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3 337 Employee Assistance Service (EAS) Case Records.
Case records compiled by counselors, questionnaires completed by
patients, questionnaires completed by private counselors to whom
clients are referred, and related reports.
{. 337-01 NSA/CSS Employees, Military, Integrees, and Assignees from
Other Agencies Client Cases.
A. Current Individual Records.
Retain locally. Transfer to NCRC 3 years after
case closure. Destroy after 5 years.
B. Separated Individual Records.
Retain locally. Transfer to NCRC 1 year after date
of separation or retirement. Destroy after 5 years.
C. Transferred Individual Records.
Transfer to new employing agency only upon written
request of employee. Ensure all records are complete before
transfer. Destroy after 5 years if record is not transferred.
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