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JOB NUMB[:R

NI-507-02-|

TOo NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

DATE RECEIVED

2~

22 -20072

1 FROM (Agency or establishment)
Department of Defense

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
Defense Finance and Accounting Service

3 MINOR SUBDIVISION
Entire Agency

In accordance with the provisions of 44
U S.C. 3303a the disposition request,
including amendments, 1S apJ)roved except
for 1items that may be mark

not approved" or "withdrawn" in column 10

"disposition

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE
(MRS.) Pauline E. Korpanty (703) 607-3743

DATE

¥1/-03

ARGHIVIST OF THE U

NITED STATES
1), God_

6. AGENCY CERTIFICATION

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposj
and that the records proposed for disposal on the attached ﬁﬂpgpage(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 General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal

Agencies

is not required; is attached; or D has been requested.

10n of its records

T T,

TITLE

Records Administrator

115-109 NSN 7540-00-634-4064
PREVIOUS EDITION NOT USABLE

7 A/ (/ 9. GRS OR 10, ACTION
ITEM 8 DESCRIPTION OF ITEM ANDP OPOSED BISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)

Defense Finance and Accounting Service Records

Disposition Manual --5015.2-M, which contains the

combination of schedules N1/507/93/2, N1/507/97/1, and

N1/507-00-1, with revisions as necessary. Rules not

changed, or not changed sufficiently to require

reprocessing by NARA, are lined through.

664@@ww LB, Dobs 1222, P n £, 2osu o, Dies

STANDARD FORM 115 (REV. 3-91

Prescribed be( NAR
36 CFR 1228



' Checklist of Changes for DFAS 5015.2-M
(combination of N1-507-93-2, N1-507-97-1, and N1-507-00-1)
1. Add Electronic Mail and Word Processing System Copies as
last rule to
1025 -~ Technical Training -- Rule 5
1300 -- Military Personnel -- Rule 2
1400 -- Civilian Personnel -- Rule 53
3000 -- Planning -- Rule 9
3001 -- Committees, Boards, and Charitable Campaign Records --
Rule 6
4105 -- Contracting —-- Rule 22
4110 -- Supply -- Rule 6
4140 -- Equipment Management and Maintenance -- Rule 10
4160 -- Property Disposal -- Rule 7
4165 -- Real Property Operations and Maintenance -- Rule 26
5000 -~  Library Records -- Rule X §
5001 -- Central Files -- Rule 4
5005 -- Administrative Orders -- Rule 4
5010 -- Office Administration -- Rule 28
5011 -- Studies -- Rule 9
5015 -- Records Management -- Rule 9
5020 -- Freedom of Information Act and Privacy Act -- Rule 13
‘ 5025 —-- Publications and Forms -- Rule 11
5040 -- Audiovisual Information and Graphics -- Rule 15
5210 -- Security and Protective Services -- Rule 24
5300 -- Mail Acceptance, Movement, and Delivery -- Rule 24
5400 ~- Public Affairs -- Rule 5
5500 -- Legal Administration -- Rule X 5
5545 -- Congressional Inguiries -- Rule 3

[2}500 -

Travel and Tansgortation - Rule 11

‘ D:/pekfiles/Checklist_Changes_to_Rcds_Manual



2. Revision of one or more rules

4105 —-- Contracting Records -- Rule 1 -- G rr—Procurement
~—- revise description R
of July 3, 1995, whiek—Ihcreased "simplified acquisition

-- Add sub-rule lc, covering IMPAC Card transactions.

5010 -- Office Administration --
-- Re-arrange rules
-- Add 23;£L Reference Files

5015 -- Records Management -- Rule 3
-- Realign content of rule
~—- Add sub-rules 3a(l) (b), 3a(2) (b), and 3a(3).

5020 -- Freedom of Infor and Pravacy Act --
Tange order of rules 1n schedule

5025 -- Publications and Forms --
-- Re-arrange rules
-- Realign content of Rule 1
-— Add sub-rules 1le and 1f

5040 -- Audiovisual Information and Graphics --

-~ Rule 1 -- Production Files -- split rule between la
(non-mission), and 1lb (mission) (ADD)

-- Rule 9 -- Posters (ADD)
5210 -- Security and Protective Services --

-- Rule 6 -- Access Request Files -~ split rule

between 6a, and 6b (ADD)

5545 -- Congressional Ingquiries --
-- Revise Rules 1 and 2 to provide for retention of
hard copies, microform copies, and electronic copies of records.



6055 -- Safety Program Administration --
-- Schedule had been withdrawn, pending resolution of
retention issues.

7221 -~ Central Procurement Accounting System --

-~ Schedule had been withdrawn, pending preparation
of, or revision to, series descriptions and disposition
instructions.

7300 -- Original Disbursing Accounts -- Rule 1 -- withdrawn

-- pending revision of disposition instructions for
Rules 2@, 2b, 2c, and 2d.

7346 -- Military Pay Records Created Prior to Automation --
-- Schedule Rules 1 and 5 had been withdrawn, pending
resolution of retention 1ssues.

7349 -- Pay Account Records -- Rules 1 and 2

-—- Withdrawn, pending revision of series description
and disposition instructions and submission of revision for
procession.

,
((Foresan Ailotaw Sles Recds. )

1360 -- . Rules g and 5h ave veyuad shightly.




SCHEDULE 1025,
TECHNICAL TRAINING.

This schedule governs disposition of records pertaining to specialized training, such as professional
education obtained from various schools and vendors, training for operation of technical equipment,
formal training programs, and similar types of training.

1. TRAINING RECORDS. Specialized training records to include records relating to availabilif;
of traming and employee participation (maintained in Personnel/Training Offices).

CUT OFF AT END OF CALENDAR OR FISCAL YEAR (AS APPROPRIATE). DESTROY 5
YEARS AFTER CUTOFF.
AUTH: (GRS 1, Item 29b) (1025/R1)

2. TRAINING PLANNING RECORDS. Records used to plan a coursg/6f instruction including
training standards, training plans and course syllabi (maintained in any offige’responsible for conducting
training).

CUT OFF AND DESTROY ON REVISICON, OBSOLESCE
RELATED COURSE.
AUTH: (N1-507-93-2, Item 1)_(1025/R2)

£, OR DISCONTINUANCE OF

3 INSTRUCTIONAL MATERIALS. Regdrds used to conduct a class, such as lesson plans, tests,
films, charts, study guides, workbooks, handoute] and similar material (maintained in any office responsible
for conducting training).

CUT OFF AND DESTROY ON REVISION, OBSOLESCENCE, OR DISCONTINUANCE OF
RELATED COURSE.
(1025/R3)

AUTH: (N1-507-93-2, Item,:

4. COURSE ESTABLISHMENT RECORDS. General correspondence, agreements,
authorizations, repgefts, requirement reviews, plans and objectives relating to the establishment and
operation of ageficy-sponsored training courses and conferences (maintained in Site training offices).

# AT END OF CALENDAR OR FISCAL YEAR (AS APPROPRIATE). DESTROY 5
AKS AFTER CUTOFF.
AXTH: (GRS 1, Item 29a(1) ) (1025/R4)

S. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination (maintained in any office responsible for conducting training).

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)
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b. Copies used for dissemination, revision, or updating that are maintained in addition to the
2 recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: RENDING)

‘ 1025 -pg 2



SCHEDULE 1300
MILITARY PERSONNEL RECORDS.

This schedule pertain to records accumulated at the Field Orgamization-level office charged with
admumstering military personnel assigned to that DFAS Orgamization. The records are admunistrative or
mnformative m nature. The record copy 1s controlled by the member’s branch of military service.

1.

2. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies
of records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are mamtained for updating,
revision or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy 1s made.
Includes copies mamtamed by mdividuals i personal files, personal electronic mail directories, or other
personal directonies on hard disk or network drives, and copies on shared network dnives that are used only
to produce the recordkeeping copy.

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: (PENDING)

b. Copies used for dissemiation, revision, or updating that are maimntamed 1n addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)

NOTE: Records accumulated in the office to which the military person is assigned are fited under Schedule 5010, Rule 4,
Administration of Office Personnel (GRS 23, Item 1).

1300 -pg 1



SCHEDULE 1400,
CIVILIAN PERSONNEL FILES.

This schedule governs disposition of records accumulated by the servicing personnel office while managing
and administering the civilian personnel program.

1. CIVILIAN PERSONNEL PROGRAM RECORDS. Records created during the developmeny
of personnel programs and pertain to the establishment, implementation, and administration of DFAS-wide
programs (maintained by the Servicing Personnel Office).

CUT OFF WHEN DESIGN OF PROGRAM IS COMPLETE. DESTROY 10 YEARS AFAER
CUTOFF.
AUTH: (N1-507-93-2, Item 12) (1400/R1)

2. OFFICIAL PERSONNEL FOLDERS (OPFs) (maintained by the Servicipg Personnel Office).
a. Records filed on the right side of the OPF containing information on civil service

employment which reflect qualifications, efficiency, promotions, awards, certificates of clearance and/or
security determinations, and similar information.

(1) Transferred employees

SEE CHAPTER 7 OF THE GUIDE TO PERSONNEL RECORDKEEPING FOR INSTRUCTIONS
RELATING TO FOLDERS OF EMPLOYEES TRANSFEBRED TO ANOTHER AGENCY.
AUTH: (GRS 1, Item 1a) (1400/R2a(1) )

2) Separated employees

CUT OFF UPON SEPARATION OF EMPLOYEf. TRANSFER OPF TO NATIONAL
PERSONNEL RECORDS CENTER (NPRC), £T. LOUIS, MO, 30 DAYS AFTER LATEST
SEPARATION. NPRC WILL DESTROY 68 YEARS AFTER SEPARATION FROM FEDERAL
SERVICE.

AUTH: (GRS 1, Item 1a) (1400/R2a2)

b. Temporary Records filed on the left side of the OPF

(1) All copieg/0f correspondence maintained in accordance with Chapter 3 of The
Guide to Personnel Recordkegping, EXCLUDING the Immigration and Naturalization Service (INS) Form
I-9.

DESTROY WHEN SYPERSEDED OR OBSOLETE, OR UPON SEPARATION OR TRANSFER
OF EMPLOYEE, YNLESS SPECIFICALLY REQUIRED TO BE TRANSFERRED WITH THE
OPF.

AUTH: (GRSA, Item 10a) (1400/R2b(1) )

(2) INS Form I-9
DESPROY 3 YEARS AFTER EMPLOYEE SEPARATES FROM SERVICE OR TRANSFERS TO

OTHER AGENCY.
AUTH: (GRS 1, Item 10b) (1400/R2b(2) )
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48. LEAVE SHARING RECORDS. Information submitted or resulting from a request or
contribution of leave (maintained by the Servicing Personnel Office).

CUT OFF AT END OF YEAR IN WHICH LEAVE TRANSFER EFFORT IS COMPLETEP OR
TERMINATED. DESTROY 1 YEAR AFTER CUTOFF.
AUTH: (GRS 1, Item 37) (1400/R48)

49. DISCRIMINATION COMPLAINT CASE FILES. Originating Agency fife containing
complaints with related correspondence, reports, exhibits, withdrawal notices, copjes of decisions, records
of hearings and meetings, and other records as described in 29 C.F.R. Part 1614¢ Cases resolved within the
agency, by EEOC, or by a US Court (maintained in DFAS EEO offices andjef EEO complaint management
offices).

CUT OFF AT END OF YEAR OF CASE RESOLUTION. DESTROY 4 YEARS AFTER CUTOFF.
AUTH: (GRS 1, Item 25a) (1400/R49)

50. PRELIMINARY FILES. Records documenting’complaints that do not develop into Official
Discrimination Complaint Cases (maintained in DFASAEO offices and/or EEO complaint management
offices).

CUT OFF AT END OF YEAR. DESTROY2 YEARS AFTER CUTOFF.
AUTH: (GRS 1, Item 25¢(2) ) (1400/R50

51. REVIEW RECORDS. Retiews, background documents, and correspondence relating to
contractor employment practiceg{maintained in DFAS EEO offices and/or EEO complaint management
offices).

CUT OFF AT END QF YEAR. DESTROY 7 YEARS AFTER CUTOFF.
AUTH: (GRS 1, Iipfh 25d(1) ) (1400/R51)

AU'TH: (GRS 1, Item 25f) (1400/R52)

53. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
coptes of records created on electronic mail and word processing systems that are maintained for updating,

revision or dissemination (maintained in Servicing Personnel Office an/or EEO complaint management
offices).

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: (PENDING)
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b. Copies used for dissemination, revision, or updating that are maintained in addition to the
6 recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: PENDING)
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SCHEDULE 3000, PLANNING.

This schedule governs disposition of records accumulated in connection with planning DFAS actions. It
includes records accumulated in planning the development and execution of programs for the performance
of the DFAS mission. It also includes records pertaining to planning for the wartime role of DFAS as well

as records pertaining to planning for unusual situations such as natural disasters
(maintained in DFAS planning or program management offices, as indicated).

1. PROGRAMMING -- Documents relating to program planning, review and analysis to inclyde

program guidance documents, operations plans and programs, policies and related background maérial,

documents created to revise or adjust existing programs, and similar documents.
a. DFAS-Arlington.

AUTH: (N1-507-93-2, Item 29) (3000/R1a)
b. DFAS-Field Organizations.

AUTH: (N1-507-93-2, Item 30) (3000/R1b)

ASFER TO THE NATIONAL
LOCK IS 20 YEARS OLD.

PERMANENT. CUT OFF AT END OF CALENDAR YEAR. TRA
ARCHIVES IN 5-YEAR BLOCKS WHEN LATEST RECORD IN H

2. PROGRAM REVIEW -- Documents created during revigdv of progress in program
accomplishment, including progress reports, cost and performangg reports, statements of analysis,
summaries, directed actions, and other documents which reflecf/actual performance, progress,
accomplishments, deficiencies, and problems in relation to pgbgram goals.
a. DFAS-Arlington.
AUTH: (N1-507-93-2, Item 31) (3000/R2a)
b. DFAS-Field Organizations.
AUTH: (N1-507-93-2, Item 32) (3000/RX

[YOF CALENDAR YEAR. TRANSFER TO THE NATIONAL
¥ WHEN LATEST RECORD IN BLOCK IS 20 YEARS OLD.

PERMANENT. CUT OFF ATE
ARCHIVES IN 5-YEAR BLOC

3. DFAS COUNCIL ACATONS. Documents relating to the establishment, functions, agenda,
minutes, recommendations, 3Ad other official actions of formal councils, including significant background
and supporting documents Zccumulated and/or created by the council in fulfilling its mission relative to
program review and analfsis.

a. DFAS-Adlington.
AUTH: (N1-507-93-2, Item 33) (3000/R3a)
. /DFAS-Field Organizations.
Hy (N1-507-93-2, Item 34) (3000/R3b)

RMANENT. CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO THE NATIONAL
CHIVES IN 5-YEAR BLOCKS WHEN LATEST RECORD IN BLOCK IS 20 YEARS OLD.

3000 -pg1
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9. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies
of records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: PENDING)
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SCHEDULE 3001,
COMMITTEES, BOARDS, AND
CHARITABLE CAMPAIGN RECORDS.

This schedule governs disposition of records pertaining to special committees and boards which are
appointed or convened at DFAS-Arlington or DFAS Field Organizations to study a problem, situation, or
opportunity with at least Agency or Organization-wide impact. Committees referred to here should not be
confused with routine, ad hoc working groups, total quality management teams, or similar groups.

1. COMMITTEE RECORDS. Recorders’ records which consist of case files of each approved/
committees', including (but not limited to) director or executive approval establishing the committee /
charter, listing of members and all changes, resume of major points of interest concerning comn;?ﬁ{
hearings and its general operations, waivers in committee rules, studies, analyses, final committeé report
and findings, terminating directive and similar papers relating to the establishment, accompligfiments, or
termination of formal committees.

PERMANENT. CUT OFF UPON TERMINATION OF THE COMMITTEE.
NATIONAL ARCHIVES IN 5-YEAR BLOCKS WHEN LATEST DOCUMENX
AUTH: (N1-507-93-2, Item 40) (3001/R1)

RANSFER TO THE
IS 20 YEARS OLD.

2, ADMINISTRATIVE SUPPORT RECORDS. Records that facj
responsibility of the chairman/recorder and staff activities designated as
boards/committees, including copies of minutes, mailing lists, agendasg:

dtate and support the
épresentatives for, or to,
reports, correspondence, and other

CUT OFF UPON TERMINATION OF THE COMMITTEE. DESTROY NO LATER THAN 2
YEARS AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 41) (3001/R2)

3. REPORTS OF EXISTING COMMITTEEKS -- DFAS-Arlington. Annual reports of DFAS

PERMANENT. CUT OFF AT END OF (/2
TRANSFER TO THE NATIONAL AR
DOCUMENT IS 20 YEARS OLD.
AUTH: (N1-507-93-2, Item 42) (3001

ENDAR YEAR TO WHICH REPORT PERTAINS.
VES IN 5-YEAR BLOCKS WHEN LATEST

4. REPORTS OF EXIS P
existing DFAS committees, a¢Cumulated at DFAS Organizations which may be feeder reports to DFAS-
Arlington.

CUT OFFATEND ¢
YEARS AFTER GUTOFF.
AUTH: (N1-507-93-2, Item 43) (3001/R4)

IND RAISING CAMPAIGNS. Records accumulated while administering the Combined
Federal ¢¢ampaign (CFC), including correspondence, receipts, invoices, and related records.

CUX OFF UPON COMPLETION OF THE CAMPAIGN. DESTROY 3 MONTHS AFTER

UTOFF OR UPON COMPLETION OF NEXT EQUIVALENT CAMPAIGN.
‘AUTH: (GRS 23, Item 7c) (3001/R5)
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6. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: (PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: PENDING)
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‘ SCHEDULE 4105, CONTRACTING RECORDS.

This schedule governs disposition of records pertaining to contracting matters
(maintained in DFAS contracting offices).

1. GENERAL PROCUREMENT FILES. Contracts, requisitions, purchase orders, lease and bong
surety records, including correspondence and related papers pertaining to award administration, receipt,
inspection and payment.

a. Procurement or purchase organization copy, and related papers. (See NOTES 1# and
2%),

(1) Transactions dated on or after July 3, 1995 (the effective date offhe Federal
Acquisition Regulations (FAR) rule defining "simplified acquisition threshold".)

(a) Transactions that exceed the simplified acquisitigh threshold and all

construction contracts exceeding $2,000.

CUT OFF UPON FINAL PAYMENT. DESTROY 6 YEARS, 3 MONT
AUTH: (GRS 3, Item 3a(1)(a) ) (4105/R1a(1)(a) )

8 AFTER CUTOFF.
(b) Transactions at or below the simpliffed acquisition threshold and all
construction contracts at or below $2,000.

CUT OFF UPON FINAL PAYMENT. DESTROY 3 YEARS/AFTER CUTOFF.
AUTH: (GRS 3, Item 3a(1)(b) ) (4105/R1a(1)(b) )

) Transactions dated earlier thap/July 3, 1995.
‘ (@) Transactions that dtilize other than small purchase procedures and all
construction contracts exceeding $2,000.

CUT OFF UPON FINAL PAYMENT. DES]
AUTH: (GRS 3, Item 3a(2)(a) ) (4105/1a(2f(a) )

OY 6 YEARS, 3 MONTHS AFTER CUTOFF.

(b) Trapéactions that utilize small purchase procedures and all
construction contracts under $2,000.

CUT OFF UPON FINAL PAYM
AUTH: (GRS 3, Item 3a(2)(b)

NT. DESTROY 3 YEARS AFTER CUTOFF.
(4105/1a(2)(b) )

focurement Data System (FPDS) Files. Data submitted to the Federal
Procurement Data Systepd (FPDS). Electronic file maintained by fiscal year, containing unclassified
records of all procurerp€nts, other than small purchases and consisting of information required under 48
CFR 4.601 for transfér to FPDS.

b. Federal

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF.
AUTH: (GR$'3, Item 3d) (4105/R1b)

NOTES: L/ For contracting records pertaining to Foreign Military Sales (FMS) transactions, segregate these records at the

time of filing, Hold until further notice from the Center Records Manager. Based on claims brought against the

United States at The Hague, Netherlands, the National Archives and Records Administration (NARA) approved

the postponement of destruction for FMS records. These records may be required to defend the Government in

litigation.

