
JOB NUMBER 
REQUEST FOR RECORDS DISPOSITION AUTHORITY N/- 5105 -{)g--Ij 
To NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received fh.. flo ~ 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
1 FROM (Agency or establishment)
 

Department of Defense NOTIFICATION TO AGENCY
 

2	 MAJOR SUBDIVISION In accordance with the provrsions of 44 USC 3303a, the 
MIssile Defense Agency drsposrtron request, Including amendments, IS approved 

t---;:;---:-=-:-=::---=;-;;::-::=-;;-;=::::-:--------------------j except for Items that may be marked "disposition not 
3	 MINOR SUBDIVISION approved" or "Withdrawn"In column 10 

5	 TELEPHONE NUMBER DATE ARCHIVIST OF THE UNITED STATES 4 NAME OF PERSON WITH WHOM TO CONFER
 

Mr Petar Sredojevic
 +/Zg/II WITHDRAWN(719)721-8724 

6	 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency in matters pertammg to the disposition of ItS records and that the 

records proposed for disposal on the attached (See attached) page(s) are not needed now for the busmess for this agency or Will 
not be needed after the retention penods specified, and that wntten concurrence from the General Accountmg Office, under the 

provisions of Title 8 of the GAO Manual for GUidance of Federal Agencies, 

o IS not required	 !ZIIS attached, or o has been requested 

DATE TITLE
 
Deputy lnformatrcn Management, Chief
 

3/18/08 Information Office
 

9 GRS OR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM~ PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

sile Defense Agency records senes
 
(see ttached)
 

WITHDRAWN 

1128 lit 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescrrbed by NARA 36 CFR 1228 



Records Disposition Schedules MDA 8180.01-M 

tegory: 400 
Ca gory Title: PERSONNEL 
Categ ry Description: 

Category Number: 402 
Category itle: Civilian Personnel Files 
Description: hese tiles result from the administration of the personnel program for the 
Agency civilia workforce which includes: personnel servicing tasks; administration of 
salary and wage rograms; job analysis and evaluations; position audits; periodic wave 
surveys; recruitm t, hiring and placement; and implementation of employment service. 

File: 402-01 
Title: Notification of P 
Description Standard Fon 50, documennng all mdividual personnel actions such as 
employment, promotions, tra sfers, separation, exclusive of the copy 111 personnel offices 

A Chronological file co es mcluding fact sheets, mamtained 111 personnel offices 
Disposition: Temporary. Destroy vhen 2 years old 
Authority: (GRS-I-14a) 

B All other copies mamtamed 11 rersonnel offices 
Disposition: Temporary. Destroy when 1 
Authority: (GRS-I-14b) 

(Note: Incorporate official tile copies tnt 
Privacy Act: 

File: 402-02 
Title: Personnel Request/Approval for Change in To r of Duty/Hours 
Description: FIles relatmg to the approved notifications w h backup data of the circumstances 
warrantmg the change m tours of duty or hours of duty 
Disposition: Temporary. Destroy 2 years after audit except \\ en needed to support contmumg 
authonzation, in which case destroy on separation 
Authority:
 
Privacy Act:
 

File: 402-03
 
Title: Service Record Cards (Standard Form 7 or equivalent)
 
Description:
 

A Cards for employees separated or transferred on or before December 
Disposition: Temporary. Transfer to Nanonal Personnel Records Center (NPRC) t Louis, 
MIssouri Destroy 60 years after earliest personnel action 
Authority: 

B Cards for employees separated or transferred on or after January 1, 1948 
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Dis osition: Temporary. Destroy 3 years after separation or transfer of employee 
Auth ity: (GRS-I-2) 

te: Effective December 31, 1994, the SF 7 card became obsolete) 

File: 402-04 
Title: Military serve Program Files 
Description: Backg und information used to respond to request from the Mihtary Services 
concerrung tndividual vailabrhty for activanon 
Disposition: Temporal' .. Destroy when 5 years old or sooner If of no further reference value 
Authority: 
Privacy Act: 

File: 402-05 
Title: Employment Application 
Description: Applications, mcludin of 612, resumes, and any other applicanon that an agency 
may develop for unique Jobs with spe hzed requirements, and related records, EXCLUDING 
records relanng to appouitrnents requinr Senatorial confirmation and applicanons resulting in 
appointment wluch are filed m the OPF 
Disposition: Temporary. Destroy upon rec t ofOPM mspecnon report or when 2 years old, 
whichever IS earlier 
Authority: 
Privacy Act: 

File: 402-06 
Title: Military Reserve and Transferred Questionna .es 
Description: FIled by name of individual and MDA organ anon, Contains mformanon on 
mdividual reserve status 
Disposition: Temporary. Destroy upon separation of the mdi dual from the Agency or the 
Reserve Program 
Authority: 
Privacy Act: 

File: 402-07 
Title: Official Personnel Folders of Civilian Personnel 
Description: Case files documentmg crvihan employment under rules and r 
Office of Personnel Management, maintamed m accordance WIth the Federal 
(Items a & b mamtained on nght Side ofOPF, Item c on left ) 

A Civihan Employees Transfernng to another Government Agency 
Disposition: Temporary. Transfer mdividual folder to gammg Agency 
Authority: 

B Separated Civihan Employees, Mamtained on the nght SIde of the office personn 
folder 
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isposition: Temporary. Place mdrvidual folder m an mactive tile upon separation Transfer 
t der to National Personnel Records Center, St LOUIS,Mo , 30 days after latest separation (see 
no 2) NPRC will destroy 65 years after separation from Federal services 
Auth rity: (GRS-l-lb (2)) 

C Temporary Individual Employee Records All copies of correspondence and forms 
mamtamed 1 the left side of the Official Personnel Folder in accordance with Chapter 3 of The 
GUide to Pers mel Recordkeeping, EXCLUDING performance-related records (See Item 402-
12 for disposiud of temporary performance-related records) 
Disposition: Tem orary. Destroy upon separation or transfer of employee, or when I year old, 
whichever IS sooner 
Authority: (GRS-l-l 

(NOTES: (1) OP , covenng pen ods of employment ternunated pnor to January 1, 
1921, are not covered by thrs tern If an agency has such files, It should contact the NARA 
Records Appraisal and DISPOSI on DIVISion to request appraisal of the files IfNARA rejects the 
records, the disposinon for GRS Item 1b applies (2) Certain agencies have been exempted by 
OPM from retiring their OPF's to RC These agencies retam OPF's for the period specified in 
Item 1b of this scheduled and effect truction after the period has elapsed) 
Privacy Act: 

