
REQUEST FOR RECORDS DI SITION AUTHORITY 
(See Instructions on reverse) 

TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED 
WASHINGTON, DC 20408 2-22. - 200'2. 

1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 
Department of Defense 

In accordance With the provisions of 44 2. MAJOR SUBDIVISION 
U S.c. 3303a the disposrnon request,Defense Finance and Ac Service mcludmg amendments, IS approved except
for Items that may be marked "disposition3 MINOR SUBDIVISION not approved" or "withdrawn" In column ]0Entire Agency 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE
 

(MRS.) Pauline E. Korpanty (703) 607-3743 u~
 

6. AGENCY RTIFI ION 
I hereby certify that I am authorized to act for this agency in matters pertaining to the of its records 
and that the records proposed for disposal on the attached ~ 80 page(s) are not now needed for the business 
of this agency or will not be needed after the retention periods specified; and that written concurrence from 
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, 

~ is not required; U is attached; or U has been requested. 
TITLE 

Records Administrator 

7	 9. GRS OR 
ITEM	 8 DESCRIPTION OF ITEM SUPERSEDED
 
NO. JOB CITATION
 

Defense Finance and Accounting Service Records
 
Disposition Manual --5015.2-M, which contains the
 
combination of schedules Nl/507/93/2, Nl/507/97/1, and
 
Nl/507-00-1, with revisions as necessary. Rules not
 

ged, or not changed sufficiently to require
ocessing by NARA, are lined through. 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE Prescnbed b"y NARA 

36 CFR 1228 
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Checklist of Changes for DFAS SOlS.2-M 
(combination of Nl-507-93-2, Nl-507-97-1, and Nl-507-00-1) 

1 . Add Electronic Mail and Word Processing System Coples as 
last rule to 
1025 Technical Tralning Rule 5 
1300 Military Personnel Rule 2 
1400 Civilian Personnel Rule 53 
3000 Plannlng -- Rule 9 
3001 Committees, Boards, and Charltable Campaign Records --

Rule 6 
4105 Contractlng -- Rule 22 
4110 Supply -- Rule 6 
4140 Equipment Management and Maintenance -- Rule 10 
4160 Property Dlsposal -- Rule 7 
4165 Real Property Operations and Maintenance -- Rule 26 
5000 Library Records -- Rule ~ ~ 
5001 Central Files -- Rule 4 
5005 Adminlstrative 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 Publicatlons and Forms -- Rule 11 
5040 Audiovisual Information and Graphics -- Rule 15 
5210 Security and Protective Services -- Rule 24 
5300 Mall Acceptance, Movement, and Delivery -- Rule 24 
5400 Public Affairs -- Rule 5 
5500 Legal Admi ni st rat i on -- Rule.>( 5 
5545 Congressional Inquiries -- Rule 3 

[4500 -
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2. Revislon of one or more rules 

4105 Contractlng Records --
descriptlo

~.JoLlb.j,..eh-:l:rnlccreased"zsi.mpLaf i.ed 

rocurement 
ldentify change 

acqu i sation 

Add sub-rule lc, covering IMPAC Card transactions. 

5010 -- Offlce Admlnistration --

--
Re-arrange rules 
Add 23-~?- Reference Files 

" 
5015 -- Records Management -- Rule 3 

Reallgn content of rule 
-- Add sub-rules 3a(l) (b), 3a(2) (b), and 3a(3) 

5020 --
range order of rules ln schedule 

5025 -- Publications and Forms 
Re-arrange rules 
Realign content of Rule 
Add sub-rules Ie and If 

1 

5040 -- Audiovisual Informatlon and Graphlcs --
-- Rule 1 -- Production FlIes -- split rule between 1a 

(non-mission), and 1b (mission) (ADD) 
-- Rule 9 -- Posters (ADD) 

5210 -- Security and Protectlve Servlces 
-- Rule 6 -- Access Request Files -- split rule 

between 6a, and 6b (ADD) 

5545 Congressional Inquiries
Revise Rules 1 and 2 to provlde for retention of 

hard copies, microform copies, and electronic copies of records. 

2 

2 
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6055 -- Safety Program Administration --

-- Schedule had been withdrawn, pending resolution of 
retention issues. 

7221 -- Central Procurement Accounting System --
-- Schedule had been wlthdrawn, pending preparation

of, or revision to, series descriptlons and dlsposition
lnstructions. 

7300 -- Original Dlsbursing Accounts -- Rule 1 -- wlthdrawn 
-- pendlng revislon of disposition lnstructions 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 lssues. 

7349 -- Pay Account Records -- Rules 1 and 2 
-- Withdrawn, pending revision of series description

and dlsposition lnstructions and submission of revision for 
procession. 

3
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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 availabili 
of training and employee participation (maintained in Personnel/Training Offices). 

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

2. TRAINING PLANNING RECORDS. Records used to plan a cours of instructIon including 
training standards, training plans and course syllabi (maintained in any offi responsible for conducting 
training). 

CUT OFF AND DESTROY ON REVISION, OBSOLESCE , OR DISCONTINUANCE OF
 
RELATED COURSE.
 
AUTH: (Nl-507-93-2, Item 1)JI025/R2)
 

3. Re rds used to conduct a class, such as lesson plans, tests, 
films, charts, study guides, workbooks, hando , and similar material (maintained in any office responsible 
for conducting training). 

CUT OFF AND DESTROY ON ISION, OBSOLESCENCE, OR DISCONTINUANCE OF 
RELATED COURSE. 
AUTH: (Nl-507-93-2, Ite 

4.	 General correspondence, agreements, 
authorizations,	 re s, requirement reviews, plans and objectives relating to the establishment and 

cy-sponsored training courses and conferences (maintained in Site training offices). 

CUT 0 AT END OF CALENDAR OR FISCAL YEAR (AS APPROPRIATE). DESTROY 5 
Y S AFTER CUTOFF. 

TH: (GRS 1, Item 29a(1) ) (1025/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 t1ns 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 .:l	 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: (PEND ING)
 

1025 -pg 1 
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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: (P END I N G) 

1025 -pg 2 
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SCHEDULE 1300, 

MILITARY PERSONNEL RECORDS. 
This schedule pertain to records accumulated at the FIeld Orgamzation-level office charged WIth 
adnumstenng rmhtary personnel assigned to that DFAS Organization. The records are adrmmstratrve or 
informative m nature. The record copy IScontrolled by the member's branch of rmhtary service. 

1. ADMINISTRATION OF MILITARY PERSONNEL. Vanous reports, hstmgs, re~Is~s,..am:t"-
other records received from the mihtary services that contain information nee anage mihtary 
personnel at the local level. 

CUT OFF ON SUPERSESSION OR OBSOLESCENCE.
 
-=::AtmJ?;""1N1NlI-507-93-2, Item 11) (1300/Rl)
 

2. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies 
of records that are created on electromc mall and word processing systems and used solely to generate a 
recordkeepmg copy of the records covered by the other Items in this schedule. Also includes electronic 
copies of records created on electronic mall and word processing systems that are mamtamed for updating, 
revision or dissemmanon. 

a. Copies that have no further adnumstranve value after the recordkeepmg copy ISmade. 
Includes copies mamtamed by mdrviduals m personal files, personal electronic mall directories, or other 3	 personal directones on hard disk or network dnves, and copies on shared network dnves that are used only 
to produce the recordkeepmg copy. 

DESTROYIDELETE WITmN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
 
PRODUCED.
 
AUTH: (PENDING)
 

b. Copies used for dissemmation, revision, or updatmg that are maintained in addition to the 
recordkeepmg copy. 

DESTROYIDELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
AUTH:	 (PENDING) 

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

1300 -pg 1 
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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 developme 
of personnel programs and pertain to the establishment, implementation, and administration of DFAS- .de 
programs (maintained by the Servicing Personnel Office). 

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

2. OFFICIAL PERSONNEL FOLDERS (OPFs) (maintained by the Servici 

a. Records filed on the right side of the OPF containing info 
employment which reflect qualifications, efficiency, promotions, awards, certi 
security determinations, and similar information. 

(1) Transferred employees 

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

(2) Separated employees 

CUT OFF UPON SEPARATION OF EMPLOY . TRANSFER OPF TO NATIONAL 
PERSONNEL RECORDS CENTER (NPRC) T. LOUIS, MO, 30 DAYS AFTER LATEST 
SEPARATION. NPRC WILL DESTROY YEARS AFTER SEPARATION FROM FEDERAL 
SERVICE. 
AUTH: (GRS 1, Item 1a) (1400/R2a2) 

b. 

(1) All copie of correspondence maintained in accordance with Chapter 3 of The 
Guide to Personnel Recordk in, EXCLUDINGJhe Immigration and Naturalization Service (INS) Form 

1-9. 

DESTROY WHEN PERSEDED OR OBSOLETE, OR UPON SEPARATION OR TRANSFER
 
OF EMPLOYEE, LESS SPECIFICALLY REQUIRED TO BE TRANSFERRED WITH THE
 
OPF.
 
AUTH: (GRS ,Item lOa) (1400/R2b(1) )
 

(2) INS Form 1-9 

DES OY 3 YEARS AFTER EMPLOYEE SEPARATES FROM SERVICE OR TRANSFERS TO 
THER AGENCY. 

TH: (GRS 1, Item lOb) (1400IR2b(2» 

1400 -pg 1 
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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 COMPLETE
 
TERMINATED. DESTROY 1 YEAR AFTER CUTOFF.
 
AUTH: (GRS 1, Item 37) (1400{R48)
 

49. DISCRIMINATION COMPLAINT CASE FILES. Originating Agency . e containing 
complaints with related correspondence, reports, exhibits, withdrawal notices, cop.' s of decisions, records 
of hearings and meetings, and other records as described in 29 C.F.R. Part 161 Cases resolved within the 
agency, by EEOC, or by a US Court (maintained in DFAS EEO offices and/ EEO complaint management 
offices). 

CUT OFF AT END OF YEAR OF CASE RESOLUTION. D ROY 4 YEARS AFTER CUTOFF. 
AUTH: (GRS 1, Item 2Sa) (1400{R49) 

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

2 YEARS AFTER CUTOFF. 

51. iews, background documents, and correspondence relating to 
contractor employment practice maintained in DFAS EEO offices and/or EEO complaint management 
offices). 

YEAR. DESTROY 7 YEARS AFTER CUTOFF. 
2Sd(1) ) (1400/R51) 

52.	 OYMENT STATISTICS FILES. Employment statistics relating to race and sex 
in DFAS EEO offices and/or EEO complaint management offices). 

CU OFF AT END OF YEAR. DESTROY 5 YEARS AFTER CUTOFF. 
TH: (GRS 1, Item 2St) (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 
copies 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)
 

1400 -pg 8 
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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) 

1400 -pg 9 
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SCHEDULE 3000, PLANNING. 

TJus 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).
 

I. PROGRAMMING -- Documents relating to program planning, review and analysis to inc 
program guidance documents, operations plans and programs, policies and related background rna rial, 
documents created to revise or adjust existmg programs, and similar documents. 

a. DFAS-Arlington. 

AUTH: (Nl-507-93-2, Item 29) (3000/Rla) 

b. DFAS-Field Organizations. 

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

PERMANENT. CUT OFF AT END OF CALENDAR YEAR. T FER TO THE NATIONAL 
ARCHIVES IN 5-YEAR BLOCKS WHEN LATEST RECORD IN LOCK IS 20 YEARS OLD. 

2. PROGRAM REVIEW -- Documents created during revi of progress in program 
accomplishment, including progress reports, cost and performan reports, statements of analysis, 
summaries, directed actions, and other documents which refle actual performance, progress, 
accomplishments, deficiencies, and problems in relation to g gram goals. 

a. DFAS-Arlington. 

AUTH: (Nl-507-93-2, Item 31) (3000/R2a) 

b. DFAS-Field Organizations. 

PERMANENT. CUT OFF AT E OF CALENDAR YEAR. TRANSFER TO THE NATIONAL 
ARCHIVES IN 5-YEAR BLOC WHEN LATEST RECORD IN BLOCK IS 20 YEARS OLD. 

3. IONS. Documents relating to the establishment, functions, agenda, 
minutes, recommendations, 0 other official actions of formal councils, including significant background 
and supporting documents ccumulated and/or created by the council in fulfilling its mission relative to 
program review and ana sis. 

AUTH: (Nl-5 -93-2, Item 33) (3000/R3a) 

FAS-Field Organizations. 

(Nl-507-93-2, Item 34) (3000/R3b) 

.&;fftJLun.J. ...ENT. 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 -pg 1 
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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: (P ENDING)
 

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) 

3000 -pg 3 
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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 comnu~·ttee / 
charter, listing of members and all changes, resume of major points of interest concerning commit e 
bearings and its general operations, waivers in committee rules, studies, analyses, final committ report 
and findings, terminating directive and similar papers relating to the establishment, accompli ents, or 
termination of formal committees. 

PERMANENT. CUT OFF UPON TERMINATION OF THE COMMITTEE. 
NATIONAL ARCmVES IN 5-YEAR BLOCKS WHEN LATEST DOCUME 
AUTH: (N1-507-93-2, Item 40) (3001lR1) 

2. ADMINISTRATIVE SUPPORT RECORDS. Records that faci tate and support the 
responsibility of the chairman/recorder and staff activities designated as presentatives for, or to, 
boards/committees, including copies of minutes, mailing lists, agenda reports, correspondence, and other 
related papers reflecting the position taken on policy development other board/committee deliberations. 

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

3. REPORTS OF EXISTING COMMITT S -- DFAS-Arlington. Annual reports ofDFAS 
committees in existence and maintained at DFAS lington. 

PERMANENT. CUT OFF AT END OF ENDAR YEAR TO WHICH REPORT PERTAINS.
 
TRANSFER TO THE NATIONAL ~uJL-".LI.VESIN 5-YEAR BLOCKS WHEN LATEST
 
DOCUMENT IS 20 YEARS OLD.
 
AUTH: (Nl-507-93-2, Item 42) \:;:3:.;;0~=,
 

4. REPORTS OF EXIS NG COMMITTEES -- DFAS Field Organizations. Annual reports of 
existing DFAS committees, cumulated at DFAS Organizations which may be feeder reports to DFAS-
Arlington. 

CUT OFF AT END CALENDAR YEAR TO WHICH REPORT PERTAINS. DESTROY 2
 
YEARS AFTER TOFF.
 
AUTH: (Nl-50 -93-2, Item 43) (3001/R4)
 

5.	 RAISING CAMPAIGNS. Records accumulated while administering the Combined 
mpaign (CFC), including correspondence, receipts, invoices, and related records. 

CU OFF UPON COMPLETION OF THE CAMPAIGN. DESTROY 3 MONTHS AFTER 
TOFF OR UPON COMPLETION OF NEXT EQUIVALENT CAMPAIGN. 

l\.UTH: (GRS 23, Item 7c) (3001/R5) 

3001-pg 1 
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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 mall 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 RECORD KEEPING 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) 

3001-pg 2 
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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 bon 
surety records, including correspondence and related papers pertaining to award administration, receipt, 
inspection and payment. 

a. Procurement or purchase organization copy, and related papers. 
2*). 

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

(a) Transactions that exceed the simplified acquisiti 
construction contracts exceeding $2,000. 

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

(b) Transactions at or below the simpli ed acquisition threshold and all 
construction contracts at or below $2,000. 

