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DATE: 7 April 2005

RE:  Proposed Schedule for the Personnel Management and Recruitment Section, Health
Services Division

This schedule is a revision of N1-129-01-05, providing shortened retention times for series or
sub-series which staff members have determined do not warrant the length of time originally
specified. Items 1 and 2 correspond to the same item numbers on the earlier document. Item 2,
BP MED-18 Files, is a straightforward reduction of 3 years, from 5 to 2. Item 1, Personnel Files,
has been split into two sub-items, one with the original retention of 5 years after separation, the
other 2 years after separation. Item 3 on this schedule, NHSC Files, corresponds to Item 4 on
129-01-05. Current retention is 10 years after separation; the revision is 2 years thereafter or
when 3 years old, whichever is later.
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Bureau medical staff may be hired from a civil service or Public Health Service (PHS) Commissioned
Corps roster. There are no organizational or reporting differences between civil service and PHS staff
members, but the latter are paid on a reimbursable basis by PHS, and their personnel files are
maintained separately. NOTE: The original PHS personnel files are maintained by that agency, and
have been scheduled for permanent retention (transfer to NARA after 75 years.)

1. Personnel Files

Application forms; reports on topics such as injuries, vaccinations, and effectiveness;
personnel orders (i.e., transfers); award nomination forms, and other documentation. Files
for current and separated employees are maintained separately.

A. Files including a grievance, other adverse action, or return to PHS.

Destroy 5 years after separation from BOP.

B. All others.

Disposition: Temporary. Destroy 2 years after separation from BOP employment.

National Health Service Corps (NHSC) Files

The NHSC program covers the cost of medical education in return for several years of
practice in an underserved area. The records are maintained in four alphabets: individuals
currently in the system, individuals who have defaulted, applicants "unsuitable”" for BOP
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(refuse to use a weapon, for example), and transfers. Documentation includes correspon-
dence, memoranda and copies of personnel information.

Disposition: Temporary. Destroy when 3 years old or 2 years after termination of service,
whichever is later.

Electronic Version of Records Created by the Electronic Mail and Word Processing
Applications for items 1-3 of the Personnel Management and Recruitment Section
schedule.

Electronic copies of records that are created on electronic mail and word processing systems
and used solely to generate record-keeping copies of the material covered by the items listed
above. Also included are electronic copies of records created on electronic mail and word
processing system that are maintained for updating, revision, or dissemination.

Disposition: Temporary. Destroy/delete within 180 days after the record-keeping copy has
been produced. Longer retention is authorized.





