
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-218-00-003 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 3/5/2021. 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

item 42, Electronic systems at combatant command that serve as a feeder system to the joint systems 

where feeder system data is transferred to the joint system. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

N1-218-10-005 supersedes item 1-39. 

DAA-GRS-2016-0016-0002 supesedes item 40. 

DAA-GRS 2017-0003-0001 supersedes item 41. 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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703 695 7561 P.03/04 
~LAN"- \NAl"IA use oni ' 

REQUEST FOR RECORDS Cit SITION AUTHORITY 
(See /nst,uctions ·on reverse) 

JOBN 

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION INIR) 
WASHING.TON. DC 20408 

DATE RECEIVED 
Jl,l/,tJ9 

1. FROM (Agency or establishment) 
Department of Defense 
2. MAJOR SUBDIVISION 
JoLnt Staff, Joint Secratar.at 
3. MINOR SUBDIVISION 
Informat~on Management Divi&LOn, Rec Mgmt & Auto Spt Br. 

NOTIFICATION TO AGENCY 

In 11.ccordanec with the provmons of 44 
U.S.C 330311. the diipositlon requeat, 
including amendments. is approved except 
!or ttems that may be markea 0 d~sitlon 
not 11.pprovc:da or flwithdrawn~ in column 10 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DAT! IVISf OF THE UNI 

Sterlings. Smith, Jr. (703) 697-6906 
Joint Staff Records Manager ,~, 
6, AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for th.ls agency in matters penaining to the disp ition of its records 
and that the records proposed 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 periods specified; and that written concurrence from 
the Genera] Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, 

~ is not requir has been requested. 

DATE 

7. 
ITEM 
NO. 

:e 
Chief, Records Mgmt & Automation Spt Br 
Records Administratcr 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

RECQBPS or THE JOINT STAFF BNP CINC HZADQUABtEBS 
Thia records disposition authority request covers the 
records of the Joint Staff and the combatant commanders 
- 0200 series, Personnel/Payroll Recorde. ~he attached 
will be incorporated into the comprehensive disposition 
schedule in the new Joint staff and CINC Records 
ManagementMan~al- Volume II- Disposition schedule, 
CJCSM 5760.02. These disposition authorities will not 
be implemented until l January 2001 

SERIES TITLE 
0200 Personnel/Payroll Records. 

:RMAS/900/930/CINC/MASTER2/ll5-0000.FIL 

NSN _7540-00-634-4064 
PREVIOUS EDITION NOT USABLE 

9 GRS OR 
SUPERSEDED 

JOB CITATION 

10. ACTION 
TAKENINARA 

USE OlllLYJ 

https://Informat.on
https://Secretar.at


CD 
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0200 SERIES-PERSONNEL/PAYROLL 

0201,PERSONNEL CORRESPONDENCE SUBJECT 

~ 
0201-01 Corr~ondence, reports, memorandums, and other records relatmg to the general admuustration and 
operation of civili~ and military personnel functions, but excluding records specifically descnbed elsewhere m th.ts 
schedule and records'IJlamtamed at agency staff planrung levels 
Whtch are maintamed B'y,agency personnel function as the official record copy 

--.:: 
Cut off annually at end of CY,~ years, then destroy/delete Authonty GRS 1 ztem 3 

0201-02 Whtch are maintained by 0~ activtties (non-record) N e E , e_ b 
Cut off annually at end of CY, hold l year,,t.f!;__n destroy/delete ON C 0 

0201-03 Personnel pohcy and precedent case~~ 
Whtch are mamtamed by JS activtttes only 
Revzew annually at the end of CY, destroy/delete when o solete for use as polzcy guidance or precedent reference 
Authonty Nl-218-86-1 ztem 026 T'\ ' A _ 

i:-eE-v, \Jv\ s.L-1 tw?Ro\le-b 
0202 OFFERS OF EMPLOYMENT 

0202-0 I Correspondence, letters, and telegrams offenng appomtment to poten 
Whtch are accepted offers 
Destroy/delete when appomtment zs effective Authonty GRS 1 ztem 4a, 

0202-02 Whtch are declmed offers, when name is received from certificate of eligible 
Return to Office of Personnel Management (OPM) with reply and applzcatzon Authonty 

0202-03 Whtch are temporary or excepted appomtment 
File znszde applzcatzon Authonty GRS 1 ztem 4b(2) b (2_ S. 

0202-04 Whtch are all othe~aoa reGoffi) 
Destroy/delete zmmedzately Authonty GRS 1 item 4b(3) Gi IC.S 

0203 GENERAL CMLIAN EMPLOYMENT RECORDS {EXCLUDE RECORDS REQUIRED TO BE FILED IN 
OFFICIAL PERSONNEL FOLDER (OPF) 

0203-0 I Request for personnel action (SF-52) 
SF-52 and related papers pertammg to actions not consummated 
Whtch are mamtamed by the requestmg office 
Destroy/delete 30 days after action terminated Authonty 

idehnes issued or revtewed by OPM and used to classify and evaluate positions within the 
agency 
Whtch are mamtamed by any JS/co>filt~!!lt command acttvtty 
Destroy/delete when superseded or obsolete Aln'+wl.ltl 

0204-02 Positions descnptions 
Files descnbmg established positions mcludmg mformatton on tttle, senes, 
Whtch are mamtamed by any acttvtty as reference copy (non-record) 
Destroy/delete when posztzon zs abolzshed or descnptzon superseded Authonty NCJ-218-84-1 z 
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0204-03"Inspectton, audit, and survey 

' Files cons1st:1.ng-of correspondence, memorandums, reports, and other records relatmg to mspecuons, surveys, desk 
audits, and evaluation, 
Which are mamtamed oy~ JS/combatant command activity 
Destroy/delete when obsolete or,superseded Authonty GRS 1 item 7c(2) tSi f..S 

0204-04 Appeals files ~ 
Case files relating to classification appe~ls ~ 
Which are mamtamed any activity as reference copy-(non-record) 
Destroy/delete 1 year after case zs closed Authonty NCl-..lJ!:!.._4-1 item 132 NON (e.€:-C..o.e t> 

0204-05 Appeals files relating to certificates of class1ficat.1on 1ssu~ OPM 
Which are maintamed by any JS/combatant command actmty 
Destroy/delete after affected posztwn is abolished or superseded Authonty G '2,.. S 

0205 PAYROLL CORRESPONDENCE 

·0205-01 Correspondence between agency and payroll processor regarding general, routme adm.trustrat~e issues, to 
mclude wage grade Job matters, that do not relate to mdivtdual payments 
Which are mamtamed by any JS/combatant command activity E.i S 
Destroy when 2 years old Authonty GRS 2 item 24 IC 

0205-02 Information for a ment pay umt hstmg covered employees 
Included are 1D1tlal salary, computation of funds for the urut, salary mcreases granted automatically, ment pay 
mcreases granted based on pomts received from a performance appraisal rating, and smnlar information Pnvacy act 
system 
Which are mamtamed by any JS/combatant command activity 
Destroy/delete 7 years after date of computation of pay increase Authonty 

0205-03 Differential and allowances 
Information to assist overseas c1vihan personnel offices to document employee ehgib1hty for foreign post d1fferenttal 
and foreign quarters and post allowances Included are SF 1190 (Foreign Allowances Apphcabon, Grant, and Report) 
and smular information 
Which are mamtamed by any JS/combatant command act.1V1ty 
Destroy/delete 3 years after end of FY m which all allowances granted have been tenmnated Authority 

0205-04 Pay records govermng the estabhshment and mamtenance of domestic and overseas allowances and 
differentials, agencies, and employees affected 
Which are mamtamed by any JS/combatant command activtty 
Destroy/delete when 6 years old Authority 

