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	General Records Schedule (GRS)/Unique Records Schedule (URS)
	File Title
	Series and Brief Description
	Location
	Disposition Instructions

	GRS 1.2, Item

010
	Grant and cooperative agreement program management records
	Records related to the coordination, implementation, execution, monitoring, and completion of grant and cooperative agreement programs, such as: 
· background files
o Program Announcements
o Notice of Funding Availability or Funding Opportunity Announcement, including Federal Register notices
o Requests for Proposals
· application packages (blank forms, instructions, guidelines, templates, checklists, evaluation criteria, etc. for a specific funding opportunity) 
· application evaluation files (panel composition, correspondence, instructions, etc. for a specific funding opportunity)

	N-4673
	DAA-GRS-2013-0008-0007
Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.

	GRS 1.2, Item

020
	Successful grant application and cooperative agreement case files 
	Official record of applicant case files held in the office of record.  Case files containing records relating to individual grant or cooperative agreements. Records include, but are not limited to: 
· applications, forms, and budget documents
· evaluation reports, panelist comments, review ratings or scores
· Notice of Grant Award or equivalent and grant terms and conditions
· state plans, if any (submissions from states that assure compliance with all applicable Federal statutes and regulations in effect with respect to the period for which the state receives funding)

· funding amendment requests and actions, if any
· periodic and final performance reports (progress, narrative, financial)

· audit reports and/or other monitoring or oversight documentation

· summary reports and the like
	N-4673 and E-grants (electronic system)
	DAA-GRS-2013-0008-0001
Temporary. Destroy 10 years after final action is taken on file, but longer retention is authorized if required for business use.

	GRS 1.2, Item

021
	Unsuccessful grant applications
	Applications submitted under Funding Opportunity Announcements that didn’t score high enough to receive an award
	N-4673 and E-grants (electronic system)
	DAA-GRS-2013-0008-0006
Temporary. Destroy 3 years after final action is taken on file, but longer retention is authorized if required for business use.

	GRS 1.2, Item

022
	Grant working files
	Copies of grant files used for administrative or reference purposes; not the official record.
	N-4673
	DAA-GRS-2013-0008-0002
Temporary. Destroy when business use ceases.

	URS, N1-369-97-1, Item B
	Correspondence
	While all correspondence is entered into the Secretary’s Information Management System (SIMS) and/or Correspondence Tracking System (CTS) for tracking purposes, OGM’s correspondence is either routine or administrative in nature:

· Incoming grant application  support letters and copies of the template-based outgoing responses
· Any correspondence/ responses related to the operation of the grant from the grantee
	N-4673, SIMS and CTS
	Temporary. Destroy when five years old.

	GRS 6.1, Item

010
	Capstone official e-mail
	The e-mail of the Administrator of OGM.
	The cloud.  

The Department’s e-mail is managed by the Office of the Chief Information Officer (OCIO) using Office 365’s Outlook. 
	DAA-GRS-2014-0001-0001

Permanent.  Cut off in accordance with agency's business needs. Transfer to the National Archives and Records Administration (NARA) 15 - 25 years after cutoff, or after declassification review (when applicable), whichever is later.

	GRS 6.1, Item

011
	Non-capstone official e-mail
	The e-mail of all OGM employees, excluding the Administrator.
	The cloud.  

The Department’s e-mail is managed by OCIO using Office 365’s Outlook.
	DAA-GRS-2014-0001-0002
Temporary. Delete when 7 years old, but longer retention is authorized if required for business use.


