When payroll data becomes 2 years old it is 

dropped from the new history tape. The old history tape 

is maintained for an additional 365 days. 

PAYROLL CORRESPONDENCE FILES 

Correspondence files maintained by payroll unit pertaining 

to payroll preparation and processing. 

TEUPORARY 

Cut off at end of FY; destroy when 2 years old. 

/033-10 TIME AND ATTENDANCE REPORTS FILES 

Forms such as GAO Form 484, 485, Form 14 or equivalent. 

Payroll preparation and processing copies. 
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(NOTE: For other copies, see Oll-72 under Office 

Administration) 

TEMPORARY 

Cut off at end of CY; destroy after GAO audit or when 

3 years old, whichever is sooner. 

/o33-l2 INDIVIDUAL AUTHORIZED ALLOTMENTS FILES 

U.S. Savings Bond Authorization, Standard Form 1192 or 

equivalent, and authorization for individual allotment 

to the Combined Federal Campaign. 

a. If record is maintained on earning record 

card. 

TEMPORARY 

Destroy when superseded or after separation of 

employee. If employee transfers within an agency 

or between agencies, these authorizations/must 

also be transferred. 

b. If record is not maintained elsewhere. 

TEMPORARY 

Cut off when superseded or upon separation of 

employee; destroy 3 years after supersession 

or 3 years after separation of employee. 

/033-14 BOND REGISTRATION FILES 

Issuing agent's copies of bond registration stubs. 

TEMPORARY 

Cut off end of FY; destroy when 2 years old. 
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GRS 2 
Item 3a o-Jt. 

~;/,.'t;.:;r)dl./s/1tA 

GRS 2 
Item 4a(l) o,,,4.. 

~ f!•te.J.&o/
Gllo/s~/

S/RPl.,,(1) 

GRS 2 
Item 4a(2) oJ,._ 

....,AA .... 

G,ttoI .sJ.J. / 
r/1111.(~ 

GRS 2 
Item 5 ~ 

,O.C.,pe11.e..lao,, 

~ Ao /j J.J..} 
.S, .ilO 
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/o33-16 BOND RECEIPT AND TRANSMITTAL FILES 

Receipts for and transmittals of U.S. Savings bonds 

and checks. 

TEMPORARY 

Destroy 3 months after date of receipt. 

BOND PURCHASE FILES 

Reports and forms of deposits and purchases of bonds 

with related papers. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

/033-20 LEAVE RECORD FILES 

Leave record cards maintained separately from pay and 

earnings records, including SF 1130 when used as a leave 

record. 

a. Pay or fiscal copies 

TEMPORARY 

Cut off end of FY; destroy when 3 years old. 

b. Other copies 

TEMPORARY 

Destroy 3 months after the end of the period 

covered. 

LEAVE DATA FILES 

Records of leave data, such as SF 1150, prepared except 

as noted in the Federal Personnel Manual, 293-A-3. 

a. Original copy of SF 1150 
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GRS 2 
Item 6 o,h. 

41•~-nd.A-4, 
fl.Ao/ s~/

..s/..11 

GRS 2 
Item 7 -It. 

...,r•~•~~1d.&JIs/~,. 

GRS 2 
Item 9a oAr_ 

_.,. p1, ...Je., G70 /Srk,J/ 
s ~., "'-

GRS 2 
Item 9b 6-4,. 
~f1&.-4eA,,... 

r, 1+0 / sJ,..,,,J./
5/ ~'I l, 



TEMPORARY GRS 2 
Item lOa oA:., 

File on right s~de of official personnel '\ 
Au~~td.4/folder(AC.L, ~ OSl-02 6/ ~ ~~c.&7 sJa.sA,., 

b. Agency copy 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

Jo33-24 NOTIFICATION OF PERSONNEL ACTION FILES 

Copies of SF 50 or equivalent for use in payroll 

administration, not filed in the Official Personnel 

Folder. 

GRS 2TEMPORARY CP"'1 rt,~~> 
Item lla o-/_ 

Cut off end of CY; destroy when related pay records ......,...,J.,., 
G. ftoJsckJ,/are audited or when 3 years old, whichever is s 1a,A. 

sooner. 

/033-26 PAYROLL CONTROL FILES 

Payroll control registers such as SF 1125A. 

TEMPORARY GRS 2 
Item 14 ~ 

Cut off at end of CY; destroy after audit or when 

3 years old, whichever is sooner. 

/033-28 PAYROLL CHECK LISTS AND CERTIFICATION FILES 

Memorandum copies of payrolls, checklists, and related 

certification sheets, such as SF 1013, SF 1128A, or 

equivalents. 

a. Security copies of documents prepared or used 

for disbursement by Treasury disbursing offices, 

with related papers. 
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TEMPORARY 

Destroy after the second subsequent payroll 

or checklist covering the same payroll unit 

has been received. 

b. All other copies 

(1) If earning record card is maintained. 

TEMPORARY 

Cut off at end of CY; destroy after audit 

or when 3 years old, whichever is sooner. 

(2) If earning record card is not maintianed. 

TEMPORARY 

Transfer to NPRC St. Louis, Missouri, when 

3 years old; destroy when 10 years old. 

PAYROLL CHANGE FILES 

Payroll change slips, exclusive of those in Official 

Personnel folders. such as SF 1126. 

a. Copy used in audit. 

TEMPORARY 

Cut off at end of CY; destroy when related 

pay records are audited or when 3 years 

old, whichever is sooner. 

b. Copy used by disbursing officer in preparing 

checks. 

TEMPORARY 

Destroy after preparation of check. 
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Item 13a ole.. 

~A~I.sfa.le;,., 

GRS 2 
Item l3b(l) o,,k_ 

~ 
GFto/srJ..J,/ 

S/o>.Blc,r 

GRS 2 
Item 13b(2) o-A,,. 

..44-•f&A#• .. /l•o.., 
C.Ao/ x.£.J./ 

~/;J..'lll-.) 

GRS 2 
Item 15a o-1,_ 
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-----

c. All other copies. 

TEMPORARY 

'69• e.fi et: eRei ef eaeft meath, Destroy l 

month after the end of the pay period. 

FISCAL SCHEDULE FILES 

Memorandum copies of fiscal schedules used in payroll 

processing. 

a. Copy used in audit 

TEMPORARY 

Cut off at end of CY; destroy after audit 

or when 3 years old, whichever is sooner. 

b. All other copies 

TEMPORARY 

after the end of the pay period. 

/033-34 ADMINISTRATIVE PAYROLL REPORTS FILES 

Administrative reports, statistics and data relating to 

payroll operations and pay administration. 

a. Reports and data used for workload and personnel 

management purposes. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

b. All other reports and data 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

GRS 2 
Item lSc ..J.._ 

~ ~,1c-,.lc0,s.:::/; ~/ 
ol1 e. 

GRS 2 
Item 16a <,J_ 

...,,..._cJ..c,. G/10/ ~/ 
s I '3c e-.:._ 

GRS 2 
Item l6b o,/,.... 

,._,tae◄ .ec.l ... 
<. tto I.s~ I 

s/3ob 

GRS 2 
Item 17a o,,,k_ 

..,....,.,r, ◄ .. '-~ , 1+0/.s~ 
.S}3IC\. 

GRS 2 
Item l7b o,,I,.... 

,A.. ,...... ◄ 1 -1..• .., 
G ItoI Se). -.I.I 

s/31.I, 
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TAX FILES 

Withholding tax exemption certificates, such as Internal 

Revenue Form W-4, and similar state tax exemption forms. 

TEMPORARY GRS 2 
Item 18a o-k,. 

Cut off at end of CY; destroy 4 years after form is ~pu._c....,. ✓-
(i, A-oI .se,l,..,J . 

superseded or obsolete. $,~~ 

/o33-38 INCOME TAX RETURN FILES 

Returns on income taxes, such as Internal Revenue 

Form w-2. 

TEMPORARY GRS 2 
Item 18b o-1..,. 

Cut off at end of CY; destroy when 4 years old. 
~~/

/033-40 TAX REPORT FILES $-/3) 

Reports of withheld Federal taxes, such as IRS Form W-3 

with related papers, including records relating to income 

and social security taxes. 

TEMPORARY GRS 2 
Item 18c o,J_ 

Cut off at end of CY; destroy when 4 years old. 
~c.LA...t/

/033-42 OTHER MISCELLANEOUS PAYROLL AND S/3'/
ADMINISTRATIVE REPORTS FILES 

Other miscellaneous administrative reports not listed 

elsewhere. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

/ 033-44 RETIREMENT FILES 

a. Reports, registers or other control documents, and 

records relating to the retirement, such as SF 2807 

or equivalent. 
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-

TEMPORARY GRS 2 
Item 21a t;.J_ 

Cut off at end of FY; destroy when 3 years old. ... r•--L.a ~"'I sr.,1,..4 /
S/.3S14., 

b. Assistance Files 

Correspondence, memoranda, annuity estimates, and 

other records used to assist retiring employees 

or survivors claim insurance or retirement bene-

fits. 

TEMPORARY GRS 2 
Item 21b ,J..., 

..Sat off a I! ead o:E P¥, :ges troy when 1 ..+MfC•.._....., 6Ao/S~/
sJssi 

year old. 

/c. Deduction Files 

SF 2806 or equivalent and other records used to 

document retirement deductions of individual 

employees. 

TEMPORARY GRS 2 
Item 21c o-1--

Send to Office of Personnel Management in .....,,,.......,! •• .J 

Cltt> Is ,ArJ I 
accordance with FPMR Supplement 831-1, s-/3-"'C. 

Subchapter 522-3. 

/033-46 INSURANCE DEDUCTION FILES 

Reports of insurance deductions and related papers, 

including copies of vouchers and schedules of payment. 

TEMPORARY GRS 2 
Item 22 p/,_. 

Cut off at the end of CY; destroy when 3 years old. 
_.4,M ,.~;;;ts"30 .£J:s:/

/ 033-48 LEVY AND GARNISHMENT FILES 3(. 

Levy and garnishment records, including official notices, 

change slips, workpapers, correspondence, release and other 

forms, and other records relating to charge against 
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retire~ent funds or attachment of salary for payment 

of back income taxes or other debts of Federal 

employees. 

TEMPORARY GRS 2 
Item 23 o.A.. 

Cut off at end of CY; destroy when 3 years old. 
+.u,..._..... .k.o. Git OIScl-J, I 

✓ 033-50 WAGE SURVEY FILES S'/37 

Wage survey files consisting of wage survey reports and 

data, working papers and related correspondence concern

ing area wages paid for each employment 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 authorization wage schedules 

and wage survey recapitulation sheets). 

TEMPORARY GRS 2 
Item 24 c£. 

Destroy after completion of second succeeding wage .....,....... ,,,,,.,, 
survey. r;,to/.J~/ 

I/31 

~.......A ... 
G>Ao/ s,J • .J/

s/, 



034 ACCOUNTING FILES 

(These files relate to the maintaining of an accounting system for GAO 

financial operations and to related reports reflecting the status of 

funds, 

✓ 034-02 

/434-04 

/034-06 

and accounts other than payroll and travel.) 

GENERAL ACCOUNTING LEDGERS FILES 

General accounts ledgers, showing debit and credit 

entries, and reflecting expenditures in summary. 

TEMPORARY 

Cut off at end of FY; destroy 10 years after 

the close of the fiscal year involved. 

APPROPRIATION ALLOTMENT FILES 

Records showing the status of obligations and 

allotments under each authorized appropriation. 

TEMPORARY 

Cut off at end of FY; destroy 10 years after 

the close of the fiscal year involved. 

EXPENDITURE ACCOUNTING POSTING AND CONTROL FILES 

Records used as posting and control media, subsidiary 

to the general and allotment ledgers, and not elsewhere 

covered in this schedule. Includes ledger trial balance 

files, ledger posting and control files, and cost and 

obligation status report files. 

a. Original records 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 
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b. Copies 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

PAYABLES FILES 

Records showing r.ioney that has been paid for bills ac

crued, obligated or paid. Includes batch control sheets, 

payment coding sheets, and invoices, covers training re

quests (GAO Form 314), vendors, contractors, imprest funds, 

bills of lading, GSA bills, rentals, etc. Current year 

and past FY records are kept in original and then put 

on microfiche. 

a. Paper Records 

TEMPORARY 

Destroy after it is ascertained that the microfiche copy 

is made in accordance with GSA regulations and is an 

adequate substitute for paper records. 

b. Microfiche Record 

TEMPORARY 

Cut off at end of FY; destroy 6 years, 3 months 

after period covered by account. This certifies 

that the records described in this item will be 

GRS 7 
Item 4b oJ... 
~ foAo/ S<kJ/

1a./ Cf~ 

GRS 6 
Item la 
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✓034-10 

/034-12 

./034-14 

microfilmed in accordance with the standards 

set forth in 41 CFR 101-11.506. 

VOUCHERS AND SCHEDULES OF PAYMENTS FILES 

Accounting and ac.:.:or.iplished copies of vouc.hers and 

schedules of payments (SF 1166, 1081, 1098, or equi

valent) documenting the disbursement of agency funds 

by the U.S. Treasury. Includes cancelled checks. 

TEMPORARY 

Cut off at end of FY, destroy 6 years 3 months after 

period covered by account. 

GENERAL FUND FILES 

Records relating to the availability, collection, cus

tody and deposit of funds including appropriations, 

warrants, and certificates of deposit (SF 201,209,219), 

other than those records covered elsewhere in this 

schedule. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

REPORTS TO THE TREASURY FILE 

Periodic status reports and other financial reports 

generated by GAO to the Treasury and related files. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 
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/034-16 FOREIGN ACCOUNTS FILES 

Documents relating to the administration of GAO foreign 

accounts. 

TEMPORARY 

.,Cut off at end of FY; destroy when 3 years old, or 

after audit, whichever is sooner. 

COLLECTION FILES ,.. 

Documents relating to collections made as a re-

sult of claims settled by the GAO Claims Group/AFMD. 

(All original documentation is kept with the claims 

files.) 

TEMPORARY 

Cut off at end of FY; destroy when 1 year old. 

