
. 
LEAVE BLANK , •REQUEST FOR RECORDS DISPOSITION AUTHORITY	 TJOB NO.	 f

(See Instructions on reverse) NI--/!'/-- g'tj--2.J 
DATE RECEIVEDTO:	 GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDSSERVICE, WASHINGTON, DC 20408 Z-1~81 
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY Railroad Retirement Board 

In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION the disposal request. including amendments. is approved 

except for items that may be marked "disposition not 
approved" or "withdrawn" in column 10. If no records 

3. MINOR SUBDIVISION are proposed for disposal. the signature of the Archivist is 
not required. 

4.	 NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. ARCHIVIST OF THE UNITED STATES 

D~ 

Charles Mierzwa FTS	 h~; 5' ~-~-=--)386-3363 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 3S paqets) are not now needed for the businessof this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies. is 
attached. 

A. GAO concurrence: ~ is attached; or D is unnecessary. Baa been lIettaesLed. 

B. DATE C. SIGNATURE OF AGENCY REPRESENTATIVE	 D. TITLE 

1-30-89	 Agency Records Officer 
9. GRS OR 10. ACTION7. 8. DESCRIPTION OF ITEM	 SUPERSEDED TAKENITEM 

(With Inc/uBive Dates or Retention Periods)	 JOB (NARSUSENO. CITATION ONLY) 

The Railroad Retirement Board's Records Control Schedule is
 
being updated to makA it consistent with current agency

operations. This is third of four SF-lIS's to be submitted
 
and contains copies of the following schedules.
 

Schedule 6 - Bureau of Fiscal Operations (Revision) 

Schedule 11 - Bureau of Data Processing (New Schedule) 

Schedule 14 - Bureau of Compensation and Certification
 
(New Schedule)
 

Schedule 20 - Records Common to Most Offices (New Schedule) 

this proposed schedule have been appro ed by: 

6 -/'-1- <6'9 
Date 

STANDARD FORM 115 (REV. 8·83) 
Prescrroed by GSA 
FPMR (41 r:FR) 101-11.4 

115-108 
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• • Depa n lie at al 
Field Service 

. Appendix B ,
Part II Adm. Manual 

RRB RECORDS SCHEDULE 6 

Bureau of Fiscal Operations 

The Bureau of Fiscal Operations is primarily responsible for ail fiscal matters 
in accordance with the policies of the Railroad Retirement Board (RRB). Respon-
sibilities include providing, maintaining, and operating approved budget and 
accounting systems in conformity witn principles aad standards prescribed by
tne Comptroller General, the Office of Management and Budget, and the Department
of the Treasury; maintaining a unified system of financial administration; direct-
ing the RRB's financial integrity initiatives. 

DESCRIPTION OF kECv~S	 A~THORIZED DISPUSITION 

Accountable Officers Files 

(a)	 Original or ribbon copy of account- Destroy 6 years 3 months 
able officers' accounts maintained after period covered Dy
in tne agency for site auait by GAO account. 
auditors, consisting of statements 
of accountability, collection 

chedules, collection Vouchers, dis-
sement schedules, disbursement 

vou rs, and all other schedules 
aDd vo chen or documents used as 
8cnedu Ie or vouchers, exclusive 
of freight ecords and payroll
records. Tn records document 
only tne basic inancial trans-
action, IDOney re ived and IDOney
paid out or deposi course 
of operation of the 

Site	 audit records inclu 
not limited to tne Standar nd 
aDd Optional Forms lis ted bel w. 
Also	 included are equivalent 80 
forms and Automated Management
Information System (AHIS) Micro-
fiche which document tne basic 
financial transaction as described 
above. (AHIS is a GAO approved
system. ) 

-1-
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1UlB RECORDS SCtit:DULE6 

Bureau of Budget and Fiscal Uperations 

ITEM 
NO. DESCRIPTION OF RECURDS 

Accountable Officers Files (Cont'd) 

SF 215, Deposit Ticket 
SF 224, Statement of Transactions 
SF 1034, Public Voucner for Purchases and 

Services vtner Toan Personal 
1036, Stateme~ of Certificate and Award 
1047, Public Voucner for Refunds 
1080, Voucher for Transfer Between 

Appropriations and/or Funds 
Voucher and SChedule of liith-
drawals and Credits 

SF , Schedule of Voucher Deductions
 
SF Voucher and Schedule to Effect
 

orrection of Errors
 
SF 1098, S hedule of Cancelled Checlts
 
SF 1113, Pu ic Voucher for Transporta-

tion Coarges
OF 1114, Bill Collection 
OF 1114A, Offici Receipt
OF 11148, Collect n Voucher 
SF 112~, Reimbursem nt Voucner 
SF 1143, Advertising rder 
SF 1145, Voucher for P ,'ederal

Tort Claims Ac 
SF 1154,	 Public Voucner f 

sat ion Due a Decea 
Employee

SF 1150, Public Voucher for s and ltileage
SF 1166, Voucher and Schedule 0 Payments
SF 1185, Schedule of Undeliverab Checks 

for Credit to Government encies 
SF 1219, Statement of AccountaDillty
SF 1220, Statement of transactions Ac 

to Appropriation,
Accounts 

(b)	 Memorandum or extra copies of account-
able officers' returns including
statement of transactions and account-
ability, all supporting vouchers,
schedules, and related papers exclud-
ing freight and payroll records. 

DepartMnta.l
Field Service 

.Appendix 8 
Part	 I I Ada. Kanu~l 

AUTaORIZED DISPOSITIUN 

Destroy 1 year after 
he period covered by 

JOB: GltS 6-1 A and B 

-2-



• Departmental• .Field Service 
Appendix 8 
Part II Adm. ~nual 

RllB RECORDS SCHEDULE b 

Bureau of Budget and Fiscal vperations 

ITEM 
NO. OESCRIPTION OF RECORDS AUTHORIZED DISPOSITIO~ 

6-2	 Automated Management Information System
(AHIS) Tape File 

Magnetic tape file that contains informa- Des troy when 1 year old.
 
tion regarding purChase requisitions,

purchase orders, payment vouchers, journal

voucher entries and related budget oata.
 
Used to generate ~IS microfiche (see

Item 6-1A).
 

JOd: NEW 

Certificates	 of Settlement of Accounts 

Copies of certificates of settlement of
 
accounts of accountable officers, state-


of differences, and relatea paper.
 

rtificates covering closed account Destroy 2 years after date 
se ements, supplemental settlements, of set tlement. 
and f 1 balance set tleme nts • 

(b)	 settle- Destroy when subsequent
ments.	 certificate of settlelllent 

is received. 

J08:	 GRS 6-3 A and }s 

6-4	 General AccountiD~ Ledgers 

General account ledgers showing debit Uestroy 6 years and J 

and credit entries, and retlecting ntha after true close 
expeaditures in sUlllll8ry. he fiscal year 1n-

J08:	 GRS 7-2 

-3-
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lUt8 iECOlWS SCHEDULE 6 

Bureau of Budget and Fiscal Operations 

ITEM 
NO. DESCRIPTION OF kECORDS 

Appropriation Allotment Files 

Allotment records showing status of 
obligations and allotments under each 
authorized appropriations. 

JOB: 

&-6	 and Control 

Records used s posting and control media,
subsidiary to e general and allotment 
ledgers not a pa of the accountable 
officer's returns nd not otherwise pro-
vided in this sched e. These include 
general and allotment edger trial balances,
copies of schedules and youchers. encum-
brances, notices, requisi ons, and ·related 
papers used for posting. 

JOB: GRS 7-4 A 

0-7 Budget F11es 

(a)	 Administrative files document ing B 
policy and procedure governing deci-
sions affecting expenditures for Boar 
programs. 

(b)	 One copy of the formal agency budget
together with justification statements 
containing suDllD8riesof financial _n-
power, cost and workload data. 

Departmental
Field Service 
Appendix B I 

Part	 11 Adm. Manual 

AUT~ORIZED DI~POSITION 

Destroy 6 years and 3 
montns after the close 
of the fiscal year in-
volved. 

Destroy when 3 years old. 

Destroy when no longer
needed for reference. 

fer to iRC 5 years
the close of the 

covered by 

Des troy ars af ter 
close of fisc 1 year 
involved. 

