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OVERVIEW OF CUTOFF CATEGORIES
The following provides an explanation of the cutoff categories referred to in this document.

The amount of time a record is kept is called its retention period. A disposition rule is the
definition of when a file begins its retention period, what that retention period is based on and
the final disposition action for a record once its retention period is over. Disposition rules are
made up of cutoff and disposition phases. Cutoff (an event or date trigger) determines when a
record enters its retention period. Final disposition is what is done with the records once its
retention period is over such as destruction by shredding, digitizing or transferring to another
location.

When converting from a traditional retention schedule to a “Big Bucket” retention schedule the
cutoff of a specific series of records do not always apply to all the records series types within the
“Big Bucket” schedule. In response, the following cutoff categories were fashioned. Within the
body of DCMA'’s records retention schedule several cutoff categories may be listed under a
given record type; the records owner (or those with records management responsibilities)
should determine which cutoff is appropriate based on their understanding of how information
is organized within the project, activity or mission.

Category A) Cut off is when record is superseded or obsolete; applies to publications,
issuances or like documents.

Category B) Cut off is when project or event is ended, or after final payment or final action,
or after settlement of disputes/incidents; court order lifted or litigation
concluded, whichever is applicable. Applies to activities whose records are
organized or grouped and maintained by a given task, job, assignment,
agreement or situation and has clearly defined start and end dates.

Category C) Cut off is when employee transfers, separates or retires from federal service or
where applicable, an employee or dependent spouse’s eligibility is terminated
or denied. Applies to certain Human Resource records.

Category D) Cut off is after period covered by account, certificate of settlement is received,
or when period for claims for which DCMA has right to collect is ended, or when
DCMA determines collection is no longer required or terminated , whichever is
later. Applies to certain Accounting records in GRS 3, 6, 7and 8.

Category E) Cut off is annually. Applies to records whose retention trigger is not based on a

significant event such as the release of a new issuance, completed task;
separation of personnel or settlement of dispute.
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130.00

130.01

Human Resources and Pay Administration

Note 1: Refer to 130.02 for personnel records kept in the Official Personnel Folder and
Employee Medical Folder

Note 2: Refer to 400.02a for records disposition of high level planning and decision
making

Note 3: Refer to 400.03a for disposition of official record keeping copy of agreements.
General Records: Human Resources and Pay Administration

Records related to the following activities; personnel development, civilian and military
personnel staffing, pay-rolling and pay administration and DCMA Equal Employment
Program. This section includes records which may also be filed in the Official Personnel
Folder (OPF) or Employee Medical Folder (EMF). For records filed in the OPF or EMF
refer to Section 130.02.

Includes but is not limited to:
1. Planning and Management

a. Records related to general planning, management and budgeting of Personnel.
Also includes but not limited to program plans, studies and analysis; reports,
including those produced from tracking/control mechanisms, and guidance
letters.

2. Civilian and Military Personnel Staffing

a. Union labor relation matters to include memoranda, correspondence, and other
records relating to relationship between management and employee unions or
other groups. Refer to 400.04b for disposition of official record keeping copy of
Agreements.

b. Copies of documents pertaining to re-alignment and re-organization used to

activate approved realignments and reorganizations. Refer to 400.02a for

official record retention guidance.

Personnel Requisitions to include requisitions for military personnel

. Documents related to assignment and transfers of military personnel

. Special orders for military awards and decorations

Case files accumulated as result of recommendations for and presentation of

military decorations and awards

g. Military manpower reports.

oo
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3. Employee Relations/Benefits

S0 o0 oTo

Counseling files to include reports of interviews, analyses

. Appraisals of unacceptable performance

Performance Records

. Drug Testing Programs

Occupational Injury and lliness files

Personal injury files to include forms, reports and related medical and
investigatory records related to on the job injuries. Refer to 110.01a for
Occupational Safety and Health log summary reports.

. Administrative Grievance, Disciplinary and Adverse Action Case files and related

records created in reviewing an action (disciplinary or non-disciplinary removal,
suspension, leave without pay, reduction-in-force) against an employee.
Includes copies of proposed adverse actions with supporting documents. Refer
to 400.04B for records kept as reference when conducting subsequent collective
bargaining agreements.

4. EEO

. Records related to affirmative action programs to include statistical reports, and

other back-up material to monitor programs

Equal Employment Opportunity correspondence files to include documents
providing general direction, staff guidance and reporting in the management
and administration of EEO including interpretations and decisions on
applicability, requests for waivers and exceptions.

EEO complaints/investigations preliminary files involving DCMA personnel that
do not develop into Official Discrimination Complaint Cases.

Official Discrimination Complaint Case Files

. Community Relations to include copies of documents, correspondence and

similar materials related to community related services.

5. Pay Administration, Hazardous Pay and Position Classification (Refer to 130.03 for
Employee Pay Records)

Smroano

Classification Standard Development Case files to include correspondence and
other records relating to the development of standards for approval by Office of
Personnel Management

Position Descriptions

Classification Survey Reports

Classification Appeal Files

Wage Surveys and Pay adjustment determinations

Pay Comparability records

Merit Promotion Case Files

Leave (approved/not approved) Application Files.
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i. Wage Deductions, Allotments, and electronic fund transfers to include but not
limited to employee withholding allowance certificates, employee wages and
tax statements

j. Savings Bond Purchase files

k. Payroll system reports to include error reports, system operation reports, and
reports providing fiscal information on agency payroll.

l. Records relating to retirement to include Register of Separations and Transfers-
Civil Service Retirement System, or equivalent.

m. Time and Attendance Source records

n. Hazardous Pay Differential (HPD) to include survey results, decisions,
Administrative Grievances, case files and related records created in reviewing an
action

6. Personnel Development

a. General training course records of agency- sponsored training to include course
reference material, back-up and working files and correspondence, agreements
relating to the establishment of training

b. Developmental programs to include training plans, supervisors quarterly
reports, recommendations for improvement

c. Training Evaluations

130.01a Records maintained by office of primary responsibility. This includes any records
maintained on a DCMA website.

DISPOSITION Temporary. Destroy 6 years after applicable cut off category.

Category B) Cut off is when project or event is ended, or final payment or final
action, or after settlement of disputes/incidents; court order lifted or
litigation concluded, whichever is later. Applies to activities whose
records are organized or grouped and maintained by a given task, job,
assignment, agreement or situation and has clearly defined start and
end dates.

Category C) Cut off is when employee transfers, separates or retires from federal
service or where applicable, an employee or dependent spouse’s
eligibility is terminated or denied. Applies to certain Human Resource
records.

Category E) Cut off is annually. Applies to records whose retention trigger is not
based on a significant event such as the release of a new issuance,

: completed task; separation of personnel or settlement of dispute.

130.01b Other offices’ records. This includes any records maintained on a DCMA website.
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DISPOSITION Temporary. Destroy when superseded, obsolete, or no longer needed
for business

130.02 Official Personnel Folder and Employee Medical Folder
130.02a Official Personnel Folder (OPF)

Relates to storing of Official Personnel Folders; includes records that follow an
employee throughout his or her career such as employment history, employee
performance ratings.

130.02a1 Office of primary responsibility. This includes any records maintained on a DCMA
website.

An agency holding an OPF concerning one of its employees is the custodian of the OPF
during the period the person to whom it pertains is an employee of the agency and is
responsible for the maintenance of that record regardless of format or media employed.

DISPOSITION Temporary as outlined in GRS 1.1:

Records filed on the right side of the OPF. (See GRS 1, item 10, for temporary papers
on the left side of the OPF). Folders covering employment terminated after
December 31, 1920, excluding those selected by NARA for permanent retention.

nsferred employees.

GRS 1 / ! * See Chapter 7 of The el Recordkeeping for instructions
a relating to folders of employees transferred to ano

ted employees.

o Transfer folder to Nationa Center (NPRC), St. Louis, MO,
Gg AY | / | L 30 days after latest separation. NPRC will destroy 65 years ]
from Federal service.

130.02a2 DCMA copy of “Official Personnel Folder”

Includes copies of records normally included in Official Personnel Folder (OPF)
maintained by supervisors or managers of staff under their administrative control

DISPOSITION Temporary.

Destroy or delete 2 year from date employee transferred to another agency or to
another supervisor within the DCMAg or terminated employment from the DCMA, or
verification of receipt of OPF records by agency or office having assumed responsibility

for records, whichever is earlier.

Note 1: Refer to 130.02a1 for record keeping copy of Official Personnel Folder.
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130.02a3 Other offices’ records.

@ DISPOSITION  Temporary. Destroy when superseded, obsolete, or no longer needed
for business

130.02B Employee Medical Folder (EMF)

Relates to storing of occupational medical records about an employee’s health status
including personal and occupational health histories and the opinions and written
evaluations obtained through the Data Collection Form and related Medical Surveillance
Program.

Note 1: Exclusions - The Employee Medical Folder transferred to another agency may
not include drug testing records created under Executive Order 12564 or
records relating to employee drug and alcohol abuse counseling or treatment
or other counseling programs conducted under chapter 79 of title 5, United
States Code.

130.02b1 Office of primary responsibility. This includes any records maintained on a DCMA
website.

An agency holding an Employee Medical Folder (EMF) concerning one of its employees
is the custodian of the EMF during the period the person to whom it pertains is an
employee of the agency and is responsible for the maintenance of that record
regardless of format or media employed.

DISPOSITION Temporary as outlined in GRS 1.21:

Employee Medical Folder (EMF). [See note after item 21c.]

Long= edical records as defined in 5 CFR Part 293, Subpart E (includes
Industrial Hygien reports, or records generated in the course of

G‘RS' [ / 21 a ( l) diagnosis and/or employmen
(1) Transferred employees.
See 5 CFR Part 293, Subpart E for instructions.

a.

—~—

1Zi=s ted employees.

GRS | / 21 q( 2,) Transfer to NPRC, St.
75 years after birth date of employeé€;
document in the folder, if the date of birth cannot
years dafter latest separation, whichever is later.

30 days after separation. NPRC will destroy
s after date of the earliest
ined; or 30

raryaor short-term records as defined in the Federal Personnel Manual

GRS (FPM).
'IZI!, aaa aaapa aaaaaaaa agaadaaaaaa a
Destroy 1 year after separation or transfer of employee:
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T e———ladividual employee health case files created prior to establishment of the EMF
GR Ay | / system tha etired to a NARA records storage facility.
2l¢

Destroy 60 years after retirement to the

130.02b2 DCMA copy of “Employee Medical Folder”.

@ Includes copies of records normally included in the Employee Medical Folder (EMF)
maintained at a separate location for administrative need or convenience.

DISPOSITION ~ Temporary.

Destroy or delete 2 year from date employee transferred to another agency or
terminated employment from the DCMA, or verification of receipt of EMF records by
agency or office having assumed responsibility for records, whichever is earlier.

Note 1: Refer to 130.02b1 for record keeping copy of Employee Medical Folder.

f30.02b3 Other offices’ records.

DISPOSITION Temporary. Destroy when superseded, obsolete, or no longer needed
for business

130.03 Employee Payroll Records

130.03a1 Employee Pay Records

loyee as maintained in an electronic data base. This
r part of a combined personnel/payroll

Includes pay records of each e

database may be a stand-alone payroll sy
G'RS 2/lq system.

DISPOSITION Temporary. Update elements and/or entire record as required.

; Individual Pay Record, containing pay data of each employee within an agency. This
record m i r or microfilm but not in machine readable form.
Ges 2/1b —

DISPOSITION Temporary. Transfer to NatioFPerso Cemer. Dgstroy
when 56 years old.

Noncurrent Payroll Files

Copy of noncurrent p ta as maintained by payroll services bureaus in either
microform or machine-readable form:

GE s / 2 DISPOSITION Temporary. Destroy 15 years after close ©

r in which generated.
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Schedule 130
Records Series Crosswalk
C D H K N 0 P Q R
Record | Current DLA-
Buchet Type DOMA
Sealon- | (vemp, | Reconds |GRS-combined f“"""i"m“”“"“ or GRS Cutaff Retention "mzz“ Current DLA-DGMA General Series Information Current w.‘r’::“ Recond Current DLA-DOMA Description/Information
Combined |Perm, Temp| Series-
system) Combined
1
Destroy after 6 years, or if applicable, after GAO audit, Office Time Keeping Records  |All time and attendance records upon which leave input data is
whichever Ispooner. based, such as time or sign-in sheets; time cards (such as Optional
Form (OF) 1130); flextime records; leave applications for jury and
130.01a T 110.49 GRS 02, item 7 military duty; and auth d payor intained
at duty post, upon which leave input data is based. Records may be
ineither machine-readable or paper form.
2
Destroy at end of following pay period Application for Leave, or equivalent plus any supporting | Leave Application Flies. SF 71- If |if employee Initials time card or equivalent; GRS 2, Item 62
130.01a T 110.50.A GRS 02- Item 62 d for and app! | of leave. employeenitials time card or
3 equivalent.
Destroy after GAO audit or when 3 years old, whichever Application for Leave, or equivalent plus any supporting | Leave Application Flies. SF 71- If |if employee has not Initlaled PLAS SHEET or equivalent; GRS 2 ltem
130.01a T 110508 GRS 02- ltem 6b ifsooner. for and app of leave. employee has not Initlaled PLAS |6b
SHEET or equivalent.
4
Destroy when position is abolished or position N1-361-91-2 Position Description Files Coples of d desaribingan blished position within an
130.01a T 110.55. N/A-N/A description is superseded. office and related records. Includes forms Identifying position
5 I security reoulrements.
Destroy when superseded or obsolete. Union Matters |ner d pond: and other records
130.01a T 110.58. GRS 1, Item 28a(2) relating to b and
6 unions or other grouns.
2years after of program effort, or |N1-361-90-04 |Relates to the and of |Equal I Opp [ related to the
'when no longer required, whichever is sooner. the activity Equal Employment Opportunity (EEO) Program | Program/Project Files d and of individual EEO progr proj
130.01a T 140.0L N/A-N/A which Includes providing advise and assistance to the such as program plans, studies and analyses, reports, letter
Commander on EEO related actions. guid: and direction, and related d
7
Destroy after 2 years. N1-361-90-04 | D providing general di n, staff guid: and | Equal Employment Opportunity | DCMAHQ
gin th and of EE0 |G pond Flies -
Includ P and dedsions on ilty,
130.01a T 140024 N/A-N/A requests for waivers and exceptions, data calls and
dicreporting, and s! d not covered
8 elsewhere.
Destroy when superseded, obsolete or no longar N1-361-90-04 EEO Advisory Services Documents relating to the overall relationships with the command
needed. staff, / s, other program officlals and
130.01a T 140.10. N/A-NIA forthe of program rights, bilities, and training.
9
Destroy after 5 years. N1-361-90-04 EEO Program ded to th d staff Includ
130.01a T 140.20. N/A-N/A data on employment, sex, race, etc,, for use in evaluating aspects of,
10 the EEO program.
Destroy after 5 years or when administrative purposes |N1-361-90-04 Affirmative Action Program [Annually compiled réports, plans, and related di
have been served, whichever is sooner. correspondence and backup I d in the
130.01a T 140.30. N/A-N/A survelill and impl of multi-year affirmative action
11 and personnel programs and plans.
Destroy after 5 years. N1-361-90-04 | Documents, correspondence and simllar materlals C OCMAHQ,
p gto empl and
related services and programs used to record actlons
130.01a T 140.40.A N/A-N/A taken in the Federal Woman's Program, Handicapped
rogram, I Program and
other programs of a like nature.
12
Destroy 4 years after resolution of case. Offidial Discrimination |Originating agancy's file containing complaints with related
Complaint Case Flies {correspondence, reports, exhibits, withdrawal notices, copies of
130.01a T 140.50. GRS 01- Item 25 records of h ngs and and other records as
{described in 29 CFR 1613.222. Cases resolved within the agency,
13
Destroy when 2 years old. EEO C /i Records d i that do not develop into Official
130.01a T 140.52. GRS 01- Item 25¢(2) Preliminary Fiies C C Cases.
14
Destroy after 3 years, when superseded or obsolete, N1-361-90-04 EEO Committee Minutes from EEO Ci L Ings and related d
L 130,012 T 140.60. N/A-N/A hichever is applicabl and correspondence.
15
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Schedule 130

