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OVERVIEW OF CUTOFF CATEGORIES 

The followmg provides an explanation of the cutoff categories referred to In this document 

The amount of time a record ISkept IScalled ItS retention period A disposition rule ISthe 

definition of when a file begins ItS retention period, what that retention period ISbased on and 

the final disposition action for a record once ItS retention period ISover DIsposition rules are 

made up of cutoff and disposition phases Cutoff (an event or date trigger) determines when a 

record enters its retention period. Final disposition ISwhat ISdone with the records once ItS 

retention period ISover such as destruction by shredding, digitizing or transfernng to another 
location 

When converting from a traditional retention schedule to a "Big Bucket" retention schedule the 

cutoff of a specific series of records do not always apply to all the records series types within the 

"Big Bucket" schedule In response, the followmg cutoff categories were fashioned Within the 

body of DCMA's records retention schedule several cutoff categories may be listed under a 

given record type, the records owner (or those with records management responsibilities) 
should determine which cutoff ISappropriate based on their understanding of how information 

ISorganized within the project, activity or mission 

Category A)	 Cut off ISwhen record ISsuperseded or obsolete, applies to publications, 
Issuances or like documents 

Category B)	 Cut off ISwhen project or event ISended, or after final payment or final action, 
or after settlement of disputes/incidents, court order lifted or litigation 

concluded, whichever ISapplicable Applies to activities whose records are 

organized or grouped and maintained by a given task, job, assignment, 
agreement or situation and has clearly defined start and end dates 

Category C)	 Cut off ISwhen employee transfers, separates or retires from federal service or 
where applicable, an employee or dependent spouse's eligibility ISterminated 

or denied Applies to certain Human Resource records 

Category D)	 Cut off ISafter period covered by account, certificate of settlement ISreceived, 
or when period for claims for which DCMA has right to collect ISended, or when 

DCMA determines collection ISno longer required or terminated, whichever IS 

later Applies to certain Accounting records In GRS3, 6, 7and 8 

Category E)	 Cut off ISannually Applies to records whose retention trigger ISnot based on a 

significant event such as the release of a new Issuance, completed task, 
separation of personnel or settlement of dispute 
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130.00 Human Resources and Pay Administration 

Note 1: Refer to 130.02 for personnel records kept in the Official Personnel Folder and 

Employee Medical Folder 

Note 2: Refer to 400.02a for records disposition of high level planning and decision 

making 

Note 3: Refer to 400.03a for disposition of official record keeping copy of agreements. 

130.01 General Records: Human Resources and Pay Administration 

Records related to the following activities, personnel development, civrhan and military 

personnel staffing, pay-roiling and pay administration and DCMA Equal Employment 
Program Thrs section Includes records which may also be filed In the Offrcral Personnel 
Folder (OPF) or Employee Medical Folder (EMF) For records filed In the OPF or EMF 

refer to Section 130 02 

Includes but ISnot limited to 

1 Planning and Management 

a	 Records related to general planning, management and budgeting of Personnel 
Also Includes but not limited to program plans, studies and analvsis, reports, 
including those produced from tracking/control mechanisms, and guidance 

letters 

2 CIVIlian and MIlitary Personnel Staffing 

a	 Union labor relation matters to Include memoranda, correspondence, and other 
records relating to relationship between management and employee unions or 
other groups Refer to 400 04b for disposition of offrcral record keeping copy of 
Agreements 

b	 Copies of documents pertaining to re-allgnment and re-orgaruzatron used to 

activate approved realignments and reorganizations Refer to 400 02a for 
offrcral record retention guidance 

c Personnel Reqursitrons to Include reqursitrons for military personnel 
d Documents related to assignment and transfers of military personnel 
e Special orders for military awards and decorations 

f Case files accumulated as result of recommendations for and presentation of 
military decorations and awards
 

g MIlitary manpower reports
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3 Employee Relations/Benefits 

a Counseling files to Include reports of interviews, analyses 

b Appraisals of unacceptable performance 

c Performance Records 

d Drug Testing Programs 

e Occupational Injury and Illness files 

f Personal Injury files to Include forms, reports and related medical and 

investigatory records related to on the job rnjunes Refer to 110 Ola for 
Occupational Safety and Health log summary reports 

g	 Administrative Grievance, DIsciplinary and Adverse Action Case files and related 

records created In reviewing an action (disciplinary or non-drsciplmarv removal, 
suspension, leave Without pay, reduction-in-force) against an employee 

Includes copies of proposed adverse actions With supporting documents Refer 
to 400 04B for records kept as reference when conducting subsequent collective 

bargaining agreements 

4	 EEO 

a	 Records related to affirmative action programs to Include statistical reports, and 

other back-up matenal to monitor programs 

b	 Equal Employment Opportunity correspondence files to Include documents 

providrng general direction, staff guidance and reporting In the management 
and administration of EEO including interpretations and decrsions on 

applicability, requests for waivers and exceptions 

c	 EEO complaints/investigations preliminary files involvmg DCMA personnel that 
do not develop Into Official DIScrimination Complaint Cases 

d Official DIscrimination Complaint Case Files 

e Community Relations to Include copies of documents, correspondence and 

Similar matenals related to community related services 

5	 Pay Administration, Hazardous Pay and Position Classification (Refer to 13003 for 
Employee Pay Records) 

a	 Classification Standard Development Case files to Include correspondence and 

other records relating to the development of standards for approval by Office of 
Personnel Management 

b Position Descrrptrons
 

c Classification Survey Reports
 

d Classification Appeal Files
 

e Wage Surveys and Pay adjustment determinations
 

f Pay Comparability records
 

g Ment Promotion Case Files
 

h Leave (approved/not approved) Application Files
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'r	 -. 

Wage Deductions, Allotments, and electronic fund transfers to Include but not 
limited to employee withholding allowance certificates, employee wages and 

tax statements 

J	 Savings Bond Purchase files 

k	 Payroll system reports to Include error reports, system operation reports, and 

reports providing fiscal information on agency payroll 
Records relating to retirement to Include Register of Separations and Transfers-
CIvil Service Retirement System, or equivalent 

m	 Time and Attendance Source records 

n	 Hazardous Pay Differential (HPD) to Include survey results, decisrons, 
Administrative Grievances, case files and related records created In reviewing an 

action 

6 Personnel Development 

a	 General training course records of agency- sponsored training to Include course 

reference material, back-up and working files and correspondence, agreements 

relating to the establishment of training 

b Developmental programs to Include training plans, supervisors quarterly 

reports, recommendations for Improvement 
c Training Evaluations

CD 
1300la	 Records maintained by office of primary responsibility This Includes any records 

maintained on a DCMA website 

DISPOSITION Temporary Destroy 6 years after applicable cut off category 

Category B)	 Cut off ISwhen project or event ISended, or final payment or final 
action, or after settlement of disputes/incidents, court order lifted or 
litigation concluded, whichever ISlater Applies to activities whose 

records are organized or grouped and maintained by a given task, Job, 
assignment, agreement or situation and has clearly defined start and 

end dates. 

Category C)	 Cut off ISwhen employee transfers, separates or retires from federal 
service or where applicable, an employee or dependent spouse's 

eligibility ISterminated or denied Applies to certain Human Resource 

records 

Category E)	 Cut off ISannually Applies to records whose retention trigger ISnot 
based on a significant event such as the release of a new Issuance, 
completed task, separation of personnel or settlement of dispute 

Other offices' records Thrs Includes any records maintained on a DCMA website 
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130.02 

13002a 

13002a1 

13002a2 

(}) 

DISPOSITION	 Temporary Destroy when superseded, obsolete, or no longer needed 

for business 

Official Personnel Folder and Employee Medical Folder 

Official Personnel Folder (OPF) 

Relates to storing of Official Personnel Folders, Includes records that follow an 

employee throughout his or her career such as employment history, employee 

performance ratings 

Office of primary responsibility This Includes any records maintained on a DCMA 

website 

An agency holding an OPF concerning one of ItS employees ISthe custodian of the OPF 

dunng the period the person to whom It pertains ISan employee of the agency and IS 

responsible for the maintenance of that record regardless of format or media employed 

DISPOSITION	 Temporary as outlined In GRS 1 1 

Records filed on the right Side of the OPF (See GRS1, Item 10, for temporary papers 

on the left Side of the OPF) Folders covering employment terminated after 
December 31, 1920, excluding those selected by NARA for permanent retention 

relating to folders of employees transferred to ano 

ted employees 

•	 Transfer folder to Nottona e Center (NPRC), St LOUIS,MO, 
30 days after latest separation NPRC will destroy 65 years a 

from Federal service 

DCMA copy of "Offrcral Personnel Folder" 

Includes copies of records normally Included In Offrcral Personnel Folder (OPF) 
maintained by supervisors or managers of staff under their administrative control 

DISPOSITION	 Temporary 

Destroy or delete 2 year from date employee transferred to another agency or to 

another supervisor Within the DCMA, or terminated employment from the DCMA, or 
verification of receipt of OPF records by agency or office havmg assumed responsibility 

for records, whichever ISearlier 

Note 1: Refer to 130.02al for record keepmg copy of Official Personnel Folder. 
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13002a3	 Other offices' records 

@ 
DISPOSITION	 Temporary Destroy when superseded, obsolete, or no longer needed 

for business 

13002B	 Employee Medical Folder (EMF) 

Relates to storing of occupational medical records about an employee's health status 

including personal and occupational health histories and the opinions and written 

evaluations obtained through the Data Collection Form and related Medical Surveillance 

Program 

Note 1: Exclusions - The Employee Medical Folder transferred to another agency may 

not include drug testing records created under Executive Order 12564 or 
records relating to employee drug and alcohol abuse counseling or treatment 
or other counseling programs conducted under chapter 79 of title 5, United 

States Code. 

13002b1	 Office of primary responsibility This Includes any records maintained on a DCMA 

website 

An agency holding an Employee Medical Folder (EMF) concerning one of ItS employees 

ISthe custodian of the EMF dunng the period the person to whom It pertains ISan 

employee of the agency and IS responsible for the maintenance of that record 

regardless of format or media employed 

DISPOSITION	 Temporary as outlined In GRS 1 21 

a	 Lon - edtcal records as defined In 5 CFRPart 293, Subpart E {Includes 

Industnal Hygiene reports, or records generated In the course of 
dtaqnosts and/or employmen treatment} 

{l} Transferred	 employees 

See 5 CFRPart 293, Subpart Efor instructions 

n-~9a.l:ated employees 

Transfer to NPRC, St 30 days after separation NPRC will destray 

75 years after birth date of employee, s after date of the earliest 
document In the folder,	 If the date of birth cannot e U"l:,.,.....~ 

years after latest separation, whichever ISlater 

....,,---~e.a:J:rJ.Qor~a1f.ry~or~s~hort-termrecords as defined In the Federal Personnel Manual 

G(Z S f 12-1 b	 {FPM} 
Destroy 1 year after separation or transfer of emp oy 
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tvidual employee health case flies creoted prior to establishment of the EMF 
system tho etlred to a NARA records storoge facility 

13002b2	 DCMA copy of "Employee Medical Folder" 

@ Includes copies of records normally Included In the Employee Medical Folder (EMF) 
maintained at a separate location for administrative need or convenience 

DISPOSITION Temporary 

Destroy or delete 2 year from date employee transferred to another agency or 
terminated employment from the DCMA, or verification of receipt of EMF records by 

agency or office having assumed responsibility for records, whichever IS earlier 

Note 1: Refer to 130.02bl for record keeping copy of Employee Medical Folder. 

Other offices' records 

DISPOSITION Temporary Destroy when superseded, obsolete, or no longer needed 

for business 

130.03 Employee Payroll Records 

13003al 

Includes pay records of eac ee as maintained In an electroruc data base This 

database may be a stand-alone payroll sy 

system 

DISPOSITION Temporary Update elements and/or entire record as require 

no-eB&~_-Jllon~d~lvldual	 Pay Record, containing pay data of each employee Within an agency This 

record ma r or microfilm but not In machine readable form. 

Copy of noncurrent pa ta as maintained by payroll services bureaus In either 
microform or machine-readable form 

DISPOSITION 
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Schedule 130NI-558-lo-lf 
Records Series Crosswalk 

o o Q 

Record Current CLA-

Bucket 

Section -

Combined 

Type 

{Temp 

Perm Temp 

DCMA 

Records 

Senes-
GRS combined 

Current DLA=OCMA or GRS cutoff 

InstnK1lon 

Retention NARA/OCMA 

Authority 
Current DLA-OCMAGeneral Senes Information 

Current CtA OCMA Record 

Title 
Current DlA-OCMA Descriptlon/lnfonnatloo 

system} Combined 

Destroy after 6 years or If applicable after GAO audit office Time Keeping Records All time and attendance records upon which leave Input data IS 

whichever IS sooner based such as time or sign In sheets time cards (such as Optional 

Form (OF) 1130) flextime records leave apphcanons for JUry and 

13001.1 11049 GR502 Item 7 military duty and autbonzed premium pavor overtime maintained 

at duty post upon which leave Input data IS based Records may be 

In either machine readable or paper form 

Destroy at end of fotlowmg pay penod Application for Leave or equivalent plus any supporting Leave Application Files SF 71 If If employee mrnals lime card or equivalent GR52 Item 6a 

13001a 11050 A GRS 02 Item 6.1 documentation for requests and approval of leave employee nnnals time card or 

equivalent 

Destroy after GAO audit or when 3 years old whichever Application for leave or equivalent plus any supportmg Leave Application Files SF 71 If If employee has not Initialed PLAS SHEET or equivalent GRS 2 Item 

1300101 110508 GRS 02 Item 6b 
rf sooner documentation for requests and approval of leave employee has not initialed 

SHEET or equwalem 
PLAS 6b 

\ 
Destroy when position IS abohshed or posmcn N1361912 Position Description files Copies of documents descnbmg an established position within an 

1300101 11055 NfA NfA descnpnon IS superseded office and related records Includes forms Identifying position 

security requirements 

Destroy when superseded or obsolete Union Matters Agreements memoranda correspondence and other records 

1300la 11058 GRS 1 Item 2801(2) relating to relationship between management and employee 

vmons or other groups 

Destroy 2 years atter temunancn of program effort or Nl 361 90-()4 Relates to the development execution and evaluation of Equal Emplovment Opportunity Documents related to the formulation management 

when no longer required whichever IS sooner the actwuv Equal Employment Opportumtv (EEO) Program Program/Project Files administration and execution of mdrvidual HO programs/projects 

1300101 1400} NfA NfA which Includes providing advise and assistance to the such as program plans studies and analyses reports letter 

