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402-06 ~ tl1es. Muter E:ployee Records
l1V1.nlpayroll d.ua. nu. cOlllblnu
lnformation cont&in.d on tb. I!R'.
C... 402-01).

402-07 PaTroll and Check I ••ue Ll.tlng tl1e••
Include. tlme and pay li.tln,., che~

11ats, and related certlflcat10n .ha.ts.

402-09 Se~.~ation RA~rt file.. lepor:s on
••parat1on. from ageacy.

402-10 Allot_nt leoor-t and Control Hles.
Allot_nt repons and controls cot
oth.rwl •• da.crlbed le thi••ubfunctlon.

4C2-L 1 Insuranc. D«ductlon !te:.ort Hle,. a.ports
of daduc:lons, reports to bealtn carrler.,
aed r.lated record••

~0:-12 Savtt1~. !cnd ~eor: fl1e,. !teport. 00
depo.lts And pur~se. of bond., update ••
and related records.

40:-1J ~l:hholdlng Tax Reeor: file.. Reoorts 00
taxes V1tb~ld, &Dd related paper,.

1,02-14 Return. 00 !ncoClO T.~e. fl:e,. 1./-2 for.:lS
and re lat ed pape r ••

;'C2-15 Labor and 1o"... lle R.e:>or: file.. Reports 00
l ... bor co.ts. wage d1str1butlon, ·acd
.1mlar data.

~ ~02-16 Favroll I./orx tl1e.. Correspondence on
p...,.roll matters aot ot~er;vlw d.,crlbed
ln this subfunctioe. Iaclude. 11s:....nd
other =aterlal u••d to. resolve discrep­
an~e•• report b&laeces, and .1=11ar
=atters. *

;'02-17 Yalle Surv.v fl1es. Wage survey report.
and data. Th!s it •• do•• cot l~c:lude

resultlnl authorlzed w""e .ch.dul.s.

~02-la LeVT and Ga~l,ncet1t fl1es. Otf1~...1
ootlce of l.vy or i ... ni.n:.ot, c:.'l&n,e
.lips, vork pap.r., aod si=dlar
matenaL

402-19 Ti~eKeeo.r file.. List of ...pproved
ticalr..eper••

;'02-20 E=olo~~t Verlfication file,. Corre.­
pondence reiatlng t~ t~e verlficatlon
of c:urrent or p.ut e::ploy_nt.

a . )\.1 . ~_

O•• troy after CAe ...udit or whae J years old,
vnlcOev.r 1••oon.r. (Ibi. di.poalrlon
...ua.. IE!.'. are beinl -.111tUll.d).

1. Security eopl•• prepar.d tor d1.bur....et
by Tr.a.ury: Destroy vhan r.daral a.cords
Canter recal.....colld .ub.equant payroll or
cl1edr. Ust co.. rl111 .a_ payroll U%lH.

2. Oth.r cep1 •• C.....U~lll IER ls ma111ea1n.d):
O•• troy vball J ~.ars old or atear CAO audit,
.lUella..r ls &arli.r.

O•• troy at:er ~AO audlt or vhen 3 y.~rl old.
vhich.ver ls .arller.

O•• ero~ whan 3 y.ar. old.

D•• croy wh.n J y.... r. old.

Oe.croy whan 3 y .... r. old.

O•• croy wbell 4 ~.ar. old.

~e.:roy when 4 years old.

De.troy ~hen J year. old.

O•• troy when J y.ars old.

O.scro~ at:er cocplec10n of I.c~nd

suCC.ed1oi v.ie I~rv.~.

Cue oit at .nd of fiscal or calendar
~e&r whee created. Castroy J y.ars i ...ter.

Cut off ~e ~d of calendar year wh.~

.upersed.d. Destroy 2 " .... rs at.r.

Cut oft at end of calendar ".ar ~h.~

~re ... ted. Ce.croy 2 y.ars ~cer.
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~aZ-~1 P•• rol1 Sc~adu"h ~~lu- Sc!lodulu of
pa~ot ~o~ ;layroll purpo••••

~2-21 Acco~t1o! Cod1o~ Ooc~nt !11 ••.
ro~ la..d co cod. ~n{or=cion tor
Inery on co~car. 41'0 ~l.c.d

Cc:Jw_r sb.a.c. J •

.)
~-o

L. Or..giraLJ: S.. "<))-<>9 ~or ~ cop t •• -

2. Otb4.c ~p!a.: ClOt o{~ U lad ot ~~.~l

y•• r .m.n cr••tld. <l1.C:01 "JMO ) ,.a.c.
LAC.t> or at'tu' (;.l() .... d..:.=. vlUdu".. r L•
• 000. [" ..

