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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 r.ecord 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Category A) Cut off is when record is superseded or obsolete; applies to publications, 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 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. 

130.01 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. 

c. Personnel Requisitions to include requisitions for military personnel 
d. Documents related to assignment and transfers of military personnel 
e. Special orders for military awards and decorations 
f. Case files accumulated as result of recommendations for and presentation of 

military decorations and awards 
g. Military manpower reports. 
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3. Employee Relations/Benefits 

a. Counseling files to include reports of interviews, analyses 
b. Appraisals of unacceptable performance 
c. Performance Records 
d. Drug Testing Programs 
e. Occupational Injury and Illness files 
f. Personal injury files to include forms, reports and related medical and 

investigatory records related to on the job injuries. Refer to 110.0la for 
Occupational Safety and Health log summary reports. 

g. 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 

a. Records related to affirmative action programs to include statistical reports, and 
other back-up material to monitor programs 

b. 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. 

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

d. Official Discrimination Complaint Case Files 
e. 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) 

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

b. Position Descriptions 
c. Classification Survey Reports 
d. Classification Appeal Files 
e. Wage Surveys and Pay adjustment determinations 
f. Pay Comparability records 
g. Merit Promotion Case Files 
h. Leave (approved/not approved) Application Files. 
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130.0la 

®130.0lb 

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. 
I. 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 

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

completed task; separation of personnel or settlement of dispute. 

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, 

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. 

130.02al 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. 

ns erred employees. 

• See Chapter 7 of The u el Recordkeeping for instructions 
relating to folders of employees transferred to ano 

ted employees. 

• Transfer folder to Nationa e Center (NPRC), St. Louis, MO, 
30 days after latest separation. NPRC will destroy 65 years a 
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 DCMAa; 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: 

a. Lon - edical records as defined in 5 CFR Part 293, Subpart E (includes 

Industrial Hygien-.,_,.,,,_,., reports, or records generated in the course of 
G-Rr 1 /21,,. {1) diagnosis and/or employmeni1"'1'l�l:Prl treatment). 

(1) Transferred employees. 
See 5 CFR Part 293, Subpart E for instructions. 

,--:,�u:Qit�ed employees. 
Transfer to NPRC, St. Lairn,;.,l.l(L!,J, 30 days after separation. NPRC will destroy 
75 years after birth date of employee, 'S after date of the earliest 

document in the folder, if the date of birth cannot be"it1SSS'1:irzl!!1 
years after latest separation, whichever is later. 

(FPM). 
Gtz .r '/ 21 b 

Destroy 1 year after separation or transfer of emp o 
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---u,ruividual employee health case files created prior to establishment of the EMF 
system tha etired to a NARA records storage facility. 
Destroy 60 years after retirement to the orage facility. 

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 130.0Zbl for record keeping copy of Employee Medical Folder. 

Other offices' records. 

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

130.03 Employee Payroll Records 

130.03al 

Includes pay records of each.r,-.,,,1n"'ee as maintained in an electronic data base. This 
database may be a stand-alone payroll sy r art of a combined personnel/payroll 
system. 

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

Individual Pay Record, containing pay data of each employee within an agency. This 
record ma r or microfilm but not in machine readable form. 

DISPOSITION Temporary. Tra nsfe�r�to�N ;atlti;on�a;jlFPieef!rs;coii'fnl!l-l�;Q.C1lijC�e�n�te:!r::_. �Des:a �t�ro�y�­when 56 years old ... 

Copy of noncurrent p vn-,......,;, .. ta as maintained by payroll services bureaus in either 
microform or machine-readable for . 

G-f2.S 'L/2 DISPOSITION 
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Schedule 130 /Jl-558-Jo --'f 
Records Series Crosswalk 

1 

C 

Budcet --
Combined 

D 

Record 
Type 

(remp, 
Penn,Temp 

system) 

H 

CUm!ntDIA-
DCMA 

Reamls 
Series-

Combined 

K 

GRS - combined 

N 

Cuffl!!nt DLA=DCMA or GRS CUtaff Retention 
Instruction 

0 

NAM/DCMA 
Authority 

p 

CUnent DIA-DCMA Genenl Serles lnfannadon 

Q R 

Cum!nt DIA-DCMA Record 
CUnent DIA-DCMA Descriptlon/lnfannotlon Title 

2 

130.0la T 110.49. GRS02,ftem7 

Destroy after 6 years, or if applicable, after GAO audit. 
whichever lspsooner. 

Office Time Keeping Records All time and attendance records upon which leave input data Is 
based,, such as time or sign-In sheets; time cards (such as Optlonal 
Form (OF) 1130); flextime records; leave applications for Jury and 
military duty; and authorized premium pay or ovenime, maintained 
at duty post, upon which leave Input data is based. Records may be 
In either machine-readable or paper form. 

3 
130.0la T 110.50.A GRS 02- nem &a 

Destroy at end of following pay period Application for Leave, or equivalent plus any supponlng 
documentation for requests and approval of leave. 

Leave Application Flies. SF 71• M If employee Initials time card or equivalent; GRS 2, ttem &a 
employee Initials time card or 
eautvalent. 

4 

130.0la T 110.50.B GRS02•ftem 6b 

Destroy after GAO audit or when 3 years old, whichever 
ifpsooner. 

Application for Leave, or equivalent plus any supporting 
documentation for requests and approval of leave. 

Leave Application Flies. SF 71· M If employee has not lnltlaled Pl.AS SHEET or equivalent; GRS 2 Item 
employee has not lnttlaled PIAS 6b 
SHEET or equlvalenL 

5 
130.0la T 110.55. N/A•N/A 

Destroy when position Is abolished or position 
description Is superseded. 

Nl-361-91·2 Position Desaiption Files Coples of documents desalblng an estabrished position within an 
office and related records. lndudes forms ldentlfyln1 position 
securttu ,_ulrements. 

6 
130.0la T 110.58. GRS 1. ftem 2Ba(2) 

Destroy when superseded or obsolete. Union Matters Agreements, memoranda, correspondence, and other records 
relating to relationship between mana1ement and employee 
unions or other 1m1uns. 

7 

130.0la T 140.0L N/A·N/A 

Destroy 2 years after termination of prosram effortw or 
when no lonlf:r required, whichever Is sooner. 

Nl-361-90-04 Relates to the development, exeaition, and evaluation of 
the activity Equal Employment Opportunity (EEOJ Program 
which lndudes providing advise and assistance to the 
Commander on EEO related actions. 

Equal Employment Opportunity DoaJments related to the formulation, manasement, 
Program/Project Flies administration and execution of Individual EEO programs/projects 

such as program plans, studies and analyses, reports, letter 
guidance and direction, and related documents. 

B 

130.0la T 140.02.A N/A,N/A 

Destroy after 2 years. Nl-361-90-04 DoaJments provlclin1 general direction, staff guidance and 
reporting In the manalffllent and administration of EEO 
lncludin1 Interpretations and decisions on applicability, 
requests for waivers and exceptions. data calls and 
periodic reporting, and slmllar documents not covered 
elsewhere. 

Equal Employment Opportunity DCMAHQ 
correspondence Flies• 

9 

130.0la T 140.10. N/A·N/A 

Destroy when superseded, obsolete or no lonpr 
needed. 

Nl-361-90-04 EEO Advisory Services Documents relating to the overall relationships with the command 
staff, mana1ers/supervisors, other program offldals and employees 
for the execution of program rights, responsibilities, and training. 

10 
130.0la T 140.20. N/A·N/A 

Destroy after 5 years. Nl-361-90-04 EEO Pqram Evaluation Documents provided to the command staff lnduding statlstlcal 
data on employment, sex. race, etc., for use In evaluating aspects of 
the EEO pro1ram. 

11 

130.0la T 140.30. N/A·N/A 

Destroy after 5 years or when administrative purposes 
have been served, whichever is sooner. 

Nl-361-90-04 Affirmative Action Program Annually compiled reports, plans, statistics and related documents, 
correspondence and backup materials used In the monitoring, 
surveillance and Implementation of multi-year affirmative action 
and nersonnel proJD'ilms and plans. 

12 

130.0la T 140.40.A N/A·N/A 

Destroy after 5 years. Nl-361-90-04 Documents, correspondence and slmllar materlals 
pertaining to employee management and community 
related services and pro.,.ams used to record adlons 
taken In the Federal Woman's Program., Handicapped 
Individuals Program, Hispanic Employment Program and 
other programs of a like nature. 

Community Relationsp• DCMAHQ 

l3 

130.0la T 140.50. GRS 01- Item 25 

Destroy 4 years after resolution of case. Offidal Discrimination Orlglnatln1 apncy's file containing complaints with related 
Complaint Case Flies correspondence. reports, exhibits. withdrawal notices., copies of 

decisions, records of hearings and meetings, and other records as 
described In 29 CFR 1613.222. cases resolved within the agency, 

14 
130.0la T 140.52. GRS 01• nem 25c(2) 

Destroy when 2 years old. EEO Complaint/Investigation Records d0Qlmentln1 complaints that do not develop Into Offlclal 
Preliminary Flies Discrimination Complaint cases. 

15 
130.0la T 140.60. N/A·N/A 

Destroy after 3 years, when supeneded or obsolete. 
whichever Is applicable. 

Nl-361·90-04 EEO Committee Minutes from EEO Committee meetlnp and related documents 
and correspondence. 
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C 

Bucket 
Section· 

Combined 

D 

1ype 
{Temp, 

Perm,Temp 
rptem} 

H 

CUm,ntsDIA­
DCMA 

Recurds 
Serles-

Combined 

GRS • combined 

N 

CUnent DlA=DCMA or GRS Cutoff Retentlan 
lnmuctlon 

0 

NMA/ DCMA  
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CUrrent DIA-DCMA G•neral Serles Inform-

Q 

CUnent DIA-DCMA Rec:onl 
lido 

CUrrent DIA-DCMA Description/Inform-

16 

130.01.a T 155.40.B N/A·N/A 

Upon separation, place remaining documents In 
Inactive file, cut off at end of calendar year, retain in a 
current files area, and destroy after 2 years. 

Records dOaJmentlng personnel dearances by 
DCMAHQ will have the same disposition as similar 
record 

Nl-361-91-7 Personnel Security Folders -
COntalnln1 Deroptory 
Information 

case resumes of repons of lnvestfa:atlon, when relating to cases 
where deroptary Information is Involved, indudlng domments 
reflecting actions taken and copies of documents similar to those 
described In subparagraph 155.40A above. 

COples of requests 

17 

:.�, I "  · -�--;.. . .  . : · s""s ' ' · 
N1-3&1-!IZ-G3 

�ntandseudpc-Re._stothe..........,_ 
and lmplomentadan olpolldos and objocttns pertalnq 
to the oc:tlvltybuclpt and th• p_,, Objecllve 
Memalandum (POM}. the DCMA MIS, the Defense 
lntqnted--..,,,.nt£nsf-n1111S-,.-. (OIMES). 
mlalonando,pnllatlon_.,ment, praductMty 
lmp-andemplownsugaticN,s 

EmplovHs5-JonsP_,, 
DocumonlS pertalnlnc to 
-ran policy, pramdURS and 
admlnlstntlonafthe - • 

Emplovee5laestlan Propam 

5-tlan lvnns, ralotocl awmls, mrnspondonc:o and bodwp 
..-r1o1os.- 1n the 111--ofthe&rq,loyff5-tlaa 
p_,, andlnthe rnlowol-lland dewlop,nentaf 
n,cammondatlans tar ._1/d.._,,,,... 

·:: · --.  · - 4-�:-

18 

130.0la T 212.BO.A(l) N/A·N/A 

Destroy after 5 years. Nl-361-92-113 Employee Suaestlon Program. Suggestion forms, related 
awards, correspondence and backup materials used In the 
management of the Employee Sugestlon Program and in 
the review of proposals and development of 
recommendations for approvaVdisapproval. 

Employee Sugestlon Propam -
Documents pertaining to 
overall policy, procedures and 
administration of the Employee 
Su1P5tlon Program - DCMAHQ 

Documents pertaining to overall policy, procedures and 
administration of the Employee Suuestlon Program - DCMAHQ 

19 

UO.Ola N/11,-N/A • .  ' �:--.,•', , _: ;�j�_i : . .  N1·3&1-9Z-G3 

Manapmentsand Budpt--tothe .....,.,,.nt 
andlmplom-olpolldaand�penolnlnc 
to the Odlvlty budcot and the� Objoctlve 
Memonlndum IPDMI, the DCMA MIS, the Defeme 
lntepatoclMonapmentsEflll-'"ISystems(OIMESI, 
mlodon and a,pnlatlon _......, pn,ductlvity 
lm,_ea,entandemplowNsugestlons 

EmplovNSugestlon Pracnm .._... ... -. -
and supportlns docamenlS 

S,aestlonfonM,smatecl -.ds, Glffl!_._ .... bodwp 
matarialsUHd In tho .._.,.ntoltho �5-lon 
p,_ anc1 1n stheravlowaf ,._r.and-lopmontol __ far__,.,._....._ 

20 

130.0la T 212,80.B(ll N/11,-N/A 

Destroy 3 years after dlsapprova� completion of testing. 
or permanent Implementation. as appUcable. 

Nl-3&1-92-113 Suaestlon forms, related awards, correspondence and 
backup materials used In the management of the 
Employee Sugestlon Proaram and In the review of 
proposals and development of recommendations for 
approval/disapproval.- Proposals, case files, reports and 
supponing documents 

Employee Sugestion Program -
Proposals, case files, reports 
and supponfng documents -
DCMAHQand PLFA Sugestlon 
Managers 

Proposa� case files, reports and supporting domments - DCMAHQ 
and PLFA Suggestion Managers 

21 

130.0la T 212.82. N/A-N/A 

Destroy after 2 years. Nl-361-92-113 Orpnlzallon Modeling Program Printouts,, instructions, letter guidanc:e, and related 
correspondence and backup materials used to manage the activity 
OMP and maintain current data for authorized positions. 

22 

130.01.a T 212.84. 

see 310.13, Informational Personnel Records. 

(cutoff ot end of calendar year. Destroy after 1 year.J 

Military Position Requirements See 310.13, Informational Personnel Records. 

(Doalments acmmulated on lndlvldual military personnel and 
maintained at various command levels with DCMA as a result of 
routln1 communications through command channels or 
maintained by offices not having custody of the Individual 
personnel record. Excludes record copies of documents properly 
filed In 310.10, lndlvldual Personnel Records; however, It may 
In dude a copy of such documents 

23 

130.0la T 216.10,A GRS 02· Item 14a 

Destroy when superseded or after separation of 
employee. 

COples of Individual employee appUcatlons 
authorizing/canceling payroll changes to wages such as 
direct deposit, bonds, aRotments, charity contributions, 
and dlrectlv related naners. 

Individual Authorized Allotment 
Flies -Authorization for 
Purchase 

Authorization for Purchase and Request for 0,ana:e United States 
Series EE Savings Bonds, SBD Form 2104, or previously superseded 
forms 

24 

130,01.a T 21&.10.B GRS DZ• ttem 15a 

Destroy after GAO audit or when 3 years old,, whichever 
ls sooner. 

Coples of lndivldual employee applicatlons 
authorizlng/cancelina: payroll changes to wages such as 
direct d•pmil, bonds. allotments, charity contributions, 
and directly related papers. 

lndlvldual Authorized Allotment 
Files -Authorization for 
Individual allotment to the 
Combined Fed•r.1I Campalin 

Individual Authorized Allotment Flies -Authorization for Individual 
allotment to the Combined Federal Campaign 
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Records Series Crosswalk 

• 

• 
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C 
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Combined 

D 
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{Temp, 
Perm, Temp 
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H 

CUffl!nt DIA-
DCMA 

Records 
Serlesp-

Combined 

K 
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N 

current DLA=DCMA orGRS eutaff Retention 
lnstrud:ion 

0 
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Authority 

p 

current DlA-DCMA General Series Information 

Q 

CUm!nt DLA-DCMA Record 
Title 

R 

CUmont DIA-DCMA Descrlption/lnformatlan 

25 

130.0la T 216.10.C GRS02- ltem 16 

Destroy when superseded or after separ.1tion of 
employee. 

