
,	 r 
.,-

LEAVE BLANK•REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions on reverse) AI/~Z~q,,"C/f) -4 
TO	 DATE RECEIVEDGENERAL SERVICES ADMINISTRATION
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 - <l;-1~-90 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY General Services Administration 

In accordance wrth the provrsrons of 44 USC 3303a 
2 MAJOR SUBDIVISION the disposal request, mcludmq amendments, ISapproved Office of Administrative Services except for Items that may be marked "drsposrtion not 

approved" or "WIthdrawn" In column 10 If no records 
3 MINOR SUBDIVISION are proposed for drsposal , the SIgnatureof the Archrvrst IS Information Collection Mana<J-ement Branch not required. 

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

Mae Simms	 501-2938 
Dr. /r,/	 

~<u. ~~ -
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 29 paqets) are not now needed for the business of this 
agency or will not be needed after the retention periods specrfred, and that written concurrence from the General 
Accounting Office, If required under the provrsions of Title 8 of the GAO Manual for GUidance of Federal Agencies, IS 
attached 

A GAO concurrence [R] ISattached, or 0 ISunnecessary 

o TITLE 

Chief, Information Collection 
Management Branch 

9 GRS OR 10 ACTION 
8 DESCRIPTION OF ITEM SUPERSEDED TAKEN 

(With InclUSive Dates or Retention Periods} JOB (NARSUSE 
CITATION ONLY) 

Accounting Program Records 

Records descriptions and revised disposition
schedules are contained in the attached chapter 16 
to the RB, GSA Records Maintenance and Disposition
System (OAD P 1820.2). 

115-108 NSN 7540-00-634-4064	 STANDARD FORM 115 (REV 8·83) 
Prescribed by GSA 
FPMR (41 CFR) 101·11.4 
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OAD P 1820.2 CHGE 

CHAPTER 16. ACCOUNTING PROGRAM RECORDS 

1. General. This chapter provides documentation, maintenance, and disposition instructions for records 
relating to the GSA accounting program. These instructions are contained in: 

a. Appendix 16-A. General Accounting Records 

b. Appendix 16-B. Accounting Control Records 

c. Appendix 16-C. Accounts Payable Records 

d. Appendix 16-0. Accounts Receivable Records 

e. Appendix 16-E. Property Financial Accounting Records 

f. Appendix 16-F. Payroll Accounting Records 

g. Appendix 16-G. Imprest Fund Cashier and Collection
 
Officer Records
 

h. Appendix 16-H. WITHDRAWN BY CHGE 

i. Appendix 16-1. Credit and Finance Program Records 

2. Microftlming records. The records described in this appendix may be converted to microform and the 
original paper records destroyed if destruction meets the requirements of the HB, Micrographics Manage-
ment Program (OAD P 1882.1), cbs. 3-1 and 3 and 4-3 and 4. 

3. Electronic records. 

a. The records described in this chapter are eligible for disposal in both hard copy and electronic form. 
Information designated for permanent retention in this chapter (16A25a, 16A30a) may be maintained on 
electronic media. This information must, however, be written on new or recertified one-half inch 7 or 9 track 
magnetic tape (in ASCII or EBCDIC) or paper or microfilm at the time specified for transfer to the National 
Archives. 

b. The terms "document" and "information", used throughout this chapter, refer to electronic as well as 
textual (paper) records. 

1 and 2 
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OAD P 1820.2 CHGE
 

This appendix describes maintenance and disposition instructions for program records relating to accounting in 
general. More specifically, the records described concern the development and provision of financial training 
courses, evaluation of accounting operations, review and consolidation of financial-type reports, and other 
financial matters. These records are created pursuant to responsibilities set forth in the GSA Organization 
Manual (OHR P 5440.1) and in accounting orders and handbooks under the 4200 subject classification series. 

RECORD 
SYMBOL DESCRIPTION OF RECORD 

Accounting administrative fIles. Correspon-
nce, reports and data relating to voucher 

prep . administrative audit, and other 
accounting an sing operations. 

a. Files used for workload and pe 
management purposes (GRS 6/5a). 

b. All other files (GRS 6/5b). 

16A2- Reserved. 
16A4. 

Financial management program fIles (NC1-
ocuments created in planning,

scheduling, appro, . seminating 
annual programs for evaluating an<nlIrplf'9ll'=...~ 
ing financial management. Included are 
schedules of work programs, approvals, and 
related records. 

16A6- Reserved. 
16A9. 

16A10.	 Financial management projects ( - - - ). 
Case files created in studying, developing, 
installing, and reviewing procedures for 
accounting and reporting programs and 
related systems. Included are coordinating 
actions, project reports, and related records. 

NOTE: Organizational units of the Office of 
Finance should use this file category instead 
of 9C2, even when a project results in a 
formal directive. 

16All- Reserved. 
16A14. 

AUTHORIZED DISPOSmON
 

Cut off at the end of the fiscal year; destroy 2
 
years after cutoff.
 

Cut off at of the fiscal year; destroy 3
 
years after cutoff.
 

Cut off at the end of the fiscal year
 
concerned; destroy 5 years after cutoff.
 

Withdraw and place in inactive file when a
 
directive or other instruction resulting from
 
the project is canceled, or when project ends.
 
Cut off inactive file at end of fiscal year.
 