Records Series Crosswalk
C D H K N o] P Q R
Record | GurrentDLA-
Bucket Type DAMA
. {Yemp, rds | GRS-combined Current DLA=DOMA or GRS Cutoff Retention NARA/ DOMA Current DLA-DOMA General Series | Qurent DLA-DOVA Record ntOLAL Deseri nf
Instruction Authority Titde ption/
combined |Perm,Temp| Seres-
system) Combined
1
- Upon place d in N1-361-91-7 Personnel Security Folders - Case resumes of reports of Investigation, when relatingto cases
Inactive file, cut off at end of calendar year, retain Ina C gatory where derogatory is involved, including di
current files area, and destroy after 2 years. Information reflecting actions taken and copies of documents similar to those
described in subparagraph 155.40A above.
130.01a T 155.408 N/A-N/A Records d . L by
DCMAHQ will have the same disposition as similar Coples of requests
record
16
Movag dBudy L the devel. smbnhm&nhﬂmdxmwﬂnm-dm
and imp of ool ot e o . din the f the Emp Suggestion
. commwmmepmm Employee Suggestion Program | Program and in the review of propass ls and devel of
. - . .- L Memarendion (POM), the DOWA M5, the Deferme Docyments pertatibrgto dations for I di 4
‘130.01a 1 ..| 212804 N/AN/A " - rfaostinnal A N1-361-92-03 ’ N 'm,’ Imullpoﬂcv,wudmumd PR o . ‘
. . B DRI - - . sdminisuatonofthe -~ . S et
’ ‘ N ool n Em| P
» ployee Suggestian mnm
17
Destroy after 5 years. N1-361-92-03 |Employee Suggestion Program. Suggestion forms, related | Employee Suggestion Program pertaining to overall policy, procedures and
awards, correspondence and backup materials used in the ! Documents pertainingto administration ofthe Employee Suggestion Program - DCMAHQ
management of the Employee Suggestion Program and in { overall policy, procedures and
130.01a T 212.80.A(1) N/A-N/A the review of proposals and development of ation of the Employ
recommendations for approval/disapproval. Suggestion Program - DOMAHQ
18
mmdwmmmmm wfwm,:dnudmt.mw&m.um
. } of polices and objx 3 rlaisused in the the Employee5uggestion
: ! . to the activity budget and the Program Program and in the review of ks and deve 4 of
‘ : ; L fe ':emndun (rom) the DOMAMIS, the Defersie EmployeeSuggestioa progrem. dxtions for approval/ disspproval.
130.01a 1 212.80.8 N/AN/A - N W 5 , 7| N1-361-892-03 ’ o {DIMES) Propassis, case files, repor>
. EOR . ‘ o [ nd g . q el o
: > . ® .- L .d gan L —ry = o Liarrivive
P and ke ugpestions
19 v -
Destroy 3 years after disapproval, completion of testing,| N1-361-92-03 | Suggestlon forms, related awards, d and npl Suggestion Program -| Proposals, case files, reports and supporting documents - DCMAHQ
or !l as licabl backup materlals used in the management of the Proposals, case files, reports and PLFA Suggestion Managers
Employee Suggestion Program and in the revizw of and supporting documents -
130.01a T 212.80.8{1) N/AN/A proposals and devek of for DCMAHQand PLFA Suggestion
approval/disapproval.- Proposals, case files, reports and  |Managers
supporting documents
20 .
Destroy after 2 years. N1-361-92-03 C deling Program| P i letter and related
correspondence and backup materials used to manage the activity
130.01a T 2282 N/aN/A OMP and maintain current data for authorized positions.
21
See 310.13, informational Personnel Records. Military Position Reg See 31013, P | Records.
(Cutoff at end of calendar year. Destroy after 1 year.) (D d on military p and
d atvarious d levels with DCMA as aresult of
routing through d ch or
130.01a T 21284, N/A-N/A maintained by offices not having custody of the individual
personnel record. Bucludes record copies of documents properly
filed in 310.10, Individual P , it may
include a copy of such documents
22
Destroy when superseded or after separation of Coples of individual i dividual Auth d Alk h for Purchase and Request for Change United States
employee. authorizing/canceling payroll changes to wages such as Flies -Authorization for Series EE Savings Bonds, SBD Form 2104, or previously superseded
130.01a T a GRS 02- flem 142 direct deposit, bonds, allotments, charity contributions, |Purchase forms
23 and directly related papers.
Destroy after GAO audit or when 3 years old, whichever| Coples of Individual dividual Authorized Al divid h d All Flies h for Individ
Is sooner. authorizing/canceling pavroll r.hanps to wam such as Files for il to the Combined Federal C
130.01a T 216.108 GRS 02- item 152 direct deposit, bonds, all Y individual alls tothe
and directly related papers. Comblined Federal Campalgn
24
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Schedule 130

Records Series Crosswalk
C D H K N 0 P Q R
Record | Current DLA-
Bucket Type DOMA
Section- {Temp, Records |GRSpcombined Current DLA=DCMA or GRS @utoff Retention NARA/IDCMA Current DLA-DOMA General Series Information Current DLA-DCMA Record Current DLA-DCMA Description/Information
Instruction Authority Tide
Combined |Perm,Temp| Serlesp
system) Combined
1
Destroy when superseded or after separation of Coples of individual empl | dividual Authorized All divid h d Al Flies - Form TSP-1 authorizing
employee. horizing/ ling payroll changes to wages such as Filesp Form TSP-1 authorizing | ded: of empl b to the Thrift Savings Plan
130.01a T 216.10.C GRS02- Item 16 direct deposit, bonds, alls charity dedi of !
and directly related papers. contribution to the Thrift
25 |SavingsPlan
Destroy after GAO audst or when 3 years old, whichever Coples of individual dividual Authorized All dividual Authorized Alk Files - Other authorizations such as
is sooner. authorizing/canceling payroll changes to wages such as Flies - Other authorizations union dues and savings
130.01a T 216100 GRS 02- [tem 15b direct deposit, bonds, allotments, charity contributions, |such as union dues and savings
26 |and directly related paners.
D y when sup ded or after Coples of Individual empl ppli dividual Auth d Al dividual Authorlzed All Files - Direct Deposit Sign-up Form
’ " Il changes %o wages such as Files - Direct Deposit Sign-up | (SF 1199A)
130.01a T 216.10€ GRS02- temg7 direct deposit, bonds, allotments, charity contributions,  |Form (SF 1199A)
27 |and directly related papers.
Destroy 4 years after form is superseded or obsolete or ' WithholdingTax Exemption Coples of individual employee's Internal Service (IRS)
upon separation of employee. Certificates Forms W<4, and similar statetax exemption forms.
13001a T 216.20, GRS 02- ltem 133 [individual Employee Pay Record.
f1a. Pay record for each employee as maintained in an
electronic data base. This database may be a stand-
28 alone payroll s} o
Destroy after 3 years. N1-361-92-03 C / Files |Coples of d travel claims, Military
interdepartmental Purchase Requests (MIPRs), and similar funding
130.01a T 216.30. N/A-N/A documents used to certify fund availability and to record
commitment and obligatlons data for supported activitles and
29 organkations
Destroy after 1 year. N1-361-92-03 Payroll eg P record of payroll changes input into
130.01a T 216.40. N/A-N/A Automated Payroll, Cost, and Personnel System (APCAPS)
30 |maintained to verify input accuracy.
Destroy after 3 months. N1-361-92-03 Accounting Transaction Printouts containing record of dally accounting transactions input
Registers into APCAPS system and subsystems and maintained to verify input
130.01a T 216.50. NA-N/A v. (4 d Payroll, Cost and Personnel System)
31
Destroy after 1year. N1-361-92-03 Monthly Management Reports |Coples of monthly APCAPS reports pertaining to un-llquldaled
delivered orders, and by
130.01a T 216.60. N/A-N/A used for research and verification purposes. (Automated, Payroll,
Cost and Personnel System)
32
Destroy after 3 months. N1-361-92-03 Military Manpower Report Copies of APCAPS reports containing records of mllitary personnel
130.01a T 216.70. N/A-N/A b authorized to certlfy on-fine.
33
Destroy 3 years after termination of program effort, or | N1-361-91-17 | Relates to the administration of military personnel Human resources related to the fc
when no longer required, whichever is sooner. programs and civilian personnel programs for Program/Project Flies and of Indwidual Human
130.01a T 300.01 N/A-N/A appropriated and non-appropriated fund employees. projects such as program plans, studies and analyses,
repor!s. letter guidance and direction, and related documents.
34
- - |7 - - + = |Relstes to the administratinn of miil | L Spxle e
R : . e - Wmsanddvﬂhnpamndwhr P e N -
- i . -p ~ . appropriated and ppropr
. KL B . a4l " £  euidan
130.01a 1 300028 N/AN/A - Informational and reporting Inthe and f S _
R ~‘...:.," ,"" s e P Lnedesdin P 0, A decl .
o : " onappliabiliy, for and exceg) . R -
- K data calls and pevlodknportlr‘. .
35 . N
DestroyafterS years. N1-361-91-17 |D ding general direction, staff guid and | Human Resources Human Resources Correspondence Files-HQ DCMA
g inthe and of C d Files-HQ
| matters includi and dedsii DCMA
130.01a T 300.024(1) N/A-N/A on applicability, requests for walvers and exceptions, data
L calls and periodic reporting,
36
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Schedule 130

