
REQUEST FOR RECORDS DIS ITl,ON AUTHORITY JOB Nm 
• 	 I 

/Date received To: NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 	 ?--9- t):Z, 
1. 	 FROM (Agency or establishment) NOTIFICATION TO AGENCY 
National Archives and Records Administration 

nee with the provisions of 44 U.S.C 3303a, the 
disposition request, including amendments is approved 
except for items that may be marked disposition not 
approved" or "withdrawn" in column 10. 

2. MAJOR SUBDIVISION 

Modem Records Program 

3. MINOR SUBDIVISION 

4. TELEPHONE NUMBER DATE4 • NAME OF PERSON WITH WHOM TO CONFER 
' 

Larry Bawne 	 301-837-1505 

6. AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaining to t e disposi of its records and that the records 
proposed for disposal on the attached _3_ page(s) are not needed now for the bu · ess for this agency or will not be needed after the 
retention periods specified; and that written concurrence from the General Ace nting Office, under the provisions of Title 8 of the 
GAO Manual for Guidance of Federal Agencies, 

[81 is not required D is attached; 	 D has been requested. 

DATE 	 SIGNATURE OF AGENCY REPRESENTATIVE 

7. ITEMNO. 10. ACTION TAKEN 
(NARA USE ONLY) 

INACTIVE ·ALL ITEMS SUPERSE ED 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 
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I • General Records Schedule 1 
Civilian Personnel Records 

GRS or ,' 
Item INACTIVE. ALL ITEMS SUPERSED Superseded / 

Number Title and Description of Records 

EmpleymeRt 2'\epliee:tiees 

Examining and Certification Records 

a. Delegated agreements 

b. Correspondence concerning applications, 
eligieles eertifieatieR certification of eligibles, 
and all other examining and recruiting 
operations. Such correspondence includes, but 
is not limited to, correspondence from 
Congress, White House, and the general 
public, and correspondence regarding 
accomodations for holding examinations and 
shipment oftest materials. 

c. Correspondence or notices received from 
eligibles indicating a change in name, addr 
or availability. 

d. Test material stock control. 
Stock control records of examinaf n test 
material including running inve ory oftest 
material in stock. 

e. Application Record C 
SOOOA, or equivalent). 

esion of announcements(s) 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 

Efbisposition Job Citati ri 

Destfey HfJ0R Feeeipt ef OPM 
iRSfJeetieR Fepert SF wkee tv;e 
yeaFs elel, wkieke•reF is eaFlieF. 
Gut eff aeRHally. DestFey 2 
yeaFs afteF euteff. 

Destroy 3 years after ter 
of agreeement. 

Cut off annually. 
after cutoff. 

Cut off after examination. 
Destroy no later than 90 days 
after cutoff. DM-~ -

Destfey 5 yeaFS afteF teFffliRatieR Revision 
ef Felateel FegisteF. Cut off after 
termination of related register or 
inventory, or after final action is 
taken on the certificate generated 
by case examining pro&Uumeded by: f)H-1'-1--~9 

Destroy 2 years after cutoff. z..o 7-oo 11 -r. 
"DATE (MM/ DIYYYY): 

O/ \"{ 



I • General Records Schedule I •. ' 
Civilian Personnel Records 

GRSor 
Item INACTIVE· ALL ITEMS SUPERSEDED Superse~~d 

Number Title and Description of Records 

the job announcement(s) and the development 
ofthe register/inventory or case examination. 

g. Register or inventory of eligibles (OPM 
Form 5001-C or equivalent, documenting 
eligibility of an individual for Feder~l jobs). 

h. Letters to applicants denying transfer of 
eligibility (OPM Form 4'896 or equivalent). 

i. Test answer sheets. 

Written test answer sheets r both eligibles 

and ineligibles. Filed by ate ofprocessing. 


j. Lost or exposed st material case files. 

Records showing e circumstances of loss, 

nature of the rec ery action, and corrective 


k. Cance d and ineligible applications for 

positio filled from a register or inventory. 

Such ocuments include Optional Form (OF) 

61 resumes, supplemental forms, and 

a chements, whether in hard copy or 

lectronic format. 