0206-01 Employe ords cards used for mformattonal putposes outside personnel offices 
Which are mamtamed JS/combatant command activity 
Destroy/delete on separation or er of employee Authonty GRS 1 uem 6 

0207-0 I Non-semor executive service (SES) appomtees (as de m 5 USC 430 l (2)) Appraisals of unacceptable 
performance, where a nonce of proposed demotion or removal ts 1ssu t not effected and all related documents 
Which are mamtamed by any JS/combatant command actlVlty 
Destroy/delete after the employee completes 1 year of acceptable performance from 
notice of proposed removal or reductwn-m-grade notlce Authonty GRS 1 item 23a(l) 

B-26 
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~ 
0207-..Q_l Performance records superseded through an adnumstrat1ve,Jud1c1al, or quas1-Judic1al procedure 
Which ar~ mamtamed by any JS/combatant command actlVlty 
Destroylde/~hen superseded Authonty GRS 1 item 23a(2) 

0207-03 All other.,_perfonnance plans and ratmgs 
Which are mamta~d by any JS/combatant command acttvtty 
Destroy/delete when 4'Y~ old Authonty GRS 1 ztem 23a(3b) 

0207-04 All other summary Ptrformance appraisal records, mcludmg performance appraisals and Job elements and 
standards upon wluch they are b~d 
Which are mamtamed by any JS7eombatant command acttvtty 
Destroy/delete 4 years after date ofilp~zsal Authonty GRS 1 ztem 23a(4) 

0207-05 Supportmg documents . .~ 
Which are mamtamed by any JS/combatant command act1vtty 
Destroy/delete 4 years after date of appraisal Ali onty GRS 1 item 23a(5) 

·0207-06 SES appomtees (as defined tn 5 USC 3132A 
Performance records superseded through an adnumstrat1v 
Which are mamtamed by any JS/combatant command actl. 
Destroy/delete when superseded Authonty GRS 1 item 23b(l) 

0207-07 Performance-related records pertatnmg to a former SES appo tee 
Latest rating of record that 1s less than 5 years old, performance plan upo whtch it 1s based, and any summary ratmg 
Which are mamtatned by any JS/combatant command acttv1ty 
Place records on left szde of the OPF and forward to gaming Federal agency on transfer or to Natzonal Personnel 
Records Center (NPRC) if employee leaves Federal Service Authonty GRS 1 1te 23b(2)(a) 

0207-08 All other performance ratmgs and plans __ 
Which are mamtamed by any JS/combatant command act1vtty 
Destroy/delete when 5 years old, or when no longer needed, whichever is sooner Authonty 1 item 23b(2)(b) 

0207-09 All other performance appraisals, along with Job elements and standards (Job expectattons 
are based, excludmg those for SES appomtees servmg on a Pres1denttal appomtment (5 CFR 214) 
Which are mamtamed by any JS/combatant command act1V1ty 
Destroy/delete 5 years after date of appraisal Authonty GRS 1 item 23b(3) 

0207-10 SES members' performance records 
SES evaluanon summary and obJective performance record sheets 
Whtch are mamtamed by any JS/combatant command actlVlty 
Destroy/delete 5 years after date of appraisal Authonty GRS 1 ztem 23b(4) 

0207-11 SES, scientific and tecbwcal (ST), and Supergrade files 
Cons1stmg of mformauon concermng SES, ST, and supergrades generated according to 5 USC 3104, 3131, and 
3324 Included are copies of position descnpuons, pos1t1on evaluauons, and data on present pos1t1on mcumbent such 
as md1V1dual's quahficatlons, promottons, and awards Pnvacy act system 
Which are at office with respons1b1hty to momtor and control SES career related records 
General position documentation 
Destroy/delete m current file area 5 years after cancellatwn of posztzon Authonty f'l6i-NR:8~I~r,.,,te""n""1-,,2'-t]btr,~M'Jj , I 

?.12,-c s s~,~ (2_- M~I 

0207-12 Information relatmg to current position mcumbent 
Whtch are mamtamed by any JS/combatant command activity 

11- ~o-ol 

Destroy/delete m current file area 5 years after transfer or separation of employee Authonty 6-RS 1, item 23h~) 
~ S. Sm1~ e-~ 

I\ - 3cJ-O J 
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8 PROMOTION AND INTERNAL PLACEMENT RECORDS 

canon of Personnel Acuon (SF 50) 
Consisung of s documentlng promouons and transfers (m and out) 
Winch are cbrono cal file copies mamtamed m the personnel office 
Destroy/delete when 2 y 'S old Authonty GRS I ztem / 4a 

0208-02 Winch are· all other copi mamtamed m the personnel office 
Destroy/delete when I year old Autho GRS I ztem 14b . 
(0209) INTERVIEW RECORDS 

0209-01 Interaew records 
Correspondence, reports, and other records relaung to mtervie 
Wh.tch are maintained by any JS/combatant command acbV1ty 
Destroy/delete 6 months after transfer or separatzon of employee Autho 

0210 DONA TED LEA VE PROGRAM CASE FILES 

0210-01 Donated leave cases 

CJCP'" If 5760.01 Vol II 
.1 Octa ber 2000 

Cons1stmg of case files documentlng the receipt and donatlon of leave for medical emergencies, cludmg rec1p1ent 
apphcauons, agency approvals or demals, medical or phys1c1an certrlicauons, leave donauon records o~F 630-A, 
supervisor/timekeeper approvals, leave transfer records, payroll notification records, and leave program te . at1on 
records 
Wh.tch are mamtamed by any JS/combatant command act1V1ty 
Begmmng m January 1994, destroy/delete I year after the end of the year zn which the file zs closed Authonty 
1 ztem 37 

0211 FEDERAL EMPLOYEES' RETIREMENT RECORDS {FERS/CSRS) 

0211-01 General correspondence and subJect files 
Files relate to general adnnrustrauon and operation ofFERS/CSRS (mcludmg coverage, basic annwty, death benefits 
and refunds, dtsab1hty, and debt collection) 
Wh.tch are. mamtamed by any JS/combatant command acuvity 
Destroy/delete when 3 years old Authorzty 

o2IT-01-Records-and..fo~e:_rtammg to an employee's transfer to FERS, paruc1pat1on m the thnft savmgs plan and 

ehg1b1hty to retire -----~ .--,1 • 
Winch are mamtamed by any JS/combatant command adivny n st~u..cn c, iJ 
File on permanent side of OPF Authonty 

0211-03 Appeals pertammg to FERS error corrections 
Wh.tch are mamtamed by any JS/combatant command actJ.vtty 
Destroy/delete 6 years after decision Authonty 

IJ"f'"'.KCJ:rr,ement assistance files 
Cons1stlng of corr~~~..,-.-.,...~-...,""ence, memorandums, annuity estimates, and other records used to assist retmng employees 
or sUfVl.vors claun msurance or ent benefits 
Wh.tch are mamtamed by any JS/combatan d actt\llty <21 RS 
Destroy/delete when I year old Authonty GRS I, ztem v ... ,·---

0212 CORRESPONDENCE AND FORMS 
Records relaung to md1vtdual employees not mamtamed m OPFs and not provtded for elsewl:ier ·m-tht~ 

___, __ 
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0212-01 Com:.i;~dence and forms relatmg to pendmg personnel acnons 

® 

Wlu.ch are mamtalhed..~y JS/combatant command actJ.vtty as the official record copy 
Destroy/delete when action is· leted Authonty GRS 1 ztem 17a 

0212-02 Retention registers from wluch reduc - -force actions have been taken 
Consisting of mformation showmg retentJ.on groups o 
performance ratmgs, and veterans preference 
Wlu.ch are mamtamed by any JS/combatant command activtty as the o c 
Cut off annually at end of CY, hold 2 years, then destroy/delete Authonty ffl-:t-,z--F,N'4. 

