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Collections, Payments, and Claims Records
 

Assistant Commissioner, Federal Finance
 
Assistant Commissioner, Payment Management
 

The Financial Management Service (FMS), a bureau of the United States Department of 
the Treasury, provides central payment services to federal program agencies (FP As) and 
operates the federal government's collections and deposit systems FMS is the pnmary 
disburser of payments to individuals and busmesses on behalf of federal agencies The 
bureau adrmmsters the world's largest government funds collections system through a 
network of financial and fiscal agents. FMS supports the financial Improvement efforts of 
federal agencies through trammg and conferences FMS mteracts with virtually every 
Executive Branch agency, with financial mstitutions designated by the Secretary of the 
Treasury as depositaries and financial agents of the United States, and with Federal 
Reserve Banks m their capacity as fiscal agents and depositories as directed by the 
Secretary of the Treasury This records schedule covers the recordkeepmg copy of 
mformation used by FMS to support the Collections, Payments, and Claims busmess 
lines This mcludes transaction processing and cash accountmg mformation m the 
Central Fiscal Operations segment of FMS' s enterpnse mformation technology 
architecture The information comes from a number of sources, mcludmg federal 
agencies, financial mstitutions, Federal Reserve Banks, grant recipients, and members of 
the public 

This schedule excludes records concernmg either Individual Indian Moneys (11M) or 
Indian Tnbal Trust Funds Under current Department of the Treasury policy, all 
documents, data, and tangible thmgs contammg information that relates to 11Mand Tnbal 
Trust Funds and assets are to be preserved until further notice, m compliance With the 
preservation obliganons set forth m the Federal Rules of Civil Procedure and vanous 
court orders pertammg to the retention of such documents, data, and tangible thmgs This 
schedule also excludes records related to the management of certam special programs 
such as the Judgment Fund, Treasury Managed Accounts, International ASSIstance 
Programs and Accounts and Surety Bond Programs These special programs are 
addressed individually In a separate schedule 

This records schedule ISdesigned to cover information from past and present programs 
and systems, and to be flexible enough to cover information In any successor programs 
and systems Implemented by FMS to maintam such types of mformation This schedule 
authonzes the disposition of the record copy In any media (media neutral), to enable FMS 
to manage records based on Information content, not format 

Policy records set forth the rules and procedures governing collections, payments and 
claims activities, and provide guidance to agencies and the public. These records are 
covered on this schedule by Item 1, Policy Records 



Federal program agency operations records include the mput received by FMS from 
federal agencies, the output reported to those agencies, and the transaction processing 
data maintained by FMS at the individual case or agency level of detail (as opposed to 
being consolidated at the federal level.) The information IS submitted to FMS on a 
rout me basis m accordance with requirements set forth in the Treasury Financial Manual 
(TFM), TFM supplements, related pubhcations, and financial and fiscal agency 
agreements TYPIcally, the subrruttmg federal agency's copy of the information IS 
covered by General Records Schedule 6, Accountable Officers' Accounts Records The 
FMS copy of this information IScovered on this schedule by Item 2, Federal Program 
Agency Operations Records Information collected on behalf of other federal agencies, 
but not otherwise required by FMS to perform its Collections, Payments, and Claims 
bus mess lme functions, such as tax mformation collected on behalf of the Internal 
Revenue Service, is covered by the other agencies' records schedules Examples of 
federal program agency operations records include, but are not hrmted to, the types of 
mformation shown below 

Information used to authorize and make payments to grant recipients and reimburse 
financial agents for services to federal agencies, in the Automated Standard 
Apphcation for Payments (ASAP) system 

Information on federal agency deposits and balances in the CA$HLINK II cash 
management and cash concentration system 

Digital check Images in the Digital Check Imaging (DCI) Replacement system 

Information used to collect taxes from mdividuals and businesses, and collect payroll 
taxes from federal agencies, in the Electronic Federal Tax Payment System (EFTPS), 
FEDT AX II, the Federal Reserve Electromc Tax Application (FR-ET A), the Paper 
Tax System (PATAX), the Treasury Tax and Loan Plus (TT&L Plus) system, and the 
Treasury Investment Program (TIP) system 

Information to authonze and make payments overseas m foreign currencies, m the 
International Treasury Services (ITS) gov system 

Electromc mvoicmg and payment information for federal agencies and vendors, 
mcluding purchase order, invoice, and Treasury payment data, automated routing and 
approval, automated purchase order and invoice rnatchmg, and e-mail notifications, m 
the Internet Payment Platform (IPP ) 

Information used to convert to Automated Clearing House debit entry or truncate 
paper checks received by federal agencies or lockbox banks, m the Paper Check 
Conversion-Over the Counter (PCC-OTC) program, and the Electromc Check 
Processing (ECP) system 



Information used to make payments, such as SSA retirement and disability benefit, 
OPM federal retirement, IRS tax refund, federal salary, and vendor and miscellaneous 
payments, In the Regronal Operanons (RO) Payment Systems, and the Payment 
Automation Manager (PAM) system. 

Information used to support payment aftermath processing (e g , claims) in the 
Regional Operations (RO) Payment Systems, and the Payment Automation Manager 
(PAM) system 

Digital Images of negotiated checks In the Payments, Claims and Enhanced 
Reconcihation On-LIne (PACER On-LIne) system, and PACER data on the status of 
EFT and check payments and claims, claims of non-receipt, and undeliverable EFT 
and checks 

Collections and financial reportmg mformation In Pay gov, a Government wide 
transaction portal 

Payment schedule preparation and cernfication information In the Secure Payment 
System (SPS ) 

Information In the Stored Value Card System on financial transactions at rruhtary 
bases, ShIPSat sea, and other closed Government locations where Stored Value Cards 
replace cash, scnpt, vouchers, meal tickets, money orders, traveler's checks, and other 
paper payment mechanisms. 

Federal agency collection data In the Transaction Reporting System (TRS) data 
warehouse Federal agencies use TRS for transacnon reporting and research. 

Digital Images of negotiated Treasury checks in the Treasury Check Information 
System (TCIS), and TCIS data on the Issuance and payment ofU S Treasury checks 
and ACH payments, cancellations, stop requests, forgery claims, and the return of 
funds to federal agencies for un-cashed and non-entitlement checks 

Federal agency deposit reporting and confirmation data In the Treasury General 
Account DepOSIt Reporting Network (TGAnet.) TGAnet replaces paper SF 215 
credit vouchers and captures accountmg data at the tune of deposit to replace end-of-
month SF 224 reportmg 

Treasury check claims debt recovery and accountmg information In the Treasury 
Receivable Accountmg and Collection System (TRACS ) 

Treasury program operations records Include the Input, output and transaction processing 
data maintained by FMS for FMS or Treasury accounts to support the Collections, 
Payments, and Claims business lmes These records are covered on this schedule by Item 
3, Treasury Program Operations Records Examples of Treasury program operations 
records Include, but are not hmited to, the types of information shown below 



CA$HLINK II deposrt, adjustment, and balance information on the U S Treasury's 
account at the Federal Reserve Bank of New York and Treasury accounts managed 
byFMS 

Cash Management Improvement Act System (CMIAS) information on Treasury-State 
cash management agreements and claims for and the exchange of interest under the 
Cash Management Improvement Act 

Information in the Gofnrect system used for program management. 

Deposit, adjustment, and balance information on Treasury investment accounts, bid 
mformation on investment bonds, and information on collateral used to secure pubhc 
moneys, m the Paper Tax (PA TAX), Treasury Investment Program (TIP), the Term 
Investment Option (TIO), and the Treasury Tax and Loan Plus (TT&L Plus) systems 

Other Items on this schedule cover reports produced by the Collections, Payments, and 
Claims business lmes, and the records used to manage and operate these bus mess lines 
and systems These records are covered on this schedule by Item 5, Program or Project 
Management Records 

Policy Records 

a The recordkeepmg copy of all policy directives Includes policies, procedures, 
mstructions, and forms for federal agencies, the public, and other participants in the 
Collections, Payment, and Claims business lines, transmittal letters and supporting 
matenals on the development of pohcies and procedures" major studies or reports, 
mformation on key agency decisions, and records that contain mformation of 
histoncal value that ISnot available elsewhere Policy directives include, but are not 
hrruted to the Treasury Financial Manual (TFM), TFM supplements, and the Field 
Operations Manual (FOM) 

PERMANENT. Cut off when revised, superseded or canceled. Transfer to the 
National Archives 20 years after cutoff NOTE Ongmal records on special media 
such as VIdeotapes or compact disks (CDs) should be transferred to the National 
Archives at the end of each fiscal year 

b Worksheets, announcements, and guidance matenals for federal agencies, the 
pubhc, and other participants m the Collections, Payment and Claims business lmes 
Includes announcements of a routine nature, such as dates for reportmg requirements, 
fact sheets, and Frequently Asked Questions (FAQs) or Similar lists of anticipated 
questions and answers such as those pubhshed on FMS Internet SItes 

TEMPORARY Cut off when revised, superseded or canceled Delete/destroy 20 
years after cutoff, or when no longer needed to explain the business context or add to 
the meanmg or value of other records, whichever IS later 



2 Federal Program Agency Operations Records 

Information submitted to FMS by or about other federal agencies, or mamtained by 
FMS at the mdividual case or agency level of detail, for collection, payment or claims 
processmg and servicing operations performed for Federal program agencies 
Includes input recerved from, and output reported to, federal agencies 

TEMPORARY Cut off at the end of the fiscal year m which action on a collection, 
payment or claim or other Item IScompleted Delete/destroy 7 years after cutoff 

3 Treasury Program Operations Records 

Treasury program operations records include the input, output and transaction 
processmg data mamtamed by FMS for FMS or Treasury accounts to support the 
Collections, Payments, and Claims business lmes 

TEMPORARY Cut off at the end of the fiscal year in which actron on a collection, 
payment, claim or other Item IScompleted Delete/destroy 7 years after cutoff. 