File: 402-08 
Title: Personnel Procedures, Policies and 
Description: Correspondence with DOD, OPM, nd Services on delegations of authonty and 
procedures baSIC to formulation of MDA personne management 
Disposition: Permanent. Place non-current Items in n mactive file Close and transfer mactive 
tile to WNRC/FRC every 5 years Cut off at the end of he fiscal year Transfer to NARA when 
no longer needed for operations 
Authority: 
Privacy Act: 

File: 402-09 
Title: Financial Disclosure Reports 
Description: 

A Reports and related documents submitted by mdrviduals as req 
m Govemment Act of 1978 (PL 95-521) 

(1) Records for individuals filing according to section 201 b of the A 
subsequently confirmed by the U S Senate 
Disposition: Temporary. Destroy 1 year after nonunee ceases to be under consider on for 
appointment. EXCEPT that documents needed in an ongomg mvestiganon will be reta ed until 
no longer needed 111 the mvestrgation 
Authority: (GRS-2-24a (1) 

(2) All other records 
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[sposition: Temporary. Destroy when 6 years old, EXCEPT that documents needed m an 
on omg mvesnganon WIll be retamed until no longer needed m the mvestiganon 
Aut rity: (GRS-2-24a (2» 

All other statements of employment and financial interests and related records, 
mcluding nfidential statements filed under Executive Order 11222 
Disposition: Temporary. Destroy when 6 years old, EXCEPT that documents needed in an 
ongoing mves at IOn will be retained until no longer needed 111 the mvesngation 
Authority: (GR' -2-24b) 
Privacy Act: 

File: 402-10 
Title: Handicapped I ividuals Appointment Case Files 
Description: Case files c itauung POSItIontitle and descnption, fully executed SF 171, medical 
examiner's report, a bnef st tement explanung accommodation of impairment, and other 
documents related to previou appointment, cernfication, and/or acceptance or refusal, created m 
accordance WIth Federal Persot el Manual, chapter 306-11, subchapter 4-2 
Disposition: Temporary. Destro 5 years following the date of approval or disapproval of each 

case ~ 
Authority: (GRS-I-40) ~ 
Privacy Act: ~ 

~~ 
File: 402-11 ~ 
Title: Agency Promotion Review Board es 
Description: These files contain supporting do umentation from the Agency Key Components 
and Field elements for recommendations made b Agency Promotion Review Boards to the 
DIrector and Deputy DIrector Included are Key C nponent nommations, supporting narrative 
and statistical data, and promotion recommendanon ckages 
Disposition: Temporary. Close every 3 years Cut of t the end of the fiscal year Transfer to 
WNRC/FRC 2 years after closing DESTROY when 7 y rs old or sooner If of no further 
reference value 
Authority: 
Privacy Act: 

File: 402-12 
Title: Employee Performance File System Records 
Description: 

A Non-SES appointees (as defined in 5 USC 4301 (2» 

(1) Appraisals of unacceptable performance, where a nonce 0 ' 

demotion or removal ISIssued but not effected, and all related documents 
Disposition: Temporary. Destroy after the employee completes 1 year of accept ble 
performance from the date of the wntten advance notice of proposed removal or re 
grade notice 
Authority: (GRS-I-23a (1») 
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(2) Performance records superseded through an adrmrnstrative, Judicial, or quasi 
Judicial rocedure 
Dispositi : Temporary. Destroy when superseded 
Authority: GRS-I-23a (2» 

Performance-related records pertauung to a former employee 

(a) Latest ratmg of record 3 years old or less, performance plan upon 
which It IS based, and ty summary rating 
Disposition: Temporar '. Place records on left side of the OPF and forward to gammg Federal 
agency upon transfer or to PRC If employee separates An agency retnevmg an OPF from 
NPRC will dispose of these ocuments 111accordance with Item 402-12 (a) (3) (b) below 
Authority: (GRS-I-23a (3) (a 

(b) All othe erformance plans and ratings 
Disposition: Temporary. Destroy \ len 4 years old or when no longer needed, whichever IS 
sooner 
Authority: (GRS-I-23a (3) (b» 

(3) All other summary perf 01 ance appraisal records, mcludmg performance 
appraisals and job elements and standards upo which they are based 
Disposition: Temporary. Destroy 4 years after te of appraisal 
Authority: (GRS-I-23-a (4) 

(4) Suppornng documents 
Disposition: Temporary. Destroy 4 years after date of a raisal or when no longer needed, 
whichever IS sooner 

~~Authority: (GRS-I-23a (5» 
~ 

C SES appointees (as defined m 5 USC 3132a (2» ~~ 
~ 

a Performance records superseded through an admm 

Judicial procedure 
Disposition: Temporary. Destroy when superseded 
Authority: (GRS-I-23b (l» 

b Performance-related records pertaming to a former SES appo 

Latest rating of record that IS less than 5 years old, erformance 
plan upon which It IS based, and any summary rating 
Disposition: Temporary. Place records on left side of the OPF and forward to gauung 
agency upon transfer or to NPRC If employee leave Federal service (see Item 1b of this 
schedule) An agency retnevmg an OPF from NPRC will dispose of those documents m 
accordance with Item GRS-23b (2) (b) Transfer to ga1l1111gelement 
Authority: (GRS-I-23b (2) (b» 
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(b) All other performance ratings and plans 
osition: Temporary. Destroy when 5 years old, or when no longer needed, whichever IS 

c All other performance appraisals, along with Job elements and standards (Job 
expectations) l on which they are based, EXCLUDING those for SES appomtees servicing on a 
Presidential app ntment (5 CFR 214) 
Disposition: Tem orary. Destroy 5 years after date of appraisal 
Authority: (GRS-l- 3b (3)) 

d All ot er statements of employment and financial interests and related 
records, mcludmg confider ial statements filed under Executive Order 11222 
Disposition: Temporary. D troy when 6 years old EXCEPT that documents needed man 

ongoing mvestrgation will be r ained until no longer needed m the mvesnganon 
Authority: (GRS-I-23b (4») 

(NOTE: Performance record ertauung to Presidential appointees are not covered by 
the GRS Such records must be schedu d subrmttmg an SF 115 to NARA) 

File: 402-13 
Title: Personnel Information folders 
Description: Mamtained 111 MDA Adnumstrati te areas where mdivrdual IS assigned 

A Employees Transferred withm MDA 
Disposition: Temporary. Transfer to gaming elemen 

Authority: 

B Employees Separated from MDA 
Disposition: Temporary. Review annually and destroy suspe ded or obsolete documents, or 
destroy file relatmg to an employee within 1 year after separatio 
Authority: (GRS-l-lSa) 
Privacy Act: 

File: 402-14 
Title: Professional Qualifications Record (PQR) 
Description: Files documentmg the career panels' cernfication of personnel 
the vanous career fields (See 402-32) 
Disposition: Temporary. Close upon completion of an individual's cernficatiori Place m an 
macnve file, or return to the indivrdual Destroy 2 years after date of last activity 111 lIe 