Hold 2 years and retire to PRC; destroy 12
 
years after cutoff.
 

Appendix 16-A. General Accounting Records 
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RECORD 
SYMBOL	 RECORD DESCRIPTION 

Financial management surveys (NCl-269-77-
1 . Documents created in planning and 
ev . g financial operations, analyzing 
findings, r ending improvements and 
checking follow-u ecommendations. 
Included are survey reportsr- comm 
follow-up actions, and related re 

a. Office making the survey. 

b. Surveyed office. 

16A16- Reserved. 
16A19. 

Financial training (NCl-269-77-11. Docu-
ts from training programs on accounting 

and ill •	 reporting procedures. Includ-
ed are training or outlines, clearances, 
viewgraphs, training sc s reports on 
employee training, and related r 

a. Training materials. 

b. Other papers. 

16A21- Reserved. 
16A24. 

16A25.	 Accounting reports. Copies of fmancial and 
statistical reports received, reviewed, 
summarized, and maintained by Central 
Office except report files described else-
where in this chapter. 

ined annual reports (NCl-269-77-1). 

b. Monthly, quarterly, and semiannual 
reports (- - - ). 

16A26- Reserved. 
16A29. 

AUTHORIZED DISPOSITION
 

ce in inactive file after the next survey. 
Cut 0 . ctive file at the end of fiscal year; 
destroy 3 ye r cutoff. 

view at the end of the fiscal year; destroy 
when eded or obsolete. 

Cut off at the end of t 
years after cutoff. 

Permanent. Cut off at the end of the fiscal 
ear· hold 5 years and retire to FRC. Offer 

Cut off at the end of the fiscal year; hold 5 
years and retire to FRC. Destroy 10 years 
after cutoff or sooner if not needed for ad-
ministrative use. 

Appendix 16-A 
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RECORD 
SYMBOL RECORD DESCRIPTION 

16A30.	 Real property inventory reports CNC1-269-
77-1). Governmentwide reports of real prop-
erty owned by, leased by, or under the juris-
diction of, the U.S. Government. Included 
are agency reports and related records. 

a. Record copy. 

ial file copies. 

c. Agency reports and related papers. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Permanent. Cut off at the end of the fiscal 
year; hold 2 years and retire to FR C. 
Transfer to NARA 10 years after cutoff. 

Destroy when no longer needed. 

of fiscal year; destroy 1 year 

Appendix 16-A 
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This appendix gives instructions for program records of accounting control operations. They involve classify-
ing cash and cost documents by account, reconciling transactions and subsidiary accounts with control ac-
counts, and preparing and interpreting financial statements and reports. The records are created under 
accounting, credit, and finance orders and handbooks of the 4200 subject classification series. 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

Central Office and regional office accounting 
r 1-269-77-1 . These files contain 
reports prescri e GSA Comp-
troller Manual (COM P 4251.1) not cre='"""-
scribed elsewhere in this chapter, as well as 
locally required financial reports. They 
include papers related to the reports except 
the documents ftled in reports control case 
files described in ch. 11. 

Cut off at the end of the fiscal year; destroy 3 
years after cutoff. 

_ 
~--

16B2. 

16B3-
16B4. 

Reserved. 

16B5. Monthly general ledger detail (- - -). 
Reports of general ledger summary totals 
with monthly totals for each account. 

Cut off at end of fiscal year; hold 2 years and 
retire to FRC. Destroy 4 years after cutoff. 

16B6-
16B9. 

Reserved. 

16B10. Daily allowance status reports (- - - ). 
Records of both obligations and cost reports 
and related information. 

Destroy daily reports when monthly is 
received. 

16B11-
16B14. 

Reserved. 

16B15. Trial balances (NC1-:le.}~-). Official ftle 
copies of trial balance reports (general, trust, 
and revolving funds). Included are trial 
balance reports, transcripts, and related 
records. 

Monthly trial balances from October through 
September of each fiscal year, reports, tran-
scripts, and related records. 

Cut off at end of fiscal year, hold 2 years and 
retire to FRC. Destroy 6 years and 3 months 
after cutoff. 

Appendix 16-B. Accounting Control Records 
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RECORD
 
SYMBOL
 

16B16-
16B19. 

16B2O. 

16B21-
16B24. 

16B25. 

16B26-
16B29. 

16B30. 

16B31-
16B34. 

16B36-
16B39. 

16B40. 

16B41-
16B44. 

Reserved. 

NEAR valid accounting transactions ev AT) 
reports e - - - ). A report output from
each accounting cycle. Included are the 
original entries and budgetary and expense 
entries generated in open items processing 
after passing all edit checks. 

a. Originals. 

b. Copies. 

Reserved. 

History listings (- - -). Record copies of 
history list that show accounting and cost 
details. Included are documents relating to 
obligation, cost, income and work authoriza-
non detail. 

Reserved. 

Costs distribution/control registers ( - - - ). 
Registers recording the distribution of costs. 

Reserved. 

Reserved. 

Allowance status reports eNC1-269-77-1). 
Included are monthly, quarterly and annual 
allowance status reports and related records. 

Reserved. 

DESCRIPTION OF RECORD AUTHORIZED DISPOSITION
 

Cut off at end of fiscal year; hold 2 years and 
retire to PRe. Destroy 4 years after cutoff. 