"* nutroy &le.r .... r~!1CAt~0'0 or wt..o aU: .."oc~

old, vlUchevar ia 100""(. 'lIr"

Q .i0"j~

NOAA RECORDS MANAGEMENT HANDBOOK 
CHAPTER 400 FINANCE

SCANNED: 4/27/2009 4



APPENDIX TO NOAA FILING-DISPOSITION HANDBOOK 

403 fINANCIAL OPERATIONS FILES 

These files relate to financial accounting operations and payments other 
than payroll. Included are files designating cashiers and other documents 
controlling im~rest funds. See 
NOAA accounting system. 

4u3-0l	 Procurement Document files. 
Finance copies of purchase 
orders, job orders, training 
requests, printing requisi ­
tions, Fedstrips, and other 
procurement documents not 
pertaining to travel or per­
sonal services, or otherwise 
described in this subfunction. 
Includes copies of supporting 
documents, invoices, vouchers, 
and any related logs. Sub­
divide by type of document. 

403-u2	 Contract and Grant files. 
Flnance	 coples of contracts and 
grants. Includes copies of 
supporting documents, invoices, 
vouchers, advance documenta­
tion, and any related logs. 
Subdivide by type of document. 

403-03	 Advance of Travel Funds files. 
Documents relating to the ad­
vancement of funds for travel, 
including any su~porting 

papers. File advances relating 
to procurement actions with 
procurement documents, and 
salary advances with agent 
cashier vouchers. 

403-04	 Personal Services files. 
Documents relatlng to payments 
to monthly contract observers, 
payments for allowances for 
foreign duty posts, foreign 
training, subsistence, uniform 
allowances, family separation, 
and related types of payments. 
Includes necessary supporting 
documents. See 403-05 for 
payments to quarterly ob­
servers. 

403-05	 Quarterly ObserversPersonal 
Services files. Time cards and 
other supporting documentation 
for payments to quarterly 
observers (weather, tide or 
gage). 

404 for	 files pertaining to the overall 

1. Record copy: Cut off at end of 
fiscal year. Annual blocks will be 
periodically sent to NRHA or to 
Federal Records Centers (FRe's). 
Destroy 6 years and 3 months after

* the period of the account. * 

2. Any memorandum copies: Cut off at 
end of fiscal. year when created. 
Destroy 3 years later. 

3. Security. copies of payment list 
prepared or used for disbursement by 
Treasury disbursing offices: 
Destroy when NOAA Records Holding 
Area or FRC received second subse­
quent documents covering same type 
of payment. 

Same as for 403-01, except cut off 
at close of contract or grant. 

Same as	 for 4u3-01 above. 

1. Record copy: Cut off at end.of 
fiscal year. Annual blocks will be 
periodically sent to HRHA or to 
Federal Records Centers (FRCts). 
Destroy 6 years and 3 months after

* the period of the account. * 

2. Any memorandum copies: Cut off at 
end of fiscal year when created. 
Destroy 3 years later. 

Same as	 for 403-04 above. 

* INDICATES REVI~ED MATERIAL 
\ 
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403-06 R~imbursem~nt files. Documents
cel~elnq co r~lmbucsement for
expenditures, end any necessary
supporting ea?ers. Include~

salary advance subvouchers, buC
aoes not include t~les deslg­
nacing cashlers or control of
the imprest funds (see 4,,)-24
b~lc""l .

403-07 8111 Colleccion files. eil1s
for coll~ctlon of money owed to
NO~~. Also related liscings.

403-0~ Loan and Mortgage tnsurance
f·des. Oocuments relatlng to
loans made to fishing vessel
0<:'necs, insurinq mortgages, and
similar assistance. includes
mortgage notes, amortization
schedules, loan case files.
liability controls, and Slmilac
documents. Also files relating
to Fisherman's Proeective
Ace.

Cu~ o~f ~~e~ ~ald oc deemed uncol­
lectable. Transfer In annual olocks
to NRH~ or f~C as aoocooriate.
Descroy 6 yeacs and-] monthS af:er

* che period of the accounc., *

I'ote: if a reference flle Ear ,:)i11s
of collectlon is being maintainea.
""ien the main copy of the bill kept
ina ilia 5 t e ( f i.l e. c U ': the sec e fer ­
ence :iles oft at the end of the
fiscal year uhen created and destroy
3 years lat~(.

