CENTRAL INTELLIGENCE AGENCY
WASHINGTON. D.C, 20805

10 November 1983

Mr, Raymond A. Mosley

Director, Records Disposition Divisioh
Office of Pederal Records Centers
National Archives and Records Service
General Services Administration (NCD)
Washington, DC 20408

Dear Mr. Mosley:

The attached SF 115, Request for Records Disposition Authority,
classified Confidential, is submitted for approval.

In accordance with our agreed procedures, descriptive information
{(other than file series title) is not included on the SF 115. The full-text
schedule, classified Secret and cited by number on the SF 115, is maintained
at CIA for review by designated NARS appraisers with appropriate national
security and liaison clearances. The approved full-text schedule will be
transferred eventually to NARS as part of our permanent record holdings.

Also attached for reference is a copy of our letter of 14 December 1981
and the NARS response of 6 July 1982, which together outline requirements
for safeguarding SF 115's submitted by the Agency.

FOIA(R})3 - 50 USC 403g Section é of the CIA Act of 1949

Agency Records Management Officer

Attachments:
SF 115 38-83, dated 2 Dec 1983, orig & 1 cy
CIA letter, dated 14 Dec 1981, 1 cy
NARS letter, dated 6 Jul 1982, 1 cy

UNCLASSIFIED WHEN SEPARATED
FROM ATTACHMENT
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REQUEST FOR-RECOKDS DISPOSITION AUTHORITY LEAVE BLANK ,

(See Instructions on reverse) OB NG

NC1-263-84-7

TO: GENERAL SERVICES ADMINISTRATION,

NATIORAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, BC 20408 HATE RECEIVED
1. FROM (AGENCY OR ESTABLISHMENT) 12.08-83
Central Intelligence Agency NOTIFICATION TO AGENGY
2. MAJOR SUBOIVISION
38-83 In accordance wiln the provisions of 44 U.S.C. 3303 the disposai re-
quest, mciumng amendments, 1S appr a/ed except {07 items that may
3. MINGR SUBDIVISION ve stamged “disposal not approved™ or “withdrawn” e column 10,

4. NAME OF PERSON WITH WHOM TCG CONFER 5. TEL EXT.
. 2-3-5¢ FEanks A
l 351-2853 Date / Archivist of the United States
§. CERTIFICATE OF AGENCY REPRESENTATIVE:

| hereby certify that | am aythorized to act for this agency in maﬁers 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 specxfied

] A Request for it'nmediate disposal.

[« B Request for! dlsposa! after a specified period of time or request for permanent

retention.
€. DATE TITLE
83/12/2 Agency Records Management Officer
3,
7. ‘ 10,
ITEM NO. ’ i boriods) s%tggt.sogk ACTION TAKEN

All PERMANENT items” m thls schedule are arranged

chronologlcally and will be offered to NARS in 5 year

blocks when national security considerations permit.
FOIA(b)3 - 50 USC 403g Section 6 of the CIA Act of 1949

1. Inquiry and\nvestigation Files. NC1-263~77~14
Item 18 (No Change)

DESTROY when 18 years old.

2. Management Report les.

a. Annual CIA Financidl Report. NC1-263-77-14
. Item 28a (No Change)
PERMANENT. 1953 to present., 3 cubic feet. GRS 16~2a
Annual growth less th 1 cubic foot.
Pl i foms
THIS DOCUMENT IS CLASSIFIED CONFIDENTIAL IN THE WARNING NOTICE
AGGREGATE - INDIVIDUAL PORTIONS ARE UNCLASSIFIED/ INTELLIGENCE SQURCES !
FOR OFFICIAL USE ONLY EXCEPT AS MARKED OR METHOD? INVOLVED ;
15-107 c 9@ enciy HZ-0%- {4 STANDARD FORM 115 §
- ov . 1975 i
7 % 4 / &{7/’)‘/7816( Pres::ibedp;v General Services ?
Administration 1

FPMR {41 CFR) 101-11.4
DECL OADR BY SIGNER GO BEDBNRTfehy—




“CURTIDENTIRD™

JOB NO.

PAGE OF

Request for Records Disposition Authority—Continuation 2/26
7. 8. DESCRIPTION OF ITEM 3 )
ITEM NO. (With Inclusive Dates or Retention Periods) S'}g;tﬁo?a ACTIOQJOTAKEN
2. b. Monthly or Quarterly Statement of Financial Condition.
(1} Report dated End of Fiscal Year. NC1-263-}7-14
Item 28bj (No Change)
PERMANENT. 1946 Yo present., 18 cubic feet. GRS 16-2b
Annual growth lesd than 1 cubic foot.
{2} Other reports plus duplicate copy of report NEW
dated End of Piscal Year. Deviates from
GRS 16-18
DESTROY 12 years after cutoff. Cut off at
end of each fiscal year.
c. Status of Allotments and Property Authorization NCl-263-77-14 .
Report., Item 28c¢] (CHANGE)
Deviates| from
DESTROY 20 vears after cutoff., cut off at end of GRS 7-3
each fiscal year.
d. Status of Funds Advanced by other Government NC1-263-7-~14
Agencies., Item 284 (CHANGE)
Deviates from
DESTROY 20 vears after cutoff., Cut off at end of GRS 7~-3
each fiscal year.
e, Financial Management\Inprovement Report. NC1-263-]/7-14
Item 28f| (No Change)
PERMANENT. 1957 to pAesent. 1 cubic foot. GRS 16-5
annual growth less thaR 1 cubic foot.
f. Annual Monetary Activity Reports. NC1-263-717-14
Item 28g (CHANGE)
DESTROY when 5 years old.
3. Qverpayment Review Committee Files,
a. Policy and regulation\files. NC1-263-77~14
Item 13&(1)
PERMANENT. 1969 to prasent. Less than 1 cubic foot. | (No Chajge)
annual growth less than\1l cubic foot. GRS 16-12(a)(1)
115-203 Four coples, includlng original, te be submitted to the National Archives STANDARD FORM 115-A

~SONPEORNT TN

GPO ;1975 1 - 579387

Reviged July 1974

Prescribed

by General Services

Administration

FPMR (41 CFR) 101-11.4
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. -G ONBEDENDE A
Request for Records Disposition Authority —Continuation 108 NO. PAGE $%26
9.
7. 8. DESCRIPTION OF ITEM . 10.
ITEM NO. {With Inclusive Dates or Relention Periods) Sﬁgngo?R ACTION TAKEN
3. b. Individual case files, NC1-263-77-14
Item 13a(2)
DESTROY 12 years after period of account. Deviates from
GAQ Title 8
¢. Redister of cases. NCi-263-77-14
Item 13a(3}
DESTROY when no longer needed for reference, {No Chinge)
4, Board of Review for Shortages and Losses Files.
a. Agenda, mirNites, and procedural files. NC1-263-77~14
Item 13b(1)
PERMANENT . 54 to present. 1 cubic foot. {No Chdnge)
Annual growth\less than 1 cubic foot, GRS lsqub(l}(a)
b, Case files on items presented to Board on shortages NC1-263-77-14
and losses of Agency funds. Item 13b{(2) (CHANGE)
Deviatds from
DESTROY when 12 years old. GAO Title 8, p.l6)
¢. Annual report of shordages and losses, NC1-263-77-14
Item 13b(3){a)}
PERMANENT. 1968 to pref§ent. Less than 1 cubic {No Change)
foot, Annual growth les§ than 1 cubic foot. GRS 16412b(1)(a)
d. Register of shortages and lpsses, NC1-263-77-14
Item 13b{3)(c)
DESTROY when no longer needed for reference. (No Chdnge)
e, Index of shortages and losses c}ses. NC1-263-77~14
Item 13b(3){4)
DESTROY record on each case 3 yeaxs after last (No Change)
action.
115~203 Four capies, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
=GO TR TNy Prescribed by General Services

Administration
GPO 11975 O - $79-387 FPMR (41 CFR} 101-11.4




~GONPRYENTIET

Request for Records Disposition Authority — Continuation JOB NO. p*iﬁ,gg
7. 8. DESCRIPTION OF ITEM Y
ITEM NO. {With Inclusive Dates or Retention Periods) sﬁgg"so?g Acygo:qoﬁggn
5, pinancial Disclosure Reports Files. NEW

a. Reports and related documents submitted by
individuals as required under the Ethics in
Government Act of 1978 (PL 95-521).

