
  

 

 

  
   

 

  

  

 

 

 

 

 

 

 

 

  

   

 
 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-028-77-01 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 7/24/2024 

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These items, unless subsequently superseded, may be used by the agency to 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

Items 13 and 18 are on the shelves in the Federal Records Center Program 

SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 

All other records are presumed destroyed 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 7/24/2024 NC1-028-77-01 



~.·-..... . 
REQUEST FOR RECORD-ISPOSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO 

NC l - 2 8- 'l"! - 1 
TO: GENERAL SERVICES ADMINISTRATION, - -

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 
1. FROM (AGENCY OR ESTABLISHMENT) 

u. s. Postal Service 
JAN 8 "S11 

NO"rrPtCATION .TO.AGENCY 
2. MAJOR SUBDIVISION 

In accordance with the prov1s1ons of 44 USC 3303a the disposal re 
quest, includ1n~ amendments, 1s approved except for items that may 
be stamped "disposal 1ot dpproved" or "withdrawn" 1n column 103. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL. EXT 
I _J./-7'7 (._ ...... ~___,,,.\~ ~ 

John E. Finlay /)ate ( An hin,t of tlu• l nilt'd State\245 4142 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of __ page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

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

E. TITLE 

USPS RECORDS OFFICER 
4.:..U...,;J------+____:::,,""""'=~---==~='-----+----.L....---------,-------,,----

C. DATE 

J 

The items included on this schedule address an interim 
need to schedule certain high volume records. They 
will be included in USPS comprehensive schedules when 
published. 

The abbreviation (NR) following a disposition instruct
ion indicates that the records covered by that item 
are non-record. 

JOB NO. 

STANDARD FORM 115115-107 

9.8. DES RIPTION OF ITEM 10.SAMPLE OR(With Inclusive Dates or Retention Periods) ACTION TAKEN 

Revised April, 1975 
Prescribed by General Services 

Adm1nistrat1on , / 
FPMR (41 CFR) 101-11 4 V 



1 

Request for Records Disposition Authority- Continuation IJOB NO. 

7. 
ITEM NO 

2 

3 

4 

5 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

GENERAL RECORDS 

Chronological, Reading or Circulating Files. Copies of 
communications of all types, arranged chronologically 
without regard to subject. The communications in these 
files are copies ,.ot those1 filed -~lsewhere by_Jubj.,ect P! 
case. J/t>TE: !~~~ ~~ #/;11.JL/c~Mt 
}=~ r;/tl:£'f'~~( / u 

ti Cut-off December 31. Destroy one year after 
cut-off. (NR) 

Working Files. Preliminary or rough drafts or.letters, 
memorandums, reports or other documents, and preliminary 
worksheets or notes used in the preparation of documents, 
but which do not record necessary approvals or basic 
changes in the text. 

Destroy when obsolete or when no longer needed 
in current operations. (NR) 

Unofficial Personnel Files. Copies of employees' employ~ 
ment records held in offices other than Personnel offices 
may include copies of correspondence, personnel action 
forms, and other related material. 

Destroy when employee is separated from unit. 

Budget Working Papers. Rough worksheets, machine list
ings, adding machine tapes and miscellaneous reference 
materials accumulated in connection with preparation of 
office budget estimates and justifications. 

Destroy three years from close of fiscal year 
involved or when no longer needed for refer
ence, whichever is sooner. 

Shorthand, Stenographic and Word Processing Materials. 
Includes shorthand notes, stenographic notebooks, 
stenographic tapes, mag-cards and cassettes. 

Destroy shorthand and stenographic materials 
when notes have been transcribed. Erase 
mag-cards and cassettes when information 
contained thereon is no .longer required 
for current operations. (NR) 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO 

NN-167-1 2 
Item 3 

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

Administration 
GPO 11,n5 O - 579-387 FPMR (41 CFR) 101-11.4 



---------------------------------------------------

., -.. - J08 NO. PAGE OF /0
1_R_e_1_u_e_'s_t......,.fo_r_rc_e_c_,o_r_d_s_D_i_s_p_o_s_i_ti_o_n;_,A_u_t_h_o_i_:t_y_-_c_o_n_t_:r._,u_a_t_i_o_n_____________-r-----+-""3________ 

9. 
1'l.6. o::sr:.RIPTICN OF ITEM SAMPLE OR 

ACTlO~I TAKEN(With Inclusive Oates or Retention Periods)ITEM NO. JOB NO. 