Commander on HO related actions guidance and direction and related documents 

Destroy after 2 years N1 361 90-04 Documents provrdtng general direction staff guidance and Equal Employment Opportunity DCMAHQ 

reporting In the management and administration of EEO Correspondence Files 

1300la 14002 A NfA NfA 
including 

requests 

interpretations and decmons on applicability 

for waivers and exceptions data calls and 

penodtc repcrnng, and Similar documents not covered 

elsewhere 

Destroy when superseded obsolete or no longer N1 361 90 04 HO AdVISOry Services Documents relating to the overall relationships With the command 

1300101 14010 NfA NfA 
needed staff managers/supervisors 

for the execution of program 

other program offrcrals 

rights respcnsiburues 

and employees 

and training 

Destroy after 5 years Nl 361 90-04 HO Program Evaluation Documents provided to the command staff including stansncel 

1300101 14020 NfA NfA data on employment sex race etc for use In evaluetmg aspects of 

10 the EEO program 

Destroy after 5 years or when administrative purposes Nl 36190-04 AfflrmatNe Action Program Annualty compiled reports plans stansncs and related documents 

13001a 14030 NfA NfA 
have been served whichever IS sooner correspondence and backup materials used In the mcnrtonng, 

surveillance and Implementation of mutn year affirmative action 

II and personnel programs and plans 

Destroy after 5 years N1 361 90-04 Documents correspondence and Similar matenals Community Relations DCMAHQ 

pertaining to employee management and community 

related services and programs used to record actions 

1300la 14040 A NfA NfA taken In the Federal Woman s Program Handicapped 

Individuals Program Hrspamc Employment Program and 

other programs of a like nature 

12 

Destrov 4 years after resolution of case OfflClalDISCrlmIOatlon OrtglOatlng: agency s file contauung complaints With related 

Complaint case Files correspondence reports exlubrts Withdrawal notices COpies of 

1300101 140 SO GRS 01 Item 25 decrsrcns records of heanngs and meetings and other records as 

descnbed 10 29 CFR 1613 222 cases resolved within the agency 

13 
Destrcv when 2 years old EEO Complaint/Investigation Records documenting complaints that do not develop Into OffiCial 

13001a 140 52 GRS 01 Item 25c(2) Preliminary Files Drscnnunancn Complaint Cases 

I. 
Destroy after 3 years when superseded or obsolete N1 361 9004 HO Committee Minutes from HO Commrttee meetings and related documents 

]3001a 14060 N/A N/A whichever IS apphcable and correspondence 

IS 
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Schedule 130
 

Records Series Crosswalk
 

Record Current DtA-

Bucket Type OCMA 
GRS Cutoff Retention NARA/OCMA Current DLA-DCMA Record seenee . {Temp, Records GRS - combined Current DLA-OCMA General Series Infannatlon Current DLA-DCMA Descnptlon/lnformation

InstructIOn Authority ntle 
Combined' Perm, Senes-

system} Combrned 

Upon separation place remauung documents In Nl-36191-7 

files area and destroy after 2 years 

130 ala 15540 B NfA NfA 

and backup -
Employee suicOstion , 

lieve!opnient of ' ; 

oI/dis;q"",waI I' _',~.~:'~::~;.~ r 

" ..'-..-
,I. -, 

and backup 'I 

DCMAHQ 

212808(11 N/A-N/A 

Destroy after 2 years Printouts, instructions, letter guidance and related 

21282 NfA·NfA 
correspondence and backup materials used to manage the acnvrtv 

at end of calendar year Destroy after 1 year l accumulated on individual rnrlnarv personnel and 

at venous command levels wrth DCMA as a result of 

1300}a 21284 NfA·NfA 

superseded or after separation of IndiVidual Authcrued I 

Files - AuthonzatKln for 
130013 21610 A GRS 02 hem 1421 

after GAO audit or when 3 years old. whichever for individual 

to the Combined Federal campaign 

BOCh 21610 B GRS 02- Item 15a 

Combined Federal campaign 
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Schedule 130
 

Records Senes Crosswalk
 

Record Currrnt OLA-

Bucket 

Section -

Combined 

Type 

{Temp, 

Perm, 

DCMA 

Records 

Senes-

GRS - combmed 
OLA=OCMA 

Instruction 

or GRS Cutoff Retention NARA/DCMA 

Authority 
Current OLA-OCMA General Series Information 

Current OLA-OCMA 

Title 

Record 
Current OlA-OCMA Desc:nptlon/lnfonnation 

system} Combined 

Destroy when superseded or after separation of Copies of individual employee applications lndivrdual Authomed Authomed Allotment Files farm TSP-l authonnog 

employee authcnzmg/ceocehng payroll changes to wages such as of employee contribution to the Thrtft Savings Plan 

21610 C GRS 02- Item 16 direct deposit, bonds, allotments, chanty contnbunons 

and directly related papers 

Destroy after GAO audit or when 3 years old whichever Copies mdrvrdual 

21610 D GRS 02- Item 1Sb 
authonnngycancehng 
direct deposit, bonds 

payroll changes to wages such as 

allotments, chanty ccnmbuuoos, 

Destroy when superseded or after separation Allotment Flies - Direct Deposit Sign up Form 

21610 E GRS 02 Item 17 

Destroy 4 years after form IS superseded or obsolete or Copies of mdwrdual employee's Internal Revenue Service (IRS) 

upon separatton of employee Forms W-4, and Similar state tax exemption forms 

[lndwrdual Employee Pay Record 

Nl-361-92-o3 Files Copies of contracts commitment documents, travel claims 

Interdepartmental Purchase Requests (MIPRs) and Similar fundmg 

21630 N/A·N/A documents used to certify fund avanabdrtv and to record 

Nl-36192-o3 Payroll Transaction Registers 

21640 N/A·N/A 

Nl 361-92-03 

216 SO N/A·N/A 

NI-36192-03 Monthly Management Reports 

21660 N/A·N/A 

Nl 361 92-03 Mlhtary Manpower Report 

21670 N/A·N/A 

the adoumstranon of mlhtary personnel Human resources 

and civihan personnel programs for Program/Project Files 

30001 N/A·N/A Iaopropnated and non-apprcpnated fund employees 

personnel matters mctudmg interpretations and decrsrons 
30002 All) N/A·N/A 

on apphcabdrtv requests for waivers and exceptions data 

calls and penodrc repcrtmg, 
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Schedule 130
 

Records Senes Crosswalk
 

I 0 o Q 

Record CUrrent DlA-

Bucket 

seenee -
Combined 

Type 

{Temp, 

Perm, Temp 

DCMA 

Records 

Senes-
GRS - combined 

Current DLA=OCMA 

Instruction 

or GRS Cutoff Retention NARA/DCMA 

Authority 
Current OLA·DCMA General senestnfcrmancn 

CUrrent OLA-oa.,A 

Title 

Record 
Current DLA-DCMA Oescriptlon/lnfonnatlon 

system} Combined 

Destroy when 3 years old Documents provsdmg general direction staH gurdance and Human Resources Human Resources Correspondence Files General· Other activities 

reporting In the management and administration of Correspondence Fues . General 

1300101 30002 A(2) GRS 01 Item 3 
personnel matters mcludmg mterpretauons and decmons 

on apphcabdrtv. requests for waivers and exceptions, data 

Other acuvmes 

calls and penod« repornng, 
37 

Documents providing general direction staff guidance and Human Resources Operating personnel office records relating to individual employees 

reporting In the management and administration of Correspondence Flies Non- not maintained In OPFs and not provided for elsewhere m ttns 

1300101 30002 B GRS nt-ftern 17 
personnel matters including mterpretancns and decmcns 

on applicability, requests for waivers and exceptions data 

OPF or otherwise scheduled 

calls and penodrc reporting, 

38 

Destroy when action IS completed Documents providing general direction staff guidance and Correspondence and forms Correspondence and forms relating to pending personnel actions 

reporting In the management and administration of relating to pending personnel 

BOOla 30002 Bill GRS OI-Item 17a 
personnel matters including interpretations and decrsrons 

on apphcabihtv, requests for waivers and exceptions data 

actions 

calls and penodrc reporting, 

39 

Destroy when 6 months old Documents providing general direction, staff guidance and Human Resources Operating personnel office records relating to individual employees 

reporting In the management and administration of Correspondenc.e Flies Non- not maintained In OPFs and not provided for elsewhere In thrs 

1300101 30002 B(2) GRSOI-Item 17c 
personnel matters including interpretations and decrsrons 

on apphcabuuv requests for waivers and exceptions, data 

OPF or otherwise scheduled -

All other correspondence and 

calls and penodrc reporting, forms 

40 

Destroy when 2 years old Statistical Reports Statistical reports In the operating personnel office and 

130 ala 30005 GRS 01- Item 16 subordinate units relating to personnel 

4, 

Destroy after 1year N1-361-91·17 Relates to military personnel matters Includmg military Personnel gequtsrncns Documents retanng to the requwmoruog of rruhtarv personnel and 

130ala 310 05 N/A-NjA personnel assignments and actions to requests to the Military Departments for the assignment of 

42 rrnlrtarv personnel to DCMA 

Destroy after 1 year N1 361 91-17 Relates to mlhtary personnel matters including military ASSignments and Transfers Documents relaung to named military personnel assigned 10 or 

BOOla 31007 N/A-N/A 
personnel assignments and actions transferred from elements of DCMA mcludmg reports of 

assignments for special projects sbowrng staffmg patterns service 

43 aSSI ned and Similar papers 

Maintenance and drsposmcn will be as prescnbed by Relates to military personnel matters. mcludlng military mdwrdual-tvpe records relatmg 10 rmluerv personnel assigned 10 

the Mlhtary Service concerned personnel assignments and actions DCMA Thrs rtem Includes only those records that according to the 

requirements of the Mllrtary Services concerned are transferred 

wrth the mdwsdual dunng hrs military career for example personnel 

BOOla 31010 N/A-N/A N1 361-91-17 Indwrdual Personnel Records record jackets. qualification records and health records While 

such records are grouped under thrs file number for overall 

rdennfrcenon purposes, neither the jackets (folders) nor their 

contents Will be annotated with tfus file number 

44 

Cutoff at end of calendar year Destroy after 1 year N1-361-91-17 Relates to military personnel matters mcludmg military Informational Personnel Documents accumulated on mdwrduat military personnel and 

personnel assignments and actions Records mamtamed at venous command levels with DCMA as a result of 

routmg communications through command channels or 

1300101 T 31013 N/A N/A mamtamed by offices not hevmg custody of the mdwrdual 

personnel record 

45 

Destroy upon transfer or separation of the mdwrcual Nl-361 91-17 Relates to military personnel matters. including military Quahflcatlon Record Extracts Extracts from personnel qualification records such as from officer 

personnel assignments and actions Qualification Record, Enlisted Ouahncanon Record, or other 

130 ala 31016 N/A N/A 

Excludes offiCIal quelrhcanon records covered under 310 10, 

46 Indrvrdual Personnel Records 

Destroy after 1 year N1-361·91·17 Relates to rmhtarv personnel matters. mcfudmg military Decorations and Awards Case files accumulated as a result of recommendations for and 

personnel assignments and actions Presentations presentation of decorations and awards 

13001a 31019 N/A-N/A 
Includes recommendations comments, approvals copies of 

notices of decoration notices of and reqursmons for awards for 

47 decorations documents pr 
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Schedule 130
 

Records Senes Crosswalk
 

N 0 Q 

Record Current DLA-

Bucket 

secnon-
Combmed 

Type 

{Temp, 

Perm, Temp 

DeMA 

Records 

Senes-
GRS - combined 

Current DLA=DCMA or GRS Cutoff Retention 

Instruction 

NARA/OCMA 

Authonty 
Current OLA-OCMA General Series Information 

Current DLA-OCMA Record 

Title 
Current OLA-OCMA DeS4:nptlon/lnformatlon 

system} Combined 

Destroy after 10 years Nl-36191-17 Relates to military personnel matters, Including rrnlrtarv Awards and Decorations Special orders for awards and decorations awarded by DCMA 

13001.1 31020 N/A-N/A personnel assignments and actions Special Orders 

48 

Destroy 1 year after separation or transfer from DCMA Nl361-91-17 Relates to rmhtarv personnel matters, including military Evaluation Reports Documents relatmg to the mmanon, preparation and subrnrss.on 

13001.1 31022 N/A-N/A personnel assignments and actions of regular and special evaluation reports on military personnel 

49 

Destroy 1 year after transfer of the mdlVldual N1 361-91-17 Relates to military personnel matters including rmhtarv Non-Iudlclal Punishment Documents perteuung to specrtrc Instances of non-judicial 

concerned personnel assignments and actions punishment when administered by DCMA and retained copies of 

1300101 31025 N/A-N/A mformatrcn and allegations furmshed the Mlhtary Services where 

non judtctal pumsbment IS not adrrumstered by DCMA, mcludmg 

50 request 

Destroy when superseded or canceled Nl-361 91 17 Relates to rmlnarv personnel matters mctudmg military Mlhtary Posrnon Descnpncns Posmon descnpnons covering rmluarv posrncns authonzed for 

BOOla 31028 N/A-N/A personnel assignments and actions DCMA 

51 

Destroy upon reassignment of mdwidual or upon Nl-36l-91-17 Relates to murtarv personnel matters, including military MIlitary Personnel Data Ind.vrdual records or hstmgs serving as control or reference files 

supersession, as applicable personnel assignments and actions rather than as official documentation Such records provide current 

1300la 31031 N/A N/A mformancn relative to mlhtary personnel such as date of 

assignment, rotation date, branch of service rank, date a 

52 

Destroy after 1 year N1361-91-17 Relates to military personnel matters mcludmg mlllt,)ry Personal Affairs Relates to administrative preparation and/or processing of 

personnel assignments and actions personal-type actions such as request for Government life 

1300101 31034 N/A·N/A 
Insurance, mortgage insurance, or SOCial security 

Excludes documents appropriate for ftllng In 310 10, Individual 

53 Personnel Records 

Destroy after 2 years N1-36191-17 Relates to rmhtarv personnel matters, including military Promotions Documents relanng to the promotion of enlisted, warrant and 

1300101 31037 N/A-N/A personnel assignments and actions ccmrmssrcned officer personnel 

54 

1 year after separation from DCMA assignment, or 10 Nl 361-91-17 Relates to rmhtarv personnel matters, Includtng mllrtary Retention on Active Duty Documents relating to the retention on actwe duty of rmtrtarv 

BOOla 31040 N/A-N/A accordance With requirements of mllrtary service as personnel assignments and actions personnel and the accomphshment of certificates of declination or 