0212-03 RetentJ.on registers from wluch no reductJ.on-m-force actions have been taken 
Wlu.ch are. mamtamed by any JS/combatant command activtty as the official record copy. 
Destroy/delete when superseded or obsolete Authonty GRS 1 ztem 17b(2), G:J.e.5 

0212-04 Displaced Employee Program (DEP) 

e2:ies I ,k n bCO 
VI. H--l.. .Q_:. ~&(.:.J) 

Consisting of mformatlon and rosters reflectmg application and registration of mdividuals eligible to participate m 
the DEP Pnvacy act system 
Wlu.ch are mamtamed by any JS/combatant command actJ.vity as the official record copy 
Destroy/delete 3 months after employee's DEP eligibility expires Authonty 

0212-05 Al o dence and forms 
Wlu.ch are mamtamed by any JS com 
Destroy/delete when 6 months old Authonty 

0213 JOB OPPORTUNITY ANNOUNCEMENTS (JOAs) 

0213-0 I Announcements of vacancies 

es 

Wlu.ch are mamtamed by any JS/combatant command act1V1ty 
Destroy/delete after announcement closing date NCJ-;18-84-1, item 144 

'°"-------------------------------------
14 EQUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS 

EO complamt cases 
Consisting o ormation reflectmg complamts of personnel and Job applicants concernmg EEO cases resolved 
withm the agenc Equal Employment Opportunity Commission or by a US Court Included are complamts, 
transnuttal letters, m tigative data and summanes, findmgs of fact statements, exlubits, reports, copies of decisions, 
final d1spos1t1on reports, ords of hearmgs and meetmgs, acceptance statements, withdrawal notices, and sumlar 
mformation 
Wlu.ch are at office haVIng agenc de respons1b1lity 
Destroy/delete 4 years after final reso GRS 1 item 25a bes 
0214-02 Complamt case 
Duplicate case files or documents pertammg to com mts 
Wlu.ch are mamtamed by the civilian personnel office e official record copy 
Destroy/delete/ years after resolution of case Authonty 1 ztem 25b G es 

-p-e,-< S •SM•~ l - n,,.J,{l I 1 - '5<> - o I 
· 214-03 Wlu.ch are at Gther offices , 
Destroy/delete 2 years after final resolution of case Authonty 5c(l) 6 e__ S. 

0214-04 EEO general files ~ 
General correspondence and copies of regulations with related records pertamm~ to~ Rights Act of 1964, the 
EEO Act of 1972, and any pertment future legislation, and agency EEO Comnuttee meetmg 
mmutes and reports 
Wlu.ch are mamtamed by any JS/combatant command activity as the official record copy 

0dl4-o3 ?n2 l,-~;111,u~ a.n.cl bo..c.k.~nt/ , , 
~O.C...~L"...-v-Cf.\.nJ jue<r<cl.S Ylcl+ f,'(,ec;;~ 1(1 ~ 0--{:j;tc~ b-rsa-r,rn l.nP-.-"t-u.'YI r,.~,1.~,·.~ Ct1- s..e ~I ;n· ~--,-, r1 .eS B-29 Enclosure B '-.. 
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Destroyldelete·when 3 years old or when superseded or obsolete, whichever ss applzcable Authonty GRS I ztem 6 RS 
25g, ~ 

4 

0214-05 Whtchare mamtamed b~tj£.asreference copy(non-record) NoN ./Jrc_oo 
Destroy/delete when superseded or obsolete I'\ c:: "-..b 

0214-06 EEO Affirmative Action Plan (AAP) 
Consohdated AAP and related feeder documents 
Which are maintained by any JS/combatant command actlVlty as the official record copy 
Destroy/delete 5 years from date of plan Feeder plan can be destroyed/deleted sooner if admmzstratzv 
have been served Authonty GRS 1 item 25h(1)&(2), G 1($ 

0214-07 EEO surveys 
Consisting of surveys on unplementat1on and effectiveness of EEO programs Included are reviews, appraisals, 
recommendat:ions, final survey reports, and Sllllllar mformatton. 

Cut o at the end o the current ear destro ✓delete when 5 ears old ® 
Which are mamtamed by any JS/combatant command activity 

"'~ ~ff~~n-S1l.e r-e-vtWS ~ A-Ar h\.Cul'l.-to.LV\L ½" W'Vl'"'. JS Ct/\[<!. ac 
0214:..0~ Which are geney-wide.fespensieiltty- 64 o{'f,C<.~ N c...c-.-&_->~ 
Destroyldelete 7 years after cutoff Authority GRS I ztem~ ) T::v-,...,,- S S :, , -_ ~~ 11 3 c- o} 

" , ..>.£-e.. (~ ,- • • rY\ l"K.,, .fl 

0214-09 Whtchare at other offices 
Destroy/delete afiei'2~s Authonty No N R.EC'...d>~\) 

0215 PERSONNEL COUNSELING RECORDS 

0215-0 I Reports of mterviews, ~ses, and related records 
Which are mamtamed by supervxsors ~ 
Destroy/delete 3 years after termmatzon of counseling Authonty GRS l uem 26a G. e_ S. 

0216STANDARDSOFCONDUCT ~ 
0216-01 Correspondence, memorandums, and other records relating to code of etlucs and standards of conduct 
Which are maintained by any JS/combatant command act1VIty ~ 
Destroy/delete when obsolete or superseded Authonty GRS 1 ztem 2'7~ 6. e_ S. 

0217 ADMINISTRATIVE GRIEVANCE, DISCIPLINARY, AND ADVERSE.ACTIONS FILES 

0217-01 Gnevance, appeals (5CFR771) ~ 
Records relating to grievances raised by agency employees, except EEO complamts Tbese,~e files mclude 

~:=n~:!::::t:i~;:::;:n~:::: :n!t:ma:~ ~:=:~;a::~;: ::::~:;o~=~: copy of the 
Which are mamtamed by other activities (non-record) 
Destroy/delete 1 year after case is closed Authonty NCJ-218-84-1 ztem 153 

Note Official copy mamtamed by servxcmg c1vthan personnel office 

0218 ADVERSE ACTION Adverse Action Files (5 CFR 752) and Performance-Based Actions (5 CFR 432) 

0218-0 I Case files and related records created m reVIewmg any adverse action ( dtsc1plmary or non-d1sciplmary 
removal, suspension, leave without pay, reduction m force) agamst an employee 
The file includes a copy of the proposed adverse actlon WJth supporting papers, statements of witnesses, employee's 
reply, hearing nonces, report and decisions, reversal of action and appeal records, excluding letters of reprimand 
Which are mamtamed by JS/combatant command 
Destroy/delete 2 years after resolution of case Authonty Nl-218-86-1 item 033 

B-30 Enclosure B 

https://act.J.on
https://activit.J.es
https://r-e-vi.WS
https://Affirmat.J.ve
https://activtfy.as


CJCSJ\" 5760.01 Vol II 
October 2000 

~Q2 Wluch are mamtamed by any activity for reference (non-record) 
Destroy)de~ year after case is closed 

:
0

1

:·=~ ;;::;!:: "mamwned by serncmg cmhan personnd office 

~ 0219-0 l Apphcanon for leav~F 71 or equivalent and supporting papers relanng to requests for and approval of 
takmg leave "-. 
Which are mamtamed by any actlvi~ as the official record copy and the tlme card has been 1D1t1aled by the employee 
Destroy/delete at the end of the applzctt e pay penod Authonty GRS 2 item 6a 6 e_ ~ 

0219-02 Wluch are. mamtamed by any activi the official record copy and the tlme card has not been 1n1t1aled by 
the employee 
Destroy/delete after General Accounting Office (GAcJ. audit or when 3 years old, whichever is sooner Authonty 
GRS 2 item 6b, 6 ~S. 