034-20 CURRENT PROPERTY MASTER FILE (MASTWICB #) 
l 

This magnetic tape file maintains control over current 

~V capitalized property by physical location of each property 

~~~~1' item purchased and computes depreciation ou active aud re-

-1~ tired records. The file contains such data elements 

as the control number. organization, building, room 

number, useful years, manufacturer's name, depreciation, 

and serial number. 

TEMPORARY 

The tape is updated monthly and each tape is maintained 

for 420 days. 



034-22 RETIRED PROPERTY MASTERS (RETMASTS) 

This magnetic tape file maintains control over capitalized 

~ property that has been retired within the current fiscal 

~JJ ~'sa"year. The file contains such data elements as the control 

"\\ number, organization, building, room number, useful years, 

!llanufacturer's name, depreciation, and serial number. 

TEMPORARY 

The tape is updated monthly and each tape is maintained 

for 420 days. 

034-24 CUMULATIVE RETIREMENT PROPERTY FILES (CUMR.ETMS) 

This magnetic tape file maintains a cumulative listing 

of all retired capitalized property. The file contains 

such data elements as the control number, organization, 

room number, building, useful years, manufacturer's name, 

depreciation, and serial number. 

TEMPORARY 

The tape is undated monthly and each tape is maintained 

for 420 days. 
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040 ORGANIZATION, HUMAN RESOURCES AND DEVELOPMENT, 

AND PLANNING 
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040 ORGANIZATION, HUMAN RESOURCES AND DC:VELOPMENT, 

AND PLANNING FILES 

[ These files relate to the organization development, agency wide management 

studies, internal review, planning (except program planning, see 022) and human 

resource management functions in GAO.] 

041 Organization, Management, and Planning Files 

042 Employee Development and Counseling Files 

043 Training and Education Files 

044 Audio Visual Files 

.., 
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041 ORGANIZATION, MANAGEMENT, AND PLANNING FILES 

(These files relate to internal audit studies, organization development 

projects and supporting papers.) 

j 041-02 ORGANIZATION DEVELOPMENT PROJECTS FILES 

Project files related to improving GAO's productivity and 

organizational structure. Included in these files are 

case documents reflecting request or authorization to 

conduct the study, working papers, interviews, charts, 

checklists, survey questionnaries, and related materials. 

Interview records are regarded as confidential. Findings 

and conclusions are usually reported to the appropriate 

top management through oral briefings or presentations, 

The files are arranged by division, office, or region~-t.. ~cL.1 1 

~~-
a- Record copy of &1duu,at1U¥e a. somprebeosiue a r J lU 

PEKM8tf!MI (£CV "12d EAX 4cf J 

Cut off upon the completion of the 
~ ... ,vt;f;I-~ 
Itel ~ 7ii!rtm ' yeats Old, Offl:!f Eb 
~w~-

a1:d. (!ti ) ye.at lHEfi!tii@dES) 

b. -94;~e-r- aeeeeRiie (h.dafti.n:g non sabstantioe Mrueys) J!tll o-.U..._r c.op)e.s-

TEMPORARY 

&at Mf upon c11e complctsien/closlug or ctt@ projec~ 

4iii,M,nst'E!t ts FSA:Q lMieft ~ yeal!'11 el:d, dcsti:oy au 

)~ f.MI ~ ~ M ~ 1AL11'AJ, 

135 



aempJetil.ei;1. ef nau: comparable sur.,e:, or wbea 

5 yaars gJ,fi; ,,hicftc, er is soonet. 

c. Survey Background/Workpapers 

Documents used in the collection of data for or 

during the project and accumulated in the office con

ducting or participating in the project. Included are 

notes, statistical data, copies of organizational 

charts, functional charts, personal data, and similar 

material collected for fact-finding and back-up pur

poses and documents reflecting preliminary arrangements 

incidental to specific project. 

TEMPORARY 

Cut off upon completion of the project; destroy 3~ /l.-:t.v.J. 

when• :,ee•e ela. (All confidential documents must 

be destroyed in accordance with the applicable secu-

rity regulations). 

/ 041-04 SYsm-is AND PROCEDURES ANALYSIS FILES 

Case files relating to simplification, streamlining and 

improvement of individual functions, activities or oper

ational procedures thereof. Individual studies may range 

in scope from implementing a new word processing system 

affecting the entire agency to a study of one particular 

procedure, process, or method of a particular phase of 

an operation/activity. Included are documents reflecting 

the proposal, request, or authorization to conduct the 

study, work distribution charts, flow process charts, 
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work counts and statistics, observation data, layout 

studies, action taken on proposals, and similar documents. 

TEMPORARY 

Cut off upon completion/closing of the case; transfer 
• el~~~• ~ ~of~• 

to FARC whel\ 2 ,eats oicir~stroy weee,. 5 years .W. 

j 041-06 ORGANIZATIONAL AND FUNCTIONAL CHARTS FILES 

Official record copy of organizational and functional 

charts reflecting the organization of GAO. Arranged chro

nologically and maintained by the Office of Program 

Planning. 
1)~\\c,Jc. CotiE!s of 

(NOTE:)\ Charts reflecting the organizational l!ltraets1:nn, -

ei btd:l:vidaal effi:ees,'dt ,tsious ate zecatnect !ti elt@ ) 

1:. ..1. '., °"'' r)\'\,-."h,..i-A'h,c:..,_ ,._,,. ia,,.d't v1ol~ o Ffi'~es. .efriee coaceruea,, 

PERMANENT (ECV ~ EAA 1/12cf) 

Cut off when superseded or revised; transfer to FARC 
~~; ~~·1-1'-'· 

'"""'"" 5 years~ offer to NARS wkee,. 20 years~ 

(In 5 year increments) 

/041-08 Internal A~Studies and Reports Files 

Project files related to audit and investigations (by the 

Office of Internal Review) of the GAO's activities, pro-

grams, procedures, and their implementation. Included in 

these files are documents reflecting the initiation of the 

project, working papers, interview notes, checklists, survey 

questionnaires, and related materials. The files are arranged 

subjectively and by division, office, or region, and maintained 

by the Office of Internal Review. 
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oJI ~l« -
a. Record copy of e-heeeaai?e •• ee-,•ehenei,e audit studies of 

Mt office, dioisioa, region, bf a fdajbt GAO lttrteEidii/HEtiVity. 

HRM:i!dffl!ff (ESV llcf !:AA 3ef.) 
l>e.rtr~ on ~ld-l...- o~ neJC.r 

Cut off upon completion of the project; t&eMeer le Ftifl6 whea ~rANl.~l-el, 
;a,~~ Of" W ~ 

S"~- .,J.,, •3 years old, eeier te N.\ftS wneft ae ,ears ela ■ (i& i 1eer incze 
wk.~ euer ;,s. soolllll'f'. 

All Coples -
b.~Other seettllleftte (including non-substantive studies). 

TEMPORARY 

-1)~ in %~ whfWI 110 l""k.!)&t"" r-ieerle.f • 
C1:1a off v:peft ttte7.!.0iifp1et1on of t::he ptejeea, H'enafet to 

¥1\ft8 whea 2 ,ears old, destre::r en complet::ioa of next com 

111u!able stady or when S years old, wtdcltevet ts sooner. 

c. Study Workpapers 

Documents used in the collection of data for or during the 

project. Included are notes. statistical data, charts, and 

similar material collected for fact finding and back-up 

purpose and documents reflecting preliminary arrangements 

incidental to a specific project. 

TEMPORARY 

Cut off upon completion of the project; destroy~ 3 
~ ~ ~ ~ ~ 

yearsA~li La accordance with the applicable security 

regulations. 
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042 EMPLOYEE DEVELOPMENT AND COUNSELING FILES 

(Documents relating to the counseling of GAO employees and related programs.) 

✓042-02 PERSONNEL COUNSELING REPORTS FILES 

a. Counseling files 

Reports of interviews, analyses and related 

records. 

TEMPORARY GRS 1 
Item 27a o"

Cut off at termination of counseling; destroy 3 years ~u_ew, GAIJ/sJ.,J/r J cil.'1~ : 
later. 

b. Alcohol and Drug Abuse Programs 

Records created in planning, coordinating and 

directing an alcohol and drug abuse program. 

TEMPORARY GRS l 
Item 27b oJ....Cut off at end of FY; destroy when 3 years old. 

-MA~~~ts:W.J ,,, ~..,. 
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043 TRAINING AND EDUCATION 

(Files relating to programs which provide training and allow for the 

development of employees.) 

/043-02 TRAINING AIDS 

c.is , / 3o~c,)
(1) One copy of each manual, syllabus, textbook, and 

o-k-s~ 
other training aids developed by the agency. 

TEMPORARY 

11.r 

Destroy when superseded. obsolete, or no longer 

needed. 

(2) Training aids from other agencies or private 

institutions. 

TEMPORARY GRS l 
Item 30a( 2) o-L.. 

'"' 4"'1~'1DestroyAwhen ~uperseded or obsolete. .,..._fC- ◄ c.lc. ~Ao/.5~ 
8/30, ('i>;)

/043-04 GENERAL FILES ~F~NCY-SPONSORED TRAINING 

(1) Correspondence, memoranda, agreements, 

authorizations, reports, requirement re

views, plans, and objectives relating 

to the establishment and operation of 

training courses and conferences. 

TEMPORARY GRS 1 
Item 30b(l) 

Cut off upon completion of training program; 

~- ~~1~1 
destroy Wle'ft 5 years e,U. 3ob C,) 
(2) Background and workpapers 
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/ 043-08 

TEMPORARY GRS 1 
Item 30b(2) o,J.

t;flo/S~/8 /
l)estroy whe~ 3 years old. 

EMPLOYEE TRAINING FILES 

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. 

TEMPORARY 

Cut off upon completion of training program; destroy 

when 5 years old or when superseded or obsolete, which-

ever is sooner. 

COURSE ANNOUNCEMENT FILES 

Reference file of pamphlets, notices, catalogs and other 

records which provide information on courses or programs 

offered by Government or non-Government organizations. 

TEMPORARY 

Destroy~~w~perseded or obsolete. 

3o.b{.,,) 

GRS 1 
Item 30c ..,/,._ 

~~, 
8} 30 c. 

GRS 1 
Item 30d ~ 

4'•f";/;;:jtck-L/ 
i) 3DL 

14 l 



/m,_ 1 ' ' "l t t ~ "l t t ' \.:.uese re a.::,s primari y o still pie ures 1:. es, "'10 ion ric ures files, vi::ieo c2.ssettes, 
as well as to 2.udiovisual ~12.terials use::1 :..:: c:::::13.ucting GAO tre.ining classes.) 

04l-C2 ST2:~ P:::CTTJRE ?JES 

Color slides and prints of G,:.o act::;_-.-ities, personalities, and programmatic 
res-o:rnibilities. These records are --:,cde and utilized in the cou.!'se of GAO 
business and are used primarily i..11 con::ucting GAO trai..r:1ing classes, or 
for cou:iseling purposes. 

1estroy in agency when no lonGer needej for administrative purposes. 

C!,4-C/,. 

a. ?2-lr;-is acqui:::'ed or purchased by G!-_O 

?..eh.:rn to A1.T for re-use \,,hen no lo.1ger needed. AV dispose of when 
no longer needed. 

b. Filrns internally !)roduced by Q_t,.Q 

I~ and when such ite~s are created (none are in existence at this time), 
sub1ni t SF-115 to "\JARS to schedu2-e them. 

044-0E VTD:.::O CP..S§TTE :1.ECOJ.DEGS FILES 

Video recordings of significant ~ro?a~~a~ic events, ~rocedures, coni'erences, 
me8ti:-:Gs, operations, and other rec·.:::rdi:1gs which are distributed and intended 
to ::;_:-.:.:or:::n and teach witl-iin the agency. Also includes Cdmera original ta,es, 
edite::. intermec iate ta?es and jurlicate conies of master sets. 

a. l2ste~.sets--video cassettes ir.~er~ally produced by GAO--arranged by FY 
c,•,ereunder :1µ.TTJerically by Job Cod.e, a:1d maintai:1ed. by the Aud.io Vis'Jal unit, . ... . 

(:SCV 48cf E.:-..A ccf) 

C-..it off at end of ~ in which n::.i lon:3er neeJed for a~lrdinistrative use. 
C:~fer to :JJ:.?.S when lG years cld. 

b. :: ets a.cg_uir'2d or p-J.rch2.sed fr2,r;: cc::-.::ie:::'cial or tre.iniqg sources, or 
d ~12c3te co-ies of master sets. 

:.2turn to _:.._-I for re-use .:he:1 :1c lo:.;_::;er :-iee~ed. AV dispose of •.,,hen no 
lc'1eer neei;?d. 



050 PERSONNEL 

[Records relating to all official personnel folders, service records cards, 

position classification, recruitment and placement, labor management and 

employee relations (including employee awards, EEO, grievances, disciplinary 

and adverse actions, compensation and benefits).) 

051 General Personnel Program Files 

052 Position Classification Files 

053 Recruitment & Placement Files 

054 Labor Management and Employee Relations Files 

Employee Awards Files 

Equal Employment Opportunity Records 

Grievance, Disciplinary and Adverse Action Files 
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051 GENERAL PERSONNEL PROGRAM FILES 

(These files relate to the general personnel program within GAO, including 

the Official Personnel Folders and related records.) 

/451-02 OFFICIAL PERSONNEL FOLDERS FILES 

Records filed on the right side of the Official Personnel 

Folder (OPF). (See GRS 1, Item 10 for disposal of papers 

on the left or "temporary" side of the OPF.) Folders 

covering periods of employment terminated after 

December 31, 1920, excluding those selected by the 

National Archives and Records Service for permanent 

retention. 

a. Transferred employees 

TEMPORARY 

Forward to gaining Agency's Personnel Office. 

b. Separated employees 

TEMPORARY GRS 1 
Item lb(2) 

Transfer folder to National Personnel Records Center 

(CPR) St. Louis, Missouri, 30 days after separation. 

NPRC will destroy 75 years after birth date of em

ployee or 60 years after the date of the earliest 

document in the folder if the date of birth cannot 

be ascertained, provided the employee has been sepa

rated for at least 5 years. 
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051-04 STAFF RESOURCES SYSTEM 

These magnetic tape files serve as historical reference 

for GAO Employee Personnel Data from 1977-August 1979. 

The file is used to support information requests from 

Personnel and EEO concerning GAO employees. Some of the 

important data elements include employee name, social 

security number, grade, series, organization, birthdate, 

and other personnel data. Since August 1979 the Automated 

Personnel Accounting System has superseded this system. 

TEMPORARY 

Retain until no longer needed for administrative pur-

poses. 

AUTOMATED PERSONNEL ACCOUNTING SYSTEM (APAS) 

These magnetic tape files are backup masters created as 

emergency backup for data retained on a U.S. Army file. 

The file contains such data elements as personnel actions, 

individual awards, training education, position classifi

cation, within-gr~de increases and promotions. (Super

sedes the Staff Resources System - August 1979.) 

TEMPORARY 

The tapes are updated monthly. The monthly payroll 

reports are kept 60 days before purging. All other 

cycles are purged after 30 days. Semi-annual cycles 

are created on a U.S. Army file and retained in their 

disaster storage. 
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/ 051-08 

/os1-10 

./os1-12 

SERVICE RECORD CARDS FILES 

Service Record Card (Standard Form 7 or its equivalent). 

a. Cards for employees separated or transferred 

on or before December 31, 1947. 

TEMPORARY 

Transfer to NPRC (CPR) St. Louis, Missouri; 

destroy 60 years after earliest personnel 

action date. 

b. Cards for employees separated or transferred 

on or after January 1, 1948. 

TEMPORARY 

Destroy 3 years after separation or transfer of 

employee. 

POSITION IDENTIFICATION STRIPS FILES 

Such as SF 7D to provide summary data on each position 

occupied. 

TEMPORARY 

Destroy when position is canceled or a new strip is 

prepared . 

NOTIFICATIONS OF PERSONNEL ACTION FILES 

(Exclusive of those in Official Personnel Folders} 

a. Chronological file copies, including face 

theets maintained in personnel offices. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years 

old. 

GRS 1, 
Item 2a ,,,,1., 

GRS 1, 
Item 2b oA-

GRS 1 
Item 11 oJ._ 

""~;j1:tJ. 1rtIH 

GRS 1 
Item 14a .,J._ 

~/e/1'1~ 
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b. All other copies maintained in personnel offices. 

TEMPORARY GRS 1 
Item 14b o-1,._ 

t;,ut off at: end of I' t~ 'Giestroy when l year old. ~~:/i.w / •Iciitoi~ ~tNk 
STATISTICAL REPORTS FILES 

Reports in operating personnel office and subordinate 

units relating to personnel. 

TEMPORARY GRS 1 
Item 16 r:J-

Cut off at end of FY; destroy when 2 years old. 

.A~,:;~a/~,✓osl-16 CORRESPONDENCE AND FORMS FILES 

Correspondence and forms in operating personnel office 

relating to individual employees not maintained in 

Official Personnel Folders and not provided for else

where in this schedule. 

a. Correspondence and forms relating to pending per

sonnel actions. 

TEMPORARY GRS 1 
Item 17a oJ-

Destroy when action is completed. ..••,.. ..u.ta ◄ r.,,,o / s,rJu,.J./ 
I I ,..,"" 

b. Retention registers 

(1) Registers from which reduction-in-force 

actions have been taken. 

TEMPORARY GRS 1 
Item 17b( 1) .J.._ 

Cut off at end of FY; destroy when 2 years old. ....,..,.... ••ho- G fto f~/
8/l"fb(,) 

(2) Registers from which no reduction-in-force 

actions have been taken. 

TEMPORARY GRS 1 
Item 17b(2) ,,I... 

Destroy when superseded or obsolete. ........,.~~
cPAo/ S~J 

g, ,..,,. c.,.) 
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c. All other correspondence and forms. 

TEMPORARY 

Destroy when 6 months old. 

/osl-18 PERFORMANCE RATING FILES 

a. Certificates of performance rating 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

b. General or case files of forms, memoranda, 

and correspondence. 

TEMPORARY 

Destroy when 3 years old. 

c. Memoranda, correspondence and other records 

relating to employee appea~s of performance 

rating. 

TEMPORARY 

GRS 1 
Item 17c GJ_ 

.Aor-fA-v~ e,,Ao/!~ 
r I 11e-

GRS 1 
Item 23a o-L. 

.A,,,,..... ..,,.. r.Ao/ sc,L.J,/ 
8 / ot3A., 

GRS 1 
Item 23b _1 
~ fillo/~1~ 

r/ .a5b 

GRS 1 
Item 23c cJ...t.t..

Cut off when case is settled; destroy~ 3 years .,,+d. ,~1V4A•b-
G/to/Sc,L,J,/

ff}~ 3 c..
MOTOR VEHICLE OPERATION FILES 

(see 014-72 under Safety Files) 
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052 POSITION CLASSIFICATION FILES 

(These files relate to the classification and description of positions within 

GAO, and to pay and allowances authorized for these positions.) (NOTE: For 

actual payroll files see 033.) 

052-02 POSITION CLA...§.§.IFICATION STANDARDS FILES 

1. Standards, developed under the GAO Personnel NAN" .IXf,,,lu 

Law of 1980, determining title, series, and grade based 

on duties, responsibilities and qualifications require-

ments. 

a. Official record copy arranged numerically by series 

and maintained by the Personnel Office (Position Clas

sification Unit). 
.. 

~1 (ECV 3cf E:AA: ~) 

Cut off when superseded, revised, or cancelled; 

~~~ t~ o<C~transfer to FARC "Wfteft- 2 years -oM;-

~~-
WREIR 20 years ela. (IE 5 year increments) 

b. Other copies used within the Personnel Office. 

TEMPORARY 

Destroy when superseded, obsolete or no longer needed. 

2. Memoranda, correspondence and other records re

lating to the development of standards for classifi-
,;/<We/~el. ~~ CAo ferrrmne/ la.w oP /l-ftJ.

cation of positions pe&t¼li.ar to G&C, 

a. Case file 

TEMPORARY 
It:em 7a.(2)(a) o-) 

Cut off when position is abolished or de

scription superseded; destroy 5 years later. 4Hp•~·;tlt~; 
B/ir..(ol){t9 
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./b. Review file 

TEMPORARY -6RS--i 
11!:e:ur 7a(l1(a_. t,/:c 

tut off when review is complete; destroy A
~~";.oisJ..,l. / sl 

/'lo'le: For records fe/i::dl~,l~r~~,!r~s o/e1,,·elope.,~ pr,lor ~ Y-?uL -, oi. c.-.)(b)
G'1~ Person~e/ t.tott.v o 1- • 1c/'ifo2 use r tLJ S 1 _I:,.,, -, ,_ . -1,

11'052-04 POSITION DESCRIPTION FILES i..9"-' JI J.-~ / (li.1$./'t>.5,, Tto"J1S,,_ 

Record copies of position descriptions, describing es-

tablished position including information on title, series, 

grade, duties. and responsibilities. (Included are OF-BC 

Position Description and similar or related documents.) 

TEMPORARY GRS l 
Item 7b(l) oJ,.. 

Destroy 5 years after position is abolished or de
+i•...••eJ....,, 

,; It of .stJ,..,,J,,/scription is superseded. 
r/7 b(1)

✓os2-06 POSITION CLASSIFICATION SURVEY FILES 

Documents connected with classification surveys, in

cluding records of finding, individual position evalu

ations, review of position management aspects of the 

Unit under survey, and periodic reports. 

a. Survey Reports 

TEMPORARY GRS l 
Item 7c(l)(a) .{_ 

Cut off at end of FY; destroy when 3 
~ GAo/S~, 

years old. if1c ( r)(a.) 

b. Inspection, Audit and Survey Files 

Includes correspondence, memoranda, reports 
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and other records relating to inspec-

tions, surveys, desk audits, and evaluations. 

TEMPORARY 

Destroy when superseded or obsolete. 

APPEALS FILES 

Case files relating to classification appeals. 

TEMPORARY 

Cut off when case is closed; destroy 3 years later. 

