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	GRS/URS
	File Title
	Series and Brief 
Description 
	Location
	Disposition Instructions

	
GRS 1.1
Item No.
010
	Citi Bank  
	ETA’s P-Card holders Citi Bank Statement with supporting and reconciled documentation 
	Kelly Lynch N4655
	[bookmark: _GoBack]Temporary. Destroy 3 years after final payment or cancellation, but longer retention is authorized if required for business use. 

	GRS 1.1
Item No.
010
	Property 
	 Manual inventory files in addition to DL 1-55 & DL 1-55A surplus forms
	N4655
	Temporary. Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use

	
GRS 1.1
Item No.
010

	Procurement Files
	Documents created / used during the contract procurement process
	N4655 
Shelia Turner  N4655
Chris Conboy N4655
	For a minimum of 3 years, COR shall maintain a file for each contract procured 

	GRS 1.1
Item No.
010
	Conference Files 
	Correspondence relating to the approval of conference request
	N4655
	Temporary.
Destroy when 3 years old, but longer retention is authorized if needed for business use.

	GRS 5.4
010
	Autos
	Vehicle Fleet
	Q:\OSPEP\Fleet

	Temporary Destroy when 3 years old or 3 years after superseded, as appropriate, but longer retention is authorized if required for business use


	GRS 2.7
020
	Safety and Health
	Covers all safety and health related activities; inspections, Continuity Plans, SIP, FW and ZM rosters,  phone trees, annual OSHA reports, flyers, meetings and documentation that is placed on the Safety and Health Website
	
	Temporary.  Destroy when 6 years old, but longer retention is authorized if needed for business use.

	GRS 6.1
010
	Capstone
	Emails for Capstone Officials
	Outlook Office 365 – Capstone
	DAA-GRS-2014-0001-0001
Permanent. Cut off in accordance with agency's business needs. Transfer to NARA 15-25 years after cutoff, or after declassification review (when applicable), whichever is later.

	URS N1-369-97-1
Item C
	Secretary’s Correspondence
	Electronic Records - created by electronic mail and word processing applications
	Correspondence Tracking System (CTS)
	Temporary – Delete when file copy is generated or no longer needed for reference or updating

	
	
	
	
	



