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REQUEST FOR AUTHORITY
 

TO DISPOSE OF RECORDS
 
(See Instructions on Reverse) 

TO: GENERAL SERVICES ADMINISTRATION 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 

1.	 FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S.C. 3303a the dis-_~G~e~n~e=r~.~'-~~~~~~~~~~~~~!!...	 ----j posal request. including amendments. is approved except for 

2.	 MAJOR SUBDIVISION items that may be stamped "disposal not approved" or "with· 
drawn" in column 10. 

3. MINOR SUBDIVISION 

4. NAME OF PERSON WITH WHOM TO CONFER 

6. CERTIFICATE OF AGENCY REPRESENTATIVE: 

I hj[eby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; that the records proposedfor disposal in this Requestof 
--'2...- pagels) are not now neededfor the businessof this agencyor will not be neededafter the retention periodsspecified. 

~Ji~ 
Michael G. Barbour	 Chief, Records Management Branch (BRAR

Date (Signature of Agency Representative)	 (Title) 

9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO. 

Budget and Performance Analysis Program files 

File descriptions and requested disposition authoriza-
tions are contained in the attached proposed changes to 
chap. 14 of the HB, GSA Records Maintenance andD ispo-
sition System (OAD P 1820.2). The proposed changes are NN168-8 
identified by vertical lines in right margin. NN173-4 

;20 >te'!15 
STANDARD FORM 115 
Revised January 1973 
Prescribed by General Services 

Administration 
FPMR (41 eFR) 101-11.4 

115-106 
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11. r,eneral. This chapter provides documentation, maintenance, and dis-iPositl0n lnstructions for files accumulated in formulating and executing 
j
fiscal year budqets and in coordinating the development and application
,of performance analysis systems and techniques. These instructions are!contained in: 

a. Appendix 

b. Appendix 

2. Reserved. 

14-A. 

14-B. 

Budget Formulation and Execution Program 

Performance Analysis Program Files 

Files f~ 
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i· ". . (Do ';0"( iYP"'.:':"o w ,hi <I ine) .. .. . - '.' I 
':' Dist.1.:ibutio:1 . -.-S:2~t~~!'lcind2 ~t~~;!,GE£''__.0 bo~ ~:~~HA~_l~-l : 

'Used on first Fclg'2 ui order ONLY. ··CHAP,if a handLoo1- f".'.' 
""'lr,ser, DATE end o:;;r.;f.:~ ;-':'J, oilgn.:d at ~nt' 0;10;1 odr! pag~s (,th~r then pegc 1. 

(U~", re vcr sc fer L!:::fT PAGE) GSA F;'l',' 1638 ,h":. 7,/ .. ) 
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FOR;Vt.~\T ::G:( (,[.~~ ..~~;~j."":~:::~.) P>~C(.~~:~i~: .~.?..~C:.:; C5,.\ C't~i)En ~-;\ ;;:/.\ 
.' '::",(1 or,>.·i- _.'!r'9 "I ,:: ~;._.:{i is~,,:f.:::·: .,;C:..fi 3 .;-ecnd l' oinJ r :r(J:~-'. 

·:~:~.i:~~ .:\l·~-S-:-::-:{-\·-l-C :~~--),,-~'I:";>' i~~':~- ---- . - OAD"P 1820.2 CHClF.<:~ ~:)::--
I	 t 

--:.f,.	 !This appendix describes files created in procuring funds to finance the 
~peration of GSA and in controlling funds within the amounts and limits 
~pecified in appropriations, apportionMents, and other external and GSA 
~dministrative policies. Budget program files are created as a result of 
;responsibil ities outl ined in the GSA Organization i1anua1 (OFA P 5440.1) 
~nd pursuant to the provisions of orders and handbooks in the 2200 subject
,classification series. They are accumulated by the office responsible for I 
:agency\,tidebudqe t formulation; elements of Central Office services and 
;staff offices responsible for coordinating budget administration on a _
:service- or staff office-Hide hasis, normally the I\dministrative Office; 
iand Budqat Divisions of regional offices. Documents accumulated by other 
~ffices in handling budgetary actions within their assigned program areas 
~re covered by instructions in appendix 9-C. 