Cut off at end of fiscal year; destroy 2 years 
after cutoff. 

Cut off at end of fiscal year; hold 1 year and 
retire to PRC. Destroy 6 years and 3 months 
after cutoff. 

Cut off at end of fiscal year; hold 1 year and 
retire to PRC. Destroy 6 years and 3 months 
after cutoff. 

Cut off at end of fiscal year; hold 3 years and 
. to PRC. Destroy 8 years after cutoff. 

Cut off at the end of the fiscal year; hold 1 
year and retire to PRC. Destroy 6 years and 
3 months after cutoff. 

Appendix 16-B 
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RECORD
 
SYMBOL
 

16B46. 

16B47-
16B49. 

16B50. 

16B51-
16B54. 

16B56-
16B59. 

16B60. 

16B61-
16B64. 

16B66. 

16B67-
16B69. 

16B70. 

DESCRIPTION OF RECORD 

Daily cash proof reports C - - - ). Lists and 
related papers used as proof of collections 
in daily batches. 

Reserved. 

WITHDRAWN BY CHGE 

Reserved. 

ADP program change requests CNCl-269-77-
ents accumulated in requesting 

changes to compu e d coordi-
nating changes with data processing perso -
nel, Included are requests, design and 
feasibility studies, and related records. 

Reserved. 

WITHDRAWN BY CHGE 

Reserved. 

WITHDRAWN BY CHGE 

Reserved. 

WITHDRAWN BY CHGE 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Cut off at end of fiscal year; destroy 1 year 
cutoff. 

Cut off at end of fiscal year; destroy 3 years 
after cutoff. 

Cut off at end of fiscal year that program 
change is discontinued; destroy 3 years after 
cutoff. 

Cut off at the end of the fiscal year; destroy 5 
years after cutoff. 

Appendix 16-B 
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This appendix gives instructions for program records accumulated from accounts payable operations. They 
concern obligations, administrative audits of invoices, and disbursement schedules for transmittal to Depart-
ment of the Treasury disbursing offices. The records are created as a result of responsibilities outlined in the 
GSA Organization Manual (OHR P 5440.1) and in accounting, credit, and finance orders and handbooks of 
the 4200 subject classification series. 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

16Cl.	 Payment files. Descriptions of, and mainte-
nance and disposition instructions for, files 
listed below. 

Cut off at end of fiscal year. If in paper 
form, retire to PRC 1 year later. (Keep mi-
crofilm records in current office space.) 
Destroy 6 years and 3 months after the 

---.e""·,nd of the account. 

Cut off at end of fiscal year; destroy 3 years 
after cutoff. 

16C2- Reserved. 
16C4. 

Contract officers' COPY files (NC1-269-82-2l. Cut off at end of fiscal year. Destroy 3 years 
~-f.,;,Qnl·1P.S of contracts; memorandum copies of later or after audit by ~ whichever is 

vouchers; .es of invoices, purchase earlier. GAo 
orders, gasoline sales ceiving 
reports, and other payment documemt'N!~ 
paper or microfilm, but not documents 
required for GAO site audit payment files or 
transportation document files. 

16C6- Reserved. 
16C9. 

Cut off at end of fiscal year; destroy 5 years 
off. 

Appendix 16-C. Accounts Payable Records 
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RECORD
 
SYMBOL
 

16Cll-
16C14. 

16C16-
16C24. 

1~--~ 

16C26-
16C39. 

16C40. 

16C41-
16C44. 

16C46-
16C49. 

DESCRIPTION OF RECORD 

Reserved. 

Lost GBL and GTR registers ( - ). 
. ers used to record the issuing of and 

other i 0 . about lost Government 
bills of lading and los ent trans-
portation requests. These registers d 
to make sure that duplicate payments were 
not made. 

Reserved. 

icrofilm or paper lists
iL~e~as~e~an~d~fix~e~d~s~e~nn~.c~e~c~0~n~t~ra~c~t~&~t~m~@~~~~~c::ut:~Off::a:t:en~d~O~f~fis~C~al~y~ear~'~d~es~t~ro~y_1~y~e~ar~
showing master file recor s
 
payments under leases and service contracts.

They are reconciled with the fixed payment
 
register.
 

Reserved.
 

WITHDRAWN BY CHGE
 

Reserved.
 

Vendor payment history listm@ (NC1-269-
82-2 . Lists or microfiche showing names
 
an resses of vendors, funds involved,
 
GSA doc and invoice numbers, and
 
schedule numbers ounts for pay-
ments, as well as Treasury numbers.
 

a. Filmed records. 

b. Paper records reproduced on microfilm. 

Reserved. 

AUTHORIZED DISPOSITION 

Cut off at end of fiscal year; destroy 3 years 
after cutoff. 

after cutoff. 

Cut off at end of fiscal year; hold microfiche 
ce files, Destroy 6 years and 3 months 

after acc . closed. 

Destroy paper records w rtain that 
filmed copies meet GSA standar can 
serve as the official record. See ch. 16-2. 

Appendix 16-C 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

Payee name and address listings CNC1-269-
82-2). Lists or microforms showing vendor's 
name, address and identification number 

to code incoming invoices. 

c. Office of Finance: Records create 
after October 1, 1989. 

16C51- Reserved. 
16C54. 

16C55.	 GAO exceptions CNC1-269-82-2). Docu-
ments relating to exceptions taken by GAO 
as a result of audits. 