Authority: 
Privacy Act: 

File: 402-15 
Title: Interview and Evaluation Cards for Separated Employees 
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De ription:
 
Disp ition: Temporary. Destroy when 2 years old
 
Autho ·ty:
 
Privacy ct:
 

Title: Compe ltlve Selection Files 
Description: Re rds containing posmon advertisements applications and associated 
quahfications data 

A Civihan po nons 
Disposition: Ternporar' . Destroy 1 year after advertisement closure date 
Authority: 

B Mihtary posinons 
Disposition: Temporary. Destr y 10 years after advertisement closure date 
Authority: 
Privacy Act: 

File: 402-17 
Title: Personnel Research Files 
Description: Staff studies and projects refl tmg apphed research In personnel areas, mcluding 
personnel surveys, test research, occupationa -esearch, and concepts of career development 
Disposition: Permanent. Close mactive file ery 2 years Cut off at the end of the fiscal year 
Transfer to WNRC/FR 2 years after closing Trat fer to NARA when no longer needed for 
operations 
Authority: 
Privacy Act: 

File: 402-18 
Title: Incentive Awards Files 
Description: 

A Minutes and reports reflecting actions taken by the Inc 

Committees 
Disposition: Temporary. Close tile annually Cut off at the end of t 
WNRC/FRC 1 year after closing Destroy when 3 years old 
Authority: (GRS-I-13) 

B Case files documenting actions taken In evaluating, approving or 
suggestions and other types of mcentive awards recommendations 
Disposition: Temporary. Close file annually Cut off at the end of the fiscal ye 

WNRC/FRC 1 year after closing Destroy when 3 years old 
Authority: (GRS-I-13) 

C Agency wide awards 
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Dispo ition: PERMANENT. Retain 4 years and transfer to WNRCIFRC Transfer to NANR 
when n onger needed for operations 
Author'itj . 

ards, decorations, and accommodanon files, excluding copies filed 111 Official 
Personnel Fold 
Disposition: Ten Destroy 2 years after approved or disapproved 
Authority: (GRS-
Privacy Act: 

File: 402-19 

Description: 

A 

(1) Standards and guide ies Issued or reviewed by OPM and used to classify and 
evaluate positions with the agency 
Disposition: Temporary. Destroy wh 1 superseded or obsolete 
Authority: (GRS-I-7a (1» 

(2) Correspondence and other rec ods relatmg to the development of standards for 
classification of positions peculiar to the agenc and OPM approval or disapproval 

(a) Case file 

Disposition: Temporary. Destroy 5 years after POSI on IS abolished or descnption IS 
superseded 
Authority: (GRS-I-7a (2) (a» 

(b) Review file 
Disposition: Temporary. Destroy when 2 year old 
Authority: (GRS-I-7a (2) (b» 

B Position Descnptions 

Records copy of posinon descriptions which mclude mformi 
grade, duties and responsibilities, and related documents 
Disposition: Temporary. Destroy 2 years after position IS abolished or de pnpnon superseded 
Authority: (GRS-I-7b) 

C Survey Files 

(3) Classification survey reports on various POSitions prepared by classifi 
specialists, mcluding penodic reports 
Disposition: Temporary. Destroy when 3 years old or 2 years after regular mspection, 
whichever IS sooner 
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uthority: (GRS-J-7c (1» 

(4) Inspection, audit and survey files mcludmg correspondence, reports, and other 
recor relating to mspecnons, surveys, desk audits and evaluations 
Disposi ion: Temporary. Destroy when obsolete or superseded 
Authorit . (GRS-1-7c (2)) 

D 

(I) Case files relatmg to classification appeals, excluding OPM classification 
certificare 
Disposition: Tempor y. Destroy 3 years after case IS closed 
Authority: (GRS-1-7d ( ) 

(2) Certificat of classification Issued by OPM 
Disposition: Temporary. De oy after affected position IS abolished or superseded 
Authority: (GRS-l-7d (2» 
Privacy Act: 

File: 402-20
 
Title: Area Personnel Surveys
 
Description: (Now mcluded 111 402-l7-"Pe sonnel Research Files ")
 
Disposition:
 
Authority:
 
Privacy Act:
 

File: 402-21 
Title: Job/Position Audits and Studies 
Description: These files consist of background correspon nee accumulated dunng the annual 
review of all Agency jobs, mdividual desk audits, group aud , or supervisory job analyst 
reviews. used to develop an official Job/position descnption 
Disposition: Temporary. Place 111 mactive file upon incorporatt n into the job/positron 
descnption Close and transfer macnve file to WNRC/FRC every _ ears Destroy when 3 years 
old or 2 years after regular mspecnon, whichever IS sooner 
Authority: (GRS-1-7c (1) 
Privacy Act: 

File: 402-22
 
Title: College and Field Recruitment Files. Recruiter's Interview Records
 
Description:
 
Disposition: Temporary. Destroy when I year old
 
Authority:
 
Privacy Act:
 

File: 402-23
 
Title: College Recruitment and Public Relations Reports
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cription: FIles accumulated dunng surveys on college parncrpation 111 MDA's public 
rela ons programs and student recruitment This includes parucipanng and non-parucipanng 
schoo 
Disposi .on: Temporary. Destroy when 5 years old or sooner If of no further reference value 
Authorif 

File: 402-24 
Title: Cooperati 
Description: Include studies and mdividual papers on applications 

A Evaluations 
Disposition: Temporary. a1l1ta111mcurrent files unnl co-op graduated from school If hired 
see 402-24b, non-lured see 4 
Authority: 

B Individual Papers of Hir Applicants 
Disposition: Temporary. Incorporat m mdrvidual's Official Personnel Folder 
Authority: 
Privacy Act: ~ 

~ 
File: 402-25 ~%Title: Applicant Interviews ~
 
Description: These are files not included in the ap hcant's case folder
 

A Interview Sheets of Hired Applicants 
Disposition: Temporary. Incorporate in mdividual's 0 
Authority: 

B Interview Sheets of Non-Hired Applicants 
Disposition: Temporary. Destroy 120 days after date oflast act n 
Authority: 

File: 402-26 
Title: Testing Support File 
Description: This file consists of testmg matenals and answers sheets for al 
employee Included are CQB, language and proficiency tests 

A CQB test scores 
Disposition: Temporary. Destroy when 4 years old 
Authority: 

BOther matenal 
Disposition: Temporary. Destroy when no longer required for operations 

