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The OCC Comprehensive Records Retention Schedule (May 26, 2005) 

The OCC Comprehensive Records Retention Schedule is the authority to dispose of OCC 
program records that are specific to the agency. This schedule does not include records covered 
by a General Records Schedule. 

This schedule applies to all formats and media In WhIChrecords are created and maintained at the 
OCC, including paper, microfilm, and electronic records. Every effort will be made to transfer 
permanent records to NARA electronically In accordance with NARA standards applicable at the 
time of transfer. Ifthe transfer of records in electronic format is not feasible, NARA and the 
OCC will negotiate, pnor to transfer, alternative media, formats, and/or physical arrangement 
that meet the needs for contmued preservation and use. 

This schedule replaces the NARA submissions N1-101-90-2, approved by the Archivist of the 
United States on October 28, 1994, N1-101-94-1, approved on February 4, 1997, and N1-101-
97-3, approved on July 23, 1997. Also note that NI-101-01-1, approved on June 26,2001 
partially superseded N1-1 0 1-94-1. 

Table of Contents 

1.	 Official Files of OCC Offices 
1 1 Official Files of the Comptroller of the Currency and Policy Group 
1.2 Official FIles of other OCC Offices
 
1 3 Precedent FIles
 
1.4 Workmg FIles 
1.5 Transitory FIles 
1 6 Schedule of Daily Activities
 

, 1.7 Histoncal FIles (to be scheduled separately)
 

2.	 Bank Admmistration and Legal Records 
2.1 Corporate HIstory Files 
2.2 Corporate (LIcensing) FIles 
2.3 Records of Supervisory Activities
 
2 4 Bank Exammation Working Papers (scheduled under N 1-101-94-1 )
 
2.5 InactIve Bank Case FlIes 
2.6 Liuganon Case Files 
2.7 Enforcement Case Files 
2.8 Admmistrative Hearing FIles 
2.9 Secunties DIsclosure Filmgs
 
2 10 Annual Oaths of National Bank DIrectors
 
2.11 Consumer FIles 
2.12 Crimmal Referrals 
2.13 Collective Investment Fund FIles 
2.14 Country Exposure Reports 
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2.15 Investment Securities FlIes
 
2.16 Closing Books
 

3. Operational Records 
3.1 Manuals, Publications and Information FIles
 
3.2 Delegation of Authority Files
 
3.3 Lease Files
 
3.4 Traimng Files
 
3.5 Uniform Commissions Examination Files
 
3.6 OCC Benefits Files (to be scheduled separately)
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1. Official Files of OCC Offices 

1.1 OfficIal Files of the Comptroller of the Currency and the ExecutIve Committee. 

Official records copres of documents including correspondence, reports and related 
background matenals (copies of incoming memorandums, comments and drafts, and 
similar documents) ofthe Comptroller and member of the Executive Committee and 
their assistants. These records include subject files which contain correspondence, 
reports, forms and other matenals relatmg to activities and functions, as well as, 
project files which document the mception, scope, findmgs and accomplishments of 
specific projects. These records mclude documents submitted for review and/or 
approval with notes to the file made by the Comptroller, members of the Executive 
Committee and their assistants. 

DISpositIOn: 

a.	 Records relatmg to the primary mission of the OCC and documentmg the 
policies, programs and orgamzational structure to fulfill the pnmary mISSIon 

PERMANENT. Cut off subject files at the close of the CY. Close project file 
when project IScompleted and file WIth that year's subject file. Hold three 
years or until volume warrants and transfer to FRC Transfer to National 
Archives (NARA) m five-year blocks when thirty years old. 

b.	 Records of a routme or nonpohcy nature, and all files not covered by "a" above. 

Cut off subject files at the close of the CY. Close project file when project IS 
completed and file with that year's subject file. Hold three years or until 
volume warrants and transfer to FRe. Destroy when seven years old. 

c.	 Workmg files (see I 4). 

OffiCIal FIles of oce Offices. 

Official record copies of documents, includmg correspondence, reports, 
memorandums, sigmficant comments and drafts, and other related records pertammg 
to the adrmmstration and operation of the OCC organizational offices components 
subordmate to the Comptroller and the Executive Committee. These records mclude 
subject files that contam correspondence, reports, forms and other materials relatmg 
to activities and functions, as well as, project files which document the mception, 
scope, findmgs and accomplishments of specific projects. 