Records Series Crasswalk
C D H K N o P Q R
Record | CurrentDLA-
Bucket Type DOVA LA=DOMA Cutoff NARA/DCMA DLADOWA
Sectionp {Temp, Records |GRS- combined ::urrentlll)m or GRS Retention Authord Current DLA-DCMA General Series information Current Ttle Record Current DLA-DCMA Oesaigtion/Information
Combined |Perm, Temp| Seriesp ority
system} Combined
1
Destroy when 3 years old. Documents providing general d staff guld and |Human Resources Human Resources Correspondence Files - General - Other actlvities
porting in the and of Corr d Files - General
| matters Including interp and d Other
13001 T 300.024(2) GRSO1- ftem® on applicability, requests for waivers and ewseptions, data
calls and periodic reporting,
37
Documents providing general direction, staff guidance and | Human Resources Operating personnel office records relating to individual employees
reporting in the and of C d Files- Non-  |not maintained in OPFs and not provided for elsewhere in this
p | matters Includii (. andd OPF or otherwise scheduled serles.
130.01a T 300.028 GRS 01- ftem 17 on applicabllity, requests for walvers and exceptions, data
calls and periodic reporting,
38
Destroy when action is completed. D ding general d staff guld and |C d and forms C d d forms relating to pending personnel actions
reportingin the and ad of relating to pending personnel
personnel matters Includl and dedsl actions.
130.01a T 300.02.B{1) | GRS 01- tem 17a on applicabif for waivers and data
calls and periodic reporting,
39
Destroy when 6 months old. Documents providing general direction, staff guidance and | Human Resources C | offi ds relating to individual employ
reporting In the and ad of Cor d Files-Non-  [not maintained in OPFs and not provided for elsewhere In this
[ | matters includi P and dedi: OPF or otherwise scheduled - |series.
13001 T 300.028(2) GRS 01- item 17¢ on applicabllity, requests for walvers and exceptions, data [All other correspondence and
L calls and periodic reporting, forms
40
Destroy when 2 years old. Statistical Reports reports in the "] | office and
130.01a T 300.05. GRS O1-fitem 16 subordinate units relating to personnel.
41
Destroy after 1 year. N1-361-91-17 | Relates to military | matters, including military F D relating to the of military | and
130.01a T 310.05. N/AN/A personnel assignments and actions. to requests to the Military Departments for the assignment of
42 military personnel to DCMA.
Destroy after 1 year. N1-361-91-17 |Relates to mllitary personnel matters, including military and Transfers relating to named military personnel assigned to or
| and actions. ferred from el of DCMA including reports of
130.01a T 31007. N/A-N/A assignments for special projects showing staffing pattems, service
a3 assigned and similar papers.
Maintenance and disposition will be as prescribed by to military | matters, I ding military Individualtype records relating to military personnel assigned to
the Military Service concerned personnel assignments and actions. DCMA. This item includes only those records that accarding to the
|requirements of the Military Services concesned are transferred
with the individual during his military career; for example personnel
130.01a T 310.10. N/AN/A N1-361-91-17 individual Personnel Records  |record Jackets, qualification records, and heaith records. While
such records are grouped under this file number for overall
Identification purposes, neither the jJackets (folders) nor their
will be d with this file number.
44
Qnoff atend of calendar year. Destroy after 1 year. N1-361-91-17 to military | matters, including mllitary informational P D lated on individual military land
personnel assignments and actlons. Records d at d levels with DCMA as a result of
° routing through d ch Is or
130.01a T 310.13. N/AN/A maintained by offices not having custody of the individual
personnel record.
45
Destroy upon transfer or separation of the individual. | N1-361-91-17 | Relates to military personne! matters, Including military  |Qualification Record Extracts | Bxtracts from personnel qualification records such as from Officer
personnel assignments and actions. Qualification Record, Enlisted Qualification Record, or other
130.01a T 310.6. NA-N/A Sources.
Excludes offidal qualification records covered under 310.10,
46 Iindividual Personnel Records.
Destroy after 1 year. N1-361-91-17 |Relates to military p ] s, Including military D and Awards Case files lated as a result of d; for,and
personnel assignments and actions. Presentations pr of, di and awards.
130.01a T 310.19. N/A-N/A - L approvals; coples of
notices of di notices of and for awards for
47 decorations, documents pr
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Records Series Crosswalk
C D H K N [}) P Q R
Record | Current DLA-
Bucket Type DOMA .
Sectlon- {Temp, Records |GRS - combined Current DUA=DCMA or GRS Sutol Retention NARA/ DQMA @urrent DLA-DCMA General Series Information Current DLA-DCMARecord Current DLA-DCMA Description/information
N Instruction Authority Title
Combined |Perm,Temp| Seriesp
system} Combined
1
Destroy after 10 years. N1-361-91-17 |Relatesto military personnel matters, Including military  |Awards and Decorations Speclal orders for awards and decorations awarded by DCMA.
130.01a T 310.20 N/A-N/A personnel assignments and actions. Special Orders
48
Destroy 1 year after separation or transfer from DCMA. |N1-361-91-17 |Relates to military | matters, Includis Itary  |Eval Reports Documents relating to the p and sub
130.01a T 310.22. N/A-N/A | assk and actions. of regular and special evaluation reports on military personnel.
49
Destroy 1year after transfer of the individual N1-361-91-17 to miltary | matters, including military | Non-judicial Punish D Ing to specific of nonjudicial
- concerned. ] and actions. h h di d by DCMA and d copies of
130.01a T 310.25. N/A-N/A f and all lons fi hed the Military Services where
non-judidal is not d by DCMA, Includl
50 reauest
Destroy when superseded or canceled. N1-361-91-17 |Relates to military personnel matters, Including military  |Miltary Position L |Posstion d ing military t d for
130.01a T 310.28. N/AN/A personnel assignments and actions. DCMA.
51
Destroy upon reassignment of individual or upon N1-361-91-17 |Relates to military | military | Military P | Data dividual records or listings serving as control or reference flies
supersesslon, as applicable. | and actions. rather than as officlal documentation. Such records provide current
130.01a T 31031. N/A-N/A information relative to military personnel, such as date of
assignment, rotation date, branch of service, rank, date o
52
Destroy after 1 year. N1-361-91-17 |Relates to military | matters, includi ilitary  |Personal Affairs Relates to administrative preparation and/or processing of
| and actions. |personal-type actions such as request for Government life
13001a T 31034, N/A-N/A 828 or social security.
Excludes documents appropriate for filing in 310.10, Individual
53 Personnel Records.
Destroy after 2 years. N1-361-91-17 |Relates to military | matters, including military  |P relating to the promotion of enlisted, warrant, and
130.01a T 310.37. N/A-N/A Ipersnnnel assignments and actions. d officer ).
54
1 year after separation from DCMA assignment, orin  |N1-361-91-17 |Relates o military | matters, Including military  |R on Active Duty [Documents relating to the retention on active duty of military
130.01a T 310.40. N/A-N/A accordance with requirements of military service, as personnel assignments and actions. personnel and the accomplishment of certificates of declination or
55 licabl acceptance of active dutv obligation.
Destroy 1 year after separation from DCMA, or in N1-361-91-17 |Relatesto | matters, Includi litary |R { D not included In military personnel Jackets that relate to
130.01a T 21043, NIAN/A accordance with requirements of military service, as and actions. Separation {requests 1.or retirement, resignation, a.n:llnr separation of mllitary
applicable. of orders, and
56 retired personnel reports.
Destroy 2 years after separation or release fr N1-361-91-17 |Relates %o military p  matters, | di ilitary Reserve Affairs Documents relating to the adminlstration of military reserve affairs
bll d or after lon or | and actions. Includi ! and of mok d
130.01a T 31046. N/A-N/A obsolescence, or after S years, as applicable. active duty training, preparation of tables of distribution, and
57 similar papers.
Destroy when superseded or obsolete, or after 3 years, | NN-168-94 to military | matters, indludi ilitary  |Troop information and Documents pertainingto of
130.01a T 310.49. N/A-N/A as applicable. | and actions. Education reports, and dissemination of information to military personnel.
58
Destroy 1 year after reassignment of individual. N1-361-91-17 |Relates to military personnel matters, including military  |C Certificates Copies of d cl certificates indi of
personnel assignments and actions. ! p di by departing military L They consist
130.01a T 31052 N/A-N/A of installation clearance certificates or simllar forms, with
PPt g di d of service bill; re
59
Cut off annually or when reporting unit/activity is N1-361-91-17 |Relatesto military personnel matters, Including military  |Rosters and Strength Returns - |Rosters, retumns, reports, and related papers regarding military
reduced to zero strength. Transfer to Inactive file and personnel assignments and actions. . [Army Monthly P | 1 10 DCMA.
130.01a T 310604 N/A-N/A destroy after 1 year. IStrength Zero Balance Report
E
Destroy 3 hsafter last duty ismade |N1-361-91-17 to military | matters, Including military | Duty Rosters Rosters d for ding duties perf d by lin
130.01a T 310.62 N/A-N/A from the roster. ] and actions. an organization in order to make an equitable determination of
61 duty assignments.
Destroy after1 year. N1-361-91-17 |Relates to miliitary | matters, includi y |Mmilitary P ! Regil used to control ab from military
| and actions. containing signatures; time of departure or arrival; name, grade, or
130.01a T 310.64. N/A-N/A rank, and lon of individual; autk forab
destination, and address while absent; length of absence; and
62
Destroy 1year after transfer, departure, or separation |N1-361-91-17 | t Y | mataers, ding military  |Military Personnel Locator Locator cards and comparable forms used to indicate the
130.01a T 310.66. N/A-N/A of the individual. personnel assignments and actions. Cards lwhereabouts of personnel.
63
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Records Series Crosswalk

C D H K N 2] P Q R
Record | Civrent DLA-
Bucket Type DQMA
Sectlonr {Temp, Records  |GRS- combined Current DLA=DCMA or GRS Cutofl Retention NARA/DOMA Current DLA-DCMA General Serles information Current DLA-DCMA Record Guent DLA-DCOVA Desaription/information
Instruction Authority Title
Combined |Perm, Temp Serfes-
system) Combined
1
Destroy when all postings to leave records havebeen  |N1-361-91-17 lates to military | matters, including military  |Leaveof Absence p copies of DA Form 31, Request and Authority for Leave,
completed and verified, exeeptwhen requiredas personnel assignments and actions. NAVCOMPT Form 3065, Leave Request/Authorization, AF Form
evidence in any proceedings. 988, Leave Request/Authorization, NAVMC Form 3, Leave
130.01a T 310.80. N/A-N/A Authorization (Officer and Enlisted) (1050), and comparable forms
. used in requesting and granting leave for military personnel.
64
Destroy upon reassignment or separation of the N1-361-91-17 |Relates to military personnel matters, including military  |Enlisted F | Passes Dup copies of DD Form 345, Armed Forces Liberty Pass, DA
individual, encept when required as evidence in any personnel assignments and actions. Form 31, Request and Authorityfor Leave, and comparable forms
130.01a T 310.85. N/A-N/A
proceedings. and orders used in authorizing enlisted personnel to be absent on
65 Jother than leave.
Destroy after5 years. NN-168-94 to military | matters, including military | Training Documents relating to the administration of training and
130.01a T 310.90. N/A-N/A personnel assignments and actions. educational matters affecting military personnel.
66
Cut off at end of Fiscal Year. Destroy after 1year. N1-361-91-17 |Relates to those aspecls of the dlvillan personnel program | Training Requirements Training survey forms, requests for training, activity tralning plans,
relating to employ training and and related materials used to identify and determine training
130012 T 330.10. N/a-NfA . needs, develop training plans and methods to fufill ralning
67 requirements.
Destroywhen 5 years old or when superseded or Relates to those aspects of the clvilian personnel program |Employee Training Correspondence, memoranda, reports and other records relating
130.01a T 330,20, GRS 01- tem 29b obsolete, whichever is sooner. relating to employ training and to the availability of .lralnln.; and employee panld'patlnn in training
prog; P by other or non-
68 Governm
Destroy 1 year after employee has completed program. |N1-361-91-17 |Relates to those aspeﬂs of the civillan personnel program |C | Progr Empl 8! individual training plans, supervisor's
. relating to employ | training and quarterly progress reports, statistical indicator reports,
130.01a T 330.30. N/A-N/A for impr pr , listings,
correspondence, and simllar materials used to identify, develop
and monitor spec
Destroy 1 year after employee has completed training. |N1-361-91-17 |Relates to those aspects of the civilian personnel program | Training Evaluations Course evaluation forms, course rating, and similar materials used
130.01a T 330.40. N/A-N/A relating to empl d training and to evall he eff devel and
70 noncomoetitive testing programs.
Destroywhen 5yearsold or S years after completion of Relates to those upem of the civilian personnel program |Course Records Correspondence, d author
a specifictraining program. relating to | training and reports, requirement reviews, plans, and objectives relating to the
130.01a T 330.50A GRS 01- ftem 29a(1) General training course records of agency-sponsored establishment and operation of training, courses and conferences.
71 training
Destroy when 3years old. Relates to those aspects of the civilian personnel program | Course Records - Backup and
130.01a T 330.508 | GRS O01-Rem 29a(2) 8 training and working files
training course records of agency-sponsored
72 training
Destroy when superseded, obsolete or no longer N1-361-91-17 Course Reference 1 I copies of notices, catalogs and other records
130,013 T 330.60, N/A-NJA needed for reference. 'which provide information on courses or programs offered by
or not covered
73 Isewhere.
Destroy when superseded or obsolete. Relates to those aspects of the civilian personnel program |Position Classification dards and guidelines issued or d by OPM and used to
130.01a T 350.10. GRS 01- item 7a(1) | relating to position classification and pay administration. |Standards classify and evaluate positions within the agency.
74 .
Destroy 5 years after position is abolished or Relates to those aspects of the civilian personnel program |Classification Standard Correspondence and other records relating %o the development of
130,01a T 350154 | GRS 01- fem 7a(2)(a) desaription is superseded. relating 1o position classification and pay administration. |Development - Case Files shndafd.s I'fnr classification of posmens peculla‘ﬂo the agency and
y Office of P (OPM)forapproval
75 or disapproval
Destroy when 2 years old. to those aspects of the civilian personnel program | Classification dard Corr d and otherr tothe of
{relating to position classification and pay administration. | Development - Review files standards for classification of positions peculiar to the agency and
130.01a T 350158 |GRSO1-item 7a(2)(b) P reviewed by Office of Personnel (OPM) for app
76 or disapproval.
Destroy 2 yaars after position Is abolished or Relates to those aspects of the dvillan | Position [ Record copies of position descriptions which Include information
130.01a T 350.20. GRSO1-ttem7b  |description is superseded. relating %o position classification and pay admlnls!mlnn. on title, serles, grade, duties and responsibllitles, and related
n |documents.
Destroy when 3 years old or 2 years after regular . Relates to those aspects of the civillan personnel program | Classification Survey Reports | Classificati y reports on various prepared by
130.01a T 350.25. GRS 01- Item 7c(1) | inspection, whichever is sooner. g ition classification and pay administration. classification spedalists, including periodic reports.
78
Destroy when obsolete or superseded. Relates to those aspects of the civillan personnel program | inspection, Audit and Survey  |Inspection, audit and surveyfiles including correspondence,
130.01a T 350.30. GRS 01- Item 7c{2) relating to position classification and pay administration. | File reports, and other records relating to inspections, surveys, desk
79 audits and
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Records Series Crosswalk
C D H K N o P Q R
Record {CurrentDLA-
Bucket Type DCMA
Section- | {remp, | Records |GRS-combined °‘| ""“:"“"“““G“ @l Retention "‘: mwn::“ Current DLA-DOMA General Series Information Current m:-‘::mA Record urrent DLA-DOMA Description/Information
Combined |Perm, Temp Serlesp
system) Combined
1
Destroy 3 years after case is closed. Relates to those aspects of the civilian personnel program | Appeal Flies Case files relating to dlassification appeals, excluding OPM
130.01a T 350.3S. GRS 01- Item 7d(1) relating %0 position classification and pay administration. classification certificates.
80
Destroy after affected position is abolished or Relates to those aspects of the civilian personnel program | Classification Certificates Certificates of classification issued by OPM.
130.01a T 350.40. GRS 01- Item 7d(2) ded relating to position classification and pay administration.
81
Destroy after S years. N1-361-91-17 |Relates to those aspects of the civilian p | program |P /o Proposed Is, records of advice provided,
130.01a T 350.50. N/AN/A relating to posttion classification and pay administration. newly developed standards, repnn.s. and related u:mspunde:nu
used to plan and conduct positi
82
when ded or ot N1-361-91-17 |Relates to those aspects of the civilian personnel program |Wage Surveys and Pay C salary bility charts, copies of supervisory
relating to position classification and pay admi i J ition d d and related backup
{materials used to conduct locality wage surveys, develop hazardous|
130.01a T 350.55. N/A-N/A and pay and pay
{adjustments for classification act supervisors of Federal Wage
System employees.
83
hedules of fuNecak pe———
7 - 77 " | changes tosurveys ind survey schedules, minutes of N
- - . = ot attonc and - B " . B A
© 1 ] 35056A : ’ e ctnd and <o ol ) & . - ’ ~
- > i usufications, g DCPMS Wage Setting Olvision | *, . -
“ . : q . owe regular " " S e .
sl M B . J e : Fm Lo i e et - ‘
Permanent. Transfer tothe National Archives in annual |N1-361-95-2 | Schedules of full-scale wage surveys, requests for changes | Wage Survey data maintained
Increments along with related documentation (code to surveys and survey schedules, minutes of in electronicfi
130,018 P 350.56.A1) GRS 01- ftem 38 books, file layouts, etc. : n and justifications, collected
and wage data regular and
overtime.rates, bonuses, incentives,
85
Destroy after 20 years. N1-361-95-2  |Schedules of full-scale wage surveys, requests for changes |All otherrecords
%0 surveys and survey schedules, minutes of meetings,
and Justifications, collected
130.01a T 350.56.A(2) N/A-N/A and wage data ing regular and
lovertime rates, bonuses, incentives,
86
|Destroy when superseded or no longer needed, N1-361-95-2 hedules of full-scale wage surveys, requests for changes | Wage data and Information -
lwhichever is sooner. to surveys and survey schedull i of DCPMS (Def Cuvillan
130.01a T 350568 GRSO1-Item 38 (See comments, rzcon:mendalluns and ]us?lfwlalluns, collected |Personnel M-anagemem
Discussion Note) and wage data regular and System) Regional Offices
rates,b
87 -
Destroy 3 years following the date of approval or upon Pay Comparability Records Records created under the Pay Comparability Act, including written
of the service agr or narratives and ized gl d
130.01a T 35057. GRS 01-item 41  |allowance, whichever is later. use of location and b i
and supervisory differentials and case files consisting of r
88
j | Oestroy when 4 years old. Performance - Related records |All otherPerformance plans and ratings.
GRSO1-item
130.01a T 350.65. 23a3)(b) pertaining to Former
89 . Employees
Destroy after OPM audit or 2 years after the personnel Relates to the implementation of DCMA Staffing Merit Promotion Case Files [Records relating to the p of an individual that d
130.01a T 370.10. GRSO1-jkem32 |actionis completed, whicheveris sooner. policles, and procedures. qualificati dard: hods, sel dures,
90 and evaluations of candidates.
Cutoff annually. Destroy 1 year after cutoff Relates to the implementation of DCMA Staffing Eligibility Applications for Eligible for filled by case that
I polides, and procedures. positions either are not referred to the hiring officlal or are returmned to the
130.01a T 370.15. GRS 01-ftem 33n lexamining office by.lhe hlrln:( official. Such dnlmmems Include OF
612, forms, and whether in
hard copy or electronic format -
91
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C D H K N [} [ Q R
Record | Current DLA-
Bucket Type DAMA
Section- | {Temp, Records | GRS - combined Current DLA=DCMA or GRS @utaff Retention NARA/DCMA Current DLA-DCMA General Series Information Current DLA-DQMIA Record Current DLA-DOMA Description/information
Instruction Authority Tide
Combined |Perm,Temp| Serles-
system) | Combined
1
3 years after of agr Bxamining and Certification | dag and related records created under the
Records - Delegated authority of 5 U.S.C.<1104 between the Office of Personnel
130.01a T 370.20.A GRS 01- Item 33a agreements and ! g for the and
certification of applicants for employment.
92
Cutoff annually. Destroy 1 year after cutoff. Examining and Certification C d i ions, certifiication of eligbles,
Records - Correspondence and all other and iting op Such
correspondence, Includes, but is not limited to, correspondence
130.01a T 370.20.8 GRS 01- item 33b from Congress, White House, and the general public, and
d egarding dations for holding
and shij oftest
93
Destroy when testis superseded or obsolete. Test Material Stock Control Stock control records of test |
130.01a T 370.21. GRS 01- ttem 33d running Inventory of test material in stodk.
94
Cut off after examination. Destroy no laterthan 90 days Application Record Cards Application Record Cards (OPM Form S000A, or equivalent).
130.01a T 370.22 GRS 01- item 33e | after cutoff.
95
Cut off after termination of relatedregister or inventory C d regarding requir final version
or afterfinal action is taken on the certificate generated Case Files of (s) Issued, sub di to
by case examining prosedures. Destroy 2 years after cut (s), public notice di rating schedul
off.] Job analysis d record of sel and quality rating
130.01a T 370.23. GRS 01- Item 33f [factors, rating procedures, transmutation tables, and other
d with the job (s) and the
development of the register/inventory or case examination.
96
Destroy 2 years after the date on which the register of of Eliglbles - individuals | Register of eligbles (OPM Form 5001-C or equivalent) documenting
130.01a T 370.24.A GRS 01-tem 33g | inventory is terminated. with d I f an individua! for Federal jobs.
97
Destroy 2 years after the date on which the register of |(N1-GRS-02-1 Register of Eligibless- In;glsler of eligbles (OPM Form 5001-C or equivalent) documenting
130.01a T 370.248 GRS 01- Item 33g yis ter d. Items33g T d regi I of an Indh for Federal jobs.
98
Destroy 2 years afterthe date on which the register of Register of Eligibles - Reglsters |Register of eligbles (OPM Form 5001-C or equivalent) documenting
130.01a T 370.24.C GRS 01- Item 33g  |inventory Is terminated. established under case eligibllity of an individual for Federal jobs.
99 |examining
Cut off annually. Destroy 1 year after astoff. [Transfer Eligibility Denlals Lettersto applicants denying transfer of eligibility (OPM Form 4896
I-J 130.01a T 370.25. GRS 01- Item 33h or equivalent).
1
Cut off annually. Destroy 1 year after cutoff. Canceled/ineligibl | ancelled and Ineliglbl ! for filledfroma
130.01a T 370.26. | GRSO1-fem33k ;‘1':‘" or "'"""""Y‘ Such d,‘;:'r'::‘":::‘"d"dfop"""um‘::)
|201) hard cooy or electronic format.
| Destroy when 6 months old. Test Answer Sheets Written test answer sheets for both eligbles and ineligibles.
130.01a T 370.27. GRS 01- Item 33i
103)
Cut off file annually. Destroy 5 years after cutoff. Lost or Ixposed Test Material is showing the cir of loss, nature of the recovery
\_)I 130.01a T 370.28. GRS 01- {tem 33] Case Flies action and corrective action required.
10.
Destroy upon termination of the register (except . Eligible = On active |Eligible On active register
J 130.01a T 370.29A GRS 01- ftem 33L(1) |applications that may be brought forward to new register
10 register, ifanv.)
Eligible Applications -On Eligible Applications -On inactive register or inventory
130.01a T 370.29.8 GRS 01- Item 33L(2) inactive registeror inventory
10! [Cut off annually. Destroy 1 vear after cut off.]
Cut off file annually. Destroy 1 year after cutoff. Prior App for prior approval of personnel actlons taken by agencies
on such matters as pi transfer, r or change
130.01a T 370.30. GRS 01- hem 330 in status, submitted by SF 59, Request for Appraval of