CUT OFF UPON FINAL PAYMENT. DESTROY 3 YEAR i\FTER CUTOFF. 
AUTH: (GRS 3, Item 3a(1)(b)) (41051R1a(1)(b)) 

(2) Transactions dated earlier th 

(a) Transactions that tihze other than small purchase procedures and all 
construction contracts exceeding $2,000. 

CUT OFF UPON FINAL PAYMENT. DES OY 6 YEARS, 3 MONTHS AFTER CUTOFF. 
AUTH: (GRS 3, Item 3a(2)(a)) 4105 la a) 

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

CUT OFF UPON FINAL PAY NT. DESTROY 3 YEARS AFTER CUTOFF. 
AUTH: (GRS 3, Item 3a(2)(b (4105/1a(2)(b) ) 

b. ocurement Data System (FPDS) Files. Data submitted to the Federal 
Procurement Data Syste (FPDS). Electromc file maintained by fiscal year, containing unclassified 
records of all procure nts, other than small purchases and consisting of information required under 48 
CFR 4.601 for trans r to FPDS. 

CUT OFF AT OF FISCAL YEAR. DESTROY 5 YEARS AFTER CUTOFF. 
3, Item 3d) (4105/Rlb) 

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 0) 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: (P END I N G) * 

2. SOLICITED AND UNSOLICITED BIDS AND PROPOSALS FILES 

a. BId or proposal and supportmg documents for contracts and transactions. 

CUT OFF WHEN FINAL PAYMENT IS MADE. DESTROY WITH RELATED
 
CASE FILE (see Item 1 above).
 
AUTH: (GRS 3, Item 5a) (4105IR2a)
 

b. Unsuccessful BIds and Proposals s and proposals which are 
unsuccessful and WhIChare defmed m the Federal Acquisition Regulation, 4 FR, Part 13. 

(1) Small Purchases. 

CUT OFF WHEN CONTRACT IS AWARDED. DESTROY 1 AR AFTER DATE OF AWARD
 
OR FINAL PAYMENT, WHICHEVER IS LATER.
 
AUTH: (GRS 3, Item 5b(1) ) (4105IR2b(1) )
 

(2) Large Purchases. 

CUT OFF WHEN FINAL PAYMENT IS MADE. STROY WITH RELATED CONTRACT OR
 
CASE FILE.
 
AUTH: (GRS 3, Item 5b(2)(b) ) (4105IR2b(2»
 

3. 

a. Formal sohcitations of fers to provide products or services, such as Invitations for BIds, 
Requests for Proposals, or Requests fo uotanons, WhIChwere cancelled pnor to award of a contract. 
FIles mclude presohcitation docume anon on the requirement, any offers WhIChare opened pnor to the 
cancellation, documentation on a government action up to the time of cancellation, and evidence of the 
cancellation 

CUT OFF WHEN CANC LATION IS COMPLETE. DESTROY 5 YEARS AFTER CUTOFF. 
) ) (4105/R3a) 

b. ened bids BIds received after a sohcitation of offer IScancelled and the bid IS 
unopened. 

RETURN T IDDER.
 
AUTH: ( S 3, Item 5c(2) ) (4105/R3b)
 

4. ACCEPTABLE BIDDER LISTS LIStSor card files of acceptable bidders, 

OFF AND DESTROY WHEN SUPERSEDED OR OBSOLETE.
 
TH: (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: (Nl-507-93-2, Item 58) (4105/RI8)
 

19. ENGINEERING CHANGES. Rejected engineering change propos 

CUT OFF UPON FINAL PAYMENT. DESTROY 6 MONTHS
 
AUTH: (Nl-507-93-2, Item 59) (41051R19)
 

20. LABOR RECORDS. Labor compliance r rds including equal employment opportunity 
records. 

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

AND DESTROY WHEN SUPERSEDED OR OBSOLETE.
 
(Nl-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 WITIDN 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 13 recordkeeping copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
AUTH: (P END I N G) 

4105 -pg 5 
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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). 

1. 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/Rl) 

2. SUPPLY REQUISITIONS. Requisitions submitted for ordering supplies an
 
such as shipping orders, purchase requests, shipping records, status records, and si .
 

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

3. SUPPLY CATALOG. Complete catalog of suppli
 
items.
 

CUT OFF AND DESTROY WHEN SUPERS 

4. ards, listings, change notices, reports on supply levels or 
critically short items, and related data ed for reference or planning purposes in controlling supply levels. 

5. AGEMENT FILES. Files containing information on supply requirements and 
procurement m ers used for supply management purposes. 

AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF. 
(GRS 3, Item 4a) (4110/R5) 

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 Jif 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) 

4110 -pg 1 



• • 
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). 

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

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

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

CUT OFF WHEN VEHICLE IS DISPOSED OF. DESTROY 1 YEAR CUT 
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 iss e receipts, requests for purchase; 
warranty; guarantee records; adjustment records; records pertaining t nventory actions such as 
government property lost or damaged or reports of survey; issue/tu -in slips and related correspondence; 
approved copies of requests for office furniture which require D· ctor level approval. 

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

4. UNIT PROPERTY RECORDS. Regist s and files, component records, requisitions, custody 
receipt, requests for issue or turn-in and related r ords, shipping and receiving documents, reports of 
survey, statements of charges, schedule of co ctions, and similar records accumulated in managing the 
unit's equipment needs (maintained in any AS office). 

CUT OFF AT END OF FISCAL YE 
AUTH: (Nl-507-93-2, Item 68) ....,,47"='~ 

5. INVENTORY REQ Requisitions for equipment items for current inventory. 

CUT OFF UPON COMP TION OR CANCELLATION OF REQUISITION. DESTROY 2
 
YEARS AFTER CUTO F.
 
AUTH: (GRS 3, Ite a) (4140/R5)
 

6. EQUIP NT DEFICIENCY RECORDS. Notices of unsatisfactory conditions experienced, 
including those.i stances in which the equipment does not fully or effectively serve the purpose intended; 
instances wh e the equipment or a part or accessory cannot be properly maintained or operated, or similar 
records; al includes records of actions taken to remedy deficiencies and any required reports. 

CUT F WHEN CORRECTIVE ACTION IS COMPLETE. DESTROY 1 YEAR AFTER 
CU OFF. 

TH: (N1-507-93-2, Item 69) (4140/R6) 
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7. EQUIPMENT MOVEMENT FILES. Files pertaining to actions involving internal movement 
of equipment. 

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

8. REPROGRAPHICS EQUIPMENT. at document history of 
reprographics equipment (the requirements evaluations requests, a val, acquisition, maintenance, 
production volume, transfers, and disposal) (maintained in DE reprographics equipment management 
offices). 

CUT OFF AT END OF FISCAL YEAR I ICH EQUIPMENT IS DISPOSED OF. DESTROY 1
 
YEAR AFTER CUTOFF.
 
AUTH: (N1-507-93-2, Item 71)~==,.,
 

9.	 Notices posted at or near copiers which list local operating 
erators, or provide other similar information. 

CUT AND DESTROY WHEN SUPERSEDED OR OBSOLETE. 
H: (Nl-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 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 AlTER THE RECORDKEEPING COpy HAS BEEN
 
PRODUCED.
 
AUTH: (P END I N G)
 

b. Copies used for dissemination, revision, or updating that are maintained in addition to the 17 recordkeeping copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
AUTH: (P END I N G) 
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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/Rl) 

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

a. Property valued over $25,000. 

CUT OFF AT END OF FISCAL YEAR IN WHICH FINAL PAY T 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 AL PAYMENT IS RECEIVED.
 
DESTROY 3 YEARS AFTER CUTOFF.
 
AUTH: (GRS 4, Item 3b) (4160/R2b)
 

3. PORTS. Reports initiated or received showing 
progress on property utilization and disposal rograms (maintained in DFAS Property Management 
Offices). 

4.	 MENTS. Formal donation agreements with Service Educational activities 
and organization	 eligible fo donations pursuant to 10 U.S.C. 2572, and documents relating to each 

FAS Property Management Offices). 

OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF. 
3-2, Item 73) (4160/R4) 

5. CIOUS METALS RECOVERY. Forms, reports logs, accountability records, and 
correspo ence pertaining to reclamation and use of precious metals (maintained in DFAS offices involved 
in reco ry programs). 

OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
 
TH: (Nl-507-93-2, Item 74) (4160/R5)
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6. RECYCLABLE MATERIALS PROGRAM. Documents concerning th ecyclable 
Materials Program including scrap recycling program and resource maintained in DFAS 
recycling offices). 

CUT OFF AT E NDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF. 
- 07-93-2, 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 III 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 RECORD KEEPING COPY HAS BEEN
 
PRODUCED.
 
AUTH: (PEND ING)
 

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 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 
property transactions. 

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

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

CUT OFF ON TERMINATION OF ASSIGNMENT, OR WHEN LE SE IS CANCELLED, OR
 
WHEN PLANS HAVE BEEN SUPERSEDED OR BECOME OBS ETE. DESTROY 2 YEARS
 
AFTER CUTOFF.
 
AUTH: (GRS 11, Item 2a) (4165/R2)
 

3. FACILITIES OPERATIONS. Documents relatin 0 facilities operations activities of a routine 
nature (i.e., routine maintenance and similar activities). 

CUT OFF ON TERMINATION OF ASSIGNMEN ,OR WHEN LEASE IS CANCELLED, OR
 
WHEN PLANS HAVE BEEN SUPERSEDED 0 BECOME OBSOLETE. DESTROY 2 YEARS
 
AFTER CUTOFF.
 
AUTH: (GRS 11, Item 2a) (4165/R3)
 

4.	 MAINTENANCE REQUESTS. equests for building and equipment maintenance services. 

CUT OFF UPON COMPLETION CANCELLATION OF REQUEST. DESTROY 90 DAYS 
AFTER CUTOFF. 
AUTH: (GRS 11, Item 5) 4165 4 

5. FACILITIES TENANCE -- MAJOR PROJECTS. Documents relating to major repair 
or replacement projects to uildings and structures, grounds, fences, roads, hard surfaced areas, and similar 
types of facilities. 

CUT OFF ON IN CTIVATION OF THE INSTALLATION. DESTROY 10 YEARS AFTER.
 
CUTOFF ..
 
AUTH: (N1- 7-93-2, Item 77) (4165/R5)
 

6.	 ~CILITIES SERVICES. Documents relating to rodent and insect control programs, janitorial 
e collection services, and operations of internal repair and utilities shops. 

OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF.
 
TH: (GRS 11, Item 1) (41651R6)
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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 WmCH THE RECORDS PERTAIN.
 
DESTROY AT CUTOFF.
 
AUTH: (Nl-507-93-2, Item 87) (41651R20)
 

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

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

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

DESTROY INDIVIDUAL DOCUMENTS WITHIN THE LE WHEN SUPERSEDED OR
 
OBSOLETE.
 
AUTH: (Nl-507-93-2, Item 89) (41651R22)
 

23. VEHICLE REGISTRATION. Vehicle cal and supporting records used to register employees' 
vehicles for entrance to the installation (maintai a ill DFAS Field Organization-designated office). 

DESTROY INDIVIDUAL DOCUME WITIDN THE FILE WHEN SUPERSEDED OR 
OBSOLETE 
AUTH: (Nl-507-93-2, ~=Item 90) -.:.4.:.;1

24. ecord copy of a citation issued to the owner of an illegally parked 
vehicle (maintained in DFAS ield Organization-designated office). 

CUT OFF AT END 0 ALENDAR YEAR IN WHICH CITATION ISSUED. DESTROY 2
 
YEARS AFTER CU OFF.
 
AUTH: (Nl-507- -2, Item 91) (4165/R24)
 

25. DRI NG/CARPOOL SUSPENSIONS. Records pertaining to suspension of installation 
dnvmg pri . eges or revocation of assigned carpool parking space due to violation of motor vehicle laws or 
car pool olicy (maintained in DFAS Field Organization-designated office). 

OFF AT END OF CALENDAR YEAR IN WIDCH SUSPENSION IS TERMINATED. 
STROY 2 YEARS AFTER CUTOFF. 

AUTH: (Nl-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). 
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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: (P END I N G)
 

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: (P END I N G) 
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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,
 
pnvately owned vehicles, and personal baggage VIavarious 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: (NI-507-93-2, Item 93) (4500/Rl)
 

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

2. INTERNATIONAL HOUSEHOLD SHIPMENT BILLS OF LADI . 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 order , 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 lc) (45001R2)
 

3. PAYMENT DOCUMENTS LESS THAN $100. ecords covering payment for services 
furrushed when the charges for any single bill of lading 0 assenger transportation requests is less than 
$100, EXCLUDING those covered in Rule 7 below. 

CUT OFF AT END OF FISCAL YEAR IN H ACCOUNT IS CLOSED. DESTROY 6 YEARS
 
AFTER CUTOFF.
 
AUTH: (GRS 9, Item la) (4500/R3)
 

4. INTERSTATE AND INTE TIONAL FREIGHT TRANSPORTATION FILES. Records 
governing payment for freight and pas nger transportation charges for interstate transportation and 
international transportation by freig forwarders of unaccompanied baggage or privately owned vehicles 
shipped separate from household ods; the charges for which are published in tariffs lawfully on file with 
the Surface Transportation Bo (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 cover by Rule 7 below. 

CUT OFF AT END FISCAL YEAR IN WHICH ACCOUNT IS CLOSED. DESTROY 6 YEARS 
AFTER CUTOFF 
AUTH: (GRS 9 tern la) (4500/R4) 

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

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

TH: (GRS 9, Item Ia) (450000) 
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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 as 
been or is expected to be issued, or if a rail freight overpayment is involved; deduction or collectio 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 condit~ that 
requires the voucher to be retained beyond the 3 or 6 year disposal period, such as detection of an 
undercharge. / 

/
CUT OFF AT END OF FISCAL YEAR IN WHICH ACCOUNT IS CLOSED. DESTROY 10
 
YEARS AFTER CUTOFF. /'
 
AUTH: (GRS 9, Item Ib) (4500!R6) /
 

/ 

7. BILLS OF LADING. Issuing office copies of Government J?ills of lading, commercial passenger 
transportation	 vouchers and transportation requests, travel authorizations, and supporting documents. 

/ 

CUT OFF AT END OF FISCAL YEAR IN WHICH ACCOUNT IS CLOSED. DESTROY 6 YEARS
 
AFTER CUTOFF. /
 
AUTH: (GRS 9, Item Ic)(4500/R7) /


/ 

8. UNUSED TICKET REDEMPTION FO~S. Forms used to redeem unused tickets. 
/ 

CUT OFF WHEN TRAVEL HAS BEEN C~CELLED OR TRAVEL DATE HAS PASSED.
 
DESTROY 3 YEARS AFTER CUTOFF /
 
AUTH: (GRS 9, Item l e) (4500/R8)
 

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

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

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

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

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 maintamed 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: (P END I N G)
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b. Copies used for dissemination, revision, or updating that are maintained in addition to the 

'2--"3 recordkeeping copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
AUTH: (pENDING) 
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SCHEDULE 5000, 

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

1. LmRARY ACQUISITIONS. Requisitions, purchase orders, packing lists, requests for issue or 
tum-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 re 
document each item withdrawn from permanent holdings. 

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

3. LmRARY SHELF LISTS. Manual or automated listing of materials the permanent collection 
of DFAS libraries, set up per rules of professionallibrarianship. 