Included are all deputy comptrollers, the deputy chief counsels, department and 
division heads and all distnct deputy comptrollers, district counsels, assistant deputy 
comptrollers and Large Bank EIC's. 
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Disposi tIOn: 

a.	 Records relating to the primary mISSIOnof the OCC and documentmg the 
policies, programs and orgamzational structure to fulfill the primary mission. 

PERMANENT. Cut off subject files at the close of the CY. Close project file 
when project is completed and file with that year's subject file. Hold three 
years or until volume warrants and transfer to FRC. Transfer to NARA when 
thirty years old. 

b.	 Program records of a nonpolicy nature and records documenting policies of 
adrrumstrative umts and functions. 

Cut off subject files at the close ofthe CY. Close project file when project IS 
completed and file with that year's subject file. Hold three years or until 
volume warrants and transfer to FRC. Destroy when fifteen years old. 

c.	 Records used in conductmg the OCC's routme busmess. 

Cut off subject files at the close of the CY. Close project file when project IS 
completed and file With that year's subject file. Hold three years or until 
volume warrants and transfer to FRC Destroy when seven years old. 

d.	 Workmg FIles (see 1.4). 

1 3 Precedent FIles 

Precedential opmions Issued by an OCC office descnbing policies and procedures for 
applications throughout OCC Precedent files mclude correspondence and related 
documents providing opinions, interpretations, rulmgs and advice on OCC programs 
and operations. 

DIspOSItion: 

PERMANENT. Cut off at the end of the CY. Hold three years or until volume 
warrants and transfer to the FRC. Transfer to NARA when thirty years old. 

Workmg FIles 

Workmg files such as notes, drafts and other similar matenals NOT maintained as 
part of the official files project or subject file which (1) were circulated or made 
available to employees, other than the creator, for official purposes such as approval, 
comment, action, recommendation, follow-up or to commumcate With agency staff 
about agency busmess, and (2) contam umque substantive annotations or comments, 
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that add to a proper understanding ofthe OCC's formulation and execution of 
pohcies, decisions or programs. 

Disposition: 

Cut off at end of CY or when project is complete. Hold one year or until 
volume warrants and transfer to the FRC. Destroy when three years old. 

Note:	 Working files that document policies, decisions or programs where the 
working files themselves are essential to the understanding of the policies, 
decisions or programs. Files with the appropriate project or subject file. 

1.5 TranSItory FIles 

Documents of short-term interests that have no documentary or evidential value. 
Examples mclude routme requests for information or publications, letters of 
transmittal that add no additional mformation, evidence collected but not used as part 
of a case and drafts which contam editonal or mmor substantrve changes. 

DisposItion: 

Destroy when no longer needed, not to exceed three years. 

1.6 Schedule ofDmly ActiVItIes 

Official calendars, appomtment books, schedules, logs, dianes and other records 
documenting meetmgs, appomtments, telephone calls, tnps, VISItSand other activities 
while servmg m official capacity, created and maintained m hard copy or electronic 
form, EXCLUDING matenals determmed to be personal. 

Disposition. 

a.	 Records relatmg to the official activities of the Comptroller of the Currency. 

PERMANENT. Break file upon departure of the incumbent Comptroller. 
Offer to NARA when thirty years old. Records not contammg substantive 
information may be destroyed during archival processmg without further 
notice to the DCC. 

b.	 Senior Deputy Comptrollers and Chief Counsel 

(1)	 Records containing substantive information relatmg to the official 
acnvities of the Senior Deputy Comptroller and Chief Counsel, the 
substance of WhIChhave not been mcorporated mto official files. 

Destroy or delete when seven years old. 
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(2)	 Records contaming substantive information relating to the official 
activities of the Senior Deputy Comptrollers and Chief Counsel, 
the substance of which have been incorporated mto organized files. 

Destroy or delete when no longer needed. 

c.	 Other DCC Employees (GRS 23, Item 5) 

Calendars, appointment books, schedules, logs, diaries and other records 
documentmg meetmgs, appomtments, telephone calls, trips, visits and other 
activities by Federal employees while serving in an official capacity, created 
and mamtamed in hard copy or electromc form, EXCLUDING matenals 
detenmned to be personal. 