I. Eligible applications for positions filled 
from a register or inventory, including OF-612, 
resumes, supplemental forms, and 

Disposition Job Citation 
I 

' SetHH!lf':-uestroy 2 years after the 
hich the register of 

ry is terminated. 

Desff"ey iReligiele &flfllieatieR:s 
R:0t retl:IFHeS ana 6&R:ee}ea 
B:flflli6B:ti0R:S 9Q SB:)'S flofteF sate ef 
aetieR: er v.ifteR: register is 
tefffl:iR:e:tea, wfl:iefl:e•1er is seeR:eFS 

u erseded by: 
1) Ml- 6-1fS -"2_.otr.... o oj f-ow) 

Destroy when 6 months old. D~ E (MM/DDNY Y): 
2 

<J7 0[ ~( 

Cut off files annually. 
years after cutoff. 

I ACTIVE· ALL ITEMS SUPERSEDED 
Revision 



)

• General Records Schedule 1 
Civilian Personnel Records 

Item 
Number Title and Description JM&'t;W& ·ALL ITEMS SUPERSE11i9position 

attachements, whether in hard copy or 
electronic format. 

(1) On active register or inventory. 

(2) On inactive register or inventory. 

m. Ineligible or incomplete applications for 
positions filled by case examining. Such 
documents include OF-612, resumes, 
supplemental forms, and attachments, whethe 
in hard copy or electronic format. 

n. Eligible applications for p9sitions fi ed by 
case examining that either are not re rred to 
the hiring official or are returned t the 
examining office by the hiring o 1cial. Such 
documents include OF-612, r mes, 
supplemental forms, and a hments, whether 
in hard copy or electronic ormat. 

o. Request for prior proval ofpersonnel 
actions taken by a cies on such matters as 
promotion, trans r, reinstatement, or change 
in status, sub · ed by SF-59, OPM-648, or 
equivalent :fi 

-.liEH!~Elei4iH=s-QSE!IE!,, the list of eligibles 
screened for the vacancies, ratings assigned, 
availbility statements, the certificate of 
eligibles that was issued to the selecting 
official, the annotated certificate of eligibles 

Destroy tif**l' 90 d1!:a~sua~t.:.~;.-,r'-r.;Jr-H9-· 
termination of register or '1.J::J LL(-Ot oL..­
inventory, (except for those D ,

0 1applications that may be br t 
forward to a new register 
inventory, if any). 

Cut off annually. 

1 year after cutoff. 


C off annually. Destroy 2 
ears after cutoff. 

Cut off annually. Destroy 2 
years after cutoff. 

Cut off annually. Destroy 1 year 
after cutoff. 

Cut off annually. Destroy ~ 2 
years after cutoff. 

I ACTIVE· ALL ITEMS SUPERSEDED 




. General Records Schedule l ·: . ,.: · 
• ~li8fiv~~IJtee~iU§rstj~RSED 

Item 

Number 
 Title and Description of Records 

that was returned from the selecting official, 
and other documentation material designated 
by the examiner ef for retention. ~ 
reeefflftleaeleel that eetft tB.e file eeIJy enel tB.e 
EH:leliteel FefJeFt efthe eertifieate ee lEefJt ia tftis 
Hie. Piles skeHlel ee arraageel te IJeRHit 
reeeaskHetieR er ·1alielatiea ef aetieas takeR ia 
tke enat ef aIJIJeal er legal aetiea. 

q. Certification request control index. 
Certificate control log system. Records of 
information (e.g., receipt date, series, and 
grade ofposition, duty station, etc.) pertaining 
to requests for lists of eligibles from a register 
or inventory. 

r. Interagency Placement Program (IPP) 
application and registration sheet. 

s. DEP control cards, if maintained. 

t. Reports of audits of dlegated examinin 
operations. 

Disposition 

DATE (MM/DONYYY): 

Q-Z ~ot / '2-0 17 

Cut off annually. De -Rtvision 
years after cutoff. 

Destr uopn expiration of 
em oyee's DEP eligibility. 

ut off annually. Destroy 2 t) 
years after cutoff. 

Destroy 3 years after date of the(,:") 
report. v 

INACTIVE ·ALL ITEMS SUPERSEDED 

.­