Authority: 
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itle: Hired Applicant Case Files 
De ription: Correspondence and supplementary related documents for appointed apphcants 
Disp ition: Temporary. Incorporate m individuals Official Personnel Folder (See 402-07) 
Autho ·ty: 
Privacy ct: 

ed Applicant Case Files 
Description: Do uments and mateuals for those applicants not selected for an Agency 
appointment becau e of their qualificanons. and for those who decline or wrll not be available for 
appointment Includ are recruiters' mtervrew records, worksheets, apphcations for 
employment, test resu ,colTespondence and supplementary related documents 
Disposition: Temporar Destroy 120 days after date oflast action 
Authority: 
Privacy Act: 

File: 402-29 
Title: Not Used 

File: 402-30 
Title: Non-Hired Applicant Case Fil - Special Interest 
Description: Correspondence and supple entary related documents on applicants resultmg from 
congressional mqumes or other special refe als for mdividuals who were not hired 
Disposition: Temporary. Destroy when 1 y r old Those files in which there was significant 
Congressional interest may be held until 5 year old from date of last document 
Authority: 
Privacy Act: 

File: 402-31 
Title: Personnel Strength Report Files 
Description: Documents reflecnng Agency acnvity streng report on the official assignment of 
CIVIlIanand rmhtary personnel by orgaruzanons 
Disposition: Permanent. Close annually Cut off at the end 0 the fiscal year Transfer to 
WNRC/FRC i year after closing Transfer to NARA when no 10l zer needed for operations 
Privacy Act: 

File: 402-32 
Title: Career Panel Executive Professional Qualification Records 
Description: Case files held by the Career Panels on those individuals see 
professionals 111 a particular career field (See 402-14) 
Disposition: Temporary. Close upon completion of mdtvidual 's certificatrori 
mactive file, or return to mdividual Destroy 2 years after date of last activrty 
Authority: 
Privacy Act: 
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dministrative Grievance, Disciplinary, and Adverse Action Files 
Descrip ion: 

dnurustranve Gnevance FIles. Records relatmg to gnevances raised by agency 
employees, e. 'cept EEO complaints. These case files include statements of witnesses. reports of 
interviews and eanngs, exammer's findmgs and recommendations, a copy of the original 
decision, related orrespondence and exlubits, and records relatmg to a reconsideranon request. 
Disposition: Tem orary. Destroy 7 years after case ISclosed. 
Authority: 

n FIles and Performance-Based Action FIles. Case files and records 
related to adverse acnons nd performance-base actions (removals, suspensions, reducnons-in-
grade, furloughs, and letter ofrepnmand) against employees. The file may include any or all of 
the following. the proposed verse action with supporting documents, statements of witnesses, 
employee's reply, heanng not I es, wntten notices, reports and decisions, reversal of action, 
appeal records, copres of letters f repnmand, finn choice letters, and leave letters. 
Disposition: Temporary. Destro 7 years after case ISclosed. 
Authority: 

C Counseling FIles. This 1I1c1ues reports of interviews, counseling sessions. analyses, 
and related records. 
Disposition: Temporary. Destroy 5 year after termmation of counseling. 
Authority: 
Privacy Act: 

(NOTE: The Office of Personnel Manage lent has deternuned that agencies may decide 
how long, withm the range of 4 to 7 years, gnevan and adverse acnon files need to be retamed 
To Implement this authority, each agency must selec one fixed retention period, between 4 and 7 
years, for the entire senes of ItSclosed cases. Agencie are not authonzed to use different 
retention pen ods for individual cases The agency shoul ubhsh the chosen retention penod 111 

the Pnvacy Act notice for these records, the agency's reco ds disposition manual, and any other 
Issuance dealing with the dISPOSItionof these records.) 

File: 402-34
 
Title: Position Identification Strips
 
Description: Stnps, such as the former SF 7D, contaunng summa:
 
occupied.
 
Disposition: Temporary. Destroy when superseded or obsolete
 
Authority: (GRS-l-ll)
 
Privacy Act: 

File: 402-35 
Title: Congressional Correspondence Files 
Description: Correspondence relating to mqumes concernmg personnel matters 
Disposition: Temporary. Destroy when 10 years old, or sooner if of no further r 
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rker's Compensation Records 
Descriptio : Records which ret1ect employees' claim for Job-related injunes or Illnesses 
submitted to e Dept. of Labor, Office of Worker's Compensation Programs (OWCP). 
Disposition: T nporary, Place ongmal copies rn employee's Official Personnel Folder, when 
case IS closed by WCP (402-07 applies) Destroy duplicated case tile 5 years after case IS 
closed 
Authority: (GRS-l-_ 
Privacy Act: 

File: 402-37
 
Title: Restoration of Forfei
 
Description: Documentation p 1all1ll1g to the official restoration of annual leave.
 
Disposition: Temporary. Destr when 3 years old, or hold until restored leave has been used,
 
or, 111 case of separation, payment IS .ecerved as part of lump sum leave settlement
 
Authority: (GRS-2-9)
 
Privacy Act:
 

File: 402-38
 
Title: Individual Career Panel Files
 
Description: Records which contam minutes, a ointment of mdividuals to panels,
 
professionahzanon matenal. cntena and quahfica on standards and general correspondence
 
relatmg to panel policy and procedures.
 
Disposition: Temporary. Close completed annually ut off at the end of the fiscal year.
 
Transfer to WNRCIFRC. Destroy when 10 years old or sooner If of no further reference value
 
Authority: 

A. Records reiatmg to establishment, policy, procedur s, and related records 
Disposition: Permanent. Transfer mactive tiles to WNRC/FR Transfer to NARA when no 
longer need for operations 
Authority: 

B. Membership lists, roster, and adrnnustrative records 

Disposition: Temporary. Destroy when 3 years old or sooner If no longe· nee~d for reference. 
Authority: ~ 
Privacy Act: ~ 

~-%File: 402-39 
~Title: Field Administrative Files 

Description: Records relating to selection assignments and tour of duty of MDA pers mel 
assigned to MDA field operations 

Disposition: Temporary. Destroy 1 year after mdividual returns to MDA HQ 111 permane t 
change of station status 
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Title: Em loyee Record Cards
 
Description. Employee record cards used for mforrnanonal purposes outside personnel offices.
 
(such as SF 7
 
Disposition: Te orary. Destroy on separation for transfer of employee
 
Authority:
 
Privacy Act:
 

File: 402-41
 
Title: Domestic Relocati
 
Description: This IS a file re ectmg service available for employees who PCS withm CONUS.
 