(1)	 Records contaming substantive information relatmg to official 
actrvities, the substance of which has not been incorporated mto 
official files, EXCLUDING records relatmg to the official 
activrtres of high government officials. 

Destroy or delete when two years old. 

(2)	 Records documentmg routme activities contaming no substantive 
mformation and records contaming substannve mformation, the 
substance of WhIChhas been mcorporated mto organized files. 

Destroy or delete when no longer needed. 

1.7 Histoncal FIles (to be scheduled separately) 
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2. Bank Administration and Legal Records 

2.1 Corporate History Files 

The charter, the Articles of Association of a bank and the letters of approval or 
disapproval, and other decision documents of corporate applications and activities of 
a national bank or bank related mstitution. Not included are records relating to 
branches	 and CBCT's. 

DIsposition· 

Hold in the central records repository while the bank is active. Transfer to the 
mactive bank case file (2.5) when the bank becomes mactive. 

2.2 Corporate (Llcensmg) Flies 

Applications and OCC files documentmg decisions relatmg to the organization and 
structure of a national bank or bank related mstitution and corporate actrvities 
descnbed m 12 CFR 5. 

DisposItIon: 

(a)	 Active Banks (except for Branch and CBCT Apphcations pnor to 1991) 

Hold five years and transfer to FRC. Destroy when thirty years old. 

(b)	 Branch and CBCT Apphcations pnor to 1991. 

(1)	 Applications 1985-90. 

Hold five years and transfer to the FRC. Destroy when thirty years 
old. 

(2)	 Applications begun pnor to 1985. 

Transferred to the FRC in 1985. Destroy on January 31,2015. 
(AcceSSIOn#101-88-0044) 

(c)	 Inactive Banks 

Transfer records on-SIte to the inactive bank case file. (2.5) 

(d)	 Rejected, Abandoned, or WIthdrawn Applications for Corporate Actrvities 
(bank charters, branch and CBCT applications and pre-examination workmg 
papers) 
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Hold for one year after date of reject ionia band onmentl withdrawal and 
transfer to FRC. Destroy when fifteen years old. 

f 

Records of Supervisory ActivIties
 

Records of supervisory activities by the Comptroller of the Currency staff evaluatmg
 
the safety and soundness of national banks, bank related institutions and 61@etrofli~ :fUJ,"D/~


(rsfj) data pmc8ssiRg (EDP) S@fYICeS, compliance activities, the quality of their 
management and the Identification of those areas where corrective action is required 
to improve performance and to ensure compliance with applicable laws, rulings and 
regulations. 

Included are Reports of Exanunation, adrrnmstrative actions, correspondence, and 
other similar records relatmg to national banks and other regulated entities. (Does not 
include bank exanunation workmg papers, which are covered in section 2.4). 

DIsposItIon: 

(a)	 Active Banks, Bank Related Instttutions and EDP ServisefS-. 73'8. 
Cut off at the close of the CY. Hold three years or until volume warrants 
and transfer to FRC. Destroy when thirty years old. 

(b)	 Inactive Banks and Bank Related lnstitutions. 

Transfer records on-site to inactive bank case file. (2.5) 

(c)	 Inactive EDP Set vseers. ,05 Ps . 

Transfer on-SIte records to the FRC when one year old. Destroy when 
eleven years old 

(d)	 Special Case FIles. Records relating to the supervtsion of a specific national 
bank or specific banks WhIChare Identified by the records officer in 
consultation WIth program staff and/or the agency historian as precedential 
or Important for preservation for historical purposes. 

PERMANENT. Hold until conclusion of the activity or until volume 
warrants and transfer to FRC. Transfer to NARA when thirty years old. 

Bank Exanunation Workmg Papers 

Documentation of the procedures followed a~ the conclusions reached dunng the 
exammation of a national bank, Bnp seF¥i~f or federal branch or agency. These 
paper mclude, but are not necessanly lmuted to, the examination and verification on 
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programs, memoranda, schedules, analyses prepared or obtamed by examiners to 
support the informatIon and conclusions contamed in the related supervisory activity. 