CUT OFF ON DISSOLUTION OF LmRARY. DESTROY 1 YE
 
NOTE*)
 
AUTH: (Nl-507-93-2, Item 96) (5000/R3)
 

4. CARD CATALOG. Manual or automated author, ti ,and subject index to permanent holdings 
of library collection maintained per rules of professionallibr .anship. 

CUT OFF ON DISSOLUTION OF LmRARY. DES ROY 1 YEAR AFTER CUTOFF. (See
 
NOTE"')
 
AUTH: (Nl-507-93-2, Item 97) (5000/R4)
 

5. LmRARY LOANS. Automated or d copy records such as book cards, reserve cards, and 
similar records of the charge-out system. 

CUT OFF WHEN INDIVIDUAL IT S WITIDN THE FILE WHEN OBSOLETE. DESTROY 
ON CUTOFF. 
AUTH: (Nl-507-93-2, Item 98) 5 0 R5 

6. ON HAND. Records containing total number of items in permanent 
library collections to include ecords of all additions and withdrawals. 

R OF THE COMPLETE COLLECTION OR DISSOLUTION OF THE 
LIBRARY. DESTR 1 YEAR AFTER CUTOFF. 
AUTH: (Nl-507-9 -2, Item 99) (5000/R6) 

7. Y REPORTS OF AUDIT. Reports of library control records. 

CUT OFF T END OF CALENDAR YEAR IN WIDCH ALL CORRECTIVE ACTION IS
 
COMP TE. DESTROY 1 YEAR AFTER CUTOFF.
 
AUT . (N1-507-93-2, Item 100) (5000{R7)
 

OTE: oIf collection is transferred, transfer with collection. 
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,. 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 WITmN 180 DAYS AFTER THE RECORD KEEPING 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: (P END I N G) 
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SCHEDULE 5001,
 
CENTRAL FILES.
 

This schedule governs disposition of the Central File £QQY 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 nonp 
matters and to the overall or general internal administration of the organization as opposed to the mary 
mission of the organization. These include routine approval actions, local office operations, ipment or 
system request and procurement actions, routine budget and manpower actions, internal 
management, travel, attendance at conferences, and similar information (maintained' 
Organization Designated Offices). 

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

2. MISSION POLICIES AND PROCEDURES S. Documents pertaining to policy matters 
and to actions documenting the primary mission of th rganization (maintained in DFAS Field 
Organization Designated Offices). 

PERMANENT. CUT OFF AT END FISCAL YEAR. TRANSFER TO NATIONAL ARCHIVES
 
IN 5-YEAR BLOCKS WHEN ST RECORD IN BLOCK IS 20 YEARS OLD.
 
AUTH: (Nl-507-93-2, Item 1 (5001/R2)
 

3. . Index of central files (maintained in DFAS Field Orgarnzation Designated 
Offices). 

u,nJLr1U<,';d T. CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO NATIONAL 
ES ALONG WITH THE RECORDS TO WHICH THEY PERTAIN. 

__ ~==~~~~~(N~1~-5~O~7~-9~3~-2:,I~te~m~1~4~1)~(~50~0~1~ap~) ~ ~--------------------~---------
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: (P END I N G) 

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: (P END I N G) 
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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 sirnila 

PERMANENT. CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO TIONAL 
ARCHIVES IN 5-YEAR BLOCKS WHEN LATEST RECORDS IN BLO l\RE 20 YEARS OLD. 
AUTH: (NI-507-93-2, Item 101) (5005/Rl) 

2. TEMPORARY ORDERS -- LONG TERM. rtaining to civilian permanent change of 
station and dependent travel, assignment of contract perso el, and formal boards and committees. 

CUT OFF AT END OF CALENDAR Y 
AUTH: (NI-507-93-2, Item 102) 5005 

3. Orders pertaining to all types of temporary duty 
(TDY) travel, appointme of investigating officers and boards, appointment of attendants and escorts, 
orders pertaining to ergency or special leave, and miscellaneous actions not covered elsewhere. 

T END OF CALENDAR YEAR. DESTROY 1 YEAR AFTER CUTOFF. 
(NI-507-93-2, Item 103) (5005/R3) 

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: (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: (P END I N G) 
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SCHEDULE 5010,
 

OFFICE ADMINISTRATIVE FILES.
 
This schedule governs disposition of records accumulated by mdrvidual offices while carrymg out the 

mternal admmistranon or "housekeeping" acnvmes of the office. The records hsted m this schedule are 
common to most DFAS offices. 

1. STAFFING RECORDS. Records used to fill vacancies such as requests for personnel acn , 
interview questions, notification letters, etc. 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF. 
AUTH: (GRS 23, Item 1) (50101R1) 

2. COMMUNICATIONS (READ FILES) Extra copies of messages sent or re rved, or other 
type of written correspondence which are filed by date released or sent, organization nt to or received 
from, or some other similar filmg feature and used for quick-reference or cross-refe nee purposes. 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFT 
AUTH: (GRS 23, Item 1) (5010!R2) 

3. EXPENDITURE OF FUNDS. Records used to develop and ntrol the office budget such as the 
call for estimates, budget reports, worksheets, accountability ledger, a similar documents. 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 
AUTH: (GRS 23, Item 1) (50101R3) 

4. ADMINISTRATION OF OFFICE PERSON . Records used m the day-to-day 
management of office personnel to mclude trammg, trav ,letters of apprecianon, nominations for special 
recogmnon, such as Civihan of the Year or Soldier of e Quarter, and similar records. 

CUT OFF AT END OF CALENDAR YEAR. STROY 2 YEARS AFTER CUTOFF 
AUTH: (GRS 23, Item 1) (50101R4) 

5. OFFICE SUPPLIES AND EQ MENT. Records used to acquire, momtor, and dispose of 
supplies and equipment such as the offic equipment custodian file, requisitions, purchase requests, 
shipping records, requests for Issue or -in of equipment, and similar records. 

CUT OFF AT END OF CALE AR YEAR. DESTROY 2 YEARS AFTER CUTOFF. 
AUTH: (GRS 23, Item 1) 50 1R5 

6. S, SPACE AND UTILITIES. Records used to request, momtor, suspend, or 
manage office services, s ce, and unhnes such as requests for telephone service or repair, requests for 
rearrangement of syste s furniture, long distance phone logs, changes to space requirements, and similar 
records 

CUT OFF AT D OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF. 
AUTH: 23, Item 1) (50101R6) 

7. Includes individual production reports, work m progress reports, 

OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF AUTH: 
TH: (GRS 23, Item 1) (50101R7) 
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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 neede for 
reference purposes for a short time. Examples are retirement announcements, advertisements r 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) (5010/R9) 

10. STAFF MEETINGS AND CONFERENCES. Minutes of staff meet" s. 

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

11. RECURRING OFFICIAL VISITS. Requests for permissio to visit and reports of visits 
including findings, recommendations and follow-up which are part 0 a formal recurring visit schedule. 

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

12. ONE-TIME OFFICIAL VISITS. Requests for ermission to visit and reports of visits including 
findings, recommendations, and follow-up which are no part of a formal recurring visit schedule. 

CUT OFF AT END OF CALENDAR YEAR. D TROY 2 YEARS AFTER CUTOFF. 
AUTH: (GRS 23, Item 1) (5010/R12) 

13. DELEGATIONS OF AUTHORI IADDITIONAL DUTY ASSIGNMENTS. Records such 
as forms, correspondence, etc., which task ice personnel with a specific assignment beyond the scope of 
their normal work. 

DESTROY INDIVIDUAL DOCU ENTS WITHIN THE FILE WHEN SUPERSEDED OR
 
OBSOLETE.
 
AUTH: (GRS 23, Item 5b) \:5"'70~=
 

14. OFFICE ORG Office copy of manpower standards, manpower 
guides, unit manning doc ents, organizational chart, personnel charts and similar records which 
document the organizatj n of the office. 

DESTROY INDI UAL DOCUMENTS WITHIN THE FILE WHEN SUPERSEDED OR
 
OBSOLETE.
 
AUTH: (GR 3, Item 5b) (50101R14)
 

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

D TROY INDIVIDUAL DOCUMENTS WITHIN THE FILE WHEN SUPERSEDED OR 
SOLETE. 

AUTH: (GRS 23, Item 5b) (5010!R15) 
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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) (5010/Rl6)
 

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

DESTROY INDIVIDUAL AGREEMENTS WITH THE FILE WHEN SUPERS
 
OBSOLETE. (See NOTE *)
 
AUTH: (N1-507-93-2, Item 104) (5010/R17)
 

NOTE: c The supervisor may determine that aUversions of the MOU are needed as his to of the cooperation and 
agreements made. This is permissible, but previous MOUs should be physica separated from the current MOU. 

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

DESTROY INDIVIDUAL DOCUMENTS WITHIN THE FI WHEN SUPERSEDED OR
 
OBSOLETE.
 
AUTH: (GRS 23, Item 5b) (5010/R18)
 

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

DESTROY INDIVIDUAL DOCUMENTS WI IN THE FILE WHEN SUSPENSE IS
 
COMPLETE.
 
AUTH: (GRS 23, Item 6b) (5010/R19)
 

20. NING RECORDS. Records created while planning, 
organizing, directing and controlling th ork of the office such as schedules, work plans for specific 
projects, annual goals and objectives, tc. 

DESTROY INDIVIDUAL DO MENTS WITHIN THE FILE WHEN SUPERSEDED OR 
OBSOLETE. 
AUTH: (N1-507-93-2, Item 

21. TION SECURITY ADMINISTRATION. Records pertaining to security 
clearances, manageme of classified documents within the office, and similar records. 

DESTROY INDI DUAL DOCUMENTS WITHIN THE FILE WHEN SUPERSEDED OR
 
OBSOLETE.
 
AUTH: (GR 3, Item 5b) (5010/R21)
 

22. CONTROL RECORDS. Office level copy of forms or other records pertaining to 

OFF AT END OF CALENDAR YEAR. DESTROY 1 YEAR AFTER CUTOFF. 
H: (GRS 12, Item 6a) (5010/R22) 
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23. REFERENCE FILES. Documents used to FACILITATE the performance of the office mission 
as distinguished from those official records necessary to DOCUMENT performance of the mission. 

a. Cards, hsnngs, indices, and smular documents used to facilitate or control work: 

30	 DESTROY WHEN SUPERSEDED, OBSOLETE, OR DETERMINED TO BE OF NO FURTHER* 
VALUE,~CHEVERISSOONER. * 
AUTH: (P END I N G) 

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

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

24. SPREADSHEET WORKING FILES. Spreadsheets recorded on electromc media us * NAp-A- (fjflf~' 
produce or update a hard copy mamtamed in the office file. + 1'\0+ !fIee~~~ 