0220 LABOR MANAGEMENT RELATIONS RECORDS 

0220-01 Labor management relations general and case files 
Correspondence, memorandums, reports, and other records relating to the elauonship be~een management and 
employee uruons or other groups 
Which are office negotiating agreement 
Destroy/delete 5 years after expzratzon of agreement Authonty ~ {!_ S. 

0220-02 Winch are mamtamed by other offices 
Destroy/delete when superseded or obsolete Authonty GRS 1 llem 28a(2) 

0220-03 Labor arbitration general and case files 
Consisting of correspondence, memorandums, reports, urut certdicabons, negotlated agreements, and e files (such 
as unfair labor practice charges, negot1ab1hty disputes, urut clarificanon or decertification pet1t1ons) relatmg to labor 
arbitranon cases 
Which are mamtamed by any JS/combatant command actlVlty 
Destroy/delete 5 years after final resolullon of case Authonty GRS I item 28b E:; e S 

0220-04 Memorandum of agreement under labor management relattons 
Cons1stmg of 1D1tial umon proposals, counter proposals, workmg documents, and approved agreement 
Which are mamtatned by any JS/combatant command activity 
Destroy/delete 5 years after superseded or obsolete 

0220-05 Annual report of umon recogmtions 
Consisting of report, and all backup matenal 
Which are mamtatned by any JS/combatant command activity 
Destroy/delete when 5 years old Authority 

0220-06 Unfair labor practice complamts 
Consisting of mmal complamt, case record, and dec1S1on 
Which are at Central Personnel Files (CPFs) 
Destroy/delete 4 years after resolullon Authonty 

(0221) RETIREMENT ASSISTANCE 
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0221-0 I Correspondence, memorandums, annwty estunates, and other records used to assist rettnng employees claun 
1I1SU.rallCe or reurement benefits 
WJucb'are.~tamed by any JS/combatant command acuvtty as the official record copy 
Cut off annuaily~of CY, hold 1 year, then destroy/delete Authonty GRS 1 item 39, 

0222 WAGE SURVEY FILES 

0222-01 Wage area surveys ~ 
~:hc=g=~~=~::;~:/!~=~:~~=~i~:•a~~~:nendattons, and related correspondence 

Destroy/delete after completion of second succeed~ W4ge survey Authonty GRS 1 item 38 Ge.$ 

0223 SUPERVISOR'S EMPLOYEE RECORDS ~ 
0223-01 Records of c1vthan employee's Job history, trammg, personnel actio~tc, that are not appropnate for the 
official personnel folder or are duplicates of same 
Wluch are mamtamed by supervtsors 

· Review annually and destroy/delete superseded or obsolete documents, or destroy/delete allcl0cuments relatmg to 
an mdmdual employee 1 year after separation or transfer Authonty NJ:.,i+8-86--J item 040 ~J 1 ~ ~ a... 

~ s;_ '¼ J{-m~ 
0223-02 Duplicate and non-record matenals It - 30 - I 
Wluch are mamtamed by any actlvtty for reference (non-record) ~ 
Destroy/delete upon transfer of the personnel, or when no longer needed for reference lJ (J N eEC,oO -~~--

0224 WITHHOLDING OF WITHIN-GRADE INCREASE (WGI) RECORDS 

0224-0 I Files consisting of an employee's perfonnance rating of record with work examples wluch establish less than 
fully successful performance, notice ofwithholdmg ofWGI, employees request for recons1derat:1on of demed WGI, 
and dec1s1on concerrung such a recons1derauon request __ . 

® 
Wluch are mamtamed by any JS/combatant command actlVlty 
Destroy/delete 3 years after WGI is granted or after separatzon, whichever is earlzer Authority 

pertauung to the operation of the Incentive Awards Program 
Wluch are mam d by any JS/combatant command actlVlty 
Destroy/delete when 3 y old Authonty GRS 1 item 13 ~ «:__ S:. 

0226-01 General awards records 
EXCLUDING those relating to department-level awards 
Consisting of case files mcludmg recommendations, approved nomma~ns, correspondence, reports, and related 
handbooks pertauung to agency-sponsored cash and noncash awards such-as mcentive awards, withm-grade ment 
increases, suggesuons, and outstandmg performance 
Wluch are mamtamed by any JS/combatant command activity 
Destroy/delete 2 years after approval or disapproval Authonty GRS 1 item J 2a(J) 
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~ 
0226-02 G~ral awards records cons1stmg of correspondence pertain.mg to awards from other Federal agencies or 
non-Federal orgaruzaa.ons 
Which are mamuiined by any JS/combatant command activity 
Destroy/delete when 2fea~uthonty GRS I uem J 2a(2) ~ e S 

0226-03 Length of service and siclNeave awards files consisting of correspondence, reports, computations of service 
and sick leave, and lists of awardees ~ 
Which are mamtamed by any JS/combatant co~and actlVlty 
Destroy/delete when 1 year old Authonty GRS l'ite 12b 6 e_S. 

0226-04 Correspondence relating to the admtntstration of aw to employees for suggesttons, acts, or supenor 
accomphsbments that have contnbuted to outstanding efficiency economy m the operatton of an agency, letter of 
appreciation or commendation for individual or an orgaruzattonal eleme 
Which are mamtamed by the personnel office as the official record copy 
Cut off annually at end of CY, hold 2 years, then destroy/delete Authonty .Nf::.i-J-:;:FN:f:c-M-l-1tem-J·(;r ~c.S (, ~ ,-k.u,., \ 2. C. 

~ 'S,;. ' t% .e- h'l'4.A.Q 11 - 3ib -o J 
0226-05 Which are mamtamed by other agency act1V1ties 
Cut off annually at end of CY, hold 1 year, then destroy/delete Authonty NCJ-218-84-1 item 1 

0226-06 Awards board/conumttee member appomtments, records relatmg to estabhsbments and policy of 
comnuttee or boards that are temporary m nature, and comnuttee or board proceedmgs "? 1/, ' I, . 
Which are mamtamed by the personnel office, as the official record copy - R.€:' l<S").l:.. \ 

Cut off at tenmnatzon of board/committee, hold 2 years, then destroy/delete Authonty NJ-218-89-1 ztem 7 

@ 
0226-07 Which are mamtamed by other actiV1t1es 

_ Cut off annually at end of CY, hold 1 year, then destroy/delete 

UNM4lll'U:~Xe~s to agency award nomma!IO_l!S 
Consisting ofhsts ofnommees and mdexes ofnommations 
Which are. mamtamed by any JS/combatant comnnma-ai::m•uv 
Destroy/delete when superseded or obsolete Authonty GRS 1 item 

0226-09 Decorations to foreign nationals and US citizens not employed by US Government 
Cons1stmg of- case files of recommendations, dec1S1ons, awards announcements, board meeting mmutes, and related 
documents 
Whi.ch are mamtamed by any JS/combatant command activity 
Permanent Transfer 2 years after completion of case to mactzve storage area Transfer to the National Archives m 
5-year blocks when latest record ,s 25 years old Authonty 