(1) Records including SF 278A for individuals GRS 1-25&(1)
filing according to Section 201b of the Act, and
not subsequently confirmed by the U.S. Senate.
DESTROY 1 year after nominee ceases to be under
consideration, or when no longet needed in an
ongoing investigation, whichever is later.
{2y All other records including SP 278. GRS 1-25a(2)
DESTROY when 6 years old or no longer needed in
an ongoing investigation, whichever is later.

b. All other statements of employment and financial GRS 1-25Db
interests and related records.

DESTROY 2 years after separation of employee or
2 years after employee leaves the position for
which the statement is required.

6. Financial Reports FPiles,

a. Quacterly Report\of DCI Certification of NC1-263-77-14
Expenditures. Item 29a {No Change)
PERMANENT. 1968 tdH present. 2 cubic feet.
annual growth less than 1 cubic foot.

b, Certificate of Deposit record. NC1-263~17-14

: Item 29b (No Change)
DESTROY 10 years after cutoff. Cut off at end of Deviates from GRS 6-4
each fiscal year.
115-203 Four copies, includinig original, to be submitiad to the National Archives STANDARD FORM 115-A

Reavised July 1974
Prescribed by General Services
SONBEDE N Administration
GIX3 : 1975 O - S79-387 FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority — Continuation JOB NO. PAG; /02F6
9.
7. 8. DESCRIPTION OF ITEM 10.
ITEM NO. (With Inclusive Dates or Retention Periods) ST{;‘;LSO(?R ACTION TAKEN
6. c. U.S. Treasury Statement. NC1-263-[/7-14
Item 29c¢| (No Change)
DESTROY 10 years after cutoff. Cut off at end of Deviates| from GRS 6-4
each fiscal year,

d. Schedule \of Representation and Operational NC1-263-7-14
Expenses/Annual. ' Item 294d| (No Change)
PERMANENT. \1962-1978. 1 cubic foot.

e. Excise taxes Y{ollected. NC1-263-7~-14

Item 29e| (No Change)
DESTROY 4 years\ after date of report, (Federal :
Register, Guide\to Records Retention Requirements,
vol.35, no. 37, Rage 3595.)
7. Interagency Coordination on Financial Matters Files.
a. Original copy of basic interagency agreements. NC1-263-7-14
Item 21 {CHANGE)
PERMANENT. 1951 to present. 1 cubic foot.
annual growth less than 1 cubic foot,
b. Interagency sub-agreements. NC1-263-77-14
‘ Item 21 {CHANGE)
DESTROY 12 years after period of account. Deviates| from
GAQ Titlp 8
c. Station cost record for integrees, NEW
GRS 2-1
DESTROY 56 years after cutoff. Cut off at end of
each fiscal pay year.
8. Delegation of Authority Files. NC1-263-77-14
Item 25 (CHANGE)

DESTROY 20 years after cutoff. Cut off at end of

calendar year in which authority is rescinded.

115-203 Four coples, includirig original, to be submitted to the Nationa! Archives STANDARD FORM 115-A

GPO ;1975 O - 579-387

Revised July 1974
Prescribed by General Services

Administr

ation

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation JO8 NO. /%%
9
7. 8. DESCRIFTION OF ITEM . X
ITEM NO. {With Inclusive Dates or Retention Periods) SJ;\’I\SSL'%O(:"R ACTIO:!OTAKEN
9. Certifving Officers and Agent Casghiers Files. NC1-263~T7~14
Item 26 {(CHANGE)
DESTROY 20 years aftet cutoff, providing destruction
of original headquarters and field accounting has
been completed. Cut off at end of each fiscal year.
1g0. Imprest Authorization Files, NC1-263-77-14
Item 27 [CHANGE)
DESTROY 12 years after cutoff., Cut off at end of each
fiscal year.
11. ¢laims Authorization Files,
a, Case files on tort claims and other miscellaneous NEW
claims. (Original documents authorizing payment
are attached to posting voucher (Item 18 below)),
DESTROY when 6 years and 3 months old.
b. Overseas m dical claims. NC1-263-T7-14
Item 87 [No Change)
Attach recond of payment to posting voucher .
(Item 18 belfw).
iz, Computer Documentation of Original Financial Entries
Files. '
a. Computer documentation that serves as an index to NC1-263-77-14
the financial vouchers, Item 31 [CHANGE)
Deviates from
DESTROY microfilm when 20 years old. DESTROY paper GRS 7-2,|GRS 7-3
copies upon verification of microfilm.
115-203 Four coples, includinig original, to be submitted to the National Archives STANDARD FORM 115-A

~CONTEDENDEir—

GUO 978 O - $79387

Revised July 1974 .
Prescribad by General Services
Administration

FPMA (41 CER) 101-11.4
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~ Request for Records Disposition Authority— Continuation JOB NO. p"‘G; /02': 6
9
7. , 8. DESCRIPTION OF ITEM ;
ITEM NO. (With Inclusive Dates or Retention Periods) 3{‘,’32"509“ Acnor‘qouxsw
12, b. All other computer documentation of original NC1-263~77-14
financial entrijes, Item 31 |(No Change)

Deviateé from
DESTROY microfilm when 10 years old. DESTROY paper GRS 7-2,| GRS 7-3
copies upon verification of microfilm. .

13. Computer Dg¥umentation Used Only as Working Tools. NC1-263-77~14
' . | Item 32 {{No Change)

DESTROY old Yisting monthly when new listing received.

14, gutstanding palinquent Accounts Analysis Files, NC1-263-77-14
Item 86 {{No Change)

DESTROY termindted files 2 years after settlement.

15. Allotment Advicesg Files. NC1-263~77~14
Item 34 |(No Change)
DESTROY microfilm 10 years after cutoff. CcCut of £ deviateg from i
when 6 months have accumulated. DESTROY paper copies GRS 7-3 !

upon verification of microfilm.

i6. Ociginal Obligation\pocuments Files, NC1-263~77~14
‘ Item 34 |(No Change)
DESTROY when 3 yearsiold. : GRS 7~4a
17. Monetary Management Records Files.
a. Monetary daily records. : NC1-263477-14

Item 35 |{CHANGE)
DESTROY 12 years after period of account.

b. Payments by U.S. Treasury Checks. A NEW

DESTROY when 1 year old,

115203 Four coples, includirg original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Servicas
D v w0 b v 2= AR 722~ ma) Administration
GPO 19758 O « 579387 . FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority — Continuation JOB NO. PAGE/O;s
7. : 8. DESCRIPTION OF ITEM >
ITEM NO, {With Inclusive Dates or Retention Periods) SﬁggLEOOH ACT!O:lo'TAKEN

18. Capital Transfers Affecting Field Stations and Domestic NC1-263-77~14
Banks Files. Item 36 [(CHANGE)

DESTROY 1 year after audit.

19. currency Shipments and Receipts Files. NC1-263-477~14
Item 37 |{CHANGE)

DESTROY 2 years after audit.

20. Station Bank Account Files.

a. Headquartprs file. NC1-263+77-14
Item 38a (No Change)
DESTROY when 2 years old.

b, FPile received from field stations. NC1-263+77-14
Item 38b (Ko Change)
DESTROY 6 years and 3 months after period of account.; GAO Title 8

21, "Official Commercial Bank Files. NC1-263+77-14
Item 43| (CHANGE)

DESTROY 2 years after audit.

22, Reconciliation Sheets - Cash, Bank Cashiers Checks, NC1-263+77~14
Custodian Inventory Files. Item 44| (CHANGE)

DESTROY upon completion and resolution of annual audit.