Coples of Individual employee applications 
authorizing/canceling payroll changes to wages such as 
direct deposit, bonds, allotments, charity contributions, 
and directly related papers. 

Individual Authorized Allotment 
Filesp- Form TSP-1 authorizin1 
deduction of employee 
contribution to the Thrift 
SavinnPlan 

Individual Authorized Allotment Flies - Form TSP-1 authorizing 
deduction of employee contribution to the Thrift Savin1s Plan 

26 

130.0la T 216.10.D GRS 02- Item 15b 

Destroy after GAO audit or when 3 years old, whichever 
is sooner. 

Coples of Individual employee applications 
authorizing/canceling payroU changes to WBIH such as 
direct deposit, bonds, allotments, charity contributions, 
and directly related naners. 

Individual Authorized Allotment 
Flies - Other authorizations 
such as union dull!S and savings 

Individual Authorized Allotment Files - Other authorizations such as 
union dues and savlnp 

27 

130.0la T 216.10.E GRS02- ltemp17 

Dll!Stroy when superseded or after separation. Coples of Individual employee applications 
authorlzlng/cancelin1 payroll changes to wages such as 
direct deposit, bonds. allotments, charity contributions, 
and directly related oaoen. 

Individual Authorized Allotment 
Files - Direct Deposit Sign-up 
Form (SF 1199AJ 

Individual AuthorlZl!d Allotment Filll!S - Direct Deposit Sign-up Form 
(SF 1199A) 

28 

130.0la T 216.20. GRS 02- Item 13a 

Destroy 4 years after form Is supll!l'Sll!ded or obsolete or 
upon separation of employee. 

lindivldual Employee Pay Record. 

(la. Pay record for each employee as maintained In an 
elll!Clronic data base. This databaSII! may be a stand-
alone payroll system o 

WrthholdingTax Exemption 
Certificates 

Coples of individual employee's Internal Revenue Service (IRS) 
Fonns Yl-4, and similar state tax ll!Xll!mptlon fonns. 

29 

130.0la T 216.30. N/A·N/A 

Destroy after 3 years. Nl-361-92-03 cenlflcation/Obligation Files Coplll!S of contracts, commitment documents, travel claims, Mirdary 
Interdepartmental Purchase Requests (MIPRs), and similar funding 
documents used to certify fund availability and to record 
commitment and obliptlons data for supported actlvitlll!S and 
orunlzatJons 

30 
130.0la T 216.40. N/A-N/A 

Destroy after 1 year. Nl-361-92-03 Payroll Transaction Registers Printouts containing record of payroll changes input Into 
Automated Payrol� Cost, and Per,onnel System (APCAPS) 
maintained to verify Input acairacv. 

31 

130.0la T 216.50. N/A·N/A 

Destroy after 3 months. Nl-361-92-03 Accounting Transaction 
Registers 

Printouts containing record of dally accounting transactions input 
Into APCAPS system and subsystems and maintained to verify input 
accuracy. (Automated Payroll, COSt and Personnel System) 

32 

130.01.a T 216.60. N/A-N/A 

Destroy after 1 year. Nl-361-92-03 Monthly Management Reports Coples of monthly APCAPS reports pertaining to un-liquldated 
obligations, undelivered orders, and un-obnpted commitments 
used for research and verification purposes. (Automated, Payrol� 
Cost and Personnel System) 

33 
130.0la T 216.70. N/A-N/A 

Destroy after 3 months. Nl-361-92-03 MUitary Manpower Report Copies of APCAPS reports containing records of mllitary personnel 
authorized to cenlfy on-line. 

34 

130.0la T 300.01. N/A·N/A 

Dll!Stroy 3 years after termination of program effort, or 
when no longer required, whichever Is sooner. 

Nl-361-91-17 

-

Relates to the administration of mlhtary personnel 
programs and civilian personnel programs for 
appropriated and non-appropriated fund employees. 

Human resources 
Prosram/Project Flies 

Documents related to the formulation, management, 
administration and exeaition of Individual Human Resources 
programs/projects such as program plans, studies and analysll!S, 
reports, letter guidance and diredion. and related documents. 

35 
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36 

130.0la T 300.02.A(lJ N/A·N/A 

Destroy after S years. Nl-361-91-17 Documents providing general direction. staff guidance and 
reporting In the management and administration of 
personnel matters Including Interpretations and decisions 
on applicability, requests for waivers and exceptions, data 
calls and periodic reporting, 

Human Resources 
Conespondence Files-HQ 
DCMA 

Human Resources Correspondence Files-HQ DCMA 
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37 

130.0la T 300.02.A(2) 

Destroy when 3 years old. 

GRS01- ltemp3 

Documents providing general direction, staff 1uldance and 
reporting in the management and administration of 
personnel matters lnduding Interpretations and decisions 
on appllcabirity, requests for waivers and exceptions, data 
calls and periodic reporting. 

Human Resources 
Correspondence Files - General 
Other activities 

Human Resources correspondence Files - General - Other activities 

38 

130.0la T 300.02.B GRS 01- nem 17 

Documents providing general direction, staff guidance and 
reporting In the management and administration of 
personnel matters indudins Interpretations and decisions 
an appllcablhty, requests far waivers and exceptions, data 
calls and periodic reporting, 

Human Resources 
Correspondence Files - Non-
OPF ar otherwise scheduled 

Operating personnel office records relating to Individual employees 
not maintained In OPFs and not provided for elsewhere In this 
series. 

39 

130.0la T 300.02.B(l) 

Destroy when action is completed. 

GRS 01- nem 17a 

Documents providing general direction, staff guidance and 
reporting In the management and administration of 
personnel matters lndudlng Interpretations and dedslans 
an applicability, requests far waivers and exceptions, data 
calls and periodic reporting. 

Correspondence and forms 
relating ta pending personnel 
actions. 

Correspondence and fonns relating ta pending personnel actions 

40 

130.0la T 300.02.B12) 

Destroy when 6 months aid. 

GRS 01- Item 17c 

Documents proviclin1 general direction, staff 1Ukfance and 
reporting In the management and administration of 
personnel matters Including Interpretations and decisions 
on applicability, requests for waivers and exceptions, data 
calls and periodic reporting, 

Human Resources 
Correspondence Files - Nan-
OPF or otherwise scheduled -
All other correspondence and 
forms 

Operatln1 penannel office records relating to individual employees 
not maintained in OPFs and not provided for elsewhere In this 
series. 

41 

130.0la T 300.05. 
Destroy when 2 years old. 

GRS0l·pltem 16 
Statistical Reports Statistical reports In the operating personnel office and 

subordinate units relating to personnel 

42 
130.0la T 310.05. 

Destroy after 1 year. 
N/A-N/A 

Nl-361-91-17 Relates to military personnel matters. Including military 
personnel assignments and actions. 

Personnel Requisitions Documents relating to the requisitioning of mmtary personnel and 
to requests to the Military Departments for the assignment of 
military personnel to DCMA. 

43 

130,0la T 310.07. 

Destroy after 1 year. 

N/A-N/A 

Nl-361-91-17 Relates to mlhtary personnel matters. Including mUttary 
personnel assignments and actions. 

Assignments and Transfers Documents relating to named military personnel assigned to or 
transferred from elements of DCMA Including reports of 
assignments for special projects showing staffing patterns, service 
assla:ned and similar aaaers. 

44 

130.0la T 310.10. 

Maintenance and disposition will be as presaibed by 
the Military Service concerned 

N/A-N/A Nl-361-91-17 

Relates to military personnel matters, lndudlng military 
personnel assignments and actions. 

Individual Personnel Records 

Individual-type records relating to military personnel assigned to 
DCMA. lhis Item Includes only those records that accardin1 to the 
requirements of the Military Services concerned are transferred 
with the individual during his military career; for example penannel 
record Jackets, quahficatlan records, and hN�h records. While 
such records are grouped under this file number for overall 
identification purposes, nenher the jackets (folders) nor their 
contents will be annotated with this file number. 

45 

130.0la T 310.13. 

CUtoff at end of calendar year. Destroy after 1 year. 

N/A·N/A 

Nl-361-91-17 Relates to military personnel matters, indudln1 military 
personnel assignments and adlons. 

Informational Personnel 
Records 

Documents accumulated on Individual military personnel and 
maintained at various command levels with DCMA as a result of 
routing communications throu1h command channels or 
maintained by offices not having 0.1stody of the Individual 
personnel record. 

46 

130.0la T 310.16. 

Destroy upon transfer or separation of the Individual. 

N/A·N/A 

Nl-361-91-17 Relates to military personnel matters. lncludin1 military 
personnel assl1nments and actions. 

Qualification Record Extracts Extracts from personnel qualification records such as from Officer 
Qualiflcatlon Record, Enlisted Qualification Record, or other 
sources. 

Excludes offfclal qualification records covered under 310.10. 
Individual Personnel Records. 

47 

130.0la T 310.19. 

Destroy after 1 year. 

N/A·N/A 

Nl-361-91-17 Relates to military penannel matters, lndudin1 mmtary 
penannel assignments and actions. 

Decorations and Awards 
Presentations 

case files accumulated as a resutt of recommendations for, and 
presentation of, decorations and awards. 

Includes recommendations; comments; approvals; copies of 
notices of decoration, notices of and requisitions for awards for 
decorations, documents Dr 
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48 

130.0la T 310.20 N/A·N/A 
Destroy after 10 years. Nl-361-91-17 Relates to military personnel matters, lnduding military 

personnel assignments and actions. 
Awards and Decorations 
Special Orders 

Spedal orders for awards and decorations awarded by OCMA. 

49 
130,0la T 310.22. N/A-N/A 

Destroy 1 year after separation or transfer from DCMA. Nl-361-91-17 Relates to military personnel matters. lndudlng m1ldary 
personnel assl1nments and actions. 

Evaluation Reports Documents relating to the initiation, preparation, and submission 
of regular and special evaluation reports on military personnel. 

50 

130.0la T 310.25. N/A·N/A 

Destroy 1 year after transfer of the Individual 
concerned. 

Nl-361-91-17 Relates to mifdary personnel matters, including military 
personnel assignments and actions. 

Non-Judldal Punishment Documents penainlng to specific Instances of non-judldal 
punishment when administered by DCMA and retained copies of 
information and alleptlons furnished the Military Services where 
non-judldal punishment Is not administered by DCMA,, lndudln1 
MnUest 

51 
130.0la T 310,28, N/A-N/A 

Destroy when superseded or canceled. Nl-361-91•17 Relates to military personnel matters, lndudlng military 
personnel assignments and actions. 

M1ldary Position Descriptions Posn:lon descriptions coverln1 military positions authorized for 
DCMA. 

52 

130.0la T 31031. N/A-N/A 

Destroy upon reassignment of Individual or upon 
supersesslon, as applicable. 

Nl-361-91-17 Relates to military personnel matters, indudin1 military 
personnel assignments and actions. 

Military Personnel Data Individual records or listings senring as control or reference flies 
rather than as offidal documentation. Such records provide current 
Information relative to military personnel, such as date of 
assignment, rotation date, branch of service,, rank., date o 

53 

130.0la T 31034, N/A·N/A 

Destroy after 1 year. Nl-361-91-17 Relates to military personnel matters, induding military 
personnel assignments and adions. 

Personal Affairs Relates to administrative preparation and/or processing of 
personal-type actions such as request for Government life 
Insurance, mortgage Insurance, or social security. 

Excludes doa.aments appropriate for filing In 310.10, Individual 
Personnel Records. 

54 
130.0la T 31037. N/A-N/A 

Destroy after 2 years. Nl-361-91-17 Relates to military personnel matters_ induding military 
personnel assignments and adions. 

Promotions Documents relatfng to the promotion of enlisted, warrant, and 
commissioned officer personnel. 

55 
130.01• T 310.40. N/A-N/A 

1 year after separation from DCMA assignment, or In 
accordance with requirements of military service, as 
applicable. 

Nl-361-91-17 Relates to military personnel matters_ lncludin1 military 
personnel assignments and actions. 

Retention on Active Duty Documents relatfng to the retention on active duty of military 
personnel and the accomplishment of certificates of declination or 
acceotance of active dutv obllntlon. 

56 

130.0la T 310,43. N/A·N/A 

Destroy 1 year after separation from DCMA. or In 
accordance with requirements of military service, as 
oppllcable. 

Nl-361-91-17 Relates to mlhtary personnel matters, lnduding military 
personnel assignments and actions. 

Retirement, Reslt:natlon, 
Separation 

Documents not Included In military personnel jackets that relate to 
requests for retirement, resignation, and/or separation of mllltary 
personnel, retirement ceremonies, publlcatlon of orders, and 
retired oersonnel reports. 

57 

130.0la T 3�0.46. N/A·N/A 

Destroy 2 years after separation or release from 
moblhzation designation, or after supersesslon or 
obsolescence, or after S years_ as applicable. 

Nl-361-91-17 Relates to military personnel matters_ lnduding military 
personnel asslt:nments and actions. 

Reserve Affairs Documents relating to the admlnlstr.1tion of military reserve affairs 
lndudlng selection and assignment of mobilization deslgnees, 
active duty training, preparation of tables of distribution, and 
similar paDers. 

58 
130.0la T 310.49. N/A·N/A 

Destroy when superseded or obsolete, or after 3 years, 
as applicable. 

NN-168-94 Relates to military personnel matters, induding military 
personnel assignments and actions. 

Troop Information and 
Education 

Documents pertaining to objectives, requirements, preparation of 
reports, and dissemination of Information to military personnel. 

59 

130.0la T 31052. N/A-N/A 

Destroy 1 year after reassignment of Individual. Nl-361-91-17 Relates to military personnel matters_ Including mlhtary 
personnel asslt:nments and actions. 

Clearance certificates Copies of retained dearance certificates Indicating completion of 
dearance procedures by departing military personnel They consist 
of Installation dear.1nce certificates or simllar forms, with 
supporting documents evidendng payment of service bill; re 

60 

130.0la T 310.60A N/A·N/A 

cut off annually or when reporting unit/activity Is 
reduced to zero strength. Transfer to Inactive file and 
destroy after 1 year. 

Nl-361-91-17 Relates to military personnel matters, lnduding military 
personnel assignments and actions • •  

Rosters and Strength Returns -
Anny Monthly Personnel 
Strength Zero Balance Report 

Rosters, returns, reports,, and related papers regarding military 
personnel assigned to DCMA. 

61 
130.0la T 310.62. N/A·N/A 

Destroy 3 months after last duty assignment Is made 
from the roster. 

Nl-361-91-17 Relates to military personnel matters, lndudin1 military 
personnel assignments and actions. 

Duty Rasters Rosters maintained for recording duties performed by personnel In 
an organization In order to make an equitable determination of 
dutv assDments. 

62 

130.0la T 310.64. N/A·N/A 

Destroy after 1 year. Nl-361-91-17 Relates to miritary personnel matters, induding military 
personnel assignments and actions. 

Military Personnel Registers Registers used to control absences from mmtary Installations 
containing signatures; time of departure or arrival; name, grade, or 
rank, and orpnizatlon of individual; authority for absence., 
destination, and address whlle absent; length of absence; and 

63 
130.0la T 310,66, N/A·N/A 

Destroy 1 year after transfer, departure, or separation 
of the individual. 

Nl-361-91-17 Relates t'o military personnel matters, lndudlng military 
personnel assignments and actions. 

