
NDU-04-1999 12:38 SJS IMD P.03/04 

REQUEST FOR RECORDS DI~ SITION AUTHORITY JOB
(See InstFuctions 'on reverse) 

TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION INIRI DATE RECEIVED 
WASHIN~TON. DC 20408 II,tj,19 

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

In accordance with the provlslons of 44 2. MAJOR SUBDIVISION U.S.C33031l request,the dlsposillon JOLnt Staff, Joint Secretar.at including amendments. ill approved except
for Items that may be marlcea "dl.Sposition3. MINOR SUBDIVISION not approved" or "wlthdrawn" in column 10Informat.on Management DivLBLon, Ree Mgmt & Auto Spt Br. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE 
Sterling S. Smith, Jr. (703) 697-6906 
Joint Staff Records Manager 

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

~	 has been requested. 
DATE 

Chief, Records	 Mgmt & Automation Spt Brcl1(!)of Records Adm~nistrator 

7. 10. ACTION 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSEDDISPOSITION TAKEN (NARA
NO. USE ONLY) 

records dispoBition authority request covers the 
ecords of the Joint Staff and the combatant commanders
 
0200 series, Personnel/Payroll Records. The attached
 
1 be incorporated into the comprehensive disposition
 

chedule in the	 new Joint staff and CINC Recoras
 
- Volume II- Disposition sohedule,
 
These disposition authorities will not
 
until 1 January 200l 

TITI,E 

0200 Personnel/Payroll Records. 

RMAS/900/930/CINC/MASTER2/11S-0000.FIL 

NSN 7540·00·634-4064 
PREVIOUS EDITION NOT USABLE 

http:Informat.on
http:Secretar.at
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0200 SERIES-PERSONNELIP AYROLL 

020,!,PERSONNEL CORRESPONDENCE SUBJECT 

~ 
0201-01 Corr~ondence, reports, memorandums, and other records relating to the general adminrstration and 
operation of cIVili~ and mihtary personnel functions, but excluding records specifically descnbed elsewhere in this 
schedule and records-maintained at agency staff planrung levels 
Whtch are maintamed By,agency personnel function as the official record copy -...::
 
Cut off annually at end of CY,~ years, then destroy/delete Authonty GRS 1 Item 3
 

0201-02 Whtch are mamtained by o~ actrvities (non-record) NeE' e. b
 
Cut off annually at end ofCY, hold Iyear"t~n destroy/delete 0 ('If C e
 

0201-03 Personnel pohcy and precedent case ~~
 
Whtch are mamtamed by JS activities only
 
Review annually at the end of CY, destroy/delete when 0 isolete for use as policy guidance or precedent reference 
Authonty Nl-21B-86-1Item 026 T'\ • A _ 

t'eE-V, \JVt S-L-j 11i'?Ro\fe-b 
0202 OFFERS OF EMPLOYMENT 

0202-01 Correspondence, letters, and telegrams offenng appointment to poten
 
Which are accepted offers
 
Destroy/delete when appotntment IS effective Authonty GRS 1 Item 4a, 

0202-02 Which are declmed offers, when name ISreceived from certificate of eligible 
Return to Office of Personnel Management (OPM) With reply and appltcatton Authority 

0202-03 Which are temporary or excepted appointment 
File Inside application Authonty GRS 1 Item 4b(2) be s. 
0202-04 Which are all othe~MD RlGefti) 
Destroy/delete tmmedtately Authonty GRS 1 ttem 4b(3) ~ IC..S 

0203 GENERAL CIVILIAN EMPLOYMENT RECORDS (EXCLUDE RECORDS REQUIRED TQ BE FILED IN 
OFFICIAL PERSONNEL FOLDER (OPF) 

CD 

0203-01 Request for personnel action (SF-52)
 
SF-52 and related papers pertaining to actions not consummated
 
Which are maintained by the requestmg office
 
Destroy/delete 30 days after action termznated Authonty 

idelmes Issued or reviewed by OPM and used to classify and evaluate POSItIOnswithin the 
agency 
Which are maintained by any JS/co t command activity 
Destroy/delete when superseded or obsolete Aumaatv 

0204-02 POSitIOnsdescnptions
 
Files descnbmg established POSItIOnsincluding information on title, senes,
 
Whtch are maintained by any activity as reference copy (non-record)
 
Destroy/delete when position ts abolzshed or descnption superseded Authonty NCl-21B-B4-1 I 
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<.
 