6 

7 

Duplicating Materials. Includes stencils, photographic 
plates, paper mats, hectographic·and ozlid masters, etc. 

Destroy when no longer needed for duplicating 
purposes. (1'.'R) 

Nonrecord copies of USPS Publications, Releases and other 
I.ssuances. Includes extra or obsolete copies of such 
publications as the telephone directory, regulations, 
instructions, manuals, guidance letters, copies of 
documents, reports, studies, publications or documents 
from other government agencies or organizations not in 
current use, legislative publications and documents such 
as congressional directory, congressional records, 
legislative hearings, appropriation hearings and the 
Federal Register. NOTE: This item does not apply to 
the record copy of USPS Publications, whether current 
or obsolete. 

Destroy when superseded or no longer needed 
in current operations. (NR) 

POST OFFir.E SERVTr.F.S 

8 

MAIL.CLASSIFICATION AND RATES 

Second Class 

Marked Copies of Publications Admitted as Second-Class 
Mail Matter. One copy of each edition of each issue 
showing the percentage of advertising. This copy is 
filed by the publisher with either the Postmaster at 
the original entry office or the Postmaster at the 
additional entry office. 

Destroy when 6 months old, except in the case 
of adjustments, claims or questions of second
class mail privileges; for which, retain one 
copy of all mailed editions until the matter 
is resolved to the satisfaction of the Postal 
Service, then destroy. 

PSM 
245.52(c 

115-203 Four copies, lncludlng original, to be submitted to the National Archives STANDARD FORM 115-A 
Revised July 1974 
Prescribed by General Serv,cF.s 

Adrnin1strat1on 
CJ•o : wn, o - 579•387 FPMR (41 CFR) 101-11 4 



IJOB NO. PAGE OF /0Request for Records Disposition Authority-Continuation 4 
7. 

fl.l'l{~EM NO 
8. DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 

JOB NO 
10, 

ACTION TAKEN 

g 

COLLBCTION Am> D£LIVBB.Y 

fcm,a:rdiDg Mail 

Customer ~ of .Addl'eaa Orders. An ordeT provi.cU.ng 
for the foi:wudliii of rirst-cl.aaa mail aad all parcels of 
obviouS value for a period not to u:ceed one year. 
(PS l'om 3J7S) I · ; I . . 

l>esuoy one year from end of mmtba in which 
cbaDp becomes effective. 

BUDCff AND PISCAL 

10 

11 

Travel 

Officer's~ Bapgrt.. B.eporc of retabursaent: of 
each offic~dinctor of the USPS. lt records tbe 
pa,-nt of actual expense• pnperly iacurred dur:tng 
travel and for out-of-pocket re,reMDtation expeuea.
lt al8o explains the buaineae reaaons for travel am 
detaill the representatiou apeu41tUftta by 1ocat1oa. 
name/title/,nfeseional «ffiliation of tbe peraou 
involved• and the basillesa 4iacussect. (PS Form 1231) 

iatalin in active apace tor two years, traufer 
to etorase for three yeare, then to PAllC. 
Deauoy after twelve ,-us.. 

1'0STALllA.'mK41WiG 

~•tal BateJ!!k!g Sappl!g Daca. Sampling data on 
classes o! iililland"mill aenicea, used as input to 
major atat1atical pmgrama euc:h as wtmmUe, pieces and 
vaiabte, 8ll4 tba Ia-Office coat Syace:m, aud, u input 
co the Annul lleport. Tbf.A!J f.nfomt.f.on iS gathered 
un.der clkection of the Postal nate Cosdssion 8D4 it 
1s uaed ill Poatal Rate maktns proc:ectures. 
(PS Fonus 780, 781) 

C\lt-off at e1ld of tut periN, bold :ln 
office for six 110Ath8, tha tnufer to 
USPS storage area. Duuoy four ,-era 
afcu the -4 of the f:uca1 year in wb1cl\ 
fonaa wan collected. 