GRS 1 
Item 7c(l)(b) ol-

M•,-«4ce.leo l;lfo/f.rJ,,,J./ 
'ii /'7/C {.,) (1) 

GRS l 
Item 7d J_. 

~~~Js~l
i /7rL-

153 



053 RECRUITMENT AND PLACEMENT FILES 

(These files relate to the recruitment and hiring of personnel, and to related 

employment files including merit promotion, competitive selection, reduction in 

force, and career intern programs.) 

✓os3-02 EMPLOYMENT APPLICATIONS FILES 

Gts ,j,s
Applicat;ons for employment such as (SF 171) and related ole-
papers, EXCLUDING (a) records relating to appointments 

~t::1requiring Senatorial confirmation, and (b) application 
g/15' 

resulting in appointment filed in the Official Personnel 

Folder.) 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old.I~"""-,:-1~~
'iCfk fc'-u..,_ ~ .,,,,,,_~~ ~- 3331 ~-~'1A-·,, ~. 

./os3-04 INTERVIEW FILES 

Correspondence, reports and other records relating to 

interviews with employees. 

TEMPORARY GRS l 
Item 8 ""'-

Cut off :t:;;; transfer or separation; destroy 
.....,.. Al-44 c .J.•,o,.,,

?::no/.s~/6 months later. 
g J 'I 

/os3-06 CERTIFICATES OF ELIGIBLES FILES 

Cert:ificates of eligibles with related requests, 

forms, correspondence, and statement of reasons 

for passing over a preference eligible and selecting 

a nonpreference eligible. 

TEMPORARY GRS l 
Item 5 ol._. 

C:ut ofi 11fl:ea sc1ee4!ihn !be iaelia.; J)e.stroy when 2 

~ 
years old. <.Ito/ s~/

ff/" 
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✓053-08 OFFERS OF EMPLOYMENT FILES 

Correspondence, letters, and telegrams offering ap

pointments to potential employees. 

a. Accepted offers 

TEMPORARY GRS 1 
Item 4a o-l.., 

Destroy immediately. ~,-....,.t.o ,,,o /rJ...J.. I 
B/'1-

b. Declined offers 

(1) When name is received from certificate 

of eligibles. 

GRS 1 
Iteiil 4b(l) qJ_ 

Return to Source with reply and ~ IIAo/Sd.J.,/
i J'1,,, c,)

application. 

(2) Temporary or excepted appointment 

TEMPORARY 

File inside application(A,C,,11,, J:ti...J OS3·\ot...1 ~ scJ.«J.,-.t,.,} 
(3) All others 

TEMPORARY GRS 1 
Itera 4b(3) °"-

Destroy immediately. 

~s~ 
8' / J/ b {, 3) 
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054 LABOR MANAGEMENT AND EMPLOYEE RELATIONS FILES 

(These files relate to many areas of management including employee awards files, 

equal employment opportunity, grievances, disciplinary and adverse action files 

and personal inquiries.) 

/os4-02 EMPLOYEE AWARDS FILES 

a. General awards records 

(1) Case files including recommendations, 

approved nominations, meraoranda, correspondence, 

reports, and related handbooks pertaining to 

agency sponsored cash and non-cash awards such 

as within-grade merit increases, suggestions, and 

outstanding performance. 

TEMPORARY GRS 1 
Item 12a(l) oJ... 

Cut off after approval or disapproval; ~ ~lfo/S~/ 
destroy 2 years later. i/l~~l•) 
(2) Correspondence or memoranda pertaining 

to awards from other government agencies or 

private organizations. 

TEMPORARY GRS 1 
Item 12a(2) 

Cut off at end of FY; destroy when 

2 years old. 

/os4-04 LENGTH OF SERVICE AND SICK LEAVE AWARDS FILES 

Records including correspondence, memoranda, reports, 

computations of service and list of awardees. 

TEMPORARY GRS 1 
Item 12b 

Cut eii e. eaa 9f f¥11lestroy when 1 year old. 
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✓os4-06 

/os4-08 

/os4-10 

054-14 

LETTERS OF COMMENDATION AND APPRECIATION FILES 

Copies of letters recognizing length of service 

and retirement and letters of appreciation and com

mendation for performance, EXCLUDING copies filed 

in the Official Personnel Folder. (NOTE: Retain 

record copy with OPF.) 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

LIST OR INDEXES TO AGENCY AWARD NOMINATIONS FILES 

Lists of nominees and winners, and indexes of 

nominations. 

TEMPORARY 

Destroy when superseded or obsolete. 

GAO-WIDE AWARDS FILES 

Records relating to awards made at the agency 

level. 

TEMPORARY 

Cut off at end of FY; destroy when S years old. 

INCENTIVE AWARDS PROGRAM REPORTS FILES 

Reports pertaining to the incentive awards program. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

Policies 

to 

Program, 

GRS 1 
Item 12c o-1-,. 

~GAo/ /
sc,1;,.4/ 8 

la -c. 

GRS 1 
Item 12d oJ.:.. 

-4Mfl-C-' ~ Gllo/Scl,...J/g/t._r; 

GRS 1/1ae. 
,,i.-.1,....1+ )

11.S-• oL 

GRS l 
Item 13 o.J.. 
~~,

f! I 13. 

w,i-k.tr-,._,c,., 
lo /a.3/fl.. 

SO-.& oN 
«M,w 
6S'I- ~9 
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rights, and 

EQUAL EMPLOYMENT OPPORTUNITY FILES 

Complaints with related correspondence, reports, ex

hibits, withdrawal notices, copies of decisions, records 

of hearings and meetings and other records, necessary 

in resolving cases handled by GAO Appeals Board. 

TEMPORARY ...w,a&MI~ 

Cut off when case is resolved; destroy 4 years later. GAo/ sd..&J,/ 
BI akA.lt)

/ 054-18 RESERVED 

✓os4-20 BACKGROUND FILES 

Background records not filed in the Official Discrimi

nation Complaint Case Files. 

TEMPORARY GRS 1 
Item 26c o-L, 

Cut off when case is resolved; destroy 2 years later• .......,... ............ 
GAo/S~/COMPLIANCE FILES 

8 }ti.& C 

1. Compliance Review Files, including reviews, 

background papers and correspondence relating to 

contractor employment practices. 

TEMPORARY GRS 1 
Item 26d(l) ,,,I... 

Cut off at end of FY; destroy when 7 years old. A-Mfi'A._«~ GAo/S~/ 
r Ja, rJ c ,)

2. EEO compliance reports, reviews, background 

papers and correspondence relating to EEO employ

ment practices. 
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TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

/os4-24 EMPLOYEE ROUSING REQUESTS FILES 

Forms requesting agency assistance in housing matters, 

such as rental or purchase. 

TEMPORARY 

Cut off at end of FY; destroy when 1 year old. 

/os4-26 EMPLOYMENT STATISTICS FILES 

Employment statistics relating to race and sex. 

TEMPORARY 

Cut off at end of FY; destroy when 5 years old. 

j&s4-28 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 future 

legislation; and agency EEO Committee meeting and 

records including minutes and reports. 

TEMPORARY 

Destroy when 3 years old, or when superseded or 

obsolete, whichever is applicable. 

/44-30 EEO AFFIRMATIVE ACTION PLANS (AAP) FILES 

1. Agency copy of consolidated AAP(s). 

TEMPORARY 

Cut off at end of FY; destroy 5 years from 

date of plan. 

2. Agency feeder plan to consolidated AAP(s). 
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GRS l 
IteQ 26d(2) c,J._ 

~ to11o/rct..,,,t/ 
g / ;J.f, tA l:l) 

GRS l 
Item 26e .L 

.,....,. .,,.... ..,..t.o (pll O / Sa-. 
g/at,e. 

GRS 1 
Item 26f 

~,.....J..AA, 

GRS 1 
Item 26g oJ,._ 

~~ 
g/d.f,~ 

GRS 1 
Item 26h( 1) .,J.. 

.......,... .........0 

GAo/S~
r/~t,, "l•) 

https://idlo/rcl.ut


TEMPORARY GRS l 
Item 26h(2) o,J... 

Cut off at end of FY; destroy 5 years from 
~•~ Gl'O/ Sr.J.,..A

date of feeder plan or when administrative , l:Jt- ~ c~) 
purposes have been served, whichever is sooner. 

/os4-32 STANDARDS OF CONDUCT FILES 

Correspondence, memoranda and other records relating 

to codes of ethics and standards of conduct. 

TEMPORARY GRS l 
Item 28 ,.J.-;,. 0'1•"'"'1 

Destroy~when superseded or obsolete. 
-AW ~otsc-LJ.Jr:I 

~54-34 LABOR MANAGEMENT RELATIONS FILES ot8' 

a. Labor Management Relations General and Case 

Files. Correspondence, memoranda, reports and 

other records relating to the relationship 

between management and employee unions or 

other groups, located in the office 

negotiating agreement. 

TEMPORARY 

Cut off at end of FY; destroy when 5 years old. 

b. Labor Arbitration General and Case Files. 

Correspondence. forms and background papers 

relating to labor arbitration cases. 

TEMPORARY GRS l 
Item 29b ~ 

Cut off when case is resolved; destroy 5 years later. ,,,,.,,,,...,..f,.. t:.Ao~/ 
6' al'\ b

j 054-36 EEO TRAINING MATERIALS 

Includes films and video cassettes used in EEO training 

classes. 
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TEMPORARY 
;,. ..,.....,

DestroyAwhen superseded, obsolete or when no longer 

needed. Return films and video cassettes and other audio 

visual materials to the source. if necessary, or to GAO 

Audio Visual Unit for disposal. 

/os4-38 GRIEVANCE AND APPEALS CASE FILES 

Records originating in the review of grievance and 

appeals raised by agency employees, except EEO com

plaints. These case files include statements of wit

nesses, reports of interviews and hear1ngs, examiner's 

findings and recommendations. a copy of the original 

decision related correspondence and exhibits. 

TEMPORARY GRS I 
Item 31a 

Cut off when case is closed; destroy 3 years later. ~r,~~-.t./ r/3/a... 
los4-40 ADVERSE ACTION REVIEW CASE FILES 

Case files and related records created in reviewing an 

adverse action (disciplinary or nondisciplinary removal, 

suspension, within-grade denial) against an employee. 

The file includes a copy of the proposed adverse action 

with supporting papers. statements of witnesses, 

employee's reply, hearing notices, reports and 

decisions, reversal of action, and appeal ,records, 

EXCLUDING letters of reprimand. 

TEMPORARY GRS 1 
Item 31b ~ 

Cut off when case is closed; destroy 4 years later. 

-4-1 ·r-;;, ~·-:rs~1 
fl'}3lb 

16 I 



--./054-42 PERSONAL INJURY FILES 

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 Official Personnel Folder 

and copies submitted to the Department of Labor. 

TEMPORARY GRS 1 
Item 32 o,J..... 

Cut off at end of FY; destroy when 5 years old. 
◄··~JA~S~{ 

'i/3 a>-
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060 INFORMATION AND RECORDS MANAGEMENT 

[These records relate to the agency-wide mangement of information resources 

of GAO and include information policy, ADP and documents systems, records 

management and directives and forms management.] 

061 Information Policy and Planning Files 

062 ADP Systems and Services Files 

063 Document Systems and Services Files 

064 Library Files 

065 Records Management Files 

066 Directives and Forms Management Files 
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061 INFORMATION POLICY AND PLANNING FILES 

(These files relate to the fomulation of agency wide information policy, 

including the minutes of the Information Policy Committee and long-range 

planning for information resource management.) 

061-02 INFORMATION POLICY DEVELOPMENT FILES 

-Bocumeaf!e, ii.aei.1cuU,ng flee Minutes of the Information 

Policy Committee (IPC), relating to the development 

of information policy within GAO maintained by the 

secretary to the IPC and arranged chronologically. 

Mit\~'tes-
✓ a. Per-.s tsauaaces of the IPe, iucludtrrg 11:15 CllS 11,/l'ali,'M 

~+-lls
ainates. J... 

/ 
PBR!i!ARN:f (ECV l/12cf EAA l/12cf) 

1>e~ w"~ -.o 'd•f"'S olc:l,
Cut off at end of FY; t5aa&fa. to it\&G when S yea.e 

.ele1 e,ffei: Lo Nill:R:S mben 28 1eeFS el,El:, 

(In 5 year increments) 

✓ b. Background and workpapers 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old01,. ~ 

~61-04 LONG""rw~~J;:.,ESi'"-' ~✓ ~ LO ~. 

Documents relating to the development of long range 

plans for ADP services and facilities for GAO. 

TEMPORARY 

Cut off when the plans are superseded, modified, or 

dropped; destroy 3 years later. 
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062 ADP SYSTEMS AND SERVICES FILES 

(These files relate to the provision of ADP services and the development of 

agency-wide computer based information systems.) 

062-02 ADP PROCUREMENT FILES 

Documents pertaining to the procurement of ADP services, 

including policies, procedures, and guidelines, both GSA 

and those developed by GAO. Also included here are 

files relating to "umbrella contract" for ADP services. 

(Records relating to contractor services for a specific 

project should be retained with the project files.) 

a. Policy, procedures, and guidelines files. 

TEMPORARY 

it'~c.MAi 
DestroyAwhen sdperseded, obsolete or no longer 

needed. 

b. Contract Monitoring Files 
) 

Included here are contractor/vendor selection files, 

including copies of RFP, winning proposal together 

with all amendments, contract management reports, 

contract liasion, memos, and related documents. 

(NOTE: These are only reference/convenience copies; 

record copies are retained in the Procurement Branch.) 

TEMPORARY 

Destroy individual documents when superseded, ob

solete or no longer needed. Cut off entire file 

at the close of contract; destroy 1 year later. 
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/ 062-04 ADP SERVICES AND EQUIPMENT FILES 

Documents relating to the requesting and provision of 

ADP services and equipment to GAO offices/divisions, 

by OISS. Included here are GAO Forms 557 "Request 

for ADP Services", and GAO Form 560 "Request for ADP 

Equipment" or equivalent. Also, handbooks, brochures 

etc., used to describe the procedures. 

TEMPORARY 
,. ~""""'1 

Destroy~when ~uperseded, obsolete, or no longer needed. 

062-06 ADP FUNDS ACCOUNTING AND CONTROL SYSTEM (AFACS) 

The ADP Funds Accounting and Control System (AFACS) is 

~~P.., used primarily as a tool to assist in the maintenance 

of data regarding automatic data processing (ADP) 

throughout GAO. The system provides for records 

associated with ADP projects, budgets, obligations, and 

expenditures for both ADP services and equipment. 

TEMPORARY 

A history file is created at the end of the FY re

flecting all actions throughout the year and retained 

until it is no longer needed for administrative pur-

poses. 

062-08 ASSIGNMENT MANAGEMENT AND PLANNING SYSTEM (AMPS) 

These magnetic tape files are used to effectively staff 

and control over 1,000 assignments that are underway 

in GAO at any time. It provides GAO management with a 

timely, accurate flow of information detailing 
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personnel assignment, budget allocations, actual resource 

utilization, milestone plans, and accomplishment, status 

and other key parameters. The time and attendance infor

mation captured as part of AMPS data collection process 

also feeds the Payroll system. The data is entered 

directly from the GAO divisions and offices. 

The AMPS Computer system now supports the follow

ing categories of services: 

--Input by GAO administrative staff of detailed bi

weekly time and attendance data. 

--Input of the status of audits (authorizations, 

plans, and accomplishments). 

--Input of personnel-related data based on formal 

personnel actions. 

--Maintenance of a complex data base. 

-Biweekly generation of a magnetic tape containing 

transactions that are input to GAO's Payroll 

system run at the Department of Justice. 

--Production of numerous periodic reports for 

management, including reports for audit managers, 

division management, and top-level administrators 

of GAO. 

--Facility for interactive ad hoc queries from all 

terminal sites. 

AMPS data is maintained in a single centralized 

data base using SYSTEM 1022 data base management 
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software. This ensures that information about a particu

lar audit assignment is entered only once into the system 

and is stored in an integrated set of files accessible to 

all divisions and regional offices. The AMPS data base 

encompasses two types of data elements: (A) those which 

identify and describe the basic components of an audit 

assignment (items 1 - 12 below) and (B) those which sup

port system operations (items 13 - 14 below) (e.g., valida

tion tables and process control data). 

Information which describe the assignments at their 

outset, establishes the performing organizations and 

individuals, and sets resource levels and milestone ac

cor:iplishments are entered by the regions and other per

forming organizations. 

The outputs of the system consist of a tape which 

drives the payroll system; regular reports, and ad hoc 

or special reports which are designed and often imple

mented by the users. 

The AMPS data base consists of the following 14 

files. 

l. JOBUAS--The job master file enables management 

to monitor the progress and time expended on an audit. 

It contains the basic information such as job code, 

assignment type, priority, programming division, assign

ment title, operating group program category, request 

source type, issue areas, assignment started and 
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terminated dates, and leadership code for each audit assign-

ment. 

2. PERORG--The performing organization file enables man

agement to track the audits for each performing organiza

tion assigned to the job. It contains job related infor

mation for a single organizational unit assigned to or 

charging time to a specific assignment. 

3. JOBPER--The job person file enables management to 

monitor the individuals assigned to the audit and the 

progress of the audit. It contains jobs related informa

tion for a single individual assigned to or charging time 

to an assignment. 

4. JSTONE--The job milestone file enables management to 

track the stages of and analyze the progress of each job. 

It contains information for each single milestone or product 

related to a specific assignment. 

5. PERSON--The PERSON file enables management to track 

employees working on assignments and compare estimated 

versus actual effort spent for each job. It contains all 

staff data for a single individual on each audit. 

6. DIVISION--The DIVISION file allows management to enter 

annual budget allocations for the divisions and regions 

and then produce reports which present budget versus actual 

expenditures. It contains payroll and limited budget infor

mation for a single division or region. 
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7. TRAVEL--The TRAVEL file enables management to track 

the amount of travel performed by their employees and how 

often the average regional office employee is on travel 

status. It contains all travel information entered by the 

regional offices. 

8. TA, TALEAV, TAPERM, TAOFFC files contain information 

related to the time charged by one individual to an audit 

during a single recent pay period. It enables manageoent 

to track the hours spent per job code for each audit. 

9. SYPF--The SYPF file contains information such as fiscal 

year, division/region code, estimated attritions, estimated 

accessions, actual hours worked, grouped by various object 

classes and employee types-for each division or region 

and allows the user to enter values to perform a "what if" 

analysis for future staff projections. 

10. BATCTL, ADJUST, LEAVE, TANDA--This intermediate time 

sheet processing file contains individual divisions'/ 

regions' biweekly time and attendance records. It enables 

management to track the hours worked on the audits. 

11. BUDGET--The BUDGET file contains budget information 

for a single issue area and a single division/region re

ceiving a budget allocation for that issue area. 

12. CHANGE--The CHANGE file contains the before and after 

values of key job elements. It enables the Office of 

Program Planning to see all the job data items that have 

changed since the last data entry and update cycle. 
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13. VALID, VALID 2--These files contain the validation 

tables run by AMPS to store acceptable values for coded 

attributes in other AMPS data bases, as well as the 

textual description of each code. 

14. ORACLE--The ORACLE file is a process control file 

and is used by the Data Base Update Program in ensuring 

the integrity of the data entry and the use of the system. 

TEMPORARY 

Review when 5 years old; at that time the programming 

office will recommend if further retention is required.l>e~ 

t.upn-. oleAUiM,\ ~{ ,c,,v ~ F-v rik r*v1.-.\..1 IT>"-' IS V\.-0+ r~ 1-t \ re...) , 

17 I 



063 DOCUMENT SYSTEMS AND SERVICES FILES 

(These files include the development and implementation of systems for 

managing GAO's issued documents, including audit reports, memoranda, letter 

reports, speeches, testimonies, opinions, CG's decisions, and related 

services.) 

063-02 DOCUMENT SYSTEMS AND SERVICES FILES 

Records pertaining to the planning, design, and develop

ment of bibliographic and document systems and services 

for organizing, cataloging, storing, and distributing docu

ments and administering services derived from such systems 

and services. 

a. Disapproved proposed system or service 

TEMPORARY 

Cut off when the first action on the system 

is taken; destroy one year after final action. 

b. Approved terminated system or service 

TEMPORARY 

Cut off upon termination of the system or service; 

forward all documentation needed to support payment 

of invoice to the Procurement Office to be filed 

with the contract file. Retain other documents until 

no longer needed for administrative purposes. 

c. Approved continuing systems or services , 

TEMPORARY 

Retain with the other systems files. 
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063-04 INFORMATION HANDLING AND SUPPORT FACILITY (IHSF) FILES. The IHSF is an s-/ i j p.,_. 

integrated information handling fa~ility which supports GAO's programmatic 

needs. Functions are performed by the following components: 

1. Document Handling and Information Services (DHIS). The DHIS 

component abstracts and indexes GAO documents, including reports, letters, 

testimonies, and speeches, and maintains this information in an on-line data 

base for search, retrieval, and report preparation of this information. 

Requests for copies of GAO documents and reference research on the GAO 

,Documents Bibliographic Data Base are fulfilled at this facility. User 

files, inventory control of document stocks, automated report production, 

and the GAO Thesaurus are also maintained by this facility. 

2. CISID/LAPIS Data Services. This is part of the GAO/PAD continuing 

program to develop and maintain inventories of current Federal reporting 

requirements: Federal evaluation studies; Federal information systems and 

services; and legislative authorization, program, and budget information. 

This activity provides for the collection and classification of data and 

the update and maintenance of data files which are used for analysis and 

the production of periodic publications. 

3. Library Services. This activity provides for the development of 

automated systems to assist the GAO libraries in the acquisition, ordering, 

purchasing, claiming, processing, cataloging, and control of library 

materials, including books, serials, and periodicals. Specific automated 

systems assist financial management processes, provide an on-line catalog 

of holdings and circulation and interlibrary loans control, and produce 

regular and ad hoc reports. Assistance is provided to the Law Library for 

the processing and microfiching of legislative histories and preparing for 

automated systems to index and aid retrieval of these legislative histories. 
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.. 

.. 
4. Records Management Support. This program provides automated assistance 

in classification, storage, and retrieval of information about forms and 

directives, and records disposal. ·In addition, systems are provided to 

assist GAO in response to requests for contracts under the Miller Act 
... 

and to serve as a repository for confidential financial statements. 

5. Planned Distribution of GAO Publications. This function 

provides for the initial and subsequent distribution of GAO publications and 

for special publications. Many of these publications are later processed as 

documents in the DHIS data base and supplied in response to requests to 

the DHIS. 

6. Correspondence Control. This provides for a correspondence control 

system used to track correspondence going through the Office of the General 

Counsel, the Office of Congressional Relations, and the Office of the 

Comptroller General. (Opcion which may be exercisea under the contract) 

Included are records pertaining to the administering of the IHSF, technical 

monitoring of the contract and the contractor performance, day-to-day 

liaison with the contractor, and related activities. NOTE: These records 

are not the record set, but are maintained for the convenience and 

reference of the Contracting Officer's Technical Representative (COTR), and 

may contain copies of those records created or required in the day-to-day moni

toring of the contract) 

a. Contract Files 

~ Copies of RFP, winning proposal, and all documents which are 

..1~i \io'r /l\\l\ incorporated into the contract document, amendments to the 

contract, correspondence to and from the contractor documenting 

affecting operational procedures, contract deliverables and related 

material. Also included are the periodic management reports 

• 



--

, 

submitted by the contractor. 

TEMPORARY 

Cut off upon termination of the contract; forward all documentation 

needed to support payment of the contract to the Procurement 

Office when no longer needed for administrative purposes to be 

filed with the contract file. Retain other documents until no 

longer needed for administrative purposes, then destroy. 

b. Contractor Contact Files 

Memos or logs of phone calls or other contacts with the contractor. 

Also included are the logs and receipts of materials sent to the 

contractor. 

TEMPORARY 

Destroy upon the completion of the contract or when no longer 

needed, whichever is sooner. 

c. Shipment Control Files 

Materials used in shipping documents to the contractor such as 

daily logs, printouts, logs for shipping headers to micrographics, etc. 

TEMPORARY 

Destroy when superseded, obsolete, or no longer needed. 
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063-06 GAO DOCDM~:1-JTS/PUBLICATIONS FIIBS• 
GAO documenj;s (audit reports, program plans, Annual Report of the Comptroller 
General, The GAO Review, memoranda, CG's decisions, testimonies, opinions, 
letters, speeches) and other publications entered into the GAO Documents 
Data Base. 

a. Microfiche 

(1) Unclassified 

PillMA.NEI\1T. Offer first increment upon approval of this schedule. 
Thereafter, transfer original silver negative and one diazo copy to 
NARS at the end of each FY when microfiche has been verified. (Reference 
copies may be re~ined for GAO use.) This certifies that the records 
described in this item will be microfilmed in accordance with the 
standards set forth in 41 CFR 101-11.506. 

(2) Classified 

PERMANENT. Transfer original silver negative and one diazo copy to 
the Washington National Records Center at the end of each FY when 
microfiche has been verified. (Reference copies may be retained for 
GAO use.) Offer to NARS when 20 years old and micot.fiche has been 
reviewed and declassified. This certifies that the records described 
in this item will be mic(t!'filmed in accordance with the standards set 
forth in 41 CFR 101-11. 5.06. f°A.Mh ~~ k ~ ~,,,,

/q 8J1 Cl- ~J ;;_ ~- ~~i.AJ, 

b. Original Paper Copy 

Destroy in agency upon verificatJon that microfiche copies have been made 
in accordance with GSA regulations and are adequate substitutes for the 
paper records. 

063-08 GAO DOCUMENI'S DATA BASE 

GAO documents data base on machine-readable tapes as well as printed copies of 
GAID Documen~s, containing catalog data on all GAO documents. 

a. GAO Documents,t-(paper copy) 

Published monthly. Arranged chronologically. 

Cut off at close of .FY. Destroy when no longer needed for administrative use. 

b. Camera copy of G./\.0 Documents 

Destroy in agency when printing is completed and copies are no longer needed. 
(NOTE: Artwork may be recycled.) 

-'I- .Ndk: sl.ow.lol (;AO ,leo,le 'lo "H.iero /:;c.J,e. 
in~ f:tA.'/-Vr~,I $~/, '"°').,,. $/=-//$" -/,. 



c. Data Bases 

There are two data bases, BIBCIT and BIBRES. 

BIBCIT contains bibliographic data on unrestricted 

GAO documents only; while BIBRES contains the 

restricted documents. 

TEMPORARY 

These data bases are continuously updated. b•s~ -./)fcr
.3rd.. ~ ~c.lc.. 

RESTRICTION RELEASE FILES 

Copies of release forms (OCR Form 2 or equivalent) 

issued by the Office of Congressional Relations releasing 

restrictions or indicating the status of restrictions on 

GAO documents. 

TEMPORARY 
i,- --,~

DestroyAwhen entered on data base. 

/ 063-12 GAO THESAURUS FILES 

GAO Thesaurus listing all acceptable index terms, cross 

references, scope notes, broader terms, narrower terms, 

related terms, etc.; documents pertaining to the history 

and review of terms for entry into the Thesaurus; mag-

netic tape of the Thesaurus; and related documents. 

a. Paper copy of Thesaurus " 
f~~t:!r:~=~~i~W--1~~:--~GiJ.J-V-:~~,jl~2~~o!:!il-"-t1~!a!'lr~1~"::!,~~2e.J..~e:!ft-f'.L h,r- --t~~:,',~7f~u._ 

9!ilfer :to NAR.S u~@A each new 'l'!heeaurus b pul,liskee. 

b. Automated file is continuously updated. 'l>e•~ ~ 
3 nt. ,,.,,~ ~ cJ't! . 
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• 
TEl1PORARY 

Progra~g office 11 revie~ery S yy/s to 

det~ne if reten~ is re/4ed. 

/c. Documents pertaining to the review of terms for 

entry in the Thesaurus. 

}1 TEMPORARY
l- :f}?a i111 .-.-, •••u:-y 
~ 11\' DestroyAwhen no longer needed. 

063-14 DOCUMENTS REQUEST PROCESSING FILES 

Documents, including machine readable records, pertain

ing to the processing of requests for GAO documents. 

a. Paper Files (These ~iles sometimes contain 

additional data that is not always captured on 

the data base.) 

TEMPORARY 
;,, ,,.,....c::, 

Cut off at end of each week; destroyAwhen 

no longer needed for administrative purposes. 

User Data Rase 

TEMPORARY 

The data base is continuously updated and oldest 

data is dumped to tape as needed. 
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SPECIAL OUTPUTS PROJECTS FILES 

Documents pertaining to special outputs on a 
I 
one-time 

or periodic basis, from the GAO data base. Included 

here also are the files pertaining to the preparation of 

the Reports Supplement to the GAO Annual Report. 

a. Projects involving one-time output. 

TEMPORARY 

Cut off on the closing or completion of the 

project; destroy one year later. 

b. Projects involving multiple or periodic output 

production cycle. 

TEMPORARY 

Destroy when one year old or on the comple-

tion of the next output production cycle, which-

ever is sooner. 
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064 LIBRARY FILES 

(These files relate to the functioning and operation of libraries.) 

✓ 064-02 LIBRARY POLICIES AND PROCEDURES FILES 

Documents pertaining to Library policies and procedures; 

also includes relevant memoranda and correspondence. 

TEMPORARY 
if'J ci.4e"-"f 

DestroyAwhen superseded, obsolete, or no longer needed. 

/064-04 LIBRARY MATERIALS PROCUREMENT FILES 

Documents pertaining to selecting and procuring books, 

periodicals, and other library materials including 

requests for obtaining materials, reviews, and ap-

provals. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

064-06 SERIALS DATA BASE FILES 

~ This file is an on-going listing of all magazines, 

{V,Jl)...1-periodicals, serials, etc., maintained in both the Law 

and Technical libraries. Some of the data elements 

include title code, action required, record type, place

ment number, category, frequency of publication, availa

bility of periodical, subject code, beginning and ending 

volumes, retention, copy type, and corapletion code. 

TEMPORARY 

Destroy when no longer needed for administrative purposes . 

./064-07 SERIALS KARDEX FILES 

Card system containing data on all issues of serials 
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received for the Technical Information Sources and Services 

Branch. 

TEMPORARY 
,.,,, "1.._'!4/

DestroyAwhen no longer needed for administrative purposes. 

CATALOG FILES 

Catalog cards/lists listing holdings by title, subject, 

author, or other identifier. Includes shelf list 

records. 

TEMPORARY 
;" ,,..,~

Destroy individual cardsftas they become superseded, 

obsolete, or when the records represented by them are 

removed. 

✓064-10 REFERENCE FILES 

Documents relating to providing reference services, in

cluding literature searches (Lockheed, SDC, etc.). 

TEMPORARY 

Cut off at end of FY in which the service was provided; 

des troy ¥illllll:1 2 years ..W,.. ~. 

LOAN FILES 

Documents used to maintain control over all materials 

loaned out from the library area, including charge-out 

cards and similar materials. 

TEMPORARY 
,;. "1-'-f

Destroy~when the charge-out card is filled or when materials 

are withdrawn from the Library collection. 
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0~4-14 INTER-LIBRARY LOAN FILES 

Documents pertaining to the borrowing, control, and 

return of documents from other libraries and outside 

agencies, including records pertaining to the payment 

of fees, if any, for the use of such materials. 

TEMPORARY 

T,r.ai;i,sf<N; fties at enEl ef CY in: ws;.ch., the l9a'T!:s-- wece trans-

111 ~~ 
~ )estroyAwhen 6 years old. 

18 I 



065 RECORDS AND INFORMATION MANAGEMENT FILES 

(These files relate to the management of maintenance, transfer and 

disposition of GAO records as well as action taken in the records dispo

sition schedules submitted by other Federal Agencies.) 

/ 065-02 GAO FILES MANAGEMENT CASE FILES 

Case files containing all GAO offices of record file plans 

and changes thereto. Copies of all material reflecting any 

activity of the individual office of record maintained in 

these case files, includes copies of survey forms, letters 

of exception, records liaison officer designation, etc. 

TEMPORARY 

;,. ---~ Destroyftwhen superseded, obsolete, or no longer needed. 

/065-04 RECORDS INFORMATION POLICY AND PLANNING FILES 

Documents, related correspondence and instructions which 

provide guidance and direction for the management of GAO 

records and information. Arranged subjectively and main

tained in RMS. 

TEMPORARY 
,;. "1~ 

Destroy~when superseded, obsolete, or no longer needed . 

./ 065-06 RECORDS AND INFORMATION MANAGEMENT EVALUATION FILES 

Studies, analyses or summaries created in the comprehensive 

review of organizational records management structure, proce

dures, standards and related areas. 
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TEMPORARY 

Cut off at end of FY in which the study is completed; 
+ ca:blf; /() ~ ~ 

transfer to FARC 5 years ~; destroy .2:rf" years ~ 

GENERAL RECORDS MANAGEMENT REPORTS FILES 

General reports made on records management actions or 

status, and not otherwise described in this subfunction. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

~5-10 INFORMATION REQUEST FILES 

Documents relating to requests from outside GAO for ac

cess to specific records. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old• 

.A6S-12 RECORDS RETIREMENT FILES 

Documents relating to the retirement of records to a 

holding area or records center, including correspondence, 

forms and related materials. 

TEMPORARY 

Destroy when related records are destroyed, or when 

no longer needed for reference or administrative purposes. 

RECORDS DISPOSITION AUTHORITY FILES 

GRS 16 
Item l\ o-A 

~~ 
o0/1A.. 

Documents relating to the evaluation of GAO records and 

development of disposition schedules. 
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TEMPORARY GRS 16 
Item 3ct ~ 

Destroy when related records are destroyed, or when 

no longer needed for reference or administrative 

purposes• 

./ 065-16 RECORDS TRANSFER FILES 

Documents relating to the transfer of records to the 

National Archives or other government agencies. 

TEMPORARY GRS 16 
Item 3Q.. oL 

Destroy when related records are destroyed, or when 
~c;,LJ,f 

no longer needed for reference or administrative ,J.o/"f"-

purposes. 

/065-18 RECORDS STORAGE AREA FILES 

Documents relating to the administrative management of 

the holding area for records in GAO. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

/065-20 RECORDS DISPOSITION FILES 

Documents relating to disposition matters in general and 

not described in other items of the subfunction. 

TEMPORARY GRS 16 
Item 3o.. o-1... 

Destroy when related records are destroyed, or when 