Disposition: 
&.Il"tf ~hI~ 

a.	 Active Banks and EDP 8srvlCsrs. T..5 Ps . wnc"''''''''l/i cc: c4-

(1)	 Full scope examinations. 

Cut off at the end of the exammation. Retain the workmg papers 
for a minimum of three years of completed exammation activities. 
Destroy when no longer needed for supervisory, including legal 
and enforcement purposes. 

(2)	 Specialty exammations. 

Cut off at the end of the exammanon. Retam the workmg papers 
for the last two completed exammations and until they are a 
mmimum of three years old. Destroy when no longer needed for 
supervisory, mcluding legal and enforcement purposes. 

b.	 Inactive Banks. 

(1)	 Banks which become mactive through merger mto, purchase and 
assumption by or consolidation with a national bank. 

(a)	 When bank becomes inactive, transfer to the workmg 
papers of the active bank those working papers from the 
inactive bank needed for supervisory purposes. 

(b)	 Transfer workmg papers not covered by (a) to the FRC. 
Destroy eleven years after the bank becomes inactive. 

(2)	 All other inactive banks. 

Transfer to the FRC when the bank becomes mactive. Destroy 
eleven years after the bank becomes mactive. 

c.	 Federal Branches or Agencies 

(1)	 Active Federal Branches or Agencies Apply provisions of "a. 
Active Banks," above. 

(2)	 Inactive Federal Branches or Agencies. 
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(a)	 Federal branches or agencies WhIChbecome mactive 

through consolidation: apply provisions ofb (1) above. 

(b)	 All other inactive Federal branches or agencies: apply 
provisions ofb (2) above. 

d.	 Inactive EDP ~@rVi€~lfS. rs I? ,
 
15&
 

(I)	 EDP Sen leefS which no longer service financial institutions. 
Transfer working papers to the FRC. Destroy eleven years after 
the servicer becomes inacnve. 

-r.sPs 
(2)	 EDP Servlcers which no longer service national banks but continue 

to serve other types of financial institutions. Transfer workmg 
papers to the appropnate regulatory agency. 

2.5 InactIve Bank Case FIles 

Records	 stored on-site relating to national banks and bank related mstitutions which 
become inactive, includmg the Corporate History FIle (2.1), corporate apphcations 
(2.2), collective mvestment fund file (2.13) and supervisory records (2.3) (excludmg 
bank exammation workmg papers and closmg books). (See 2.16) 

DIsposItIon: 

PERMANENT. Transfer to FRC as inactive bank case files when one year 
old or when volume warrants. Transfer to NARA 30 years after bank 
becomes mactive. 

Note:	 Records which are sent to the FRC pnor to the bank or bank related 
institution gomg inactive should not be reclassified as part of2.5. 

2.6 Litigation	 Case Files 

Files consist of depositions, court pleadmgs, correspondence, memoranda, studies, 
appraisals, court decisions and smular documents relating to htigation cases. 

DIsposition: 

Transfer case file to the FRC after termmation or when volume warrants 
Destroy fifteen years after termmation of action. 
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2.7 Enforcement Case Files 

FIles consist of referrals, supporting documentation, correspondence, memoranda, 
analysis, matrixes, legal pleadings and similar documents relating to enforcement 
actions. 

Disposition: 

Transfer case file to the FRC upon issuance of the final document which 
closes out the case (i.e., supervisory letter of reprimand, stipulation and 
consent order, final order of assessment following an administrative heanng 
or other written communication which closes out the case). Destroy fifteen 
years after case is closed. 

2.8 AdminIstrative Heanng Files 

Case file accumulated in documentmg litigated enforcement proceedings including, 
but not hrruted to, heanng transcripts, legal bnefs and affidavits. 

DISposItion: 

PERMANENT Transfer to FRC after settlement has been reached through 
negotiatron, termmation of the heanng and If CIVIlmoney penalnes assessed 
are collected. Transfer to NARA when thirty years old. 

2 9 SecuntIes DIsclosure FIlmgs 

DIspOSItIon· 

(a)	 Filings made under 12 CFR Part 11. 