GaS-9 
Item 4 

115-203 Four copies, lncludlrig orlglnal, to be submitted to the Natlonal Archives STANDARD FORM 115-A 
Revised July 197 4 
Prescribed by General Services 

Administration 
GPO 1975 0 - 579-387 FPMR (41 CFR) 101-114 

http:Ia-Offf.ce
http:c!!!y!.of
https://f.nfomt.f.on
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Request for Records Disposition Authority- Continuation I JOB NO. PA~OF /0 
~ 

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

TRANSPORTATION 

AIR TAXI AND HIGHWAY TRANSPORTATION 

General Highway Transportation Contracting Records: 

a. Notice of Intention to Make A Service Contract and 
Response to Notice (SF 98) 

Suspense copies are destroyed upon receipt of 
annotated copy from the Department of Labor. 

Annotated copies are maintained as a part of 
the advertised contract folder. For disposi
tion instructions, see Item 13. 

b. Federal Bureau of Investigation (FBI) - U. s. 
Department of Justice Fingerprint Card (FD 258) 

Maintain in a separate file, move to inactive 
file upon termination of employment with con
tractor, destroy when one year old. 

c. Identical Bid Report for Procurement (DJ 1500) 

Cut-off December 31, destroy when one year old. 

d. Mail Van Inspection Reports (POD 5201) maintained by 
Administrative Postmasters. 

Destroy when sixty days old where report 
records no evidence of damage. Where damage 
to a van is recorded and the form has become 
a basis for a claim, place on right side of 
contract folder along with the record of 
payment. (See Items 13, 14 and 16) 

e. Star Route Vehicle Record (PS 5398-A or 5399) 

Destroy when fifteen days old, except when the 
form becomes part of an inspection case file, 
then it is disposed of with the case file. 
(See Items 13, 14 and 16) 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO. 

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

Administration 
CPO· 1975 0 - 579•387 FPMR (41 CFR) 101-11.4 



PAGE OF /()IJOB NO.Request for Records Disposition Authority-Continuation (p 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

9. 
SAMPLE OR 10. 

JOB NO ACTION TAKEN 

f. Inquiry of Prospective Bidder (PS 5436) 

Destroy when contractor's name ia removed from 
the mailing list or when the information is 
transferred to another media such as addresso
graph plates. (See Item 6) 

g. Input Highway Area Bus and Water Route Register• A 
Summary Report of Information Relating to Contn.cts 
(PS 5509-A) 

Destroy when no longer of value. 

h. Certificate of Appointment (PS 7378), Used to advise 
that certain u.s. Postal Service officials have been 
officially appointed to the position of contracting 
officer for the USPS. 

Original copyz Becomes the personal property 
of the Contracting Officer. 

File Copy and Postal Data Center Copy1 Destroy 
five years after termination of the appointment. 

1. Certification to Pay Contractors and Claims for 
Performance of Bstra Service, Maintained on a Fiscal 
Year Basis (PS 5429, S397). 

Move to paid claims file after payment. Cut
off paid claims file each fiscal year, destroy 
when one year old. 

j. Papers submitted by losillg bidders. 

Destroy one year from date of contract award. 

mf-167-132 
ltem 10 

13 Advertised Contract Jlecorde. Records relating to con
tracts entered into as a result of advertising, iesuauce 
of Invitation to Bid (IFB) and. other procedures as out
lined in the applicable portions of the Postal Contract
inn Manual. They percain to Highway and Bail Transporta
tion Contracts; Water Transportation Contracts; Termillal 
Handling Contracts; Ai:r Tazi COntracta; Uncertificated 
Air Bouta COntracta and Bmergeacy Air Contracts. They 
iDclude SI' lOSS, PS 70, PS 7468, PS 7468-A• PS 7447 and 
accompanying forms PS 5463, PS 5399, PS 7460, PS 5442 mad 
other forms or papers aueh as contract renewal.a, coast:ltu• 
ting an integral part of tbe contract file. 