4 (Reserved) 

5 Program or Project Management Records 

Correspondence, reports and other records accumulated m managmg and carrying out 
assigned functions These records document program or project management 
functions, mternal procedures, nutiatives, planning, management controls, 
performance measurement, and other program or project-related Issues 

a Program or project management records that are used throughout the duration of a 
program or project, or until superseded by a new version Includes records used to 
document performance cntena for services, management controls, roles and 
responsibihnes, the allocation of charges and payments, and mtegnty guarantees, or 
to monitor and evaluate a program or project These records may include, but are not 
hrmted to memorandums of understanding, interagency agreements, service level 
agreements, fiscal agency agreements, financial agency agreements, non-disclosure 
agreements, and the business owner's copy of contracts 

TEMPORAR Y Cut off at the end of the program or project, or when superseded by 
a new version Delete/destroy 7 years after cutoff, or when no longer needed to 
explain the business context or add to the meaning or value of other records, 
whichever IS later 

b Subject files pertaining to a specific aspect of the program or project, for example, 
a specific Issue, a specific program participant, or activities dunng a specific time 
penod 



These records may include, but are not hrruted to, analyses of specific issues, 
correspondence with federal agencies or other program participants, intenm reports, 
or the business owner's copy of audit reports 

TEMPORARY Cut off files after action on the subject 1Scompleted, for example, 
when the issue 1Sresolved, the participant leaves the program, or the time penod 
ends Delete/destroy 7 years after cutoff 

c Records that relate to the internal adrrumstration or housekeeping acnvities of a 
program or project Th1Smay include internal activity and workload reports, rout me 
notificanons of meetings, letters of transmittal that do not add any information to that 
contained m the transmitted matenal, suspense and tickler files, and similar matenals 
that do not serve as the basis of official acuon or umque documentanon the functions 
for which the program or project exists 

TEMPORARY Cut off at the end of the fiscal year Delete/destroy 3 years after 
cutoff Longer retention 1Sauthonzed if records are still needed for business 
purposes 
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Payment Management X-Walk 

RECORDS ITEM ORGANIZA-TION RECORD DESCRIPTION CURRENT Pohcy Pohcy Federal Treasury Consolidated Program or Program or Program or General Comments 
SCHEDULE SERIES DISPOSITION Records, Records, Program Program Reports,ltem Project Project Project Records 

Permanent. Temporary, Agency Operations 4 Management Management Management Schedule 
Item 1 a Item 1 b (FPA) Records, Records, Item Records, Item Records, Item 

Operallons Item 3 5a 5b 5c 
Records, 

Payment Management X-Walk 

Current 256 PM CRD CCB Closed and outstanding check claims cases Destroy when 7 years X 
Schedule old 
Nl-425-91-1 

Current 260 PM CRD CCB Paid and reconciled U S Government Checks, Destroy when 6 years X 
Schedule pertaining to closed claims cases and 7 months old 
Nl-425-91-1 

Current 261 PM CRDCCB Depositary Checks to the Oept of Justice Destroy when 6 years X 
Schedule pursuamt to subpoena and 7 months old 
Nl-42S-91-1 

Current 262 PM CRDCCB Treasurer's These cases Involve uncollectible cases paid In Destroy 3 years after X 
Schedule Rehef Cases due course and without negligence by or on end of year In wtucn 
Nl-42S-91-1 behalf of the Treasurer of the United Slates N case IS settled via 

The Government IS aUempbng to collect on the refund of 
cases and huqaucn presently precludes their overpayment 
being charged off Ihe accounts of the US 
Treasurer Cases mclude double payments 
holder-In-due-course altered checks 
adrmrustrahve errors, and rmscetlaneous other 
types 

Current 263 PM CRDCCB Dally credit report Destroy when 6 X 
Schedule months old 
Nl-425-91-1 
Current 264 PM CRDCCB Debit voucher report Destroy after audrt by X 
Schedule GAO or when 3 years 
Nl-425-91-1 old whichever IS 

sooner 

Current 276 PM CRDCRB Funding Authcnzanons for Checking Accounts Destroy when 4 years X 
Schedule old 
Nl-42S-91-1 

Current 277 PM CRDCRB Recapitulation of Block Control Leve+- Totals of Destroy when 4 years X 
Schedule Check Issued SF-1179 old 
Nl-42S-91-1 

Current 278 PM CRDCRB Collectron and check Issue reports Destroy when 3 years X 
Schedule old 
Nl-425-91-1 
Current 280 PM CRDCRB OF·1017G Journal Voucher Destroy when 7 years X 
Schedule old 
Nl-425-91-1 
Current 282 PM CRDCRB Plate signature authonzanons Destroy when revoked X 
Schedule or related account 
Nl-425-91-1 closed 
Current 283 PM CRDCRB Ad.nowledgment of designation of deputy Destroy when 2 years X 
Schedule disburSing officers old 
Nl-42S-91-1 
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Current 284 PM CRDCRB Notices of emergency des.qnaucn of deputy Destroy when 2 years X 
Schedule old 

NI-425-91-1 

Current 285 PM CRD CRB Signature cards and Signature mutilation reports Destroy when 2 years X 
Schedule old 

NI-425-91-1 

Current 286 PM CRDCRB Specimen signature sheets Destroy when X 
Schedule superseded or no 
N 1-425-91-1 longer needed 
Current 287 PM CRDCRB Files pertaining to assignment of card check Destroy 7 years after X 
Schedule symbols account closed 
NI-425-91-1 

Current 288 PM CRDCRB Correspondence acknowledging receipt of Destroy when 10 years X 
Schedule designation of deputy to sign checks old 

N1-425-91-1 

Current 289 PM CRDCRB Correspondence acknowfedgrng recoqmucn of Destroy when 10 years X 
Schedule appointment of deputy disbursing officer In old 

N1-425-91-1 advance of subrmssron of formal Instruments of 
oes.cnauon 

Current 290 PM CRD CRB Correspondence acknowledging receipt of Destroy when 10 years X 
Schedule specimen of facsimile signature plates and old 

N1-425-91-1 mformmq addressee of approval 

Current 291 PM CRD CRB Correspondence requesunq or furnlshmg Destroy 10 years after X 
Schedule mtcrrnenon pertaining to the establishment of account closed 
N1-425-91-1 accounts and authontv for persons to SIQn 
Current 292 PM CRDCRB Records of desiqnauon and appointment of Destroy 10 years after X 
Schedule deputies to disbursing officers related account IS 

N1-425-91-1 dosed 
Current 293 PM CRDCRB Reproductions of requtsmons for the pnnllng of Destroy when 7 years X 
Schedule disbursing officer's checks old 

N1-425-91-1 

Current 294 PM CRDCRB Specmen of facsumte signature plates Destroy 10 years after X 
Schedule related accounts are 
N1-425-91-1 dosed 

Current 295 PM CRDCRB Correspondence requesting mfcrmaucn from or Destroy when 1 year X 
Schedule fumlshmg mtormancn to disbursing officers and old 

N1-42S-91-1 Federal Reserve Banks 
Current 298. PM CRDCRB Correspondence Pertaining to Procedures matters Destroy when 3 years X 

Schedule WIth Federal old 

N1-425-91-1 Reserve Banks 
Current 298b PM CRD CRB Correspondence All other correspondence Destroy when 18 X 
Schedule WIth Federal months old 
NI-425-91-1 Reserve Banks 
Current 299 PM CRDCRB SF-1179 Month End Check Issue Summary Destroy when 7 years X 
Schedule old 

N1-425-91-1 

Current 300 PM CRDCRB Purchase order for pnnllng of drsbursmq officer's Destroy when 7 years X 
Schedule checks old 

N1-425-91-1 

Current 302 PM CRDCRB CRCFR 020 Small Difference Account ActIVIty Destroy when 2 years X 
Schedule old 

N1-425-91-1 

Current 303 PM CRDCRB CRCFR 022 Invahd ACC Data from Destroy when 2 years X 
Schedule Accepted/Rejected batches old 

N1-425-91-1 

Current 304 PM CRDCRB CRCFR 023 Nonficanon of payments over Destroy 6 years and 3 X 
Schedule available check cancellations months after penod 

N1-425-91-1 covered by account 
Current 305 PM CRDCRB CRCFR 024, Nonticaucn of payments over Destroy 6 years and 3 X 
Schedule unavailable check cancellations months after penod 
N1-425-91-1 covered bv account 
Current 306 PM CRDCRB CRCFR 040 Transcnpt of the General Account of Destroy when 7 years X 
Schedule the U S Treasury old 

N1-425-91-1 

Current 307 PM CRDCRB CRCFR 042 UCC Disbursing Credit Destroy 6 years and 3 X 
Schedule months after penod 
N1-425-91-1 covered b account 
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Current 306 PM CRD CRB CRCFR 043, Notification of credits for Destroy 6 years and 3 X 
Schedule outstanding checks cancelled by non-courtesy months after penod 
N1-425-91-1 disbursing UCC covered by account 
Current 309 PM CRDCRB CRCFR 044 Unavailable check cancellation non- Destroy 6 years and 3 X 
Schedule courtesy disbursements credit months after penod 
N1-425-91-1 covered by account 
Current 310 PM CRDCRB CRieR 013 Notification Report Destroy 6 years and 3 X 
Schedule months after penod 
N1-425-91-1 covered byaccounl 
Current ill PM CRDCRB CRieR 014 Rejected transmittal notice Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 312a PM CRDCRB CRieR 015 Nonficatron of duphcate Issues - No Destroy at month end X 
Schedule detarlmformauon 

N1-425-91-1 

Current 312b PM CRDCRB CRieR 015 Notification of duphcate Issues- Destroy when 7 years X 
Schedule Detanmformauon old 
N1-425-91-1 

Current 313 PM CRDCRB CRRER 101 Techmcran exception report Destroy when 2 years X 
SChedule old 
N1-425-91-1 

Current 314 PM CRD CRB CRRER 251 Advice of check Issue discrepancy Destroy 6 years and 3 X 
Schedule (TFS-5206) months after pence 
N1-425-91-1 covered bv account 
Current 315 PM CRD CRB CRRER 253 Adjustment of check payment data Destroy 6 years and 3 X 
Schedule (TFS-5209) months after penod 

N1-425-91-1 covered by account 
Current 316 PM CRDCRB CRRER 111 Unassigned transrtuttal report Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 317 PM CRDCRB CRRER 25c Imputed cost of dehnquent check Destroy when 2 years X 
Schedule Issue data old 
N1-425-91-1 

Current 316 PM CRDCRB CRRER 305 Cohen - four months to one year Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 319 PM CRD CRB CRRER 306 Cohen recap Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 320 PM CRDCRB CRRER 307 Check payment data - Destroy when 1 month X 
Schedule drscrepancres-subsidrary old 
N1-425-91-1 

Current 321 PM CRDCRB CRRER 308 Check payment data edit errors- Destroy when 1 month X 
Schedule subSIdIary old 
N1-425-91-1 

Current 322 PM CRDCRB CRRER 309, Unreconcded transmittal Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 323 PM CRDCRB CRRER 311 Federal Reserve Bank check Destroy when 2 years X 
Schedule processmq status old 
N1-425-91-1 

Current 324 PM CRD CRB CRRER 312 Cash Impact of reconcihanon Destroy when 2 years X 
Schedule adjustment operaucns old 
N1-425-91-1 

Current 325 PM CRDCRB CRRER 411 Actions taken summary Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 326 PM CRDCRB CRRER 412 Tecnmcran workload summary Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 327 PM CRDCRB CRRER 255 Adjustment of check payment data- Destroy 6 years and 3 X 
Schedule letter Initialed (TFS-5209) months after penod 
N1-425-91-1 covered bv account 
Current 326 PM CRD CRB CRRER 256 Available check cancellation reject Destroy 6 years and 3 X 
Schedule debrt voucher (SF-551S) months after penod 
N1-425-91-1 covered ~_account 
Current 329 PM CRDCRB CRRER 257, Available Check Cancellations Destroy 6 years and 3 X 
Schedule reconcmaucn credits months after penod 

N1-425-91-1 covered bv account 
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Current 330 PM CRDCRB CRRER 258 Internal notification for Destroy when 2 years X 
Schedule reclassification acuon old 
N1-425-91-1 