55 apphcable acceptance of ecnve duty obh anon 

Destroy 1 year after separation from DCMA or m Nl-361 91 17 Relates to rmhterv personnel matters mctudmg murtarv Retirement Resrgnaucn, Documents not Included rn mllrtary personnel Jackets that relate to 

}3001a 31043 N/A N/A 
accordance 

applicable 

wnh requrrements of military service as personnel assignments and actions Separation requests for retirement 

personnel, retirement 

resignation 

ceremorues, 

and/or separation of rrnlrtarv 

publication of orders, and 

56 retired p:~rsonnel reports 

Destroy 2 years after separation or release from Nl-361-91'17 Relates to military personnel matters, Including rmlnarv Reserve Affairs Documents relatmg to the administration of rmhtarv reserve affairs 

1300101 31046 N/A N/A 
mobilization 

obsolescence 

designencn or after supersession 

or after 50 years as applicable 

or personnel assignments and actions tndudlng selection and assignment of mobdrzancn designees, 

active duty trenung, preparation of tables of drstnbcnon, and 

57 sumter papers 

Destroy when superseded or obsolete or after 3 years, NN'168-94 Relates to mtlrtary personnel matters, including military Troop Information and Documents pertammg to cbrecnves, requirements preparation of 

}3001a 31049 N/A-N/A as apphcable personnel assignments and actions Education reports and drssermnanon of mfcrmancn to rrnhtarv personnel 

58 

Destroy 1 year after reassignment of mdwrduel Nl 361-91-17 Relates to rrulrtarv personnel matters, mcludmg rrnhtarv Clearance Certificates Copies of retained clearance certmcates Indicating completion of 

personnel assignments and actions clearance procedures by departing rmlnerv personnel They consist 

13001a 31052 N/A-N/A of mstelleuon clearance certificates or Similar forms With 

support 109 documents evrdencmg payment of service bill re 

59 

Cut off annually or when report 109 unrt/actlvrty IS Nl-361-91-17 Relates to mlhtary personnel matters mctudmg nuhtarv Rosters and Strength Returns - Rosters returns, reports. and related papers regarding military 

13001a 31060 A N/A-N/A 
reduced 

destroy 

to zero strength 

after 1 year 

Transfer to macnve file and personnel assignments and actions Army Monthly Personnel 

Strength Zero Balance gepcrt 

personnel assigned to DCMA 

60 

Destroy 3 months after last duty assignment IS made Nl-361-91-17 Relates to rmhtarv personnel matters, mctudmg rmhtarv Duty Rosters Rosters maintained for recording duties performed by personnel In 

1300101 310 62 N/A-N/A from the roster personnel assignments and actions an organuancn In order to make an equitable determination of 

61 duty assignments 

Destroy after 1 year N1-3619117 Relates to rmlnarv personnel matters, mcludmg mlhtary Military Personnel Registers Registers used to control absences from rmhterv mstaltauons 

personnel assignments and actions ccnteuung signatures time of departure or arrival name, grade, or 

1300la 31064 N/A-N/A rank, and organueuon of mdwsdua! authorrtv for absence, 

destination and address while absent length of absence and 

62 

Destroy 1 year after transfer departure, or separation N1361-91-17 Relates to military personnel matters, mctudmg murtarv Mllrtary Personnel locator locator cards and comparable forms used to indicate the 

13001a 31066 N/A N/A of the mdwidual personnel assignments and actions Cards whereabouts of personnel 

63 
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Destroy when all pcstmgs to leave records have been Nl-361-91-17 Relates to military personnel matters, including rmlrtarv leave of Absence Duphcate copies of DA Form 31 Request and Authority for Leave 

completed and verified, except when required as personnel assignments and actions NAVCOMPT Form 3065, leave Request/Authcruancn AF Form 

evidence In any proceedings 988, Leave Request/authcnzancn NAVMC Form 3, leave 

130 ala 31080 N/A-N/A Autbonzanon (Officer and Enhsted) (1050), and comparable forms 

used In requesting and g-antmg leave for military personnel 

6. 

Destroy upon reassignment or separation of the Nl-361-91-17 Relates to military personnel matters mcludmg rmhtarv Enhsted Personnel Passes Duphcate copies of DO Form 345, Armed Forces liberty P<lSS,OA 

1300la 31085 N/A-N/A 
mdmdual, except 

proceedings 

when requued as evidence In any personnel assignments and actions Form 31, Request and Authonty for leave and comparable forms 

and orders used m authcnnng ennsted personnel to be absent on 

65 other than leave 

Destroy after 5 years NN 168-94 Relates to rmhterv personnel matters, Includmg military Tramlng Documents relating to the admmrstranon of trenung and 

13001.l 31090 N/A-N/A personnel assignments and actions educational matters affecting military personnel 

66 

Cut off at end of Fiscal Year Destroy after 1 year NI-361-91-17 Relates to those aspects of the ovrhan personnel program Training gequuements rremmg survey forms, requests for trammg, acnvrrv trammg plans 

130ala 33010 N/A N/A 
relating to employee development, trauung and mcennves and related materials used to Identify and determine tremmg 

needs, develop training plans and methods to fulfill tramlng 

67 requirements 

Destroy when 5 years old or when superseded or Relates to those aspects of the cwshan personnel program Employee Training Correspondence, memoranda reports and other records relating 

130 ala 33020 GRS 01 Item 29b 
obsolete whichever IS sooner relating to employee development tremmg and mcentwes to the availability of training and employee 

programs sponsored by other Government 

parncmanon m tremmg 

agencies or non-

68 Government msmuucns 

Destroy 1 year after employee has completed program Nl-3619117 Relates to those aspects of the civrhan personnel program Developmental Programs Employee agreements, indiVidual trammg plans supervisor s 

relating to employee development, trammg and incentives quarterly progress reports, statistical indicator reports, 

130 ala 33030 N/A-N/A recommendations for Improvements, pnntouts, list mgs 

correspondence, and Similar matenals used to rdentrtv, develop 

69 and momtor spec 

Destroy 1 year after employee has completed tranung N1-361-9117 Relates to those aspects of the clVlhan personnel program rrammg Evaluations Course evaluation forms, course rating. and SimIlar rnatenals used 

130 Ola 33040 N/A-N/A relating to employee development, traunng and incentives to evaluate the effectiveness of trammg, development and 

70 nonc0f!l~etltlVe testmg programs 

Destroy when 5 years old or 5 years after completion of Relates to those aspects of the CIVIlian personnel program Course Records Correspondence memoranda, agreements authonzeuons. 

1300101 33050 A GRS 01- Item 2901(1) 
a specrtrc training program relating to employee development training and mcennves 

General trammg course records of agency sponsored 

reports requirement reviews. plans, and objectives relating to the 

estabhshment and operation of training, courses and conferences 

71 training 

Destroy when 3 years old Relates to those aspects of the ovrhan personnel program Course Records - Backup and 

1300la 33050 B GRS 01- Item 29a(2) 
General 

relating 

trammg course records of agency-sponsored 

to employee development trauung and mcennves workmg files 

72 trammg 

Destroy when superseded obsolete or no longer Nl 361 9117 Course Reference Materials Reference copies of pamphlets notices catalogs and other records 

130ala 33060 N/A-N/A 
needed for reference which provide information on courses or programs offered by 

Government or non-Government organuanons not covered 

73 elsewhere 

Destroy when superseded or obsolete Relates to those aspects of the CIVIlian personnel program Posrncn Clessrtrcancn Standards and guidehnes Issued or reviewed by OPM and used to 

1300la 35010 GRS 01 Item 7a(1) relating to POSition ctassmcanon and pOly administration Standards classrtv and evaluate positions Within the agencv 

7' 
Destroy 5 years after position IS abolished or Relates to those aspects of the cwman personnel program Ctassrncauon Standard Correspondence and other records relating to the development of 

1300101 35015 A GRS 01- Item 7a(2)(a) descnpucn IS superseded relating to position classmcanon and pay administration Development - Case Files standards for ctassrtrcaucn of positions peculiar to the agency and 

revrewed by Office of Personnel Management (OPM) for approval 

75 or disapproval 

Destroy when 2 years old Relates to those aspects of the crvrhan personnel program Ctassmcanon Standard Correspondence and other records retanng to the development of 

130 ala 350 15 B GRS 01 Item 7a(2)(b) 
relating to position classrtrcaucn and pay administration Development - Review files standards 

reviewed 

for classrticancn of positions pecubar to the agency and 

by office of Personnel Management (OPM) for approval 

76 or disapproval 

Destroy 2 years after position IS abohshed or Relates to those aspects of the CIVIlian personnel program Posrnon Descnpnons Record copies of posrnon descnpnons which mctude information 

130 ala 35020 GRS nt-nem 7b descnpuon IS superseded relating to posmon dassrtrcanon and pay adrrumstratron on title, senes, grade, duties and respcnsibrlrnes. and related 

77 documents 

Destroy when 3 years old or 2 years after regular Relates to those aspects of the CIVIlian personnel program Classrtrcancn Survey Reports Ctassmcanon survey reports on venous POSitions prepared by 

130 ala 35025 GRS 01- Item 7c(l) mspecnon, whichever IS sooner relatmg to position ctassrtrcancn and pay admuustranon classification specrahsts including penodrc reports 

78 

Destroy when obsolete or superseded Relates to those aspects of the CIVilian personnel program Inspection Audit and Survey Inspection, audit and survey flies including correspondence 

1300101 35030 GRS 01 Item 7c(2) relating to posrnon classd.cancn and pay administration FIle reports and other records relating to Inspections surveys, desk 

79 audits and evaluations 
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Destroy 3 years after case IS closed Relates to those aspects of the ovrhan personnel program Appeal Flies Case files relatmg to classification appeals, excludmg OPM 

130 ala 3503S GRS 01- hem 7d(1) relating to posrnon ctassrtrcancn and pay administration ctassrtrcanon certrhcates 

80 

Destroy after effected posrnon IS abohshed or Relates to those aspects of the cwihan personnel program Classmcanon Certrbcates Certificates of classrtlcancn Issued by OPM 

130 01a 35040 GRS 01 Item 7d(2) superseded relating to pcsrnon classrncanon and pay administration 

81 

Destroy atter 5 years Nl-361-91-17 Relates to those aspects of the CIVIlian personnel program Position/Occupation Structures Proposed reorganization matenals records of advice provided, 

13001a 35050 N/A-N/A 
relating to posrnon classmcanon and pay administration newly developed standards reports, and related 

used to plan and conduct POSition/occupational 

correspondence 

structure analyses 

82 

Destroy when superseded or obsolete Nl-361-91-17 Relates to those aspects of the crvrhan personnel program Wage Surveys and Pay Contractor salary comparability charts, copies of supervisory 

relanng to position dessrtrcancn and pay adrnuustranon Adnrstment Determmanons posmcn descnpnons. correspondence and related backup 

materials used to conduct locality wage surveys develop hazardous 

]3001<1 35055 N/A-NjA and environmental pay entitlements, and determine pay 

adjustments for ctassrtlcattcn act supervisors of Federal Wage 

System employees 

83 

"-:!-~lY- ... 
, .,. ,-- '\-' . 

-'130.01.0 
... ~. -! - ; 

t,- ::r'" -

84 

Permanent Transfer to the National Archives In annual Nl-361-95-2 Schedules of full scale wage surveys, requests for changes Wage Survey data maintained 

Increments along wrth related documentation (code to surveys and survey schedules, minutes of meetings, In electronic form 

130 Dla 3S0 S6 Ail) GRS aI-item 38 
books file layouts, etc comments recommendations 

and supplemental wage data 

and Justifications 

concerning regular 

collected 

and 

overtime rates bonuses mcennves. 
8S 

Destroy after 20 years Nl-361-95-2 Schedules of full scale wage surveys, requests for changes All other records 

to surveys and survey schedules minutes of meetings, 

]30 ala 350 56 A(2) N/A-N/A 
comments, recommendations 

and supplemental wage data 

and JUstifications 

concerning regular 

collected 

and 

overnme rates, bonuses, incentives 

86 

Destroy when superseded or no longer needed, Nl-361-95-2 Schedules of full scale wage surveys requests for changes Wage data and information-

whichever IS sooner to surveys and survey schedules, minutes of meetings, DCPMS (Defense Civjhan 

130 ala 35056 B 
GRS 01- Item 38 (See 

DISCUSSion Note) 

comments, recommendations 

and supplemental wage data 

and Justifications, 

concerning regular 

collected 

and 

Personnel Management 

System) Regional Offices 

overtime rates bonuses mcennves. 
87 

Destroy 3 years following the date of approval or upon Pay Comparability Records Records created under the Pay Comparability Act, including wrrtten 

completion of the relevant service agreement or narratives and ccmputenzed transaction registers documenting 

130 01.1 35057 GRS 01 Item 41 allowance wlucbever IS later use of retention, relocation and recruitment bonuses allowances, 

and supervisory differentials and case flies consisting of r 

88 

89 

130 ala 35065 
GRSOl- Item 

23a(3)(b) 

Destroy when 4 years old Performance Related 

pertaining to Former 

Employees 

records All other Performance plans and ratmgs 

Destroy after OPM audit or 2 years after the personnel Relates to the Implementation of DCMA Staffing Merit Promotion Case Files Records relating to the promotion of an indiVidual that document 

130 ala 37010 GRS 01- Item 32 action IS completed whichever IS sooner regulations pohoes. and procedures quabftcancn standards, evaluation methods selection procedures 

90 and evaluations of candidates 

Cutoff annually Destroy 1 year after cutoff Relates to the Implementation of DCMA Staffing Ehglbillty Apphcanons for Ehglble apphcancns for posrnoos filled by case examining that 

regulations. pohcres and procedures pcsrnons erther tire not referred to the hiring official or are returned to the 

}3001a 37015 GRS nt-ttem 33n 
ell.ammmg office by the hlrmg offiCial Such documents 

612 resumes supplemental forms and attachments. 

mdude 

whether 

OF 

In 

hard copy or electroruc format· 

91 
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130 ala 370 20 A 

92 

130 ala 370 20 B 

93 

9. 

