FINANCIAL HARAGEHENT

Vae this subject for correspondence and related papers pertalning te disburgement and collectlon activities
amd the maintenance, contrel, and accountabilicy of ARS finances.

ROTE: See BUDGET for materfals relating toe preparation, submission, and execution of the ARS budget.
Sec TRAVEL AND TRANSPORTATION for subject outline for general correspondence on policles and procedures
regarding the travel of individuals and movement of howsehold goods, ete.
Meposal Authority:
Job o, NC1-310-80-2
RETENTION

Records malotained by Financial Managesent Divielen for GAD elte

audits: Destroy & years and 3 months after the period of account, See

Item Ja, Records Control Schedule, for specific dispossl information,

CODE TITLE DESCRLFTLON OoF It RESFONSIRILITY ALL, OTHER OFFICES
L//H FIN FINANCTIAL MANAGEMENT Use for policles and procedures {Item 3a(l})) {Item 3a(2))

covaring all {rema included under
thie primary cubject.

Destroy when 7 years old or when
superaeded or obsolete, whichever
ie later,

Destroy when 3 years old or when
superseded or obsnlete, whichever
18 sooner,

1 Apalysis/Studics
1-1 Feasiblilicy Study "Destroy when completed study is
5 years old.”
1-2 Financial Analyeis
1=3 Internal Control Program
1-2-1 Federal Manager's Financial
Integrity Act = Year End
Report on Internal Controls
1=4 Wulnerability Ansessment
2 Appropriationa/Reimburgeable

Authorlty

v' o

Allocatlons

2=1=1

Allotements and Authorizatlons

2-2

Apportionments

./ 2-2-1

Continuing Resolutlons
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FIMANCIAL MANAGEMENT

HETEHTTON

Meposal Authority:
Job Mo, NCl=310-80-2

Records maintained by Filoancial Managesent Division for GAD site

audite:

Destroy & years and 3 months after the perieod of account.

See

Item 3a, Records Control Schedule, for specific disposal information.

CODE 11 DESCRIFTION OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER OFFICES
2-3 Trust Funds
i Bonding of Employees See Item 6, Records Control
Schedule, for specific disposal H/A
information.
[ rtif Officers and RETAIN: Disposition pending MARS Hik
approval.
4-1 Authorizations and Designations Use for designatioma of personnel vo RETAIN: Diaposition pending HARS  RETAIN: DMaeposition pending NARS
perform paying, collecting, and similar approval. approval.
functions. Iocludes lmprest funds and
public funds.
4-2 Revocations BETAIN: Disposition pending MARS  RETAIN: Disposiclon pending MARS
approval. approval.
5 Claims Correspondence and supporting material RETAIN: Disporition pending NARS  HRETAIN: Disposition pending MARS
relating to claims both for and agalost approval. approval,
the Agency.
[ MHaebursement s Includes correspondence and media to (Items b and 4) (Item 5h)
control the disbursesent of allotted Financlal Management Divielomn: Deatroy when 3 years old.
funds. Destroy when 3 years old or 3
years after the period of the
account, whichever la later.
6=1 Ad justeents (Items 3b and &) {Item 5b)
Financial Management Divieioa: Destroy when 3 yeare old.
Destroy when 3 years old or 3
years afrer the period of the
account, whichever is later.
6=2 Erroneous Payments (Items 3b and &) (Item 5b)

Financlal Management Divielon:
Destroy when 3 years old or 3
years after the period of the
account , whichever is later.

Destroy when 3 years old.
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FINANCIAL MANAGEMENT