OAD P 1820.2 CHGE
 

AUTHORIZED DISPOSITION
 

Destroy when superseded by the next 
monthly update. 

Cut off annually; destroy 7 years after cutoff. 

Maintain in microform or hard copy for 
GAO. Destroy 6 years and 3 months after 
the account period ends. 

Cut off at end of fisc ar after GAO clears 
the exception; destroy 1 ye er cutoff. 

Appendix 16-C 
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This appendix gives instructions for the retention, retirement, and destruction of program records accumulated 
from accounts receivable operations. These involve computing the cost of, billing customers for, and collecting 
and recording income from property, materials, and services provided or sold by GSA. They also include 
billing debtors for, and the collection and recording of income for, claims arising from GSA activities. 

Accounts receivable program files are created as a result of responsibilities outlined in the GSA Organization 
Manual (OHR P 5440.1) and accounting, credit, and finance orders and handbooks of the 4200 subject 
classification series. 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

GAO site audit collection records GRS Cut off at the end of the fiscal year, hold 1 
6 a. it records created in year, and retire to PRC. Destroy 6 years and 
billing customers for supp e 3 months after period covered by account. 
provided, and in billing debtors for claims
arising from GSA programs. Documents 
include bill copies and detailed backup. 

6f!.'5 Co/1 .:3 
No-check collection records ( - - - ). Cut off at end of fiscal year; destroy ~years 

~~~m,entation to support collections made after cutoff.
 
via no-chec stems including
 
OPAC, SIBAC, inter- an
 
transfers, and customer account offsets.
 
Documents include listings, reports, bill
 
copies, coding documents, and other relevant
 
support documents.
 

16D3- Reserved. 
16D4. 

Cut off at end of fiscal year; hold 1 year and 
retire to PRC. Destroy 6 years and 3 months 
after period covered by account. 

16D6-
16D9. 

Reserved. 

16D10. WITHDRAWN BY CHGE 

16Dll-
16D14. 

Reserved. 

16D15. WITHDRAWN BY CHGE 

Appendix 16-D. Accounts Receivable Records 
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RECORO
 
SYMBOL
 

16016-
16019. 

16021-
16024. 

16025. 

16026-
16029. 

16030. 

16031-
16034. 

16035. 

16036-
16039. 

16040. 

16041-
16044. 

16045. 

16046-
16049. 

16050. 

16051-
16054. 

OESCRIPTION OF RECORO 

Reserved. 

Address and code table changes and other
desk records (NC1-269-77-11. Forms, 
listings, and other related documents used to 
u te tables, and desk records not specifi-
cally re ed to in other categories of this 
appendix. 

Reserved. 

Accounts receivable re orts subsidian 
and listings (NC1-269-77-11. Customer an 
debtor subsidiaries from the Automated 
Accounts Receivable Systems, and PC 
produced subsidiary listings. Also included 
are records used to reconcile subsidiaries 
and reports to the General Ledger accounts; 
and other records, reports, and documenta-
tion in support of billings and income. 

Reserved. 

WITHORA WN BY CHGE 

Reserved. 

WITHORA WN BY CHGE 

Reserved. 

WITHORA WN BY CHGE 

Reserved. 

WITHDRAWN BY CHGE 

Reserved. 

WITHDRAWN BY CHGE 

Reserved. 

AUTHORIZEO OISPOSITION
 

CUt off at the end of the fiscal year; destroy 1 
year after cutoff. 

Cut off at end of fiscal year; destroy 4 years 
after cutoff. 

Appendix 16-0 
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RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

16D55. WITHDRAWN BY CHGE 

16D56-
16D59. 

Reserved. 

off of uncollectible claims and billings. 

Cut off at end of fiscal year; destroy 
er cutoff. 

8 years 

Appendix 16-D 
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This appendix gives instructions for program records on property financial accounting. The records are 
accumulated as a result of responsibilities set forth in the GSA Organization Manual (ORR P 5440.1) and 
accounting, credit, and finance orders handbooks. This appendix does not apply to accounting records or 
property accounting records accumulated by property management officers, acquisition and control units, and 
the Office of Administrative Programs and Support. 

RECORD
 
SYMBOL
 

16E2-
16E4. 

16E5. 

16E6-
16E9. 

16E10. 

16Ell-
16E14. 

DESCRIPTION OF RECORD 

Property accounting system establishment
(NCl-269-77-1). Records created in 
reviewing (in cooperation with GAO) the 
acceptability of accounting principles in 

operty accounting systems proposed by 
an or other executive agencies. Included 
are c .es of documents for systems and 

ents, and related records. 

h 9C2 covers documents 
accumulated in loping Governmentwide 
policies, procedures, d standards for 
property accounting se 0 FSS for inclusion 
in the FPMR. 

Reserved. 

Property accounting technical assistance 
(NCl-269-77-1). Correspondence and other 
documents accumulated in providing 
technical assistance to other executive 
agencies in designing and installing property 
accounting systems, resolving property 
accounting problems, implementing prop-
erty accounting survey recommendations, 
and related records. 

Reserved. 

Property accounting surveys (NCl-269-77-l). 
Documents created in surveying GSA prop-
erty accounting practices with GAO and 
recommending corrective action. Included 
are survey notices, survey reports, and 
related records. 