130 ala 370 21 

95 

130 ala 370 22 

13001.1 37013 

96 

97 

130 ala 37024 A 

98 

130 ala 37024 B 

99 

BOOla 37024 C 

100 

130 ala 370 2S 

101 

13001a 370 26 

102 

130 ala 370 27 

103 

13001.1 370 28 

10 

130 ala 370 29 A 

lOS 

13001.1 370 29 B 

130 ala 37030 

106 

GRS - combmed 

GRS01- Item 33.1 

GRS01 "em 33b 

GRS01- Item 33d 

GRSur-ftem 33e 

GRS01 Item 33f 

GRS01- Item 33g 

GRS01 ttem 3315 

GRS01 Item 33g 

GAS01- Item 33h 

GRSaI-item 33k 

GRSnt-nem 331 

GRS01 Item 33J 

GRS01 hem Bl(l) 

GRSm-ttem 33L(2} 

GRSnt-ftem 330 

N o Q 

Current OLA=DCMA 

Instruction 
or GRS Cutoff Retention NARA(OCMA 

Authonty 
Current DLA DCMA General Senes Information 

Current OLA-OCMA 

Trtle 

Record 
CUrrent OLA-DCMA Description/Information 

3 years after termination of agreement uammtng and Cernfrcanon 

Records - Delegated 

agreements 

Delegated agreements and related records created under the 

authonty of SUS C 1104 between the Office of Personnel 
Management and agencies allcwmg for the examination and 
certrtrcanon of applicants for employment 

cutoff annually Destroy 1 year after cutoff EkamLnlngand Certrtrcanon 

Records - Correspondence 

Correspondence concerning apphcancns certification of ehgbtes. 

and all other exarmmng and recruiting operations Such 
correspondence Includes but ISnot hmlted to correspondence 

from Congress White House, and the general pubhc and 

correspondence regarding accommodations for hold 109 

examinations and shipment of test matenals 

Destroy when test ISsuperseded or obsolete Test Material Stock Control Stod. control records of exammanon test material including 

running Inventory of test matenal m stock 

Cut off after examination 

after cutoff 
Destroy no later than 90 days Apphcanon Record Cards Appbcanon Record Cards 10PM Form SOOOA,or equivalent) 

Cut off after termination of related register or Inventory 

or after final action IStaken on the certrncate generated 

by case examrmng procedures Destroy 2 years after cut 
off I 

Examination Armouncement 

Case Documentation Files 

Correspondence regarding exarmnenon requirements, final version 

of announcement(s) Issued, subsequent amendments to 

announcement(s), pubhc notice documentation, rating schedule, 
job analYSISdocumentation, record of selective and quality rating 

factors, rating procedures transmutation tables and other 
documents associated with the Job announcement Is) and the 

development of the register/inventory or CAseexamination 

Destroy 2 years after the date on wtnch the register of 
Inventory ISterminated 

Register of Ehgrbles - lndrviduals 

With terminated ehglbillty 

Register of ehgbles (OPM Form SOOl-Cor equivalent) 

ehglbility of an mdwrdual for Federal jobs 

documenting 

Destroy 2 years after the date on which the register of 
Inventory ISterminated 

(NI-GR. 02-1 

Item 33g 

Register of Ehgibles 

Terminated registers 

Register of ehgbles (OPM Form 5001-C or equivalent} 

ehgLbLlltyof an mdivrdual for Federal Jobs 

documenting 

Destroy 2 years after the date on which the register of 
Inventory ISterminated 

Cut off annually Destroy 1 year after cutoff 

Register of Ehgibles Registers 
established under case 

exammmg 

Transfer EhgLbLlrtyDenials 

Register of ehgbles (OPM Form 5001-C or equwalent] documenting 
ehglbLlltyof an mdrvnfual for Federal jobs 

Letters to applicants denvmg transfer of ehglbllrty (OPM Form 4896 
or equwajent) 

Cut off annually Destroy 1 year after cutoff 

Destroy when 6 months old 

Canceled/lnehglble AppliCAtLonsCancelled and mehgible apphcancns for positions filled from a 
register or inventory Such documents Include Optional form (OF) 
612, resumes supplemental forms and attachments, whether In 

hard copy or electroruc format 
Test Answer Sheets Written test answer sheets for both ehgbles and mehg.bles 

Cut off hie annually Destroy S years after cutoff Lost or Exposed Test Matenal 
Case Files 

Records showing the circumstances of loss nature of the recovery 

action and corrective action recus-ed 

Destroy upon tenmnanon of the register (except 
epphcancns that may be brought forward to new 

register, If any) 

[Cut off annually Destroy 1 year after cut off I 
Cut off file annually Destroy 1 year after cutoff 

EligibleApplications - On 

inactive register or Inventory 

Ehglble ApplICations - On active 

register 

Prior Approval Requests 

EhgLbleApplications - On active register 

EhgLbleApphcaucns - On macnve register or Inventory 

Requests for prior approval of personnel actions taken by agencies 

on such matters as promotion transfer reinstatement or change 
In status, submitted by SF59, Request for Approval of 
Noncompetitive Action, OPM 648 or equivalent form 

80124 
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Certificate Flies - SF 39 Request Certificate Files, mcludmg SF 39, SF 39A or equwatent and all 

(Cut off annually Destroy 2 years after cutoff l for Referral of Eligibles papers upon whICh the cernfrcanon was based the hsr of ehgbles 

screened for the vacancies ranngs aSSigned availabilIty 

BOOla 37031 A GRS 01- hem 33p 
statements, the cernfrcate of ehgbles that was Issued to the 

setectmg offtcral, the annoted certificate of ehgbles that was 

returned from the selecting offiCial and other documentation 

matenal designated by the examiner for retention 

107 

Cut off file annually Destroy 2 years after cutoff Cernfrcate Files Cernfrcauon Certificate control log system Records of mfcrmancn [e g receipt 

13001.1 37031 B GRS 01- hem 33q 
Request Control Index date senes. and grade of posmcn duty station, etc) pertammg 

requests for lists of ehgbtes from a register or mventcrv 

to 

108 

Destroy upon expuanon of employee's DEP eligibility Interagency Placement Program Interagency Placement Program (IPP) apphcanon and registration 

130 ala 37032 A GRS Ol-Item 33r (IPP) application and sheet 

109 registration sheet 

Cut off trle annually Destroy 2 years after break Displaced Employee Program Displaced Employee Program (DEP) DEP control cards 

BOOla 370328 GRS 01- Item 335 (DEP) - DEP control cards 

11 

Destroy 3 years after date of the report Audrts Reports of audits of delegated exammmg operations 

BOOla 37033 GRS 01 Hem 331 

111 

Destroy when 2 years old Retention Registers Registers Retention Registers Registers used to effect reducncn-m-tcrce 

BOOla 37040 A GRS OI-Item 17b(lJ used to effect reducnon-m- actions 

11 force actions 

Destroy when superseded or obsolete Retention Registers Registers Registers from which no reducnon-m-fcrce actions have been 

130 01.1 37040 B GRS 01- Item 17b(1) not used to ettect reducuon-m- taken and related records 

113 force actions 

114 130ala 37040 GRS Ol-Item 17b Informational , Infonnational Retention gegesters 

Destroy when 1 yeats old Certrtrcate of Ehgtbles Flies Copies obtained from OPM of cernfrcates of ehgbles WIth related 

130 O}a 37045 GRS 01 Item 5 
requests, forms. correspondence 

passing over a preference eltglble 

and statement of reasons for 

and selectmg a non-preference 

115 eh rbte 

Destroy 6 months after transfer or separation of interview Records Correspondence reports and other records relatmg to interviews 

1300101 T 37050 GRS 01- nero 8 employee With employees 

11 

Destroy when no longer needed (Destroy when Correspondence mcludmg letters and telegra.ms offering Offers of Employment Files Offers of Employment Files - Accepted offers 

1300101 370 5S A GRS 01- ttem 4a appomtment IS eftecnve l appointments to potential employees Accepted etters 

11 

When name IS received from certificate of ehgbles Correspondence including letters and telegrams offenng Otters of Employment Files - Offers of Employment Files - Declined offers 

130 0101 370 S5 B GRS 01- nem 4b1 Return to OPM With reply and epphcauon (NCl-64 77 appointments to potential employees Dechned offers 

11!3 10 Item 4b1) 

FIle With epphcancn and destroy with apphcanon per Correspondence meludlng letters and telegrams offenng Offers of Employment Flies - Otters of Employment FIles - Dedmed otters - Temporary or 

130 ala 370 SS B(1) GRS 01- rtem 4b(2) 370 15 appointments to potential employees Declined otters - Temporary or excepted appcmtment 

11 excepted appointment 

Destroy Immediately upon receipt of declined offer Correspondence mcludmg letters and telegrams offenng Offers of Employment Files - Offers of Employment Files - Dechned offers - All others 

130 ala 370 S5 B(2) GR501 Item 4b(3) appointments to potential employees Dechned offers All others 

11' 
longest retention m senes IS 6 years Destroy when 6 ElhlCS Program Records maintained by ethics program offices relatmg to the 

years old or when superseded or obsolete whichever IS Implementatton development, review, Implementation, and mterpretanon of 

later Interpretation Counseltng, proposed or established executive branch standards of ethical 

130 ala 37510 GRS 01 rtem 1 (a, b) 
and Development Fties conduct and other ethics regulations, 

ethrcs related statutes and Executive 

conthct of interest and other 

Orders and any agency 

supplemental standards of ethical conduct and other agency etfucs 

related regulattons and directives 

121 

Destroy no sooner than 4 years but no tater than 7 Adverse Acnon Files (5 CFR 752) Case files a.nd related records created In reviewing an adverse 

years after case IS closed and Performance Based action [duophnarv or non-drsciphnarv removal. suspension leave 

Actions (S CFR 432) Without pay reduction-in-force) against an employee Includes 

130 ala 37513 GRS 01- Hem 30b NOTE OPM has determmed that agencies may decide copies of proposed adverse actions wrth supporting documents 

how long, wnhrn the range of 4 to 7 years, gnevance 

and adverse acnon fttes need to be retained 

122 
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Destroy 3 years after termination of counseling Counseling Files Reports of interviews analyses and related records 

13001a 37516 GRS 01- Item 26a 

123 

Destroy 4 years after case IS dosed Administrative Grievance Flies Records ongmatmg In the review of gnevance and appeals raised 

(5 CFR 771) by agency employees excluding EEO complaints Includes 

Destroy no sooner than 4 years but no later than 7 statements of witnesses reports of interviews and heanngs 

1300la 37520 GRS 01 ttem 30a 
years after case IS closed examiner's findings and recommendations a copy of the ongmal 

deosron 

(NOTE OPM has determined that agencies may decide 

how long, within the range of 4 to 7 years grievance 

12 and adverse action flies 

Destroy after the employee completes 1 year of Employee Performance Files Non Senior Executive Service Employee Performance Files Employee Performance Files Non-Senior Executive Service (SES) -

acceptable performance from the date of the wrrtten (5ES) Non-Senior Executive Service Appraisals of unacceptable performance where a notice of 

advance notice of proposed removal or reduction In (SES) - Appraisals of proposed demotion or removal IS Issued but not effected. and all 

BOOla 37525 A GRS 01 ttem 23a(l) grade notice unacceptable performance. 

where a notice of proposed 

related documents 

demotion or removal IS Issued 

but not effected and all related 

125 documents 

Destroy when superseded Employee Performance Files Non-Senior Executive Service Employee Performance Files Employee Performance Files Non Senior Executive Service (SES) -

(5E5) Non-Senior Executive Service Performance records superseded through an administrative. 

(SES) Performance records judrcral or quasr judrcral procedure 

BOOla 37525 B GRS 01 ttem 23a(2) superseded through an 

administrative JudICial or quasi 

JudiCial procedure 

126 
Destroy when 4 years old Employee Performance Files Non-Senior txecunve Service Employee Performance Files Employee Performance FIles Non-Senior Executive Service (SES) -

(5E5) Non-Senior Executive Service Performance related records pertaining to a former employee - All 

(SES) - Performance related other performance plans and ratings 

1300la 37525 C(2) GRS 01- ttem 23a(3)b records pertaining to a former 

employee - All other 

performance plans and ratings 

12 

Destroy 4 years after date of appraisal Employee Performance Files Non-Senior gxecunve Service Employee Performance Flies All other summary performance appraisal records. mdudmg 

(SES) Non-Senior Executive Service performance appraisals and Job elements and standards upon 

(SES) All other summary which they are based 

1300la 375 25 0 GRS 01- ttem 23a(4) 
performance appraisal 

including performance 

records. 

appraisals and Job elements 

and standards upon which they 

12 are based 

Destroy 4 years after date of appraisal Employee Performance Files Non Senior Executive Service Employee Performance Flies Employee Performance Files. Ncn-Semor Executive Service (SES) -

BOOla 375 25 E GRS 01- Item 23a(5) 
(SES) Non-Senior Executive Service 

(SES) - Supporting documents 

Supportmg documents 

12 

Destroy when superseded Employee Performance Files Employee Performance Files (SES) - Performance records 

(SES) - Performance records superseded through an administrative, judrcral or quasr-judicral 

BOOla 37528 A GRS 01- Item Bb(l) Employee Performance Files (SES) 
superseded through an 

administrative judrcral, or quasr 
procedure 

judroal procedure 

130 

1300l.a 'I infonnational 

.c' • 

, ,:;.,:; E~~.,e;1;e'rf~an: ;i1es (SES) 

Employee Performance Files _-, <'~'.' 