Current 331 PM CRDCRB CRRER 259 Transferred case Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 332 PM CRDCRB CRARR 151 Deferred payment transaction Destroy when 2 years X 
Schedule Subsidiary old 
N1-425-91-1 

Current 333 PM CRD CRB CRRER 513, Duplicate Issue debit voucher (SF- Destroy 6 years and 3 X 
Schedule 5515) months after penod 
N 1-425-91-1 covered by account 
Current 334 PM CRDCRB CRRER 301, Transmittal aging Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 335 PM CRDCRB CRRER 302, Transmittal aging summary Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 336 PM CRD CRB CRRER 303 Techmcran Pnonty Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 337 PM CRD CRB CRRER 304 Technician pnonty summary Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 338 PM CRDCRB CRieR 024 Rejected transmittal control Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 339 PM CRDCRB CRRER 25A Items eligible for reclassification Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 340 PM CRD CRB CRRER 258 Classified transaction audit trail Destroy when 2 years X 
Schedule old 
N1-425-91-1 

Current 341 PM CRDCRB CRCCR 200, Reccncnraucn monthly physical Destroy when 2 years X 
Schedule check request status report (advance) old 
N1-425-91-1 

Current 342 PM CRDCRB CRCFR 027, Monthly summary of small Destroy when 2 years X 
Schedule difference account acuvrty - DO sort old 
N1-425-91-1 

Current 343 PM CRD CRB CRCFR 026, Monthly summary of small Destroy when 2 years X 
Schedule difference account acuvuy - FRB sort old 
N1-425-91-1 

Current 344 PM CRDCRB CRICR 028 Drsbursmq office submission report Destroy 6 years and 3 X 
Schedule months after penod 
N1-425-91-1 covered bv account 
Current 345 PMCRDCRB CRICR 02C Federal Reserve Bank Submission Destroy 6 years and 3 X 
Schedule report months after penod 

N1-425-91-1 covered bv account 
Current 346 PM CRD CRB CRCCR 120, Request for physical checks Destroy 6 years and 3 X 
Schedule months after penod 
N 1-425-91-1 covered bv account 
Current 347 PM CRDCRB CRCFR 02A Delinquent check Issue data Destroy 6 years and 3 X 
Schedule months after penod 
N1-425-91-1 covered bv account 
Current 266 PM CRDODB Copies of formal reports that were submitted to Destroy In action office X 
Schedule the requesunq aqencies after reference needs 
N1-425-91-1 have ended 
Current 267 PM CRD ODB Subject files consisting of reference matenals Destroy In ectron office X 
Schedule tralmng matenals research papers professional after reference needs 
N1-425-91-1 papers technical papers etc have ended 
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Current z PMCRDQDB Closed Court Case files maintained by the Questions Cut off when case IS X 

Schedule Files (Question Documents Branch thai pertain to cases closed Retire to the 

NI-425-02·2 Documents developed mtc court actions requmnq testimony Federal Records 

Branch) and/or the prepanng of exhibits The records Center when two 
support the government s claim of check forgery years old Destroy 
or alteration Files are arranged alphabetically by when 5 years old (Nl 
name and date 1936 to present 425-91·1 llem 268-

Revised) 

Current 1 PM CRD RB Reclamation These consist of records thai relate to the Cutoff files at end of X 

Schedule Branch Program ongOing management of programs and routine each fiscal year 

NI-425-07·2 Files projects Within programs including but not Destroy 7 years after 
limited to correspondence with fmancrai cutoff 
institutions, memorandums and reports relating to 
general pohcy and program matters research 
and other Similar matenals The records may be 
In hard copy andlor electronic format 

Current 1 PM CRD RB Rectamanon These consist of records that relate to the Cutoff files at end of X 

Scheduls Nl Branch Program ongOing management of programs and routine each fiscal year 
425-07·2 Files projects Within programs including, but not Destroy 7 years after 

limited to correspondence With financial cutoff 
institutions memorandums and reports relating to 
general pohcy and program matters, research 
and other Similar matenals The records may be 
In hard copy and/or electroruc format 

NI-425-05-3 1 PM EFTSD Payment The Debt Collection Improvement Act of 1996 Cut off files at the X 
Products and (DCIA) required that most Federal payments conclusion of the 

Services except tax refunds be made by electronic funds marketmq campaign 

Mark.ellng transfer (EFT) after January 1 1999 "EFT 99 or specific markellng 
Project Files was the Financial Management Service's effort to which they 

Initiative to convert most of ItS nearly 1 buhcn relate Transfer to the 
annual payments from paper checks to electronic Washington Naucnal 
payments This m.uauve IS supported by Records Center 
conducting market research and a pilot marketing (WNRC) I year after 
campaign- Go Direct The DIVISiondevelops fact cutoff Destroy 6 years 
sheets brochures take-one cards tent cards after cutoff 
posters, pubhc service announcements 
videotapes compact disks and other types of 
marketing matenals to be used In the promollon 
of direct deposit and the ETA for Federal benefit 
payments The Drvrsion also promotes direct 
deposit for tax refunds and vendor payments and 
develops Similar promolLOnalmatenals for these 
types of payments 

Current 201 PM EFTSD Payment Brochures pamphlets, flyers, binders posters Permanent Transfer ~ 
Schedule N1 Products and Inserts charts videotapes pubhc service to the National 
425-05-3 Services announcements and Similar records developed Archives of the 

Marhllng and used to market Fmancral Management Umted States when 
Records Service payment services to Federal agencies one cubic foot 

financial msfrnrnons and the public The records accumulates 
date from 1998 to the present Pubhcatrons 

Record set of pubhcancns (one copy) of each 
brochure pamphlet etc) 
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Current 
Schedule N 1 

2b1 PM EFTSD Payment 
Products and 

Brochures pamphlets flyers binders posters 

Inserts charts videotapes pubhc service 
Permanent Transfer 
to the National 

x 
425-05-3 Services announcements and Similar records developed Archives of the 

Marketing and used to market Fmancral Management Unrted States at the 

Records Service payment services to Federal agencies end of each fiscal 
financial mstttunons and the public The records ~ 
dale from 1998 to the present Posters Record 
set of posters (2 copies of each poster) 

Current 2c1a PM EFTSD Audio visual Videotapes or compact disks (COs) created for Permanent Transfer ~ 
Schedule Nt records marketing training, or market research purposes to the National 
425-05-3 including The angmal tape or CD (or the earliest generatIon Archives of the 

videotapes and If the onqmalrs not available) and a dubbing or United States at the 
pubhc service copy end of each fiscal 
announcements ~ 

Current 
Schedule Nl 

2c2a PM EFTSD Audio visual 
records 

Public Service Announcements (PSAs) The 

onqmal tape or compact diSk.(CD) (or earliest rf 
Pennanent Transfer 
to the National 

x 
425-05-3 Includmg Ihe onqmalrs not available) and a dubbing or Archives of the 

videotapes and copy United States at the 
public service end of each fiscal 
announcements ~ 

Current 348 PM RFC Subject files pertauunq to routine Operations Destroy when 2 years 
Schedule exclusive of policy files old X 
N 1-425-91-1 

Current 349 PM RFC Files pertaining to disbursements and related Transfer to FRC when 
Schedule 
N1-425-91-1 

functions other than pohcy files 7 years old Destroy 
when 22 years old 

X 

Current 350 PM RFC Accounts current and summary notifications to Destroy when 4 years 
Schedule agencies of fiscal transactions (copies) old X 
N1-425-91-1 

Current 351 PM RFC Certificates of settlement of accounts Destroy when 4 years 
Schedule old (If cleared) X 
Nl-425-91 1 

Current 358 PM RFC Check Withdrawal cards and Issuance requests Destroy 6 months from 
Schedule date of Issue X 

N1-425-91-1 

Current 359 PM RFC Blank check reqursrtrcns and related papers Destroy when 2 years 
Schedule old X 

N1-425-91-1 

Current 360 PM RFC Overpayment Closed cases Destroy 3 years after 
Schedule 
Nl-425-91-1 

and 

underpayment 
end of fiscal year of 
case 

X 

case files 
Current 361 PM RFC Authonzallon to reman retumed checks and Destroy when 3 years 
Schedule bonds and request for Issuance of replacement old X 
N1-425-91-1 check (SF-1147l 
Current 362 PM RFC ActiVity Summary Report for TFCS Destroy In action office 
Schedule when reference needs X 

N1-425-91-1 have ended 
Current 363 PM RFC TFCS Payment Trace Requests Destroy when 6 years 
Schedule and 7 months old X 

Nl-425-91-1 

Current 364 PM RFC TFCS Reclamaucn Actions Standard Form 1184 Destroy when 6 years 
Schedule or rts equivalent and 7 months old X 

N1-425-91-1 

Current 365 PM RFC Records of stoppages of payment on checks Destroy 3 years after 
Schedule date of document X 
N1-425-91-1 

Current 366 PM RFC Receipts from foreign consular officers Destroy 1 full fiscal 
Schedule acknowledging the receipt of checks year after year of X 
N1-425-91-1 check Issue 
Current 367 PM RFC listings of foreign checks mailed Destroy 1 full fiscal 
Schedule year after year of X 
N 1-425-91-1 check Issue 
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Current 368 PM RFC Request for payment and Issuance of drafts In Destroy 3 years after 
Schedule foreign currency end of fiscal year X 
NI-425-91-1 

Current 369 PM RFC SF-l014. General Ledger Destroy when 4 years 
Schedule old X 
N1-425-91-1 

Current 370 PM RFC All forms on which subsrdrary detailed accounts Destroy when 4 years 
Schedule have been kept (Vanous forms are used by old X 
N1-425-91-1 Recrcnal Finance Centers) 
Current 371 PM RFC Statement ccncernmq mscnbed or unmscnbed Transfer to Federal 
Schedule U S Savings Bonds - Lost Stolen or Destroyed Records Center when 
N1-425-91-1 pnor to Receipt by Owner Co-Owner or 3 years old Destroy X 

Beneficrary copy P D 3062 (formerly P D 1901 when 6 years and 3 
and 1902\' months old 

Current 373 PM RFC Schedule of cancelled checks - SF 1098 (copies) Destroy 4 years after 
Schedule end of fiscal year X 
N1-425-91-1 

Current 374 PM RFC Recapitulation of Block Level Totals of Checks Destroy when 4 years 
Schedule issued and supporting tabulated ltstmqs (SF 1179 old X 
N1-425-91-1 - cooles 
Current 375 PM RFC Voucher Schedules and comparable forms (SF Site Audit - See NI-425 
Schedule 1166) - Onqmais and second onqmals 91-1, Item 7 X 
N1-425-91-1 

Current 376 PM RFC Inventory Reports Checks Bonds and Related Destroy when 2 years 
Schedule Correspondence old X 
N1-425-91-1 

Current 377 PM RFC Inventory of checks from Assistant DIsbursing Destroy when 2 years 
Schedule Officers and related correspondence old X 
N1-425-91-1 

Current 378 PM RFC Statement of Transaction (SF 1220 and 1221) Srte Audrt - See NI-42 
Schedule 91-1 Item 7 X 
N1-425-91-1 