~~~-JI,/no longer needed for reference or administrative 
iifo)-r"'-

purposes. 

J 065-22 REFERENCE REQUEST FILES 

Documents relating to the retrieval of records from storage 

for temporary use. 
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TEMPORARY 

'" ""1"""'41 Destroy~when crocuments have been returned to storage. 

DISPOSAL REQUEST FILES (GAO RECORDS) 

Documents relating to the approval or disapproval of 

ct!quests to dispose of records, including approval 

for records in a records center or records holding area, 

or special type record. 

TEMPORARY 

Destroy when related records are destroyed or when no 

longer needed for administrative or reference purposes. 

✓065-26 OTHER SPECIAL RECORDS MANAGEMENT CASES 

Documents relating to special projects created in response 

to litigation, i.e. AT&T, IBM, etc. 

TEMPORARY 

Cut off at end of FY when case is closed; destroy Wftetl S 

years 'M'd. ~-

v'065-28 RECORDS EQUIPMENT AND SUPPLY FILES 

Documents relating to the status of equipment in GAO, 

and review of requests for records equipment or supplies. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old • 

./ 065-30 VITAL RECORDS FILES 

Documents relating to the identification and protection 

of records vital to the operation of the agency, includ

ing operating records and rights and interest records. 
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r;,Aof s~/ 
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-----TEMPORARY 

;,. tMt,ee,,i,c, 
DestroyAwhen superseded, obsolete, or no longer needed. 

/ 
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066 DIRECTIVES AND FORMS MANAGEMENT FILES 

(These files relate to issuance and maintenance of the GAO-wide 

orders, directives and forms.) 

066-02 RECORD SET OF GAO DIRECTIVES 

Copies of the finished product, the original manuscript, 

clearances, and documents pertaining to the preparation 

of each directive. (Arranged by directive number and 

pf, 
s~,.1a"I'' 

maintained by OISS/RMS/DFS) 

PERMANENT 

FARC 

(In 5 year 

DIRECTIVES MASTER SET 

Master reference set of GAO Operations Manual and other 

directives. 

TEMPORARY 
,;. ....._, 

Destroy individual directives~as they are superseded, dis-

continued or cancelled. 

DIRECTIVES WORKPAPERS AND BACKGROUND MATERIALS 

Includes working notes, drafts and related correspondence 

not covered under schedule 066-02. 

TEMPORARY 
....... 

DestroyAwhen 
~ 

no longer needed for administrative refer-

ence purposes. 
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066-02 RECORD SET OF GAO DIRECTIVES (continued) 

a. Issuances related to agency program functions 

PERMANENT. Offer to NARS in 5-year blocks when 20 years old (e.g., offer 
1970-4 block in 1995). ,. 1 ,5c,µ...f'+ i:n <2-Y::.,s't¼.c.ej \V.:tu t'e<'~~r. 

b. Case files related to (a) above which document important aspects of the 
development of the issuance. 

