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GENERAL RECORDS SCHEDULE 1

ITEM
NO. DESCRIPTION OF RECORDS

(3) Performance-related records
pertaining to a former employee.

(4) A1l other summary performance
appraisals records, including
performance appraisals and
job elements and standards
upon which they are based.

(5) Supporting documents.

b. SES appointees (as defined in
5 USC 3132a(2)).

(1) Performance records superseded
through an administrative,
judicial, or quasi-judicial
procedure.

(2) Performance-related records
pertaining to a former SES
appointee,

(3) A11 other performance appraisals,
along with job elements and

standards (job expectations)
upon which they are based.

(4) Supporting documents.

¢c. Presidential appointees.

24, Motor Vehicle Operation Files.

25, Financial Disclosure Reports.

a. Reports and related documents
submitted by individuals as
required under the Ethics in
Government Act of 1978
(P.L. 95-521).

1-9
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AUTHORIZED DISPOSITION

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

Destroy 3 years after
date of appraisal.

Destroy 3 years after
date of appraisal or
when no longer needed,
whichever is sooner.

Destroy upon supersession.

Disposition pending

Destroy 5 years after
date of appraisal, exclu-
sive of any interim
service as a Presidential
appointee.

Destroy 5 years after
date of appraisal or
when no longer needed,
whichever is sooner.
Disposition pending

See GRS 10, Item 7.
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GENERAL RECORDS SCHEDULE 1

NO. DESCRIPTION OF RECORDS

(1) Records including SF 278A for
individuals filing according
to Section 201b of the Act,
and not subsequently confirmed
by the U.S. Senate.

(2) A1l other records including
SF 278.

A11 other statements of employment
and financial interests and related
records, including confidential
statements filed under Executive
Order 11222.

26. Equal Employment Opportunity Records.

a.

Official Discrimination Complaint
Case Files.

Originating agency file containing
complaints with related corre-
spondence, reports, exhibits,
withdrawal notices, copies of
decisions, records of hearings

and meetings, and other records

as described by 29 CFR 1613.222.
Cases resolved with the Commission
by EEOC or by a U.S5. Court.

Copies of Complaint Case Files.
Duplicate case files or documents
pertaining to case files retained

in Official File Discrimination
Complaint Case File.

1-10

AUTHORIZED DISPOSITION

Destroy 1 year after
nominee ceases to be
under consiceration for
appointment; EXCEPT that
documents needed in an
ongoing investigation will
be retained until no
longer needed in the
investigation.

Destroy when 6 years old;
EXCEPT that documents
needed in an ongoing
investigation will be
retained until no longer
needed in the investigation.

Destroy when 6 years old;
EXCEPT that documents needed
in an ongoing investigation
will be retained until no
longer needed in the
investigation.

Destroy 4 years after
resolution of case.

Destroy 1 year after
resolution of case.



ITEM

GENERAL RECORDS SCHEDULE 1

NO. DESCRIPTION OF RECORDS

C.

Background Files.

Background records not filed in the
Official Discrimination Complaint
Case Files.

Compliance Records.
(1) Compliance Review Files

Review, background papers
and correspondence relating
to contractor employment
practices.

(2) EED Compliance Reports
Employee Housing Request.

Forms requesting agency assist-
ance in housing matters, such as
rental or purchase.

Employment Statistics Files.

Employment statistics relating
to race and sex.

EED General Files.

General Correspondence and copies
of regulations with related records
pertaining to the Civil Rights Act
of 1964, the EEO Act of 1972, and
any pertinent future legislation;
and Commission EEQO Committee
Meeting and records including
minutes and reports.

EEQ Affirmative Action Plans (AAP).

(1) Commission copy of con-
solidation AAP(s).

(2) Commission feeder plan to
consolidated AAP(s).

Supplement 2
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AUTHORIZED DISPOSITION

Destroy 2 years after
final resolution of
case.

Destroy when 7 years old.

Destroy when 3 years old.

Destroy when 1 year old.