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

Administration 
(,]'() 1q75 0 - 579-387 FPMR (41 CFR) 101-11.4 



Request for Records Disposition Authority-Continuation PAGE OF /Cl
7 

7. 
ITEM NO. 

9.
8. DESCRIPTION OF ITEM SAMPLE OR 

(With Inclusive Dates or Retention Periods) JOB NO 

Upon termination or cancellation of the 
contract, move to the inactive file, cut-off 
inactive file.a December 31 of each year. 
Transfer to FARC when two years old. destroy 

when~~~ 

10. 
ACTION TAKEN 

14 Negotiated Contract Ra~~~cords relating to con
tracts awarded thro"3h negotiation and issuance of request 
for proposal (RPP) in lieu of advertisement. They pertain 
to Highway and Bail Transportation, Water Transportation, 
Teminal Handling, Air Taxi., Unccrtificated Air Routes 
and Emergency Air Contracts. Files include PS Forms 
5420, S443, 5463, 7405, 7407, 7463-A, 7464-A, 7382. 

Upon terminatiou or cancellation of the con
tract, move to the inactive file. Cut-off 
the inactive file December 31 of each year. 
Transfer to PARC when two years old, dostroy 

whm~~~~~ 
15 Area Dus Contracts. ~ords relating to con

tracts for the trausportation of mail in passenger carry
iug motor vehicles, by passenger commou c.an:iars, or by 
other types of motor vehicles operated by such carriers 
over the regular routes on which they are permitted by 
law to transport passengers. They cousiet of PS Forms 
5443, 5463. 7407, 7405, 7382, 5420 and other related 
papers. 

Upon termination or cancellation of the con
tract, move to the inactive file. Cut-off 
the inactive file December 31 each year. 
transfer to P'An.C when two years old, destroy 

when~~JSei\/c:'Ali -- ... 
16 Emer~cy Service Contrac r~'fhese are records 

rela g to contracts for the tr411Sportatiou of mail and 
performance of related services under emergency conditionE • 
Contracts may be entered into with any person or carrier 
for transportation by any tnOde or combination of nodes. 
Such contracts may not extend in duration beyond the 
term of the emer5ency .. 'J.'be files consist of PS Forms 
S443, 5463, 73821 7467 and othar related papers. 

Upon temiDation of the contract or cessation 
of the emergency, whichever 1a sooner, move to 
the inactive file. Cut-off the inactive file 
December 31 of each year, transfer to FA.RC 
wben two years old, destroy when ~ ,ear7 ~~ 1i ..,._ 7 

~ 

lJOB NO 

------'--------------------=5a-....;__...:...VB"'N k ---- -
Four copies, lncludlrig original, to be submitted to the National Archlv'e-.--~ ~OARD FORM 115-A 

'--../\. ~v;:,-:S July 1974 
Prescribed by General Services 

Adm1nistrat1on 
Gl'O • 1975 (I· 579-387 FPMR (41 CFR) 101-11 4 

115-203 
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PAGE OF (0Request for Records Disposition Authority- Continuation IJOB NO. 

<t 
7. 

ITEM NO 

18 

19 

20 

8. DESCRIPTION OF ITEM 
(With Inclusive Dates or Retention Periods) 

Certificated Air carrier Colltracte. These are records 
riiultliijj from confracti for tlii transportation of mil 
by scheduled certificated air carriers between points, 
between which they are certificated by the Civil 
.Aerouutics Board (CAB) to easase 1A the transportation 
of mail. 

Upon tend.nation or cancellation of the 
contract, move to the 1Dactive file. Cut
off the inactive file each December 31, 
traufer to 17.ARC wbeD two years old, 
destroy when l.f...«' yeai-.~•e ~• • ,..,, 

~~- 1..~~f. /
...;r;;::- & ............~ 

VBBXCLB SBRVICBS ~-'-'.'"".....____--:_-:---

Vehicle Mainteaauce Recol"de. Includes maii,temoe• work 
6Rlri &a a e.tlfoiioiogUa"l. record of 8Gl'Vice perfozm.ed, 
such u unac:.henled maintenance, emergency, road se.rvice 
or prffentative maintenance. (PS iol'IIB 4543 and 4620) 

Destroy one year from the end of the year h 
wh1ch the veh:l.cle was cliJposed of. 