Noncompetitive Action, OPM 648, or equivalent form.
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Records Series Crosswalk
C D H K N [+] P Q R
Record | Qurrent DLA-
Bucket Type DAVA
Section- {Temp, Records  |GRS- combined Current DLA=DCMA or GRS @utoff Retention NARA/DCMA Current DLA-DCMA General Series information Cument DLA-DCMA Record Current DLA-DCMA Desaription/Information
Instruction Authority Title
Combined |Perm,Temp| Series-
system} Combined
1
Certificate Files - SF 39, Request| Certificate Files, Including SF 39, SF 39A, or equivalent, and all
[Cut off annually. Destroy 2 years after cutoff.) for Referral of Eliglbles papers upon which the certification was based: the list of eligbles
d for the ratings d,
. statements, the certificate of eligbles that was issued to the
130.01a T 370314 GRS 01-ftem 33p lecting offidial, the d certificate of eligbles that was
returned from the selecting officlal, and other documentation
1 d d by the forr
107|
Cut off file annually. Destroy 2 years after cutoff. Certificate Files - Certification | Certificate control log system. Records of Information (e.g. receipt
130.01a T 370318 GRS01-fem33q Request Control Index date, series, and grmie :r! pt:sltlon, duty station, etc.) pertaining to
requests for lists of aregisteror Y
108]
Destroy upon of employee’s DEP [ gency Pl P agency Pl Program (IPP) appl and reg
| 130.01a T 370.32A GRS 01- Item 33r (1PP) application and sheet.
| 209 registration sheet.
Cut off file annually. Destroy 2 years after break. ] Employee Program isplaced Employee Program (DEP) - DEP control cards
J 130.01a T 370.32.8 GRS 01- Item 33s (DEP) - DEP control cards
11
Destroy 3 years after date of the report. Audits Reports of of P
130.01a T 370.33. GRS 01- Item 33t
111
Destroy when 2 years old. R s - Reg R - Reglsters used to effect reduction-in-force
130.01a T 370.40.A GRS 01-Item 17b(1) used to effect reduction-in- actions.
112] force actions
[ ywhen sup or R 8l - R from which nor in-f actions have been
130.01a T 370.408 | GRSO1-Item 17b(2) not used to effect reduction-in- |taken and related records.
113 force actlons
114  130.01a 1 370.40. GRS 01- hem 17b informational - ||nf¢ﬂllM IR«MIMI Regicters :
Destroy when 2 years old. Certificate of Ellgibles Flies Coples obtained from OPM of certificates of eligbles with related
q! forms, d and of reasons for
130.01a T 370.45. GRS01- ltems passing over a preference eligible and selecting a non-preference
| 1151 eligible.
Destroy 6 months after transfer or separation of Interview Records C reports and other records relating to interviews
130.01a T 370.50. GRS@1-fitemiB  |employee. with employees.
11
B Destroy when no longer needed. [Destroy when Correspondence Including letters and telegrams offering |Offers of Employment Files -  |Offers of Employment Files -Accepted offers.
J 130.01a T 370.55.A GRS 01-item4a |appointment is effective.] to ] I Accepted offers
11
When name is received from certificate of eligbles. Correspondence including letters and telegrams offering |Offers of Employment Files-  |Offers of Employment Files - Declined offers.
1-“'I 130.01a T 370.55.8 GRS 01- Item 4b1 | Return to OPM with reply and application. (NC1-64-77- pp top | empl Declined offers
| 211 10item4b1)
Flie with application and destroy with application per C d luding letters and teleg offering |Offers of Employment Fiies-  |Offers of Employment Flies - Declined offers -Temporary or
J 130.01a T 370.55.8(1) | GRS 01- rem 4b(2) |370.15 to ined offers -Temporary or d appoi
12 excepted appointment
Destroy Immediately upon receipt of declined offer. [« d luding letters and teleg offering | Offers of Employment Files - Offers of Employment Files - Dedined offers -All others.
nI 130.01a T 370.55.8(2) | GRS 01- Item 4b(3) to | empl Dedined offers - All others
12
B Longest retention In series Is 6 years - Destroy when 6 Ethics Program Records maintained by ethics program offices relating to the
years old or when superseded or obsolete, whichever is Implementation, development, review, Impl lon, and P of
later i C ey i posed or hed ive branch standards of ethical
an I lles duct and other ethics regulations; conflict of interest and other
130.01a T 375.10. | GRSO1-Rtem1(a,b) ethics related statutes and Executive Orders; and any agency
supplemental standards of ethical conduct and other agency ethlcs-}
related regulations and dicectives
121]
Destroy no sooner than 4 yearsbut no later than 7 Adverse Action Files (S CFR752)|Case files and related records created In reviewing an adverse
years after casels closed. and Performance-Based action yor y removal, leave
Actions (S5 CFR 432) without pay, reductlon-Inforce) agalnst an empl Includes
130.01a T 375.13. GRS 01- tem 30b | NOTE: OPM has determined that agencies may decide copies of proposed adverse actions with supporting documents;
how long, within the range of 4 to 7 years, grievance
and adverse action files need to be retained.
122]
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Records Series Crosswalk