_ -10 Records reflectmg the ongm of the award, copies of General Orders, the c1tatJ.on, the recommendation, and 
the appro of the award, proceedings of the agency's awards board 
Whi.ch are mam by the personnel office as the agency's official record copy 
Cut off annually at en , hold 2 years, then destroy/delete be:.,~ l ',t.el'v\. l,'l.-c...G) 

~ ~ ~N-<A <Z..,- H'l~ 1 • -30-0) 
0226-11 Whi.ch are mamtamed by otli tivit1es (non-record) 
Destroy/delete when obsolete or no longer nee not to exceed I year /\lo N Re-c..oR.,,b 

[Note Additional records relating to department-level awards 
Records D1sposit1on Authonty, through the JS to NARA ] 

0227 OFFICIAL MILITARY PERSONNEL RECORDS 
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0227~-I--Q__fficial military personnel records that are created as the result of detail or assignment to the JS or 
combatant command that normally would be made part of the individual's personnel file and other pertinent and 
related corresp~~ 
Which are: maintained by,P.ersonnel office, as the official record copy 
Forward all records that a~nsidered by the appropnate Service as records for inclusion in the individual's --:-.. 
personnel file to that Servzce not /ater~0 days after release of duty from the JS or combatant command 

Authority NCJ-218-84-1 item 171 ..• ~ TtJ STf.u_GTI orJ 
0227-02 Duphcate and non-record materials, and materials that are not required as part of the official military 
personnel records ~ 
Which are. maintained by any JS/combatant command activity (non~rd) 
Destroy/delete 1 year after individual departs or when requisition is cancel ed. or when no longer needed for 
reference. No<N ~fi?._b 

0227-03 Records that relate to leave ofmihtary personnel. 
Which are: maintained by personnel office 
Destroy/delete individual leave authonzation when adjustments are made. AuthoritJ?. NCJ-218-84-1 zfe 
. ~p ~ E-\1 U:.l"\.1. S.Li-( 
0227-04 Wlnch are: maintained by any actlvity for reference (nonrecord) 
Destroy/delete upon transfer of personnel or when no longer needed for reference ,-J o w R..EC.Ji, e ~ 

0227-05 Armed Forces liberty passes 
Consisung of: forms issued to personnel to authorize absences from official duties, or for absences dunng normal off­
duty hours 
Which are: maintamed by any JS/combatant command activity 
Destroy/delete on reaccomplzshment of a new pass, or on reassignment or separation of individual Authority 

0227-06 Privilege card applications 
Consisting of: documents reflecting applications for privilege cards and ration cards. Included are DD Forms 1172 
(Application for Uruformed Services Ident1ficat1on and Privilege Card) and similar documents. Pnvacy act system 

~ Which are· mamtained by any JS/combatant command acuvity 
,:::::~JDestroyldelete when no longer needed for current operations 

0227-07 Out-processing files 
Cons1stmg of. documents used to control and account for Military Personnel Record Jackets (MPRJs) dunng 
processing for transfer or separation. Included are logs, registers, and sign-out sheets 
Which are. mamtamed by any JS/combatant command activity 
Destroy/delete after 1 year or 1 year after last entry on log or register, whichever zs later Authonty· 

0228 PROMOTION AND DEMOTION RECORDS 

0228-0 l Promouon eligibility rosters 
ConsIStlng of. documents relating to mdtviduals ehg1ble for consideration for promouon. Included are 
recommendations, hsts, and sinular informatJ.on. Privacy act system 

~ Which are: mamtamed by any JS/combatant command actlVlty 
~ Destroy/delete 30 days after promotzon lzst zs published. Authonty 

0228-02 Centralized and semi-centralized selecuon board reporting files 
ConsISting of: documents relatlng to consideration and selection of officers, warrant officers, and enlisted personnel 
for promouon, reduction, removal from promotion hsts, and ehminatzon. Included are selection hsts, board 

· proceedmgs, appointments of board members, voting results, and sinular or related documents. Privacy act system 
~Which are: at other offices 
'-::!3)Destroy/delete 30 days after completzon of board unless needed longer for records Authonty 
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(0229) JCS IDENJ]FICATION BADGE 

0229-01 General/sp~dments, and memorandums issuing the permanent award of the JCS Badge 
Which are. mamtained by the personneloffic~ the official record copy . 
Cut off annually at end of CY, hold 5 years, then aest1:QYldelete Authonty. NI-218-89-1 item 5 ,;pav't 6°\A.S.L.'\ u.rJ f-«NuJ.. 

0229-02 Exceptions to policy JS Fonns 84, copies of or~Med~ents 
Which are: maintained by the personnel office, as the official record copy ---~ , ·- ___,.J) 
Cut off annually at end of CY, hold 2 years, then destroy/delete. Authonty NCI-218-'8-.f.. I-item 174 ~~ ~Ore • ' '--'\ 

0229-03 Which are: maintained by any activity for reference (non-record) N t, N e.E:.C...c-R..,b. 
Cut off annually at end of CY, hold 1 year, then destroy/delete 

0230 MILITARY AW ARDS 

0230-01 Joint and service component personal awards 
Documents relating to recommendation, review, and approval or disapproval of military awards for individuals. 
Included are requests and related information. Privacy act system 
Consisting of: approved and disapproved awards 
Which are: joint awards 

@Retzre to inactzve storage facility after 2 years Destroy/delete after 25 years Authority· 

0230-02 Which are. service component awards -® Cut off upon recezpt of approvalldzsapprova/ Destroy/delete 2 years after cutoff Authority. 

0230-03 Unit awards 
Documents relatmg to recommendation, review, and approval or disapproval of nulitary awards for units Included 
are requests and related information. 
Consisting of: approved and disapproved awards .• 

/4, \~ch are: at approval and disapproval authority 
~etire to inactive storage faczlzty after 2 years Destroy/delete after 2 5 years. Authonty · 

o"i3o:oirieil.ermt ers amendments, and memorandums issumg the awards 
Which are: maintained by Md Per Br, - , · JS record copy 
Permanent Cut off annually at end of CY, hold 2 years, then trans]ertn·eY-eloc · R&A Br for incorporation into 
0001-01. Authority Nl-218-89-1 item 6 

0230-05 Which are. mamtamed by the combatant command as the official record copy 
/;::;:;\ Permanent Cut off annually at end of FY, hold 2 years, then transfer in FY block to inactive storage facilzty 
l::;} Transfer to NARA 35 years after cutoff, after declassification review Authonty 

0230-06 Outstandmg personnel programs, e g , outstandmg Noncomnuss1oned Officer (NCO)/Enhst award, Juruor 
Officer of the Quarter, outstanding Manager of the Year 
Consisting of personal data, letters of nonunation, photographs, and related papers 

~ Which are: selected nominees, nonselected nominees and nunutes of meetings 
~ Destroy/delete 2 years after issue of award. Authonty 

0230-07 Which are: reference cop1es·ofall-tbe.above.iteJll non-record) 

0231 GENERAUFLAG OFFICER (GFO) NOMINATION 

0231-0 I Papers and related documents from OSD and the M1htary Services on the nommat1ons and Pos1t1on Billets 
of General and Flag officers submitted to Secretary of Defense (SECDEF) through the JS and the CINCs accordance 
with DoD directive for approval by the SECDEF or transmittal to the President 
Wh!ch_are mamtamed by the JS in R&A Br as the official JS record copy 
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C-4n51 fl-'lrl s.. 5.-ni~ e-~ · ").._ , 
t1-50 -OI .!.i:'.S:h-oj .;\O ?~.\/t<™.S¼_ 

,./Jm;manent JS - Cut off annually at enaofCY:°u'"'ift""'~'"'"'7-....,-ye,w:,,a,:s,..tr.aru r b CY block to the JS RHA. When,~ years old, Af~LJ{ 
frtl;fifJ;/erm 5 ')'6aF b~to NARA-Authority· NCJ-218-84-1, ztem 177 

