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MAINTENANCE ANT DISPOSITION
Qr
FINANCE AND FISCAL

FUNCTIONAL FILES
FUNCTION NUMBER 440

Funczion number 400U deals wita Zinance and 2iscal funczions 2f the agency. It does
rot laclide 3f2ice housexeeping copies of flaarce records saincainec incidenctal =3 &
office's primary funcrions(see 101=39). The files contaized in this fancticnal ate:s
aze all afZecied by requiacions issued -v the General aAczounting QfZize, and care
should be taxen with the series narxed for GAQ, but not aili finance records must e
2eld for GAC audit. YNo record saocu.d te destroved Lf i=volved ia claids 3y ¢
AZ2iast the foveracent unlefx tie claizms have Zeen setiled Dv ZA0 or clearance as
teen ostained frem 3le CSompriclier General,

The firxs gusfunction; 494, €oncaing flles whica Are co@mcn TO O pestdil I DoCe
t-an one of toe otie:- susfuncsizns. Cff:ce Housexeezring fSiles will te Zs¢md iz
Funczian lJC,

5unfunczions descrited ace:
s3I Pavzozll Files
4UZ  Tunancial CTgerizicas files

435 Aczouncizg Files

4/3/73 : ™ 1 R
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AZZ PAYRCLL TILZIS

These Ziles relate = the pav, leave, and -allowance Tezords far STAX
enrTicvees. The dispositigns provides ghould not be applied <o ARy
recards Involved in clalas or de=ancs against the govermoent unless
shey have been serzled Hv GAO or written cleacanze has be=n cbzainel
Zrom the Compt-oller General. Protect as Privacy Acs records.

Individyal Fa-misc Record files. TransZfer to the Yatioral Pe-sonnel
Jocmen<ts recaor2ing ai. wnior- Recorzs Center (CPR}, lll WYinnebago
oation on earaings, deductions, ., St. Louis, MO, 63118, 1 year
and other pay mattec-s. after audit or 3 years after close

ef yea-, whichever iz earilec.
Destrov 56 yesrs aZ<er I1zs:t entsv
on card.

Individual Re=iremers Kecaords Transfes to Qffice of Pecscnnel

files. CZata maizzaized on

Manageneat uncr SepAration o
individual reciremens infar=ma- reviremes< qf iadividual.
tion, facluding deducstions,

such asx ST 2806 cr equivalen=.

Time and Aczzerndance Caxrd files. » Destroy when 6 veass old.

F&A ZaIIs waoiIn Lacluce POSILAG
of leave taken - emplaovee.
TSi3 ftend dces =ct afTLay TS
cscies of T&A‘'s mainctained LV
timekeesess Ln local officas
(sea 102-23).

indi-zdual Javersll Conzxcl files,

Sccurents, asrange= Sy
=ame, supTeriing sav
changes, ecs,

a. DNotviflzations of rersanncl * DestiToy wben relacad pav recarzss a-
aczi=rs. audited Ly GAO or vhex ) yeass olc,
whichaeves i3 socner.

S. Paysoll change slits. * JesiTTy when Telated pay Tecarls a--
avcited v GAC ¢r whez 3 yeass olZ,
whichevesr L3 so00ner.

C. Payroll alls<zent reccri * 1. IZ aiso on IXR: Cestrov whan

anc auvthcrizasion card, Incluces surerseded o wvhen eaplover sazaTazes

caze-lal f27 bonds and anv er translecs,

insusanca.  (3ond and CF< - .

sazterial should be z-ansfer-ed 2. 22 zot on TIN: Sasttov 3 veass

t2 any ttarsferTring explovee's aZter supersedsd or 3 veass afse:-

zew agency. eaplovee separxzicn =r TTansZer.

S. lZeave agctlicaticas azd v SestToy after GRO audit :i: when J vearss

suppertiag Zocumnencs. @id, whichever i3 soonec.

€. Recard cf leave daca (such Jesizoy- -whea 1 veass ali,

as STll%0), Zges nor iaclude

CSPY L= ofdicial Terscanmel faicer.

{. Wichholding tax exemptien Dast=oy 4 years afzes suferseded s
Zillas. N obsoclezs.
. Ca-Tespondence with empiovee Ses-ooyv whaz 2 vears sii.

of FAVIOii Tiestions.

Cut 0ff az end 27 calenda- sr “iscal

vear cTeaziezl. JestTtsy I veass Laser.