Current 379 PM RFC Statement of Accountability (SF 1218 and SF Srte Audit - See NI-425 
Schedule 1219) 91-1 Item7 X 
N1-425-91-1 

Current 380 PM RFC Statement of Transactions - SF 224 (Copy) Destroy when 4 years 
Schedule old X 
N1-425-91-1 

Current 381 PM RFC Production andlor Cost Report Destroy when 3 years 
Schedule and 1 month old X 
N1-425-91-1 

Current 382 PM RFC Disbursing Officer Ledgers (Form RO-1650) Destroy when 3 years 
Schedule 
N1-425-91-1 

old or when audited by 
GAO wtuchever IS 

X 

sooner 
Current 383 PM RFC Request for Reissue andlor Cancel U S Savings Destroy when 3 years X 
Schedule Bonds old 

N1-425-91-1 

Current 384 PM RFC Rcutme correspondence In Regional Finance Destroy when 2 years 
Schedule Centers pertaining to authonzanon or revocation old X 
N1-425-91-1 of certlfv;na officers 
Current 385 PM RFC SF -210 Active Authonzed Cerufylng Officers Destroy when advice 
Schedule Srqnafure Cards of revocation IS 
N1-425-91-1 received on 

appropnate written 

notice signed by the 
head of the agency, or 

X 

when 3 years old or 
when audited by GAO 
whichever IS later 

Current 386 PM RFC SF-210 Revoked Certifying Officers Siqnature Destroy when 3 years 
Schedule 
N1-425-91-1 

Cards old or when audited by 
GAO whichever IS 

X 

sooner 
Current 387 PM RFC Agent cashier desrqnaucns Revoked Destroy when 3 years 
Schedule 
N1-425-91-1 

Desiqnauons old or when audited by 
GAO whichever IS 

X 

sooner 
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Current 388a PM RFC SF.1129 Active Cashier Site Audrt- See NI-425 

Schedule Reimbursement 91-1 Item 7 X 
N1·425-91·1 Voucher 

Current 388b PM RFC SF·1129 Revoked Cashier Retain as site audit 
Schedule Reimbursement documents or destroy 
N1-425-91·1 Voucher after account of ROO 

has been settled by 
GAO through the 

X 

month of revocation 
whichever IS later 

Current 389 PM RFC Record of Checks Cashed by the Cashier Destroy 2 years after 
Schedule end of fiscal year X 
N1-425-91·1 
Current 391 PM RFC Notices of Excepucn from GAO Destroy 1 year after 
Schedule 
N1-425-91·1 

account of 
accountable officer IS 

X 

settled 
Current 392 PM RFC Savmgs Bonds Sales Reports and Supporting Destroy when 3 years 

Schedule 

N1-425-91·1 
Documents old or when audited by 

GAO whichever IS 
X 

sooner 
Current 393 PM RFC Foreign Currency Reports - Collections, Balances Destroy 3 years after 
Schedule 

N1·425-91·1 
held by Disbursing Officers currencies 
purchased with dollars and estimate of currency 

end of fiscal year 
X 

requirements 
Current 396 PM RFC Reports of Check Issue Discrepancies, Destroy 3 years after 
Schedule Overpayment Shortages Overdrafts losses end of fiscal year X 
N1-425·91·1 Does not Include Individual case files 
Current 397 PM RFC Shortage In Disbursing Officers Accounts and Destroy 7 years after 
Schedule Cashiers Fund - dosed case dose of case X 
N1-425·91·1 
Current 440. PM RFC Reserve Fund Office Files - Active Retain until dosed 
Schedule X 
N1-425-91·1 
Current 440b PM RFC Reserve Fund Office Files- Closed Destroy on srte after 
Schedule account of Chief 
N1-425·91·1 Disbursing Officer has 

been settled by GAO 
through the month 
dosed or after 3 

X 

years, or when audrted 
by GAO whichever IS 

later 

Current 441. PM RFC Disbursing Officer Designations - Active Retain unut closed 
Schedule X 
N1-425-91·1 
Current 441b PM RFC Disbursing Officer Desiqnaucns - Closed Destroy on site after 
Schedule account of Chief 
N1·425-91·1 Disbursing Officer has 

been settled by GAO 
through the month 
dosed or after 3 

X 

years or when audited 
by GAO whichever IS 

later 

Current 442 PM RFC listing of U S Dollar checks converted to foreign Destroy when 3 years 
Schedule currency (excess currency countnes) and 1 month old X 
N1-425-91·1 
Current 443 PM RFC Nonreceipt cases for payees hvmq In excess Destroy when 2 years 
Schedule currency countnes (paid checks) old X 
N1·425-91·1 
Current 444 PM RFC Uncollectible check case file (closed) Destroy 3 years after 
Schedule end of fiscal year X 
N1-425-91·1 
Current 1!! PM RFC Payment History Contains payment history records developed Cutoff at the end of 
Schedule 
425-01·3 

N1 PODSARS· 
Master File 

from meets 

disks 
Stored on microfilm and optical each fiscal year 

Destroy 20 years after 
X 

cutoff 
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Current 1£l.!.l! PM RFC Payment History Avarlable check cancellanon file Claims Cutoff at the end of 
Schedule N1 PODSARS - drsposrtton files, Deposit ticket/debit voucher each fiscal year 
42~01-3 Outputs Paper Dally drstnct office 4 10 transactions for GOALS Destroy 7 years after X 

SF 12 19/5F 1220 Statement of Accountability cutoff 

Current lc(1)b PM RFC Payment History Reclamation forms Reclamation cases 

Schedule N1 PODSARS- resolved via ACH/EFT 

42~01-3 Outputs Paper retum(s) are destroyed 

subsequent to 

venficaucn Cases 

involving rerruttancets) 

and/or X 
correspondence or 

which may remain m 

an outstanding status 

(unresolved) destroy 

7 years after cutoff 

Current 1£ill PM RFC Payment History Available check cancellation file Claims Transmit output to 

Schedule N1 PODSARS - drsposmon files Depostt ticket/debit voucher other FMS sytems 

42~01-3 Outputs Dally drstnct office 4 10 transactions for GOALS (e g. STAR CP&R 

Electromc Dishonored ACH (EFn return file, Batch agency and TRACS) Outputs X 
cancellation files Digital check Imagmg request are scheduled under 
file program offices 

recervmq data 

Current ~ PM RFC PACER on- line Available check cancellation file Claims Cutoff at the end of 
Schedule N1 Outputs , Paper drspcsrtron files Deposit ucket/debrt voucher each fiscal year 
42~01-3 Dally drstnct office 4 10 transactions for GOALS Destroy 7 years after X 

SF 12 1915F 1220 Statement of Accountatnhty cutoff 

Current ~ PM RFC Month-End Refers to a physical form that delineates the Cutoff at the end of 
Schedule N1 Check Issue check Issue range(s) for each check symbol used each fiscal year 
42~01-3 Summary (SF by a Regional Fmancral Center (RFC) for the Destroy when 7 years X 

1179) Issuance of check payments dunng the old 

acccuntma month Medium Pacer 
Current ~ PM RFC Validated Refers to a peperrrmcrofiche record IIstmg Destroy paper when 6 

Schedule N1 Posting Tape summary Federal Program Agency (FPA) months old Destroy 

42~01-3 Report payment Issuance data by agency location code microfiche when 7 X 
(ALC) and payment schedule Medium Paper years old 

and Microfiche 

Current ~ PM RFC Certification Refers to the payment history folder which Destroy 7 years after 
Schedule N1 System Flies contains payment request detail and supporting payment date 

42~1-3 certification progress sheets TCS payment X 
match offset report debt match offset report and 

any other supporting documentation Record 

CODY 

Current ~ PM RFC Certiflcanon Refers to the payment history folder which Destroy 7 years after 
Schedule N1 System Files contains payment request detail and supporting payment date 

42~01-3 cernncancn progress sheets TCS payment 

match offset report debt match offset report and X 
any other supportmg documentation Microfilm of 
progress sheets and cards 

Current § PM RFC Cancelled Checks that have been returned to FMS that have Destroy 90 days after 
Schedule N1 Checks not been negotiated (e g undehverables confirmed deposit 
42~01-3 deceased payees, 

held at the request 
and checks that have been 

of the agency and not mailed 

showmg funds have 

been credited back to 
X 

etc) the ongtnatlng agency 

Current !.J!, PM RFC Chronological These are paper files that pertam to actIons Destroy when 7 years 

Schedule N1 Program Related adjustments and transactIons re/atmg to old 

42~01-3 Paper Files dlsbursmg ac1lvdles The paper files serve as 

both documentatIon and a wntten audd trail to 
prove that FMS's dIsbursement actMtles further 
the processing of relevant central data IOtathe 

X 

PACER On--lmesystem Further d easts as 
wnffen eVIdence of FMS actfVdres In response to 
lis responslblldles under vanous pieces of 
tecustenon Record CODV 
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Current 

Schedule Nl 
.!.!H£l PM Check Payment 

& Reccncrhanon 
Includes the check symbol and senal number 

Issue date dollar amount and ALe of aulhonzmg 

Delete from data base 

and Index when 7 

(CP&R 

Decomrmssio 

425-01-4 System Master agency for all check payments reported by years old ned In 2006, 

File Disbursing Offices In addition these records data migrated 

may contain mtormancn related to the neqohanon to TCtS) 

of the checks (payment transmittal number and 

date payment amount document Identification X 
number (OM) amount adjustments) or any claims 

filed agamst the checks (payee name and 

address payee 10 reason for claim case ecncns 

taken) Records m the system date to 1991 

Updates are done mghtly Non-11M (All Other) 

Records 

Current 1illl PM Check Payment Include electromc files to mtemal FMS systems Destroy when no (CP&R 

Schedule N1 & Reconcnrauon fe 9 claims dlsposrtlon files to RFCs transactIon longer needed for Deccmrmssio 

425-01-4 System files to the Treasury ReceIVable Accountmg and agency business ned In 2006, 

Outputs couecuon System dally update files to the data migrated 

Payments 

(PACER) 

Claims and Enhanced 

system J and to extemal 

ReconClltatlon 

systems (e 9 

to TCIS) 

claims tusposmon files to NTDOS) Outputs also 

mclude etearomc and paper versions of reporls 

(e 9 dally and monthly actlvrty and statistical X 

reporls) that are used to process exception rtems 

tdentlfied by CP&R and that provIde snon-term 

hlstoncal mformatlon on work volumes and 

system ecuvmes A complete list of outputs IS 

available m the system documentation Paper 

versions of output reports 

Current ~ PM Digital Check Include an electrontc file to FR8 Boston and Check Image request X 

Schedule N1 Image (DCI) pnnted digItal check Images to FR8 Delete 30 

425-01-4 System days after output 

Outouts 

Current ~ PM Cashhnk Include electronic finds transfer (EFT) instructions Delete after 7 years 