M1htary Personnel Locator 
Canis 

Locator cards and comparable forms used to Indicate the 
whereabouts of personnel. 
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64 

130.0la T 310.80. N/ArN/A 

Destroy when all postings to leave records have been 
completed and verified, except when required as 
evidence In any proceedings. 

Nl-361-91-17 Relates to military personnel matters, indudins: military 
personnel assignments and actions. 

Leave of Absence Duplicate copies of DA Form 31, Request and Authority for Leave, 
NAVCOMPT Fann 3065, Leave Request/Authorization. AF Fann 
988, Leave Request/Authorization, NAVMC Form 3, leave 
Authorization (Officer and Enlisted) (1050), and comparable forms 
used in requesting and granting leave for military personnel 

65 

130.01• T 310.85. N/A·N/A 

Destroy upon reassignment or separation of the 
Individual. except when required as evidence In any 
proceedings. 

Nl-361-91-17 Relates to military personnel matters, Including military 
personnel assignments and actions. 

Enlisted Personnel Passes Duplicate copies of DO Form 345, Armed Forces Uberty Pass, DA 
Form n. Request: and Authorll:yfor Leave, and comparable forms 
and orders used in authorizing enlisted personnel to be absent on 
other than leave. 

66 
130.0la T 310.90. N/ArN/A 

Destroy after 5 years. NN-168-94 Relates to military personnel matters, Including military 
personnel assignments and actions. 

Training Documents relatlng to the administration of training and 
educatlonal matters affecting military personnel 

67 

130.0la T 330.10. N/A·N/A 

CUt off at end of Fiscal Year. Destroy after 1 year. Nl-361-91-17 Relates to those aspects of the dvillan personnel prosram 
relatlns to employee development, training and Incentives. 

Training Requirements Train Ins survey forms, requests for training, activity tralnln1 plans, 
and related materials used to Identify and determine train ins 
needs, develop trainin1 plans and methods to fulfill tralnlns 
reauirements. 

68 

130.0la T 330.20. GRS 01· Item 29b 

Destroy when 5 years old or when superseded or 
obsolete, whichever is sooner. 

Relates to those aspects of the civilian personnel program 
relatln1 to employee development, training and incentives. 

Employee Train ins Correspondence., memoranda, repons and other records relatln1 
to the awiilability of training and employee panldpatlon In trainin1 
programs sponsored by other Government agencies or non-
Government Institutions. 

69 

130.0la T 330.30. N/A-N/A 

Destroy 1 year after employee has completed program. Nl-361-91-17 Relates to those aspects of the dvlllan personnel program 
relating to employee development, training and Incentives. 

Developmental Pro1rams Employee agreements, individual training plans, supervfsor's 
quarterly prqgress reports. statistical indicator reports, 
recommendations for Improvements. printouts, listings, 
correspondence., and slmllar materials used to Identify, develop 
and monitor suec 

70 
130.0la T 330.40. N/A·N/A 

Destroy 1 year after employee has mmpleted training. Nl-361-91-17 Relates to those aspects of the civman personnel program 
relating to employee development. training and Incentives. 

Training Evaluations Course evaluation forms, course rating, and similar materials used 
to evaluate the effectiveness of training. development, and 
noncomnatitive test:in• nl'ftll'rams. 

71 

130.0la T 330.50.A GRS 01- nem 29a(1) 

Destroy when 5 years old or S years after completion of 
a specific training program. 

Relates to those aspects of the civilian personnel prosram 
relating to employee development,, training and Incentives. 
General training course records of agency-sponsored 
tralnlruz 

course Records Correspondence, memoranda, agreements, authorizations, 
reports, requirement reviews, plans. and objectives relating to the 
establishment and operation of training, courses and conferences. 

72 

130.0la T 330.50.B GRS 01- llem 29a(2J 

Destroy when 3 yean old. Relates to those aspects of the civilian personnel program 
relating to employee development, training and Incentives. 
General training course records of agency-sponsored 
trainln1 

coune Records - Backup and 
working files 

73 

130.0la T 330.&o. N/A·N/A 

Destroy when superseded., obsolete or no longer 
needed for reference. 

Nl-361-91-17 Course Reference Materials Reference copies of pamphlets, notices, catalogs and other records 
which provide Information on courses or programs offered by 
Government or non-Government organizations, not covered 
elsewhere. 

74 
130.0la T 350.10. GRS 01· nem 7a(1J 

Destroy when superseded or obsolete. Relates to those aspects of the civilian personnel program 
relating to position dasslflcatlon and pay administration. 

Position Classification 
Standards 

Standards and guidelines Issued or reviewed by OPM and used to 
classify and evaluate positions Within the agency. 

75 

130.0la T 350.15.A GRS 01- Item 7a(2)(aJ 

Destroy 5 years after position Is abolished or 
desaiption Is superseded. 

Relates to those aspects of the civilian personnel program 
relating to position classification and pay administration. 

Classification Standard 
Development - case Files 

Correspondence and other records relating to the development of 
standards for classification of positions pemllarto the agency and 
reviewed by Offlce of Personnel Management (OPM) for approval 
or dlsaoorovaL 

76 

130.0la T 350.15.B GRS 01-Item 7a(2)(b) 

Destroy when 2 years old. Relates to those aspects of the civilian personnel program 
relating to position classification and pay administration. 

aasslficatlon Standard 
Development- Review files 

Correspondence and other records relating to the development of 
standards for classification of positions peculiar to the agency and 
reviewed by Office of Personnel Management (OPM) for approval 
or disauuroval. 

n 

130,0la T 350.20. GRS 01-ltem 7b 
Destroy 2 years after position Is abolished or 
description Is superseded. 

Relates to those aspects of the clvnlan personnel program 
relatJng to position dassification and pay administration. 

Position Desalptions Record copies of position descriptions which lndude information 
on title. series, srade, duties and responsiblrdles, and related 
documents. 

78 
130.0la T 350.25. GRS 01- nem 7c(1J 

Destroy when 3 years old or 2 years after regular 
Inspection. whichever Is sooner. 

Relates to those aspects of the civilian personnel program 
relating to position classification and pay administration. 

ClasslficatJon Survey Reports Classification survey repons on various positions prepared by 
classification spedalists, Including periodic reports. 

79 
130.0la T 350.30. GRS 01-Item 7c(2) 

Destroy when obsolete or supeneded. Relates to those aspects of the cMllan personnel program 
relatlng to position classification and pay administration. 

Inspection, Audit and Survey 
FIie 

Inspection. audit and survey files Including correspondence, 
reports, and other records relating to Inspections, surveys, desk 
audits and evaluations. 
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81 

82 

130.0la 

130.0la 

130.Dla 

T 

T 

T 

35035. 

350AO. 

350.50. 

Destroy 3 years after case is dosed. 
GRS 01- llem 7d(1) 

Destroy after affected position Is abolished or 
GRS 01· llem 7d(2) superseded. 

Destroy after S years. 

N/A·N/A 

Relates to those aspects of the civilian personnel program 
relating to position dasslflcatlon and pay administration. 

Relates to those aspects of the civilian personnel program 
relating to position classification and pay administration. 

Nl-361-91-17 Relates to those aspects of the civilian personnel program 
relating to posh:lon dassiftc;ition and pay administration. 

Appeal Flies Case files relating to classification appeals, excluding OPM 
classification cend'1Ciltes. 

Classification Cenlflcates Certificates of dasslflcatlon Issued by OPM. 

Position/Occupation Structures Proposed reorganization materials, records of advice provided, 
newly developed standards, reports. and related correspondence 
used to plan and condud posh:ion/occupatlonal strudure analyses, 

83 

130.0la T 350.55. 

Destroy when superseded or obsolete. 

N/,._N/A 

Nl-361-91-17 Relates to those aspects of the c1vnian personnel program 
relating to posh:ion dassificatlon and pay administration. 

Wage Surveys and Pay Contrador salary comparability charts_ copies of supervisory 
Adjustment Determinations position desaiptlons, correspondence, and related backup 

materials used to conduct locality wage surveys, develop hazardous 
and environmental pay enth:lements, and determine pay 
adjustments for dassification act supervisors of Federal Wage 
System employees. 

Schedulosaffulkcale- 111m,ys,p,equostspfor .. 
�. ' •' 

.; 130.0la -. 

., 
•. 350.56.A 

, - : ' · . chances to� and suney schedules, minute$ of 

Nl� . meetlnp, comments, ,ecommondotlons and · ' .. 
C· • • " justlllcatlons,  con.ct.dand-plomental--

, • � .., • 1 �- • , 

W-��lnformatlcir(· , : •  , ,,.'i'., ,  -;.:·:�·. 
DCPMS W-Sottms Division 

84 

85 

86 

87 

·-
, . . � 

130.0la 

130.0la 

130.0la 

T 

T 

350.56.A(l) 

350.56.A(Z) 

350.56.8 

Permanent. Transfer to the National Archives In annual 
lnaements along with related doaamentatlon (code 
books, file layouts, etc. GRS 01- ttem 38 

Destroy after 20 years. 

Destroy when superseded or no longer needed,, 
whichever Is sooner. 

GRS 01-llem 38 (Seo 
Discussion NoteJ 

; ..p. : -m1 .. ._1aranc1-rt1mopmes,pbonusos, · 
•,. ' • • . .. .  ' . Incentives, . . . 

Nl-361-95-2 Schedules of full-sc;ile wage surveys, requests for changes 
to surveys and survey schedules, minutes of meetings, 
comments, recommendations and Justifications, collected 
and supplemental wage data concerning regular and 
overtime.rates, bonuses, Incentives, 

Nl-361-95·2 Schedules of full-scale wage surveys_ requests for changes 
to surveys and survey schedules, minutes of meetings, 
comments, recommendations and Justifatlons, collected 
and supplemental wage data concerning regular and 
overtime rates, bonuses, Incentives, 

Nl-361-95·2 Schedules of full-scale wage surveys, requests for changes 
to surveys and survey schedules, minutes of meetings, 
comments, recommendations and Justifications, collected 
and supplemental wage data concerning regular and 
overtime rates, bonuses, Incentives, 

• , . 
,'. . •  ., � ' ..... ' .  - �  

-.I; � t ,  

Wage Survey data maintained 
In electronlcfonn 

All other records 

Wage data and Information -
DCPMS (Defense Clvlllan 
Personnel Management 
System) Regional Offices 

88 

89 

130.0la 

130.0la 

T 

T 

350.57. 

350.65. 

Destroy 3 years following the date of approval or upon 
completion of the relevant service agreement or 

GRS 01- Item 41 allowance, whichever is later. 

Destroy when 4 years old. 
GRSOl-ltem 

23a(3)lb) 

Pay Comparability Records Records aeated under the Pay Comparability Act, indudin1 written 
narratives and computerized transaction registers documenting 
use of retention, relocation and reaultment bonuses, allowances, 
and supervisory differentials and c;ise files consisting of r 

Performance - Related records All other Performance plans and ratings. 
pertaining to Fonner 
EmDlovees 

90 

91 

130.0la 

130.0la 

T 

T 

370.10. 

370.15. 

Destroy after OPM audit or 2 years after the personnel 
GRS01·p11em32 adion Is completed, whichever Is sooner. 

Cutoff annually. Destroy 1 year after mtoff 

GRS 01-llem 33n 

Relates to the Implementation of DCMA Staffing 
regulations, polldes, and procedures. 

Relates to the implementation of DCMA Staffing 
regulations, policies, and procedures. 

Merit Promotion Case Files Records relating to the promotion of an Individual that document 
qualification standards, evaluation methods, selection procedures, 
and evaluations of candidates. 

Eligibility Applications for Eligible applications for positions filled by case examlnln1 that 
positions either are not referred to the hiring offldal or are returned to the 

examining office by the hiring official. Such documents lndude OF 
612, resumes. supplemental forms, and attachments, whether In 
hard copy or electronic fonnat -

7 of 24 
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Records Series Crosswalk 

• 

• 

C D H K N 

Record current DLA-
Bucket Type DCMA 

Current DLA=DCMA or Ga cutoff Retention Section- {remp, Records GRS • combined Instruction 
Combined Penn, Temp Serfes-

system} Combined 
1 

3 years after termination of agreement. 

130.0la T 370.20.A GRS 01- Item 33a 

92 
CUtoff annually. Destroy 1 year after cutoff. 

130.0la T 370.20.B GRS 01• Item 33b 

93 
Destroy when test Is superseded or obsolete. 

130.0la T 370.21. GRS 01· ttem 33d 
94 

CUt off after examination. Destroy no later than 90 days 
130.0la T 370.22. GRS 01- Item 33e after cutoff. 

95 
CUt off after termination of related register or Inventory 
or afterfmal action is taken on the certlfacate generated 
by case examining procedures. Destroy 2 yean after cut 
off.] 

130.0la T 370.23. GRS 01· Item 33f 

96 
Destroy 2 years after the date on which the register of 

130.0la T 370.24.A GRS 01- Item 33g inventory is terminated. 
97 

Destroy 2 years afterthe date on which the register of 
130.0la T 370.24.B GRS 01· ttem 33g Inventory is terminated. 

98 
Destroy 2 years after the date on which the register of 

130.0la T 370,24.C GRS 01· Item 33g Inventory Is terminated. 
99 

CUt off annually. Destroy 1 year after artoff. 
130.0la T 370.25. GRS 01· ttem 33h 

I "" 
cut off annually. Destroy 1 year after cutoff • 

130.0la T 370.26. GRS 01· ttem 33k 

101 
Destroy when & months old. 

130.0la T 370.27. GRS 01- Item 331 
10, 

CUt off file annually. Destroy 5 years after cutoff. 
130.0la T 370.28. GRS 01· ttem 33J 

103 
Destroy upon termination of the register (except 

130.0la T 370.29.A GRS 01- ttem 33L(1) applications that may be brought forward to new 
10• re•lster. H anv.l 

130.0la T 370.29.B GRS 01· Item 33L(2) 
105 (CUt off annuallv. Destrov l vear after cut off.] 

Cut off file annually. Destroy 1 year after cutoff. 

130.0la T 370.30. GRS 01- Item 330 

1"' 

o p 

NAIIA/DCMA 
Authority 

current DlA-DCMA General Series lnfonnatlon 

(Nl-GRS-02·1 
ltems33g 

8 of 24 

Q 

current DlA-DCVIA Record 
Tide 

Examlnln1 and Certification 

Records • Delegated 
a1reements 

Examining and Certification 

Records - Correspondence 

Test Material Stock Control 

Application Record Cards 

Examination Announcement 
Case Documentation Files 

llefllster of Elglbles • Individuals 
with terminated ellgibifdy 

Register of Eligibless· 
Terminated registers 

Register of Eligibles - Register, 
established under case 
examlnin" 
Transfer Eligibility Denials 

Canceled/lneliglble Applications 

Test Answer Sheets 

Lost or Exposed Test Material 
Case Flies 

Eligible Applications - On active 
register 

Ellilble Applications -on 
inadive register or Inventory 

Prior Approval Requests 

R 

Cum!nt DIA-DCMA Desalption/lnfonnation 

Delegated agreements and related records aeated under the 
authority of 5 U5.C.s1104 between the Office of Personnel 
Management and agendes allowing for the examination and 
certification of applicants for employment. 

Correspondence concerning applications. certifacatlon of eligbles, 
and all other examining and reaultlng operations. Such 
correspondence, lndudes, but Is not limited to, correspondence 
from Congress, White House, and the general publlc, and 
correspondence regarding accommodations for holding 
examinations and shipment oftest materials 

Stock control records of examination test material lnduding 
running Inventory of test material In stock. 

Application Record cards (OPM Fonn SOOOA, or equivalent). 