C D H K N o] P Q R
Record | Current DLA- '
Bucket Type DAMA
Sectione {remp, Records | GRS- combined (Current DLA~DGMA or GRS @utaff Retention NARA/DCMA Gurrent DLA-DCMA General Serles Information Current DLA-DCMA Record @urent DLA-DCMA Description/information
Instruction Authority Title
Combined |Perm, Temp Series-
system) | Combined
1
v 3 years after of Counseling Files Reports of interviews, analyses and related records.
130.01a T 375.16. GRS 01- tem 26a
12
[~ Oestroy 4 years after case is closed. Flies |Records origi in the review of grievance and appeals raised
(SCFR77) by agency EEO Includes
Destroy no soonerthan 4 years but no laterthan? statements of witnesses, reports of interviews and hearings,
130.01a T 37520, GRS 01- ltem 30a years after case Is closed. " iner’s findings and d a copy of the original
. decision
{NOTE: OPM has di d that ydedid
how long, within the range of 4 to 7 years, grievance
124 and adverse action files
Destroy after the employee completes 1year of Employee Performance Files Non-Senior Service |Empl Perfe Flles Empl Performance Files Non-Senior Exeastive Service (SES) -
acceptable performance from the date of the written (SES) Non-Senior Executive Service  |Appraisals of unacceptable performance, where a notice of
advance notice of proposed removal or reduction in (SES) - Appraisals of proposed demotion or removal is issued but not effected, and all
130,012 T 375254 GRS 01- ftem 23a(1) grade notice. unacee? nmp:.' o reiated documents.
demotion or removal is issued
but not effected, and all related
125] doauments.
Destroy when superseded. Employee Performance Files Non-Senior ive Service Perf Flies Bmpl Performance Files Non-Senior Exeautive Service (SES)p
(SES) Non-Senior ive Service  |Per d ded through an
(SES) - Performance records Judiclal, or quasi-judicial procedure.
130.01a T 375.25.8 GRS 01- item 23a(2) superseded through an
administrative, judiclal, or quasi
judiclal procedure.
126
Destroy when 4 years old. nployee Perfi Files Non-Seni Service l rfi Files Empl Perfi Files Non-Seni ive Service (SES) -
(SES) Non-Senior Exeantive Service  |Performance related records pertalning to a former employee - All
(SES)p Performance related other performance plans and ratings
130.01a T 375.25.C{2) | GRS 01- Item 23a(3)b records pertaining to a former
employee - All other
perfi 1} d ratings
127
Destroy 4 years after date of appraisal. l rfi Flies Non-Seni Service Performance Flies All other summary performance appraisal records, Including
(SES) Non-Senior Exeantive Service | performance app Is and job el and dards upon
(SES)p All other summary which they are based.
130.01a T 37525.0 | GRS 01- em 23a(4) :;.:':;::':’""“::: records,
appraisals and Job elements
and standards upon which they
| 1281 are based.
Destroy 4 years after date of appraisal. | Perf: Files Non-Seni Service Perfe Files |Empl Perfi lies Non-Seni Service (SES)p
130.01a T 375.25.E | GRS 01- tem 23a(5) (SES) :‘s:;;s_es'::;om“ dn:;ﬁ Sup
1291
Destroy when superseded. 1 rf Files E Performance Files (SES) - Performance records
(SES) - Perf records p ded through an Jjudiclal, or quasi-judicial
13001 T 375.28A | GRS 01- item 23b(1) Employee Performance Flies (SES) ::z’;;‘t::::‘;::‘d:: or quasi procedure.
Judiclal procedure.
1301
N : R loyee Perfy Flles ,
M . : (SES) - Performance refated
13001a 1. 375.288 | GRS 91— l-te?n 23b(2) nformations! Employre Performance Flles (SES) resords pertaining toa former i
131l ) s |$5 apscintee B
Destroy when 5 years old. Employee Performance Files (SES) - Perf related |Empl rf Files E Per Files (SES) - P lated records
records pertaining to a former SES appointee (SES) - Perf related [ g to a former SES - All other perf
GRS 01- tem records pertaining to a former |ratings and plans
130012 T 37528.802) 23b(2)(b) SES appointee - All other
. performance ratings and plans
132
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Records Series Crosswalk
C D H L3 N o P Q R
Record | Current DLA-
Bucket Type DOMA
Section- {Temp, Records |GRS - combined lC;:r::l:'llA'DCMA or GRS Cutoff Retention NAWI ml Current DLA-DCMA General Series Information Current MY;Z?M Record Current DLA-DCMA Description/information
Combined |Perm, Temp| Serles-
system) Combined
1
Destroy S years after date of appralsal. Empl rf Flies (SES) - Perf related Performance Flies  |Employee Performance Files (SES) - All other performance
records pertaining to a former SES appointee (SES)p All other performance | appraisals, along with job elements and standards (job
appraisals, along with job expectations) upon which they are based, ex:ludlng those for SES
' and dards (job i servingona P
130.01a T 375.28.C GRS 01- Item 23b(3) are based, exclll:;::l!hhl:l'::‘:
SES appointees serving on a
Presidential appointment.
1331
Destroy 5 years after date of appraisal. | Perfi Files (SES) - P related |Empl P Flies Performance Flies (SES) - Supporting documents
130.01a T 375.28.0 | GRSO1- Item 23b(4) records pertaining to a former SES appointee (SES) - Supporting documents
134]
Destroy when 5 years old. Oscupational injury and lliness | Reports and logs (lndudlng OSHA Forms 100, 101, 102, and 200, or
Flies das bed In 29 CFR 1960 and OSHA
2014 to d all injuries
13001 T 375.40. GRS 01- tem 34 and ilinesses. Refer to 110.01a1 for Occupational Safety and Health
Log Summary as required by law.
135
Destroy 3 yearsafterdenial. Denied eligibility fil J of court Denied Health Benefits Denied Health Benefits Requests Under Spouse Equity- Health
J 13001a T 375434 GRS 01- Item 352 orders, denial letters, appeal letters, and related papers. |Requests Under Spouse Equity-|benefits denied, not appealed.
Health benefits denied, not
13 appealed
s "o DenledeUgibility files Isting of applicati count Dented Health Benefits Denied Health fits der Spouse Equity - Heaith
L . orders, denial letters, appeailetters, and related papers. [Requests Under Spouse Equity- |benefits denled, led to OPM for iderati
130.01» i 3754318 GRS01-Item3Sb Informational B Health benefits denled, .
. . appealed to OPMfor . .
1371 : : reconsideration . ) -
Cre filein d ithSubch Denied ellgibllity files of appli eourt Denied Health Benefits Denied Health Benefiits Requests Under Spouse Equity - Health
517 of the FEHB Handbook. orders, denial letters, appeal letters, and related papers. |Requests Under Spouse Equity fits denied, d to OPMforr -Appeal
- Health benefits denied, successful, benefits granted.
130.01a T 375.43.8(1) | GRS 01- tem 35b(1) appealed to OPM for
reconsideration - Appeal
sucvessful, benefits granted
1381
Destroy 3 years after denial. Denied efigibllity files conslsting of applications, court Denied Health Benefirts Denied Health Benefits Requests Under Spouse Equityp Health
orders, denial letters, appeal letters, and related papers. |Requests Under Spouse Equityp |benefits denied, appealed to OPM for reconsideration - Appeal
Health benefits denied, unsuazssful, benefits denied.
130.01a T 375.43.8(2) | GRS 01- ltem 35b(2) appealed to OPM for
reconsideration - Appeal
unsuccessful, benefits denied
139
Cutoff on termination of compensation or when Personal Injury Flies Forms, reports, correspondence and related medical and
deadlinefor filing a clalm has passed. Destroy3 years investigatory records relating to on-the-job injuries, whether or not
130.01a T 375.45. GRS 01-item 31  |after cutoff. a claim for was made ding copies filed in the
Employee Medical Folder and copies submitted to the Department
1401 of Labor
Beginning in January 1994, destroy 1 year after the end Donated Leave Program Case  [Cascfiles 1g position title and description; fully excouted SF
of the year in which the file is closed. Flies 171; medical examing’s repory; a brief statement explaining
accommodation of impainncnt; and other docwnants related to
130.01a T 375.46. GRS 01- tem 37 prvious appointment, certification, and/or acceptance or refusal,
created in accordarcz with Federal Personnel Manual, chapter 306-
141] 11, subchapter 4-2.
Destroy 5 years following the date of approval or Handicapped Individuals (Casce files containing position title and description; fully executed SF
disapproval of each case. Appointment Case Files 171; mednl cxamingr's report; a brief statement explaining
of i and other d related to
130.01a T 31547, GRS 01- tem 40 previous appointment, conification, andlor ncceplare of refssal,
cveated in accordance with Federal Pasonne! Manual, chapter 306-
142! 11, subchapter 4-2.
Destroy when 3 years old. incentive Awards Program Reports pertalning to the operation of the Incentive Awards
130.01a T 375.50. GRS 01- item 13 Reports Program.
143] °
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Records Series Crosswalk
C D H K N 0 P Q R
Record | Current DLA-
Bucket Type DAVA A-DOVA Cutotf
Sectlonp {Temp, Records |GRS- combined l-'ns't'v!u':lgn orGRs Retention N:“m“ Current DLA-DCMA General Series Information Current m:_::?“ Record Q A-DOMA ion/inf
Combined |Perm,TYemp| Serles-
system} Combined
1
Destroy 2 years after approval or disapproval. General award case files (excluding ﬂmc rdn!ing to Employee Award Case Files - Agency sponsored
" 11evel awarde) consicts i
d inati rcports and tclaled
130.01a T 37552A | GRS01- item 12a(1) handbooks pertaining to cash ‘awards such as incentive
awards, within-grade marit increasss, suggestians, and
outstanding performance.
144
Destroy when 2 years old. General award case files (cxcluding thosc relating to Employee Award Case Files-  |Sponsored by other agencles or non-Federal organizations
depannmlnl lr.\ d nwlrds) consisting of coxmurendations,
4 reports and related
130.01a T 375528 | GRS01-ltem 12a(2) handbooks pestaining to cash ‘awards such as incentive
awards, within-grade merit inareases, suggestions, and
outstanding performance.
1as]
Destroy when 1 year old. tength of Service and Sick Records includi di reports, of
130.01a T 37554. GRS 01- item 12b Leave Awards Flles service and sick leave, and lists of awardees.
146
Destroy when 2 years old. Letters of Commendation and |Coples of letters recognizing length of service and retirement, and
130.01a T 37556. GRS 01- ltem 12c Appreciation letters of lon and for perf
147 |excluding copies filed in the OPF.
Destroy when superseded or obsolete. [Award Lists and Indexes Usts of nominees and winners and indexes of nominations.
130.01a T 375.58. GRS 01- tem 12d
148
Destroy when 3 years old. Alcohol and Drug Abuse Records created in pl. dinating and di ng an alcohol
130.01a T 375.60. GRS 01- tem 26b Program and drug abuse program.
1491
Destroy 2 years after separation of enrollee from the  |N1-361-93-4 Host Enrollee Program Files Records pertalning to the selection, tenure, and separation of
program. Individuals in the Host Enrollee Program used in adminlstering the
program. Includes time and attendance data, training information,
13001 T 375.65. NIA-NIA periodic evaluation, data on enrollee designee for emergency
contact, and similar employment related information
150
Destroy when 3 years old or when superseded, Relates to drug testing program records created under Federal Workplace Drug Testing dellds ducumenu Ihll are fil led in n:novd scts of ﬁamlal issuanccs
obsolete. Executive Order 12564 and Public Law 100-71, Section 503 | Program Files - Drug test plans |(dir dd Is and the like).
(101 stat. 468), and and proced Includes Aplcyeoplu of plans und pmmdws with related drafts,
See note (2) after GRS 1, ltem 36e(2). reports the op of the Agency correspondence, mamaranda, and other aeords pertaining to the
program, including annual reports to Congress, as &vﬂwm! of pracadures for drug 151"18 programs, l""“dl"l the
13001 T 375.70A GRS01- ftem 362 required by Public Law 100-71, 503(f). NOTE: Any records ination of testing i bents in d P
identified in this series that are relevant to Iitigation or
disciplinary actions should be disposed of no earlierthan
the related litigation or adverse action case file(s).
1511
Destroy when employee separates from testing Relates to drug testing progr d: d under deral Drug Testing|Forms leted by whose ions are di ]
designated position. See Note:375.70 ixecutive Order 12564 and Publl: law 100-71, Section 503 ngnm Files - Employee sensitive for drug testing dging that they have
(101 Stat 468), exclud land of Notice recelved notice that they may be tested.
ports he op oftheAgency |Forms
- program, including annual reports to Congress, as
13001a T 375.708 GRS 01- ftem 36b required by Public Law 100- 71, 503(f). NOTE: Any records
Identified in this series that are relevant to litigation or
disciplinary actions should be disposed of no earlier than
the related fitigation or adverse action case file(s).
152l
Destroy when 3 years old. Relates to drug testing program records created under Federal Workplace Drug Testing|Records relating to the sel of specifil l fappl
Executive Order 12564 and Pqu: law 100-7} Section 503 |Program Files - for testing and the scheduling of tests. Included arelists of
See note (2) after GRS 1, tem 36e(2) (101 Stat. 468), exclud| land Selection/: records I notification letters, and testing schedules.
narrative reports concerning the operation of the Agency
program, including annual reports to Congress, as
13001 T 375.70C | GRS 01-hem 36c required by Public Law 100-71, 503(f). NOTE:Any records
identifled in this seriesthat are relevant to litigation or
discipll { hould be d d of no earlier than
the related litigation or adverse action case file{s).
253)
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Records Series Crosswalk

Bucket
Sectionp
Combined

Reeord
Type
(Temp,
Perm, Temp
system}

Current DLA-

Records
Serles-
Combined

GRS - combined

(Current DLA=DCMA or GRS Cutoff Retention
Instruction

NARA/OCMA

Surrent DLA-DCMA General Series Information

Current DLA-DCMA Record
Tide

Current DLA-DCMA Description/information

154

130.01a

375.70.0

GRS 01- tem 36d(1)

Destroy 3 years after date of last entry.

See note (2) afier GRS 1, ltem 36e(2).

Relates to drug testing program records created under
Executive Order 12564 and Public Law 100-71, Section 503
(101 Stat. 468), excludi lidated and

Federal Workplace Drug Testing
Program Flies - Coll and

Bound books Identifying data on each

handling record books

reports the of the Agency
program, Including annual reports to Congress, as
required by Public Law 100-71, 503(f). NOTE: Any records
Identified In this series that are relevant to litigation or
disciplinary actions should be disposed of no earlier than
the related litigation or adverse action case file(s).

ded at each site in the order in which the specimens
were collected.

130.01a

375.70.

GRS 01- ltem 364d(2)

Destroy when 3 years old.

See note (2) after GRS 1, hem 36e(2).

Relates to drug testing program records created under
Enecutive Order 12564 and Public Law 100-71, Section 503
(101 Stat. 468), exclud lidated and

reports of the Agency
program, including annual reports to Congress, as
required by Public Law 100-71, 503(f). NOTE: Any records
identified in this series that are relevant to litigation or
|disciplinary actions should be disposed of no earlier than
the related litigation or adverse action case file(s).

gthe

Federal Workplace Drug Testing
Program Files - C: and

Forms and other records used to maintain control and

handling chain of custody
records

b of from the point of collection to the final
disposition of the specimen.

156

130.01a

375.70F

Retates %0 drug testing program records crested ander
Executive Order 12564 and Public Law 100-71, Section 503
(101 Stat. 468), exclud d and
reports g the op ofthe Agency

program, including annual reports %o Congress, as
required by Public Law 100-71, 503(f). NOTE: Any records
idertified in this series that are relevant to litigation or

d inary hould be di: d of no earlier than
the related IRigatian or adverse action case file(s).

Federal Workp lace Drug Testing
Program Files -Test results -
Posttiveresults . = -

Records documenting individual sest results, Including reports of
testing, nottfications of fappli and

offices, and documents relating Yo follow-up testing.

130.01a

375.70.F(1)(a)

GRS 01- Item
36e(1)(a)

Destroy when employee leaves the agency or when 3
years old, whichever is later.

Relates to drug testing program records created under
Executive Order 12564 and Public Law 100- 71, Section 503
(101 Stat. 468), exclud| lidated and

reports the operation of the Agency
iprogram, Including annual reports % Congress, as
required by Public Law 100-71, 503(f). NOTE: Any records
Identified in this series that are relevant to litigation or
|disciplinary actions should be disposed of no earlier than
the related litigation or adverse action case file(s).