PERMANENT. Cut off at close ofthe CY. Hold three years or until 
volume warrants and transfer to FRC. Transfer to NARA when thirty years 
old 

(b)	 Filmgs made under 12 CFR 5.33(b)(6)(u) and 12 CFR Part 16, includmg 
merger proxy and information statements, offenng circulars and documents; 
and notices of non-pubhc offenngs. 

(1)	 Active Banks. Cut off at the close of the CY. Hold three years or 
until volume warrants and transfer to the FRC. Destroy when 
thirty years old. 

(2)	 Inactive Banks. 

Cut off at the close of the CY. Transfer last three years files to the 
inactive bank case file (2.5) 
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2.10 Annual Oaths of National Bank DIrectors 

Records	 of the Oaths of National Bank DIrectors completed annually. (This 
disposition does not apply to the first Oaths of National Bank Directors that are 
included	 as a part of the Corporate Licensing FIle). 

DIspoSItIon: 

Cut off at the close of the CY. Hold one year and transfer to the FRC. 
Destroy when ten years old. 

2.11 Consumer Files 

General correspondence relatmg to specific complamts of individual consumers or 
organizations and to the other consumer activities, includmg CRA comments and 
related matenals. 

DISposItIOn: 

Cut off at the close ofthe CY and transfer to FRC. Destroy when five years 
old. 

2.12 Cnmmal Referral Forms - OCC NO LONGER COLLECTS THESE FORMS 

OMB Form 1557-0069, Cnmmal Referral Forms (Short Form and Long Form) filed 
by financial institutions or by OCC staff. 

DISpositIOn' 

Cut off at the close ofthe CY. Hold two years or until volume warrants and 
transfer to FRC. Destroy when ten years old. 

2.13	 Collective Investment Fund FIles - oec ND L()~b-£R. LoLLgt..T5 ,H£5£ FbRr'I\S. 

AJdrdRecords pertainmg to the collective investment and remvestment of funds held by the 
bank as fiduciary, Included are Collective Investment Fund plans, letters of approval, 
change m plans and related correspondence not found elsewhere. 

DISpositIOn: 

a.	 National Banks (active and mactive). 

(1)	 Records through 1991. 

Cut off and transfer to FRC. Destroy in 2022. 
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(2) Records after 1991. 

Cut off every ten years and transfer to FRC Destroy thrity years 
after transfer to FRC. 

b. State Banks 

Cut off at the close of the CY Transfer to FRC. Destroy when thirty years 
old 

2.14 Country Exposure Reports 

Quarterly reports providing information, by country, of foreign claims held by U S 
Banks and bank holding companies. Banks must have claims exceeding at least $30 
milhon. 

DispositIOn: 

Cut off at the close of the CY. Hold one year and transfer to FRC Destroy 
when ten years old. 

2.15 Investment SecuritIes 

Records relating to the purchase, sale, dealing in, underwnting and holding of 
investment securities by national banks pursuant to 12 CFR 1, and to sec unties 
dealers pursuant to 12 CFR 10, MSRB rules and the Government Securities Ac~ t!~ -k'l>1st 
('.($f"-\- ~'t.~..,., ~Lts f~"':$I.U-" ~ fl, ~u...~. ht.$ &d.e"3- 144- o~ /Q34" I), ("F« Lt -ao . 
Disposition' 

a. Records through 1990. 

Transfer to FRC. Destroy in 2021. 

b. Records after 1990. 

Cut off at the close of the CY. Transfer to FRC. Destroy when thirty years 
old 

C,. -r;-'b--s-k "" 14o~ ~~;$Iv'<'\-;D"" kks (-r14--/ FovW\.s) 
t,..} bl-t w-: du""5-...s!v ...... .:I- t:(f"J, 4+ Jo!.t.. of. t:.,/- 0/ /.->/.-,I-o vto/"'W\.lh'o ... w,,-"".--.o<.-J
~sC.."" n, ~ Fltl:.. ~$~''t ~..... 3D y~",.r5 "I..L 

2.16 Closing ~ j)~.5 I Iek"'t ~ IN i~LIA.r~U. ()t- ~j' '1'~ 
Records relating to the closing of failed banks and bank related institutions c., I~~ I 

Disposition: 
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PERMANENT. Transfer to the FRC in three-year blocks. Transfer to 
NARA thirty years after cutoff in three-year blocks. 
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3. Operational Records 

3.1	 Manuals, Publications and Information Files 

A complete	 set of formal mformation releases and publications issued through the 
Commumcations Division, Included is a copy of each pubhcation, manual, 
handbook,	 Issuance, news release or official speech and any available indexes. 