Disposition: Temporary. De roy when no longer needed for operations
 
Authority:
 
Privacy Act:
 

File: 402-42
 
Title: Scholarship File
 
Description: These are working files on a scholarship and fellowship personnel This includes
 
all processing and accumulated mformation rtannng to trauung assignment
 
Disposition: Temporary. Destroy when 5 ye .s old. or when superseded or obsolete, whichever
 
IS sooner
 
Authority: 
Privacy Act: 

File: 402-43 
Title: Board Cases/Pay Appeals Files 
Description: These case files consist of mforrnanon regard II transferred mihtary personnel, 
reemployed annuitants, and pay adjustments and Justifications 
Disposition: Temporary. Destroy when no longer needed for 0 erations 
Authority: 
Privacy Act: 

File: 402-44 
Title: Merit Pay File 
Description: This tile consists of COI1U11Itteeminutes, reports, and proposals 'elatmg to the Ment 
Pay. mcluding pertinent OPM mformation 
Disposition: Temporary. Destroy when 15 years old. 
Authority: 
Privacy Act: 

File: 402-45 
Title: Notifications of Personnel Actions 
Description: (See 402-01) 

FOR OFFICIAL USE ONLY 161 



Records Disposition Schedules MDA 8180.01-M 

Dis sition: Temporary.
 
Auth ity:
 
Privac ct:
 

nel Operations Statistical Reports 
Description: nstical reports m the operating personnel office and subordmate units relatmg to 
personnel 
Disposition: Tem rary. Destroy when 2 years old. 
Authority: (GRS-I-
Privacy Act: 

File: 402-47
 
Title: Correspondence an
 
Description: Operating perso nel office records relanng to rndividual employees not mamtamed
 
111 OPFs and not provided for e ewhere 111 this schedule. Correspondence and forms relatmg to
 
pending personnel actions.
 
Disposition: Temporary. Destro when 2 years old.
 
Authority: (GRS-I-I7a)
 
Privacy Act:
 

File: 402-48
 
Title: Personal Injury Files
 
Description: Forms, reports, correspondence nd related medical and mvestigatory records
 
relatmg to on-the-Job mjunes, whether or not a laun for compensation was made,
 
EXCLUDING copies filed in the Employee Medi al Folder and copies submitted to the
 
Department of Labor.
 
Disposition: Temporary. Cut off on termination 0 ornpensanon or when deadline for filmg a
 
claim has passed. Destroy 3 years after cutoff.
 
Authority: (GRS-I-93I)
 

~Privacy Act: 
~ 

File: 402-49 ~~ 
Title: Examining and Certification Records ~ 
Description: Delegated agreements and related records created Ul er the authonty of 5 U S.c. 
1104 between the Office of Personnel Management and agencies al wing for the exanunatron 
and certification of applicants for employment. 

A. Delegated agreements 
Disposition: Temporary. Destroy 3 years after ternunauon of agreement 
Authority: (GRS-I-33a) 

B. Correspondence concernmg apphcations, ehgible cernfication, and 
exarmrung and recruitmg operations mcluding, but not hunted to, correspondenc from the 
Congress, White House, and general public: and correspondence regarding accom iodations for 
holding exanunations and shipment of test matenals 
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Disposition: Temporary. Close annually Cut off at the end of the fiscal year Destroy 1 year
 
after cut off.
 
Authority: (GRS-I-33b)
 

C. Test matenal stock contro!' Stock control records of exarnmation test matenal 
mel mg running inventory of test material m stock 
Dispo itlon: Temporary. Destroy when test IS superseded or obsolete 
Authori : (GRS-I-33c) 

hcanon Record Card (OPM Form 5000A, or equivalent.) 
Disposition: T iporary. Close after exanunanon. Destroy no later than 90 days after cut off. 
Authority: (GRS -33d) 

E Exanunati Announcement Case Files Correspondence regarding exammation 
requirements, ongmal d fts of exanunatron, and announcements Issued EXCLUDING records 
concernmg quahfication s ndards, Job specificanons and their development 
Disposition: Temporary. stroy 5 years after terrrunanon of related register 
Authority: (GRS-I-33e) 

F. Register of mdivrduals gible (OPM Form 5001-C or equivalent, document 
eligibility of an individual for Federa obs). 
Disposition: Temporary. Close recor ' on mdividuals With terminated ehgibihty annually. Cut 
off at the end of the fiscal year Destroy ears after close When entire register IS tenmnated, 
destroy 5 years after ternnnation date (Reg tel'S established under case examnung Destroy after 
audit by local OPM area office or 90 days aft . final acnon IS taken on the certificate. whichever 
IS sooner. 
Authority: (GRS-I-33t) 

G. Letters to applicants denying transfer of eli bihty (OPM Form 4896 or equivalent). 
Disposition: Temporary. Close annually Cut off at the nd of the fiscal year Destroy 1 year 
after close. 
Authority: (GRS-I-33g) 

H. Canceled and meligible apphcation, supplemental fon s, and attachments 
Disposition: Temporary. Ineligible applications may be returned t the applicant With the 
notice of melrgibi hty, unless otherwise directed by the local OPM are office. Destroy meligible 
applications 90 days after the date of action or when register IS ternunat , whichever IS sooner 
Authority: (GRS-1-33h) 

I Test Answer Sheets Wntten test answer sheets for both eligibles an mehgibles. FIled 
by date of processing L. 

~~ Disposition: Temporary. Destroy when 6 months old ~ 
Authority: (GRS-I-331) , 

J. Lost or Exposed Test Matenal Cases Files. Records showing the circumstances o~st, 
nature of the recovery action and corrective action required. 
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Disp ition: Temporary. Close files annually Cut off at the end of the fiscal year Destroy 5
 
years a er close.
 
Authori : (GRS-I-33J)
 

K. 

On active register 
Disposition: Tem orary. Destroy upon ternunanon of the register (except apphcations that 
may be brought fon ard to new register, If any) 
Authority: (GRS-I-3 k (1 )) 

(2) On ina tive register 
Disposition: Temporary. estroy 1-12 months after ehgiblers) are placed on inactive register, 
depending on space avarlabi y and difficulty of replacing the application for restoration. 
Authority: (GRS-I-33k (2» 

L Request for pnor appro al of personnel actions taken by agencies on such matters as 
promotion, transfer, reinstatement, 0 change 111 status, submitted by SF 59, OPM 648, or 
equivalent. 
Disposition: Temporary. Close annua y. Cut off at the end of the fiscal year Destroy 1 year 
after close 
Authority: (GRS-I-33l) 

M. Certificate FIle. SF 39, SF 39A, or uivalent, and all papers upon which the 
cernficanon was based. detailed rating schedule, ecord of selective and quality ranking factors 
used, list of ehgiblets) screened for the vacancies, tmg assigned, availabihty statements, and 
other documentatron matenal designated by the exar mer of retention It IS recommended that 
both the file copy and the audited report copy of the c .trficate be kept 111 this tile. Files should 
be arranged to permit reconstruction or vahdation of act ns taken 111 the event of appeal or legal 
action 
Disposition: Temporary. Close annually. Cut off at the ei of the fiscal year Destroy 5 years 
after close 

