
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-311-94-001 

All items in this schedule are inactive. Items are either obsolete or have been 

superseded by newer NARA approved records schedules. 

Description: 

This schedule is superseded by GRS 5.6 items 180 (DAA-GRS-2017-0006-0024) and 181 (DAA­

GRS-2017-0006-0025) 

Date Reported: 08/07/2020 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 
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LEAVE BLANK (NARA UH only) 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

-<\ 
(Sss Instructions on reverse) 

ro: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC-20408 

· ·1. FROM (Agency or establishment) NOTIFICATION TO AGENCY 
Federal Emetgency Management Agency(RG 311) 

In accordance with the provisions of 44 2. MAJOR SUBDIVISION 
U.S.C. 3303a the disp osition reque st,  Administrative Support Services Division including amendments, is approved except 
for items that may be marked "disposition 3. MINOR SUBDIVISION not approved"-or _"withdrawn" in cofumn 10. Records Management Branch 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 

Rick Beach 202-646-2632 

6. AGENCY CERTIFICATION - ' . { j ·.
I hereby .certify that Jam authorized to act for this agency in matters pertaining to the-tlisposition of its records 
and that the records Pl'.Oposed for disposal on the attached __ page(s) are not now needed for the business 
of this agency or will not be needed after the retention eriods specified; and that written concurrence from rthe General Accounting Office, under the provisions o Title 8 of the GAO Manual for Guidance of Federal 
Agencies, , • · · 

is not required; · D is attached; or D has been requested. 
DATE SIGNATURE OF AGENCY �EPRESENTATIVE TITLE 

�£-2_,,z,� ' .
03/09/94 � 

..A 

iinda Borror �cting Chief, Records Management Branch 

7. 9.GRSOR
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED . . . ; ' .NO. JOB CITATION 

earance Files. 

·clearance case files creat r 
1 Management procedures -

ated indexes maintained by the onnel 
security <;Jffi 6f :_ the, employing agency. 

, 1 _b;_:_c_In_v_e_stigativ fur- GRS 18-22b 
nished to agencies ganizations for 
µse in making secur 

Disposition: 

Destroy upon_notif not later than 
lS'years after s aration or transfer employee or no 
later than 15 ears afte�_contract relat ship expires 
whichever applicable.· 

volume: 8 cubic· ieet"!year 

See attach ment 

10. ACTION
TAKEN(NARA
· USE ONLY) 

' f  

NSN 7540-00-634-4064 FORM 115 (REV. 3-91) 
PREVIOUS EDITION NOT USABL.: Prescribed by NARA 

36 CFR 1228 
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JOB NO, PAGE

REQUEST FOR RECORDS DISPOSITION AUTHORITY -CONTINUATION 

7. 
ITEM 
NO. 

OF 

9. GRSOR 10.ACTION 
8. DESCRIPTION OF ITEM SUPERSEDED TAKEN 

(With lncl&ulr,e Dote. or Retention Perlo,u} JOB (NARSUSE 
CITATION ONLY} 

Investigative reports and related documents 
ies by investigative organizations for fise in makin 

/suitability determinations, that result in 
onable issue(s), adverse adjudication, 

ment. 

Disposition: 

Destroy upon ot later than 25 years 
e or no�later than 

25 years after pires, whichever is 
applicable. 

Volume: 

less than 1 

requested disposition authorities parallel ose 
the Federal Personnel Manual, Subchapter 7(attach 

after separation or transf 

Seem attach ment 

Four copies, Including original to be submitted STANDARD FORM 115-A (REV. 12-83) 
to the National Archives and Records Service. Prescribed by GSA 

FPMR (41 CFR) 101-11.4 

115-204 
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Personnel Security Clearance Files 

Personnel security clearance case files created under Office of 
Personnel Management procedures and regulations and related 
indexes maintained by the personnel security office. 

Item 1 
Investigative reports and related documents created or received 
by FEMA for use in making security/suitability determinations. 

Disposition: 

Place in inactive files after notification of death, separation 
or transfer of employee, or expiration of contract relationship.
Cut off inactive files semi-annually and transfer to Federal 
Record Center. Destroy 15 years after cut off date. 

Volume: 

Estimated volume: 8 cubic feet/year. 

Item 2 
Investigative reports and related documents created or received 
by FEMA for use in making security/suitability determinations,
that result in substantially actionable issue(s), adverse 
adjudication, or debarment. 