Reserved. 

AUTHORIZED DISPOSITION 

Cut off at the end of the fiscal year, hold 2 
years, and retire to FRC. Destroy 7 years 
after cutoff. 

Cut off at the end of the fiscal year, hold 2 
years, and retire to FRC. Destroy 7 years 
after cutoff. 

Cut off at the end of the fis 
years after cutoff. 

Appendix 16-E. Property Financial Accounting Records 
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RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

16E15. GAO audit report reviews CNC1-269-77-1). 
Documents accumulated in reviewing and 
commenting on GAO audit reports, proper-
ty accounting systems, and practices of 

encies. Included are audit reports,
ents, and related records. 

Cut off at the end of the fiscal year; destroy 5 
years after cutoff. 

16E16-
16E19. 

16E20. 

a. Files of cases involving pecuni Cut off at end of fiscal year following 
completion of action on case, hold 2 years, 
and retire to PRC. Destroy 8 years after 
cutoff. 

b. Files of other cases. Cut off at the end of the fiscal year; destroy 4 
years after cutoff. 

16E21-
16E24. 

Reserved. 

16E25. Property survey control registers CNC1-269-
77-1). Registers used to record serial 
numbers and dates of action on, and other 
information about, reports of survey cases. 

Cut off at e end of the fiscal year; destroy 8 
years after c off. 

16E26-
16E29. 

Reserved. 

16E30. Property officer designations CNC1-269-77-
.11. Copies of designations of accountable 
officers. 

Cut off when superseded or 
destroy 2 years after cutoff . 

16E31-
16E34. 

Reserved. 

Appendix 16-E 
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RECORD
 
SYMBOL
 

16E3§. 

16E36-
16E39. 

16E40. 

16E41-
16E44. 

16E45. 

16E46-
16E49. 

16E50. 

DESCRIPTION OF RECORD 

Real property accounting records CNCl-269-
77-1). GSA Form 712, Real Property Ac-
counting Record, or comparable documents 
used to enter transactions posted to the 

neralledger. 

Reserved. 

Property inventory lists CNCl-269-77-1). 
Inventory lists of personal property by class, 
value, and account. Included are detailed 
listings, master record listings, and similar 
records. 

a. Detailed lists. 

b. Master lists. 

Reserved. 

Property inventory ftles CNC1-269-77-1). 
Documents created in inventorying personal 
property and reconciling inventory accounts 
with property accounts. Included are copies 
of master and detailed property lists, 
physical inventory reports for overages and 
shortages, reconciliation lists, and related 
records. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Place in inactive file when property is 
disposed of or when card is superseded or 
canceled. Cut off inactive file at end of year, 
hold 2 years, and retire to PRC. Destroy 10 
years after cutoff. 

Cut off at end of fiscal year; destroy 4 years

after cutoff.
 

on receiving the master listing 
the same period. 

Cut off at end of fiscal 
destroy. 

Appendix 16-E 
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RECORD
 
SYMBOL
 

16E51-
16E54. 

16E55. 

16E56-
16E59. 

16E61-
16E64. 

16E65. 

16E66-
16E69. 

16E70. 

16E71-
16E74. 

16E75. 

DESCRIPTION OF RECORD 

Reserved. 

WITHDRAWN BY CHGE 

Reserved. 

Operating property account reconciliations 
CNCl-269-77-11. Documents created in 
reconciling operating equipment and

ockroom supply account records with 
ge alledger accounts. Included are 
addin achine tapes, reconciliation 
statemen and related records. 

Reserved. 

Equipment account change reports CNC1-
269-77-1). Machine reports showing changes 
in equipment accounts. 

Reserved. 

Motor pool inventory lists (NCl-269-77-1). 
Lists of vehicles by tag numbers. These are 
used in inventorying vehicles and returned to 
accounting centers by motor pools. 

AUTHORIZED DISPOSITION
 

Cut off at end of fiscal year; destroy 3 years 
after cutoff. 

Cut off at end of fiscal year; destroy 2 years 
after cutoff. 

Cut off at end of fiscal year; destroy 1 year 
er cutoff. 

Cut off at the end 0 

years after cutoff. 

Appendix 16-E 
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This appendix describes program records documenting payroll operations. The operations encompass the 
payment of all entitled employees, proper disposition of authorized deductions, creation of payroll records in 
support of valid payments, and preparation of reports for management and budget purposes. These files are 
hereafter referred to as payroll accounting records and are accumulated as a result of responsibilities outlined 
in the GSA Organization Manual (OHR P 5440.1) and in accounting, credit, and finance orders and handbooks 
of the 4200 subject classification series. Disposition of payroll accounting records is based on audit by, and 
receipt of report of notification of audit from, the General Accounting Office (GAO). All documents related 
to exceptions taken by GAO, even though authorized for destruction elsewhere in this appendix, must be kept 
until the exception is cleared. This appendix does not apply to records created by time and attendance clerks; 
these are described in ch. 9. 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

1. Payroll general correspondence CGRS2/2). 
Correspondence and related records on 
payroll operations, that cannot logically be 
included in files described elsewhere in this 

Cut off at end of each calendar year; destroy
2 years later. 

chapter or in ch. 9. 

16F2-