Destroy when 5 years old.

Destroy when 3 years old,
or when superseded or
obsolete, whichever is
applicable.

Destroy 5 years from date
of plan.

Destroy 5 years from
date of feeder plan

or when administrative
purposes have been
served, whichever is
sooner.
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GENERAL RECORDS SCHEDULE 6

Accountable Officers' Accounts Records

This general schedule covers accountable officers' returns and re'ated records,
including records under the cognizance of the General Accounting Office.

Accountable officers' accounts include record copies of all records concerned
with the accounting for, availability, and status of public funds. There are
several types of "accountable officers," such as: (a) the collecting officer,

who receives monies owed to the Federal Government and ensures that it is
credited to the proper account; (b) the disbursing officer who is responsible

for providing documentation to the General Accounting Office since he accomplishes
the actual payment of public monies to proper Federal creditors, and (c) the
certifying officer, whose signature on a summary attests to authenticity of
vouchers listed on the schedule.

Disbursements for NRC are made by the Chief Disbursing Office of the Treasury,

who heads the Division of Disbursement of the Bureau of Government Financial
Operations within the Treasury Department. Since July 1949, disbursements

have been made for most agencies on the basis of certified schedules, with the
detailed vouchers held in agency space for site audit by the General Accounting
Office. This procedure was extended and confirmed by General Accounting Office
General Regulations No. 115, issued January 29, 1952, which promulgated a standard
form voucher and schedule of payments (Standard Forms 1166 and 1167) for use by all
agencies effective July 1, 1952, and formally eliminated the transfer to vouchers
of the Chief Disbursing Officer.

This schedule includes records held for onsite audit by the General Accounting
Office, as described in Item la below. Under onsite audit, vouchers, contracts,
schedules, statements of transactions and accountability and other related
supporting documents are retained in agency space for the General Accounting
Office auditors. Section 5 of the Post Office Department Financial Control

Act of 1950 and Section 117(b) of the Budget and Accounting Procedures Act of
1950 (whenever the Comptroller General determines that audit shall be conducted
at the site) require agencies to retain these records, which are under General
Accounting Office cognizance. The General Accounting Office has given general
authority to all agencies, if the records are no longer required for administra-
tive purposes, to transfer all audited records and any unaudited records more
than one full fiscal year old to Federal Archives and Records Centers. However,
to transfer unaudited accountable officers' accounts less than one year old,
permission must be obtained from the Director, Office of Administrative Services,
GAO.

Records relating to the availability, collection, and custody of funds include
(1) the appropriation warrants, (2) other documents which deposit funds into

the Treasury, and (3) documents which provide accountable officers with status
reports on funds in their custody, such as the proofs of depository account

and statements of funds to their credit. Commission copies of these deposit and
status documents are so intimately related to the accounts of these officers
that they are included in this schedule.
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DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Accountable Officers' Files.

a. Original or ribbon copy of Destroy 6 years,
accountable officers' accounts 3 months after
maintained in the Commission for period covered by
site audit by GAOQ auditors, con- account.
sisting of statements of transactions,
statements of accountability, collec-
tion schedules, collection vouchers,
disbursement schedules, disbursement
vouchers or documents used as schedules
or vouchers, exclusive of freight
records and payroll records. If an
agency is operating under an inte-
grated accounting system approved by
GAO, certain required documents,
supporting vouchers and/or schedules
are included in the site audit
records. These records document only
the basic financial transaction,
money received and money paid out
or deposited, in the course of operation
of the agency. Al1l copies except the
certified payment or collection copy,
usually the original or ribbon copy, and
all additional or supporting documentation
not involved in an integrated system are
covered by succeeding items in this
schedule.