(g8 ]
an
~
in
~
[¥}}
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«02-09

«02-10

4C2-11

202-12
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MER files. Mascer Eamployee Records
giving payroll daca. This combinas
information concained on the IER's
(see 402~01).

Pavroll and Check Issue Listing files.
In;ludc: time and pay listings, check
1ists, and relaced cartificationc sheets.

Pavroll Concrol and Register files.

Sevaration Redort files. Reports on

separations from ageacy.

Allotment Revort and Control files.

Alloczent reports and costrols mot
otharwise described {a this subfunctiom.

Insurance Deduction Resort files. Reports

of daduccioms, reports to health carriers,
and relacted records.

Savings Bond Reoort files. Raports on

deposits aad purciases of bonds, updaces,
and related records.

Wizhholdiag Tax Ravor:z files. Reports oo
taxes withneld, and relaced papers.

Returns Op Income Taxes files., W-=2 forms

and related papers.

Labor and Wagze Redor: files. Reports oa
labor costs, wvage discriducion, ‘and
similar daca.

Pavroll Work files. Correspondence on
pavroll matcers not ochervise described
in this subfunctiom. ITacludes liscs and
other aacerial used to resolve discrep~
ancies, report balances, and similar
sagiers. *

Wage Survev files. Wage survey rTepor:s
and data. This icem does not {nclude
resulting authorized wvage schedules.

Leve znd Garnishoestr f{les., Offictal
notice of levy or jaraishoant, change
slips, vork papers, and sizilar
material.

Tizekeeper files.
tioekeepers.

List of approved

Esvlovment Verification files. Corres—
pondence reiacing to the verificacion
of current or past eczploymen:z.

wn

P
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Destroy after GAO audit or whan 3 years old,
whichever Ls sooner. (This disposizion
assusms [ER’'s are being maincained).

l. Security copies preparad for disbursement
by Treasury: Dascroy whao Fedaral Records
Cantar recaives sacound subsequent payrsll or
check list covering sama payroll unit.

2. Other copies (assuxing IER is mainotained):
Destroy vhen ] vears old or aftar GAO audi:,
whichever is earlier.

Descroy afzer GAQ audit or wvhen J years old,
vhichever (s eszrlier.

Destroy when ] years old.

Destroy when J years old.
Destroy whea 3 years old.
Destroy vhen 3 vears old.

Destrov when & vears old.
Destzoy when & years old.

Des:zoy when 3 years old.

Des:roy when 1 yvears old.

Descroy after coopletion of secand
succeeding vage survav.

Cut off at aud of fiscal or calendar
year vhen created. Dastray 3 vears lLatar.

Cut off ac end of calendar vear whan
superseaded. Destroy 2 years lacer.

Cut off at end of calendar year whe:x
creaced. Destroy 2 vears later.
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Pavrall Schedule 2¢1le3.  Schadulas of I, Originals: Sae «03=-09 for CAO coplaes-
pav=ast for payroll purposas.

2. Otbar copiaes: Cut off azr end of filscxl
yuar vhen created. Descroy vhac ] yaacs
lacar ar afrer QO audi:, vhichaver L3

fooner.
Accounting Codiag Documepnt f{las. Jr Dastroy aftat verif{caCion or vheo six moothy
Forms used to cods {(nfocmacion for old, whi{chaver iz sconec. %

encry en coapucetr. 4Also relaced
caver sheets.

}

SCANNED: 4/27/2009 ~°
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403

FINANCIAL OPERATIONS FILES

These files relate to financial accounting operations and payments other

than payroll.
controlling imprest funds.
NOAA accounting system.

Procurement Document files.
Finance copies of purchase
orders, job orders, training
requests, printing reguisi-
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.

403-01

403-0U2 Contract and Grant files.
Finance copies 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 supporting
papers. File advances relating
to procurement actions with
procurement documents, and
salary advances with agent
cashier vouchers.

403-04 Personal Services files.
Documents relating 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) .

5/5/82
- SCANNED: 4/27/2009

™ 4

Included are files designating cashiers and other documents
See 404 for files pertaining to the overall

1. Record copy: Cut off at end of
fiscal year. Annual blocks will pe
periodically sent to NRHA or to
Federal Records Centers (FRC'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 WRHA or to
Federal Records Centers (FRC'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 yesars later.

Same as for 403-04 above.