Schedule N1 Outputs to financial Institutions (ACH debits Fedwire 

425-01-4 requests) electronic file transfers of deposrt 

details Fedwlre messages and ACH records to 

external Federal Program Agency systems, 
electronic data transrmssron of CashLrnk voucher 

details to Internal FMS systems STAR and RISC 

6000 Outputs also Include electronic and paper X 
versions of reports (dally and monthly reports) 
produced for Internal FMS CashLrnk users and 

external Cashl.mk users These reports provide 

such mfcrmanon as collection volumes funds 

transfer mformancn compensation information 

and secunty maintenance EFT instruction 

records 

Current ~ PM Cashhnk Include electromc funds transfer (EFT) Delete after 5 days 

Schedule Nl Outputs instructions to financralmstrtuuons (ACH debtts 

425-01-4 Fedwtre requests) electronic file transfers of 
deposit details Fedwlre messages and ACH 

records to external Federal Program Agency 

systems, electronic data transmission of 

CashLtnk voucher details to mtemal FMS 

systems STAR and RISC 6000, Outputs also 

Include electronic and paper versions of reports X 

(dally and monthly reports) produced for mtemal 

FMS Cash Link users and external CashLtnk 

users These reports provide such mformatron as 

collection volumes, funds transfer information 

compensation mforrnaucn and secunty 

maintenance Electronic file transfers and data 

transmissions 
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Current 1SA PM Chronological These are paper files that pertain to actions Destroy when 7 years 

Schedule N1 Program Related adjustments and transactions relating to the old 

425-01-4 Paper Files accounting activity that IS reported by Federal 

Program Agencies flnancralmsntutrons 

disbursing offices Regional Fmancral Centers 

and/or Federal Reserve Banks (FRBs) The 

paper files serve both as documentation and a 

written audit trail to prove that FMS s payments 

reccncrhauon and collection actrvrues further the 

processing of relevant central data Into either the X 
Check Payment and Reccncihaucn System and 

Treasury Receivable Accounting and Collection 

System Further, It exists as wntten evidence of 
FMS s activities In response 10 Its responsttnlmes 

under vanous pieces of legislation including both 

the Budget and Accounting Procedures Ad of 

1950 and the Government Management Reform 

Act of 1994 among others Record Copy 

Current ian PMCRDAB Accounting Accounllng documents are created or received Cutoff at the end of 

Schedule N1 Records to document the flow of funds Into and out of each fiscal year 

425-01-4 TRACS or other systems IndudLng GOALS and Destroy 7 years after 

STAR These documents Include but are not cutoff 

limited to documents used by Federal Reserve 

Banks to process credits to FMS documents X 
used by FMS to process debits to Federal 

Program AgenCies and documents m support of 
accounting transactions MLcrofiche of these 

transacncns IS created by STAR or GOALS 

Paper documents 

Current 1ml PM CRDAB Accounting Accountmq documents are created or received Cutoff at the end of 

Schedule N1 Records to document the flow of funds Into and out of each fiscal year 

425-01-4 TRACS or other systems including GOALS and Destroy 20 years after 

STAR These documents Include but are not cutoff 

limited 

Banks 

to documents used by Federal Reserve 

to process credits to FMS documents X 

used by FMS to process debits to Federal 

Program Aqencres and documents In support of 
accounting transactions Microfiche of these 

transactions IS created by STAR or GOALS 

Microfiche 

Current ill! PMCRDCCB Check Claims Trace actions, to Initiate a ctaun are received Destroy after case has 

Schedule N1 Records from agencies In hard copy form Once received been rmcrofiched and 

425-01-4 the mformaucn IS captured In electrcruc form for venfied 

processmg mtc the CP&R system Case folders 

are created to maintain control of aU paper 

documents associated With the processing of an 

acnve claim on a U S Govemment check Once 

the final acuons have been taken the paper 
case folders IS captured on microfiche for 

In the 
X 

retention and future reference If needed The 

paper claim form IS retained for a short penod of 

time pnor to destruction Paper case file 
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Current 11C PM CRD CCB Check Claims Trace actions to Initiate a claim are received Cutoff at the end of 

Schedule N1 Records from aqencres In hard copy form Once received each month Destroy 

425-01-4 the information IS captured In electrcruc form for 6 months after cutoff 
processing Into the CP&R system Case folders 
are created to maintain control of all paper 
documents associated with the processing of an 

active cairn on a U S Government check Once 
the final actions have been taken the paper In the 
case folders IS captured on microfiche for X 

retention and future reference If needed The 
paper claim form IS retained for a short penod of 
time pnor to destruction Claim form associated 
with paper case file 

Current 11D PM CRDCCB Check Claims Trace actions to uutrate a claim are received Destroy 7 years after 
Schedule Nl Records from agencies In hard copy form Once received closure 

42~01-4 the information IS captured In electronic form for 
processing Into the CP&R system Case folders 
are created to rnamtam control of all paper 
documents associated with the processing of an 
active claim on a U S Government check Once X 
the final actions have been taken the paper In the 
case folders IS captured on microfiche for 
retention and future reference If needed The 
paper claim form IS retamed for a short penod of 
time pnor to destruction Microfiche of closed 
claims cases 

Current 
Schedule Nl 

M PM CRDCRB Paid and 
Reconciled U S 

Physical U S Government checks that have been Cutoff at end of month 
processed through bank.lng channels and the from date of payment 

425-01-4 Government Federal Reserve System (FRS) After the checks Destroy 7 years after 
Checks have been negotiated Ihey eventually end up at cutoff 

one of the FRS processing sites There the 
accounting Information IScollected and forwarded 
to FMS for processmg At the same time the 
Federal Reserve Bank (FRS) captures digital 
Images of the phYSical checks The ptrysrcal 

checks are shipped to the Federal Records X 

Center (FRC) designated to receive checks from 
each FRS The checks are stored at the FRC until 
they are retneved by FMS for check aftermalh 
processing Or are destroyed per drsposmon 
schedules Retneved checks are maintained by 
date of receipt from FRC Checks sent by FRBs 
to Federal Records Centers (undifferentiated 
records) 

Current ~ PM CRDCRB Paid and Phystcat U S Government checks that have been Cutoff at end of month 

Schedule Nl Reconciled U S processed through banking channels and the from date of receipt 
42~01-4 Government Federal Reserve System (FRS) After the checks Store retneved checks 

Checks have been negotiated they eventually end up at at FMS only Destroy 7 
one of the FRS processing sites There the years after cutoff 
accounting Information IScollected and forwarded 
to FMS for processing At the same time the 
Federal Reserve Bank (FRS) captures digital 
Images of the physical checks The physical X 
checks are Shipped to the Federal Records 
Center (FRC) desrqnated to receive checks from 
each FRB The checks are stored at the FRC until 
they are retneved by FMS for check aftermath 
processmq or are destroyed per deoosmon 
schedules Retneved checks are mamtamed by 
date of receipt from FRC Checks retneved from 
Federal Records Centers 
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Current ~ PM CRD CRB Images of Paid Images of physrcat U S Government checks that Cutoff dally by Juhan 

Schedule Nl and Reconciled have been processed through banking channels date Destroy when 7 

425-01-4 US and the Federal Reserve Banks (FRBs) years old 

Government Beginning In 1977 the FRBs created microfilm of 

Checks negotiated U S Government checks In Apnl 
1997 the Federal Reserve System began a 

phased replacement of microfilm Images of 

negotiated U S Government checks with digital 
Images The ron-out of the Imaging In all FRBs 

was completed In August 1996 The Images are X 

stored on electronic media In the National Image 

Archive which IS located at the FRS In Boston, 

MA When Images are needed for check 

aftermath processing they are requested and 

retained temporanly at FMS In Hyattsville MD 

Microfilm Images of aU neqouated U S 

Govemment check (undifferentiated records) 

Current m PM CRD CRB Images of Paid Images of physical U S Government checks that Cutoff dally by Juhan 

Schedule N1 and Reconciled have been processed through banking channels date Destroy when 7 

425-01-4 US and the Federal Reserve Banks (FRBs) years old 

Government Begtnntng In 1977 the FRBs created microfilm of 

Checks negotiated U S Government checks In Apnl 
1997 the Federal Reserve System began a 

phased replacement of microfilm Images of 
negotiated U S Govemment checks With digital 
Images The roll-out of the Imaging In all FRBs 

was completed In August 199B The Images are 

stored on elecfroruc media In the Naucnat Image 

Archive which IS located at the FRB In Boston 
X 

MA When Images are needed for check 

aftermath processmg Ihey are requested and 

retained temporarily at FMS In Hyattsville MD 

Digital Images of all negotiated U S Government 
checks 

Current ~ PMCRDCRB Disbursing Records In Check Reconchauon Branch including Cutoff when 

Schedule Nl Office Records correspondence on the establishment or closure disbursing office 

425-01-4 of a drsbursmq symbol orders for audrtrcnal symbol IS closed out 

check stock letters pertaining to procedural Destroy when 20 years 

matters and adjustment requests a manual log of old or when no longer 

all symbol numbers assigned and available for needed for agency X 
assignment and documentation related to the business whichever IS 

closure of a Drsbursmq Office Disbursing Office later 

Folder 

Current lOB PM CRDCRB Disbursing Records In Check Reccncrhaucn Branch mcludlng Update as needed 

Schedule N1 Office Records correspondence on the establishment or closure Destroy when 20 years 

425-01-4 of a drsbursmq symbol, orders for addrnonal old or when no longer 

check stock letters pertammq to procedural needed for agency 

matters and adjustment requests. a manual log of busmess. whichever IS X 
all symbol numbers assigned and available for later 

assignment and documentalJon related to the 

closure of a Disbursing Office Symbol 
ASSignment Log 
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Current 10C PM CRD CRB Disbursing Records In Check Reccncthauon Branch Including Cutoff at the end of 

Schedule N1 Office Records correspondence on the establishment or closure each Fiscal Year 

425-01-4 of a drsbursmq symbol orders for addruonal Destroy two years 

check stock letters pertaining to procedural after cutoff 

matters and adjustment requests a manual log of X 
all symbol numbers assigned and available for 
assignment. and documentation related to the 

closure of a Disbursing Office Correspondence 

Current 10D PM CRDCRB Disbursing Records In Check Reconcihauon Branch including Cutoff file at close out 

Schedule Nl Office Records correspondence on the establishment or closure of disbursing office 

425-01-4 of a disbursing symbol orders for additional symbol Destroy when 

check stQCk letters pertaining to procedural 20 years old or when 

matters and adjustment requests a manual log of no longer needed for X 
all symbol numbers assigned and available for agency business 

assignment and documentauon related to the whichever IS later 

closure of a Disbursing Office PNI Closed D 0 
Symbol Files 

Current 10E PM CRDCRB Disbursing Records In Check Reccncrhancn Branch including Cutoff after date 

Schedule N1 Office Records correspondence on the establishment or closure submitted Destroy SIX 

