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Office of Management
Financial Management Division
Travel and Relocation Branch

ATF RCS 101,

item 18. Service Agreement for Employees

Being Transferred. These files are an agreement to

establish time in service requirements in order for an
employee to be eligible for travel and transportation
entitlements and allowances. (A record copy will be
maintained by the Personnel Division in the OPF file
according to General Records Schedule 1).

a.

Travel and Relocation Branch Records (in PCS
file).

DISPOSITION. CUT OFF AT END OF CALENDAR YEAR IN
WHICH THE AGREEMENT ENDS. DESTROY 6 YEARS AFTER
CUTOFF.

Electronic Mail and Word Processing System
Records. Records created and received on
electronic mail and word processing systems, and

used

to generate a recordkeeping copy. Also

includes electronic records maintained for
updating, revision and dissemination.

(1)

Records that have no further administrative
value after the recordkeeping copy is made.
Includes copies maintained by individuals in
personal files, personal electronic mail
directories on hard disk or network drives
and copies on shared network drives that are
used only to produce the recordkeeping copy.

DISPOSITION. TEMPORARY. DESTROY/DELETE
AFTER RECORDKEEPING COPY IS GENERATED AND
PLACED IN A RECORDKEEPING SYSTEM.

Records used for dissemination, revision, or
updating.

DISPOSITION. TEMPORARY. DESTROY/DELETE
WHEN DISSEMINATION, REVISION, OR UPDATING IS
COMPLETE.