115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM t13-A

Revised July 1974
Prescribed by General Services

—Qeﬂ_ﬁi-ﬁw@i;*— Administration
GO T 1978 O - 539938 FPMR {41 CFR) 101-11.4
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Request for Records Disposition Authority — Continuation JoB NO. PA? ; zoé:
7. 8. DESCRIPTION OF ITEM 2
ITEM NO. {With Inclusive Dates or Retention Periods) sgggngogn ACT!O;QO-TAKEN
23. U.$. Treasury Check FPiles.
a. Carbon copy of U.S. Treasury check listing covering NEW
the period October 1946 to December 1951.
DESTROY when final authorization for disposal is
received from Treasury Department,
b, Duplicate copids of U.S. Treasury salary checks NC1-263~717~14
and related indices on microfilm, Item 45 (No Change)
DESTROY when chebks are reconciled in accordance
with Treasury Redulations,
¢. Closed case files on lost Treasury checks. NEW
DESTROY when 2 years old.
d. Microfilm Index Card. NEW
DESTROY when checks are reconciled in accordance
with Treasury Regulations.
24, Schedule of SSXtion Balances and Disbursements Files. NC1~263-77-14
Item 39 (No Change)
DESTROY when 2 Rears old.
25, Monetary Special Case Files. NC1-263~77-14
Item 40 {CHANGE)
DESTROY 10 years after case is closed.
26. Bank Account Files. NC1-263-77-14
Item 41 (CHANGE)
DESTROY 1 year after audit.
115-203 Four coples, including original, 1o be submitted to the National Archives STANDARD FORM 115-A

SOV D BN riree

GrO 1975 O - 879887

Revised July 1974

Prascribed by Genera! Services
Administration

FPMR (41 CFR) 101~-11.4




CUNFIDEN T b

Request for Records Disposition Authority — Continuation 408 NO. P’i%f,g’;
s,
a 8. DESCRIPTION OF ITEM 10
ITE&: NO, {With inclusive Dates or Retention Periods) sﬁgglﬁé)g ACTION TAKEN
27. Bank Reconciliation Files {(Headquarters).
a, Record ;gpy of Quarterly Inventory of CIA Assets NC1-263-77-14
in Custody of Monetary Division, Item 42a|(No Change)
DESTROY when 3 years old.
b. Reconciliafion funds. NC1~263-77-14
Item 42b|(No Change)
DESTROY whed 1 year old
¢. Original Bank Statement and Checks. NC1-263-~77-14
Item 42c|{CHANGE)
DESTROY 12 years after period of account. Deviates |from
: GAO Title 8
28, Travel-Related Recokds Files, NC1-263-%37-~14
Item 46 (No Change)
a. Travel Orders.
{1} Record copy. GRS 9-4a
Attach to voudher (Item 29 below) or DESTROY ‘
when 3 years ojd.
{2) Duplicate copiey used for reference.
DESTROY when no Jonger needed for reference,
b. Travel case files. GRS 9-4a
DESTROY when 3 years olM.
c. Government transportatiok requests. GRS 9-3a
DESTROY when 3 years old.
115203 Faur coples, Includirig originai, to be submitted to the National Archives STANDARD FORM 115-A

GPO ;1975 O - ST9-387

Revised July 1974

Prescribed by Ganeral Services
Administration

FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation JOB NO. "‘ief/%
7. 8. DESCRIPTION OF ITEM -
ITEM NO. \ (With Inclusive Dates or Retention Pericds) szggLsoqa ACTIOIIO'TAKEN
28. d. Negotié\ed contracts for moving, storage, and
related wervices.,
DESTROY 2\years after expiration of contract.
e. Individual kase files for employees with
exceptional YHE charges.
DESTROY when tase is closed.
f. Cost factor payjent for household effects, air
freight, and air\line tickets.
DESTROY when no lynger needed for reference.
g. Travelers checks.
{1) sSseller's copy of\the application.
" DESTROY when 3 years old.
(2) Checks on hand.
DESTROY when 1 year ogd.
29. original Posting Vouchers Files (Including CONIF).
(Site Audit Records)
a, Paper records created prior to October 1, 1976. NC1-263-77-14
Item 47j&b (CHANGE)
DESTROY 20 years after period of account. Deviated from GRS 6-1
b. Microfilm copies of records created on or after NC1-263477-14
October 1, 1976, under General Accounting System. Item 47d (CHANGE)
Deviated from GRS 6-1
DESTROY when 20 years old.
115-203 Four copies, Including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
—~CONPER RN Afy— Prescribed by General Services
Administration
GPO ;1978 O - 579387 FPMR (41 CFR) 101~-11.4
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Request for Records Disposition Authority— Continuation 408 NO. P"lezs /02F6 g
w
o
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10, 5
ITEM NO. {With inclusive Dates or Retention Periods) JOB NO. | ACTION TAKEN ? A
AN
29. ¢. Paper copies of records that have been microfilmed. NEW B§ :ﬁ
el
<
DESTROY when 3 years old or upon completion and ‘
resolution of audit, whichever is earlier.
30. Qriginal Miscellaneous Bureau Vouchers and Supporting NC1-263-17-14
pocuments Files., (Site Audit Records) Item 48 [CHANGE)

Deviates|from GRS 6-1
DESTROY 12 years after period of account.

31. station and Project Accountings Files. (8ite Audit Records)

a. Accountings\which contain indigenous payroll, or may |[NCl-263-17-14
contain such but have not been screened. Item 49a| (o Change)

GRS 2~-1

DESTROY when\56 years old.

b. Accountings not containing indigenous payroll, NC1-263-T7-14
Items 49b & 50
DESTROY paper or microfilm 20 years after period of (CHANGE)
account. beviates|from
GAO Title 8

¢. Non-appropriated funds accountings, such as overseas |NEW
clubs,

DESTROY 6 years and 3 months after close of account,

32. Station Financial Accounting Ledgers - Books of Qriginal
Entry.
a. Voucher Register and Qontrol Journal. NC1-263-77-14
Item 51a| (No Change)
DESTROY when 10 years ¢ld. GRS 7-2
115-203 l"-’o ur coples, including original, to be submitied to the National Archives STANDARD FORM 115-4

Revised July 1974
Prescribed by General Services
Administration
GO 1875 0 - 3TD~387 FPMR (41 CFR) 101-114

11 JISSY I YL



CONPTURTTTAY
Request for Records Disposition Authority - Continuation JOB NO. ‘”Af:f /OZF6
7. 8. DESCRIPTION OF ITEM 3
ITEM NO. {With Inclusive Dates or Retention Periods) sﬁg;LSO?R ACTIOI:JO:TAKEN
32. b. Subsidiary ledgers.
(1) Expense and Obligation Subsidiary Ledger; NC1-263~17-14
Cash on Hand Subsidiary Ledger. Item 51b{1l) (CHANGE)
Deviates| from GRS 7-4
DESTROY 3 vears after close of account or when
field audit is completed and resolved,
whichever is sooner.
{(2) All others. NC1~263~77~14
Item 51b{(2) (CHANGE)
DESTROY 1 year after close of account or when
field audit is completed and resolved,
whichever is sooner.
33. Completed and Terminated Procurement Contract Files, NC1-263-[77-14
{site Audit Records) Item 52 |(CHANGE)
beviates from
DESTROY 12 years after close of fiscal year. GAO Title 8
34, Contract Audit Control Records Files.
a, Basic contract cord., NC1-263-77-14
Item 534 (No Change)
Transfer to contrhct file (Item 33 above) upon
completion or termination of contract.
b. Task order records. NC1-263477-14
Item 534 (CHANGE)
DESTROY 12 years after close of fiscal year. Deviateg from
GAO Title 8
35, Documents Used as Posting and Control Media, Subsidiary NC1l-263+477-14
to General and Allotment Ledgers, Item 54  (CHANGE)
Deviate& from
DESTROY 12 years after close of fiscal year. GAO Title 8
115-203 Four coples, includlrig orlginal, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
Administration
GIMY 2 1995 (1 « 879387 FPMR (41 CFR} 101-114