Site audit records include, but are not
lTimited to, the Standard Forms listed below.
Also included are equivalent agency forms
which document the basic financial
transaction as described above.
SF 215, Deposit Ticket
SF 224, Public Voucher for Purchases
and Services Other Than Personal
SF 1036, Statement of Certificate and Award
SF 1047, Public Voucher for Refunds
SF 1069, Voucher for Allowance at Foreign
Post of Duty
SF 1080, Voucher for Transfer Between
Appropriations and/or Funds
SF 1081, Voucher and Schedule of Withdrawals
and Credits
SF 1096, Schecule of Voucher Deductions




ITEM

DESCRIPTION OF RECORDS

GENERAL RECORDS SCHEDULE 6
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AUTHORIZED DISPOSITION

SF 1097, Voucher and Schedule to Effect
Correction of Errors

SF 1098, Schedule of Cancelled Checks

SF 1113, Public Voucher for Transportation
Chargers

SF 1114, Bill of Collection

SF 1114A, Official Receipt

SF 1114B, Collection Voucher

SF 1129, Reimbursement Voucher

SF 1143, Advertising Order

SF 1145, Voucher for Payment Under
Federal Tort Claims Act

SF 1154, Public Voucher for Unpaid Compen-
sation Due a Deceased Civilian
Employee

SF 1156, Public Voucher for Fees and
Mileage of Witness

SF 1166, Voucher and Schedule of Payments

SF 1185, Schedule of Undeliverable Checks
for Credit to Government Agencies

SF 1218, Statement of Accountability
(Foreign Service Account)

SF 1219, Statement of Accountability

SF 1220, Statement of Transactions
According to Appropriation, Funds
and Receipt Accounts

SF 1221, Statement of Transactions According

b. Memorandum or extra copies of
accountable officers' returns

to Appropriation, Funds, and
Receipt Accounts (Foreign Service
Account)

including statements of trans-
actions and accountability, all
supporting vouchers, schedules,
and related papers not covered
elsewhere in this schedule, and
excluding freight records covered
by Schedule 9 and payrol] records
covered by Schedule 2.

GAO Exceptions Files.

Destroy 3 years after
the period of the account.

General Accounting Office notices of
exceptions, such as Standard Form 1100,
formal or informal, and related
correspondence.

Destroy 1 year after
exception has been re-
ported as cleared by GAO.
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3.

GENERAL RECORDS SCHEDULE 6

DESCRIPTION OF RECORDS

Certificates Settlement Files.

Copies of certificates of settlement of
accounts of accountable officers, state-
ments of differences, and related records.

4.

Certificates covering closed
account settlements, supplemental
settlements, and final balance
settlements.

Certificates covering periodic
settlements.

General Fund Files.

Records relating to availability,
collection, custody and deposit of

funds including appropriation warrants

and certificates of deposit

other than those records covered by Item 1
of this schedule.

Accounting Administrative Files.

Correspondence, reports and data
relatng to voucher preparation,
administrative audit, and other
accounting and disbursing operations.

a.

b.

Files used for workload and
personnel management purposes.

A1l other files.

Federal Personnel Surety Bond Files.

Official copies of the bond and
attached powers of attorney.

(1)

(2)

Bonds purchased prior to
January 1, 1956.

Bonds purchased after
December 31, 1955.

6-4

AUTHORIZED DISPOSITION

Destroy 2 years after
date of settlement.

Destroy when subsequent
certificate of settlement
is received.

Destroy when 3 years old.

Destroy when 2 years old.

Destroy when 3 years old.

Destroy 15 years after
bond becomes inactive.

Destroy 15 years after
the end of the bond
premium period.
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GENERAL RECORDS SCHEDULE 7

Expenditure Accounting Records

Expenditure accounting records are the ledgers and related documents maintained
by agencies to show in summary fashion how their funds, appropriated and
non-appropriated, are spent after allotment by the Office of Management and
Budget (OMB), and the sources and nature of any receipts. The key records are
the general ledger accounts, which constitute, as a unit, the heart of the
accounting systems. These ledgers summarize the financial status and financial
transactions of the NRC, showing the current status of funds available for
expenditure, the amounts due and collected for the account of the Government,
accumulated expenditures and liabilities, and the values of stock, equipment,
and other property in Commission custody. They are controls that serve not only
as central fiscal records, but also a primary source of data for top management
concerned with NRC soivency, with expenditures and with program costs.