LeC()jIlJoe	 ~r at 6-RS iteG'/i 
~~~~~~~~~m~D.	 DELETE WHEN NO LONGER NEEDED TO . 

~tR""ri'W	 -~. N'olltt ul n/o) 

25. WORD PROCESSING/SPREADSHEET RECORD COPIES. Records produced by word
 
processmg or spreadsheet apphcanon software which are mamtamed only in electromc 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) 

33 
26. ADMINISTRATIVE DATA BASES -- WORKING FILES. Data bases that support
 
admnnstranve or housekeepmg functions which are mamtamed for convemence only and contam
 
Information duplicated in hard copy files 

CUT OFF WHEN PURPOSE HAS BEEN SERVED. DELETE WHEN NO LONGER NEEDED TO 
PRODUCE OR UPDATE A HARD COPY. 
AUTH: (P END I N G) 

admmistranve or housekeepmg functions which are mamtamed only m electrong __ ..__ fid take the place 
of hard copy records. fI!~A 4f~D1JV"af 
CUT OFF RECORDS AS PRESCRIBED COpy RECORDS THEY REPLACE. l'\ot- heec;fecA 
DELETE RECORDS AFTE TION OF THE RETENTION PERIOD FOR THE HARD be~ur. 
copy RECORD REPLACE. • 1::1\ e 
AUT • 20, Item 3b(2» IS 0\. C(tS ;te~. 

- R. Wo!l~ \ h31()~ 
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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: (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. 
AUm: (PENDING) 
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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 Impa 
or great historical significance. Studies done to design an entire new pay system or to restructure the tire 
orgaruzation are examples of this type of study. Include the proposal and approval for the study, 
coordmation, and similar records which have bearing on the implementation of the program or s 
(maintained at DFAS-Arlington; DFAS Field Organizations at Organization Director level). 

PERMANENT. CUT OFF WHEN STUDY IS COMPLETE. TRANSFER TO NA NAL
 
ARCHIVES IN 5-YEAR BLOCKS WHEN THE LATEST RECORD IN THE B CK IS 20
 
YEARS OLD.
 
AUTH: (N1-507-93-2, Item 107) (50ll/Rl)
 

2. OFFICE PROJECTS AND STUDIES. Case files to include the . al written report and related 
records of a project or study done by an office to improve methods of oper IOnwithin the office or 
functional area which mayor may not result in the issuance of a publica' n (maintained in any DFAS 
office). 

a. Publication. 

CUT OFF WHEN STUDY IS COMPLETE. INCLUD E FINAL REPORT AND PERTINENT
 
RECORDS WITH THE RECORD SET OF THE P ICATION AND DISPOSE OF PER
 
SCHEDULE 5025.
 
AUTH: (Nl-507-93-2, Item 108) (50ll/R2a)
 

a. No Publication. 

CUT OFF WHEN STUDY IS COMPL E. DESTROY 5 YEARS AFTER CUTOFF. 
AUTH: (GRS 16, Item 9) (50ll/R2b) 

3. ADMINISTRATIVE SY EMS STUDIES. Final written report and related records of studies 
done to assess the need for and r ommend administrative system improvements (maintained in 
administrative functional area t DFAS Field Organizations). 

CUT OFF WHEN STU IS COMPLETE. DESTROY 5 YEARS AFTER CUTOFF. 
AUTH: (GRS 16, He 9) (50ll/R3) 

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

CUT 0 WHEN STUDY IS COMPLETE. DESTROY WHEN INFORMATION CONTAINED 
HAS ITHER BEEN INCORPORATED INTO THE FINAL REPORT OR DISCARDED AS NOT 
P TINENT TO THE STUDY. 

: (Nl-507-93-2, Item 109) (50ll/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 RECORD KEEPING COpy HAS BEEN
 
PRODUCED.
 
AUTH: (PENDING)
 

b. Copies used for dissemination, revision, or updating that are maintained in addition to the 37 recordkeeping copy. 

DESTROY/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
AUTH: (PENDING) 
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SCHEDULE 5015, 

RECORDS MANAGEMENT. 
This schedule governs disposition of records created by the Records Management Program pertammg to 

the creation, mamtenance, disposmon, preservation, storage, and retneval of records (mamtamed m DFAS 
records management offices, except as indicated) 

1. RECORDS MANAGEMENT PLANNING Records pertammg to the development and 
estabhshment of the records management program to mclude correspondence, reports, auth ons and 
other records that relate to the management of the agency's records not covered el re m this schedule. 

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

2. All records pertammg to staff assistance visits or records 

CUT 0 ON COMPLETION OF VISIT OR SURVEY. DESTROY WHEN SUPERSEDED 
H: (N1-507-93-2, Item 135) (5015/R2) 

3. RECORDS DISPOSITION FILES. Records disposmon schedules, descriptive mventones 
disposal authonzations, and reports 

a. BaSICdocumentation of records descnpnon and disposmon programs, mclud f'JMPr
Request for Records Disposinon Authonty; SF 135, Records Transrruttal and Receipt; SF , Agreement
 
to Transfer Records to National Archives of the Umted States; and related document Cl\ f flffJV4 ~
 

(1) itlc* 
p/\eek~

CUT OFF UPON SUPERSESSION. DESTROY 2 YEARS 
AUTH: (GRS 16, Item 2a(1» (5015IR3a(l) * be(t!i!U€.-

(Ave G-~S
(2) SF 135s. Forms and reI correspondence used to transfer records 

(maintained in any DFAS office). ~i'etf1l\'$>~ 

CUT OFF AT THE END OF TARIN WHICH APPLICABLE RECORDS ARE -~. !\Iobl(l.
DESTROYED. DESTROY 6 ARS AFTER CUTOFF. 

) (5015IR3a(2) ) ~/~6/o3 
SF 258s covenng agency records transferred to the National Archives. 

CUT Q AFTER THE RELATED RECORDS HAVE BEEN TRANSFERRED TO THE 
N ONAL ARCmVES OF THE UNITED STATES. DESTROY 6 YEARS AFTER CUTOFF. ,. 

UTH: (GRS 16, Item 2a(2) ) (5015IR3a(3) 

b. Routine communications 

CUT OFF AT T YEAR. DESTROY 2 YEARS AFTER CUTOFF. 
: GRS 16, Item 2b) (5015IR3b) 
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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, in 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. 

5. FILE PLANS 

NOTE: 2 *The file plan file folder should be the first one in the first drawer of the first ca . 
office). 

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

6. REPORTS CONTROL FILES. Case files mamtame or each agency report created or 
proposed, mcludmg pubhc use reports. Included are clearan forms, mcludmg SF 83; copies ofpertment 
forms or descnptions of format, copies of authonzmg dire yes; preparation instructions, and documents 
relanng to the evaluation, connnuation, revision, and di ontmuance ofreportmg requrrements (mamtamed 
in DFAS reports control offices). 

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

7. BUDGET FILES Reports requrred by the Office of 
Management and Budget under the Pa rwork Reduction Act about the number of hours the pubhc spends 
fulfillmg agency reportmg requrre ts. Included are associated feeder reports, report exhibits, 
correspondence, directives, and s isncal compilanons (mamtamed in DFAS reports control offices). 

CUT OFF AT END OF FI AL YEAR. DESTROY 7 YEARS AFTER CUTOFF. 
AUTH: (GRS 16, Item 1 (5015/R7) 

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 

orlglnally ansferred the records into NARA holdings. Such a collection will prove to be of invaluable assistance 
to rese chers and provide legal protection to both DFAS and the National Archives. 

8. ORMATION REQUESTS. Requests for information and copies of rephes thereto, 
mvolv no adrmmstranve actions, no pohcy decisions, and no special compilations or research and 
reque s for and transrruttals of publications, photographs, and other information literature. 

T OFF AT END OF QUARTER; DESTROY 3 MONTHS AFTER CUTOFF. 
AUTH: (GRS 14, Item 1) (5015/R8) 
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9. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of 
records that are created on electronic mall and word processmg systems and used solely to generate a 
recordkeepmg copy of the records covered by the other Items m this schedule. Also mcludes electronic 
copies of records created on electronic mall and word processmg systems that are mamtamed for updatmg, 
revision or dissemmanon. 

a. Copies that have no further adrmrustrative value after the recordkeepmg copy ISmade. 
Includes copies mamtamed by individuals m personal files, personal electronic mall drrectones, or other 
personal drrectones on hard disk or network dnves, and copies on shared network dnves that are used only 
to produce the recordkeepmg copy 

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

b. Copies used for dissenunanon, revision, or updatmg that are mamtamed m addition to the 
recordkeepmg copy 

DESTROYIDELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
AUTH: (P END I N 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 C
 
THE CY IN WHICH NOTICE IS DISCONTINUED.
 
AUTH: (GRS 14, Item 26) (5020/Rla)
 

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

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

2. PRIVACY ACT REQUESTS FILES. files created in respon to requests from individuals to gain 
access to their records or to any information in the records pert . . g to them, as provided for under 5 
U.S.c. 552a(d)(1). Files contain original request, copy of repl ereto, and all related supporting 
documents, which may include a gmy of the records reques a. 

a. Correspondence and supporting doc ents (EXCLUDING the official file copy of the 
records requested if filed herein). 

(1) Granting access to 

CUT OFF AT END OF CY IN WHIC QUEST IS GRANTED. DESTROY 2 YEARS AFTER
 
CUTOFF.
 
AUTH: (GRS 14, Item 21a(1» 5 0 R2a 1 )
 

(2) Re onding to requests for nonexistent records; to requesters who provide 
inadequate descriptions; an 0 those who fail to pay agency reproduction fees. 

Requests not appealed. 

CUT OFF AT OF CY IN WHICH RESPONSE IS MADE. DESTROY 2 YEARS AFTER
 
CUTOFF.
 
AUTH: ( S 14, Item 21a(2)(a» (5020/R2a(2)(a) )
 

(b) Requests appealed.
 

STROY AS AUTHORIZED UNDER ITEM 3c.
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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 AFfER DATE OF LAST ENTRY.
 
AUTH: (GRS 14, Item 13a) (5020IRI0a)
 

b. Other files. 

DESTROY 6 YEARS AFfER FINAL ACTION BY THE AGE 
ADJUDICATION BY COURTS, WmCHEVER IS LATER 
AUTH: (GRS 14, Item 13b) (5020{RI0b) 

11. FOIA REPORTS FILES. [See note after t ·s item.] Recurring reports and one-time information 
requirements relating to the agency implementati of the Freedom of Information Act, EXCLUDING 
annual reports to the Congress at the departm al or agency level. 

[NOTE: The GRS does not cove epartmental or agency level annual reports to the Congress. These reports should be 

ational Archives of the United States by submitting an SF 115 to NARA.] 

12. PORT TO CONGRESS. Annual Report to Congress. 

NT. CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO NATIONAL 
YES IN 5-YEAR BLOCKS WHEN MOST RECENT RECORDS ARE 20 YEARS OLD. 
(Nl-507-93-2, Item 138) (50201R12) 

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, 
revision or dissemination. 

a. Copies that have no further administrative value after the recordkeeping copy is made. 
40	 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 WITIDN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
 
PRODUCED.
 
AUTH: (PEND ING)
 

b. Copies used for dissemination, revision, or updating that are maintained m addition to the ttl 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 0 Ice).
 

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

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

b. DFAS HQ/Agencywide Coverage (Mission-Re 

PERMANENT. CUT OFF WHEN PUBLICATION IS SCINDED, SUPERSEDED, OR
 
OBSOLETE. PLACE IN AN INACTIVE FILE W CH IS CUT OFF ANNUALLY ON
 
DECEMBER 31. TRANSFER TO NATIONAL CHIVES IN 5-YEAR BLOCKS WHEN MOST
 
RECENT RECORDS ARE 20 YEARS OLD.
 
AUTH: (NI-507-93-2, Item 144) 5025 1
 

PERMANENT. CUT OFF EN PUBLICATION IS RESCINDED, SUPERSEDED, OR
 
OBSOLETE. PLACE IN INACTIVE FILE WHICH IS CUT OFF ANNUALLY ON
 
DECEMBER 31. T SFER TO NATIONAL ARCHIVES IN 5-YEAR BLOCKS WHEN MOST
 
RECENT RECO ARE 20 YEARS OLD.
 
AUTH: (Nl-50 3-2, Item 144) (5025/Rlc)
 

Case files related to La. through l.c., above. 

CU OFF AND TRANSFER WITH THE ISSUANCE TO WHICH THE INDIVIDUAL FILE 
.)' RTAINS. 

e. Case files related to DFAS coordination on higher level non-mission-related issuances 
(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: <PENDING)
 

f. Administrative Issuances, Notices and other types of issuances reI routine
 
adrrurustranve functions (any DFAS Organization).
 "'AIR A ()In!n>V~ i ",ot &\e~~J\ 

1bceCQ.«IJ'~ IS Grg.s o'1-e...~. r 
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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.
 
YEARS AFTER CUTOFF.
 
AUTH: (GRS 16, Item 3a) (S02S/R2)
 

3. FORMS MANAGEMENT REPORTS. Documents relating to reports on progre in forms 
management; included are reports, work sheets, and correspondence directly related to the eports. 

a. HQ Level. 

CUT OFF AT END OF FISCAL YEAR. DESTROY 5 YEARS AFTER CU 
AUTH: (Nl-507-93-2, Item 146) (S02S/R3a) 

b. Field Organization Level 

CUT OFF AT END OF FISCAL YEAR. DESTROY 2 YEARS 
AUTH: (Nl-507-93-2, Item 147) (S02S/R3b) 

4. FORMS NUMBER REGISTERS. Documents used t record and control the assignment of 
form numbers, consisting of an entry in the register. 

CUT OFF WHEN ALL FORMS ENTERED ON THE J\GE ARE DISCONTINUED OR
 
OBSOLETE. DESTROY UPON CUTOFF.
 
AUTH: (GRS 16, Item 3b) (S02S/R4)
 

5. ACCOUNTABLE FORMS RECEIPT J\ND ISSUES. Documents reflecting the receipt or
 
issue of accountable blank forms; included are ceipt forms, listings, and registers.
 

CUT OFF AT END OF CALENDAR Y DESTROY 2 YEARS AFTER CUTOFF. 
AUTH: (Nl-507-93-2, Item 148) 5025 

6. ACCOUNTABLE FORMS UTHORIZATIONS. Signature cards identifying individuals 
authorized to receive accountable f ms. 

CUT OFF AT END OF CAL DAR YEAR. DESTROY 2 YEARS AFTER CUTOFF. 
AUTH: (Nl-507-93-2, Item '1-9)(S02S/R6) 

7. RENCE AND PUBLICATIONS. Any publication which is not the record 
copy and is maintaine or reference purposes. 

CUT OFF WHE UBLICATION BECOMES SUPERSEDED OR OBSOLETE. DESTROY
 
UPONCUTOF.
 
AUTH: (Nl-5 -93-2, Item 145) (S02SIR7)
 

8.	 F RMS REQUESTS AND APPROVALS. Background material accumulated during design of 
aintained by functional area responsible for the form. 

CU OFF WHEN RELATED FORM IS DISCONTINUED, SUPERSEDED, OR CANCELLED. 
D TROY UPON CUTOFF. 

TH: (GRS 16, Item 3b) (S02S/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 d 
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) 

a. 

CUT OFF AT END OF FISCAL Y IN WHICH REQUEST IS FILLED. DESTROY 1 YEAR
 
AFTER CUTOFF.
 
AUTH: (GRS 13, Item 3),~===,
 

b. 

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

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 recordkeepmg copy. 

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

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. 

1. PRODUCTION FILES. Project files that document origin, development, acquisiti , e, and 
ownership of audiovisual production projects; includes scripts, cue sheets, producti orts, production 
contracts, and similar records documenting production of a project (DFA ovisual information and 
graphics office). 

a. Non-mission 

CUT OFF ON COMP N OF THE PRODUCTION. DISPOSE OF ACCORDING TO THE 
INSTRUCT OVERING THE RELATED AV RECORDS. 

• GRS 21, Item 28) (5040/Rla) 

b. Mission 

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, 0 e of 
audiovisual mformanon records. 