(5£5). performance ~~ted:} I <!_~~ ... ~ , : -::_, 

records pertaining to a former 

':. - -, .. , , 

131 
'-, " :''-' , - ~- ~- - ~< , SES appointee "-:; 

Destroy when 5 years old Employee Performance Files (SES) - Performance related Employee Performance Files Employee Performance Files (SES) - Performance related records 

records pertauuog to a former SES appointee (SES) Performance related pertauung to a former SES appointee - All other performance 

1300la 37528 B(2) 
GR5 01- hem 

23bI2)(b) 

records pertaining to a former 

SES appointee - All other 

rat mgs and plans 

performance ratings and plans 

132 
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Schedule 130
 

Records Seroes Crosswalk
 

0	 o Q 

Record Current OLA-

Bucket Type DCMA
 
Current DLA=DCMA or GRS Cutoff Retention NARA/DCMA Current DlA-OCMA Record
 

Section - {Temp, Records GRS - combmed Current DLA·OCMA General5enes Informatton Current DLA-DCMA DescripttOn/rnformatlon

Instruction Authonty rrtle
 

Combened Perm. Temp senes-
system} Combined
 

Destroy 5 years after date of appraisal	 Employee Performance Files (5[5) - Performance related Employee Performance Files Employee Performance Files (SES) • All other performance 

records pertaining to a former SESappointee	 (SES) - All other performance appraisals, along with Job elements and standards (Job 

appraisals along with Job expectations) upon which they are based, excluding those for SES 

elements and standards (job appointees serving on a Presrdennal appcmtment 

expectations) upon whrch they
1300101 37528 c GRS 01- Item 13b(3)
 

are based excluding those for
 

SES appointees servmg on a
 

Presidential appointment
 

133 

Destroy 5 years after date of appraisal Employee Performance Flies (SES)- Performance related Employee Performance files Employee Performance Files (SES) - Supportmg documents 

BOOla 37528 D GRS 01 Item 23b(4) records pertammg to a former SES appointee (SES)- Supportmg documents 

13 

Destroy when 5 years old Occupational InjUry and Illness Reports and logs tmctudmg OSHA Forms 100, 101 102 and 200 or 

Files eqewalents) mamtamed as prescnbed m 29 CFR 1960 and OSHA 

pamphlet 2014 to document all recordable occupational nuunes 
BOOla 37540 GRS 01-ltem 34 

and Illnesses Refer to 110 01a 1 for Occupational Safety and Health 

log Summary as required by law 

135 

Destroy 3 years after denial Denied el1glblhty flies consisting of apphcancns. court Denied Health Benefits Denied Health Benefrts Requests Under Spouse Equrtv- Health 

orders, denial letters appeal letters, and related papers Requests Under Spouse Equrty benefits derued not appealed
1300101 37543 A GRS 01-ltem 3501 

Health benefits denied not 

13 appealed 

_<~~:Dented eligIbility files corwstU18 of apphcateons, court Dented Health Benefits ''ol. ~ ,~.: Dented Health Benefits ReqU6ts Under Spouse Equity - Health 

• -... orOers'. ~denial letters, eppeal lerrers, and related papers. ReqUesb Under Spous.e E:uilv' be-netibj cte~~aPPealed to OPM fo~ reconskleration _v< r ~ -'.';;1·§t ~l~!'I:~:'-,	 -. Infonnatlonal -,. f .c.-'t: ~-~v:,=l:';:-,~ - - ' .. 1-......' ,- -, 
';:~....- , _~ l' :~~:::::;:~,::~.~	 ""',f:~,~£~.~g~~,~.{~t~~~~;.;:~;:·:>.: ::::	 <t~ ~*;-;~~:-' - ': __.' -

13 reconsideration' "'_ 
(reate enrollment file m accordance With Subchapter Denied ehglbility files consrsnng of applications, court Denied Health Benefits Denied Health Benefits Requests Under Spouse EqUity - Health 

517 of the FEHB Handbook orders, denial letters appeal letters, and related papers Requests Under Spouse Equrty benefrts denied, appealed to OPM for reconsrderancn - Appeal 

Health benefits denied. successful benefrts granted 

1300la 37543 B(l) GRS 0) ttem 35b(1)	 appealed to OPM for
 

reconsideration - Appeal
 

successful, benefits granted
 

I"" 
Destroy 3 years after denial Denied ehglbllrty files consisting of applications court Denied Health Benefrts Denied Health Benefits Requests Under Spouse EqUity Health 

orders, dentalletters appeal letters, and related papers Requests Under Spouse Equrty - benefrts denied appealed to OPM for reccnsrderancn Appeal 

Health benefits denied, unsuccessful. benefrts denied 

1300101 37543 Bt2) GRS 01 Item 35b(2)	 appealed to OPM for
 

reconsideration Appeal
 

unsuccessful, benefits denied
 

13 

Cutoff on termination of compensation or when Personattejurv Files Forms reports, correspondence and related medical and 

deadline for flhng a claim has passed Destroy 3 years investigatory records relating to on-the-Job mjunes whether or not 

13001..1 37545 GRS 01 Item 31 after cutoff a claim for compensation was made excluding copies filed In the 

Emplovee Medical Folder and copies sub-rutted to the Department 

140 of labor 

Beginning In January 1994, destroy 1 year after the end Donated leave Program Case Case files contaimng pcsmon utlc and dcscnpuon full\ executed SF 

of the year In which the file IS closed Files 171 medical exammer's report a bnef statement evplammg 

accommodauon of rmparrmcnt. and other documents related to 
1300101 37546 GRS 01-ltem 37 prcv 10US appcmtmcnt. certification. and/or acceptance or refusal. 

created In accordance wnh Federal Personnel Manual chapter 306· 

II subchapter -1·2141 

Destroy 5 years followmg the date of approval or Handicapped lndwiduals Case files containing posmon rule and descnpuon fuU\ executed SF 

disapproval of each case Aopomtment Case Flies 171 medical evammcr's report a bnef statement evplammg 

accommodation of Impairment. and other documents related 10 
1300la 37547 GRS01 Item 40 prcv IOUS appomtment certification and/or acceptance or refusal 

created In accordance wuh Federal Personnel Manual. chapter ~06-

II subchapter 4-2142 

Destroy when 3 years old	 Incentive Awards Program Reports pertaining to the operation of the Incentive Awards 

1300la 37550 GRS01 Item 13 Reports Program 

143 
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Schedule 130 

Records Seroes Crosswalk 

N o Q 

Record Current DLA-

Bucket 

secnon-
Combined 

Type 

(Temp, 
Penn, Temp 

OCMA 

Records 

Senes-
GRS - combined 

Current DLA=OCMA or GRS Cutoff Retention 

Instruction 
NARA/DCMA 

Authority 
Current DLA-DCMA General Senes Information 

Current OLA DCMA 

Title 

Record 
Current OLA-OCMA Descnptlon/lnformatlon 

system} Combined 

Destroy 2 yeOirs after approval or disapproval General award case files tcvcludrng those relating 10 Employee Award Case Files Agency sponsored 

dcpanrnentallcvcl awards) consrstmg of recornmendauons 

appro' ed normnanons. correspondence reports and related 

13001.1 375 S2 A GRS 01- Item 12.1(1) handbooks pcrtcmmg 10 cash awards such as mcennve 

awards wnhm-grudc mcru InCrCilSCS suggestions and 
outstanding performance 

14 

Destrov when 2 years old General award case files tcvcludmg those relating 10 Employee Award Case Flies - Sponsored by other agenoes or non-Federal organizations 

departmental 1e\('1 awards) consisting of recommendanons. 

approved nommauons. correspondence reports and related 

13001a 37552 B GRS01· Item 12a(2) handbooks pcrtanung ILl cash awards such as mccnnve 

awards. wuhm-gradc mcru mcrcescs. suggcsuons and 

outstanding performance 

145 

Destroy when I year old length of Service and Sick Records including correspondence reports. computations of 

]3001.1 37554 GRS 01- ttem 12b leave Awards Files service and Sick leave, and lists of ewardees 
14 

Destroy when 2 years old letters of Commendation and Copies of letters recognizing length of service and retirement and 

13001.1 37556 GRS 01 ttem 12c AppreCiation letters of appreciation and commendation for performance 

14 excluding copies filed In the aPF 

Destroy when superseded or obsolete Award lists and Indexes lists of nominees and winners and Indexes of nominations 

130 ala 37558 GRS 01 ttem 12d 

14, 

Destroy when 3 years old Alcohol and Drug Abuse Records created In planning. coordmanng and directing an alcohol 

BOOla 37560 GRS 01- ttem 26b Program and drug abuse program 

149 

Destroy 2 years after separation of enrollee from the N1 361 93-4 Host Enrollee Program Flies Records pertaining to the selection tenure, and separation of 

program mdrvrduals In the Host Enrollee Program used m edrmmstenng the 

BOOla 37565 N/A-N/A 
program 

penodjc 

Includes 

evaluation, 

time and attendance data tr ammg mtonnanon, 

data on enrollee designee for emergency 

contact and Similar employment related mformancn 

15 

Destroy when 3 years old or when superseded, Relates to drug testing program records created under Federal Worlplace Drug 'restmg Excludes documents thai nrc riled In record sets of formalissuances 
obsolete Execunve Order 12564 and Public law 100-71, Section 503 Program files - Drug test plans (direcuves prOCOOUIl.'S handbooks, operating manuals and the hkc) 

(101 Stat 468), excluding consolidated stansncet and and procedures Includes Agenc-, copies of plans and procedures wuh related drafts 

See note (2) after GRS I, ttem 36e(2) narrative reports concerning the operation of the Agency correspondence, memoranda. and other records penauung 10 the 

130 ala 37570 A GRS 01 ttem 36a 
program, 

required 

including 

by Pubhc 

annual reports to Congress as 

law 100-71 503(f) NOTE Any records 

development 

determination 

of procedures for drug tcsung programs mcludmg 

of rcsung Incumbents In designated posurons 

the 

Identified In tfus series that are relevant to litigation or 

drsciphnarv actions should be disposed of no earlier than 

the related litigation or adverse action case fllels) 

151 

Destroy when employee separates from testing Relates to drug tesnng program records created under Federal Workplace Drug Testmg Forms completed by employees whose positions are designated 

desjgnated posrncn See Note 37570 Executive Order 12564 and Pubhc law 10071 Section 503 Program Files - Employee sensitive for drug testmg purposes acknowledgmg that they have 

(101 Stat 468), excfudmg consolidated statistical and Acknowledgment of Notice received notice that they may be tested 

narratwe reports concerning the operation of the Agency Forms 

)300la 37570 B GRS 01- ttem 36b 
program, mcludmg annual reports to Congress as 

required by PubliC law 100 71, S03(f) NOTE Any records 

identrfred In tfus series that are relevant to lmgencn or 

d.sciphnarv actions should be disposed of no earlier than 

the related litigation Or adverse action case flle(s) 

152 

Destroy when 3 years old Relates to drug testing program records created under Federal Workplace Drug restmg Records relatmg to the selection of specmc employees/applicants 

Executive Order 12564 and pubhc law 100-7~, Section 503 Program Files - for testing and the schedulmg of tests Included are lists of 

See note (2) after GRS 1 Item 36e(2) (101 Stat 468) excluding consolidated statistical and Selection/scheduling records selectees notification letters, and testing schedules 

narrative reports concermng the operation of the Agency 

)3001a 37570 C GRS 01- Item 36c 
program, 

required 

mcludmg annual reports to Congress, as 

by Pubhc law 100-71 503(f) NOTE Any records 

rdentrhed m thrs senes that are relevant to htlgatlon or 

drsciphnarv actions should be disposed of no earher than 

the related litigation or adverse action case flle(s) 

153 
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Schedule 130
 

Records Senes Crosswalk
 

o Q 

Record Current DLA-

Bucket 

secncn-
Combined 

Type 

(Temp. 

Perm, Temp 

DCMA 

Records 

Senes-
GRS - combrned 

Current DLA::{)CMA or GRS Cutoff Retention 

tnstrucncn 
NARA/DCMA 

Authonty 
Current DLA OCMA General Senes Information 

Current DLA-OCMA 

Title 

Record 
Current DLA-DCMA Descriptaon/lnfonnallon 

system) Combined 

Destrov 3 years after date of last entry Relates to drug testmg program records created under Federal workplace Drug resnng Bound books ccntammg rdentrtvmg data on each specimen 

Executive Order 12564 and Public law 100-71, Section 503 Program Fdes . Collection and recorded at each collection site In the order In which the specimens 

See note (2) after GRS 1 Item 36e(2) (101 Stat 468) excluding consolidated statistical and handhng record books were collected 

narrative reports concerning the operation of the Agency 

1300101 375700 GRS 01 Item 36d(1) 
program 

requued 

including 

by Pubhc 

annual reports to Congress, as 

Law 100-71 503(f) NOTE Any records 

Identified tn thrs senes that are relevant to hngancn or 

disciplinary ad Ions should be disposed of no earlier than 

the related lrngenon or adverse action case flle(s) 

154 

Destroy when 3 years old Relates to drug testing program records created under Federal workplace Drug Testing Forms and other records used to maintain control and 

Executive Order 12564 and Pubhc law 100-71, Sed Ion 503 Program Files Collection and accountabihtv of specimens from the pomt of collection to the final 

See note (2) after GRS 1 nem 36e(2) (101 Stat 468) excluding consolidated statistical and handhng chain of custody crsposmcn of the specimen 

narrative reports concerning the operation of the Agency records 

BOOla 37570 E GRS Ol-Item 36d(2) 
program, 

required 

including 

by Pubhc 

annual reports to Congress as 

law 100 71, 503(f) NOTE Any records 

Identified In tfns senes that are relevant to lrngancn or 

drscipnnarv actions should be disposed of no earlier than 

the related hnganon or adverse action case fIIels) 

155 

130 0101 

15 

Destroy when employee leaves the agency or when 3 Relates to drug tesnng program records created under Federal Workplace Drug Testing Records documenting mdwrdual test results, including reports of 

years old whichever IS later Executive Order 12564 and Pubhc Law 100-71, Section 503 Program Frles . Test resutts - tesung, notifications of employees/applicants and emplovmg 

(101 Stat 468), excluding consolidated statistical and Posurve results - Employee offices and documents relating to follow up testing 

narrative reports concerning the operation of the Agency 

BOOla 37570 '11)(') 
GRS 01 ttem 

36el1)(') 

program 

required 

including 

by Pubhc 

annual reports to Congress. as 

Law 100·71, 503(f) NOTE Any records 

Identified In tlus senes that are relevant to IIl1gatlon or 

drsciphnarv ad Ions should be disposed of no earlier than 

the related lmgeucn or adverse action case fllels) 

15 

Destroy when 3 years old See NOTE In 375 70 Relates to drug testing program records created under Federal Workplace Drug Testing Records documenting mdivrdual test results, mcludmg reports of 

Executive Order 12564 and Public law 100·71, Section 503 Program Frles . Test results - testing notifications of employees/applicants and emplOYing 

(101 Stat 46B) excluding consolidated statistical and POSitive results - Applicants not offices, and documents relating to follow-up testing 

narrauve reports concerning the operation of the Agency accepted for employment 

130 0101 37570 FI1)(b) 
GRS 01· rtem 

36el1)(b) 

program, 

required 

mcludmg annual reports to Congress, as 

by Public Law 100-71, S03(f) NOTE Any records 

Identified In thrs senes that are relevant to lrnganon or 

drscipnnerv actions should be disposed of no earlier than 

the related hnganon or adverse action case flle(s) 

158 

Destroy when 3 years old Relates to drug testmg program records created under Federal Workplace Orug Testing Records documenting mdivrdual test results including reports of 

Executive Order 12564 and Public law 100·71 Section 503 Program Files test results tesnng, notifications of emplcvees/apphcants and emplovmg 

(101 Stat 468) excluding consohdated statistical and Negative results offices, and documents relating to follow-up testing 

narrative reports ccncermng the operation of the Agency 

130 0101 37570 F12) GRS 01 ttem 36e(2) 
program 

requued 

including 

by Pubhc 

annual reports to Congress, as 

law 100 71 S03(f) NOTE Any records 

Identified In thrs senes that are relevant to lrnganon or 

drscmbnerv actions should be disposed of no earlier than 

the related Imganon Or adverse action case flle(s) 