Correspondence regarding examination requirements, final version 
of announcement(sJ Issued, subsequent amendments to 
announcement(s), public notice documentation. rating schedule,. 
Job analysis documentation, record of selective and quality rating 
factors, rating procedures, transmutation tables_ and other 
documents associated with the job announcement(s) and the 
development of the register/Inventory or case examination. 

Register of ell:bles (OPM Form 5001-C or equivalent) documenting 
eligibility of an Individual for Federal Jobs. 

Resister of efigbles (OPM Form 5001-C or equivalent) documenting 
ellglbllity of an Individual for Federal Jobs. 

Register of ellgbles (OPM Fann 5001-C or equivalent) doaimentlna 
eligibility of an Individual for Federal jobs. 

Letters to applicants denying transfer of eligibility (OPM Fann 4896 
or equivalent). 

Cancelled and lnell1lble applications for positions filled from a 
register or inventory. Such documents Jndude Optional form (OF) 
612, resumes, supplemental forms, and attachments, whether In 
hard conv or electronic format. 
Written test answer sheets for both ellgbles and Ineligibles. 

Records showing the dra.imstances of loss, nature of the recovery 
action and corrective action required. 

Eligible Applications • On active register 

Bigible Applications -On Inactive re1ister or Inventory 

Requests for prior approval of personnel actions taken by agencies 
on such matters as promotion, transfer, reinstatement, or change 
In status, submitted by SF 59, Request for Approval of 
Noncompetitive Action. OPM 648, or equivalent form. 



Schedule 130 

Records Series Crosswalk 

• 

C D H K N 

Record CUm!nt DIA-
Bucket Type DCMA Cllm!nt DLA=DCMA or GRS CUtoff Retention 

Section• {Temp, Records GRS- combined Instruction 
Combined Perm,Temp Serles• 

system} Combined 
1 

ICUt off annually. Destroy 2 years alter cutoff.) 

130.0la T 370.31.A GRS 01- Item 33p 

107 
CUt off file annually. Destroy 2 years after cutoff. 

130.0la T 370.31.B GRS 01-ttem 33q 

101! 
Destroy upon expiration of employee's DEP eligibility. 

130.0la T 370.32.A GRS 01- nem 33r 
109 

Cut off file annually. Destroy 2 years after break. 
130.0la T 370.32.B GRS 01- nem 33s 

11� 
Destroy 3 years after date of the report. 

130.0la T 370.33. GRS 01- nem 33t 
111 

Destroy when 2 years old. 
130.0la T 370.40.A GRS 01• llem 17b(1) 

112 
Destroywhen superseded or obsolete. 

130.0la T 370.40.B GRS 01• llem 17b(2) 
113 
11� 130.0la I 370.40. GRS 01· Item 17b Informational · · 

Destroy when 2 years old. 

130.0la T 370A5. GRSsOl- ltemsS 

115 
Destroy 6 months after transfer or separation of 

130.0la T 370.50. GRSp0l·pllempB employee. 
11E 

Destroy when no longer needed. [Destroy when 
130.0la T 370.55.A GRS 01- Item 4a appointment Is effective.) 

11, 
When name Is received from certificate of eligbles. 

130.0la T 370.55.B GRS 01• llem 4b1 Return to OPM with reply and application. (NCl-64-77-
11• 101tem4bll 

FIie with application and destroy with application per 
130.0la T 370.55.B(l) GRS 01- ttem 4b(2) 370.15 

11§ 
Destroy Immediately upon receipt of declined offer. 

130.0la T 370.55.8(2) GRS 01· ttem 4b(3) 
12C 

longest retention In series Is 6 years -Destroy when 6 
years aid or when superseded or obsolete, whichever is 
later 

130.0la T 375.10. GRS 01· ttem 1 (a, b) 

12] 
Destroy no sooner than 4 years but no later than 7 
years after case Is dosed. 

130.0la T 375.13. GRS 01• llem 30b NOTE: OPM has detennlned that agencies may decide 
how long, within the range of 4 to 7 years, grievance 
and adverse action files need to be retained. 

12 

0 p 

NARA/DCMA 
Authority Current DlA-DCMA General Series Information 

Informational 

Correspondence lnduding letters and telegrams offerlnB 
appointments ta potential employees. 

Correspondence induding letters and telegrams offering 
appointments to potential employees. 

Correspondence Including letters and telegrams offering 
appointments to potential employees. 

Correspondence Including letters and telegrams offering 
appointments ta potential employees. 
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Q 

Current OIA-DCMA Record 

1ltle 

Certificate Files -SF 39, Request 
for Referral of Ellglbles 

Certificate Files - Certification 
Request Control Index 

lnteragency Placement Program 
(IPP) application and 
rell'istration sheet. 
Displaced Employee Program 
(DEP) - DEP control cards 

Audijs 

Retention Registers - Registers 
used to effect reduction-In-
force adions 
Retention Registers - Registers 
not used to effect reduction-in-
force adlons 
Retention A-'chltc 
Certificate of Ellglbles Flies 

Interview Records 

Offers of Employment Files -
Accepted offers 

Offers of Employment Files-
Declined offers 

Offers of Employment Flies -
Dedlned offers -Temporary or 
excepted appointment 
Offers of Employment Files -
Declined offers -All others 

Ethics Program 
Implementation, 
lnlerpratalion, Counseling. 
and Development Files 

Adverse Action Files (5 CFR 752) 
and Performance-Based 
Actions IS CFR 432) 

R 

Cun-ent DLA-DCMA Descrlption/lnfann■tion 

Certificate Files,, Including SF 39, SF 39A,, or equivalent,, and all 
papers upon which the certification was based: the list of eligbles 
screened for the vacandes, ratings assigned, availability 
statements, the certiflcate of eligbles that was issued to the 
selecting official, the an noted certificate of ellgbles that was 
returned from the selecting offidal., and other documentation 
material designated by the examiner for retention. 

Certificate control 101 system. Records of Information le.g. receipt 
date, series, and grade of position, duty station, etc.) pertaining to 
requests for lists of ellgbles from a register or Inventory 

lnteragency Placement Program (IPP) application and registration 
sheet. 

Displaced Employee ProlJ"am (DEP) - DEP control cards 

Reports of audits of delegated examining operations. 

Retention Registers -Registers used to effect reduction-In-force 
actions. 

Registers from which no reduction-In-force actions have been 
taken and related records. 

Coples obtained from OPM of certificates of eligbles with related 
requests, fonns, correspondence, and statement of reasons for 
passing over a preference eligible and selecting a non-preference 
ell1lble. 
Correspondence. reports and other records relating ta Interviews 
with employees. 

Offers of Employment Files -Accepted offers. 

Offers of Employment FDes - Oedlned offers. 

Offers of Employment Flies - Oedined offers -Temporary or 
excepted appointment. 

Offers of Employment Files - Declined offers -All others. 

Records maintained by ethics prolJ"am offices relating ta the 
development. review, lmplementatlan, and Interpretation of 
proposed or established executive branch standards of ethical 
conduct and other ethics regulations; conflict of Interest and other 
ethics related statutes and Executive Orders; and any agency 
supplemental standards of ethlcal conduct and other agency ethla 
related regulations and directives 

Case files and related records created In reviewing an adverse 
action (disciplinary or non-disclpllnary removal., suspension, leave 
without pay, redudlon-ln-force) aplnst an employee. lndudes 
copies of proposed adverse actions with suppanlnc d00.1ments; 



Schedule 130 

Records Series Crosswalk 

• 

• 

C D H 

Recard current DlA-
Budlet Typo DCMA 

Sectione- {Temp, Recards 
Combined Perm, Temp Series-

system) Combined 
1 

130.0la T 375.16. 
123 

130.Ola T 375.20. 

12• 

130.0la T 375.25.A 

125 

130.0la T 375.25.B 

126 

130.0la T 37S.25.q2) 

127 

130.0la T 375.25.D 

12• 

130.0la T 375.25.E 

125 

130.0la T 375.28.A 

130 
' ·  . . 

130.0la , _,, 375.28.11 

13] 

130.0la T 375.28.8(2) 

132 

K 

GRS- combined 

GRS 01- Item 26a 

GRS 01- Item 30a 

GRS 01- ttem 23all) 

GRS 01- Item 23a(2) 

GRS 01- nem 23a(3)b 

GRS 01- ftem 23al4) 

GRS 01· ttem 23al5) 

GRS 01- Item 23bll) 

- . 
GRS 01- Item 23b(2} 

. .  

GRSOl- ltem 
23b(2)1b) 

N 

CUrrent DIA---DCMA or GRS Cutoff Retention 
Instruction 

Destroy 3 years after tennination of counseling. 

Destroy 4 years after case is dosed. 

Destroy no sooner than 4 years but no later than 7 
years after case ls dosed. 

INOTE: DPM has determined that agendes may decide 
how long, within the range of 4 to 7 years, grievance 
and adverse adion files 
Destroy after the employee completes 1 year of 
acceptable performance from the date of the written 
advance notice of proposed removal or reduction In 
grade notice. 

Destroy when superseded. 

Destroy when 4 years old. 

Destroy 4 years after date of appraisal. 

Destroy 4 years after date of appraisal. 

Destroy when superseded. 

lnfannotlanol 

Destroy when 5 years old. 

D p 

NARA/DCMA 
Authority CUrrent Dl.A-DCMA General Serles Information 

Employee Performance Flies Non-Senior Executive Service 
ISES) 

Employee Performance Files Non-Senior Executive Service 
(SES) 

Employee Performance Files Non-Senior Executive Service 
ISES) 

Employee Performance Flies Non-Senior Executive Service 
ISES) 

Employee Performance Files Non-Senior Executive Service 
(SES) 

Employee Performance Flies ISES) 

·. 
Employee Perform-- Ries (SES) 

Employee Performance Files (SES) - Performance related 
records pertaining to a former SES appointee 

10 of 24 

Q 

CUm,nt OIA-DCMA Record 
Title 

Counselin1 Files 

Administrative Grievance Flies 
IS CFR 771) 

Employee Performance Flies 
Non-Senior Executive Service 
ISES) • Appraisals of 
unacceptable performance., 
where a notice of proposed 
demotion or removal Is Issued 
but not effected, and all related 
documents. 
Employee Performance Flies 
Non-senior Executive Service 
(SES) - Performance records 
superseded through an 
administrative, judidaL or quasi 
judidal procedure. 

Employee Performance Files 
Non-Senior Executive Service 
ISES)p- Performance related 
records penainlng to a former 
employee - All other 
performance plans and ratings 

Employee Perfonnance Flies 
Non-Senior Executive Service 
(SES)p· All other summary 
performance appraisal records, 
indudinc performance 
appraisals and Job elements 
and standards upon which they 
are based. 
Employee Performance Files 
Non-Senior Executive Service 
(SES) - Supponinc doa.iments 

Employee Performance Flies 
(SES) - Performance records 
superseded through an 
administrative, judldaL or quasi 
Judicial procedure. 

Employn Performance Files 
(SES) - Performance related 
records pertalnfna to• farmer 
SESa .. ....rntee 
Employee Performance Files 
(SESJ - Perfonnance related 
records penalnln1 to a former 
SES appointee - All other 
performance ratings and plans 

R 

CUm!nt DIA-DCMA Description/Information 

Repons of Interviews, analyses and related records. 

Records originating In the review of grievance and appeals raised 
by agency employees, excluding EEO complaints. Jndudes 
statements of witnesses, reports of interviews and hearings, 
examiner's findinp and recommendations, a copy of the original 
decision 

Employee Performance Files Non-Senior Executive Service (SES) -
Appraisals of unacceptable performance, where a notice of 
proposed demotion or removal is Issued but not effected, and all 
related doa.iments. 

Employee Performance Files Non-Senior Executive Service (SES)p-
Performance records superseded through an administrative, 
JudldaL or quasi-judicial procedure. 

Employee Performance Files Non-Senior Executive Service (SES) -
Performance related records penalnlng to a former employee - All 
other perfonnance plans and ratings 

All other summary performance appraisal records, lndudlng 
performance appraisals and job elements and standards upon 
which they an, based. 

Employee Performance Flies Nan-Senior Executive Service (SES)p-
Supponlnc documents 

Employee Performance Files (SES) - Performance records 
supeneded through an administrative, judidaL or quasi-judicial 
procedure. 

.. 

Employee Performance Files (SES) - Perfonnance related records 
penalnlnc to a former SES appointee - All other performance 
ratings and plans 



Schedule 130 
Records Series Crosswalk 

-

• 

• 

1 

C 

Budcet 
Section• 

Combined 

D 

Type 
(Temp, 

Penn, Temp 

system} 

H 

current DlA-
DCMA 

Records 
Serles· 

Combined 

K 

GRS • a,mblned 

N 

current DlA=DCMA or GRS CUtoff Retention 
Instruction 

0 

NARA/pDCMA 
Authority 

p 

current DLA-DCMA General Series Information 

Q 

Cum!nt DLA-DCMA Record 
11tle 

R 

CUm,nt DIA-DCMA Desalptlon/lnfonnatlon 

133 

130,0la T 375.28.C GRS 01· Item 23b(3J 

Destroy S years after date of appralsal. Employee Performance Flies (SES) - Performance related 
records pertaining to a former SES appointee 

Employee Performance Flies 
(SES)p• All other perfonnance 
appraisals, along with job 
elements and standards Uob 
expectations) upon which they 
are based, excluding those for 
SES appointees serving on a 
Presidential appointment. 

Employee Performance Files (SESJ - All other performance 
appraisals, alona with Job elements and standards (job 
expectations) upon which they are based, excluding those for SES 
appointees serving on a Presldentlal appointment. 

13' 
130.Dla T 375.28.D GRS 01· Item 23b(4J 

Destroy 5 years after date of appraisal. Employee Performance Files (SES) - Performance related 
records penaining to a former SES appointee 

Employee Performance Flies 
(SES) - Supponing documents 

Employee Performance Flies (SES) - Supponlng documents 

135 

130.0la T 375.40. GRS 01- Item 34 

Destroy when 5 years old. Occupational Injury and Illness 
Flies 

Repons and lop (Including OSHA Forms 100, 101, 102, and 200, or 
equivalents) maintained as prescribed In 29 CFR 1960 and OSHA 
pamphlet 2014 to document all recordable occupational Injuries 
and illnesses. Refer to 110.0lal for Occupational Safety and Health 
Log Summary as required by law. 

131 

130.0la T 375.43.A GRS 01- ltem 35a 

Destroy 3 years after denial Denied eligibility files conslstln1 of applications,. court 
orders, denial letters, appeal letters, and related papers. 

Denied Health Benefits 
Requests Under Spouse Equity-
Heakh benefits denied, not 
aooealed 

Denied Health Benefits Requests Under Spouse Equity- Health 
benefits denied, not appealed. 

13 

. ... ' . .  
U0.1l1a 
� · .. 

I 

; 

315.43.B GRS 01• llem 3.5b lnformotlon■I 

' 

Denledelfclbllltytues mnslstln&of-� court 
orde.., denlol lette.., •-•I letters, and n,lotad papers. 

Denied Health Benefdl 
Requ..,. Under Spouse Equity 
Hoalth benefits denlod, 
-ledtoOPMfor -

Denied Health Benefits Roquests Under Spouse Equity-Haith 
benefits denied, -■led to OPM for rermlllderatlon. 

. 
. .  .. 

138 

130.0la T 

. 
375.43.8(1) GRS 01· Item 35b(1J 

Create enrollment file In accordance with Subchapter 
517 of the FEHB Handbook. 

Denied ellglbllity files consisting of applications,. mun 
orders, denial letters, appeal letters, and related papers. 

Denied Health Benefits 
Requests Under Spouse Equity-
Health benefits denied, 
appealed to OPM for 
reconsideration - Appeal 
successfu� benefits granted 

Denied Health Benefits Requests Under Spouse Equity - Health 
benefits denied, appealed to OPM for reconsideration - Appeal 
successful, benefits granted. 

