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6. CERTIFICATE	 OF I'GENCY REPRESENTAT:VE 

I hereby certify that I am authorized to act for. this age~cy in matters pertaining to the disposal of the agency's records. 
that the records proposed for disposal in this Request of _~ page(s) are not new r.eeded for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for immediate disposal. 

~ B Request for disposal after a specified period of time or request for permanent
 
retention.
 

C. DATE	 E. TITLE 

SEP 2' Records Administrator 

7. SAMPILE OR 10,
ITSM 1;0 JOB NO. .ACTION TAKeN 

804 INDIVIDUAL CIVILIAN PERSONNEL fILES. JThese files relate t 
(807) ,',	 documenting the service of'each individual employee'of the 

Defense Nuclear Agency and' its, consultants.:. 'Such files.-ar 
maintained exclusively by the Civilian Personnel unit 
which services each level of command. 

804.01 OFFICIAL PERSONNEL FOLDER FILES. Documents which reflec't 
(807-01)	 qualifications, efficiency, promotions, awards, certifi'':'' G ,.",.Ln II;( J 1 

cates of clearance and/or security deterrnir€.~'ionunder EO /( 5 f) v'T~1VJ '7 
10450, and similar information on a civil service employee 
or consultants. Included are individual personnel folders. 

NOTE: For purposes of this definition, the material dis-
cussed in Book V, Table 8, Sec 3, FPM Supplement 296-31
 

I (records containing information of a p~ivileged nature not
 
I'deemed appropriate for inclusion in the employee's officia
 
personnel folder during employment) is considered a part 0
 

this file although it is maintained separately under the
 
perso?al supervision of the civilian personnel officer.
 

a. Transfer of Transfer folder to new employin

employee: officer.
 

b. Separation of Retire to National Personnel
 
employee: Records Center (Civilian), 111
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7. o DESCRIPTION OF ITEM	 ~oSAMPLE OR 
ITEM NO (WIth Inclusive Oaras or Retention Perlodsl	 ACTION T.\"(NJOB NO

------f.---------------- ---------------------..---. .---. - ._-- -----
(804.01	 continued) 

Missouri	 63118, 30 days after 
separation unless retention is 
indicated	 by subparagraph S6-7,
Appendix A, FPM Supplement
296-31. NPRC (CIV) will des tzoy 

75 years after date of birth or 
60 years after date of earliest 
document in the folder if date 
of birth cannot be ascertained,
provided employee has been sepa
rated or retired for at least 5 
years. 

c. Consultant and Destroy 2 years after conc1usior.
 
Expert Files: of services performed.
 

r----. 804.02 EMPLOYEE SERVICE RECORD FILES. Documents reflecting the 
(807-02) service of civil service employees. Included are SF'7~ G~S / Zfrh/ .;;.6

J'- - - .. ---.-and similar or related documents. 

Place in inactive file after 
transfer or separation of 
employee. Destroy in CFA 3 
years after cutoff. 

804.03 CIVILIAN SERVICE EMBLEM CONTROL FILES. Documents reflectiI1fJ 
(807-08)	 eligibility for, and award of, civilian service emblems. 

Included are cards, printouts, and related documents.
'Jwlt-e" ,-Il'q,. o/~.

Destroy aD traDsfer or Sip&~a-
\ .... w _ ~.' , ' 

t j CD of .zapia} La bE 0:1t011 flO 

102190£ iice.ao. 

804.04 ADVERSE ACTION FILES. Documents relating to a proposed
(807-09) adverse personnel action, such as removal, suspension fur-

lough without pay, and reduction in ~ank or pay for cause 
'r •• other than reduction~in~force. Included are notice o~ pro- ,'" rtf ~ 

posed adverse action, employee's reply, statement of wit-
,
 

nesses, notice of decision, and similar or related docu-
ments, (Letters of reprimand are not included.)
 

Destroy when 4 years old unless 
employee appeals, in which case 
transfer to 803.05. 
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