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~.- L~AVE BLANK (NARA use only)-'-~. 
JOB NUMBERrEQUEST FO~~;~~!!?~~~~!~~~) AUTHORITY N/- 507- 93- a.: 
DATE RECEIVEDTO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)


WASHINGTON, DC 20408 3-5-CJ3
 
1. FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

DEFENSE FINANCE & ACCOUNTING SERVICE 
In accordance with the provrsrons of 44 2. MAJOR SUBDIVISION 
U.S.C 3303a the drspcsrtro n request,NOT	 APPLICABLE / APPLIES TO ENTIRE AGENCY including amendments, IS approved except

for Items that may be marked "drsposrtron
3. MINOR SUBDIVISION 
not appro~drawn" In column 10 

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

JOYCE LEMONS	 303-676-6045 r~/0-rf ~..6~ .d ,;/j~ffh-, -A	 -, 

6. AGENCY CERTIFICATION v
 

I hereby certify that I am authorized to act for this agency in.matters pertaining to the disposition of its records
 
and that the records proposed for disposal on the attached lOR page(s) are not now needed for the business
 
of this agency or will not be needed after the retention reriods syecified; and that written concurrence from
 
the General Accounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal
 
Agencies,a is not required; c:l is attached; or has been requested. 

DATE	 TITLES:GN'tl:~N~SENTATIVEIFEB 18, 93 ~~V~NLEW~~	 ADMINISTRATIVE OFFICER 

7. 9.GRSOR 10. ACTION
 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA

NO. JOB CITATION USE ONLY)
 

Defense Finance and Accounting Service
 
Recorjs Disposition Regulation -
Initial Submission
 

Contains all schedules for disposition
of administrative records. 