13! 

130.Dla T 375.43,8(2) GRS 01· ttem 35b(2J 

Destroy 3 years after denial. Denied eUgiblhty files conslstins of applications, coun 
orders, denial letters, appeal letters, and related papers. 

Denied Health Benefits 
Requests Under Spouse Equityp-
Health benefltS denied, 
appealed to OPM for 
reconsideration - Appeal 
unsuccessfu� benefits denied 

Denied Health Benefits Requests Under Spouse Equityp- Heah:h 
benefits denied., appealed to OPM for reconsideration - Appeal 
unsuccessfu� benefits denied. 

141 

130.0la T 375.45. GRS 01- Item 31 

Cutoff �n termination of compensation or when 
deadline for filina a dalm has passed. Destroy 3 years 
after cutoff. 

Personal Injury Flies Forms. reports, correspondence and related medical and 
Investigatory records relating to on-the-Job Injuries, whether or not 
a dalm for compensation was made excluding copies filed In the 
Employee Medical Folder and copies submitted to the Depanment 
of Labor 

141 

130.0la T 375,46, GRS D1- Item 37 

Beginning In January 1994, destroy 1 year after the end 
of the year In which the file is dosed. 

Donated Leave Program Case 
Flies 

Case files eonlaining posilion tillo and description; fully """°"'cd SF 
171; medical examiner's n:pon; a bricf'stal<mcnl explaining 
accmnmodation of impainncn� and other documcnrs rolaled IO 
pn:vious appoinrmcn� certification, and/or aca:planc:c or rofusal, 
croaled in accontancc wilh Federal Personnel Manual, chaprcr 306-
I I, subc:hapra 4-2. 

14: 

130.Dla T 37p5,47, GRS 01- Item 40 

Destroy 5 years following the date of approval or 
disapproval of each case. 

Handicapped Individuals 
Appointment Case Files 

Case files conraining posirion title and description; fully exmded SF 
171; medical examiner's n:pon; a briof Slal<mCIII explaining 
accommodation of impainncnt; and Olher documents related lO 
previous appointment. certification. and/or acccptancc or refusal. 
crealCd in ac:conlancc wilh Federal Personnel Manual, chapier 306-
1 1, subchaprcr 4-2. 

143 
130.0la T 375.50. GRS 01· Item 13 

Destroy when 3 years old. Incentive Awards Program 
Repons 

Repons penalnlng to the operation of the Incentive Awards 
Program. 

llpof 24 
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Record current DlA-
Buclcet Tw,e DCMA CUrrent DlA=DCMA or GRS CUtoff Retention Sedlonp- {Temp, Records GRS- combined Instruction Combined Penn., Temp Serles-

system} Combined 
1 

Destroy 2 years after approval or disapproval. 

130.0la T 37552.A GRS 01· ttem 12al1) 

1/M 
Destroy when 2 years old. 

130.0la T 37552.B GRS 01· ftem 12a(2) 

145 
Destroy when 1 year old. 

130.0la T 37554. GRS 01• Item 12b 
14E 

Destroy when 2 years old. 
130.0la T 37556. GRS 01· ftem 12c 

141 
Destroy when superseded or obsolete. 

130.0la T 375.58. GRS 01· ftem 12d 
141 

DesUay when 3 years old. 
130.0la T 375.60. GRS 01· ftem 26b 

145 
Destroy 2 years after separation of enrollee from the 
program. 

130.0la T 375.65. N/A-N/A 

lSC 
Destroy when 3 years old or when superseded, 
obsolete. 

See note 12) after GRS 1, ttem 36e(2). 

130.0la T 375.70.A GRS 01- Item 36a 

151 
Destroy when employee separates from testing 
designated position. See Note: 375.70 

130.0la T 375.70.B GRS 01- ttem 36b 

1Sl 
Destroy when 3 years old. 

See note (2) after GRS 1, ftem 36e(21 

130.0la T 375.70.C GRS 01· ftem 36c 

153 

0 p 

NAM/OCMA 
Authority Current DLA-DCMA Genenl Serles lnfonnatlon 

General aword case files (ac:luding those relating to 
dcportmcntal lc\-cl awards) consisting o£rccommcndations 
approved nominations, W11cspoudcnce, reports and related 
handbooks pertaining to cash awards such as incentive 
awards, "ithin-grade merit incn:ascs, sugcstions, and 
outstanding performance. 

Clcncral 8"'111'11 case files (excluding those relating to 
departmental lc,-cl 8"-ards) consisting or n,commendations, 
approved nominalions, c:om,spondcncc, reports and rclatod 
handbooks pertaining to cash awards such as inccnthi, 
awards, \\ithin-gradc merit increases, suggestions, and 
outstanding pcrl"onnaru:c. 

Nl-361-93-4 

Relates to dru1 testln1 program records aeated under 
Executive Order 12564 and Public Law 100-7� Section 503 
(101 Stat. 468), excluding consolidated statistical and 
narrative reports concerning the operation of the Agency 
program_ including annual reports to Congress, as 
required by Public Law 100-71, 503(1). NOTE: Any records 
identified in this series that are relevant to htiption or 
disciplinary actions should be disposed of no earlier than 
the related litigation or adverse action case flle(s). 

Relates to drug testing program records aeated under 
Executive Order 12564 and Public Law 100-7� Section 503 
(101 Stat. 468), excluding consolidated statlstlcal and 
narrative re pons concerning the operation of the Agency 
program, Including annual reports to Congress. as 
required by PubRc Law 100-71, 50311}. NOTE: Any records 
Identified In this series that are relevant to litigation or 
dlsclpllnary actions should be disposed of no earlier than 
the related Htlptlon or adverse action case file(s). 

Relates to dru1 testin1 program records aeated under 
Executive Order 12564 and Public Law 100-7\, Sedion 503 
(101 Stat. 468), excluding consolidated statistical and 
narrative repons concerning the operation of the Agency 
program, including annual reports to Congress, as 
required by Public Law 100-71, 503(fJ. NOTE:p,..,,, records 
Identified In this series that are relevant to litlptlon or 
dlsdpllnary actions should be disposed of no earlier than 
the related litigation or adverse action case file,s). 

12pof 24 

Q R 

Current DLA-DCMA Record 
ntle current DIA-OCMA Oescrlption/lnfunnatlon 

Employee Award Case Flies Agency sponsored 

Employee Award Case Files - Sponsored by other agendes or non-Federal organizations 

Length of Service and Side Records induding correspondence. repons, mmputatlons of 
Leave Awards Flies service and side leave, and lists of awardees. 

Letters of Commendation and Coples of letters recognizing length of service and retirement. and 
Appreciation letters of appreciation and commendation for performance, 

excludln• copies filed In the OPF. 
Award Lists and Indexes Lists of nominees and winners and indexes of nominations. 

Alcohol and Drug Abuse Records aeated In planning, coordinating and directing an alcohol 
Program and dru1 abuse progrilm. 

Host Enrollee Program Files Records penalning to the selection., tenure., and separation of 
lndMduals In the Host Enrollee Prosram used in adminlsterln1 the 
program. lndudes time and attendance data, training Information, 
periodic evaluation, data on enrollee designee for emergency 
contact, and similar employment related Information 

Federal Workplace Drug Testins Excludes documents that me filed in rcoord sets or £annal issuanocs 
Program Files - Drug test plans (duecti.,:s, procodurcs hondbooks, operating manuals and the b'ke). 
and procedures Includes Agcn,;y copies of plans and proa:dun:s "ith relatod drafts. 

com:spondcm:c, mc:monmda, and other records pc:rtaining to the 
dcvelopmcnl or proccdun:s 1or drug testing programs, including the 
dctcnninalion o£testing incumbents in designatod positions 

Federal Workplace Drug Testln1 Forms completed by employees whose positions are designated 
Program Files - Employee sensitive for drus testln1 purposes adcnowled1in1 that they have 
Acknowledgment of Notice received notice that they may be tested. 
Forms 

Federal Workplace Drug Testing Records relating to the selection of specific employees/applicants 
Program Files - for testing and the scheduling of tests. Included are lists of 
Selection/scheduling records selectees. notification letters. and testing schedules. 
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Schedule 130 

Records Series Crosswalk 

C D H K N 0 p 

Recanl Cum,nt DIA-
Budcet Tw,e DCMA current D1.A=DCMA or GRS CUtoff Retention NAJlA/DCMA Sectionp- (remp, Records GRS - combined current DLA-DCMA General Series Information lnstrudlon Authority Combined Penn,Temp Serles• 

system} Combined 
1 

Destroy 3 years after date of last entry. Relates to drug testing program records aeated under 
Exealllve Order 12564 and Public Law 100-71, Section 503 

See note (2) after GRS 1, Hem 36e(2), (101 Stat. 468), excluding consolidated statistical and 
narrative repons concerning the operation of the Agency 
program., lnduding annual reports to Congress, as 130.0la T 375.70.D GRS 01· Hem 36d(l) 
required by Public Law 100-71, 503(1). 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 advene action case file(s). 

15� 
Destroy when 3 years old. Relates ta drug testing program records created under 

Executive Order 12564 and Public Law 100-71, Section 503 
See note (2) after GRS 1, ttem 36e(2}. (101 Stat. 468), excluding consolidated statistical and 

narrative reports concerning the operation of the Agency 
program,. Jndudlng annual repons to Con1ress. as 130.0la T 375.70.E GRS 01· Hem 36d(2) 
required by Public Law 100-71, 50311}, NOTE: Any records 
identified In this series that are relevant to litigation or 
dlsdpllnary actions should be disposed of no earlier than 
the related litigation or advene action case file(s). 

. .  Relates to d11111 testing program records aeated onder . . J.:,. • 
. , .. { �, Executive Order 12564 aild Public Lawl00-7l. Section 503 

,,•  (101 Stat. 468}, e,cdudlng oansalldated statistk:al and 
, .  narrative reports mncernlng the operation of the Aaency 

proaram, In duding annual reports to COnaress. as 130.0la I 375.70.F lnfonnadanal requ�ed by Public Law 100-71. 503{I}. NOTE: Any records 
�\ Identified In this series that are relevant ta litiptian or 

.·•-1 ... disciplinary acttons should be disposed of no earlier than 
·. the related litiption or adverse action case file{s). 

151 
Destroy when employee leaves the agency or when 3 Relates to drug testing program records created under 
years old, whichever is later. Executive Order 12564 and Publlc Law 100-71, Section 503 

(101 Stat. 468), excludln1 consolidated statlstical and 
narrative reports concerning the operation of the Agency 

GRS0l· llem program, lndudlng annual reports to Conaress, as 

• 

130.0la T 375.70.F(l)(a) 36e(l)(a) required by Public Law 100-71, 503(1}. NOTE: Any records 
Identified in this series that are relevant to litigation or 
disdplinary actions should be disposed of no earlier than 
the related Hligatian or adverse action case file(s). 

151 
Destroy when 3 years old. See NOTE In 375,70. Relates to drug testing program records created under 

Exeaitlve Order 12564 and Public Law 100-71, Section 503 
(101 Stat. 468), excluding consolidated statistlcal and 
narrative repans concerning the operation of the Agency 

GRSOl•pttem pro1ram, indudin1 annual reports to Con1te5s. as 130.0la T 375.70,F(ll(b) 36e(l)(b) required by Public Law 100-71, 503(1}, NOTE: Any records 
Identified in this series that are relevant to litigation or 
disciplinary actions should be disposed of no earlier than 
the related litlgatlon or adverse action case file(s). 

158 
Destroy when 3 yean old. Relates ta dn,1 testing pro1ram records created under 

Executive Order 12564 and Public Law 100-71, Section 503 
(101 Stat. 468)., excluding consolidated statistical and 
narrative reports concernlna: the operation of the Agency 
program., Including annual reports to Congress. as 130.0la T 375.70.F(2) GRS 01· Hem 36e(2} 
required by Public Law 100-71, 503(1}. NOTE: Any records 
ldentffled 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(sl. 

159 

0. R 

Cum,nt DIA-DCMA Record 
Cum,nt DIA-DCMA Description/Information lltle 

Federal Workplace Drug Testing Bound books containing ldentifyin1 data on each spedmen. 
Program Flies - Colledion and recorded at each mllect1on site In the order In which the spedmens 
handling record books were collected. 

Federal Workplace Drue Testing Fonns and other records used to maintain control and 
Program Files - Collection and accountability of specimens from the point of collection to the final 
handling chain of custody disposition of the specimen. 
records 

Federal Wori<place Drug Testing Records doannentlng individual test result,, lndudlng reports of 
Praaram Files • Test rHUlts • testing. notifications of emplayoes/appllcants and employing 
Pastttveresults offices, and documents relat1n1 tofoNOW'4Jp testing. . . , , . 

Federal Workplace DrugTestlng Records documentin1 Individual test results, induding reports of 
Program Files - Test results - testing, notifications of employees/applicants and employing 
Positive results - Employee offices. and documents relating ta follow-up testlna:, 

Federal Workplace Dru1 Testing Records documentina Individual test results, lndudlng reports of 
Pro1ram Flies - Test results - testln1, notifications of employees/applicants and employin1 
Positive results - Applicants not offices, and documents relatlng to follow-up testing. 
accepted for employment 

. 
Federal Workplace Drug Testing Records documentln1 tndlvldual test results, lndudin1 repans of 
Proaram Files - Test results - testing, notfflcatlans of employees/applicants and employing 
Negative results offices, and documents relating to follow-up testing. 
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Schedule 130 

Records Serles Crosswalk 

• 

• 

C 

Bucket 
Section• 

Combined 

1 

l30.0l.a 

16C 

130.0la 

16 

130.01.a 

162 

l30.0la 

163 

l30.0l.a 
1� 

l30.0l.a 
165 

130.0la 

16' 

l30.0l.a 
16 
16 130.Qla 

l30.01A 
16< 

l30.01A 

17[ 

l30.01A 

171 

130.0la 
17l 

130.0la 

173 

D 

Record 
Type 

{Temp, 
Perm., Temp 

syst•m} 

T 

T 

T 

T 

T 

T 

T 

T 

I 

T 

T 

T 

I 

T 

, ' 

H 

Current DIA-
DCMA 

Records 
Serles-

Combined 

390.10.B 

390.30.A 

390.30.B 

390.50. 

390.70. 

434.0L 

434.10. 

434.58. 

43-UO.A 

434.60.A(l) 

434.60.A(2) 

434.60.A(3) 

. 434.60.B 

434.60.B(1) 

K N 

CUnent D1.A=DCMA or GRS CUtoff Retention 
GRS- combined Instruction 

Destroy upon separation or transfer of employee or 

GRS 01-ttom 10 
when 1 year old. whichever ls sooner. 

Destroy when 2 years old. 

GRS 01- ttem 14a 

Destroy when 1 year old. 

GRS 01-ttem 14b 

Destroy when superseded or obsolete. 

GRSs0l•sttom 11 

Destroy when superseded or obsolete. 
N/A·N/A 

Destroy after 5 years. 
N/A-N/A 

Transfer with Individual or retire on separation in 
accordance with regulatlons of the appropriate Military 

N/A-N/A Department. 

Destroy when superseded or when obsolete for any 
N/A-N/A reason. 

NIA-NIA lnlonnatlonal 
Destroy when related actions are completed or when 

GRS 02-ttom 22a no longer needed, not to exceed 2 years. 

Destroy when 2 years old. 

GRS 02· ttom 22b 

Destroy after GAO audit or when 3 years old, whichever 
is sooner. 

GRS 02-Item 22c At adlvltles having records holdin1 areas, these files 
may be, but are not required to be transfened thereto. 
At activities located In the same metropolitan area as a 
Federal Records C . .  - · 

GRS 02- ltom 23 . ,  ' Informational ,, 

Destroy after GAO audit or when 3 years aid_ whichever 
ls sooner. 