425-01-4 of a disbursing symbol orders for additional months after cutoff 

check stock letters pertaining to procedural 

matters and adjustment requests a manual log of 
all symbol numbers assigned and available for 

assignment and documentation 

dosure of a Drsbursmq Office 

related 

Records 

to the 

of X 

Outstanding Liabilities Ledgers and forms 

submitted by Drsbursmq Officers requesting a 

dollar amount to be credited to the Outstanding 

Liabilities account representing Treasury checks 

that were outstanding and unpaid for more than 

one full fiscal year 

Current 13A PM CRD aDB Ouesnoned The Questioned Documents Branch uses PC- Cut off at the end of 

Schedule N1 Document based software to maintain databases of each calendar year 

425-01-4 Records information on the results of exarmnatrons of Delete records 7 years 

documents that are not part of check claims case after cutoff 

processing including altered or counterfeit 
checks Identified by the CP&R system and claims 

on checks greater than 18 months old that are 

sent In by agencies (limited payability cases) 

These databases are maintained pnmanly to 

record receipt of a document for examination 

and of the results of that exanunaucn The X 
information from the databases IS moved to 

floppy diSCS at the end of each calendar year The 

Branch also rnamtams paper copies of the 

handwntmq opinions returned to agencies 

Altered Counterfeit Check Database 
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Current 1JB PM CROOOB Questioned The Questioned Documents Branch uses PC- Cui off at the end of 
Schedule Nl Document based software to mamtam databases of each calendar year 
425-01-4 Records mformanon on the results of exarmnaucns of Delete records 7 years 

documents that are not part of check claims case after cutoff 

prccessmq mcludmq altered or counterfeit 
checks Identified by the CP&R system and claims 

on checks greater than 18 months old that are 

sent In by aqencres (nrmted payability cases) 

These databases are mamtamed pnmanly to X 
record receipt of a document for exarrunanon 

and of the results of thai examination The 

information from the databases IS moved to 

floppy discs at the end of each calendar year The 

Branch also mamtams paper copies of the 

handwntlng opinions returned to agencies 

Limited Payability Database 

Current ill PMCROOOB Questioned The QuestIOned Documents Branch uses PC- Cut off at the end of 
Schedule N1 Document based software to maintain databases of each calendar year 
425-01-4 Records information on the results of examinations of Delete records 7 years 

documents that are not part of check claims case after cutoff 
processing. Including altered or counterfeit 
checks Identified by the CP&R system and claims 

on checks greater than 18 months old that are 

sent In by agencies (hrruted payablhty cases) 
These databases are mamtamed pnmanly 10 

record receipt of a document for examination 

and of the results of that examination The X 
mformanon from the databases IS moved to 

fioppy diSCS at the end of each calendar year The 

Branch also maintains paper copies of the 

handwntlng opnuons returned to eqencres 

limited Payability Handwntlng Opuuons 

Payment Management Crosswalk 

NEW PM Automated ASAP IS an all electronic payment and 

Standard mformauon system developed JOIntly by the FMS 

Application for and The Federal Reserve bank of Richmond for 
Payments - the request and delivery of funds for Federal 
(ASAP) domestic assistance programs and 

reimbursements to F mancsal Agents 

NEW PM Automated lnforrneucn on federal agen ..} account ecuvm e'(dudlllg 

Standard Department of lntenor accounts 

Application for X 

Payments -
ASAP) 

NEW PM Automated lnformauon on Treasurv ac..-oum ecnvrtv 

Standard 

Apphcatrcn for X 

Payments
I(ASAP) 

-



PM FF XWALK 04232012 

NEW PM Internet The Internet Payment Platform (IPP) IS a 

Payments govemment·W1de secure web-based electronic 

Plattcrrn - (liP) mvcrce exchange network connecting Federal 

agencies and their suppliers IPP enables Federal 
agencies to receive invoices electromcally from 

their suppliers, transformmg exrstmq paper-based 

mvcrce approval processes Into a streamhned 

electrcmc process that Integrates with exrstmq 

agency core financial systems [PP 5 single pcmt 

of entry allows suppliers to invoice multiple IPP· 
enrolled agencies erther via onlme or batch 

mvcrce submission Supphers can view and 

receive notification of payments (mcludmq debt 
offsets) associated to their mvoices via IPP Use 

of the IPP service IS available at no charge to atl 
Federal agencies and their suppliers 

NEW 

NEW 

NEW 

NEW 

NEW 

NEW 

NEW 

PM Intemet lnformeuon on federal ligen ...' 3L(.ounIIlLII\'1I\ l xLludmg 

Payments Department of Interior accounts X 

Plattorm - (liP) 
PM Intemet lnfcrmauon on Treasury account aLlI\'11\ 

Payments X 

Platform - liP 

PM Intemattonal tntemanonal Treasury Services ITS Gov IS an 

Treasury mtemet-based mtemaucnal payments and 

Services - collections system that provides Agencies and 

(ITS Gov) FMS Regional Fmancral Centers the ability to use 

batch or ad-hoc solutrcns to make payments In 

over 100 countnes uSing over 100 currencies 

ITS gov provides prepayment and postpayment 
functrcnahty for USG entrtlements and ad- hoc 

vendor payments and reaches a global user-base 

usmq drstnbuted processing technology and a 

central database of payments and reoprent 
mformanon Thrs system was formerty known as 

100 gov lntemancnal Direct Deposit 

PM International lnformauon on Iederalegencv IIc..cum ecuvny C",cludmg 

Treasury 

Servrces . 

Departmenl of lntenor eccoums 
X 

ITS Gov) 
PM International lnformauon on Treesurv account actrvrtv 

Treasury 
X 

Services -
ITS Gov 

PM Payments 

Claims and Payments, Claims and Enhanced Reconcrhanon 

Enhanced On-line PACER provides cn-tme status of 

Reconcmauon payments (EFT and check) and claims enables 

On-Lme . cn-lme generation of claims provides digItal 

(PACER) Images of negotiated checks processes and 

tracks claims of non-receipt, processes 

undehverable EFT and checks and provides 

automated ROO accounting Indudes Digital 

Check Imaging Replacement (OCIR) application 

PM Payments lnforrnauon on fcderalegencv accourn actrvrtv C",dudlrtg 

Claims and 

Enhanced 

Depertmem of lntenor accounts 
X 

Reconciliation 
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NEW PM Payments lnformauon on Trcasurv accoum ecuvuv 

Claims and 

Enhanced X 

Reconcrhaucn 

On-.'00' _ 

NEW PM Payment Payment Automation Manager PAM over the 

Automation next 3 years Will replace the RO Payments 

Manager -(PAM) System PAM will be a 

standardized system that ISextendible and highly 
configurable and when complete will consist of 
multiple payment processes PAM Will re-

engmeer the way payments are made by 

automating extensive manual processes which 

willm tum Increase productrvrty at the RFCs 

PAM Will disburse payments (EFT or checks) on 

behalf of virtually every Federal agency In the 

Executive Branch except for the Department of 
Defense and certain Independent aqencres such 

as the U S Postal Service Pnmary processing 
occurs at the Kansas City Regional Operaucns 

Center (KROC) 

NEW PM Payment lnf....rruauon on feueralagencv eccount ecnvrtc excluding 

Automation Depanmem elf Intcnor accounts 
X 

Manager ·(PAM) 

NEW PM Payment lnformauon on Tr\.a~Uf\ .l .....ount a...uvuc 

Automation 

Manager -(PAM) 
X 

NEW PM Pnntmq and The Pnntmq and Check Enclosing (PnnCE) 
Check Enclosing system was developed as a techrucal refresh to 

- (PnnCE) modernize the hardware and software used to 

pnnt and enclose checks and 

check/letter mall pieces PnnCE replaced 

systems that were custom burlt over thirty (30) 
years ago to align WIth FMS check pnnllng and 

encrcsmq processes PnnCE has Improved 

operational effectiveness and quality (including 

Increased accountability and accuracy for 
payments) of FMS product to meet customer 

expectations provides an Interlace with PAM 

(Payment Applications ModernizatiOn) and 

enhances FMS ablhty to respond to BCP 

(Business Continuity Planning) In the event of a 

cnsrs PnnCE IS now In steady state and has 

been designated as an FMS Cntrcal Infrastructure 

<set 
NEW PM Prmtmq and lnformauon un Icdeml Jlg'!1K~ account a..II\lI} ':'I(duJmg 

Check EnclOSing Department of lmcnor aCWlU)15 

X 
- (PnnCE) 

NEW PM Pnnllng and lnf .. rmauon on Trcasurv account a..h\ll\ 

Check Enclosing X 
- (PnnCE) 

NEW PM Regional RO Payments provides centrahzed disbursement 
Operations services for almost all Federal aqenc-es 

Payment Disbursement services mclude payment 
Issuance, aftermath processing and accounting 

(e 9 claims) Federal Program Aqencies (FPA) 
Incurs financial cbhqanons In carrying out their 
rrussicns These obhqancns range from 

paying benefits (e 9 SSA retirement and 

disability benefits OPM Federal retirement) IRS 

tax refunds, Federal 
salanes and vendor and miscellaneous 

payments 
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NEW PM Regional lnformauon on feederal agetll.\ account IILU',,, l"\du,j~ 

Operations Department .,r lmenor !lCI.~'unLS x 
Payment 

NEW PM RegIonal lntormanon on Treasurv :1l ..... -cm ecnvuv 

Operaucns x 
Payment 
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RECORDS ITEM ORGANIZ RECORD DESCRIPTION CliRRENT Pohcy Pohcy FPA Treasury Consohdated Consohdated Program I Program I Program I General Comments 

SCHEDULE A-TION SERIES DISPOSITION Records. Records. Operations Operations Reports. Reports. Project Management Mangemenl Records 

Permanent. Temporary. Records, Records. Temporary, Permanent. Management Records. Item Records. Item Schedule 

Item I a Item I b Uem2 uem a Item 4 b Item 4 a Records. Item 5b 5c 

5. 