'<. 
~~~ DQx\+ o\n iliOflV.t , !VI 1\--, ~f\\l, tj.NLll :1 t-.icy ,df} <filM 

115-109 , NSN 7Mt-OO:.~-4064 ' STANDAFID FOFlM~5 (REV. 3-91) 
PREVIOUS EO TION NOT USABLE Prescrl~ ~IRNt2~~ 
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SCHEDULE 1025. Technical	 Training 

Daserrption of Covered Records: This schedule governs draposmon of records pertammg to specialized trammg, such as 

professional education obtained from various schools and vendors. trainmg for operation oftechmcal equipment, formal 
trammg programs. and srmilar types of'trauung. 

SCHEDULE 1025 I 
TECHNICAL TRAINING I 

R A	 B C D 

U 

L . -- I: -zr 'I - . .. ----~ ~.. CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

.. 

2 Trammg Planning	 Records used to plan a course of Any office Cutoff: When course ISI J 
Records	 mstructien including training responsible for discontinued. 

standards, traiJung plans and conducting training Dispoartion: Destroy when 

course syllabi revised, obsolete, or on 

discontinuance of the related 
- course. 

Authorrty: 

3 Instructional Materials	 Records used to conduct a class. Any office Cutoff: When course IS 

such as lesson plans. tests, films, responsible for discontinued. 
charts, study guides, workbooks, conducting training Diaposrnon: Destroy when 

handouts, and similar material revised, obsolete, or on 

discontinuance of the related
 

course.
 
Authorrty:
 

NOTE: 
Some DFAS Center Trammg Offices operate on a fiscal year rather than a calendar year. At those Centers. the cutoff is 

end of fiscal year 



-
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SCHEDULE 1100, Manpower and Organization 

Description of Covered Records: This schedule governs disposition of records pertaming to authorizmg, allocating, 
utUizing, and programming for military and civrhan personnel. It includes management engmeermg and productivity 

enhancement records. 

SCHEDULE 1100 1 
MANPOWER AND ORGANIZATION I
 

R A	 B C D 

U 

L ~-.. ~.~ - - - -~ - - - -- - . - - - - _._- - ._- -- -- -- CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 
- Milnpo- Paper or electronic records Manpower office Cutoff: End of tis cal year. 

Authorization FII;==== ...., m detailed unit and Disposition: Destroy 1 year 

" posltionm~ after cutoff. 
,, authorization data for-all fiscal Authority:. '>3	 r-------==.:.-\ periods 10 the current manpower
- program
 ~ 

2	 Approved Manpower Correspondence, forms, or Manpower office Cutoff: End of calendar year 
Change Requests	 machine hstmgs which Identify in which change was 

the changes requested and implemented. 
contain Justification, DispOSition: Destroy 2 years 

. coordinanon, and approval	 after cutoff. 
.statements	 Authority: 

3	 Disapproved Manpower Reports documenting all aspects Manpower office Cutoff: End of calendar year 
Change Requests of the management engineering in which disapproved. 

program	 DISPOSition: Destroy 2 years 

after cutoff. 
Authority: 

4 Management Reports documenting all aspects Manpower office Cutoff: End of calendar year. 
Engineering Reports of the management engmeermg Disposrticn: Destroy 3 years 

program after cutoff. 
Authority: 

5	 ~ Data and information in Manpower office Cutoff: End of calendar year 
Measurement and s ondence, reports, and in which superseded. 
Evaluation other source ~prepare Dtsposrtion: Destroy 1 year 

annual productivlty~ cutoff.
 
establish internal productivity Authorrty: GR..S ,
 
goals, or to assess internal
 
productrvity --------	after 

~ 



..
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SCHEDULE 1100. CONTINUED I 
R A B C D
 

U
 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

6 Capital Investments	 - Individual requests, summary Comptroller Cutoff: End of fiscal year 10 

Approved	 records, status reports, and functional area which approved project was 

general correspondence for amortized. 
capital investment programs Dispesrtron: Destroy 2 years 

Justified through mcreases 10 after cutoff. 
productivity Authority: 

7 Capital Investments - Individual requests, summary Comptroller Cutoff: End of fiscal year in 

Disapproved	 records, status reports, and functional area which request was 

general correspondence for disapproved. 
capital investment programs Disposibon: Destroy 2 years 

justafied through increases 10 after cutoff. 
productrvrty Authority: 

8 Commercial Acuviuea Performance work statement of Comptroller Cutoff: When study is 

Cost Records	 unit or function considered for functional area completed. 
contracbng out, deduct analysis, DispoSition: Destroy 5 years 

cost study, and supporting after cutoff or upon complebon 

records - of next study. 
Authorlty: 

.3
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SCHEDULE 1300. Military Personnel Records 
Description of Covered Records: Th18 schedule pertains to records accumulated at the Center-level office charged with 
adrmmstermg military personnel assigned to that DFAS Center. The records are administrative or informative in 
nature. The record copy IS controlled by the member's branch of'military service. 

SCHEDULE 1300 I 
MIUTARY PERSONNEL RECORDS I 

R A 

U 

E RECORD SERIES 

1	 Admirustration of 
Mllitary Personnel 

I \ 

NOTE: 

B 

DESCRIPTION 

Various reports,listlngs, 
registers, and other records 

received from the military 

services that contain 

mformation necessary to 

manage military personnel at 
the local level 

C 

LOCATION 

OF AS military 

personnel offices 

(orderly rooms) 

0 

CUTOFFIDISPOSITIONI 
AUTHORITY 

Cutoff: Not applicable.
 
Ihsposrtion: Destroy when
 

superseded, obsolete, or no
 

longer needed.
 
Authonty:
 

Records accumulated in the office to which the military person IS assigned are filed under Schedule 5010, rule 4, 
Adirunistratlon of Office Personnel. 



--
SCHEDULE 1400, Civilian Personnel Files 

Descrrption of Covered Records: This schedule governs disposmon of records accumulated by the servicmg personnel 
office while managing and adnumstertng the civilian personnel program. 

SCHEDULE 1400 I 
CIVIUAN PERSONNEL FILES I 

R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

nes·~it')l.. ID '--{(,5 oJ 
un -...J '-' 

1 Civilian Personnel Records created during the DF AS civrlian 6111:08'.N&Jeft design of 
Program Records	 development of personnel personnel offices program 18 complete. 

programs and pertain to the 9ispesttioll. 80 not desW9~; 
establishment, implementatlon, 58tIlHlIlS permllnent. (See/;;0 
and admimstratron ofDFAS- ~ 
wide programs AatbatJ:tJ:· 

. 

3 S~r" ee Records maintained by Any DFASoffice Cutoff: Upon separatJ.on or 
Record -~8U ervisor for transfer of employee. 

informational and ma ........... 1 Disposition- Destroy 30 days I 
purposes	 aeparation or transfer of I-------- after 

Author; ~I 

5
 

http:separatJ.on


SCHEDULE 1400. CONTINUED I 
R A 8 C 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

. 

9 Staffing Plan Flles Civihan personnel status 

improvement plans 

and DFAS civilian 

personnel offices 

11 ~eterans 

Records 

~ .~ __ Records pertaming to 

~ ,..I. mstranon 

preference and ~ 

preserved, lost, or changed 

-- -- -- - - - - - -

of 
DF AS civihan 

personnel offices 

r------

D 

CUTOFFIDISPOSITIONI
 
AUTHORITY
 

-

Cutoff· End of calendar year 
Disposrtion: Destroy 3 years 

after cutoff 
Authorrty' 

Cutoff. When action 1S 

complete. 
Disposrtion: File on nght side wi1h-
~ d (0. wI"
Authonty: G~ 



- - ---

L 

-

SCHEDULE 1400. CONTINUED I 

R A B C D 

U 

CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

/0 
'W •lZ Exceptea..,.,. Files relatmg to employment DF AS crvilian Cutoff: End of calendar year. 

programs ana nf" personnel offices Diaposrtion: Destroy 3 years 

excepted positions after cutoff. 
Authonty: I ,-

-, 'V--. _G!-s ')I-fe'fY)
- - , _.. --

'3 

. . 

1
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SCHEDULE 1400. CONTINUED 

R A 

U 

L 

E RECORD SERIES 

I 
8 

DESCRIPTION 

C 

LOCATION 

D 

CUTOFFIDISPOSITIONI 
AUTHORITY 

31 ~ Forms and related records DFAScivlhan Cutoff: End of calendar year. 

." 81 e ~s~::::! :::::nce which personnel offices 
Disposition: 
after cutoff. 

Destroy 4 years 
u) Ii-J-.-

r-, 
- Authonty: 

GfLS " r~11';73(<tAt 
d ,'Cn-J'\J 

32 Performance Forms a related records DFASclvllian Cutoff: End of calendar year. 
AppralS8ls- documenting ormance which personnel offices Diaposttion. Destroy 4 years 

\ ~ 
D Unacceptable 18 unacceptable bu ich is not 

accempamed by demotlO r 
after cutoff. 
Authonty: 

removal action 
I'... 

33 Performance Forms and related records Cutoff: Completion of'wrrtten 

Appraisals-c-Proposed documentmg a rating of D~personnel ces notice of proposed action. 
Adverse Action unacceptable where demotion or Disposrtion: Destroy when 

(0 {~,C-; \~ 
removal 
effected 

is proposed but not employee completes 1 year of 
ace table performance from 

date of Otten advance notice 

of proposed re oval or 
reduction in grade.

A(i!g, 1:t~ 



- --
SCHEDULE 1400. CONTINUED I 

R 

U 

A B C D 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

36 

--

Performance 

AppraisaIs-SES 

---_._---- ---- - ---

". Idocumenting ratings 

members of the Semor '" 

Service 

-

of DF AS civilian 

neloffices 

d 
/

/, 
Cutoff: End of calendar year. 
Disposition: Destroy 5 years 

_# 

Authority: - ~ 

-



---

-

SCHEDULE 1400. CONTINUED I 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

40 Attve. ~ Case	 heanng notices, reports and DFASclvlhan 
~ Files (Continued)-- Cie ersal of action and personnAl .«: -~ ~ appeal records EXCL ~
 

I ......"pnmand which are I--r-----
filed in the OPF 

~ -
41 Promotions	 Records of mdivrdual promotion DFASclvlhan Cutoff: When promotion 

actions including work records, personnel offices action lScomplete or upon 

Job analysts, qualification completion of an OPM formal 
evaluation. (See FPM chap standards, evaluation methods, 
335, subchap 1-4.>selecucn procedures, evaluation 
Disposmon: Destroy 2 years of candidates, and aimilar 
after cutoff.

records Authorlty: 

42 Official discriminatron DFASEEO Cutoff: Upon resolution of 
complaint case files contammg complaint case. 

~ management offices Disposrtion: Destroy 4 years 

after cutoff. 
, Authonty: Wi% -

il rtrw.,., 
n

f 
Gfl-S I I rte'md-'l~ 

~ 
similar records ~ 

43 EEO Background FlIes Files contammg background DFASEE~ Cutoff: End of fiscal year.
 

0 records not related to the official complamt
 
discnmmanon complaint case management offices .
 
file
,~3	 . 

\ 
~ 

44 Wage Adrmmstration	 Wage schedules and other pay DFASclvllian Cutoff: Not apphcable; 
adjustment authorization personnel offices perpetual file. 
resultmg from Iegtslation or Disposition: Purge file 

other across-the-board annually and destroy 

admmiatratrve action which mdividual documents when no 

constitute the basts for longer needed. 
personnel aenons which may Authority: 
reqwre reconstruction at a later 
date 

45 Applicant Supply Flle	 Employment applications from DFASclvlhan Cutoff: Notapphcable 

persons seekmg appomtment personnel offices Disposrtion: Dispose of 
outside ofOPM regtsters or as a according to FPM gwdance 

result oflocal delegated hmng and OPM agreements. 
or exammmg authorrties, Authonty: 
rosters mdexed to the 

apphcations, authortzed racial 
and ethnic idennfieanons and 

related data 

V 

10
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SCHEDULE 1400. CONTINUED I 

R A	 8 C 0 

U 

CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

46 Affirmative Action	 Committee minutes, program DFAScIVllian Cutoff: End offiscal year. 
actrvrties, records of commumty personnel offices Dtsposrnon: Destroy 3 years 

contacts, sexual harassment andlorEEO after cutoff or when 

records, reports and supportlng complamt superseded or obsolete. 
papers regarding status of management offices Authonty: 

- - - _.	 - - .employment	 -

47 Prionty Placement	 "Stopper hsts" received and OF AS civilian Cutoff: When registrant IS 

Action Files	 records of any pesrtmn in the pay personnel offices removed from the program. 
category series and grades on DISposition: Destroy 2 years 

the "stopper list" durmg the after cutoff. 
time lists are 10 force; case files Authority: 
of employees affected by priority 

placement action 

r-------
48 ~&_';D'~ Information submitted or DFAS civilian Cutoff: When leave transfer 

~ from a requestor personnel offices effort is completed or 

() contrlbutioD~ termmated. 
Diaposrtion; Destroy 3 years 

-	 I 
~ 

NOTES: 
1. Offer to National Archives	 10 5 year blocks when the most recent records 10 the block are 25 years old. 
2. Follow mstrucuons 10 the Federal Personnel Manual. 
3. If the transfer of the employee is internal, follow local procedures for transfer or destruction of the record. 
4. Origmal is returned	 to OPM. 

I \
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SCHEDULE 3000, Planning 

Descriptron of Covered Records: Tlus schedule governs disposrnon of records accumulated m connection wrth planning 

DFAS actions. It mcludes records accumulated in plannmg the development and axecutron of programs for the 

performance of the DFAS mission. It also mcludes records pertammg to planning for the wartime role ofDFAS as well as 

records pertarning to plannmg for unusual situataons such as natural disasters. 

SCHEDULE 3000 

PLANNING 

R A	 B C D 

U
 

L
 CUTOFFIDISPosmONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Programming-HQ Documents relatmg to DF AI>- HQ DF AS planning Cutoff: End of calendar year. 
Level	 wide program planning, review offices or program Disposmon: Do not destroy; 

and analysis to include program management offices retain as permanent. (See 

guidance documents, operations note 1.) 

plans and programs, polieres and Authonty: 
related background material, 
documents created to revise or 
adjust eXlstlng programs, and 

similar documents 

2 Programmmg-c-Center Documents relatlng to Center DFAS Center ~g:. End efealeBdar yeaL... 

30 

Level level program planmng, review plannmg offices or 
and analysis to include program program 

guidance docume-nts, operations management offices 

plans and programs, pelicres and 

related background material, 
documents created to revise or 
adjust existing programs, and 

snmlar documents 

3 Program Review-HQ Documents created at HQ level HQ DFAS planning "Meg:. ERII sfealendar, ea •. 
Level	 10 the process of'review of offices or program .DisPS8IQSB. Do net destr~ 

progress 10 program management offices retalR as paFlftllnen'r-
accomplishment, including AtithOllty.
progress reports, cost and ~~tJ4R~ 
performance reportS, statements J ~0rIUof analysis, summaries, directed 

actions, and other documents 

which reflect actual 
performance, progress, 
accomplishments, deficiencres, 
and problems 10 relation to 

program goals 



• • 
SCHEDULE 3000. CONTINUED I 
R A B C o 
U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

4 Program Revlew- Documents created at Center OF AS Center Cutoff: End of calendar year. 
Center Level levelm the process of review of planrung offices or Diapoamon: QestJro, 19, ea.!! 

progress in program program 8ftet cutoft'. 
accomplishment. mcludmg management offices AuthOrity· 5qme.. ~s 
progress reports, cost and K\.l.\e- ~ I 
p~~?rm~~C!' r~po~~~!!le~~ 
of analysIS; sumiiulnes, directed 

.: -- -:.., --- -- - ~~--
actions. and other documents 

which reflect actual 
performance. progress 

accomplishments. deficiencies, 
and problems m relation to 

program goals 

5 DFASCouncu Documents relating to the HQ DFAS planrung Cutoff: End of calendar year. 
Actions- establishment. functrons, offices or program Disposition: Do not destroy; 
HQLevel agenda. mmutes, management offices retain as permanent. 

33 
. 

recommendatlons, and other 
official actions offormal. HQ 

level OF AS councils, including 

sigmficant background and 

AuthOrity: See 

~ 

N.it--I 
supportmg documents -
accumulated and/or created by 

the council in fulfilling Its 

rmssion relative to program 

review and analysis 

6 DFASCouncl1 Documents relatlng to the DFASCenter Cutoff: End of calendar year. 
Actlons-Center Level establishment. functions, planning offices or Disposrtion: BeM;g, 10 ¥881:11 

agenda. mmutes, program aAe. elMefF. SameC0 

3Lf 
recommendations, and other 
official actions of formal, Center 
level DFAS councils including 

management offices AuthoritY:K\A}e. 5' 
abeo«> 

significant background and 
-supportmg documents 

accumulated and/or created by 

the council in fulfilling its 

mission relative to program 

review and analysts 

13
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SCHEDULE 3000. CONTINUED I
 
R A	 8 C D 

U 

L CUTOFFfDlSPOSITlONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

7 HQ War and	 Master set of DFAS war and HQ DFAS planning Cutoff: Obsolescence or 

35
 

Mobilization Plans mobihzatron plan, planning offices supersession. "
 

concepts, contInwty of Dispoartron: Do not destroy;
 
operations plan, survival, retain as permanent. (See
 

recovery and reconstrtution note 2.)
 
plans, augmentation plans, and	 Authority: 
other	 related plans; essential 
source material, annexes, 
appendices, tabs, and all 
changes 

3G 
8 Center War and Basic wartlme plans, operations DFASCenter ,caboft'. WfieB 8l1peF8eaeEier_ 

Mobrhzatron Plans plans and orders, augmentation planning offices 

plans, continwty of operations Diapol'bop- R bey .. hen 

plans, and sumlar media With 

essential source material :':=::I~;~°S!~~~tltW-U 
9 Contingency Plans	 Contingency master plans, DFASpiannIng Cutoff: When superseded or 

operational plans and orders, offices obsolete. -:Do }JoT 
augmentation plans, and simrlar Disposition: geNe; w heu 

media which proyide essential csupeiseded vi obsolete. 37	 guidance and reqwrements tor Authority: -:DE. Sf ~'15 
contmurty of operations in the (e+~,J'l ~ S .1-_ 
event of destruction or major ~, ~"(\e",'L <, 
damage to a DFAS component (~ Note.;>. ) 

\10	 Contingency 1r: Records pertammg to planning DFAS plannmg Cutoff: When superseded or 
Files-- ~ '"Ingto offices obsolete/l ~. 

ensure the successf~	 Dispoaiuon: Dp&troy whe.a,j~	 
of a contingency; mcludes r---- ~ -'- /!J JdJ -- ,- ~-':'''''b::J Tf\
individual trammg documents	 AlilhOIltr. - ~ d ,tn.vf!~--+----------------+--------------------~--------------~----------~~~~---f' 

11 Natural Disasters	 Reports, messages, and other DFASoffice Cutoff: When all action 

data descrfbmg the situation, providmg assIStance regarding the disaster has 

such as accomphshments and been completed. 3~J results,lossofpersonnel, Disposmon- Destroy 2 years 

equipment, material and related after cutoff. (See note 3.) 
cost expenditure data Authority: 

NOTES: 
1. Offer to National Archives	 in five year blocks when latest record in block IS twenty~ years old. 
2.	 Retire as permanent when superseded or obsolete. Offer to National Archives m accordance With note 1. 
3. If a "Lessons Learned" summary document IS created whim the disaster IS over, file With documents covered in rule 

10r2. 

It{ 
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SCHEDULE 3000-1, Committees, Boards, and Charitable Campaign Records 
Descrrpnon of Covered Records: TIus schedule governs disposition of records pertaimng to special committees and 
boards which are appointed or convened at DFAS Director, DFAS Center Director, or comparable level to study a 
problem. situation. or opportunity With at least OF AS or Center-wide Impact. Committees referred to here should not be 
confused With routme, ad hoc working groups, total quality management teams, or Similar groups. 

SCHEDULE 3000-1 I 
COMMITTEES. BOARDS, AND CHARITABLE CAMPAIGN RECORDS I 

R A	 B C D 

U 

CUTOFFIDISPosmONI 
E RECORD SERIES DESCRIPTION LOCATIO~ AUTHORITY 

1 Committee Records Recorders' records which consist DFAS directorates or Cutoff: Upon termination of 
of caae files of each approved deputates the committee. 
comnuttee,lDcluding (but not Disposition: Do not destroy; 
limited to) directive or executlve retain as permanent. (See 

approval establishing the note.) 
oonuiiittee, charter • listing of -Autnority: 
members and all changes, 
resume of major pomts of 
mterest concernmg committee 

hearings and its general 
operations, waivers 10 

committee rules, studies, 
analyses, final committee report 
and findmgs, termmab.ng 

directive and similar papers 

relatmg to the establishment, 
accomplishments, or 
termmation of formal 
committees 

2	 Admimstratrve Support Records that facilitate and DFAS directorates or Cutoff: Upon termination of 
Records	 support the responsibility of the deputates the committee. 

chairman/recorder and staff Disposition: Destroy when no 

actrvrtres designated as longer needed but no later 
representatives or for than 2 years after termmatlon 

boards/comrruttees, including of the committee. 
copies ofmmutes, mailing lists, AuthOrity: 
agendas, reports, 
correspondence, and other 
related papers reflecting the 

posmon taken on pohcy 

development or other 
bcard/eommrttee dehberatlons 

3	 Reports of Exisbng Annual reports of OF AS DFAS HQ comrruttee Cutoff: End of calendar year 
Committees--DFAS committees 10 existence management office to whrch report pertsms. 
HQ accumulated at OF AS HQ Disposition' Retire as 

permanent. (See note ) 
AuthOrity: 

15
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SCHEDULE 3000-1. CONTINUED I 

R A B C D 

U 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

4 Reports ofEXlstmg Annual reports ofDFAS DFASCenters Cutoff: End of calendar year 
Commrttees-s-Center committees m existence, committee to which report pertams. 
Level accumulated at DFAS Center management offices Dtsposinon: Destroy 2 years 

level, may be feeder reports to after cutoff.t/ 
- - -. the DFAS HQ report . - - -Authority:
 

" . -- ... --,
A_ .3 - - -._ - --

5 Records accumulated while DF AS Center office Cutoff: Upon completion ofFun~
 
Campaigns ~~ . ring the Combined responsible for the campaign.
 

Federal Campa:~ conductmg the CFC Diaposrdcn: Destroy upon 

mc1uding correspondence, of next eqwvalent Wi'H.,-r--------- completion 

receipts, iavoices, and related drawnrecords - €l(Yl 

~ 

NOTE:
 
Offer to the National Archives in 5 year blocks when latest document 18 25 years old.
 

10
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SCHEDULE 4105, Contracting Records 

Description of Covered Records: This schedule governs disposrtion of records pertaining to contracting matters. 

SCHEDULE 4105 I 
CONTRACTING RECORDS I 

R A 8 C D 

U 

CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 f(}nlrHUll. Contracts Signed originals of contracts and	 DFAS contracting Cutoff: Upon final payment. 
offices Disposmon: Destroy 6 years, 45£1 3 months ~r cutoff. ------	 a,sa

Authority: ---n-P~ .3~ 

2 J ustJ.ficatIons Signed ortgmala of -15-..n . Cutoff: Upon final payment. '~~ Justifications, approvals, offices 
determmatIons, and fmdings ~.	 nt.and copies of supporting -
documents -:L+, 

-

11
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SCHEDULE 4105. CONTINUED I 

R A	 8 C D 

U
 

L
 CUTOFFIDISPOSITIONI1J-ern»>: E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

,- - ... ,"'-

13 I&;mr-ICioifCJUD1I;ra.Bt-_--' Records relating to contracts DF AS contracting Cutoff: Final Board decision. 
Appeals ~.. .1" handled by offices Dieposrtdon; Destroy 7 years W i'th _ 

the BoardofContrac~______ after cutoff. / n 7"" I ~ 

. /'W}~.. 
--r\utrRc~'+Ll:.:f·"·-'(a.:n~~••'	 ~~0e, " 

.Y --..........
 

18 Con..a....~~ Logs,lists, and simrlar means of DFAS contractmg Cutoff: Completion of all 
Asslgnment Files ~o '. contract numbering, office contracts listed. 

change notlfications, ma""", _, ~ Dispoamon: Destroy 6 years tJi% -
serial number register, and Jfter cutoff. GiL·S 3 ~ 
similar forms or records AuthOrlty: _______ 

17 Contractor Historical records of contractor DFAS contracting Cutoff: Termmataon of 
Performance Flies	 performance data prepared by office contract.
 

contract officer on completed or Disposruon: Destroy when no
 

termmated contracts of longer needed.
 
$100,000 or more Authorrty;
 

l~
 

http:I&;mr-ICioifCJUD1I;ra.Bt
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SCHEDULE 4105. CONTINUED I 

R A 8 C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

18 Procurement Fraud Reports of'irregularttiea 10 DFAS contractmg Cutoff: When case 18 closed. 
Case Files procurements prepared by FBI, offices Diaposrtion: Destroy 5 years 

OSI, correspondence, and after case IS closed, or when no 

related records longer needed, whichever IS 

sooner . 
.- - - -. - Authority: 

19 Designatton and Request for deSignation or DFAS contracting Cutoff: Termmauon of 
TermmatIon of termination, statement of offices appomtment, 
Contr-acting Officers qualifications, and the DispositIon: Destroy 3 years 

and Representatives designation or terminatIon and after cutoff. 
-~CkDowledgement of receipt Authonty: 
thereof 

20 Contr-actors Insurance Insurance policy and/or plans DFAScontracting Cutoff: When premium 

Program Files and amendments to, mcludmg offices accounting has been finalized. 
correspondence and related Disposition: Destroy 6 years 

documents after contr-act. 
Authority: 

21 Outstand1Og Insurance Contractors insurance program DFAS contracting Cutoff: Settlement of claim. 
Claims records related to outstandmg offices Disposrtion: Destroy when 

exceptions, unsettled claims by clearances are obtained. 
or agamst the Government, Authority: 
incomplete investlgations, 
litigations, or requests made by 

the Comptroller General of the 

US 

22 Retiree AffidaVits Files Affidavits and related records DFAS contracting Cutoff: Upon final action or 
filed by persons seeking to do offices decision. 
business Wlth the Government Disposrtion: Destroy 6 years 

within 3 years after separation after cutoff. 
or retirement Authority: 

23 Contract Termmation All records accumulated during DFAS contracting Cutoff: When all termmation 

and Settlement Flies tarmmatien and settlement offices settlement actrvities are 

phase of a contract complete. 
DIsposition: Destroy 6 years 

after cutoff. 
Authority: 



• • 
SCHEDULE 4105. CONTINUED I 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

24 Acquismon Quality	 Copies of contracts, DFAScontract1Og Cutoff: Upon completion of 
specifications, contract changesAssurance Files offices contract. 
and amendments, records, Disposition: Destroy 1 year forms, and other media used 10 

after cutoff.planning, conducting and
 
recording the results of product Authority:
 

.- -" ~- - .- .- - mspectJ.on, auditing of qual1ty . - .. - - ---
assurance systems and 
procedures, and effecting 
clearances of deficieneies 

25 Contractor Financial	 Records reflectmg current OF AS contractmg Cutoff: Upon completion of 
financial capabilities of present Data Case Files offices contract. 
and potential contractors such Dispoamon: Destroy ~ as credit records, cash flow 

aRs 3 1Il9Ri_ BAe. cutoff.sheets, backlog reports, requests 
for financial clearance, With Authonty: 
supportJ.ng attached 
mformatlon; commercial credit ~~~. 
agency reports, credit letters 
from financial institutions, 
manufacturers and other 
commercial agencies, financial 

57	 I r: 

.. agreements between commercial 
manufacturers, Including 
subordmate agreements, 
guarantees, etc., from banks and 
commercial companies, artreles 
of'mcorporauon and financial 
analyses, newspaper reports and 
related papers and 
correspondence 

28 Contract Progress Contract status, expediting and OF AS contracting Cutoff: Upon final payment. 
production surveillance records offices Disposrtion: Destroy 6 months 

after cutoff. 
Authority: 

27 Engmeermg Changes Rejected engineermg change DFAS contracting Cutoff: Upon final payment. 
proposals	 offices Drsposrtion Destroy 6 months 

51
 after cutoff.
 
Authority: 

28 Labor Records Labor compliance records DFAS contracting Cutoff: Upon final payment. 
including equal employment offices Dtspositicn: Destroy 3 years 

Opportunity records	 after cutoff. 
0'

Authonty: 
I 

:AD
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SCHEDULE 4105. CONTINUED 1
 

R A 8 C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

29 General Contractor A general contractor me DF AS contractmg Cutoff: Notapplicable. 
Information contammg documents relating offices Dispcsrtion: Destroy when

01 to no specific contract, more than superseded or obsolete. 
one contract, or the contractor 10 Authority: 
a general way 

-
- - .-

NOTES: 
1. For contracting records pertaimng to Foreign Military Sales (FMS) transactiOns, segregate these records at the time 

offUing. Hold untal further notice from the Center Records Manager. Based on claims brought against the Uruted States 

at The Hague, Netherlands, the National Archives and Records AdminlStration (NARA) approved the postponement of 
destruction for FMS records. These records may be reqwred to defend the Government 10 litagation. 
2. Any records created pnor to October 1, 1979 which pertain to contracts which are stlll under appeal Will be destroyed 6 

years and 3 months after final action on decisicn per GRS 3, Item 15a. 



• • 

_____ 

SCHEDULE 4105-1, Supply	 Records 

Descnptlon of Covered Records: This schedule governs dispoartion of records pertammg to acquisrtron and use of supply 

Items to mclude idennficatson, classification, catalogmg, and coding 

SCHEDULE 4105-1 I 
SUPPLY RECORDS 

R A	 B C D 

U
 

L
 CUTOFFIDISPosmONI 
E RECORDSERIES DESCRIPTION LOCATION AUTHORITY 

1 ~l"nes--_____ Complete inventory list of all DF AS supply offices Cutoff: Not applicable; 
rsup..&". • perpetual file. '..1 J 

h)l M' -r----.... Disposition: Destroy when 

I --- superseded or obsolete. dfa~tJ 
~ ~Ci
bll..S-:5 ..:.L--ie_W\~ 

3 ~Og	 Complete catalog of supplies DFAS supply offices Cutoff: Not applicable. 

03 rJ O,V - ~ including identificabon and Diaposition: Destroy when 

superseded or obsolete. 
AuthOrity:-.:;f e 011-1) ~ 

4 Supply Status Records	 Cards, hstmgs, change n~ ~DFAS supply offices Cutoff: Not apphcable; 
reports on supply levels or perpetual file. 
cntlcally abort items, and Disposition: Destroy 

related data used for reference ~
 
or planning purposes in .
 
controllmg supply levels
 

~em _ 



•
 

.
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SCHEDULE 4140, Equipment Management and Maintenance Files 
Descnption of Covered Records: This schedule governs diaposmon of records pertammg to the management of 
eqwpment. 

SCHEDULE 4140 I 
EQUIPMENT MANAGEMENT AND MAINTENANCE FILES I 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION. . AUTHORITY
 

. . • _ I r4.- .. ~. 
-

1 Equipment Control Complete mventory of all OF AS eqwpment Cutoff: Not apphcable; 
Files eqwpment items to include management offices perpetual me. 

supportlng records Disposition: Destroy when 

superseded or obsolete. 
Authority: 

- . 
2 ~ -Mamtenance records, OF AS eqwpment CutOff: When vehicle lS
 

bes, and sinular records management offices disposed of.
 -- pertaining to a v . Disposition: Destroy at cutoff 
accumulated durmg the ~ needed for 
life olthe vehicle r--------- or when no longer 

. 
~(; 

3 Eqwpment Custodian	 Daily transactioR register; OF AS eqwpment Cutoff: Not apphcable; 
File	 custodian request log; weapons management offices perpetual file. 

serial number listing; Disposrtion: Destroy 

mformabon file on office mdividual documents wrthin 

machines; temporary issue the file when all outstanding 

receipts, requests for purchase; actions are complete and 

warranty; guarantee records; records are no longer needed. 
adjuetment records; records Authonty: 
pertaining to inventory actions 

such as government property 

lost or damaged or reports of 
survey; lSSuelturn-in slips and 

related correspondence; 
approved copies of requests for 
office furniture which reqwre 

Director level approval 

4 Umt Property Records	 Registers and files, component Any OF AS office Cutoff: End offlscal year. 
records, requisiuons, custody Disposmon: Destroy 1 year 
receipt, requests for issue or after cutoff.:; 
tum-in and related records, Authonty: 
shippmg and recervmg 

documents, reports of survey, . 
statements of charges, schedule 

of collect1ons, and sinular 
records accumulated in 

managmg the unit's eqwpment 
needs 

;;3
 

V 
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SCHEDULE 4140. CONTINUED I 

R A 8 C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITION 

AUTHORITY 

I 

6	 Equipment Deficiency Notices of unsatisfactory DFAS eqwpment Cutoff: When corrective 

Records conditions experienced, management offices action 18 complete. 
including those instances 10 Disposition: Destroy one year 
which the equipment does not after cutoff. 
fully or effectively serve the Authority: 
purpose intended; Instances 
where the eqwpment or a part or 
accessory cannot be properly 
mamtamed or operated; or 
similar records; also includes 

records of actions taken to 
remedy deficieneiea and any 
reqwred reports 

1··	 Eqwpment Movement Files pertaining to actions DFAS eqwpment Cutoff: When move 18 

Files involvmg internal movement of management offices complete. 

7D 
eqwpment	 Dispoaition: Destroy 2 years 

after	 cutoff or when no longer 
needed for reference. 
Authority: 

8	 Reprographics Forms and related records that DFAS reprographics Cutoff: End offiscal year 
Equipment document history of eqwpment when eqwpment 18 disposed 

reprographics eqwpment (the management offices of. 

7/
 requirements evaluations Disposition: Destroy 1 year
 
requests, approval, acqwsition, after cutoff.
 
maintenance, production Authority: 
volume, transfers, and disposal) 

7L 
9 Copier Operating Notices posted at or near copiers Any DF AS office Cutoff: Not applicable. 

Notices which hst local operating rules, Disposrtion. Destroy when 

identlfy key operators, or	 superseded or obsolete. 
provide other Similar	 Authority: 
mformanon 



L 
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SCHEDULE 4160, Property Disposal 

Descnption of Covered Records: This schedule governs disposition of records pertammg to release, transfer, 