2 * Given the complexities of the rules on procurement, agencies should involve procurement officials when deciding
which of the subitems to apply to a particular series of records.

‘ 4105 -pg 1
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c. Transactions documenting use of the government-wide commercial purchase card

CUT OFF UPON FINAL PAYMENT. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF.
AUTH: (PENDIN G) *

2. SOLICITED AND UNSOLICITED BIDS AND PROPOSALS FILES
a. Bid or proposal and supporting documents for contracts and transactions.

CUT OFF WHEN FINAL PAYMENT IS MADE. DESTROY WITH RELATED CONTRACT
CASE FILE (see Item 1 above).
AUTH: (GRS 3, Item 5a) (4105/R2a)

b. Unsuccessful Bids and Proposals Solicited and unsolicited bids and proposals which are
unsuccessful and which are defined 1n the Federal Acquisition Regulation, 48/CFR, Part 13.

1) Small Purchases.
CUT OFF WHEN CONTRACT IS AWARDED. DESTROY 1Y/

OR FINAL PAYMENT, WHICHEVER IS LATER.
AUTH: (GRS 3, Item 5b(1) ) (4105/R2b(1) )

AR AFTER DATE OF AWARD

2) Large Purchases.
CUT OFF WHEN FINAL PAYMENT IS MADE.

CASE FILE.
AUTH: (GRS 3, Item 5b(2)(b) ) (4105/R2b(2) )

/ACCEPTABLE BIDDER LISTS Lists or card files of acceptable bidders.

C/f OFF AND DESTROY WHEN SUPERSEDED OR OBSOLETE.
XUTH: (GRS 3, Item 5d) (4105/R4)

4105 -pg 2
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18. CONTRACT PROGRESS. Contract status, expediting and production surveillance records.

CUT OFF UPON FINAL PAYMENT. DESTROY 6 MONTHS AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 58) (4105/R18)

19. ENGINEERING CHANGES. Rejected engineering change propos

AUTH: (N1-507-93-2, Item 59) (4105/R19)

20. LABOR RECORDS. Labor compliance rgeotds including equal employment opportunity
records.

CUT OFF UPON FINAL PAYMENY. DESTROY 3 YEARS AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 60

21. GENERAL
documents relati

TRACTOR INFORMATION. A general contractor file containing
0 no specific contract, more than one contract, or the contractor in a general way.

CuT AND DESTROY WHEN SUPERSEDED OR OBSOLETE.

: (N1-507-93-2, Item 61) (4105/R21)

22, ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: BENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: PENDING)
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. SCHEDULE 4110,
SUPPLY RECORDS.

This schedule governs disposition of records pertaining to acquisition and use of supply items to include
identification, classification, cataloging, and coding (maintained in DFAS supply offices).

1L CONTROL FILES. Complete inventory list of all supply items.

CUT OFF WHEN SUPERSEDED OR OBSOLETE. DESTROY 2 YEARS AFTER CUTOF}~
AUTH: (GRS 3, Item 9a) (4110/R1)

2. SUPPLY REQUISITIONS. Requisitions submitted for ordering supplies ang-Supporting records
such as shipping orders, purchase requests, shipping records, status records, and simiar documents.

CUT OFF AT END OF FISCAL YEAR IN WHICH REQUISITION IS €OMPLETED OR
CANCELLED. DESTROY 2 YEARS AFTER CUTOFF
AUTH: (GRS 3, Item 8a) (4110/R2)

3. SUPPLY CATALOG. Complete catalog of suppligs'including identification and coding of
items.

CUT OFF AND DESTROY WHEN SUPERS D OR OBSOLETE. (Nonrecord)

4. SUPPLY STATUS RECORDS,~Cards, listings, change notices, reports on supply levels or
critically short items, and related data used for reference or planning purposes in controlling supply levels.

CUT OFF WHEN SUPERS D OR OBSOLETE. DESTROY 2 YEARS AFTER CUTOFF.

“6. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
| 5 recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.

AUTH: PENDING)
. 4110 -pg1
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SCHEDULE 4140,
EQUIPMENT MANAGEMENT AND MAINTENANCE FILES.

This schedule governs disposition of records pertaining to the management of equipment
(maintained in DFAS equipment management offices, except as otherwise noted).

L EQUIPMENT CONTROL FILES. Complete inventory of all equipment items to include
supporting records.

CUT OFF AND DESTROY WHEN SUPERSEDED OR OBSOLETE.
AUTH: (N1-507-93-2, Item 65) (4140/R1)

2. VEHICLE FILES. Maintenance records, warranties, and similar records pertaiiing to a vehicle
accumulated during the useful life of the vehicle.

CUT OFF WHEN VEHICLE IS DISPOSED OF. DESTROY 1 YEAR CUT@FF.
AUTH: (GRS 10, Item 2b) (4140/R2)

3. EQUIPMENT CUSTODIAN FILE. Daily transaction register; £ustodian request log; weapons
serial number listing; information file on office machines; temporary issye receipts, requests for purchase;
warranty; guarantee records; adjustment records; records pertaining tg/nventory actions such as
government property lost or damaged or reports of survey; issue/tugd-in slips and related correspondence;
approved copies of requests for office furniture which require Digéctor level approval.

CUT OFF AND DESTROY INDIVIDUAL DOCUMENTS WITHIN THE FILE WHEN
OUTSTANDING ACTIONS ARE COMPLETE.
AUTH: (N1-507-93-2, Item 67) (4140/R3)

4, UNIT PROPERTY RECORDS. Registpfs and files, component records, requisitions, custody
receipt, requests for issue or turn-in and related rgCords, shipping and receiving documents, reports of
survey, statements of charges, schedule of coll¢Ctions, and similar records accumulated in managing the
unit’s equipment needs (maintained in any DFAS office).

CUT OFF AT END OF FISCAL YEXR. DESTROY 1 YEAR AFTER CUTOFF.

A¥TH: (N1-507-93-2, Item 69) (4140/R6)

4140 -pg 1



7. EQUIPMENT MOVEMENT FILES. Files pertaining to actions involving internal movement
of equipment.

CUT OFF WHEN MOVE IS COMPLETE. DESTROY 2 YEARS AFTER CUTOEE:-
AUTH: (N1-507-93-2, Item 70) (4140/R7)

8. REPROGRAPHICS EQUIPMENT. Forms and related recor at document history of
reprographics equipment (the requirements evaluations requests, approval, acquisition, maintenance,
production volume, transfers, and disposal) (maintained in DEAS reprographics equipment management
offices).

CUT OFF AT END OF FISCAL YEAR I
YEAR AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 71)

ICH EQUIPMENT IS DISPOSED OF. DESTROY 1

H: (N1-507-93-2, Item 72) (4140/R9)

10. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy 1s made.
Includes copies maintained by individuals in personal files, personal electronic mail directories, or other
personal directories on hard disk or network drives, and copies on shared network drives that are used only
to produce the recordkeeping copy.

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: PENDING)
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SCHEDULE 4160,
PROPERTY DISPOSAL.

This schedule governs disposition of records pertaining to release, transfer, redistribution, or sale of excess
Government property excluding real property

1. TURN-IN OF EXCESS PROPERTY. Correspondence files pertaining to disposal of surplus
property through Government redistribution channels; includes various forms used for turn-in or
acceptance purposes (maintained in DFAS Property Management Offices).

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (GRS 4, Item 1) (4160/R1)

2. SALE OF SURPLUS PROPERTY. Case files on sales of surplus personal pfoperty, comprising
invitations, bids, acceptances, lists of materials, evidence of sales, and related correspOndence (maintained
in DFAS Property Management Offices).

a. Property valued over $25,000.

CUT OFF AT END OF FISCAL YEAR IN WHICH FINAL PAYMENT IS RECEIVED.
DESTROY 6 YEARS AFTER CUTOFF.

AUTH: (GRS 4, Item 3a) (4160/R2a)
b. Property valued under $25,000.
CUT OFF AT END OF FISCAL YEAR IN WHICH K

DESTROY 3 YEARS AFTER CUTOFF.
AUTH: (GRS 4, Item 3b) (4160/R2b)

AL PAYMENT IS RECEIVED.

3. EXCESS PERSONAL PROPERTY REPORTS. Reports initiated or received showing
progress on property utilization and disposal grograms (maintained in DFAS Property Management
Offices).

CUT OFF AT END OF CALENDA
AUTH: (GRS 4, Item 2)

R YEAR. DESTROY 3 YEARS AFTER CUTOFF.

4, DONATION AGREEMENTS. Formal donation agreements with Service Educational activities
and organization eligible foZ'donations pursuant to 10 U.S.C. 2572, and documents relating to each
agreement (maintained in/DFAS Property Management Offices).

CUT OFF ATE
AUTH: (N1-507

)’OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
93-2, Ttem 73) (4160/R4)

5. P
correspongd

RECIOUS METALS RECOVERY. Forms, reports logs, accountability records, and
tnce pertaining to reclamation and use of precious metals (maintained in DFAS offices involved

CUYT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 74) (4160/RS)

4160 -pg 1
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6. RECYCLABLE MATERIALS PROGRAM. Documents concerning th
Materials Program including scrap recycling program and resource maintained in DFAS
recycling offices).

NDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
-507-93-2, Item 75) (4160/R6)

7. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items 1n this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination (maintained in any DFAS Property Management Office).

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: BENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (FENDING)
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SCHEDULE 4165,
REAL PROPERTY OPERATIONS AND MAINTENANCE.

This schedule governs disposition of records pertaining to the acquisition, operation, maintenance and
repair, utilization, management, and disposal of real property or interests therein. Included are records on
design and construction of real property, installation and maintenance, operation of utility plants,
performance of services in connection with real property, and accounting for real estate and property
(maintained in DFAS property management offices, unless otherwise indicated)

1. REAL PROPERTY CASE FILES. Correspondence, reports, studies, maps, charts, drawings,
copies of legal instruments, delegations of authority, excess real property declarations, disposal
authorizations, real estate planning reports and related data, records pertaining to annual summaries 4f real
property transactions.

CUT OFF ON INACTIVATION OF THE INSTALLATION. DESTROY 10 YEARS A
CUTOFF.
AUTH: (N1-507-93-2, Item 76) (4165/R1)

2. FACILITIES PLANNING. Documents reflecting current and future facifities planning,
including plans for expansion, changes in use, renovation, and similar overall plgfAning matters
accumulated in the preparation, development, review, approval, and revision gf master plans.

CUT OFF ON TERMINATION OF ASSIGNMENT, OR WHEN LE/
WHEN PLANS HAVE BEEN SUPERSEDED OR BECOME OBSg
AFTER CUTOFF.

AUTH: (GRS 11, Item 2a) (4165/R2)

SE IS CANCELLED, OR
ETE. DESTROY 2 YEARS

3. FACILITIES OPERATIONS. Documents relating
nature (i.e., routine maintenance and similar activities).

o facilities operations activities of a routine

CUT OFF ON TERMINATION OF ASSIGNMENY, OR WHEN LEASE IS CANCELLED, OR
WHEN PLANS HAVE BEEN SUPERSEDED O}
AFTER CUTOFF. .

AUTH: (GRS 11, Item 2a) (4165/R3)
4. MAINTENANCE REQUESTS, /A

CUT OFF UPON COMPLETION QR CANCELLATION OF REQUEST. DESTROY 90 DAYS
AFTER CUTOFF.

AUTH: (GRS 11, Item 5) (4165/R4
5. FACILITIES
or replacement projects to,
types of facilities.

AJNTENANCE -- MAJOR PROJECTS. Documents relating to major repair
puildings and structures, grounds, fences, roads, hard surfaced areas, and similar

CUT OFF ON INXCTIVATION OF THE INSTALLATION. DESTROY 10 YEARS AFTER
CUTOFF..
AUTH: (N1-%07-93-2, Item 77) (4165/RS)

PACILITIES SERVICES. Documents relating to rodent and insect control programs, janitorial
#Se collection services, and operations of internal repair and utilities shops.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.

TH: (GRS 11, Item 1) (4165/R6)
4165 -pg 1
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20. UTILITIES OPERATING LOGS. Records maintained to provide a continuing record of
utilities systems and equipment operations.

CUT OFF AT END OF LIFE OF THE SYSTEM TO WHICH THE RECORDS PERTAIN.
DESTROY AT CUTOFF.
AUTH: (N1-507-93-2, Item 87) (4165/R20)

21, UTILITIES CONSERVATION. Correspondence, reports, surveys, poster degigns,
informational media, and related data (maintained in any DFAS office).

CUT OFF WHEN SUPERSEDED OR OBSOLETE. DESTROY ON CUTOFF.
AUTH: (N1-507-93-2, Item 88) (4165/R21)

22. PARKING RECORDS. Records pertaining to assigned parkipg space programs to include
handicapped, executive, mission essential, key personnel, etc (maintajfed in DFAS Field Organization-
designated office).

DESTROY INDIVIDUAL DOCUMENTS WITHIN THE FfLE WHEN SUPERSEDED OR
OBSOLETE.
AUTH: (N1-507-93-2, Item 89) (4165/R22)

23. VEHICLE REGISTRATION. Vehicle gécal and supporting records used to register employees’
vehicles for entrance to the installation (maintaingd in DFAS Field Organization-designated office).

DESTROY INDIVIDUAL DOCUME
OBSOLETE
AUTH: (N1-507-93-2, Item 90)

WITHIN THE FILE WHEN SUPERSEDED OR

car pool golicy (maintained in DFAS Field Organization-designated office).

CUT OFF AT END OF CALENDAR YEAR IN WHICH SUSPENSION IS TERMINATED.
STROY 2 YEARS AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 92) (4165/R25)

26. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination (maintained in DFAS Property Management Office).

4165 -pg 4
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a. Copies that have no further administrative value after the recordkeeping copy is made.
Includes copies maintained by individuals in personal files, personal electronic mail directories, or other
personal directories on hard disk or network drives, and copies on shared network drives that are used only
to produce the recordkeeping copy.

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: PENDING)

4165 -pg 5
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SCHEDULE 4500,
TRAVEL AND TRANSPORTATION RECORDS.

This schedule governs disposition of records pertaining to transportation planning, programming and staff
supervision of transportation components, movement of passengers, cargo, mail, household goods,
privately owned vehicles, and personal baggage via various modes of transportation, customs service
clearance, travel of personnel and dependents, and traffic management
(maintained in DFAS transportation offices).

1. FREIGHT ACCOUNTS. Documents relating to carrier charges for transportation services.
Included are claims against carriers for losses, damages, and shortages; investigations; recommended
settlements, and related information.

CUT OFF AT END OF FISCAL YEAR IN WHICH CLAIM OR INVESTIGATION IS S
DESTROY 3 YEARS AFTER CUTOFF. (See NOTE *)
AUTH: (N1-507-93-2,Item 93) (4500/R1)

TLED.

NOTE: *Unsettled claims or investigation files will not be destroyed.

2, INTERNATIONAL HOUSEHOLD SHIPMENT BILLS OF LADIN#. Documents relating to
the receipt, packing, crating, shipping and storing international household good#and effects. Included are
bills of lading, travel orders, requests for shipment inventories, service orderg/ delivery orders, receipts and
related documents.

CUT OFF AT END OF FISCAL YEAR IN WHICH ACCOUNT }§ CLOSED. DESTROY 6 YEARS
AFTER CUTOFF.
AUTH: (GRS 9, Item 1¢) (4500/R2)

3. PAYMENT DOCUMENTS LESS THAN $100. Records covering payment for services
furmshed when the charges for any single bill of lading orfassenger transportation requests is less than
$100, EXCLUDING those covered in Rule 7 below.

CUT OFF AT END OF FISCAL YEAR IN
AFTER CUTOFF.
AUTH: (GRS 9, Item 1a) (4500/R3)

YCH ACCOUNT IS CLOSED. DESTROY 6 YEARS

4, INTERSTATE AND INTERNATIONAL FREIGHT TRANSPORTATION FILES. Records
governing payment for freight and pasgénger transportation charges for interstate transportation and
international transportation by freigh?forwarders of unaccompanied baggage or privately owned vehicles
shipped separate from household gbods; the charges for which are published in tariffs lawfully on file with
the Surface Transportation Boagd (STB) or based on tenders or quotations, pursuant to the ICC Termination
Act of 1995, PL 104-88 (49 [)/S.C. 701-725) offering a reduction from the published STB tariffs,
EXCLUDING those covergd by Rule 7 below.

CUT OFF AT END OF FISCAL YEAR IN WHICH ACCOUNT IS CLOSED. DESTROY 6 YEARS

ZIGHT AND PASSENGER TRANSPORTATION PAYMENT FILES. Records covering
payment fof all other freight and passenger transportation charges not covered by Rules 3 and 4 above.

OFF AT END OF FISCAL YEAR IN WHICH ACCOUNT IS CLOSED. DESTROY 6 YEARS
'ER CUTOFF.

AUTH: (GRS 9, Item 1a) (4500/RS)
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6. TRANSPORTATION OVERCHARGE/OVERPAYMENT FILES. Records covering
payment for freight and passenger transportation charges for services for which notice of overcharge Has
been or is expected to be issued, or if a rail freight overpayment is involved; deduction or collectign action
has been taken; voucher contains inbound transit shipment(s); parent voucher has print of paid
supplemental bill associated; voucher has become involved in litigation; or any other conditipfi that
requires the voucher to be retained beyond the 3 or 6 year disposal period, such as detectipni of an
undercharge. J/

/
CUT OFF AT END OF FISCAL YEAR IN WHICH ACCOUNT IS CLOSED. DESTROY 10
YEARS AFTER CUTOFF. /s
AUTH: (GRS 9, Item 1b) (4500/R6) /
s
7. BILLS OF LADING. Issuing office copies of Government b{ﬁs of lading, commercial passenger
transportation vouchers and transportation requests, travel authorlzatﬁ)ns and supporting documents.
/
CUT OFF AT END OF FISCAL YEAR IN WHICH ACCO(INT IS CLOSED. DESTROY 6 YEARS
AFTER CUTOFF. /
AUTH: (GRS 9, Item 1c)(4500/R7) /

8. UNUSED TICKET REDEMPTION FOJ&S Forms used to redeem unused tickets.

<

CUT OFF WHEN TRAVEL HAS BEEN CELLED OR TRAVEL DATE HAS PASSED.
DESTROY 3 YEARS AFTER CUTOFE

AUTH: (GRS 9, Item 1¢) (4500/R8)

9. LOSS AND DAMAGE
reports, and other records relati

IPMENT FILES. Schedules of valuables shipped, correspondence,
to the administration of the Government Losses in Shipment Act.

CUT OFF AT END OF BISCAL YEAR IN WHICH ACCOUNT IS CLOSED. DESTROY 6 YEARS
AFTER CUTOFF.
AUTH: (GRS 9, Itexf 2) (4500/R9)

10. GEN
related recoy
schedule.

TRAVEL AND TRANSPORTATION FILES. Correspondence, forms, and
pertaining to agency travel and transportation functions, not covered elsewhere in this

CUPOFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
TH: (GRS 9, Item 4a) (4500/R10)

2L

11 ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

4500 -pg 2
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. b. Copies used for dissemination, revision, or updating that are maintained in addition to the
23 recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)

‘ 4500 —pg 3
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SCHEDULE 5000,
LIBRARY RECORDS.

This schedule governs disposition of records pertaining to management of DFAS Site Libraries.

1. LIBRARY ACQUISITIONS. Requisitions, purchase orders, packing lists, requests for issue or,
turn-in, and similar records used for control.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 3 YEARS AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 94) (5000/R1)

2. LIBRARY DISPOSITION FILES. Inventory adjustment vouchers and related regbrds which
document each item withdrawn from permanent holdings.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 3 YEARS AFTER CUXOFF.
AUTH: (N1-507-93-2, Item 95) (5000/R2)

3. LIBRARY SHELF LISTS. Manual or automated listing of material #h the permanent collection
of DFAS libraries, set up per rules of professional librarianship.

CUT OFF ON DISSOLUTION OF LIBRARY. DESTROY 1 YEA
NOTE®)
AUTH: (N1-507-93-2, Item 96) (5000/R3)

AFTER CUTOFF. (See

4. CARD CATALOG. Manual or automated author, ti
of library collection maintained per rules of professional libra

€, and subject index to permanent holdings
ianship.