Current I FF AMDPAD Central Correspondence, memorandums. copies of Permanent Transfer to Let ongmal 
Schedule eorrespondence legislation, publications of other Federal the National Archives of schedule stand 

N 1-425-04-2 Files of the agencies. reports, studies, and other records the United States Have these 

Domestic Bankmg documenting all phases of the work of these Immediately upon records been 

Staff and the two separate staffs The records deal with approval of this transferred to the 

Forergn Bankmg Foreign Currency Histories, the application schedule WNRC Nanonal 
Staff of P I 480, the Food for Peace Program. Accession 425-79-0004. Archives? 

and ..anous subject flies on foreign currency Boxes I thru 18, 
maners The files are pmnanly arranged by mclusrve 

major tOPiC. for example. foreign currency 

histories, and alphabetically thereunder by 

name of country Some are also described 

as miscellaneous subject files and arranged 

as such The records contain national 
secunry- classified material up to and 

including "Secret" Inclusive dates range 

from Apnl1941 through February 1976 

Current 2 FF AMDPAD Lend. Lease, and The records consist of correspondence. Permanent Transfer to Let ongmal 
Schedule Surplus Property memorandums, agreements. reports, and the Nauonal Archives of schedule stand 

N 1-4~5-04-2 Files related records concernmg the Lend Lease the Unrted States Have these 

program and the drspos.ucn of surplus Immediately upon records been 

property The files are pnmanly arranged approva1 of thrs transferred to the 

alphabetically by name of country, With schedule WNRC National 
subsrdrary subject headings related to Accession 039- Archives? 

country-specific topics. for example, 68A2757, Boxes I 
"Guatemala Agreements" and "Guatemala through 6 mclusrve 

Correspondence" The files contain 

national secunty-classtfied material up to 

and mcludmg "Secret" Inclusive dates 
range from January 1941 through December 
1952 NOTE The Bureau of Government 
F manctal Operations proposed the 

drsposmon of the records descnbed In Item 

I of thrs Schedule In Job No NCI-425-78-
I, stems 1c(I)and 1c(2) Those Items were 

withdrawn from that Job 

Current 72 FFCMD Ftles relaung to routine operations. Destroy when 5 years 

Schedule NI exclusive of po hey files old X 
425-91-1 

Current 73 FFCMD SF-IIQ3, Letter of Credit, and various In Destroy J years after the 

Schedule 

425-91-1 

NI lieu of forms. such as Department of State end of the fiscal year In 

Fonn DS-1603-8 mcludmg amendments - which revoked 
X 

COPIES 

Current 74 FFCMD Correspondence between Treasury Destroy 18 months after Retain one 

Schedule NI Department and Federal Reserve Banks fiscal year In which recordkeepmg 

4~5-91-1 (mcludes transrruttalletters} - (,OPIES 

correspondence between Treasury 

and correspondence IS dated 
X 

copy Reference 

copies are 

Department and agencies nonrecord 

rnatertals 

Current 75 FFCMD Correspondence flies (subject case files) Destroy 6 years after the 

Schedule 

425-91-1 

NI concerning agencies. 
reports. work papers, 

Including semiannual 
and general matenals 

end of the fiscal year m 

which material IS dated 
X 
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RECORDS ITEM ORGANIZ RECORD DESCRIPTION CliRRENT Pohcy Pohcy FPA Treasury Cunsehdated Consobdated Program I Program I Program I General Comments 

SCHEDULE A-TiON SERIES DISPOSITION Records. Records. Operations Operations Reports. Reports. Project Management Mange-men I Records 

Permanent. Temporary. Records. Re-cords. Temporary. Permanent, Management Records. Item Records. Item Schedule 

Item 1 a Item 1 b Item 2 uem d Item 4 b Item 4 a Records. Item 5b 5c 

5. 

Current 70, FF FFD SystemlProgram Records used to create, use, marrnam. Arrangement -

Schedule NI conun Development and document. and secure systems Systems Alphabetically by project 

425-ql-1 ues Implementation design. development, Implementation. name, then 

below Records momtcrmg, procedures, problem defimnon. alphabetically by subject 
project descnpnon, staff assignments, start wtthtn project Break tile 

up and progress schedules. RFP's. 
equipment specifications and acqutsttron 

upon completion of 
project Retam tn office 

X 

schedule. system test reports, project status 2 years. then transfer to 

reports. and notices of project completion the Federal Records 

Center Destroy 10 years 

after file break 

Current 76, FF FFD SystemfProgram Records used to create and Implement Arrangement -

Schedule NI contm Development and programs Program development Alphabetically by project 

425-91-2 ued Implementation Implementation, momtormg. procedures, name. then 

Records problem defiruuon. project descnpnon. staff alphabetically by subject 
assignments, start up and progress wuhm project Break file 

schedules, RFP's, contracts With consultants upon completion of X 
and service groups, development and protect Retain m office 

presentation of work shops, project status 2 years, then transfer 10 

reports and notices of project completion the Federal Records 

Center Destroy I 0 years 

after f Ie break 

Current 76, FF FFD SystemfProgram Procedures. mstructrons. and forms for Arrangement -

Schedule NI connn Development and federal agencies. the pubhc. and others. Alphabetically by project 

425-91-2 ued Implementation Treasury Fmanctal Manual (TFM) chapters name, then 

Records and supplements alphabetically by subject 
wrthm project Break file 

upon completion of 
project Retain m office 

X 

2 years, then transfer to 

the Federal Records 

Center Destroy 10 years 

after file break 

Current 76_ FF FFD SystemIProgram Worksheets. announcements. and guidance Arrangement -

Schedule NI contm Development and matenals for federal agencies. the public. Alphabetically by project 

425-91-2 ued lrnplementanon and others. workshops hadndouts name then 

Records alphabencallv by subject 
wrthm project Break file 

upon compleuon of 
project Retam In office 

X 

2 years, then transfer to 

the Federal Records 

Center Destroy 10 years 

after file break 
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RECORDS ITEM ORGANIZ RECORD DESCRIPTION 
SCHEDULE A-TiON SERIES 

Current 77 FF FFD Ban~ Folders Record/Subject Content - a separate folder 

Schedule NI will be made up for each bank. for example. 

425-QI-1 If we have a TGA account With XYZ bank. 
Anchorage Alaska. and also have a lock box 

and TLD with the same bank. the same 

folder would contam all mforrnanon for all 
three systems The file will include requests 

to designate the bank as a depositary. the 

actual destgnanon of the bank as a 

depositarv. Memorandums of 
Understanding. letters of agreement, 
contracts. notice letter, Placement of Time 

Balance Accounts, Transcnpts of Account 
of U S Deposuery (TUS-18). Receipt for 
forwardmg Deposrtary (fFS-16). 
Revocation of Authority to Mamtam 

Account, TFS-5911. Monthly Analysts 

Deposits, general correspondence and bank 

review report (depositary review analysts) 

Current 78 FF FFD Bank Collateral Record/Subject Content - Collateral 

Schedule NI Folders Agreement (BA 5902), Request to Bank to 

425-91-1 pledge Collateral (BA 5900). FRB 

acceptance or release of secunues as 

collateral (Form 439), and collateral 
correspondence, and Placement of Ttrne 

Balance Accounts letter 

Current 79 FF FFD Foreign Bank Records/Subject Content - Request to 

Schedule NI Folders handle bankmg at or for a U S Government 

425-91-1 installation or facility, resoluucn of 
problems or clarification of 
rmsunderstandmg, Authcnzauon to 

Maintain Accounts. reports on cond.non of 
services, Re ..ocanon of Authonty to 

Mamtam Account, Statement of Acu v tty In 

Treasury General Account (TFS 5907) 

Current 80 FF FFD Domestic Record/Subject Content - Correspondence 

Schedule NI Government With Government mstallanon officials and 

425-91-1 Facility - local banks relative to the establishment and 

Operations Files operation of base banking facrhues 

Arrangement - Alphabetically by State, then 

name of base 

Current 81 FF FFD Rate Letters Record/Subject Content - Semi-annual 

Schedule NI standard form letter - Rate on TGA Account 

4~5-91-1 Balance/Time Balance (used 10 TFS 5Q()1) 
Earnmg rate to be used 10 com put 109 the 

value of balances to compensate banks 

Bank marlmg lists 

CliRRENT 

DISPOSITION 

Arrangement -
Alphabetically by State, 
CIIV and bank Transfer 
to macuve file upon 

termmanon of 
agreement keep m 

office one additional 
veer. then transfer to the 

Federal Records Center 
Destroy I0 years after 
terminated agreement 

Pohcy 

Re-cords, 
Permanent, 

Item 1 a 

Pohcy 

Records. 
Temporary, 

Item I b 

FPA 
Operations 

Records, 
Item 2 

Treasury 

Operanens 

Records. 
ttem S 

Consolidated 

Reports, 
Temporary, 

stem 4 b 

Consolidated 

Reports. 
Permanent, 

Item 4 a 

Program I 
Project 

Management 
Records. Item 

5. 

X 

Program I 
Management 
Records. Item 

5b 

Program I 
Mangement 

Records. Item 

5c 

General 
Records 

Schedule 

Comments 

Arrangement -
Alphabetically bv Stale, 
Crry and bank Transfer 
to macuve file upon 

termmanon of depositary 

agreement Keep m 

office one additional 
year, then transfer to the 

Federal Records Center 
Destroy 10 years after 
term mat IOn of 
agreement 

Arrangement -
Alphabetically by 

Country. Name of Bank, 
City, base, Installauon. 
or Agency Transfer to 

macn ..e file upon 

termination of bankmg 

ser v tee Keep m office 

one addruonal year. then 

transfer to the Federal 
Records Center 
Destroy I0 years after 
termmancn of 
agreement 

Transfer to mach ..e file 

upon termination of 
bankmg service Keep 

m office one additional 
year. then transfer to the 

Federal Records Center 
Destroy 10 years after 
termmanon of 
agreement 

Arrangement - Bv year, 
month of release Break 

file at the end of each 

Retain In officeyear 
Destroy SIX (6) years 

after f Ie break 

X 

X 

X 

X 



C IDOCUME-1IrmeservyILOCALS-1ITempIXPgrpwlseIPM FF XWALK 04232012 Page 4 

RECORDS ITEM ORGANIZ RECORD DESCRIPTION 

SCHEDULE A-T10N SERIES 

Current 82 FF FFD Deposu Record/Subject Content - Monthly pnntout 

Schedule NI Reconciliations - by trace date, bank number 101. symbol. TC 

425-01-1 TGA Transaction confirm dale. trans date. CD number, 

File amount 

Current 83 FF FFD Deposrt Record/Subject Content - Monthly pnntout 

Schedule NI Reconciliations - by trace date, bank ABA. transtype. lot, 

425-91-1 Prehrrnnary symbol, TC, confirm date. CD number. 

Register amount 

Current 85 FF FFD Treasury Information on federal agency account 

Schedule NI conun Automated acnvrty Record/Subject Content - Printout 

425-91·1 ues Compensation of Treasury Limited Account AnalYSIS 

below System Analysts Statement, Compensation Summary Report, 
Depositary Dally Acuvrry Listing All 
records relating to tlus system are 

mamtamed and retained by the concentrator 
bank or sub-contractor Statements are 

mailed monthly to account bank 

Discrepancies are reported to concentrator 
banks wnhm 4S days and resolved Within an 

additional 4S days by the concentrator 

Current 85. FF FFD Treasurv lnformanon on FMS' acnvtttes to manage 

Schedule NI ccnun Automated relanonshrps with and compensate banks 

425-91-1 ued Compensation Depositary Cornpensauon Hrstorv Report, 

System AnalYSIS Management Information Summary Report 

'( 1 Payment Products The Debt Collection Improvement Act of 

S, NI and Services 1996 (DCJA) required that most Federal 

425-05-3 Marketing Project payments. except tax refunds be made by 

Files electrornc funds transfer (EFT) after January 

I. 1999 "EFT 99" was the Fmencral 
Management Sef\1Ce'S truttatrve to convert 
most of Its nearly I billion annual payments 

from paper checks to electroruc payments 

This mmatrve IS supported by conducting 

market research and a pilot marketing 

campaign - Go Direct The DI\ISIOn 

develops fact sheets. brochures, take-one 

cards. tent cards. posters, public service 

announcements, Videotapes. compact disks 

and other types ofmarketmg materials to be 

used In the promotion of direct deposit and 

the ETA for Federal benefit payments The 

Drvrsron also promotes direct deposit for tax 

refunds and vendor payments. and develops 

Similar promotional matenals for these types 

of payments 

CURRENT 

DISPOSITION 

Arrangement - Bv year. 
then month Break file 

at the end of the year 
Keep In office one 

addmonal year, then 

transfer to the Federal 
Records Center 
Destroy S years after file 

break 

Arrangement By year. 
then month Break file 
at the end of the year 
Keep In office one 

additional year. then 

transfer to the Federal 
Records Center 
Destroy SIX (6) years 

after file break 

Break file at the end of 
each year Destroy S 

years after file break 

Pohcy 

Records. 
Permanent. 