redistribution, or sale of excess Government property excluding real property. 

SCHEDULE 4160 I 
PROPERTY DISPOSAL I 

R A B C D 

U 

CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

.. . 

5 Donation Agreements Formal donation agreements DFASproperty Cutoff: End of calendar year. 
With Service Educational management offices DIsposition: Destroy 2 years 

activities and orgamzations after cutoff. 
eligible for donations pursuant Authority: 
to 10 U.S.C. 2572, and 

documents relatmg to each 

agreement 

6 Precious Metals Forms. reports, logs, DFASoffices Cutoff: End of calendar year. 

J 
Recovery accountabiilty records and 

correspondence pertammg to 

involved in recovery 

programs 

Disposmon: 
after cutoff. 

Destroy 2 years 

reclamation and use ofprevious Authonty: 
metals 



• • 
SCHEDULE 4160. CONTINUED I 

R A 8 C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

- -

15 
7 Recyclable Materials Documents concerning the DoD DFAS recycling Cutoff: End of calendar year. 

Program Recyclable Materials Program offices Disposition: Destroy 2 years 
including scrap recycling after cutoff. 
program and resource recovery Authonty: 



• • 
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SCHEDULE 4165, Real Property Operations and Maintenance
 

Description of Covered Records: This schedule governs drsposrtion of records pertammg to the acquisition, operation,
 
maintenance and repair, utihzation, management, and disposal of real property or mterests therein, Included are
 

records on design and construction of real property, installanou and mamtenance, operation of utihty plants,
 
performance of services in connection with real property, and accounting for real estate and property.
 

SCHEDULE 4165
 I 
REAL PROPERTY OPERATIONS AND MAINTENANCE I 

R A	 B C D 

U 

L	 . CUTOFFIDISPOSITIONI
 
E , RECORD SERIES DESCRIPTION LOCATION .. - AUTHORITY
 

1 Real Property Case Correspondence, reports, DFAS property Cutoff. Not applicable; 
FlIes studies, maps, charts, drawmgs, management offices	 .peppetaaifile. ~~st<0"1 

g' .. R~' 0 't-iScopies oflegal instruments, -1S,8ptft8BI .IIIe-1I e as- C{ ftert... 
delegationsofauthority, excess p8R1laBent-upolt mactivatron 

real property declarations, of the installation. (See notes 

disposal authorizations, real 1,2, Bite a.l 
estate planrung reports and Atfthllllt, . 
related data, records pertammg 

to annual summaries of real 
property transactions 

-

11
 
5 Facrlities Documents relating to major- DFAS property ~tf. ~l'lItapphcable,
 

Mamtenance-MaJor repair or replacement projects to management offices peE:pe~tHtlAle.
 
Projects buildings and structures, DISposition. flo not deSM"aY4
 

grounds, fences, roads, hard ~See note 3.) J)eS"t<7 r 
surfaced areas, and smular AulbeFl~;" It) y"'-; • 
types offacrlrnes as-fer j 11 o-c ti - . 

Va.t-lm) of ~ 
i11 st"'ll 14t;IY\ • 



SCHEDULE 4165. CONTINUED I 
R A 8 C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

, _. - ..-- : - . - _. - . 

7 Proposed Acqwsitions Documents relating to the DFAS property Cutoff: End of calendar year. 
proposed acqwnng of real management offices Dispoartiom Destroy 6 years 

property for DFAS use, after cutoff. 
consideration of possible srtea, AuthOrlty: 
and related proposals; 
EXCLUDES documents directly 

incident to an acquisition of real 
property 

8 Leasing of Real Documents relating to DF AS property Cutoff: Termmation of lease, 

~ 
V 

Property acqwsitions of real property by 

lease, lease terminations, and 

related documents such as lease 

management offices Disposition: 
after cutoff. 
Authorlty: 

Destroy 2 years 

(See note 4.) 

-- agreements, notices of renewal 
releases, supplemental 
agreements, notices of 
cancellation, appratsals, and 

related documents 



(
 

SCHEDULE 4165. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI]:-tefl\ 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

- - ------ ...---:;--=:=-=--:---- :-

13 Real Property Documents relating to the 

Inventories inventory of real property, 
including reports, ledgers, 
correspondence, machme 

hstangs, and sinular records 

14 Real Property Record Individual record cards and 

Cards supporting documents 

main tamed for each item or 
category of real property to 

provide a continwng record of 
the real property; l.e., land and 

interests therein, leaseholds, 
bwldings and unprovements or 
appurtenances, copiea of 
transfers of new construction 

forms, completion reports, and 

snmlar records 

15 Real Property Drawings related to the design 

Drawings and construction of a project 
such as maps and layouts; 
architectural, mechanical and 

structural building plans; water 
distribution system; gasoline 

storage and fuel systems; roads, 
aprons and parking areas; storm 

drainage systems, and sumlar 
records 

16 Construction Program documents relating to 

Programming planned construction projects 

and their priorrties, including 

programs on which actions have 

been taken, proposed programs, 
and executed programs 

DFAS property 

management offices 

Cutoff: End of calendar year. 
Disposition: Destroy when 

superseded, obsolete, or 2 

years after cutoff. 
AuthOrity: 

management offices 

DF AS property 

pel peLua! file. 
DlBposition. So not deNey. 

(See note 9":T ye5 t,.b 
Atlt:ho'I"Y! j
I:J eo.. c C\. ft-e( 
C()nSIA.YhJ'Y"l~ti~ ~ 

~ re~' tOfer7-
d ,'S/OSCl( C{ci,'OYt. 

DF AS property 

management offices 

eutoff ftot appileeble;
"'. 

IJispeslt'QDO DO A9' destzoy. 
(See nete 3.l 

DFAS property 

management offices which program 18 completed or 
cancelled. 
Disposrtion: Destroy 6 years 

after cutoff. 

•
Cutoff· End offisca! year 10 



SCHEDULE 4165. CONTINUED 1 
R A	 B C D 

U 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

17 Co~ucUonPr~~	 Documents accumulated in DFAS property Cutoff: Upon completion of
 
connection With the planning management offices project,
 
and construcnon of specific Disposrtion: Destroy 6 years
 

projects such as the after cutoff.
 
authonzatlon,justificatlon, tests Authority:
 
and investlgations,
 
specifications and addenda,
 
tracings, copies of "as is"
 

drawings, progress photographs,
 
mspections and completion
 

reports, and related documents
 

for the design and construction
 

offacrhties; completion of
 
repairs, mamtenance and
 

modifications; and installation,
 
repair or operatlon of utrhnes
 

systems and eqwpment
 

18 Construction Progress Reports and related documents DFAS property Cutoff: End of tis cal year. 
Reports pertaining to progress of design management offices Disposrtion: Destroy one year 

and construction projects after cutoff. (See note 5.) 
AuthOrity: 

19 Utilitles Operations	 Documents relating to the DFAS property Cutoff: End of calendar year. 
operation ofutihty systems such management offices Disposrtion: Destroy 2 years 

as water, sewer, gas, electric, after cutoff. 
heatmg, botler, etc., to Include AuthOrity 

service economy reports, reports 

offuel consumption, and 

laboratory test reports 

20 Utahties Operating	 Records mamtained to provide a DFAS property Cutoff: End of Me of the 

Logs	 continwng record ofutihties management offices system to which the records 

systems and equipment pertain. 
operations Disposition: Destroy at cutoff. 

AuthOrity: 

21 Utrhues Conservation	 Correspondence, reports, Any DFASoffice Cutoff: Not applicable.
 
surveys, poster designs, Dispositron: Destroy when
J mformauonal media, and superseded or obsolete. 
related data Authorrty: 

30
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SCHEDULE 4185. CONTINUED I 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

22 Parking Records	 Records pertaining to assigned DFAS traffic control Cutoff: Not apphcable; 
parking space programs to offices perpetual file. 
include handicapped, executive, DISposition: Destroy 

mission essential, key personnel, individual documents withm 

etc. the file when superseded or 
-- ~-.- - -	 -"" "" - -----------~-"- obsolete." -

- .L. =--=.--=:'" .~- .:..... - --...=--.:: ----- - --- r=-- =--" -- - --"-" -- -='" =--=-	 ~uthoritY: 

23 Vehicle RegIStratIon	 Vehicle decal and supporting DFAS traffic control Cutoff: Not apphcable; 
records used to register offices perpetual file. 
employee's vehicles for entrance Disposition: Destroy 

to the mstallat.J.on mdrvidual documents withm . " 

the file when superseded or
 
obsolete.
 
Authority:
 

24 Parking Tickets	 Record copy of a citation issued DFAS traffic control Cutoff: End of calendar year 
to the owner of an 1llegally offices in which citation issued. 
parked vehicle Disposition: Destroy 2 years 

after cutoff. 
. AuthOrIty: 

25 Drivmg/Carpool	 Records pertaining to DFAS traffic control Cutoff: End of calendar year 
Suspensions	 suspension of installation offices 10 which suspension IS 

drrvmg prrvileges or revocation terminated. 
of assigned carpool parking Disposit.J.on: Destroy 2 years 

space due to violation of motor after cutoff. 
vehicle laws or car pool policy Authorrty: 

NOTES: 
1. When real property 1Sreturned to a local government due to mactivanon of a DFAS component, the records are 

forwarded to the next higher headquarters where they will be held unttl it ISdetermmed that no claim will be filed. 
2 Offer to the National Archives 30 years after the unconditional sale or release by the government of all conditions, 
restrtctions, mortgages or other liens. 
3. Mamtam records as current records until inaenvanon of'mstallation, at which time they Will be retired as permanent. 
4. Do not destroy files which relate to an unsettled claim, incomplete mvestrgatron, or pending htrgation until 
settlement of the claim, completion of the claim, or completion of the inveatigation or htigation. 
5. September and final reports will not be destroyed unt1l6 years after cutoff. 

91
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SCHEDULE 4500. Travel and Transportation Records
 

Deserrpnon of Covered Records: This schedule governs disposition of records pertaining to transportaticn planning,
 
programmmg and staff supervision oftransportatlon components, movement of passengers, cargo, mall, household goods,
 
privately owned vehrcles, and personal baggage via various modes of transportataon, customs service clearance, travel of
 
personnel and dependents, and traffic management.
 

SCHEDULE 4500
 I 
TRAVEL AND TRANSPORTATION RECORDS 

R A B C D 

U 

L CUTOFFIDISPOSITIONI
 
-E RECORD SERIES DESCRIPTION LOCATION -AUTHORITY
 

1 Freight Accounts Documents relatmg to carner DFAS transportation Cutoff: End of'flscal year 
charges for transportation offices claim or mvestigatlon is 

services. Included are claims setUed.

V against earners for losses, Disposrtion: Destroy 3 years 

damages, and shortages; after cutoff. U nseWed c1alIDa 

mvestlgatlons; recommended or mvestigation files wlll not 
seWements and related be destroyed. 
information AuthOrity: 

. 



- -

SCHEDULE 5000, Library Records 
Description of Covered Records: This schedule governs disposmon of records pertammg to management of DFAS 
libraries. 

SCHEDULE 5000 I 
LIBRARY RECORDS 

R A	 B C D 

U 

L CUTOFFIDISPOSmONI 
E RECORD SERIES -- DESCRIPTION LOCATION AUTHORITY 

I Library AcqwsltIons	 ReqWSltIOns, purchase orders, DFAS libranes Cutoff: End of calendar year. 
packing lists, requests for issue DispositIon: Destroy 3 years t// or turn-in, and similar records after cutoff. 
used for control purposes Authonty: 

2 Library Dispesrtion Inventory adjustment vouchers DFAS hbrartes Cutoff: End of calendar year. 
)'iles and related records which Disposition. Destroy 3 years 

document each item Withdrawn after cutoff.95 V 
from permanent holdings	 Authonty: 

V/
 
3 Library ShelfLlSts Manual or automated listing of DFAS libraries Cutoff: Not apphcable;
 

material in the permanent perpetual file.
 
collection of DF AS libraries, set Dispoaition: Do not destroy.
 
up per rules of professional (See note.) 
librartanshrp .- Authonty: 

" Card Catalog Manual or automated author, DFAShbranes Cutoff: Not applicable; 
title, and subject index to perpetual file. 
permanent holdings ofhbrary DispositIon: Do not destroy. V collectIon maintained per rules (See note.) 

\./ of profeseronal librartanship Authority: 

5 Library Loans	 Automated or hard copy records DFAS libraries Cutoff: Not applicable; 
such as book cards, reserve perpetual file. 
cards, and slmllar records of the Disposition: Destroy 

charge-outsystem individual items within the 

file when obsolete or no longer
 
needed.
 
Authority:
 

6 Library Balance on Records containing total number DFAS libraries Cutoff: Not applicable; 
Hand	 of Items in permanent library perpetual file. 

collections to include records of Disposition: Destroy 1 year 
all additions and Withdrawals after transfer of the complete 

(/" 
collection or dissolunon of the 

hbrary 

Authonty: 

33
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SCHEDULE5~.CONTINUED I 

R A 8 C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

7 Library Reports of Reports ofhbrary control records DFAS hbrarres Cutoff: End of calendar year 
Audit	 in which all corrective action 

18 complete. 
Disposition: Destroy 1 year I()O -:c- after cutoff. 

- - - - -- - - ---- Authority: 

NOTE:
 
If collection 18 transferred, transfer With collection. Ifcollection isdissolved, destroy one year after dissolution oflibrary.
 



SCHEDULE 5000-1, Administrative Orders
 
Description of Covered Records: This schedule governs disposmon of permanent and temporary orders.
 

SCHEDULE 5000-1
 I 
ADMINISTRATIVE ORDERS I 

R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

~ :--:-

1 Permanent Orders	 Orders pertaining to DFASorders Cutoff: End of calendar year. 
appomtment of directors, publications office Disposltion: Do not destroy; 
assumption of command, awards retire as permanent. (See 

and decorations, note.) 
memonahzatlon program and Authonty: 
dedication cerememes, and 

orgamzatmnal and installation 

actions such as activation, 
redesignataon, inactivation, and 

simllar actions 

/D / 

2 Temporary Orders- Orders pertaining to crvtlian DFASorders Cutoff: End of calendar year. 
Long Term permanent change of station and publications office Disposrtaon: Destroy 56 years 

dependent travel, assignment of after cutoff..J contract personnel, and formal Authonty· 
boards and eomuutteea 

3 Temporary Orders-	 Orders pertaimng to all types of DFASorders Cutoff: End of calendar year. 
Short Term	 temporary duty (TOY) travel, publications office Disposition: Destroy I year 

appomtment of investlgating after cutoff. 
officers and boards, appomtment Authonty:)03 V	 of attendants and escorts, orders 

perta.ming to emergency or 
special leave, and miscellaneous 

actions not covered elsewhere 

NOTE:
 
Offer to National Archives m 100year blocks when latest records in block are 25 years old.
 

35
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SCHEDULE 5010. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

17 Memoranda of Agreements made between two Any DFAS office Cutoff: Do not cut off, 
Understanding (MOU)	 offices, orgamzanons, agencies, perpetual file. 

etc., for support or cooperation; Dispositton: Destroy 

may als() ~e called, support individual agreements wtthm-
agreements, host-tenant	 the file when superseded or/ e;;J- l/ 
support agreements, or other obsolete. (See note.) 
similar names Authonty: 

. 

20 Work Scheduling and Records created while planmng, Any DFAS office Cutoff: Do not cut off; 
Planning Records	 orgamzing, directmg and perpetual file. 

controlling the work of the office Disposmon: Destroy 

such as schedules, work plans for individual documents within 

speciflc projecta, annual goals the file when superseded or 
and objectlves, etc. obsolete. 

Authonty: 

1~5c 



SCHEDULE 5010. CONTINUED I 
R A 8 C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

- - .- -
.....28 Ma~ ~yofformsor Any DFAS office Cutoff: End of calendar year
 

other recorus .. to Diaposmon, Destroy 2 years
 

accountable or reg18tere~ after cutoff.
0 r------
G(LS J;;2. ~ 

I 

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



/08 

SCHEDULE 5010-1. Studies 

Description of Covered Records: This schedule governs disposition of records created m connection with studies. 
Generally, the studies are done to analyze, measure or Improve methods, procedures, management practices or 
orgamzataon, 

SCHEDULE 5010-1 

STUDIES 

R A	 8 C D 

U 

L __ C.UTOFFIDISPOSmONI-=-= -.-=---=-- -----.-r=--------- --. 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1	 Management Analyses, Final written report and related DFAS-HQ Cutoff: When study 18 

Studies, and documentation ofa ~8JOr, complete. 
Summaries formal study. The final DFAS Centers at Disposrtion: Retire as 

recommendation will have Center, Directorate, permanent. Offer to National 
agency-wide impactor great or Deputate level Archives when 25 years old. 
histoetcal srgmflcance. Studies	 Authonty: 
done to design an entire new pay /D'1 system or to restructure the 

entire crgamzation are 

examples of this type of study. 
Include the proposal and 

-.	 approval for thl! !tudy,
 
coordination, and similar
 
records which have bearing on
 

the implementation of the
 

program or system.
 

2	 Office Projects and Case files to Include the final Any DFASoffice Cutoff: When study IS 

Studies-Publication	 wntten report and related complete. 
records of a project or study done DispoSition: Include the final 
by an office to improve methods report and pertment records 

of operation within the office or With the record set of the 

functional area which results in publication and dispose of per 
the issuance of a publication Schedule 5025. 

Authority: 



SCHEDULE 5010-1. CONTINUED I 
R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

5 Source Data for Studies	 Workmg papers, notes, feeder Any OF AS office Cutoff: When study is 

reports, results of research and complete. 
snmlar background or source Dtspcsition: Destroy when 

data gathered and analyzed information contained has - -V during concfiiCfOfiltWiy either been mcorporated intoIe(( 
the final report or dIScarded as 

not pertinent to the study. 
Authority: 

1	 Productivity Feasibrlity studies, study Any DFASoffice Cutoff: End of calendar year 
Enhancement proposals, study 'plans, requests in which implementation IS 

Studie&- and related records complete.J Recommendation	 Disposition: Destroy 3 years 

Approved	 after cutoff. 
Authority: 

110 
8	 Productivity Feaslbllity studies, study Any DFASoffice Cutoff: When 

Enhancement proposals, study plana, requests recommendation is 

V 
Studie&- and related records disapproved.
 
Recommendation Dispesition: Destroy 1 year
 
Disapproved after cutoff.
I"~ Authonty: 

9 Manpower Standards	 Studies, memoranda, Manpower functional Cutoff: End of calendar year 

vi 

Studies measurement plans and reports, areaatDFAS m which a manpower 
and other source data such as Centers standard is superseded or 
standard data input becomes obsolete. (See note 2.) 
computation, measured Disposition: Destroy 1 year 
manhour records, workload after cutoff. 
factor records, work unit Authority: 
production records, concurrences 

and comments, final reports, and 

related records used to develop 

manpower standards 



SCHEDULE 5010-1. CONTINUED I 
R A	 8 C D 

U 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

10 Orgaruzational Studies	 Orgamzational charts and OFAS-HQand Cutoff: End of calendar year. 
reorgamzauon studies; graphic manpower functional Dtsposrtion: Do not destroy; 
illustrations which provide a areas at OF AS permanent file. (See note 3.> 

Centers--- ~--------..;..----.- ~!~~e_d ~~~!~R~~!l_o.!'~e_., _ .:--...:=- __ ~:!. - A~~horlt~: - - - -~
 
administrative structure of the
 

agency to mclude final
 
recommendations, proposals and
 

staff evaluations
 

r_ ~ :.- -

NOTES: 
1. If an accident attributable to the identified weakness occurs during the three year retention period, the file will be 

reopened and cut off agam when the weakness causing the accident is eliminated. 
2. The file should remain open as long as the standard remains in effect, regardless of when it was established. 
3. Offer to NARA in 5 year blocks when the latest record in the block is25 years old. 



• 
Temporary records of former Defense Logistic4. Agency accounting activities. 

Disposition: Apply appropriate items from DLAM 
5015.1 until DFAS schedule is approved. 



------

SCHEDULE 5010-2, Mail Acceptance, Movement, and Delivery 

Descnpnon of Covered Records: This schedule governs dispositron of records pertaining 

management, and aeeountabihty. 

SCHEDULE 5010-2 I 
MAIL ACCEPTANCE, MOVEMENT, AND DEUVERY 

R A B C 

U 
~ 

L 

E RECORD SERIES DESCRIPTION LOCATION 

. . 

3 O~ 11 Standard Forms 1034, Receipts; OF AS official mall 
Records - Support ~.w. ntatJ.on to offices 

0 
Documents support monetary transac I .Y 

between DFAS and the U.S. /11+ 
Postal Service 

to postal operations, mall 

D 

- -CUTOFF/DISPOSITIONI 
AUTHORITY 

Cutoff: End of fiscal year.
 
Disposmon: Destroy 1 year
 
after cutoff.
 

~ 
G(lSfo ~ \ 

r---

,\ - -, ,, , 
) ~ 

http:ntatJ.on


--

0 

L 

SCHEDULE 5010-2. CONTINUED I 
R A B C
 

U
 

CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

" Official Mall Fmancial Monthly postal accounts OF AS official mall Cutoff: End of'fiscal year. 
Records - Accounts reconcdiations reqwred by 000 offices Dispositlon: Destroy 1 year 
Reconciliatlons Financial Management after cutoff. 

Regulatlon, Volume 10,Chapter Authority:II~ 
16 

-5 Official Postage Meter PS Form 3601-A, License to Use Any DFAS office - CutOff: Upon relocation or 
LJ.censes Postage Meters usmg official postage termmanon ofpoetage meter 

meters operation. 
Disposition: Destroy 2 years (/b V

V 

after cutoff. 
Authonty: 

6 Postage Meter Report PS 3602-PO, Report of Meter DF AS officia! mad Cutoff: End of fiscal year 10 

Settlng, and supporting' records	 offices and offices which report 18 completed. 
usmg offiCial postage Disposition: Destroy 2 years 

meters after cutoff. V 
Authority:JI1 

V 

7. Postage Meter PS 3602-A, Daily Record of DFASofficial mall Cutoff· End offiseal year in 
Supporting Records	 Meter Register Keadings; PS offices and offices which final entry IS made. 

3603, Receipt for Postage Meter using official postage Disposrtion: Destroy 2 years 
SettJ.ngs; PS 3604, Nonuse of meters after cutoff. 
Mailing PermitJMeter License; Authonty: 
PS 3610, Record of Postage 

V	 Meter Settings; PS 3533, (G f i<?~ otV 
Application and Voucher	 for 
Refund of Postage and Fees; PS 

3633-G, Dally Activity Recap for 
Official Mail; PS 3635-0, 
Postage and Fee A<ijustment for 
Official Mail 

8 Permit Imprint Mailing PS Form 3600-PC, First Class DFASofficial mad Cutoff: End of'flscal year 
Statements Other than Prionty Mail offices when maihng IS completed. 

Postage Affixed; PS Form 3600- Dtsposition: Destroy 1 year 
R, Statement of Mailing With after cutoff.V 

V
 Permit Impnnts First Class	 Authority:
 
Mall; PS Form 3602-R, 
Statement ofMallmg With 

Permit Imprmts Third Class 

Mail (Regular Rates Only); PS 

Form 3602-PC, Statement of 
Malling With Meter or 
Precanceled Postage Aftixed 

Bulk Third Class (Regular	 or 



SCHEDULE 5010·2. CONTINUED I 
R A	 B C D 

U 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUmORlTY
 

Nonprofit Rates); PS Form 

3605-R, Statement of Mailing 

WIth Permit Imprints Prionty 

MatI and Zone-Rated Fourth 

Class Mail; PS Form 3605-PC, 
Statement of Mailing with 

-Meter Postage Aftlxed Priority 

MatI and Zone-Rated Fourth 

Class Mail; PS Form 3608-PC, 
Statement of Mlllling with 

Meter Postage Affixed Presorted 

Special Fourth Class Mail; PS 

Form 3608-R, Statement	 of 
MatIing with Permit lmprmts 

Special Fourth Class and 

LIbrary Rate Fourth Class	 Mail 

9 Postage Expenditure ReS: DD-P&L(Q)1833 OffiCIal mail Cutoff: End offiscal year in 

Reports Quarterly Prepaid Postage activmea which report is created. 
Report Disposition: Destroy 1 year 

Iv
'/ - after cutoff. 

AuthorIty: 

10 Mall Calls or Hours of DD 1115, Mailroom; USPS Label OfficIal mall Cutoff: Not apphcable. 
CollectIon Notices 55. Mail Collection Times actIvities Dispoartion; Destroy when 

new forms are posted.

V V Authorrty: 

11 Accountable Contamer ReceIpts for accountable Postal activrties and Cutoff: End of'flscal year. 
Receipts	 containers which are dispatched official mail aetivines Diaposrtion: Destroy 2 years 

or received via registered mail, after cutoff. 
dispatched or reeerved via other AuthorIty: 

/	 than registered mail, or Via 

V	 interoffice dIstribution, and in
 

pouches or other consolidated
 

mailings
 

12	 Accountable Contamer Unsigned duphcate copies used Postal actIvities and Cutoff: End of month. 
Recerpts - Suspense for tracer and control purposes offiCIal mail aetivrties Disposrtion: Destroy after 90 

Copy days or when no longer 

V	 needed. whichever is later. 
AuthOrIty: 



--

SCHEDULE 501~2. CONTINUED I 
R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

13	 Application for PS Form 3877 used to obtain a Official mail Cutoff: End of calendar year. 
RegtStration or receipt for sealed accountable activities Diaposrtion: Destroy 2 years 

Certlfication of Official containers being dispatched via after cutoff.I~ V Mall	 registered mall Authority: 

14	 .Postal Analyses.and- AnalyslS!swnmary-records from Postal actiVlties Cutoff: End of month.-
Summaries	 Transit Time Information Disposition: Destroy 6 months 

System for Military Mail, Postal after cutoff. 
ActiVlty Reporting System, and Authority:I~ !/'	 Postal Net Alerts, and 

Container Receipt Summanes 

/~
 
15 Small Parcel Slupment Records generated by small- Postal activities Cutoff: End offiscal year.
 

Billing or Shipping parcel shippmg companies Disposition: Destroy 1 year
 
Records after cutoff. (See note).
 

V
 
Authority:
 

18	 FMS Small Parcel Records for matenalsent as part Postal actlvities Cutoff: End of'flseal year in 

Shipment Billing or of the Foreign Mihtary which shipping or billing took.
Shippmg Records SaleslSecurlty Assistance place.
 

Program which may be needed Diaposrtion; Destroy 2 years
 

V to answer a Report ofItem after cutoff.
 
DISCrepancy Authority:
 

17	 Claims Paid by USPS Claims Forms: PS 542, Inqwry Postal activities Cutoff: Endoffl8C8lyear.
 
and UPS	 About Registered Article or an Disposition: Destroy 2 years 

Insured Parcel or an Ordinary after cutoff. 
Parcel; PS 565, ReguJtered Mall Authonty: 
Application for Indemnityl 
Inquiry; PS 673, Report of Rifled 
Parcel; PS 1510, Mail 
Nondelivery Report; PS 2855, /te V Claim for Indemnity -
International Registered and 
Insured Mail; PS 3760, Wrapper 
Found Without Contents; PS 
3812, Requestfor Payment of 
Domestlc Postal Insurance! 
Claim Identification; PS 3831, 
Post Office Record of Claim ; PS 
3841, Post Office Record of 
Claim 



.. 

SCHEDULE 5010-2. CONTINUED I 
R A	 8 C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

18 Tracers Processmg Records: PS 3830-A, Postal actrvrtres Cutoff: End offlscal year. 
Regurtry Dispatch Record; PS Disposition: Destroy 2 years 

V 3854, Registered Mall Dispatch after cutoff. I~ t/ Bill AuthOrity: 

19 Reglstry Balance and DD 2261, Registered Mall- Postal activities Cutoff: End offlscal year. 
Inventory Balance and Inventory Disposrtion: Destroy 2 years 

after cutoff. 
1/ Authority: 

20 Postal Bulletins Self-explanatory Postal actrvities Cutoff: Upon mclusion 10 a 
USPS publication. 

/ Dtsposrtion: Destroy at cutoff. 
V Authority:lal 
V 

21 Dtstrrbution and Mall distribunon scheme, MPO Postal acnvmes Cutoff: Upon revtsien or 
Location Listings location lists, and related inactrvanon of usmg acnvity, 

records Dtsposmcn: Destroy at cutoff. 
Authority: 

22	 Inventories of Postal PS 1586, Supply Record; PS Postal actrvrties Cutoff: Upon superseaaicn. 
Supplies and USPS 1590, Supphes and Eqwpment Disposition: Destroy at cutoff. /3~ c>	 Equipment Receipt Authori!I= 

23	 Requisrtrons for USPS PS 1567, ReqUlS1tion for Rubber Postal acnvinea Cutoff: When reqursrtion 1S 
Eqwpment, Supplies, and Steel Stamps Only; PS filled. 
Publicataons, Coded 1578-B, Requisitlon for Non- Disposrnon- Destroy at cutoff. 
Tags and Labels Standard Facing Slips and Authority: 

Labels;PS1957-C,Requestfor

V Military Tags and Labels; PS
/34- Iv 4686-A, Shipping Order; PS 

4984, Repair Parts Rsquisrtion; 
PS 7380, Supply Center 
Reqws1tIon; PS 7381, 
ReqUlS1tIon for Supphes, 
Services, or Eqwpment 

NOTE: If a longer retention period 18specified in the contract, comply with the terms of the contract. 



--

SCHEDULE 5015, Records Management 
Descriptaon of Covered Records: This schedule governs disposition of records created by the Records Management 
Program pertaining to the creation, maintenance, disposition, preservation, storage, and retrieval of records. 

SCHEDULE 5015 I 
RECORDS MANAGEMENT I 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION - . _ AUTHORI.1'~- - -

2 Staff Assistance Visits	 All records and files pertammg DFASrecords Cutoff: Upon completion of 
to staffasslStance visrts or management offices vlSit or survey. 
records management surveys Disposition: Destroy when 

--	 superseded.-
Authority: 

5 Forms and related Any DFASoffice Cutoff: Not applicable; 

~~shipment ofrecor correspondence used to retire, perpetual file. 
(SFs 135) Disposrtion: Destroy 

Individual SFs 135 when all 
records listed have been 

C~ 
~ destroyed 

National 
or transferred to the 

Archives, or when no 

~ 
. 

~ m 
I 



SCHEDULE 5015. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

6 FIle Plans	 FIles maintenance and Any DF AS office Cutoff: Notapphcable. 
dispositaon plans and related Dtsposrtron: Destroy when 

records superseded, obsolete, or no V longer needed.V1J7 
Authonty: 

.
 



SCHEDULE 5015-1. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

--

7. FOlA Report 
Congress 

to Annual report to Congress DFASHQFOIA 

office 

.... 
Cutoff: End of calendar year. 1. 
Disposition: Do not destroy; 
retam as permanent. (See 

note 2.) 
Authority 



SCHEDULE 5015-2, Central Files 

Descrrptaon of Covered Records: ThIS schedule governs disposition ofthe Central File copy of records which have Center-
wide or DFAS-wlde Impact. Correspondence, policies, procedures, and other related documents Signed at Center 
Director or lugher level, or documents containing information worthy of Center Director or higher level attention, are 

Included. Documents In Central File are additional copies; the record or coordination copy IS filed under the appropriate 

schedule found elsewhere In this publication. 

SCHEDULE 5015-2 

CENTRAL FILES 

R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES - - - DESCRIPTION- - LOCATION AUTHORITY 

1 RoutIne Nonpolicy Documents pertammg to routine DFAS Center Central Cutoff: End of fiscal year 
Correspondence	 nonpohcy matters and to the Files Disposition: Destroy 10 years 

overall or general Internal after cutoff. 
admuustration of the Authorrty: 
orgamsauon as opposed to the 

primary rmssion of the 

orgamzauon, These include 

routine approval actrons, local/31 
office operations, eqwpment or 
system request and procurement 
actions, routine budget and 

manpower acnons, Internal 
office management, travel, 
attendance at coDferences and 

Similar mformanon 

2 MissIOn Policies and Documents pertaining to policy DFAS Center Central Cutoff: End of fiscal year. 
Procedures Files	 matters and to aeuons Files Dtsposrnon: Do not destroy; 

documenting the primary permanent. (See note 1.) 

rmssion of the orgamzauon Authortty: 

3 Index Files Index of central files DFAS Center Central Cutoff: End of calendar year. 
Files Disposition: 

permanent. 
Authorrty: 

Do not destroy; 
(See note 2.) 

NOTES: 
1. Offer to National 
2 Offer to National 

Archives In 5-year blocks when latest record in block IS 25 years old 

Archives along With the records to which they pertain. 



..
 
SCHEDULE 5025. Publications and Forms 

DescnptJ.on 

distribution 

of Covered Records: This schedule 

offorms and pubheations. 
governs dtspositron of records pertammg to the creation, production, and 

SCHEDULE 5025 

PUBUCA TIONS 

I 
AND FORMS I 

R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

1 

~ 
n 

d 

Files pertammg to requisition, 
stocking, and distnbutJ.on of 
publicat.J.ons 

Publications 

DistributJ.on Office 

Cutoff: None - perpetual file. 
Dispoamon: Destroy 

individual documents when 

superseded, obsolete. or no 

longer needed. 

~ 

AUthZ~0 \"; J "':J 
"" -r.e'ff' 

2 Forms Requirements 

and Distribution 

Files pertaining to requisrtion, 
stoekmg, and distribution of 
forms -

~ 
Distrtbution e 

Cutoff: None - perpetual 
Disposltion: Destroy 

file. 

. 
. 

WI'ft-

~ 

-

~ 

jt£rn 
I 

~V 

50
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SCHEDULE 5025. CONTINUED I 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

Record Set-	 The record set of each PublicatIons Cutoff: See note. 
Publications	 publicatIon, regulation, manual, management office Disposrtion; RetIre as 

pamphlet, visual aid, etc., to permanent. (See note.) 
mclude backup documentIng the Authonty: 
approval process, such as 

coordinatJ.on, pertinent federal 
laws, studies, and simllar 
records 

6 

7 General Reference Any pubhcation which is not the Any DF AS office Cutoff: NA. 
Pubhcations record copy and is mamtamed Dispoartion: Destroy when 

for reference purposes. superseded, obsolete, or no 

longer needed, whichever lS145 V ,/ sooner. 
Authonty: 

8 Forms Management Documents relating to reports on DFAS HQ forms Cutoff: End offisca1 year. 
Reports-HQ Level progress in forms management. management offices Dispoaition: Destroy 5 years 

Included are reports, work after cutoff. 

[;,)~ sheets, and correspondence Authonty: 
direcUy related to the reports 

9 Forms Management Records descnbed in rule 8 OF AS Center forms Cutoff: End of fiscal year. 
Reports-Center Level accumulated at Center level management offices Disposmon: Destroy 2 years 

after cutoff.147 i.>V 
Authorlty: 