HETEHTION

Records maintained by Financial Hl.uawu:nt DMwision for GAD sice

audite: Destroy 6 years and 3 months after the period of account. See
Item la, Records Control Schedule, for apecific disposal informatiom.
CODE TITLE DESCRIFTION OFFICE OF PRIMARY RESPONSIBLLITY ALL OTHER OFFICES
G-3 loprest Fund Includen wouchers and recocds created (Item 12) (Item 5b)
by cashiers, suditors, and verifiers. laprest Pund cashiers, auwditors, Destroy when 3 years old.
Subdivide as nacessary. and verifiers: Destroy whem 3
years old.
G4 Voucher Exsmination and (Items 3b and 4) (Item 5b)
Certification Financlal Management TMvislont Dentroy when 3 years old.
Deatroy when 3 years old or 3
years after the perlod of the
account, whichever la later.
65 Vouchers and Invoices (Items 3b and 4} (Item 5b)
Financial Management Division: Destroy when 3 years old.
Destroy when 3 years old or 3
years after the period of the
account, whichever {a later.
7 Accounting Syatems (Item Sall}) (Item 5a(2})
Financlal Management Ddvieslon: Destroy when 3 yeare old.
Financial Hanagement Systema Deatroy when 7 years old.
7=1 Accounting Data Bage Hetrieval
(ADR }
7-2 Anmual Resource Management
Plans Syatema (ARMPS)
7-3 Automated FPayment System
(APS)
=4 Automated Travel Voucher
(ATU)
7=5 Central Accounting System
(CAS)
T-h Financlal Plana (FF)
7=b=1 Advanced Acquisltion Plans




FINANCIAL MANAGEMENT

RETENTLON

Records maintained by Fipancinl Management Divislon for GAD site

audits: Destroy & years and 3 months lftlt the period of account. See
—— 3a
CODE TITLE DESCRIPTION
T=6-1 ARS Hemource Management System
T=6-3 Position Managemeat Plans
7-7 Forelgn Travel (FT)
-3 Letters of Credit
7-4 t Accounting Structure
Code (MASC)
7-10 Hatiomal Program Staff Accounts
(WPS)
7-11 Salary Lapee Tracking System
(SLATS)
7-12 Salary Projection Syatem (SP)
7-13 The Automated Pending Obligation
Syatem (TAPOS)
8 Fimcal Irregularities Includes frregularities in and falei- RETAIN: Dispoeltion pending MARS  RETAIN: DMaposition pending MARS
flcation of accounts. approval. approval.
9 Punds Control
9-1 Allowsnces and Expensecs (Items 3b and 4) (Item 5h)
Financial Managesent Division: Destroy when 3 years old.
Destroy when 3 years old or 3
years after the pariod of the
aceount, whichever is later.
9=1-1 Cost of Living Allowsnce (COLA) (Items 3b and 4) (Item 5b)

Financial Msnagement THvision:
Destroy when 3 yeara old or 3
years after the pericd of the
aceount, whichever Ia later.

Destroy when 3 years old.




FINANCIAL HANAGEMENT

HELENTION
Records maintained by Filnancial Management Divielon for GAD alte
audita: Destroy & years and 3 months after the perlod of account. See

= i o Item la, Records Control Schedule, for specific disposal information.
CODE TITLE DESCRIFTION OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER OFFICES
9=1=2 Living Quarters (Itema b and 4) (Item 5b)
Financlal Managemeot Divimiont Destroy when 3 years old.

Dentroy when 3 years old or 3
years alter the period of the
account, whichever is later.

§=1-3 Uniform Allowances {Items 3b and 4) {Item 5b)
Financlal Management Divielom: Destroy when 3 years old.
Destroy when 3 years old or 3
years after the period of the
account, whichever ia later.

10 GAD Exceptions GAD notices of exceptions, formal or (Item 7)
informal, and related correspondence. Financlal Management Divislon: NiA
Deatroy 1 year after sxzception has
bean reported or cleared by GAD,

11 General Ledger Financial Manapement Division
(Itema b and &) {Irem 5b)

Related correspondence: Destroy Destroy when 3 years old.
when 3 years old or 3 years after
the period of the account, which-
ever ia later.
{Item 35}
General ledger: Deatroy 10 years LIS
after the close of the fiscal year
involved.

i1-1 Posting and Control Hedia Financial Management Division

(Itema 3b and &) {Item 5b)
Related correspondence: Destroy Destroy when 3 years old.
when 3 years old or 3 years after
the pariod of the account, which-
ever 1s later.

(Icem 37a) (Irem 37h)
Ponting and control eedia Includ-  Destroy when 2 years old.
Ing journal vouchers, subsidiarcy
ledgera, trial balances, etc.i
Destroy when 5 years old.