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

3. REQUESTS FOR AUDIOVISUAL SERVICES equisitions or other requests for audiovisual 
products or service. 

CUT OFF AT END OF CALENDAR Y 
AUTH: (N1-507-93-2, Item 151) 5040 

4. 

ission. Still photography that does not reflect the mission of DFAS, such as 
ine award ceremonies, social events, or similar activities. 

CUT AT END OF CALENDAR YEAR. DESTROY 1 YEAR AFTER CUTOFF. 
H: (GRS 21, Item 1) (5040(R4a) 
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b MISSIOn Still photography that pertams to DFAS mission, mcludes official portrait 

senior agency officials, agency publications, exhibitions, or other medra productions; documenta 
photographs shot for fact-finding purposes; or shdes that depict the mission ofDFAS (See NO 

PERMANENT. CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO N ONAL 
ARCmVES IN 5-YEAR BLOCKS WHEN NEWEST RECORD IN BLOCK IS YEARS OLD 
AUTH: (NI-507-93-2, Item 152) (50401R4b) 

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

5 BRIEFING AIDS. Overhead transparencies, or other b efmg aids, used in trammg, bnefmgs, 
public affairs presentations, etc. 

CUT OFF AT END OF CALENDAR YEAR. DES OY 1 YEAR AFTER CUTOFF. 
AUTH: (GRS 21, Item 5) (50401R5) 

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

ON OF PRODUCT. DESTROY 1 YEAR AFTER CUTOFF 

7.	 Lmes and half-tone negatives, screened paper 
c plates used for photo-mechanical reproduction. 

CUT OFF WHEN 0 LONGER NEEDED FOR PUBLICATION OR REPRINT. DESTROY AT 
CUTOFF 
AUTH: (G 21, Item 7) (50401R7) 

8. LINE COPIES. Line copies of graphs and charts 

T OFF UPON FINAL PRODUCTION. DESTROY 1 YEAR AFTER CUTOFF. 
AUTH: (GRS 21, Item 8) (50401R8) 

9. POSTERS. MISSion-related posters and non-nussion-related posters (mcludmg related production 
records) held by the DFAS Audiovisual Information and Graphics Office and distnbuted locally, 
agencywide, or to the public. 

a Non-rrussion: 
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) * 

b. MISSIOn' 
PERMANENT. CUT OFF ON COMPLETION OF THE ON. TRANSFER TO 
NATIONAL ARCmvES IN 5-YEAR B EN NEWEST RECORD IN BLOCK IS 20 * 
YEARS OLD. * 

10. TRAINING PROGRAMS. Productions and programs to mclude any type of film, slide 
or audio media used for trammg personnel 

CUT OFF WHEN NO LO SED FOR TRAINING PURPOSES. DESTROY 1 YEAR 
UTH: (GRS 21, Items 14 and 17) (5040IRI0) 
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11. AUDIO-VISUAL PRODUCTIONS. Monon-picture photography, videotapes, and audio 
recordmgs which reflect functions performed within DF AS; mcludes mission and non-mission bnefmgs 
and similar products 

a. Non-rrusston: 

CUT OFF ON COMPLETION OF THE PRODUCTION. DESTROY 1 YEAR AFTER 
OCCURRENCE OF EVENT OR COMPLETION OF PROGRAM BEING DOCUMENTED. 
AUTH: (PENDING) 

b. Mission 

PERMANENT. CUT OFF ON OF THE PRODUCTION. TRANSFER TO 
NATIONAL 5-YEAR BLOCKS WHEN NEWEST RECORD IN BLOCK IS 20 * 

D. AUTH: (N1-507-93-2, Item 154) (5040IRB) 

12. DIGIT AL MEDIA 

a. Non-mission. Includes video and web products that do not reflect w"t~~~~
I 

CUT OFF AT END OF CALENDAR 
AUTH: (PENDING) 

YEAR. DESTROY 1 .. f. ~rf14D'lt7 
f~@D.e Celli 

b. Mission. Includes 0 pnnts and web products, bnefmgs by semor level agency 
at depict the mission ofDFAS. 1< ~ fl.-.NoMre--

PERM . CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO NATIONAL * 0'l./2--3~"J" 
HIVES IN 5-YEAR BLOCKS WHEN NEWEST RECORD IN BLOCK IS 20 YEARS OLD. k 

AUTH: (PENDING) * 

13. RECORDINGS OF MEETINGS. Recordmgs ofmeetmgs made exclusively for notetakm 
transcnpnon 

CUT OFF WHEN TRANSCRIPTION IS COMPLETE. DESTROY~"...."OJ
 
CUTOFF OR ERASE FOR RE-USE.
 
AUTH: (GRS 21, Item 22) (50401R13)
 

14. Created durmg the course of a motion picture, television, or 
radio production. 

N PURPOSE HAS BEEN SERVED. DESTROY AT CUTOFF. 
(GRS 21, Item 24) (5040/R14) 
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15. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies of 
records that are created on electronic mall and word processing systems and used solely to generate a 
recordkeepmg copy of the records covered by the other items in this schedule. Also includes electronic 
copies of records created on electronic mall and word processing systems that are mamtamed for updatmg, 
revision or dissermnation. 

a. Copies that have no further admmistratrve value after the recordkeepmg copy 1S made 
Includes copies mamtamed by mdrviduals m personal files, personal electromc mall directories, or other 
personal directories on hard disk or network dnves, and copies on shared network dnves that are used only 
to produce the recordkeepmg copy. 

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

b. Copies used for dissemmanon, revision, or updatmg that are mamtamed in addition to the 
recordkeepmg copy. 

DESTROYIDELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
AUTH: (P END I N G) 
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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) (5210{Rl) 

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

CUT OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER 
AUTH: (GRS 18, Item 3) (5020/R2) 

3. CLASSIFIED DOCUMENT INVENTORY FILES. Forms, le ers, or registers used to show 
identity, internal routing, and final disposition made of classified docum s EXCLUDING 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) (5020{R3) 

4. TOP SECRET CONTROL REGISTERS. Re sters maintained at control points to indicate 
accountability over Top Secret documents, reflecting t 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 RCUTOFF. 
AUTH: (GRS 18, Item Sa) (5020{R4) 

5. TOP SECRET ROUTING OCUMENTS. Forms accompanying documents to ensure 
continuing control, showing name f persons handling the documents, intra-office routing, and 
comparable data (maintained in y DFAS office). 

WHEN CONTROLLED DOCUMENTS ARE DOWNGRADED, 
TRANSFERRED, OR STROYED. 
AUTH: (GRS 18, Ite Sb) (5020tRS) 

6. 

Requests and authorizations for individuals to have access to classified files, 

CUT AT END OF CALENDAR YEAR AUTHORIZATION EXPIRES. DESTROY 2 YEARS 
RCUTOFF. 

H: (GRS 18, Item 6) (5210/R6a) 
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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. DESTR
 
UPON CUTOFF.
 
AUTH: (GRS 18, Item 7a) (5210/R7)
 

8. INSPECTION AND SURVEY FILES. Reports of inspections or surveys of Go ernment-owned 
facihnes conducted to ensure adequacy of protective and preventive measures taken agai st hazards of fire, 
explosion, and accidents, and to safeguard information and facilities against sabotage d unauthorized 
entry. 

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

9. INVESTIGATIVE FILES. investigations of fires, 
explosions, and accidents. 

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

10. PROPERTY PASS FILES. Property pass files, aut orizing removal of property or materials 
(maintained In any DFAS office). 

CUT OFF AND DESTROY INDIVIDUAL DOC NTS WITHIN THE FILE 3 MONTHS
 
AFTER EXPIRATION OR REVOCATION.
 
AUTH: (GRS 18, Item 12) (5210/RI0)
 

11. GUARD ASSIGNMENT LEDGER CORDS. Ledgers relating to guard assignments and 
strength. 

• DESTROY 3 YEARS AFTER CUTOFF. 

Requests, analyses, reports, change notices, and other 
and strength requirements. 

CUT OFF AT END OF C ENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF. 
AUTH: (GRS 18, Item 13 (5210/RI2) 

13. 

a. aximum security. Files relating to accountability for keys for areas under maximum 
security. 

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

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

T OFF UPON TURN-IN OF KEY. DESTROY 6 MONTHS AFTER CUTOFF. 
J\.UTH: (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 
security violations. 

CUT OFF AT END OF MONTH. DESTROY 1 MONTH AFTER CUTOFF. 
AUTH: (GRS 18, Item 18b) (52101R15) 

16. SECURITY VIOLATIONS 

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

CUT OFF WHEN CASE IS CLOSED. DESTROY 5 YEARS 
AUTH: (GRS 18, Item 24a) (5210/RI6a) 

b. Local Investigations. Case files of investigatj ns of alleged security violations which 
remain within DFAS channels for investigation and/or prosec IOn. 

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

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

CUT OFF UPON TRANSFER OR SE l\RATION OF EMPLOYEE OR UPON CONTRACT 
EXPIRATION (See NOTE 1 *) DE ROY 5 YEARS AFTER CUTOFF. 
AUTH: (GRS 18, Item 22a) 5210 7 

18. PORTS. Investigative reports and related documents furnished by 
investigative organizations r use in making security/suitability determinations. 

OY PER THE INVESTIGATING AGENCY INSTRUCTIONS. 
22b) (5210/R18) 

Copies of agreements (such as SF 312, Classified 
disclosure Agreement) signed by employees with access to information which is classified 

If maintained separately from the individual's official personnel folder. 

OFF AT END OF CALENDAR YEAR IN WHICH STATEMENT EXPIRES. DESTROY 70 
S AFTER CUTOFF. 

TH: (GRS 18, Item 25a) (5210/RI9a) 
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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. 
officials designated to exercise this authority. 

CUT OFF ON SUPERSESSION OF INDIVIDUAL DOCUMENTS WI
 
UPON CUTOFF.
 
AUTH: (Nl-507-93-2, Item 155) (5210000)
 

21. DELETIONS FROM ORIGINAL CLASSIFICATI AUTHORITY. Requests to delete 
officials from the master listing. 

CUT OFF WHEN ACTION IS COMPLETE. DE 
AUTH: (Nl-507-93-2, Item 156) (5210/R21) 

22. CLASSIFICATION EVALUA Challenges to classification and requests for mandatory 
review. 

CUT OFF AT END OF CALE AR YEAR IN WHICH REVIEW IS COMPLETED. DESTROY 1 
YEAR AFTER CUTOFF. 
AUTH: (Nl-507-93-2, I 

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

CUT 0 INDIVIDUAL DOCUMENTS WITHIN THE FILE WHEN SUPERSEDED OR 
ETE. 
(Nl-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: (P END I N G) 
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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 

I. 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 
Registry Dispatch Book; PS 3877, Firm Mailing Book for Registered, Insured, COD, Certified, an 
Express Mail; PS 3883, Firm Delivery Book - Registered, Certified and Numbered Insured Mail: D 1384, 
Transportation Control and Movement Document (maintained in DFAS mall centers). 

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

2. MAIL MANAGEMENT ADMINISTRATIVE RECORDS. Copies 0 mail contracts, invoices, 
working papers, program management records, and all other records governing e administration of mail 
management (maintained in DFAS mail centers). 

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

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

CUT OFF AT END OF FISCAL YEAR. DEST Y 6 YEARS, 3 MONTHS AFTER CUTOFF. 
AUTH: (GRS 6, Item 1a) (5300/R3) 

4. CORDS--ACCOUNTS RECONCILIATIONS. Monthly 
postal accounts reconciliations required by, oD Financial Management Regulation, Volume 10, Chapter 
16 (maintained in DFAS official mail 0 ces). 

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

5. OFFICIAL POST GE METER LICENSES. PS Form 3601-A, License to Use Postage Meters 
(maintained in any DFAS ffice using official postage meters). 

LOCATION OR TERMINATION OF POSTAGE METER OPERATION. 
DESTROY 2 Y S AFTER CUTOFF. 
AUTH: (Nl-5 -93-2, Item 116) (5300/R5) 

6. TAGE METER REPORT. PS 3602-PO, Report of Meter Setting, and supporting records 
(maintai d in any DFAS office using official postage meters). 

CU OFF AT END OF FISCAL YEAR IN WHICH REPORT IS COMPLETED. DESTROY 2 
S AFTER CUTOFF. 

UTH: (Nl-507-93-2, Item 117) (53001R6) 
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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: (Nl-507-93-2, Item 131) (5300000) 

21. DISTRIBUTION AND LOCATION LISTINGS. 
and related records (mamtained in postal activities). 

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

22. USPS EQUIPMENT. PS 1586, Supply 
Record; PS 1590, Supplies and Equipment Receipt aintained in postal activities). 

REQUISITIONS F USPS EQUIPMENT, SUPPLIES, PUBLICATiONS, CODED TAGS 
equisition for Rubber and Steel Stamps Only; PS 1578-B, Requisition for 

Non-Standard Facin ips and Labels; PS 1957-C, Request for Military Tags and Labels; PS 4686-A, 
Shipping Order; 4984, Repair Parts Requisition; PS 7380, Supply Center Requisition; PS 7381, 

Supplies, Services, or Equipment (maintained in postal activities). 

FF WHEN REQUISITION IS FILLED. DESTROY AT CUTOFF.
 
: (Nl-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 WImIN 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.
 

This 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-Arlingt 
Affairs office. 

PERMANENT. CUT OFF AT END OF CALENDAR YEAR. TRANSFER TO NA 
ARCmVES IN 5-YEAR BLOCKS WHEN LATEST RECORD IS 20 YEARS 0 
AUTH: (N1-507-93-2, Item 161) (5400/Rl) 

b. DFAS Field Organizations. Releases to news media includi g statistical reports, data 
sheets, news releases, speeches, scripts, briefings, answers to queries, and si ar records which are 
determined by the Organization Public Affairs Officer to have lasting si . cance to the Orgamzation's 
miSSIOn. 

PERMANENT. CUT OFF AT END OF CALENDAR YEAR. RANSFER TO NATIONAL 
ARCHIVES IN 5-YEAR BLOCKS WHEN LATEST REC IS 20 YEARS OLD." .
AUTH: (N1-507-93-2, Item 160) (54001R1b) 

c. DFAS Field Organizations (Tempo ry). Releases to news media including statistical 
reports, data sheets, news releases, speeches, scripts, iefings, answers to queries, and SImilar records 
which are determined by the Public Affairs Office 0 be routine or to have no lasting significance to the 
Organization's mission. 

CUT OFF AT END OF CALENDAR Y . DESTROY 1 YEAR AFTER CUTOFF. 
AUTH: (N1-507-93-2, Item 159) \.:;:5..:..:40~= 

2. ES. Speeches, addresses, or remarks made by DFAS agency heads 
or other high-ranking DFAS offi ials at formal ceremonies or community functions (maintained at DFAS 
Field Organizations Public irs offices). 

PERMANENT. CUT F INDIVIDUAL FILES WHEN SUPERSEDED. TRANSFER TO 
NATIONAL ARCH ES IN 5-YEAR BLOCKS WHEN LATEST RECORD IS 20 YEARS OLD. 
AUTH: (N1-507- -2, Item 162) (5400/R2) 

3.	 IT CASE FILES. Information on the development, acquisition, and use of DFAS 
ublic display (maintained at DFAS Field Organizations Public Affairs offices). 

F UPON RETIREMENT OF EXHmIT. DESTROY WHEN EXHmIT IS REFURBISHED 
TIRED. 

TH: (N1-507-93-2, Item 163) (540000) 
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4. BIOGRAPHICAL FILES. Biographical sketches, photographs, news clippings, and-:..r=-- _ 
correspondence reflecting on the careers ofDFAS employees who have performe mg service to 
DFAS (maintained in DFAS Organization Public Affairs Offices 

CUT OFF UPON SEPARATIO SFER OF EMPLOYEE. DESTROY WHEN
 
EMPLOYEE SEP R TRANSFERS.
 
A - 7-93-2, Item 164) (5400/R4)
 

5. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies 
ofrecords 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 main tamed 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: (P END I N G) 
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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 0 
AUTH: (Nl-507-93-2, Item 165) (55001RIa) 