11 Accountable Forms Documents reflecting the receipt DFASforms Cutoff: End of calendar year. 
Receipts and Issues or lSSU8 of accountable blank management offices Dispoertfon: Destroy 2 years 

V forms. Included are receipt after cutoff.l/ forms, listmgs, and registers Authorlty: 

12 Accountable Forms Signaturecardsldentuying DFASforms Cutoff: End of calendar year. 
Authorlzations mdrviduals authorized to receive management offices Disposition. Destroy 2 years 

accountable forms after cutoff.L..,. V 
Authorlty: 

NOTE: Record sets ofpubhcations are mamtsmed as current records until the publication 18 rescinded, superseded, or 
obsolete. Then they are placed in an maetrve file which is cut off on December 31 each year. They are retired to the 

Washmgton NatIonal Records Center two years after cutotffor permanent retentJ.on. 

51 
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SCHEDULE 5040, Au\&._ _~...al Information and Graphics
 

Deserrptron of Covered Records: This schedule governs dispoaiuon of all forms of records created by DFAS Audrovisual
 
Information and Grapiucs programs to include exhibits, visual information productions, graphic presentations.
 
photography, and SlmllBr records.
 

SCHEDULE 5040
 I
 
AUDIOVISUAL INFORMATION AND GRAPHICS 

R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Production Files Project files that document 
orrgm, development, 

DFASaudiovisual 
offices 

Cutoff: Completlonofthe 

productIon. 

oSGt .« .{'e-{l' 
/"" J\ 1 >--J VJ 

acqwsition, use and ownersiup 

of audiovisual production 

Disposition: Destroy after 
useful hfe of the producnon, ,-t f (Od"'L -

projects; includes senpts, cue AuthOrity: +i"..,., i<;, no-\;, 
sheets, production reports, 
production contracts, and 

similar records documentlng 

production of a project 

fe~-1"r'c.. n e'-Ii.. -r-f f,od~c..-
+0'0 \S fe(",,",c~(\t:?f'...t::..) ret,,€.
R.' 0 d <c,f\ 0 n fi les 450 

ve<" '/'hel Y\ e f't. icc. 

3 Requests for Requisitions or other requests OF AS audlovisual Cutoff: End of calendar year. 
Audiovisusl Servrces for audiovisual products or offices Disposition: Destroy one year 

service after cutoff ..rA f):Q¥\15 ) 
Authorlty: r --, 

5 sen Photography- Stall photography that pertains DFAS audiovisual Cutoff: End of calendar year. 
Misslon to OF AS missron; meludes offices Disposmon: Do not destroy; 

official portraite of senior agency retain as permanent. (See 
note 2.) officials: agency pubhcataons, 
Authorrty:exhibitions or other media 15:2-

productions; documentary 

photographs shot for fact-
finding purposes; photographs, 
shdes, or filmstripa that depict 
the mission of OF AS 

(See note 1.) 



- -
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SCHEDULE 5040. CONTINUED I 

R 

U 

A 8 C D 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

10 Posters Posters distnbuted locally, OF AS audiovisual CutotT: When no longer 
agency-wide, or to the public offices needed. 

DIsposition: Destroy at cutoff 153 Authorrty: 

-
12 Audiovisual Motion picture photography, DFAS audiovisual Cutoff: When superseded or 

Productaons-e-Mission Videotapes, and related audio offices obsolete. 
recordings wluch reflect the DIsposition Do not destroy; 

retam as permanent. (Seemission of OFAS; includes 
note 2,) )5L[ mission briefings and Similar-
Authorrty:products 

53
 



SCHEDULE 5210. CONTINUED I 
R A	 B C D 

U 

L CUTOFFIDISPOSmONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

22	 Origmal Classmcatlon Master hsting by tltle and DF AS securtty offices Cutoff: Not applicable; 
Authonty	 orgamzation of officials perpetual me. 

designated to exercise tlus Disposition: Destroy 

authority individual documents Wlthin 

the file when superseded or no /55 
longer needed.

V Authority: 

23	 Deletlons from Ongmal Requests to delete officials from DF AS security offices Cutoff: When action is 

CI8S8lfication the master listing complete. 
Authonty Dispesition: Destroy one year 

after cutoff.
L.,;. - Authority: 

24	 Claaalficatlon Challenges to classdication and DF AS security offices Cutoff: End of calendar year 
Evaluation requests for mandatory review	 when review 18 complete. 

Dieposrtaon: Destroy one year 
after cutoff.151 i.- ,./ Authonty· 

25 Access Control Records Forms used to certify access to DF AS security offices Cutoff: Notapphcable; 
classified information or perpetual me. 

Dtsposrtion: Destroyrestricted areas such as access 
Individual documents Withinlists, authority to open or close 

V / the file when superseded or156 alarmed areas, and similar types 
obsolete.

of records 
Authonty: 

NOTES: 
1. Destroy Immediately	 upon nouficatron of death of employee. 
2. These documents may be maintained 10 the OPF. Ifso, apply the disposrnon for the OPF or destroy when 50 years old, 
whichever 18 later. 
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SCHEDULE 5400, Public Affairs 
Dsseripnon of Covered Records: This schedule governs disposition of records pertainmg to public mformatron and 
commuruty relations programs designed to inform and motivate DFAS personnel, mamtam haison with pubhc news 
media, promote public understanding ofDFAS activities, and develop and mamtam cooperation between DFAS and the 
community. 

SCHEDULE 5400 1 
PUBUC AFFAIRS 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Public Affairs Releases to news media OF AS Center Public Cutoff: End of calendar year. 
Releases-Temporary	 including statistical reporta, Affairs offices Disposition: Destroy one year 

data sheets, news releases, after cutoff. 
speeches, scripts, bnefings, Authonty: 
answers to queries, and similar 
records which are determmed byIL/V 
the Public Affairs Officer to be 

routine or to have no lasting 

sigmfleance to the Center's 

mission 

2 Public Affairs Releases to news media DFAS Center Public Cutoff: End of calendar year. 
Releases-Permanent including statistical reporta, Affairs offices Disposition: Retire as 

data sheets, newa releases, permanent. (See note.) 
speeches, scripts, briefings, Authonty: 

i.V-
answers to queries, and simtlar 
records which are determined by 

the Center Public Affairs Officer 
to be oflasting signlficance 10 

relation to nnssion, policies, or 
status . 

3 Public AffalrS All origmal releases to news DFAS HQ Public Cutoff: End of calendar year. 
Releases-DFAS HQ media made by DFAS HQ Public Affairs offices Dispeartaon: Retire as 

AffalrS offices permanent. (See note.) 
Authority: 

4 Public Relations Files Speeches, addresses, or remarks DFAS Center Public Cuto~~ perpetual file. 
~ m· --:get'made by DFAS agency heads or Affairs offices Disposition: DesUa,o- I/L(.. 

other high-ranking OF AS individual documents withm 

officials at formal ceremomes or the file when sf,erseded or no 
commumty functions longer needed n: ~~ 

Authonty: ~ 

S5
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SCHEDULE 5400. CONTINUED I 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

5 ExhIbIt Case Files	 Information on the development, DFAS Center Public Cutoff: Upon retirement of 
acqwsitlon, and use ofDFAS AffalrS offices exhibit. 
exhibita for pubhc display DIsposition' Destroy when 

exhibit IS refurbished or 
retired, or when no longer 

L- needed, whichever IS later. 
Authont;y: 

/to3 
----

e Biographical Files	 Biographical sketches, DFASCenter Public Cutoff: Upon separation or 
photographs, news clippings, AffalrS offices transfer of employee. 
and related correspondence Dispositron- Destroy when 

reflecting on the careers of employee separates or 
DFAS employees who have transfers.

V'	 performed outstanding service Authority: 
toDFAS 

NOTE:
 
Offer to National Archives m 5 year blocks when latest record is 20 years old.
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SCHEDULE 5500. Legal	 Administration Records 

Description of Covered Records: TIus schedule governs disposition of records accumulated in carrying out the legal 
admin18tration program. 

SCHEDULE 5GOO I 
LEGAL ADMINISTRATION RECORDS I 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES 'DESC~PTlON LOCATION AUTHORITY 

~.•
..	 . . 

1 Precedent.-6etting legal The record copy of a legal DFAS legal offices Cutoff: .End of calendar year. 
opinions opinion which establishes policy Disposition: Do not destroy -

or precedent permanent records. (See 

nete.)/05 
Authority: 

! Nonprecedent.-6etting A legal opinion based on a DF AS legal offices Cutoff: End of calendar year. 
legal opinions previOUSly set precedent; Disposition: Destroy when 

interPrets but does not establish superseded or obsolete. V I-
policy or precedent	 Authority: 

-,' 

3 Legislative and Record8'pertaiiling to DFAS legal offices Cutoff: End of calen~ year.
,,,,...If'~.J. .- ...... 

Congressional Liaison	 legiSlation, es:ecutive orders. Disposition: Destroy when.--. records proclamations, ~d to liaison	 superseded or obsolete. - with Congress, excluding Authority: 
budgetary and a1;p~p'riation 

matters. Includ~ !ilupporting"-/01	 
.-
"- memoranda and comments 

reflecting DF AS'position on 

legislative matters 

4 Litigatlon records Records accumulated incident to DFAS legal offices Cutoff: End of calendar year-
litigation arisiDg out of tax in which case closed.
 
disputes or other actions; legal Disposition: Destroy 2 years
 

actions involving DF AS, its after cutoff.
 
personnel or Contractors; Authonty:
V - administrative proCeedings,V investigative reporte, and legal 

l 

proceseing affecting accomplish-
mentofthe DFAS mission 

__w_'5 Fi~nanCla Records pertaining to financial DFAS legal offices Cutoff: Date offiling. 
Reporte	 disclosure r or ",,,,SF Disposition: Destroy 6 years 

278, DD Form 1555, SF 45~ after date ofrl1ing. 0	 
GfLSl --LTt ~% 

NOTE: 
Oft'er to National ArchiveslD five year blocks when latest document is 25 years old. 
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SCHEDULE 5545. Congressional Inquiries 
Description of Covered Records: This schedule governs dispoBltion of records accumulated dunng correspondence with 
members of Congress. 

SCHEDULE 5M5 I
 
CONGRESSIONAL INQUIRIES I
 

R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY-

1 Nonrciu.~~	 Nonroutine inquiries and replies DFAS Congressional Cutoff: End of calendar year. 
Congressional Inquiries	 relating to or involving OF AS Liaison offices Dispoaition: Do not destroy; 

policies, procedures, plans, retire as permanent. (See 

classified information, and other note.) 
matters of importance, such as Authority: 
changes in status or lqcation of/70 OF AS organizations, activities 

or installations, production 

facilities, m8JOr procurement or 
allied matters 

J ROutine Congressional	 Routine and noncontroversial OF AS Congressional Cutoff: End of calendar year. 
..... Inquiries	 eommumcanonsjeom and to LiaISOn offices DispoSition: Destroy 2 years 

members of Congress relating to after cutoff. 
unclassified information such as Authority: 
requests from OF AS employees 

for Congressional assistance in171 resolving problems relating to 

active duty, reserve, ANG, 
civilian, retired, annuitant pay 

and policies, OF AS civilian 

employment, and dependent 
su.pport issues 

NOTE:
 
Offer to National Archives in 5-year blocks when latest record is 25 years old.
 



-	 •
 
SCHEDULE 6055. Safety Program Administration 

Descnptlon of Covered Records: This schedule governs disposmon of records created or used by the Center Safety 

Program to mc1ude safety and accident prevention. 

SCHEDULE 6055 I 
SAFETY PROGRAM ADMINISTRATION I 

R A	 B C D 

U 

L CUTOFFIDISPOSlTlONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Safety Program Records pertaining to planning Safety offices Cutoff: End of calendar year. 
Planning the Center Safety Program, Disposition: Destroy when 

mcluding plannmg for speciflc planning for next year's safety 17;L safety efforts	 program 18complete. 
Authorlty: 

. 

.. Fire InspectIons and Checklists and similar forms Safety offices Cutoff' End of calendar year. 
Tests	 used in conducting real property Dtsposition; Destroy one year 

mspectrons, mcluding after cutoff. 
inspeetions and tests of metalled Authonty:173 / systems of tire extinguishmg,
 

V alarm and detection equipment,
 
portable tire extinguishers, etc.
 

5 Hazard Reports Reports of hazards, mc1uding Safety offices ..Qa:toff ¥Aren bal8Fd is-
tire hazards I~. 

9i1!1pollitieR; geeipey g , eal s } 7Y- L-V after cutoff. "J)i Sp . 
"_."V".J. p~nd i~ 

Hazard Abatement Records used to plan and/or Safety offices Catefti WbSA RazaPQ IS" 

Plans monitor efforts to reduce or elHZIInateci:. 
elimmate hazards IhipsSit.len. BestIOY 2 , saFS 

6 

after eatoff .... ·VIS-P· 
A.loItbOl:lt;y:· _ pet'l~7r 
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SCHEDULE 6055. CONTINUEDI-fe)'71	 I 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

7	 Hazardous Matenal or Records that describe action Safety offices Glit.eftl. End of calends I yem. 1)
Commumcat.J.ons	 taken on hazardous material Diipollltjon' Destley 69 yesrs 

Management	 lSSU8S and the effect of the aR:ei cutuft'. 
act.J.onson operat.J.ons and -AutbQ[It,x· 
sunilar records pertaining to17~	 J)is.p
managementofbazardous 

~ )1materials, waste, or pel1d ~~S 
commurucations 

...... lC' • .> .~.It'', 

Waste/Matenal waste disposal, hazardous I,,· 
8	 Hazardous Reports concerning hazardous Safety offices .year. 

.A ~ ~~g-:vJ'vvJ'g- II 
Report.J.ng	 matenal management, and - -, __ •• :-:Vr Sf- . v 

rela ted information 177	 AII~ertty:- i2e 11clur k"_ 

9	 Hazard Communication Records showing traming Safety offices Cutof£- Upea retirement &P 

Traming Records hIStory of employees exposed to Iof -,.a .. " ....... ft,
 

hazardous commumcatrons QiaP:QsltioA; Dema, 2 ~ea[8 II

178 after elltoff. J)1<;£ . 
A.lltboK:lty: pe t') cV..:r.k' 

to	 Civilian Employee Temporary or short-term DFASmedlcal SaNfF. l:fpon sepBI atiaH,_ 

Medical File System records as defined in the Federal treatment faculties transfer, 61 zet:ueiuentef 
(EMFS) Personnel Manual 

_ ...... .... 
-~ 

,t ."17~ -after elit.eir. (See notew 
A ... 2xc;;.(J~ v p

11	 Hazardous Substance Records documenting DFAS medical Cu ff: Upon separation, 
Exposure	 employee's exposure to toXiCor treatment facilitres tra er, or retirement of 

hazardous substances as defined emplo ee. 
in 29 CFR 1910 Dispos; on: Destroy 30 years 

aftercutd or 40 years after 
date of ex sur Wh{Speris
greater. 
Authorrty: 

/~o i-/ 
:f\l'V1IJG 

i.
12 Industrial HYgiene Baseline records, tests, DFAS safety offices c~nd of'calendar year, 

~cords evaluations. etc., which and occupational Dis osition: Destroy 40 years 

ascertam the presence or health offices after utoff. J)TSf
absence, nature and degree of!S I	 

I' 

occupational health hazards	 Author y:~I\lD ItVG 

http:Report.J.ng


- -
SCHEDULE 6055. CONTINUED I 

R A	 B C D 

U 

L CUTOFFIDISPosmONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

13 EnVU'onmental	 Plans and supporting data for DF AS safety offices Cutoff: Not appli ble, 
Protection Records	 spill preventlon control and perpetual file. 

counter-measures plan; oil and Dispesrtron: D stroy 

hazardous substance pollution individual d uments Within 

contmgeney plan, hazardous the file w n superseded, 
waste plan, hazardous waste obsole •or no longer needed. 
treatment, storage, and disposal AuthOrity: 
facility operation plan, traffic 

abatement plan, and similar 
plans 

14 System Safety Records	 Records documenting the basis DFAS safety offices Cutoff: Ifsystem 18 

for mtegrating' system safety, impl mented, cutoffwhen 

health hazard and syste 18 tarmmatad; If 
environmental consideratIons system' not implemented, J~3 into the systems engineermg cut off w en system 

process to include plans, engineeri g is discontinued, 
reviews, summaries, etc. Disposltio . Destroy 5 years 

after cutoff. J)lSP
Authority: 7~~D 

NOTE:
 
Purge tile prior to destruction. If file contains record of iJ\jury or exposure that has resulted or could result in a lawswt
 
agamst the Government, retam pertInent documents until lawsuit is settled or statute of limitations has expired.
 

0/
 



--
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SCHEDULE 7040, Comptroller, Cost Analysis. and Budget Records 

Description of Covered Records: This schedule governs disposition of records pertaining to cost analysis including cost 
information systems, planning factors, cost analyslS methods, cost estimating, cost trackmg and life cycle cost. It also 

governs disposition of Budget Office records which pertain to preparation, analysis, justmcation and control of the 

budget. 

SCHEDULE 7040 I 
COMPTROLLER, COST ANALYSIS, AND BUDGET RECORDS I 

R A B C D 

U 

CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION If"UTHORITY 

. 
0>' 

7 Cost and Eeenomie Correspondence pertaimng to Cost offices Cutoff: End of fiscal year. 
Analysis cost/eeenomrc analysis studies Disposrtion: Destroy 3 years 

Correspondence and estlmatmg factors and after cutoff. 
Records methods Authorlty: 



..
 
SCHEDULE 7600, Internal Audit and Inspection Records 

DescnptIon of Covered Records: This schedule governs disposition of records pertaining to audits and mspections done to 

evaluate etl'ectiveness and economy ofDFAS operatIons, methods, and procedures. 

SCHEDULE 7600 I 
INTERNAL AUDIT AND INSPECTION RECORDS 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION ,AUTHORITY
 

1 AuditJInspection	 Records pertaining to planmng, DFASoffices Cutotl': Not applicable; 
Programming	 organlZlng, directing and responsible for perpetual me. 

controlling the audit or performing audits or Disposition: Destroy 

inspection program. Includes inspections individual documents when 

schedules, resources planned or superseded, obsolete, or no 

expended for the program, plans longer needed. 
for the conduct of a specific Authority: 
audit, inspection Itineraries, 
team personnel rosters, and 

similar records 

2.. Reports of Audit	 Report created upon completion DFAS offices Cutotl': When all deficiencies
 

of an audit to sh~wfindings, responsible for have been corrected.
 
recommendations, and Similar performing audits Disposition: Destroy 2 years
 

information and to track follow- and inspections after cutotl'.
 
up actions taken to correct Authonty:
 
Identified deficiencies
 

3 Commander's Audit Commander's audit program Held by Installation Cutotl': When purpose has
 

ygram reportsofaudit commanders or their been served.
 
staff DispoSItIon: Destroy at cutotl'.
 c-

Authority: 

" Risk Assessments Documented worksheets, DF AS offices Cutotl': Completion of
 
minutes of meetings, and reports responsible for
 vulnerability assessment. 
addresamg the risk of assessable performmg audits orV--	 D18posltion: Destroy 5 years 
umts	 inspectionsV after cutotl'. 

Authority: 

5 Statements of Letters statmg comphance or	 DFASoffices Cutotl': Completion of next
 
responsible for comparable statement.
~ance noncompliance With Internal 
performing audits or Drsposmon: Destroy 5 years ~ control objectives 
inspections	 after cutoff, 

Authority: 

6	 ~ 2L Annual reports Including DFASHQ Cutotl': When report IS ~ 
Assurance sent to ,nn of evaluation report complete~. ~i11 
SECDEF <RCS: DD- of material wea .w_,~ of Dtsposrtion: 90 ne~ desil'Q!'; .(.1 

COMP(AR)1618) corrective action and other retire as permaneut. (See ' ~ -r---------	 ~ similar records 
~r~1Ut 

I
NOTE: Otl'er to National	 Archives In 5-year blocks when latest record 1825 years old. 

~ 

No-~ 0'rV 1(0C)-

~/Jta::: ~~ f~A 



SCHEDULE 1025, Technical Training 

Description of Covered Records This schedule governs disposition of records pertairnng 

professional education obtained from various schools and vendors, trammg for operation 

trammg programs, and Similar types oftraining 

SCHEDULE 1025 I 
TECHNICAL TRAINING 

R A 

U 

L 

E RECORD SERIES 

1	 Trammg Records 

2	 Trainmg Planning
 

Records
 

3	 Instructional Materials 

4	 Course Establishment 
Records 

NOTE 

I 
B 

DESCRIPTION 

Specialized trammg records 

accumulated in DFAS personnel 
or traimng offices to include 

records relating to availability 

oftrammg and employee 

participation 

Records used to plan a course of 
instruction mcluding trammg 

standards, trainmg plans and 

course syllabi 

Records used to conduct a class, 
such as lesson plans, tests, films, 
charts, study guides, workbooks, 
handouts, and Similar material 

General correspondence, 
agreements, authortzations, 
reports, requirement reviews, 
plans and objectives relatmg to 

the establishment and operation 

of agency-sponsored trainmg 

courses and conferences 

Some DFAS Center Trammg Offices operate on a fiscal year rather 
end of fiscal year 

C 

LOCATION 

Personnel/trauung 

offices 

Any office 

responsible for 
conducting training 

Any office 

responsible for 
conductmg trairung 

Center trarrung 

offices 

than	 a calendar year 

to specialized trairung, such as 

of technical equipment, formal 

D 

CUTOFFIDISPOSITIONI 
AUTHORITY 

Cutoff: End of calendar year 
(See note) 
Disposition Destroy 5 years 

after cutoff 
Authority GRS 1, Item 29 

Cutoff When course IS 

discontmued 

Disposition Destroy when 

revised, obsolete, or on 

discontmuance ofthe related 

course 

Authority: AF NI-AFU-90-3 

Cutoff When course IS 

discontmued 

Disposrtion Destroy when 

revised. obsolete, or on 

drscontmuance of the related 

course 

Authonty. AF NI-AFU-90-3 

Cutoff End of calendar year 
(See note) 
DISpOSItIOn Destroy 5 years 

after cutoff. 
Authority GRS 1, Item 29 

At those Centers, the cutoff IS 



SCHEDULE 1100, Manpower and Organization 

Descriptron of Covered Records This schedule governs disposrtton of records pertammg to authorizmg, allocating, 
utihzmg, and programming for military and civihan personnel It mcludes management engineermg and productivity 

enhancement records. 

SCHEDULE 1100 I
 
MANPOWER AND ORGANIZATION I
 

R A B C D 

U 

L CUTOFFfDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1	 Man~ Paper or electronic records Manpower office Cutoff End of fiscal year 
Authorization File ~detalled unit and Disposrtion Destroy 1 year 

posltlonman~ after cutoff 
authorizanon data for all fiscal r--------- Authority. 
periods in the current manpower 
program 

Approved Manpower	 Correspondence, forms. or Manpower office ---------End of calendar year2	 Cutoff 
Change Requests	 machine hstings which identify m which change was 

the changes requested and Implemented 

contain justificauon, Disposmon Destroy 2 years 

coordination, and approval after cutoff 
statements Authority AF NI-AFU-90-3 

3	 Disapproved Manpower Reports documenting all aspects Manpower office Cutoff End of calendar year 
Change Requests of the management engmesrmg in which disapproved 

program	 Disposrtion Destroy 2 years 

after cutoff 
Authority. AF NI-AFU-90-3 

4 Management Reports documenting all aspects Manpower office Cutoff End of calendar year 
Engmeermg Reports of the management engmeermg Disposrtion Destroy 3 years 

program after cutoff 
Authority AF NI-AFU-90-3 

5 Productivity Data and information in Manpower office Cutoff End of calendar year 
Measurement and correspondence, reports. and m which superseded 

Evaluation other sources used to prepare DIspOSitIOn Destroy 1 year 
annual productrvity reports to after cutoff 
establish internal productivity Authority: 
goals, or to assess internal 
productivity G(LS ~3 :f-terYl

I 
I 



SCHEDULE 1100. CONTINUED I 
R A B C D
 

U
 

L CUTOFFIDISPOSITIONI
 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

6 Capital Investments- Individual requests, summary Manpower office Cutoff. End of fiscal year In 

Approved	 records, status reports, and which approved project was 

general correspondence for arnortrzed, 
capital Investment programs DIsposition Destroy 2 years 

Justified through Increases In after cutoff 
productivity Authority AF NI-AFU-90-3 

7 Capital Investments- Individual requests, summary Manpower office Cutoff End of fiscal year In 

Disapproved	 records, status reports, and which request was 

general correspondence for disapproved. 
capital Investment programs Disposrtion Destroy 2 years 

Justified through Increases In afte r cutoff 
productivity Authority AF NI-AFU-90-3 

8 Commercial Activrties Performance work statement of Manpower office Cutoff. When study IS 

Cost Records	 unit or function considered for completed 

contracting out, deduct analysis, Disposrtion. Destroy 5 years 

cost study, and supporting after cutoff or upon completion 

records of next study 

Authority AF NI-AFU-90-3 

\()
 



SCHEDULE 1300, Military Personnel Records 
Description of Covered Records This schedule pertains to records accumulated at the Center-level office charged with 
adnumstering rruhtary personnel assigned to that DFAS Center The records are administrative or informative In 

nature The record copy IS controlled by the member's branch of'rruhtary service 

SCHEDULE 1300 I 
MILITARY PERSONNEL RECORDS I 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

1 Adrrurnstration of Various reports, hstings, DFAS rruhtary Cutoff Not applicable 

Milrtary Personnel	 registers, and other records personnel offices Disposition. Destroy when 

received from the rrnhtary (orderly rooms) superseded, obsolete, or no 

services that contain longer needed 

information necessary to Authority 

manage rmlitary personnel at 
the local level 

"J)LA /VI 5"DI5., 
310.31 

NOTE 

Records accumulated In the office to which the rruhtary person IS assigned are filed under Schedule 5010, rule 4, 
Adrrurustration of Office Personnel 

\\
 



..
 

SCHEDULE 1400, Civilian Personnel Files 

Descrrption of Covered Records This schedule governs disposition of records accumulated by the servicing personnel 
office while managing and administering the CIVIlIanpersonnel program 

SCHEDULE 1400 I 
CIVILIAN PERSONNEL FILES I 

R A	 B C D 

U
 

L
 CUTOFFfDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

"l)eST<O i7J- \J ,~c, Q
 

1 CIVIlian Personnel Records crea ted during the DFASclvlhan Cutoff. Whet: design of
 
Program Records	 development of personnel personnel offices program IScomplete 

programs and pertain to the DlSPO!51tlOil Do liot destFBY, 

estabhshment, implementation, ~litall:t liS PSffflll:H8Rt '~8e 

and adnumstration of DFAS- ~ 
wide programs .Ii'", . .AI<'TLQlL'l 

2 Official Personnel Individual personnel folders DFASclvlhan Cutoff Upon separation or 
Folders tOPFs)	 containing information on civil personnel offices transfer of employee. 

service employment which DIsposition Transfer OPF to 

reflect quahficatrons, efficiency, gaining Federal agency or to 

promotions, awards, certificates NPRC 30 days after former 
of clearance and/or security employee transfers or leaves 

deterrnmations, and Similar Federal service (See note 2 ) 
mformation Authorrty: GRS 1. Item 1 

3 Supervisor's Employee Records mamtamed by Any DFASoffice Cutoff Upon separation or 
Record	 employee's supervisor for transfer of employee. 

mformational and managerial Disposition. Destroy 30 days 

purposes after separation or transfer of * employee (See note 3 ) 
Authority Gfl5 1/ :rt-en~ 1'6 

4 Personnel Correspondence, reports, and DFASclvlhan Cutoff End of calendar year 
Correspondence Files	 other records relating to the personnel offices Disposition Destroy 3 years 

general administration and after cutoff 
operation of personnel functions, Authorrty, GRS 1, Item 3 

but excluding records 

specifically described elsewhere 

In this series and records 

maintained at agency staff 
planning levels 

\~
 



SCHEDULE 1400. CONTINUED I 
R A	 B C D 

U 

L CUTOFFIDISPOSITIONI
 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

5	 Staffing Correspondence offering DFAS CIvihan Cutoff: When action IS
 

Correspondence- appomtment to potential personnel offices complete
 

Accepted Offers employees. apphcant acceptance Disposrtion Destroy
 

Immediately 

Authority GRS 1. Item 4a 

6	 Dechned Offers-OPM Correspondence offering DFASclvlhan Cutoff When action IS 

Eligibles	 appomtments to persons on the personnel offices complete 

OPM certificate of ehgibles and Disposition Return to OPM 

the offer ISdechned with reply 

Authority GRS 1, Item 4b( 1) 

7 Declined Offers- Correspondence offering DFAS civilran Cutoff. When action IS 

Temporary or Excepted appomtments to temporary or personnel offices complete 
Disposition Frle with apph-Appomtment	 excepted postttons and the offer 
cation and destroy after 2is declined 
years
 
Authority GRS 1,Item 4a(3)
 

8	 Dechned Offers- Correspondence pertammg to DFASclvlhan Cutoff: When action IS
 

Others any declined offer not listed in personnel offices complete
 

rules 7 and 8 above	 DIspOSitIOn Destroy 

Immediately 

Authority GRS I, Item 4b(3) 

9 Staffing Plan Files Crvihan personnel status and DFASclvlhan Cutoff. End of calendar year 
Improvement plans personnel offices	 Disposrtion Destroy 3 years 

after cutoff 
Authority AF NI-AFU-90-3 

10 Employment Applications and related records DFAS crvrlian Cutoff: When action IS 

Apphcations	 EXCLUDING records related to personnel offices complete 

appomtments requiring Disposrtion Destroy upon 

Senatorial confirmation and recelptofOPM inspection 

applications resultmg in report or when 2 years old, 
appomtments which are filed in whichever ISear her (See note 

theOPF 1.) 

Authority GRS I,Item 15 

11 Veterans Preference Records pertammg to DFAS civihan Cutoff When action IS 

Records	 entitlement, adrmmstration of personnel offices complete 

preference and preference Disposition File on right side 

preserved, lost, or changed ofOPF G(2.5 I J 
Authority 1:teYY"l , 

\'b
 



SCHEDULE 1400. CONTINUED I 
R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

12 Excepted Service Files Files relatmg to employment 
programs and functions of 
excepted posrtions 

DFASclvtilan 

personnel offices 

Cutoff· End of calendar year 
DISPOSItIon Destroy 3 years 

after cutoff 
Authority 

13 Certificate ofEltglbles OPM certificates of ehgibles 

With related requests, forms, 
correspondence, and statement 
of reasons for passmg over a 

preference ehgrb la and selecting 

a nonpreference eligible 

DFASclvlhan 

personnel offices 

Cutoff End of calendar year 
DIspOSItIon Destroy 2 years 

after cutoff (See note 4 ) 
Authorrty GRS 1, Item 5 

14 Apphcation of 
Classification 

Standards 

Correspondence and other 
records relating to apphcation 

standards for classification of 
positions 

of 
DFASclvlhan 

personnel offices 

Cutoff When posrtion IS 

abohshed or superseded 

Dispositron Destroy 5 years 

after cutoff 
Authority GRS I, Item 7 

15 Positron Descriptions Record copy of official positron 

descnptions which include 

information on title, serres, 
grade, duties and 

responsrbihties, and related 

documents 

DFASclvtilan 

personnel offices 

Cutoff When position IS 

abohshed or superseded 

Disposrtion Destroy 2 years 

after cutoff 
Authority GRS 1, Item 7b 

16 Classification 

Reports 

Survey Reports on various positions 

prepared by classification 

specialists, including periodic 

reports 

DFASclvlhan 

personnel offices 

Cutoff End of calendar year 
DIspOSItIon Destroy 3 years 

after cutoff 
Authonty GRS 1, Item 7c(l) 

17 Program Evaluations Correspondence relating to 

program evaluations and 

inspections performed by review 

teams 

DFASclvllian 

personnel offices 

Cutoff When action IS 

complete 

Disposmon. Destroy when 

obsolete or superseded. 
Authorrty: GRS 1, Item 7d2) 

18 Classification Appeals Case files of classification 

appeals 

DFAS crvihan 

personnel offices 

Cutoff When case ISclosed 

Disposition Destroy 3 years 

after cutoff 
Authority, GRS 1, Item 7d( 1) 

19 OPM Certificates 

Classification 

of Certificates of classification 

Issued by OPM 

DFAS civilian 

personnel offices 

Cutoff. When position IS 

abohshed or superseded 

DIspOSItIon Destroy at cutoff 
Authonty GRS I, Item 7d(2) 

\4
 



SCHEDULE 1400. CONTINUED I 
R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

20 Performance 

Board Files 

Ratmg Copies of case files forwarded 

OPM relatmg to performance 

ratmg board reviews 

to DFASclvlhan 

personnel offices 

Cutoff· When case ISclosed 

DIspOSitIOn Destroy 1 year 
after cutoff 
Authority GRS 1, Item 9 

21 Temporary 

Records 

Employee All copies of correspondence and 

forms mamtamed on the left 
side of the OPF per the Federal 
Personnel Manual 

DFASclvlhan 

personnel offices 

Cutoff End of calendar year 
Disposition Destroy 1 year 
after cutoffor upon separation 

or transfer of employee, 
whichever IS sooner 
Authority GRS I,Item 10 

22 POSitIOn Identification 

Records 

Records used to provide 

summary data on each position 

DFASclvllian 

personne I offices 

Cutoff. Not applicable 

Drsposrtion Destroy when 

superseded or obsolete 

Authority GRS 1, Item 11 

23 Employee Performance 

Award Case Files 

Case files mcludmg 

recommendations, approved 

nommations, correspondence, 
reports and related handbooks 

pertammg to incentive awards, 
within-grade ment mcreases, 
suggestions, and outstandmg 

performance 

DFASClVllian 

personnel offices 

Cutoff Upon approval or 
disapproval 
DIspOSitIOn Destroy 2 years 

after cutoff 
Authority GRS 1, Item 12a(1) 

24 Length of Service 

Awards 

Records mcludmg 

correspondence, reports, 
computations of service, 
ofawardees 

and list 

DFASclvlhan 

personnel offices 

Cutoff. Upon approval or 
disapproval 
Disposrtion Destroy 1 year 
after cutoff 
Authority GRS 1, Item 12b 

25 Sick Leave Awards Records mcludmg 

correspondence, reports, 
computations of sick leave, and 

list of awardees 

DFASclvlhan 

personnel offices 

Cutoff: Upon approval or 
disapproval 
Disposrtion Destroy 1 year 
after cutoff 
Authority GRS 1. Item 12b 

26 Award Lists or Indexes Lists ofnommees and wmners 

and indexes of nom mat IOns 

DFAS civihan 

personnel offices 

Cutoff Not applicable 

DIspOSitIOn Destroy when 

superseded or obsolete 

Authority GRS I,Item 12d 

27 Notification of 
Personnel Actions 

Chronological file of Standard 

Form 50, including fact sheets, 