CUT OFF ON DISSOLUTION OF LIBRARY. DES¥ROY 1 YEAR AFTER CUTOFF. (See
NOTE?)
AUTH: (N1-507-93-2, Item 97) (5000/R4)

5. LIBRARY LOANS. Automated or p
similar records of the charge-out system.

d copy records such as book cards, reserve cards, and

CUT OFF WHEN INDIVIDUAL IT
ON CUTOFF.
AUTH: (N1-507-93-2, Item 98) (581

MS WITHIN THE FILE WHEN OBSOLETE. DESTROY

6. LIBRARY BALANCKE ON HAND. Records containing total number of items in permanent

R OF THE COMPLETE COLLECTION OR DISSOLUTION OF THE
1 YEAR AFTER CUTOFF.

CUT OFEAT END OF CALENDAR YEAR IN WHICH ALL CORRECTIVE ACTION IS
COMPIATE. DESTROY 1 YEAR AFTER CUTOFF.
AUTH/ (N1-507-93-2, Item 100) (5000/R7)

NOTE: <If collection is transferred, transfer with collection.

5000 -pg 1
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,S’./ ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

%.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)
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SCHEDULE 5001,
CENTRAL FILES.

This schedule governs disposition of the Central File copy of records which have Field Organization-wide
or DFAS-wide impact. Correspondence, policies, procedures, and other related documents signed by Field
Organization Director or higher level, or documents containing information worthy of Field Organization
Director or higher level attention, are included. Documents in Central File are additional copies; the record

or coordination copy is filed under the appropriate Rule found elsewhere in this publication.

1. ROUTINE NONPOLICY CORRESPONDENCE. Documents pertaining to routine nonpghCy

Organization Designated Offices).

CUT OFF AT END OF FISCAL YEAR. DESTROY 10 YEARS R CUTOFF.
AUTH: (N1-507-93-2, Item 139) (5001/R1)

2, MISSION POLICIES AND PROCEDURES
and to actions documenting the primary mission of th
Organization Designated Offices).

S. Documents pertaining to policy matters
rganization (maintained in DFAS Field

FISCAL YEAR. TRANSFER TO NATIONAL ARCHIVES
ST RECORD IN BLOCK IS 20 YEARS OLD.

(S001/R2)

PERMANENT. CUT OFF AT END
IN 5-YEAR BLOCKS WHEN
AUTH: (N1-507-93-2, Item 1

" Index of central files (maintained in DFAS Field Organization Designated

Offices)
PE T. CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO NATIONAL
ARC ES ALONG WITH THE RECORDS TO WHICH THEY PERTAIN.

: (N1-507-93-2, Item 141) (S001/R3)

26
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4, ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies
of records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination (maintained in any DFAS Organization office).

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: FENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)
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SCHEDULE 5005,
ADMINISTRATIVE ORDERS.

This schedule governs disposition of permanent and temporary orders
and may be maintained in any DFAS Organization office.

1. PERMANENT ORDERS. Orders pertaining to appointment of directors, assumption of
command, awards and decorations, memorialization program and dedication ceremonies, and
organizational and installation actions such as activation, redesignation, inactivation, and simila i0nS.

PERMANENT. CUT OFF AT END OF CALENDAR YEAR. TRANSFER TQ NATIONAL
ARCHIVES IN 5-YEAR BLOCKS WHEN LATEST RECORDS IN BLOCKARE 20 YEARS OLD.
AUTH: (N1-507-93-2, Item 101) (5005/R1)

2. TEMPORARY ORDERS -- LONG TERM. Ordergpéttaining to civilian permanent change of
station and dependent travel, assignment of contract persom€l, and formal boards and committees.

CUT OFF AT END OF CALENDAR Y ESTROY 56 YEARS AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 102) (5005

3. TEMPORARY O S -- SHORT TERM. Orders pertaining to all types of temporary duty
(TDY) travel, appointmept0f investigating officers and boards, appointment of attendants and escorts,
orders pertaining tgeffiergency or special leave, and miscellaneous actions not covered elsewhere.

28

4. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies
of records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: RENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)
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SCHEDULE 5010,
OFFICE ADMINISTRATIVE FILES.

Thus schedule governs disposition of records accumulated by individual offices while carrying out the
mternal administration or “housekeeping” activities of the office. The records listed n this schedule are
common to most DFAS offices.

1. STAFFING RECORDS. Records used to fill vacancies such as requests for personnel actigf
mterview questions, notification letters, etc. /

Vi

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF. //

AUTH: (GRS 23, Item 1) (5010/R1) /
2. COMMUNICATIONS (READ FILES) Extra copies of messages sent or reg€ived, or other

from, or some other similar filing feature and used for quick-reference or cross-refeg€nce purposes.

AUTH: (GRS 23, Item 1) (5010/R2)

3. EXPENDITURE OF FUNDS. Records used to develop and
call for estimates, budget reports, worksheets, accountability ledger, a

gntrol the office budget such as the
1 similar documents.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.

AUTH: (GRS 23, Item 1) (5010/R3)

4, ADMINISTRATION OF OFFICE PERSONNFPL. Records used in the day-to-day

4
management of office personnel to include traning, travgl, letters of appreciation, nominations for special
recognition, such as Civilian of the Year or Soldier of fhe Quarter, and similar records.

CUT OFF AT END OF CALENDAR YEAR. D
AUTH: (GRS 23, Item 1) (5010/R4)

5. OFFICE SUPPLIES AND EQUIPMENT. Records used to acquire, monitor, and dispose of

supplies and equipment such as the ofﬁqulpment custodian file, requisitions, purchase requests,

/
CUT OFF AT END OF CALENBAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (GRS 23, Item 1) (504

6. OFFICE SERVI(AS, SPACE AND UTILITIES. Records used to request, monitor, suspend, or
manage office services, space, and utilities such as requests for telephone service or reparr, requests for
rearrangement of systepds furmture, long distance phone logs, changes to space requirements, and similar
records

CUT OFF AT BAD OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (GRY23, Item 1) (5010/R6)

VORKLOAD REPORTS Includes individual production reports, work 1n progress reports,
activityAfeports, etc.

OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF AUTH:
TH: (GRS 23, Item 1) (5010/R7)

5010 -pg 1
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8. SAFETY RECORDS. Records relating to the safety program within the office such as safety
visit or accident reports.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (GRS 18, Item 11) (5010/R8)

9. TRANSITORY MATERIAL. Records that have no enduring value but may be needed for
reference purposes for a short time. Examples are retirement announcements, advertisements §4r training
sessions, and other items of a similar nature.

CUT OFF AT END OF MONTH. DESTROY 90 DAYS AFTER CUTOFF.
AUTH: (GRS 23, Item 7) (S010/R9)

10. STAFF MEETINGS AND CONFERENCES. Minutes of staff meetings.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS A
AUTH: (GRS 23, Item 1) (5010/R10)

11 RECURRING OFFICIAL VISITS. Requests for permissiogfto visit and reports of visits
including findings, recommendations and follow-up which are part of/a formal recurring visit schedule.

CUT OFF WHEN SUPERSEDED BY NEXT VISIT. DEST}
AUTH: (GRS 23, Item 5b) (5010/R11)

OY UPON CUTOFF.

12, ONE-TIME OFFICIAL VISITS. Requests forfermission to visit and reports of visits including
findings, recommendations, and follow-up which are nof/part of a formal recurring visit schedule.

CUT OFF AT END OF CALENDAR YEAR. D}
AUTH: (GRS 23, Item 1) (5010/R12)

TROY 2 YEARS AFTER CUTOFF.

13. DELEGATIONS OF AUTHORI
as forms, correspondence, etc., which task
their normal work.

Y/ADDITIONAL DUTY ASSIGNMENTS. Records such
gftfice personnel with a specific assignment beyond the scope of

DESTROY INDIVIDUAL DOCUMENTS WITHIN THE FILE WHEN SUPERSEDED OR
OBSOLETE.
AUTH: (GRS 23, Item 5b) (S0H

14. OFFICE ORGA ATION RECORDS. Office copy of manpower standards, manpower
guides, unit manning docyments, organizational chart, personnel charts and similar records which
document the organizatj6n of the office.

DESTROY INDI
OBSOLETE.
AUTH: (GRS/A3, Item S5b) (5010/R14)

ADUAL DOCUMENTS WITHIN THE FILE WHEN SUPERSEDED OR

JLICY/PRECEDENT/PROCEDURES. Records used to document internal policies,
#5 or procedures such as operating instructions, checklists, worksheets, correspondence, typical

AUTH: (GRS 23, Item 5b) (3010/R15)

5010 -pg 2
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16. INSPECTIONS. Records such as inspection reports at inspected activities and self-inspection
checklists.

DESTROY INDIVIDUAL DOCUMENTS WITHIN THE FILE WHEN SUPERSEDED OR
OBSOLETE.
AUTH: (GRS 23, Item 5b) (§010/R16)

17. MEMORANDA OF UNDERSTANDING (MOU). Agreements made between twg/offices,
organizations, agencies, etc., for support or cooperation; may also be called support agreemegfits, host-tenant
support agreements, or other similar names.

DESTROY INDIVIDUAL AGREEMENTS WITH THE FILE WHEN SUPERSEDED OR
OBSOLETE. (See NOTE ¥)
AUTH: (N1-507-93-2, Item 104) (S010/R17)

NOTE: ® The supervisor may determine that all versions of the MOU are needed as history of the cooperation and
agreements made. This is permissible, but previous MOUs should be physically separated from the current MOU.

18. PUBLICATIONS/FORMS REQUIREMENTS. Records us#d to requisition publications or
forms; includes publication bulletins at the customer office.

DESTROY INDIVIDUAL DOCUMENTS WITHIN THE FIL
OBSOLETE.
AUTH: (GRS 23, Item 5b) (S010/R18)

WHEN SUPERSEDED OR

°19. SUSPENSE CONTROL RECORDS. Any of 4 variety of forms, computerized listings, extra
copies, etc., used to monitor and control suspenses.

DESTROY INDIVIDUAL DOCUMENTS WI
COMPLETE.
AUTH: (GRS 23, Item 6b) (S010/R19)

HIN THE FILE WHEN SUSPENSE IS

20. WORK SCHEDULING AND P
organizing, directing and controlling the/
projects, annual goals and objectives, ¢

LANNING RECORDS. Records created while planning,
ork of the office such as schedules, work plans for specific

DESTROY INDIVIDUAL DOCGUMENTS WITHIN THE FILE WHEN SUPERSEDED OR
OBSOLETE.
AUTH: (N1-507-93-2, Item A05) (5010/R20)

21. OFFICE INFORMATION SECURITY ADMINISTRATION. Records pertaining to security
clearances, managemep{ of classified documents within the office, and similar records.

DESTROY INDIYIDUAL DOCUMENTS WITHIN THE FILE WHEN SUPERSEDED OR
OBSOLETE.
AUTH: (GRS$/23, Item 5b) (S010/R21)

JOFF AT END OF CALENDAR YEAR. DESTROY 1 YEAR AFTER CUTOFF.
'TH: (GRS 12, Item 6a) (S010/R22)

5010 -pg 3
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23, REFERENCE FILES. Documents used to FACILITATE the performance of the office mssion
as distinguished from those official records necessary to DOCUMENT performance of the mission.

a. Cards, listings, indices, and similar documents used to facilitate or control work:

DESTROY WHEN SUPERSEDED, OBSOLETE, OR DETERMINED TO BE OF NO FURTHER*
VALUE, WHICHEVER IS SOONER. *

AUTH: (PENDING)

b. Copies of mussion-related and similar reproduced matenals that do not fall within the
description for reference publications:

DESTROY WHEN SUPERSEDED, OBSOLETE, OR NO LONGER NEEDED FOR REFERENCE.
AUTH: (PENDING)

+ NARK appvonl
- not needey)

24, SPREADSHEET WORKING FILES. Spreadsheets recorded on electronic medla used to-
produce or update a hard copy maintained 1n the office file. :

R ' ecavse is a GRS item.
D. DELETE WHEN NO LONGER NEEDED TO

RD COPY. ~R.Neble )13 /o3

25. WORD PROCESSING/SPREADSHEET RECORD COPIES. Records produced by word
processing or spreadsheet application software which are maintained only 1n electronic form and take the
place of hard copy records

CUT OFF RECORDS AS PRESCRIBED FOR HARD COPY RECORDS THEY REPLACE.
DELETE RECORDS AFTER EXPIRATION OF THE RETENTION PERIOD FOR THE HARD
COPY RECORDS THEY REPLACE.

AUTH: (PENDING)

26. ADMINISTRATIVE DATA BASES -- WORKING FILES. Data bases that support
administrative or housekeeping functions which are maintained for convenience only and contain
mformation duplicated 1n hard copy files

CUT OFF WHEN PURPOSE HAS BEEN SERVED. DELETE WHEN NO LONGER NEEDED TO
PRODUCE OR UPDATE A HARD COPY.
AUTH: PENDING)

27. ADMINISTRATIVE DATA BASES -- RECORD COPIES. Data bases that support
administrative or housekeeping functions which are maintained only 1n electronic fornrand take the place

of hard copy records. N ARA « rﬁmmﬂ

CUT OFF RECORDS AS PRESCRIBED EOR'HARD COPY RECORDS THEY REPLACE. hot ﬂ@@deoj(
EXPIRATION OF THE RETENTION PERIOD FOR THE HARD M‘gur
|4

AUTH: Som | 5 G GRS itgm .
~R. Noble \1/13/{024
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28. Electronic Mail and Word Processing Copies. Electronic copies of records that are created on
electronic mail and word processing systems and used solely to generate a recordkeeping copy of the
records covered by the other items in this schedule. Also includes electronic copies of records created on
electronic mail and word processing systems that are maintained for updating, revision or dissemination

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: BPENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: RENDING)
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. SCHEDULE 5011, STUDIES

This schedule governs disposition of records created in connection with studies. Generally, the studies are
done to analyze, measure, or improve methods, procedures, management practices, or organization.

1. MANAGEMENT ANALYSES, STUDIES, AND SUMMARIES. Final written report and

related documentation of a major, formal study. The final recommendation will have agency-wide 1mpag
or great historical significance. Studies done to design an entire new pay system or to restructure the gfitire
orgamization are examples of this type of study. Include the proposal and approval for the study,
coordination, and similar records which have bearing on the implementation of the program or sy#i
(maintained at DFAS-Arlington; DFAS Field Organizations at Organization Director level).

PERMANENT. CUT OFF WHEN STUDY IS COMPLETE. TRANSFER TO NATYONAL
ARCHIVES IN 5-YEAR BLOCKS WHEN THE LATEST RECORD IN THE BL@ACK IS 20
YEARS OLD.

AUTH: (N1-507-93-2, Item 107) (S011/R1)

2. OFFICE PROJECTS AND STUDIES. Case files to include the fjffal written report and related
records of a project or study done by an office to improve methods of operpfion within the office or

functional area which may or may not result in the issuance of a publicaj#on (maintained in any DFAS
office).

a. Publication.

CUT OFF WHEN STUDY IS COMPLETE. INCLUD
RECORDS WITH THE RECORD SET OF THE P

AHE FINAL REPORT AND PERTINENT
ICATION AND DISPOSE OF PER

SCHEDULE 5025.
AUTH: (N1-507-93-2, Item 108) (5011/R2a)
. a. No Publication.

CUT OFF WHEN STUDY IS COMPLEAE. DESTROY 5 YEARS AFTER CUTOFF.
AUTH: (GRS 16, Item 9) (5011/R2b)

3. ADMINISTRATIVE SYSTEMS STUDIES. Final written report and related records of studies
done to assess the need for and rp€ommend administrative system improvements (maintained in
administrative functional area dt DFAS Field Organizations).

CUT OFF WHEN STUp
AUTH: (GRS 16, Itepd

IS COMPLETE. DESTROY 5 YEARS AFTER CUTOFF.
9) (5011/R3)

4. SOURCE DATA FOR STUDIES. Working papers, notes, feeder reports, results of research and
similar backgrgdnd or source data gathered and analyzed duning conduct of study (maintained in any DFAS
office).

CUT OFF WHEN STUDY IS COMPLETE. DESTROY WHEN INFORMATION CONTAINED
HASKITHER BEEN INCORPORATED INTO THE FINAL REPORT OR DISCARDED AS NOT
PEKTINENT TO THE STUDY.

XUTH: (N1-507-93-2, Item 109) (3011/R4)
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9. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)

5011 -pg3 3 g
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SCHEDULE 5015,
RECORDS MANAGEMENT.

This schedule governs disposition of records created by the Records Management Program pertaining to
the creation, maintenance, disposition, preservation, storage, and retrieval of records (mamtained in DFAS
records management offices, except as mdicated)

1. RECORDS MANAGEMENT PLANNING Records pertaining to the development and
establishment of the records management program to include correspondence, reports, auth ons and
other records that relate to the management of the agency’s records not covered el te 1n this schedule.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 6
AUTH: (GRS 16, Item 7) (5015/R1)

S AFTER CUTOFF.

2. STAFF ASSISTANCE V.
management surveys.

All records pertaining to staff assistance visits or records

ON COMPLETION OF VISIT OR SURVEY. DESTROY WHEN SUPERSEDED
H: (N1-507-93-2, Item 135) (5015/R2)

3. RECORDS DISPOSITION FILES. Records disposition schedules, descriptive mventones
disposal authorizations, and reports

¢))] SF 115s that have been approved by NARA.

CUT OFF UPON SUPERSESSION. DESTROY 2 YEARS
AUTH: (GRS 16, Item 2a(1) ) (5015/R3a(1) )

(2) SF 135s. Forms and rel
(mamtamned mn any DFAS office).

correspondence used to transfer records *

CUT OFF AT THE ENDOF T AR IN WHICH APPLICABLE RECORDS ARE
DESTROYED. DESTROY 6 ¥YEARS AFTER CUTOFF.
AUTH: (GRS 16, Item ) (5015/R3a(2))

SF 258s covering agency records transferred to the National Archives.

+ oy A

CUT QFF AFTER THE RELATED RECORDS HAVE BEEN TRANSFERRED TO THE
ONAL ARCHIVES OF THE UNITED STATES. DESTROY 6 YEARS AFTER CUTOFF. *
UTH: (GRS 16, Item 2a(2) ) (5015/R3a(3) ) -

b. Routine communications

CUT OFF ATT YEAR. DESTROY 2 YEARS AFTER CUTOFF.
: (GRS 16, Item 2b) (5015/R3b)
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4. SYSTEM NOTICES (see NOTE 1*). Reports, work papers, correspondence, and forms used
document announcement of proposed records schedules and changes to existing ones, 1n the Federal
Register.

CUT OFF AT END OF CALENDAR YEAR IN WHICH NOTICE IS PUBLISHED IN T
FEDERAL REGISTER. DESTROY 1 YEAR AFTER CUTOFF.
AUTH: (GRS 16, Item 13a) (5015/R4)

NOTE: 1* For disposition on systems notices covering Privacy Act records, please see Schedule 5020.

S. FILE PLANS

NOTE: 2 *The file plan file folder should be the first one in the first drawer of the first cabjiet (maintained in any DFAS
office).

DESTROY WHEN SUPERSEDED OR OBSOLETE.
AUTH: (N1-507-93-2, Item 137) (5015/R5)

6. REPORTS CONTROL FILES. Case files mamntaineg/for each agency report created or
proposed, mcluding public use reports. Included are clearangf forms, including SF 83; copies of pertinent
forms or descriptions of format, copies of authorizing diregfives; preparation instructions, and documents
relating to the evaluation, continuation, revision, and diggontinuance of reporting requirements (maintained
i DFAS reports control offices).

CUT OFF WHEN REPORT IS DISCONTINYED. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (GRS 16, Item 6) (5015/R6)

7. INFORMATION COLLECTION BUDGET FILES Reports required by the Office of
Management and Budget under the Pap€rwork Reduction Act about the number of hours the public spends
fulfilling agency reporting requiremgfits. Included are associated feeder reports, report exhibats,
correspondence, directives, and sg#fistical compilations (mamtained in DFAS reports control offices).