0231-02 Which are maintained by CINC activities as the official record copy ...:),0 

~ PeFRJan~ Cut off annually at end of CY,· _after 7 years, retzre to in~ctive storage facfbty. When-M years old, 
~ 11:arzefer 1rtr5-year-bloeks-ta:NA:R-4.~J:Uy... ~ ~. ~ h'\ ,~ IL.-~ t l - 3 0 _ o I 

"-, 0231-03 GFO management files 
Co12ies of tasking documents, reports, JS papers, and related background matenals pertaining to GFO matters 
Inclriaes copies of mputs from contributing agencies and other related correspondence. 
Which ~used for periodic review by action officers, for contmumg pohcy guidance and background mformatlon 
maintained as the official record copy 
Revzew annually. ~nsfer completed action to appropriate GFO file Delete all other nonessential infr,:mation or _0 
destroy/delete when no /cinger needed for reference Authonty: Nl-218-89-1 item 8 'f<"LV L-0~7 o...f '(f ~-" '"'\ 

0231-04 GFO workmg I1nm~ 
Consist of nomination records being pro sed for approval or disapproval by higher authority 
Wluch are: maintained by DJS/GFO as the o 1al record copy _.._ 
Upon completion, transfer to 0231- OJ.;. Authori~218-89-l ztem 9 J.-rtS+<Ue--~ 

0231-05 Major Command Information Files. Papers and ~te~ormation pertaining to Joint general/flag officer 
billets and CINC activities, used for periodic review and backgroi.J.nd information. 1 , . 
Wluch are: maintained the official record copy "'- ...1--n.Sh-iAe--ri UV\ 

'K.9,v1e,we4.Vll"'\u.R~G. 0----I- <lN'\,&.ofc • when no l n.e.e,_J:o. , afa,y-(l,1;1,,CJL (i;j Fo I ~Sf4,y- -1-o 
' ' ·~ . :5 ' yet1:rs old, tta,zsfe, m 5 .. y-ea, blocks to -M4lM R ~ A L-.r ~ros ~-k-m 1'h ci:x-.J.Gwt cJ2 w .~ o.;>, 3 i , 0 r 

ti·. · SM,~ <2-~ 7-3-0 "2-

0231-06 GFO Action Documents Documents of mterest to the Jomt Staff. Responses to taslce:s;:d queries • 
Which are maintained by other activities as reference copies (non-record) J'Y1S.-tru-~ 
Review annually A il,.no longer needed for referenc7\ transfer to JS Rl:tA, When 25 years old transfer in 5- ear blocks \ .. , 

1 
:3( . 

to NARA, a.-4-~ ofC,'( ~ I...,_ GiFo R4A 6"' &.,i...;p6t 1-c.--rr. lh ~ ~ w 1"t"-\ (JZ. ,,('.) I 
=·6' ~ s. s.~~ e.-~ -3----()'2. 

0231-07 Wluch are· mamtained by other act1V1t1es as reference copies (non-record) 
Destroy/delete when no longer needed for reference N o tJ R.G-c-o 0 

0232 MILITARY ASSIGNMENT DOCUMENTS 

0232-01 Pohcy matters pertammg to mil1tary ass1gnments 
~ Wluch are: mamtamed by any JS/combatant command activity as the official record copy 
~ Destroy/delete 5 years after supercesszon Authonty NCJ-218-84-1 ztem 178 

-02 Reqws1t1ons documents 
Wluch ar . d by personnel office as the official record copy 
Cut off annually a of CY, hold 3 years, then destroy/delete. Authonty. NCJ-218-84-1 ztem 179 ~~~~ ~~ 

0232-03 Nomination packets 
Wluch are· held by the personnel office as ffic1al record copy 
Destroy/delete I year after individual departs Aul 

0232-04 Miscellaneous military assignment documents, to mclude m 
Which are: maintained by any activity (non-record) 
Destroy/delete when purpose has been served or when on longer needed for referenc 
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EXCLUDWQ_ records of formally established schools wluch tram agency personnel in spec1ahzed program areas, 
such as law enfo~t and national defense. (Submit SF 115 through JS) 

0233-01 General file of-agency-sponsored trairung, EXCLUDING record copy of manuals, syllabi, textbooks, and 
other trammg aids developcli-by the agency 
Correspondence, memorandums~greements, authonzations, reports, requirement reviews, plans, and objectives 
relating to the establishment and ope ion of traming courses and conferences 
Which are. maintamed by any JS/comba' t command activity 
Destroy when 5 years old or 5 years after com~n of a specific training program. Authorzty· GRS 1 item 29a(J) 

0233-02 Background and working files ~ 
Which are: maintained by any JS/combatant command activity 
Destroy when 3 years old Authority· GRS 1 ztem 29a(2) 

0233-03 Personnel training 
Correspondence, memorandums, reports, and other records relating to the a ·1ab1hty of tralD.lllg and employee 

-participation m training programs sponsored by other government agencies or non~vernment inst1tut1ons 
Which are: maintained by any JS/combatant command activity "-
Destroy when 5 years old or when superseded or obsolete, whzchever is sooner. Authority. GRS 1 ztem 29b ~ e_.S 

0234 INDIVIDUAL MILITARY TRAINING RECORDS 

0234-0 l lnd1V1dual military trallllllg records 
Consisting of: on-the-Job trainmg records, qualification trallllilg, ancillary trammg, upgrade tralD.lllg, and related 
records 
Which are: maintamed m accordance with the Service trairung program '}: V"\ s-h-u.c-h: ~ 
Apply servzce-speczfic dzsposztion guidance 

0235 GENERAL TRAINING AND EDUCATION RECORDS 

0235-01 Training and education program files 
Co~isting of: records relating to the overall orgaruzat1on, development, pohcy, planning, management and 
admimstration of military personnel trairung and education programs, mcludmg the establishment, approval, and 
revision of courses and curricula, the evaluation of methods and results of mstruction. Also included are publications 
and overall statistical data. 
Which are: mamtained by any JS/combatant command activity 
Pennanent Retz re to mactzve storage facilzty when no longer requzred for research or reference Transfer to NARA 
when 25 years old after declassification review. Authonty 

Note· See 0900 senes for audiovisual 

0236 CIVILIAN TRAINING PROGRAM RECORDS 

~-l._Infonnatlon on estabhslung, managing, and evaluating local trallllllg programs for c1V1han employees. 
Included ~utes of trallllllg and development committee meetmgs, traming plans, reviews of trammg 
requirements, apprenace trauung program registrations with Department of Labor, higher echelon approvals, annual 
reports, and smrilar infonna · EXCLUDING record copy of manuals, syllabuses, textbooks, and other trallllllg aids 
developed by the agency 
Which are: at operatmg personnel offices 
Destroy/delete after 5 years, or 5 years after compittt GRS 1 item 
29a(J) (;es 

0236-02 Background and workmg files 
Which _are· mamtained by any JS/combatant command actlVlty 
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Correspondence, memorand~, reports, and other records relating to the availability of train.mg and employee 
participation in training programs 'sponsored by other Government agencies or non-Government mstitutions 
Which are: mamtained by any JS/co~tant command activity ........._ 
Destroy/delete when 5 years old or when superseded or obsolete, whichever zs sooner. Authority GRS J, 29b 

0236--04 Which are background and working files 
Destroy/delete when 3 years old Authority: GRS I item 29a(2) 