Federal Workplace DrugTesting|
Program Files - Test results -
Positive results - Employee

Records d div test results, i
testing, notifications of empl /: and
offices, and documents relating to follow-up testing.

reports of

1581

130.01a

T . |s7s.70.802)0)

GRS 01-ftem
36e(1)(b)

Destroy when 3 years old. See NOTE In 375.70.

Relates to drug testing program records created under
Weeautive Order 12564 and Public Law 100-71, Section 503
(101 Stat. 468), endud lidated and

reports g the op of the Agency
program, including annual reports to Congress, as
required by Public Law 100-71, 503(f). NOTE: Any records
Identifiied in this series that are relevant to litigation or
disciplinary actions should be disposed of no earlier than
the related litigation or adverse action case file(s).

Federal Workplace Drug Testing
Program Flies - Test results -
Positive results - Applicants not
accepted for employment

| test results, reports of
testing, notifications of empl /appli d empl:
offices, and documents relating to follow-up testing.

[

130.01a

375.70.F(2)

GRS 01- ltem 36e(2)

Destroy when 3 years old.

|Relates to drug testing program records created under
Executive Order 12564 and Public Law 100-71, Section 503

Federal Workplace Drug Testing|
Program Files - Test results -

(101 Stat. 468), exclud lidated and

i Ing the op of the Agency
program, including annual reports to Congress, as
required by Public Law 100-71, 503(f). NOTE: Anyrecords
Identified in this series that are relevant to litigation or
disciplinary actions should be disposed of no earlier than
the related Itigation or adverse action case file(s).

repor

testing, notifications of employ
offices, and documents relating %o follow-up testing.

| test results,

.

reports of

and
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173

At activitles located in the same metropolitan area as a
Federal Records Centers, these files may be transferred
thereto after 1 year.

Records Series Crosswalk
C D H K N o P Q R
. Record | Current DLA-
Bucket Type DOMA
Section- {Temp, Records  |GRS- combined Gurrent DLA=DCMA or GRS Ontaff Retention NARA/DCMA Current DLA-DCMA General Series Information Current DLA-DCMARecord Current DLA-DCMA Description/information
Instruction Authority Tide
Combined |Perm, Temp| Serles-
system} Combined
1
Destroy upon sep ortransfer of empl or Relates to the of Official P | folders, | T y Individual Employee | includes all copies of correspondence and forms maintained in
130.01a T 290.108 GRS 01-ftem 10 when 1yearold, whichever is sconer. and related personnel actions. Pay Records a:mrd:nm .wilh Chap.ter 3 ol The Gulde to Personnel
Recor gper related records.
1604
Destroy when 2 years old. dard Form (SF) 50, Notification of Personnel Action, | Notification of Personnel {uding factsh din per | offices.
documenting all individual personnel actions such as Actlons-Chronological file
130.01a T 390.30.A GRS 01- item 14a ploy pr coples
of the copy In the OPF.
161l
Destroy when 1 year old. Standard Form (SF) 50, Notification of Personnel Action, | Technical Services - Technical Services - Notifications of Personnel Actions -All other
[documenting all Individual personnel actions such as Notifications of Personnel copies maintained in personnel offices
130.01a T 390.308 GRS 01-Item 14b l pr ' ions - All other copies
of the copy in the OPF. maintained in personnel offices
162
B v when ded or Technical Services - Position Strips such as SF 7D, Position identification Strips, used to provide
Identification Strips summary data on each position occupied.
130.01a T 390.50. GRS®O1-dtem 11
NOTE: The SF 7D became obsolete effective December 31,4994,
163J
Destroy when superseded or obsolete. N1-361-91-17 Realignments and D P gtor andr and
130.01a T 390.70. N/A-N/A Reorganizations related backup materials used to activate approved reallgnments
164 and reorganizations.
Destroy after 5 years. NN-168-94 Relates to payment systems and accounts maintained by |Payroll Documents relating to the administration of payroll matters.
130.01a T 434.01. N/AN/A disbursing officers for paying military personnel and
165| civilianemployees.
Transfer with individual or retire on sep. in NN-168-94 Refates to payment systems and accounts maintained by | Military Payroll Military payroll documents, such as Individual pay records and
accordance with regulations of the appropriate Military disbursing officers for paying military personnel and substantiating documents which due to their specialized nature are
330.01a T 434.10. N/A-N/A Department. civilian employees. not appropriate for Including under file number 431.10 or which
are required to be separately maintained.
1661
when ded orwhen ot for any NN-168-94 Authorized Timek Lists D di dividual: ble for k
130.01a T 43458, N/AN/A reason. Included arelists, da, and
1671
168l 130.01a 1 434.6DA N/ANIA Informstional Peyrofl Administration Pavrol) svstemre porte
[ Destroy when related actions are completed or when Payroll Administration Payroll system reports - Error | Error reports, ticklers, system operation reports.
J 130.01A T 434.60.A(1) GRS 02-tem 22a |no longer needed, not to exceed 2 years. reports, ticklers, system
E operatlon reports.
Destroy when 2 years old. Payroll Administration Payroll system reports - Reports | Reports and data used for agency and/or |
and data used for agency management purposes.
130.01A T 434.60.A(2) | GRS 02- Item 22b workload and/or personnel
management purposes.
170
Destroy after GAO audit or when 3 years old, whichever Payroll Administration Payroll system reports - Reports|Reports providing fiscal Information on agencypayroll.
issooner. providing fiscal information on
agancy payroll
130.01A T 434.60.A(3) GRS02-1tem 22c | At activitles having records holding areas, these files
may be, but are not required to be transferred thereto.
At activities located in the same metropolitan area asa
171 Federal Records C
. L . . - . Records used to direct a change or correctian of an e
130.01a 1 . 438608 GRS02-ltem23 - " ... (nformstionsl . individual pay transection whether ceated and Peyrol) change files , w T - .
17; A . . . . i maintained by pavine szency or asvroll processer, e o v s
Destroy after GAO audit or when 3 years oid, whichever Records used to direct a change or correction of an Payroll change files - Coples Coples subject to GAO audit
Is sooner. Individual pay transaction whether created and subject to GAO audit
dby or payroll p
Atactivities having records holding areas, thesefiles
130.01a T 434.60.8(1) GRS02-em23a |maybe, bt are not required to be transferred thereto.
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Records Series Crosswalk

181)

C D H K N o] P Q R
Record | CurrentDLA-
Budket Type DCOMA
Sectionp (Temp, Records  |GRS - combined Surrent DLA-DCMA or GRS Cutoff Retention NARA/DCMA Current DLA-DCMA General Series Information Current DLA-DCMARecord Current DLA-DCMA Description/information
Instruction Authority Title
Combined |Perm, Temp| Series-
system) Combined
1
Destroy when superseded or after separation of individual Withholding and h for Purchase and Requestfor Change United States
lemployee. ducti th - Series EE Savings Bonds, SBD 2104, or equivalent.
dividual Withholding and Ded h Savings Bond Purchase Files -
At activities having records holding areas, these files (Encludes tax, levy and garmishment files.) Note: When Authorizations
130.01a T 434.61A(1) | GRSO2-item 14a |may be, but are not required to be transferred thereto. employee transfers, tems listed below should be
At activities located in the same metropolitan area as a transferred to gaining payroll officewhen required by ARs
Federal Records Centers, these files may be transferred in the 35 and 37 series.
theretoafter 1 year.
174
Destroy 4 months after date of issuance of bond. Individual Withholding and Bond registration files:Issuing agent's copies of bond registration
thorizations - stubs.
s dividual Withholding and Deducti uth "
i o (xis ey b ) N V(067278 s s
130.01a T 434.61.A(2) GRS 02- tem 14b M N employee transfers, items listed below should be
At activities located in the same metropolitan area as a transferred to gaining payroll office when required by ARs
Federal Records Centers, these files may be transferred
in the 35 and 37 series.
thereto after 1 year
175i
Destroy 4 months after date of issuance of bond. Individual Withholding and Bond receipt and transmittal files: receipts for and transmittals of
iies b s ok . dividual Withholding and Ded . Deduction A:ﬂno:::ﬂo:: U.S. Savings Bonds.
At activities having records holding areas, these files N Savings Bond Purchase Files -
may be, but are notrequired to be transferved thereto. (Excludes tax, levy and gamishment flles.) Note: When Bond receipt and transmittal
130.01a T 434,61A(3) GRS 02- Item 14c employee transfers, items listed below should be
At activities located in the same metropolitan area as a transferred to gaining payroll office when required by ARs flles
Federal Records Centers, these files may be transferred
in the 35 and 37 serles.
J thereto after 1 year
17/
Destroy after GAO audit or when 3 years old, whichever dividual Iding and h for individ to the d Federal
Is sooner. Ded: h - C
dividual Withholding and Deducti h Combined Federal Campaign
At activities having records holding areas, these files (Excludes tax, levy and gamishment files.) Note: When
130.01a T 434.61.8 GRS 02-item 15a |may be, but are not required to be transferred thereto. p f listedbelowshould be
At activities located in the same metropolitan area asa transferred oll office when required by ARs
Federal Records Centers, these files may be transferred in the 35 and 37 series.
thereto after 1 year.
177
Destroywhen superseded or after separation of individual Withholding and Form TSP-1 authorizing ded of empl L tothe
employee. [: Authorizations - Thrift Savings Plan.
individual Withholding and Deduction Authorizations [Thrift Savings Plan Election
At activities having records holding areas, these files (Excludes tax, levy and gamishment files.) Note: When Form
130.01a T 434.61.C GRS 02-1tem 16 | may be, but are not required to be transferred thereto. employee transfers, items listed below should be
At activities located in the same metropolitan area as a transferred to gaining payroll office when required by ARs
Federal Records Centers, these files may be transferred in the 35 and 37 series.
thereto after 1 year.
1781
Destroyafter GAO audit or when 3 years old, whichever individual Withholding and Other allotment authorizations, such as union dues and savings.
is sooner. ducti uthorizations -
dividual Withholding and Ded! Autt ns Other allotment authorizations
At activities having records holding areas, these files (Excludes tax, levy and garmishment files.) Note: When
130.01a T 43461E GRS 02- item 1Sb | may be, but arenotrequired to be transferred thereto. employee transfers, Items listed below should be
At activities located in the same metropolitan area asa transferred to gaining payroll office when required by ARs
Federal Records Centers, these fiies may be transferred in the 35 and 37 series.
J thereto after 1year.
17
Destroy 4 years after superseded or obsolete or upon Withholding Tax Exemption Coples of internal Revenue Service (IRS) W-4 forms enecuted by
J 130.01a T 434.63. GRS 02- item 13a  |separation of employee. Certificates civilian employees.
18
ol Destroy after 10 years. NN-168-94 dent Claims i of d copies of hers with
ing d Including SF 1152, of
130.01a T 434.64. N/A-N/A Y - Unpaid ( or[ Civilian Employ

SF 1153, Clalm for Unpaid Compensation of Deceased Civilian

Employee; SF 1012
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Records Series Crosswalk

pp! iated fund /!

