NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-372-89-001

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 04/21/2021

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These items, unless subsequently superseded, may be used by the agency to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

Items 2a, 2b, 8a, 8b, 9, and 10 remain active.

SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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.

Item 1 is superseded by GRS 2.7, item 100 (DAA-GRS-2017-0010-0016)

Item 3 is superseded by GRS 5.7, item 050 (DAA-GRS-2017-0008-0005)

Item 4 is superseded by GRS 2.6, items 010 (DAA-GRS-2016-0014-0001) and 030 (DAA-GRS-2016-
0014-0003)

Item 6a is superseded by GRS 2.7, item 100 (DAA-GRS-2017-0010-0016)

Item 6b is superseded by GRS 2.7, item 100 (DAA-GRS-2017-0010-0016)

Item 6¢ is superseded by GRS 2.7, item 100 (DAA-GRS-2017-0010-0016)

Item 6d is superseded by GRS 2.7, items 130 (DAA-GRS-2017-0010-0019) and 131 (DAA-GRS-2017-
0010-0020)

Item 7 is superseded by GRS 1.1, item 010 (DAA-GRS-2016-0013-0001)

Item 8c is superseded by GRS 2.3 item 060 (DAA-GRS-2018-0002-0006)

Item 8d is non-record reference material

Item 11 is non-record reference material
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Drug-Free Federal Workplace Program for
‘ ' Defense Contract Audit Agency

The 11 1tems described on the attached pages 2
through 6 provide for the disposition of records
created or received while implementing the Drug-Free
Federal Workplace Program within the Defense Contract
Audit Agency 1n accordance with Executive Orger
12564, 15 September 1986. Authority for the dispo-
sition of some 1tems has been granted through the
General Records Schedules. In such cases, referencesg
to the GRS have been provided. These 1tems have
been included to provide continuity and sequential °
item numbering but have been marked out 1in accord-
ance with 36 CFR 1228.20(b)(3) and 1228.70.
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Item
No.

367

2a

2b

Description

Drug-Free Federal Workplace Program. Relates to the
administration of the Drug-Free Federal Workplace program
involving drug testing of DCAA personnel.

367.1

367.2

367.3

General. Records relating to the Drug-Free Federal
Workplace program which, due to their general nature,
cannot logically be filed elsewhere in the 367 series,

ALL OFFICES: Destroy after 2 years.

Policies and Procedures. Documents relating to the
development, preparation, issuance, and interpretation
of directives or regulatory instructions on the DCAA
Drug~-Free Federal Workplace Program, including copies of
interim policy and procedures statements issued prior to
publication in official DCAA numbered policy
publications.

ISSUING OFFICE: Upon supersession or obsolescence,
place in inactive file. Destroy after 10 years.

OTHER OFFICES: Destroy when superseded or cancelled.

Recurring Reports and Information Requirements.
Recurring reports and one-time information requirements
submitted to a higher authority or prepared for intermal
management purposes, such as those required by the
Department of Defense (DoD), Department of Health and
Human Services (HHS), Office of Personnel Management
(CPM), Department of Justice (DOJ), and/or higher levels
of management. Includes annual ana semiannual required
reports based on statistical data and studies on drug
testing activities conducted by program officials.

ALL OFFICES: Destroy after 3 years.
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Item
No. Description

4 367.4 Training and Orientation. Records reflecting drug-free
workforce training and orientation for Agency personnel,
special training for supervisors and EAP coordinators,
including schedules, rosters of attendance and training
materials.

4a 367.4.1 Employee Orientation.
4b 367.4.2 Supervisory/Management Training.

SUPERVISORS AND EAP COORDINATORS: Destroy 2 years after
campletion of training, EXCEPT that training material

may be destroyed when superseded, obsolete, or no longer
needed for reference.

reports on counseling, analysis, and related"“é/é’mces
(GRS 1.26.a.)