|
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Request for Records Disposition Authority — Continuation JOB NO. P“f: /02F6
7. 8. DESCRIPTION OF ITEM 5.
ITEM NO. (With Inclusive Dates or Retention Periods) Sﬁggl'ﬁoon ACT!O’IJO'TAKEN
. y
36. Tax Examgtion\Certificate Files. NC1-263-[717~14
Item 55 |(No Change)
DESTROY 3 years after period covered by related account. GRS 3~13
37. Contracting Qffilcers Files. NC1-263-77-14
Item 56 |(No Change)
DESTROY when no longer needed for reference.
38. Project Case Files. NC1~263~77-14
A Item 57 [(CHANGE)
DESTROY 12 years after cutoff, Cut off at end of each Deviates from
fiscal year. GAC Title 8
39. Protective Documents kpr Project Case Files, NC1-263-77-14
Item 58 {(No Change)
rransfer to office of Aecord having jurisdiction over
project upon change in pustodians or upon termination
of project for incorporition in project files.
40, Commercial Contract Audit Files.
a. Commercial systems contracts files.
{1) Auditors working files. NC1-263-77-14
Item 594(1)
DESTROY when no longer needed for reference. {No Charge)
{2) special audit reports. NC1-263-477-14
; Item 597(2) (CHANGE)
DESTROY 6 years and 3 months after contracts are
renegotiated,
b. Contractor continuing case files. NC1-263-77-14
Item 598 (No Change)
DESTROY when no longer needed Yor reference.
115-203 Four coples, including original, to be submitted to the Nationa! Archlves STANDARD FORM 115-A
Revised July 1974

GIRY 1075 O - 879387

Prescribed by Generai Services
Administration
FPMR {41 CFR} 101~11.4
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~ Request for Records Disposition Authority - Continuation

JOB NO.

PEE Pie

(OTIHIVCSVY I

S15S

OTD1-U] 212g vavN (S Ag

7. 8. DESCRIPTION OF ITEM > \
ITEM NO. \ (With Inclusive Dates or Retention Periods) SﬁggLso(')R ACTlo:{oTAKEN
40. c. Commercikl Systems Proposals Files. NC1-263-77-14
Item 59¢ (No Change)
gcreen anhually and DESTROY material no longer
needed.
4. Completed Cpmmercial Contract Binders. NC1~-263-77-14
Item 594 (No Change)
DESTROY when\ no longer needed for reference.
e. Commercial Systems Audit Report Case Files. NC1-263-77~14
Item 59¢ (CHANGE)
(1) Final audit reports.
DESTROY 6 years and 3 months after cutoff.
Cut off at end of fiscal year in which
closing statement is received.
{2) Advisory reports on audits of indirect expense
allocation rates and working papers.
DESTROY 6 years and 3 months after cutoff.
Cut off at end of fiscal year in which audit
completed.
{3) Analysis of cost proposals reports.
DESTROY 6 vears and 3 months after cutoff.
cut off at end of each fiscal year.
41. Voluntary Investment Plan P;&es. NC1-263477-14
Item 60 |{No Change)
a. Current Status Report and Rctivity Status report.
" DESTROY upon receipt of Quayterly Activity Report.
b. Quarterly Activity Report,
DESTROY upon receipt of Annual Activity Report,
115-203 ?our copies, includirig original, to be submitted to the National Archives STA;!OARD FORM 115-A

e o e

GPO 1975 O - 579-387

Revised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR) 101~11.4
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Request for Records Disposition Authority— Continuation 108 NO. A% %% g
-
=
7. 8. DESCRIPTION OF ITEM 3. 3
ITEM NO. \ {with Inclusive Dates or Retention Pericds) SAJgSLSO(—)R ACT!O;GO‘TAKEN 1 ¥
41, Co nnual Activity Report. GRS 2-1 . ES
N
DBSTROY microfilm when 56 years old, DESTROY paper
copyes upon verification of microfilm.
d. General Ledger and handwritten Book of Original
Entry.
DESTROY 10\years after cutoff. .Cut off at end of
each fiscal \year.
e. Journal VoucheXs and supporting details.
DESTROY microfild 10 years after cutoff. <cCut off
when 6 months havé accumulated. DESTROY paper
copies upon verificgtion of microfilm.
f. PFinance and activity réports to management.
DESTROY microfilm 10 yeary after cutoff. Cut off
when 6 months have accumulated. DESTROY paper
copies upon verification of \picrofilm.
g. Tax returns and supporting data
DESTROY microfilm 10 years after toff. Cut off
when § months have accumulated, DEETROY paper
copies upon verification of microfilk.
h. Confirmation statements issued by custo
mutual fund management, bank statements,
cancelled checks,
DESTROY when 6 years and 3 months old,
42. Individual Earnings Records and Cumulative Earnings NC1-263-7~14
Records Piles. (Site Audit Records) Item 61 |(No Change)
a., CACER (Current and Cumulative Earnings Record) on
biweekly payroll, by employee number, on COM or
paper.
115-203 Four copies, including original, {0 be submitted to the National Archives STANDARD FORM 115-A

O BB T

GEO 1975 O - §T9-387

Revised July 1874

Prescribed by General Services
Administration

FPMR {41 CFR) 101-11.4
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Request for Records Disposition Authority—Continuation JOB NO. PA167£/3F6 g
O
7. 8. DESCRIPTION OF ITEM 9. S
ITEM NO. \ (With Inclusive Dates or Retention Periods) s?(';gLso?R ACTIOIIIO'TAKEN 1 N
[
42a. (1) Recbrds for pay periods 1 through 26. Eﬂ
)
DESTROY 1 year after cutoff. cCut off at end
of edch pay year.
(2) Recordy for final pay period of year, GRS 2-1
cumulatiive for entire year.
DESTROY \56 years after cutoff. Cut off at end
of each pay year.
5. 1Individual Earnings Records on four-week and
monthly payrolly, including FBIS indigenous.
DESTROY 56 years\after cutoff. Cut off when
employee terminatles. ‘
43. contracts, Personal Senvvice Agreements, Individual NC1-263-7-14
Earnings Records, and PRy Cards on 4-week, Monthly, and Item 62 {No Change)
FBIS Indigenous Payrolld Files, GRS 2-1

DESTROY 56 years after cutoff. cut off at end of
each calendar year.

44. Joint Publication Research Service Files.

a. Claims for services, statistics, reports, duplicates | NC1-263-77-14
of schedules showing payments. (Site Audit Records) Item 63 |[(CHANGE)
' Deviates| from GRS 6-1

DESTROY 20 years after cutoff. Cut off at end of
each calendar year.

b. Personal contracts, earnings statements beginning NEW
in 1972, and records of hours worked if no earnings GRS 2-1

record maintained.

DESTROY 56 years after cutoff. Cut off at end of
each calendar year.

115-203 Four coples, inciudirig original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
Prescribed by General Services
SONPFRENTTET Administration
GPO 11975 O - 579-387 FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority — Continuation YO8 NO. "%/ %%
9.
7. 8. DESCRIPTION OF ITEM .
ITEM NO. \ {With inclugive Dates or Retention Periods) StbgFB’LSO?R AC?IOLOTAKEN
45. | Memorandum of Oral Committment Files. NC1-263-17-14
Item 64 [No Change)
Attach contraqt and records of payment to posting
voucher (Item R9 above).
46. Employee Payroll Case Files. NC1-263-77-14
Item 65 [No Change)
a. Four-week and monthly payrolls.

(1) Inactive faAles up to and including the pay
year 1968.

DESTROY when\56 years old.

{2} Inactive files beginning with pay yvear 1969 to Comptroller General
date, and PBIS indigenous (earnings records Letter l¢a
maintained separately).

DESTROY 12 years after cutoff, Cut off at end
of each pay year.
b. Biweekly payrolls and former staff and contract

four-week payrolls.

(1} Inactive files up to gnd including the pay year GRS 2-1
1968,

DESTROY when 56 years d.