159 
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Schedule 130
 

Records Series Crosswalk
 

o Q 

Record CurrentDLA-

Bucket 

Section-

Combined 

Type 

{Temp, 

Perm, Temp 

DCMA 

Records 

Senes-

GAS - combmed 
Current DLA=DCMA 

Instruction 

or GAS Cutoff Retention NARA/DCMA 

Authonty 
Current OLA-OCMA General Senes Information 

Current OLA-DCMA 

Trtle 

Record 
Current OLA-OCMA Oescnptlon/lnformatton 

system} Combined 

Destroy upon separation or transfer of employee or Relates to the maintenance of otncral Personnel folders. Temporary IndiVidual Employee Includes all copies of correspondence and forms maintained In 

130 ala 39010 B GRSOI hem 10 
when 1 year old whichever IS sooner and related personnel actions Pay Records accordance with Chapter 3 of The GUide to Personnel 

Recordkeepmg excluding performance related records 

16 

Destroy when 2 years old Standard Form (SF) SO Nonfrcanon of Personnel Action, Notification of Personnel Including fact sheets maintained In personnel offtces 

doc.umentmg all individual personnel actions such as Actions Chronological file 

130 ala 39030 A GRS 01 Item 14.1 employment promotions transfers, separation exclusive copies 

of the copy In the OPF 

161 

Destroy when 1 year old Standard Form (SF) SO Notification of Personnel Action rechmcal Services - rechmcal services . Notifications of Personnel Actions - All other 

documenting all individual personnel actions such as Notifications of Personnel copies maintained In personnel offices 

130 01.1 390 30 B GRS 01- hem 14b employment, prornonons, transfers separation, exclusive Actions All other copies 

of the copy In the OPF maintained In personnel offices 

162 

Destroy when superseded or obsolete Technical Services - Position Smps such as SF 70 Position Idenutrcanon Stnps used to provide 

tdentmcanon StriPS summary data on each position occupred 

130 ala 390 SO GRS 01- Item 11 

NOTE The SF 70 became obsolete effectwe December 31 1994 

16' 

Destroy when superseded or obsolete N1-361 91 17 Reahgnments and Documents pertaining to realignments and reorganizations and 

130 ala 390 70 NfA-NfA georganuancns related backup matenals used to actwate approved realignments 

16 and reorganizations 

Destroy after 5 years NN 16894 Relates to payment systems and accounts rnamtamed by Payroll Documents relating to the adrmmstrenon of payroll matters 

130 ala 43401 NfA NfA disbursing officers for paying military personnel and 

165 CIVIlIan em loyees 

Transfer with mdivrduel or retire on separation In NN-16894 Relates to payment systems and accounts maintained by Mrlrtarv Payroll MIlitary payroll documents, such as mdrvrdual pay records and 

accordance with regulations of the appropriate Mlhtary disbursing officers for paYing mdrtarv personnel and substantiating documents which due to their specrahzed nature are 

130 ala 43410 NfA-NfA Department CIVIlian employees not appropriate for including under file number 43110 or which 

are required to be separately maintained 

16 

Destroy when superseded or when obsolete for any NN-16894 Authonzed Timekeeper lists Doc.uments indicating mdwiduats responsible for timekeeping 

130 01.1 43458 NfA NfA Included are lists, memoranda, and comrnumcanons 

16 

16 13001a 414 6O.A N A-N A Informational P~I Administration 

Destroy when related actions are completed or when Payroll Administration Payroll system reports Error Error reports ticklers system operation reports 

BOOlA 434 60 All) GRS 02- Item 22.1 no longer needed, not to exceed 2 years reports, ticklers system 

169 operation reports 

Destroy when 2 years old Payroll Administration Pavroll system reports - Reports Reports and data used for agency workload and/or personnel 

and data used for agency management purposes 

BOOlA 43460 A(2) GRS 02- Item 22b workload and/or personnel 

management purposes 

17 

Destroy after GAO audrt or when 3 years old whichever Payroll Administration Payroll system reports Reports Reports provunng fiscal information on agency payroll 

provrdmg fiscal information on 

agency payroll 

130 alA 434 60 A(3) GRS 02- Item 22c At activities havmg records holding areas these files 

may be, but are not required to be transferred thereto 

At acnvrnes located In the same metropolitan area as a 

171 Federal Records C 

- '.J!';....~ -:::- Records used to direct a change or correction of an 

uaOla .- I •• 414.60 B GRS 02-Hem 23 indIVidual pay transaction whether created and _ 

172 memtamed by paviOR uency or payroll processor -
Destroy after GAO audit or when 3 years old. whichever Records used to direct a change or correction of an Payroll change fues • Copies Copies subject to GAO audn 

mdwrdual pay transaction whether created and subject to GAO audrt 

maintained by paying agency or payroll processor 

At acnvrnes haVing records holding areas these files 

130 ala 43460 BU) GRS 02· Item 23.1 may be, but are not required to be transferred thereto 

At actwmes located In the same metropohtan area as a 

Federal Records Centers these files may be transferred 

thereto after 1 year 

173 
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Schedule 130
 

Records Series Crosswalk
 

0	 o Q 

Record Current DtA·
 

Bucket Type DCMA
 
Current DLA=OCMA or GRS Cutoff Retention NARA/DCMA Current DLA-OCMA Record
 

Section - {lemp, Records GRS - combined Current DLA-DCMA General Senes .nfannatton CUrrent DLA-DCMA Descnptlon/lnfonnatlOn

Instruction Authority Title
 

Combined Penn. Temp Senes-
system} Combined
 

Destroy when suoer seded or after separation of tndwrduel Withholding and authonaanon for Purchase and Request for Change Umted States 

employee Deduction Authcmaucns - Series EE Savings Bonds SBD 2104 or equwalent 

IndiVidual Withholding and Deduction Authcnranons Savings Bond Purchase Files -

At acnvmes having records holding areas, these files (Excludes tax, levy and garnishment flies) Note When Acthcruancns 

1300101 434 61 A(l) GRS 02- Item 1401	 may be but are not required to be transferred thereto employee transfers Items listed below should be
 

At activities located In the same metropolitan area as a transferred to gaming payroll office when required by ARs
 

Federal Records Centers these files may be transferred In the 35 and 37 senes
 
thereto after 1 year
 

17 

Destroy 4 months atter date of Issuance of bond lndivtdual Withholding and	 Bond registration hies ISSUing agent s copies of bond registration 

Deduction Authorizations stubs
 
IndiVidual Withholding and Deduction Authonzenons
 

At actwmes bavmg records holding areas these files Savings Bond Purchase Flies -
[Exchrdes tax levy and genushment files) Note When
 

may be but are not required to be transferred thereto Bond registration files
 
1300la 43461 A(2) GRS 02- Item 14b employee transfers, Items listed below should be
 

At acnvrnes located In the same metropolitan area as a
 
transferred to gammg payroll offtce when required by ARs
 

Federal Records Centers, these files may be transferred
 
m the 35 and 37 senes
 

thereto after 1 year
 

175 

Destroy 4 months after date of Issuance of bond indwrduel Withholding and	 Bond receipt and transrmttat flies receipts for and transmittals of 

Deduction Authcnzanons . U S Savings Bonds
 
Indwrdual Withholding and Deduction Authoruancns
 

At actwmes hevmg records holding areas these flies Savings Bond Purchase Files
 
(Excludes tax levy and garmshment files) Note When
 

may be, but are not required to be transferred thereto Bond receipt and transmittal
 
130 ala 43461 A(3) GRS 02- nem 14c employee transfers Items hsted below should be
 

At activities located In the same metropolitan area as a files
 
transferred to gaming payroll office when required by ARs
 

Federal Records Centers, these files may be transferred
 
m the 35 and 37 senes
 

thereto after 1 year
 

176 

Destroy after GAO audit or when 3 years old whichever mdwrduel Withholding and Authcnzancn for mdwsdual allotment to the Combined Federal 

Deduction Authonz auons - Campaign 

fndwrduel Withholding and Deduction AuthOrIZations Combined Federal campaign 

At activities havmg records holding areas, these files (Excludes tax levy and garnishment files) Note When 

BOOla 43461 B GRS 02- nem 1501	 may be but are not requued to be transferred thereto employee transfers, Items listed below should be
 

At ecnvmes located In the same metropolitan area as a transferred to galnmg pevrotl office when required by ARs
 

Federal Records Centers these files mav be transferred In the 3S and 37 series
 

thereto after 1year
 

17 

Destroy when superseded or after separation of Individual Withholding and Form TSP-l authonzmg deduction of employee contribution to the 

employee Deduction AuthOrIZations Ihnft Savings Plan 

jndwrdual Withholding and Deduction Authcruancns Thrrft Savings Plan Election 

At activities havmg records hcldmg areas, these files (Excludes tax levy and garnishment files) Note When Form 

BOOla 43461 C GRS 02 rtem 16	 mav be but are not requned to be transferred thereto employee transfers Items listed below should be
 

At acnvrnes located In the same metropolrtan area as a transferred to gaining payroll office when required by ARs
 

Federal Records Centers these hies may be transferred In the 35 and 37 senes
 
thereto after 1 year
 

178 

Destroy after GAO eudu or when 3 years old, whichever lndrvidual Withholding and Other allotment authcruancns such as union dues and savings 

Deduction aurbonaancns -

tnd.vrdual Withholding and Deduction Autboruanons Other allotment authonzanons 

At acnvrnes havmg records holdrog areas, these files (Excludes tax levy and garnishment files) Note When 

1300la 43461 E GRS 02 Item lSb may be but are not requued to be transferred thereto employee transfers, Items listed below should be 

AI ecnvrnes located m the same metropolitan area as a transferred to gaining payroll office when required by ARs 

Federal Records Centers, these flies may be transferred In the 35 and 37 senes 

thereto after 1 year 

179 

Destroy 4 years after superseded or obsolete or upon Wlthholdmg Tax Exemption Copies of Internal Revenue Service (IRS) W-4 forms executed by 

rso ors 43463 GRS 02- Item 13a separation of employee Certificates CIVIlian employees 

180 

Destroy after 10 years NN-168-94 Decedent Claims	 Documents consisting of retained copies of vouchers WIth 

supporting documents mcludmg SF 1152 Designauon of 

130 ala 43464 Nt' NtA Beneftcrarv Unpaid Compensation or Deceased Crvihan Employee, 

SF 1153 Claim for Unpaid Compensation of Deceased (Ivilian 

181 Employee, SF 1012 
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Record 
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system} Combined 

Retain In current hies. area and destroy after 3 years NN 168-94 lndtvrdual Pay Record Copies of documents transmitting the mdivrduel pay records to the 

130 ala 43471 NfA NfA Transmittal Documents Nanonal Personnel Records Center St tours MO 

182 

Destroy when 2 years old Payroll Work Files Correspondence and work papers relating to payroll matters such 

as payroll discrepancies, report of balances recapitulations of 

At acuvmes havmg records. holding areas, these files payroll data work or proof sheets, payor leave information 

130 ala 43472 GRS 02 Item 24 
may be but are not required to be transferred thereto requests and SimIlar documents 

At acnvmes located In the same metropolrtan area as a 

Federal Records Centers these files may be transferred 

thereto after 1 year 

183 

Destroy when 4 years old Withholding Taxes Copies of certifying officer reports to employees of total earnings 

and taxes Withheld and to the Internal Revenue Service of the total 

At acuvrnes havmg records holding areas these files Income tax deductions withheld These files also Include tax 

130 alA 43474 GRS 02· rtern Be 
may be but are not required to be transferred thereto reconobanons, receipts, and related documents 

At acnvrnes located tn the same metropolitan area as a 

Federal Record .. Centers, these files may be transferred 

thereto after 1 year 

184 

Destroy 4 months after date of Issuance of bonds Savings Bonds Reports Documents relating to the reporting svstem for bond sales and 

purchases including monthly report of bond deductions. report of 

At acnvmes havtng records holdmg areas, these files bond purchases bond parncrpanon report, and related documents 

may be but are not required to be transferred thereto 

130 alA 4347S GRS 02- Item 14c At acnvmes located In the same metropolitan area as a (Bond receipt and transmittal files receipts for and transmrttal 

Federal Records Centers, these fues may be transferred flies receipts for and transrnrttals of US Savings Bonds 

thereto after 1 year 

185 

Destroy after 3 years NN·16894 Health Benefrts Reports, correspondence transmrttalletters, and other documents 

used 10 connection WIth the general administration of controlhng 
At activities haVIng records holding areas, these files and reporting deductions related to the Federal Employees Heahh 

130 ala 43477 N/A-N/A 
may be but are not required to be transferred 

At actwrnes located In the same metropohtan 

thereto 

area as a 

Benefits Program 

Federal Records Centers these files may be transferred 

thereto after 1 year 

18 

Retain In current files area and destroy after 2 years NN 16894 Unemployment Compensation Documents relaung to requests for wage and separation data to be 

Data Requests used In connection With unemployment compensation claims 

130 ala 43480 NfA-NfA Included are requests for information and replies thereto notices 

of determination notices of refusal of work offer and related 

18 

Retain In current files area and destroy 2 years after NN-16894 Statement of Charges Crvihan payroll officers' copies of forms used to hst charges against 

settlement cwihan personnel In ccnnecnon wrth the loss, damage or 

BOOla 43485 NfA-NfA destruction of Government property These Include DD Form 362, 

Statement of Charges/Cash Collection Voucher, and comparable 

18B 

Destroy 3 years after fmal acnon IS terminated Exceptmn Claims and Standard Form 2805 Request for Recovery of Debt Due the United 

130 01A 43487 GRS 02· hem 21 Indebtedness States Form RET 4117, Cerntrcete of Settlement of Claims and 

18 Similar documents 

Destroy on discontinuance of office or activity Do not NN 16894 Pay Tables Record sets of pay tables supplementmg the oftrcal Government 

130 ala 43489 NfA NfA retire salary tables 

19 

Destroy 10 years after separation of mdwrdual NN·16894 IndiVidual leave cards, time and attendance reports NAF Employee leave Files - Final leave records 

130 ala 49131 A N/A·N/A 
apphcanons for leave and Similar 

non-apprcpnated fund employees 

documents pertaining to Final leave records 

19 

Destroy after 2 years NN 168·94 mdwrdual leave cards time and attendance reports NAF Employee Leave Files Other records 

130 ala 49131 B NfA-NfA 
apphcanons for leave and Similar 

non appropriated fund employees 

documents pertaining to Other records 

19 
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Destroy after 3 years provided audit has been made NN 16894 NAF Payroll Control Documents used In controlling pay to employees Included are time 

and exceptions or irregularities have not been reported cards time sheets, time and attendance reports With attached 

evidence of court or murtarv service overtime autbonzanons 

130 01a 49132 N/A N/A 
copies of notifications of personnel actions copies of epphcaucns 

for NAF retirement plan and/or group Insurance plan, payroll 

change SliPS, and other documents used to assure proper payment 

193 

Destroy 4 years after supersession of form or NN 16894 Withholding Tall Exemption Copies of Treasury Department (TO Form W-4 Employees 