C D H L3 N <] P Q R
Record | CurrentDLA-
Buchet Type DAVA
Sectionp {Temp, Records  |GRS- combined :::;:‘:::Z l:\--DOM or GRS @utoff Retention N:W DCMA Current DLA-DOMA General Series information Current DL;:?M Record Cwrent DLA-DCMA Description/information
Combined |Perm,Temp| Seriesp
system} Combined
1
Retain in current files area and destroy after 3 years. NN-168-94 individual Pay Record Coples of di the | pay records to the
130.01a T 434,71 N/AN/A Tr D ional P | Records Center, St. Louis, MO.
182
Destroywhen 2years old. Payroll Work Fiies Correspondence and work papers relating to payroll matters, such
as payroll di les, report of bal of
At activities having records holding areas, these files payroll data, work or proof sheets, pay or leave information
may be, but are notrequired to be transferred thereto. q and similar d
13001 T 434.72. GRS 02- item 24 At activities iocated in the same metropolitan area as a
Federal Records Centers, these files may be transferred
thereto after 1year.
183
Destroy when 4 years old. 'Withholding Taxes Coples of certlfying officer reports to employees of total eamnings
and tanes withheld and to the Internal Revenue Service of the total
At activities havingrecords holding areas, these files income tax deductions withheld. These files also Include tax
may be, but are not required to be transferred thereto. reconcillations, receipts, and related documents.
130.01A T 434.74. GRS 02- Rtem 13¢ At activities located in the same metropolitan areaas a :
Federal Records Centers, these files may be transferred
thereto after 1 year.
184
Destroy 4 months after date of Issuance of bonds. Savings Bonds Reports Documents relating to the reporting system for bond sales and
purchases, including monthly report of bond deductions, report of
At activities having records holding areas, these files bond purchases, bond participation report, and related documents.]
may be, but are not required to be transferred thereto.
130.01A T 434.75. GRS02-Item 14c | At activities located in the same metropolitan area asa [Bond receipt and transmittal fiies: receipts for and transmittal
Federal Records Centers, these files may be transferred files: receipts for and transmittals of US Savings Bonds
thereto after 1 year.
185
Destroy after 3 years. NN-168-94 Health Benefiits Reports, correspondence, transmittal letters, and other documents
used in connection with the general administration of controlling
At activities having records holding areas, these files and reporting deductions related to the Federal Employees Health
may be, but are not required to be transferred thereto. Benefits Program.
130.01a T 434.77. N/A-N/A Atactivitieslocated in the same metropolitan area as a
Federal Records Centers, these files may be transferred
thereto after 1 year.
| 1861 .
Retain in current files area and destroy after 2 years. NN-168-94 [l C D relatingtoreq for wage and data to be
Data Requests used in ion with clalms.
130.01a T 434.80. N/A-N/A ded are req for inf and replies thereto, notices
of determination, notices of refusal of work offer, and related
187l
Retain in current files area and destroy 2 years after NN-168-94 Statement of Charges Civilian payroll officers’ copies of forms used to list charges against
settiement. civilian personnel in connection with the loss, damage, or
130.01a T 434.85. N/A-N/A destruction of Government property. TheseInclude DD Form 362,
S of Charges/Cash Collection Voucher, and comparable
| 1881
Destroy 3 years after final action is terminated. Exception, Claims and Standard Form 2805, Request for Recovery of Debt Due the United
J 130.01A T 434.87. GRS 02- tem 21 indebtedness States, Form RET 41-17, Certlficate of Settlement of Claims; and
|18 similar documents.
Destroy on discontinuance of office or activity. Do not | NN-168-94 Pay Tables Record sets of paytables ! ing the officlal
u| 130.01a T 434.89. N/A-N/A retire, salary tables.
191
I Destroy 10 years after separation of individual. NN-168-94 dividual k ds, time and reports, NAF 1! Leave Files - Final leave records
applications for leave, and similar documents pertaining to|Final leave records
J 130.01a T 49131LA N/A-N/A non-appropriated fund employees.
19;
Destroy after 2 years. NN-168-94 |individuall ds, time and d: reports, NAF Employee Leave Files - Other records
130,012 T 291318 N/A-N/A applications for leave, and similar documents pertalning to| Other records
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Records Series Crosswalk
C D H K N [+] P Q R
Record | Current DLA-
Bucket Type DCOMA
Section- {Temp, Records |GRS- combined Gurrent DLA=DCMA or GRS Cutaff Retention NARA/DCMA Cusrent DLA-DCMA General Series Information Current DLA-DCMA Record Gurrent DLA-DCMA Description/information
Irstructon Authority Title
Combined |Perm,Temp| Serles-
system) Combined
1
Destroy after 3 years, provided audit has been made NN-168-94 NAF Payroll Control usedin ng Pay to are time
and exceptions or irregularities have not been reported. cards, time sheets, time and d: reports with ched
evidence of court or military service, overtime authorizations,
copies of notifications of personnel actions, copies of applications
130,012 T 49132 N/A-N/A for NAF retirement plan and/or group insurance plan, payroll
change slips, and other documents used to assure proper payment.
193
Destroy 4 years after supersession of formor NN-168-94 Withholding Tax Exemption Coples of Treasury Department [TD Form W-4, Employees
130.01a T 491,33, N/AN/A termination of employee. Certlficates Withholding Exemption Certificate) forms emecuted by civilian
194l paid from non-appropriated funds.
Destroy 2 years after separation of employee or NN-168-94 NAF Payroll Ded D horking payroll ded Included are bond
cancellation of authorization. h health pay
J 13001 T 49134. N/AN/A authorizations, and simllar ded b
1951 documents.
Destroy after 4 years. NN-168-94 Withholding Taxes flectingwages idfrom earning.
Included arereports to 1 f total i d taxes
130.01a T 49135, N/A-N/A withheld (TD Form W-2) reports to the internal Revenue Service of
totaltaxeswithheld, and similar documents.
19&
Destroy when superseded or obsolete for any reason. |NN-168-94 NAF Auth d di or divid ble for
130.01a T 491.36. N/A-N/A X ded are lists, dy and
1971
after of bytheNAF |NN-168-54 NAFEmpl o relating to the ad T group Iife, heath, and
activity. ance and plans for NAF
130.01a T 49137, NAN/A emplov::;::‘l:::ra‘r‘: requ‘:sts forgroup Insura:::. agreements,
benefidaryd notices of employ
1981
when ded, oron NN-168-94 [Position Schedule Bonds [Documents relased to fidelity ges for di
discontinuance. and employees of non-appropriated funds. Included are officlal
130.01a T 491.40. N/AN/A agreements and other bond d fist of posi d,
hist of filling and similar d
1981
Destroy after S years. NN-168-94 NAFP | Reporting d by d fund used
to furnish Government agencles with information on labor
130.01a T 493.05. N/AN/A and similar
lml Included are letters, forms, and similar or related documents.
Destroy 2 years after of NN-168-94 which reflect qualifi efficiency, NAF Officlal Folders - Off-duty
promotion, awards and similar Information on an military personnel
13001 T 493.10A N/A-N/A employee pald from non-appropriated funds. Included are
201 Iom:lal personnel folders.
Destroy 3 years after separation. NN-168-94 Documents which reflect qualifications, efficiency, NAF Officlal Folders - Non-U.S.
promotion, awards and similar information on an citlzens residing outside of
130.01a T 493.10.8 N/AN/A employee paid from non-appropriated funds. Included are | CONUS, Alaska, Hawaii, but
official personnel folders. working within CONUS, Alaska,
202 and Hawaii.
Destroy 15 years after transfer or separation of NN-168-94 NAF Employment Records D efl basic data on individual such as
employee. Cut off Inactive files every 5 years. veteran pref service date, perf
ratings, held, and similar areDA
130012 T 493.1L Na-N/A Forms 3438. Note: DA Forms 3438 are maintained by the office
Ible for of NAF
203
Destroy 5 years after final action. NN-168-34 NAF Awards and Dy related o sub and or
Commendations disapproving suggestions, service awards, and commendations of
130.01a T 493.12. N/A-N/A non-appropriated fund I juded are app d and
uj rejected suggestions, committee meetings, minutes, lists of
2 loveese
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Records Series Crosswalk
C D H K N o Q R
Record | CurrentDLA-
Bucket Type DOMA A=DCMA an DM DCM,
Section- {Temp, Records |GRS - combined Current D orGRs ffRetention NARY/ A Current DLA-DCMA General Series Information CurrentDLA- ARecord Current DLA-DCMA Description/information
Instruction Authorlty Tide
Combined |Perm, Temp| Serles-
system} | Combined
1
Destroy 6 months after transfer or separation of NN-168-94 NAF Employ used to record counseling interviews and separation
employee. interviews.
130.01a T 493.14. N/A-N/A -
Included are plain cards, ruled cards, punched cards, card forms,
205! and similar or related documents.
Destroy after 1 year. NN-168-94 NAF 1 ' pertaining to Individual seeking employ in the
130,01a T 49335, NIAN/A activitles financed by non-appropriated funds.
206 duded are appll and related documents.
Destroy after 5 years. NN-168-94 NAFTraining Documents reflecting group training of non-appropriated fund
employees.
130.01a T 493.18. N/A-N/A cluded are training sched d: records, employ
of specifi hly ies of training
activities, and similar or related documents.
207\
Destroy 5 years after final decision or 5 years afterany |NN-168-94 NAF Grievances Documents related to settling ppropriated fund empl:
action on case after final decision, whichever is later. grievances.
130.01a T 493.20. N/A-N/A
l Included are ittee reports, dings, d and similar|
20 or related di
Destroy on discontinuance of position. NN-168-94 NAF Position Record Cards [ used by non-appropriated fund activitles for controlling
all occupied and vacant positions.
130.01a T 493.25. N/A-N/A
IDJ Included are plain cards, ruled cards, punched cards, or card forms;
and similar or related documents.
Destroy when superseded or obsolete. NN-168-94 NAF C i Chart Files di positions, grades, and personnel of each
organizational segment.
130.01a T 493.26. N/A-N/A
Included are charts, tables, and similar or related documents.
2104
Destroy wh lled or sup ded. NN-168-94 NAF Ladder Diagram Flies Documents refiecting salary grades and corresponding job titles
‘ based on average monthly sales volume.
130.01a T 493.27. N/A-N/A
Included are tadder diagrams and similar or related documents.
211
y when led or ded. NN-168-94 NAF Job ptl [»] used for analysis or of
specific jobs, orto indicate jobs utilized.
130.01a T 493.28. N/AN/A Included are master job descriptions, extra copies of job
descriptions, Job standards, and similar or related documents.
212
Destroy when superseded or obsolete. NN-168-94 NAF Personnel Authorizations | Dt authorizing rates of pay, per annumrates
of pay, and d from blished 1 policy
130.01a T 493.29. N/AN/A and procecure.
Included are letters, electricall d and similar
213 or related d
Destroy when cancelled or superseded. NN-168-94 NAF Wage and Salary Schedul { or salary fora specified grade.
130012 T 49330, NaNIA included are schedules or tables, and similar or related documents,
214
Destroy when 3 monthsold [Transitory Record U.S. Savings Bond and Fund forms, d and par
L 130.01a T 51056. GRS23- tem? Category) Raising Campaigns reports relating to the sale of U.S. Savings Bonds and other fund
215! raising campaigns.
Destroyafter3 years orwhen obsolete, superseded, or | N1-361-93-9 Morale, Welfare and Recreation| Documentsrelating to morale, weifare, and recreation matters and
nolongerneeded, whichever is sooner. d, monitored, or d in the i of
130.01a T 510.66. N/A-N/A employees.
Excluded are the actual records of clubs or functions operated with
Zlg non-appropriated funds; see 490.00 series.
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| 232

Records Series Crosswalk
C D H K N 2] P Q R
Record | @srentDLA-
Bucket Type DOMA
Sectlon - {Temp, Records | GRS - combined Cun'emll)uﬂ)CIM or GRS @utaft Retention NARNI DCNII A Cusrent DLA-DCMA General Series Information Current I)l:-mo:MA Resocd CQuvrent DLA-DCMA Desaiption/information
Combined |Perm,Temp| Series-
system) Combined
1
6 years after date of last entry Individual Non-Occupational
130.01a T - GRS 01- Item 19 Health Record Flies
2171
2 years after last entry (latest) Health Unit Control Files
130.01a T - GRS01-item 20
| 218
J GRS 01- tem 24 sub 3 years after event is longest retention sub-items ad Reasonable Accommodation
130.01a T - Request Records
21 temm -d
130018 T i GRS 01- Item 25a D’;:lrov when 7 years old is longestretention sub item EEO Records
22 through 25h
B 3 years after separation or transfer of employee Service Reports Cards Cards for Y dortr d on or after January
130.01a T - GRS 01- tem 2b 1.1948
221
Destroy when 3 years old. Personnel Correspondence file
130.01a T - GRS®1- tems
2271
Destroy 90 days after updating the appropriate record Correspondence or notices Correspondence or notices received from eligibles indicatinga
in the registry or inventory received from eligibles change in name, address oravailability
130.01a T - GRS 01-ltem 33c indicating a change in name,
J address or availabillty
223
Destroy when 1 year oid Retir i Flies Correspond memoranda, annuity estimates, and other
130.01a T - GRS 01- item 39 records used to assist retiring employees or survivors claim
224] |Insurance or retirement benefits.
Destroy 1 year after end of employee's participation in Alternate Worksite Records Approved req or to p: Ipate In an alt
the program ksite program; agr b the agency and the
employee: and records relating to the safety of the worksite, the
130.01a T - GRS 01- tem 42a ion and use of , and software, and the|
use of secure, dlassified information or data subject to the Privacy
Act.
225
Destroy 1yearafter request is rejected Alternate Worksite Records Rejected requests or applications to participate in an alternate
workslte program; agreements between the agency and the
employee: and records relating to the safety of the worksite, the
130.01a T - GRS 01- ftem 42b and useof d , and and the,
use of secure, classified information or datasubjectto the Privacy
Act.
| 2261
Destroy when 1 year old, or when no longer needed, Alternate Worksite Records Forms and other records generated by the agency or the
130.01a T - GRS 01- Item 42c | whichever is later ploy the alternate program.
227
Destroy on separation or transfer of employee Employee Record Cards Employee record cards used for Informational purposes outside
130.01a T - GRS91- tems$ personnel offices
228|
B Destroy 1 year after case is closed Performance Rating Board Case |Copies of casefiles forwarded to OPM relating to performance
73| 130.01a T - GRS01-dtem® Files rating board reviews.
2.
B 2years after date of summary or report Statistical Summaries coples of statistical summaries and reports with related papers
.J 130.01a T . GRS 01-item 22 pertalning to employee health, retained by the reporting unit.
23
k Destroy 2 years after the date on which the register of Eligible Applications for Eligible Applications for Positions filled by case examining that
Inventory is terminated. Positions Fiiied either are not referred to the hiring officlal or are returned to the
130012 T GRSO1-Iem#3m examining office by the hiringofficial. Such documentsinclude OF
612, resumes, forms, and whetherin
hard copy or electronlcformat
231l
Destroy when 4 years old Tax Files |Agency copy of wages and task such as IRS
130.01a T - GRS 02- Item 13b Form W-2 and state equivalents, maintained by agency or payroll

[processor.
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Records Series Crosswalk

Bucket
Section-
Combined

Record
Type
{Temp,
Perm, Temp
system)

Current DLA-
DOMA
Records
Series-
Combined

Current DLA=DCMA or GRS Cutoff Retention
instruction

NARA/{DCMA
Authority

Current DLA-DCMA General Series information

Current DLA-DCMARecord
Title

Current DLA-DCMA Description/information

130.01a

GRS02- ltem 18

Destroy 3 years after garishment is terminated

Levy and Gamnished Files

Official notice of levy or garishment (IRS Form 668A or
equivalent), change slip, work papers, correspondence, release and
other forms, and other forms relating to charge against retirement
funds or h of salary for of back income taxes or
other debts of federal employees.

234

130.01a

GRS2- itemiB

Destroy after GAO audit or when 6 years old, whichever
Is sooner

Time and Attendance Input
Records

2

130.01a

N/ANIA

tnformational

Informational

Civitian Personnel Online
(Portal)

130.01a

N/A-N/A

Civilian Training Management
System

Records in either paper or machine readable form used to input
time and attendance data into a payroll system, maintained either

CTMS enables employees to enroll In DCMA funded and/or
scheduled training more efficlently and effectively. CYMS enables
sharing of training informatlon with Acquisition Training
Application system (ACQT.AS) and leverage modules already
developed for ACQTAS, such as, the electronic Individual
Development Plan (elDP), continuous learning points tracking, and
acquisition workforce data display. CTMS Spiral | Capabilities are:
Automated training application and reservation functions, Ability to
apply for DCMATtraining opportunities from one web portal; DCMA
funded courses, DAU courses, SkillPort courses and GoTraln
Academy Safety courses; Users will be able to update their profile,
apply fortraining, review and edit applications, request
cancellations, and contact the CTMS Helpdesk by email,
Applications will be routed to the applicants supervisor for

| syst d e-mail will inform the

applicant, supervisor each time an action has been taken on an
applicants request..