-4-
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R.RB REC01U)S SCHEDULE 6 

Bureau of Budget and Fiscal Operations 

ITEM 
NO. DESCRIPTION UF REC01U)S 

Budget Files (Cont'd) 

All other copies of formal budget. 

ing papers, cost statements and 
rougn ta acculllllatedin preparation
of annua dget estimates and in 
administeIi proved budgets. 

(e)	 Periodic reports on status 0 

priation accounts, apportionme
and reapportionments. 

JOB: NCI 184-79-3 Item 6-8 A, B, C, 0, and E 

b-8 Tesseract Payroll System Records 

Computer records (outputs and reports)
produced by the agency automated 
payroll sys tem. 

(a)	 Magnetic tape files. 

(b)	 Microfiche outputs that include 
payroll cycle detail reports of 
leave usage, individual earnings
and leave records, bond purchases,
check paygents, electronic funds 
transfer payments, thrift savings
plan deductions, combined federal 
campaign deductions, and other 
related records. 

Departmental
Field ~ervice 
Appendix B I 

Part	 II Adm. Manual 

AUTHORIllD DISPOSITIO~ 

Destroy when no longer
needed for reference. 

Destroy 1 year after 
close of fiscal year
covered by budget or 
when no longer needed 
for reference, wnich-
ever is sooner. 

Destroy 5 year after 
close of fiscal year
covered by reports. 

Destroy wnen 1 year old 
or no longer needed for 
administrative use, wnicn-
ever is sooner. 

Destroy after GAO audit 
or when 3 years old,
wnicnever is sooner. 

-5-



•	 • Depart_ntal
.Field Service 
Appendix B 
Part 11 Adm. Hanual 

RR.B RECORDS SCHEDULE 0 

Bureau of dudget and Fiscal Operations 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED uiSPOSITION 

b-8 Tesseract Payroll System Records (Cont'd) 

(c) Hardcopy (paper) payroll outputs of Destroy when System
records	 identified in (D) above. Administrator determines 

that microfiche records 
are acceptab Ie. 

(d) All other payroll reports.	 Destroy when 3 years old. 

JOd: NEW 

Transportation Files 

lllJA) , uestroy when 3 years old. 

request,
papers. 

J08: 

6-10 

Records relati to reimbursing individ- Destroy when 3 years old. 
uals, such as tra orders, per diem 
voucners, transport a on reques ts, hotel 
reservations, and all pporting papers
documenting official tra 1 by Board 
elllployees. 

JOB: GRS 9-3 A 

6-11 Freight Files 

Memorandum copies of vouchers covering Destroy when 3 years old.
 
freight transportation charges, copies
 
of government or commercial bills of
 
lading, shortage and demurrage reports,

and all supporting documents and related
 
correspondence.
 

JOB: NCI 184-79-3 Item 0-13 

-6-
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RRB RECORDS SCHEDULE 6 

~ureau of Budget and Fiscal Operations 

ITEM 
NO. DESCRIPTION OF RECORDS 

Termination Files 

ayroll records documenting the 
close out 0 loyees pay and leave 
record after 
employment. 

J08: G~S 2-4 A(2). 2-4 ~(2), 2-10 8 

6-13 Employer Contributions Files 

Records filed with the 80ard by railroad 
employers containing reports of wages 
paid	 to employees and taxes withheld for 
payment of RRA and ~1A benefits. In-
cludes contributions paid to the Board 
for payment of unemployment and sickness 
benefits • 

JOB: NEW 

JOB: NCI 184-79-3 

0-15 Tax Files 

(a)	 ~ithnolding tax 
(Forms W-4) and 

(b)	 withholding statements (mechanical
listing in lieu of e.ployer's copy
of Form W-2). 

-7-

Depart_ntal

Field Service
 
Appendix 8 ,

Part 11 Adm. Manual
 

AUTdOKIZEO DISPOSITION 

Destroy 3 years after
 
separation or transfer
 
of employee. If employee
 
transfers between agencies.

allotment authorizations
 

transfer. 

and	 3 months 
Destroy 6 yearsAafter 

period covered by account. 

Destroy when 2 years old. 

Destroy 4 years after 
form is superseded or 
obsolete. 

4 years old. 
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Appendix 8 
Part II Adm. Handal 

iUlB RECORDS SCHEDULE 6 

Bureau of Budget and Fiscal Operations 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

(Cont'd) 

of with- Destroy when 4 years old. 

J06: NCI 184-79-3 

6-16 

Memorandum copies of requests fo Destroy when 4 years old.
 
separation information ILL (8IS 2931
 
related material.
 

JOB: NCI 184-79-3 Item 6-21 

6-17	 Financial Hanagement Improvement
Initiatives 

(b)	 Reports to OMS and/or other govern-
ment agencies concerning the RRB's 
implementation of financial manage-
ment improvement initiatives such 
as debt collection, financial manage-
ment, cash management and prompt
payment • 

(c)	 Reference copies of (a) and (b). 

Destroy when	 10 years old. 

Break file: End of fiscal 
year. 

Destroy when no longer
needed for reference. 

-8-
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RRB UCORDS SCHgDULE 6 

Bureau of Budget and Fiscal 0perationa 

ITEM 
NO. DESCRIPTION OF RECORDS 

(d) Documentation collected and used in 
preparation of the reports includiug
items such as studies, drafta,
statistics, recommendations, and 
correspondence. Included are items 
such &8 vulnerability assessments,
internal control reviews, management
studies, alternative internal control 
reviews, and audit reports, etc. 

JOB: NEW 

Depart_utal
Field Service 
AppeDdix B 
Part II Ada. Manual 

AUTHORIZED DISPOSITION 

Destroy 1 year after 
completion of report. 

-9-
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au RECORDS SCdDUL! 6 

Bureau of Fiscal Operations 

Explanatory Notes 

1.	 Kost series in this schedule have descriptions and retention periods
unchanged from the General Records Schedules or old Raj Schedule 6,
NCI 184-79-3. 

2.	 New Item 6-2, Automated Hanaseaent Infor.ation System Tape File (AKIS) -
AKIS is an on-line database used to document various 80ard financial 
transactions. Output frOll this database is initially in the form of 
magnetic tape. This tape, in turn, i, converted to microfiche for use 
by bureau employees. The microfiche (Item 6-1a), because of its read-
ability and manageable volume, is considered the record copy of AMIS data. 
The tape file is retained only until the quality of the resulting micro-
fiche has been established, in this case, one year. 

3.	 New Item 6-8, Tesseract Payroll System Kecords - The Tesseract payroll system
is an "off the Ihelf" loftware package tbat produces a variety of reports
that replace record series maintained prior to Tesseract', implementation in 
January, 1987. 

Subseries (a) contains magnetic tapes that 'are produced by the bureau at the 
rate of one per pay period (26 annually). Payroll data from these tapes 1s 
converted to microfiche (sub.eries (c» for reference by bureau employees. As 
is the case with AKIS, the Tesseract microfiche is considered the record copy
of the Tesseract data because of its readability and compactness. The magnetic
tape is maintained for up to one year only in its capacity as backup to the 
IIlicrofiche. 

The Tesseract payroll system also produces textual reports directly irom the 
dataDase (subseries (b». The retention period for both subseries (b) and 
(c) is consistent with the authorized disposition recommended for similar 
series in General Records SChedule 2. The disposition for subseries (d)
IIlirrors that of GRS 2, Item 17b. 

4.	 New Item 6-13, Employer Contributions Files - This series 1s used by the 
bureau to ensure the Railroad Ketirement ~oard (RRB) is recelvin~ the taxes 
it is entitled to under the Railroad Retirement Act (RRA) and the Kailroad 
Unemployment and Insurance Act (RULA). 

On an annual basis, railroad employers report to the IRS the amount of 
employee compensation subject to RRA taxation and the amount actually with-
held for payment of such tax. On an annual or quarterly basis, railroad 
employers report to the RRS the amount of employee compensation subject to 
RULA taxation and the amount actually withheld for payment of such tax. In 
both cases, the Bureau of Fiscal Operations (BFO) takes these employer tax 
returns and attempts to reconcile the reported figures with the actual 
amount of tax RRS receives from the IRS or directly from the railroads for 
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RHA aDl1/or IUlA benefit funding. This process of reconciliation is not 
cOlIPlete until the bureau deter1l1nea the lRB has received its proper share 
of B.RA and lUlA taxes frOia railroad employers. 

Components of this series include copies of IRS Foraa CT-l, CT-2, and RRB 
Form DC-I. Legal opinions frOia the liB's 8ureau of Law establish that the 
agency maintains a fiduciary intereat in theae filea for up to six yeara
after BFO reconcilea the annual tax reports of a particular employer. 