1300101 49133 N/A-N/A termmancn of employee Certificates Withholding Esempncn Certificate) forms executed by cmhan 

19 employees paid from non-appropriated funds 

Destroy}. years after separation of employee or NN-168-94 NAF Payroll Deductions Documents authcnnng payroll deductions Included are bond 

BOOla 49134 NIA NIA 
cancellation of authcruancn deduction autboruanons. health Insurance payment deduction 

authonzanons, and Similar continuing deduction euthonzancn 

195 documents 

Destroy after 4 years NN-16894 Withholding Taxes Documents reflecting wages Withheld from employees earning 

Included are reports to employees of total earnings and taxes 

130 ala 4913S NIA NIA Withheld (TO form W 2) reports to the Internal Revenue Service of 

total taxes Withheld, and Similar documents 

196 

Destroy when superseded or obsolete for any reason NN·168·94 NAF Authorrzed Timekeepers Documents indicating or eppcmnng mdrvrduels responsible for 
}3001a 49136 NIA NIA timekeeping Included are hsts, memorandums and 

19 cornmumcanons 

Destroy after termmanon of Involvement by the NAF NN 16894 NAF Employee Insurance Documents relating to the administration of group Irfe, health, and 

activity ecodent Insurance programs, and retirement plans for NAF 

1300101 49137 N/A N/A 
employees Included are requests for group Insurance, agreements, 

waivers, requests for discontinuance, epphcanons for Insurance 

benefrcrarv desgnancns notices of employment 

19' 

Destroy when superseded obsolete, or on NN 16894 pcsrnon Schedule Bonds Documents related to fldell1y Insurance coverages for custodians 

discontinuance and employees of non appropriated funds Included are offrcral 

1300101 49140 N/A-N/A agreements and other bond documents list of positions covered, 

list of mdlvlduals filling POSitions and Similar documents 

19 

Destroy after 5 years NN-168-94 NAF Personnel Reporting Documents accumulated by non-appropriated fund acnvmes used 

to furnish Government agencies With information on labor 

13001 a 493 OS N/A N/A stansncs employment compensation and Similar information 

Included are letters, forms. and Similar or related documents 

20O 

Destroy 2 years after termination of employment NN-168-94 Documents which reflect qualifications effrcencv, NAF Offlcral Folders - Off-duty 

130 0101 49310 A NIA NIA 
promotion, awards and Similar information on an 

employee paid from non-appropnated funds Included are 

military personnel 

201 offiCial personnel folders 

Destroy 3 years after separation NN 16894 Documents which reflect qualifications, effroencv, NAF OffiCial Folders - Non-U S 

promotion awards and Similar mfcrmanon on an crnzens resrdmg outside of 

130 01a 49310 B N/A-N/A employee paid from non appropriated funds Included are CONUS Alaska Hawan but 

official personnel folders working within CONUS, Alaska, 

2O' and Hawau 

Destroy 15 years after transfer or separation of NN 16894 NAF Employment Records Documents reflecting baSICdata on mdwrdual employees such as 

employee Cut off inactive files every 5 years veteran preference, service computation date performance 

BOOla 49311 N/A-N/A 
ratings posmons held, and snmtar information Included are DA 

Forms 3438 Note DA Forms 3438 are maintained by the office 

responsible for adrmmstranon of NAF personnel programs 

203 

Destroy 5 years after final action NN 168-94 NAF Awards and Documents related to submrttmg, evaluating. and approving or 

Commendations disapproving suggestions, service awards and commendations of 

130 ala 49312 N/A-N/A ncn-appropnated fund employees Included are approved and 

rejected suggestions commrrtee meetings mmutes, hsts of 

2O employees e 
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Destroy 6 months after transfer or separation of NN-16894 NAF Employee Interviews Documents used to record counsehng mtervrews and separation 

employee mterviews 

1300la 493 14 N/A N/A 

Included are plain cards. ruled cards punched cards card forms, 

205 and Similar Or related documents 

Destroy atter 1 year NN·16894 NAF Employment Applications Documents pertammg to mdivrdual seeking employment In the 

BOOla 49315 N/A-N/A 
acuvmes Imanced by non appropnated funds 

20 Included are apphcanons and related documents 

Destroy after 5 years NN-168-94 NAFTrammg Documents reflecting group trammg of non-appropriated fund 

employees 

1300101 T 49318 N/A N/A Included are tramtng schedules attendance records, employee 

evaluation of speciflc courses, monthly summaries of trennng 

acnvrnes, and Similar or related documents 

20 

Destroy 5 years after final decrsscn or 5 years after any NN·168-94 NAF Gnevances Documents related to serthng ncn-appropnated fund employee 

action on case after Imal decuron wlucbever IS later gnevances 

}3001a 49320 N/A-N/A 

Included are committee reports proceedings, decrsrons. and Similar 

208 or related documents 

Destroy on discontinuance of position NN 16894 NAF POSition Record Cards Documents used by non-appropriated fund activities for controlling 

all occupied and vacant posmcns 

1300la 49325 N/A N/A 

Included are plain cards ruled cards, punched cards or card forms 

20 and Similar or related documents 

Destroy when superseded or obsolete NN 168-94 NAF Organuanonat Chart Flies Documents Indicating posmons grades and personnel of each 

crganrzauonat segment 

130 ala 49326 N/A N/A 

Included are charts, tables, and Similar or related documents 

21 

Destroy when cancelled or superseded NN-16894 NAF ladder Diagram Files Documents reflecting salary grades and corresponding job utles 
based on average monthly sales volume 

1300101 49327 N/A-N/A 

Included are ladder diagrams and Similar or related documents 

21 

Destroy when cancelled or superseded NN 16894 NAF Job Descnpnons Documents used for analysIs. evaluation or development of 

specmc jobs, or to mdrcate Jobs unhzed 

130 O}a 49328 N/A-N/A 
Included are master job descnpncns extra copies of job 

descnpncns, Job standards, and Similar or related documents 

212 

Destroy when superseded or obsolete NN 168-94 NAF Personnel Authonrancns Documents authcnnng commission rates of pay per annum rates 

of pay overtime, and devranons from estabhshed personnel pohcy 

BOOla 49329 N/A N/A 
and procedure 

Included are letters electncallv transmitted messages and Similar 

213 or related documents 

Destroy when cancelled or superseded NN-168-94 NAf Wage and Salary Schedules Documents reflecting wages or salary for a specrtred grade 

BOOla 49330 N/A N/A Included are schedules or tables, and Similar or related documents 

21' 
Destroy when 3 months old {Transitory Record U S Savings Bond and fund Documents forms, correspondence campaign, and participation 

1300101 510 56 GRS 23· rtem 7 Category] Ralsmg Campaigns reports relating to the sale of U S Savings Bonds and other fund 

215 ralsl!!&. campaigns 

Destroy after 3 years or when obsolete superseded or Nl-361939 Morale Welfare and Recreation Documents relating to morale wetfare, and recreation matters and 

no longer needed, whichever IS sooner activities sponsored monitored, or pcbhcued In the interests of 

130ala S1066 N/A-N/A 
employees 

Excluded are the actual records of clubs or functions operated With 

216 non-appropnaled funds see 490 00 senes 
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Bucket 

secnon-
Combined 

Type 

{Temp, 
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Records 
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6 years aher date of last entry mdwrdual Non-Occupenonal 
130 0)01 GRS 01 Item 19 Health Record Files 

21 

2 years after last entry (latest) Health umt Control Files 

BOOla GRS 01 Item 20 

218 

BOOla 
GRSOI Item 24 sub 

Item a -d 

3 years after event IS longest retention sub Items a-d Reasonable Accommodation 

Request Records 

21 

220 

}30 ala 
GRS Ot·ltem 2Sa 

through 25h 

Destroy when 7 years old IS longest retention sub Item 

25d 

EEO Records 

3 years after separation or transfer of employee Service Reports Cards Cards for employees separated or transferred on or after January 

1300)a GRS 01 Item 2b 1 1948 

221 

Destroy when 3 years old Personnel Correspondence file 

130 ala GRS 01 Item 3 

22 

Destroy 90 devs after updating the appropriate record Correspondence or notices Correspondence or notrees received from eligibles indicating a 

In the registry or Inventory received from eligibles change In name address or availability 

130 0)01 GRS at-ftem 33c mdicanng a change In name 

address or aveuabnrtv 

223 

Destroy when 1 year old Retirement ASSistance Flies Correspondence memoranda annurty estimates, and other 

130 ala GRS 01 ttem 39 records used to assist retmng employees or survivors claim 

22 Insurance or retirement benefits 

Destroy 1 year after end of employee's parncpanon m Alternate worksrte Records Approved requests or epphcancns to parucipate In an alternate 

the program wcrksrte program, agreements between the agency and the 

employee and records relating to the safety of the worksne. the 

130 0101 GRS 01 ttem 4201 installation and use of equipment hardware. and software and the 

use of secure clessmed information or data subject to the Pnvacv 
Act 

225 

Destroy 1 year after request IS rejected Alternate Worksrte Records Rejected requests or epphcauons to pertrcpate In an alternate 

worksrte program agreements between the agency and the 

employee and records relating to the safety of the worksrre, the 

130 ala GRS 01- Item 42b installation and use of equipment hardware and software and the 

use of secure, classrned Information or data subject to the Pnvacy 

Act 

22 
Destroy when 1year old or when no longer needed Alternate Worksrte Records Forms and other records generated by the agency or the 

130 0101 GRS 01 ttem 42c whichever IS later parncpatmg employee evaluating the alternate worksrre program 

22 

Destroy on separation or transfer of employee Employee Record Cards Employee record cards used for informational purposes outside 

130 ala GRS 01 Item 6 persormel oftrces 

228 

Destroy 1 year after case IS closed Performance Ratmg Board Case Copies of case hies forwarded to QPM relating to performance 

130 0101 GRS 01 Item 9 Files rating board reviews 

22 

2 years after date of summary or report Statistical Summanes copies of statistical surnmanes and reports With related papers 

1300101 GRS 01 Item 22 pertaining to employee health. retained by the reporting unit 

23 

Destroy 2 years after the date on which the register of Ehglble Applications for Eligible Apphcanons for POSitions filled by case exammmg that 

Inventory IS terminated POSitions Filled either are not referred to the hiring oHICIal or are returned to the 

130 0101 GRS 01 -Item 33m 
exarmmng office by the hlnng otfrcral Such documents Include OF 

612, resumes, supplemental forms and attachments whether In 

hard copy or electromc format 

231 

Destroy when 4 years old Agency copy of employee wages and task statements such as IRS 

130 0101 GRS 02· Item 13b Form W 2 and state equivalents, maintained by agency or payroll 

23 rocessor 
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Title 

Record 

Destroy 3 years after garmshment IS terminated levy and Garmshed Flies 

130 Dla GRS 02· Item 18 

233 

23 

235 

BOOla 

BOOla 

GRS02 hem 8 

N/A-N/A 

Destroy after GAO audit or when 

Infonnatlonal 

6 years old, whichever 

Informational 

Time and Attendance Input 

Records 

Uvll~n Personnel Online. 

(Portal) 

Crvihan Training Mansgement 

System 

1300la T5 N/A-N/A 

Electrcmc Office Personnel ~lle 

1300101 T5 N/A-N/A 

Current DLA-OCMA Descnpt1on/lnformatlon 

offrcral notice of levy or garnishment (IRS Form 668A or 

equivalent) change shp. work papers correspondence release and 

other forms, and other forms relating to charge against retirement 

funds or attachment of salary for payment of back Income taxes or 

other debts of federal employees 

Records In either paper or machine readable form used to Input 

time and attendance data Into a payroll system, maintained either 

by agency or payroll processor 

Portal provides ~ployees and supervrscrs access to HR 

automation tools and Information products 

(http !/cpolarmv m,I/llbraryll 
CTMS enables employees to enroll In DCMA funded and/or 

scheduled training more etncrentlv and effectively CYMS enables 

sharing of training information With Acqursrncn Training 

Application system (ACQTAS) and leverage modules already 

developed for ACQTAS such as, the electrcmc mdwrdual 

Development Plan (eIDP). continuous learnmg po mts trackmg, and 

acqursmon workforce data display CTMS Spiral ICapabilities are 

Automated training application and reservation functions, Ablhty to 

apply for DCMA trammg opportunities from one web portal, DCMA 

funded courses, DAU courses SklllPort courses and GoTram 

Audemy Safety courses, Users Will be able to update their profile, 

apply for training. review and edit applications, request 

cancellations, and contact the OMS Helpdesk by email 

Apphcancns Will be routed to the apptrcanrs supervisor for 

approval system generated email noufrcancns Will Inform the 

applicant supervisor each time an action has been taken on an 

applicants request 

a web based tool that enables employees to access their Official 

Personnel folder (OPf) documents on-line Supervisors Will also 

have access to information on employees wnhm their purview The 

maintenance of personnel records and file systems for DCMA 

personnel IS managed by the Defense togrsncs Agency Human 

Resources Center, Customer Support Offrce-Cofumbus (CSO-C) 

The DLA CSO-C IS eutbonzed to develop procedures and systems 

which Will best meet needs provided they remain Within the 

framework and requirements outlined In the OPM GUide to 

Personnel Record Keeping The CSO-C has the respcnsibunv for 

ensunng that all required documents are posted timely and 

accurately to offiCial personnel records and file systems 

The maintenance fllmg and retention of the hard copy OPf IS the 

responsibrlttv of the DLA CSO-C 

23 

Accountable Records ARM - allows the Fmancral harson to store and track the payroll 

13001a TS N/A-N/A 
Management (ARM) documentation 

need to store 

of DCMA CIVIlian employees 

hard copy payroll documents 

- System eliminates the 

238 
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Record Current OLA-

Bucket Type DCMA 
Current OLA=OCMA or GRS Cutoff Retention NARA/OCMA Current OLA-OCMA Record secnon- {Temp, Records GRS - combined Current OLA-OCMA General Senes Information Current OLA-DCMA DeSCription/Information
InstructIOn Authonty	 Trtle

Combined Perm, Temp seees .
 
system} Combined
 

Individual Wlthhokhng and Deduction Authonzateons	 _ ..!: s .. : r" " '~. ,-.; ,~ 

" ',>. I': - "',	 (Excludestax,levyandsarmshmentfiIes.JNote When Indrvadua I WIUl_chol ding I .s: .~:1:g'~'~:and '
 