CUT OFF AT END OF FISCAL YEAR. DESTROY 7 YEARS AFTER CUTOFF.
AUTH: (GRS 16, Item 127 (3015/R7)

NOTE: 1* The DFAS should maintain completed SF 258s as a permanent part of operating records held onsite.
e SF 258 should be a copy of the governing SF 115 (or an extract thereof) and any SF 135s which

requests for and transmuttals of publications, photographs, and other information literature.

T OFF AT END OF QUARTER; DESTROY 3 MONTHS AFTER CUTOFF.
AUTH: (GRS 14, Item 1) (S015/R8)
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9. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items 1n this schedule. Also includes electronic

copies of records created on electronic mail and word processing systems that are mamntained for updating,
revision or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy 1s made.
Includes copies mamtained by individuals 1n personal files, personal electronic mail directones, or other
personal directonies on hard disk or network drives, and copies on shared network drives that are used only
to produce the recordkeeping copy

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: (PENDING)

b. Coptes used for dissemination, revision, or updating that are maintained 1n addition to the
recordkeeping copy

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDIN G)
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SCHEDULE 5020,
PRIVACY ACT AND
FREEDOM OF INFORMATION ACT RECORDS.

This schedule governs disposition of records accumulated in support of the Privacy Act (PA) and Freedom
of Information Act (FOIA) programs (maintained in DFAS FOIA or PA offices, except as indicated).

1. PRIVACY ACT GENERAL ADMINISTRATIVE FILES.
a. Approved Privacy Act Systems Notices.

CUT OFF WHEN NOTICE IS DISCONTINUED. DESTROY 2 YEARS AFTER THE CLOSE OF
THE CY IN WHICH NOTICE IS DISCONTINUED.
AUTH: (GRS 14, Item 26) (5020/R1a)

b. Records relating to the general Agency implementation of the Priva
routine correspondence and related records.

Zy Act, including

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFJER CUTOFF.
AUTH: (GRS 14, Item 26) (5020/R1b)

2. PRIVACY ACT REQUESTS FILES. files created in responsg'to requests from individuals to gain
access to their records or to any information in the records pertainjdg to them, as provided for under 5
U.S.C. 552a(d)(1). Files contain original request, copy of replyAhereto, and all related supporting
documents, which may include a copy of the records requesgéd.

a. Correspondence and supporting doci
records requested if filed herein).

fients (EXCLUDING the official file copy of the

(§)] Granting access to gH the requested records.

CUT OFF AT END OF CY IN WHICIYREQUEST IS GRANTED. DESTROY 2 YEARS AFTER
CUTOFF.
AUTH: (GRS 14, Item 21a(1) ) (5020/R2a(1) )

2 Reggonding to requests for nonexistent records; to requesters who provide
inadequate descriptions; ang/to those who fail to pay agency reproduction fees.

@ Requests not appealed.
CUT OFF AT

CUTOFF.
AUTH: (

ND OF CY IN WHICH RESPONSE 1S MADE. DESTROY 2 YEARS AFTER

RS 14, Item 21a(2)(a) ) (5020/R2a(2)(a) )

(b) Requests appealed.

STROY AS AUTHORIZED UNDER ITEM 3c.

42
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10. FOIA CONTROL FILES. Files maintained for control purposes in responding to requests,
including registers and similar records listing date, nature, and purpose of request and name and address
requester.

a. Registers or listing.

DESTROY 6 YEARS AFTER DATE OF LAST ENTRY.
AUTH: (GRS 14, Item 13a) (5020/R10a)

b. Other files.

DESTROY 6 YEARS AFTER FINAL ACTION BY THE AGENCY OR AFTER FINAL
ADJUDICATION BY COURTS, WHICHEVER IS LATER
AUTH: (GRS 14, Item 13b) (5020/R10b)

11. FOIA REPORTS FILES. [See note after S item.] Recurring reports and one-time information
requirements relating to the agency implementatigiof the Freedom of Information Act, EXCLUDING
annual reports to the Congress at the departmeafal or agency level.

CUT OFF AT END OF CALEND EAR. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (GRS 14, Item 14) (5020,

ARCHIVES IN 5-YEAR BLOCKS WHEN MOST RECENT RECORDS ARE 20 YEARS OLD.
: (N1-507-93-2, Item 138) (5020/R12)

13. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies
of records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
reviston or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained tn addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)
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SCHEDULE 5025, PUBLICATIONS AND FORMS.

This schedule governs disposition of records pertaining to the creation, production, and distribution of
forms and publications.

1. RECORD SET -- PUBLICATIONS. The record set of each publication, regulation, manual,
pamphlet, visual aid, etc., to include backup documenting the approval process, such as coordination,
pertinent federal laws, studies, and similar records (maintained in DFAS publications management office).

a. DoD-Level (Mission-Related) Issuances for which DFAS is the POC.

PERMANENT. CUT OFF WHEN PUBLICATION IS RESCINDED, SUPERS D, OR
OBSOLETE. PLACE IN AN INACTIVE FILE WHICH IS CUT OFF ANNUALLY ON
DECEMBER 31. TRANSFER TO NATIONAL ARCHIVES IN 5-YEAR BLOCKS WHEN MOST
RECENT RECORDS ARE 20 YEARS OLD.
AUTH: (N1-507-93-2, Item 144) (5025/R1a)

b. DFAS HQ/Agencywide Coverage (Mission-Re

PERMANENT. CUT OFF WHEN PUBLICATION IS RESCINDED, SUPERSEDED, OR
OBSOLETE. PLACE IN AN INACTIVE FILE WHHACH IS CUT OFF ANNUALLY ON
DECEMBER 31. TRANSFER TO NATIONAL ARCHIVES IN 5-YEAR BLOCKS WHEN MOST
RECENT RECORDS ARE 20 YEARS OLD,
AUTH: (N1-507-93-2, Item 144) (5025/R1

c. Individual DFAS Fjefd Organization Coverage (Mission-Related)

PERMANENT. CUT OFF
OBSOLETE. PLACEIN

EN PUBLICATION IS RESCINDED, SUPERSEDED, OR
INACTIVE FILE WHICH IS CUT OFF ANNUALLY ON
DECEMBER31. T SFER TO NATIONAL ARCHIVES IN 5-YEAR BLOCKS WHEN MOST
RECENT RECO ARE 20 YEARS OLD.

AUTH: (N1-507493-2, Item 144) (5025/R1¢)

Case files related to 1.a. through 1.c., above.

CUYOFF AND TRANSFER WITH THE ISSUANCE TO WHICH THE INDIVIDUAL FILE
_PERTAINS.

e. Case files related to DFAS coordination on higher level non-mission-related issuances
1-7(_ 2. (i.e. DoD Directives, DoD Instructions, DoD Regulations and Manuals, OSD Administrative Instructions).

CUT OFF AT CLOSE OF FISCAL YEAR IN WHICH APPLICABLE PUBLICATION IS
PUBLISHED. DESTROY 4 YEARS AFTER CUTOFF.

AUTH: RENDING)

f. Administrative Issuances, Notices and other types of i issuances related-ter
admunistrative functions (any DFAS Organization). — A ARA O ﬂ’quu noT ne oJe Jl

DESTROY WHEN SUPERSEDED OR 655 becavse s Ggs Mtem.

“R. Noble 6-17-03
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2. RECORD SET -- FORMS. Record copy of each form to include request for a new or redesigned
form, all justifications and approvals, all supporting documents and correspondence copies of old forms,
when applicable, and drawings, sketches, or designs (maintained in Forms management offices).

CUT OFF WHEN FORM IS DISCONTINUED, SUPERSEDED, OR CANCELLED. DES
YEARS AFTER CUTOFF.
AUTH: (GRS 16, Item 3a) (5025/R2)

3. FORMS MANAGEMENT REPORTS. Documents relating to reports on progreg§ in forms
management; included are reports, work sheets, and correspondence directly related to thefeports.

a. HQ Level.

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 146) (5025/R3a)

b. Field Organization Level

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS A
AUTH: (N1-507-93-2, Item 147) (5025/R3b)

4, FORMS NUMBER REGISTERS. Documents used tg
form numbers, consisting of an entry in the register.

record and control the assignment of

CUT OFF WHEN ALL FORMS ENTERED ON THE
OBSOLETE. DESTROY UPON CUTOFF.
AUTH: (GRS 16, Item 3b) (5025/R4)

PAGE ARE DISCONTINUED OR

S. ACCOUNTABLE FORMS RECEIPTYAND ISSUES. Documents reflecting the receipt or
issue of accountable blank forms; included are péceipt forms, listings, and registers.

CUT OFF AT END OF CALENDAR YEX
AUTH: (N1-507-93-2, Item 148) (5025/R

AUTH: (N1-507-93-2, Item ¥49) (5025/R6)

7. GENERAL
copy and is maintained

FERENCE AND PUBLICATIONS. Any publication which is not the record
Aor reference purposes.

CUT OFF WHE
UPON CUTOFJ.
AUTH: (N1-587-93-2, Item 145) (8025/R7)

PUBLICATION BECOMES SUPERSEDED OR OBSOLETE. DESTROY
8.

PSTROY UPON CUTOFF.
TH: (GRS 16, Item 3b) (5025/R8)
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9. FORMS AND PUBLICATIONS PRINTING FILES. Documents relating to printing of forms
and publications to include requisition, invoice, specifications, and related papers (maintained in form
publications management offices).

CUT OFF AT END OF FISCAL YEAR IN WHICH REQUISITION IS FILLED
CANCELLED. DESTROY 3 YEARS AFTER CUTOFF.
AUTH: (GRS 3, Item 6a) (5025/R9) -

10. REQUISITION, STOCKING, AND DISTRIBUTIO
Distribution Office)

LES (maintained in Publications

a. Publications requirements and disftribution.

CUT OFF AT END OF FISCAL Y IN WHICH REQUEST IS FILLED. DESTROY 1 YEAR
AFTER CUTOFF.

AUTH: (GRS 13, Item 3)
Tms requirements and distribution.

WHEN RELATED FORM IS DISCONTINUED, SUPERSEDED, OR CANCELLED.
: (GRS 16, Item 3b) (5025/R10b)

11. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.
AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)
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SCHEDULE 5040,
AUDIOVISUAL INFORMATION AND GRAPHICS.

This schedule governs disposition of all forms of records created by DFAS Audiovisual Information and
Graphics programs to include exhibits, visual information productions, graphic presentations, photography,
and similar records.

L PRODUCTION FILES. Project files that document origin, development, acquisitigns
ownership of audiovisual production projects; includes scripts, cue sheets, productionseports, production
contracts, and similar records documenting production of a prOJect (DFA  audiovisual information and

graphics office).
a. Non-mission
CUT OFF ON COMPLEFION F THE PRODUCTION. DISPOSE OF ACCORDING TO THE

INSTRUCTIONSTCOVERING THE RELATED AV RECORDS.
(GRS 21, Item 28) (5040/R1a)

b. Mission - —
" Wthdvawn
PERMANENT. CUT OFF ON COMPLETION OF THE PRONUCHON. TRANSFERTO  po, " oy
QCKS-WHE] EWESTRECORDINBLOCKISZO f7/o3
nh ba{—w@u
V. Fevran « R. N’obﬁe/

2. FINDING AIDS. Aids such as data sheets, shot lists, catalogs, indexes, review sheets,
captions, and other textual documentation necessary for the proper identification, retrieval, opus
audiovisual information records.

CUT OFF WHEN SUPERSEDED OR OBSOLETE. DESTROY ACCORBP1!
INSTRUCTIONS COVERING THE RELATED RECORDS.
AUTH: (GRS 21, Item 29) (5040/R2)

3. REQUESTS FOR AUDIOVISUAL SERVICES
products or service.

Requisitions or other requests for audiovisual

CUT OFF AT END OF CALENDAR YEAR?” DESTROY 1 YEAR AFTER CUTOFF.

AUTH: (N1-507-93-2, Item 151) (S040/R3

4, STILL PHOTOGRA
a. Nop~fhission. Still photography that does not reflect the mission of DFAS, such as
photographs of redtine award ceremonies, social events, or similar activities.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 1 YEAR AFTER CUTOFF.
AMTH: (GRS 21, Item 1) (5040/Rda)

5040 -pg 1
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b Mission Still photography that pertains to DFAS mussion, icludes official portraits/6f
senior agency officials, agency publications, exhibitions, or other media productions; documenta
photographs shot for fact-finding purposes; or slides that depict the mission of DFAS (See NO

PERMANENT. CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO NAYIONAL
ARCHIVES IN 5-YEAR BLOCKS WHEN NEWEST RECORD IN BLOCK IS
AUTH: (N1-507-93-2, Item 152) (5040/R4b)

NOTE: * Record Sets; Black and white photographs — original negative and a captioned grint.; Color photographs —
original color transparency or color negative, and a captioned print.; Slide sgt§ — original and a reference set and
the related audio recording and script if one exists.

5 BRIEFING AIDS. Overhead transparencies, or other befefing aids, used 1n training, briefings,
public affairs presentations, etc.

CUT OFF AT END OF CALENDAR YEAR. DES
AUTH: (GRS 21, Item 5) (5040/R5)

OY 1 YEAR AFTER CUTOFF.

6. ARTWORK Artwork used for handbulls, flyers, posters, letterhead, and other graphics

CUT OFF UPON FINAL PUBLICAPION OF PRODUCT. DESTROY 1 YEAR AFTER CUTOFF
AUTH: (GRS 21, Item 6) (5040/R

7. PHOTO-MEC CAL REPRODUCTION. Lines and half-tone negatives, screened paper
prmnts and offset hthographC plates used for photo-mechanical reproduction.

CUT OFF WHEN XO LONGER NEEDED FOR PUBLICATION OR REPRINT. DESTROY AT
CUTOFF
AUTH: (GR&21, Item 7) (5040/R7)

LINE COPIES. Line copies of graphs and charts

T OFF UPON FINAL PRODUCTION. DESTROY 1 YEAR AFTER CUTOFF.
AUTH: (GRS 21, Item 8) (5040/R8)

4%

9. POSTERS. Mission-related posters and non-mussion-related posters (including related production
records) held by the DFAS Audiovisual Information and Graphics Office and distributed locally,
agencywide, or to the publc.

a Non-mission:
CUT OFF ON COMPLETION OF THE PRODUCTION. DESTROY 1 YEAR AFTER
OCCURRENCE OF EVENT OR COMPLETION OF PROGRAM BEING DOCUMENTED.
AUTH: (N1-507-93-2, Item 153)

* + ¥ T

b. Maission’
PERMANENT. CUT OFF ON COMPLETION OF THE
NATIONAL ARCHIVES IN 5-YEAR B
YEARS OLD.

Rule 95
ON. TRANSFERTO ~ .
EN NEWEST RECORD IN BLOCK 1520+ Withdwawy

1/3i1/03
" fr. Noble),

10. TRAINING PROGRAMS. Productions and programs to include any type of film, shde
or audio media used for training personnel

CUT OFF WHEN NO LO SED FOR TRAINING PURPOSES. DESTROY 1 YEAR
UTH: (GRS 21, Items 14 and 17) (5040/R10)
5040 - pg 2
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11. AUDIO-VISUAL PRODUCTIONS. Motion-picture photography, videotapes, and audio
recordings which reflect functions performed within DFAS; includes mission and non-mission briefings
/L7 and sumlar products *
a. Non-mussion: »
CUT OFF ON COMPLETION OF THE PRODUCTION. DESTROY 1 YEAR AFTER *
OCCURRENCE OF EVENT OR COMPLETION OF PROGRAM BEING DOCUMENTED. -

AUTH: (PENDING) *

b. Mission

OF THE PRODUCTION. TRANSFER TO *

12. DIGITAL MEDIA

Rule !
a. Non-mission. Includes video and web products that do not reflect the-fiiission of DFAS.” w1 Hdra Uh,
CUT OFF AT END OF CALENDAR YEAR. DESTROY 1 YEARAFTER CUTOFF. P %V‘ ot
AUTH: (PENDING) ' paxty
phose call
b. Mission. Includes yude prints and web products, briefings by senior level agency d
officials, or other presentaionsthat depict the mission of DFAS. « Yo @N&M&
PERMA . CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO NATIONAL * ﬂ?’/ 23/0: z

ARCHIVES IN S5-YEAR BLOCKS WHEN NEWEST RECORD IN BLOCK IS 20 YEARS OLD. *
AUTH: (PENDING) *

13. RECORDINGS OF MEETINGS. Recordings of meetings made exclusively for notetakin
transcription

CUT OFF WHEN TRANSCRIPTION IS COMPLETE. DESTROY
CUTOFF OR ERASE FOR RE-USE.
AUTH: (GRS 21, Item 22) (5S040/R13)

IATELY AFTER

14. PRE-MIX SOUND ELE Created during the course of a motion picture, television, or
radio production.

N PURPOSE HAS BEEN SERVED. DESTROY AT CUTOFF.
: (GRS 21, Item 24) (5040/R14)

5040 -pg 3
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15. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items 1n this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemnation,

a. Copies that have no further administrative value after the recordkeeping copy 1s made
Includes copies mamtained by individuals 1n personal files, personal electronic mail directories, or other
personal directories on hard disk or network drives, and copies on shared network drives that are used only
to produce the recordkeeping copy.

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: (FENDING)

b. Copies used for dissemination, revision, or updating that are maintained 1n addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)

5040 —pg 4 5©
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SCHEDULE 5210,
SECURITY AND PROTECTIVE SERVICES RECORDS.

This schedule governs disposition of records pertaining to all forms of security to include information, and
personnel security (maintained in DFAS security offices, except as noted).

1. DOCUMENT RECEIPT FILES. Records documenting the receipt and issuance of classified
documents (maintained in any DFAS office).

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (GRS 18, Item 2) (§210/R1)

2. DESTRUCTION CERTIFICATES FILES. Certificates relating to the destructién of classified
documents (maintained in any DFAS office).

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUOTOFF.
AUTH: (GRS 18, Item 3) (5§020/R2)

3. CLASSIFIED DOCUMENT INVENTORY FILES. Forms, ledgers, or registers used to show
identity, internal routing, and final disposition made of classified documerts EXCLLUDING Top Secret
documents (maintained in any DFAS office).

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 S AFTER CUTOFF.
AUTH: (GRS 18, Item 4) (§020/R3)

4, TOP SECRET CONTROL REGISTERS. Regfsters maintained at control points to indicate
accountability over Top Secret documents, reflecting the receipt, dispatch, or destruction of the documents
(maintained in any DFAS office).

CUT OFF WHEN CONTROLLED DO NTS ARE DOWNGRADED, TRANSFERRED, OR
DESTROYED. DESTROY 5 YEARS R CUTOFF.
AUTH: (GRS 18, Item 5a) (5020/R4)

AUTH: (GRS 18, Itep 5b) (5020/RS)

6. ACCESS REQUEST FILES
Requests and authorizations for individuals to have access to classified files.
CuT AT END OF CALENDAR YEAR AUTHORIZATION EXPIRES. DESTROY 2 YEARS

R CUTOFF.
AYTH: (GRS 18, Item 6) (5210/R6a)

Reports of mvestlgatlons for sultablhty and/or security determmatmn for position Rl e € %

withdrawmn.

6~17-073%
{R. Noble)
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7. CLASSIFIED DOCUMENT CONTAINER FILES. Forms or lists used to record safe and
padlock combinations, names of individuals knowing combinations, and comparable data used to control
access into classified document containers.

CUT OFF INDIVIDUAL DOCUMENTS WHEN SUPERSEDED OR OBSOLETE. DESTRQ
UPON CUTOFF.
AUTH: (GRS 18, Item 7a) (5210/R7)

8. INSPECTION AND SURVEY FILES. Reports of inspections or surveys of Go#Zernment-owned
facilities conducted to ensure adequacy of protective and preventive measures taken agaigst hazards of fire,
explosion, and accidents, and to safeguard information and facilities against sabotage gdd unauthorized

entry.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 3 YEARS AFTE
AUTH: (GRS 18, Item 9) (5210/R8)

X CUTOFF.

9. INVESTIGATIVE FILES. Investigative files accumulating fro
explosions, and accidents.

i investigations of fires,

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 Y
AUTH: (GRS 18, Item 11) (5210/R9)

ARS AFTER CUTOFF.

10. PROPERTY PASS FILES. Property pass files, autiforizing removal of property or materials
(maintained 1n any DFAS office).