5.	 Hew Item 6-17(a), Annual Report to Congress and tne President - This aeries 
is created annually by the Bureau of Budget aDd Fiscal Operations as required
by the Federal Managers Financial Integrity Act of 1982. Accumulation rate 
is approximately one inch per year, with a current bureau backlog of less 
than one cubic foot. Reports date from 1984 to present. Arranged chrono-
logically. 

The report described the aailroad Retirement Board's efforts to comply with 
the requirements and policies of the aforementioned Financial Integrity Act 
of 1982 and implementing guidance in OKS Circular No. A-123 (and A-127). A 
typical report contains an introduction, an overview of RRB internal controls 
developed in responae to A-123 and associated OKa guidance, program reaults 
for the fiscal year, program objectives for the upcoaing fiscal year, and the 
actual report to the President and Congresa. Included is information document-
ing various IRB internal accounting and adalnistrative controls, operational
areas where internal controls are weak or non-existent, aDd progress on 
proposed reaed1es. The report 'a purpose ia to assure that lUl8 obligations 
and costs are in compliance with applicable law; that agency funds, property, 
and other assets are safeguarded against waste, fraud, and abuse; and that 
ageucy' revenues aDl1 expenditures are properly recorded and accounted for. 

b.	 New Item 6-17(b) - Series is composed of a variety of administrative reports
created annually (in most cases) by bureau personnel in response to directives 
from OMS, Department of the Treasury, and other agency. These reports cover 
sucn subjects as RiB adherence to the Prompt Payment Act, RRB cash manageillent
goals for a particular fiscal year, and creation of an agencywide financial 
plan to establish fiscal accountability. Disposition reflects bureau reference 
needs and the fact that many of these reports are recurring. 

7.	 New Item 6-17(d) - Information provided by tne components of this series is 
used to construct and support items 6-17(a) and (b). Once tnese reports nave 
been drafted and approved, tne reference value of the original data, Which is 
often raw and informal, declines because of duplication. 

8.	 Old Items 6-3, 6-4, 6-8(h), 6-23, and 6-25, NCI 184-79-3 - These series are 
obsolete and have been deleted from the revised schedule. 

9.	 Old Items 6-9 6-10, 6-14, and 6-15, NCI 184-79-3 - Tnese series are Items 
20-13, 20-20, 20-17, and 20-16, respectively, in new RR8 Records Schedule 2U,
Records Common to Kost Offices. 
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10.	 Old It... 6-16, 6-17, 6-18, 6-19, 6-22, 6-24, 6-26, aDd 0-27, NeI 184-79-3 -
These .eries are covered en masse by new Item 6-8, Teaaeract Payroll Sy.tea 
Recorda. 



• • Depart_ntal
Field Service 

°Appeadix B ,
Part II Ada. Manual 

DB RECORDS SCHEDULE 11 

Bureau of Data Proce •• ing 

The primary aission of the Bureau of Data Processing i. to provide data processing
support for all of the bureaus within the Board based on their functional require-
ments and comprehensive plans. Specific key element. of the bureau's aission are 
to provide accurate, effiCient, and tiaely analysis and programming support; insure 
accurate and ti.-ly processing of all jobs run on the agency computer systems; pro-
vide a national data coaaURications networks for Board district offices; to monitor 
computer performance, security, and control; to provide support for office automa-
tion activities; and to provide end-user support through the customer information 
center staff. 

ITEM 
-1iQ:. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

11-1 Security Storage Control File Destroy when 2 years old. 

For ... used to document the movement of 
magnetic tapes and cartridgea from 
security storage. Includes lUlB Foru 
G-l and G-la. 

JOB: NEW 

11-2 Microform Control File 

Form used to document the movement of 
magnetic tapes and cartridges to and 
from outside contractors (service bureaus)
or the in-house microform duplicating
unit. Includes iRB Form G-147a. 

Destroy when 2 year old. 

JOB: NEW 

11-3 Batch Control Files 

File used to provide information to bureau Destroy when 1 year old. 
personnel and/or private contractors re-
garding item counts and money totals for 
batch key entry and balancing. Includes 
RRB Forms G-148a and G-148b. 

JOB: NEW
 

-1-
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R.RB RECORDS SCHEDULE 11 

Bureau of Data Processing 

ITEM 
NO. DESCRIPTION OF RECORDS-

11-4	 Keypunch Control File 

Files used to document requests for key-
punch work subllitted by other RRB bureaus 
and offices to the bureau of data process-
ing. Includes aRB Form G-156. 

JOB: NEW 

Data Center Visitor File 

Log used to record the names of all 
tora to the agency data center. 

Area considered maximum security. 

JOB: 

11-6	 Data Center 
Issue FUe 

Files relating to the issuance and 
accountability of card keys that allow 
entrance to the agency data center. 
Area is considered lIaxiliumsecuri ty. 

JOB:	 GRS 18-16 A 

11-7	 Employee Ter.inal Access Folder 

Folder file documentiDg an employee's
acc ..s to tbe varioua agency data 
processing systems. Inforllation filed 
includes ellployee's personal sigoon. 
logon. and computer security passwords
assigned by the bureau. Includes aRB 
Forll G-455. 

JOB: NEW 

-2-

• Depart_ntal
Field Service 
'Appendix B " 
Part 11 Ada. Manual 

AUTHORIZED DISPOSITION 

Destroy when	 1 year old. 

Destroy 5 years after 
final entry or 5 years
after date of document. 

3 years af ter 
of key. 

Destroy 2 years after 
ellployee leaves agency
employment. 



• •Depart_ntal
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Appeadix B ,
Part II Ada. Kanual 

UB RECORDS SQlEDULE 11 

Bureau of Data Proces.ins 

ITEK 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

11-8 Data Processing Repair Pile 

Pile consista of RiB Porm G-494a which 
is used to record coaputer equipment
downages, time of equipaent failure,
tilll!equiplII!ntis out of service, 
reasons for equipment downage aad 
repairs made. Data from form is trans-
ferred to database file once a year. 

(a)	 G-494a. Destroy once information 
is entered aad verif ied 
into database. 

(b)	 Database data. Destroy 1 year after equip-
aent is taken out of ser-
vice. 

JOB: NEW 

11-9 PAC II Files 

Computer file containing data processing

project management information. Used by

bureau personnel to help plan, track aad
 
determine the cost of the projects.

Stored on diskpack.
 

(a)	 Diskpack. Transfer to magnetic tape
once a year. 

(b)	 Tape. Destroy tape file when 
superseded by subsequent 
years update. 

JOB: NEW 

-3-



• •Depart_ntal
Field Service 
Appendix B ,
Part 11 Ada. Kanuai 

RiB RECORDS SCHEDULE 11 

Bureau of Data Proce •• ing 

lTEK 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Systea Kanagement Facility File (SKF File) 

omputer file containing records of agency
utilization, jobs run on the
 

mainfra.. resources used. Pile also
 
contains compute curity access records.
 

(a)	 D1skpack. Transfer to magnetic
tape once a year. 

(b)	 Tape. old. 

JOB: GRS 20 Item 1c 

11-11 Information Retrieval Systeas 

Data	 and documentation consisting of 
instructions designed to retrieve,
update, and create information (data)
from/to specific data systems. 

(a)	 General purpose programs. Dispose of when no longer
needed. 

(b)	 Special purpose programs for Dispose of with related 
which disposal is authorized. data files. 

(c)	 Special purpose programs for Retain with related data 
which disposal is not authorized. flles. 

JOB: NEW 

-4-
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lUll llECOllDSSCHEDULE 11 

Bureau of Data Proceaainl 

ITEM 
NO. DESCRIPTION OF RECOllDS 

Data Slltema, File and Output Specifica-
tiona, and Teat Docuaentation 

Record series conaiating of definitions of 
computer ayste .. including functional, data 
requireaenta, system/subsystem apecifica-

onl, request for systems and authoriza-
t ; logical and physical file character-
isti of each record element or item in 
the fi ; code specifications, eross-
referenc • security and privacy reatric-
tions; upd e and validity characteristica;
update acces conditions; recording medius 
and volumes; p ucts of the syate. that 
are to be used 0 side of the data center,
i.e., listings of e of output by title; 
format Ipecificatio test plans and test 
analysis reporta. 