Disposition: 

Place in inactive files after notification of death, separation 
or transfer of employee, or expiration of contract relationship.
Cut off inactive files semi-annually and transfer to Federal 
Record Center. Destroy 25 years after cut off date. 

Volume: 

Estimated volume less than 1 cubic foot/year. 

These requested disposition authorities parallel those found in 
the Federal Personnel Manual, Subchapter 7 (attached). 
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• �ul!chapter 7. Program Req ments and Administration • , . 

7.1. RESPONSIBILITIES Description, or equivalent agency form, u 
optional on Standard Forms 50 an d  62 (aee FPl 

a. �encles. Heade o( agencie■ are responsible Supplement 296-33). Agencie■ muat uae tb 
(or insuring compliance within their agendea 
with the requirements of thi1 chapter and FPM 
chapter 731. The agency a.ecurity office will 
maintain record, of 1en1itivity designation• and 
other requirement. under thi1 chapter u 
preecn"bed in appendix B. 

b. OP?rL OPM ha■ responsibility for moni­
toring agency compliance with this chapter and 
also has primary responsibility for conducting all 
investiga tione of persons entering or employed in 
the competitive service (see FPM chapter 736). 

7-2. SAFEGUARDING THE RIGHTS OF 
INDMDU� 

a. General requirement. A person being 
considered for any Risk Level underFPM chapter 
731 or a sensitive position abould have, whenever 
appropriate, an' opportunity to explain, refute, or 
mitigate actionable 1ecurity/1uitability 
information developed in an investigation before 
b e i n g  r eje c t ed o r  n o n a e l e c t ed o n  
eecurity/suit.ability grounds. Otherwise, persona 
may be unjustly rejected or nonselected on ae­
cwity/suitability grounds beca111e o( mistaken 
identity, unfounded allegation, or because certain 
mitigating circumstance• were not known to the 
prospective employing agency. 

b. Evaluation b ased on OPM lnvestltatlon.. 
\\'hen an agency, as a result of information in an 
OPM investigation, makea an unfavorable 
decision, change• a tentative favorable placement 
or clearance decision to an unfavorable decision, 
or when an agency is considering more than one 
candidate competitively or noncompetitive1y, and 
as a result of information in an OPM 
investigation pertaining to conduct not directly 
related to job performance, make■ an unfavorable 
decision, it must provide the aubject right. u 
1pecified in eubchapter 7-6. 

7-3. CODING OF posmoN SENSITMTY 
•ON PERSONNEL DOCUMENTS 

The coding of position aenaitivity under thia 
chapter is required on Optional Form 8, Position 

1 

;"eden.J Persolll\el Manual 

following codea -whenever they code positio 
aenaitivity: 

Sensitivity Level 
Special-Senaitive 4 
Critical-Sensitive 3 

Noncritical-Sensitive 2 

Non-Sensitive 1 

• Computer/ADP position• Wl"'ll aleo b 
identified by the Jetter •c- after the abov1 
code. (Position Riak Level Coding i1 
der.cribed in chapter 731, 5-8) 

7-C. CHECKS OF SECURITY/SUITABILITY 
INVESTIGATIONS INDEX (SII) A?-.'D 
REQUESTS FOR INVESTIGATIVE FILES 

(These procedures also apply to chi.pt.er 731 
positions.) . ' 

a. Security/Suitability Investigatlona 
Index (Sll). OPM-FIPC maintain• an index of al] 
initiated penonnel investigation, under E.O. 
10450 and other authoritiea. The retention 
schedule for this index ii 15 yeara. In cases that 
result in a ubstantially actionable iuue(a), advene 
adjudication, or debarment, the index is 
maintained for 25 .year a. The SII contain• a 
record of the agency conducting the inveatigation; 
the agency requesting the inveatigation; the 
reason for subsequent di11emination of 
information; the date of the case; the type o( 
background investigation conducted; the name 
and IOcial aecurity number of the aubject of the 
investigation; and other identifying data. 

b. OPM investigative fileL OPM maintains 
a master file of a11 OPM-conducted inveatigationa. 
The retention achedule for thia muter file ia 15 

years, and 25 year• for investigation• resulting in 
aubstantia11y actionable iaaue(a), advene 
adjudication, or debarment. 

c. Request !or SU search or file. When an 
agency makea a request, the OPM wi1l conduct a 
aearcb of the Sil and provide the requeating 
agency information from the index, and any 
investigative file aa apec:ified in aubchapter 7.S. lf 

In.at. 
Aup.at 115, 1991 

https://chi.pt.er