4Gj-U9 Dbsbur3ement Schedule and
Voucher flles. Schecules and
vouchers for disbursements.
~his ieem does not apply to
copies of the schedule or
voucher maintained as support­
ins documents for procure-
ment or","other action Ei.les. It:.
does a~1y to qalidated and
memorandum copies, usually
matntained by schedule O(
qouchec nUlllber.

403-10 Statement of transactions and
Accountability files. Staee­
ments of transactlons, State­
~ents of Accountability, and
any documents requlred tha~

serve as such statementS.

1. Validated cooies: Cut off at end of
fiscal year ""hen ~ceated. Annual
blocxs ulll periodi.cal:y be tcans-
fer red to NRHA or f'RC, as appropr i­
ate. Destcoy 6 years and :3 months
after the peelod oE the account.

* *

2. K~morandum copies: Cut off at end
of fiscal year ~hen cce~ted.

Destroy 3 years later_

1. Reco.d copy: Cut off at end of
fiscal year when cceated. Annual
blocks ~ill 8eciodically be tcans­
:erred to the NRHA or f'RC's as
appcopciate. Destroy 6 years and J

* montMs later.

2. ~e~orandum copie~: Cut off at end
oc fiscal year when created.
Destroy 3 years latec.

4u3-11 C,O. and Related Depostt
E~Ies. CertltlcaEes 0 Deposit
and other documents relating to
the deposit of ~nds- "

4-10 TM 4

Cut ot~ at end of fiscal year when
created. Oestroy 3 years later.

* INOICATES REVISEO MATERIAL

5/5/82
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40)-12 Fund Availability, Collection, and
Custody files. Documents not other­
vise described in this subfunction.
and relating to the availability,
cnllection, or custody of funds,
including appropriation warrants.

40)-1) Certificate of Settlement files.
Certificates of Settlement of accounts
for accountable officers, statements
of differences, snd related papers.
Divide toe certificates into toe
follO\l1ng groups:

a. Cert ific.atea covering clnsed
account settlements, supplemental
settlements, and final balance settle­
IDents.

b. Certificates covering periodic
settlementa.

40)-14 Travel Oreer files. Travel order
files arranged by travel order number,
including blanket travel orders and
trip autoorizations. May be filed
with tbe voucher.

40)-15 Travel files. Travel vouchers and
related supporting documents, main­
tLined by o.alDe of tb.e traveler. May
be filed·vitb tb.e voucher.

40)-l6 Transportation Request files. Trans­
portation requests and related sup­
porting documents, including vouchers,
ticket listtnga, ate. Original copies
of these fo~ are sent to ~neral

Services Adm:1.n1scration8 FZATR after
60 daY8 with a translll1ttal sheet.

40)-17 Government Bills of Lading files.
GBL'a, freight vaybills, snd sim:1.lar
docuQ6nts with supporting papers.
Originals of these documents are sent
to toe General Services Administration
FZART sfter 60 days vito a cover
sheet.

40)-18 Travel and Tranaportation Service
fi1.es. Documents ~lating to trans­
portation and travel .ervicea not
described elsewhere in this subfunc­
tion, including voachers for uae of
freight forwarders, te~orary storage
of personal alfects, and similar
118terlal.

40)-19 Letter of Credit f~es. Letters of
=edi t and auppotting documents. auch
a.a requests. signature carda, and .
ruu.lting vo.uchera. Usually f1..led
vith 40)-02 sa lIUpport.ing dOCUlllCnt •

9/30/84 TM 5

Cut off at end of flscal year ~hen created.
De9t~oy J yeaes later.

Cut off at end of fiscal year vhen settled.
Destroy 2 years later if cettificate Is
cleared.

Destroy when subsequent. certificate of
settlement is cleared.

Cut off at end of fiscal year vhen created.
Destroy 3 years latar.·

Cut off at end of fiscal year when created.
Annual blocks will be transferred to IfRHA
or rac's &8 appropriate. Destroy 6 years
and ) IIOntM a.fter toe period of the account.

Cut off ae: end of fiscal year when created.
Destroy) years latee.

Cut off at end of fiscal year when created.
Destroy) years later.

1. If orig1c.al.s were seot to GSA a.fter 60
days: Cut otf at end of fiscal year when
created. Deatroy J yeara Lll:er.

2. It orig1l1&l. were not sent: Cut off
at lUld of fiscal year ~n ereated.
An.aual bloc:k.a viII be tran.sferred to the
NRRA or FRC's &8 appropriate. Destroy
6 yeara and 3 IIlOtltb.a· a.ftar ttle period of
the account.