b. Nonprecedent-setting. A legal opinion based on a previously s 
does not establish policy or precedent. 

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

2. LEGISLATIVE AND CONGRESSIONAL LIAIS RECORDS. Records pertaining to 
legislation, executive orders, proclamations, and to liaison Congress, excluding budgetary and 
appropriation matters. Includes supporting memoranda a comments reflecting DFAS position on 
legislative matters. 

CUT OFF AT END OF CALENDAR YEAR I HICH SUPERSEDED OR OBSOLETE.
 
DESTROY UPON CUTOFF.
 
AUTH: (Nl-507-93-2, Item 167) 5500 R2
 

3. ecords accumulated incident to litigation arising out of tax disputes 
or other actions; legal actions involvi g DFAS, its personnel or contractors; administrative proceedings, 
investigative reports, and legal pr essing affecting accomplishment of the DFAS mission. 

CUT OFF AT END OF C ENDAR YEAR IN WHICH CASE CLOSED. DESTROY 2 YEARS
 
AFTER CUTOFF.
 
AUTH: (Nl-507-93-2 tern 168) (5500/R3)
 

4. DISCLOSURE REPORTS. Records pertaining to financial disclosure reports 

CUT OF 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 wiD be retained until no longer needed in the investigation.) 
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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. 
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: (PEND ING) 
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SCHEDULE 5545, 

CONGRESSIONAL INQUIRIES. 
This schedule governs disposmon of records accumulated dunng correspondence WIth members of
 

Congress
 

1. NONROUTINE CONGRESSIONAL INQUIRIES. Nonroutme mqumes and reph
 
or mvolvmg DFAS policies, procedures, plans, classified information, and other matte importance,
 
such as changes m starus or location ofDFAS organizations, acnvines or mst ons, production facihnes,
 
major procurement or alhed matters. f?vle IfJI,: NJt~1t-~ prlfl)lrt!J f not fiee)eJ
 

flf)~frro~t).r~ d~c.rreOJJ't trli +rCJ~rferr rerr~J 
a. Hardcopy (tobemazntaznedznfl -h jI!~~ qr .?~blf::rh~t gf ~~If 

r~lficdl. w ![~;;;rri1;' ~1-eIf. _ D .# 
PERMANENT. CUTOFF AT FCALENDAR YEAR. TRANSFER TO APPROPRIATE 1I"f\!uble 
REGIONAL RECORDS ICE FACILITY OR WASHINGTON NATIONAL RECORDS 2/ ~10), 
CENTER 1YE TER THE CLOSE OF A NUMBERED CONGRESS. TRANSFER TO 
NATIO ARCmvES IN 5-YEAR BLOCKS WHEN LATEST RECORD IS 20 YEARS OLD. 

. (N1-507 -93-2, Item 170) (55451R1) 

b. Non- Textual copy Rvle i b 
CUT OFF AT END OF NUMBERED CONGRESS. MAINTAIN MICRO PY OR ON A Wtt~)VZilW~
SEPARATE ELECTRONIC READ-ONLY MEDIUM FO AFTER THE CLOSE OF 

J l'J;olo~THE FOLLOWING NUMBERED CONG TROY MICROFORM OR ERASE 
ELECTRONIC MEDIUM - SE 2 YEARS AFTER CUTOFF. (NOTE THAT A HARD ~R. Noble 
COPY MU AINED UNDER ITEM 1a. ABOVE.) 

: (PENDIN G) 

2. ROUTINE CONGRESSIONAL INQUIRIES. Routine and noncontroversial commurucanees 
from and to members of Congress relating to unclassified information such as re FAS 
employees for Congressional assistance in resolvmg problems active duty, reserve, ANG, 
crvihan, retrred, annuitant pay and pohcies D Ian employment, and dependent support Issues (!Q 
be mazntazned zn DFAS-Ar leld Or amzatlOn Con resslOnal L/alson 0 ce). 

T OFF AT END OF CALENDAR YEAR. DESTROY 2 YEARS AFTER CUTOFF. 
AUTO: (N1-507-93-2, Item 171) (55451R2) 

3. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of 
records that are created on electronic mall and word processmg systems and used solely to generate a 
recordkeepmg copy of the records covered by the other Items in this schedule. Also mcludes electronic 
copies of records created on electronic mall and word processmg systems that are mamtamed for updating, 
revision or disserrunanon. 

a. Copies that have no further adrmmstratrve value after the recordkeepmg copy ISmade 
Includes copies mamtamed by individuals m personal files, personal electronic mall directones, or other 
personal directories on hard disk or network dnves, and copies on shared network dnves that are used only 
to produce the recordkeepmg copy. 

DESTROYIDELETE WITIDN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
 
PRODUCED.
 
AUTO: (PENDING)
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b. Copies used for dissemination, reVISIOn,or updating that are maintained m addinon to the 

recordkeepmg copy 

DESTROYIDELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
AUTH: (PENDING) 

c. Copies maintained for deahng with updating of case work andC!.Z!:;ne;Rtt1mqt: 
mamtamed as record copies. 

CUT OFF AT END OF C.~~~:K AR. ERASEIDELETE 2 YEARS AFTER CUTOFF. 
AUTH: P Rvle 3<. wl·f--~Jv-dl.WIll • 

. R. 0 U\Jobl e: ,- f?-o "!v 
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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 (mamtamed m DFAS-Arlmgton and DFAS FIeld OrgaruzatJ.ons).
 

** SCHEDULE NOT APPROVED PENDING RESOLUTION OF RETENTION ISSUES. 

1. SAFETY PROGRAM PLANNING AND ANNUAL REPORTS Records pertammg to plannmg the 
DFAS Safety Program, mcludmg 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)(P END I N G) 

2. SAFETY AND OCCUPATIONAL HEALTH AUDITS, SURVEYS, AND INSPECTIONS Fmal 
reports and supportmg correspondence relating to fmdmgs and recommendatJ.ons 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) (P END I N G) 

3. ACCIDENT RECORDS AND SUPPLEMENTARY INFORMATION. Reports and other records 
providing nonficanon and prehmmary mformation about accidents. Included are supervisor reports of injury and 
Illness reports, accident logs mamtamed in the Safety office, extracts from records of employee medical treatment 
provided to the Safety office after medical evaluation and treatment for workplace injury or Illness, and Office of 
Workers' Compensation Program forms and records WhIChserve as supplementary mformation to the Safety office. 
Medical information filed in the Employee Medical Folder ISexcluded and falls under medical recordkeepmg 
requrrements 

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 END I N 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 mclude documentation under 29 
CFR 1960.29. 

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

5. OCCUPATIONAL INJURYIILLNESS LOG. Log of occupatJ.onal mJune ses and filA rz. It-
supplementary records under 29 CFR 1960 68, "Supplementary Re cupatJ.onal Injuries and Illnesses". OlffWJv fa 
CUT OFF AT END OF F . DESTROY 5 YEARS AFTER CUTOFF ho~ ~e-€d-edi b.(? C(ll(/Je, 

60) (GRS 1, Item 34) • G«.r it- I-a.. Nobl~ 
,1" efA_ II 3>/<> 1H 

6. FIRE PREVENTION AND PROTECTION. Related records of inspections and tests. 

CUT OFF AT END OF CALENDAR YEAR. DESTROY 5 YEARS AFTER CUTOFF.
 
AUTH: (DOm 6055 1,60555,60556 & 6055.7) (Proposed reVISIOnto NI-507-93-2, Item 173) (P END I N G)
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7. HAZARD REPORTS Hazards reported under this program mclude environmental, fire, health, and 
safety hazards. Hazard reports are logged m the safety office 

CUT OFF WHEN ABATEMENT IS COMPLETE. DESTROY 5 YEARS AFTER CUTOFF. 
AUTH: (29 CFR 1960.26(c )(4» (P END I N 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 fundmg, and efforts to ehmmate hazards as well as 
related logs 

CUT OFF AT END OF FISCAL YEAR IN WHICH HAZARD IS CORRECTED; MAINTAIN ON SITE
 
AND DESTROY 5 YEARS AFTER CUTOFF.
 
AUTH: (29 CFR 1960.73) (P END I N 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: (DOm 6050.5) (P END I N 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 ofthe revised retention period and hold the records in a "pending disposition" status. 

b. Hazard Communication Training Records Documentatton of hazardous communications 
trammg of employees stormg, transfemng, usmg, and transportmg, hazardous matenals who may be exposed ,or 
potenttally exposed to hazardous matenals (mamtamed by immediate supervisor as long as employee IS gned to 
the Agency). 

(1) Transferred employees. 

TRANSFER TO GAINING AGENCY IN ACCORDANCE WITH INS CTIONS IN 5 CFl1 Part 293, 
SubpartE. NA~A t7i.)()f(}!fI.yr~ »sr l/\eedleJ
AUTH: (P END I N G) If (J , /

ibeca use at rre ,'nsfvll'c. -h (j})<\.S" 17\d1-
(2)	 disfoc/ho/;s. '-R.. Nob Ie (,/ 2.!flo 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 

AFTER DATE OF THE EARLIEST DOCUMENT IN THE FOLDER, IF THE 
CANNOT BE ASCERTAINED; OR 30 YEARS AFTER LATEST SEPARATION, 

WIllC IS LATER. 
: (GRS 1,ltem21a(2» (PENDING) 
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10. RESERVED 

11. HAZARDOUS SUBSTANCE EXPOSURE. Records documentm e s exposure to tOXICor 
hazardous substances as defmed m 29 CFR 1910 (mamtamed treatment facihnes supportmg DFAS 
acnvities and m DFAS safety and occupatIona Ices). 

10 OF EMPLOYEE. TRANSFER FOR INCLUSION IN 
ED IN RULES 9b(l) and 9b(2) ABOVE. (P END I N G) 

12. INDUSTRIAL HYGIENE AND OCCUPATIONAL HEALTH RECORDS. Tests, surveys,
 
evaluations, etc., wluch ascertam presence or absence, nature, and degree of occupational health hazards (mamtamed
 
in DFAS safety and occupational health offices), health effects and recommendations.
 

CUT OFF FIVE YEARS AFTER THE FISCAL YEAR TO WIllCH 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). (P END I N G) 

~ 13. ENVIRONMENTAL RECORDS. Recommendations, plans and supportmg data covermg pollution 
r prevention and environmental preservation under the 40 CFR senes. 

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 Federa gency, the 
EMF must be transferred to the gammg agency at the same time as the employee's OPF, but no rth the OPF 

TRANSFER THE EMPLOYEE'S EMF ONLY TO THE DESIGNATED EMF 
Ot PfJ1JV2q JHEALTH, OR SAFETY PROFESSIONAL).
 

AUTH: GRS 1, Item 21a(l) \flot-

(2) Separated employees. V\~<tJeJ 
I 

CUT OFF 30 DAYS AFTER SEPARATION AND TRANS TO NPRC, ST. LOUIS, MO. NPRC WILL be~~e.
 
DESTROY 75 YEARS AFTER THE BIRTH DATE OF E EMPLOYEE, OR 60 YEARS AFTER THE
 
DATE OF THE EARLIEST DOCUMENT IN THE LDER IF THE BIRTH DATE CANNOT BE
 
DETERMINED, OR 30 YEARS AFTER THE L EST SEPARATION, WHICHEVER IS LATER.
 
AUTH: GRS 1, Item 21a(2)
 i+e~% . 

b. m records as defined in the Federal Personnel Manual (FPM). -A.. 
No),I(:

ARATION OR TRANSFER OF THE EMPLOYEE. 
nlo 310'3 

In . idual employee health case files created prior to establishment of the EMF system that 
to a NARA records storage facility. 

60 YEARS AFTER RETIREMENT TO THE NARA RECORDS STORAGE FACILITY. 
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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. 

NOTE: Employee job-related X-ray films are part of the Employee Medical File (EMF). 0 sized X-ray 
films (i.e., larger than 8 Yz" XlI" and usually of the chest or torso) are too large to fit i e Employee 
Medical File (EMF) and therefore are not sent with the EMF to storage. (Howeve ese oversized films may 
be sent with the EMF to a new Federal employing agency.) When the EMF is t to storage, over-sized X-
ray films shall be retained at the last Medical Treatment Facility (MTF) t provided occupational health 
services to the employee, until such time as the films may be destroy according to the disposition for the 
EMFs (Rule 14 of this Schedule). X-ray films 8 Yz" xlI" or sm er will fit within the EMF and are 
transferred or retired in the EMF. Radiographic results s be included in the EMF, with a notation of the 
location of any film not present in the EMF and how i an be obtained. When OSHA standards allow, a 
microfiche copy of any X-ray film may be placed' the EMF instead of the X-ray film itself. 

15. Statistical	 Summaries. Copies of st stical summaries and reports with related papers pertaining to 
he reporting health unit. 

R THE DATE OF THE SUMMARY OR REPORT. 

NOTE: E ronic master files and data bases created to supplement or replace the records covered BY 
M ARE NOT AUTHORIZED FOR DISPOSAL UNDER THE GRS. Such files must be scheduled 

nSF 115. 

16. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies of records 
that are created on electronic mall and word processmg systems and used solely to generate a recordkeepmg copy of 
the records covered by the other Items in this schedule. Also mcludes electromc copies of records created on 
electronic mall and word processmg systems that are mamtamed for updatmg, reVISIOn,or dissemination, 

a. Copies that have no further admunstrative value after the recordkeepmg copy ISmade. Includes 
copies mamtamed by individuals m personal files, personal electromc mall directories, or other personal directories 
on hard disk or network dnves, and copies on shared network dnves that are used only to produce the recordkeepmg 
copy. 

DESTROYIDELETE WITmN 180 DAYS AFTER THE RECORDKEEPING COPY HAS BEEN
 
PRODUCED.
 
AUTH: (P END I N G)
 

b. Copies used for dissenunation, reVISIOn,or updating that are mamtamed m addition to the 
recordkeepmg copy. 

DESTROYIDELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
AUTH: (PENDING) 

6055-pg 4 

~~ 

4n~l0Jf 
~t 

'if\e~~1' 

b~~W'".e 
~lf"e 

6-ffU' 
Q't-e~j' _ 



• • 
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, BRl, BR2, BR3, BR4, BR5, BR6, BR7, BR8, BR9, 
3Nl) (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). DELETEIERASE
 
YEARS, 3 MONTHS AFTER CUTOFF.
 
AUTH: (P END I N G)
 

b. Individual Submissions of Reports used by CPAS customers to manage stock fund weapons 
systems, FMS open/closed cases, track fmancial status, manage capital equipment purchase, identify dormant 
purchase requests, research irregular fund status, control ULOs. (DI0, IGI, Ill, INI, IRI, IR2, IR5, IR7, 2DA, 
2DB, 2DC, 2DI, 2D4, 2D5, 2D6, 2D7, D8, 2D9, 2HI, 2H2, 2H3, 2H4, 211, 2J2, 2J3, 2Ll, 2L3, 3D, 3D3, 3H, 3N2, 
4AI, 4HI, 4Ll, 7A2, 7DI, lEI, 9D2, 9FI, 911) (maintained by Budget, Item Manager, Resource Advisor, FSO, 
Other Customer). 

CUT OFF AFTER EACH INDIVIDUAL SUBMISSION. DELETEIERASE 30 DAYS AFTER HAVING
 
BEEN ADDED TO TOTAL CUMULATIVE DATABASE (If BELOW).
 
AUTH: (PENDING)
 

c. LISTINGS used to verify transactions processed/interfaced, mismatched data, identify over-
obligations, assist in delivery reportmg. (ERI, ER2, 101, IFl, !HI, 1JI, IR6, 2P6, 2T1, 2T2, 9Ql) (maintained 
Field Orgamzations). 

CUT OFF/CLOSE AND DELETE WHEN SUPERSEDED.
 
AUTH: (P END I N G)
 

d. LISTINGS used to manage the Direct Disbursement function. (1BI, IB2, IB3, 1B4, 1JI, 1J2, 
lSI, IVI, IV2, I V3, 2WI, 3CI, 3SI, 3VI, 4Ml)(maintained in Field Organizations). 

CUT OFF/CLOSE AT END OF FISCAL YEAR. TRANSFER TO ARCHIVE RESERVED FOR I-YEAR
 
RETENTION(S). DELETEIERASE I YEAR AFTER CUTOFF.
 
AUTH: (P END I N G)
 

e. LISTINGS used to validate/reconcile/adjust open items, initiations, commitments and obligations, 
reconcile FMS case transactions to deliveries, balance at FY end. (Ill, INI, 2H2, 2H3, 2L2, 2PI, 2P2, 2P3, 2P4, 
2P5, 2P7, 2P8, 2P9, 3T1, 3T2, 8Ll, 8L3, 8Nl, 9MI, 9Pl, 9P2, 9T1) (maintained in Field Organizations). 

1S (1) Listings not requiring corrections. 

CUT OFF/CLOSE AT END OF FISCAL YEAR. TRA.J.~SFER TO ARCHIVE RESERVED FOR 2-YEAR
 
RETENTION(S). DELETE 2 YEARS AFTER CUTOFF.
 
AUTH: (P END I N G)
 

7221-pg 1 

6 

67 



• • 
(2) Listings requiring corrections. 

CUT OFF/CLOSE AT END OF FISCAL YEAR IN WHICH CORRECTIONS MADE. TRANSFER TO
 
ARCHIVE RESERVED FOR CORRECTED LISTINGS. DELETEIERASE 2 YEARS AFTER CLOSE OF
 