* INDICATES REVISED MATERIAL
|

4-9
|

5
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403-06 Reimbucsement files. OBocuments
celeating to reimbursement for
expendituces, and any necessacy
supporting papecs. Includes
salary advance subvoucners, but
does not include files desig-
- nacing cashiers oc cantrol of
tne imprest funds (see dul-24
belcw) .

4U3-07 B8Lll Collecction files. Bills
focr collaction of money owed tO

NOAN. Also related listings.

403-08 Loan and Mortqage Insurance
fi1les. Documents relating to
loans made to fishing vessel
dwnecs, Lnsuring moctgages, and
similar assistance. TIncludes
mortgage notes, amoctization
schedules, loan case files,
liability controls, and similar
documents. Alsoc files relating
to Fisherman's Procective

AcCk.

441-09 Ojsbursement Schedule and
Voucher files. oSchedules and
vouchers for disbursements.
This Lfem does not apply to
copies of the scheduls or
voucher maintained as support~
iag documents for procure-
meat ot.-otber action files. It
does apgly to validared and
memoc¢andum copies, usually
maintained by schedule oc
voucher number.

403-10 Stacement of Transactions and
Accountability files. Stace-
ments of Transactioas, State-
ments of Accountability, and
any documents requiced thak

serve as such statements.

403-11 C€.D. and Related Deposit )
Files. CecrEifiLcates of Deposit
and other documents relating to

the deposit of gunds.

*~$CANNED: 4/27/2009
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Same as fc: dul-04 above.

Cuz alf when paid or deemed uncol-
lectable. Transfec wn annual blocks
to NRHA or £RC as 3opcopriate.
Destroy & years and ] moaths afzec
the period of the accounc. *

Note: 1f a ceference file foc bills
of collection Ls being malntained,
«wich the main copy of the bill kept
in a master £ile, cur these cefer-
ence files off at the end of the
fiscal year when cceated and destroy
3 yeacs latec.

1. Validated coovies: Cut off at end of
Eiscal yeac when =zceated. Aannual
blocks will peciodically be trans-
fecred to NRHA oc¢ FRC, as appropri-
ate. Destroy 6 yeacs and 1 months
after the peciocd of the account.

*
2. Memorandum copies: Cut off at end
of fiscal year when cceated.

Destroy 3 yeacs latec.

L. Record copy: Cut off ac end of
£iscal yeacr when created. Annual
blocks will periodically be tcans-
ferred to the NRHA ocr FRC's as
appcooriate. DOestroy 6 yeacs and 3
months latec. *

2. Memorandum copiesg: Cut off at end
of fiscal year when ccreated.
Destray 3 years latec.

Cut ofi at end of fiscal yeer when
created. 0Oestroy 1} years latec.

* INOICATES REVISED MATERIAL

5/5/82
6
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403-13

403~14

403-15

403-16

403-17

403-18

403-19
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Fund Availability, Collection, aud Cut off ac ead of fiscal year whea created.
Custody files. Documents motC other— Destcoy J years lacer.

wige described ian chis subfunction,
and relating to the availabilicy,
callection, or custody of funds,
includfag appropriatioa warrancs.

Certificace of Sectlemenc files.
Certificates of Settlement of accounts
for accountable officeras, statements
of differences, and related papera.
Di{vide the certificates fauto the
following groups:

a. Certificates covering closed Cut off at end of fiscal year when sectled.
account secttlements, supplemental Deastroy 2 years lacer {f certificate {s
gettlements, aad final balance gettle~ cleared.

ments.

b. Certificates covering periodic Destray when gubsequent certificate of
settlemenca. settlement {8 cleared.

Travel Order files. Travel order Cut off at end of filacal year when created.
files arranged by travel ordar oumber, Deatroy 3 years later.’

facluding blanket travel orders aund
trip authorizatiocna. Hay be filed
with the vauchar.

Travel files. Travel vouchers and Cuc off at end of fiscal year when creaced.
related supporting documents, main- Annual blocks will be transferred co NRHA
tained by vame of the traveler. May or FRC's as approprisce. Destroy 6 years

be filed with the voucher. and 3 mooths after the period of the accounc.
Transportatiou Request files. Trana— Cut off at end of figcal year when created.
portatiou requesats and related sup— Deatroy 3 years latec.

porting documenrs, f{ocluding vouchers,
ticket listinga, etc. Original copiles
of these forma are seat to General
Services Adminfatrations FZATIR after
60 days with a transmittal sheec.