CUT OFF AND DESTROY INDIVIDUAL DOC
AFTER EXPIRATION OR REVOCATION.
AUTH: (GRS 18, Item 12) (5210/R10)

ENTS WITHIN THE FILE 3 MONTHS

11. GUARD ASSIGNMENT LEDGER
strength.

RECORDS. Ledgers relating to guard assignments and

CUT OFF AT END OF CALENDAR

A . DESTROY 3 YEARS AFTER CUTOFF.
AUTH: (GRS 18, Item 13a) (5210/R1Y

12. GUARD POST ASSIG
papers relating to post assignmen

MIENT FILES. Requests, analyses, reports, change notices, and other
S and strength requirements.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (GRS 18, Item 13}) (5210/R12)

13. KEY CONTROL

a.
security.

Waximum security. Files relating to accountability for keys for areas under maximum

PON TURN-IN OF KEY. DESTROY 3 YEARS AFTER CUTOFF.
RS 18, Item 16a) (5210/R13a)

Other. Files relating to accountability for keys for areas under less than maximum

ZUT OFF UPON TURN-IN OF KEY. DESTROY 6 MONTHS AFTER CUTOFF.
AUTH: (GRS 18, Item 16b) (5210/R13b)
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14. VISITOR CONTROL FILES. Registers or logs used to record names of outside contractors,
service personnel, visitors, employees admitted to areas, and reports on automobiles and passengers.

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (GRS 18, Item 17b) (5210/R14)

15. FACILITY CHECK FILES. Reports of routine after-hours security checks which do not reflect
security violations.

CUT OFF AT END OF MONTH. DESTROY 1 MONTH AFTER CUTOFF.
AUTH: (GRS 18, Item 18b) (5210/R15)

16. SECURITY VIOLATIONS

a. Higher Echelon Investigations. Case files of investigatiogs of alleged security
violations which are referred to the Department of Justice or Defense for infestigation and/or prosecution.

CUT OFF WHEN CASE IS CLOSED. DESTROY 5 YEARS AFTER CUTOFF.
AUTH: (GRS 18, Item 24a) (5210/R16a)

b. Local Investigations. Case files of investigatjéns of alleged security violations which
remain within DFAS channels for investigation and/or prosecyfion.

CUT OFF WHEN CASE IS CLOSED. DESTROY 2 YEARS AFTER CUTOFF.
AUTH: (GRS 18, Item 24b) (5210/R16b)

17. SECURITY CLEARANCE CASE FILES. Case files documenting the processing of security
clearance investigations on Federal employees, pofential Federal employees, and contractors to include
questionnaires, summaries of reports prepared by the investigating agency, and other records reflecting the
processing of the investigation and status of tht clearance.

AUTH: (GRS 18, Itp 22b) (5210/R18)

19. NONDISCLOSURE AGREEMENT FILES. Copies of agreements (such as SF 312, Classified
Information Nofidisclosure Agreement) signed by employees with access to information which is classified
or classifiablg

If maintained separately from the individual’s official personnel folder.
CUT/OFF AT END OF CALENDAR YEAR IN WHICH STATEMENT EXPIRES. DESTROY 70

YEARS AFTER CUTOFF.
UTH: (GRS 18, Item 25a) (5210/R192)

5210 -pg 3 5 ES



b. If maintained in the individual’s official personnel folder.

APPLY THE DISPOSITION FOR THE OFFICIAL PERSONNEL FOLDER.
AUTH: (GRS 25b) (5210/R19b)

20. ORIGINAL CLASSIFICATION AUTHORITY. Master listing by title and prganization of
officials designated to exercise this authority.

CUT OFF ON SUPERSESSION OF INDIVIDUAL DOCUMENTS WI
UPON CUTOFF.
AUTH: (N1-507-93-2, Item 155) (5210/R20)

FILE. DESTROY

21, DELETIONS FROM ORIGINAL CLASSIFICATI
officials from the master listing.

AUTHORITY. Requests to delete

CUT OFF WHEN ACTION IS COMPLETE. DESTROY 1 YEAR AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 156) (5210/R21)

22. CLASSIFICATION EVALUA'
review.

N. Challenges to classification and requests for mandatory

CUT OFF AT END OF CALENDAR YEAR IN WHICH REVIEW IS COMPLETED. DESTROY 1
YEAR AFTER CUTOFF.
AUTH: (N1-507-93-2, Itefh 157) (5210/R22)

23, ACCESS £0ONTROL RECORDS. Forms used to certify access to classified information or
restricted areas sfich as access lists, authority to open or close alarmed areas, and similar types of records.

INDIVIDUAL DOCUMENTS WITHIN THE FILE WHEN SUPERSEDED OR
ETE.
: (N1-507-93-2, Item 158) (5210/R23)

24, ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies
of records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: PENDING)
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SCHEDULE 5300,
MAIL ACCEPTANCE, MOVEMENT, AND DELIVERY.

This schedule governs disposition of records pertaining to postal operations, mail management, and
accountability

1. ACCOUNTABILITY RECORDS. PS 3800, Receipt for Certified Mail; PS 3806, Receipt for
Registered Mail; PS 3849A, Delivery Notice or Receipt; PS 3849B, Delivery Reminder or Receipt; PS
3850, Record of Delivery; Registered, Numbered Insured, Certified and COD Mail; PS 3854, Manifo)d
Registry Dispatch Book; PS 3877, Firm Mailing Book for Registered, Insured, COD, Certified, ang
Express Mail; PS 3883, Firm Delivery Book - Registered, Certified and Numbered Insured Mail, DD 1384,
Transportation Control and Movement Document (maintained in DFAS mail centers).

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF.
AUTH: (GRS 12, Item 5a) (5300/R1)

2. MAIL MANAGEMENT ADMINISTRATIVE RECORDS. Copies ofmail contracts, invoices,
working papers, program management records, and all other records governing ghe administration of mail
management (maintained in DFAS mail centers).

CUT OFF CONTRACTS UPON EXPIRATION AND ALL OTHEER
DESTROY 1 YEAR AFTER CUTOFF.
AUTH: (GRS 12, Item 6g) (5300/R2)

AT END OF FISCAL YEAR.

3. OFFICIAL MAIL FINANCIAL RECORDS--SUPFPORT DOCUMENTS. Standard Forms
1034, Receipts; and other documentary transactions betweeyDFAS and the US Postal Service (maintained
in DFAS official mail offices).

CUT OFF AT END OF FISCAL YEAR. DESTR
AUTH: (GRS 6, Item 1a) (5300/R3)

7

Y 6 YEARS, 3 MONTHS AFTER CUTOFF.

4, OFFICIAL MAIL FINANCIAL BECORDS--ACCOUNTS RECONCILIATIONS. Monthly
postal accounts reconciliations required by ®oD Financial Management Regulation, Volume 10, Chapter
16 (maintained in DFAS official mail offiCes).

CUT OFF AT END OF FISCAL YEAR. DESTROY 1 YEAR AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 115Y(5300/R4)

GE METER LICENSES. PS Form 3601-A, License to Use Postage Meters
Sffice using official postage meters).

5. OFFICIAL POST
(maintained in any DFAS

CUT OFF UPON RELOCATION OR TERMINATION OF POSTAGE METER OPERATION.

'OFF AT END OF FISCAL YEAR IN WHICH REPORT IS COMPLETED. DESTROY 2
XARS AFTER CUTOFF.
AUTH: (N1-507-93-2, Item 117) (3300/R6)
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20. POSTAL BULLETINS. Self-explanatory (maintained in postal activities).

CUT OFF UPON INCLUSION IN A USPS PUBLICATION. DESTROY AT CUTOFF.
AUTH: (N1-507-93-2, Item 131) (§300/R20)

21. DISTRIBUTION AND LOCATION LISTINGS. Mail distribution schem
and related records (maintained in postal activities).

PO location lists,

CUT OFF UPON REVISION OR INACTIVATION OF USING AC
CUTOFF.
AUTH: (N1-507-93-2, Item 132) (5300/R21)

ITY. DESTROY AT

22, INVENTORIES OF POSTAL SUPPLIES
Record; PS 1590, Supplies and Equipment Receipt

USPS EQUIPMENT. PS 1586, Supply
aintained in postal activities).

CUT OFF UPON SUPERSESSION. D ROY AT CUTOFF.
AUTH: (N1-507-93-2, Item 133) (5300/R22

FF WHEN REQUISITION IS FILLED. DESTROY AT CUTOFF.
¢ (N1-507-93-2, Item 134) (5300/R23)

24, ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: (PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)
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SCHEDULE 5400,
PUBLIC AFFAIRS.

Thus schedule governs disposition of records pertaining to public information and community relations
programs designed to inform and motivate DFAS personnel, maintain liaison with public news media,
promote public understanding of DFAS activities, and develop and maintain cooperation between DFAS

and the community.

1. PUBLIC AFFAIRS RELEASES

a. DFAS-Arlington. All original releases to news media made by DFAS-Arlingtod Public
Affairs office.

ARCHIVES IN 5-YEAR BLOCKS WHEN LATEST RECORD IS 20 YEARS O
AUTH: (N1-507-93-2, Item 161) (5400/R1)

b. DFAS Field Organizations. Releases to news media includi#g statistical reports, data
sheets, news releases, speeches, scripts, briefings, answers to queries, and s1 Alar records which are
determined by the Organization Public Affairs Officer to have lasting signiicance to the Organization’s
MmissIon.

PERMANENT. CUT OFF AT END OF CALENDAR YEAR. /TRANSFER TO NATIONAL
ARCHIVES IN 5-YEAR BLOCKS WHEN LATEST RECORD IS 20 YEARS OLD.
AUTH: (N1-507-93-2, Item 160) (5400/R1b)

c. DFAS Field Organizations (Tempopdry). Releases to news media including statistical
reports, data sheets, news releases, speeches, scripts, pfiefings, answers to queries, and similar records
which are determined by the Public Affairs OfficepAo be routine or to have no lasting significance to the
Organization’s mission.

2. PUBLIC RELATIONS PILES. Speeches, addresses, or remarks made by DFAS agency heads
or other high-ranking DFAS offjéials at formal ceremonies or community functions (maintained at DFAS
Field Organizations Public Affai

ACTH: (N1-507-93-2, Item 163) (5400/R3)
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EMPLOYEE SEPARATES
AUTH:N17507-93-2, Item 164) (5400/R4

5. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies
of records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

5 b. Copies used for dissemination, revision, or updating that are maintained in addition to the
g; recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
‘ AUTH: PENDING)
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SCHEDULE 5500,
LEGAL ADMINISTRATION RECORDS.

This schedule governs disposition of records accumulated in carrying out the legal administration program
(maintained in DFAS legal offices).

1. LEGAL OPINIONS

a. Precedent-setting. The record copy of a legal opinion which establishes policy or
precedent.

PERMANENT. CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO NATI
ARCHIVES IN 5-YEAR BLOCKS WHEN LATEST DOCUMENT IS 20 YEARS O
AUTH: (N1-507-93-2, Item 165) (§500/R1a)

b. Nonprecedent-setting. A legal opinion based on a previously s¢¥precedent; interprets but
does not establish policy or precedent.

CUT OFF AT END OF CALENDAR YEAR IN WHICH SUPERSEDED OR OBSOLETE.
DESTROY UPON CUTOFF.
AUTH: (N1-507-93-2, Item 166) (5500/1b)

2. LEGISLATIVE AND CONGRESSIONAL LIAIS
legislation, executive orders, proclamations, and to liaison wy
appropriation matters. Includes supporting memoranda a
legislative matters.

RECORDS. Records pertaining to
Congress, excluding budgetary and
comments reflecting DFAS position on

CUT OFF AT END OF CALENDAR YEARI
DESTROY UPON CUTOFF.
AUTH: (N1-507-93-2, Item 167) (5500/R2

HICH SUPERSEDED OR OBSOLETE.

3. LITIGATION RECORDS. Records accumulated incident to litigation arising out of tax disputes
or other actions; legal actions involvjfg DFAS, its personnel or contractors; administrative proceedings,
investigative reports, and legal proéessing affecting accomplishment of the DFAS mission.

CUT OFF AT END OF CAXENDAR YEAR IN WHICH CASE CLOSED. DESTROY 2 YEARS
AFTER CUTOFF.
AUTH: (N1-507-93-2Atem 168) (5500/R3)

4. FINAN DISCLOSURE REPORTS. Records pertaining to financial disclosure reports
such as SF 278 AOD Form 1555, SF 450, etc.

CUT OFP/ON DATE OF FILING. DESTROY 6 YEARS AFTER DATE OF FILING. (NOTE#®)
AUTH;/(GRS 1, Item 24b) (5500/R4)

TE: Documents needed in an ongoing investigation will be retained until no longer needed in the investigation.)
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S. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items in this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maintained for updating,
revision or dissemination.

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in
addition to the recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: BRENDING)
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SCHEDULE 5545,
CONGRESSIONAL INQUIRIES.

This schedule governs disposition of records accumulated during correspondence with members of

Congress
1 NONROUTINE CONGRESSIONAL INQUIRIES. Nonroutine inquiries and repl ating to
or mvolving DFAS policies, procedures, plans, classified information, and other matte Importance,

ons, production facilities,
Rule lag NARA aamzmvm [ not hed«%
for propesed d@cvease in tranifer pavi)
“Arlington) % /\Mﬁﬂ a %u, shoeat ¢f hanrfe,
Perivd fp V@ 5 eente V’"ﬂl\/

PERMANENT. CUT OFF AT F CALENDAR YEAR. TRANSFER TO APPROPRIATE oble
REGIONAL RECORDS TCE FACILITY (OR WASHINGTON NATIONAL RECORDS 2/5 los
CENTER) 1 YE. TER THE CLOSE OF A NUMBERED CONGRESS). TRANSFER TO
NATIOQ ARCHIVES IN 5-YEAR BLOCKS WHEN LATEST RECORD IS 20 YEARS OLD.

. (N1-507-93-2, Item 170) (5545/R1)

such as changes 1n status or location of DFAS organizations, activities or nst;
major procurement or allied matters.

a. Hard copy (to be maintained in D

b. Non-Textual copy ) Ruﬂe f %

55Y OR ON A Wi th dvawn
1131/03
“R. Noble

Freld Orzamzatzon Congresszonal Liaison Office).

T OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.

AUTH: (N1-507-93-2, Item 171) (5545/R2)

57

3. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of
records that are created on electronic mail and word processing systems and used solely to generate a
recordkeeping copy of the records covered by the other items 1n this schedule. Also includes electronic
copies of records created on electronic mail and word processing systems that are maimntamed for updating,
revision or dissemination.

a. Copies that have no further adminustrative value after the recordkeeping copy 1s made
Includes copies maintamed by individuals i personal files, personal electronic mail directories, or other
personal directories on hard disk or network drives, and copies on shared network drives that are used only
to produce the recordkeeping copy.

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.
AUTH: (PENDING)

5545 -pg1 gﬂ
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b. Copies used for dissemnation, revision, or updating that are maintained 1n addition to the
recordkeeping copy

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: (PENDING)

c. Copies mamtamed for dealing with updating of case work and eneratmmguiries, but not
mamtained as record copies. e ]

'7 SE/DELETE 2 YEARS AFTER CUTOFF.
RU@@ 3@. wf-ﬂ’nwd'vaWM .
- R. Noble  £-17-0%

CUT OFF AT END OFC A

5545 -pg 2 A
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SCHEDULE 6055,
SAFETY PROGRAM ADMINISTRATION* ¥

This schedule governs disposition of records created or used by the DFAS Safety Program to mclude
safety and accident prevention (mamntained in DFAS-Arlington and DFAS Field Organizations).

SCHEDULE NOT APPROVED PENDING RESOLUTION OF RETENTION ISSUES.

1. SAFETY PROGRAM PLANNING AND ANNUAL REPORTS Records pertaining to planning the
DFAS Safety Program, including safety and health goals and objectives, measures, performance measurement, and
reports.

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF.
AUTH: 29 CFR 1960 73)(PENDIN G)

2. SAFETY AND OCCUPATIONAL HEALTH AUDITS, SURVEYS, AND INSPECTIONS Final
reports and supporting correspondence relating to findings and recommendations by safety and health professionals,
additional duty safety personnel, safety monitors, supervisors and contractors.

CUT OFF AT END OF FY TO WHICH RECORDS RELATE AND MAINTAIN ONSITE. DESTROY 5
YEARS AFTER CUTOFF
AUTH: (29 CFR 196073) (PENDING)

3. ACCIDENT RECORDS AND SUPPLEMENTARY INFORMATION. Reports and other records
providing notification and prelimmary information about accidents. Included are supervisor reports of mjury and
illness reports, accident logs maintained in the Safety office, extracts from records of employee medical treatment
provided to the Safety office after medical evaluation and treatment for workplace njury or 1illness, and Office of
Workers’ Compensation Program forms and records which serve as supplementary information to the Safety office.
Medical information filed 1n the Employee Medical Folder 1s excluded and falls under medical recordkeeping
requirements

CUT OFF THREE YEARS AFTER THE DATE OF THE REPORT. DESTROY 5 YEARS AFTER
CUTOFF. AUTH: (29 CFR 1960 73 and Exception to GRS 1, Item 31) (P ENDIN G)

NOTE: *Accident information maintained in the Safety Office is different from compensation claims information. Some of the
information is the same; however, the purposes are vastly different and the retention periods are required for SOH under 29

CFR 1960.
4. ACCIDENT INVESTIGATION REPORTS (29 CFR 1960.73) that include documentation under 29
CFR 1960.29.

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF.

&5
63

5. OCCUPATIONAL INJURY/ILLNESS LOG. Log of occupational injurie ses and /V fal RA
supplementary records under 29 CFR 1960 68, “Supplementary Re Cupational Injuries and Illnesses”. owamvaﬂ
CUT OFF AT END OF E T DESTROY 5 YEARS AFTER CUTOFF ot heeded , be cavse
AUTH: 60) (GRS 1, Item 34) . . ‘. Mobi

15 GRS 1hem. ﬂ/dgisg

6. FIRE PREVENTION AND PROTECTION. Related records of mspections and tests.
CUT OFF AT END OF CALENDAR YEAR. DESTROY 5 YEARS AFTER CUTOFF.
AUTH: (DODI 6055 1, 6055 5, 6055 6 & 6055.7) (Proposed revision to N1-507-93-2, Item 173) (PENDIN G)

6055 —pg1
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7. HAZARD REPORTS Hazards reported under this program include environmental, fire, health, and
safety hazards. Hazard reports are logged 1n the safety office

CUT OFF WHEN ABATEMENT IS COMPLETE. DESTROY 5 YEARS AFTER CUTOFF.
AUTH: (29 CFR 1960.26(c )(4)) (P ENDIN G)

NOTE: * Abatement may occur more than 5 years after the fiscal year in which the hazard is identified. Original hazard reporting
and abatement documentation shall be retained on-site for at least 5 years after the hazard(s) is/are abated.

8. HAZARD ABATEMENT Records of plans, status of funding, and efforts to elimmnate hazards as well as
related logs

CUT OFF AT END OF FISCAL YEAR IN WHICH HAZARD IS CORRECTED; MAINTAIN ONSITE
AND DESTROY 5 YEARS AFTER CUTOFF.
AUTH: (29 CFR 1960.73) (PENDIN G)

9. HAZARDOUS MATERIALS. Records of hazardous materials, actions pertaining to management
of hazardous materials, hazardous waste, and hazard communication training.

a. Material Safety Data Sheets (MSDS) and related records. Data may be centrally archived
as the system grows,

CUT OFF WHEN THE HAZARDOUS MATERIAL IS NO LONGER USED OR STORED, OR UPON
TRANSFER TO AN APPROVED HAZARDOUS MATERIAL ACCUMULATION SITE AWAITING
TRANSPORT TO AN APPROVED WASTE MANAGEMENT SITE. DESTROY 50 YEARS FROM THE
DATE OF THE RECORD. (See NOTE * )

AUTH: (DODI 6050.5) (PENDIN G)

NOTE: *Section 103, P.L. 96-510, prescribed that these records would be destroyed 50 years from the date of the document or 50 years
after its enactment on December 11, 1980, whichever is later. If the Administrator of the Environmental Protection Agency
(EPA), the EPA regional administrator, the state or local environmental officials, or the DFAS Site Director require a longer
retention period for the protection of the public health or welfare, submit a request to the Designated Agency Safety and Health
Official for approval of the revised retention period and hold the records in a "pending disposition" status.

b. Hazard Communication Training Records Documentation of hazardous communications
traming of employees storing, transferning, using, and transporting, hazardous materials who may be exposed toror
potentially exposed to hazardous matenals (mamtained by immediate supervisor as long as employee 1s gssigned to
the Agency).