POSTAL SERVICE 1'ROQWIS 

GBtmRAL 
I 

Liata of Cit,: Delivery Routes. Forms used for updating 
Usu" of city aillvery routes identified for use in 
various atatist1cal programs. (PS Forms 37, 1316 &1442) 

CUt-off at end of fiacal year. Destroy three 
years from end of ftaca1 year in vhich 
collected. 

tmVBNU8, PlBCBS AND WEICBTS (Rffl) 

BPW Data CoUectioa J'orma. B.ecorda used co d.etemine the 
refiiiui iicilWil lot iicB class of mail and aemce bue4 
cm probab1Uty eampUg princlplea. They con.e:lat of 
PS Forms W0-1127 filed bJ accounting pe-riocl. 

cut-off at end of fiecal year. Destroy three 
,-rs from end of fiacal year in which 
oo11ecte4. 

9. 
SAMPLE OR 10. 

JOB NO ACTION TAKEN 

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

Admin1strat1on 
FPMR (41 CFR) 101-11 4 

https://perfozm.ed


IJOB NORequest for Records Disposition Authority-Continuation PAGE OF (0 
CJ 

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

9. 
SAMPLE OR 

JOB NO. 
10. 

ACTION TAKEN 

"lB-OnICB" COST SYSTEM (IOCS) 

21 IOCS Data Collee.tion Forms. Records used to develop the 
costs of iiaiidiiiis each e1ua of mail and service by meana 
of a 11work sampling" teclmique. They include lOCS Data 
Carda (lunched cards), PS Forms 2615-B and 26U-C. They 
are used. in con.junction with rate maldng. 

Cut-off each fiaoal year. Destroy cbree years 
from fiacal year in which collected. 

PAm>DIUG M:,T RiCOBDS 

22 Prohibit~ders. Notices for Prohibitory Orders 
agaiut: re of pandering adftrt:1semerlt.s in the mails 
and o.-iginal mailing piecu; prohibitory Orders. These 
recorda are maiataiaed only at locationa deeignated by 
tbe Law Department. (PS 1oms 2U0 and 21.52) 

Destroy five yeara from the ad of the :,a&T" of 
isaue or five years froa the year of last 
appUcet.ion for enforcement, wbicbever 1a 
sooner. 

DATA PROCBSSmG ImCOllDS 

23 Shift ~rte. 11tiluatlon amt matntena:ace records con
slettne«> lorms or cards that equipment operators com
plete relative to machtne use, l'IOllUSe or Qd.ntenance, 
which are used. for daily management or operations. 

~ 
Cut-cff December 31 of each year, 4£&,~ 
.., vba three years old. 

POS'1' OWICE SBllVICBS 

MAIL CLASSll'ICATION Am> llATBS 

Seefmd Clase 

24 Publie'bers' annual statement of ovnenhif, Manaaemaut and 
clirntliii etatemeut 18 requlnd by Iaw: to infom the 
puhlLi as to the ownership of newep&pa'a and periodical.a 
entered into the ma11e aa eecomt-clase matter. 
(PS J'orm 3SZ6) / 

Cut--CJff J>ecember 31 each year. Destroy wlla 
five ,eara old. 

PSH 
24.5.52(k) 

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

Administration 
GPO 1g75 O - 579-387 FPMR (41 CFR) 101-11.4 

http:IQ4intenau.ce
http:mach:J.D8
http:appUcat.i.on
http:CoUee.U.on
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Request for Records Disposition Authority- Continuation IJOB NO 

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

Gmnm.AL MANAGBMBNT 

COIStJMBR An'AllS 

Conaumer Service Cards. A two-part form used to bring 
cOl18Ulller information such as ccnaplainta, requests for 
information 01:' suggestions to the attention of the 
appropriata Poatmaater and the Consumer .Advocate. 

Cut-off U!OD.thly after processing. Destroy 
when two year• old. 

PAGE OF /0
/0 

9. 
10.SAMPLE OR 

ACTION TAKENJOB NO. 

lmf-171-1:3 
~t- 13 

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

Administration 
GPO l!J75 0 - 579•387 FPMR (41 CFR) 101-11.4 

115-203 