Cut off wbel1 grant La closed. Annual blocks
viII periodically be e:r&D.afe~ to the N1lBA
or rac' .... apprapr1ate. Destroy 6;year8
and ) IlIOne:b.a a.ft ar the period of t be account.

4-11
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403-20 R~fund f~les. Refuod ~ouche,s aod
~upponltlg docuoencs.

403-21 rax Retun> flles. Documents celating
ro tax returns prepared by NOAA for
excise, civil aircraft, ot" sioUIsl:
talCes.

403-22 C14i~ files. Documeots relatiog to
pa~ot fot" claims, and not otherwi~e

deact"ibed 10 th1s subfuaccton.

403-23 Certifying Officet" DeSignation files.
Documeota designating certifying
officera, and related papers.
Includes signature cards.

403-24 Cashier Designation and Impreat Control
files. Documeots designating (or
requesting designatIon of) cBanters;
cnanges io l=pt"eat funds; and t"elated
documents cootroillog impresc ~niea.

"Does not include par-0t vouc.hers and
s10dlar documents.

403-25 T,esBury Correapoodence filea. Ceoe,al
co,respondence with treasury Dept. 00

~trers auch ss non-receipt of cheeks,
stopping payment on checks and simila,
..... tters.

403-26 ACCOUDtiog Coding Documeot files. ForQd
used to code in£or=acioo foe eotry in
co=putet". Also ,elaeed co~er sbeets.

403-27 ACCepted Transaction Reports files.
ieports on transactions which nave
heeo accepted iota the syste~;

iocludes wee~ly ,epo,ts_

403-28 Cash and Document Status Report files.
ieportm on the atatus of documeots 10
tb~ system and on cash traasactions.
Does not include status of costs and
obligations (aee 404-05).

403-29 Miscellaneous Report flIes. Reports
l:eceived 00 ite~ such as inveotories,
depreciations, etc •• by fi~nce

offices, and oot othecv1se described
io tbis 8ub~ct1ou.

403-30 Foreign Service Account flIes. Docu­
ments relating to fo,eiga payments
made by 0.5. embassies and charged
to KOAA funds. Includes SP-l221's
and all supportiag documenta.

Cut off at end of fLscal y~a, vheo created.
Annual blocks will be p~r1odically eransfe"ed
to ehe NRHA 0, PRC's as approp,Late. De.c,oy
6 yea,s and 3 ~oths alte, the period of ehe
accounc.

Cue off at end of fiscal year ~hen e'eared.
Annual blocks ~Lll be pe,iodically transrer,ed
to che NRBA 0, fRC's as app~opr1aee. Desc,oy
6 years and 3 acoths alter the pet"iod of ehe
atcount.

Cut off at end of fiscal year whee c,eaced.
Annual blocks vtll be periodically t,aosfec~ed

to the NRRA or FRC's aa app,op'late. Descl:0Y
6 yea,s and 3 mooths after the pe,iod of the
account.

"* Cut off wheo designatIon expIres. Descroy
3 yeara Late,- *

?r 1. DesignatioQs: Cut off when designation
expirea. De.t~oy 3 years later.

2. Other files: Cut off at end of fiscal
yea r vh",o treat ed. Dest roy 3 yea rs lac e'. *

Cuc off at eod of fiscal year vhen c,eaeed.
Deatroy 3 yeal:s later.

* Destroy after vertflcatton or when 6 mouehs
old, fJlUcheve, is earller. *

?rUesc,oy whee 3 yes,s,old. jr

* Destroy wl\en 3 yean old. *

'* !Jest roy wbeo 3 yeaes old. *

1. iecord copy: Cut oet at eod of ELseal
y~sr vneo created. Destroy 6 yea,s and J
lIIO'Qtl\s later.

2. Memoraadum copl",a: Cut off at end of
fiscsl year vhen created. Dest,oy J year9
latet" •

'",-
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APPENDIX TO NOAA FILI{~G-DISPOSITION HANDBOOK

404 ACCOUNTING FLLES

These files relace co the maiotaining of SD accouncing &ystem for NOAA flO&Dc1al
operations, and to related reports reflecting cbe stacu. of funda and accounts.
Offices creating such recorda ~ill usually accuQUlate some of tbe files described
1a Subtuncclon 403.