The general ledgers are subdivided into arbitrarily created account titles,
which are based on programs, projects, costs, and funds. Supporting them are
a group of subsidiary ledgers and papers further detailing the information in
the general ledgers or serving as posting media to the ledgers themselves. To
the extent that they reflect appropriation expenditures, the general ledgers
are supported by allotment ledgers, which at all times show the current
unobligated balance of funds allotted for NRC purposes and thereby provide a
safeguard against over expenditure by operating officials. The allotment
ledgers are general controls over expenditures, and they in turn summarize and
are supported by more detailed controls that normally take the form of project
or job orders which authorize exact and specific expenditure.

The sources of data that are posted to the ledger files are somewhat diverse,
but they fall into two general groups:

a. Copies of various obligation or expenditure documents, such as
vouchers and schedules, which flow through the ledger unit for posting.

b. Journal vouchers and similar internal control documents created to
authorize and convey entires to the general! ledger.

As the centralized fiscal record, the general ledgers ultimately summarize
stores, plant and cost accounting data, which are treated in a separate
schedule, but these are only several aspects of the total ledger accounts.
Consequently, the ledgers are the source for the data included in the basic
apportionment reports to the OMB and the Treasury Department, and overall
reports of Commission fiscal condition which may be required by the General
Accounting Officer (Schedules 6 and 8). The adequacy for audit purposes of the
general ledger accounts is normally considered by General Accounting Officer
auditors to be indicative of the suitability of the Commission's entire
accounting system and the reliability of its financial data.

In no event may disposal be made of records pertaining to accounts, claims, or
demands involving the Government of the United States which have not been
settled or adjusted by the General Accounting Office without written approval
of the Comptroller General, as required by Section 9 of the Records Disposal
Act of July 7, 1943, as amended (44 U.5.C. 372)
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4 TITLE AND SUBTITLE

NRC Comprehensive Records Disposition Schedule

I LEAVE BLANK

4 DATE REPORY COMPLETED
MONTS I YEAR
—
5 AUTHORS Februar;y 1985
6 DATE REPOAT §8UED
MONTH l vEAR
1
February 1985
T PERFORMING CRGANIZATION NAME AND MALING ADDRESS (in wae &0 Code B PROJECT TASK WORK UNIT NLMBER

Division of Technical Information and Document Contro!
Office of Admirnistration

U.S. Nuclear Reaqulatorv Commission

Washington, DC 20555

S FINDR GRANT NUMBESR

T SPUNSOR NG ORGAN L ATION NAME AND MAILING ADDRESS (inciyde &9 Code

Same as 7. above.

114 TYPE OF REPORT

NRC Official Records
Disposition Schedules

b PERIOD COVERED (Inciueve detes!

N/A

17 SUPPLEMENTARY NOTES

13 ABSTRALY (200 wards o0 ‘exs/

for records created or maintained by the NRC.

fn compliance with statutory requirements set forth in Title 44 U.S. Code,
"Public Printing and Documents," and in the applicable regulations cited

in Title 41 Code of Federal Regulations, "Public Contracts and Property
Management," Chapter 101, Subchapter B, "Archives and Records," the U.S.
Nuclear Regulatory Commission submitted to the General Services Administration
National Archives and Records Services, and to the Comptroller General a
schedule (commonly referred to as a disposition or retention schedule)
proposing the appropriate duration of retention and the final disposition

14 DOCUMENT ANALYSIS o <€ yWORDS DESCRPTORS

Disposition Schedule
Official Records

b IDENTIFIEAS DPEN ENDED TERMS

16 AVAILARILITY
STATEMENT

Unlimited

18 SECURITY CLASSIFICATION

This oage

UNCLASSIFIED

[This repoart

UNCLASSIFIED

17 NUMBER OF PAGES

18 PRICE