16F4. 

16F5. 
269-77-1). Do 
liaison with the 

ents created during 
artment of Labor 

Cut off at end of each calendar year, destroy 
2 years later. 

relating to unemplo ent compensation for 
former employees. Inc ded are inquiries 
and answers, findings, sta ents of deter-
mination of Federal service, d related 
records. 

16F6- Reserved. 
16F9. 

16F10. Payroll audit CNCl-269-77-l}. Letters and 
related records showing notice of completing 
GAO or internal audit of pay and leave 

Cut off at end of each calendar year; destroy 
3 years later. 

accounts, and resulting action taken. 

16Fll- Reserved. 
16F14. 

16F15. Time and attendance clerk designation 
CNCl-269-77-l}. Documents created in 
designating or authorizing individuals to 
perform attendance keeping duties. Includ-
ed are designations of supervisors authorized 
to certify time cards; GSA Form 19, Designa-
tion of Authorized Representative; GSA 
Form 20, Office of Finance Signature Form; 
and related records. 

Appendix 16-F. Payroll Accounting Records 
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RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

16F16- Reserved. 
16F19. 

16 Payroll site audit fIles CNCl-269-77-1). 
These payroll records are kept for GAO site
audit and include the following: 

Audit folders CNCl-269-77-l). These 
fol rs are set up by social security number 
contr oup for each pay period and 
contain tomated comprehensive payrolls; 
automated ployee master records; 
Standard Fo 0, Notification of Personnel 

Cut off at end of calendar year, hold 2 years 
and retire or retire upon receipt of GAO 
audit completion letter, whichever is earlier. 
Retire under Records Group 217 (GAO) for 
GSA. 

Action; Standar orm 1126, Payroll Change 
Slip, and permanen d temporary cycle 
change lists. 

b. Schedule folders -77-1 . These 
are set up by pay period and c tain 
schedules of payments (biweekly Trea-
sury station number showing the am ts 
paid, withheld, and contributed by the 
Government); Standard Form 1166,Vouc r 
and Schedule of Payments, with the payroll 
copy of the summary accounting distribution 

Follow disposition instructions of 16F20a. 

attached; retirement; and total disbursing 
office (DO) check tape lists. Schedule 
folders also contain supporting documents 
used for making nonroutine deductions from 
amounts due descendants, such as Standard 
Form 1152, Designation of Beneficiary-
Unpaid Compensation of Deceased Civilian 
Employee; Standard Form 176,The Federal 
Employees Group Life Insurance Program; 
Standard Form 1098, Schedule of Canceled 
Checks; Standard Form 1081, Voucher and 
Schedule of Withdrawals and Credits; SF 
2812, Report of Withholding and Contribu-
tions for Health Benefits, Life Insurance and 
Retirement; and other records. 

Agency audit records CNCl-269-83-3). 
These payroll files include lists supporting 
the s . bursement schedules in the 
GAO site-audi e ,~ orms changing 
the Employee Master Records an alaq! 
and attendance records and reports support-
ing leave. The records are required for GSA 
internal audits, to reconstruct actions, and 
to process claims of employees received 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

within 6 full years after the date a claim first 
occurred. 

c. Final time and attendance reco 
269-83-3). Included are GSA Form 75, 
Time and Attendance Record; Standar 
Form 1150, Record of Leave Data Trans-
ferred; Leave Data Report; Time and Atten 
dance Register; statements of compensation 
received for court service; and related 
records. 

(1) Separations by death. 

(2) Separations by transfer, resignation, and 
retirement, except as indicated in (3). 

(3) Separations before completing one full 
pay period on the agency's rolls when there is 
no leave credit for earlier service. 

(4) Other time and attendance records. 

16F22- Reserved. 
16F24. 

OAD P 1820.2 CRGE 

AUTHORIZED DISPOSmON 

Cut off at end of calendar year, hold 2 years, 
and retire to FRC. Destroy ~years after 
cutoff. ... 

Cut off at end of each calendar year, hold 2 
years, and retire to FRC. Destroy'*years 
after cutoff. It 

Wi draw and include in the schedule 
folde subpar. 16F20b. 

Withdraw d forward to the personnel 
division for elusion in the official person-
nel folder. 

Retire with, and de roy with, other time and 
attendance records. 

Cut off at end of leave year, ld 2 years, and 
retire to FRC. Destroy gyears 

4 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

Individual authorized allotments files. 
Documents used to authorize deductions 
from the pay of individuals. Descriptions of, 
and disposition instructions for, these files 
re as follows: 

a. S. Savings Bond Authorization, SF 
Form 192 or equivalent, and authorization 
for indi .dual allotment to the Combined 
Federal paigns. 

(1) If reco is maintained on earning 
record card (G 2/4a(1». 

(2) If record is not m . 
(GRS 2/4a(2». 

b. All other authorizations, inclu g union 
dues and the Thrift Savings Plan (T ). 

(1) If record is maintained on earnin 
card (GRS 2/4b(1». 

(2) If record is not maintained elsewhere 
(GRS 2/4b(2». 

16F26.	 Tax files. Documents used to certify 
exemptions from Federal, State, or local 
income taxes. 

a. Withholding tax exemption certificates, 
such as IRS Form W-4, and similar state tax 
exemption forms (GRS 2/18a). 

b. Returns on income taxes withheld, such as 