JOB:- GRS 20 lte. 11 

11-13 Uaer Guides 

Documentation consisting of informatio 
which describes the functions of the 
system in non-EDP terminology so that 
users can deteraine its applicability
aDd when and how to use it; serves for 
the preparation of input data and the 
interpretation of results. Documentation 
includes haDdbooks, guides to data avail-
ability, and procedures for querying files. 

JOB: GllS 20 Item 11 

•Depart me nt al 
Field Service 
°Appeadilt B ; 
Part II Ad •• Hanual 

AUTHORIZED DISPOSITION 

Destroy or delete when 
superseded or obsolete, 
or upon authorized 
destruction of related 
m.. ter file or data 
base. 

Destroy or delete when 
superseded or obsolete, 
or upon authorized 
destruction of related 

file or data 

-5-
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• • Depart_ntal
Field Service 
·Appendix B
Part II Ada. Manual 

lIB RECORDS SCHEDULE 11 

Bureau of Data Processing 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

Coaputer Generated Reports 

reports containing the statistical Destroy when superseded
tabulat d an analysis of the findings or obsolete. 
of a study or s including a narrative 
description of meth employed. 

JOB: GRS 20 I tell 11 

-6-
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aRB llECORDS SCHEDULE 11 

Bureau of Data Processing 

Explanatory Notes 

1.	 Tnis is a new Ichedule containing BerleS unrelated to tnose found in ola 
Schedule 11, Bureau of Uata Processlag and Accounts, ~Cl-184-7~-3. Host 
series in old Scnedule 11 say now be found in new Scheaul~ 14, Bureau ot 
Compe nsat ion and Ce rt ificat 10n. 

2.	 New lte. 11-1, Security Storage Control File - Foras G-1 aDd G-1a are usea 
by bureau personnel to track the movement of non-textual meaia, usually
vital recordl, between KBB headquarters and several off-s1te storage areas. 
AutnorizeQ disposit10n meets bureau ad.inistratlve neeas. 

3.	 New Item 11-2, Microform Control File - Certain ser1ea of ~ magnetic media 
are periodically converted to a1CrOflcoe by eltber outside contractors or 
tne Board' II own micrographics unit. rom ~147a accounts for tbe IRovement 
and whereabouts of bureau aagnetlc tapes and cartrid~es during the converSlon 
process. Retentl0n perioa satisfies the administrative reqU1rements of tne 
bureau. 

4.	 New Item 11-3, Batcn Control F11e - This series docUlllents the amount, type,
and completion date of bureau keypuncD work performed internally or by con-
tractors. Data lS also used to reconcile private sector blll1ngs submitted 
for keypuncn work pertormed. katention perl0d same as lte. 2. 

5.	 New Item 11-4, Keypunch Control File - Form G-156 is used by tne bureau of 
data proces~lng (BOP) to record tne varlOUS types of miscellaneous keypuncn
work it perturms for otner bureaus and offlces wltnin KKS. ~tentl0n period
same as Item 11-l. 

b.	 New Item 11-5, Data Center Visitor File - Disposltlon 1s as recommended by
General Records Scnedule 18. 

7.	 New Item 11-6, Data Center Card Key Aeplicatl0n and Issue File - D1Sposition
1s as reco..anded by G~neral Records Scneaule 18. 

8.	 New Item 11-7, &Dployee Term1nal Accels Folder - Ser1es is composed of 
folders created by the BOP lnstallation securlty officer. There lS a 
folder for eacn RKB employee requestiag access to various Board computer
syste •• or databases. The content. of eacn Folder constltutes a history
of that employee'. access to dif ferent data fl1es. DispOSition instructions 
reflect bureau security requirements. 

9.	 New Item 11-8, Data Processing Repair File - Informatl0n in tnis series lS 
usea by toe bureau to justify the procurement of new ADP equipment, docueent 
breaches of warraat, and negotiate manufacturer rebates in those cases wnere 
purchased equipment does not perform according to specification. Retentloo 
period of subseries (b) allows for performance of all the above. 
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10.	 New It.. 11-9, PAC II F11es - PAC 11 1s an -off the shelf- software 
pacule. PAC II data 1a uaed by bureau peraonael to track the progre.s
of .. s1goed data proce.s1nl projects, 1ncludlng .on1torlDi the bureau's 
budget. Dllpol1t10n 1oatruct10Dl .. et bureau &dainlltratlve needl. 

11.	 New Ite. 11-10, System Mana,e .. nt Pac1llty F11e (SKF P11e) - Tnil 
ser1es aon1tors tne perforaance of tne joard'. "lofra .. coaputer In 
teras of who uses the system and for wnat purposes. The retent10n 
period of the (b) subser1es matchel tne nora&! 11fe cycle of most data 
process1nl equipment, seven yearl. 

12.	 New Item 11-11, Information Retrieval Syste.s - Ser1es 18 composed of 
t ne actual cOllputer prolr ... that update the .. 1ofr.... Progr ... are 
1n several media includlD1 microflche, malnetic tape, and paper. 

13.	 New Item 11-12, Data Systeas, F11e and Output Specificatlons, and Test 
Documentation - Series documents the develop_nt aDd ...intenance of a 
computer ~yste.. Contents lnclude flow cnarts, fleld descriptions,
data dict10naries, test evaluation plans, aDd deSign diagrams. 

14.	 New Ite. 11-13, User Gu1des - These are inatructional booklets on bow 
to use a part 1cular computer .yste.. Rete~ 10n reflects cited GRS itea. 

15.	 New Ite. 11-14, CO!Puter Generated &aports - Output in the form of a 
variety of internal, textual reports used by bureau personnel for var10us 
purposes. Autborized d1sposit10n is as recoaaended by revlsed G~S 20,
Item 11. 
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RRB RECORDS SCHEDULE 14 

Bureau of Compensation and Certification 

The aission of the Bureau of Compensation and Certification i8 to provide bureaus 
within the Board, as well as the railroad public and otber federal agencies,
records of railroad employee service and compensation. Specific elements of the 
bureau's aission are to receive aDd maintain compensation records of railroad 
employees; provide accurate and timely certification of employee service and 
compensation to the Bureaus of Retirement Claims and Unemployment and Sickness 
Insurance and the Social Security Adainistrationj and determine creditability
of employee service aDd employer coverage status under the Acts. 

ITEM 
NO. DESCRIPTION OF RECORDS AUTKOKIZED DISPOSITION 

Service and COmpensation of &ailroad 
Eaployees (SCORE) Tape File, Paper
Ledger, Microfilm, and Microfiche 

cUllLlla-
tive ervice and compensation data for all 
rallroa employees frOIR 1937 to date for 
whom a rep t was received. The file is 
used to dete ne eligibility of employees
and their surviv s for benefits under the 
Railroad Retirement ct and Kailroad Unem-
ployment Insurance Act. The SCORE file 
used to input data to oth systems and 
produce extracts for analysi 

is 
to 

(a) Tape File. 

(4 copies produced.)
Produced annually. 

1. Data Processing master. 

date. 

security storage
ter annual up-

Destroy after up-
date bas been comple d 
satisfactorily. 

2. All other copies. Destroy when superseded
by subsequent year's
update. 

-1-
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RRB RECORDS SCaEDULE 14 

Bureau of Compensation and Certification 

ITEM 
NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION 

14-1	 Service and Compensation of Railroad 
Employees (SCORE) Tape File, Paper
Ledger, Microfilm, and Microfiche (Cont'd) 

(b)	 SCORE Ledger - A paper listing of
 
data extracted from the master tape

file for the latest report year.
 

(1 copy produced.) Destroy 6 years and 3 
Produced annually. months after period

covered by account. 
Bureau of Compensation and Certifica-
tion master. 

{c Led er - Microfilm of 5
 
....... ledger
_._~..,.idual years. 

(2 

1.	 Hureau Transfer to Security storage
at	 FRC as part of asency 

records program. 

use. 

2.	 Bureau of Compensation and Certifi- film is 
cation copy. 

(	 Microfiche -

act of identifying data ~n 2 
vers as: social security number 
sequen and in alphabetical order 
by surname. 

(Number of sets ry depending on 
distribution.) Pr uced upon re-
quest as a special jo 

-2-
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RR.B llECORDS SCHEDUU 14 

Bureau of COapenaation and Certification 

ITEM 
NO. DiSCRIPTION OF llECORDS AUTdORlZ£D DISPOSITION 

(Cont'd) 

1.	 Cert1fi- Destroy l years after new 
SCOK£ microfiche is pro-
duced. 

2. All other copies.	 when new SCORE 

JOd:	 NCI 184-79-3 Item 11-1, 11-19c 

Employee Ledger Tape Files 

These files record the service months,

compensation aDd other data for railroad
 
e oyees as reported by railroad
 
empl
 

(a)	 Destroy files wnen 5 years 
old after data has been 
merged successfully into 
Merged Tape File. 