12 Monthly Operating Reports (ltem 36(1)) (Item 36(2))

Financial Management [wision: Destroy when 3 years old.
Destroy 10 years after the close
of the fiescal year involved.




FINANCIAL HANAGEMENT

EETENTION

Records malatained by Financlal Management Divielon for GAD site
Destroy & years and 3 moaths lftll.' the pcri.n-d of account.
Record

audita:

CODE TTILE
13 Obligations (ltems Ib and 4) (Item 5b)
Financial Managemsent Dvislon: Destroy when 3 years old.
Deatroy when 3 years old or 3
years after the perlod of the
account, whichever is later.
13-1 Estimated Obligationa (Itema 3b and &) (Item 5b)
Fionancial Mapagement Divielon: Destroy when 3 years old.
Destroy when 3 years old or 3
years after the period of the
account, whichever is later.
14 Payroll Accounting Correapondence and related documents (Item 5b) (ltem 5b)
partaining to payrolling. Destroy when 3 years old. Destroy when 3 years old.
14=1 Salary Changes (Item 5b) (Item 5b)
Destroy when 3 years old. Destrey when 3 years old.
14-2 Time and Attendance Reports Time and Attendamce reports, appli- (Item 69a)
cations for leave, and supporting Timekeeper: Deatroy when 3 years N/A
(Case file by employee) docusents. Includes final Time and old.
Attendance report.
15 Program Agreement Accounting (Itema 3b and 4) (Itea 5h)
Financial Managesent Divielon: Destroy when 3 years old.
Destroy when 3 years old or 1
years after the period of the
aceount, whichever is later.
16 Recelpes/Collections Includes correspondence and media to (Itema Ib and &) (Item 5b)
contral the recelpt of funda. Financial Menagement Divielon: Deatroy when 3 yeare old.

Deatroy when 3 years old or 3
years after the period of the
account, whichever la later.
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FINANCIAL MANAGEMENT

RETENTION

Records malntained by Financial Managesent Division for GAD site

audita:

Destroy 6 years and 3 months after the period of account,

Item la, Records Control Schedule, for specific disposal informatiom.

CODE TITLE DESCRIPTION OFFICE OF PRIMARY RESPONSIBILITY ALL OTHER OFFICES

16-1 Ad justments {Itema 3b and 4) (Item 5b)

Financial Management Division: Deatroy when J years old.
Destroy wheo 3 years old or 3

years after the perlod of the

account, whichaver is lacer.

16~2 Delioguent Accounts for {Itens b and 4) (Item 5b)

Overtime Financial Managewment Divielon: Destroy whem 3 years old.
Deptroy when 3 years old or 3
years after the period of the
account, whichever is later.

16-3 Fee Collectiona

164 Relmbursable Services (ltema 3b and &) (Ieem 5b)

Financial Management Division: Degtroy when 3 years old.
Destroy when 3 years old or 3

years after the period of the

account , whichever is later.

165 Trust Fund (Itema Jb and 4) (lrem 5h)

Financial Management Divialon: Deatroy when 3 years old.
Deatroy when 3 years old or 3
years after the period of the
account, whichever la later.
L6-6 Uncollectible Debis (Items 3b and 4} (Item 5b)
Financial Management Division: Destroy when 3 years old.
Destroy when 3 years old or 3
years after the period of the
account, whichever la later.

17 Heporte-Statlatics Upe for reporta, atedles, surveys, Retentlon periods vary according Ratent Lon perlods vary according
progreas reportn, and pignlficant to type of report. See Records to type of report. 5See Records
acconplishment reports. Control Schedule or contact RMO Control Schedule or contact EMO

for apacific dipposal information. for specific disposal Ilnformation.

18 Travel and Transportation (Item 3b) {(Item 5h)

Accovnting Deatroy when 3 years old. Destroy when 3 years old.

18-1 Vouchare

Cape Elles of travel by imdividual.
Includes coples of travel vouchere,
advances, ete.

(GRS 9, Ttem 4a)
Destroy when 3 years old.

(GRS 9, Item 4a)
Deatroy when 3 years old,
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