237

130.01a

N/A-N/A

Electronic Office Personnel Flie

a web based tool that enables employees to access their Official
| Folder (OPF) d on-ine. Sup rs will also
have access to information on employees within their purview. The
maintenance of personnel records and file systems for DCMA
personnel is managed by the Defense Logistics Agency Human
Resources Center, Customer Support Office-Columbus (CSO-C).
The DLA CSO-C is auth d 1o develop pi dures and systems
which will best meet needs provided they remain within the
fra k and req lined in the OPM Guldeto
Personnel Record Keeping. TheCSO-Chas the responsibility for
ensuringthat all required di ar d lyand
ly to offidal

| records and il

The filing and
responslbllity of the DLA CSO-C.

of the hard copy OPF is the

238

130.01a

N/A-N/A

Acsountable Records
(ARM)

ARM - allows the Financlal lialson to store and track the payroll
d of DCMA Civilian employees - System eliminates the,

need to store hard copy payroll documents
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Records Series Crosswalk
C D H K N 2] [ Q R
Record | CurrentDLA-
Bucket Type DCMA i
Sections {Temp, Records | GRS - combined Current DLA=DCMAOr Cutoft Retention NARA/DOMA Current DLA-DOVA General Serles Info @urrent DLA-DCMA Record G A oription/inf
Instructian Authority Title
Combined |Perm, Temp! Series-
system} Combined
1
T M hhaldh ] ryp—ry e
cl and Note: n
‘ | . P o il B e Vgt
130.01a1 1 - 434,61LA GRS02- (tem 14 rformational e o Ul office L [Deduction Authortzations - N 4
N N . when byARs) Bond Jase Files
in the 35 and 37 serles. ®
239
Destroy after 1 year. N1-361-90-04 |D: p g general direction, staff and |Equal Employment Opportunity | Other Activities:
r inth and of EE0 |C de Files -
Juding interpr and dedisions on applicabili
130016 T 140028 N/AN/A requests for waivers and exceptions, data calls and
riodic r and similar di not covered
2408 elsewhere.
Destroy when superseded, obsolete, or no longer N1-361-90-04 II.‘ d and similar C ; Other activitles
needed. pertaining to employ and
related services and programs used to record actions
130.01b T 140.40.8 N/A-N/A taken in the Federal Woman's Program, Handicapped
individuals Program, Hispanic Employment Program and
other programs of a like nature.
241
y when ded, or no longer N1-361-92-03 |Employee Suggestion Program. Suggestion forms, related |Employee Suggestion Program - |Other itles - per g il policy,
needed for reference. awards, correspondence and backup materials used in the |Documents pertalningto procedures and administration of the Employee Suggestion
of the Employee Suggestion Program and in |overall policy, procedures and |Program-
130.01b T 212.80.A(2) N/A-N/A the review of proposals and development of administration of the Employee
d for app \/disapproval. Suggestion Program -Other
actlvities
2421
Destroy when superseded, obsolete, or no longer N1-361-92-03 |Employee Suggestion Program. Suggestion forms, related |Employee Suggestion Program - |Other activities - Proposals, case files, reports and supporting
needed for reference. awards, and backup used in the |Pr Is, casefiles, reports  |documents - DCMAHQand PLFA Suggestion Managers
of the Employee Suggestion Program and in |and supporting documents -
130.01b T 212.80.8(2) N/A-N/A by { proposals and devel of DCMAHQand PLFASuggestion
d: for approval/. - s
2431
Destroy after 1 year N1-361-91-17 . to military matters, Including military  |Rosters and Strength Returns - | Rosters, returns, reports, and related papers regarding military
130.01b T 310.60.8 N/A-N/A personnel assignments and actions. . Others personnel assigned to DCMA.
244
Destroy 1 month after end of related pay period. Records used to direct a change or correction of an Payroll change files - All other
L 130.018 T 434.60.8(2) | GRS 02- ltem 23b individual pay transaction whether created and coples
245 maintained by payins agency or payroll processor.
(DCMA does not own system) -Summary reports Defense Manpower Data 284.40L(4) Defense Manpower Data Center Data Base. All
(electronic or paper). (Delete/destroy when no longer Center Data Base personnel/employment/pay records of DoD military and civilian
needed for operational purposes. employees, all Federal Civil Service employees, and some dvilian
284 ItIs used to provide a centralized system within the
130.01b T (OtA).40.L(ab N/A-N/A p: of Defense 0 assess manpower trends, support
n3) funetl form longhudinal stati \
conductscientific studies or medical follow-up programs and other
related studies/analyses. N1-361-98-1
2461
(Delete when superseded or when no longer needed for| Reenlistment Eligible File 284.40L(7) Reenlistment Eligible Flle (RECRUIT). Records of former
130.01b Ts 284 N/AN/A operational purposes, whichever is later. s (RECRUIT) enlisted personnel of the military services who separated from
(DLA).40.L(7) active duty since 1971. it Is used to assistrecruitersin re-enlisting
24171 |prior service personnel.
doyee Perf, Files N A Employee Perfi Flles L.
IS - - Service (SES) Non-Senlor £xrsutive Se rvise ‘ -
130.02a1 . 1 375.25.C | GRSO1-ltem 23a(3) | . . haformational s §SES) - Performance retated LT
s ’ ot N . - . . records pertaining toa former I
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Records Serles Crosswalk
C D H K N [o] P Q R
Record | Cutrent DLA-
Bucket Type DCMA .
Section- {Temp, Records | GRS - combined Current DLA=DCMA or GRS @utoff Retention NARA/ DCMA nt DLA General Series information Current DLIA-DCMA Record ~ a N e .
Instruction Authority Title
Combined |Perm, Temp Series -
system) Combined
1
Place records on left side of the OPF and forward to Employee Performance Files Non-Senior Bxecutive Service |Employee Performance Files Latest rating of record 3 years old or less and performance plans
gaining Federal agency upon transfer or to NPRC if (SES) Non-Senior Bxecutive Service |upon which It is based and any summary ratings.
employee separates (see GRS Litem 1b). If retrieving (SES) - Performance related
from an OPF coming from NPRC, dispose of in records pertaining to a former
accordance with item GRS 1, item 23a(3)(b). ployee - Latest rating of
record 3 years old orless and
130.02a1 T 375.25.C(1) | GRS 01- Item 23a(3)a performance plans upon which
it is based and any summary
ratings.
24
Place records on left side of the OPF and forward to Employ Files (SES) - Perfi related |Empl Perfi Flles Latest rating of record that is less than 5 years old, performance
gaining Federal Agency upon transfer or to NPRC if records pertainingto a former SES appointee (SES)s- Performance related plan upon which it is based, and any summary rating.
employee leaves Federal service (See GRS 1, item 1b). If |records pertaining to a former
retrieving from an OPF coming from NPRC, dispose of in SES appointee- Latest rating
accordance with GRS 1, item 23b(2)(b).
GRSO1-Ikem
130.02a1 T 375.28.8(1) 23b(2)(a)
250,
Relates ta the of Official folders, |TechnicalServices- Offical
and related personnel extions. Personnel Folders - Records
130.0281 ] 390.10A GRSO1-ftem1 Informational filed on the right side of the
251 Officla) Personnel Folder
See Chapter 7 of Th Ideto P | dheepi Relates tothe mai of Offiicial P | folders, |Technical Services -Officlal Records filed on the right side of the Official Personnel Folder-
for Instructions relating to folders of employees and related personnel actions. P | Folders -Transfi [Transferred employ
transferred to another agency. Employees
130.02a1 T 390.10A(1) GRS01-item 12
252
Transfer folder to National Personnel Records Center, Relates to the mai of Official P 1 folders, |Technical Services - Officlal Technical Services - Officlal Personnel Folders - Records filed on the
St. Louis, MO 63118, 30 days after separation. and related personnel actions. Personnel Folders - Separated |right side of the Official P ! Folder- Sep
130.02a1 T 390.10.A(2) GRSO1-tem1b employees
253
When the individual is sep: d or dtoan |NN-168-94 divid Records dividual records reflect the amounts that have been
agency outside of the Defense Logistics Agency, forward deducted from the pay of each Indlvidual civilian empl bj
SF 2806, individual Retirement Record (Clvil Service to the Retirement Act (46 Stat. 46B; 5 U.S.C. 691-738), as amended,
Retirement System), to the Office of Personnel for deposit to the Civil Service Retirement and Disabllity Fund
Management, Washington, DC 20415, except in
i where the (including the Office of
Personnel Management) agree that SF 2806 be
annotated as to date of transfer and maintained by the
gaining agency.
130.02a1 T 434.51. N/A-N/A
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RecordsSeries Crosswalk
C D H K N 0 P Q R
Record | Current DLA-
Bucket Type DOVA
Section- {Temp, Records |GRSp combined Current DLA=DCMA or GRS @utoff Resertian NARA/ DCMA Current DLA-DCMA General Serles Information @usrent DLA-DOVA Record Current DLA-DCMA Oesaription/information
Instruction Authority Title
Combined |[Perm,Temp| Serles-
system) Combined
1
File on right side of OPF. See GRS 1, Item 1. Leave Records - Records of Records of employee leave, such as SF 1150, Record of Leave Data,
. employee leave prepared upon transfer or separation.
130.02a1 T 43455A GRS 02- Item 9a Destroywith OPF. Leave Records
255
Transfer to NPRC (CPR, St Louis MO. Destroy 60 years Service Reports Cards Cards for employ d or sferved on or before Dec31,
|25§I 130.02a1 T GRS 01- ftem 2a after earliest personnel action 1947
Iuvlew annually, destroy superseded or obsolete N1-361-91-2 Supervisor's Clvilian Personnel | Records maintained by a supervisor or manager caneamingcivilian
d On sep: from transfer Files d in locked file pl under his/her adminit control Foldcrs may contain:
to galning supervisor or servicing personnel office, as cabinet in Team a reeord of the employces work history (supervisor’s copy of position
appropriate. Chief's/ Directors office) description, perfe plan, perfc ratings, other cvaluatii
o notes for usc in evaluating p for Jing empk
and for basing disciplinary action); records of training planncd,
9 4, scheduled or takea; pri Grom ip
130.02a2 T 110.80. GRS 01- item 18 providing supervisors with day-to-dayoperating level
formats their empl letters, doamments, notations
or other inf i intained only semporarily by peTvi
regarding the conduct or parfe of an individual cmpk
25
Review annually, destroy superseded or obsolete N1-361-91-2 Sup 's Military P ] | on individual military
d On transfer or separation of Individual, Files 1 by offices not having dy of the indk | !
place in inactive file. Cut off Inactive file at end of ds. includ ples of military position desariptions.
calendar year, hold 1 year, then destroy.
130.02a2 T 110.84. N/A-N/A .
258]
For CSRS/FERS related records, destroy upon receipt of Retirement Flies Reports registers or other contro! documents, and other records
official OPM acceptance of annual summary. relating to retirement, such as SF 2807, Reglister of Separations and
Ti COhvil Service System, or k
130.02A2 T 43452, GRS 02- item 28
259
Destroy when 3 years old. Leave Records - Creating |Records of employee leave, such as SF 1150, Record of Leave Data,
agency copy, when maintained |prepared upon transfer or separation.
130.02A2 T 434.55.8 GRS 02-temp@b Leave Records
260]
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Schedule 130

Records Series Crosswalk
C D H K N 2] P Q R
Record | Current DLA-
Bucket Type DCVA & DOMA
Sectionp {Temp, Records  |GRS - combined Current D orGRs Retention NARA/DCMA Current DLA-DCMA General Series Information Current DLA- Resard Current DLA-DCMA /i
Iinstruction Authority Title
Combined |Perm, Temp| Seriesp
system) Combined
1
Destroy after 40 years NC1-361-80-1 Industrial Hygiene Survey Reports of the data and results of surveys conducted to evaluate
Reports | p to workplace health hazards such as noise,
toxic chemicals, or radiation
130.02b1 T 160.45 (DLA) Employee Medical Folder
261
Transfer to NPRCp 5t Louis MO, 30 days after Separated Employees Long Term medical Records as defined In 5 CFE Part 293, Subpart E
separation, NPRC will destroy 75 years after birth date
of employee; 60 years after date of the earliest
130.02b1 T - GRS 02-hem 212 (2) [document in the folder, if the date of birth cannot be Employee Medical Folder
ascertained; or 30 years after latest separation,
2621 whichever Is later.
seal 130.02b1 T . GRS 01-tem 21a (2)) See CFR Part 293, Subpart for instructions ¢ Employee Medical Folder Transferred Employees Long Term medical Records as defined in 5 CFE Part 293, Subpart E
B 1 year after sep. ortransfer of employee [Temporary or shortterm
130.02b1 T - GRS 01-Item 21b Employee Medical Folder records as defined In Federal
264 Personnel Manuaf
years after to the NARA records individual employee health case|
storage facility files created prior to
N establishment of the EMF
130.02b1 T - GRS 01-Item 21c Employee Medical Folder system that have been retired
to a NARA records storage
ESJ facility
Update elements and/or entire record as required. Civilian individual Pay Records |Pay record for each as maintained in an el i
database. This database may be a stand-alone payroll system or
130.03a1 T 434504 GRS 02-tem 12 part of a combined personnel/ payroll system.
| 2661
Transfer to National Personnel Records Center after 3 Civilian Individual Pay Records - |Contains pay data on each employee within an agency. This record
years. individual Pay Record may be in paper or microform but not in machine readable form.,
[111 winnebago Street, St. Louis, MO 63118, after 3
1300322 T 434508 GRS 02- em 1b years. Earlier retirementis not authorized.)
Destroy when 56 years old.
Note: These flies are cutoff at the end of each calendar
267 yea
Forward to the National Personnel Records Center, 111 | NN-168-94 NAF individual I Pay |D fl all earnings, ded dj bond
Winnebago Street, St. Louis, MO 63118, 18 months Record Flles and similar each Individual
after the close of the calendar year or within 90 days employee paid from non-appropriated funds. Prior to shipment,
130.03a2 T 49130. N/aN/A after receipt of report of audit, whicheveris later. d will be nged in a single alphabetical order.
Destroy S6 years after date of last entry or other pay
| 2681 document
Destroy 1S years after close of pay year in which Noncurrent payroll files Copy of noncurrent payroll data as maintained by payroll service
130.03a3 T - GRS02-Item2 |generated bureaus in either micro-form or machine-readable form.
26!
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