At activities having records holding areas, these files 
GRS 02- Item 23a may be, bllt are not required to be transfened thereto. 

At ac:tlvltles located In the same metropolitan area as a 
Federal Records Centers. these files may be transferred 
thereto after 1 year. 

0 p 

NARA/sDCMA 
Authority 

current DlA-DCMA General Serles Information 

Relates to the maintenance of Official Personnel folders, 
and related personnel actions. 

Standard Form (SF) SO, Notification of Personnel Action, 
documenting all individual personnel actions such as 
employment. promotions, transfers, separation, exduslve 
of the copy In the OPF. 

Standard Form (SF) SO, Notification of Personnel Action.. 
documenting all lndMdual personnel actions such as 
employment, promotions, transfers, separation., exclusive 
of the copy In the OPF. 

Nl-361-91-17 

NN-168-94 Relates to payment systems and accounts maintained by 
disbursing officers for paying military personnel and 
civlliansemnl-. 

NN-168-94 Relates to payment systems and accounts maintained by 
disbursing officers for paying military personnel and 
civilian empbyees. 

NN-168-94 

,-• Administration 
Payroll Administration 

Payroll Administration 

Payroll Administration 

- - todln!ct a change or corrKtlon of ■n 
lndlvldual poytnlnsactlon whether autod and 
maintained u• or --11 �. 
Records used to direct a chan1e or correction of an 
lndMdual pay transaction whether aeated and 
maintained by payin1 a1ency or payroU processor. 

14ol24 

Q 

Current OIA-DCMA Record 
Tide 

Temporary lndMdual Employee 
Pay Records 

Notlfac:atlon of Personnel 
Actlons-Otronological file 
copies 

Technical Services -
Notifications of Personnel 
Actions -All other copies 
maintained In personnel offices 

Technical Services- Position 
Identification Strips 

Realignments and 
Reorganizations 

Payroll 

Military Payroll 

Authorized Timekeeper Lists 

ID-.rnll__..,..,.re__..... 
Payroll system reports - Error 
reports, ticklers, system 
oaeratlon reaons. 
Payroll system reports - Reports 
and data used for agency 
workload and/or personnel 
management purposes. 

Payroll system reports - Reports 
providing f1SCal Information on 
apm:y payroll 

Payroll chanp Illes 

Payroll change files - Coples 
subjec:t to GAO audit 

R 

Cummt DIA-DCMA Description/Information 

Includes all copies of correspondence and forms maintained In 
accordance with Chapter 3 of The Gulde to Personnel 
Recordkeeping, excluding perfonnance related records. 

Including fact sheets, maintained in personnel offices. 

Technical Services - Notifications of Personnel Actions -All other 
copies maintained In personnel offices 

Strips such as SF 7D, Position Identification Strips, used to provide 
summary data on each position occupied. 

NOTE: The SF 7D became obsolete effective December 31,.s1994. 

Documents pertaining to realignments and reorganizations and 
related bacb.ap materials used to activate approved reall1nments 
and reornnlzations. 
Documents relating to the administration of payroll matters. 

Military payroll documents, such as lndlvldual pay records and 
substantiating documents which due to their specialized nature are 
not appropriate for lncludin1 under file number 43L10 or which 
are required to be separately maintained. 

Documents Indicating individuals responsible for timekeeping. 
lnduded are lists, memoranda, and communications. 

Error repons, ticklers, system operation reports. 

Reports and data used for agency workload and/or personnel 
management purposes. 

Reports providing fiscal lnformatlan on agency payroll. 

.. - ·  · . 
- . 

COples subject to GAO audit 

. ,  ,· , .  
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Records Series Crosswalk 

• 

• 

l 

C 

Bucket 
Sectionp-

Combined 

D 

Record 
Type 

{Temp, 
Perm, Temp 

system) 

H 

CUnentDlA-
DCMA 

Recards 
Series-

Combined 

K 

GRS • combined 

N 

CUrrent DLA=DCMA or GRS CUtoff Retention 
Instruction 

D 

NARA/DCMA 
Authority 

p 

CUrrent DlA-DCMA General Series Information 

0. 

Current DlA-DCMA Record 
Title 

R 

current DIA-DCMA Desalptfon/lnfonnatlon 

l7l 

130.0la T 434.61.A(l) GRS 02- Item 14a 

Destroy when superseded or after separation of 
employee. 

At activities having records holding areas, these files 
may be, but are not required to be transferred thereto. 
At activities located in the same metropolrtan area as a 
Federal Records Centen, these files may be transferred 
thereto after 1 year. 

Individual Withholding and Deduction Authorizations 
(Excludes tax, levy and garnishment files.) Note: When 
employee transfers, Items listed below should be 
transferred to gaining payroll office when required by ARs 
In the 35 and 37 series. 

individual W�hholdlng and 
Deduction Authorizations -
Savings Bond Purchase Flies -
Authorizations 

Authorization for Purchase and Request for Change United States 
Serles EE Savings Bonds, 58D 2104, or equivalent. 

175 

130.0la T 434.6l.A(2) GRS 02- Item 14b 

Destroy 4 months after date of issuance of bond. 

At activities having records holding areas, these files 
may be, but are not required to be transferred thereto. 
At activities located in the same metropohtan area as a 
Federal Records Centen, these files may be transferred 
thereto after 1 year 

Individual Withholding and Deduction Authorizations 
(Exdudes tax, levy and garnishment files.) Note: When 
employee transfen, Items listed below should be 
transferred to gaining payroll office when required by ARs 
in the 35 and 37 series. 

Individual Withholding and 
Deduction Authorizations -
Savings Bond Purchase Files -
Bond registration files 

Bond registration files: Issuing agent's copies of bond registration 
stubs. 

171 

130.0la T 434.61.A(3) GRS 02• Item 14c 

Destroy 4 months after date of issuance of bond. 

At activities having records holding areas, these files 
may be, but are not required to be transferred thereto. 
At activities located In the same metropolitan area as a 
Federal Records Centen, these files may be transferred 
thereto after 1 year 

Individual Wdhholding and Deduction Authorizations 
(Excludes tax, levy and garnishment files.) Note: When 
employee transfers, items listed below should be 
transferred to gaining payroll offac:e when required by ARs 
In the 35 and 37 series. 

Individual Wdhholdlng and 
Deduction Authorizations -
Savings Bond Purchase Files -
Bond receipt and transmittal 
files 

Bond receipt and transmittal files: receipts for and transmittals of 
U.S. Savings Bonds. 

171 

130.0la T 434.61.B GRS 02- Item lSa 

Destroy after GAO audit or when 3 yean old, whichever 
ls sooner. 

At activities having records holding areas, these files 
may be, but are not required to be transferred thereto. 
At activities located in the same metropolitan area as a 
Federal Records Centers, these files may be transferred 
thereto after 1 year. 

Individual Withholding and Deduction Authorizations 
(Excludes tax, levy and garnishment files.) Note: When 
employee transfen, Items listed below should be 
transferred to gaining payroll office when required by ARs 
in the 35 and 37 series. 

Individual Withholding and 
Deduction Authorizations -
Combined Federal campaign 

Authorization for Individual allotment to the Combined Federal 
campaign. 

178 

130.0la T 434.61.C GRS 02- Item 16 

Destroy when superseded or after separation of 
employee. 

At activities having records holding areas, these files 
may be, but are not required to be transferred thereto. 
At activities located In the same metropohtan area as a 
Federal Records Centers, these files may be transferred 
thereto after 1 year. 

Individual W&thholdlng and Deduction Authorizations 
(Excludes tax, levy and garnishment files.) Note: When 
employee transfen, Items listed below should be 
transferred to gaining payroll office when required by ARs 
In the 35 and 37 series. 

Individual Withholding and 
Deduction Authorizations -
Thrift Savings Plan Election 
Form 

Form TSP-1 authorizing deduction of employee contribution to the 
Thrift Savings Plan. 

179 

130.0la T 434.6LE GRS 02- Item 15b 

Destroy after GAO audit or when 3 years old, whichever 
is sooner. 

At activities having records holding areas, these files 
may be, but are not required to be transferred thereto. 
At activities located In the same metropolitan area as a 
Federal Records Centers, these flies may be transferred 
thereto after 1 year. 

Individual Withholding and Deduction Authorizations 
(Excludes tax, levy and garnishment files.) Note: When 
employee transfen, Items listed below should be 
transferred to gaining payrDII office when required by ARs 
In the 35 and 37 series. 

individual Withholding and 
Deduction Authorizations -
Other allotment authorizations 

Other allotment authorizations, such as union dues and savings. 

180 

181 

130.0la 

130.Dla 

T 

T 

434.63. 

434.64. 

GRS 02- ttem 13a 

N/A·N/A 

Destroy 4 vean after supeneded or obsolete or upon 
separation of employee. 

Destroy after 10 yean. NN-168-94 

Withholding Tax Exemption 
Certlfteates 

Decedent Claims 

Coples of Internal Revenue Service (IRS) W-4 forms exearted by 
civnian employees. 

Documents consisting of retained copies of vouchen with 
supporting documents, lnduding SF 1152. Designation of 
Benefidary - Unpaid Compensation or Deceased Civilian Employee; 
SF 1153, Clalm for Unpaid Compensation of Deceased Civilian 
Emolovee; SF iD12 
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Records Series Crosswalk 
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C D H K N 

- CUm,ntDIA-
Budcet Type DCMA 

CUnent DLA=OCMA or GRS CUtoff Retention 
Sectionp- (Temp, -· GRS- combined Instruction 

Combined Penn., Temp Serlesp-
system} Combined 

1 
Retain in current files area and destroy after 3 years. 

130.DJ.a T 434.7L N/A-N/A 
182 

Destroy when 2 years old. 

At activities having records holding areas, these files 

13D.DJ.a T 434.72. GRS 02- ttem 24 
may be, but are not required to be transferred thereto. 
At activities IOCilted In the same metropolitan area as a 
Federal Records Centers_ these files may be transferred 
thereto after l year. 

183 
Destroy when 4 years old. 

At activities having records holding areas. these files 

13D.DlA T 434.74. GRS D2- Item 13c may be. but are not required to be transferred thereto. 
At activities located In the same metropolitan area as a 
Federal Records Centers. these files may be transferred 
thereto after 1 year. 

1 ,.., 
Destroy 4 months after date of issuance of bonds. 

At activities having records holding areas, these files 
may be, but are not required to be transferred thereto. 

130.DlA T 434.75. GRS D2- ttem 14c At activities located in the same metropolitan area as a 
Federal Records Centers, these files may be transferred 
thereto after l year. 

185 
Destroy after 3 years. 

At activities having records holding areas, these files 

130.0la T 434.77. N/A-N/A may be, but are not required to be transferred thereto. 
At activities located In the same metropolitan area as a 
Federal Records Centers, these files may be transferred 
thereto after l year. 

18E 
Retain In current files area and destroy after 2 years. 

13D.DJ.a T 434.80. N/A-N/A 

18, 
Retain In current files area and destroy 2 years after 
settlement. 

130.0la T 434.85. N/A-N/A 

1111! 
Destroy 3 years after final action 1s terminated. 

13D.DlA T 434.87. GRS 02- Item 21 
18! 

Destroy on discontinuance of office or activity. Do not 
13D.DJ.a T 434.89. N/A·N/A retire. 

19[ 
Destroy 10 years after separation of Individual. 

130.0la T 49L3LA N/A·N/A 

191 
Destroy after 2 years. 

13D.DJ.a T 491.31.B N/A·N/A 

19 

0 p 

NAP.A/DCMA 
Authority current DLA-DCMA General Series Information 

NN-168-94 

NN-168-94 

NN-168-94 

NN-168-94 

NN-168-94 

NN-168-94 Individual leave cards, time and attendance repons. 
applications for leave. and similar documents penainin1 to 
non-appropriated fund employees. 

NN-168-94 Individual leave cards. time and attendance reports, 
applications for leave, and similar doa,ments peruilnln1 to 
non-appropriated fund employees. 
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Q 

eum,n, DLA-DCMA Record 
Tide 

lndMdual Pay Record 
Transmittal Documents 

Payroll Work Flies 

Wtthholcllng Taxes 

Savings Bonds Reports 

Health Benefds 

Unemployment Compensation 
Datil Requests 

Statement of Charges 

Exception, Claims and 
Indebtedness 

Pay Tables 

NAF Employee Leave Files -
Final leave records 

NAF Employee Leave Files 
Other records 

R 

CUm,nt DIA-DCMA Desalptlon/lnfonnatlon 

Coples of doaiments transmitting the Individual pay records to the 
National Personnel Records Center, St. Louis, MO. 

Correspondence and work papers relating to payroll matters, such 
as payroU disaepandes, repon of balances, recapitulations of 
payroll data, work or proof sheets, pay or leave information 
requests, and similar documents. 

Coples of cenlfylng officer repons to employees of total earnings 
and taxes withheld and to the Internal Revenue Service of the total 
Income tax deductions withheld. These files also lndude tax 
reconcillatlons, receipts. and related documents. 

Doaaments relating to the reponlng system for bond sales and 
purchases, lnduding monthly repon of bond deductions, repon of 
bond purchases. bond panlclpatlon repon, and related documents. 

(Bond receipt and transmittal flies: receipts for and transmlnal 
files: receipts for and transmittals of us Savings Bonds 

Repons. correspondence, transmlnal letters, and other documents 
used In connection with the general administration of controlling 
and reponing deductions related to the Federal Employees Health 
Benefits Program. 

Documents relating to requests for wage and separation data to be 
used In connection with unemployment compensation dalms. 
lnduded are requests for Information and replies thereto, notices 
of detennlnatlon, notices of refusal of work offer, and related 

Civilian payroll officers' copies of forms used to list charges against 
civilian personnel In connection with the loss, damage, or 
destruction of Government property. These lndude DD Form 362-
Statement of Charges/Cash Collection Voucher. and comparable 

Standard Form 2805. Request for Recovery of Debt Due the United 
States, Form RET 41-17. Cenlficate of Settlement of Claims; and 
similar doa,ments. 
Record sets of pay tables supplementln1 the offldal Government 
salary tables. 

Final leave records 

Other records 
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C 

Budcet 
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Combined 

D 

Record 
Type 

{Temp, 
Perm., Temp 

oystem) 

H 

CUrrent DLA-
DCMA 

Records 
Serles-

Combined 

K 

GRS- combined 

N 

CUm!nt 01.AaDCMA or GRS Cutoff Retention 
lnstrucdon 

0 

NARA/DCMA 

Authority 

p 

CUrrent DIA-DCMA General Series lnfonnatlon 

Q 

Current DIA-DCMA Record 
lltle 

R 

Current DIA-DCMA Descrlptlcm/lnformodan 

193 

130.0la T 491,32. N/A-N/A 

Destroy after 3 years, provided audit has been made 
and exceptions or Irregularities have not been reported. 

NN-168-94 NAF Payroll Control Documents used In controllin1 pay to employees. lnduded are time 
cards, time sheets. time and attendance repons with attached 
evidence of court or military service, overtime author°Lzatlans, 
copies of notifications of personnel actions, copies of applications 
far NAF retirement plan and/or group insurance plan, payroll 
change sfips, and other documents used to assure proper payment. 

l ,o, 
130.0la T 491.33, N/A-N/A 

Destroy 4 years after supersesslon of form or 
termination of employee. 

NN-168-94 Withholding Tax Exemption 
Certlflcates 

Copies of Treasury Department (TD Form W'"4, Employees 
Withholding Exemption Cenificate) fonns exemted by cMHan 
employees paid from non..aooroorlated funds. 