Destroy when issuance is transferred to NARS. 

c. Issuances related to routine administrative functions (payroll, procurement, 
personnel, etc.) 

Destroy in agency when superseded or obsolete. 

d. Case files related to (c) above which document aspects of the development 
of the issuance. 

Destroy when issuance is destroyed. 

https://2-Y::.,s't�.c.ej


j 066-08 DIRECTIVES MANAGEMENT STUDIES/SURVEYS/PROJECTS 

VJ 0 

/066-10 

066-12 

/066-14 

Documents relating to surveys or studies of directives and 

related practices, projects or sources. less¼wv-, lcu. f-f,/v•y, 

TEMPORARY 

Cttt eff at end of Pf s~s eemplete; ))t;:!.:;~when 

1:e FARG wken 5 yeMs eld; aestroy when 20 years old. 

DISTRIBUTION CODES FILE 

Documents related to the issuing/distributing of direc

tives and other publications, including inputs needed 

to develop the master set of cards which are physically 

located in the Distribution Services Section. 

TD1PORARY 
;,,~~

DestroyAwhen S'uperseded, obsolete, or no longer needed. 

DIVISION/OFFICE ORDERS 

Reference set of the internal orders issued by indi

vidual GAO divisions and offices maintained by DFS. 

TEMPORARY 
,;, ..~ 

Destroy individual orders~as they are superseded, dis-

continued, cancelled, or no longer needed for reference 

purposes. 

GAO TELEPHONE DIRECTORY FILES 

a. Record set of GAO Telephone Directories 

TEMPORARY 

G.Yt off at end of P'"!; ttartsfet Lo F2'dte when 5 years 
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updating the telepl,one directory. 

TP:PORARY 

ia."1~ 
DestroyAafter the next issue of the Telephone 

Directory has been published. 

v'6&6-16 FORllS REPORTS FILES 

Documents relating to reports made on the forms manage

Ment program, including statistical data. 

TE~1PORARY 

G~t eff at QnQ 0f R, l)estroy when 1 year old. 

✓ 066-18 GAO NUMERICAL FORMS FILES 

J a. Case files relating to all st~ndard and optional 

forms for which GAO is the promulgating office M,,,fl-M .. • .,.. ,. 

s Ao/ scJ,..J.,./
and GAO forms, including copies of forms, their ~1 5',.. 

justification, design, and other actions taken 

to control forms and their effectiveness. Ar-

ranged by form number and maintained by OISS/RMS/ 

DFS. 

M-!Ml1r!iEH'f (Ee¥ 13 l/2ef E1M .!.!.!) 

Cut off at end of FY following discontinuance or 

obsolescense; transfer to FARC ~ 1 year~,, .l>es~ 
S ~ e.A4"S 14r, 
9f.t:'cr to UAR:~ wlren 26 years Old. 

✓ b. Workpapers, background material, requisitions, 

... specifications, processing data, and control 

records. 
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TEMPORARY GRS 16 
ltet1 4b okDestroy when related form is discontinued, super

_..,.,rt◄ ••ct..o <:;,A4 c;~Jseded, or cancelled. °"' I g1,, 
~66-20 DIVISION/OFFICE NUMERICAL FORMS FILES GR s 11,/J./, 

Case files relating to individual division/office forms, oL 

their justification, design, and other actions taken to 

control forms and their effectiveness. 

TEMPORARY 

Cut off at end of FY following discontinuance or obso
ton.v, 

lescense; transfer to FARC ~ 1 year ,Q,J.Q.; destroy 
l,,.b,...J_ 

iHte'!l 5 years~. 

✓ 066-22 EXTERNAL NUMERICAL FORMS FILES 

Copies of forms created by other agencies and instructions 

for their use. 

TEMPORARY 
;,. ...~Oley 

Destroy~when aiscontinued, superseded or no longer needed 

for reference or administrative purposes. 
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070 PUBLISHING AND DISTRIBUTION 

{These records relate to printing and duplication, mail and messenger 

services, distribution, and graphic services.) 

071 Printing and Duplication Files 

072 Mail and Messenger Services Files 

073 Distribution Files 

074 Graphics Files 

19 I 



071 PRINTING AND DUPLICATION FILES 

(These files relate to the printing and duplication services, includ

ing fast copy.) 

✓071-02 PRINTING ADMINISTRATION CORRESPONDENCE FILES 

Correspondence files pertaining to the printing, bind

ing, duplication, distribution, and related papers. 

TEMPORARY GRS 13 
Item 2 olt.. 

Cut off at end of FY; destroy when 2 years old. ~~/Jg/
✓071-04 PROJECT JOB FILES ~ 

Job or project records containing all papers and data 

pertaining to the 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 papers 

exclusive of (1) requisitions of the Public 

Printer and related records; and (2) records 

relating to services obtained outside the 

agency. 

TEMPORARY GRS 13 
Item 3a oJt. 

Cut off upon completion of Job; destroy 1 ~ GAojsd,..J.j 
I ca' / 3 ""' year later. 

b. Files pertaining to planning and other techni

cal mattters. 

TEMPORARY GRS 13 
Item 3b ~ 

Cut off at end of FY; destroy when 3 years old. 
......?'......,,-

~Ao/ s~/ 
192 ,~ I 3• 



/071-06 CONTROL FILES 

Control registers pertaining to requisitions and work 

orders. 

TEMPORARY GRS 13 
Item 4 6-h, 

Cut off at end of FY or when register is full, which

ever is applicable; destroy 1 year after close of 

fiscal year in which compiled or 1 year after filling 

of register, whichever is applicable. 

✓ 071-08 REPORTS TO CONGRESS AND RELATED FILES 

GAO reports to Joint Committee on Printing 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. 

TEMPORARY GRS 13 
Item 6a r;.-1... 

Cut off at end of FY; destroy when 3 years old. 

~~/19/
✓ 071-10 INTERNAL MANAGEMENT FILES {gc,._ 

Records relating to internal management and operation of 

the GAO Printing Branch. 

TEMPORARY GRS 13 
Item 7 °""-

Cut off at end of FY; destroy when 2 years old. ~i7~'l-, 
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copies 

OPS and 

a. 

cs Section in 

paper copy records 

it is ascertained 

been made in ace 

micro

with GSA 

b. Microfiche 

PERMANENT EAA 2cf) 

copy to the Nat onal Archives at the end 

has been verified. 

copies for GAO be retained at 

This certifies the records described in 

item will ed in accordance with 

standards set forth 41 CFR 101-11.506. 

✓ 071-14 FAST COPY SERVICE FILES 

Documents relating to reproduction of documents on fast 

copy equipment. 

TEMPORARY 

~t off at eft& ef FY1 ~stroy when 1 year old. 
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07 2 MAIL AND MESSENGER SERVICE FILES 

(These files relate to the mail (postal as well as private carrier), and 

raessenger services.) 

✓072-02 POSTAL RECORDS 

Post Office 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, and special delivery mail including 

receipts and return receipts. 

TEMPORARY GRS 12 
Item Sa olt-

eat off at end of F¥1 Jlestroy when 1 year old. ~j-e.,.c~ , 110/s a,(,.J.j
11/£'A-

b. Application for postal registration and certifi

cate of declared value of matter subJect to postal 

surcharge. 

TEMPORARY 

eat oft at end of FY,Jlestroy when l year old. 

c. Report of loss, rifling, delay, wrong delivery, 

or other improper treatment of mail matter. 

TEMPORARY GRS 12 
Item Sc 6-1..._ 

Gd~ eff a, eftti-ef P¥~])estroy when 1 year old. ...,. pµr;';.-';,jS:-1.4n / 
MAIL AND DELIVERY SERVICE CONTROL FILES .Se-

Records of receipt and routing of incoming and out

going mail and items handled by private delivery com

panies such as United Parcel Services, excluding both 
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those covered by 072-10, below and those used as 

indexes to correspondence files. 

TEMPORARY GRS 12 
Item 6a 4,l 

Sal off at eed gf n;)estroy when 1 year old. A.,,.... e,J.A,,11 GA o/st:,J...,,J/
11/ , __ 

POSTAGE USAGE FILES 

Statistical reports of postage used on outgoing mail 

and fees (special delivery, foreign, registered, cer

tified, and parcel post or packages over 4 pounds). 

TEMPORARY GRS 12 
Item 6b 6L • 

Stt! off at end of Lite mol!!th, )estroy when ~• e,Jc,._, (;,Ila/._ 
5 cJu,.J.,/17/1,l:,

6 months old. 

✓072-08 ACTIVITY REPORTS FILES 

Statistical reports and data relating to 

handling of mail and volume of work performed. 

TEMPORARY GRS 12 
Item 6d o.L 

C•• off al end of FI,~estroy when 1 year old. -4-¥~<••~5i~7;,~ 
✓072-10 CHECKS AND CASH FILES 

Records relating to checks, cash, and packages re

ceived through the Official Mail and Messenger Ser

vice. 

TEMPORARY GRS 12 
Item 6e 

Cui gff a, eae af FYr)}estroy when 1 year old. ~,4,-t,l.eo t:IIDjJe.J,.J. }
17/ ,e.✓072-12 OFFICIAL MAIL AND MES&ENGER SERVICE FILES 

Records of and receipts for mail and packages re

ceived through the Official Mail and Messenger 

Services. 
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TEMPORARY 

s~~ eii at eaa ef she mee1h1.)estroy when 

6 months old. 

✓ 072-14 GENERAL MAIL DELIVERY FILES 

/412-16 

General files including correspondence, memoranda, 

directives, indexes and other records relating 

to mail delivery to individuals. 

TEMPORARY 

Destroy when 1 year old or when superseded or obso

lete whichever is applicable. 

LOCATOR FILES 

Locator cards, (copies of GAO Form 410 or equivalent), 

directories, indexes, relating to mail delivery to 

individuals. 

a. Card Files 

TEMPORARY 

Destroy 2 weeks after the computer printout has 

been received, tested, and accepted. 

b. Computer Printouts 

TEMPORARY 

Destroy after the second printout has been re

ceived, tested and accepted. 

" 072-18 PENALTY MAIL REPORT FILES 

Official penalty mail reports and all related 

papers. 
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TEMPORARY GRS 12 
Item} o."'-

Cut off at end of FY; destroy when 6 years old. 
...,,,0 ,;... t;Ao/S~ 

/012-20 POSTAL IRREGULARITIES FILE 1"7/1 

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. 

TEMPORARY GRS 12 
Item 8 oJ,_ 

Cut off when investigation is complete; destroy 

3 years later. 
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0~3 DISTRIBUTION FILES 

(These files relate to the initial distribution of GAO publications 

and the retention of the official GAO publications, including 

the Master Report Folder. NOTE: For records pertaining to the 

secondary distribution and on-demand request processing by the GAO 

Documents Handling and Information Service Facility (DHISF), see 

schedule 063 - Documents Systems and Services Files.) 

/073-02 DISTRIBUTION POLICY & PRECEDENT FILES 
A/-,... ~col'fl. copies oF 

ADocuments and guidelines relating to the distri-

bution of GAO publications. 

TEMPORARY 
in A4fC.11C41 

DestroyAwhen sdperseded, obsolete or no longer needed. 

PUBLICATION INITIAL DISTRIBUTION FILES 

Documents accumulated for the automatic distribution 

of Publications. 

TEMPORARY 
;,, A1IH'l'-f 

DestroyAafter tupersession or cancellation; changes 

~av be destroyed after posting to the current dis

tribution list. 

~73-06 GENERAL DISTRIBUTION FILES 

Documents reflecting the general administration and ful

fillment of requests for GAO publications. 

TEMPORARY 

~.e off ac end of P'f,J}estroy when 1 year old. 
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/073-08 SPECIAL DISTRIBUTION PROJECT FILES 

/073-10 

✓073-12 

J073-14 

Documents relating to distribution projects, which 

because of their complexity or importance, are handled 

separately. 

TEMPORARY 

Cut off at end of FY in which the project is 

accomplished; destroy W'fte'ft-1 year~~, 

STATISTICAL REPORTS OF DISTRIBUTION 

Documents relating to summary activities of distri

bution unit including special accomplishment re-

ports. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 

MASTER REPORT FOLDER FILES 

Master Report Folder of accounting, auditing, and in

vestigative reports, maintained in OPS, including 

all drafts, review sheets, report processing forms and 

related records. 

TEMPORARY 

Cut off at end of FY in which the report is issued; 
~ le.P."vf;_ ~4N .,J. 

transfer to FARC ~ 1 year ~; destroy ~ 15 

years e+!h ~ ~ 1.4"4.,.,;... 

DISTRIBUTION COPIES FILES 

Stock copies in distribution of publications, posters, 

charts, directives, regulations, booklets, speeches, 

forms, press releases, and similar material to fill 
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requests from GAO or outside. (This item does not 

cover copies and related program material retained 

in originating office.) 

TEMPORARY 
;,, ,,.,.,.'41

DestroyAwhen SU"perseded, obsolete, or no longer 

needed. 

073-16 MAILING LISTS AND RELATED MATERIAL 

✓ a. Correspondence request forms and other re

cords relating to changes in mailing lists. 

TEMPORARY 

Destroy after appropriate revision of mailing 

list or after 3 months, whichever is earlier. 

/b• Card lists 

TEMPORARY 

Destroy individual cards when canceled or revised. 

Plate or stencil mailing lists✓ c. 

TEMPORARY 

Destroy plates or stencils when cancelled or 

revised. 

073-18 KEY WORD OUT OF CONTEXT (KWOC) 

These magnetic tape files are created to provide a 

}i/L source to identify GAO reports by key words, date, 

rJ~~>:'subject area or title. The file contains such data 

elements as title, date of publication. issue area, 

publication nUl!lber, and B-number. The file covers 

all GAO reports issued from 1967 to present. 
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GRS 13 
Item 16 

GRS 13 
Item Sa oJ.._ 

~•t;b_/GIK1!s-~ 

GRS 13 
Item Sb o-/-

-+44f1-«<L4.~s~J 
IK/SJ, 

GRS 13 
Item Sc o-1.._ 

~••,.t,.~ 
GAt:>/~/ 

EI.s-c.. 



v a. Magnetic tape 

TEMPORARY 

The tapes are updated bi-weekly, combined semi-annually 

and annually and retained until no longer needed for 

administrative use. 

/ b. Printouts 

TEMPORARY 

The printouts are retained until an update is received. 

/ c. Source documents (source information taken from GAO 

Audit Reports and put on GAO Form 462, GAO Documents 

Input Sheet Updates, for entry into system-) 

TEMPORARY 

Cut off at end of FY; destroy when l year old. 

✓ d. Microfiche (Printouts are microfiched bi-weekly, semi

annually and annually.) 

TEMPORARY 
1>e~ wh&MJ 

ftetalttf8' aucllAno longer needed for administrative use. 
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074 GRAPHICS FILES 

(These files relate to the graphics and illustrations prepared for GAO 

publications and other graphics.) 

/014-02 REQUEST LOG FILES 

Control registers pertaining to requisitions and 

work orders for graphic arts or audio visual ser

vices. 

TEMPORARY GRS 13 
Item 4 o-1.-

Destroy 1 year after close of fiscal year in which ~~if:L_,;-
compiled or 1 year after filling of register, which

1a/'I 
ever is applicable. 

/44-04 PRINTING PURCHASE ORDER/VENDOR FILES 

Documents relating to work contracted out. 

TEMPORARY 

Cut off when job is completed; destroy~ 2 year€:~. 

074-06 PHOTOGRAPHIC NEGATIVE FILES 

Negatives created during the processing of GAO 

publications. 

a. Special Publications (including the GAO Re

view, the Annual Report, Food Update, and the 

Policy and Procedures Manual). 

TEMPORARY NCl-217-78-1 
~ ..,:t~ 1-t•- I"-'J;,AO :s; 

Destroy 2 years after date of publication. IV fo.,, C~~) 

b. Audit Reports and other printed material ""-
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TEMPORARY NCl-217-78-1 J :r..,_ 
l!, ( s~ . ..t..Destroy 6 months after date of publication. 

.4,4,"fY4«J.e4, fi>/10/scJ.J/
074-08 PHOTOGRAPH FILES 1r/8b 

Still photographs, wi~ 

pictures taken by GAO tographers, color and 10/a:t/81· 
, e+""-L~ 

and ~hite; including li,c.. ~ 

have limited admin· trative use or interest. ~ 
photographs depict athletic events, 

gatherings, ceremonial 

ward presentations, 

end of each month; 

months old. GAO activities 

permanent value e maintained by the Audio Visual 

Unit under 044-02.) 
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080 PUBLIC INFORMATION FILES 
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080 PUBLIC INFORMATION FILES 

(T'lese files relate to GAO's relations with the public and media and 

includes inquiries, replies, press releases and related documents.) 

✓oso-02 INFORMATION FILES 

Complete set of formal informational releases..a.;wi.. 

?•lications, such as press releases, press conference 

transcripts, official speeches, and indexes thereto. 
I>:, ~~ o~ cA,oc..,.,..-.i-, """"t.re.vMd&r 

ArrangedAchronologically and maintained by the Infor-

mation Office. 

PERMANENT (ECV 1/4cf EAA l/8cf) 

Cut off at end of FY; transfer to FARC when 3 years 
\" S· ~eo.,, 1:>1 odes 

; 

old; offer to NARSAwhen 20 years old. 

f,!u ; .9@Af ifierementsJ 

✓os0-04 RESERVED 

✓0R0-06 INFORMA~ION Rr.OUESTS FILES 

Requests for information and copies of replies there

to, involving no adc.inistrative actions, no policy 

decisions, and no special compilations or research; 

and requests for and transmittals of publications, 

photographs and other informational literature. 

TEMPORARY -GRS 14 
Item 3 o-1.. 

Destroy 3 months after transmittal or reply. 44.~,-tu, 61/o/Sd.4/ 
l"J / 3✓oso-oa ACKNOWLEDGEMENT FILES 

Acknowledgement and transmittals of inquiries and 

requests that have been referred elsewhere for reply. 
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TEMPORAR! GRS 14 
Item 4 4'_ 

Destroy 3 months after acknowledgement and 

referral. 