-
1 

Appendix 14-A. Budget Formulation!and Execution Program Files 

*,,"\ t:"i::te:'r (j P..'I E nnrl 8~~J~.:;~tiD. cdigr:cci o t ~t1P OP ail t..~j PO(.tCS 0+;1.·" t:.Ci. pa~.:- 1 .. 
tU~e f~·~Cf~t.· lor i_L: r r-:AGE.) G3,~ ., 1633 
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14A4. Reserved. t, 
I!1'11\5. Budget forecasts. Documents created or accunulated in preparing, 
.coordt na ti nq , and approvt nq annua 1 and supplementary budqetary forecasts 
land in submitting them to the Office of ltanaccment and Budget (orn). In-
'cluded are record copies of puhlished agencYHide forecasts and summaries 
'thereof, instructions regarding preparation of the forecasts, notifications 
,of due dates, memorandums or other papers relatinQ to internal hearings,

:,resumesof Oim dl scussi ons , and rel ated records. , 
Cut off at the end of the target hudqet year: 

i 
~,Reeord copies of published aqencywide forecasts
I and surmar-les : Hold 3 years and retire, destroy
 I

! after 7 additional years.
i 
I 

I );,.Horkingpapers: Hold 3 years and destroy. 
I 
I 

i14A6 14A9. Reserved. 

:14A10. BUdget estimates and justifications. Documents accumulated or 
~reated in pre[1aring, reviewing, and coordinating the annual and ~upple-
mental budget estimates for submission to nr1B and the Congress. Included 
lare calls for budget estimates, budget guidelines, mail and other common 
Jcosts, published estimates, .al lowance letters, opening statements, brief-
lease material, transcripts of hearings, and related records. 

I Cut off at the'end of the target budget year: 

i ~.Budget estimates: Permanent. Ho ld 3 years

and retire. Offer to the A,-chh'ist ~ 10 yearsof:/.


N4e-S ~ 
b.t/orking papers: Hold 3 years and destroy. 

~Opening statements, briefcase material, and transcripts:
Destroy when supersedederobso late , or A6 '161l~el" Aet!r6@.d. I 

114A11 - 141\19. Reserved. 
I : 1 

! i
~4A20. Interim financing authorizations. Documents accumulated which pro-
'jvideinterim financing authority \·,henappropriation apportionments have ;
rot been made by the begining of the ne\'l fiscal year. Included are copiespf joint congressional resolutions, interim operating budgets, and related: 

ecords. I 

r Cut off at the' end of the fisea 1 year, I 
hold 3 years, and destroy. ; 

I
1_ -- _.. - (l)o No~~~~,n9i.~r;ll4;-J~this lin",) - -- _._ .. -- --- .. I 

::' Lplitrib~l..ti~t1. _ -. .. ?~~C~~ 3 ':'.!...ro:\JL.. .<~:?:::.!::~ ~!1W.~?.!R .!.~_l~,)::- --' 
·Use.:! on first page c. cr.l cr O~,L Y. . • '-CHAr jf hc nd io o> ,""9f:·Q 

*·· ..In s er t Dl\ it c.id C::(!)[K t~O ...L\jr~oe ..: (it top 0"" '.:i1 o~~~ ~a ]lS ether tho'l page 1. 
\!Js" r e ve r sc for L !:FT P,\GE) GSA .',' 16J2, ,"., 
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'14A21 -	 14A24. Reserved. 

14A25 •. Budgetary agreements. Documents accumulated for supporting re-
quests for funds to cover rei~bursable or si~ilar operations. Included 
are copies of agreements and related records. 
I 

I	 Cut off at the end of the fiscal year,
hold 3 years, and destroy. 

'14A26 -	 141\29. Reserved. 

14A30. Apportionments. Documents created or accumulated in obtaining I 
obligation of funds authorizations from m113. Included are author tzat ions , 
apportioriment and reapportionment schedules, and related records. 

Cut off at the end of the fiscal year,
I hold 3 years, and destroy. 
I 

114A31 -	 14/\34. Reserved. 

14A35. Budget controls. Oocuments accumulated in controlling the expend-
iture of funds within the limitations prescribed by the Congress, atm. and
 
GSA. Included are reports of. budget status, master allotments, employment

control registers, end-of-year employment ceilings. financial targets and
 
restriction documents, allotment advices, and related records.
 

Cut off at the end of the applicable fiscal year: 

tot.Recordsrelating to construction projects: lIold 
5 years and retire, destroy after 5 additional years. 

j,.All other records: Hold 3 years and destroy. 

141\36 -	 141\44. Reserved. 

141\45. Estimated emrlofee annual pay increase. Records created or accu-
mulated in comrJlJt;ngsa ary increases pursuant to congressional legisla-
tion. Included are announcements to mm of what the cost wi ll be to GSI\,

guidelines for computation of the cost, information issuances, and related
 
records.
 

t 

Cut off	 at the end of the fiscal year,
hold 3 years, and destroy. 