~Authority: (GRS-I-33m) 
~ 

N. Certification request control index. ~~ 
Disposition: Temporary. Close annually. Cut off at the end of the - scal~ar. Destroy 1 year 
after close 
Authority: (GRS-I-33n) 

O. Interagency Placement Program (lPP) apphcation and regrstratio sheet 
Disposition: Temporary. Destroy upon expiration of employee's DEP elrgi lity 
Authority: (GRS-I-330) 

P. DEP control cards, If maintamed 

Disposition: Temporary. Close annually. Cut off at the end of the fiscal year. 
after close. 
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Authority: (GRS-I-33p) 

Q. Reports of audits of delegated examnung operations. 
Dis osition: Temporary. Destroy 3 years after date of the report 
Auth rity: (GRS-I-33q) 
Prlvac' Act: 

Health Benefits Requests, Under Spouse Equity 
Description: D ued ehgibihty files consisting of apphcanons, cOUl1 orders. denial letters, 
appeal letters and .elated papers 

A Health bel fits denied, not appealed. 
Disposition: Tempora '. Destroy 3 years after denial. 
Authority: (GRS-I-35a) 

B. Health benefits derue ,appealed to OPM for reconsideration 

(1) Appeal successful benefits granted. 
Disposition" Temporary. Create e 'ollment file in accordance with Subchapter S 17 of the 
FEHB Handbook 
Authority: (GRS-35b (1)) 

(2) Appeal unsuccessful- be 
Disposition: Temporary. Destroy 3 years a 
Authority: (GRS-I-35b (2)) 
Privacy Act: 

(NOTE: Pursuant to Subchapter S 17 of the F B Handbook enrollment files of spouses 
eligible for benefits are transferred to OPM when forme spouse cancels the enrollment, when 
enrollment IS terminated by the employing office, or when orrner spouse begins receiving an 

annuity payment ) ~ 

~ 

~File: 402-51 
~Title: Federal Workplace Drug Testing Program Files 

Description: Drug testmg program records created under Executive a ·:Ier 12564 and Public 
Law 100-71 Section 503 ( 101 Stat 468), EXCLUDING consolidated s tistical and narrative 
reports concernmg the operation of agency programs, mcludmg annual rep 
required by Public Law 100-71,503 (f) 

This authonzation does not apply to oversight program records of the Departrnei 
Human Services, the Office of Personnel Management, the Office of Management 
the Office of National Drug Control Policy, and the Department ofJustice 
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A. Drug test plans and procedures, EXCLUDING documents that are filed m record sets 
of formal Issuances (directives, procedures handbooks, operatmg manuals, and the hke.) 

isposition: Temporary. Destroy when 3 years or when superseded, obsolete, or no longer 
ne ded, whichever IS later (See note (2») 
Aut ority: (GRS-I-36a) 

This me des Agency copies of plans and procedures, with related drafts, correspondence, 
memorand and other records pertauung to the development of procedures for drug testing 
programs, m udmg the deternunation of testmg incumbents in designated positions. 

B. Emplo ee acknowledgement of notice forms. Forms completed by employees whose 
posinons are desigri ted sensitive for drug testmg purposes acknowledging that they have 
received notice that th may be tested. 
Disposition: Tempora .. Destroy when employee separates from testmg-designated position 

(See note (2» 
Authority: (GRS-I-36b) 

C. Selection/Schedulmg ecords Records relating to the selection of specific 
employees/applicants for testing ar the schedulmg to tests. Included are lists of selectees, 
nonfication letters, and testing sche es. 
Disposition: Temporary. Destroy wh 13 years old. (See note (2» 
Authority: (GRS-I-36c) 

D Records relating to the collection d handhng of specimens 

(2) "Permanent" Record books Boun books contauung identifymg data on each 
specimen, recorded at each collection site I the orde 111 which the specimens were collected 
Disposition: Temporary. Destroy 3 years after date 'last entry. (See note (2» 
Authority: (GRS-I-36d (1» 

(2) Cham of custody records. Forms and oth . records used to mamtain control 
and accountability of specimens from the point of collection to he final disposition of the 
specimen. 
Disposition: Temporary. Destroy when 3 years old 
Authority: (GRS-I-36d (2)) 

E. Test results Records documenting individual test results, melt mg reports of testmg, 
notifications of employees/applicants and employing offices, and documen 

up testing. 

(1) Positive results 

Disposition: Temporary. DISposition not authorized. 
Authority: (GRS-I-36e) 

(2) Negative results. 
Disposition: Temporary. Destroy when 3 years old (See note (2» 

FOR OFFICIAL USE ONLY 166 



Records Disposition Schedules MDA 8180.01-M 

( 1) Drsciplmary acnon case files pertaming to actions taken against employees 
for drug use, rug possession, failure to comply with drug testing procedures, and smular matters 
are covered b GRS 1, Item 30b (402-33b), which authorizes destrucnon of records between 4 
and 7 years after he case IS closed (2) Any records covered by GRS Items 36a-e (402-51 a-e) 
that are actions sh ild be dispose of no earher than the related litigation or adverse acnon case 
file(s). 

File: 402-52
 
Title: Donated Leave Pr
 
Description: Case files doc mentmg the receipt and donation of leave for medical emergencies,
 
mcludmg recrpient apphcatiori agency approvals or denials, medical or physician certifications,
 
leave donation records, supervis ·/tlmekeeper approvals, leave transfer records, payroll
 
nouficanon records, and leave prog ·am termmanon records.
 
Disposition: Temporary. Begmnmg in January 1994, destroy 1 year after the end of the year m
 
which the file is closed.
 
Authority: (GRS-I-3 7)
 
Privacy Act:
 

File: 402-53
 
Title: Personnel Correspondence Files
 
Description: Correspondence, reports, and other r cords relating to the general admuustration
 
and operation of personnel functions, but excluding r cords specifically described elsewhere in
 
this schedule and records mamtained at agency staff pI imng levels
 
Disposition: Temporary. Destroy when 3 years old.
 
Authority: (GRS-I-3)
 
Privacy Act:
 

File: 402-54
 
Title: Offers of Employment Files
 
Description: Correspondence mcludmg letters and telegrams offeru appointments to potential
 
employees This includes accepted offers.
 
Disposition: Temporary. Destroy Immediately.
 
Authority: (GRS-1-4)
 
Privacy Act:
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Cat oory: 404 
Categ ry Title: MILITARY PERSONNEL FILES 
Descrip ion: Theses tiles contain personnel records and service records maintained for 
military rsonnel during their period of assignment to duty at MDA in accordance with 
parent sen lee requirements. 