(b)	 Merged Tape File is updated annuall Destroy after third update
from the Individual Year Tape Files cle nas been completed
tnat are 5 years old. iila contains su ssiully. Purge wnen 
a cumulative figure for service months DO 10 needed for 
aDd compensation covering years worked 
from 1~37 through the current report-
ing year. The cumulative figures are 
updated with each _rae. 

JOB:	 NCI 184-79-3 Item 11-19 

-3-
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iUtB RECORDS SCdEDULE 14 

jureau of Compenaation and Certification 

ITEM 
NO. DESCRIPTION OF RECORDS 

14-3	 Service and Compensation Activity (SCARE)
Tape File 

Magnetic tape files created quarterly that 
contain adjustments to service and compensa-
tion records. The final fourtb quarter
SCARE file is used as part of the annual 
SCOiE file (see Item 14-1) update. 

(a) Data Processing master. 

(b) All other copies. 

JOB: NEW 

14-4	 ~mident Request Tape File 

Magnetic tape file created as part of tbe 
annual SCOiE (see Ltem 14-1) file update.
FUe containa all new or unverif ied 
account numbers and is sent eacn year to 
the Social Security Administration for 
account verification matchln~. 

JOB: NEW 

AUTHORIZED DISPOSITION 

Send to security storage
at FRC after quarterly
update. Destroy 1st, 2nd 
ana 3rd quarters after 4th 
quarter update has been 
coapleted. Destroy tne 
final SCARE file after 3rd 
annual update bas been 
completed. 

Destroy when supersedea by
subsequent year's update. 

Send to security stora~e 
at iRC after f11e is 
created and copy is sent 
to SSA. 

Oestroy when superseded
by subsequent year's file. 

-4-
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ITEM 
NO. 

14-5 

JOB: ~W 

14-6 

JOH: NEW 

14-7 

JOB: NEW
 

Manual 

KXB RECORDS SCtlEDULE 14 

Bureau of Compensation and Certification 

DESCRIPTION OF R£CORDS 

Sorted Nuaident Reply File 

Tape file sent from the Social Security
Adminiltration replying to our Nuaident 
requelt file (lee Item 14-4) containing 
identifying information for the unveri-
fied accounts. 

Q Tape File 

Magnetic tape file containing information 
regarding employees who have attained 120 
months of railroad service during the 
recent year, any remaining unverified 
accountl, and any adjustments to 1937-194b 
compensation data. The file is created 
after tne aDDUal SCORE (see Item 14-1)
update and a copy ia sent to the Social 
Security Administration for use in 
amending their records. 

Sick Pay of Railroad Employees Master File 
(SPlWt) 

Magnetic tape file containing informat ion 
regarding payments for sick time made to 
railroad employees by their employers,
insurance companies or the Bureau of Un-
employment aod Sickness Insurance. File 
ia uled to input data to various other 
systeas. 

(a) Master Tape. 

(b) All other copies. 

-5-

AUTHORIZED DISPOSITION 

Send to security storage
at FkC after the master 
SCO~ file 1s amended. 

Destroy when superseded
by subsequent year's file. 

Send to security storage
at iRe after copy is 
sent to SSA. 

Destroy wnen superseded
by subsequent year's
update. 

Send to security storage
at FRC after annual update.
Oes troy af ter third u pdat e 
has been compleced. 

Destroy when superseded
by subsequent year's
update. 
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B.R.8 RECORDS SCtlEDULE 14 

Bureau of Compensation and Certification 

ITElt
 
NO. DESCRIPTION OF RECORDS AUTHO~IZED DISP~SITION
-

14-8	 Sick Pay of Railroad imployees Kaster 
(SPREM) Ledger 

Paper listing of data extracted from tne Destroy when file is 5
 
master tape file for the latest report years Old.
 
year (see Item 14-7). One copy proouced
 
annually.
 

JOB: NE~ 

Railroad Employer Reports of Service and
 
Co!pensation
 

ecords are listings from magnetic tape

or nch card reports, both annual and
 
quarte adjustments, for Forms BA-3A,

BA-4, BA- nd G-440.
 

(a)	 Board Break file at end of 
accounting year, place 
closed coverage cases in 
inactive file, nold 2 
years and transfer to F~C. 
Destroy 5 years after 
close of accounting year. 

(b) Punch Card files. 

1. Bureau	 prepared employer and lot 
control cards. 

2.	 Quarterly activity summary cardS. Destroy after comple on 
of the following year's
first quarterly updating
and balancing operations. 

JOB: NCI 184-79-3 Item 11-3 
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RllB RECOlWS SCHEDULE 14 

Bureau of Compensation and Certification 

ITEM 
NO. DESCRIPTION OF ~CORDS AUTHORIZED DISPOSITION 

SSA Number Discrepancy Files 

Correspondence files from individuals 
regarding matters of coverage under the 
Railroad Ret irement Act and mat ters of 

Destroy 4 years
is closed. 

after case 

service 
umbers 

and 
are 

compensation
in question. 

where SSA 

JOB: NCI Ite1l 11-4 

14-11	 er Corres ondence Case Files 

between railroad employers Destroy when 4 years old. 
out coverage, eligibility,

matters concerni rates of tax, and Break file: End of 
records of service and c01lpensation. calendar year. 

JOB:	 NCI 184-79-3 Item 11-5 

14-12 Internal Alphabetical File 
",


Memoranda generated within the "~oard con- Destroy when 1 year ola. 
cerning individuals who have cont.cted 
the Board regarding the crediting at 
service and compensat ion to their " Break file: gnd of 
accounts. 

-, calendar year. 

JOB:	 NCI 184-79-3 Item 11-6 

14-13 Abandoned Carrier Records "-<a>	 Records created on and prior to Des t't.oyDecembe r 31,
Deceaber	 31, 1930. 1991 <~years after 

statu tor limit for 
benefit in lus10n). 

(b)	 Records created on and after lJestroy
January 1, 1937. old. 

JOB:	 NCr 184-79-3 Item 11-7 

-7-



• • Depart_ntal
,Field Service 
Appe ncl1x JS 
Part II Ada. Manual 

RRB RECORDS	 SCBJIDULE 14 

Bureau	 of Compenlation and Certification 

ITEM
 
NO. DESCRIPTION OF RECORDS AUT~ORIZED DISPOSITION
 

1-4-14 Reque8t tor Employer Status
" 

-, aRB	 Fora G-215, Reques t for Employer
-,	 Status, documents the findings of toe
 

bureau of law concerning the coverage

of railroads under the RKA and iUrA.
 

cord i8 used in regular processing 
o railroad employer and employees'

inq ries concerning benefits.
 

(a)	 of Compensation and Certifi-
copy.
 

Destroy 10 years after 
coverage is terminated. 

2. Non-covered	 terDl1nated Destroy 10 years after 
employers. Bureau of Law findings. 

(b)	 Bureau of Law copy. See disposition for 
Bureau of Law request
for employer status 
file, RRB Schedule 9. 

JOB: NCI 184-79-3 Item 11-8 

14-15 Suspense Listings 

CuJllllative suspense group listings frOID
 
railroad employer reports which cannot be
 
entered into the SCORE file because of
 
errors in the compensation/service re-
ported for the individual employees.
 

J08: NCI 184-79-3 Item 11-10 

-8-
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RRB kECORDS SCHEDULE 14 

Bureau of Co.pensation and Certification 

ITEM 
NO. D8SCRIPTION OF RECORDS 

Report Correction Journal Vouchers 

Fona G-281, ltiscellaneous AdjustlUnt
Journal Voucher, contains adjustments to 

loyees' accounts Which either remove 
..tion from a suspense file,

information to a suspense
ft compensation 

JOB: NCI 184-79-3 

14-17 ease File 

Tape records ~enerated in year
tions aDd used to produce the Cert 
of Service Months and Compensation,
Fona BA-6, sent to railroad employees
and the bureau of research's Annual Wage
Study Magnetic File. 