Disposition: 

PERMANENT. Cut off collection at the close of the CY. Transfer to the 
FRC. Transfer to NARA when thirty years old. 

3.2	 DelegatIOn of Authonty FlIes 

A complete set of program and admimstratIve delegations of authority (contmumg)
 
and revocatIon of those authorities.
 

DISposItion:
 

a. Washmgton. Record copy maintamed on-site.
 

Place m an inactIve file upon supersession or revocation. Destroy when no 
longer needed for legal, supervisory or admnustrative use. 

b. Other offices. 

Destroy when superseded, obsolete or no longer needed for reference 
purposes. 

3.3	 OCC Lease FlIes 

FIles documentmg the lease of OCC office space 

DIsposItIon· 

a. Washmgton records copy. 

Transfer to FRC when obsolete or superseded. Destroy eight years after 
supersession or obsolescence. 

b. Other offices. 

Destroy five years after supersession or obsolescence, or when no longer 
needed for administranve purposes, whichever IS earlier. 
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3.4 Agency-Developed	 Training MaterIals 

Official record copies of trammg matenals developed by the unit responsible for 
agency-wide training. 

Disposition 

a.	 Course materials (manual, syllabus, textbook and other traming material) for 
precomission and commissioned bank examiners. 

(1)	 Schools taught in 1994. 

PERMANENT. Transfer to the NARA at the close of the calendar 
year 1994. 

(2)	 Materials created in 1995 and beyond. 

(a)	 Materials for new courses or courses that reflect major 
revisions to course content 

PERMANENT Transfer to the NARA at close of calendar 
year in which created. 

(b)	 All other materials. 

Destroy when superseded or obsolete. 

b.	 Course materials for all other OCC traming programs.
 

Destroy when superseded or obsolete
 

c.	 Course catalog produced annually by the training office. 

PERMANENT. Transfer to NARA in five-year blocks when five 
years old 

3.5	 Uniform Commission Examination (UCE) Files 

Official record copies of documents related to the Uniform Commission Exanunation. 

DispositIOn: 

a.	 Examination. Record copy of each examination and related validation 
documents. 

(1)	 Examinations given through 1994 
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a •	 . .• 

PERMANENT. Transfer to NARA in 2024. 

(2) Examinations given m 1995 and beyond. 
(a)	 Examinations reflectmg major changes in OCC'» bank 

supervision philosophy or in the testing methodology. 

PERMANENT. Transfer to NARA when thirty years old. 

(b)	 All other exammations. 

Destroy when fifteen years old. 

b.	 General file concernmg the exammation, Correspondence, memorandums, 
schedules, reports and other records relatmg to the adrmrustranon of the 
DCE 

Cut off files at the close of the CY Hold three years or until volume 
warrants and transfer to the FRC. Destroy when fifteen years old. 

c.	 Candidate files. Test and test results for each exammer who has taken the 
DCE. Record copy mamtamed on-SIte. 

Destroy fifteen years after the candidate has taken the DCE and the results 
are known. 

acc Benefits FIles (to be scheduled separately) 
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Electronic Mail and Word Processmg System Copies 

Electronic copies of records created on electronic mail and word processing or other 
electronic systems and used solely to generate a record keepmg copy of the records covered 
by the other items on this schedule. Also includes electronic copies of records created on 
electronic mail and word processing and other electronic systems that are mamtained for 
updating, revision, or dissemination 

a.	 Copies havmg no further administrative value after the recordkeeping copy has been 
produced - includmg copies maintamed by individuals in personal files, personal electronic 
files, personal electronic mall directories. or other personal directories on hard disk or 
network drives, and copies on shared network drives that are used only to produce the 
recordkeeping copy. 

Disposition Temporary. Destroy/delete withifl 180 days after the recordkeepmg copy has 
been produced. 

b.	 Copies used for dissemination, revision, or updating that are maintained in addition to 
the recordkeepmg copy 

Disposition. Temporary. Destroy/delete when dissemination, reVISIOn,or updatmg is 
completed. 
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