PRESS CLIPPINGS FILES 

Compilation of clippings from newspapers 

and similiar materials of interest to GAO. 

TEMPORARY 

Destroy when 6 months old. 

~-12 INFORMATION PROJECT FILES 

Informational services project case files maintained 

in the Information Office. 

TEMPORARY GRS 14 
Item 6 o-L 

Cut off when project is completed or closed; 

~Jtf;,destroy 1 year later. 

COMMENDATION/COMPLAINT CORRESPONDENCE FILES 

Anonymous letters, letters of commendation, complaint, 

criticism and suggestion, and replies thereto, ex

cluding those on the basis of which investigations 

were made or administrative action taken and those 

incorporated into individual personnel records. 

TEMPORARY GRS 14 
I'tem 7 u.J.. 

Destroy when 3 months old. _._ '. ,,.s0X:, If;1°.f
✓oso-16 INDEXES AND CHECK LISTS FILES.,. 

Bibliographies, check lists, and index.es of GAO 

publications and releases, except those used as in

dexes to form.al informational releases, including 
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The Monthly List of GAO Publications (requested by the 

Congress). 

a. Paper copies I M~ -t,.,... ~ ~ P~ 

TEMPORARY 

Destroy after it is ascertained that the microfiche 

copy is made in accordance with GSA regulations and 

is an adequate substitute for paper records. 

b. Microfiche Master Set of Monthly List of GAO 

Publications 

TEMPORARY 

Cut off at end of FY; transfer to FARC when 5 

di, years old; destroy when 20 years old. 

~"'~• This certifies that the records described in this 

:..191\1" 
~ item will be microfilmed in accordance with the 

standards set forth in 41 CFR 101-11.506. 

/ c. Backup material 

TEMPORARY 

Cut off when publication is issued; destroy 6 

months after the publication of the issue to which 

the material is related. 

/d. Materials not covered by a and c above. 

TEMPORARY 
;,.. lt'te.tCC,

DestroyAwhen superseded or obsolete 
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080-18 

GAO Management News and backup material, published 

weekly by the Information Office as the communication 

of official news to GAO staff. (See also 011-54) 

./ a. Master set of GAO Management News . Arranged 

•chronologically and maintained by the Information 

Office. 

PERMANENT (ECV lcf EAA l/12cf) 

Cut off at end of FY; transfer to FARC when 

5 years old; offer to NARS when 30 years old. (In 

5 year increments) 

/ b. Backup materials 

TEMPORARY 

Cut off when publication is issued; destroy 6 

months after the publication of the GAO Manage-

ment News. 
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090 AUDIT AND SPECIAL STUDIES FILES 
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090 AUDITS AND SPECIAL STUDIES FILES 

(These files relate to all audits and studies, not covered elsewhere, undertaken 

to achieve the program objectives of GAO including the workpapers generated, 

and the history of each job.) 

✓090-02 ISSUE AREA OPERATIONAL PLANS FILES 

Issue area operational plans prepared by each division/ 

office for review and approval by the Program Planning 

Committee and the related documents, including resource 

projections needed to accomplish the program plans. 

/ a. Program Plans 

TEMPORARY 
iwt Clll.4'4411.~ 

DestroyAwhen su~erseded, obsolete or no longer needed. 

,:btOTE; Copies are ea11f. ae eISS fur ent11 111co tlte aaer 

Bocument Bsea Base, aaa mierefilmed as a patt of tffl! 

permauent ud.Ctbflche set of 

/ b. Background/Workpapers 

TEMPORARY 

Cut off at end of FY; destroy when 3 years 

old. 

/090-04 ASSIGNMENT AUTHORIZATION FILES 

The document providing authority to start new 

assignments, including all documents revising the 

original Form 100 such as the J-1. 

TEMPORARY 
~, 

Cut off when report is issued; destroy "'lffll!'l!1 3 years~. 
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/090-06 JOB SCHEDULING/FIR~ ASSIGNMENT LISTS 

Short-range planning document prepared by head

quarters divisions to be used by regional offices 

to assist them in staffing assignments. 

✓090-08 

TEMPORARY 

Cut off at end of FY; destroy Wfl6Q 

INDIVIDUAL JOB FOLDER FILES 

~. 
2 years~ 

This folder may include copies of the Form 100, 

Work Progress Reports (GAO Form 133), all corres

pondence with the agencies, contact memoranda, trip 

reports, etc. 

TEMPORARY 

Cut off when report 
..A-~4,, 

is issued; destroy~ 3 years Md-, 

✓090-10 

or when working papers 

RESERVED 

are destroyed1whichever is later. 

✓ 090-12 AGENCY COMMENTS FINAL REPORTS 

Copy of agency's response to Congress on actions taken 

in response to GAO recommendations. Usually sent to 

GAO with a cover letter to CG or division director. 

Record copy is included in the Master Report 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

STATUS OF REPORTS FILES 

Summary of activity on each active and issued report 

in auditing divisions. 
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TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

WORKPAPERS, AUDIT PROGRAMS AND REPORTS 

Workpapers (manual and automated) generated by the 

General Accounting Office in connection with its 

accounting, auditing and investigative programs. 

These consist of tabulating machine runs or adding 

machine tapes; magnetic tape, punched cards, etc.; 

confirmation letters obtained in the verification of 

account balances; copies of interoffice correspon

dence relating to GAO assignments; copies of GAO 

work programs; workpapers supporting payroll audit 

reports, regional letter reports, and close out letter 

reports. (NOTE: Does not include data bases de

scribed in 090-18). 

a. Paper records 

TEMPORARY 

Rold for 1 year after completion of assignment; 

transfer to FARC; destroy when 3 years old. 

b. Machine-readable records 

~. Routine processing files not included in 090-18. 
l')"' ~,..,,, 

,W TEMPORARY 

Erase when 3 years oid. 

090-18 INFORMATION DATABASE FILES 

~~ Unique data bases, machine readable or otherwise,
rJr ~ 

~~ created during the audit process/studies as a part 

213 



of the information ga thE:ring task and reported on 

GAO Form 100, where the interest in the data may 

transcend the needs of the specific study. 

(NOTE: For housekeeping, routine administrative and 

workpaper files, see 090-16.) 

a. Paper files not converted to machine readable 

format. Enter into the GAO Documents Data Base 

and microfilm as a part of the permanent micro

fiche set of GAO documents (see 071-12). 

b. Paper files converted to machine readable format. 

TEMPORARY 

Destroy when the machine-readable records have 

been verified and accepted as adequate substitute. 

c. Machine-Readable Files 

PERMANENT 

Offer to NARS with accompanying documentation 

upon publication of the report. (NOTE: Retain 

a copy for GAO's reference use, if necessary.) 

j 090-20 ACCOMPLISHMENT REPORTS FILES 

Accomplishment reports (GAO Form 82) showing any action 

which results in dollar savings or improvements in 

Government operations. 

TEMPORARY 

Cut off at end of fiscal year in which accomplish-

rnent was reported; destroy Wfteft 
. 
5 

-4..&.v. 
years~. 

090-22 FOOD, AGRICULTURE AND NUTRITION INVENTORY (FANI) DATA BASE 

FANI is a data base of Federal food related (such as 

land, soil, water, energy, etc.) programs in 28 di£-
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Department of Agriculture (USDA), the Office of 

Management and Budget, and 27 other agencies co

operated with GAO to develop a method and build the 

prototype inventory of food, agriculture, and nu

trition-related programs. 

FANI can be compared to a card catalog in a library 

that helps locate different types of materials; for 

example, a certain subject would be found in the 

subject index, or a certain author would be listed in 

the author index. In this same way, FANI can be used 

to find which food, agriculture, and nutrition pro

grams would affect a certain subject (such as food 

stamps), a certain function (such as regulation), or 

a specific user group (such as the elderly). Just 
I 

as a card catalog makes library materials easily 

accessible, FANI will put the tremendous volume of 

information on food programs within easy reach. 

Examples of questions FANI can answer are: 

--How much money does the Federal Govern

ment spend in nutrition research and 

development? 

--Which agencies are involved in the produc

tion or consumption of fish? 

--What groups are affected by the regulation 

of foodstuff safety? 
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What congressional committees have oversight 

over the Federal programs that set food policy? 

The basic information contained in the inventory 

includes program title; administering body; catalog 

of Federal domestic assistance number; Office of 

Management and Budget/Treasury account number(s); 

statutory authority; financial data (budget authority, 

obligations and outlays, and staff-years); narrative 

description of objectives, accomplishments, and tar

get users; keywords describing the program; program 

description codes (the compelete list of codes is 

contained in the GAO report "Inventory of Federal 

Food, Agriculture and Nutrition Programs" CED-79-125, 

September 11, 1979); congressional committee juris

diction; related programs; program reports; and 

agency contact point. 

~i ~ /4'\*1/ to NARS "7 each sa~~u~ 

090-24 CONGRESSIONAL INFORMATION SOURCES INVENTORIES AND 

DIRECTORIES 

These magnetic tape files are developed and main

tained by the General Accounting Office under autho

rity of Title VIII of the Congressional Budget and 

Impoundment Control Act of 1974 (P.L. 93-344), which 

assigned the Comptroller General the responsibility 

to identify congressional information needs as 
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expressed in·legislat1ve requirements; to monitor 

the various reporting requirements of the Congress; 

to identify congressional needs for fiscal, budge

tary, and program-related information; and to main

tain a central file or files of fiscal and budge

tary information. The data base consists of the 

following four files: 

1. Inventory of Federal Evaluations (E-file) 

This file contains an inventory of program and manage

ment evaluation reports produced by and for most of the 

departments, agencies, and various commissions of the 

Federal Government. 

2. Inventory of Information Sources (I-file) 

This file contains an inventory of information sour

ces such as clearinghouses, libraries, and data cen-

ters. 

3. Inventory of Requirements for Reports to the 

Congress (R-file) 

This file describes requirements for recurring and one 

time reports to the Congress for the executive, legis

lative, and judicial branches of the Federal Govern-

ment. 

4. Inventory of Federal Information Systems (S-file) 

This file describes Federal systems maintained by 

Federal agencies, which contain fiscal, budgeting and 

program-related information. 
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The information for these inventories is collected 

through the use of a series of four especially designed 

forms filled in and submitted by the various Federal 

agencies. Entries in the data base provide the user 

with a full range of information, such as the title, 

agency maintaining the system or issuing the re-

port, relevant statutory or non-statutory authori-

ties, Congressional relevance, affected programs, 0MB 

ID codes, agency contacts, and descriptive abstracts. 

The I, R, and S files are cumulative (new records 

are merged with the old ones in the established 

sequence). A separate new file is created at each 

inventory cycle for the E-File. 

R, Sand I File 

PERMANENT 

Offer to 

be destroyed. 

E-File 

~ .PEID1AN]!!_ / 

~\is\<YOffer ~S whenever a ~e is added, 

090-26 LEGISLATIVE, AUTHORIZATION, PROGRAM AND BUDGET 
INFOR?1ATION SYSTEM (LAPIS) 

These magnetic tape files are developed and main

tained under the authority of Title VIII of the 1974 

Budget Act to meet the needs of the Congress for 

fiscal, budgetary, and program-related information. 
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LAPIS currently includes basic authorizing and budge

tary data on most Federal agency programs. The 

following data elements are available for each program, 

activity or project listed in LAPIS: 

--Administering agency and bureau, or independent 

commission, 

--Budget function and subfunction, 

-Citation of the law that authorizes the pro-

gram, including the public law name and the 

relevant title and section of the U.S. Code, 

--Name of program, activity, or item, 

-Type of record (program, administrative,
I 

financial), 

-Appropriation account number, fund code, 

and transmittal type, 

--House and Senate authorizing comr.iittee juris

diction, 

--House and Senate authorizing subcommittee 

jurisdiction for selected committees, 

--Amounts authorized, if specified, and/or 

narrative description of funding limitations, 

--Expiration and reauthorization dates for 

programs, 

--Related budget authority, outlays, and obli

gations for the past, current, and budget 

years. 
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--Specialized data for individual committees, 

including outlays for current year budget 

authority. Unobligated balances and loan 

levels, 

--Oversight review dates, 

--Senate/House policy areas, 

-Special Program areas, e.g., for use in iden-

tifying special Government-wide programs such 

as: 

disaster assistance programs 

- entitlement programs 

- research and development programs 

The LAPIS is maintained as an on-going system. 

Continued revisions to the system are made due to re

programmings, new legislation, changes in committee 

jurisdictions, new budget function classifications, 

and various other factors. The system continues to 

expand, update and refine the program inventory to 

ensure its effectiveness in meeting GAO's legisla

tive mandate. 

PERMANENT 

The master file is updated annually after release4 
a/~fJ.-.\ir of the President's budget. A history file is pulled
rP~ , 

before any update is performed on the master file. 

The history file must be retained for 5 years. 
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Offer to NAR~, both current as well as historical 

tapes, upon each annual update. 
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100 CONGRESSIONAL RELATIONS FILES 
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aillli111na;,l-'·.,.•srllil·-------·------------.----------- . ·-------·· .. ---- . 

100 CONGRESSIONAL RELATIONS FILES 

(These files relate to relations with Congress and its members • ... 
NOTE: OFFICIAL RECORD COPIES (PERMANENT RETENTION) _are retained 

in the offices of directors for eventual offer -to NA.RS" for permanent 

retention.(AM,~ Ofl• ..,,) 

/100-02 CONGRESSIONAL CORRESPONDENCE-MEMBER FILES 

Documents consisting of copies and some originals of 

letters ol memoranda addressed to or from members 

of the U.S. Senate and the Bouse of Representatives, 

including matters pertaining to constituent problems 

or requests. 

TEMPOlARY 

Cut off at end of member's term; transfer to FARC 

2 years later; destroy 6 years later. 

J 100-04 CONGRESSIONAL CORRESPONDENCE-COMMITTEE FILES 

Correspondence with committees of Congress. or members 

of the Congress acting for the Committee, or offices of 

the Congress. Also includes correspondence with other 
::-

congressional offices, such as Secretary of the Senate, 

Speaker of the Bouse, President of the Senate, Sgt. of 

Arms, etc. Copies of routine letters from Congress, 

commendations, thank. you notes, sent to Personnel and 

Divisions. -IF~ 
TEMPORARY NN-173-190,

Jt,.• ,,.......) 

Cut off at end of each Congress1onal session; transfer -r;f: 
I I_,,. 

to FAR.C 2 years later; destroy 6 years later. -=t1/'1df 

~•i•
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✓100-06 CONGRESSIONAL REQUEST CONTROL FILES 

GAO form 437 and related records generated to keep 

track of the Congressional requests. 

TEMPORARY 

Cut off when action on the request is completed; 

destroy 2 years later. 

j 100-08 CONGRESSIONAL INFORMATION FILES 

Information concerning the Congress' organization 

and membership. 

TEMPORARY 
ir1 "4'""' «:AtDestroyAwhen superseded, obsolete, or no 

longer needed. 
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110 LEGAL SERVICES AND DECISIONS FILES 
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110 LEGAL SERVICES AND DECISIONS FILES 

(These files relate to the legal affairs at GAO. The history of 

each case and the decisions rendered by the Comptroller General 

are handled by the Office of the General Counsel. Reference 

materials are maintained by the Legal Information and Reference 

Services Section, Office of Information Systems and Services.) 

ll0-02 A/B-FILES 

Case files arranged numerically by A/B number and main 1>1 sros,T10.J 
NOT' 

tained by Legal Information and Reference Services, A111TI1oe1z1 

including memoranda, correspondence, reports, draft 

audit reports, General Counsel and Comptroller Gen-

eral opinions, briefs, CG decisions, Congressional re

quests for reports and audits, draft memoranda and 

correspondence related to claims, contracts, relations 

with other federal agencies, legislation, etc. Also 

included are documents relating to bid protests, 

interpretation of statutes regarding the right of 

agencies to expend funds on programs and projects, 

and a wide variety of legal financial questions cover

ing nearly all of the federal activities 

DISPOSAL NOT AUTHORIZED AT THIS TIME. 

110-04 REFERENCE CARDS FOR A/B Files 
)t5Pt>J IT/OJI} A/or 

Index cards providing access and retrieval to the AuTHolt1~cJ> 

B-Files. Records (kept up-to-date by the Correspondence 

Control File since Sept. 1978). Retain with A/B files. 

DISPOSAL NOT AUTHORIZED AT THIS TIME. 

226 



110-06 CORRESPONDENCE CONTROL MASTER FILE 

These disk files record vital information about case 

tfZ, related correspondence within the Office of the General 

rJ -1\1 },\{r Counsel. It also serves as a record of all 

activity leading to Comptroller General decisions, 

index to the B-files, and a legal research tool for 

GAO. The system was started in September 1978. 

Key identifiers and summary of the text are extrac-

ted from the correspondence sent to and from OGC. The . ) 

file provides assistance in the tracking of the law 

cases and congressional requests. Some of the infor

mation in the system is subject to privacy restrictions. 

TEMPORARY 

Review when 5 years old. At that time the programming 

office will determine if further retention is required. Pes~ -~~ 
0~ .,w ~<fL.;f ~ ~~ ~ ~ 

/110-os LEGISLATIVE HISTORY FILES 

Arranged chronologically by Congress and thereunder 

numerically by public law number. 

Materials relating to the legislative history of bills 

passed by Congress. From 1921-30, only legislation 

related to GAO was included. Beginning in 1931, his

tories of all enacted laws were compiled. The materials 

in each history are divided into three groups: 

., Congressional Materials. Includes various drafts of the 

bill, committee reports, excerpts from the Congressional 
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- - -

Record. slip laws. Bouse and Senate documents, 

clippings from the Rouse daily calendar and from 

the calendars of Senate and House committees, and 

other similar materials. 'nlis segment is further 

divided into three groups: materials relating to 

the enacted bill. materials from the same Congress 

related to similar bills, and materials.from previous 

Congresses related to similar bills• 

.. GAO Materials. Includes correspondence with Congres

sional committees, executive branch agencies, 'and 

private interest groups, internal memoranda, newspaper 

clippings, Comptroller General decisions, and reports 

on legislation prepared by GAO and other agencies. 

• Print~d hearings which are too bulky to be included 

in the Congressional materials segment described above. 

~) Original paper recordo::iL4'•~ ......., ~JI,,,: 

TEMPORARY 

Ascertain that the microform copies are adequate 

substitutes. Transfer to the GAO law library iu .....__~ 
two year accumulations. Destroy,.when tne General· -

Counsel has determined that all administrative 

needs for the record• have ended. 