{2) 1Inactive files beginning pay year 1969 (true Comptroller General
terminations) and FBIS indigenous (earnings Letter l:a
record maintained separately)

DESTROY 12 years after cutoff. Cut off at
end of each pay year.
115203 Four coples, includirig original, to be submitted 1o the National Archives STANDARD FORM 115-~A
Revised July 1974
m Prescribed by Genaral Services
Administration
GUes: 1975 O - 376387 FPMR (41 CFR} 101-11.4
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Request for Records Disposition Authority— Continuation JOB NO. PAGE OF
19/28
7. 8. DESGRIPTION OF ITEM 3.
ITEM NO. {With inclusive Dates or Retention Periods) Sl;\]hodgLSo(.)R ACTIO?IO'TAKEN
47. Leave Records Files.

a., Master leave records for biweekly and FBIS payrolls NC1l-263477-14
cumulative by leave period each year {in lieu of Item 66 (No Change)
leave cards), and reflecting accumulated leave upon Comptroller General
separation., Maintained in microfilm. Letter 2dla
DESTROY 10 years after cutoff. cCut off at end of
each leave year.

b, Leave cards for four-week payroll. NC1-263477-14

Item 66¢ (No Change)
File in employee payroll file (Item 46 above).
¢. Leave adjustments - *300's". NC1-263+77-14
Item 66¢ (CHANGE)
DESTROY 10 years after cutoff. cut off at end of
each leave year.
48, Time and Attendance {(Leave) Reports Files. NC1-263+77~14
Items 67 & 71
DESTROY 4 years after cutoff. Cut off at end of each (CHANGE
pay year.
49, Compensation Master Files, NC1-263+77-14
Item 68| (No Change)

DESTROY 10 years after cutoff. Cut off at end of Item 72| (CHANGE)

each pay year.

50. Automated Payroll Ledgers and Listings Piles.,

a. Biweekly payrolls (COM), normals (COM), check issue NC1-263+77~14
by employee number (COM), and check issue by fan Item 6%9a(1)
with related certification sheets (microfilmed). {No Change)

{Site Audit Records) Deviates from
GRS 2~1Bb(1)
DESTROY microfilm 10 years after cutoff. Cut off
at end of each pay year. DESTROY paper copies
upon verification of microfilm. .
115203 Four copies, includirig original, to be submitted to ths National Archives STANDARD FORM 115~-A

Ravised July 1974

Prescribed by General Services
Administration

FPMHR (41 CFR) 101~11.4
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Request for Records Disposition Authority — Continuation JOB NO. PAGE OF 4 =
20 /06 o & >
v 0
7. 8. DESCRIPTION OF ITEM SAMPLE OR 10. N S
ITEM NO. (With inciusive Dates or Retention Periods} JOB NO. ACTION TAKEN B—- (N =
Tl g
50, b. Original overseas FBIS payrolls. (Site Audit Records) Cﬁ
(N
(1) Paynolls for U.S. citizens beginning 19 Dec NC1-263-77-14
1965} and indigenocus personnel beginning 9 Dec Item 6%9a{2)
1973 Earnings records maintained separately. {No Change)
DESTRDY when 10 years old.
(2) Foreign payroll for U.S. citizen personnel NEW
from Jul 1956 through 18 Dec 1965, Individual
earnings record not maintainedseparately.
f DESTROY when 56 years old.
. ¢, Pay céntrol files. (Site Audit Records) NC1-263-77-14
Item 69b| (No Change)
DESTROY micreoflilm 10 years after cutoff. Ccut off
at end of eachlpay year. DESTROY paper copies
upon verification of microfilm.
51. Payroll Control Documents Files. NC1-263-77-14
Item 70 (No Change)
DESTROY when 3 years\old. GRS 2~11la, GRS 2~-15a
52, Current Restored Leavg Files. NC1-263-77-14 ‘
Item 73 {No Change)
File completed record in employee payroll file
(Item 45 above).
53. special Payroll Ledgers and Listings Files. NC1-263-]7-14
Item 74 [(No Change)
a. Record copy of computer Check and Counter Check Deviates| from
Listing. GRS 2~13b(1}
DESTROY when 12 years old,
115-203 Four coples, including original, to be submitted 1o the National Archives STANDARD FORM 115-A
Revisad July 1974
Prescribed by General Services
Administration
SR i FPMR (41 CFR) 101~11.4
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21/26

7.
TEM NO.

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

9
SAMPLE OR

10.
JOB NO. ACTION TAKEN

53.

54.

b.

Ce

Counter Checks Files.

Check\ Issue Listing.

Attach\record copy of SF 1166 and hand carry to
disbursyng office. DESTROY other copies when

Attach recoYd copy to posting voucher {Item 29 above},
DESTROY oth copies when no longer needed for

reference.

Payroll Ledger

through 12.

{1) Pay Period

DESTROY when ‘puperseded.

(2} Pay Period 13.

DESTROY when 1 y&ar old.

Budget and Expense Listing, Alphabetical Listing
of Credit Union Deductiols, Other Deduction Listing,
and Recapitulation of Pay\ This Period,

Attach record copy to postyng voucher (Item 29 above)
DESTROY other copies when longer needed for 1
reference.

DESTROY 20 years after cutoff.
6 months consistent with the date of pay period
closest to end period.

Cut off every

111 3IQSY I Vi
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NC1-263477-14
Item 75 |(CHANGE)

115-203

Four coples, Including original, to be submitted to the National Archives

GG ;1978 O - 379-387

STANDARD FORM 115-A

Ravised July 1974

Prescribed by General Services
Administration

FPMR (41 CFR} 101~-114
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Request for Records Disposition Authority—Continuation JOB NO. P’;‘;g;
9
7. 8, DESCRIPTION OF ITEM . .
ITEM NO. \ (With Inclusive Dates or Retention Periods) Sﬁ'ggLﬁot‘)R ACTlogJoTAKEN
55. Designat}bn of Beneficiary Files, NC1-263-7T7-14
Item 76 {No Change)
a. Record wopy of SF 1152, Designation of Beneficiary,
Unpaid Qompensation Due a Deceased Employee.
If used, ¥ile in employee payroll case file. See
Item 46, f not used, DESTROY 6 months after
separation\of employee.
b. Record copy bf SF 2808, Designation of Beneficiary,
Civil service Retirement System.
| DESTROY when s\perseded, or transfer to Civil Service
: Commission with SP 2806 upon transfer or separation
of employee. )
56. Special Project Case les, NC1-263-77-14
Item 77 {No Change)
DESTROY 12 years after qutoff. Cut off at end of
each calendar year.
57. statement of Income Taxes Withheld Files.
a. Record copy of Internal Revenue Form W-2. NC1-263-77-14
Item 78a| (CHANGE)
DESTROY when 4 years old. GRS 2-18b
b. Record copy of withholding tax for all employees NC1-263-77~14
each pay year, cumulative by pay period, Item 78b {(No Change)
DESTROY microfilm 10 years after cutoff. Cut off
at end of final pay period eacl\ year. DESTROY
paper copies upon verification &f microfilm.
58. Tax Reports Files. NC1-263~77~14
Item 79 [CHANGE)
DESTROY 4 years after cutoff. Cut off at end of each - GRS 2-18¢
calendar year.
115-203 Four copies, Includirig original, to be submiited to the National Archives STANDARD FORM 115-;\
Revised July 1974
Prescribed by Generat Services
Administration
sm 11975 00 - 599-387 FPMR (41 CFR) 101114
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~ Request for Records Disposition Authority — Continuation 108 NO. IS5 2%
1. 8. DESCRIPTION OF ITEM 9.
ITEM NO. \ (With Inclusive Dates or Retention Perlods) Sﬁg;LEOCv)R ACTIORIO'TAKEN
59, |payments of Liabilities to Other Organizations Files. NCi-263-717-14
: Item 80 ([No Change)
DESTROY when years old. GRS 2-22
60. CIA Retirement and Disability System (CIARDS) Files.
a. Subsgidiary listings.
{1) Monthly Participants Equity Report.
{a} Monthly\ reports other than December. NC1-263-77-14
Item 8lafl){a)
DESTROY Ypon annual reconciliation. {No Change)
{b) December reports (cumulative}. NC1-263-77-14
Item 8la{l){b)
DESTROY 2 years after date of report {CHANGE)
providing audit has been completed,
(2) Monthly Check Issup Listing. NC1-263~T77-14
Item Blat2)
DESTROY microfilm 1} years after cutoff. cCut (No Change)
off at end of each cording year. DESTROY T
paper copies upon vekification of microfilm.
{3) Monthly Journal Voucheys. NC1~263—L7-14
Item 8la(3)
_DESTROY 12 years after gutoff. Cut off end {No Change}
of each calendar year. :
b. CIARDS Accumulated Earnings Redords Ledger and Pay NC1l-263-77-14
Period Journal, Item 81b| (No Change)
DESTROY microfilm 56 years after\cutoff. Cut off
at end of each pay year. DESTROY\paper copies
upon verification of microfilm,
195203 Four coples, including original, to be submitted to the National Archives STANDARD FORM 115-A