0236-05 Individual apprentice training 
Consisting of. Information on apprenticeship trainzng. Included are apprenticeship-applications, apprenticeship 
agreements, notices of authorization for training and subsistence allowance, Departme'iit·of Veterans Affairs 
certificates of eligibihty and entitlement, Veterans Affairs notices of expiration of entitlem~daily progress records, 
monthly progress reports, and similar information. Privacy act system ~ 
Which are: maintained by any JS/combatant command actiVIty , ~ 

· Destroy/delete 5 years after completion of prescribed training course. However, when apprentice does not complete 
training, destroy/delete 6 years after he or she drops out of training Authonty: GRS I item 29b <q,eS. ~~ 

0236--06 Foreign training approvals 
Consisting of: inf ormauon on approving the use of foreign governmental faciliues or international orgaruzation 
facilities for training civilian employees. Included are recommendations for use of such facilities, approvals, and 
similar information. 
Note: Excluded are contractual information and personnel assignment mformation 
Which are: at office responsible for approval 
Destroy/delete 5 years after withdrawal of the facility for training purposes Authority @ 

~""--==---------..&-------------------------------
0236:0TWhich-are:~ending offices (non-record) 
Destroy/delete on determznation-that-ser.:idces of the foreign facility are no longer required. N ° N R tc..e ~ 

0236-08 Which are. at other offices (non-record) 
Destroy/delete after 2 years 

0236-09 Civilian personnel retraining 
Consisting of· reports of retraming resulting from base closure, transfer or consolidation of functions 
Which are: maintained by~ a. i"\lf\ JS/ CimAbtL~ + ~IYIM. Y1cl o...c., +-vv-vki 
Destroyldeleteafter4years Authonty· J ~ ~. $Y"Vl~~ 11-3d-O( 

0236-10 Records relating to the pres1dent1al management mtem program established by Executive Order 12008 m 
August 1977 
Files relatmg to the general admimstration and operation of the Pres1dent.Ial Management Intern Program mcludmg 
special career programs and executive development programs 
Which are: maintained by any JS/combatant command activtty 
Destroy/delete when 3 years old. Authonty 

0237 CASUALTY REPORTING. NOTIFICATION, AND ASSISTANCE 

0237-01 Casualty/missing-m-action/captured reporung, notification, and assistance records 
The file copies of casualty reports, supplemental reports, notificat:lon messages to next-of-kin, letters of 
crrcwnstances and condolences, report of casualty, report of facts and circumstances, acknowledgment and/or 
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transfer of casualty assistance, record of emergency data, casualty assistance summary, assignment of survival 
assistance officer, and related correspondence provided to the Services 
Which are: maintained by the combatant command L ·· t - 1 f- ·-. L .--:-- s.f~ 

•Destroyldelete,.when-§--yearsold Authol"if::Y-, = ·-,ofl"\ACt.-ve S't"N'o.g.. 1..GJt..,., .. \' 1 r-A.r1. 

'?E:.te.mf+N€:Ni. ~+- affAt"H'II.L~ ,l,wlJ.-f;< Ci~ 1~ ~fa-.,.~ tJARA-wh..iu,,,t. 'l-t;~.,.eJ ~ 
0238 INDIVIDUAL EMPLOYEE PAY ~CORD Jlt.d,,;;~-~-jtc..c;..+c.,n,,. ~ p-e,-t" S, S.rn 1+t" fl. - n1,.a:.J) 

' 1 ( cie; ... 
0238::QJ Pay record for each employee as maintame man - 3-oL-
This dauib~ may be a stand-alone payroll system or part of a combined personnel/payroll system 
Which are: m~ed by any JS/combatant command activity 
Update elements and/..or entire record as required. Authority GRS 2 item 1 a ~ c:.S 

0238-02 Individual pay reco contallllllg pay data on each employee within an agency 
This record may be in paper or oform but not in machine readable form 
Wluch are: mamtained by any JS/com~t command activity 
Transfer to NPRC. Destroy when 56 years . Authority: GRS 2 ztem 1 b ~ e S. 

·0239 TIME AND ATTENDANCE RECORDS 

0239-01 Tune and attendance source records 
All time and attendance records upon wluch leave mput data is bas such as tune or sign-m sheets; tune cards (such 
as OF 1 130); flextime records; leave applications for jury and nuhtary ; and authonzed premiwn pay or 
overtune; maintained at duty post, upon wluch leave input data 1s based. Rec 
or paper form 
Wluch are: maintained by any JS/combatant command activity 
Destroy/delete after GAO audit or when 6 years old, whzchever is sooner Authority: G (q '2..S 

0239-02 Tune and attendance input records 
Records in either paper or machme readable form used to input tune and attendance data into a payroll s 
mamtained either by agency or payroll processor 
Wluch are. maintamed by any JS/combatant command activity 
Destroy/delete after GAO audzt or when 6 years old, whichever is sooner Authority GRS 2 item 8 <q ~ 

0239-03 Overtune authonzatton requests 
Documents used at all activities to officially order the approval of overtune 
Wluch are mamtamed by any JS/combatant command activity 
Destroy/delete when 4 years old. Authonty, 

0239-04 Alternate work schedule records 
Documents showmg alternattve work schedules such as flextune and compressed schedules 

/:~ Wluch are: mamtamed by any JS/combatant command actlVlty 
~ Destroy/delete when 2 years old Authorzty, 

0240-0 l Forms, r OFts~espondence, and related medical and mvesttgatory records relatmg to on-the-Job 
inJunes, whether or not a clium..fQr compensation was made, EXCLUDING copies filed m the Employee Med.teal 
Folder and copies subnntted to theb~~ent of Labor 6 e.,S 
Wluch are. maintamed by any JS/combatantcb~d activity 
Cut off on termznation of compensahon or when deaali:ne-.fi r filzng a claim has passed Destroy/delete 3 years after 
cutoff Authority. GRS I ztem 31 

0241 OCCUPATIONAL INJURY AND ILLNESS FILES 
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0241-01 Reports and logs (including Occupational Safety and Health Administration (OSHA) Forms I 00, l 0 I, I 02, 
d200, or equivalents) maintained as prescribed in 29 CFR 1960 and OSHA pamphlet 2014 to document all 

re ordable occupational mJuries and illnesses for each establishment 
Whl hare: maintained by any JS/combatant command activity 
Destr /delete when 5 years old. Authority: GRS 1 item 34 ~ e.S 

Government financial disclosure statements 
Information p · g to individual employees required to file under the Ethics in Government Act of 1978, Public 
Law 95-521. Each e 1s mamtained by employee name and includes SF 278 (Financial Disclosure Statement for 
Executive Branch Per nnel); SF 278A (Financial Disclosure Statement), official position descnption; 
disqualification statem , if applicable; and similar information. Privacy act system 
Consisting of: records on dtviduals filing per section 201b, PL 95-521 and not subsequently confirmed by the U.S. 
Senate 
Which are. maintained by any /combatant command activity 
Destroy/delete 1 year after nomi e ceased being under consideration for appointment, EXCEPT that documents 
needed in an ongoing investigation ill be retained until no longer needed in the investzgatzon. Authonty: GRS I 
item 24a(l) 6'2...5 
0242-02 Employment and financial mtere 
Consisting of: information showing Gove ent employment, private employment, and financial interest of civilian 
employees personnel required to file such stat ents. Included are statements of employment and financial interests, 
supplementary statements, reports of change, re · w comments, and related information. Pnvacy act system 
Which are: maintarned by any JS/combatant co d activity 
Destroy/delete after 6 years, except that mformat1on eeded m an on-gomg investigation will not be destroy/deleted 
until completion of the investigation. Authority. GRS 1 · em 24a(2) G f_ S 