documentmg all individual 
personnel actions, such as 

employment, promotion. 
transfer, separation, etc 

DFASclvlhan 

personnel offices 

Cutoff. End of fiscal year. 
Drsposition Destroy 2 years 

after cutoff 
Authority GRS 1, Item 14 

\~ 
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R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

28 Personnel 
Statistical 

Operations 

Reports 

Statistical 
personnel 

reports relatmg to DFASclvlhan 

personnel offices 

Cutoff End of calendar year 
Disposrtion: Destroy 2 years 

after cutoff 
Authority GRS 1, Item 16 

29 Retention 

RIF 

Regtsters=- Registers and related records 

used to effect reduction-in-force 

actions 

DFASclvlhan 

personnel offices 

Cutoff When all RIF actions 

are complete. 
DIspOSitIOn Destroy 2 years 

after cutoff 
Authority GRS 1, Item 17bO) 

30 Retention 

Non-RIF 

Reglsters- Registers from which no 

reduction-m-force actions have 

been taken, and related records 

DFASclVlhan 

personnel offices 

Cutoff Not apphcable 

Dispositron Destroy when 

superseded or obsolete 

Authority GRS 1, Item 17b(1) 

31 Performance 

Appraisals-> 

Acceptable 

Forms and related records 

documenting performance 

ISacceptable or above 

which 

DFASclvlhan 

personnel offices 

Cutoff End of calendar year 
Disposrtion Destroy 3 years 

after cutoff 
Authority GRS 1, Item 

29a(3)(b) 

32 Performance 

Appraisals-> 

Unacceptable 

Forms and related records 

documenting performance which 

ISunacceptable but which ISnot 
accompanied by demotion or 
removal action 

DFASclvlhan 

personnel offices 

Cutoff End of calendar year 
Disposition, Destroy 3 years 

after cutoff 
Authority' GRS 1, Item 

29a(3)(b) 

33 Performance 

Appraisals-Proposed 

Adverse Action 

Forms and related records 

documenting a rating of 
unacceptable where demotion 

removal ISproposed but not 
effected 

or 

DFASclvlhan 

personnel offices 

Cutoff Completion ofwntten 

notice of proposed action 

Disposition: Destroy when 

employee completes 1 year of 
acceptable performance from 

date ofwntten advance notice 

of proposed removal or 
reduction III grade 

Authorrty, AF NI-AFU-90-3 

34 Performance 

Appraisals-Removal 
Forms and related records 

documenting a rating of 
unacceptable where removal 
effected 

IS 

DFASclvlhan 

personnel offices 

Cutoff When removal action 

IScomplete. 
DISpOSitIOn Place records on 

left Side ofOPF and send to 

NPRC 

Authonty: GRS 1, Item 

23a(3)(a) 

\\0
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L CUTOFFIDISPOSITIONI
 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

35 Performance	 Forms and related records DFAS civihan Cutoff When demotion action 

Apprarsals=-Demotion	 documenting a rating of personne I offices IS complete 

unacceptable where demotion IS Dtsposition Destroy 3 years 

effected after cutoff 
Authorrty GRS I,Item 

23a(3)(b) 

36 Performance Forms documenting ratings of DFASclvlhan Cutoff End of calendar year
 
Appraisals-c-Sflf members of the Semor Executive personnel offices Disposrtion Destroy 5 years
 

Service after cutoff
 
Authority AF NI-AFU-90-3
 

37 LaborlManagement	 Records documenting DFAS crvihan Cutoff Exprration of 
Negotiations	 negotiations including personnel offices agreement. 

correspondence, memoranda, Disposition Destroy 5 years 

reports and other records after cutoff 
relating to the relationship Authority GRS I, Item 28a 

between management and 

employee umons 

38 Arbitration Case Files	 Correspondence, forms, and DFASclvlhan Cutoff Resolution of case 

background papers relating to personnel offices Disposition Destroy 5 years 

labor arbitration cases after cutoff 
Authority GRS I, Item 28b 

39 Grievance Case Files	 Records pertammg to DFAS CI vihan Cutoff When case IS closed 

grievances. EXCLUDING EEO personnel offices Disposrtion. Destroy 4 years 

complaints, Include statements after cutoff 
of witnesses, reports of Authority GRS I, Item 30a 

interviews and heanngs, 
examiner's findmgs and 

recommendations, a copy of the 

original decision, related 

correspondence and exhibits, 
and records relating to a 

reconsideration request 

40 Adverse Action Case	 Case files and records related to DFAS civihan Cutoff When case IS closed 

Files	 adverse actions and personnel offices Drsposition: Destroy 4 years 

performance-based actions after cutoff 
(removal, suspension, Authority GRS I, Item 30b 

reduction-in-grada, furlough) 
against employees The file 

mcludes a copy of the proposed 

adverse action With supporting 

documents, statements of 
witnesses, employee's reply, 

\1
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E RECORD SERIES DESCRIPTION 

40 Adverse Action Case	 hearing notices, reports and 

Files (Continued)	 decisions, reversal of action and 

appeal records EXCLUDING 

letters of repnmand which are 

filed In the OPF 

41 Promotions	 Records of individual promotion 

actions including work records, 
Job analysis, quahfication 

standards, evaluation methods, 
selection procedures, evaluation 

of candidates, and similar 
records 

42 EEO Case FLIes	 OffiCialdiscrimmation 

complaint case files containing 

complaints With related 

correspondence, reports, 
exhibits. Withdrawal notices, 
copies of decisions, records of 
hearings and meetings, and 

sirrular records 

43 EEO Background Files	 FLIescontaining background 

records not filed In the official 
discrrrrunation complaint case 

file 

44 Wage Adrrurustration	 Wage schedules and other pay 

adjustment authorization 

resulting from legislation or 
other across-the-board 

administrative action which 

constitute the baSISfor 
personnel actions which may 

require reconstructron at a later 
date 

45 Applicant Supply File	 Employment apphcations from 

persons seeking appointment 
outside ofOPM registers or as a 

result oflocal delegated hirmg 

or examining authorrtias, 
rosters Indexed to the 

applications, authorized racial 
and ethnic identificanons and 

related data 

\\
 

C 

LOCATION 

DFAScivilLan 

personnel offices 

DFAScivilLan 

personnel offices 

DFASEEO 

complaint 
management offices 

DFASEEO 

complaint 
management offices 

DFAScivilLan 

personnel offices 

DFASclvlhan 

personnel offices 

D 

CUTOFFIDISPOSITIONI 

AUTHORITY 

Cutoff When promotion 
action IScomplete or upon 
completion of an OPM formal 
evaluation (See FPM chap 
335, subchap 1-4 ) 
DISpOSitIOn Destroy 2 years 
after cutoff 
Authority AF NI-AFU-90-3 

Cutoff Upon resolution of 
case 

DISpOSitIOn Destroy 4 years 

after cutoff 
Authority AF NI-AFU-90-3 

Cutoff Upon resolution of 
case 

DIspOSitIOn. Destroy 4 years 

after cutoff. 
Authority AF NI-AFU-90-3 

Cutoff Not applicable, 
perpetual file 

Disposition Purge file 

annually and destroy 

mdividual documents when no 

longer needed 

Authority AF NI-AFU-90-9 

Cutoff Not applicable 

Dispositron Dispose of 
according to FPM guidance 

and OPM agreements 

Authorrty AF NI-AFU-90-3 
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46 Affirmative Action	 Committee minutes, program DFAS CI vihan Cutoff· End of fiscal year 
actrvrties, records of community personnel offices Disposrtion Destroy 3 years 

contacts, sexual harassment and/or EEO after cutoff or when 

records. reports and supporting cornplamt superseded or obsolete 

papers regarding status of management offices Authorrty AF NI-AFU-90-3 

employment 

47 Prrortty Placement	 "Stopper lists" received and DFASclvlhan Cutoff When registrant IS 

Action Files	 records of any position In the pay personnel offices removed from the program 

category series and grades on Disposrtion Destroy 2 years 

the "stopper list" during the after cutoff 
time lists are 10 force. case files Authority' AF NI-AFU-90-3 

of employees affected by priorrty 

placement action 

48 Leave Sharing Records	 Information submitted or DFAS civihan Cutoff When leave transfer 
resulting from a request or personnel offices effort IS completed or 
contribution ofleave terminated 

Disposition Destroy 3 years 

after cutoff 
Authority 

NOTES 

1 Offer to National Archives In 5 year blocks when the most recent records In the block are 25 years old 

2 Follow mstructions In the Federal Personnel Manual 
3 [fthe transfer of the employee IS Internal, follow local procedures for transfer Ordestruction of the record 

4 Origmal is returned to OPM 

\'\
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SCHEDULE 3000, Planning 

Description of Covered Records This schedule governs drsposrtion 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 OF AS as well as 

records pertaining to planning for unusual srtuations such as natural disasters 

SCHEDULE 3000 

PLANNING 

R A B C D 

U 

CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

1 Programrrung-c-HQ Documents relating to DFAS-- HQ DFASplanning Cutoff End of calendar year 
Level wide program planning, review offices or program Disposition Do not destroy, 

and analysis to Include program management offices retain as permanent. (See 

guidanca documents, operations note 1 ) 

plans and programs, pohcies and Authorrty 

related background 

documents created 

material, 
to revise or J)LI1 rY\ 

adjust existing programs, 
similar documents 

and 
5"01501/

-::L-re-m ;;Z Ido . &, Jf'tG 
2 Programming-Center Documents relating to Center DFASCenter Cutoff End of calendar year 

Level level program planning, review planning offices or DISposItron DeStI oJ 18) 981+ 

and analysis to Include program program ..after cnteR) BJ't: lL't0 sqo) 

guidanca documents, operations management offices ,4 I,I\RlIFlt, 5ocp-e\ ~~ 
plans and programs, policies and o.hSo: etc} ", .....e I 

related background material, 
documents created to revise or 
adjust existing programs, and 

Similar documents 

J)LftlY) tf>l ~IO' ~ 

5'015 J ~d;u-( j~J at; 
~~ I a);7AJ'VII-t-e......, ~ • I .., ~ \ 

&1 ~ t,gJ3.., "" ' ......V'V"'-' e:rv '" vv '-"' 

3 Program Revlew-HQ Documents created at HQ level HQ DFAS planning Cutoff: End of calendar year 
Level In the process of review of offices or program Dispositron Do not destroy, 

progress In program 

accomplishment, including 

management offices retain as permanent 
Authorrty [See I\OteJ) 

progress reports, cost and 

performance reports, statements 

of analysis, summaries, directed 

actions. and other documents S'6IS. I 
which reflect actual 
performance, progress, -['+eY"f'-- dId "8"0...-
accomphshments, deficiencies, 
and problems In relation to 

program goals 
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U 

L 

E RECORD SERIES DESCRIPTION 

4	 Program Revlew- Documents created at Center 
Center Level	 level in the process of review of 

progress in program 

accomphshment, mcludmg 

progress reports, cost and 

performance reports, statements 

of analysts, summaries, directed 

actions, and other documents 

which reflect actual 
performance, progress 

accomplishments, deficiencies. 
and problems III relation to 

program goals 

5	 DFAS Council Documents relating to the 

Actions-s- estabhshment, functions, 
HQLevel agenda, minutes, 

recommendations. and other 
official actions offormal, HQ 

level DFAS councils, including 

significant background and 

supportmg documents 

accumulated and/or created by 

the council m fulfilling ItS 

miSSIOnrelative to program 

review and analysis 

6	 DFAS Council Documents relating to the 

Actions=Center Level	 establishment, functions, 
agenda, minutes, 
recommendations, and other 
official actrons offormal, Center 
level DFAS councils mcludmg 

significant background and 

supporting documents 

accumulated and/or created by 

the council in fulfillmg Its 

miSSIOnrelative to program 

review and analysis 

C 

LOCATION 

DFASCenter 
plannmg offices or 
program 

management offices 

HQ DFAS planning 

offices or program 

management offices 

DFASCenter 
planmng offices or 
program 

management offices 

D 

CUTOFFIDISPOSITIONI
 
AUTHORITY
 

Cutoff End of calendar year 
Disposition 08estr6, 19 ;<Ba~6 

!!fier etlt61f -:])0 I'\.a t 
Authority c/est.c:j ) 
ret~ tJ.A 

fe.y-rNJ.. t\~ 

(see Nk- /.) 

J)LAM SD IS'. I 
T-rC"rn dl~. b ~'L. 

Cutoff End of calendar year 
Disposrtion Do not destroy, 
retam as permanent 
Authority 

AFP-. It - ~O
 

/iF '{:":l..5-3j


R-~3 
Cutoff End of calendar year
 
Disposrtion Destroy 10 years
 

after cutoff.
 
Authority.
 

,-,-,
Ar=fL 4-~D
 
-r ~:;- 3J f2.t,.h 3
 

~\
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L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

7 HQ War and	 Master set ofDFAS war and HQ DFAS planning Cutoff Obsolescence or 
Mobilization Plans	 rnobihzation plan, planning offices supersession 

concepts, continuity of Disposition Do not destroy; 
operations plan. survival, retain as permanent (See 

recovery and reconstitution note 2 ) 
plans, augmentation plans, and Authority 

other related plans, essential 
source matenal, annexes, "J)Lf1m 5'DI5. J 
appendices. tabs, and all 
changes d Jlf. \5 c::A..--

8 Center War and Basic wartime plans. operations DFASCenter Gotoff When: sapef seded UfO-

Mobilization Plans	 plans and orders, augmentation planning offices eB88'8~8 9~tL() 
plans. continuity of operations glsfl881~18R Deih:8~ ,~heu 

plans, and smular media with Slil!eFsesSs BP sbsolete-

essential source material '1'\1oIt.~BII!:-, && 1--: 
9 Contingency Plans	 Contingency master plans. DFAS planning Cutoff When superseded or 

operational plans and orders, offices obsolete ])0 NO, 
augmentation plans. and similar .ri., .ton' Destroy wtren--

media which provide essential ~t!I!eFsedeg g[ gbsol~ 

guidance and requirements for .AJJ!bQnty, r~ 
continuity of operations In the M PE{L'('(\ A l' f'1\ 'j
event of destruction or major 
damage to a DFAS component (s»: No1a..;>,) JIJ'f--D3 

10 Contingency Trainmg	 Records partainmg to planning DFAS planning Cutoff When superseded or 
Files	 and conductmg trairnng to offices obsolete 

ensure the successful execution Drsposruorr Destroy when 

of a contingency, Includes superseded or obsolete 

individual traimng documents Authority Gp_s I Iter>' 
I 

11 Natural Disasters	 Reports, messages, and other DFASoffice Cutoff When all action
 

data dascribmg the situation, providing assistance regarding the disaster has
 

such as accomplishments and been completed
 

results, loss of personnel, DISpOSitIOn: Destroy 2 years
 

equipment, material and related after cutoff (See note 3 )
 
cost expenditure data Authority. AF NI-AFU-90-3
 

~OTES' 
1 Offer to National Archives In five year blocks when latest record In block IS twentY¥Ji.wlyears old 

2 Retire as permanent when superseded or obsolete Offer to National Archives In accordance with note 1 

3 If a "Lessons Learned" summary document IScreated when the disaster ISover, file with documents covered In rule 

lor 2. 
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SCHEDULE 3000-1, Committees, Boards, and Charitable Campaign Records 
Description of Covered Records. This schedule governs disposition of records pertaining to special committees and 
boards which are appointed or convened at DFAS Director, DFAS Center Director, or comparable level to study a 
problem, situation, or opportumty with at least DFAS or Center-wide Impact Committees referred to here should not be 
confused with routine, ad hoc working groups, total quality management teams, or similar groups 

SCHEDULE 3000-1 I 
COMMITTEES, BOARDS, AND CHARITABLE CAMPAIGN RECORDS I 

R A	 B C D 

U 

CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Committee Records Recorders' records which consist DFAS directorates or Cutoff Upon terrnmation of 
of case files of each approved deputates the committee 

comnuttee, including (but not Disposition Do not destroy, 
lmuted to) directive or executive retain as permanent (See 

approval estabhshing the note) 
committee, charter, IIst10g of Authority AF NI-AFU-90-3 

members and all changes, 
resume of major pomts of 
interest concermng committee 

hearings and Its general 
operations, waivers 10 

committee rules, studies, 
analyses, final committee report 
and findings, terminating 

directive and srmilar papers 

relating to the estabhshrnent, 
accomphshrnents, or 
termination offormal 
committees 

2	 Adrmrnstrative Support Records that facihtate and OF AS directorates or Cutoff· Upon tarmmation of 
Records	 support the responsibihty of the deputates the committee 

chairman/recorder and staff DISpOSitIOn Destroy when no 

activities designated as longer needed but no later 
representatives or for than 2 years after tsrrmnatron 

boards/committees, including of the committee 

copies of minutes, mailing lists, Authonty AF NI-AFU-90-3 

agendas, reports, 
correspondence, and other 
related papers reflecting the 

position taken on pohcy 

development or other 
board/committee deliberations 

3	 Reports of Existmg Annual reports of OF AS DFAS HQ committee Cutoff End of calendar year 
Commlttees-DFAS committees 10existence management office to which report pertains 

HQ accumulated at DFAS HQ Disposrtion Retire as 

permanent (See note) 
Authority AF NI-AFU-90-3 
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L 

E RECORD SERIES DESCRIPTION 

4	 Reports of'Existing Annual reports ofDFAS 

Committees-Center committees in existence, 
Level accumulated at DFAS Center 

level, may be feeder reports to 

the DFASHQreport 

5	 Fund Raising Records accumulated while 

Campaigns	 adrmrustermg the Combined 

Federal Cam paign (CFC), 
including correspondence, 
receipts, invoices, and related 

records 

NOTE 

Offer to the National Archives in 5 year blocks when latest document 

C 

LOCATION 

DFASCenters, 
committee 

management offices 

DFAS Center office 

responsible for 
conducting the CFC 

IS 25 years old 

D 

CUTOFFIDISPOSITIONI
 

AUTHORITY
 

Cutoff End of calendar year 
to which report pertams 

Dtsposition Destroy 2 years 

after cutoff 
Authonty AF NI-AFU-90-3 

Cutoff Upon completion of 
the campaign 

Drspositron Destroy upon 

completion of next eq uivalerit 
campaign 

GK£.c9~rT.em	 7-

http:GK�.c9~rT.em


SCHEDULE 4105. Contracting Records 

Descrtption of Covered Records This schedule governs disposition of records pertaining to contracting matters 

SCHEDULE 4105 I 
CONTRACTING RECORDS I 

R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Original Contracts Signed originals of contracts and DFAS contractmg Cutoff Upon final payment 
rnodifica tions offices DISpOSitIOn Destroy 6 years. 

3 months after cutoff 
Authority asJ r-rem '::: 

1--- -

2 Justifica tions Signed origmals of 
justifications, approvals. 
deterrrunauons, and findings 
and copies of supporting 
documents 

DFAS contractmg 

offices 

Cutoff Upon final payment 
DIspOSitIOn Destroy 6 years. 
3 months after final payment 
Authority 6([C; 3.1 .J)-~(1\ ~ 

3 General Contract Case Contracts. requisrnons, DFAS contracting Cutoff When final payment IS 

FIles-$25,000 or 
Less/Construction 

Under $2,000 

(See note 1 ) 

purchase orders. lease and bond 
surety records, mcluding 
correspondence and related 
papers pertammg to award 
adrrurustration, receipt, 

offices made 

Disposition Destroy 3 years 

after cutoff 
Authority GRS 3. Item 3a(2) 

inspection and payment for 
transactions of$25,000 or less 
and construction contracts 
under $2.000 not covered In 

rules 1 and 2 

4 General Contract Case Contracts. requisitions, DFAS contracting Cutoff When final payment IS 

Files purchase orders. lease and bond offices made. 
(See note 1 ) surety records, including 

correspondence and related 
papers pertaining to award. 
adrrumstratron, receipt. 

DIsposition Destroy 6 years 

and 3 months after cutoff 
Authorrty GRS 3, Item 3a( 1) 

inspection and payment for 
transactions of more than 
$25,000 and all construction 
contracts exceeding §2,000 not 
covered In rules 1 and 2 

5 Federal Procurement Data submitted to the Federal DFAS contractmg Cutoff End of fiscal year 
Data System (FPDS) 
File 

Procurement Data System 
(FPDS) Electronic file 
mamtamed by fiscal year, 
contaimng unclassified records 

offices DIsposition Destroy 5 years 

after cutoff 
Authorrty GRS 3. Item 3d 

of all procurements, other than 
small purchases and consrstmg 
of mformauon required under 48 
CFR 4 601 for transfer to FPDS 

6 Successful Bids and Bid or proposal and supportmg DFAS contractmg Cutoff When final payment IS 

Proposals documents for contracts and offices made. 
transactions described In rules 1 Disposrtion Destroy With 

and 2 above related contract case file 

Authority GRS3,Item5 
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L CUTOFFIDISPOSITIONI
 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

7	 Unsuccessful Bids and Solicited and unsolicited bids DFAS contracting Cutoff When contract IS 

Proposals-Small and proposals which are offices awarded 

Purchases unsuccessful and which relate to Disposition Destroy 1 year 
small purchases as defined In after date of award or final 
the Federal Acquisrtion payment, whichever IS later 
Regulation, 48 CFR Part 13 Authority GRS 3, Item 5b( 1) 

8	 Unsuccessful Bids and Solicited and unsolicited bids DFAS contracting Cutoff When final payment IS 

Proposals-Large and proposals which are offices made 

Purchases unsuccessful and which relate to Disposrtron Destroy with 
transactions above the small related contract case file 
purchase hrmtations In 48 CFR, Authority GRS6,Item
Part	 13 5b(2)(b) 

9 Cancelled Solicitation Formal solicitations of offers to DFAS contracting Cutoff When cancellation IS 

Ftles	 provide products or services, offices complete 

such as Invrtations for Bids. DISpOSitIOn Destroy 5 years 

Req uests for Proposals, or after cutoff. 
Requests for QuotatIOns, which Authority GRS 3, Item s« 1) 
were cancelled prror to award of 
a contract Ftles Include 

presohcitation documentation 

on the requirement, any offers 

which were opened prror to the 

cancellation, documentation on 

any government action up to the 

time of cancella non, and 

evidence of the cancellation 

10 Unopened Bids	 Bids received after a sohcrtation DFAS contracting Cutoff: Not apphcable 

of offer IScancelled and the bid IS offices DISpOSitIOn Return to bidder 
unopened Authority GRS 3, Item 5c(2) 

11 Acceptable Bidder Lists	 Lists or card files of acceptable DFAS contracting Cutoff Not applicable, 
bidders office	 perpetual file 

DISpOSItion Destroy when 

superseded or obsolete 

Authority GRS 3, Item 5d 
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E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

12	 Contract Appeals Case Contract appeals case files DFAS contracting Cutoff Final action on 

Flies	 arising under the Contracts offices decision 

Dispute Act, consisting of DIspOSItIon Destroy 1 year 
notices of appeal and after cutoff (See note 2 ) 
acknowledgements thereof, Authority GRS 3, Item 15b 

correspondence between 

parties.copies of contracts, plans, 
specifications. exhibits, change 

orders, amendments, transcripts 

ofheanngs, documents received 

from parties concerned, final 
decisrons, and all other related 

papers 

13 Board of Contract Records relatmg to contracts DFAS contracting Cutoff Final Board decision
 

Appeals Involved In appeals handled by offices Dispositron Destroy 7 years
 

the Board of Contract Appeals after cutoff
 
Authorrty:
 

14	 Contractor's Statement Contractor's Statement of DFAS contracting Cutoff Not applicable
 

of Contingent or Other Contingent or other fees or offices DIspOSItIon Destroy when
 

Fees statement In heu of the forms, superseded, obsolete, or no
 

filed separately from the longer needed, whichever IS 

contract case tile and sooner 
mamtamsd for enforcement or Authorrty: GRS 3, Item 16 

report purposes 

15	 Small and Correspondence, reports, DFAS contracting Cutoff End of fiscal year
 
Disadvantaged studies, goal statements, and offices Dtsposrtion. Destroy 3 years
 

Business Utilization other records relating to the after cutoff
 
Files small and disadvantaged Authority GRS 3, Item 17
 

business utihzation program, as 

required by P L 95-507 

16	 Contract Numbering Logs, lists, and similar means of DFAS contracting Cutoff Completion of all 
Assignment Flies	 controlling contract numbenng, office contracts listed 

change notifications, master Dispositron Destroy 6 years 

serial number register, and after cutoff 
similar forms or records Authority G:,(LS 3 

17	 Contractor Hrstorical records of contractor DFAS contracting Cutoff· Terrrunation of 
Performance Flies	 performance data prepared by office contract 

contract officer on completed or Drsposrtion. Destroy when no 

termmated contracts of longer needed 

$100,000 or more Authority AF Nl-AFU-90-3 

~l
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E RECORD SERIES 

18 Procurement Fraud 

Case Files 

19 Designation and 

Terrmnation of 
Contracting Officers 

and Representatives 

20 Contractors Insurance 

Program Files 

21 Outstanding Insurance 

Claims 

22 Retiree Affidavits Files 

23 Contract Tarrnmation 

and Settlement Flies 

B 

DESCRIPTION 

Reports of trregularrties in 

procurements prepared by FBI. 
OSI, correspondence. and 

related records 

Request for designation or 
terrrunation, statement of 
quahfications, and the 

designation or terrmnatron and 

acknow ledgement of receipt 
thereof 

Insurance policy and/or plans 

and amendments to, mcludmg 

correspondence and related 

documents 

Contractors Insurance program 

records related to outstanding 

exceptions, unsettled claims by 

or against the Government, 
Incomplete mvestrgatrons, 
htrgatrons, or requests made by 

the Comptroller General of the 

US 

Affidavits and related records 

filed by persons seekmg to do 

business with the Government 
within 3 years after separation 

or retirement 

All records accumulated dunng 

terrnmation and settlement 
phase of a contract 

C 

LOCATION 

DFAS contracting 

offices 

DFAS contracting 

offices 

DFAS contracting 

offices 

DF AS contracting 

offices 

DFAS contractmg 

offices 

DFAS contracting 

offices 

D 

CUTOFFIDISPOSITIONI
 
AUTHORITY
 

Cutoff: When case ISclosed 

Disposrtion Destroy 5 years 

after case ISclosed. or when no 

longer needed, whichever IS 

sooner 
Authority AF NI-AFU-90-3 

Cutoff Termination of 
appointment 
Disposrtion Destroy 3 years 

after cutoff 
Authority AF NI-AFU-90-3 

Cutoff When premium 

accounting has been finalized. 
Disposrtion Destroy 6 years 

after contract 
Authority AF NI-AFU-90-3 

Cutoff Settlement of claim 

Disposition Destroy when 

clearances are obtamed 

Authority AF NI-AFU-90-3 

Cutoff' Upon final action or 
decision 

DIspOSitIOn. Destroy 6 years 

after cutoff AJ:"M 
Authority: -r 70-'5 t30 

I 

Cutoff- When all terrrunatron 

settlement activities are 

complete 

Disposrtion Destroy 6 years 

after cutoff f,Y''('r\ ';j. 
Authority- I4-D~- Ito 



SCHEDULE 4105. CONTINUED I 
R A	 B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

24 Acquisition Quahty	 Copies of contracts, DFAS contracting Cutoff Upon completion of
 
specifications, contract changes
Assurance Files offices contract
 
and amendments. records,
 DIspOSitIOn Destroy 1 year 
forms. and other media used In 

after cutoffplanning. conducting and 
recording the results of product Authority 

inspection, auditing of q uahty 
assurance systems and 
procedures. and effecting 
clearances of deficiencies 

25 Contractor Financial	 Records reflecting current DFAS contracting Cutoff Upon completion of 
financial capabihties of present ,Data Case Flies offices contract
 
and potential contractors such
 Dtsposrtion Destroy k year1as credit records, cash flow 

~A'l8RtR&after cutoffsheets, backlog reports, requests 
for financial clearance, with Authority 

supporting attached 
mforrnation, commercial credit 
agency reports, credit letters 
from financial msti tutions, 
manufacturers and other 
commercial agencies, financial 
agreements between cornrnercral 
manufacturers, including 
subordinate agreements, 
guarantees, etc, from banks and 
commercial companies, articles 
of mcorporation and financial 
analyses, newspaper reports and 
related papers and 
correspondence 

26 Contract Progress	 Contract status, expediting and DFAScontractlng Cutoff Upon final payment 
production surveillance records offices Disposition Destroy 6 months 

after cutoff 
Authority 

27 Engineering Changes	 Rejected engineering change DFAS contracting Cutoff Upon final payment 
proposals	 offices Drsposrtion Destroy 6 months 

after cutoff A r=}\I1 
Authority 170-'1 ILlb 

28 Labor Records	 Labor compliance records DFAS contracting Cutoff Upon final payment. 
including equal employment offices Disposrtion Destroy 3 years 

opportunity records	 after cutoff AFM 
Authority' 17()-S" (L31 

I 



SCHEDULE 4105. CONTINUED l 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

29 General Contractor A general contractor file DFAS contracting Cutoff Not apphcable 

Information	 containing documents relating offices Disposition Destroy when 

to no specific contract, more than superseded or obsolete 

one contract, or the contractor in Authority 

a general way 

NOTES. 
For contracting records pertammg to Foreign Mihtary Sales (FMS) transactions, segregate these records at the time 

offiitng 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 Adrmrustration (NARA) approved the postponement of 
destruction for FMS records These records may be required to defend the Government in Irtigatron. 
2 Any records created prror to October 1, 1979 which pertain to contracts which are still under appeal will be destroyed 6 

years and 3 months after final action on decrsion per GRS 3, Item 15a 



SCHEDULE 4105-1, Supply	 Records 

Description of Covered Records: This schedule governs drsposiuon of records pertaining 

Items to Include identification, classrfication, cataloging. and coding 

SCHEDULE 4105-1 I 
SUPPL Y RECORDS 

R A	 B C 

U
 

L
 

E RECORD SERIES DESCRIPTION LOCATION 

1 Control Files	 Complete Inventory hst of all DFAS supply offices 

supply Items 

2 Supply Requisitions	 Requisitions submitted for DFAS supply offices 

ordering supplies and 

supporting records such as 

shipping orders, purchase 

req uests, shipping records, 
status records. and similar 
documents 

3 Supply Catalog	 Complete catalog of supplies DFAS supply offices 

mcludmg identification and 

coding of Items 

4 Supply Status Records	 Cards, hstmgs, change notices, DFAS supply offices 

reports on supply levels or 
crrtically short Items, and 

related data used for reference 

or planning purposes 10 

controlhng supply levels 

5 Supply Management	 Ftles contaming information on DFAS supply offices 

Ftles	 supply reqwrements and
 

procurement matters used for
 
supply management purposes
 

to acquisition and use of supply 

D 

CUTOFFIDISPOSITIONI 
AUTHORITY 

Cutoff Not applicable,
 
perpetual file
 

Disposrtion Destroy when
 

superseded or obsolete
 

Authority

G{I~S i Tf-evT\ ~ 

/ 

Cutoff End of fiscal year 10 

which reqursrtion IScompleted 

or cance lied. 
DISpOSitIOn Destroy 2 years 

after cutoff 
Authority GRS 3, Item 8 

Cutoff Not applicable
 

DISpOSitIOn Destroy when
 

superseded or obsolete
 

Authority NDN {(El!_DR.l') 

Cutoff Not applicable, 
perpetual file 

DIspOSItiOn Destroy 

mdividual documents when 

superseded or obsolete. 
Authority :r:.-te Y7' q5fLS :3 

Cutoff End of calendar year 
Dispositron Destroy 2 years 

after cutoff 
Authonty GRS 3, Item 4a 

3\
 



L 

...
 

SCHEDULE 4140, Equipment Management and Maintenance Files 
Descrtption of Covered Records This schedule governs drsposrtion of records pe rtarrnng to the management of 
eqwpment 

SCHEDULE 4140 I 
EQUIPMENT MANAGEMENT AND MAINTENANCE FILES I 

R A 8 C D 

U 

CUTOFFIDISPOSITION/
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

1 Equipment Control Complete inventory of all DFASeqwpment Cutoff Not apphcable, 
Files eqwpment Items to include management offices perpetual file 

supporting records Disposition. Destroy when 

superseded or obsolete 

Authority A<{fl;!j Iltllo-,;lj 

2 Vehicle FLIes Mamtenance records, DFAS eqwpment Cutoff. When vehicle IS 

warranties, and Similar records management offices disposed of 
pertammg to a vehicle Disposiuon- Destroy at cutoff 
accumulated during the useful or when no longer needed for 
hfe of the vehicle reference 

Authorrty: 

S(LS JD "It-P,Y' 0-
3 Equipment Custodian Dally transaction register, DFAS eqwpment Cutoff Not apphcable, 

File custodian request log; weapons management offices perpetual file 

serial number hstmg, Disposrtion Destroy 

information file on office individual documents within 

machmes, temporary Issue the file when all outstanding 

receipts, requests for purchase, actions are complete and 

warranty, guarantee records, records are no longer needed. 
adjustment records, records Authority AF NI-AFU-90-
pertaining to mventory actions 30 

such as government property 

lost or damaged or reports of 
survey, issue/turn-in shps and 

related correspondence, 
approved copies of requests for 
office furmture which require 

Director level approval 

4 Umt Property Records Registers and files, component Any DFAS office Cutoff End of fiscal year 
records, requisitions, custody DISpOSitIOn Destroy 1 year 
receipt, requests for Issue or after cutoff 
turn-in and related records, Authority. AF NI-AFU-90-3 

shipping and receiving 

documents, reports of survey, 
statements of charges, schedule 

of collections, and Similar 
records accumulated In 

managing the unit's equipment 
needs 



,
 
SCHEDULE 4140. CONTINUED I 

R A	 8 C D 

U 

L CUTOFFIDISPOSITIONI
 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

5	 Inventory Requisiuon Requisitions for equipment DFASeqUlpment Cutoff Upon completion or 
Files Items for current Inventory management offices	 cancellation of requisrtion 

Disposmon Destroy 2 years 

after cutoff 
Authority GRS3,Item8 

6	 Equipment Deficiency Notices of unsatisfactory DFAS equipment Cutoff' When corrective 

Records	 conditions experienced, management offices action IScomplete 