Revised July 1974

Prescribed by General Services

Administration
FPMR (41 CFR) 101-11.4
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Request for Records Disposition Authority— Continuation JOB NO. P56 5
»
Qo
7. 8. DESCRIPTION OF ITEM 3. . "
{TEM NO. (With inclusive Dates or Retention Periods) szggLsoga ACTIO?IJOTAKEN = (N
. |A
60, c. CIARDS case files. -—
LW
(1) Active participants. NC1-263—J7-14
Item 8lc{l)
When statius changes, transfer to Item 60c(2), {No Change)
(3), (4),\or (5) as appropriate.
(2} Retired and\Survivor Annuitants. NC1l-263-77-14
Item 81lci2)
Upon death of employee, transfer to Item 60c(5). |(No Chan&e)
(3) Deferred Annuitants. NC1-263-7T7-14
Item 81c{3)
When individual\becomes eligible for payment, {No Change)
transfer to Item 60c(2), (4), or (5) as
appropriate.
(4) Resigned Participants. NC1-263~77-14
Item 81lc[4) (CHANGE)
DESTROY 96 years after cutoff., Cut off at
end of fiscal year in which lump sum payment
completed. (PL 94-183)
(5) Death cases. NC1l-263-77-14
Item 81lc[5) (CHANGE)
(a) When there are no survivors.
DESTROY when 1 year old.
{b) When there are survivors.
DESTROY 96 years after cutoff. Cut off
at end of fiscal year in which death
occurred., (PL 94-183)
115-203 Four copies, including original, to be submitted to the National Archives STANDARD FORM 115-A
Revised July 1974
CONELRRNPTIT™ Prescribed by General Services

Administration
FPMR (41 CFR) 101-~11.4
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Request for Records Disposition Authority— Continuation 408 NO.

PAGE OF
25/26

7.
ITEM NO.

8. DESCRIPTION OF ITEM
\(Wi:h inciusive Dates or Retention Periods)

9.
SAMPLE OR

JOB NO.

10.
ACTION TAKEN

61,

62,

¢SC and CIARDS Reforts and Registers Files.

Q.

b.

of register used in transmitting
to Civil Service or CIARDS rolls
£ Agency employnment.

Duplicate copie
retirement cards
upon termination

DESTROY microfilm %6 years after cutoff. <Cut off
at end of each pay Year. DESTROY paper copies
upon verification of\ microfilm.' (PL 94-183)

¢SsC and CIARDS retirement deductions for all Agency
empl.yees.

DESTROY microfilm 96 yeaks after cutoff. Cut off
at end of each pay year. \ DESTROY paper copies
upon verification of micrdfilm. (PL 94-183)

Individual Retirement Records Cards on Terminated

Employees Files.

Civil Service Indiwidual Retirement Record
(sF 2806) and Applidation for Refund of Civil

Direct Refunds (SF 2806) and proof of payment
including interest. (OPM)

Place original paper copy in terminated case file
{(Item 46 above) upon separation of employee.

CIARDS Individual Retirement\Record (Form 3114),
Application for Refund of CIARDS Equity (Form 3116),
pirect Refunds (Form 3114), angd proof of payment
including interest, if applicalile.

Place original paper copy in CIARDS case file
{Item 60c above) upon separation\of employee.

NCi-263-77-14

Item 82

No Change)

NC1-263-77-14

Item 82

NEW

NC1-263
Item 82

(No Change)

77-14
{NO Change)

115-203

Four copies, includirig original, to be submitied to the Nationai Archives

“TCUNP I DB Sk

GPoe: 1975 O - 875-387

STANDARD

FORM 115-A

Revised July 1974

Prascrived by General Services
Administration

FPMR (8% CFR) 101~11.4
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Request for Records Disposition Authority— Continuation JO8 No. EYYL
8,

7. 8. DESCRIPTION OF ITEM 10.
ITEM NO, (V(ith Iinclusive Dates or Retention Perlods) sﬁggl'soéa ACTION TAKEN
63. |CIARDS Financial Sthtements Files. NC1-263-77-14

Item 84 (No Change)

PERMANENT. 19865 to present, 3 cubic feet. Annual

growth less than 1 cwpic foot.

64. Final Clearance and Collection Filék.

\

a. Uncollectible cases forwarded to the General NC1-263-717-14
Accounting Office or the bDepartment of Justice for Item 85a |{CHANGE)
settlement; uncollectible cases charged off to
expense due to security and operational factors in
accordance with Agency regulations.

DESTROY 20 years after cutoff. Cut off when case
is closed.

b. <Cases for which collections or payments have been NC1-263-77-14
effected. Item 85b(2)

{No Chande)
Attach documentation to posting voucher that effects
final action (Item 29 above).

65, Pinancial Analysis Number (PAN) Directories and INC1-263-77~14
Dictionary of FAN Accounts, Item 8 (CHANGE)
DESTROY when 20 years old.

66, Reference Caré\riles. NC1-263-77-14

Item l1l1(No Change)

DESTROY when superseded, obsclete, or nc longer needed.

67, Property Financial Accountability Records. NC1=263~77-14

Item S1c |[(CANCEL)

DISCONTINUED. Files destroyed.

68. Collection Case Files for Which Collections or NC1-263-77-14
Payments Have Been Effected. Item 85b(CANCEL)
DISCONTINUED. Piles destroyed.

115203 Four coples, includinig original, to be submitted {o the National Archives STANDARD FORM 115-A

“CONF DN i

GO0 g7s O - §79-387

Reavised July 1974

Prescribed by General Services
Administration

FPMA (41 CFR) 101~11.4
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APPRAISAL REPORT ON RECORDS DISPOSITION REQUEST NC1<263-847 % :

SECTION | — ACTION TAKEN jw)

1. APPROVED FOR DISPOSAL. The records described under all itemns of the schedule, except those that may be listed In blocks 2, 3, and 4 of this se¢ ?'?

[

X tion, are disposable because they do not have sufficient value for purposes of histérice! or other research, functional documantaﬂon or the pratectid
bed  of indlividual rights to warrant permanent retention by the Fedaral Government.

X 2. APPROVED FOR PERMANENT RETENTION. The records described under the following item or items have been appraised by the National Archi
and Records Service NARSJ and are designated for permanent retention by the Federsl Government. The agency will offer these records to NABS 4 {

specified in the schedule.

ITEMS 2a, 2b{l), 2e, 3a, 4a,c, 6a,d, 7a, 63,

3. DISPOSITION NtOT APPROVED. The records dascribed under the following Item or items are not approved for disposition, Ses Section 111 of this
e Tor explanation.

D 4, WITHDRAWN, The records described under the following item or items have been withdrawn at the request of the agency.