JOB: NCI 184-79-3 Item 11-12 

14-18 8A-o Address File 

Magnetic tape record of railroad employees'
addresses furnished by employers WhO want 
Rd Fona BA-6, Certificate of Service 
Months and Compensation, mailed directly
to their employees. 

JOB: NEW 

Railroad 8mployee Kepresentative Name File 

of employee representatives
n-.;ro,-.rn- iate reports of service and 

rep atives. 

J08: NCI 184-79-3 Item 11-13 

-9-

,1eld Service 
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AUTHORIZ8D DISPOSITION 

Destroy when 4 years old. 

Destroy when update is 
completed. 

Destroy when new f11e is 
created. 

Destroy 1 year after 
employee terminates 
as an employee repre-
seneative. 
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au RECORDS SCliEDUL£ 14 

Bureau of Compensation and Certification 

ITEM 
NO. DESCRIPTION OF ReCORDS 

14 Long-Term Employer Case File 

Correspondence aDd special .. terial that 
establisoed or proved name changes, special
reporting procedures, aad special allree-

JOB: NCI Item 11-14 

14-21 811 s 

Correction lips used for service aad 
compensation or railroad employees;
prepared by th Bureau of Compensation
and Certificatio Accounting and Coverage
Section, from data pplied by individual 
railroads. 

JOB: NCI 184-79-3 Item 11-15 

14-22 wat'e Register 

Quarterly report of adjustments to 
the service and c01llpensationrecor 
Includes adjustments to previously r -
ported service aad c01llpensation or 
and compensation never reported. 

JOB: NCI 184-79-3 Ite1ll11-16 

14-23 Annuitants &eturn to Service Case File 

Records of retired railroad employees who 
have returned to railroad service. 

JOd: NCI 184-79-3 Item 11-17 

Departllencal
Field Service 
Appeadix B 
Part II Adm. Manual 

AUTHORIZED DISPOSITION 

Destroy 5 years after 
agreement is superseded
or cancelled. 

Destroy 5 years after 
date of correction. 

Descroy when 7 years old. 

-10-
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RRB RECORDS SCHEDULE 14 

Bureau of Compensation and Certification 

ITEM 
NO. DESCRIPTION OP RECORDS AUTHORIZED DISPOSITION 

Annual Control Reject Tape 

Records of ite.. rej ected in the annual Des troy when update 1s
 
service and compensation year-end opera- completed.

tions.
 

Item 11-18 

14-25 

issued 70<rseries Destroy wnen no longer
social se rity numbers. Establishes needed for administrative 
employee ag social security number and use. 
the identifyi number of his first rail-
road employer 0 record witn the Board. 

JOB: NCI 184-79-3 

14-26 Em. 10 ee Pile 

Files of correspondence individuals Destroy after 4 years. 
employed in tne railroad indu ry wno 
request information about their ccounts 
or make a protest concerning thei 
accounts. Scrambled wage cases or ltiple
SSA number cases with a potential for raud 
are to be filed with the claim folders. 

JOB: NCI 184-79-3 Item 11-21 

-11-
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Bureau of Compensation and Certification 

Explanatory Notes 

1.	 Tbis is a new records control schedule covering s.ries created by Board's 
Bureau of Compensation aDd Certification. Host ite.. originated in NCI 
184-79-3, SChedule 11, Bureau of Data Processing and Accounts. 

2.	 New Item 14-1(b), SCORE Ledger - This series docuaents information reported
to the Railroad Retire .. nt Board by railroad employers concerning tiae 
worked and/or co.pensation paid to railroad employees during a given year.
Section 9 of the Railroad Retire .. nt Act, as a.. nded in 1983, allows employer
adjustments to this data within four years of its entry. Disposition instruc-
tions reflect legislated allowance and fact that records are converted to 
microfilm at five year intervals. 

3.	 New Item 14-1(d)l, SCORE File Microfiche - Disposition instructions have been 
reworded to be .ore specific as to when superseded microfiche can be destroyed.
Bureau may require up to two years to verify accuracy and quality of newly
produced aicrofiche. 

4.	 Old Item 11-2, NCI 184-79-3, CER-1 Pile - Card file was destroyed in July, 1987. 

5.	 New Ite. 14-3, Service and Compensation Activity (SCAlE) Pile - This series 
updates the SCORE master file. Each quarter a file is created containing name 
changes, SSA account number changes, employer changes, compensation and aervice 
changes, etc., for input into the SCORE database. The changes accumulate from 
quarter to quarter until the fourth quarter. It is this final quarter's SCARE 
file that amenda the SCORE master. Once the SCORE file is updated, the first,
second, and third quarter SCARE files are immediately expendable. The fourth 
quarter SCARE master (subseries (a» is retained for three subsequent annual 
updates, so as to correspond to the disposition of the SCORE master (see Item 
14-1(a)1). Copies of the SCARE master (subseries (b» are expendable after 
creation of the following year's updated version. 

6.	 New Item 14-4, Numident Reguest Tape Pile - Each year the bureau submits to 
the Social Security Administration (SSA) a magnetic tape containing the SSA 
account numbers of potential new RRB beneficiaries. The purpose of this tape
is to notify SSA of account numbers, to be entered into the SCORE master file 
(Item 14-1), which require verification of name, sex, date of birth, etc., before 
that information can be entered into SCORE. Series disposition instructions 
reflect annual creation of a new updated file aDd fulfill administrative needs. 

7.	 New Item 14-5, Sorted Numident Reply Pile - The Social Security Administration,
creates this magnetic tape in response to the Nuaident Request File (Item 14-4) 
it receives annually from RRB. Upon receipt from SSA, the bureau uses the 
information provided on the tape to verify the name, date of birth, sex, etc.,
of potential new RRB beneficiaries. Once verified, this data is input into 
the SCORE master file to complete each new entry's profile. As the SCORE 
master file is updated annually, there is no need to retain the reply file 
longer than the given disposition. 
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8.	 New Itea 14-6. 9 Pile - The primary purpose of this .eries is to provide the
 
Social Security Adaini.tration. via aagnetic tape. with an annual record
 
(name and SSA account nuaber) of those railroad eaployees who have accrued
 
enough service tiae to qualify for lRB retire.ent benefits. Creation of
 
this file is necessary because SSA and lRB share responsibility for the
 
payaent of benefits to retired railroad worker.. Tape i. updated annually.
 

9.	 New Items 14-7. 14-8. Sick Pay of Railroad Employee. Kaster (SPREK) Pile
 
and Ledger - This series documents benefit payaents fro. non-RiB sources
 
made to sick or injured railroad workers. Such payaents must be accounted
 
for in the event Bureau of Une.ployaent and Sickness Insurance (BUSI) pay-
.. nts have to be reduced or recovered. As SPlEK is another file used to
 
update and support SCORE. the disposition of it. two series coincides witn
 
that of their SCOlE counterparts (Items 14-la. Ib). SPREK may be replaced

by an on-line electronic database by the end of 1989.
 

10.	 Old Item 11-9. NCI-184-79-3. Employer Ledger Books - This series is now in-
cluded in new Item 14-1(b). 

11.	 New Item 14-18. BA-6 Address Pile - This tape. which is updated annually. is 
used to produce an address list used for mailing BA-6 (Annual Certification 
of Service Konths and Compeasation) cards to active railroad employees. 

12.	 New Item 14-25, CEl-l Microfil. Pile - Microfil. equivalent of card file 
(formerly old Item 11-2, NCI 184-79-3). 

13.	 Old Ite. 11-19(c), NCI 184-79-3, Employee Ledger Piles (Microfilm) - Series 
is now included in new Item 14-1(c). 

14.	 Old Item 11-20, NCI 184-79-3, Blue Stripe Individual Correspondence Case File -
Series has been discontinued. Board no longer uses "Blue Stripes" as an 
identifier for a particular type of case file. All folders belonging to this 
series have been destroyed. 
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UB RECORDS SCdEDULi 20 

kacorda Co.-oo to Moat Officea 

This schedule provides for the disposal or retention of certain records coaaoo 
to most offices in the Board. The records covered by tbis schedule relate to 
routioe internal, administrative and housekeeping activltie.. Tbe records 
generally aerve facilitative or iDfor1lational purpose.. Tbey are often extra 
copies of docw.nta whose record copies are bated elaewhere in other schedules. 
They are not ba.ic prosra. record. and are not part of offiCial prosr .. files. 