0242-03 Consisting of: other records 
Which are. maintained by any JS/combatant command actiVI 
Destroy/delete after 6 years, except that information needed m ongomg investzgation wz/1 not be 
destroyed/deleted untzl completion of the mvestzgatwn Authonty RS l ztem 24b ~ e_ <; 

0243 FEDERAL WORKPLACE DRUG TESTING PROGRAM FILE 

0243-01 Drug testing program records created under Executive Order 125 and Pubhc Law 100-71, Section 503 
( l O l Stat. 468), excluding consolidated statisucal and narrative reports cone g the operation of agency programs, 
mcludmg annual reports to Congress, as reqwred by Pubhc Law 100-71, 503(f) s authonzat1on does not apply to 
oversight program records of the OPM 
ConstSting of: drug test plans and procedures, excludmg documents that are filed in cords sets of formal issuances 
(directives, procedures handbooks, operatmg manuals, and the like) 
Agency copies of plans and procedures, with related drafts, correspondence, memorand 
pertammg to the development of procedures for drug testing programs, mcludmg the dete 
mcumbents m designated pos1tions 
Wb.Ich are· maintained by any JS/combatant command act1V1ty 
Destroy/delete when 3 years old or when superseded, obsolete, or no longer needed, whichever 
(2)) Authority: GRS I item 36a (SfS 

0243-02 Consisting of. employee acknowledgement of notice forms 
Forms completed by employees whose positions are designated sensitive for drug testing purposes ackno 
that they have received notice that they may be tested 
Which are mamtamed by any JS/combatant command acUVIty 
Destroy/delete when employee separates from testing-deszgnated position 
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"" 3-03 Consurting of: selecti~scheduling records . , ~~r~ relating to the selection of specific employees/applicants for testing and the scheduhng of tests. Included are 
hsts Gt selectees, notification letters, and testing schedules 
Wbic~,,,~amtained by any JS/combatant command activity 
Destr~: .. _~when 3 years old (See note (2))Authority· GRS I item 36c ~R....S 

0243-04 Cons1\ting of: records relating to the collection and handlmg of specunens 
Penn.anent recorcl..books. Bound books contairung identifying data on each specimen, recorded at each collection site 
in the order m whi"ch the specimens were collected 
Which are. maintain\~;-'.1Y JS/combatant command activity 
Destroy/delete 3 years :~date of last entry. (See note (2)) Authonty: GRS I item 36d(l) b f..S 

0243-05 Cham of custody re,ords 
Forms and other records used c~· tam control and accountability of specimens from the point of collection to the 
final disposition of the specunen 
Which are: maintained by any JS/c mbatant command actlVlty 
_Destroy/delete when 3 years old (See,~e (2)) Authority: GRS I item 36d(2) 6 R.. S. 

0243-06 Consisting of. test results ~ 
Records documentmg individual test results, ~cludmg reports of testmg, notifications of employees/applicants and 
employmg offices, and documents relatmg to fo\ow-up testmg 
Positive results '\ 
Which are. mamtamed by any JS/combatant command activity -

\ 
Destroy/delete when employee leaves the agency or wh n 3 years old, whichever is later. Authority. GRS I item 
36e(JJ 6LS 

0243-07 Negative results 
Which are: maintained by any JS/combatant command activity 
Destroy/delete when 3 years old Authonty GRS 1 ztem.36e(2) 

Note 2. Any records covered by items 36 a-e that are relevant to htigatt n or d1sc1plinary actions should be disposed 
of no earlier than the related htigatlon or adverse action case files(s) 

0244 AL TERNA TE WORK.SITE RECORDS 

0244-0 l Approved requests or apphcat1ons to part1c1pate in an alternate worksite p gram; agreements between the 
agency and the employee, and records relatmg to the safety of the worksite, the instal •ation and use of equipment, 
hardware, and software, and the use of secure, classified information or data subject to e Pnvacy Act 
Which are· mamtamed by any JS/combatant command actmty 
Destroy/delete J year after end of employees part1c1patzon m the program Authonty f'i ,e,& 

0244-02 Unapproved requests 
Winch are. mamtamed by any JS/combatant command activity 
Destroy/delete 1 year after request is re1ected Authority GRS 1 item 42b 

0244-03 Forms and other records generated by the agency or the parttc1patmg employee evaluatmg the alt ate 
works1te program 
Winch are· maintained by any JS/combatant command activity 
Destroy/delete when I year old, or when no longer needed, whichever is later. Authority GRS I items 42c 

0245 FEDERAL CIVILIAN WORKFORCE INFORMATION SYSTEMS 

Note. These automated systems must be mventoned and scheduled (SF 115) through the JS 
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0246 POLIDCAL ACTMTY OF FEDERAL EMPLOYEES RECORDS 

0246-01 Policy and procedures governing permissible and prohibited acttvities, political contnbutions, and 
exceptions of certain elections 
Which are: maintained by any JS/combatant command activity 
Destroy/delete when superseded or obsolete 

0246-02 Hold.mg state or local office records 
Reports, correspondence and related material required to be filed by any civilian employee holdmg any state or local 
public office or appointment 
Consistmg of: any mfonnation concerwng such office or appointment filed by another person or entity 
Wlnch are: maintained by any JS/combatant command activity 
Destroy/delete 2 years after employee leaves public office or appointment Authority; 

0247-01 Correspon forms, and other records relating to the compilation of directory service hstmgs 
Which are. maintained by pe el office, as the official record copy 
Destroy/delete 2 months after issuan lzsting. Authonty. GRS 11 item 3, 

0247-02 Which are: maintained by other activities (no 
Destroy/delete when no longer needed for reference 

0247-03 Orgamzation and locator files 
Consisting of information providmg the name, address, telephone number, and similar 
military employee assigned to an organization r:-> • 
Which are: maintained by any JS/combatant command activity I re...,,J I U"l'I.~~ ~n&-.C/r',/"!': 

Destroy/delete when superseded, obsolete, no longer needed for reference Authority· N 1-218-86-1 Item 09 7 

0248 CIVILIAN AND MILITARY PERSONNEL ELECTRONIC MAIL AND WORD PROCESSING SYSTEM 
COPIES 

0248-01 Electromc copies of records that are created on electroruc mail and word processing systems and used solely 
to generate a recordkeepmg copy of the records covered by the other items in this schedule. Also includes electroruc 
copies of records created on electronic mail and word processmg systems that are maintained for updatmg, revision, 
or dissemmanon. 
Wlncb are: copies that have no :further administrative value after the recordkeeping copy is made. Includes copies 
mamtamed by individuals m personal files, personal electromc mail drrectones, or other personal drrectones on 
hard disk or network dnves, and copies on shared network drives that are used only to produce the recordkeepmg 
copy 
Destroy/delete wzthm 180 days after the recordkeepmg copy has been produced. Authonty 

0248-02 Which are· copies used for dissemmation, revision, or updating that are mamtamed in add1t1on to the 
recordkeepmg copy 
Wlncb are. mamtamed by any JS/combatant command activity 
Destroy/delete when dzssemination, revzszon, or updating is completed 

0249 CMLIAN AND MILITARY PERSONNEL COMBATANT COMMAND ELECTRONIC FEEDER 
SYSTEMS 

0249-0 l Electronic systems at combatant command that serve as a feeder system to the JOmt systems wherein all 
feeder system data 1s transferred to the Jomt system 
Which are: jomt system is scheduled 

([~ Destroy/delete when data is transmitted to joint systems or when superseded or obsolete, whichever is later 

QAuthonty 
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, 
0249-02 Wbic . · · t system is unscheduled ':i=tVSt ~en oY\ 
Submit SF 115 to NARA for e dlor joint systems 
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