(1) Transferred employees.

TRANSFER TO GAINING AGENCY IN ACCORDANCE WITH INS CTIONS IN 5 CFR Part 293,

SubpartE. N & YOV ha‘? ne

AUTH: PENDING) ARA FE . (?69@0{/
159(‘6& vse ave instvaetgns , ngt

) Separated employees. d} u's‘cyg &4 'iHou\ S, N R %L /e é / 24 / o 3

INCLUDE RECORD OF HAZARD COMMUNICATIONS TRAINING IN EMPLOYEE MEDICAL
FOLDER (SF 66D OR COMP. LE AGENCY FORM). TRANSFER TO NPRC (ST. LOUIS, MO) 30
DAYS AFTER SEPARAT . NPRC WILL DESTROY 75 YEARS AFTER BIRTH DATE OF
EMPLOYEE; 60 AFTER DATE OF THE EARLIEST DOCUMENT IN THE FOLDER, IF THE
DATE OF B CANNOT BE ASCERTAINED; OR 30 YEARS AFTER LATEST SEPARATION,
WHIC IS LATER.

6055 -PG 2
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12. INDUSTRIAL HYGIENE AND OCCUPATIONAL HEALTH RECORDS. Tests, surveys,
evaluations, etc., which ascertain presence or absence, nature, and degree of occupational health hazards (maintamed
in DFAS safety and occupational health offices), health effects and recommendations.

CUT OFF FIVE YEARS AFTER THE FISCAL YEAR TO WHICH THE RECORDS PERTAIN. UPON
CUTOFF, TRANSFER TO RECORDS RETENTION CENTER. DESTROY 40 YEARS AFTER THE
DATE OF THE LATEST RECORD, TEST, SURVEY, EVALUATION. (DoDI 6055.5, Industrial Hygience
and Occupational Health). (PENDIN G)

13. ENVIRONMENTAL RECORDS. Recommendations, plans and supporting data covering pollution
prevention and environmental preservation under the 40 CFR series.

CUT OFF 5 YEARS AFTER CLOSING ACTION. DESTROY 40 YEARS AFTER CLOSE OF FY IN
WHICH CUTOFF OCCURS.
AUTH (PENDING)

14. Employee Medical File (EMF).

a. Long-term medical records as defined in 5 CFR, Part 293, Subpart E.

1) Transferred employees. When an employee transfers to or from another Federalagency, the
EMF must be transferred to the gaining agency at the same time as the employee's OPF, but no

TRANSFER THE EMPLOYEE’S EMF ONLY TO THE DESIGNATED EMF apprva |
HEALTH, OR SAFETY PROFESSIONAL). a
AUTH: GRS 1, Item 21a(1) | not

2) Separated employees.

J
CUT OFF 30 DAYS AFTER SEPARATION AND TRANS k%w.(
DESTROY 75 YEARS AFTER THE BIRTH DATE OF \ ave
DATE OF THE EARLIEST DOCUMENT IN THE \ Gre
DETERMINED, OR 30 YEARS AFTER THE LATEST SEPARATION, WHICHEVER IS LATER
AUTH: GRS 1, Item 21a(2) \ Fbems
b. Temporary or short- i . -R.
N’D MQ
DESTROY 1 YEAR AFTER |
AUTH: GRS 1, Item 21b | 1h3/p3

60 YEARS AFTER RETIREMENT TO THE NARA RECORDS STORAGE FACILITY.
: GRS 1, Item 21c

6055 —pg 3
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NOTE: Electronic master files and data bases created to supplement or replace the records covered by ite -
14 are not authorized for disposal under the GRS. Such files must be scheduled on an SF115,

lpefronic master files and data bases created to supplement or replace the records covered BY
'EM ARE NOT AUTHORIZED FOR DISPOSAL UNDER THE GRS. Such files must be scheduled |

16. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records
that are created on electronic mail and word processing systems and used solely to generate a recordkeeping copy of
the records covered by the other 1items 1n this schedule. Also includes electronic copies of records created on
electronic mail and word processing systems that are maintained for updating, revision, or dissemination.

a. Copies that have no further administrative value after the recordkeeping copy 1s made. Includes
coples mamntained by individuals 1n personal files, personal electronic mail directories, or other personal directories
on hard disk or network drives, and copies on shared network drives that are used only to produce the recordkeeping

copy.

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
PRODUCED.

AUTH: (PENDING)

b. Copies used for dissemination, revision, or updating that are maintamed m addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: PENDING)

6055 —pg 4
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SCHEDULE 7221
CENTRAL PROCUREMENT ACCOUNTING SYSTEM**

(maintained in units as indicated)
**SCHEDULE NOT APPROVED, PENDING PREPARATION OF, OR REVISION TO,
SERIES DESCRIPTIONS AND DISPOSITION INSTRUCTIONS.

1. CENTRAL PROCUREMENT ACCOUNTING SYSTEM (CPAS)

a. DIAGNOSTIC LISTINGS containing information used to balance system when an out-of-
balance occurs; listings used by Data Manager. (Sysout, BRO, BR1, BR2, BR3, BR4, BR5, BR6, BR7, BR8, BR9,
3N1) (maintained in the Data Base Administration Location).

CUT OFF/CLOSE AT END OF FISCAL YEAR IN WHICH AUDITORS AUTHORIZE DISPOSAL.
TRANSFER TO ARCHIVE RESERVED FOR 6-YEAR, 3 MONTH RETENTION(S). DELETE/ERASE 6
YEARS, 3 MONTHS AFTER CUTOFF.

AUTH: PENDING)

b. Individual Submissions of Reports used by CPAS customers to manage stock fund weapons
systems, FMS open/closed cases, track financial status, manage capital equipment purchase, identify dormant
purchase requests, research irregular fund status, control ULOs. (D10, 1G1, 1L1, IN1, 1R1, IR2, IRS, 1R7, 2DA,
2DB, 2DC, 2D1, 2D4, 2D5, 2D6, 2D7, D8, 2D9, 2H1, 2H2, 2H3, 2H4, 2J1, 22, 2]3, 2L1, 2L3, 3D, 3D3, 3H, 3N2,
4A1, 4H1,4L1, 7A2, 7D1, 1E1, 9D2, 9F1, 911) (maintained by Budget, Item Manager, Resource Advisor, FSO,
Other Customer).

CUT OFF AFTER EACH INDIVIDUAL SUBMISSION. DELETE/ERASE 30 DAYS AFTER HAVING
BEEN ADDED TO TOTAL CUMULATIVE DATABASE (1f BELOW).

AUTH: (PENDIN G)

c. LISTINGS used to verify transactions processed/interfaced, mismatched data, identify over-
obligations, assist in delivery reporting. (ER1, ER2, 1D1, 1F1, 1H1, 1J1, 1R6, 2P6, 2T1, 2T2, 9Q1) (maintained
Field Organizations).

CUT OFF/CLOSE AND DELETE WHEN SUPERSEDED.
AUTH: (PENDIN G)

d. LISTINGS used to manage the Direct Disbursement function. (1B1, 1B2, 1B3, 1B4, 1J1, 1J2,
1S1,1V1,1V2, 1V3,2W1, 3Cl, 381, 3V1, 4M1) (maintained in Field Organizations).

CUT OFF/CLOSE AT END OF FISCAL YEAR. TRANSFER TO ARCHIVE RESERVED FOR 1-YEAR
RETENTION(S). DELETE/ERASE 1 YEAR AFTER CUTOFF.

AUTH: (PENDING)

e LISTINGS used to validate/reconcile/adjust open items, mitiations, commitments and obligations,
reconcile FMS case transactions to deliveries, balance at FY end. (1L1, 1N1, 2H2, 2H3, 212, 2P1, 2P2, 2P3, 2P4,
2P5,2P7,2P8, 2P9, 3T1, 3T2, 8L1, 8L3, 8N1, 9M1, 9P1, 9P2, 9T1) (maintained in Field Organizations).

1) Listings not requiring corrections.

CUT OFF/CLOSE AT END OF FISCAL YEAR. TRANSFER TO ARCHIVE RESERVED FOR 2-YEAR
RETENTION(S). DELETE 2 YEARS AFTER CUTOFF.

AUTH: PENDING)

7221 -pg 1
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2 Listings requiring corrections.

CUT OFF/CLOSE AT END OF FISCAL YEAR IN WHICH CORRECTIONS MADE. TRANSFER TO
ARCHIVE RESERVED FOR CORRECTED LISTINGS. DELETE/ERASE 2 YEARS AFTER CLOSE OF
FISCAL YEAR IN WHICH CORRECTIONS ARE MADE,

AUTH: RFENDING)

f. Total cumulative database

RETAIN IN ELECTRONIC MEDIA FOR 6 YEARS, 3 MONTHS AS PART OF AN HISTORICAL
DATABASE. DELETE/ERASE THE OLDEST YEAR’S DATA AT THE END OF EACH FISCAL YEAR.
AUTH: RENDING)

2, ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records
that are created on electronic mail and word processing systems and used solely to generate a recordkeeping copy of
the records covered by the other items in this schedule. Also includes electronic copies of records created on
electronic mail and word processing systems that are maintained for updating, revision, or dissemination (any DFAS
Field Organizations).

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

DESTROY/DELETE WITHIN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN

PRODUCED.
AUTH: PENDING)

b. Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
AUTH: PENDING)

7221 -pg 2
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SCHEDULE 7300
ORIGINAL DISBURSING ACCOUNTS* *

governs disposition of records pertaiming to original source documents.
(Reference: Financial Management Regulation, DoD 7000.14-R)
**SCHEDULE ITEMS 2A, 2B, 2C, AND 2D HAVE NOT BEEN APPROVED,
PENDING REVISION OF DISPOSITION INSTRUCTIONS.

1. ORIGINAL ACCOUNTS. Orniginal collection and disbursement vouchers, bond 1ssuance schedule

retiree and annuitant substantiating information, voucher listings and summartes, VA Class N su:
recetvable listings, and other comparable data to include NATO Infrastructure Program.

a. DFAS Field Organizations
1) REGULAR ACCOUNTS

CUT OFF AT END OF MONTH. TRANSFER 1 YEAR AFTER CUTO
MONTHS AFTER CUTOFF. (See NOTES* 1,2 and 3)
AUTH: (GRS 6, Item 1a EXCEPTION) (N1-507-97-1) (7300/R1a

. DESTROY 6 YEARS, 3

NOTE: 1* A copy of the NATO Infrastructure Program vouchers will
2 * See DoD 7000.14-R, Vol 5, Disbursing Policy and Proced

ept with the prefinanced project files.
s, Chapter 20, for transfer procedures.

(2)  FMS CASES

CUT OFF AT END OF MONTH IN WHIC
FINAL PAYMENT. (See NOTE * 3)
AUTH: (N1-507-97-1) (7300/R1a(2)

NAL PAYMENT MADE. DESTROY 30 YEARS AFTER

b. Accountable

TRANSFER CUTOFF RECORDS DIRECTLY TO FRC ON NORMAL QUARTERLY OR FISCAL YEAR
CYCLES FOR APPLICATION OF DISPOSITION INSTRUCTIONS IN 1a(1) ABOVE.
AUTH: (GRS 6,4 EXCEPTION) (N1-507-97-1) (7300/R1b )

Accounts and Supporting Documents pertaining to American Indians (See NOTE * 4)

: 3 * Freeze record upon receipt of direction from NARA. Dispose of 30 years after cutoff, or once freeze
has been lifted, if freeze has caused retention beyond normal disposal date.
4 * Not authorized for disposal. Such records must be retained indefinitely since they may be needed in litigation involving the
Government’s role as trustee of property held by the Government and managed for the benefit of Indians. (GRS 6, NOTE at
end of Item 1)

2. TRANSPORTATION BY FOREIGN CARRIERS (ORIGINAL ACCOUNTS) (mamtained at
Accountable Stations)

a. Ongnal vouchers supported by mternational English-language bills for freight, passerniger, and NMaRA
household goods between foreign countries; and vouchers for the same service from-foreign countries to the US a
g circumstance that prevents settling of the Pprova '

ot g e
Iﬁec av/rg IS &

" GRS item. “R.Mohle
i/13/03
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b. Copies of onginal vouchers supported by international English-languegeHills orght

W'&’ hdranwm
efs for the same service from forelgn per 2 /
1‘7/03

emauls batoeen v,

SUBMIT TO SERVIC]NG DFAS SITES WITH ORIGINAL VOUCHER SUBMISSION. (See NOTE 2*) Ferran ¢
AUTH: (PENDING) R-NMplle

c. Ongmal vouchers other than those supported by international English- language bllls forfr hi-

countries to the US This item does not include vouchers cove a forWHich erels a cucumstance that MA ﬂif PWVQﬂ
prevents settling of the account, such vouchersa covercd By RS 9 Item 1b. not ”CCM

- be Qe s
CUT QEEAF-END OF PERIOD OF THE ACCOUNT. DESTROY 6 YEARS AFTER CUTOFF. 15 a ¢RS
AUTH: (GRS 9, Item 1a) item. “R.Noble 1/)3)p

d. Copies of original vouchers other than those supported by international English-language bills for
freight, passenger, and household goods between foreign countries; and vouchers for the same senviee-frof Toreign

Wi ﬂ\o‘lm@w\ per 3//’7/_3

_ emals bepues, R.Neble 4-
TES WITH ORIG]NAL VOUCHER SUBMISSION (See NOTE 2*)

V. Forran,

3. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of records
that are created on electronic mail and word processing systems and used solely to generate a recordkeeping cg
the records covered by the other items in this schedule. Also includes electronic copies of records create
electronic mail and word processing systems that are mantained for updating, revision, or disse on.

a. Copues that have no further administrative value after the recordkeep
copies maimntained by mdividuals in personal files, personal electronic mail direct
on hard disk or network dnives, and copies on shared network drives that ar

copy.

copy 1s made. Includes
s, or other personal directories
ed only to produce the recordkeeping

DESTROY/DELETE WITHIN 180 DAYS AFTER T
PRODUCED.
AUTH: (N1-507-97-1) (7300/R3a)

CORDKEEPING COPY HAS BEEN

b Copies used fo
recordkeeping copy.

semunation, revision, or updating that are mamntamed m addition to the

NOTE: 2 * See DoD 7000.14-R, Vol 5, Disbursing Policy and Procedures, Chapter 20, for transfer procedures.
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SCHEDULE 7346
MILITARY PAY RECORDS CREATED PRIOR TO

AUTOMATION* #

This schedule governs disposition of military pay records created prior to automation to include active duty
pay, reserve pay, retired pay, and annuity pay (maintained at Regional Records Service Facilities).
(Reference. Financial Management Regulation, DoD 7000.14-R)

* *SCHEDULE ITEMS 1 AND 5 HAVE NOT BEEN APPROVED,
PENDING RESOLUTION OF RETENTION ISSUES.

30

1. ACTIVE DUTY PAY RECORDS. Military pay records and related records. 5

2633
CUT OFF ON CONVERSION TO DJMS. DESTROY ON OCTOBER 1, 26137 QK{ YEARS AFTER
IMPLEMENTATION OF JUMPS).

AUTH: PENDING) Dx_rpara-Ho& revised per 317 /03 emarls ofF A Fevran 9 R.Noble.

2. DJMS-RC LEAVE BALANCES. Final leave balance (prior to JUMPS) listings.

CUT OFF ON CONVERSION TO JUMPS. DESTROY 56 YEARS AFTER CUTOFF.
AUTH: (N1-507-97-1/ 7346/R2)

3. RESERVE AND NATIONAL GUARD (NG) PAY RECORDS. Paygfackets with manual pay
records and entitlement data such as declaration of benefits received and wg#ers, subsistence and
dependency certificates and other pay information records, forms and

CUT OFF AT END OF PAYROLL YEAR. DESTROY 35
CREATED. (See NOTE 1*)
AUTH: (N1-507-97-1/ 7346/R3)

EARS AFTER YEAR IN WHICH

NOTE: 1 * NG records not located at FRCs are lgedted at the appropriate State Adjutant General.

4. RETIRED PAY FOLD
include retirement orders, da
withholding certificates,
such as medical re|
incompetent 1n

. Source data used to establish and continue the pay of a retiree, to
or pay of retired armed forces personnel, statement of employment,

teran Affairs and Office of Personnel Management warvers, etc., and records
5, court appointed fiduciary and other related papers pertaining to mentally

1duals.

AT END OF CALENDAR YEAR IN WHICH DEATH OCCURRED OR ON REMOVAL
EROM TEMPORARY DISABILITY RETIRED LIST. DESTROY 6 YEARS AFTER CUTOFF.
AUTH: (N1-507-97-1/ 7346/R4)

5. ANNUITANT PAY FOLDERS. Termnated due to death or termination of annuitant eligibility.
(See NOTE 2%)

CUT OFF AT END OF CALENDAR YEAR IN WHICH TERMINATED. DESTROY 6 YEARS
AFTER CUTOFF.

AUTH: (PENDING)

NOTE: 2 * Limited income cases are subject to be reopened.

7346 -pg 1 7/



6. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES

a. Copies that have no further administrative value after the recordkeepin
Includes copies maintained by individuals in personal files, personal electronic majleifectories, or other
personal directories on hard disk or network drives, and copies on shared negwofk drives that are used only
to produce the recordkeeping copy.

DESTROY/DELETE WITHIN 180 DAYS AFTER
PRODUCED.
AUTH: (N1-507-97-1/ 7346/R6a)

RECORDKEEPING COPY HAS BEEN

: (N1-507-97-1/ 7346/R6b)

7346 -pg 2
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SCHEDULE 7349
PAY ACCOUNT RECORDS* *

governs disposition of records pertaining to the Marine Corps Total Force System (MCTFS) at
DFAS-KC, as well as other systems contaiming similar records at other DFAS Finance Sites.

Schedule Items 1 and 2 have not been approved, pending revision of series description and

disposition instructions and submission of revision for processing.

1. STANDARD PAY DIRECT DEPOSIT. Direct deposit forms (1€ SF 1199A) are distributed as
follows:
a, Bank (Ongnal)

b. Member (cy 2)
C. Unit (cy 3)

DESTROY UPON SUPERSESSION OF FORM OR SEPARATION OF INDIVIDUAL MEMBER,
WHICHEVER IS SOONER.

g@ AUTH: (PENDING)

2. ALLOTMENTS/BOND AUTHORIZATIONS (e.g., SB 2152, SB 2253, DD 2559)
a. Ornigmal Paper Copy.

, DESTROY UPON SUPERSESSION OF FORM OR SEPARATION OF INDIVIDUAL MEMBER,
%@ WHICHEVER IS SOONER.

AUTH: (PENDING)

b. Microform Copies
1) Orniginal Copy.

CUT OFF AT END OF FISCAL YEAR. MAINTAIN ONSITE. DESTROY 56 YEARS AFTER

CUTOFF.
g# AUTH: (PENDING)

) Vital Record Copy.

% 5 CUT OFF AT END OF FISCAL YEAR. TRANSFER TO OFFSITE STORAGE. DESTROY 56
YEARS AFTER CUTOFF.
AUTH: (PENDING)

3. COLLECTION AND DISBURSEMENT VOUCHER. Origmnal collection and dlsbursement
vouchers, statements of transactions, statements of accountability, collection schedules dlsbu SEInen

7349 -pg 1



4, MCTFS SUBSTANTIATING DOCUMENTS. Substantiating records for MCTFS, includ

the original documents transmuttal listing with detailed mid-month and end-of-month payroll listings dsed
for inquiries and to advise financial organizations of deposits made to member’s accounts, and supgorting
records.