File: 404-01 

File: 404-02 
Title: Element Person 
Description Informal co vernence files on nuhtary personnel assigned to MDA, maintamed at 
orgaruzanonal level throug ut the Agency, 

A Personnel Transferr 
Disposition: Temporary. d to gainmg MDA element. 
Authority: 

B. Personnel Transferred outsi 
Disposition: Temporary. Destroy upo 
Authority: 
Privacy Act: ~ 

~ 
File: 404-03 

~~Title: Agency Personnel Records Files 
Description: FIles on each rruhtary person assigned MifA, and maintamed m the Agency 
Mihtary Personnel Office as a central mformanon file 

Disposition: Temporary. Place individual's folder m a mactive file upon rehef from active 
duty with MDA. Destroy after 1 year 
Authority: 
Privacy Act: 

File: 404-04 
Title: Military Awards, Decorations, and Commendation Files 
Description FIles of awards made while mdrvidual IS on active duty ith MDA and maintamed 
m the Agency Awards Office as a central file 
Disposition: Temporary. Close annually, Cut off at end of fiscal year. T ansfer to WNRC/FRC 
2 years after closing. Destroy 5 years after transfer 
Authority: 
Privacy Act: 
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Cate ory Number: 406 
Categrn; Title: EQUAL EMPLOYMENT OPPORTUNITY FILES 
Descript n: These records are created as a result of Agency compliance with Federal 
Governme t policy guaranteeing equal employment opportunity to all persons employed 
by the Agen without regard to race, color. religion, sex. or national origin, in accordance T 

with Executiv Order 11246, Office of Personnel Management Regulations and DOD 
Directives and i tructions. Also include are records reflecting the Fair Housing 
Enforcement Pro", am of the Agency in accordance with Public Law 90-284 and the 
Department of Defe se as contained in DOD Instruction 1338.12. 

File: 406 -01 
Title: Equal Employmen Opportunity External Directives and Instructions 
Description Executive Orde ,DOD Instructions and Directives, Office of Personnel 
Management Documents, and .e matenal on policies, procedures, and direction of the Federal 
Govemment Fair Housing and E ial Employment Opportunity Program 
Disposition: Temporary. Destroy vhen 3 years old, or when superseded or obsolete, whichever 
IS applicable Authority: (GRS-I-25 
Privacy Act: 

File: 406 -02 
Title: Equal Employment Opportunity In rnal Directives and Instructions 
Description Documents Issued by Director an Chief EEO, on policies, procedures, and 
guidelmes 111 carrymg out Agency EEO Fair Hou ng Program. 
Disposition: Permanent. Place 111 an inactive file on succession or obsolescence. Transfer to 
WNRCIFRC one year after mactrvatiou Transfer to ARA when no longer need for operations 

Authority: ~ 
Privacy Act: ~,
File: 406 -03 
Title: Equal Employment Opportunity Reporting Files \ 
Description' Documents accumulated as a result of reporting to I gher authonty on activities 
and conditions related to equal employment and fair housing Inch ed are statistical and 
narrative reports, summaries, consolidations, and related papers. 

A. Statistical EEO reports to Office of Personnel Management an lor DOD (monthly) 
Disposition: Temporary. Destroy when 4 years old. 
Authority: 

B Semi-annual EEO report to DOD 
Disposition: Temporary. Destroy when 4 years old 
Authority: 
Privacy Act: 
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Title Equal Employment Opportunity Fair Housing Complaint Cases 
Descn tlorr Documents reflecting complaints of personnel concenung equal employment 
opportun y and fall' housing Included are complaints, transmittal letters, mvesngations, and 
sumrnanes: finding-of- fact statements, final disposmon of reports, acceptance statements, 
withdrawal n tices. and smular papers. 
Authority: 

A. Cases I' olved withm the Agency 
Disposition: Tempo ry, Destroy 4 years after resolution of case 
Authority: (GRS-1-25 (1» 

B. Cases resolved the Office of Personnel Management 111 a U.S. COUli 
Disposition: Temporary. F es are controlled by the Office of Personnel Management records 
schedule Authority: (GRS-l-~Sa) (2» 
Privacy Act: 

File: 406 -05 
Title: Not Used 

File: 406 -06 
Title: Employment Statistics Files 
Description Employment statistics relatmg to ce and sex, particularly for nunonties and 
women 
Disposition: Temporary. Destroy when 5 years 0 . 

Authority: (GRS-I-25f) 
Privacy Act: 

File: 406 -07 
Title: Personnel Counseling Records 
Description: 

A. Counseling Files. Reports of interviews. analyses and re 
Disposition: Temporary. Destroy 3 years after temunation of COUll lmg 
Authority: (GRS-I-26a) 

B. Alcohol and Drug Abuse Program Records created ll1 plannmg, coordmarmg and 
directing an alcohol and drug abuse program 
Disposition: Temporary. Destroy when 3 years old 
Authority: (GRS-I-26b) 
Privacy Act: 

File: 406 -08
 
Title: Equal Employment Opportunity Affirmative Action Plans (AAP)
 
Description:
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. Agency copy of consolidated AAP (s) 
Disposltioln emporary. Destroy 5 years from date of plan. 
Authority: (GR - -h-(1)) 

B. Agency feeder pia Consolidated AAP (s) 
Disposition: Temporary. Destroy en 5 years from date of feeder plan, or when 
adnumstrative purposes have been serve , 
Authority: (GRS-I-25h (2») 
Privacy Act: 
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ategory Number: 408 
tegory Title: MEDICAL FILES 

De ription: These files reflect the activities of the MDA Medical Center in providing 
gener I management and supervision of the medical service program. 

Description. asic medical exarrunation certificates, dispensary notes, miscellaneous medical 
correspondence f MDA CIVIlian and military employees 

A.	 nployee Medical Folder (EMF). Long-term medical records as defined 111 5 
C part 293, subpart E. 

( I ) Trans Ted Employees. 
Disposition: Temporary. ee 5 CFR part 293 subpart E for mstrucnons, 
Authority: (GRS-I-2Ia (I) 

(2) Separated Em loyees 
Disposition: Temporary. Transf . to National Personnel Records Center (NPRC), St LOUIS, 
MO, 30 days after separation NPRC vIII destroy 75 years after birth date of employee, 60 years 
after date of earliest document 111 the fo er, If the date of birth cannot be ascertained. or 30 years 
after latest separation, whichever IS later 
Authority: (GRS-1-21a (2)) 

(3) Medical Certificates (SAF or Equivalent: Other than those documents 
listed 111 Item (1) above, includes nuscella eous medical records, correspondence, 
dispensary records and papers 