195 

130.0la T 491.34. N/A-N/A 

Destroy 2 years after separation of employee ar 
cancellation of authorization • 

NN-168-94 NAF Payroll Dedudions Documents authorizing payroll deductions. lnduded are bond 
deduction authorizations, health Insurance payment deduction 
authorizations, and slmllar continuing deduction authorization 
documents. 

191 

130,0la T 49L35. N/A-N/A 

Destroy after 4 years. NN-168-94 Withholding Taxes Documents reflecting wages withheld from employees earnlnB,, 
lnduded are repons to employees of total earnings and taxes 
withheld {TD Fann W-2) reports to the Internal Revenue Service of 
total taxes withheld, and similar documents. 

19 
130.0la T 491.36. N/A-N/A 

Destroy when superseded or obsolete for any reason. NN-168-94 NAF Authorized limekeepers Documents Indicating or appointing Individuals responsible for 
timekeeping. lnduded are lists, memorandums, and 
communications. 

198 

130,0la T 491.37. N/A-N/A 

Destroy after tennlnation of Involvement by the NAF 
adivity. 

NN-168-94 NAF Employee Insurance Documents relating to the administration of group hfe, health, and 
accident Insurance programs, and retirement plans for NAF 
employees. lnduded are requests for group Insurance, agreements, 
waivers, requests for discontinuance, applications for Insurance, 
beneficiary designations, notices of employment 

199 

130.0la T 491.40. N/A-N/A 

Destroy when superseded, obsolete,, or on 
discontinuance. 

NN-168-94 Position Schedule Bonds Doalments related to fidelity Insurance coverages for custodians 
and employees of non-appropriated funds. lnduded are officlal 
agreements and other bond documents, 11st of positions covered, 
rm of Individuals filling positions, and stmilar documents. 

l >M 

130.0la T 493.05. N/A-N/A 

Destroy after S years. NN-168-94 NAF Personnel Reponlng Documents accumulated by non-appropriated fund adMtles used 
to furnish Government agendes with Information on labor 
statistics, employment compensation, and similar Information. 
lnduded are letters, forms, and similar or related domments. 

201 

130.0la T 493,10.A N/A-N/A 

Destroy 2 years after tennlnatlon of employment. NN-168-94 Documents which reflect quahf1cattons, efficiency, 
promotion, awards and similar lnfom,ation on an 
employee paid from non-appropriated funds. lnduded are 
official personnel folders. 

NAF Ollidal Folden - Off-duty 
military personnel 

202 

130.0la T 493.10.B N/A-N/A 

Destroy 3 years after separation. NN-168-94 Documents which reflect qualifications, efficiency, 
promotion, awards and similar information on an 
employee paid from non-appropriated funds. lnduded are 
official personnel folders. 

NAF Ollidal Folders - Non-u.s. 
citizens residing outside of 
CONUS, Alaska, Hawaii, but 
working within CON US, Alaska, 
and Hawaii. 

203 

130.0la T 493.11. N/A-N/A 

Destroy 15 years after transfer or separation of 
employee. Cut off Inactive files every 5 years. 

NN-168-94 NAF Employment Records Documents reflecting basic data on Individual employees such as 
veteran preference, service computation date. performance 
ratlnp, positions held, and similar Information. lnduded are DA 
Forms 3438. Note: DA Forms 3438 are maintained by the office 
res pons Ible for administration of NAF personnel programs 

20,0 

130.0la T 493,12. N/A-N/A 

Destroy 5 years after final action. NN-168-94 NAF Awards and 
Commendations 

Doa.lments related to submitting, evaluating, and approving or 
disapproving suggestions, service awards, and commendations of 
non-appropriated fund employees. lnduded are approved and 
rejected suggestions, committee meetings, minutes, lists of 
emDl�pe 
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Schedule 130 

Records Series Crosswalk 

• 

• 

C D H K N 

Record current DLA-
Budcet Type DCMA Cunent DLA=DCMA or GRS CUtoff Retention 

Section• (remp., Records GRS • combined Instruction 
Combined Perm,, Temp Series-

system} Combined 
1 

Destroy 6 months after transfer or separation of 
employee. 

130.0la T 493.14. N/A•N/A . 
205 

Destroy after 1 year. 

130.0la T 493.15. N/A·N/A 

206 
Destroy after 5 years. 

207 

130.0la T 493.18. N/A·N/A 

Destroy 5 years after final decision or 5 years after any 
action on case after final decision, whichever Is later. 

130.0la T 493.20. N/ArN/A 

208 
Destroy on discontinuance of position. 

130.0la T 493.25. N/A•N/A 

20!l 
Destroy when superseded or obsolete. 

130.0la T 493.26. N/A·N/A 

21, 
Destroy when cancelled or superseded. 

130.0la T 493.27. N/A·N/A 

21l 
Destroy when cancelled or superseded. 

130.0la T 493.28. N/A·N/A 

21l 
Destroy when supeneded or obsolete. 

130.0la T 493.29. N/A·N/A 

213 
Destroy when cancelled or superseded. 

130.0la T 493.30. N/A·N/A 

21' 
Destroy when 3 months old [Transitory Record 

130.0la T 51056. GRSs23- ltem7 Categoryl 
215 

Destroy after 3 years or when obsolete, superseded, or 
no longer needed, whichever Is sooner. 

130.0la T 510.66. N/ArN/A 

211 

0 p 

NARA/DCMA 
Autharlty 

Current DlA-DCMA General Series Information 

NN-168-94 

NN-168-94 

NN-168-94 

NN-168-94 

NN-168-94 

NN-168-94 

NN-168-94 

NN-168-94 

NN-168-94 

NN-168-94 

Nl-361-93-9 

18pof 24 

Q 

Current DLA-DCMA Record 
Title 

NAF Employee Interviews 

NAF Employment Applications 

NAFTralnlng 

NAF Grievances 

NAF Position Record Cards 

NAF Organizational Chart Files 

NAF Ladder Diagram Flies 

NAF Job Desalptlons 

NAF Personnel Authorizations 

NAF Wage and Salary Schedules 

U.S. Savings Bond and Fund 
Raising Campaigns 

Morale, Welfare and Reaeation 

R 

CUnent DIA-DCMA Descrlptlon/lnfomatlon 

Documents used to record counseling interviews and separation 
Interviews. 

lnduded are plain cards, ruled cards, punched cards, card forms, 
and similar or related documents. 
Documents pertaining to lndMdual seeking employment In the 
actMtles financed by non-appropriated funds. 

lnduded are aoollcations and related dommenu. 
Documents reflecting group training of non-appropriated fund 
employees. 

lnduded are training schedules, attendance records, employee 
evaluation of specific courses, monthly summaries of training 
activities, and similar or related documents. 

Documents related to settlln1 non-appropriated fund employee 
1rtevances. 

lnduded are committee reports, proceedings, decisions, and similar 
or related documents. 
Documents used by non-appropriated fund attivftles for controlling 
all occupied and vacant positions. 

lnduded are plain cards, ruled cards, punched cards, or c.ard forms; 
and similar or related documents. 
Documents Indicating positions, grades, and personnel of each 
organizational segment. 

lnduded are charts, tables, and similar or related documents. 

Documents reflecting salary grades and corresponding job titles 
based on average monthly sales volume. 

lnduded are ladder diagrams and similar or related documents. 

Documents used for analysis, evaluation, or development of 
specific Jobs, orto Indicate jobs utifized. 

lnduded are master job descriptions, extra copies of job 
descriptions, job standards, and similar or related documents • 

Documents authorizing commission rates of pay, per annum rates 
of pay, overtime, and deviations from established personnel policy 
and procedure. 

lnduded are letters, electrically transmitted messages, and similar 
or related documents. 
Documents reflecting wages or salary for a specified grade. 

lnduded are schedules or tables, and similar or related documents. 

Documents, forms, correspondence, campaign, and participation 
reports relating to the sale of U.S. Savings Bonds and other fund 
raisimz cam ..... 1 .. ns. 
Documents relating to morale, weHare, and reaeation matters and 
activities sponsored, monitored. or publicized in the interests of 
employees. 

Excluded are the actual records of dubs or functions operated with 
non-annronriated funds; see 490.0D series. 



Schedule 130 
Records Series Crosswalk 

C D H K 

Record CUm!ntsDIA-
Bucket Type DCMA 

Section - (Temp, Records GRS • combined 
Combined Penn., Temp Serles· 

system) Combined 
1 

130.0la T .. GRS 01- Item 19 
217 

130.0la T .. GRS0l·ltem 20 
211! 

GRS 01- nem 24 sub 130.0la T .. ltempa - d  
21� 

GRS 01- ltem 25a 130.0la T .. through 25h 220 

• 130.Dla T .. GRS 01- Item 2b 
221 

130.0la T .. GRSsD1- ttems3 
22l 

130.0la T - GRS 01· Item 33c 

223 

130.0la T .. GRS 01- ttem 39 
22� 

130.0la T .. GRS 01- ttem 42a 

225 

130.0la T .. GRS 01· Item 42b 

22! 

• 130.Dla T .. GRS 01- Item 42c 
22 

130.0la T .. GRSsD1- ttems6 
228 

130.0la T .. GRS0l·sltems9 
22! 

130.0la T .. GRS 01-nem 22 
231 

130.Dla T GRSs01·1tems33m 

23 

130.0la T .. GRS 02-nem 13b 
23 

N 

Clment DLA=DCMA or GRS cutoff Retention 
Instruction 

6 years after date of last entry 

2 years after last entry (latest) 

3 years after event Is longest retention sub.ttems a-d 

Destroy when 7 years old Is longest retention sub item 
25d 

3 years after separation or transfer of employee 

Destroy when 3 years old. 

Destroy 90 days after updating the appropriate record 
In the registry or inventory 

Destroy when 1 yeai aid 

Destroy 1 year after end of employee'ss participation in 
the program 

Destroy 1 year after request bi rejected 

Destroy when 1 year old, or when no longer needed, 
whichever Is later 

Destroy an separation or transfer of employee 

Destroy 1 year after case bi dosed 

2 years after date of summary or report 

Destroy 2 years after the date an which the register of 
Inventory is terminated. 

Destroy when 4 years old 

0 p 

NARA/DCMA 
Authority 

CUrrent DlA-DCMA General Series Information 

Q R 

current DIA-DCMA Record 
Title CUm!nt DIA-DCMA Desalptlon/lnfonnallon 

Individual Non-Occupational 
Health Record Flies 

Health Unit Control Files 

Reasonable Accommodation 
Request Records 

EEO Records 

Service Reports cards Cards for employees separated or transferred on or after January 
1.1948 

Personnel Correspondence file 

Correspondence or notices Correspondence or notices received from eligibles Indicating a 
received from eligibles change in name, address or availability 
indicating a change In name, 
address or availabinty 

Retirement Assistance Flies Correspondence, memoranda, annuity estimates, and other 
records used ta assist retiring employees or survivors claim 
Insurance or retirement benefits. 

Alternate Warlcsite Records Approved requests or appllCiltlans ta partidpate In an alternate 
worksite program; agreements between the agency and the 
employee: and records relating ta the safety of the warbite, the 
Installation and use of equipment, hardware, and software, and the 
use of sea.ire, classified Information or data subject to the Privacy 
Act. 

Alternate Worblte Records Rejected requests or applications to participate In an alternate 
warkslte program; agreements between the agency and the 
employee: and records relatln1 to the safety of the worksite,, the 
installation and use of equipment, hardware, and software, and the 
use of secure, classified Information or data subject to the Privacy 
Act. 

Alternate Workslte Records Farms and other records generated by the a1ency or tha 
partidpatln1 employee evaluatlnB the alternate workslte pro1ram. 

Employee Record Canis Employee record cards used for lnfonnatlanal purposes outside 
personnel offices 

Performance Ra.ting Board Case Copies of case files forwarded ta OPM relating to performance 
Files rating board reviews. 

Statistical Summaries copies of statistical summaries and reports with related papers 
penalnlns to employee health, retained by the reporting unit. 

Eligible AppRcatlons for Ell1lble Applications for Positions filled by case examininB that 
Positions FIiied either are not referred to the hiring offidal or are returned to the 

examining office by the hiring off Kial. Such documents lndude OF 
612,, resumes, supplemental forms, and attachments, whether in 
hard copy or electronlcformat 

Tax Files Agency �PY of employee wases, and task statements, such as IRS 
Farm W-2 and state equivalents, maintained by agency or payroll 

IDrocessor. 
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23• 

N/P..N/A 

.. 

D C 

Record 
Bucket Type 

{Temp, 
Combined 
Sectfon .. 

Perm. Temp 
system) 

1 

T 130.01" 

233 

H 

current DlA-
DCMA 

Records 
Serles-

Combined 

.. 

-

K 

GRS - combined 

GRS02- ltem 18 

N 

Current DlA--DCMA or GRS Cutoff Retention 
Instruction 

Destroy 3 years after garnishment is terminated 

Destroy after GAO audit or when & years old, whichever 

Schedule 130 

Records Series Crosswalk 

0 

NARA/pDCMA 
Authority 

p 

current DLA-DCMA General Serles Information 

Q 

current DlA-DCMA Record 
Trtle 

Levy and Garnished Files 

lime and Attendance Input 

R 

CUnent DIA-DCMA Desatptlon/lnfonnatlon 

Official notice of levy or garnishment URS Fann 668A or 
equivalent), change slip, work papers, correspondence. release and 
other forms, and other forms relating to charge against retirement 
funds or attachment of salary for payment of back income taxes or 
other debts of federal employees. 

Records in either paper or machine readable form used to Input 
T is sooner 130.0la GRSp02- n:emp8 Records time and attendance data Into a payroll system, maintained either 

• 

bv Heney or pavrall orocessor 
Civilian Personnel OnHne Portal provides employees and supervisors access to HR 

I 130.01" .. Informational (Portall automation tools and Information produ� lnlormatlonol 
235 

Civilian Trainin1 Management 
System 

TS .. N/A•N/A 130.01" 

236 
Electronic Office Personnel FIie 

,,._://mobrmv.mDAlbrarv/l 
CTMS enables employees to enroll In DCMA funded and/or 
scheduled training more effidently and effectively. CYMS enables 
sharing of training infonnatlon with Acquisition Training 
Application system (ACQTAS) 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 I Capabilities are: 
Automated training application and reservation functions, Ability to 
apply for DCMA trainln1 opponunltles from one web portal; DCMA 
funded courses, DAU courses, SkillPort courses and GoTraln 
Academy Safety counes; Use,s will be able to update their profile, 
apply for training. review and edit applications, request 
cancellations, and contact the CTMS Helpdesk by email., 
Applications will be routed to the applicants supervisor for 
approval., system generated e-mail notlflciltions will infonn the 
applicant, supervisor each time an action has been taken on an 
applicants request.. 

a web based tool that enables employees to access their Official 
Personnel Folder IOPFI documents on-line. Supervisors 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 authorized to develop procedures and systems 
which will best meet needs provided they remain within the 
framework and requirements outllned In the OPM Gulde to 
Personnel Record Keeping. The CSO-C has the responsibility for 
ensuring that all required documents are posted timely and 
a ca.irately to official personnel remrds and file systems. 

N/A·N/A 

The maintenance, filing and retention of the hard mpy OPF Is the 
responslblhty of the DIA CSO-C. 

TS 130.01" 

237 

231 

130.01" TS .. N/A·N/A 

Accountable Records 
Management (ARM) 

ARM - allows the Flnandal lialson to store and track the payroll 
documentation of DCMA CiviUan employees - System eliminates the 
need to store hard copy payroll documents 
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Schedule 130 

Records Series Crosswalk 

• 

• 

C D H K N 

Record CurnntsDIA-
Bucbt Type DCMA current 01.A=DCMAor GRS Cutoff Retention Sections- {remp, Records GRS -combined Instruction 

Combined Perm. Temp Serles-
system) Combined 

1 

130.0W I - 434.&LA GRSOZ- Item 14 lnfonn■tlon■I 

23! 
Destroy after l year. 