IRS Form W-2 (GRS 2/18b). 

c. Reports of withheld Federal taxes, such 
as IRS Forms W-2 and W-3, with related 
papers, including reports relating to income 
and social security taxes, such as IRS Form 
941, Employer's Quarterly Federal Tax 

AUTHORIZED DISPOSITION
 

Destroy when superseded or after separation 
of employee. If employee transfers within 
GSA or to another agency, these authoriza-
tions must also be transferred. 

Destroy 3 years after superseded or 3 years 
after separation of employee. See (1) above 
for transfer instructions. 

Destroy when superseded or after transfer or 
separation of employee. 

Destroy 3 years after superseded or 3 years 
after transfer or separation of employee. 

Cut off w n form is superseded or obso-
lete; destro years after cutoff. 

Cut off at the end the calendar year; 
destroy 4 years after 

Cut off at the end of the endar year; 
destroy 4 years after cutoff. 

Appendix 16-F 
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SYMBOL
 

16F27-
16F29. 

16F30. 

16F31-
16F34. 

16F35. 

16F36-
16F44. 

16F45. 

16F46-
16F49. 

16F50. 

16F51-
16F54. 

DESCRIPTION OF RECORD 

Return; IRS Form 941C, Statement to 
Correct Information; IRS Form W-2C, 
Statement of Corrected Income and Tax 
Amounts; and IRS Form W-3C, Transmittal 

f Corrected Income and Tax Statements 
( S 2/18c). 

Reserved. 

Miscellaneous reports (NC1-269-77-1l. 
Documents created in reporting data on 
bond participation, Federal civilian em-
ployment, geographic distribution of Federal 
payrolls, or other matters. 

Reserved. 

Employee cumulative pay record (GRS 
2/1bl. Individual earning and service cards, 
such as Optional Form 1127 or equivalent, 
reflecting earnings, deductions, adjustments, 
and year-to-date totals. 

Reserved. 

WITHDRAWN BY CHGE 

Reserved. 

OAD P 1820.2 CHGE 

AUTHORIZED DISPOSITION 

Cut off at the end of the calendar year; 
destroy 3 years after cutoff. 

Cut off at the end of the calendar year; 
destroy 3 years after cutoff. 

Cut off at end 0 endar year, hold 3 years, 
retire to the Nation Personnel Records 
Center. Destroy 56 ye after the date of 
the last entry on the card. 

NOTE: If filed in official perso el folder 
(OPF) or in individual pay folder 
the OPF, destroy with the OPF. 

Appendix 16-F 
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RECORD 
SYMBOL	 DESCRIPTION OF RECORD 

Individual retirement records (NCl- 269-77-
.!l. Documents used to record amounts 
deducted from the pay of employees subject 
to the Retirement Act (46 Stat. 468; 5 U.S.C. 
691-738) as amended, for deposit in the

ffice of Personnel Management Retirement 
Disability Funds. Included are Standard 

For 2806, Individual Retirement Record 
(CSC SF Form 3100, Individual Retirement 
Record RS); forms used for the same 

d related records. 

16F56-	 Reserved. 
16F59. 

16F60.	 Retirement files. 

a. Reports, registers or 0 er control 
documents, and other reco 
retirement, such as SF 2807, gister of 
Separations and Transfers - Ci Service 
Retirement System; SF 3103, Regi er of 
Separations and Transfers - Feder 
Employees Retirement System; or oth 
equivalent forms (GRS 2/19a). 

b. Correspondence, memoranda, annuity 
estimates, and other records used to assist 
retiring employees or survivors claim 
insurance or retirement benefits (GRS 
2/19b). 

16F61- Reserved. 
16F69. 

16F70.	 Payroll reports (NCI-269-77-l). Manage-
ment reports, including machine listings pro-
duced by the payroll system. Included are 
within-grade lists, leave-without-pay lists, 
annual leave monetized lists, sick leave award 
lists, and related records. 

16F71- Reserved. 
16F74. 

16F75.	 Payroll work list (NCI-269-77-11. Detail 
checklists transmitted to Treasury and 
distribution lists. Included are miscel-
laneous payroll office work lists; permanent 
and temporary cycle error lists; 

Appendix 16-F 
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AUTHORIZED DISPOSITION 

When the individual is separated or trans-
ferred to another agency, send the Standard 
Forms 2806 or 3100 or similar record to the 
Retirement Division, U.S. Office of Person-
nel Management (OPM), Washington, DC 
20415. However, when the affected agencies 
and OPM agree, the retirement record may 
be updated (as of date of transfer) and sent 
to the gaining agency. 

Cut off at the end of the calendar year; 
destroy 3 years after cutoff. 

Cut off at the end of the calendar year; 
destroy 1 year after cutoff. 

Cut off at til end of the calendar year; 
destroy 1 year er cutoff. 
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RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

Standard Form 1150, Record of Leave Data, 
llow-up lists; separated employee list; and 

Fair bor Standards Act (FLSA) overtime 
list. 

a. Checklists. Hold for 3 pay periods and destroy. 

b. Distribution lists. Hold for 3 months and destroy. 

c. Miscellaneous payroll office work lists; 
permanent and temporary cycle error lists; 
Standard Form 1150, follow-up lists; separat-
ed employee lists; and No Check List. 

Hold for 3 months and destroy. 

d. Fair Labor Standards Act Overtime List. 

Appendix 16-F 
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OAD P 1820.2 CHGE 

This appendix gives instructions for records accumulated by imprest fund (petty cash) cashiers and collection 
officers. This appendix does not apply to related records accumulated by the Office of Finance in the Central 