FISCAL YEAR IN WHICH CORRECTIONS ARE MADE.
 
AUm: (PENDING)
 

f. Total cumulative database 

RETAIN IN ELECTRONIC MEDIA FOR 6 YEARS, 3 MONTHS AS PART OF AN HISTORICAL 
DATABASE. DELETEIERASE THE OLDEST YEAR'S DATA AT THE END OF EACH FISCAL YEAR. 
AUTH: (P END I N G) 

2. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies ofrecords 
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 recordkeepmg 
copy. 

DESTROYIDELETE 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. 

DESTROYIDELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
AUTH: (PENDING) 
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SCHEDULE 7300 

ORIGINAL DISBURSING ACCOUNTS** 
governs disposition of records pertammg to ongmal source documents. 

(Reference: Fmancial 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. Ongmal collection and disbursement vouchers, bond Issuance schedule ,
 
applicable control registers and listings, statements of accountability and supporting records, Treasury sta ents
 
and reconcihanons, certificates of deposit; DJMS-RC mformanon file (money hsts), summanes, and c er sheets;
 
retiree and annuitant substannatmg information, voucher hsnngs and summanes, VA Class N su
 
receivable hstmgs, and other comparable data to mclude 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 la EXCEPTION) (NI-507-97-1 7300IRla
 

NOTE:	 1.* A copy of the NATO Infrastructure Program vouchers will ept with the prefinanced project files.
 
2.* See DoD 7000.14-R, VoIS, Disbursing Policy and Proced s, Chapter 20, for transfer procedures.
 

(2)	 FMS CASES 

CUT OFF AT END OF MONTH IN WHIC NAL PAYMENT MADE. DESTROY 30 YEARS AFTER
 
FINAL PAYMENT. (See NOTE * 3)
 
AUTH: (NI-507-97-l) (73001RIa(2)
 

b. 

TRANSFER CUTOFF CORDS DIRECTLY TO FRC ON NORMAL QUARTERLY OR FISCAL YEAR
 
CYCLES FOR APP CATION OF DISPOSITION INSTRUCTIONS IN la(l) ABOVE.
 
AUTH: (GRS 6, EXCEPTION) (NI-507-97-l) (73001R1b )
 

Accounts and Supporting Documents pertammg to Amencan 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) (mamtamed at
 
Accountable Stations)
 

a. Ongmal vouchers supported by international English-language bills for frei h ger, and NfJr~A-
household goods between foreign countnes; and vouchers for the same service ign countnes to the US OJ , 
This Item does not mclude vouchers covenng charges for which circumstance that prevents settlmg of the ~t1I 
account, such vouchers are covered by GRS 9 ~T "'eeJ~ 

~e(~I!fJe lof CA. 
RIOD OF THE ACCOUNT. DESTROY 6 YEARS AFTER CUTOFF. &~S ;tem.. ~e.flob/e 

______ ~~ ~ ~~ __ ~ __ ~~ __ ~~~ __ ~~ ~	 ~ _=6/~[~/o~ 
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b. Copies of ongmal vouchers supported by intemanonal EnglIsh- s or freight, W I'~~&~ 

passenger, and household goods between foreign countnes: a s or the same service from foreign ~rr -gl r7/03 
countnes to the US. -etfi."\~11 r ~a~-e~ V~ 

.SIJDMIIT"T'OSSEERRVVIIcCING WITH ORIGINAL VOUCHER SUBMISSION. (See NOTE 2*) feffl'ar;,. q..-DFAS SITES 
AUTH: (P END I N G) ~ . MI)1 q~ _ 

c. Ongmal vouchers other than those supported by international Enghsh-language bIlls for fr , 
passenger, and household goods between foreign countnes; and vouchers for the same se orelgn" I#tPu 1 
countnes to the us This Item does not include vouchers covenn c c there ISa crrcumstance that fJlfprt@~ 
prevents settlmg of the account, such vouchers a y RS 9, Item lb. ~orfI1ee~ 

be<4v " 
CUT OF PERIOD OF THE ACCOUNT. DESTROY 6 YEARS AFTER CUTOFF. se Is c:;ll ~RS 
AUTH: (GRS 9, Item la) iteif"l' -R., NtJ~/e //0310 

d. Copies of ongmal vouchers other than those supported by mternational Enghsh-Ianguage bills for 
freight, passenger, and household goods between foreign countries; and vouchers for the same oreign I J 

countnes to the US IAI;T~tft~w~ 1P€1r J 17103 
eD'i'\a.l.ll b~~ '/'2. N6b1e 4-

SUBMIT TO SER TES WITH ORIGINAL VOUCHER SUBMISSION (See NOTE 2*) 
N DIN G 'if. felf'trcU<\ .... 

3. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electromc copies of records 
that are created on e1ectromc mall and word processmg systems and used solely to generate a recordkeepmg co of 
the records covered by the other Items in this schedule. Also mcludes electromc copies of records create 
electronic mall and word processmg systems that are mamtamed for updating, revision, or disse 

a. Copies that have no further admimstratrve value after the recordkeep copy ISmade. Includes
 
copies mamtamed by mdrviduals m personal files, personal electromc mall drrect s, or other personal drrectones
 
on hard disk or network dnves, and copies on shared network dnves that ar ed only to produce the recordkeepmg
 
copy.
 

DESTROYIDELETE WITffiN 180 DAYS AFTER T CORDKEEPING COpy HAS BEEN
 
PRODUCED.
 
AUTH: (NI-507-97-l) (7300IR3a)
 

b Copies used fo semmanon, revision, or updating that are mamtamed m addition to the 
recordkeepmg copy. 

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 mihtary pay records created prior to automation to include active duty 

pay, reserve pay, retired pay, and annuity pay (mamtained 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. 

1. ACTIVE DUTY PAY RECORDS. Military pay records and related records. 
2b33 5' 

CUT OFF ON CONVERSION TO DJMS. DESTROY ON OCTOBER I, ~ ~ YEARS AFTER 
IMPLEMENTATION OF JUMPS). 1\~o 
AUTH: (P END I N G) ~i.rp(J.{";HdD.. rre,.V,'seJ..., tJefT ~ io 11D3 eINA,1 [of V. F(lv...-(jtC\, R. f\lobfe_ 

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

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

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

CUT OFF AT END OF PAYROLL YEAR. DESTROY 5
 
CREATED. (See NOTE 1*)
 
AUTH: (N1-507-97-1/7346/R3)
 

NOTE: ted at the appropriate State Adjutant General. 

4. . Source data used to establish and continue the pay of a retiree, to 
include retirement orders, da or pay of retired armed forces personnel, statement of employment, 
WIthholding certificates, teran Affairs and Office of Personnel Management waivers, etc., and records 
such as medical re s, court appointed fiduciary and other related papers pertaining to mentally 

iduals, 

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

5. ANNUITANT PAY FOLDERS. Termmated due to death or termination of annuitant ehgibihty. 
( See NOTE 2*) 

CUT OFF AT END OF CALENDAR YEAR IN WHICH TERMINATED. DESTROY 6 YEARS
 
AFTER CUTOFF.
 
AUTH: (P END I N G)
 

NOTE: 2" Limited income cases are subject to be reopened. 
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6. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES 

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

DESTROY/DELETE WITHIN 180 DAYS AFTER 
PRODUCED. 
AUTH: <Nl-S07-97-1/7346/R6a) 

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

ELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
<Nl-S07-97-117346/R6b) 

7346 -pg 2 72 



•
 
SCHEDULE 7349 

PAY ACCOUNT RECORDS * * 

•
 
governs disposition of records pertammg to the Marme Corps Total Force System (MCTFS) at 
DFAS-KC, as well as other systems contammg similar records at other DFAS Fmance 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 e SF 1199A) are distributed as 
follows: 

a. Bank (Ongmal) 

b. Member (cy 2) 

c. Vmt (cy 3) 

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

~2 AUTH: (PENDING) 

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

a. Ongmal Paper Copy. 

DESTROY UPON SUPERSESSION OF FORM OR SEPARATION OF INDIVIDUAL MEMBER,
 
WHICHEVER IS SOONER.
 
AUTH: (PENDING)
 

b. MIcroform Copies 

(1) Ongmal Copy. 

CUT OFF AT END OF FISCAL YEAR. MAINTAIN ONSITE. DESTROY 56 YEARS AFTER
 
CUTOFF.
 
AUTH: (P END I N G)
 

(2) VItal Record Copy. 

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

3. COLLECTION AND DISBURSEMENT VOUCHER. Ongmal collection and disbursement 
vouchers, statements of transactions, statements of accountability, collection schedules, dIS>Qbu!!ISJ~ilftt"--
schedules, and all other schedules and vouchers or documents used as s~c1l:h~J08-m"1n: 
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4. MCTFS SUBSTANTIATING DOCUMENTS. Substantiatmg records for MCTFS, mclud 
the ongmal documents transmittal hsting WIth detailed mid-month and end-of-month payroll hstmgs sed 
for mqumes and to advise financial organizations of deposits made to member's accounts, and SUP.ortmg 
records. 

CUT OFF AT END OF MONTH. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOF 
AUTH: (GRS 6, Item la) (7349IR4) 

5. DAILY TRANSACTIONS. Detailed records of all transactions received an 
for mqurry/audit purposes. 

CUT OFF AT END OF DAY. DESTROY 6 MONTHS AFTER CUTOFF. 
AUTH: (Nl-S07-97-l) (73491R5) 

6. REJECTED TRANSACTIONS 

CUT OFF AT END OF MONTH IN WInCH ANY OUTSTANDIN DISCREP ANCIES HAVE
 
BEEN CLEARED. DESTROY 6 MONTHS AFTER CUTOFF.
 
AUTH: (Nl-S07-97-l) (7349IR6)
 

7. MANAGEMENT NOTICES 

a Data identifying transactions which requir 

CUT OFF AT END OF MONTH. PLACE ON MIC OFICHE AND DESTROY SOURCE
 
DOCUMENTS UPON VERIFICATION OF THE CROFICHE. DESTROY MICROFICHE 6
 
YEARS, 3 MONTHS AFTER CUTOFF.
 
AUTH: (Nl-S07-97-l) (7349IR7a)
 

CUT OFF AT END OF MONTH. T SFER TO FRC 3 YEARS AFTER CUTOFF. DESTROY 6
 
YEARS, 3 MONTHS AFTER CUTOF
 
AUTH: (GRS 6, Item la) (7349IR7b)
 

8. MASTER MILITARY P. Y ACCOUNT (MMPA). HIStOry of member's leave/pay 
transactions and leave and e s data. 

AUTH: 

9.	 DATA. Ongmal accounts hstmg of domestic and foreign check vouchers, 
ance payments, uniformed services savings deposit program and transaction 

AVE AND EARNING	 STATEMENTS (LES). Monthly statement of member's leave and 

CU OFF AT END OF FISCAL YEAR. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. 
TH: (GRS 6, Item la) (7349IRIO) 
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11. MCTFS PAYMENTS. Regular and special payments Issued to Manne Corps Active and 
Reserve members bi-monthly, 

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

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

CUT OFF WHEN PAYROLL HAS ACIDEVED MILITARY PAY VOUCHE 
(MPV/Reg) BALANCED. DESTROY 13 MONTHS AFTER CUTOFF. 
AUTH: (N1-507-97-l) (7349IRI2) 

13. FEDERAL INCOME TAX WITHHOLDING (FITW), STAT INCOME TAX 
WITHHOLDING (SITW), AND FEDERAL INSURANCE CONT UTION ACT (FICA) 

a. Copies of amounts of FICA wage deductions, FIT ,and SITW deductions for nuhtary 
members used to deterrrunebenefits and answer mqumes. 

CUT OFF AT END OF FISCAL YEAR. TRANSFER TO CROFORM 3 YEARS AFTER
 
CUTOFF. DESTROY 56 YEARS AFTER CUTOFF.
 
AUTH: (N1-507-97-l) (7349IR13a)
 

b. Federal Income Tax (FITW), State come Tax Withholding (SITW), and Federal 
Insurance Contnbution Act (FICA) Copies of qu erly reports sent to SOCialSecunty Admmistration or 
Internal Revenue Service reflecting amounts of CA wage deductions, FITW and SITW deductions for 
mihtary members. 

CUT OFF AT END OF FISCAL YE DESTROY 4 YEARS AFTER CUTOFF. 
AUTH: (GRS 2, Item 13b) (7349IR13 

14. ENLISTMENT DATA ACCOUNT. MMPA pnntouts, copies of 
pay adjustment authonzanons, c espondence and related records created at time of member's separation 
reenlistment and reflect payme s made. 

CUT OFF AT END OF ONTH. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. 
AUTH: (GRS 6, Item 1 (7349IRI4) 

15. LECTION LISTINGS. All transactions that processed, recycled, or rejected durmg 
an update. 

CUT OFF B ONTHLY. DESTROY 6 YEARS, 3 MONTHS AFTER CUTOFF. 
AUTD: -507-97-1/ 7349IR15 

ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electronic copies of 
reco s that are created on electronic mall and word processmg systems and used solely to generate a 
re rdkeepmg copy of the records covered by the other Items in this schedule. Also mcludes electronic 

pies of records created on electroruc mall and word processmg systems that are mamtamed for updating, 
revision, or disserrunation(DFAS Site offices). 
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a. Copies that have no further admimstratrve value after the recordkeepmg copy IS 

Includes copres mamtamed by mdrviduals m personal files, personal electronic mall directo , or other 
personal directories on hard disk or network dnves, and copies on shared network that are used only 
to produce the recordkeepmg copy. 

DESTROYJDELETE WITHIN 180 DAYS AFTER THE
 
PRODUCED.
 
AUTH: (Nl-S07-97-l/ 7349IR14a)
 

b. Copiesused issemmanon, revision, or updating that are mamtamed m addinon to the 
recordkeepmg copy. 

DEST ELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
H: (Nl-S07-97-l/ 7349IR14b) 
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SCHEDULE 7360 

FOREIGN MILITARY SALES (FMS) RECORDS. 
This schedule governs disposmon of records pertammg to Foreign Military Sales (FMS) activities The records
 

hsted m this schedule are from those offices perfonrung financial management on FMS cases. (Reference.
 
Financial Management Regulation, DoD 7000.l4-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 Ongmal or office copies ofFMS case documentation ( See NOTE 1*) to include: 
request, pncmg data, correspondence, financial analysis/temunanon habihty worksheets, Defense Re ents 
Survey Report, letter of mtent, letter of offer and acceptance, modifications and amendments orandum of 
Understanding (MOU)or Memorandum of Agreement (MOA), Congressional notific ,manclal control 
documents, Implementation Directrves, DSAA 1200 system documentation, non documentation, special 
lOgIStICSdocumentation, shippmg/control records, management revi , case closure documentation, fHHl reopened 
case documentation, and copies of disbursement vouchers. 

CUT OFF AT END OF FISCAL YEAR ICH CASE CLOSED. DESTROY 30 YEARS AFTER
 
CUTOFF (See NOTE 2 *) NAn Ant ~,a j) ....J ! -l--j, ~ c.~
A 

AUTH: 1-507-97-1 la • J!<'. O\f f~'(~I !'nO v ~~iCO\ ~~ «lIe ", (.I .~€ 
IrA 'ire'or-~.f okS('ir0IPt,@~ dJ@ecVn~ t"e'lt!ltre ch.Cit~ I Dv rrreviovs, 

NOTE: aragraph 060201 of referenced regulation (FMR, DoD 7000.14-R, VOL 15, Chapter 6). otflP»71 V{tA dl(S!?tt7!";tPl; ~ 
2 * This schedule does not authorize the destruction of those records appraised as permanent under NCI-330-78-4 and NCl- • 

330-78~. - (2. Nob'~ G-Ztt-o"3 
b All FMS electronic unagmg data stored by FMS case designator. 

CUT OFF/CLOSE AT END OF FISCAL YEAR IN WHICH CASE CLOSED. TRANSFER TO AN 
ARCIllVE RESERVED FOR 10-YEAR RETENTION(S). DELETEIERASE 10 YEARS AFTER CUT 
AUTH: (N1-507-97-l) (73601RIb) 

2. FMS REPORTS. Reports, such as detailed balance of payment transactions affecting as disbursed 
and/or collected, FMS forecast of dehvenes report, part I-status of open cases quarterly repo ,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 
AUTH: (N1-507-97-l) (7360/R2a) 

b. SItes and FIeld Organizations 

CUT OFF WHEN SUPERSEDED. DEST 
AUTH: (NI-507-97-l) (7360/R2b) 

3. 

a s or copies of documentation relating to esnmatmg, distnbutmg, and executing the budget. 

CUT OFF A ND OF FISCAL YEAR IN WHICH ALLOCATED. DESTROY 5 YEARS AFTER 
CUTOF 
AU : (GRS 5, Item 3a) (7360/R3a) 
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CUT OFF WHEN SUPERSEDED. DESTROY UPON CUTOFF. 
AUTH: (N1-507-97-1) (7360IR3b) 

4.	 s ofPaymg or Accountmg Office Contract files contammg FMS fund 

CUT 0 ND OF FISCAL YEAR IN WHICH CONTRACT IS CLOSED. DESTROY 10 YEARS 