130.0lb T 140.02.8 N/A·N/A 

24' 
Destroy when supersed� obsolete, or no longer 
needed. 

130.0lb T 140.40.8 N/A-N/A 

24 
Destroy when superseded, obsolete, or no longer 
needed for reference. 

130.0lb T 21:Z.80.A(21 N/A·N/A 

24 
Destroy when superseded, obsolete, or no longer 
needed for reference. 

130.0lb T 212.80.8(21 N/A-N/A 

243 
Destrov after l year 

130.0lb T 310.60.B N/A·N/A 
24' 

Destroy l month after end of related pay period. 
130.01B T 434.60.8(21 GRS 02· Item 23b 

245 
(DCMA does not own system) -Summary reports 
(electronic or paper). (Delete/destroy when no longer 
needed for operational purposes. 

284 

130.0lb TS ID1Al.40.L(4b N/A-N/A 
1(31 

246 
(Delete when superseded or when no longer needed for 

130.0lb TS 284 N/A·N/A operational purposes, whichever Is later. 
(DIAl.40.1.(71 

247 

130.02■1 I 375.25.C �01- Item Z3a(31 . lnfonn■tl-i : . .  ,.· 
241 

D p 

NAM/DCMA 
Authority Current DlA-DCMA General Serles Information 

lndlvtdual Wlthholdhlcand Deduction -.  
(Excludes Ull, levy ■nd pmlshment flies.) Note: When 
emplovn tnnsf■15, Items listed below si-ld be 
transferred to plnhlc p■yroll allla, when roqulred by ARs 
lnthe35■m37setles. 

Nl-361-90·04 Documents providing general direction, staff 1uldance and 
reponJn1 in the management and administration of EEO 
lndudln1 Interpretations and decisions on applicability, 
requests for waivers and exceptions, data calls and 
periodic reporting, and similar d001ments not covered 
elsewhere. 

Nl-361-90-04 Documents, correspondence and similar materials 
pertaining to employee management and community 
related services and programs used to record actions 
taken In the Federal Woman's Program, Handicapped 
Individuals Program, Hispanic Employment Program and 
other programs of a like nature. 

Nl-361-92-113 Employee Suaestion Program. Sugest:lon forms, related 
awards, correspondence and backup materials used in the 
management of the Employee Suggestion Program and In 
the review of proposals and development of 
recommendations for approvaVdisapproval. 

Nl-361-92-03 Employee Sugestlon Program. Sugestlon fonns, related 
awards, correspondence and backup materials used In the 
management of the Employee Suggestion Program and in 
the review of proposals and development of 
recommendations for approvaVdisapprovaL-

Nl-361-91-17 Relates to mmtary penonnel matters, lndudlng military 
personnel asslanments and ad.ions. 

Records used to direct a change or correction of an 
individual pay transaction whether aeated and 
maintained bv DBvlnJ! ann� or payroll processor. 

Emplovft Performanm Flies Non-Senior Enalthr■ 
Sorvlc:e(SfS) 

.. .. .. . .  

Q R 

Current DIA-DCMA Reconl 
lltle current DlA-DCMA Description/Information 

lmfovldual Withholdhlc■nd 
Deduction Authorizations. .. ' 
Savlnp Bond """"- Flles 

Equal Employment Opportunity Other Activities: 
Correspondence Files -

Community Relations- Other acthntles 

Employee Suggestion Program - Other adlvitles - Documents pertaining to overall policy, 
Documents pertalnlngto procedures and administration of the Employee Suggestion 
overall policy, procedures and Program-
administration of the Employee 
Sugestlon Program -Other 
activities 

Employee Sugestlon Propam - Other activities - Proposals, case files, reports and supponlng 
Proposals, case files., repons documents- DCMAHQand PLFA Sugestion Managers 
and supponin1 documents -
DCMAHQand PLFASugestion 
Managers 

Rosters and Strength Returns - Rosters, returns, reports, and related papers reprdln1 military 
Others personnel assigned to DCMA. 

Payroll change files • All other 
copies 

Defense Manpower Data 284.40L(4) Defense Manpower Data Center Data Base. All 
Center Data Base personneVemployment/pay records of DoD military and civilian 

employees, an Federal Civil Service employees, and some civilian 
agencies. � ls used to provide a centralized system within the 
Depanment of Defense to assess manpower trends, supp on 
personnel fundlons, perform lon11tudinal statistical analyses, 
conduc;t scientific studies or medical follow-up pqrams and other 
related studies/analyses. Nl-361-98-1 

Reenlistment Eligible File 284.40L(7) Reenlistment Elisible Ale (RECRUITI. Records offonner 
(RECRUITI enlisted personnel of the military services who separated from 

active duty since 1971. h: Is used to assist reauiters In re-enlisting 
I prior service personnel. 

Employee Performance Flies 
NOlt-SonlorsEucutivl!Servke . .  
(SESI • Performance related -
records pert■lnlnc to. former . . . � . .  
em.J-
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--

434.51. 

C D 

Record 
Bucket Type 

Section- {remp, 
Perm, Temp Combined 

system) 
1 

T 130.02a1 

• 
249 

T 130.0Zal 

251 

130.112111 I 

25 

• 

T 

252 

130.0211 

T 130.0211 

253 

H 

CUrn!nt DIA-
OCMA 

Records 
Series-

Combined 

375.25.C(lJ 

375.28.B(l) 

390.10.A 

390.10.A(l) 

390.10.A(2) 

N K 

Current DlA=DCMA or GRS CUtoff Retention 
GRS • combined 

Instruction 

Place records on left side of the OPF and forward to 
gaining Federal agency upon transfer or to NPRC H 
employee separates (see GRS 1,ltem lb). If retrieving 
from an OPF coming from NPRC, dispose of In 
accordance with Item GRS 1, Item 23a(3)(bJ. 

GRS 01- llem 23a(3)a 

Place records on left side of the OPF and forward to 
pining Federal Agency upon transfer or to NPRC if 
employee leaves Federal service (See GRS 1, Item lb). If 
retrieving from an OPF coming from NPRC. dispose of in 
accordance whh GRS 1, Item 23b(2J(b). 

GRSs0l-ttem 
23b(2)(aJ 

GIIS01- ltem 1 lnfannatlanal 

See Chapter 7 of The Gulde to Personnel Record keeping 
for Instructions relating to folders of employees 
transferred to another agency. 

GRS 01- Item la 

Transfer folder to National Personnel Records Center, 
St. Louis, MO 63118, 30 days after separation. 

GRS0l-ttemlb 

When the Individual ts separated or transferred to an 
agency outside of the Defense Logistics Agency, forward 
SF 2B06, Individual Retirement Record ICivil Service 
Retirement System), to the Office of Personnel 
Management,, Washington. DC 20415, except In 
instances where the agendes (induding the Office of 
Personnel Management) agree that SF 2806 be 
annotated as to date of transfer and maintained by the 

Schedule 130 

Records Serles Crosswalk 

0 

NARA/OCMA 
Authority 

NN-168-94 

p R Q 

current DlA-DCMA Record 
CUrrent DlA-DCMA General Serles Information CUrn!nt DIA-DCMA Descrlptlan/lnfarmaUan lltle 

Employee Performance Files Non-Senior Executive Service Employee Performance Files Latest rating of record 3 years old or less and performance plans 
(SES) Non-Senior Executive Service upon which It Is based and any summary ratings. 

(SES) • Performance related 
records pertaining to a former 
employee - Latest ratln1 of 
record 3 years old or less and 
performance plans upon which 
It is based and any summary 
ratings. 

Latest rating of record that is less than S years old, performance 
records penalnlngto a former SES appointee 
Employee Performance Files (SES) - Perfonnance related Employee Performance Flies 

plan upon which It is based, and any summary rating. 
records penainins to a former 
SES appointee- Latest ratins 

(SES)s- Performance related 

Technicalss...-. Olfo:ial 
and n,laled persannel actions. 
Relates ta the maintenance of Official Personnel folders, 

Personnel Falden- Remnls 
tiled an the rlpt side of the 
Offldal Personnel Folder 

Relates to the maintenance of Official Personnel folders, Technical Services -Offidal Records filed on the right side of the Official Personnel Folder-
and related personnel actions. Personnel Folders -Transferred Transfened employees 

Employees 

Relates to the maintenance of Official Personnel folden, Technlcal Services - Offidal Technical Services - Offldal Personnel Folders - Records filed on the 
and related personnel actions. Personnel Folders - Separated right side of the Official Personnel Folder- Separated employees 

employees 

Individual Retirement Records Individual retirement records reflect the amounts that have been 
deducted from the pay of each lndlvldual civilian employee subject 
to the Retirement Ac! 146 Slat. 46B; 5 U.S.C. 691-738), as amended, 
for deposit to the Civil Service Retirement and Dlsabllity Fund 

pining asency. 
130.0211 T N/A·N/A 

-2s, 
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Schedule 130 
Records Series Crosswalk 

• 

• 

1 

C 

Bucket 
Section-

Combined 

D 

Record 

Type 
{remp, 

Pema,, Temp 
system) 

H 

Current DlA-
DCMA 

Records 
Serles• 

Combined 

K 

GRSp- combined 

N 

CUm,ntDIA--DCMA o r GRS Cutoff Rete-
Instruction 

0 

NARA/DCMA 
Authority 

p 

current DLA-DCMA General Serles lnfonnadon 

Q 

CUffl!nt DIA-DCMA Remnl 
Title 

R 

CUm,nt DIA-DCMA �nfamatlon 

Records of employee leave, such as SF 1150, Record of Leave Data, 
prepared upon transfer or separation. 

Cards for employees separated or transferred on or before Dec 31, 
1947 

255 

130,02a1 T 434.55.A GRS 02• Item 9a 

File on right side of OPF. See GRS 1. Item 1. 

Destroy with OPF. leave Records 

Leave Records - Records of 
employee leave 

2s• 130.02a1 T .. GRS 01- nem 2a 
Transfer to NPRC (CPR, St Louis MO. Destroy 60 years 
after earliest personnel action 

Service Reports Cards 

251 

130.02a2 T 110.80. GRS 01• Item 18 

Review annually, destroy superseded or obsolete 
documents. On separation from organization, transfer 
to galnln1 supervisor or servldn1 personnel office, as 
appropriate. 

Nl-361-91-2 Supervisor's Civilian Personnel 
Files (Maintained In locked file 
cabinet In Team 
Chiefs/Directors olllceJ 

Records maiulaincd by a supervisor or manager conccming cMlian 
employees under his/her administrative control Folders may contain: 
a n:cord o£1he employees \\'ork history (supenisor's copy of position 
description, perfomancc plan, performance ratings, other cvaluations 
or notes £CR" USC in C\'DIUDling perfonnancc £or couascling cmplo),:cs, 
and £or basing disciplinary ac:lion); n:conls or training planned, 
n:qucsted, scbcdulcd or takon; printouts limn automated personnel 
5)Slcms providing supervisors with day-to-dayopc1111ing level 
in£onnation conccming lheir cmplo),.,.; lottas, documents, notations 
or olher information maintained only -porarily by the supervisor 
rcgmdiog lhe conduct or performance or an individual employee. 

Review annually, destroy superseded or obsolete 
documents. On transfer or separation of lndivldua� 
place In Inactive file. Cut off Inactive file at end of 
calendar year, hold 1 year, then destroy. 

Nl-361-91·2 Supervisor's Military Personnel 
Files 

Informational documents accumulated on individual military 
personnel by offices not havin1 custody of the Individual personnel 
records. lndudes copies of military position desalptlons. 

130,02a2 T 110.84. N/A-N/A 

251 
For CSRS/fERS related records, destroy upon receipt of Retirement Ries Re pons registers or other control doa,ments, and other records 
official OPM acceptance of annual summary. relating to retirement, such as SF 2807, Register of Separations and 

Transfers-Civil Service Retirement System, or equivalent. 

130,02A2 T 434.52. GRS 02• Item 28 

25• 
Destroy when 3 years old. Leave Records - Creatin1 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.B GRS02-ltemp9b Leave Records 

26� 
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Schedule 130 

Records Series Crosswalk 

• 

• 

C D H K 

Record current DLA-
Buclcet Type DCMA 

Sectionp- {Temp, Records GRS - combined 
Combined Perm. Temp Seriesp-

system) Combined 
1 

130.02b1 T 160.45 (DIA) 

261 

130.02b1 T .. GRS 01-nem 21 a (1) 

26 

263 130.02b1 T - GRS 01-nem 21a (21) 

130.02b1 T .. GRS 01-ltem 21b 
26' 

130.02b1 T .. GRS 01-ltem 21c 

265 

130.0lal T 434.SOA GRS 02-ltem la 

266 

130.03a2 T 434.50.B GRS 02- nem lb 

26' 

130.03a2 T 491.30. N/A•N/A 

26.8 

130.03a3 T .. GRS02- nem2 
265 

N 

Current DlA=DCMA or GRS CUtoff Retention 
Instruction 

Destroy after 40 years 

Transfer to NPRCp, St Louis MO, 30 days after 
separation, NPRC will destroy 75 years after birth date 
of employee; 60 years after date of the earliest 
document In the folder, if the date of birth cannot be 
ascertained; or 30 years after latest separation, 
whichever Is later. 
See CFR Part 293, Subpart for Instructions 

Destroy 1 year after separation or transfer of employee 

Destroy 60 years after retirement to t,he NARA records 
storage facility 

Update elements and/or entire record as required. 

Transfer to National Personnel Records Center after 3 
years 

(111 Winnebago Stn,et, St. Louis, MO 63118, after 3 
years. Earlier retirement Is not authorized.) 

Destroy when 56 years old. 

Note: These flies are cutoff at the end of each calendar 
yea 
Forward to the National Personnel Records Center, 111 
Wlnneba10 Street, St. Louis, MO 63118, 18 months 
after the dose of the calendar year or within 90 days 
after receipt of repon of audit, whichever is later. 
Destroy 56 years after date of last entry or other pay 
document 
Destroy 15 years after close of pay year In which 
generated 

0 p 

NARA/DCMA 
-ority current DlA-DCMA General Series Information 

NCl-361-80-1 

Employee Medical Folder 

Employee Medical Folder 

' -
Employee Medical Folder 

Employee Medical Folder 

Employee Medical Folder 

NN-168-94 

Q R 

Current DLA-DCMA Record 
Title Cum,nt DIA-OCMA Desalptlon/1-..atlon 

Industrial Hygiene Survey Reports of the data and results of surveys conducted to evaluate 
Repons employee exposures to workplace health hazards such as noise, 

toxic chemicals, or radiation 

Separated Employees Long Term medical Records as defined In 5 CFE Part 293, Subpart E 

Transferred Employees Long Term medical Records as defined In 5 CFE Pan 293, Subpan E 

Temporary or short term 
records as defined In Federal 
Personnel Manual 
Individual employee health case 
files created prior to 
establishment of the EMF 
system that have been retired 
to a NARA records storage 
facility 
Civilian Individual Pay Records Pay record for each employee as maintained In an electronic 

database. This database may be a stand-alone payroll system or 
part of a combined personneV payroll system. 

Civilian Individual Pay Records - Contains pay data on each employee within an agency. This record 
Individual Pay Record may be In paper or mlcrofonn but not In machine readable form. 

NAF Individual Employee Pay Documents reflecting all earnings, deductions, adjustments, bond 
Record Flies issuances, and similar matters, concerning each lndivldual 

employee paid from non-appropriated funds. Prior to shipment. 
documents will be arranged In a single alphabetlcal order. 

Noncurrent payroll files Copy of noncurrent payroll data as maintained by payroll service 
bureaus In either micro-form or machine-readable form. 
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