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NOTIFICATION TO AGENCY

UV ISION

In accordance with the provisions of 44
U S C 3303a the disposition request,
including amendments, 1s approved except

SF 1nance and Management Policy

for items that may be marked “disposition
not approved” or “withdrawn” in column 10

4 NAME OF PERSONE&RITH WHOM TO CONFER |5 TELEPHONE

Ronald E. Hampiga (202) 736-4698

DATE ARCHIVIST OF THE UNITED STATES

6 AGENCY CERTIFICATION%
I hereby certify that I am aulj
and that the records proposedghe
of this agency or wiﬁ) not be nd
the General Accounting Office,
Agencies,

is not required;

N

giider the provisions o

i _is attached; or

Bded after the retention fpe
T

farized to act for this agency in matters pertaining to the disposition of its records
r disposal on the attached _3 __ page(s) are not now needed for the business
riods specified; and that written concurrence from
itle 8 of the GAO Manual for Guidance of Federal

|:I has been requested.
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ANCE AND MANAGEMENT POLICY (FMP)

1. l\‘

Bam Files.
Y (NN-170-72,

DISPOSITION: Permt. Cut off annually. Transfer to RSC, for transfer

to WNRC when 3 years o nf sooner if no longer needed. Transfer to the

:::::

functions.

*g.).s

DISPOSITION: Cut off annually. Destroy wheng,
longer needed, whichever is sooner. %

2. Office Administrative Files.
ecords relating to the internal administration of the ofﬁcer than the
function for-which the office exist. Generally these records re ate to office
organization, staffing, procedures, expenditure of funds, training#travel,

supplies, office services, equipment request,.and use of office sp%

DISPOSITION: Cut off annually. Destroy when 2 years old or
longer needed, whichever is sooner. (GRS 23, item 1)

3. Chronological Files.

Extra copies of documents of incoming and outgoing correspondence and
communications of all types, arranged chronologically without regard to
subject.

DISPOSITION: Cut off annually. Destroy when 1 year old or when no longer
needed, whichever is sooner.

item

la)



5. Briefing Books. .

Briefing books generate
teams, Congressional hear1

meetings, committees, working groups, transition
tand planning groups.

a. Master set.
DISPOSITION: Permanent: Transiggto RSC for transfer to WNRC when 5
years old or sooner if no longer needed sfer to the National Archives
when 25 years old. '
b. Duplicate set.
DISPOSITION: Destroy when 1 year old or soo

if no longer needed.

6. Staff Assistant Files.

Copies of telegrams, action memorandums, briefing matez
congressionals requiring attention of the Chief Financial O

DISPOSITION: Cut off annually. Transfer to the RSC when
Destroy when 5 years old.

7. Tracking and Control Records.




gseription of material non-conformance in financial
systems and major milestorgs for action.

hE

DISPOSITION: Transfer to RS@when there is a full box, for transfer to

WNRC. Transfer to the National %8&hives when 25 years old.

2. Secretary’s Semi-Annual Reporf’tosCongress.

Consist of responses to Congress on the s ,of audit recommendations more

than one year old.

DISPOSITION: Transfer to RSC when there is
WNRC. Transfer to the National Archives when 2

1l box, for transfer to

II. OFFICE OF COMPENSATION AND PENSIO
(FMP/F/DFS/OC/P)

1. Foreign Service Retirement Case Files.

Election, SF-2818; Continuation of Life Insurance as a Retiree or
Compensationer, and SF-2821; Agency Certification of Insurance Status.

DISPOSITION: Transfer to RSC 1 year after all survivor benefits have been
paid for transfer to NPRC, St. Louis. Destroy 115 years from date of
employee’s birth or 30 years after the date of employee’s death, if no
application for benefits is received.

(NN-170-72,

item 123)