141\46 -	 14A49. Reserved. . 
I	 f 

, Appendi x 14-/\ . " 
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rOR. 't->, " :.~ 1..::'~~.:,~'. "'.-; -.::1) :'.'.::~~ (i:iCHT P~,GE I GSA O~WER SYSI EM . 
When or~~f ,'e·t;,.~.,' : t':_r.t! i:,"j-:;;->V; '>f,,)ciry ~!4~eond 1~ bin..! mars-ins. .: _ 

,; rc~:;:,.=--l\!~.l=--;;._.-.-.. -~;~' : i: _'_'-,~:.,~. - . --bAD- P 1820•2 CHGEY'Z~':::,',:--:-----
L. ~ , " -

.:::,,-',1141\50. Employment reports. D~cuf'1entsc~eated in .reportin~ inf~rr.1ationon 
employment for review and use 1n develop1ng staff1ng and f1nanclal data. I'jiIncluded are reports of filled positions, reports of paid employment, and 
~elated records. 
I , -,' . "., "~ 

I ,,,,, ,,_ ,~,utoff at the end of the" fi s~~ iI ~~~~r concerned: 
:....l' I. ( , 

-> ,- -". c~. Budget office \'Jithaqencywide responsibility: Reports

of filled positions and paid employment. Destroy Nhen
 

1 supersededdr obso 1ete. el 1i0 1OligE. iiee8e~. l 
b.Other offices: (a) Reports of filled positions. ,Hold 1 year and destroy. (b) Reports of paid --

emp1oyment. Destroy when supersededtl!bbsolete.
8' "8 le~~@1 R@88@8. I

In4A51 14A54. Reserved. 
I 
n41\55. Deficiency reports. Reports and directly related papers reflecting 
~he circumstances surroundin~ and other data pertinent to violations of 
~he Anti-Deficiency I\ct, Public Law 85-48 (71 Stat. 49), but not reports
rccumulated by investigative offices \-lhicl1 possible crim.inality. involved c 

Cut off annually~ 

~.Central Office elements responsible for aqencywide and 
service- or staff office-wide budgeting: Hold 5 years 
and destroy. 

b, Other offices: Hold 2 years and destroy. 

14A56. Planning assumptions. Documents accumulated in calling for, pre- : 
~aring, and approving assumptions or predictions of the circum~tances and : 
~onditions under which program plans will operate during the forthcoming
planning period. Included are "calls" for planning assumptions, clearance 
actions, planning assumptions and revisions thereto, transmittal letters,
and related records. 
I Cut off at the end of the fiscal year, hold 3 years,
 

and destroy.
I',4A57. Program plans. Documents created in preparing, reviewing, clearing,
~nd approving plans reflecting the factual and analytic basis for 5-year
program proposals; detailed and summary financial plans reflecting Qross
resources required; and summaries of program costs and program outputs. 
Included are program plans, detailed and surmary financial plans, special 
tabulations, clearance actions, transmittal plans, and related records. 

,.,. _ I \. !"'I' • t .'~ .'..' ,;: L.pi';Dj1.)~V _ _:;: ~r I~AGl~_...; 5 _.~'_'_\:-!~~?E!3_.'n_t'_n){_ .:,-.:::_r~E J 
I 

·U~.:d 'In fir..,t p';e c. ;';c-.;_ y, • 'CHAP if honcll.c ck page. c t c.>: Q 

"'ln5ert OA TE 0;,': 0':') :,:,.~ N'J uil'" , .. j 0 t top .1n ,,:1 c-,:hi pc jc s oth"c than pogo 1. 
(.: ••: "-.,, .'>e i.>r Lt:F-T PAGE) GSA, 1638 , .., .. ),}.!co,, 



,. _ _ .e SY:'T;:::~ .: .. ._~----"~~~_~·~_.c:.=_r( __--e----~ - . 
:OAD P 1820.2 CIIGE . ! : . ~" ::~ I 

I Cut off at the end of the fiscal year, hold 3 years, II and destroy. ! 

114A58.· O~eratin9 schedules. Documents created in preparing, clearing, I 
~nd approving schedules which translate current fiscal year portions of ;
!plans into quarterly operating targets to be achieved through the applica-·
'tion of availahle manpower and funds. Included are "calls" for schedules,
~perating schedules and revisions thereto, transmittal letters, and related 
irecords. 

Cut off at the end of the fiscal year, hold 1 year,II and destroy. . I 
I 

114A59. PrOqi"am;nq reports. Reports reflecting highlights and progress in I 

program accomplishments and performance. Included are monthly highlight,reports, quarterly progress reports, other program reports, and records -
'directly related to them. I

I --Cut off at the end of the fiscal year, hold 1 year, I 
and destroy. II ;114A60. Gudget digests. Documents reflecting, in digest form, a comprehen-

sive history of appropriations; programs; obligations; expenditures; work-
jload, performance, cost, and employment data; and similar information about 
annual and supplemental budgets. (Budget digests are updated annually hy ,
~age changes.) !I 

Office responsible for preparation and issue: Permanent. I
Cut off revised pages in 5-year blocks, hold 5 years, and '1-
retire. Offer to the Al"ehiv;st .aH:ell' 10 yearsolc:t. l

NAI!.S ~ l ..I -' 
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