(~) Hicroform copies. 

PERMANENT (ECV lcf EA.A 3/4cf silver negative 

1/4cf diazo). 

'h'~fJ:G original silver negative and one diazo 

copy to NARS at end of FY when microfiche has been 

verified. 
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Item la 

C,--...) 

NCl-217-80-5 
Item lb 

Cs.........) 
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....,rllil't: r:M 

Maintain silver negative and two diazo copies at 

GAO in adequate storage facilities. 

This certifies that the records described··1n this item 

will be microfilmed in accordance with the standards set 

forth in 41 CFR 101-11.506. (S'.... folloun"~ P~& for ~ (c.)] 

110-10 MACHINE READABLE DATA BASE 

This magnetic tape file is a cumulative listing of the 

microfiched legislative histories of public laws of the 

United States. Th!, file contains the public law numbers,-

the title derived from the statutes at large, indicators 
, 

to cross-reference laws which are amended by other laws 

or which amend other laws and a listing of the number of 

fiche and number of pages in each of the three categories 

of fiche (Congressional, GAO, and Rearing). 

The file is used for inventory control of the Jicro

fiche and production of photocomposed catalogs which 

indicate the relationships of the elements entered in the 

data base. It is anticipated that the magnetic tape will 

be used as an interface for automatic retrieval of the 

microfiche. 

PERMANENT NCl-217-80-5 

Transfer 2 copies of the magnetic tape and input docu-
Item 2 { so-c.) 

mentation to NARS at the end of eacb FY along with 

with the microfiche. Maintain 2 copies at GAO in 

in adequate storage facilities. 
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110-08 (continued) 

(c) Original paper records that are i'JOT filmed: These include any paper 
legislative histories, 19~1-present, that are not filmed because file is 
known to be incomplete. 

PERMANE:'JI'. Offer to NAHS when all administrative needs for the records are 
met. 
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,./ 110-12 LEGISLATIVE HISTORY FILES ON BILLS 

Compilation of legislative histories on bills containing 

all versions of the bills, committee reports, documents, 

hearings, and Congressional Record extracts not only on 

the present bill but related bills from prior Congresses 

assembled chronologically as the action occurred starting 

with the introduced bill. Contains GAO letters, decisions 

and oem2ianda filed by Congress and bill number. Af'HM1•ol t,!1 .so....n:e. 
( s or .. fC.) ' ""'ert.11111..t..,. .,~ 6i.. #, 'ff-~r•IIMd*,. b~ "'4J , .. of Bill le-,.. ,s,f.,-..,) 5 ,__.,. 