CUT OFF AT END OF MONTH. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF.
AUTH: (GRS 6, Item 1a) (7349/R4)

5. DAILY TRANSACTIONS. Detailed records of all transactions received and/actions taken, used
for inquiry/andit purposes.

CUT OFF AT END OF DAY. DESTROY 6 MONTHS AFTER CUTOFF.
AUTH: (N1-507-97-1) (7349/RS)

6. REJECTED TRANSACTIONS

CUT OFF AT END OF MONTH IN WHICH ANY OUTSTANDING DISCREPANCIES HAVE
BEEN CLEARED. DESTROY 6 MONTHS AFTER CUTOFF.
AUTH: (N1-507-97-1) (7349/R6)

7. MANAGEMENT NOTICES
a Data 1dentifying transactions which requirg’'manual processing.

CUT OFF AT END OF MONTH. PLACE ON MICROFICHE AND DESTROY SOURCE
DOCUMENTS UPON VERIFICATION OF THE MICROFICHE. DESTROY MICROFICHE 6
YEARS, 3 MONTHS AFTER CUTOFF.

AUTH: (N1-507-97-1) (7349/R7a)

b. If however, the records are nd longer being mucrofiched, then
CUT OFF AT END OF MONTH. T SFER TO FRC 3 YEARS AFTER CUTOFF. DESTROY 6
YEARS, 3 MONTHS AFTER CUTOEK¥.
AUTH: (GRS 6, Item 1a) (7349/R7b)

8. MASTER MILITARY PAY ACCOUNT (MMPA). History of member’s leave/pay

9. ALLOTMENA DATA. Onginal accounts listing of domestic and foreign check vouchers,
blanket payments, ingfrance payments, uniformed services savings deposit program and transaction
histores.

TH: (GRS 6, Item 1a) (7349/R10)
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11. MCTFS PAYMENTS. Regular and special payments issued to Marnne Corps Active and
Reserve members bi-monthly.

CUT OFF AT END OF FISCAL YEAR. DESTROY 50 YEARS AFTER CUTOFF.
AUTH: (N1-507-97-1) (7349/R11)

12. VOUCHER BALANCING RECONCILIATION. Summarnes of MCTFS pa
transactions, used to reconcile payment posting with MMPAs,

ent

CUT OFF WHEN PAYROLL HAS ACHIEVED MILITARY PAY VOUCHE
(MPV/Reg) BALANCED. DESTROY 13 MONTHS AFTER CUTOFF.
AUTH: (N1-507-97-1) (7349/R12)

13. FEDERAL INCOME TAX WITHHOLDING (FITW), STATE INCOME TAX
WITHHOLDING (SITW), AND FEDERAL INSURANCE CONTRJBUTION ACT (FICA)

a. Copies of amounts of FICA wage deductions, FITW, and SITW deductions for muihtary
members used to determine benefits and answer 1nquiries.

CUT OFF AT END OF FISCAL YEAR. TRANSFER TO/MICROFORM 3 YEARS AFTER
CUTOFF. DESTROY 56 YEARS AFTER CUTOFF.
AUTH: (N1-507-97-1) (7349/R13a)

b. Federal Income Tax (FITW), State Alncome Tax Withholding (SITW), and Federal
Insurance Contribution Act (FICA) Copies of quarterly reports sent to Social Security Admunistration or
Internal Revenue Service reflecting amounts of FICA wage deductions, FITW and SITW deductions for
military members.

CUT OFF AT END OF FISCAL YE
AUTH: (GRS 2, Item 13b) (7349/R13

DESTROY 4 YEARS AFTER CUTOFF.

14. CLOSED SEPARATIO ENLISTMENT DATA ACCOUNT. MMPA prmntouts, copies of
pay adjustment authorizations, cgfrespondence and related records created at time of member’s separation
reenhstment and reflect paymepts made.

CUT OFF AT END OF MONTH. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF.
AUTH: (GRS 6, Item 14) (7349/R14)

15. DATA COLLECTION LISTINGS. All transactions that processed, recycled, or rejected during
an update.

rdkeeping copy of the records covered by the other items 1n this schedule. Also includes electronic
pies of records created on electronic mail and word processing systems that are maintained for updating,
revision, or dissemination (DFAS Site offices).

7349 —pg 3
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a. Copies that have no further admimistrative value after the recordkeeping copy 1s :
Includes copies mamtained by individuals 1n personal files, personal electronic mail directones;or other
personal directories on hard disk or network drives, and copies on shared network that are used only
to produce the recordkeeping copy.

DESTROY/DELETE WITHIN 180 DAYS AFTER THE
PRODUCED.
AUTH: (N1-507-97-1/ 7349/R14a)

RDKEEPING COPY HAS BEEN

H: (N1-507-97-1/ 7349/R14b)

7349 -pg 4
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SCHEDULE 7360
FOREIGN MILITARY SALES (FMS) RECORDS.

Thas schedule governs disposition of records pertaining to Foreign Military Sales (FMS) activities The records
listed in this schedule are from those offices performing financial management on FMS cases. (Reference.
Fimancial Management Regulation, DoD 7000.14-R, Volume 15, Chapter 6); and covers records created by

computer operators, programmers, analysts, systems admmistrators, and all personnel with access to a computer.

1. CASE FILES (DFAS FMS Activities)

a Onginal or office copies of FMS case documentation ( See NOTE 1*) to include- letter of

CUT OFF AT END OF FISCAL YEAR JDHW IICH CASE CLOSED. DESTROY 30 YEARS AFTER

CUTOFF (See NOTE 2 *) .
AUTH: (N1-507-97-1) (73667Ki3a) NAR A ap m\(aﬂ not hge/ledl becruse This C")l‘a'”@‘e
in Yecords dl&.uwpﬁ:@h dsecn? regquite d\ap\?@, Iy VEVIBUJ}}

aragraph 060201 of referenced regulation (FMR, DoD 7000.14-R, VOL 15, Chapter 6). QPP@ Vel dylk(ﬁﬂfi‘ "0 H
2 * This schedule does not authorize the destruction of those records appraised as permanent under NC1-330-78-4 and NC1- " '

330-78-6. ~2. Npble €-24_073

1a)

NOTE:

b All FMS electronic imaging data stored by FMS case designator.

CUT OFF/CLOSE AT END OF FISCAL YEAR IN WHICH CASE CLOSED. TRANSFER TO AN
ARCHIVE RESERVED FOR 10-YEAR RETENTION(S). DELETE/ERASE 10 YEARS AFTER CUT
AUTH: (N1-507-97-1) (7360/R1b)

2. FMS REPORTS. Reports, such as detailed balance of payment transactions affecting furfds disbursed
and/or collected, FMS forecast of deliveries report, part I-status of open cases quarterly report; part II-status of
closed cases only annual report; and Reports of Status of Funds or Execution.

a DFAS-DE

CUT OFF AT END OF FISCAL YEAR. DESTROY 10 YEARS AFTER CUTOFF.
AUTH: (N1-507-97-1) (7360/R2a)

b. Sites and Field Organizations

CUT OFF WHEN SUPERSEDED. DEST UPON CUTOFF.

AUTH: (N1-507-97-1) (7360/R2b)

3. FMS ADMINISTRA BUDGET (DFAS FMS Activities)

s or copies of documentation relating to estimating, distributing, and executing the budget.

CUT OFF AFEND OF FISCAL YEAR IN WHICH ALLOCATED. DESTROY 5 YEARS AFTER
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b Equipment mventory records for items purchased under the FMS A

CUT OFF WHEN SUPERSEDED. DESTROY UPON CUTOFFE.
AUTH: (N1-507-97-1) (7360/R3b)

4, FMS CONTRACT FILES. § of Paymg or Accounting Office Contract files contaming FMS fund
citations (DFAS FMS activi

AUTH: (N1-507-97-1) (7360/R4)

5. FMS COLLECTION AND DISBURSEMENT VOUCHERS (DFAS FMS activities)

a, Orniginal collection and disbursement vouchers

CUT OFF AT CH CASE IS CLOSED. DESTROY 10 YEARS AFTER CUTOFF.

: (N1-507-97-1) (7360/R5a)

b Copies of vouchers and supporting records mamntamed centrally for research and audit.pusposes

CUT OFF AT END OF FISCAL YEAR IN WHICH RECONCIL ATION ETE. DESTROY 1

—NALA & g)wv’af ot neeged becavre addits,
a"{lt Note does ¥ a-ﬁ ect PF/’QVtoMf/“r ApPreve)

g’ 1sposmon of copies of disbursement vouchers in FMS case files is covered by Rule 1a. ﬂh ﬁ
spasitan , —R . Noble

AUTH: (GRS 6, Item 1b) 7360/R5 "

6. FMS BILLING DOCUMENTATION (DFAS FMS activities) 624 /o 3

a Copies of statements of FMS transactions submutted to foreign governments and suppo
documentation consisting of various computer listings and related correspondence, delivery, and case coantrol
hstings.

CUT OFF AT END OF FISCAL YEAR IN WHICH CREATED. DESTROY 10 YE AFTER CUTOFF
AUTH: (N1-507-97-1) (7360/R6a)

b Microfiche of statements of FMS transactions subrmutted tgf0reign governments and supporting
documentation consisting of various computer listings and related correspondence delivery and case control histings

CUT OFF AT END OF FISCAL YEAR IN WHICH CRE D. DESTROY 10 YEARS AFTER CUTOFF
AUTH: (N1-507-97-1) (7360/R6b)

7. COMMAND REIMBURSEMENTS. £6mmand lists, accounts payable lists, non-interfund transaction
hsts, and other products supporting FMS regabursements to commands (DFAS FMS activities).

CUT OFF AT END OF FISCAL ¥YAR IN WHICH CREATED. DESTROY 10 YEARS AFTER CUTOFF.
AUTH: (N1-507-97-1) (7360

7360 -pg 2

78



9. INTERFUND BILLS FOR FMS CUSTOMERS. Buyer and seller listings, transactions, and data (DFAS
FMS activities).

CUT OFF AT END OF FISCAL YEAR IN WHICH BILL CLEARS. DESTROY 10 YEARS AFTER
CUTOFF
AUTH: (N1-507-97-1) (7360/R9)

10. ARMY INTERFUND. Billing data which consists of Army Input Totals List, rejected Army interfund
transactions, Army mterfund unmatches by product control number (PCN), register of delete opf-of-balance actions
taken, n-balance summary cards list, retail stock loss allowance transactions, interfund zero ®alance listings,
unidentified input to Deputate for Security Assistance converter, FMS interfund summary/Aransactions, hstory file,
and other records pertaining to Army interfund (DFAS FMS activities).

CUT OFF AT END OF FISCAL YEAR IN WHICH BILL CLEARS. DESTROY 10 YEARS AFTER
CUTOFF ’
AUTH: (N1-507-97-1) (7360/R10)

11. REPORTS OF DISCREPANCIES (RODs) Fmancial RODK and related correspondence (DFAS FMS
activities)

CUT OFF AT END OF FISCAL YEAR AFTER DISCREPANCY IS RESOLVED. DESTROY 10 YEARS
AFTER CUTOFF.
AUTH: (N1-507-97-1) (7360/R11)

12. ACCOUNTS RECEIVABLE AND PAYABLE CASE FILES. International and intragovernment
accounts contamnng basic accounting records, relgt€d posting records, reports, correspondence, copies of agreements
between US and foreign countries or internatiopdl organizations (originals at Department of State), evidence support
rendered or received, and collection and paypfent actions (DFAS FMS activities).

CUT OFF AT END OF FISCAL YEAR IN WHICH FINAL ACTION OR PAYMENT IS MADE AND
WHEN ALL CORRECTIVE ACTYONS REQUIRED BY ANY AUDIT HAVE BEEN ACCOMPLISHED.
DESTROY 30 YEARS AFTER ZUTOFF. (See NOTE 1 *)

AUTH: (N1-507-97-1/ 7360/R12

NOTE: 1 * This schedule doegAiot authorize the destruction of those records appraised as permanent under NC1-330-78 and NC1-330-

AUTH: (N1-507-97-1/ 7360/R13)
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14. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copie
that are created on electronic mail and word processing systems and used solely to generate a recg
the records covered by the other items 1n this schedule Also includes electronic copies of recefds created on

electronic mail and word processing systems that are maintained for updating, revision, er’dissemunation (any DFAS
Site office).

records

a. Copies that have no further administrative value after th€ recordkeeping copy 1s made. Includes
copies mamtained by individuals m personal files, personal electrgafC€ mail directories, or other personal directones
on hard disk or network drives, and copies on shared network-dfives that are used only to produce the recordkeeping

copy

DESTROY/DELETE WITHIN 180 DAY,
PRODUCED.
AUTH: (N1-507-97-1/ 7360/R1

TER THE RECORDKEEPING COPY HAS BEEN

b. sed for dissemination, revision, or updating that are maintained in addition to the

/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED.
: (N1-507-97-1/ 7360/14b)

7360 -pg 4
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RECOMMENDATION TO THE ARCHIVIST ON Job No. N1-507-02-
RECORDS DISPOSITION ST Item Count: 85
Defense Finance and Accounting Service (DFAS) submits job N1-507-02-1, requesting disposition authority for 85 new
temporary 1tems relating to various subjects including safety and hazardous materials, procurement, payroll, office administration,
and audiovisual information. These 1tems are proposed for addition to Schedules in the DFAS records manual.

DFAS Schedule 6055 contains ten items relating to safety program admunistration. For a number of series of routine safety
reports and surveys, the disposition 1s to destroy 5 years after cutoff. For Material Safety Data Sheets, the disposition 1s to destroy
50 years from the date of the record. For tests and surveys of potential health hazards, the disposition 1s to destroy 40 years after
records creation. For recommendations and plans for' environmental protection, the disposition is to destroy 45 years after closing
action. Schedule 7221 includes seven 1items relating to the Central Procurement Accounting System (CPAS), the DFAS
procurement bookkeeping system. The cumulative database and diagnostic listings are proposed for destruction 6 years and 3
months after creation. The other five items cover reports and listings for which short-term temporary dispositions are proposed.

In Schedule 7349, relating to pay account records, four items are proposed covering direct deposit authorizations and savings
bond allotments of military members. The disposition for paper copies of such records 1s to destroy upon supersession of the form
or separation of the individual member, whichever is sooner. The dispositions for two separate microfilm copies of the savings
bond allotments are to retain for 56 years. In Schedule 7346, two items are proposed relating to military pay records created prior
to automation. Active duty pay records are proposed for destruction 56 years after creation of the automated pay system.
Annuitant pay folders are proposed for destruction 6 years after termination of annuitant status.

An additional eight items are from Schedules 4105, 5010, 5025, and 5040, covering records relating to procurement card usage,
routine office administrative files, coordination on DFAS issuances, and non-mission-related posters and audiovisual productions.
The proposed temporary dispositions range from very short term up to 6 years and 3 months (for the procurement card records).

Fifty-four items (1n 27 different Schedules) are for electronic copies of records created on email and word processing systems.
These items are proposed for disposal within 180 days after the recordkeeping copy is produced or when no longer needed for
updating or dissemination. The electronic format does not add archival value to the related textual records.

Thirteen items were crossed off this SF115 because they either were covered by GRS items or did not contain substantive
revisions to approved dispositions. Nine items were withdrawn for potential future resubmission by DFAS.

None of the records covered by this schedule has sufficient informational or evidential value to warrant archival retention. The
proposed dispositions are adequate for DFAS’s administrative needs, for government accountabulity, and for protection of
individuals’ legal rights. Notice of this job was published in the Federal Register, and no copies were requested or comments

recerved from the public. I recommend approval of this schedule.
RECOMMENDATION

@ 1 APPROVED FOR DISPOSAL The records described under all items of the schedule, except those that may be listed in blocks 2, 3, and 4 of this section, are disposable

because they do not, or will not after the lapse of the period specified, have sufficient administrative, legal, research or other value to warrant their continued preservation
by the Government

D 2 APPROVED FOR PERMANENT RETENTION. The records described under the followang 1item or items have been appraised by the National Archives and Records

Administration (NARA) and are determined to have sufficient historical or other value to warrant their continued preservation by the United States Government The
agency will transfer these records to the National Archives as specified

D 3 DISPOSITION NOT APPROVED The records described under the following item or items are not approved for disposition

g 4 WITHDRAWN The records described under the following item or items have been withdrawn at the request of the agency and/or NARA  Schedule 5040, Rules 1b,
9b, 12a, and 12b; Schedule 5210, Rule 6b; Schedule 5545, Rules 1b and 3¢; Schedule 7300, Rules 2b and 2d

FEDERAL REGISTER NOTICE

[ ] Not required. [X] Required - Publication Date: 4/14/03
Copies Requested 0 Comments Received: 0
SIGNATURE TITLE SIGNATURE DATE
¢ Appraiser
Appral@ﬂ\f\ & Rk Mol 7131/073
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MEMORANDUM

Date: 7/30/03

From: Rich Noble (NWML)
To: File

Subj.: Item numbering in N1-507-02-1

This memo concemns job N1-507-02-1. When the job was sent to the NARA stakeholder units
(SHUs) for review in early February 2003, it contained 98 items for NARA approval.
Subsequently, a number of items either were withdrawn from the job or were crossed off because
NARA approval was not needed for them. As indicated in the 6/26/03 appraisal memo, the final
number of items in the job is 85. The SHU reviewer’s responses therefore sometimes refer to
item numbers which have been changed on the final job.

Richard Noble
Appraisal Archivist
Life Cycle Management Division (NWML)

National Archives and Records Administration
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Natiorﬂ Archives and Reco/®® Administration 73/

8601 Adelphi Road
College Park, Maryland 20740-6001

pae . July 24, 2003

Reply to

amnof . Thomas E. Brown, NWME
sueet - N1-507-02-01
To : NWML

Thank you for sending for review the appraisal report for proposed records disposal schedule
(N1-507-02-01) for the records of the Defense Finance and Accounting Service (DFAS).
The schedule and appraisal address our two major concerns about electronic records
previously appraised as permanent: (1) the relationship between the Central Procurement
Accounting System (CPAS) with the Defense Contract Action Data System (DCADS), and
(2) the previous appraisal of the Foreign Military Sales databases as permanent in light of
Schedule 7360 on this schedule. Since the CPAs records are primarily bookkeeping data
rather than programmatic information about the contract, we concur in your appraisal of
CPAS asg temporary. Since you have removed Schedule 7360, our second issue is also
addressed. We commend your staff for responding to our concerns about electronic records
previously appraised as permanent when they processed and appraised this proposed records
disposal request.

For electronic mail and word processing applications associated with permanent records,
reference concerns do not require retention of electronic mail and word processing copies of
these records in addition to those in the record keeping system. For those electronic mail and
word processing associated with temporary record keeping systems, we concur that the
electronic nature of these records does not enhance the evidential or informational values of
their recordkeeping counterparts to warrant permanent preservation.

N letonsrs EBrm

THOMAS E. BROWN
Manager, Archival Services
Electronic and Special Media Records Services Division

Concurrence: M%z\/ (26 /22

Michael R. Carlson Date
Director
Electronic and Special Media Records Services Division

NARA'’s web site 1s http //www nara gov
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Natio® Archives and Reco Administration )

8601 Adelphi Road
College Park, Maryland 20740-6001

pae . June 30, 2003

Reply to

amof : NWMD Dick Wood
supet © Comments on Job N1-507-02-1

o : NWML Rich Noble

Having reviewed this appraisal and found no records proposed for permanent retention,
NWMD recommends approval of the job as written.

wa

RICHARD E. WOOD
Supervisory Archivist
Initial Processing and Declassification Division

NARA'’s web site 1s http /fwww archives gov



NWML TRANSMITTAL AND CONTROL FORM:

INFORMAL REVIEW OF APPRAISAL REPORT

Job Number: N1-507-02-1

ROUTE TO: DATE SENT: DATE RECEIVED:
1. Jeanne Schauble

oy P é/@a’] JUN 30 85D

Rm 2600
2. RCD: DUE: SENT: TO:
3. RCD: DUE: SENT: TO:
4. RCD: DUE: SENT: TO:
3. RCD: DUE: SENT: TO:
6. RCD: DUE: SENT: TO:
7. RCD: DUE: SENT: TO:
8. RCD: DUE: SENT: TO:
9. RCD: DUE: SENT: TO:

DATE DUE DATE
10. N\WML TO SENDER: 7 o RECEIVED BY
SENDER:

In response to your request on your SHU form, we have attached for your review the
SF115 and appraisal report for job N1-507-02-1, covering various DFAS records.