SECTION 1f — Recommﬂ&ulcm

L y TITLE NGNATURE GATE
ml ) - ‘76/(// /A g¢c— A
gils!ss%gn RECORDS/DISPOSITION K P

CON-
CURRENCES

Director, Military Archiv
Division

[.2 1”86

SECTION il — APPRAISER’S COMMENTS

The attached SF115,Request for Records Disposition Authority, submitted by the Central

Intelligence Agency(CIA), covers records of its Office of Finance{OF),

This request updates the disposition of OF records approved in Job No, NC1-263+77-14,
This request proposes 30 changes in the retention periods for temporary records previ-
ously authorized for disposal{mainly keeping site audit records longer than GAO standards),
It cites 26 deviations from retention periods authorized in the General Records Schedules
{GRS)and/or GAO Title 8,and adds 15 new items 6 of which are authorized for disposal by
the GRS cited in column 9,SF115, CIA has certified that proposed changes/deviations are
required in carrying out current business,

This request also contains the volume, dates of coverage, and estimated annual accumulae.
tion of OF records listed in Block 2,Section I above, which have been determined by the

National Archives to warrant continued preservation,
In accordance with 36CFR 1228, 70, items in this SF115 not changed from previous autho=
rizations have been marked out,

Recommend approval,

GENERAL SERVICES ADMINISTRATION

GSA Form 7238 (REV. 885

¢ S16S UNN Auogmy
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Date  :September 12, 1984 Unclassified/For Official Use Only
n e e e an .
Reply to 1 ot erm e b e g 8 s 0 e

Amnof :NIR

Subject :Appraisal of records covered in Job No. NC1-263-84-7 (71 items )

To :Director, Records Appraisal and Disposition Division ( NIR )

Enclosed is subject records disposition request submitted by the Central Intelligence
Agency{CIA)covering records of the Office of Finance{OF}, OF is a facilitative or
housekeeping component of the agency organizationally placed under the Directorate
for Administration,

The Office of Finance is responsible for administering the financial operations of
the CIA. The tasks include development and maintenance of accounting systems;
establishment and supervision of finam dal regulations and procedures;performance
of administrative, internal, and industrial audits; funding and disbursing, and payroll
administration; and budget formulation and execution for CIA activities,

This SF115 and certain attachments are security classified CONFIDENTIAL and
should be handled and safeguarded accordingly. Reproduction in any form without
CIA approval is prohibited{see related enclosures).

This request updates the disposition of OF records in approved Job NC1-263.77-14,
It proposes changes{mostly reductions)in the retention periods for 30 temporary
record items previously authorized for disposal. The request also lists 26 items

the disposition of which deviate from retention periods authorized in the General
Records Schedules{(GRS)and/or GAO Title 8, This updated schedule contains 15
new items 6 of which are authorized for disposal under the GRS cited in Column9,
(see enclosed list of affected items and also cross-feference of permanent items
in old/new schedubes).

WARNING NOTICE

INTELLIGENCE SOURCES

In accordance with 36CFR 1228, 70, items in this SF115 not changed from previous
authorizations have been marked out., However,data concerning volume, dates of
coverage, and estimated annual accumulation has been added to permanent items,

AND METHODS INVOLVED

Reproduction, Disszemination and Clagsif R.C. T
Extraction of Information sified by ~Tagge, (NIRM,)
Controiled by Originator. DECL/QADR, Derived from Job
p *

! No. NC1-263-84-7

AT

National Archives and Records Administration
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This job requires appraisal of 9 new items. NARA approval is also required

for agency requests for changes in retention periods of records previously
authorized for disposal, and for deviations from GRS standards., Please see
enclosed CIA reasons for retention changes and/or deviations., These changes/
deviations, which the agency certifies are required in carying out current business,
should be approved.

4

CIA does not submit records schedules to GAO that contain records requiring
site-audit, Authority to audit agency financial records for disposition standards
was granted to CIA by the Conptroller General of the United States in a{classified)
letter dated November 1967. This review function is carried out by CIA's internal
audit staff in strict compliance with the provisions therein,

Appraisal of records in new items is based on their examination and related
discussions with responsible agency officials,

NEW ITEMS
Item lla. Claims Authorization Files, These are employee small claims for
payment, All such claims are settled within the 6 year 3 month tetention period.

These routine transactions do not appear to warrant continued preservation,

Itern 17h. Monetary Management Records Files, These payments by U, 8, Treasury
checks are the carbon copy of SF1166 payments for services provided to agencies,
Continued preservation does not appear warranted,

Item 23a consists of the carbon copy of U, S, Treasury check listings for varying
periods. Treasury Department issues final authorization for disposal. Sometimes
there are lengthy delays in granting this due to outstanding checks which cannot be
.identified. Item 23c records are simply the case files on lost treasury checks.
Checks are sometimes lost in the mail, by individuals, agencies, natural disasters,
etc.. Item 23d microfilm index card is Treasury Form RO1056 filmed and provided
by Treasury to agencies, Disposal is in accordance with reconciliation rules in
Treasury Regulations, The foregoing financial transactions in this item do not

appear to warrant continued preservation.

—CONHBENTHH—
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Item 29¢, consists of the paper copies{nonrecord)of vouchers that have been

-0 area vawvn LS5 g ]

microfilmed. Disposal should be as indicated. {

Item 3lc, Non-appropriated fund accountings, such as overseas clubs. These
involve consolidated employee activity funds the accounting of which are dis-
posed of after reconciliation of funds involved, Overseas clubs no longer exist,
Item 50b{2)., Overseas Foreign éroadcast Information Service(FBIS) payroll
records are retained for 56 years to satisfy legal requirements relating to
potential claims, after which they do not appear to warrant continued preservation,
Item 62b. This Standard Form and proof of payment is placed in the terminated
employee case file for disposition under item 46.

Items 67 & 68 have been canceled and the records disposed of under the authori-

ties cited in Column 9,8F115. The agency does not anticipate that these kinds of
records will be recreated in the future,

Concur in the change of item 8 which pertains to delegation of authority files, i, e.
Forms containing the designation and signature of individuals authorized to sign
payment vouchers, The Directorate of Finance designates these individuals as
personnel changes occur, Since couchers containing the signatures of delegated
persons are destroyed when 20 years old, there is no need for the agency to main-
tain the related delegation of authority file 20 years after such authority has been
rescinded. Any delegation of authority file or voucher involved in litigation or
other claims action, however, is not destroyed until such transactions are com-
pletely settled, as required by item 5d, Job No. NC1-263-85-1,

Concur in change of item 64a making disposition consistent with item 64b. The
uncollectable cases sent to GAQO or Department of Justice are returned to the
agency after settlement. These are placed in item 64b which calls for attaching
the settlement documentation to the final posting voucher in item 29 under which
the microfilm copy is authorized for disposal when 20 years old.




Records in this schedule were discussed with Dr. Krauskopf{NNM}at a2 meeting|

on July 31, 1985,

This job should be sent to NNM for comment.

RAYMOND C. TAGGE
NIRM/Staff
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REASONS FOR CHANGES FROM OLD SCHEDULE AND DEVIATIONS FROM GRS

Schedule 38-83

2b(2) GRS says destroy 6 months after final action on the project

2¢

2d

2f

3b
4b

6b

6¢

7a

7b

8

9

report or 3 years after completion of report if no action
taken. Agency says destroy 12 years after cutoff. Cut off at
end of each fiscal year. Needed longer for current business.

Changed from destroy when 10 years old to destroy 20 years
after cutoff. Cut off at end of each fiscal yvear. Needed
longer for current business. Deviates from GRS for same
reason,

Same as Item 2¢.

Changed from destroy 10 years and 3 months after period of
account or 6§ years and 3 months after pericd of account to
destroy when 5 years old. Not needed longer for current
business.

Same as 4b below,
Changed from destroy when 6 years and three months old to

destroy when 12 years old. Needed longer for current business,

GRS says destroy when 3 years old. Agency says destroy 10
yvears after cutoff., <Cut off at end of each fiscal vear.
Needed longer for current business.

Same as Item 6b above.

Changed from destroy 10 years and 3 months after period of
account to permanent, The Office of Finance thinks that the
basic agreements should be permanent.

Changed from destroy 10 yvears and 3 months after period of
account to destroy 12 years after period of account. Needed
longer for current business.

Changed from permanent to destroy 20 vears after cutoff. Cut
off at end of calendar year in which authority is rescinded,
Files contain designations and signatures of individuals
authorized to sign vouchers. Vouchers are destroyed when 20
years old. See Item 29.

Changed from destroy 10 years and 3 months or 6 years and

3 months old providing destruction of corresponding original
and field accountings has been completed to destroy 20 years
after cutoff (cut off at end of each fiscal year), providing
destruction of original headquarters and field accounting has
been completed. Needed longer for current business,

FOR OFFICIAL USE ONLY

m;
B
5 ¢
P e
E% N




Item

Item

Item

Item

Item

Item

Item

Item

Item

Item

Item

Item

Item

Item
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10

12a

12b

15

17a

is8

19

22

22

25

26

27¢

293

29b
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Changed from destroy when 10 years and 3 months old or when

6 years and 3 months old to destroy 12 years after cutoff. <Cut
off at end of each fiscal year. Needed longer for current
business.