Governament Bills of Lading files. Cut off at end of fiacal year when creaced.
GBL's, freight waybilla, and similar Deatroy 3 years later.

documents with supporting papers.

Originala of theae documents are geat

to the General Services Adminiatration

FPZART after 60 days with a cover

sheet.
Travel and Tranaportation Service l. If originals were seat to GSA after 60
files. Documents relating Co trana— days: Cur off ac end of fiscal year when
portatiou and travel gervices not created. Destroy 3 years lacer.
dedcribed elsewhere {n this subfunc
tion, {ncluding vouchers for use of 2. If or{ginals were not senc: Cut off
freight forwarderas, temporary atorage ac ead of fiscal year when creaced.
of personal affects, and similar Anaual blocks will be tranaferred to the
material. NBHA or FRC's as appropriate. Destroy

6 years and 3 montha after the period of

the account.
Latter of Credit files. Lecters of Cuc off when grant fa closed. Annual blocks
credit and aupporting documencs, such will perjodically be transferred to the NREA
as requests, signature cards, and ' or FRC's as appropriare. Destroy 6 years
rasulting vouchers. Uaually filed and 3 mouchs after the perfod of the account.

with 40302 as aupporting document.

SCANNED: 4/27/2009



633-20

403-21

403-22

403-23

403~24

403-25

403-26

403-27

403-28

403-29

403-30

4-12

Tax Return files.

Clalms files.
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Refund files. Rafund vouchers aond
gupporcing docummats.

Documentg relacing
£o tax recurnd grepared by NOAA for
excige, civil atrcrafr, or sfmilarv
caxes-

Documears trelatlag Co
payment fat clafima, and not ocherwise
dedcribed {o chis aubfuacrcion.

Certtfying Offfcer Designacion files.

Dacumenca deaiguatiog cerctifying
officera, and related papers.
Includea sigusture cards.

Caahier Desiguarion and Imprest Coactol
filea. Documeurs designating (or
requeating desigoatlon of) cashiers;
changes {n fmprest funda; and relaced

documents coaCrolliog laprest monies,

Doea aot {nclude payment vouchers and
simllar documents.

Treasaury Carrespoudence filea. General

correapoadence with Treasury Dept. oca

matfers such aa acu-racefpt of checks,
atopping paymenr oa checks aod siaflar
magtcers.

Accouncing Coding Document files. Forus

used to code f{nformatiou for eatry In
computer. Aldo relaced cover sheecs.

dcceptad Tranaaction Reports €iles.

Reporcs on transactiouns which have
been accepcad inco the aystem;
includes weekly reports.

Cash and Document Stafug Report filea.

Reportd on the atactud of documents in
tha sysrem and oo cash traasactiocans.

Doea noc include atacus of costs and

obligarions (gee 404-05).

Miscellaneocus Report filea. Reports
received on {cems auch aa {nventories,
depreciacicns, etc., by fiomance
affices, and aaot acherwvise described
fa chia sudfunceilou.

Porelign Service Accounc filea. ODacu—
mentd Telatfing to foreign payments
made by U.S. embassies aud charged

to NOAA funds. Includea SF-1221's
and all gupporting documents.

™
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% Cut off when des{gnation explres.

% L.

Cut off at eud of flscal year wheno craacad.
Annual blocks vill be pariodically cranafecred
ta che NRHA or PRC's as appropriate. Descroy
6 years and 3 ooatha afcec the periad of che
accouac.

Cuc off at end af €iscal yeac when craaced.
Anaual blocks will be perfodically cransfacved
to che NRHA or FRC's as apprapriace. Descroy
6 years aod 3 moaths after che perlod of che
account.

Cuc off ac end of fiscal year when creaced.
Aonual blocks w(ll be pertodically -raasfecrad
to the NRHA or PRC'd as appropriate. Descray

6 years and 3 mouths after the period of che
sccount.

Destroy
3 yeara lacer. *

Deafignarfona:
expires.

Cut off when dasignatioa
Deatroy 3 years larcer.

2, Other filea:
gear when creaced.

Cut off at end of flscal
Descroy 3 years lacer. %

Cut off at eond of ff{scal year whea created.
Deacroy 3 yeara later.