Sender’s Contact: Rich Noble (NWML)

APPRAISER’S COMMENTS:

(301) 837-2019

DO NOT USE THIS FOR CONCURRENCES, APPROVALS, CLEARANCES, OR
OTHER SIMILAR ACTIONS. ATTACH JOB AND FORMAL COMMENTS.

rev. 3/98



National Archives and Records

Administration

8601 Adelphi Road
College Park, Maryland 20740-6001

pae : June 26, 2003

Reply to

awof : Richard A. Noble (NWML)
subect : Disposition Job N1-507-02-1

To . Director, NWML

The Defense Finance and Accounting Service (DFAS) submits job N1-507-02-1 requesting
disposition authority for 85 new temporary items relating to various subjects, including safety
and hazardous materials, payroll, procurement, office administration, and audiovisual
information.

Background:

Established in 1991, DFAS serves as the financial agent for Department of Defense (DOD)
entities, including the military services. For DOD entities, DFAS makes all payments, including
for payroll and contracts, and maintains all finance and accounting records. The agency
maintains a headquarters (in Arlington VA), five centers, and 18 operating locations.

The DFAS records disposition manual was authorized primarily by two large jobs (N1-507-93-2
and N1-507-97-1). These two jobs allowed DFAS to apply many series dispositions previously
approved for the military services, cited the GRS as the disposition for many series, and secured
NARA’s disposition authority for series not previously scheduled. N1-507-93-2 included the
lower-numbered DFAS Schedules (generally through 5545) and N1-507-97-1 included the
higher-numbered Schedules. (In the DFAS manual, chapters are called Schedules and items are
called Rules.)

This latest SF115 adds series to the DFAS manual that were omitted from the previous jobs.
Some of the omissions were due to withdrawal of items from the previous jobs.

When submitted, the SF115 included, as the first three pages, a list of the covered Schedules and
Rules. During NWML review, some Rules were deleted from the SF115, and these deletions
generally are not reflected in those three pages.

My communications about this SF115 were with the DFAS Records Officer, Pauline Korpanty,
prior to her retirement in January 3, 2003. After that, I communicated with her replacement,
Victor Ferran.



Appraisal:

This job adds Rules to existing DFAS Schedules but also creates two new Schedules (6055 and
7221), which were withdrawn from N1-507-97-1.

The largest group of items in this job (54 items) is for electronic copies of records created on
email and word processing systems.' Most of these email and word processing items are
proposed as additions to Schedules approved by job N1-507-93-2, which was submitted before
there was a requirement for such items. The Schedules, Rules, and item numbers to which
these word processing and email items apply are as follows:

Schedule 1025 (Technical Training), Rules 5a and 5b (items 1 and 2)

Schedule 1300 (Military Personnel Records), Rules 2a and 2b (items 3 and 4)

Schedule 1400 (Civilian Personnel Files), Rules 53a and 53b (items 5 and 6)

Schedule 3000 (Planning), Rules 9a and 9b (items 7 and 8)

Schedule 3001 (Committees, Boards, and Charitable Campaign Records), Rules 6a and 6b
(items 9 and 10)

Schedue 4105 (Contracting Records), Rules 22a and 22b (items 12 and 13) >

Schedule 4110 (Supply Records), Rules 6a and 6b items 14 and 15)

Schedule 4140 (Equipment Management and Maintenance Files), Rules 10a and 10b (items 16
and 17)

Schedule 4160 (Property Disposal), Rules 7a and 7b (items 18 and 19)

Schedule 4165 (Real Property Operations and Maintenance), Rules 26a and 26b (items 20, 21)
Schedule 4500 (Travel and Transportation Records), Rules 11a and 11b (items 22 and 23)
Schedule 5000 (Library Records), Rules 8a and 8b, (items 24 and 25)

Schedule 5001 (Central Files), Rules 4a and 4b (items 26 and 27)

Schedule 5005 (Administrative Orders), Rules 4a and 4b (items 28 and 29)

Schedule 5010 (Office Administrative Files), Rules 28a and 28b (items 34 and 35) 2

Schedule 5011 (Studies), Rules 9a and 9b (items 36 and 37)

Schedule 5015 (Records Management), Rules 9a and 9b (items 38 and 39)

Schedule 5020 (Privacy Act and Freedom of Information Act Records), Rules 13a and 13b
(items 40 and 41)

Schedule 5025 (Publications and Forms), Rules 11a and 11b (items 43 and 44) :

Schedule 5040 (Audiovisual Information and Graphics), Rules 15a and 15b (items 47 and 48) 2
Schedule 5210 (Security and Protective Services Records), Rules 24a and 24b (items 49 and 50)
Schedule 5300 (Mail Acceptance, Movement, and Delivery), Rules 24a and 24b items 51, 52)
Schedule 5400 (Public Affairs), Rules 5a and 5b (items 53 and 54)

Schedule 5500 (Legal Administration Records), Rules 5a and 5b (items 55 and 56)

Schedule 5545 (Congressional Inquiries), Rules 3a and 3b (items 57 and 58)

Schedule 6055 (Safety Program Administration), Rules 16a and 16b (items 69 and 70) 2
Schedule 7221 (Central Procurement Accounting System), Rules 2a and 2b (items 78 and 79) 2

! For submutted Schedules that requested approval of only these email and word processing items, this SF115
wncludes only the first page of the Schedule and the page(s) containing the email and word processing Rules. This
measure was taken to reduce the bulk of this job folder

? These Schedules have other items ncluded mn this job besides the two email and word processing 1tems

NARA'’s web site 1s http //www nara gov 2



For each of the above Rules, item “a” is for electronic copies used to generate a recordkeeping
copy of the records covered by other items in the Schedule and item “b” is for electronic copies
used for dissemination, revision, or updating. For item “a”, the records are proposed for
destruction 180 days after the recordkeeping copy has been produced. For item “b”, they are
proposed for destruction when dissemination, revision, or updating is completed. These
temporary dispositions are appropriate because the electronic format does not add archival value
to the related textual records.

The other items in this job are as follows:

Item 11, in Schedule 4105 (Contracting Records), is for Rule 1¢, covering records of
transactions documenting use of the government-wide commercial purchase card. The proposed
disposition is to destroy the records 6 years and 3 months after final payment. This disposition is
the same as for the longer-term routine procurement records, covered by GRS 3, item 3a(1).
Most DFAS government purchase card transactions will be for less than the $100,000 simplified
acquisition threshold or the $2,000 limit for construction contracts, to which GRS 3, item 3a(1)
applies. However, DFAS chose to use the longer retention period because it is likely that some
purchase card transactions will exceed these limits. The proposed retention period is appropriate
given DFAS’s business needs.

For Schedule 5010 (Office Administrative Files), four items are proposed on this SF115. This
Schedule covers records accumulated by most DFAS offices in carrying out internal
administration or housekeeping activities. Items 30 and 31 (Rules 23a and 23b) are for
reference files consisting of records that facilitate performance of the office mission but which
are not necessary to document the mission. Rule 23a is for cards, listings, indices, and similar
documents used to control work. Rule 23b is for duplicates of mission-related records. The
proposed disposition for each Rule is to destroy when superseded, obsolete, or no longer needed.
This disposition is appropriate because these records are facilitative and not part of series
documenting the agency mission.

Item 32 (Rule 25) is for records produced by word processing or spreadsheets maintained in
electronic format and taking the place of paper records. The proposed disposition is to use the
disposition for the paper records that are being replaced. This disposition is appropriate since it
adopts the temporary disposition already approved for the related paper records, which document
routine administrative activities. This disposition conforms to that for electronic spreadsheets in
GRS 20, item 15b. However, DFAS has chosen to add word processing records to Rule 25, so
that that GRS item cannot be used as the disposition authority.

Item 33 (Rule 26) is for databases (working files) that support administrative or housekeeping
functions, maintained for convenience and containing information duplicated in paper files. The
proposed disposition is to delete when no longer needed to produce or update a paper copy.
These records are the same as those covered by GRS 20, item 3b(1) — electronic records
supporting administrative housekeeping functions when the records are derived from paper
records scheduled for disposal. However, the disposition for Rule 26 differs slightly from that of
GRS 20, item 3b(1), which latter is to delete when no longer needed for administrative, legal,

NARA'’s web site 1s http //www nara gov 3



audit, or other operational purposes. The disposition for Rule 26 meets DFAS needs and is an
acceptable variation from the GRS.

Two Rules in Schedule 5010 have been crossed off this job because they conform to GRS items
and therefore do not require NARA approval. Rule 24, for spreadsheet working files used to
produce or update a paper copy maintained in the office file, conforms to GRS 20, item 15a.
Rule 27, for administrative or housekeeping databases that take the place of paper records,
conforms to GRS 20, item 3b(2).

In Schedule 5015 (Records Management), Rules 3a(1), 3a(2), and 3a(3) have been crossed off
this job. They conform to GRS 16, items 2a(1), 2a(2), and 2a(2) respectively, and therefore they
do not require NARA approval. These records are, respectively, the SF115s, SF135s, and
SF258s for DFAS records transferred to NARA facilities.

In Schedule 5025 (Publications and Forms), Item 42 (Rule 1e) is for case files related to DFAS
coordination on higher-level non-mission-related issuances. The proposed disposition is to
destroy 4 years after publication of the issuance. These records have no archival value because
they only involve DFAS comments on issuances prepared by higher-level offices. Retention for
four years after issuance publication is appropriate because it meets DFAS administrative needs.
Rule 1f has been crossed off this job because it conforms to GRS 16, item 1a (issuances on
routine administrative functions) and NARA approval therefore is not required.

Schedule 5040 (Audiovisual Information and Graphics) includes two items for this job. Both
items are for non-mission-related records. Item 45 (Rule 9a) is for posters, including related
production records, held by the DFAS Audiovisual Information and Graphics Office. Item 46
(Rule 11a) is for audiovisual productions, including motion pictures, videotapes, and audio
recordings. For both Rules, the proposed revision is to destroy one year after occurrence of the
event or completion of the program being documented. Note that Item 45 (Rule 9a) is a revised
item, for which the current disposition (destroy when no longer needed) is proposed for change.
These non-mission records covered by Rules 9a and 11a have no archival value, and the
proposed disposition for each is appropriate because it meets DFAS’s administrative needs.

Several Rules proposed in Schedule 5040 have been withdrawn from this job and will be
considered for future revision and resubmission. These are Rules 1b (mission-related production
files), 9b (mission-related posters), and Rules 12a and 12b (digital media).

In Schedule 5210 (Security and Protective Services Records), Rule 6b has been withdrawn from
this job. This Rule was for reports of investigations of suitability and/or security determination
for position occupancy, as regards allowing individuals to have access to security-classified files.
This Rule has been withdrawn because these records appear to be the same as those covered by
approved Rule 17, which governs security clearance case files. If in the future DFAS wishes to
submit a Rule for these records, it needs to provide additional information on them.

In Schedule 5545, three proposed revised or new Rules have been deleted from this job, for

different reasons. The first is Rule 1a, which was proposed for revision. This Rule covers
paper copies of non-routine Congressional inquiries, which were previously approved as
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permanent under N1-507-93-2. A change in disposition is proposed, to decrease the transfer
period from 25 to 20 years and to add a provision for retiring to a NARA records center after
a specified period. Because NARA approval is not needed for those types of changes, this
Rule has been crossed off the SF115. Second, proposed new Rule 1b covers the microform
or electronic copies of the paper record governed by Rule 1a. Rule 1b has been withdrawn
from this job and may be considered for future revision and resubmission. Third, proposed
new Rule 3c is for electronic mail and word processing copies relating to the updating of case
work and general inquiries and not maintained as record copies. This Rule has been
withdrawn because these records are covered by Rule 3b (email and word processing copies
used for dissemination, revision, or updating and not maintained as the recordkeeping copy).

Schedule 6055 (Safety Program Administration) is a new Schedule containing items 59 through
68 for approval by NARA. Items 59 - 65 (Rules 1-4 and 6-8) cover the following series: safety
programming planning and annual reports; safety and occupational health audits, surveys, and
inspections; accident records and supplementary information; accident investigation reports, fire
prevention and protection records; hazard reports; and hazard abatement records. For these
seven items, the disposition is to destroy 5 years after cutoff. The time of cutoff varies. For
some items, it is done at the end of the fiscal or calendar year; for others it is done when the
hazard has been corrected. For Rule 3 (accident records), cutoff is three years after date of the
accident report. Note that, for records covered by Rule 3, relevant medical information is filed in
the Employee Medical Folder covered by Rule 14. The records governed by items 59 - 65
document routine safety programs and problems and therefore do not warrant archival retention.
The proposed five-year retention period is sufficient for DFAS to monitor its safety program
adequately. Rule 5 (occupational injury/illness log) has been crossed off this SF115 because the
proposed disposition is consistent with GRS 1, item 34. Note that GRS 1, Civilian Personnel
Records, applies to DFAS because DFAS employees are civilian.

In Schedule 6055, Item 66 (Rule 9a) is for Material Safety Data Sheets (MSDS) and related
records. The disposition is to destroy 50 years from the date of the record. This retention period
is sufficient to protect individuals’ legal rights and to provide DFAS with accountability for
hazardous substances located at its sites. Items 67 and 68 (Rules 12 and 13) are for records of
health hazards and pollution, respectively. Rule 12 is for tests, surveys, and evaluations of
potential occupational health hazards. The proposed disposition is to destroy 40 years after
records creation. Rule 13 is for recommendations, plans, and supporting records regarding
pollution prevention and environmental protection. The proposed disposition is to cut off 5 years
after closing action and to destroy 40 years after cutoff. The records covered by Rules 12 and
13 document potential health and environmental problems and plans for their prevention. They
do not warrant archival retention, particularly given that DFAS’s programs do not have major
impact on the environment (such as do, say, the Army Corps of Engineers’ programs). The
proposed retention periods of at least 40 years are sufficient to ensure government accountability
and individuals’ legal rights in regard to workplace health and environmental issues.

Proposed Rules 9b(1), 9b(2), and 11 cover records of training of DFAS employees in hazardous
materials use and employees’ exposure to such materials. These Rules have been crossed off the
SF115 because they do not provide dispositions but instead only provide instructions, i.e.,
directions that records be transferred to other locations or filed with other records. NARA
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approval is not needed for Rules providing only instructions. The instructions are as follows.
For Rule 9b(1), covering the training records for transferred employees, the records are to be
transferred to the gaining agency. For Rule 9b(2) covering the training records for separated
employees, the records are to be filed in the Employee Medical Folder, the disposition of which
is governed by Rule 14a(2) of this Schedule. Rule 11 covers records documenting employees’
exposure to hazardous materials. Upon transfer or separation of the employee, the records are to
be included with those covered by Rules 9b(1) or 9b(2).

Rule 14, covering the Employee Medical File, has been crossed off the SF115 because the
proposed dispositions are consistent with GRS 1, item 21, and therefore do not need NARA
approval.

Schedule 7221 (Central Procurement Accounting System -- CPAS) is a new Schedule containing
items 71 through 77 for NARA approval. This Schedule covers records generated by CPAS, the
electronic information system performing DFAS procurement accounting functions. Item 77
(Rule 1f) covers the CPAS cumulative database. The disposition is to maintain on electronic
media for 6 years and 3 months as a historical database and to delete the oldest year’s data at the
end of each fiscal year. Item 71 (Rule 1a) covers diagnostic listings containing information used
to balance CPAS. The proposed disposition is to cut off at end of the fiscal year in which
auditors authorize disposal and to delete 6 years and 3 months after cutoff. The dispositions for
Rules 1f and 1a are consistent with the longest disposition authorized by GRS 3, item 3 (Routine
Procurement Files).

John Powell NWME) commented on item 77 (Rule 1f, for the CPAS database) in a February 28,
2003, memo, as part of SHU review. He noted that the CPAS is not directly linked to the
Defense Contract Action Data System (DCADS), which is a permanent database regarding

DOD contracts, and that CPAS contains bookkeeping data rather than the programmatic and
summary contract information in DCADS. I concur with his assessment. The CPAS database
documents mundane procurement transactions and lacks archival value.

Items 72 and 73 (Rules 1b and 1c) are for reports and transaction listings generated from CPAS.
These two items have short term dispositions (respectively, 30 days and when superseded).
Items 74 — 76 (Rules 1d, 1e(1), and 1e(2)) cover additional listings generated by CPAS and
provide for somewhat longer dispositions (1 years or 2 years). The relatively short dispositions
for Items 72 - 76 are appropriate, in view of the longer retention of the CPAS database and
diagnostic listings under Rules 1f and 1a.

Four new Rules (2a — 2d) were proposed for addition to Schedule 7300 (Original Disbursing
Accounts). These Rules, for vouchers for transportation by foreign carriers, are no longer
included in this job. Rules 2a and 2c¢ can be implemented by DFAS without NARA approval
because they are consistent with GRS 9, Item 1a. DFAS agreed to withdrawn Rules 2b and 2d
from this job due to questions raised by NR reviewers that were communicated to the DFAS
records officer.

This job includes two new items for Schedule 7346 (Military Pay Records Created Prior to

Automation). Item 80 (Rule 1) is for active duty pay records and related records created prior to
DFAS’s conversion to the Defense Joint Military Pay System (DJMS), the electronic payroll
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system administered by DFAS. The proposed disposition is to cut off after conversion to DIMS
and then to destroy 56 years after cutoff (i.e., on October 1, 2033). This disposition meets AF
administrative needs and is consistent with the disposition approved by N1-507-97-1 for this
same series in electronic form (Master Military Pay Account, which is part of DIMS). This latter
disposition is to destroy the records when 56 years old (Schedule 7340, Rule 9).

Item 81 (Rule 5) is for annuitant pay folders terminated due to death or discontinuation of
annuitant eligibility. The proposed disposition is to destroy 6 years after termination. This
disposition is adequate to ensure AF administrative and financial oversight needs and to protect
individuals’ legal rights. The records covered by proposed Rules 1 and 5 in Schedule 7346 are
pay records lacking archival value.

Four new items are proposed for addition to Schedule 7349 (Pay Account Records). Item 82 is
(Rule 1¢) is for the DFAS copy of direct deposit authorization forms for employee pay. Item 83
(Rule 2a) is the original paper copy of employee authorization for savings bond allotments (e.g.,
deductions from salary for savings bond purchase). For both Rule 1c and Rule 2a, the proposed
disposition is to destroy upon supersession of the form or separation of the member, whichever is
sooner. This disposition for Rules 1c and 2a is consistent with the dispositions for GRS 2, item
17 (Direct Deposit Sign-up Form) and 14a (Savings Bond Purchase Files). Although the
proposed dispositions conform to these GRS items, the GRS items cannot be used as the
disposition authority. The reason is that GRS 2 covers only civilian pay records, whereas DFAS
pay records relate to both military members and civilian employees. Items 84 and 85 are for
microform copies (original microform and vital records copy) of the savings bond allotment
records. For both items, the proposed retention period is 56 years. This disposition, although
long, meets DFAS needs in administering these records.

Rules 1a and 5b in Schedule 7360 (Foreign Military Sales (FMS) Records) are proposed for
revision but have been crossed off this SF115. Rule 1a covers paper copies of FMS case files.
Rule 5b covers centrally maintained copies of FMS collection and disbursement vouchers. The
Rule 1a disposition is to destroy 30 years after case closure. (Note 2 indicates that destruction is
not authorized for FMS databases appraised as permanent under NC1-330-78-4 and NC1-330-
78-6.) The Rule 5b disposition is to destroy the voucher copies 1 year after reconciliation. The
only proposed revisions to these two Rules are (a) to add the phrase “copies of disbursement
vouchers” to the records description for Rule 1a and (b) to add a note to Rule 5b that the
disposition of disbursement voucher copies in FMS case files is covered by Rule 1a. These
minor changes, relating to the types of records covered by Rule 1a, do not affect the previously
approved dispositions for these two Rules. NARA approval therefore is not needed for the
changes.

None of the records covered by job N1-507-02-1 offers historical value or warrants archival

preservation. The proposed retention periods satisfy DFAS administrative needs and are
adequate for government accountability and protection of individuals’ legal rights.
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I recommend approval of this job.

RICHARD A. NOBLE

Archives Specialist
Life Cycle Management Division (NWML)
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