ITEM 
NO. DESCRIPTION OP RECORDS AUTdOilZED DISPuSITIO~ 

Office Adm1nistrative Piies 

Recorda accu.ulated by 1Ddivldual office. 
that relate to the lnternal adain18tration 
or bousekeeping activities of tbe office 
rattler than the functiona for which the 

Destroy when 2 years old, 
or when no longer needed,
whichever is sooner. 

"hce uist.. 10 ,eDlral. tbese record. 
re te to the office orsanizatl0n, ataff-
ing, rocedurea , aDd coaamicat ions;
day to day adainistration of office 

inciudiDi train1D1 aDd travel;
office service. aDd equip-

ment reques aDd receipts; aDd the use 
of office spa and utilitie.. They may 
include copies internal activity aDd 
workload report. ncluding work progress,
stat~tical, aDd na atlve reports which 
dre prepared in the fice and forwarded 
to hlgller levels) aDd her lIaterials that 
do not serve as official 

Break file: End 
calendar year. 

of 

the prosraa or office. 

NOTE: This schedule is lcabie 
~be record copies of lonal 
charts, functionai statellents, a related 
recorda that document the .. seat ial rgan1-
zation, staffing, and procedures of t 
agency. 

JOB: GRS 23-1 

-1-
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1l&B IlECOIDS SCHEDULE 20 

Becord. Co.aon to Moat Office. 

ITEM 
NO. DESCRIPTION or &BCORDS 

Routine Control rile. 

Job control records, status cards, routing
slip., work proce •• ing sbeet, corre.pon-
dence control foras, receipt. for record. 
cbargeouts aDd other a1a11ar recorda. 

JOB: 

lO-3 

a aad othe r pape rs that do not 
serve a the basi. of official actions,
such 88 ice. of bolidays, or charity
and welfar fund appeals, boad caapaign,
aad s1111lar 

JOB: GIlS 23-7c 

20-4 Acce.s Passes 

(a) Bu11d~ng	 passes,
parlt1ng pera1ts. 

(b)	 Records of ~ssuaQce a 

JOts: GIlS 11-4 A and B 

20-5 Messegger Service Files 

Daily logs, assignment records 
tiona, dispatch records, del~very rece 
route Icbedules, and related records. 

JOB: GRS 12-1 

AUTHOklZiD DI~POSITIO~ 

Destroy Vben no lo~er 
needed. 

Destroy when 3 months old 
or when no longer needed 
whichever is sooner. 

Destroy J montns after 
return to issuing off~ce. 

Destroy after all are 
accounted for. 

Destroy Vben 2 months 
old. 
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• • 
1UUS RECORDS SClitDUU: 20 

Records Common to Most Offices 

ITEM 
NO. DESCRIPTION Oi KECORDS 

Property Disposal Correspondence Files 

Correspondence files maintained by units 
responsible for property disposal, pertain-
ing to their	 operation and administration, 
including RRS Form G-428. 

JOd: 

20-7	 Offices - Form T-83 

List offices wnere full and part-time
service provided showi~ re~ional bound-
aries, addr	 ses, and phone numbers. In-
cludes melIOr cia from tne Director of Field 
Service advisi of changes to be made. 

JOd:	 NCI 184-79-3 Item 4-13 

20-8	 Requisitions 

Copies of completed requi
kept in initiating bureau 

(a)	 Stocked supplies and 

(b)	 Nonstocked items and 
special services. 

JOB:	 GK.S 3-8 B 

20-9	 Duplicate Documentation and Personnel 
Files Maintained Outside Personnel Office 

(a) Supervisor's Personnel Files 

Correspondence, memoranda, forms and 
other records relating to positions, 
authorizations, pending actions,
requests for personnel actions, and 
records on individuals that are dupli-
cated in or not appropriate for the 
official personnel folder. 

-3-

Depart_atal
.Field Service 

Appendix d 
eart II Adm. Manual 

AUTHORIZED DISPOSITIOft 

Destroy when 2 years

old.
 

Des troy wnen 6 months
 
old or no longer needed
 
for administrative use
 
whichever is sooner.
 

Destroy when	 6 months old. 

Destroy when	 6 montns old. 

w annually and 
superseded or 

documents;
destroy 1 documents
 
relati~
 
employee

separation 0 transfer.
 



• • Depart_ntal
field Service 
Appenelix B
Part I I Ada. Manual 

lWS	 llECOIDS SCHEDULE 20 

lacordl Co.. on to Molt Officel 

ITIK 
NO. DESCBlPTION OP llECOKDS	 AUTHORIZED DISPOSITION-

Duplicate Documentation anel Perlonnel
 
P1lel Ka1ntaineel Outlide PerloOllel
 
Office Cont 'el
 

(b) Dup11cate Docuaentat10n 

Other coples of documeotl dup11cated Destroy When 6 aonths old.
 
in OffiCial PersoOllel Polders not pro-
vided for elsewhere 1n th1a schedule.
 

JOB: 

20-10 1 Bureau/Office Bud et Piles	 Destroy 5 years after the 
close of the f1scal year
involved or when no loager
needed for adainistrative 
use, Wh~chever 1s sooner 

jreak f~le: Bod of f~scal 
year. 

JOB: NCI 184-79-3 ltea 6-9 

20-11 Budget Reports P11es 

Bureau/off1ce copies of perio c reports

on the status of apport10n.-nts

the O'Iert1ae staus report, the t
 
status report, report of FIE usage

AKIS reports A 103 aad B 402.
 

(a)	 AIloual report (reflects end Destroy when 5 years old. 
year; issued in Septeaber). 

(b)	 All other reports. Destroy 3 years after the 
od ot the fiscal year. 

JOB: GRS 5-3 A and B 

-4-



• •
lIB UCO&DS SCHEDUU 20 

Bacord. Co.aon to Mo.t Office. 

ITEM 
NO. DESCRIPTION 0' RECORDS-

Daily Ti_ Sbeets 

RBI 'ora G-56. uaed to support eatries on 
ti_ and attendance report.. IncludesDa_. t1ae-in. tt.-ouc. bours worked aad' 
leave taken. 

Item 4-9 

20-13 

ion for leave (S'-71) aad support-
• retained	 by timekeepers as 

10n for their payroll eat'ries. 

JOB: NCI 184-79-3 

20-14 Tesseract Tiae and 

Bureau/office copies 0 

and attendance reports. 

JOB: GRS 2-3 A (2) 

20-15 'easibility Studies 

Studies cOQducted before the install tiOD 
of any tecboolo,y or equip_nt associ 
with infor.ation aanagement systeas. s 
as word processing. copiers. atcrograph1
aad systea analyses for the initial estab 
!iSh_Dt aDd ujor changes of tnese system
Such studies typically include a cooaidera-
tiOD of the alternatives to the proposed 

Depart Mat &l 
,'ield Service 
AppeDdix 8 
Part 11 Ada. Manual 

AUniOlUZlW DISPOSI'UON 

Destroy after 3 years or 
after iDternal aud1t 
wh1chever is sooner. 

Break file: End of fiscal 
year. 

Retain along witb daily
time sheets (G-56) • 
Destroy when 3 years old. 

Break'111e: Ead of fiscal 
year. 

Destroy 0 months after 
the eDd of the pay per aod , 

Sreak file: End of ~onth. 

Destroy 5 years after com-
pletion or cancellation of 
study. 

-5-



• • Depart_ntal
rielcl Service 

, Appencli& • 
Part 11 Acla. Manual. 

UB K.ECU&l)S SCHEDULE 20 

&acorda CO.aGn to Moat Office. 

lTD 
NO. DESC&1PTION OF ~COBDS	 AUTHO&lZED DISPOSITION-

Feaa1bility Studies Cont'd 

t•• aDd a coat/benefit aaalya18. includ-
ing ysia of the 1aproved efficiency 
aDd ef fect i to be expected frca tne 
proposed 

JOB: Gas 16-9 

20-1e) Operat10na Plans 

Yearly plana submitted by bureaua aDd Destroy wnen 3 years 
ofUces in tWIlparta. First caLl ol.d. 
summarize. accomplishments of the caapleted
fi.cal.year baaed on prev10ualy set obJec- Break f11e: Eod of fiscal 
tivea. Second call aubmiaaion predicts work year.
by setting objective. for the next tbree 
U.cal years. 

NOTE: These are not tne offic1al office of 
er:Dn1ng cop1es. 

JOB: New Item 

20 Work Measurement ~porta 

of wor~ output by 

Destroy WUdn 3 years old. 

(b)	 Hontnly Destroy at ead of fiscal 
year. 