TEMPORARY r1llJ ,ws.,,,:f.ldMJ 
.:,o\"1- ,csof1t ..,.,., 

(~When a bill becomes law, transfer the affected record to e:k.) c... io 
~~~t°s)iloar ~ c....C:f.."Legislative History File (110-08)A(_\i)l'ransfervto FARC at 

C-'t.~ 
.PK aPw encl of hlcr.'Mcl '-rorcu. All di{"" f!'af.,J

end of FY ~ -,ears af tez the 1H t aet!i v tty ht, a foidet • a.~"'· 
e"er:, ) _ 1 h

Review for destructionA8 years.«atez. e~ rt.c.o"".s "" ~ 
._.._ Wlo\.,..hirci,.'l•i"• ""'•-'- ce~ses, 

✓110-14 LEGISLATIVE HISTORY SUBJECT FILES 

Legislative materials used pertaining to a bill or law, 

newspaper clipping, Congressional Record extracts arranged 

alphabetically by subject and chronologically thereunder. 

TEMPORARY . 
i" e-4'•~ 

nestroyAwhen suoerseded, obsolete or no longer needed 

for reference purpose. 

J S"'-l!l!c.t
110-16A INDEX CARD FOR LEGISLATIVE HISTORY MATERIALS 

3 )(. S e-.n,,l.s I;,+••!> 
-..a.,u,1e11eh!leel inde~",.i subject and law citation; e11 l ii 5 

eela• aaaed cards containi.a@ bill or law number, sponsor, 

title of bill or law, prior history information, whether 

request was received from Congressional coT!II!littee to report 

on the legislation. AM".•!, , .... bj•c.+.(3o,4Z1V c...n,Ls pe.r ,.,.... ,..; 

«-to ~s t'IOW ~111.II j t,i.c;.k. ➔~ ':. CA. y.il e"'- f!+.) 
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....... 

!LtiFORARi PER:j"Al&:AJT.. ~'fa. NAl'tS. ~ ~ ~ 
kt, ..,J_ ~ ...a~.::t-~ ~~-1,..f, ...... .,. 

Retain with J,egrsl:athe I io,- File.!. J~~~-~- _L 
NO'T£: ~~--•• ,t, e,.,..,,JA, ~ fA.L ~ ~ 

(+i9Tia Bes troy hrdlv?daa1 catas as the9 become aapersceiee, ~ 

~~ ~-
ebee}ete, H' ne l:ongEr needed foe uhra:Asa :p,.u;pHes ) ~- o-1-'J,. ~ 

~ ~.....,,~. 
110-18 RESEARCH MATERIALS FOR GAO ISSUANCES 

PREPARED BY OGC STAFF 
l>ISPDSl1IDN 

Manuscript volumes of issuances transmitted by Index-Files NoT 
of ,tee.hr~~, pJ14s l>~'f,r-OIA,l'tol., 1' IA.TJttJ/ll ZFJ 

Section; containing full textsA auanged dnottologlcally, 

1,ulEl t:heu by B PUe aamber, uid mai.a&ataea e, the Lcgri-~ ~l'l-;..A1,ui.,l b~ ~ 

L'-'jA-1 Information and Reference Services. These files are 

.:Cler tx:01r when superseded • obeoleta, or as le&@&r ae~ 

., ~r refcteuce, in aeeozdance wieit i:mposed: 1cstrie~ie"As 
1>1sPo.s1TI0N NOT AwT11oR1~1::b# tRJIJVSFE/e /0 F~C 

110-20 INDEX CARDS TO RESEARCH MATERIAL FILES NOT A-IA.TJfol!. l'l.. B ~ 1)1sS'r61r10, 

C•ll~etiel't'l o Fe.Ards wl-1.\• Ch h" tA.,~esk of ~~clJ)ns i~ ~ No'f' 
a. .Suijaet eo11ee es Qi.@ile!!e -ense-Pe6erenced w1 th ft~TlfoA,llii 

wl"""- l~a\ ,.-,inc,p,es eoveret.l .,, ~ tAe.c\S.)cn" , 
manuscript volumesA aREl ia tae aeee ef ~rocare 

Arr- l,"I "le•r, ~~ OCf ~11-l pr-incltl-et,
mM!t cas& c-ross referenced with the ootllptFeller 

Ge&aral•s Procurement de;isd,eas 

TEMPORARY 

Retain with 110-18. l)u 1'OS1 ~,uJ AJo'T 1'1,1.THol(IZ E:t>-."fltlWSFliR.. "rl>
FilC lilOt= MU I~17.J> , ~ 

Colfee+iO"':'\, ef:. C6-f'd.S wkic.h lf'IIC' p..ri;c"'-l"" A Cod,e J e. o1 re~i,c,14 f,'°"J
b. Sitae:k.n 86i5slc cross-refa;;a11.e.ea ••!i:~la. 1BEH1Me81i'l,pt 

e-\<., clwc:U"' A. olecls;,,'-" wl~ Dli~• •t '-M-,e.. t>.N.Ad.e.d.clo,,,... 

oo:i:amas bj Mtt::t: ted 8!!aifus Ce &!.e 9 zrsu::iou s reoz, 1 a ti ens; 
Re.f:IEt+- o.\\ CG ,teels.l,ms wMc.r.-. ~e. ct'kt.l "'- jJ v&M..-

..e11ecac1 u e e1111l:ezs, citcal:ars, .aaaaa:is, eea, Afr04L.~ecL liJ.:, t"e~Kl4.,fio-x1 
c,~,, ~111,lA.i-l"', ett', C.otic, e.o., t, n:~1~,) 

TEMPORARY e.tc. J ·el~, CA. IS c..... 

Retain with 110-18.])l~Po~h"ION Nor' Ft. s.l~• l't-il J &4. • ~~ 
8'4l"flt•u:J> .. TR.lwsFEt. ~"• 
~ flt NOT Ak."'t'1fOl.1te>..1 

https://re~&.1.14
https://cross-refa;;a11.e.ea
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120 CLAIMS SETTLEMENT AND DEBT COLLECTION FILES 
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120 CLAIMS SETTLEMENT AND DEBT COLLECTION FILES 

(~ese files relate to claims by, for, or against the United States 

Government.) 

/ 120-02 GENERAL CLAIMS FILES 

Settled files of general claims filed by or against prcvl•MS 
S""1rc!.....l,e,i 

the United States, excluding those involving Indian JI"~- l'1/i ~r• •;
@,O,IIIY I 

Tribal claims. _.t~;1a • ~~ O"\,. ,,.__.,,,.,.~ 

TEMPORARY ii,,.,, ~- 5 dlS ':w_J,7 • 
)-=:---==ta- ~ 

Destroy 6 years and 3 months after the date of 4 .t11,:,i-6:,I'<,$~!- I.;;,..+,,-,4..,_., t, ltO- -· s~/d-j1. 
settlement. 

/ 120-04 INDIAN TRIBAL CLAIMS FILES 

Settled files of general claims filed by Indian 

tribes of the United States. Arr-»" ~~ ""·,
'le...Pt.." .,...,.,..,~ ea_. Jlf c.. ~... ; ... Fite C-..,,,.,,.,i eo.. fc_~F+/ . 

DISP05/I/ON NOT' A111.T/leJRIZrat> 
LEDGE~ CARDS (GAO Form 4022) 

Numerically filed cards and microfiche reflecting 

names, addresses, case numbers, dates, amounts 

collected and original principal amounts of debts 

to U.S. Government which have been referred to the 

General Accounting Office for collection. 

a. Ledger Cards 

TEMPORARY NCl-217-80-2 
:t..,.__1-..JCs--.a.) 

Destroy when Claims Group has determined the 

microfiche to be acceptable. 

b. Microfiche 
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TEMPORARY 

Cut off when all active accounts have been 

satisfied; hold for 6 years, 3 months; then 

destroy. 

This certifies that the records described in this 

item will be microfilmed in accordance with the 

standards set forth in 41 CFR 101-11.506. 

120-08 ACCOUNTS RECEIVABLE FILES 

Payment records of debtors of the U.S. Government 

and related records. 

a. Paper Copies 

TEMPORARY 

Destroy 6 years, 3 months after period covered 

by the account. 

b. Magnetic tape files 

These magnetic tape files record information 

regarding payment records of debtors indebted 

to the United States Government and provides 

statistics with respect to debt collections. 

Some of the data elements include debtor's name, 

claim number, mailing address, payments received, 

distribution of payment, and debt balance. 
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information in this file is subject to privacy 

restrictions. 

TEMPORARY 

These magnetic tape files are erased as the paper 

records relating to them are destroyed. 

✓ 120-10 INDEX LOCATOR FILES 

Records on microfiche, showing names, addresses, 

Z-case numbers, SSN, agency ID, etc. on claims. 

Suoerseded since 1976 by the computer based Accounts 

Receivable Locator System (120-12). 

a. Microfiche Records 

TEMPORARY 

Retain with Accounts Receivable (120-08) and 

Claims Files (120-02 and 120-04). 

This certifies that the records described in this 

item will be microfilmed in accordance with the 

standards set forth in 41 CFR 101-11.506. 

b. Paper Records 

't'E"il'ORA.~Y 

Destroy after it is ascerta1ned that the microfiche 

copy is made in accordance with GSA regulations 

and is an adequate substitute for paper records. 

120-12 LOCATOR SYSTEM FOR CLAIMS FILES 

~ {<.. These magnetic tape files record information about 
,r 

rJ . \.'b<l-' related correspondence on claims submitted to GAO 
/i\O'\ 
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J120-16 

.' 

by other agencies or claimants. It provides immedi

ate access for associating correspondence about a 

particular claim or locating the claim within GAO. 

The file contains such data elements as claim number, 

claimant's name, address, social security number, 

submitting agency, and location of claim in GAO. 

Some of the information in the system is subject 

to privacy restrictions. 

a. Magnetic Tape Files 

TEMPORARY 

These magnetic tape files are erased as the paper 

records relating to them are destroyed. 

b. Printouts 

TEMPORARY 

Destroy in accordance with the applicable security 

regulations when superseded, obsolete, or no longer 

needed. 

COLLECTIONS BY DEPARTMENT OF JUSTICE FILES 

Copies of USA Form 200 showing collection information 

on payments made to the Department of Justice. 

TEMPORARY 

Cat eff a~ eed of PY, ~stroy when 5 years 

old. 

CHECK COPIES FILES 

Copies of checks deposited by Claims Group as pay

ments made on debts to U.S. Government. 
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'!'EMPORARY 

-'lut off at end or Fi, destroy when 3 years 

old. 

120-18 r.OLLECTIO~ RECORDB 

Microfiche copies of infornation on magnetic tape 

concerning the status of collections made by the 

Claims Grom,. 

a. Computer Tapes 

TEMPORARY 

Erase after the 3rd update cycle and after the 

microfiche has been verified and accepted as an 

adequate record. 

b. Microfiche 

TEMPORARY 

Destroy when superseded, obsolete or no longer 

needed for administrative purposes. 

This certifies that the records described in this 

item will be microfil~ed in accordance with the 

standards set forth in 41 CFR 101-11.506. 

/ 120-20 O<;C RF.F~RRAL FILES 

Copies of transmittal letters for cases being 

referred to the Office of the General Counsel for 

r~solution of legal natters. 

TEMPORARY 

Cut off at end of FY; destroy when 2 years old. 
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120-22 CREDIT REPORT FILES 

Copies of requests for commercial credit reports. 

TEl1PORARY 
,..,, O''f t,M "41 

DestroyAin accordance with the applicable regulations, 

after the report has been reviewed and payment made. 

/ 120-24 WAIVER REGISTER FILES 

Contains copies of all correspondence concerning 

waivers of indebtedness (military and civilian) 

referred to the GAO. Also includes sumwary sheets 

showing amount waived. Arranged chronologically o, Mo-M-'ft,.. -

File, 1ne114k.s eorre,~olt\ACe cn..eut\ \ "'j 
aad zraiptaift@d 'ey t!fte 8laimo '2FB'oifi ia Aj:)W 

FEKHa"zHEUT (ECV 4cf Eta\ l/4cf) 

offer to 1itillls uben 20 years al d (In 5 

)'&iu ioRerewcal!s) 

/120-26 CONGRESSIONAL CORRESPONDENCE FILES 

Correspondence as it relates to claims received 

from or addressed to the members of the Congress 

on behalf of their constituents. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

PRESIDENTIAL PAY FILES 

Certificates of settlement and related records 

concerning the salary of the President of the 

United States. Includes certificates, correspondence, 
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and related materials concerning the monthly salary of 

the President. Subjects include deductions, expense ac

counts, and any unsettled pay claims. Atranged chrono

logically and maintained by the Claims Group/AFMD. 

PERllANENT (ECV .75cf EAA 1/12cf) NCl-217-80-3 ~ l 
1 cso-c)

Maintain in current file:s; offer to NARS 6 years and 3 

months after President ceases to hold office. 
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130 REGULATORY AND OVERSIGHT FUNCTIONS 
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130_ REGULATORY AND OVERSIGHT FUNCTIONS 

[These files relate to the regulatory and coordinating functions of 

GAO with respect to other agencies]. 

131 ACCOUNTING STANDARDS AND SYSTEMS FILES 

132 ACCOUNTABLE OFFICERS' RECORDS FILES 

133 RECORDS PERTAINING TO THE ENFORCEMENT OF SPECIAL LEGISLATION 

134 OTHER INVESTIGATORY RECORDS 
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131 ACCOUNTING STANDARDS AND SYSTEHS FILES 

(These files relate to the development and the application of Accounting 

and Audit Standards as well as the review and approval of agency Account

ing Systems.) 

131-02 ACCOUNTING PRINCIPLES AND STANDARDS FILES 

These files consist of statements of accounting 

principles and standards that have been approved, 

submission, approval letters, and related internal 

memos and summaries. 

/ a. Record Set 

Including all superseded, revised, or cancelled 

sections. 
ba •1._~, "1-La,rc.c,~

Arranged~chronologically within each 

section, and maintained by A.BID. 

PBR!kltNiU.a: (iQY lQei St'::& ld) 

~ ,.. •-i~ 
Bat uff1'wl.en superseaed, cancelled, or withdrawnf 

tl'aAGfe;: te F.\RS wftcn 5 years old; efi?er te NilrR:5 

xrb&n dG ,ears old. (th 5 year rnereruencs) 

/ b. Reference Master Set 

TEMPORARY 

Destroy individual sections as they become super

seded, obsolete, or cancelled. 

✓ c. Workpapers and Related Documents 

not retained with the record set. 

TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 
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/ 131-06 

APPROVED ACCOUNTING SYSTEM DESIGNS 

Executive Department and Agency accounting systems 

designs that have been formally submitted to GAO 

and approved by 'the Comptroller General under pro

visions of Title II of the GAO Policy and Procedures 

Manual. Included are GAO summary letters and 

correspondence from agencies. All records are 

currently being microfiched. 

a. Original Paper Records 

TEMPORARY 

Destroy when ascertained that reproduced records 

have been made in accordance with GSA regulations 

and are adequate substitutes for the paper records. 

b. Microfiche 

TEMPORARY 

Destroy when all administrative needs have ended. 

Maintain one diazo copy in GAO technical library 

and one diazo copy in GAO division records files, 

in adequate storage facilities. 

This certifies that the records described in this 

item will be microfilmed in accordance with the 

standards set forth in 41 CFR 101-11.506. 

AUDIT STANDARDS-STATE CORRESPONDENCE FILES 

Correspondence between GAO and various states, relat

ing to audit standards and related matters. 
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TEMPORARY 

Cut off at end of FY; destroy when 3 years old. 

/131-08 Through 131-10 RESERVED 

JOINT FINANCIAL MANAGEMENT IMPROVEMENT (JFMIP) FILES 

(Files and records created and maintained by the JFMIP in connection 

r~A( c.o..-re.s [)~J.~ c.e... 0~ -:St+\ l'P' 
with its official business.) L s.c:-"'.eJ.~\e.L v!..d....- ~~ 6 )\- "\(o 

/ 131-12 AGENCY MANUALS FILES ---M,..~s, ~c.ke.J..c.,.l-e. •~ 

Various agency ca~uals containing policies, proce

dures and guidelines. 

TEMPORARY 
,it,.,.,.~

DestroyAwhen superseded, obsolete, or no longer 

needed. 
" 

/131-14 JFMIP PROJECT/CASE FILES 

Documents relating to the implementation of, use of, 
-._l 

and training for the various Government programs, 

systems, actions, or changes. 

TEMPORARY 

Cut off when the case/project is completed or closed; 
~ ~l.,o;t;, C::..· c.,.., ~l.-1 O"I. d•••tlJ 

transfer to FARC 1l'fteft 3 years~-e-ht; destroy 7 years 

~-~ CA .,,,.,..,.h.-;b..L,, ""-~~ • JL,,. 

/ 131-16 WORKING PAPERS ON JFMIP PROJECT/CASE FILES 

Workpapers generated by JFMIP in the execution of its 

prograns, projects, and other official business. 

TEMPORARY 

Cut off upon completion or close of a project/case; 

destroy 3 years later. 
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~31-18 RECORD SET OF JFMIP PUBLICATIONS 

One copy of each publication issued by JFMIP, 

arranged chronologically/numerically and maintained 

by the JFMIP office. 

PERMANENT (ECV 3d EAA l/4cf) 

Cut off at end of FY; transfer to FARC when 5 years 

old; offer to NARS when 20 years old. (In 5 year 

increments) 
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132 ACCOUNTABLE OFFICERS' ACCOUNT RECORDS 

(These files include records held by Federal agencies for on-site audit 

by the General Accounting Office. These schedules are reproduced here 

for the benefit and convenience of the Federal agencies as well as to 

provide a convenient reference list for GAO auditors.) 

✓i:'32-02 BOND RECORD CARDS 

Bond record cards of Accountable Officers of the 

United States, Section of Surety Bonds, Treasury 

Department. 

TEMPORARY 351-S-356 
Cs--...) 

Destroy 10 years after officer ceases to disburse 

◄ •,.~;::---w..;,I I or executes a new bond. 

i2-04 SETTLED FISCAL ACCOUNTS 

Original settled fiscal accounts of Accountable 

Officers of the United States Government, consisting 

of statements of transactions, statements of account

ability, collection schedules, collection vouchers, 

disbursement schedules and vouchers, and all other 

schedules used as supporting documentation, exclu

sive of freight and passenger transportation records 

and payroll records. 
....o....., ..-,,..,,,, ..., 

TEMPORARY NCl-GRS-81-12 

Destroy 6 years 3 months after period covered by '"~-,/;;,A-/ ,j~ 
account. 
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U.S. SENATE VOUCHERS 

Records generated by the Office of the Secretary of 

the Senate which are accountable officers' accounts 

maintained for site audit by GAO, consisting of 

statements of transactions, statements of accounta

bility, related vouchers and schedules and supporting 

papers. ....,,,. ,.,..,,.. -
TEMPORARY NCl-217-81-1 .Jit,.I

~.s--.) I 
Destroy 12 years after the close of the fiscal year in 

which the account was paid. 
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✓132-06 

/i32-08 

./ 132-10 

BOND ISSUANCE SCHEDULES 

Original and carbon copies of Bond Issuance Schedules, 

United States Savings Bonds, Treasury Department 

Form No. 1737 or equivalent--accounts of all disburs

ing officers. 

TEMPORARY 

Destroy 3 1/2 years after the periods covered by such 

schedules. 

Original vouchers and supporting documents covering 

freight and passenger transportation charges of 

settled fiscal accounts of Accountable Officers of 

the United States Government covering payment for 

services furnished when the charges for any single 

bill of lading or transporation request are less than 

one hundred dollars, except as shown in Item 132-12 

thru 132-20, of this schedule. 

TEMPORARY 

Destroy 3 years after the period of the account. 

Original vouchers and supporting documents covering 

freight and passenger transportation charges of 

settled fiscal accounts of Accountable Officers 

of the United States Government covering payments 

for services furnished for interstate transportation 

by motor, household goods, carriers, express, 

pipelines, rail, bus, and freight forwarders, 
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... 

other transportation such as inland watervays or 

coastwise traffic, and for international transportation 

by freight forwarders of unaccompanied baggage or 

privately owned vehicles shipped separate from house

hold goods; the charges for which are published in 

tariffs on file with the Interstate Commerce Commission 

or based on tenders or quotations, pursuant to Section 22 

of the Interstate Commerce Act, offering rates, fares, or 

charges representing a reduction from those published in 

tariffs lawfully on file with the Interstate Commerce 

Commission, when the charges for any single bill of 

lading or transportation request are one hundered 

dollars or more, except as shown in Item 132-12 thru 

132-20 of this schedule. 

TEMPORARY 

Destroy 3 years after the period of the account. 

132-12 Original vouchers and supporting documents covering 

freight and passenger transportation charges of 

settled fiscal accounts of accountable officers 

of the United States Government covering payments 

for services furnished as specified in Item 132-08, 

132-10, and 132-14 thru 132-20, of this schedule when 

any one of the following conditions exist: 

NN-170-125 
Item 2 

P-~~Gtto-SJ4/is 
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a. Notice of overcharge has been or is expected 

to be issued, or if a rail freight overpayment 

is involved. 

b. Deduction or collection action has been taken. 

c. Voucher contains inbound transit shipment(s). 

d. Parent voucher has print of paid supplemental 

bill associated. 

e. Voucher has become involved in litigation. 

f. Any other condition that requires the voucher 

to be retained beyond the 3 year disposal 

period, such as, detection of an undercharge. 

TEMPORARY 

Destroy 10 years after period of the account. 

132-14 Original vouchers and supporting documents and micro

filmed reproductions thereof covering freight and 

passenger transportation charges of settled fiscal 

accounts of Accountable Officers of the United States 

Government covering payments for services furnished 

by motor, household goods, express, pipeline, air, 

rail, bus, and water carriers and freight forwarders 

or for other transportation, the charges for which 

are published in tariffs lawfully on file with any 

U.S. Federal or State transportation regulatory agency 

or the charges for which are applicable thereto at 

NN-170-125 
Item 3 ( f;--.A-) 

-4N,.,..« wt..t fiAll-~1/Ct 

rates, fares, and charges established pursuant to section 
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22 of the Interstate Commerce Act or other equivalent 

contract, arrangement, or exemption from regulation, 

except as shown in Item 132-12 of this schedule. 
(A. "~· ,.a '-hc,.....,..u(J.~...;..,,.~ .w,,e.., ....Mttv

PoRARY 

Destroy original transportation payment documents 

only after clearance in the audit,(!-.e., no adJust

ments are made in the audit or no claims or legal 

actions concerning those documents are of record,)a •n 

when microfilm copies of the original documents or 

certified or authenticated reproductions of the 

microfilms and a means of retrieving data from the 

microfilms are available. 
• &.i.L--

• °tEMPORA.RY 

Destroy microfilm copies of the original docu

ments or certified or authenticated reproductions 

of those microfilms 6 years after the period of the 

account. 

/132-16 Original vouchers and supporting documents covering 

freight charges of settled fiscal accounts of 

Accountable Officers of the United States Government 

covering payment for services furnished for internatio

nal shipments of household goods (not including separate

ly shipped unaccompanied baggage or privately owned 

vehicles) moved via freight forwarders, except as shown 

in Items 132-12, 132-14, and 132-20 of this schedule. 

250 

https://tEMPORA.RY


TEMPORARY 

Destroy 6 years after the period of the account. 

/132-18 Original vouchers and supporting docuraents covering 

freight and passenger transportation charges of 

settled fiscal accounts of Accountable Officer of the 

United States Government covering payments for serv

ices for (1) interstate and international transporta

tion by air and water, the charges for which are 

published in tariffs on file with the Civil Aero

nautics Board or the Federal Maritime Commission, 

(2) intrastate transportation by any mode, the 

charges for which are published in tariffs on file 

with any State transportation regulatory agency, 

and (3) interstate and intrastate transporation, 

the charges for which are applicable thereto under 

rates, fares, and charges established pursuant to 

contract, arrangement, or exemption from regulation 

when the charges for any single bill of lading or 

transportation request are one hundred dollars or 

more, except as shown in Items 132-12 thru 132-16 

of this schedule. 

TEMPORARY 

Destroy 6 years after the period of the account. 
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132-20 Original vouchers and supporting documents and 

mircofilmed reproductions thereof covering freight 

and passenger transportation charges of settled fiscal 

accounts of Accountable Officers of the United States 

Government covering payments for services between or 
. 

wholly ~ithin foreign countries furnished by carriers 

whose rates or charges are not subject to tariffs 

lawfully on file with any U.S. Federal or State trans

portation regulatory agency, when the charges for any 

single bill of lading or transportation request are 

one hundred dollars or more, except as shown in Item 

132-12 of this schedule. 

TEMPORARY 

a. Destroy original transportation payment documents 

only after clearance in the audit,(i.e., no adjust

ments are made in the audit or no claims or legal 

actions concerning those documents are of record~ 4 ntA.,, 
when microfilm copies of the original documents or 

certified or authenticated reproductions of the 

microfilms and a means of retrieving data from 

the microfilm are available. 

b. Destroy original transportation payment documents 

cleared in the audit. as defined in the foregoing 

paragraph, but no microfilm copies thereof have been 

made. 6 years after the period of the account. 
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/132-22 

✓1.32-24 

/J.32-26 

/132-28 

✓ 132-30 

c. Destroy microfilm copies of the original documents 

or certified or authenticated reproductions of those 

microfilms 6 ye~rs after the period of the account. 

Newspapers--supporting vouchers for advertising •
• 

TEMPORARY 

Destroy 3 1/2 years after the periods of the accounts 

in which they are submitted. 

Meal tickets--originals 

TEMPORARY 

Destroy 3 1/2 years after the periods of the accounts 

in which they are submitted. 

Copies of schedules of deposits to official credit. 

TEMPORARY 

Destroy after the depository accounts to which they 

pertain have been reconciled. 

Gasoline sales tickets--original sales tickets filed 

in support of paid invoices for credit card purchases 

of gasoline. 

TEMPORARY 

Destroy after audit by GAO or when 3 years old, which-

ever is sooner. 

Telephone toll tickets--originals and copies of toll 

tickets filed in support of telephone toll call 

payments. 

352-S-311 
Item 5 ( s.,_.,\ 
.A,•t-~u ,.. '~ifdl.JI 

GRS 6 

Item 7(,c~ 

.....""t'-rll ..._.,_ 
GJlo s~/,f 11 
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TEMPORARY 

Destroy after audit by GAO or when 3 years old, which-

ever is sooner. 

/132-32 Telegrams--originals and copies of telegrams filed in 

support of telegraph bills. 

TEMPORARY 

Destroy after audit by GAO or when 3 years old, which-

ever is sooner. 

✓ 132-34 Copies of ~nternal Requisitions filed in support of 

adjustment vouchers, SF 1081. 

TEMPORARY 

Destroy aft~r audit by GAO or when 3 years old, which-
/ 

ever is sooner. 

/ 132-36 Standard Form No. 1170, "Redemption of Unused Ticket" 

--originals and/or copies. 

TEMPORARY 

Destroy 1 calendar year after the calendar year in 

which payments of the respective items were made. 

/132-38 Official travel authorizations (carbon copies of 

travel orders) issued to civilian officers and employ

ees of all United States Departments and Agencies. 

TEMPORARY 

Destroy S full fiscal years from date of issue. 

/ 132-40 Copies of travel authorizations of military depend

ents and attached copies of Government requests for 

transportation which were forwarded to the General 
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Accounting Office by the military establishments 

for use in connection with the audit of payments 

for passenger transportation. 

TEMPORARY II-NNA-3098 

Item 2 (.s~)
Destroy 1 year after audit of the account to which 

....,. t••u.t...., CAIJ/ Sc4J../
they relate. ,, '7 

~32-42 Savings Bond Control. (Originals) 

TEMPORARY 

Destroy 3 1/2 years after the periods covered thereby. 

/132-44 Records created or accumulated by the General Account

ing Office in connection with the audit and settle

ment of accountable officers' accounts consisting 

of GAO copy of certificate of Exceptions Outstanding, 

GAO form 366, and related papers. 

TEMPORARY NN-172-62 
Item 1 {s........ ) 

Destroy 3 years after: 
..... ,,pc.,&;V., .. .... 

(1) the date of transmittal of case to the Depart GAo/S~/,,,,
ment of Justice, or 

(2) the date of clearance of a Certificate of 

Settlement of Account, or 

(3) the date the case would have been referred 

to the Department of Justice, except that such 

cases does not meet the requirements of referral• 

.,/ 132-46 Accountable officers' returns, comprising memorandum 

copies of all supporting vouchers, schedules, 
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documents, and related papers not otherwise provided 

for in this schedule (exclusive of freight records 

and payroll records). 

TEMPORARY 

Destroy 3 years after the period of the account. 

General Accounting Office notices of exception (such 

as GAO Form 1100 formal or informal) and related 

correspondence. 

TEMPORARY 

Destroy l year after exception is reported as 

cleared by the General Accounting Office. 

/132-50 Copies of certificates of settlement of accounts 

of ac~ountable officers, statements of differences, 

and related records. 

a. Certificate covering closed account settle-

ments, supplemental settlement, and final balance 

settlements. 

TEMPORARY 

Destroy 2 years after date of settlement. 

b. Certificates covering periodic settlement. 

TEMPORARY 

Destroy when subsequent certificate of settle

ment is received. 

/ 132-52 Records relating to the availability, collection, 

custody and deposit of funds, including appropriation 
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warrants and certificates of deposit (SF 201, 209 

and 219), other than records covered by item 132-46. 

TEMPORARY 

Destroy when 3 years old. 

/132-54 Administrative correspondence, reports and data re

lating to voucher preparation, administrative audit 

and other accounting and disbursing operations. 

a. Files used for workload and personnel manage

ment purposes. 

TEMPORARY 

Destroy when 2 years old. 

b. All other files 

TEMPORARY 

Destroy when 3 years old. 

132-56 Federal personnel surety bond files . 

.J a. Official copies of the bond and attached 

powers of attorney. 

(1) Bonds purchased prior to January 1, 1956. 

TEMPORARY 

Destroy 15 years after bond becomes inactive. 

(2) Bonds purchased after December 31, 1955. 

TEMPORARY 

GRS 6 

Item Sa(~~ 
....,,,,....&fll.u ~/I();.. V 

~ A-

GRS 6 
Item 6a(l) 

-1.y,,,-.,/u G,r~)i?a1,,.c~ 

GRS 6 
Item 6a(2) 

Destroy 1~ years after end of bond premium period.----- (s~) 

✓ b. Other bond files, including other copies of -"""'"•~•~JJet4./t/A._ C;,) 

bonds and related papers. 

257 



TEMPORARY GRS 6 
Item 6 b 

Destroy when bond becomes inactive or at end of Cs.........) 
bond premium period. 
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13 3 RECuRDS PE:RTAI'HNG TO THE 

ENFORCEXENT OF SPECIAL LEGISLATION 

(These files relate to the GAO's work in monitoring and enforcing activities 

under special legislation identified below.) 

133-02 CLEARANCE OF INFORMATION COL FILES 

(forms, 

agency intends to 

received from the 

not ices to 

case is closed; stroy when 3 years 

old. 

10/:13/..,
w,il,lr---...!. 

'-1-lls w.., 
co"e..,._ 
..... ,,....,,,l&S 

J•' "' ~ 
l-+i...., cl~,,.,.J, so 
J.ots "" ~•eA. ......,,..._.,. ;.. 
'+kis ,e,1.. .. ct...1,. 

NCl-217-80-1 

PROPERTIES OF Ai.'1ERICANS DECEASED ABROAD 

Documentation related to all functions performed while 

serving in the capacity of "Custodian and Conservator" 

set forth in GAO order 1161.1 as required by Section 

1709 of the revised statutes, as amended by the Act 

...c,..•n, •4'<'.:-n,.. ..... -,--.,:.,L - 9'of July 12, 1940, 22 U.S.C. 1175. "'11•.J· 
~ ..... -~r..

TEMPORARY NCl-GRS-81-12 

Destroy 6 years 3 months after period covered 

by the account. 
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DISPOSAL APPROVAL FILES 

Case files of requests from o,ther agencies for 

approval of proposed records disposition schedules 

covered under Title 8 of the GAO Manual for 

Guidance of Federal Agencies. 

TEMPORARY 

i--~~
DestroyAwhen superseded, obsolete, or no longer 

needed for administrative or reference purposes. 

/133-08 REQUEST FOR CONTRACTS 

Files pertaining to Miller Act, 40 u.s.c. 270a-d as 

amended. Contains correspondence requesting 

certified copies of various documents such as con

tracts, payment bonds, final payment vouchers, or 

statements of the date of final settlement. Also, 

there are affidavits submitted to the Comptroller 

General as required under 40 u.s.c. 270c, letters 

from various administrative offices forwarding 

the above mentioned documents, letters transmitting 

payments and/or refunds for these reproduction serv

ices, and copies of correspondence transmitting 

the certified copies to requestors. 

TEMPORARY 

Cut off at end of FY after final action; destroy 3 

years later. 

NCl-217-76-1 J 

.::z.._,, \ 
'•--) 
~ GPto//s~ 

~p 
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134 OTHER INVESTIGATORY RECORDS 

(These files relate to GAO's role as an investigatory agency with 

the responsibility of handling complaints on improprieties in Federal 

Agencies, not filed elsewhere.) 

134-02 FRAUD HOTLINE SYSTEM 

These disk files record the vital information about 

calls from the Government fraud phone hotline. The 

data will be analyzed to discover which types of 

Government programs are more open to abuse or fraud. 

This system is subject to privacy restrictions. 

~¥-
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off4.ce will determine-i.f-fu.r,.the.r--tee~ent---i-on-i-s-I"equ-:i:l"ed. ',) -'ll1 

~ SF -f/S- Tu .NAf?S ~ 'h ~ ~ 
1al~ 

261 