Office and the regions. 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DIsPosmON 

1 Cut off at end of fiscal year after cancella-
tion; destroy 2 years after cutoff. 

16G2- Reserved. 
16G4. 

16G5.	 Collection receipts (NN-169-125). Docu- ff at the end of the fiscal year; destroy 4 
ments kept by collection officers to provide years toff. 
a record of the receipt and disposition of 
remittances. 

16G6- Reserved. 
16G9. 

Cut of at the end of the fiscal year; destroy 4 
years after cutoff. 

Appendix 16-G. Imprest Fund Cashier and Collection Officer Records 
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OAD P 1820.2 CHGE 

This appendix provides documentation and maintenance and disposition instructions for program records 
documenting credit and finance operations. Credit and finance operations are concerned with assisting in the 
establishment of financial terms and conditions of invitations, proposals, contracts, grants, permits, leases, and 
other agreements; and determining the financial responsibility and credit standing of bidders, contractors, and 
purchasers. Credit and finance program files are created as a result of responsibilities set forth in the GSA 
Organization Manual (OHR P 5440.1) and pursuant to the provisions of accounting, credit, and finance orders 
and handbooks of the 4200 subject classification series. 

RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

1 Financial reliability files CNN-169-125). 
Documents reflecting the credit standing 
and fmancial responsibilities of individuals 
and entities. These records are used in 

etermining the financial ability of bidders, 
c tractors, and purchasers to perform 
un the terms of the contracts. Included 

Destroy individual papers as they become 
obsolete or are superseded. Destroy the en-
tire file when the individual or entity is no 
longer a potential contractor or purchaser. 

are fin cial statements, responses to letters 
of inq . ,memorandums of interviews with 
references, edit reports, copies of contracts 
and coromen ,documents regarding 
payments and te of contracts, collection 
documentation, co . s of tax payments and 
related papers. 

1612- Reserved. 
1614. 

1615. Cut off at the end of the fiscal year; destroy 3 
years after cutoff. 

1616- Reserved. 
1619. 

16110.	 Contract review files CNN-169-125). Cut 0 at the end of the fiscal year; destroy 2 
Documents accumulated in reviewing the years aft cutoff. 
fmancial terms of invitations, proposals, 
contracts, leases, and other agreements, 
including insurance, to detect inappropriate 
financial terms and to provide technical 
assistance to contract officers. These 
records are limited to contract review and 
do not involve extending credit or fmancial 
assistance. 

16111- Reserved. 
16114. 

Appendix 16-1. Credit and Finance Program Records 
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RECORD 
SYMBOL DESCRIPTION OF RECORD 

16115.	 Delinquent Federal accounts CNN-169-125). 
Documents accumulated in reviewing delin-
quent Federal accounts, determining causes 
of delinquencies, and in installing remedial 
rocedures. Included are memorandums for 
cord of telephone conversations and visits, 

co .es of billings and statements of accounts, 
listin of delinquent accounts, and similar 
docum ts. 

16116-
16119. 

16120. 

16121- Reserved. 
16124. 

16125. 

16126- Reserved. 
16129. 

16130.	 Credit controls CNN-169-125). Logs or 
registers used to record credit applicatio 
received, approved, and disapproved, and 
other information about credit cases. 

16131- Reserved. 
16134. 

16135.	 WITHDRAWN BY CHGE 

16136- Reserved. 
16139. 

16140.	 WITHDRAWN BY CHGE 

16141- Reserved. 
16144. 

16145.	 WITHDRAWN BY CHGE 

16146.	 Accountable Officer's Files. 

a. Original or ribbon copy of accountable 
officers' accounts maintained in the agency 
for site audit by GAO auditors, consisting of 
statements of transactions, statements of 

AUTHORIZED DISPOSITION 

Cut off at end of fiscal year following 
completion of case; destroy 2 years after 
cutoff. 

Destroy 5 years after log or register is filled. 

Destroy 6 years and 3 months after 
covered by account. 
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RECORD 
SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION 

ccountability, collection schedules, collec-
tio uchers, disbursement schedules,
 
disburse t vouchers, and all other
 
schedules an uchers or documents used
 
as schedules or vou rs, exclusive of freight )

records and payroll reco (GR S ~IIOw
 

b. Memorandum or extra copies 0 unt- Destroy when 1 year old. 
able officer's returns, including statemen 
of transactions and accountability, 
supporting vouchers, schedules, reports from 
charge card contractor(s), and related 
papers not covered elsewhere in this 
schedule, and freight records covered by ch. 
52 and payroll records covered by app. 16-F 
(GRS 6/1b). 

of travel charge card applications Destroy when no longer needed. 
and employee ac 
85-1). 

16147- Reserved. 
16149. 

Documents crea view- retire to PRC. Destroy 5 years after cutoff. 16'~~-- __ ~~~~~~~~~~~~~~~~ ~C~u~t~0~ff~a~t~e~n~d~0~f~fm~c~ru~ye~ar~':ho~l:d~2:y~e:ar:s~,an::d~
ing information about credit, finance, and 
insurance activities. Included are activity 
reports, and related information. 
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