Changed from destroy when 10 years old to destroy when 20 years
0ld. File serves as index to financial vouchers which are kept
for 20 years. See Item 29. Deviates from GRS for same reason.

GRS zays destroy 6 years and 3 months after the close of the
fiscal year involved., Agency says destroy when 10 years old,
Needed longer for current business,

GRS says destroy & years and 3 months after close of the fiscal
year involved. Agency says destroy 10 years after cutoff. Cut
off when 6 months have accumulated, Needed longer for current

business.

Changed from destroy 10 years and 3 months or 6 years and
3 months after period of account to destroy 12 years after
period of account, Needed longer for current business,

Changed from destroy when 1 year old to destroy 1 year after
audit., Needed longer for current business.

Changed from destroy when 2 years old to destroy 2 years after
audit. Needed longer for current business,

Changed from destroy when 1 year old to destroy 2 years after
audit. Needed longer for current business.

Changed from destroy when 6 months old to destroy upon
completion and resolution of annual audit to give more specific
instructions for actual time needed.

Changed from destroy when 20 years old to destroy 10 years
after case is closed. Not needed longer for current business.

Changed from destroy when 1 year old to destroy 1 year after
audit., Needed for this period of time.

Changed from destroy 10 years and 3 months or 6 years and
3 months after period of account to destroy 12 yvears after
period of account. Needed longer for current business.

Changed from destroy 10 years and 3 months or 6 years and
3 months after period of account to destroy 20 years after
period of account, Needed longer for current business.

Changed from destroy 6 vears and 3 months after period of

account to destroy when 20 years old. Needed longer for
current business,
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Item 30 Changed from destroy 10 years and 3 months or 6 yveare and 3
months after period of account to destroy 12 years after period
of account. Needed longer for current business, Deviates from
GRS for same reason.

£ 5165 UNIN Auoymy
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Item 31b Changed from destroy 10 years and 3 months or 6 years and
3 months after period of account and 12 years after atation
closes to destroy 20 years after period of account. Needed
longer for current business.

Item 32b{1) Changed from destroy 3 years after close of account or after
field audit has been completed and resolved, whichever is later
to whichever is sooner. Not needed longer for current
business. Deviates from GRS to allow for earlier destruction
if audit is complete.

Item 32b(2} Changed from destroy 1 year after close of account or after
field audit has been completed, whichever is longer to
whichever is sooner. Not needed longer for current business.
Deviates from GRS for same reason.

Item 33 Changed from destroy 10 years and 3 months or 6 years after
period of account to destroy 12 years after period of account.
Needed longer for current business.

ITtem 34b Changed from destroy 10 years and 3 months or 6 years and 3
months after period of account to destroy 12 years after close
of fiscal year. Needed longer for current business.

Item 35 Changed from destroy 10 vears and 3 months or 6 years and
3 months after period of account to destroy 12 years after
close of fiscal year. Needed longer for current business.

Item 38 CHanged from destroy 10 years and 3 months or & years and
3 months after period of account ot destroy 12 years after
cutoff. Cut off at end of each fiscal year. Needed longer for
current business,

Item 40a(2) Changed from destroy 5 vears after contracts are renegotiated
to destroy 6 years and 3 months after contracts are
renegotiated. KNeeded longer for current business.

Item 40e Changed from destroy when 5 years old to destroy 6 years and 3
months after cutoff, Cut off at end of fiscal year in which
¢losing statement received, audit completed, or end of each
fiscal year. Needed longer for current business.

Item 44a Changed from destroy 10 years and 3 months or 6 years and
3 months after period of account to destroy 20 years after
cutoff. Cut off at end of each calendar year. Needed longer
for current business., Deviates from GRS for same reason.
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Item 47¢

Item 48

Item 49

Item 50a

Item 53a

Item 54

Item 57a

Item 58

Item 60a(l)(b)

Item 60c{4)

Item 60c¢(5)

Item 64a

Item 65

2 z
&f >
=
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Changed from destroy 1 year after cutoff (cut off at end of —
each leave year) to destroy 10 years after cutoff (same as Eé N
above). Needed longer for current business. ’

Changed from destroy when 3 years old to destroy ﬁ years after
cutoff. cCut off at end of each pay year. Needed longer for
current business,

Changed from destroy 1 year after close of file to destroy 10
years after cutoff (cut off at end of each pay year) to be
consistent with similar item in already approved schedule.

GRS sgays destroy after GAO audit or when 3 years old, whichever
is sooner. Agency says destroy 10 years after cutoff. Cut off
at end of each pay year. Needed longer for current business.

GRS says destroy after GAQO audit or when 3 years old, whichever
is sooner. Agency says destroy when 12 years old. Needed
longer for current business.

Changed from destroy when 12 years old to destroy 20 years
after cutoff. Cut off every 6 months consistent with the date
of pay period closest to the end period. Needed longer for
current business.

Changed from destroy when 3 years o¢ld to destroy when 4 years
0ld to comply with GRS.

Changed from destroy when 3 years 0ld to destroy 4 years after
cutoff (cut off at end of each calendar year) to comply with
GRS.

Changed from destroy 2 years after date of report to destroy 2
years after date of report provided audit has been completed.
Files needed for audit.

Changed from destroy 5 years after close of file to destroy 96
years after cutoff (cut off at end of fiscal year in which lump
sum payment is completed) to comply with PL 94-183,

Changed from destroy 56 years after close of fiscal year during
which death occurred to destroy when 1 year old if no survivors
and 96 year after cutoff (cut off at end of fiscal year in
which death occurred) when there are survivors to comply with
PL 94-183.

Changed from permanent to destroy 20 years after cutoff. Cut
off when case is closed to be consistent with similar Item 64b
below.

Changed from destroy when 15 years old to destroy when 20 years
old. HNeeded longer for current business.
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SUBJECT OR TRANSACTION

: INTRASERYICE MEMORANDUM AND ENDORSEMENT — OF PAGES

GENERAL SERVICES ADMINISTRATION FaGe
NATIONAL ARCHIYES AND RECORDS SERVICES

5%ﬁ01-é63-8§r? :

FROM

10

DATE AND MESSAGE

RWK

GDR

Octeber 21, 1985, This jeb is still. ems were revigien »f an earlisr CIA

dispesition semedule, with all requisite ckanges intreduceéd te bring it @y

te date. The Office of Finanze, «f geurze, is & heusekeeping ani admini—

i

strative element of the agenay and the deeumentatien 1t creates is ﬁnly

w7
adn‘mtly related te substantive ageney fu‘aetums. '

As ususl in these revisiens, sene 1tens have becn aur—

ried ever une&amveé fren the sarlier jeb, seme ﬁlspoaable 1tems Reve hai

Ers

retentlon perloéa changes, Justlflcatlons have been 1ncluacd for dev1at;on:

frau GRS stanuar&s wkere they oaeur, “ndé several new ;bems kavs been a&ié&.v

In aiqltipn, in thls jeb, ene iteu k?a) ormgznally absralsed as tamgorary,

was new been na&e sermanert, and with anether {8) thw cnposmtc Was beem :

ione, both ef these actiens apnear justifiuble fsr the reasens the agency

H

Las sptexflc&.

Of the 15 mew items, 6 are dlspcsable under tcnms of f

tke General Reeor&s Sekedules. The ?eﬁ&lﬂlng 9, disguszed in detall in

the HIH meme, all agesar t. have ne mere than 11m1te€ aumiazstratlve ani

fagilitutive us*fulneas;

—

Dlswosltlon atan&ar«s f-r e permanent 1tona arc aol—

which this new eue is based.

gisteat with ike orlg}nal standards aspreved im tke besiec sckedule ex

Censurrengs regenseased,

'

igZau4"‘C§ f&u«‘*whﬁ,q

Rebert ¥. Krauckesf

(Over) GSA aneter 6702
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