Disposition: Temporary. Place 111 an mactive file u on separation from MDA Transfer to 
WNRCIFRC 111 45 days or sooner DESTROY 6 years fter separation from MDA 
Authority: 

B. Temporary or short-term records as defined 111 the 
Disposition: Temporary. Destroy 1 year after separation or t nsfer of employee 

Authority: (GRS-I-21 b) 

C. Individual Employee Health Case Files created pnor to es bhshment of the EMF 

system that have been retired to an FRC. 
Disposition: Temporary. Destroy 60 years after retirement to FRC 
Authority: (GRS-I-21c) 

D. MIlitary Case Files 
Disposition: Temporary. Transfer to parent service upon separation from MD 
Authority: 
Privacy Act: 

(NOTE: Master files and data bases created 111 central data processing facrhties t 
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supp ment or replace the records covered by GRS Items 1-21 are not authorized for disposal 
under t e GRS. Such files must be scheduled on an SF 115) 

I Psychology Case Files 
Description: me folders contammg documents accumulated as a result of applicant 
processing, mchi es psychological evaluations and other related documents pertauung to 
mdividuals 

A 

(1) Tlus fil contains crvihan and nulitary psychological records for personnel 
assigned to MDA Included re psychological evaluanons and other related documents 
pertauung to mdi viduals. 
Disposition: Temporary. Retai for 1 year then transfer to WNRC/FRC. Office ofPnmary 
Responsibility will combine recor with EMF upon separation or transfer. 
Authority: 

(2) Transferred Employe Recor~ 
Disposition: Temporary. ? 
Authority: ~ 

~~(3) Separated Employee Record 
Disposition: Temporary. Transfer to NPRC, St. oUI~MO, 30 days after separation 
Authority: 

B Contractors Employee Cases 

(1) Contractors who are Granted MDA Acce with the Absence of Derogatory 
Information: 

(a) Personnel who are considered for aff anon with MDA, but 
withdraw or are withdrawn before any polygraph and/or mvestigan 1Sare uutiated 
Disposition: Temporary. Destroy immediately after processing IS t .nunated or case IS closed. 
Authority: 

(b) All others, having received some mvesngative pi cessmg (polygraph 
or mvestigation). 

Disposition: Temporary. Following date oflast action, retain locally for 3 ye 'S then transfer 
to WNRC/FRC for the next 12 years Following that, return records to Office of 
Responsibility for review and further deterrrunation and disposinon. 
Authority: 

(2) Contractors who are Denied MDA Access with the Presence of Derog ory 

Information 
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osition: Temporary. Retam locally 3 years then transfer to the WNRC/FRC for 25 years 
afte which tiles should be retumed to Office ofPnmary Responsibility for subsequent review 
and d ernunation. 
Author y: 

C.	 Non-h ·ed Applicant Psychological Evaluations 
Descrip 'on: Psychological evaluations of individuals applying for employment with 
MDA wh are not hired and are not denied for calise. 

Disposition: Tem rary. Destroy 180 days after ternunation of mmal processing
 
Authority:
 
Privacy Act:
 

(Note: Any persom I security files may be otherwise retained beyond routme retention 
penods at the recommendati 1 of the Chair of Secunty for reasons of concurrence of Chief 
Secunty.) 

File: 408-03 
Title: X-Ray Film Case Files 
Description X-rays of MDA employe s and applicants, with related correspondence Identified 
by accompanying X-ray logs. 
Disposition: Temporary. Place 111an 111a ive file upon separation from Agency; close mactive 
file annually. Transfer to WNRC/FRC after year. Retain 30 years after separation of 
employee 
Authority: 
Privacy Act: 

File: 408-04 
Title: Medical Case Files - Non-MDA Employees 
Description: Includes dispensary notes and medical corre 

A. SUpp011Services Personnel. Includes files on pers nnel working 111 the Credit Union. 
drug store, etc. 
Disposition: Temporary. Place 111 an macnve tile upon separati from MDA Transfer to 
WNRC/FRC 45 days or sooner. Destroy 6 yeas after separation 
Authority: (GRS-I-19) 

B Cafetena Caterer and GS personnel 
Disposition: Temporary. Transfer to appropnate parent orgamzation UpOI 
MDA 
Authority: 

C. Resident-Official Liaison Personnel of other Federal Agencies and Con· ctor 
Personnel. 
Disposition: Temporary. Review annually. Transfer to WNRC/FRC I year after last 
Destroy 6 years after separation. 
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onor Program File 
Description IS computer file consists of statistical information required to aid the blood 

donor coordinate 
Disposition: Tem orary. Destroy 2 years after date of summary or report 
Authority: (GRS-l- 2) 
Privacy Act: 

File: 408-06 
Title: Blood Donor Type 
Description- This file centaurs the alpha, orgamzatronal and blood type listmgs of MDA donors 
Disposition: Temporary. Dest y when superseded, revised, rescinded, obsolete, or when no 
longer need for operations 
Authority: 
Privacy Act: 

File: 408-07 
Title: Laboratory File 
Description This file contams duplicate M A employees medical laboratory reports 
Disposition: Temporary. Laboratory reports re retained permanently 111 employee's medical 
record A duplicate copy IS retained 111 the labor tory for 1 year and then IS destroyed 
Authority: 
Privacy Act: 

File: 408-08 
Title: Pharmacy File 
Description' This file consists of copies of prescnptions 
Disposition: Temporary. Destroy after 5 years 

Authority: 
Privacy Act: 

File: 408-09 
Title: Health Unit Control Files 
Description Logs or registers reflectmg dally number of VISItSto disp 

and health units 

A. If mformation IS summanzed on stanstical report, 
Disposition: Temporary. Destroy 3 months after last entry. 
Authority: (GRS-I-20a) 

B If mformation IS not summanzed. 

Disposition: Temporary. Destroy 2 years after last entry. 
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Authorl : (GRS-I-20) 
Privacy A : 

File: 408-10 
Title: Nursing Ser 
Description. This file eludes ImmUI1IZatIon records and audIO/VISIon cahbration statistics for 
MDA civihan and mihtar employees 

Disposition: Temporary. after 30 years 
Authority: 

B Irnmuruzation Records 
Disposition: Temporary. Destroy 5 years aft . separation or transfer of employee 
Authority: 1-~Privacy Act: 

~Q 
~ File: 408-11 V-1t 

Title: Occupational Injury and Illness Files
 
Description: Reports and logs (mcluding OSHA FOlll1S 100, 10 102, and 200, or equivalents)
 
mamtamed as prescnbed in 29 CFR 1960 and OSHA pamphlet 201 to document all recordable
 
occupational mjunes and Illnesses for each settlement.
 
Disposition: Temporary. Destroy when 5 years old
 
Authority: (GRS-I-34)
 
Privacy Act:
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