JOB: NCI 184-79-3 Ite. 6-10 

-6-



• • 
lUll UC01U)S SClWlUU 20 

&acord. eo..on to Ho.t Offic •• 

IT&K 
NO. DIscaIPTION OF UC01U)S-

lOLA Adaini.trative lile. 

Records relating to the leneral alency
illple_ntation of the roLA, includ1ng 
notice., .. aoranda, rout in. corres-
pondence, and related records. 

JOB: 

20-19	 Act Administrative 111e. 

Records lacing co tne leaeral alency
illple_nta on of cne Privacy Act, 1n-
cluding noC is, _aoranda, rout ine 
correspondenc and relaced records. 

JOB: GkS 14-26 

20-20 Eaplolee Record Card. 

Bureau/oifice copies of ea oyee record 
cards (SF-78) used for infor tional 
purposes. 

J08: GRS 1-6 

20-21 Performance Appraisals 

Bureau/office copies of performance
appraisals of non-SIS eaployees. In-
cludes tne appra1.8al, tnt! job ele_nts 
and acandclrds upou wnich it is based 
and all .upportiDi docWMntatlon. 

JOB: GRS 1-23 A 4 and 5 

Dep.rt.at al 
'ield Service 
Appendix IS 
Part II Ada. Manual 

AUTHOilZED DISPOSITION 

Destroy woen 2 years old 
or no lonler needed for 
adain1strative use wnicn-
ever is sooner. 

Descroy woen 2 years old 
or WDen no lonler needed 
for ada1nistratlve use,
wbicnever is sooner. 

Destroy on separat10n or 
transfer of employee. 

Destroy 3 years after 
date of appraisal. or Wilen 

o	 lonler needed for refer-
e, wn1cnever 1s sooner. 

-7-
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• • Depart_at al
 
. rield Servlce
 

Appaadlx II
 
Part 11 Ada.
 

ITEK
 
NO.
-

JOB: NCI 

20-23 

J08: 

20-24 

JOB: 

20-25 

JOB: 

Manual 
lUll IlECOlU)SSCH£DULI 20 

iecorda Co.-on to Moat Offic •• 

DESC&lPTION or IBCO&DS 

&eque.t. for Chang. 1n Con.olidat.d L1st 
of P.~.nt Po.ition. 

Bur.au/offic. copies of ~ Pora G-189 
which outline bureau or r.gional request.
for changes in organization&! structur •• 
NOTE: &ecord copy .. 1ntain.d in Bur.au of 
'Pe'Uonnel (H. Schedule 7). 

7-6 

of P.rlonn.l Actions 

Bur.au/o ic. copies of Standard Por. 50 
docUDentin in1tial employment, proaotioDS.
traaaferl i or out and all oth.r indi-
Vidual perlO 

GRS 1-14 8 

Trav.l Vouch.rs 

Bureau/offiC ••• morandu 
vouchers (SP-1113A) and 
r.quests (5P-1169). 

GH.S 9-1 B 

Train1y P11.s 

Bur.au/office copies of r.quelts. a 
rizatlonl. agr .... nts. certification. 
training. and oth.r record. relating to 
the avallability of training and empioye
participatlon in training programs
sored by other government a~nc1 •• or 
non-gov.rllll4!ntins t1tut 10ns. 

GR5 1-l9 B 

-8-

AUT~O&lZED DISPOSITION 

Destroy at close of 
fiscal year. 

Destroy when I year old. 

Destroy when 3 years old. 

Destroy when 5 years old 
or when superseded or 
obsol.t •• which.ver is 
soon.r. 

http:Vouch.rs


Depart_au 
.P1ald Service • • 
AppeDllix B 
Part 11 Ada. Manual 

UB UCOIlDS SCH.IWUL& 20 

&ecord. Comaon to Ka.t Offic •• 

ITBK 
NO. DESCBlPTION OP aECUIlDS 

Tuition Aa.istance 

dureau/oftice copies of request. for 
a.ailtanc., couree .valuationa, and 

aburae.nt receipts. 

JOB:	 NCI 

20-27 

Bureau/office cople
Coaaittee agenda,
progr.as reporta. 

J08: Gi.S 16-8 B 

20-28 ADP Project/Servicea &eque.t Pil.s 

Bureau/off1ce copies of ~ Poras G-436 
a, b, c , aad related records do cw. nt iog 
AUP Steering Com.1ttee or Bureau of Data 
Processlng approval or denlal of proposed 
ADP proj ects or eqU1Pllent purchases. 

(a>	 Approved ADP proJect or equipment. 

(b)	 Dlsapproved ADP project or equipment
purchase document tit100. 

JOB: New lte. 

AUTHOklZ&D DISPOSITION 

Destroy when 5 years old 
or when .uperseded or 
obsolete. 

De.troy when 3 years old 
or wheo 00 looger needed 
for refereoce, ¥bichever 
1. aooner. 

Destroy wheo 3 years old 
or upoo completion ot pro-
ject ur purChase, wR1cbever 
1S later. 

Destroy wheo 2 years old 
or no longer needed for 
adatnistrat1ve use, Wh1ch-
ever	 is sooner. 

-9-
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~ RRB Records Schedule ~
 
Records Common to Most Offices
 

20-29. Schedules of Daily Activities.
 

CaleodaN. appointMnt books. schedules.
 
lop. diaries. and other recorda docu-
-.ntinC Metinp. appointaents. tele-
phone calls. trips. visita. and other
 
activities by Federal .-ployees while
 
servilll in an official capacity. created
 
and aintained in hard copy or electron-
ic for., EXCLUDING .aterials deter.ined
 
to be personal.
 

a.	 Recorda containina substantive in- Destroy or delete when 2 years
foraation relatine to official acti- old. 
vi ties, the substance of which haa 
not been incorporated into official 
f11es. EXCLUDING recorda relatine to 
the official activities of hilb 
sovernaent officials (see note). 

[NOTE: Hilb level officials include the heads of depart.ents and independent
scencies, their deputies and assistants; the heads of progr .. offices and staff 
offices includinc assistant secretaries, adainistrators. and ca..issioners; 
directors of offices. bureaus, or equivalent; principal reponal officials; staff 
assistants to tho.e atore.entioned officials. such as special assistants, confi-
dential assistants, and adainistrative assistants; and career Federal -.ploy ... , 
political appoint .... and officers of the ArMd Forces servilll in equivalent or 
ca.parable positions. Unique substantive recorda relatilll to the activities of 
these individuals IlUBt be scheduled by sm-ission of an SF 115 to NAM.] 

b.	 Recorda docuaentinC routine activi- Destroy or delete when no 
ties contining no substantive infor- lancer needed. 
aation and recorda containinc sub-
stantive inforaation, the substance 
of which haa been incorporated into 
orpnized files. 

JOB: GRS 23, item 5 

2 0 - 3 0 • Posi tion Descriptions. 

Record copy of position descriptions Destroy 2 years after position 
which include intoraation on title. is abolished or description
seri88. srade. duti88 and responsi- superseded • 
biliti ... and related docu8enta. 

JOB: GRS 1, item 7b. 
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~ RECORDS SCHEDULE 20 

Records Common to Most Offices 

Explanatory Notes 

1.	 With the exception of Items 20-16, 20-17(a)(b), and 20-28(a)(b), all 
series in this revised schedule have retention periods previously approved
in either NCI 184-79-3 or the General ~ecords Schedule. 

2.	 New Ite. 20-16, Operations Plans - These plans are summarized in the Agency 
Consolidated Plan (Ite. 18-1) created annually by the Office of Planning.
Ite. 18-1 is retained peraanently. The tbree year retention period for 
bureau/office copies of operations plans is derived from the fact that such 
plans cover tbree year periods and bureaus may need to refer that far back 
for inforaation necessary to formulate DeW or revised plans. 

3.	 New Ite. 20-17(a), Work Measurement Keports - Retention period for this 
series (foraerly Ite. 6-10b (1), NCI 184-79-3) has been extended by one year
to reflect reference needs of bureaus. 

4.	 New Item 20-17(b), Work Measurement &aports - Series duplicates information 
in cumulative fiscal year report aDd need not be kept aftdr creation of such 
report. 

5.	 New Ite. 2U-2ij(a)(b), ADP Project/Service Request Files - dureau/office
copies of records described in the fifth explanatory note of revised RRB 
Records Schedule 4. Subseries retention peri~ds meet the informational 
requirements of the Dureaus. 