including those Instances In Disposition Destroy one year 
which the equipment does not after	 cutoff 
fully or effectively serve the Authority' 
purpose Intended, Instances 
where the equipment or a part or 
accessory cannot be properly 
maintained or operated, or 
similar records, also Includes 
records of actions taken to 
remedy deficiencies and any 
req uired reports 

7	 Equipment Movement Files pertaining to actions DFASequlpment Cutoff When move IS
 

Files involving Internal movement of management offices complete
 

equipment	 Disposition Destroy 2 years 

after cutoffor when no longer 
needed for reference 

Authority 

8 Reprographics Forms and related records that DFAS reprographics Cutoff End of fiscal year 
Equipment	 document history of equipment when equipment ISdisposed 

reprographics equipment (the management offices of. 
requirements evaluations DISpOSitIOn Destroy 1 year 
requests, approval, acquisrtion, after cutoff 
maintenance, production Authority AF Nl-AFU-90-3 

volume, transfers, and disposal) 

9	 Copier Operating Notices posted at or near copiers Any DFASoffice Cutoff Not applicable 

Notices	 which hst local operating rules, Disposition Destroy when 

Identify key operators, or superseded or obsolete 

provide other similar Authority 

mformation 

33
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SCHEDULE 4160, Property Disposal
 

Description of Covered Records This schedule governs disposrtron of records per tairung to release, transfer,
 
redistrrbution, or sale of excess Government property excludmg real property 

SCHEDULE 4160 I 
PROPERTY DISPOSAL I 

R A 8 C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1	 Turn-in of Excess Correspondence files pertainmg DFAS property Cutoff End of calendar year 
Property	 to disposal of surplus property management offices DIsposition Destroy 2 years 

through Government after cutoff 
redrstribution channels. Authority GRS4, Item 1 

Includes various forms used for 
turn-In or acceptance purposes 

2	 Sale of Surplus Case files on sales of surplus DFAS property Cutoff When final payment IS 

Property - LESS personal property, comprising management otlices received 

THAN $25,000 invitations, bids, acceptances, Disposition Destroy 3 years 

hsts of materials. evidence of after final payment 
sales. and related Authority GRS 4, Item 3b 

correspondence 

3	 Sale of Surplus Case files on sales of surplus DFAS property Cutoff When final payment IS 

Property-OVER personal property, cornprismg management offices received 

$25,000 mvrtations, bids, acceptances, Disposrtron Destroy 6 years 

hsts of materials. evidence of after cutoff 
sales. and related Authority GRS 4, Item 3a 

correspondence 

4	 Excess Personal Reports irutiated or received DFAS property Cutoff End of calendar year 
Property Reports	 showing progress on property management otlices Disposition Destroy 3 years 

utilization and disposal after cutoff 
programs Authority GRS 4. Item 2 

5 Donation Agreements	 Formal donation agreements DFAS property Cutoff End of calendar year 
with Service Educational management offices Disposttion Destroy 2 years 

activttres and organizations after cutoff 
ehgibls for donatrons pursuant Authonty 

to 10 USC 2572, and 

documents relating to each 

agreement 

6	 Precious Metals Forms, reports, logs, DF AS offices Cutoff End of calendar year 
Recovery	 accountabrhty records and Involved in recovery Disposrtron Destroy 2 years 

correspondence pertammg to programs after cutoff 
reclamation and use of previous Authority AF NI-AFU-90-3 

metals 



" 

SCHEDULE 4160. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

7 Recyclable Materials Documents concerning the DoD DFAS recychng Cutoff End of calendar year 
Program Recyclable Materials Program offices Dispositron Destroy 2 years 

including scrap recycling after cutoff 
program and resource recovery Authority 

35
 



SCHEDULE 4165, Real Property Operations and Maintenance 

Description of Covered Records: This schedule governs disposition of records pertaimng to the acquisrtion, operation, 
maintenance and repair, utihzation, management, and disposal of real property or interests theretn Included are 

records on design and construction of real property, mstallatron and mamtenance, operation of utihty plants, 
performance of services 10 connection with real property, and accounting for real estate and property 

SCHEDULE 4165 I
 
REAL PROPERTY OPE~RATIONS AND MAINTENANCE 

R A B 

U 

L 

E RECORD SERIES DESCRIPTION 

1 Real Property Case	 Correspondence, reports, 
Files	 studies, maps, charts, drawmgs, 

copies oflegal instruments. 
delegations of authority, excess 

real property declarations, 
disposal authorrzatrons, real 
estate planmng reports and 

related data, records pertairnng 

to annual summaries of real 
property transactions 

2 Facthties Planmng	 Documents reflecting current 
and future facilrtias planmng, 
mcludmg plans for expansion, 
changes 10 use, renovation, and 

srrrular overall planning matters 

accumulated In the preparation, 
development, review, approval, 
and reVISIOnof master plans 

3 Facihties Operations	 Documents relating to facihties 

operations actrvities of a routine 

nature (I e , routina 

mamtenance and similar 
activities) 

4 Maintenance Requests	 Requests for burldmg and 

equipment rnamtenance 

services 

5	 Facilities Documents relating to major 
Mamtenanca-i-Major repair or replacement projects to 

Projects buildings and structures. 
grounds, fences, roads, hard 

surfaced areas, and similar 
types of facilities 

I 
C 

LOCATION 

DFASproperty 

management offices 

DFAS property 

management offices 

DFASproperty 

management offices 

DFAS property 

management offices 

DFAS property 

management offices 

D 

CUTOFFIDISPOSITIONI
 
AUTHORITY
 

Cuto Not apphcable, 
perpe al file 

Dispos IOn Retire as 

perman nt upon inactivation 

of the ins allation (See notes 

1,2,and ) 

Authority AF NI-AFU-90-3 

See. ~
 
Sc.Jl.fl d",-l e.
 

Cutoff, Not apphcable,
 
perpetual file
 

DIspOSitIOn Destroy
 

individual documents within
 

the file when superseded or
 
obsolete
 

Authonty GRS 11, Item 2a
 

Cutoff Not apphcable,
 
perpetual file
 

Disposition Destroy
 

mdivrdual documents within
 

the file when superseded or
 
obsolete.
 
Authority GRS 11, Item 2a
 

Cutoff. Upon completion or
 
cancellation of request
 
DIspOSitIOn Destroy 90 days
 

afte r cutoff
 
Authority GRS11,Item5
 

Cuto Not apphcable,
 
perpet alfile
 

DISPOSI on Do not destroy
 

(See note )
 5ee.- {/'RW
Authority <;cWtll 

http:Sc.Jl.fl


SCHEDULE 4165. CONTINUED I 
R A 8 C D 

U 

L CUTOFFIDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

6 Facilrties Services	 Documents relating to rodent OFAS property Cutoff End of calendar year 
and Insect control programs, management offices Dispositron Destroy 2 years 

jarutorial and refuse collection after cutoff 
services, and operations of Authority GRS 11. Item 1 

Internal repair and utrhties 

shops 

7 Proposed Acquisitions	 Documents relating to the DFAS property Cutoff- End of calendar year 
proposed acquiring of real management offices Drsposrtion Destroy 6 years 

property for DFAS use, after cutoff 
consideratum of possible sites, Authority 

and related proposals, 
EXCLUDES documents directly 

incident to an acquisrtion of real 
property 

8 Leasing of Real	 Documents relating to DFAS property Cutoff Terrnmation oflease 

Property	 acquisitrons of real property by management offices DISpOSitIOn Destroy 2 years 

lease,lease terrmnations, and after cutoff (See note 4 ) 
related documents such as lease Authority AF NCI-AFU-83-
agreements, notices of renewal 82 

releases. supplemental 
agreements, notices of 
cancellation, appraisals, and 

related documents 

9 Damage Assessment	 Documents relating to DFASproperty Cutoff When assessment IS 

determmauon of the degree of management offices complete 

damage to facilities under any of Disposrtion Destroy 2 years 

various causes after cutoff 
Authority GRS 18, Item 11 

10 Real Property Reports and other documents DFAS property Cutoff- End of calendar year 
Utihzation Reports	 relating to the effective or management offices Disposition Destroy 2 years 

noneffective utilization of real after cutoff 
property, and proposals as to Authority GRS II, Item 2 

possible or recommended uses 

11 Real Property Documents relating to the DFASproperty Cutoff Upon termmation of 
Outgrants	 temporary use ofDFAS- management offices outgrant. 

controlled real property for Dtsposrtion Destroy 2 years 

outgrant by permit, lease, after cutoff 
hcense, easement, and surular Authority GRS II, Item 2a 

purposes 



SCHEDULE 4165. CONTINUED I 
R A	 B 

U 

L 

E RECORD SERIES DESCRIPTION 

12 Space Assignments	 Documents relatmg to 

requirements for, assignment, 
and utihza non of real property 

space, mcludmg requests to GSA 

for the assignment of general 
purpose space 

13 Real Property	 Documents relatmg to the 

Inventories	 inventory of real property, 
mcluding reports, ledgers, 
correspondence, machine 

listings, and similar records 

14 Real Property Record	 Individual record cards and 

Cards	 supporting documents 

rnarntamed for each Item or 
category of real property to 

provide a continuing record of 
the real property, i e , land and 

interests therem,leaseholds, 
burldmgs and Improvements or 
appurtenances, copies of 
transfers of new construction 

forms, completion reports, and 

similar records 

15 Real Property	 Drawings related to the design 

Drawings	 and construction of a project 
such as maps and layouts, 
architectural, mechamcal and 

structural building plans, water 
distrrbutron system, gasohne 

storage and fuel systems. roads, 
aprons and parking areas, storm 

drainage systems, and similar 
records 

16 Construction	 Program documents relating to 

Programming	 planned construction projects 

and their priorities. mcludmg 

programs on which actions have 

been taken, proposed programs, 
and executed programs 

C 

LOCATION 

DFAS property 

management offices 

DFAS property 

management offices 

DFAS property 

management offices 

DFAS property 

management offices 

OFAS property 

management offices 

D 

CUTOFF/DISPOSITIONI
 

AUTHORITY
 

Cutoff Terrmnation of 
assignment 
Dtsposition Destroy 2 years 

after cutoff 
Authority GRS 11, Item 2a 

Cutoff End of calendar year 
Disposition Destroy when 

superseded, obsolete. or 2 

years after cutoff Ai fI" ~ 

Authority I q0 Y - II 

Ctlt6tf ~rllt !tflflheaele; 
(38Ffl8Eyalfile 

4)lsflBslEl8R De Ret Q96EFQ¥-

(See "lite al:Yest('~~t;e;:~~f~ 
C;"s:.(,tf"'~(\."h6Y\ of. 
Ht.{ ,e~I pf °f:i' ~, 
dI<;.fO S 0./ a.c ti 61' . 

/JY"frVj 15" D~ - 01 
Cuto~Not applicable, 
perpe ual file 

Drspo ition Do not destroy 

(Seen e3)-:J)C'St(0a-
Author ty l 4lft-v 

4r'fev O(!.-MSU\'Y'(1'-~~; f"y../ 

0+- ~ r e« I ~('o~ lr 
d;SpOs,Q( GiLt; tr , 

ArfY''f4.. \5'O~-IO 

Cutoff' End ofhscal year in 

which program IScompleted or 
cancelled. 
DISpOSitIOn Destroy 6 years 

after cutoff 
Authority 



SCHEDULE 4165. CONTINUED I 
R A B C D
 

U
 

L CUTOFFfDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

17 Construction Projects	 Documents accumulated In DFAS property Cutoff Upon completion of 
connection with the planning management offices project 
and construction of specific DIspOSitIOn Destroy 6 years 

projects such as the after cutoff 
authorizauon.justification, tests Authority 

and mvestigationa, 
specifications and addenda, 
tracings, copies of "as IS" 

drawmgs, progress photographs, 
inspections and completion 

reports, and related documents 

for the design and construction 

of'facrhties, completion of 
repairs, maintenance and 

modrfications, and installation. 
repair or operation of utihties 

systems and equipment 

18 Construction Progress Reports and related documents DFAS property Cutoff End of fiscal year. 
Reports pertauung to progress of design management offices Disposrtion Destroy one year 

and construction projects after cutoff <Seenote 5 ) 
Authority 

19 Utilities Operations	 Documents relating to the DFAS property Cutoff End of calendar year 
operation of utility systems such management offices DIspOSitIOn Destroy 2 years 

as water, sewer, gas, electric, after cutoff 
heating, boiler, etc, to Include Authorrty: 
service economy reports, reports It~f\/\.
offuel consumption, and '111-3, D 
laboratory test reports 

20 Utilities Operating	 Records maintained to provide a DFAS property Cutoff End of hfe of the 

Logs	 continuing record of utihttes management offices system to which the records 

systems and equipment pertain 

operations Dtsposrtion Destroy at cutoff 
Authonty
flI-M-r9/-~ {2..1 

21 Utihties Conservation Correspondence, reports, Any DFASoffice Cutoff Not applicable 

surveys, poster designs, DIspOSitIOn Destroy when 

informational media, and superseded or obsolete 

related data Authority AF NI-AFU-90-3 



SCHEDULE 4165. CONTINUED I 
R A 8 C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITION/ 
AUTHORITY 

22 Parking Records Records pertaining to assigned 

parking space programs to 

Include handicapped, executive, 
miSSIOnessential, key personnel, 
etc 

OFAS traffic control 
offices 

Cutoff Not applicable, 
perpetual file 

Disposition Destroy 

individual documents within 

the file when superseded or 
obsolete 

Authority 

23 Vehicle Registration Vehicle decal and supporting 

records used to register 
employee's vehicles for entrance 

to the mstallation 

OFAS traffic control 
offices 

Cutoff Not applicable, 
perpetual file 

Drsposrtron Destroy 

individual documents within 

the file when superseded or 
obsolete 

Authority 

24 Parking Tickets Record copy of a citation Issued 

to the owner of an tllegally 

parked vehicle 

OFAS traffic control 
offices 

Cutoff End of calendar year 
In which citation Issued. 
DISpOSitIOn Destroy 2 years 

after cutoff 
Authority Nl-AFU-90-3 

25 Driving/Carpool 
Suspensions 

Records pertaining to 

suspension of installation 

drivmg privileges or revocation 

of assigned carpool parking 

space due to violation of motor 
vehicle laws or car pool pohcy 

OFAS traffic control 
offices 

Cutoff. End of calendar year 
In which suspension IS 

terminated 

Disposition Destroy 2 years 

after cutoff 
Authority 

NOTES 

When real property IS returned to a local government due to mactrvation of a DFAS component, the records are 

forwarded to the next higher headquarters where they will be held until It ISdetermined that no claim will be filed. 
2 Offer to the National Archives 30 years after the unconditional sale or release by the government of all conditions, 
restrrctions, mortgages or other hens 

3 Maintain records as current records untrl inactivation of installation, at which time they will be retired as permanent 
4 Do not destroy files which relate to an unsettled claim, Incomplete mvestrgatron, or pending htrgatron untrl 
settlement of the claim. completion of the claim, or completion of the investigation or litigation 

5 September and final reports will not be destroyed untrl Byears after cutoff 



SCHEDULE 4500, Travel and Transportation Records 

Descrrption of Covered Records' This schedule governs disposition of records pertammg to transportation planmng, 
programming and staff supervtsion of transportation components, movement of passengers, cargo, mall, household goods, 
privately owned vehicles, and personal baggage via various modes of transportation, customs service clearance, travel of 
personnel and dependents, and traffic management 

SCHEDULE 4500 I 
TRAVEL AND TRANSPORTATION RECORDS 

R A	 B C D 

U
 

L
 CUTOFFfDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

1 Freight Accounts	 Documents relatmg to carrier DFAS transportation Cutoff End offiscal year 
charges for transportation offices claim or investigation IS 

services. Included are claims settled 

against carriers for losses, Dtsposition Destroy 3 years 

damages, and shortages, after cutoff Unsettled claims 

investigations. recommended or mvestigatron files wrll not 
settlements and related be destroyed 

information Authority A-II NNA-1469 

2	 International Documents relating to the DFAS transportation Cutoff End offiscal year In 

Household Shipment receipt, packing. crating, offices which account ISclosed 

Blils ofLadmg shipping and storing Drsposition Destroy 6 years 

internatronal household goods after cutoff 
and effects Included are bills of Authonty GRS 2, Item l d 

ladmg, travel orders, requests 

for shipment inventories, service 

orders, dehvery orders, receipts 

and related documents 

3 Payment Documents Records covering payment for DFAS transportation Cutoff End of fiscal year in 

Less Than $100	 services furmshed when the offices which account ISclosed 

charges for any Single bill of DIspOSitIOn Destroy when 3 

lading or passenger years old 

transportation requests ISless Authority GRS 9, Item la 

than $100, EXCLUDING those 

covered In rule 7 below 

4	 Interstate and Records govermng payment for DFAS transportation Cutoff End of fiscal year In 

International Freight freight and passenger offices which account ISclosed 

Transportation Flies transportation charges for DISpOSitIOn Destroy 6 years 

mterstate transportatron and after cutoff 
mternationa l transportation by Authority GRS 9, Item la 

freight forwarders of and GAO 14, Item 1 

unaccompamed baggage or 
privately owned vehicles 

shipped separate from household 

goods, the charges for which are 

pubhshed In tariffs lawfully on 

lfl
 



SCHEDULE 4500. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

file with the Interstate 

Commerce Commission (ICC) or 
based on tenders or quotations, 
pursuant to section 22 of the 

Interstate Commerce Act 
offermg a reduction from the 

pubhshed ICC tariffs 

EXCLUDING those covered by 

rule 7 

5	 Freight and Passenger Records covering payment for all DFAS transportation Cutoff: End of fiscal year In 

Transportation other freight and passenger offices which account ISclosed 

Payment Files transportation charges not Disposition Destroy 6 years 

covered by rules 3 and 4 above	 after cutoff 
Authority GRS 9, Item l a 

6	 Transportation Records covering payment for DFAS transportation Cutoff End of fiscal year In 

Overcharge/Over- freight and passenger offices which account ISclosed 

payment Files transportation charges for DIspOSitIOn Destroy 10 years 

services for which notice of after cutoff 
overcharge has been or IS Authority GRS 9, Item l a 

expected to be Issued, or If a rail 
freight overpayment ISInvolved, 
deduction or collection action 

has been taken, voucher 
contams Inbound transit 
shrpmentrs), parent voucher has 

print of paid supplemental bill 
associated, voucher has become 

Involved In htigation, or any 

other condition that requires the 

voucher to be retained beyond 

the 3 or 6 year disposal period, 
such as detection of an 

undercharge 

7 Bills of Lading	 ISSUingoffice copies of DFAS transportation Cutoff. End of fiscal year In 

Government bills of lading, offices which account ISclosed 

commercial passenger DISpOSitIOn.Destroy 6 years 

transportation vouchers and after cutoff 
transportation requests, travel Authorrty GRS 9, Item l c 

authorrzations, and supporting 

documents 



SCHEDULE 4500. CONTINUED I 
R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFfDISPOSITIONI 

AUTHORITY 

8 Unused Ticket 
Redernpuon Forms 

Forms used to redeem unused 

tickets 

DFAS transportation 

offices 

Cutoff' When no longer 
needed 

DISpOSitIOn Destroy at cutoff 
Authority GRS 9, Item 1e 

9 Loss and Damage 

Shipment Files 

Schedules of valuables shipped. 
correspondence, reports, and 

other records relatmg to the 

admimstratron of the 

Government Losses tn Shipment 
Act 

DFAS transportation 

offices 

Cutoff End of fiscal year in 

which account ISclosed 

Disposition Destroy 3 years 

after cutoff 
Authority GRS 9, Item 1a 

10 General Travel and 

Transportation Files 

Correspondence, forms, and 

related records pertainmg to 

agency travel and 

transportation functions, not 
covered elsewhere m this 

schedule 

DFAS transportation 

offices 

Cutoff End of calendar year 
Disposition Destroy 2 years 

after cutoff 
Authority GRS 9, Item 1a 



SCHEDULE 
Description 
hbrarres. 

5000, Library Records 
of Covered Records This schedule governs disposition of records pertaining to management of OF AS 

SCHEDULE 5000 1 
LIBRARY RECORDS 

R A	 8 C D 

U 

L CUTOFFfDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Library Acquisitions	 Requisitions. purchase orders, DFAS hbrarres Cutoff End of calendar year 
packing lists, requests for Issue DISpOSitIOn Destroy 3 years 

or turn-m, and similar records after cutoff 
used for control purposes Authority AF NI-AFU-90-3 

2 Library Disposrtion	 Inventory adjustment vouchers DFAS libraries Cutoff End of calendar year 
Files	 and related records which DISpOSitIOn Destroy 3 years 

document each Item withdrawn after cutoff. 
from permanent holdings Authority AF NI-AFU-90-3 

3 Library Shelf Lists	 Manual or automated listing of DFAS hbrarres Cutoff. Not apphcable, 
material In the permanent perpetual file 

collection of OFAS hbrartes, set Disposition Do not destroy 

up per rules of professional (See note) 
hbrarianship Authority AF NI-AFU-90-3 

4 Card Catalog	 Manual or automated author, DFAS libraries Cutoff Not applicable. 
title, and subject Index to perpetual file 

permanent holdings of library Disposition Do not destroy 

collection mamtained per rules (See note) 
of professional hbrarranship Authority AF NI-AFU-90-3 

5 Library Loans	 Automated or hard copy records DFAS libraries Cutoff Not applicable, 
such as book cards, reserve perpetual file 

cards, and similar records of the DISpOSitIOn Destroy 

charge-out system individual Items within the 

file when obsolete or no longer 
needed A V t"\ 
Authority -:31'"(il,S ....tLJy, 

6 Library Balance on	 Records containing total number DFAS libraries Cutoff Not apphcable, 
Hand	 of Items In permanent library perpetual file 

collections to mclude records of DIspOSitIOn Destroy 1 year 
all additions and wrthdra wals after transfer of the complete 

collection or dissolution of the 

library 

Authority AF NI-AFU-90-3 



SCHEDULE 5000. CONTINUED I 
R A 8 C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

7 Library Reports of Reports of library control records DFAS libraries Cutoff End of calendar year 
Audit	 In which all corrective action 

IScomplete 

DIspOSitIOn Destroy 1 year 
after cutoff 
Authorrty AF Nl-AFU-9O-3 

NOTE 

If collection IStransferred. transfer With collection If collection ISdissolved, destroy one year after dissolution ofhbrary 

'is
 



SCHEDULE 5000-1. Administrative Orders 
Description of Covered Records This schedule governs disposrtion of permanent and temporary orders 

SCHEDULE 5000-1 

ADMINISTRATIVE ORD
I 

ERS I 
R A 8 

U 

L 

E RECORD SERIES DESCRIPTION 

1 Permanent Orders	 Orders pertairung to 

appointment of directors, 
assumption of command, awards 

and decorations, 
memoriahzauon program and 

dedication ceremomes, and 

orgaruzauonal and installation 

actions such as activation, 
redesrgnation, mactivation, and 

similar actions 

2 Temporary Orders-	 Orders pertaimng to civihan 

Long Term	 permanent change of station and 

dependent travel, assignment of 
contract personnel, and formal 
boards and committees 

3 Temporary Orders-	 Orders pertammg to all types of 
Short Term	 temporary duty (TOY) travel, 

appointment of investigating 

officers and boards, appointment 
of attendants and escorts, orders 

pertarrung to emergency or 
special leave, and miscellaneous 

actions not covered elsewhere 

C D 

LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

DFASorders 

pubhcations office 

Cutoff: End of calendar year 
Dispositron Do not destroy, 
retire as permanent (See 

note) 
Authority AF NI-AFU-90-3 

DFASorders 

pubhcations office 

Cutoff End of calendar year 
Disposrtion Destroy 56 years 

after cutoff 
Authority AF NI-AFU-90-3 

DFAS orders 

pubhcations office 

Cutoff End of calendar year 
DISpOSitIOn Destroy 1 year 
after cutoff 
Authonty AF NI-AFU-90-3 

NOTE 

Offer to National Archives In 1O-year blocks when latest records In block are 25 years old 



SCHEDULE 5010, Office Administrative Files 

Descrrption of Covered Records This schedule governs disposition of records accumulated by individual offices while 

carrying 

common 

out the Internal adrmrnstration 

to most OF AS offices 

or "housekeeping" acnvities of the office The records hsted In this schedule are 

SCHEDULE 

OFFICE 

5010 I 
ADMINISTRATIVE FILES I 

R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

1 Staffing Records	 Records used to fill vacancies Any DFASoffice Cutoff End of calendar year 
such as requests for personnel Disposition Destroy 2 years 

action, interview questions, after cutoff 
notification letters, etc Authority GRS 23, Item 1 

2 Communications	 Extra copies of messages sent or Any OF AS office Cutoff End of calendar year 
received, or other type ofwntten Disposition Destroy 2 years 

correspondence which are filed after cutoff 
by date released or sent, Authority GRS 23, Item 1 

orgaruzauon sent to or received 

from, or some other similar 
fihng feature and used for 
quick-reference or cross-
reference purposes 

3 Expenditure of Funds	 Records used to develop and Any DFASoffice Cutoff End of fiscal year 
control the office budget such as Disposition Destroy 2 years 

the call for estimates, budget after cutoff 
reports, worksheets, Authonty GRS 23, Item 1 

accountabihty ledger, and 

Similar documents 

4 Admimstration of	 Records used In the day-to-day Any DFASoffice Cutoff End of calendar year 
Office Personnel	 management of office personnel Disposrtion Destroy 2 years 

to Include training, travel, after cutoff 
letters of appreciation, Authorrty GRS 23, Item 1 

normnations for special 
recogmtion, such as Civihan of 
the Year or Soldier of the 

Quarter, and smular records 

5 Office Supphes and	 Records used to acquire, Any OF AS office Cutoff End of calendar year 
Equipment	 rnorntor , and dispose of supphes Dispositron Destroy 2 years 

and equipment such as the office after cutoff 
equipment custodian file. Authority GRS 23, Item 1 

requisitions, purchase requests. 
shipping records, requests for 
Issue or turn-In of eq uipment, 
and smular records 

Y1
 



SCHEDULE 5010. CONTINUED I 
R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 

AUTHORITY 

6 Office Services, Space 

and Utrlities 

Records used to request, 
monitor. suspend, or manage 

office services, space, and 

utihtres such as requests for 
telephone service or repair, 
requests for rearrangement of 
systems furniture. long distance 

phone logs, changes to space 

requirements, and surular 
records 

Any DFAS office Cutoff End of calendar year. 
Disposition Destroy 2 years 

after cutoff 
Authority GRS 23, Item 1 

7 Workload Reports Includes mdividual production 

reports, work m progress 

reports, activity reports, etc 

Any DFASoffice CutotT End of calendar year 
Disposition Destroy 2 years 

after cutoff 
Authorrty GRS 23, Item 1 

8 Safety Records Records relatmg to the safety 

program withm the office such 

as safety VISitreports or accident 
reports 

Any DFAS office Cutoff End of calendar year 
Disposition Destroy 2 years 

after cutoff 
Authonty GRS 23, Item 1 

9 Transitory Matenal Records that have no enduring 

value but may be needed for 
reference purposes for a short 
time Examples are retirement 
announcements, advertisements 

for traming sessions, and other 
Items ofa Similar nature 

Any DFAS office Cutoff End of month 

Disposition Destroy 90 days 

after cutoff 
Authorrty: GRS 23, Item 7 

10 Staff Meetmgs and 

Conferences 

Minutes of staff meetmgs Any DFAS office Cutoff End of calendar year 
Disposition Destroy 2 years 

after cutoff 
Authority GRS 23. Item 7 

11 Recurrmg Official 
VISitS 

Requests for perrmssion to VISit 
and reports of VISitSmcludmg 

findings, recommendations and 

follow-up which are part of a 

formal recurnng VISitschedule 

Any DFAS office Cutoff Do not cut off, 
perpetual file 

Drsposition Destroy when 

superseded by next VISit 
Authonty GRS 23, Item 5b 



SCHEDULE 5010. CONTINUED I 
R A	 B C D 

U 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

12	 One-time Official Requests for permission to VISit Any DFASoffice Cutoff End of calendar year 
VISitS	 and reports of VISitSincluding Disposrtion Destroy 2 years 

findings, recommendations, and after cutoff 
follow-up which are not part of a Authority GRS 23, Item 1 

formal recurrmg VISitschedule 

13	 Delegations of Records such as forms, Any DFAS office Cutoff Do not cut off.
 
Authority/ Additional correspondence. etc, '" hich task perpetual file
 

Duty ASSignments office personnel with a specific Disposition Destroy
 

assignment beyond the scope of	 individual documents within 

their normal work	 the file when superseded or 
obsolete 

Authorrty GRS 23, Item 5b 

14	 Office Organization Office copy ofmanpower Any DFAS office Cutoff Do not cut off; 
Records	 standards, manpower guides, perpetual file 

Unit manning documents, DIspOSitIOn Destroy 

organizational chart, personnel individual documents within 

charts and surular records which the file when superseded or 
document the orgamzation of obsolete 

the office Authonty GRS 23, [tern 5b 

15	 Policy/Precedent/ Records used to document Any DFAS office Cutoff Do not cut off, 
Procedures	 mternal pohcies, precedents or perpetual file. 

procedures such as operating Disposition Destroy 

mstructions, checklists, individual documents Within 

worksheets. correspondence, the file when superseded or 
typical cases, etc obsolete 

Authonty GRS 23, [tern 5b 

16 Inspections	 Records such as mspection Any DFAS office Cutoff Do not cut off.
 
reports at mspected activities perpetual tile
 

and self-inspection checklists Dispositron Destroy
 

individual documents Within 

the file when superseded or 
obsolete. 
Authonty GRS 23, Item 5b 



SCHEDULE 5010. CONTINUED I 
R A	 B C D 

U 

L CUTOFFfDISPOSITIONI
 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

17	 Memoranda of Agreements made between two Any DFASoffice Cutoff Do not cut off; 
Understanding (MOU)	 offices, organizations. agencies, perpetual file. 

etc . for support or cooperation, Disposrtron Destroy 

may also be called support individual agreements within 

agreements, host-tenant the file when superseded or 
support agreements, or other obsolete (See note) 
smu lar names Authority AF N1-AFU-90-3 

18	 Pubhcations/Forms Records used to requisition Any OF AS office Cutoff Do not cut off, 
Requirements	 pubhcations or forms; Includes perpetual file 

pubhcation bulletins at the DISpOSitIOn Destroy 

customer office individual documents within 

the file when superseded or 
obsolete 

Authority GRS 23, Item 5b 

19	 Suspense Control Any of a variety of forms, Any DFASoffice Cutoff Do not cut off. 
Records	 computerized hstmgs, extra perpetual file 

copies, etc, used to monitor and DISpOSitIOn Destroy 

controlsuspenses individual documents within 

the file when suspense IS 

complete 

Authority. GRS 23. Item 6 

20	 Work Scheduling and Records created while planning, Any DFASoffice Cutoff Do not cut off. 
Planning Records	 organizing, directing and perpetual file 

controlhng the work of the office DISpOSitIOn Destroy 

such as schedules. work plans for individual documents wrthin 

specific projects, annual goals the file when superseded or 
and objectives. etc obsolete 

Authority 

21	 Office Information Records pertaining to security Any DFASoffice Cutoff Do not cut off,
 
Security clearances. management of perpetual file
 

Adrmmstration classified documents within the Disposmorr Destroy
 

office and sirrular records	 individual documents within 

the tile when superseded or 
obsolete 

Authority GRS 23, Item 7 

50
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SCHEDULE 5010. CONTINUED I 
R A	 B C D 

U 

L CUTOFFIDISPOSITION/
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

22	 Word Documents such as letters, Any DFASoffice Cutoff When purpose has
 

Processing/Spreadsheet messages. memoranda. reports, been served
 

Working l:"lles handbooks. directives. manuals DISpOSitIOn Delete when no
 

and electronic spreadsheets longer needed to produce or 
recorded on electronic media update a hard copy 

such as hard disks or floppy Authority GRS 23, Items 2a 

diskettes and used to produce or and4a 

update a hard copy maintained 

In the office file 

23	 Word Records produced by word Any DFAS office Cutoff Use cutoff prescribed
 

Processmg/Spreadsheet processing or spreadsheet for hard copy records they
 

Record Copies apphcation software which are replace
 

maintained only In electronic Disposrtton Delete records 

form and take the place of hard after exprration of the 

copy reco rds retention period for the hard 

copy records they replace 

Authority GRS 23. Items 2b 

and4b 

24	 Administrative Data Data bases that support Any DFAS office Cutoff When purpose has 

Bases	 administrative or housekeeping been served.
 
functions which are rnamtamed DIsposition Delete when
 

for convenience only and contain information ISno longer
 
information duplicated In hard needed
 

copy files Authority GRS 23, Item 3
 

25 Apphcations for Leave	 Leave apphcations for other Any OFAS office Cutoff End of pay period in
 

than home leave used by super- which leave IStaken afte.,-
 GADa 
visor to approve/disapprove or Disposrtion Destroy-akmtoff 

verify leave information to be Authority GRS 2, Item i!'!t 7 
posted to time and attendance OfV~ \ • ~ forms	 lo~ o d, t.,Jh,c 

l,o ~nuV 
26 Flextime Records	 Subsidiary records. such as Any DFASoffice Cutoff End of payroll y~arc "..
 

sign-m/sign-out sheets. that Disposition Destroy, }'"l -
f-support the official time and after~ GAO tll.A~\ "-

attendance records Authority GRS 2, Item)q 1 
Otv	 UJ~ (p bid 

5L
 



SCHEDULE 5010. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