130 01al , 414 6lA -~ ~ GRS 02-ltem 14 '.l Infonnational
 employee tran~ers, Items hsted below should be Deduction Authorizations _ ._. " . ~~. 
"!¥ _", transferred to gaining payroll offke when required by ARs :!7j.'S'~;i::! .: 

tn the 35 and 37 senes SavingsBond '.:" ; '"'~.:":;"'"~
If_ ~ 

Purchasefiles -.~.• 
- "", ,

23 

Destroy after 1 veer N 1-361 90 04	 Documents providmg general direction staff gurdence and Equal Employment Opportunrty Other ActiVities 

reportmg 10 the management and adrrnmstratron of EEO Correspondence Files -

Including mterpretenons and dectstcns on apphcaburtv,
130mb 14002 B N/A N/A
 

requests for waivers And exceptions data calls and
 

penodrc reporting, and Similar documents not covered 

240 elsewhere 

Destroy when superseded, obsolete, or no longer Nl-361 90 04 Documents correspondence and Similar materials Communrty Relations - Other actwmes 
needed pertammg to employee management and community 

related services and programs used to record actions 

13001b 14040 B N/A-N/A	 taken 10 the Federal Woman's Program, Handicapped
 

jndrvrduals Program Hrspemc Employment Program and
 

other programs of a hke nature
 

24 

Destroy when superseded, obsolete or no longer N 1-361 92 03 Employee Suggestion Program Suggestion forms related Employee Suggestion Program Other acnvrnes Documents pertaining to overall POliCY, 

needed for reference awards correspondence and backup materials used In the Documents pertaunng to procedures and admuustranon of the Employee Suggestion 

management of the Employee Suggestion Program and In overall pohcv procedures and Program 

13DOlb 21280 A12) N/A N/A the review of proposals and development of administration of the Emplovee 

recommendations for approval/disapproval Suggestion Program - Other 

ectwmes 

242 

Destroy when superseded obsolete or no longer N1-361-92-03 Employee Suggestion Program Suggestion forms, related Employee Suggestion Program - Other actwmes - Proposals case files, reports and supporting 

needed for reference awards, correspondence and backup materials used In the Proposals case files reports documents - DCMAHQand PlFA Suggestion Managers 

management of the Employee Suggesuon Program and m and supportrng documents -
1300lb 21280 B(2) N/A-N/A
 

the review of proposals and development of DCMAHQ and PlF A Suggestion
 

recommendations for approval/disapproval - ManAgers
 

243 

Destroy after 1 yeAr N1-36191-17 Relates to munarv personnel matters mcludmg rruhtarv Rosters and Strength Returns - Rosters returns, reports and related papers regarding mllrtary 

13001b 31060 B N/_ N/A personnel assignments and actions Others personnel as.slgned to OCMA 

24 

Destroy 1 month after end of related pay period Records used to direct a change or correction of an PAyroll change Ides - All other 

13001B 43460 B(2) GRS 02- ttem 23b mdwrdual pay transaction whether created and copies 

245 mamtamed by payrng agency or payroll processor 

(DCMA does not own system) Summary reports Defense MAnpower Data 284 40l{4) Defense Manpower Data Center Data Base All 

(electronrc or paper) (Delete/destroy when no longer Center Data Base personnel/employment/pay records of DoD military and cvrhan 

needed for operational purposes employees all Federal CIVil Service employees. and some CIVilian 

284 agencies rt IS used to provide a centralized system wrthm the 

1300lb TS (DLA) 40 LI4b N/A N/A Department of Defense to assess manpower trends support 

)(3)	 personnel functions perform longttudmal statistical analyses, 

conduct sctermfrc studies or medical follow-up programs and other 

related studies/analyses N1 361-98 1 

24 

(Delete when superseded or when no longer needed for	 Reenlistment Ehgtble File 284 40l(7) Reenhstment Ehg.ble File (RECRUIT) Records of former 

284 operational purposes, whichever IS later (RECRUIT) enhsred personnel of the mlhtary services who separated from 
13001b TS N/A N/A 

(DLA) 40 L17) active duty Since 1971 tt IS used to assist recruiters In re-enhstmg 

247	 prior service personnel 

Employee Performance Files Non-Senior Executive Empoyee Performance Files ~,
: r,
 

::. "
 service (5ES). ' • Non-Senior executIVe Servk~ .,. 
, 1300lal • "37525 C, informational (SES) - Performance related ::. 

records pertaining to a former 

248 employee 
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Record 
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13002aI 37525 Cill GRS 01· Item 23a(3)a 

Place records on left Side of the CPF and forward to 

gamrng Federal agency upon transfer or to NPRC If 
employee separates (see GRS 1 Item Ib) tf retnevmg 

from an OPF commg from NPRC, dispose of In 

accordance wnh Item GRS 1, Item 23a(3)(b) 

Employee Performance 

(SES) 

Flies Non Senior Executive Service Employee Performance Files 

Non-Senior Executive Service 

(SES) - Performance related 

records pertauung to a former 

employee - latest rating of 

record 3 years old or less and 

performance plans upon which 

It IS based and any summary 

ratmgs 

Latest rating of record 3 years old or less and performance 

upon which It ISbased and any summary ratings 

plans 

249 

13002.11 37528 B(1) 
GRS 01 rtem 

23b(2)la) 

Place records on left Side of the OPF and forward to 

gammg Federal Agency upon transfer or to NPRC If 

employee leaves Federal service (See GRS 1 Item Ib) If 

retnevmg from an OPF commg from NPRC, dispose of m 

accordance With GRS 1 Item 23b(2)(b) 

Employee Performance Files (SES) Performance 

records pertaining to a former SES appointee 

related Employee Performance Files 

(SES) - Performance related 

records pertaining to a former 

SES appointee- Latest ratmg 

Latest ranng of record that 

plan upon wlucn rt IS based 

IS less than 5 years 

and any summary 

old performance 

ratmg 

250 

251 

13002a1 

13002.11 

,"1 390.10.A , 

39010 All) 

/G~Ol-nem1 

GRS 01-ltem 1.1 

. Infonnatoonal 

See Chapter 7 of The GUide to Personnel Rec.ordkeepmg 

for instructions retatmg to folders of employees 

transferred to another agency 

and related personnel ad Ions 

Relates to the maintenance of OffiCIal Personnel folders, 
_ a~d related personnel ecncns 

Relates to the maintenance of Officral Personnel folders. 

Technical services - OffICIal 
Personnel folders - Records, 

flied on the <!ght side of n.e 
Official Personnel Folder 
rechmcal Services - Offtcral 
Personnel Folders - Transferred 

Employees 

Transferred employees 

Records filed on the nght Side of the OffiCial Personnel Folder· 

252 

13002.11 39010 A(2) GRS 01 Item Ib 

Transfer folder to National Personnel Records 

St lOUIS MO 63118 30 days after separation 

Center Relates to the maintenance of OffiCial Personnel 

and related personnel actions 

folders, Technical 

Personnel 

employees 

Services 

Folders 

- Offrcral 

- Separated 

Technical Services Ottroal Personnel Folders - Records filed on the 

nght Side of the OffiCial Personnel Folder - Separated employees 

253 

13002al 43451 Nt' Nt' 

When the mdwrdualrs separated or transferred to an 

agency outside of the Defense logistics Agency, forward 

SF 2806, lndw.dual Retirement Record (CIVil Service 

Retirement System), to the offrce of Personnel 

Management, Washington DC 20415, except m 

Instances where the agencies (lncludmg the Otfrce of 

Personnel Management) agree that SF 2806 be 

annotated as to date of transfer and maintained by the 

gaming agency 

NN-16894 lndrvrdual Retirement Records IndiVidual retirement records reflect the amounts that have been 

deducted from the pay of each mdwrdual CIVilian employee subject 

to the Retirement Act (46 Stat 468 5 USC 691 738), as amended 

for deposrt to the CIVil Service genrernent and DIsability Fund 
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Schedule 130 

Records Series Crosswalk 

N o Q 

Bucket 

secnon-
Combined 

Record 

Type 

{Temp. 

Perm, Temp 

system} 

Current DLA-

DCMA 

Records 

senes-
Combined 

GRS - combmed 
Current DLA=OCMA or GRS Cutoff Retention 

Instruction 

NARA/OCMA 

Authority 
Current OLA-OCMA General Series Information 

Current DLA-OCMA 

Trtle 

Record 
Current OLA-DCMA Description/Information 

255 

25 

13002al 

13002al 

13002012 

434 5S A 

11080 

GRS 02- Item 9a 

GRS 01 Item 2.1 

GRS 01 ttem f s 

File on nght Side of OPF See GRS 1 Item 1 

Destroy With OPF 

Transfer to NPRC (CPR, SI lOUIS MO Destroy 60 years 

after earliest personnel action 

Revrew annually. destroy superseded or obsolete 

documents On separation from orgemzanon, transfer 

to gammg supervisor or servrcmg personnel office as 

appropriate 

N1 361 91 2 

leave Records 

leave Records . Records of 

employee leave 

Service Reports Cards 

Supervisor's (Ivlhan Personnel 

Files (Mamtamed In locked file 

cabinet m Team 

etHers/Directors office) 

Records of employee leave such as SF 1150 Record of leave Data 

prepared upon transfer or separation 

Cards for employees separated or transferred on or before Dec 31 

1947 

Records marntamcd bv a supervisor or manager concerning cn rhan 

cmplovccs under his/her admuustrauvc COntrol Folders mav contain 

a record of the emplovccs work hrstorv tsuperc rsor's COP\ of posmon 
dcscnpuon performance plan, performance raungs other cvaluauons 

or notes for use m evaluanng performance for counselmg ernplcvccs. 
and for basmg drscrphnary acnon) records of trauung planned 

requested, scheduled or taken pnntouts from automated personnel 
svstems provrdmg supervisors wnh day-to-dav operating level 
mformanon concemmg their cmplovces leiters. documents notaucns 
or other information rnamtamcd only temporanlv bv the supervisor 
regarding the conduct or performance of an mdtv rduul cmplovcc 

25 

Review annually destroy superseded or obsolete 

documents On transfer or separation of mdwrdual, 

place m mectwe file Cut off macnve file at end of 

calendar year hold 1 year then destroy 

Nl 36191-2 Supervisor's 

Files 

MIlitary Personnel Informational documents accumulated on mdwrdual military 

personnel by offices not haVing custody of the mdwrdual personnel 

records Includes copies of military position descriptions 

13002a2 ]]084 N/A N/A 

25S 

For (SRS/FERS related records, destroy upon receipt of 

offrcral OPM acceptance of annual summary 

Retirement Files Reports registers or other control documents and other records 

relating to retirement such as SF 2807, Register of Separations and 

Transfers CIVIl Service Retirement System or equivalent 

13002A2 43452 GRS 02 Item 28 

25 

Destroy when 3 years old leave Records - Creatmg 

agency copy, when mamtamed 

Records 

prepared 

of employee leave, such as SF 1150, 

upon transfer or separation 

Record of leave Data 

1300IA2 43455 B GRS 02· Item 9b leave Records 

26 
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Schedule 130
 

Records Senes Crosswalk
 

o Q 

Bucket 

Section -

Combmed 

Record 

Type 

{Temp, 

Perm, Temp 

system} 

Current OLA-

DCMA 

Records 

senes-
Combined 

GRS - combmed 
Current OLA=DCMA 

Instruction 

or GRS Cutoff Retention NARA/DCMA 

Authonty 
Current DLA-DCMA General senes mformencn 

Current OLA-OCMA 

Title 

Record 
Current DLA-DCMA Descnptlon/lnformatlon 

Destroy after 40 years NCl-361 80 1 Industnal 

Reports 

Hygiene Survey Reports of the data and results of surveys 

employee exposures to workplace heahh 

tOXIC chemicals, or radiation 

conducted to evaluate 

hazards such as norse. 

130 a2b1 16045 lOLA) Employee Medical Folder 

261 

26 

263 

26 

265 

26 

13002bI 

13002bl 

13002bl 

130 oze i 

13003a1 434 SO A 

GRS 01 hem 2Ib 

GRS 01 ttem 21 a {II 

GRS m-nem 21 a (2)) 

GRS OI-Item 21c 

GRS 02 hem 1.1 

Transfer to NPRC, St LOUIS MO, 30 days after 

separation, NPRC Will destroy 75 years after birth date 

of employee, 60 years after date of the earliest 
document In the folder, If the date of birth cannot be 

ascertained, or 30 years after latest separation 

whichever IS later 

See CFR Part 293, Subpart for instructions 

Destroy 1 year after separancn or transfer of employee 

Destroy 60 vears after retirement to the NARA records 

storage faclhty 

Update elements and/or entire record as required 

Transfer to National Personnel Records Center after 3 

years 

Employee 

Employee 

Employee 

Employee 

Medical 

Medical 

Medical 

Medical 

Folder 

Folder 

Folder 

Folder 

Clvlhan IndiVidual Pay Records 

CIVIlian lndwsdual Pay Records 

IndiVidual Pay Record 

Separated Employees 

Transferred Employees 

Temporary or short term 

records as defined In Federal 

Personnel Manual 

Individual employee health case 

flies created prior to 

establishment of the EMF 

system that have been retired 

to a NARA records storage 

faCility 

Long Term medical Records as defined In 5 CFE Part 293, Subpart E 

Long Term medical Records as defined In 5 CFE Part 293 Subpart E 

Pay record for each employee as mamtalned In an electronic 

Contams pay data on each employee within an agency 'thrs record 

may be m paper or microform but not m mach me readable form 

database ThiS database may be a stand-alone payroll system or 

part of a combined personnel! payroll system 

13003a2 43450 B GRS 02-ltem Ib 

[111 Wmnebago Street 

years Earher retirement 

St LOUIS, MO 631}8 

IS not authorized 1 
after 3 

Destroy when 56 years old 

26 

268 

269 

13003a2 

13003.13 

49130 N/A N/A 

GRS 02- hem 2 

Note These files are cutoH at the end of each calendar 

yea 

Forward to the Nattonal Personnel Records Center 111 

Winnebago Street 5t LOUIS M063118 18 months 

after the close of the calendar year or wrthm 90 days 

after receipt of report of audit, whichever IS later 

Destroy 56 years after date of last entry or other pay 

document 

Destroy 15 years after close of pay year In which 

generated 

NN-168 94 NAF jndwrdual Employee 

Record Files 

Noncurrent payroll files 

Pay Documents retlecung all earmngs deductions adjustments bond 

Issuances and Similar matters concerning each mdwrdual 

employee paid from non-appropriated funds Pnor to shipment 

documents Witl be arranged In a Single alphabetical order 

Copy of noncurrent payroll data as mamtamed by payroll service 

bureaus In either micro-form or machme readable form 
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