404-01 General Accouncs Ledger files. Ledgers
showing debit and credit entries, and
reflecting expeaditurea in summs~. See
404-05 for aubaidi4ry repon:s and Hat­
ioga.

404-02 Allotmeot Ledger and Control tilea.
Allatment record8 ahawing atatua of
obligatiaus and allotments under each
'authorl%ed appropriation. See 404-05
for subaid1a~ reports and listings.

404-03 Ledger Trial !.&lance {Hu. Trial
bal.aoce sbeet. and reLat ed _tert.. l for
ledge [s.

404-04 Ledger Posting and Control filea. Docu­
meats used for posting and controlling
the general or ..llot_nt ledgers.

404-05 Cost and Obligation Status Report files.
Reports on the status of obl1gatioos
and COSts. and otber icatus reports
subsidla<y to ledgers and used for
inte'DAl purpoaea (co~.. re 404-06,
404-07, and 404-08).

404-06 Trust snd Revolving tund Reoort files.
Reports on incomes ~d expenses relating
~o trust or revolVing funds. Tbese
reports are prepared for internal NOAA
use.

404-07 Treasury ~pon:a files. ll.epon:s ....de
to the Dept. of Treasury. Does not
l.cc!ude rep<:ln:s wlUe..b se ['Ve all st4te­
~nts of sccountability or Statements
of transactions (see 403-10).

404-08 0M.1l Reports hles. IU!port:s ...de to
the Office of Manage~at and Budget on
accountiag matters.

404-09 Correspondence files. General correa­
pondeace relating to t~e accoUDting
llrog1:am. and Dot othervi!Je described
io this subfunction. I.oclu.des ...terial
on incernal a~niatration and opera­
CiODS.

* Cut off at eod of fiscal yea 1:. Descroy
6 years and J IIlOn~ha lster. *

* Cuc off at end of fiscal y~r. Destroy
6 yean a.ad 3 ..cnrM latl!r. *

* Cut off at end of £1.scal year. Destroy
3 yeara LAtl!r. *
Cut off a~ end of fiscal yl!ar vb~n crl!sted.
Deaeroy 3 TeArs later. Klcrofilm copies
...y be reca10ed (or chis reten~ion period,
and paper copies destroyed when 00

looger Deeded for current operations. if
the lIliao!il .. !us been detervrlned to be
&n adequace .ubstitute.

Cuc off at cad of fiscal year wbea cresced.
Destroy J years later. Microfilm copies
mAy be recaioed for this retention period,
aad paper copies destroyed wbea ao loager
needed for ~rreat operations. if the
IIl1crofil:a b.A8 bel!.a dete["tl(1aed to be so
sdequ.ace substitute.

Cut off at end of fi5cal year when created.
Destroy J years Lacer. Microfilm copies
.....y be retUned for chis reteotion period.
and paper copies destroyed wben DO laager
needed for currl!.O~ operations, if the
au.crof i1.. baa been deterlll1aed ~o be at>
adequate .ubatitu~e.

Cut off ..t end of fiscal year. Destroy
3 y<!.Srs Lacer.

~ Cut otf at end of fiscal year. Destroy)
years later. *
Cut off a~ end of fiscal year when created.
Oe3tr01 2 yeat's lacer.
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APPENDLX 1D t-K)AA fILIt'X:;-DISPOSITrCX'J HANDfCOK

Jt 404-l0 flnan(ial Hanage~nt Syste~ files.
Documents pertainiag co the creacion,
maintenance, and operation of the auto­
.... ted Financial f'.anagement System (PIMA),
This code does aot cover the actual data
1n the PIMA data b4se (see 404-11), the
ADP programming files, or r~ports pro­
duced {rom the data base.

a. Documents relating co the basl( organ­
ixation of the FIXA sy.te~, including
approvals, specifications, file identi­
ficatious, procedures, etc.

b. Documents ~rcaiaing to the operatioa
of the rIMA .ystem, iacluding aervice
requests, correspondence on proble~,

operstional reports, etc. *
* !o04-il rIMA Data Base. FiaaQc.1al data _iotained

Within the Financial Maocgement System

(rIMA) data base. *

4-14 TM 5

To be dece~aed. Retain records uDtil a
disposition instruction is issued.

To be dete~ned. Recain records until a
disposition instruction is issued.

Contact tbe Records and Forms Hanagement
Section, A:r/GSlfl4.

9/30/84

NOAA RECORDS MANAGEMENT HANDBOOK 
CHAPTER 400 FINANCE

SCANNED: 4/27/2009 10