27 Overtime Paperwork requestmg or Any DFASoffice Cutoff End of payroll year -k- GIl(> altd.trvapproving overtime	 Disposition. DestrOy~ 

'llftez etlt8~ Ihe wf.b,.. .'fl~ old, 
Authority GRS ~IS ~:;te w~ 

L()~ 

28 Mall Control Records	 Office level copy offorms or Any DFASoffice Cutoff End of calendar year 
other records pertammg to DISposItIOn Destroy 2 years 

accountable or registered marl after cutoff 
Authority
~f(f; Id S-t~~ 

I 

NOTE: 
The supervisor may determine	 that all versions of the MOU are needed as history of the cooperation and agreements made 

Thrs ISperrmssrble, but previous MOUs should be physically separated from the current MOU 



SCHEDULE 5010--1, Studies 

Description of Covered Records This schedule governs disposrtion of records created In connection with studies 

Generally, the studies are done to analyze, measure or Improve methods, procedures, management practices or 
organization 

SCHEDULE 5010--1 

STUDIES 

R A	 B C D 

U 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

1	 Management Analyses, FInal written report and related DFAS-HQ Cutoff When study IS
 

Studies, and documentation of a major, complete
 

Summaries formal study The final DFAS Centers at Disposrtion Retire as
 

recommendation will have Center, DIrectorate, permanent Offer to National 
agency-wide Impact or great or Deputate level Archives when 25 years old 

historical srgruficance Studios Authority 

done to design an entire new pay 

system or to restructure the 

entire orgamzation are 

examples of this type of study 

Include the proposal and 

approval for the study, 
coordmation, and smular 
records which have bearing on 

the Implementation of the 

program or system 

2	 Office Projects and Case files to Include the final Any OFAS office Cutoff When study IS 

Studres=-Pubhcatron	 written report and related complete 

records of a project or study done Dtsposition Include the final 
by an office to Improve methods report and pertinent records 

of operation withm the office or with the record set of the 

functional area which results In publication and dispose of per 
the Issuance ofa publication Schedule 5025 

Authority 

3	 Office Projects and Case files to Include the final Any 0FAS office Cutoff When study IS 

Studies-s-No written report and related complete 

Publication records of a project or study done DISpOSItIOn.Destroy 5 years 

by an office to Improve methods after cutoff 
of operation within the office or Authorrty GRS 16, Item 9 

functional area which does not 
result In the Issuance of a 

pubhcation 

4	 Adrrumstratrve FInal written report and related Adrmrustratrve Cutoff When study IS 

Systems Studies	 records of studies done to assess functional area at complete 

the need for and recommend DFAS Centers DIspOSItIon: Destroy 5 years 

admuustrauve system after cutoff 
Improvements Authority GRS 16, Item 9 

53
 



SCHEDULE 5010-1. CONTINUED I 
R A B C D 

U 

L CUTOFFfDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

5 Source Data for Studies Working papers. notes. feeder 
reports, results of research and 

similar background or source 

data gathered and analyzed 

dunng conduct of study 

Any DFASoffice Cutoff When study IS 

complete 

Disposmon Destroy when 

mformation contained has 

either been Incorporated Into 

the final report or discarded as 

not pertinent to the study 

Authority AF NI-AFU-90-3 

6 Safety Studies Individual studies which 

Identify weaknesses with 

accident potential caused by 

human factors. design, training, 
operations, maintenance of 
equipment, etc Includes 

supporting records and plans for 
Improvement 

Safety functional 
area at DFAS 

Centers 

Cutoff When potential 

weakness ISelimmated 

Disposrtion Destroy 3 years 

after cutoff 
Authonty GRS 18, Item 9 

(See note 1 ) 

7 Productivity 

Enhancement 
Studies-> 

Recornrnendatron 

Approved 

Feasibihty studies. study 

proposals, study plans, requests 

and related records 

Any DFASoffice Cutoff End of calendar year 
In which rmplementation IS 

complete 

DIspOSitIOn Destroy 3 years 

after cutoff 
Authonty AF NI-AFU-90-3 

8 Productivity 

Enhancement 
Studtes=-
Recommendation 

Disapproved 

Feasibihty studies, study 

proposals, study plans, requests 

and related records 

Any DFAS office Cutoff When 

recommendation IS 

disapproved 

Disposition Destroy 1 year 
after cutoff 
Authority AF NI-AFU-90-3 

9 Manpower 
Studies 

Standards Studies, memoranda, 
measurement plans and reports, 
and other source data such as 

standard data Input 
computation, measured 

man hour records, workload 

factor records, work umt 
production records. concurrences 

and comments, final reports, and 

related records used to develop 

manpower standards 

Manpower functional 
areaatDFAS 

Centers 

Cutoff End of calendar year 
In which a manpower 
standard ISsuperseded or 
becomes obsolete (See note 2 ) 
Disposrtion Destroy 1 year 
alter cutoff 
Authority AF NI-AFU-90-3 



L 

SCHEDULE 5010-1. CONTINUED I 
R A B C D 

U 

CUTOFFfDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

10 Organizational Studies Organizational charts and DFAS-HQand Cutoff. End of calendar year 
reorganization studies. graphic manpower functinnal Disposrtion Do not destroy, 
illustrations which provide a areas at DFAS permanent file (See note 3 ) 
detailed description of the Centers Authority AF NI-AFU-90-3 

administrative structure of the 

agency to include final 
recornmendatrons, proposals and 

staff evaluations 

NOTES. 
If an accident attributable to the Identified weakness occurs durmg the three year retention period. the file Will be 

reopened and cut off again when the weakness causing the accident ISehmmated 

2 The file should remain open as long as the standard remains III effect, regardless of when It was established 

3. Offer to NARA tn 5 year blocks when the latest record III the block IS25 years old 

ss
 



SCHEDULE 5010-2, Mail Acceptance, Movement, and Delivery 

Description of Covered Records. 
management, and accountability. 

SCHEDULE 5010-2 I 
MAIL ACCEPTANCE, MOVE

This schedule governs 

MENT, AND DELIVE

disposrtion 

RY 

of records pertammg to postal operations, mall 

R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

1 Accountability Records	 PS 3800, Receipt for Certified DFAS mad centers Cutoff. End of fiscal year 
Mad, PS 3806 Receipt for Disposition- Destroy 1 year 
Registered Mati, PS 3849A, after cutoff 
Dehvery Notice or Receipt, PS Authority GRS 12, Item5a 

3849B, Delivery Remmder or 
Receipt; PS 3850, Record of 
Dehvery; Registered, Numbered 

Insured, Certified and COD 

Mati; PS 3854, Manifold 

Registry Dispatch Book; PS 

3877, Firm Mailing Book for 
Registered, Insured, COD, 
Certified, and Express Mati; PS 

3883, Firm Delivery Book-
Registered, Certified and 

Numbered Insured Mall. DD 

1384, Transportation Control 
and Movement Document 

2 Mall Management	 Copies of mati contracts, DFAS mati centers Cutoff Contracts are cut off 
Adrmrnstratrve Records	 mvorces, working papers, upon expiration of contract 

program management records, All others are cut off at end of 
and all other records governing fiscal year 
the admimstrauon of mad Disposition Destroy 1 year 
management after cutoff' 

Authority GRS 12, Item 6g 

3	 Official Mall Financial Standard Forms 1034, Receipts, DFAS official mati Cutoff End offiscal year" 

Records - Support and other documentation to offices Disposition: Destroy' year 
Documents support monetary transactions after cutoff "'3 fl\ 6).. 

between DFAS and the U.S Authority 

Postal Service C; R-S i; :L-rE: l'n \ 
I 
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SCHEDULE 5010-2. CONTINUED I 
R A B C D 

U 

L CUTOFFfDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

4 Official Mail FInancial Monthly postal accounts DFAS official mail Cutoff End of fiscal year 
Records - Accounts reconcihations required by DoD offices Disposition Destroy 1 year « Reconcihatrons FInancial Management after cutoff 

Regulation, Volume 10, Chapter Authority 

16 

1< 

5 Official Postage Meter PS Form 3601-A. License to Use Any DFAS office Cutoff Upon relocation or 
Licenses Postage Meters USIngofficial postage terrmnation of postage meter 

meters operation 

Disposition Destroy 2 years 

after cutoff 
Authonty AF N1-AFU-90-3 

6 Postage Meter Report PS 3602-PO. Report of Meter DFASoffiClal mati Cutoff End of fiscal year In 

Setting, and supporting records	 offices and offices which report IScompleted 

USIngofficial postage Disposrtion Destroy 2 years 

meters after cutoff ~ 
Authority AF N1-AFU-90-3 

7 Postage Meter PS 3602-A.	 Dally Record of DFASofficlal mall Cutoff End of fiscal year In 

Supportmg Records	 Meter Register Readings, PS offices and offices which final entry ISmade 

3603. Receipt for Postage Meter USIngofficial postage DIspOSitIOn Destroy 2 years 

Settings, PS 3604. Nonuse of meters after cutoff 
Marlmg' Permit/Meter License, Authonty AF N1-AFU-90-3 

PS 3610, Record of Postage 

~	 Meter Settings, PS 3533, COpi~ S o"~
 
Apphcation and Voucher for
 
Refund of Postage and Fees. PS
 

3633-G. Dally Activity Recap for
 
Official Mati. PS 3635-G.
 
Postage and Fee Adjustment for
 
Official Mati
 

8 Permit Imprint Marling PS 3602. Statement of Mailmg DFAS official mall Cutoff End of fiscal year 
Statements With Permit Imprints. PS 3602- offices when maihng IScompleted 

PC. Statement of Marling Bulk Dtsposition Destroy 1 year 1Jr.. Rates. PS 3605, Statement of after cutoff 
Marling Bulk Zone Rate Authority AF N1-AFU-90-3 

« 
9 Postage Expenditure RCS DD-P&LlQ)l833 Official mati Cutoff End of fiscal year in 

Reports Quarterly Prepaid Postage activities which report IScreated 

Report Disposition Destroy 1 year 
after cutoff 
Authority AF NI-AFU-90-3 
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SCHEDULE 5010-2. CONTINUED I 
R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 

AUTHORITY 

10 Mall Calls or Hours of 
Collection Notices 

DD 1115, Mailroom, USPS Label 
55, Mall Collection Times 

Official mail 
activities 

Cutoff Not apphcable 

DIspOSitIOn Destroy when 

new forms are posted 

Authority AF N1-AFU-90-3 

11 Accountable 

Receipts 

Container Receipts for accountable 

containers which are dispatched 

or received via registered marl, 
dispatched or received via other 
than registered mall. or via 

Interoffice distrrbution, and In 

pouches or other consohdated 

mailings 

Postal activities and 

official mall actrvitres 

Cutoff: End of fiscal year 
Disposition Destroy 2 years 

after cutoff 
Authority AF N1-AFU-90-3 

12 Accountable Container 
Receipts - Suspense 

Copy 

Unsigned duplicate copies used 

for tracer and control purposes 

Postal actrvrtres and 

officral mall actavrties 

Cutoff End of month 

Disposition Destroy after 90 

days or when no longer 
needed, whichever IS later 
Authority AF N1-AFU-90-3 

13 Apphcation 

Registration 

Certification 

MaLl 

for 
or 
of Official 

PS Form 3877 used to obtain a 

receipt for sealed accountable 

containers being dispatched via 

registered mall 

Official mail 
activities 

Cutoff End of calendar year 
Drsposition Destroy 2 years 

after cutoff 
Authority AF N1-AFU-90-3 

14 Postal Analyses 

Summaries 

and Analysis/summary records from 

Transit Time lnformation 

System for Milrtary Mall, Postal 
Activity Reporting System, and 

Postal Net Alerts, and 

Container Receipt Summaries 

Postal activities Cutoff End of month 

Disposrtion. Destroy 6 months 

after cutoff 
Authority AF N1-AFU-90-3 

15 Small Parcel Shipment 
Billing or Shipping 

Records 

Records generated by small-
parcel shipping cornparues 

Postal actrvitres Cutoff End of fiscal year 
Dtsposition Destroy 1 year 
after cutoff (See note) 
Authority AF N1-AFU-90-3 

16 FMS Small Parcel 
Shipment Bilhng or 
Shipping Records 

Records for matenal sent as part 
of the Foreign Mihtary 

Sales/Security Assistance 

Program which may be needed 

to answer a Report ofltem 

Discrepancy 

Postal actrvrties Cutoff End offiscal year In 

which shipping or bilhng took 

place 

Disposition. Destroy 2 years 

after cutoff 
Authority AF NI-AFU-90-3 



SCHEDULE 5010-2. CONTINUED I 
R A 8 C D 

U 

L CUTOFFIDISPOSITION/ 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

17 Claims Paid by USPS	 Claims Forms PS 542, Inquiry Postal activities Cutoff: End of fiscal year 
and UPS	 About Registered Article or an DIspOSitIOn Destroy 2 years 

Insured Parcel or an Ordmary after cutoff 
Parcel, PS 565, Registered Mali Authority AF NI-AFU-90-3 
Application for Indemmty/ 
Inquiry, PS 673, Report of Rifled 
Parcel, PS 1510, Mali 
Nondelivery Report, PS 2855, 
Claim for Indemmty-
International Registered and 
Insured Mali, PS 3760, Wrapper 
Found Without Contents, PS 
3812, Requestfor Payment of 
Domestic Postal Insurancel 
Claim Identificatron, PS 3831, 
Post Office Record of Claim; PS 
3841, Post Office Record of 
Claim 

18 Tracers	 Processing Records: PS 3830-A, Postal actrvities Cutoff. End of fiscal year. 
Registry Dispatch Record, PS DIspOSitIOn Destroy 2 years 
3854, Registered Mall Dispatch after cutoff 
Bill Authority- AF NI-AFU-90-3 

19 Registry Balance and	 DD 2261, Registered Mali- Postal activities Cutoff: End of fiscal year 
Inventory Balance and Inventory	 DIspOSitIOn Destroy 2 years 

after cutoff. 
Authority: AF N1-AFU-90-3 

20 Postal Bulletms Self-explanatory Postal activities	 Cutoff: Upon inclusion m a 
USPS publication 
Disposition. Destroy at cutoff 
Authority AF NI-AFU-90-3 

21 Distribution and Mall distribution scheme, MPO Postal activities Cutoff' Upon reVISIOnor 
Location Listings location lists, and related mactrvation ofusmg activity 

records DISpOSitIOn Destroy at cutoff 
Authority AF N1-AFU-90-3 

22	 Inventories of Postal PS 1586, Supply Record, PS Postal actrvrties Cutoff Upon supersesston 

Supplies and USPS 1590, Supplies and Equipment Disposition Destroy at cutoff 
Equipment Receipt Authority: AF NI-AFU-90-3 

23	 Requisitions for USPS PS 1567, Requisition for Rubber Postal activities Cutoff: When requisitron IS 
Equipment, Supplies, and Steel Stamps Only, PS filled 
Pubhcations, Coded 1578-B, ReqUISitIOnfor Non- DIspOSitIOn: Destroy at cutoff. 
Tags and Labels Standard Facmg Slips and Authority AF NI-AFU-90-3 

Labels, PS 1957-C, Req uest for 
Military Tags and Labels; PS 
4686-A, Shipping Order, PS 
4984, Repair Parts Requisrtion: 
PS 7380, Supply Center 
Requisition, PS 7381, 
Requisition for Supplies, 
Services, or Equipment 

NOTE. If a longer retention period ISspecified In the contract, comply with the terms of the contract. 



SCHEDULE 5015, Records Management 
Description of Covered Records This schedule governs disposition of records created by the Records Management 
Program pertaimng to the creation, marntenance, disposruon, preservation, storage, and retrieval of records. 

SCHEDULE 5015 I 
RECORDS MANAGEMENT 1 

R A B C D 

U 

L CUTOFFfDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Records Management	 Records pertaining to the OF AS records Cutoff End of calendar year 
Planning	 development and establishment management offices Dtsposrtion Destroy 6 years 

of the records management after cutoff 
program to include Authority GRS 16, Item 7 

correspondence, reports, 
authorizauons and other records 

that relate to the management of 
the agency's records 

2 Staff Assistance VISitS	 All records and files pertaining DFAS records Cutoff Upon completion of 
to staff assistance VISitSor management offices VISitor survey 

records management surveys DIsposition Destroy when 

superseded 

Authority ArY1'J 
:;2\)1-010 

3 Records DIsposition	 Reports, work papers, DFAS records Cutoff When schedulmg IS 

Flies	 correspondence, forms. and management offices complete 

related records used to establish Dtsposition Destroy when no 

new record categories, document longer needed for admlnlstra-
new records, and provide for tive or reference purposes 

scheduling and disposition of Authority GRS 16, Item 2a 

newly created records 

4 System Notices	 Reports, work papers, DFAS records Cutoff End of calendar year 
correspondence, and forms used management offices III which notice IS published m 

to document new DFAS system the Federal Register 
notices or to make changes to DIsposition Destroy one 

existing OF AS system notices year after cutoff 
Authonty GRS 16, Item	 13a 

5	 Retirement, transfer, or Forms and related Any DFAS office Cutoff Not applicable, 
shipment of records correspondence used to retire, perpetual file 

(SFs 135) transfer, or ship records Disposition Destroy 

individual SFs 135 when all 
records listed have been 

destroyed or transferred to the 

National Archives, or when no 

longer needed, whichever IS 

later 
Authority AF NI-AFU-90- 3 

GfLS tb , 



..
 

SCHEDULE 5015. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

6 Flie Plans Flies maintenance and 

disposition plans and related 

records 

Any DFASoffice Cutoff Not applicable 

Disposition Destroy when 

superseded. obsolete, or no 

longer needed 

Authority AF NI-AFU-90-3 

7 Reports Control Files Case files maintained for each 

agency report created or 
proposed, including pubhc use 

reports Included are clearance 

forms, including SF 83, copies of 
pertinent forms or descrrptions 

offormat. copies of authorizing 

directives, preparation 

instructions, and documents 

relating to the evaluation, 
contmuation, reVISIOn.and 

discontinuance of reporting 

requirements 

OFAS reports 

offices 

control Cutoff When report IS dis-
continued 

Disposition Destroy 2 years 

after cutoff, 
Authority GRS 16, Item 6 

8 Information Collection 

Budget Flies 

Reports required by the Office of 
Management and Budget under 
the Paperwork Reduction Act 
about the number of hours the 

pubhc spends fulfilhng agency 

reporting requirements 

Included are associated feeder 

OFAS reports 

offices 

control Cutoff End of fiscal year 
Disposition Destroy 7 years 

after cutoff 
Authority GRS 16, Item 12 

reports. report exhibits. 
correspondence, directives, 
statistical comprlations 

and 



SCHEDULE 5015-1, Privacy Act and Freedom oflnformation Act Records 
Description of Covered Records This schedule governs disposition of records accumulated by the Privacy Act (PA) and 
Freedom of Information Act (FOIA) programs 

SCHEDULE 5015-1 I 
PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS 

R A	 8 C D 

U 

L CUTOFFfDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 FOIA Requests	 Records created In response to DFAS FOIA offices Cutoff End of calendar year 
requests for information under Disposition Destroy 2 years 

the Freedom of Information Act after cutoff 
which grant access to all Authority GRS 14, Item lla 

req uested records or respond to 

req uests for nonexistent records, 
to requesters who provide 

Inadequate descrrptions, or to 

those who fall to pay agency 

reproduction fees 

(See note 1 ) 

2 PA Requests	 Records created In response to DFAS PA offices Cutoff End of calendar year 
requests from individuals to Disposition Destroy 2 years 

gain access to their records or to after cutoff 
any information In the records Authority GRS 14. Item 21a 

which pertain to them which 

grant access to all requested 

records or respond to requests for 
nonexistent records, to 

requesters who provide 

Inadequate descriptions; and to 

those who fail to pay agency 

reproduction fees 

(See note 1 ) 

3 FOIA Denials	 Correspondence and supporting DFAS FOIA offices Cutoff End of calendar year 
documents which deny access to Disposrtion Destroy 6 years 

all or part of records requested or after cutoff 
processed under the Freedom of Authority GRS 14. Item 11(3) 
Information Act 
(See note 1 ) 

4 PA Denials	 Correspondence and supporting DFAS PA offices Cutoff End of calendar year 
documents which deny access to DIspOSitIOn Destroy 5 years 

all or part of records requested or after cutoff 
processed under the Privacy Act Authority GRS 14, Item 21a 

(See note 1 ) 



SCHEDULE 5015-1. CONTINUED J 
R A	 B C D 

U 

L CUTOFFfDlSPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

5 Appeals to Denials	 Records created in responding to DFAS PA and/or Cutoff Resolution of appeal 
adrmmstratrvs appeals for ForA offices Disposition- Destroy 6 years 

re lease of informatron denied by after final detsrmmation by 

the agency agency or 6 years after the 

(See note 1 l time at which a requester 
could file surt, or 3 years after 
final adjudication by courts, 
whichever ISlater 
Authonty GRS 14, Item 12 

6 Records Under Appeal	 Official file copy of records under Any DFASoffice Cutoff Not applicable 

appeal	 Disposrtion Destroy in 

accordance with approved 

agency diSpOSItIOn 

instructions for the related 

record or with the related 

appeal, whichever ISlater 
Authonty GRS 14, Item 12b 

7 ForA Report to Annual report to Congress DFASHQFOIA Cutoff End of calendar year 
Congress office	 DISpOSItIOn Do not destroy, 

retain as permanent (See 

note 2 ) 
Authority AFM 

1'/;+-1) a.d-~ 
8 FOIA Routine Reports	 Recurnng reports and one-time OFAS FOIA offices Cutoff End of calendar year. 

mforrnation requirements DIspOSitIOn Destroy 2 years 

relating to agency after cutoff or sooner If no 

Implementation of the FOIA longer needed for 
adrmrnstratrve use 

Authonty GRS 14, Item 14 

9 PA Routine Reports	 Recurring reports and one-time DFASPAoffices Cutoff End of calendar year 
information requirements DIspOSitIOn Destroy 2 years 

relating to agency after cutoff 
implementauon, mcluding Authority GRS 14, Item 25 

bienmal reports to the Office of 
Managementand Budget, and 

the Reportot New Systems at all 
levels 



SCHEDULE 5015-1. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

10 PA Amendment 
Files-Granted 

Case Records relating to an 

individual's request to amend 

his or her records under the 

Privacy Act and the request IS 

granted 

DFAS PA offices Cutoff When request IS 

granted 

DIspOSitIOn Destroy m 

accordance with the approved 

disposition instructions for the 

related subject mdividual's 

record or 4 years after 
agency's agreement to amend, 
whichever ISlater 
Authority GRS 14, Item 22a 

11 PA Amendment 
Ftles-Refused 

Case Records relatmg to an 

mdrvidual's request to amend 

his or her records under the 

Privacy Act and the request IS 

refused 

DFAS PA offices Cutoff When request IS 

refused 

DIspOSitIOn Dispose of In 

accordance with the approved 

disposition instructrons for the 

related subject individual's 

record, 4 years after final 
OF AS deterrmnation. or 3 

years after final adjudication 

by courts, whichever ISlater 
Authority- GRS 14, Item 22 

12 PA Amendment 
Files-Appealed 

Case Records relating to appeals filed 

in response to a DFAS refusal to 

amend, an individual's record 

under the Privacy Act 

DFAS PA offices Cutoff Upon final 
adjudication 

Disposition Destroy m 

accordance with the approved 

drsposrtion instructions for 
related subject mdividual's 

record or 3 years after final 
adjudication by courts, 
whichever ISlater 
Authority GRS 14, Item 22 

13 FOIA Control Files Registers or hstmgs rnamtamsd 

for control purposes which show 

date, nature of request, and 

name and address of requester 

DFAS FOIA offices CutotT End of calendar year 
Disposrtion Destroy 6 years 

after cutoff 
Authority GRS 14, Item 13 

14 PA Control Files Registers or hstmgs maintained 

for control purposes which show 

date, nature of request, and 

name and address of req uester 

DFAS PA offices Cutoff End of calendar year 
Drsposition Destroy 5 years 

after cutoff 
Authority. GRS 14, Item 24 

NOTES: 
1. Case files for the Privacy Act or Freedom of Information Act program consist of the original correspondence (request, 
appeal, etc I, a copy of the reply thereto, and all related supporting documents The orrgmal file copy of the requested 
record Will remain in the Office of Record, but a copy may be attached to the PA or [<'OIArequest file 
2 Offer to National Archives in 5-year blocks when most recent records are 15 years old 



....
 

SCHEDULE 5015-2, Central Files 

Descrrption of Covered Records This schedule governs disposition of the Central File copy of records which have Center-
wide or DFAS-wlde Impact Correspondence, pohcies, procedures, and other related documents signed at Center 
Director or higher level, or documents contairung information worthy of Center Director or higher level attention, are 

included Documents in Central Frle are additional copies, the record or coordination copy ISfiled under the appropriate 

schedule found elsewhere in this pubhcation 

SCHEDULE 5015-2 

CENTRAL FILES 

R A	 B C D 

U
 

L
 CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

1 Routine Nonpohcy Documents pertarnmg to routine DFAS Center Central Cutoff End offiscal year 
Correspondence	 nonpohcy matters and to the Ftles DISpOSitIOn.Destroy 10 years 

overall or general internal after cutoff 
adrmmstrntion of the Authority A-NCI-AU-80-40 

orgarnzation as opposed to the 

primary miSSIOnof the 

organization These mclude 

routme a pproval actions. local 
office operations, equipment or 
system request and procurement 
actions, routine budget and 

manpower actions, internal 
office management, travel, 
attendance at conferences and 

Similar information 

2 MISSIOnPolicies and Documents psrtammg to policy DFAS Center Central Cutoff End of fiscal year 
Procedures Files	 matters and to actions Files DISpOSitIOn Do not destroy; 

documenting the primary permanent (See note 1 ) 
miSSIOnof the organization Authority A-NCI-AU-80-40 

3 Index Files Index of central files OFAS Center Central Cutoff End of calendar year 
Ftles	 DIspOSitIOn.Do not destroy, 

permanent (See note 2 ) 
Authority 

NOTES 

1 Offer to National Archives in 5-year blocks when latest record m block IS25 years old 

2 OITerto National Archives along With the records to which they pertain 

http:DIspOSitIOn.Do
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SCHEDULE 5025, Publications and Forms 

DeSCrIptIOn of Covered Records This schedule governs disposition of records pertaining to the creation, production, and 

distribution offorms and pubhcations 

SCHEDULE 5025 I 
PUBLICATIONS AND FORMS I 

R A B C D 

U 

CUTOFFfDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

Pubhcations Flies pertaining to requisition, Publications Cutoff None - perpetual file 

Requirements and stocking, and distribution of Drstrrbution Office Disposition Destroy 

Distributron publications individual documents when 

superseded, obsolete, or no 

longer needed 

Authority
GfJ-> /61 Tfe'()\3 

2 Forms Requirements Flies pertaining to reqursitron, Publications Cutoff None - perpetual file 

and Distribution stocking, and distrrbution of Distribution Office DIspOSitIOn Destroy 

forms individual documents Within 

the file when superseded, 
obsolete. or no longer needed 

Authority. 
G{l..s Ib :[.-J-ern ~V 

3 Record Set-Forms Record copy of each form to Forms management Cutoff When design ofform IS 

Include request for a new or offices complete 

redesigned form. all Drspositron: Destroy 5 years 

justificatrons and approvals, all after related form IS 

supportmg documents and discontinued, superseded, or 
correspondence copies of old canceled 

forms, when applicable. and Authorrty GRS 16, Item 3a 

drawings, sketches. or designs 

4 Forms Requests and Background material Any DFAS functional Cutoff When design ofform IS 

Approvals accumulated durmg design of area complete 

form and maintained by DISpOSltlOn Destroy when 

functional area responsible for related form ISdiscontinued. 
the form superseded, or canceled 

Authorrty GRS 16. Item 3b 

5 Forms and Publieations Documents relating to printing Forms and Cutoff End offiscal year 
Printing Flies offorms and publications to publications Disposition- Destroy 3 years 

Include requisition, mvorce, management offices after completion or 
specifications, and related cancellation of req uisrtion 

papers Authority GRS 3,ltem 6a 



SCHEDULE 5025. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

6	 Record Set- The record set of each Publications Cutoff See note 

Pubhcations	 pubhcation, regulation, manual, management office Drsposition. Retire as 

pamphlet, visual aid, etc, to permanent t See note) 
mclude backup documentmg the Authority AF NI-AFU-90-3 

approval process, such as 

coordination, pertment federal 
laws, studies, and similar 
records 

7	 General Reference Any pubhcatron which ISnot the Any DFAS office Cutoff NA 

Pubhcations record copy and IS maintamed Drspositron Destroy when 

for reference purposes	 superseded. obsolete. or no 

longer needed, whichever IS 

sooner 
Authority AF NI-AFU-90-3 

8	 Forms Management Documents relatmg to reports on DFAS HQ forms Cutoff End of fiscal year 
Reports-HQ Level	 progress m forms management management offices DIspOSitIOn Destroy 5 years 

Included are reports, work after cutoff 
sheets. and correspondence Authority A-NN-166-204 

directly related to the reports 

9	 Forms Management Records described in rule 8 DFAS Center forms Cutoff End of fiscal year 
Reports-Center Level accumulated at Center level management offices	 Disposition Destroy 2 years 

after cutoff 
Authority A-NN-166-204 

10 Forms Number Documents used to record and DFASforms Cutoff Not applicable, 
Registers	 control the assignment of form management offices perpetual file 

numbers, consisting of an entry Drsposrtion Destroy when all 
in the register forms entered in the register 

are discontmued or obsolete 

Authority A-NN-166-204 

and GRS 16, Item 4b 

11 Accountable Forms Documents reflectmg the receipt DFASforms Cutoff End of calendar year 
Receipts and Issues	 or Issue of accountable blank management offices Drsposrtion Destroy 2 years 

forms Included are receipt after cutoff 
forms. hstmgs, and registers Authority A-II-NN A-1969 

12 Accountable Forms Signature cards identifymg DFASforms Cutoff End of calendar year 
Authorizations individuals authorized to receive management offices DISpOSitIOn Destroy 2 years 

accountable torrns after cutoff 
Authority A-II-NNA-1176 

NOTE· Record sets of'pubhcations are mamtamed as current records until the pubhcation ISrescinded, superseded, or 
obsolete Then they are placed in an mactive file which IScut off on December 31 each year They are retired to the 

Washington National Records Center two years after cutoff for permanent retention 



SCHEDULE 5040, Audiovisual Information and Graphics 
Descrrption of Covered Records This schedule governs drsposition 
Information and Graplucs programs to Include exhibits, visual 
photography, and Similar records 

SCHEDULE 5040 I 
AUDIOVISUAL INFORMATION AND GRAPHICS 

R A 

U 

L 

E RECORD SERIES 

1 Production Files 

2 Finding Aids 

3 Requests for 
Audiovisual Services 

4 Still Photography-
Non-MISSIOn 

5 Still Photography-
MISSIOn 

B 

DESCRIPTION 

Project files that document 
ortgrn, development, 
acquisrtion, use and ownership 

of audiovisual production 

projects. Includes SCripts. cue 

sheets, production reports. 
production contracts, and 

similar records documenting 

production of a project 

Aids such as data sheets, shot 
lists. catalogs, Indexes. review 

sheets. lists of captions, and 

other textual documentation 

necessary for the proper 
rdenufication. retrieval, or use of 
audiovisual information records 

Requisitions or other requests 

for audiovisual products or 
service 

Still photography that does not 
reflect the miSSIOnofDFAS, 
such as photographs of routine 

award ceremonies, SOCialevents, 
or Similar activities 

Still p hotograp hy that pertains 

to DF AS misston.mcludes 

official portraits of seruor agency 

officials, agency pubhcatrons, 
axhibrtions or other media 

productions, documentary 

photographs shot for fact-
finding purposes, photographs, 
slides. or filmstrips that depict 
the miSSIOnofDFAS 

(See note 1 ) 

of all forms of records created by DFAS Audiovisual 
information productions, graphic presentations, 

C	 D 

CUTOFFIDISPOSITIONI
 
LOCATION AUTHORITY
 

DFAS audiovisual	 Cutoff Completion of the G{LS'}I J 
offices	 production 

DISpOSitIOn Destroy after -:JA-.ern 
useful life ofthe productionJ ' t OlD 
-Attthollt) AP Nl AFU 8B-
~ pfodu..c..t-i~ is M-~ 

!If frod I(.cf-; OYI L-o ~I'"" 

P (od"l..c..·tim tiIes a.(, 
pei "(7\0-.. rtb;r- "bo. 

DFAS audiovisual Cutoff When superseded or 
offices obsolete 

DISpOSitIOn Destroy 

according to mstructions 

covering the related records 

Authority GRS 21, Item 29 

DFAS audiovisual Cutoff End of calendar year 
offices DISpOSitIOn Destroy one year 

after cutoff ]) LA;f) 
Authorrty j> <; I /f1.,~ 

;,0' 1.-l-5i~.lk 
DFAS audiovisual	 Cutoff End of calendar year 
offices	 DISPOSitIOn Destroy one year 

after cutoff or when no longer 
needed 

Authonty GRS 21. Item 1 

DF AS audiovisual	 Cutoff End of calendar year 
offices	 Dtsposrtion Do not destroy, 

retain as permanent (See 
note 2 ) 
Authority 

http:1.-l-5i~.lk
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SCHEDULE 5040. CONTINUED I 

R A	 B 

U 

L 

E RECORD SERIES DESCRIPTION 

6 Briefing AIds	 Overhead transparencies, or 
other bnefing aids, used In 

training, briefings, pubhc affairs 

presentations, etc 

7 Artwork	 Artwork used for handbrlls, 
flyers, posters, letterhead, and 

other graphics 

8 Photo-Mechanical	 Lines and half-tone negatives, 
Reproduction	 screened paper prmts and offset 

hthographic plates used for 
photo-mechanical reproduction 

9 LIne Copies	 Line copies of graphs and charts 

10 Posters	 Posters distributed locally,
 
agency-wide, or to the public
 

11 Trairung Programs	 Productions and programs to 

Include any type of film, shdas, 
video or audio media used for 
traming personnel 

12 Audiovisual	 Motion picture photography, 
Productions-e-Mission	 videotapes, and related audro 

recordings which reflect the 

mISSIOnof OF AS. Includes 

miSSIOnbriefings and surular 
products 

C 

LOCATION 

DFAS audiovisual 
offices 

DFAS audiovisual 
offices 

DFAS audiovtsual 
offices 

DFAS audiovisual 
offices 

DFAS audiovisual 