5a 367.5.1 Reports/Gcmnseng Service.
5b 367.5.2 Rehabllii:atlm Plans.

ALL Q : Destroy 3 years after termination of
LR
6 367.6 Drug Testing Program.

6a 367.6.1 General. Documents relating to drug testing
programs which, due to their general nature,
cannot logically be filed elsewhere in the
367.6 series.

ALL OFFICES: Destroy after 2 years.

)“f? be 367.6.3 Drug Testing Notifications. Formal

ale notifications issued by management officials,
Headquarters, and/or regional program officials
to personnel in testing designated positions.

ALL OFFICES: Destroy 3 years after issuance of
notification.

6b 367.6.2 Selection of Personnel for Testing. Records relating
to the selection of employees for testing, including
the Testing Designated Position computer tape and
related printouts and listings.

ALL OFFICES: Destroy when no longer needed.
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Item
No.

6d

7a

7c
7d

8a

8b

367.7

367.8

Description

367.6.4 Drug Testing Results and Related Documents.
Laboratory test results and related
documentation fram the medical review
officials to persomnel in designated testing
positions.

ALL OFFICES: Destroy 3 vyears after date of
issuance of test results.

Inter Service/Agency Agreements. Records reflecting
interagency support agreements with Federal agencies
to procure services required by the Drug-Free Federal
Workplace Program.

367.7.1 Specimen Collection Services.
367.7.2 Laboratory Testing Services.
367.7.3 Medical Review Services.
367.7.4 Urine Quality Control Services.

ALL OFFICES: Destroy 3 years after termination of
agreement.

Drug-Free Workplace Litigation. Relates to litigation
resulting fram the Drug-Free Workplace program,
including drug testing litigation.

367.8.1 General. Documents relating to
Drug-Free Workplace litigation which,
due to their general nature, cannot
logically be filed elsewhere in the
367.8 series.

ALL OFFICES: Destroy after 2 years.

367.8.2 Drug-Free Workplace Camplaints.
Individual employee case files including
basic documents, records of hearings or
meetings, copy of decision rendered, and
related correspondence and exhibits.

ALL OFFICES: Destroy 4 years after
resolution of case.
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Item
No. Description

8¢ 367.8.3 Drug-Free Workplace Grievances and Appeals.
Individual employee case files relating to all
grievances and appeals concerning DCAA's
implementation of the Drug-Free Workplace program.
Includes basic documents, records of hearings or
meetings, copy of decision rendered; and related
correspondence and exhibits.

PERSONNEL OFFICE: Retain file for eacl: separate
case in current files area for 7 years after case
is closed, then destroy.

8d 367.8.4 Reference Files. Files relating to the general
field of Drug-Free Workplace carplaints,
grievances, and appeals consisting of extra copies
of documents which duplicate the record copy filed
elsewhere; rough drafts, notes, workpapers, and
other material being held for reference.

ALL OFFICES: Destroy when superseded, obsolete, or
no longer needed for reference, whichever is
earlier.

9 367.9 Data Collection and Analyses. Other consolidated
‘) statistical data and studies on drug testing
W \$0\ activities conducted by program officials from DCAA
% as well as the Department of Defense (DoD),
Department of Health and Human Services (HHS) and
other agencies.

ALL OFFICES: Destroy when superseded, obsolete, or
no longer needed for reference.

Program Evaluation. Documents relating to internal
and external requested evaluations of specific areas
of the DCAA Drug-Free Workplace program, including
evaluations of drug testing labs.

10 367.10

ALL OFFICES: Destroy 2 years after completion of the
evaluation.
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Item
No. Description
11 367.11 Reference Files. Files relating to the general field

of the Drug-Free Federal Workplace Program consisting
of extra copies of documents which duplicate the
record copy filed elsewhere; rough drafts, notes,
workpapers, and other material being held for
reference.

ALL OFFICES: Destroy when superseded, obsolete, or no
laonger needed for reference, whichever is earlier.