J Destroy after verificacioa or when 6 @ouchs

ald, whichever Ls earlier. *

K Descroy when 3 years.old. >

Y Deatroy when 3 years old. %

S Vestroy wvhen 3 yeacrs old. %

L. Record copy:
y=ar whea creaced.
maachs lacer.

Cut off at ead of flacal
Destroy 6 years and 1

2. Memorsodum copilea: Caor off ar end of
flecal year vhea creacsd. Destroy 3 years
later.

9/30/84
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40404

404-05

404—06

404—07

404-08

404-09
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404 ACCOUNTING FILES

These files relace co the mafataining of an accouncing aystem for NOAA fipancial
opecaciona, aod to relaced reports reflecting cthe atatus of funds and accouata.
Officea creacing auch records will usually eccumilate some of chbe files described

ia Subfunetfon 403.

General Accouncs ledger fileg. Ledgers
showing debit and credit encries, sod
teflecring expenditures {n summgry. See
404—05 for gubatdfary reports and list-—
ings.

Allotmenc Ledger and Conrrol filea.
Allotment records showing scatua of
obligatiocus and allotmenta under each
See 40403
for gubaldiary reports aod listiogs.

Ledger Trial Balance files. Trial

balance eheets and relared amatecvial for
ledgers.

Ledger Poascing and Control files. Docu—
weacs used for poating mud comtrolliag
che genaral or allatmeatc ledgers.

Coar _and Obligarioa Status Report files.

Reportsa oun the scatua of oblfgacticas
and coatg, and other scatus reports
subaidiacry to ledgers and used for
ifocernal purposes (compare 404—06,
404—07, and 404-08),

Trust and Bevolving Fund Report files.

Beporcs on incomes and expemses relacing
Co trust or revolving fuonda. Thesge
reporca are prepared for f{areroal NOAA
use.

Treasury Reporta files. Beports made

to tha Depc. of Treasury. Does oot
{eclude rteporta which secvve as acace-
ments of accouartability or statements
of transactioons (aee 403-10),

OMB Reporcra filea. BReports amade to
the Office of Managemeac and Budget oo
accounting macters.

Corteapoandence files. General corres-—
poandence relating to the accounting
program, and not otherwise described

Lo this aubfuncrion. Includes material
on internal administrarion and opers—
clona.

™
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K Cut off ac ead of flacal yeact.

Descroy
6 years and 3 oonths lacer. >

K Cut aff ac end of fimcal year. Descroy

6 years and 3 wootrba later. *

Cut off at end of fiscal year.
3 years lacer. w»

Deatroy

Cut off at end of fiscal year when created.
Deatroy 3 years lacer. Microfilm coples
may be retafoed for this recencion periad,
send paper capi{es destroyed when no

longer aeeded for curreat operationa, Lf
the atcraff{la has been deterwmned to be

an adequace eubacicuce.

Cuc off act end of fiscal year whea creaced.
Dedcroy 1 yeara later. Microfilm coples
aay be tvetalaed for chis recenciono pertod,
and paper caplesa descroyed when no longer
needed for curreat operatioms, if che
microfila has been datermined o be aa
adequate gubaticute.

Cut off ac end of fiscal year when creaced.
Deacroy 3 yeara lacer. Microfilm coples
@ay be recained for this recention period,
and paper coples deatroyed wheu po lomger
needed for current operatious, Lif the
microf{lm bas been decermined to be am
adéquate subactiture.

Cut off at ead af E{scal year. Destroy
3 years lacer.
Cut off st end of €iscal year. Deatray 3

years lacer. >*

Cut off ac end of filacal year when creaced.
Destroy 2 years lacer.
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Financlal Mavagement System files.
Documencs percainiog to che creaclon,
wz{nlenance, and operacioa of the auco—
mated Pinancial Managementc Syscem (FIMA).
This code doea aot cover che acctusl daca
in the PIMA data base (dee 404-11), the
ADP programming files, or reporCa pro—
duced Erom the daca base.

a. Documents relacing to the basle organ-—
lzatioo of the FIMA aystem, including
approvala, specifi{catlons, ff{le {deutl-
flecarions, procadures, ecCc.

b. Documents pertaiolong to the operation
of the FIMA gyeteam, {ncluding service
requests, correapondeapce on problems,
operational veporcs, etc. Y

Piloaactal daca maincalaed
witpio che Ploanctal Macagement Syaceam
(¥IMA) data baaa. *

SCANNED: 4/27/2009

To be decermiaed. Retain records uaocfl a
disposition {pstructicn i3 t3sued.

To be determined. Retaln recotrds uancil 2
dispoaltion L{matruction is {saued.

Coutact the Records and Forms Management
Secrion, AT/GSM24,

9/30/84
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