offices 

DFAS audiovisual or 
training offices 

DFAS audiovisual 
offices 

D 

CUTOFFIDISPOSITIONI
 
AUTHORITY
 

Cutoff End of calendar year 
Disposrtion Destroy one year 
after cutoff or when no longer 
needed, whichever ISsooner 
Authority GRS21,Item5 

Cutoff Upon final publication 

of product 
DISpOSItIOn Destroy one year 
after cutoff or when no longer 
needed, whichever ISsooner 
Authority GRS21,Item6 

Cutoff· When no longer 
needed for pubhcation or 
reprint 
Disposition Destroy at cutoff 
Authority GRS 21, Item 7 

Cutoff Upon final production 

DIspOSItIOn Destroy one year 
after cutoff or when no longer 
needed 

Authonty GRS21,Item8 

Cutoff When no longer 
needed 

Dispositron Destroy at cutoff 
Authority 

Cutoff When no longer being 
used for training purposes 
Disposrtion Destroy one year 
after cutoff 
Authority GRS 21. Items 14 
and 17 

Cutoff When superseded or 
obsolete 
DIspOSItIon Do not destroy, 
retam as permanent (See 
note 2 ) j) t,\\ '"1::~f1'
Authority- 5"06 \, '5,::;.9 



SCHEDULE 5040. CONTINUED I 
R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

13 Duplicate Dubbings Duplicate dubbmgs DFAS audiovisual 

offices 

Cutoff When no longer 
needed 

Dtsposrtion Destroy at cutoff 
Authonty GRS 21, Item 21 

14 Recordings of Meetmgs Recordmgs ofmeetmgs made 

exclusive ly for notetaking or 
transcrrptron 

DFAS audiovisual 

offices 

Cutoff· When transcription IS 

complete 

Drsposition: Destroy 

immediately after cutoff 
Authority. GRS 21, Item 22 

15 Pre-MIx Sound 

Elements 

Created dunng the course 

motion picture, television, 
radio production 

of a 

or 
DFAS audiovisual 
offices 

Cutoff When purpose has 

been served 

DISposItIOn Destroy at cutoff 
Authorrty: GRS 21, Item 24 

NOTES. 
Record Sets 

Black and white photographs - original negative and a captioned print 

Color photographs - origmal color transparency or color negative. and a captioned prmt, 
Slide sets - ongmal and a reference set and the related audio recording and scrrpt If one exists 

Frlmstrips - original and a reference prmt. 
2 Offer to National Archives In live year blocks when newest record in block IS20 years old 

10
 



SCHEDULE 5210, Security and Protective Services Records 

Desert ption of Covered Records This schedule governs disposi bon of records pertammg to all forms of securrty to include 
mformation, communications. physical, and personnel secunty. 

SCHEDULE 5210 I 
SECURITY AND PROTECTIVE SERVICES RECORDS 1 

R A B C D
 

U
 

L
 CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

1 Document Receipt Flies	 Records documentmg the receipt Any DFASoffice Cutoff End of calendar year 
and Issuance of classified Disposrtion Destroy 2 years 

documents after cutoff 
Authonty GRS 18, Item 2 

2 Destruction Certificates relating to the Any DFASoffice Cutoff End of calendar year 
Certificates File destruction of classified DISpOSitIOn Destroy 2 years 

documents after cutoff 
Authority GRS 18, Item 3 

3 Classified Document Forms, ledgers, or registers used Any DFAS office Cutoff End of calendar year 
Inventory Files	 to show Identity, internal Disposition Destroy 2 years 

routmg.and final disposition after cutoff 
made of classified documents Authorrty GRS 18, Item 4 

EXCLUDING Top Secret 
documents 

4 Top Secret Control	 Registers mamtamed at control Any DF AS office Cutoff When controlled 

Registers	 pomts to indicate accountability documents are downgraded, 
over Top Secret documents, transferred. or destroyed 

reflecting the receipt, dispatch. DISpOSitIOn Destroy 5 years 

or destruction of the documents afte r cutoff 
Authorrty: GRS 18, Item 5a 

5 Top Secret Routing	 Forms accompanying documents Any DFAS office Cutoff When controlled 

Documents	 to ensure contmumg control, documents are downgraded, 
showing names of persons transferred. or destroyed. 
handling the documents, intra- DISpOSitIOn Destroy at cutoff. 
office routmg, and comparable Authority GRS 18, Item 5b 

data 

6 Access Request Files	 Requests and authorrzauons for DFAS security offices Cutoff End of calendar year 
mdrviduals to have access to authorrzation expires 

classified files DISpOSitIOn Destroy 2 years 

after cutoff 
Authorrty GRS 18, Item 6 

7 Classified Document Forms or lists used to record safe DFAS security offices Cutoff Not applicable, 
Contamer Files and padlock cornbinations, perpetual file 

names of'mdividuals knowing Disposition. Destroy 

mdividual documents wrthincornbmatrons, and comparable 
the file when superseded	 ordata used to control access into 
obsoleteclassified document containers 
Authority GRS 18. Item 7 

11
 



SCHEDULE 5210. CONTINUED I 
R A	 B C D 

U
 

L
 CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

8 Inspection and Survey	 Reports of inspections or surveys DFAS security offices Cutoff End of calendar year 
Files	 ofGovernment-owned facihties Disposition Destroy 3 years 

conducted to ensure adequacy of after cutoff 
protective and preventive Authority GRS 18, Item 9 

measures taken against hazards 

offire, explosion, and accidents, 
and to safeguard information 

and facihties against sabotage 

and unauthorized entry 

9 Investigative Files	 Investigative files accumulating DFAS secunty offices Cutoff End of calendar year 
from investigations of fires, DISpOSitIOn Destroy 3 years 

explosions, and accidents after cutoff 
Authonty GRS 18, Item 11 

10 Property Pass Files	 Property pass files, authorizing Any DFAS office Cutoff, Not applicable, 
removal of property or materials	 perpetual file 

DISpOSitIOn Destroy 

indtvrdual documents Within 

the file 3 months after 
expiration or revocation 

Authorrty GRS 18, Item 12 

11 Guard ASSignment	 Ledgers relatmgto guard DFAS security offices Cutoff End of calendar year 
Ledger Records assignments and strength	 Dtsposition Destroy 3 years 

after cutoff 
Authorrty: GRS 18, Item 13a 

12 Guard Post ASSignment	 Requests, analyses, reports, DFAS secunty offices Cutoff End of calendar year 
Files	 change notices, and other papers Disposrtion Destroy 2 years 

relating to post assignments and after cutoff 
strength requirements Authorrty GRS 18, Item 13b 

13 Key Control- Frles relatmg to accountability DFAS security offices Cutoff Upon turn-m of key 

Maximum Secunty for keys for areas under Disposition Destroy 3 years 

maximum security after cutoff 
Authorrty GRS 18, Item 16a 

14 Key Control-Other	 Files relatmg to accountability DFAS security offices Cutoff Upon turn-in of key 

for keys for areas under less Disposrtion Destroy 6 months 

than maximum secunty after cutoff 
Authority GRS 18, Item 16b 



•	 .... 

SCHEDULE 5210. CONTINUED I 
R A	 B C D 

U
 

L
 CUTOFFIDISPOSITION/
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

15 VIsitor Control Files	 Registers or logs used to record DFAS security offices Cutoff End of calendar year. 
names of outside contractors, Disposition Destroy 2 years 

service personnel. visitors, after cutoff 
employees admitted to areas, Authority GRS 18, Item 17b 

and reports on automobiles and 

passengers 

16 Facihty Check Files	 Reports of routine after-hours OF AS security offices Cutoff End of month
 

security checks which do not Disposrtion Destroy one
 

reflect secunty violations month after cutoff
 
Authority' GRS 18, Item	 18b 

17	 Security Violatrons-> Case files of mvestigations of OF AS security offices Cutoff When case ISclosed
 

Higher Echelon alleged secunty violations DISpOSitIOn Destroy 5 years
 

lnvestigations which are referred to the after cutoff
 
Department of Justice or Authority GRS 18, Item 24a 

Defense for investigation and/or 
prosecution 

18 Security Vrolatrons-e-	 Case files of mvesuganons of DFAS security offices Cutoff When case ISclosed 

Local Investigations	 alleged security violations Disposrtion Destroy 2 years 

which remain within OF AS after cutoff 
channels for mvestigation Authority GRS 18, Item 24b 

and/or prosecution 

19 Security Clearance	 Case files documenting the DFAS security offices Cutoff Upon transfer or 
Case Files	 processing of security clearance separation of employee or 

mvestigations on Federal upon contract expiration. (See 

employees, potential Federal note 1 ) 
employees, and contractors to Disposrtion Destroy 5 years 

Include questionnaires, after cutoff 
summaries of reports prepared Authority GRS 18, Item 22a 

by the investigating agency, and 

other records reflectmg the 

processmg of the mvestrgation 

and status of the clearance 

20 Investigative Reports	 Investigative reports and DFAS security offices Cutoff Not applicable 

related documents furmshed by Disposition Destroy per the 

investigative organizations for mvestigating agency 

mstructionsuse in making security/suita-
Authonty GRS 18, Item 22b bihty deterrninatrons 

13
 



SCHEDULE 5210. CONTINUED I 
R A B C D 

U 

L CUTOFFfDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

21	 Nondisclosure Copies of nondisclosure DFAS security offices Cutoff, End of calendar year 
Agreement Flies	 agreements Signed by employees Dispositron Destroy 50 years 

with access to information which after cutoff 
ISclassified or classifiable Authority GRS 18, Item 25 

(See note 2 ) 

22	 Origmal Classification Master hstmg by title and DFAS security offices Cutoff Not apphcable, 
Authority	 organization of officials perpetual file 

designated to exercise this Disposition Destroy 

authority mdividual documents within 

the tile when superseded or no 

longer needed. 
Authority AF NI-AFU-88-
37 

23	 Deletions from Orrginal Requests to delete officials from DFAS secunty offices Cutoff When action IS 

Classrfication the master hating complete 

Authority Disposition Destroy one year 
after cutoff 
Authority AF NI-AFU-88-
37 

24	 Classification Challenges to classification and DFAS security offices Cutoff. End of calendar year 
Evaluation requests for mandatory review	 when review IScomplete 

Drsposition Destroy one year 
after cutoff 
Authority AF NI-AFU-88-
37 

25 Access Control Records	 Forms used to certify access to DFAS security offices Cutoff. Not applicable, 
classified information or perpetual file 

restricted areas such as access Drsposition Destroy 
mdrvidual documents withm lists, authortty to open or close 
the file when superseded	 oralarmed areas, and similar types 
obsoleteof records 
Authority AF NI-AFU-88-
37 

NOTES 

Destroy Immediately upon notification of death of employee. 
2 These documents may be mamtamsd in the OPF [fso, apply the disposrtion for the OPF or destroy when 50 years old, 
whichever IS later. 



SCHEDULE 5400, Public Affairs 
Description of Covered Records This schedule governs disposition of records pertammg to public information and 
community relations programs designed to inform and motivate DFAS personnel, mamtam liaison With public news 
media. promote public understanding of OF AS activities, and develop and rnamtam cooperation between OF AS and the 
community 

SCHEDULE 5400 I
 
PUBLIC AFFAIRS 

R A	 B C 0 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Public Affairs Releases to news media OF AS Center Public Cutoff End of calendar year 
Releases-Temporary	 includmg statistical reports, Affa Irs offices Disposrtion Destroy one year 

data sheets, news releases. after cutoff 
speeches. scripts, brrefings, Authonty AF NI-AFU-90-3 

answers to quertes, and sirrular 
records which are determined by 

the Public Affairs Officer to be 

routine or to have no lasting 

sigruficance to the Center's 

miSSIOn 

2 Public Affairs Releases to news media DFAS Center Public Cutoff End of calendar year 
Releases-Permanent	 including statistical reports. Affairs offices Drsposition Retire as 

data sheets, news releases, permanent (See note) 
speeches, scripts, briefings, Authority- AF NI-AFU-90-3 

answers to querres, and similar 
records which are determined by 

the Center Public Affairs Officer 
to be of lastmg significance in 

relation to miSSIOn,policies, or 
status 

3 Pubhc Affairs All origmal releases to news DFAS HQ Pubhc Cutoff End of calendar year 
Releases-DFAS HQ media made by DFAS HQ Public Affairs offices DIsposition Retire as 

Affairs offices permanent 
Authonty 

(See note) 

ArM,,'~D/' V) 
4 Public Relations Files Speeches. addresses, or remarks DFAS Center Public Cutoff NA, perpetual file 

made by DFAS agency heads or Affairs offices DIsposition .Destroy- ~€"\- JU!... 

other high-ranking DFAS individual documents Within 

officials at formal ceremonies or the file when superseded or no 

community functions longer 
-A-

needed-J-l>r C \). 'f re ret 
-J hl.ts.. (10&0. 

I 
"'II 

,5
 



SCHEDULE 5400. CONTINUED I 
R A 8 C D
 

U
 

L CUTOFFIDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

5 Exhibit Case Files	 Information on the development, DFAS Center Public Cutoff Upon retirement of 
acquisition. and use ofDFAS Affairs offices exhibit 
exhibits for public display Disposrtion Destroy when 

exhibit IS refurbished or 
retired, or when no longer 
needed. whichever IS later 
Authority AF Nl-AFU-90-3 

6 BIOgraphical Frlas	 Biographrcal sketches, DFAS Center Public Cutoff Upon separation or 
photographs, news clippings, Affairs offices transfer of employee 

and related correspondence DISpOSltlOn Destroy when 

reflecting on the careers of employee separates or 
DFASemployees who have transfers 

performed outstanding service Authority AF Nl-AFU-90-3 

to DFAS 

NOTE 

Offer to National Archives In 5 year blocks when latest record IS20 years old 



L 

SCHED{;LE 5500, Legal Administration Records 

Description of Covered Records This schedule governs disposrtion of records accumulated In carrying out the legal 
adrrurustratron program 

SCHEDULE 5500 I
 
LEGAL ADMINISTRATION RECORDS I
 

R A B C 0 

U 

CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Precedent-setting legal The record copy of a legal DFAS legal offices Cutoff End of calendar year 
opuuons opmion which establishes pohcy DIspOSitIOn Do not destroy -

or precedent permanent records (See 

note) 
Authority AF NI-AFU-90-3 

2	 Nonprecedent-setting A legal opiruon based on a DFAS legal offices Cutoff End of calendar year 
legal opirnons	 previously set precedent. DIspOSitIOn Destroy when 

Interprets but does not establish superseded or obsolete 

policy or precedent Authority AF NI-AFU-90-3 

3	 Legislative and Records pertaining to DFAS legal offices Cutoff End of calendar year 
Congressional Liaison legrslauon, executive orders, Drsposition Destroy when 

records proclamations, and to liaison superseded or obsolete 

With Congress, excluding Authority 

budgetary and approprration 

matters Includes supporting 

memoranda and comments 

reflecting OF AS position on 

legislative matters 

4 Litigation records	 Records accumulated incident to DFAS legal offices Cutoff End of calendar year 
litigation arising out of tax In which case closed 

disputes or other actions. legal DISpOSitIOn Destroy 2 years 

actions involvmg DFAS.lts after cutoff 
personnel or contractors. Authorrty: AF Nl AFU-90-3 

administrative proceedings. 
investigative reports. and legal 
processing affecting accomphsh-
ment of the DFAS miSSIOn 

5 Financial Disclosure Records pertaining to financial DFAS legal offices Cutoff Date offihng. 
Reports disclosure reports such as SF DIspOSitIOn Destroy 6 years 

278, DO Form 1555, SF 450. etc after date offihng 

Authorrty: G (LS I) 
~+eY7""l h~ 

NOTE:
 
Offer to National Archives In five year blocks when latest document IS25 years old
 

,1
 



SCHEDULE 5545, Congressional 
Descrrption of Covered Records 
members of Congress 

Inquiries 
This schedule governs disposition of records accumulated dunng correspondence with 

SCHEDULE 5545 

CONGRESSIONAL 

I 
INQUIRIES I 

R A B C D 

U 

L 

E RECORD SERIES DESCRIPTION LOCATION 

CUTOFFIDISPOSITIONI 
AUTHORITY 

1 Nonroutme Nonroutme mquirres and rephes DFAS Congressional Cutoff End of calendar year 
Congressional Inquiries	 relating to or mvolvmg DFAS Liaison offices Disposition Do not destroy, 

policies, procedures, plans, retire as permanent (See 

classified information, and other note) 
matters of Importance, such as Authority- AF NI-AFU-90-3 

changes in status or location of 
DFAS orgamzanons. activities 

or installations. production 

facihties, major procurement or 
alhed matters 

2 Routme Congressional Routme and noncontroversial DFAS Congressional Cutoff End of calendar year 
Inquiries	 cornmumcauons from and to Liaison offices DISpOSltLOn Destroy 2 years 

members of Congress relatmg to after cutoff 
unclassified information such as Authority- AF NI-AFU-90-3 

requests from DFAS employees 

for Congressional assistance in 

resolving problems relatmg to 

active duty, reserve, ANG, 
crvihan, retired, annuitant pay 

and pohcies, DFASClvlhan 

employment, and dependent 
support Issues 

NOTE
 

Offer to National Archives m 5-year blocks when latest record IS25 years old.
 



SCHEDULE 6055, Safety Program Admimstration 

Descrrption of Covered Records This schedule governs dispositron of records created or used by the Center Safety 

Program to include safety and accident prevention 

SCHEDULE 6055 I 
SAFETY PROGRAM ADMINISTRATION I 

R A	 8 C D 

U 

L CUTOFFfDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

1 Safety Program	 Records pertairung to planning Safety offices Cutoff End ot calendar year 
Planning	 the Center Safety Program, DIspOSitIOn Destroy when
 

including planning for specific planning for next year's safety
 

safety efforts program IScomplete
 

Authority A r- 11(L~ 
-t: /;;27-' 

2 Safety VISit Reports	 Fmal reports and supporting Safety offices Cutoff End of calendar year
 
correspondence relatmg to Disposition Destroy 3 years
 

findings and recommendations after cutoff
 
during safety VISitS Authority GRS 18, Item 9
 

3 Mishap Reports	 Mishap reports and analysis Safety offices Cutoff End of calendar year
 
with pertinent attachments, Disposition Destroy 2 years
 

records, and related papers after cutoff
 
Authority GRS 18, Item	 11 

4 Fire Inspections and	 Checklists and Similar forms Safety offices Cutoff End of calendar year 
Tests	 used in conducting real property Drsposition Destroy one year
 

mspections, mcludmg after cutoff
 
inspections and tests of installed Authority AF N1-AFU-90-3
 

systems of fire extinguishmg,
 
alarm and detection equipment,
 
portable fire extinguishers. etc
 

5 Hazard Reports Reports of hazards, mcludmg Safety offices C off When hazard IS
 

fire hazards corr ted
 

Dispo tion Destroy 2 years
 j)iSP.
after cu ff 
Authorit AF N1-AFU-90-3 pef\Q\f\-J 

6	 Hazard Abatement Records used to plan and/or Safety offices Cu ff When hazard IS
 

Plans morntor efforts to reduce or ehrn ated
 

ehrrunate hazards	 Dispo tion. Destroy 2 years 

after cu ff. 
Authorrt 



SCHEDULE 6055. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

7 Hazardous Matenal 
Cornmurucations 

Management 

or Records that describe action 

taken on hazardous matenal 
Issues and the effect of the 

actions on operations and 

similar records pertaining to 

management of hazardous 

materials, waste, or 
communications 

Safety offices Cutoff End of calendar year 
Disposition Destroy 50 years 

after cutoff 
Authority 

--.v 
8 Hazardous 

VVastelMaterlal 
Reportmg 

Reports concernmg hazardous 

waste disposal, hazardous 

matenal management. and 

related information 

Safety offices Cutoff End of calendar year 
Disposrtion. Destroy 50 years 

after cutoff 
Authority 

9 Hazard Cornrnumcation 

Traimng Records 

Records showing training 

history of employees exposed 

hazardous communications 

to 

Safety offices Cutoff Upon retirement or 
separation of employee 

Disposition Destroy 2 years 

after cutoff 
Authority 

10 CIvilian 

Medical 
(EMFS) 

Employee 

Ftle System 

Records of medical treatment 
provided to crvihan federal 
employees for occupational 
mjurres, Illnesses, exposures, 
and other medical or health 

mamtenance matters 

DFAS medical 
treatment facilrties 

Cutoff Upon separation, 
transfer, or retirement of 
employee 

Dtsposition Destroy at cutoff 
t See note) 
Authority 

11 Hazardous 

Exposure 

Substance Records documentmg 

employee's exposure to tOXICor 
hazardous substances as defined 

m29CFR 1910 

DFAS medical 
treatment facilities 

Cutoff Upon separation, 
transfer, or retirement of 
employee. 
Disposition Destroy 30 years 

after cutoff or 40 years after 
date of exposure, whichever IS 

greater. 
Authority DOD! 6055 5 

12 Industrial 
Records 

Hygiene Baselme records, tests, 
evaluations, etc, which 

ascertain the presence or 
absence, nature and degree of 
occupational health hazards 

DFAS safety offices Cutoff End of calendar year 
Disposttion: Destroy 40 years 

after cutoff 
Authority DOD! 6055 5 

I 



SCHEDULE 6055. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

13 Environmental	 Plans and supporting data for DFAS safety offices Cuto Not applicable, 
Protection Records	 spill prevention control and perpe al file 

counter-measures plan, 011 and Disposi on Destroy 

hazardous substance pollution indrvidu documents within 

contmgency plan, hazardous the file wh superseded, 
waste plan. hazardous waste obsolete, or n longer needed 

treatment. storage, and disposal Authorrty Nl FU-87-l8 

facility operation plan, traffic 

abatement plan, and sirmlar 
plans 

14 System Safety Records	 Records documenting the basis DFAS safety offices Cuto [fsystem IS 

for integrating system safety, imple ented, cut offwhen 

health hazard and system terrrnnated.jf 
environmental considerations system 1 not Implemented, 
mto the systems engmearmg cut off wh n system 

process to include plans, engmeerm ISdiscontinued. 
reviews, summaries, etc Disposrtion Destroy 5 years 

after cutoff 
Authonty 

NOTE 

Purge file prior to destruction If file contains record of injury or exposure that has resulted or could result In a lawsuit 
against the Government, retain pertinent documents until lawsuit ISsettled or statute of hrnrtations has expired 

http:terrrnnated.jf


.....
 

SCHEDULE 7040, Comptroller, Cost Analysis, and Budget Records 

Descrrption of Covered Records This schedule governs disposition of records pertairnng to cost analysis mcluding cost 
mforrnation systems, planning factors, cost analysis methods, cost estimating. cost tracking and life cycle cost. It also 

governs drsposiuon of Budget Office records which pertain to preparation, analysis. justification and control of the 

budget 

SCHEDULE 7040 I
 
COMPTROLLER, COST ANALYSIS, AND BUDGET RECORDS I 

R A	 B C D 

U 

L CUTOFFfDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 Financial Management	 Reports, correspondence, and Comptroller Cutoff End of fiscal year 
Records	 related data that serve for functional areas DISpoSitIOn Destroy 3 years 

control purposes In developing after cutoff. 
or Improving comptroller Authority GRS 8, Item 1 

systems programs 

2 Cost Tracking Records	 Reports, analyses, Comptroller Cutoff End of fiscal year 
correspondence, and related functional areas DISpOSitIOn Destroy 3 years 

data which provide a chronology after cutoff 
of costs by orgamzation and Authority GRS 8, Item 6 

program element 

3 Formal Budget Records Records containing budget 
exhibits and final annual budget 
packages submitted from DFAS 

Centers to DFAS Headquarters 

Budget offices Cutoff End of fiscal year 
Disposrtron Destroy 5 years 

after cutoff 
Authority GRS 5, Item 3 

.. Budget 
Records 

Execution Internal reports and records 

used to execute budget exhibits 

and final annual budget 
packages 

Budget offices Cutoff End of fiscal year 
Disposition Destroy 1 year 
after cutoff 
Authority- GRS 5, Item 2 

5 Budget 
Worksheets 

Records Records generated to assist in 

the completion of the formal 
budget 

Budget offices Cutoff End of fiscal year 
Disposttion Destroy 1 year 
after cutoff 
Authority GRS 5, Item 2 

6 Budget 
Records 

Correspondence Correspondence 

routine Internal 
execution 

pertaining to 

budget program 

Budget offices Cutoff End of fiscal year 
DIspOSitIOn Destroy 1 year 
after cutoff 
Authonty GRS 5, Item 1 

Cost and Economic Correspondence pertammg to Cost offices Cutoff End of fiscal year 
Analysis cost/economic analysis studies DISpOSitIOn Destroy 3 years 

Correspondence and estimatmg factors and after cutoff 
Records methods Authority 

7 



-- --

SCHEDULE 7600, Internal Audit and Inspection Records 

Descrrption of Covered Records This schedule governs disposuion of records psrtarrung to audits and inspections done to 

evaluate effectiveness and economy ofDFAS operations, methods, and procedures 

SCHEDULE 7600 I 
INTERNAL AUDIT AND INSPECTION RECORDS 

R A	 8 C D 

U 

L CUTOFFfDISPOSITIONI
 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
 

1 Audit/Inspection	 Records pertammg to planning, DFAS offices Cutoff Not applicable, 
Programming	 orgaruzmg, directmg and responsible for perpetual file 

controllmg the audit or performing audits or DISpOSitIOn Destroy 

inspection program. Includes inspections mdrvidual documents when 

schedules, resources planned or superseded, obsolete, or no 

expended for the program, plans longer needed 

for the conduct of a specific Authority: 
audit, inspection itmerarrss, 
team personnel rosters, and 

sirm lar records 

2 Reports of Audit	 Report created upon completion DFASoffices Cutoff When all deficiencies
 

of an audit to show findings, responsible for have been corrected.
 
recommendations, and similar performing audits Drsposition Destroy 2 years
 

mforrnanon and to track follow- and inspectrons after cutoff
 
up actions taken to correct Authority
 

Identified deficiencies
 

3 Commander's Audit Commander's audit program Held by installation Cutoff When purpose has 

Program reports of audit commanders or their been served 

staff DISPOSIbon. Destroy at cutoff 
Authority NI-AFU-90-3 

4 Risk Assessments	 Documented worksheets, DFAS offices Cutoff Completion of
 
mmutes of meetmgs, and reports responsible for
 vulnerabihty assessment 
addressing the risk of assessable performing audits or DIspOSitIOn Destroy 5 years 
umts	 mspections after cutoff 

Authority NI-AFU-86-63 

5	 Statements of Letters statmg compliance or DFAS offices Cutoff Completion of next
 
Assurance responsible for comparable statement.
noncompliance with internal 

performing audits or Disposrtion Destroy 5 years 
control objectives inspections	 after cutoff 

Authorrty. NI-AFU-86-63 

6	 Annual Statement of Annual reports including DFASHQ Cutoff i,lSQ: .C;; (( (f\V
 

Assurance sent to description of evaluation report
 M Itu-Ie 5'SECDEF (RCS DD- ofmatenal weakness, status of
 
COMP(AR)1618) correcti ve action and other abov€-- , -,
 

Similar records -

i 

NOTE Offer to National	 Archives 10 5-year blocks when latest record IS 25 years old. 
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SCHEDULE 7900, ElectroOlc Recordkeepmg 
Description of Records This schedule governs records related to computer operatrons such as system software, 
Input/output records, information stored electronically without paper backup and hard-copy records pertaining to 
computer system management Records produced by or used In office automation apphcations are excluded 

SCHEDULE 7900 I
 
ELECTRONIC RECORDKEEPING 

R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

1 System Test Records	 Electromc files or hard-copy CentralADP Cutoff When no longer 
pnntouts and related documents Facilities needed 
created solely to test system DIspOSitIOn Destroy at cutoff 
performance Authority GRS 20, Item	 la 

2 Master Fi ls Update	 Electromc files used to create or Central ADP Cutoff When mforrnatron has 

update a master file, including, Facrhtres been transferred to the master 
but not limited to, work files, file and venfied 
valid transaction files, and Disposrtion Destroy at cutoff 
intermediate Input/output	 files Authority GRS 20, Item	 l b 

3 System Usage Flies Electronic files and hard-copy Central ADP Cutoff When purpose has 

prmtouts created to momtor Facilities been served 
system usage, including, but not DISpOSitIOn Destroy when no 
limited to, log-In files, password 
files, and audit trail files 

longer needed 

Authority. GRS 20, Item Ic 

4 Hard-Copy Source	 Non-electromc documents or CentralADP Cutoff When mformation has 

Records	 forms designed and used solely Facihtres been converted to electromc 
to create, update, or modify the medium and verified 
records In an electronic medium DIspOSitIOn Destroy at cutoff 
and not required for audit	 or Authority GRS 20, Item 2a 
legal purposes (such as need for 
Signatures) 

5 Electronic Input	 Electronic records entered Into CentralADP Cutoff When data has been 

Records	 the system durmg an update Facrhties entered Into the master file 
process which are not required and verified 
for audit and legal purposes Drspositron Destroy at cutoff 

Authority GRS 20, Item 2b 

6 Digital Master File Computer fi les or records CentralADP Cutoff When necessary data 

Input containing uncahbrated and Facilities has been incorporated into a 
unvahdated digital or analog master file 
data collected during DIspOSitIOn Destroy at cutoff 
observation or measurement Authorrty GRS 20, Item 2d 
activities or research and 
development programs and used 

as Input for a digital master file 
or database 



SCHEDULE 7900. CONTINUED I 
R A B C D 

U 

L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

7	 Master Files Related to Flies that replace In whole or In CentralADP Cutoff In accordance with the 

Administrative part hard-copy records governed Facilities cutoff mstructions for the 

Functions	 by other schedules In this records they replace 
regulation (see note 1 for Disposrtion Destroy after the 
EXCLUSIONS) expiration of the retention 

penod authorized for the 

disposable hard-copy file or 
when no longer needed. 
whichever ISlater 
Authority GRS 20, Item 3 

8	 Data Flies Consisting of Files that contain summanzed CentralADP Cutoff When no longer 
Summarized information created by Facihties needed for current busmess 

Information	 combining data elements from a Disposrtron Destroy at cutoff 
Single master file or database Authority GRS 20, Item 5 
that ISauthorized for deletion In 
other schedules In this 
regulation (see note 5 for 
EXCLUSIONS) 

9 PnntFile	 Electronic data extracted from a CentralADP Cutoff When purpose has 

master file or database Without Facihties been served 
changing It and used solely to Disposrtron Destroy at cutoff 
produce hard-copy publications Authority GRS 20, Item 6 
and/or printouts of tabulations. 
ledgers, registers, and reports 

10	 Technical Reformat Electronic file consisting of data CentralADP Cutoff. When purpose has 

File	 copied from a master file or Facihties been served 
database for the specific purpose DISpOSitIOn Destroy at cutoff 
of information Interchange and Authority GRS 20, Item 7 
written With varying technical 
specifications EXCLUDING 
files created for transfer to the 
National Archives 

11 Security Backup Files	 Electronic file consisting of data CentralADP Cutoff Upon de letion or 
Identical In physical format to a Facihties update of master file (see note 
master file or database and 3) 
retained In case the master file Disposrtion Delete when the 
ISdamaged or Inadvertently Identical records have been 
deleted deleted, or when replaced by a 

subseq uent security backup 

file 

Authority GRS 20, Item 8b 



...
 

SCHEDULE 7900. CONTINUED 1 
R A B C D 

U 

L CUTOFFfDISPOSITIONI 
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY 

12 Findmg Aids	 Electronic indexes, hsts, CentralADP Cutoff When purpose has 

registers or sirmlar files used Facihtres been served 
only to provide access to Disposition. Delete with 
computer files EXCLUDING related records or when no 
indexes which can be used as an longer needed, whichever	 IS 
information source apart from later
the related records 

Authority GRS 20, Item 9 

13 Special Purpose	 Apphcation software necessary CentralADP Cutoff When purpose has 

Programs	 solely to use or mamtam a Facrhtres been served 
master file or database Disposition Delete when 
authorized for disposal related master file or database 
elsewhere 10 this regulation has been deleted 

Authority GRS 20, Item 10 

14 Documentation	 Data systems specifications. file CentralADP Cutoff When purpose has 
spectficauons, codebooks, record Facrhties been served 
layouts, user guides, output DIspOSitIOn Destroy or delete 
specifications, and final reports when superseded or obsolete. 
(regardless of medium: relating or upon authorized 
to a master file or database destruction of related master 

file or database 

Authority GRS 20. Item 11 

NOTES' 
Excluded are official personnel folders. employee medical folders, statistical summaries, and related records partammg 

to employee health at the reporting Unit equal employment opportunity statistics files, adrmrustrative payroll report files, 
telecornrnurucations operational files, and top secret accounting and control files 

2 Excluded are data files created as disclosure-free files to allow public access to the data. or created from a master file or 
database that ISunscheduled for disposiuon, that was scheduled as permanent records but no longer exists, or are no longer 
accessible, all such records must be retained until their disposrtron ISapproved. 
3 If the backup copy IS for electromc records scheduled for transfer to the National Archives for permanent retention, 
delete the backup copy after transfer to the National Archives has been successfully completed 

4. The terms "destroy" and "delete" used In this schedule means to "scratch", "erase", or "blank" the media so the media 

can be reused The media itself'will be destroyed when It ISunserviceable or not reusable due to security requirements 

5 Excluded are data files created as disclosure-free files to allow public access to the data. or created from a master file or 
database that ISunscheduled for disposition, that was scheduled as permanent records but no longer exrsts, or are no longer 
accessrb le All such records will be retained until their drsposition ISapproved 