Item 1 a 

Pohcy 

Records. 
Temporary, 

Item I b 

FPA 
Operations 

Records. 
uem 2 

X 

X 

Treasury 

Operations 

Records. 
rtem S 

Consohdated 

Reports. 
Temporal'). 

Item 4 b 

Consolidated 

Reports, 
Permanent. 

Item 4 a 

Program I 
Project 

Management 
Records, Item 

Sa 

Program I 
Management 
Records. Item 

Sb 

Program I 
Mangemenl 

Records, Item 

5< 

General 
Records 

Schedule 

Comments 

X 

Break file at the end of 
each year Destroy S 

years after f Ie break X 

Cut off files at the 

conclusion of the 

marketing campaign or 
specific markenng effort 
to which they relate 

Transfer to the 

Washmgjon National 
Records Center 
(WNRC) I year after 
cutoff Destroy 6 years 

after cutoff 
X 
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RECORDS ITEM ORGANIZ RECORD DESCRIPTION CURRENT Pohcy Pohcy FPA Treasury Consohdated Consohdated Program I Program I Program I General Comments 

SCHEDULE A-TION SERIES DISPOSITION Records. Records. Operations Operauons Reports, Reports, Project Management Mangemenf Records 

Permanent. Temporary, Records. Records. Temporary. Permanent, Management Records. Item Records. Item Schedule 

Item I a Item I b Item 2 ItemJ Item 4 b Item 48 Records, Item 5b Sc 

5. 
Current 2 Payment Products Brochures. pamphlets. flvers. binders. Not a drsposruon 

Schedule NI and Services posters Inserts, charts. videotapes, public instruction 

4~5-05-1 Marketing service announcements and Similar records 

Records developed and used to market F mancral 
Management Service payment services to 

Federal agencies, Financial mstrtunons and 

the pubhc The records date from IQ98 to 

the present 

Current 2a Pubhcanons Not a drspos.uon 

~ NI mstrucnon 

b
Current 2a1 Record set of publications (one copy), of Permanent Transfer to Let ongmal 
Schedule NI each brochure, pamphlet, etc) the National Archives of schedule stand 

4:5-05-3 the Unned States when 

one cubrc foot 
accumulates 

Current 2b Posters Not a disposition 

Schedule NI instruction 

425-05-3 

Current 2b1 Record set of posters (2 copies of each Permanent Transfer to Let ongmal 
Schedule NI poster) the National Archives of schedule stand 

4:5-05-3 the United States at the 

end of each fiscal year 

Current 2b2 A II other copies Stocks of 
Schedule NI pubhcanons for 
4~5-05-3 drsmbunon are 

nonrecord 

matenals 

Current ~c Audio VIsual Not a drspos.uon 

Schedule NI records. including mstrucuon 

425-05-3 Videotapes and 

public service 

announcements 

Current :!cl Videotapes or compact disks (CDs) created Not a disposiucn 

Schedule NI for marketing. training. or market research Instruction 

4~5-05-3 [purposes 

Current Zc Ia The ongmal tape or CD (or the earliest Permanent Transfer to Let ongmal 
Schedule NI generation If the ongmal IS not available) the National Archives of schedule stand 

425-05-3 and a dubbmg or copy the United States at the 

end of each fiscal year 

Current 2c2 Public Service Announcements (PSAs) Not a drsposmon 

Schedule NI Instruction 

4~5-05-3 

Current :!cla The ongmel tape or compact disk (CD) (or Permanent Transfer to Let ongmal 
Schedule NI earliest If the cngmalrs not available) and a the National Archives of schedule stand 

425-05-3 dubbing or copy the Umted States at the 

end of each fiscal year 
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RECORDS ITEM ORGANIZ RECORD DESCRIPTION CURRENT Policy Policy FPA Treasury Consolidated Consohdated Program I Program I Program I General Comments 

SCHEDULE A-TiON SERIES DISPOSITION Records. Records, Operancns Operations Reports. Reports. Project Management Mangement Records 

Permanent. Temporary. Records, Records, Temporary. Permanent, Management Records. Item Records. Item Schedule 

Item I a Item I b Item 2 Item 3 Item 4 b Item" a Records. Item Sb Sc 

S. 

Pending IA FF Bank Records Records on banks and the financial services Arrangement The 

Schedule NI Bank Master they perform for Treasury and Federal designated drvrsrons will 

425-01-2 Records agencies Federal Reserve Banks acts as determine the 

Treasury's fiscal agent Commercial arrangement for records 

Financralmsntuncns act as Treasury's pertammg to a class of 
financial agent These records are found m financial services (for 
designated drvrsrons m Federal Finance example. lockbox 

Fmancral agent agreements and related services} as specified m 

records These records include. but are not the drvrsrcn file plan 

limited to. the followmg Fmancral Agent Cut 011' file at the end of 
Agreements (FAA) signed by a bank and the the Fmancrai Agent 
Treasury. Records descnbmg the services Agreement Transfer to 

performed by a bank These Include Federal Records Center 

lockbox depositary agreements 

memorandums of understanding 

(LDAs). 
(MOUs). 

(FRO 

cutoff 
2 years after 
Destroy II years X 

statements of work (SOWs). and pncmg after cutoff 
documents Depending on the terms of the 

LOA MOU, or SO\V. services may be 

performed exclusively for a Federal agency 

Bank payment records - these mclude 

records on placmg mcreasmg, decreasing. 
and withdrawing compensating balances 

Treasury Time Balance accountmg records. 
and records on fees paid to banks Records 

on a bank's pledge or release of collateral 
used to secure Federal funds 

Correspondence which amends or mterprets 

bank master records 

Pendmg 16 FF Bank Records Bank statements. general correspondence, Arrangement The 

Schedule NI Bank Operating and other generaJ records on the operation designated drvtsrcns Will 

425-01-2 Records of financial services performed by banks determme the 

These records Include, but are not limited arrangement for records 

to Monthly account analysis statements and pertammg to a class of 
related records that summarize the volume financial services (fer 
and dollar value of transactions for an example.Jockbox 

account A monthly account analysts services). as specified In 

statement (MAAS) IS prepared by a bank the drvrsron file plan 

and submitted to Treasury A monthly The dsvisron file plan 

account acuvrty report (MAAR) IS prepared Will sdennfy any records 

by a bank and submitted to the Federal requmng reconcthanon. 

agency for which servrces were performed such as monthly account 

Depending on the terms of the MOU or analyst s statements 

SOW a copy of the MAAR may be 

submitted to Treasury Interest rate letters 

Cutoff file at the end of 
each fiscal year X 

and related records on Interest calculations Transfer records not 
for Federal funds Invested under the requmng reccncrhation 

Treasury Tax and Loan Program General to FRC I year after 
correspondence relating to fiscal and cutoff Transfer records 

financial agents including agency requests requtnng reconciliation 

to Treasury for financial services to FRC I year after the 

Correspondence which amends or Interprets end of the fiscal year 
bank master records IS excluded (See Item dunng which 

'A" of this senes } This ttem does not reconciliation IS 

mclude records for accounts penammg to performed Destroy 7 

Individual Indian Montes (See Item "C" of years after cutoff 

this series) 
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RECORDS ITEM ORGANIZ RECORD DESCRIPTION 
SCHEDULE A-TION SERIES 

Pending ~A FF Cash and Asset Records that are used throughout the 

Schedule NI Management duration of a program or project. or until 
425-01-2 Records - Master superseded by a new version These records 

Records may Include, but are not limited to copies ot 
authonzmg legislation, regulations and 

other directives, handbooks and other 
guidance matenals, and major studies or 
reports Arrangement Each dtvrsron will 
determme the arrangement for records 

pertammg to a program or project. as 

specified m the drvtston file plan 

2B FF Cash and Asset Records that pertain to a program or project 
Schedule N I Management acnvmes dunng a specific period to a 

425-01-2 Records - specific Issue, or to a specific program or 
Operating project parncrpant These records may 

Records include. but are not limited to analyses of 
specific Issues. correspondence With Federal 
agencies or other program or project 
participants. and mtenm reports 

Arrangement Each drvrsron Will determme 

the arrangement for records pertammg to a 

program or project, as specified In the 

drvrsron file plan 

Pending FF Rough Drafts and Rough drafts mamtamed by rndrvrduals m 

Schedule NI Workmg Papers personal files that do not document 
425-01-2 substantive revrsrons and are no longer 

needed once the draft IS superseded by a 

newer version Workmg papers rnamtamed 

by mdrvrduals In personal files that do not 
document substantive revisions and are no 

longer needed once the mformanon IS 

Incorporated In a recordkeepmg copy or 
becomes obsolete 

--- - -
NEW FF Bank The Bank Management Service (BMS) IS a 

Management module In the Federal Reserve Bank's 

Service Customer Account Receivable System 

(CARS). which will assist the Fmancral 
Management Service of the U S Treasury In 

collecting expense mformaucn from Its 

financial agents. analyzing those expenses 

and approVIng the payments onlme to those 

banks BMS also serves as a repository of 
historical expenses for research purposes 

CliRRENT 

DISPOSITION 

C utoff fi Ie at the end of 
the program or project, 
or when superseded by a 

new version Transfer to 

FRC 2 years after cutoff 
Destroy 7 years after 
cutoff 

Pohcy 

Records. 
Permanent. 

Item I a 

Puhcy 

Records. 
Temporary, 

Item I b 

FPA 
Operauons 

Records, 
Item 2 

Treasury 

Operations 

Records. 
ItemJ 

Consolidated 

Reports. 
Temporary. 

Item 4 b 

Consohdated 

Reports, 
Permanent, 

Item 4 a 

Program I 
ProJKI 

Management 
Records. Item 

5. 

x 

Program I 
Management 
Records. Item 

5b 

Program I 
Mangemenl 

Records. Item 

Sc 

General 
Records 

Schedule 

Comments 

Cutoff files at the end of 
each fiscal year For 
recurrmg programs 

which do not operate on 

a fiscal year basts. cutoff 
files at the beginning of 
a new program cycle 

Transfer to FRC I year 
after cutoff Destroy 7 

years after cutoff 

Destroy when 

superseded by a newer 
version or mformanon IS 

Incorporated m a 

recordkeepmg copy or 
becomes obsolete 

x 

NI-42S-91-I, 
Item 3. Working 

Papers 

___-L~~-_--_=-~~~

NEW FF	 Bank Information on Treasury account activity 

Management X 

Service. cant 