RCUTOFF 

AUTH: (NI-507-97-l) (73601R4) 

5. FMS COLLECTION AND DISBURSEMENT VOUCHERS (DFAS FMS activities) 

a. Ongmal collection and disbursement vouchers 

CUT OFF AT CH CASE IS CLOSED. DESTROY 10 YEARS AFTER CUTOFF. 
: (N1-507-97-l) (73601R5a) 

b 

CUT OFF AT END OF FISCAL YEAR IN WHICH RECONCIL MPLETE. DESTROY 1
 
YEAR AFTER CUTOFF. (See NOTE.) ..RAnA OlrV~ ( t ~O be _ff n ~,
 ,j)

AUTH: (GRS 6, Item Ib) 73601R5	 " lJ4u-r ~O' 4 IY\O ~e-ev~ Ct4.tff-e lA6VJI"UT(j~

of NOT(l r1o€'r~t- 74.f.fec.t ,rrQ.V(ovslU, flI..f(Jlt7JV'tj 
Isposition of copies of disburse me lit vouchers ill FMS case files is covered by Rule 10.	 S'r&-u'.sf(JJ""~~Oe.. -0 . N () bf.e.-

6. FMS BILLING DOCUMENTATION (DFAS FMS activities)	 G/'Ltt /03 

a Copies of statements of FMS transactions subrmtted to foreign governments and suppo 
documentation consisting of vanous computer hstmgs and related correspondence, dehvery, and case c 
hsnngs. 

CUT OFF AT END OF FISCAL YEAR IN WHICH CREATED. DESTROY 10 YE 
AUTH: (N1-507-97-l) (73601R6a) 

b oreign governments and supportmg 
documentation consisting of vanous computer hstmgs and related corre ondence dehvery and case control hstmgs 

CUT OFF AT END OF FISCAL YEAR IN WHICH CRE D. DESTROY 10 YEARS AFTER CUTOFF 
AUTH: (NI-507-97-1) (73601R6b) 

7.	 ommand lists, accounts payable hsts, non-mterfund transaction 
ursements to commands (DFAS FMS actrvittes), 

AR IN WHICH CREATED. DESTROY 10 YEARS AFTER CUTOFF. 

AVY LOAD MATERIAL. Imtial Ioad cumulative hst, case spread sheets, audit notes, 
nd related documentation DFAS FMS activities). 

CUT 0 AT END OF FISCAL YEAR IN WHICH CREATED. DESTROY 10 YEARS AFTER CUTOFF. 
: (N1-507-97-l) (73601R8) 
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9. INTERFUND BILLS FOR FMS CUSTOMERS. Buyer and seller hstmgs, transactions, and data (DFA 
FMS acnvines). 

CUT OFF AT END OF FISCAL YEAR IN WHICH BILL CLEARS. DESTROY 10 YEARS AFTE 
CUTOFF 
AUTH: (NI-507-97-1l (7360/R9) 

10. ARMY INTERFUND. Billing data which consists of Army Input Totals List, rejected y mterfund 
transactions, Army mterfund unmatches by product control number (PCN), register of delete 0 -of-balance actions 
taken, m-balance summary cards hst, retail stock loss allowance transactions, mterfund zero alance listings, 
umdentified mput to Deputate for Secunty ASSistance converter, FMS mterfund summary ansacnons, history file, 
and other records pertammg to Army mterfund (DFAS FMS activities). 

CUT OFF AT END OF FISCAL YEAR IN WHICH BILL CLEARS. DEST 
CUTOFF 
AUTH: (N1-507-97-l) (7360fRI0) 

11. REPORTS OF DISCREPANCIES (RODs) and related correspondence (DFAS FMS 
acnvmes) 

CUT OFF AT END OF FISCAL YEAR AFTER DISCREP CY IS RESOLVED. DESTROY 10 YEARS
 
AFTER CUTOFF.
 
AUTH: (N1-507-97-l) (7360fRll)
 

12. ACCOUNTS RECEIVABLE AND PAY LE CASE FILES. International and mtragovernment 
accounts contammg baSICaccountmg records, rel d posting records, reports, correspondence, copies of agreements 
between US and foreign countries or mternano Iorgamzanons (ongmals at Department of State), evidence support 
rendered or received, and collection and pa ent actions (DFAS FMS activities). 

CUT OFF AT END OF FISCAL YE IN WHICH FINAL ACTION OR PAYMENT IS MADE AND
 
WHEN ALL CORRECTIVE AC NS REQUIRED BY ANY AUDIT HAVE BEEN ACCOMPLISHED.
 
DESTROY 30 YEARS AFTER TOFF. (See NOTE 1 *)
 
AUTH: 1-507-97-1/ 7360 2
 

NOTE: 1 * This schedule doe ....!!! authorize the destruction of those records appraised as permanent under NCl-330-78 and NCl-330-
78-6. 

13. RECORDS. Machme hsnngs, matenal mspecnon and receiving report (DD Form 250),
 
country transac n report, and comparable and related records pertaining to accounnng for expenditures incident to
 
the Direct Fo es Support Programs, Common Items Programs, Excess Program, Foreign Military Facilities
 
Program,O Shore Procurement Program, and the FMS Program (formerly the Reimbursable Aid (RMA)
 
Program FAS FMS acnvines).
 

CU OFF AT END OF FISCAL YEAR IN WHICH CASE CLOSED. DESTROY 10 YEARS AFTER 
TOFF. 

AUTH: (N1-507-97-1/ 7360fR13) 
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14. ELECTRONIC MAIL AND WORD PROCESSING SYSTEM COPIES. Electrornc copie records 
that are created on electrornc mall and word processmg systems and used solely to generate a reco eepmg copy of 
the records covered by the other Items m this schedule Also mcludes electrornc copies of re ds created on 
electrornc mall and word processmg systems that are mamtamed for updatmg, revision dissenunanon (any DFAS 
SIte office). 

a. Copies that have no further admmistranve value after e recordkeepmg copy ISmade. Includes 
copies mamtamed by individuals m personal files, personal electr emaIl directories, or other personal directories 
on hard disk or network dnves, and copies on shared networ ves that are used only to produce the recordkeepmg 
copy 

DESTROY/DELETE WITIDN 180 DAY TER THE RECORDKEEPING COPY HAS BEEN 
PRODUCED. 
AUTH: 1-507-97-1/ 7360IRI 

b. sed for dissermnanon, revision, or updatmg that are mamtamed m addition to the 

/DELETE WHEN DISSEMINATION, REVISION, OR UPDATING IS COMPLETED. 
(N1-507-97-1/ 7360/14b) 
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Defense Fmance Accounting Service su NI-507-02-1, requestmg sposrtion new 
temporary Items relatmg to various subjects mcludmg safety and hazardous materials, procurement, payroll, office adrmmstration, 
and audiovisual informatIon. These Items are proposed for addition to Schedules in the DF AS records manual. 

DFAS Schedule 6055 contains ten items relatmg to safety program adrrnnistration. For a number of senes of routme safety 
reports and surveys, the disposinon IS to destroy 5 years after cutoff. For Matenal Safety Data Sheets, the disposinon ISto destroy 
50 years from the date of the record. For tests and surveys of potential health hazards, the disposition IS to destroy 40 years after 
records creation. For recommendations and plans for' environmental protection, the disposition is to destroy 45 years after closmg 
action. Schedule 7221 includes seven Items relating to the Central Procurement Accountmg System (CPAS), the DFAS 
procurement bookkeeping system. The cumulative database and diagnostic hstmgs are proposed for destruction 6 years and 3 
months after creation. The other five items cover reports and hstmgs for which short-term temporary dispositions are proposed. 

In Schedule 7349, relating to pay account records, four Items are proposed covenng direct deposit authorizations and savmgs 
bond allotments of rmhtary members. The dISPOSItionfor paper copies of such records IS to destroy upon supersession of the form 
or separation of the mdividual member, whichever is sooner. The dISpOSItIOnsfor two separate microfilm copies of the savmgs 
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 termmation of annuitant status. 

An additional eight Items are from Schedules 4105, 5010, 5025, and 5040, covenng records relating to procurement card usage, 
routine office administrative files, coordmation 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 (in 27 different Schedules) are for electronic copies of records created on email and word processmg systems. 
These Items are proposed for disposal within 180 days after the recordkeepmg copy is produced or when no longer needed for 
updatmg or dissemmanon, The electrornc 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 contam substantive 
reVISIOnsto approved dispositions. Nme Items were withdrawn for potential future resubrmssion by DF AS. 

None of the records covered by this schedule has sufficient mformational or evidential value to warrant archival retention. The 
proposed dispositions are adequate for DFAS's admirustratrve needs, for govemment accountability, and for protection of 
individuals' legal nghts. Notice of this job was published in the Federal Register, and no copies were requested or comments 
received from the public. I recommend approval of this schedule. 
RECOMMENDATION 

[8] I APPROVED FOR DISPOSAL The records descnbed 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 penod specified, have sufficient adrmmstrative, legal, research or other value to warrant their continued preservation 
by the Government o 2 APPROVED FOR PERMANENT RETENTION. The records descnbed under the followmg Item or Items have been appraised by the National Archives and Records 

Adrrumstranon (NARA) and are determined to have sufficient histoncal or other value to warrant their contmued preservation by the United States Government The 
agency WIlltransfer these records to the National Archives as specified o 3 DISPOSITION NOT APPROVED The records descnbed under the followmg Item or Items are not approved for dtsposrtron

18l 4 WITHDRAWN The records descnbed 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 1band 3c; Schedule 7300, Rules 2b and 2d 

FEDERAL REGISTER NOTICE o Not required. [8] Required - Publrcanon Date: 4/14/03 
Copies Requested 0 Comments Received: 0 
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MEMORANDUM 

Date: 7/30103 

From: Rich Noble (NWML) 

To: File 

Subj.: Item numbering in Nl-507-02-1 

This memo concerns job Nl-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 6126/03 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. 

r 

~1~ 
Richard Noble 
Appraisal Archivist 
Life Cycle Management Division (NWML) 
National Archives and Records Administration 



~f.. 

Natiorft Archives and Reco" Administration '1!3d!b 
8601 Adelphi Road 

College Park, Maryland 20740-6001 

Date July 24, 2003 

Reply to 

Attn of Thomas E. Brown, NWME 

Subject Nl-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 (DF AS). 
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 as} 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. 

d~~ 
THOMAS E. BROWN
 
Manager, Archival Services
 
Electronic and Special Media Records Services Division
 

Concurrence: 

Director 
Electronic and Special Media Records Services Division 

NARA 's web site IS http //www nara gov 



NatiOl. Archives and Reco. Administration~t
 
8601 Adelphi Road 

College Park, Maryland 20740-6001 

Date : June 30, 2003 

Reply to 

Attn of : NWMD Dick Wood 

Subject : Comments on Job Nl-507-02-1 

To : NWML Rich Noble 

Having reviewed this appraisal and found no records proposed for permanent retention, 
NWMD recommends approval of the job as written. 

RICHARD E. WOOD
 
Supervisory Archivist
 
Initial Processing and Declassification Division
 

NARA 's web site IS http //www archives gov 



• • NWML TRANSMITTAL AND CONTROL FORM:
 
INFORMAL REVIEW OF APPRAISAL REPORT
 

Job Number: Nl-507-02-1 

ROUTE TO:	 DATE SENT: DATE RECEIVED: 

1. Jeanne Schauble ~(;J,7 NWMD	 Jim 31) ~ 
A2
 
Rm 2600
 

.2.	 RCD: DUE: SENT: TO: 

3.	 RCD: DUE: SENT: TO: 

4.	 RCD: DUE: SENT: TO: 

5.	 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. NWML	 TO SENDER: RECEIVED BY7/;).1 
SENDER: 

In response to your request on your SHU form, we have attached for your review the 
SF115 and appraisal report for job Nl-507-02-1, covering various DFAS records. 

Sender's Contact:	 Rich Noble (NWML) Tel. No. (301) 837-2019 

APPRAISER'S COMMENTS: 

? DO NOT USE THIS FOR CONCURRENCES, APPROVALS, CLEARANCES, OR 
• OTHER SIMILAR ACTIONS. ATTACH JOB AND FORMAL COMMENTS. 

rev. 3/98 
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National Archives and Records 

Administration 
8601 Adelphi Road 

College Park, Maryland 20740-6001 
Date June 26, 2003 

Reply to 

Attn of Richard A. Noble (NWML) 

Subject Disposition Job NI-507 -02-1 

To Director, NWML 

The Defense Finance and Accounting Service (DFAS) submits job NI-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 NI-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. NI-507-93-2 included the 
lower-numbered DFAS Schedules (generally through 5545) and NI-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 Nl-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. 1 Most of these email and word processing items are
 
proposed as additions to Schedules approved by job Nl-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) 2
 

Schedule 4110 (Supply Records), Rules 6a and 6b items 14 and 15)
 
Schedule 4140 (Equipment Management and Maintenance Files), Rules lOa and lOb (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 l lb (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 l lb (items 43 and 44) 2
 

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
 

1 For submitted Schedules that requested approval of only these email and word processmg rtems. tlus SFl15 
includes only the first page of the Schedule and the page( s) contammg the email andwordprocessmgRules.ThIs 
measure was taken to reduce the bulk of this Job folder 

2 These Schedules have other Items included in this Job besides the two email and word processing Items 

NARA 's web sue IS http //www nara gov 2 
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For each ofthe 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 1c, 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(I). 
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(l) 
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(l) - 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(I), which latter is to delete when no longer needed for administrative, legal, 
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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 SFl15s, SF135s, and 
SF258s for DFAS records transferred to NARA facilities. 

In Schedule 5025 (Publications and Forms), Item 42 (Rule Ie) 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 lfhas 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 Nl-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 SFl15. Second, proposed new Rule lb covers the microform 
or electronic copies of the paper record governed by Rule la. Rule lb 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 ofthe 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 SFl15 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 ofDFAS employees in hazardous 
materials use and employees' exposure to such materials. These Rules have been crossed off the 
SFl15 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 

NARA 's web site IS http //www nara gov 5 



• • 
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 offthe SFl15 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 DJMS 
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 Nl-507-97-1 for this 
same series in electronic form (Master Military Pay Account, which is part ofDJMS). 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 1c) 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 SFl15. Rule 1a covers paper copies ofFMS case files. 
Rule 5b covers centrally maintained copies ofFMS 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 NCl-330-78-4 and NCl-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 
mmor changes, relating to the types of records covered by Rule la, 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 Nl-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) 

NARA's web sue IS http //www nara gov 8 