0204-03'InspectlOn, audit, and survey 

<,
Files consistuig-of correspondence, memorandums, reports, and other records relatmg to inspections, surveys, desk 
audits, and evaluation,
 
Which are maintained By-any IS/combatant command activity
 
Destroy/delete when obsole~r:.superseded Authonty GRS 1ttem 7c(2) 

0204-04 Appeals files ~
 
Case files relating to classification appe~ls ~
 
Which are maintained any activity as reference copY'{non-record)
 
Destroy/delete 1 year after case ts closed Authonty NCl~~4-1 item 132
 

0204-05 Appeals files relating to certificates of classification ISSU~ OPM
 
Which are maintamed by any IS/combatant command activity
 
Destroy/delete after affected posuton IS aboltshed or superseded Authonty
 

0205 PAYROLL CORRESPONDENCE
 

G es 

NO N (Gf:-c..o.e D 

G 12.. S 

-0205-01 Correspondence between agency and payroll processor regardtng general, routme adnurustrat~e Issues, to 
include wage grade Job matters, that do not relate to mdividual payments 
Which are maintained by any IS/combatant command activity G S 
Destroy when 2 years old Authonty GRS 2 Item 24 R.-

0205-02 Information for a ment pay urut hstmg covered employees 
Included are 101tIal salary, computation of funds for the urut, salary increases granted automatically, ment pay 
Increases granted based on points received from a performance appraisal rating, and sunilar mformation Pnvacy act 
system 
Which are mamtained by any IS/combatant command actrvity 
Destroy/delete 7 years after date of computation of pay Increase Authonty 

0205-03 Differential and allowances 
Information to assist overseas crvilian personnel offices to document employee ehgibihty for foreign post drfferential 
and foreign quarters and post allowances Included are SF 1190 (Foreign Allowances Application, Grant, and Report) 
and smular mformation 
Which are maintained by any IS/combatant command acuvity 
Destroy/delete 3 years after end of FY In which all allowances granted have been tennznated Authority 

0205-04 Pay records governmg the establishment and mamtenance of domestic and overseas allowances and 
drfferentials, agencies, and employees affected 
Which are maintained by any IS/combatant command acnvity 
Destroy/delete when 6 years old Authonty 

0206-01 Employe ords cards used for mformational purposes outside personnel offices 
Which are maintained IS/combatant command activity 
Destroy/delete on separation or er of employee Authonty GRS 1 Item 6 

0207-01 Non-senior execuuve service (SES) appointees (as de 10 5 USC 4301(2» Appraisals of unacceptable 
performance, where a notice of proposed demotIon or removal is ISSU 
Which are maintained by any IS/combatant command actrvity 
Destroy/delete after the employee completes 1year of acceptableperformance from e.date of the wrttten advance 
notice of proposed removal or reducuon-in-grade notice Authonty GRS litem 23a(l) 
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0207 ...Q..2 Performance records superseded through an admmistranve, judicial, or quasi-judrcial procedure 
Which ar~ mamtamed by any JS/combatant command actrvity 
Destroy/delete when superseded Authonty GRS litem 23a(2)-.0207-03 All other--rerformance plans and ratmgs 
Which are mamta~d by any JS/combatant command actrvity 
Destroy/delete when 4'Y~ old Authonty GRS I item 23a(3b) 

0207-04 All other summary p~rformance appraisal records, including performance appraisals and Job elements and 
standards upon which they are b~ed 
Which are mamtamed by any JS7~mbatant command activity 
Destroy/delete 4 years after date of ap~,sal Authonty GRS I ttem 23a(4) 

0207-05 Supportmg documents ..~
 
Which are maintained by any JS/combatant command activity
 
Destroy/delete 4 years after date of appraisal Ah onty GRS I Item 23a(5)
 

-0207-06 SES appointees (as defined in 5 USC 3132A
 
Performance records superseded through an admmistratrv
 
Which are maintained by any JS/combatant command acu
 
Destroy/delete when superseded Authonty GRS litem 23b(l) 

0207-07 Performance-related records pertainmg to a former SES appo tee 
Latest rating of record that IS less than 5 years old, performance plan upo which It ISbased, and any summary rating 
Which are maintained by any JS/combatant command actrvity 
Place records on left Side of the OPF andforward to gaining Federal agency on transfer or to National Personnel 
Records Center (NPRC) if employee leaves Federal Service Authonty GRS lite 23b(2)(a) 

0207-08 All other performance ratmgs and plans 
Which are maintained by any JS/combatant command activity 
Destroy/delete when 5 years old, or when no longer needed, whichever zs sooner Authonty I Item 23b(2)(b) 

0207-09 All other performance appraisals, along with job elements and standards {job expectations 
are based, excluding those for SES appointees serving on a Presrdential appointment (5 CFR 214) 
Which are mamtained by any JS/combatant command actrvity 
Destroy/delete 5 years after date of apprazsal Authonty GRS I uem 23b(3) 

0207-10 SES members' performance records 
SES evaluation summary and objective performance record sheets 
WInch are maintained by any JS/combatant command activity 
Destroy/delete 5years after date of apprazsal Authonty GRS I uem 23b(4) 

0207-11 SES, scientific and techmcal (ST), and Supergrade files 
Consisnng of information concernmg SES, ST, and supergrades generated according to 5 USC 3104, 3131, and 
3324 Included are copies of pOSItIOndescnptions, position evaluations, and data on present position incumbent such 
as individual's quahfications, promotions, and awards Pnvacy act system 
Which are at office with responsibility to morutor and control SES career related records 
General position documentation 
Destroy/delete m current file area 5 years after cancellatzon of posuion Authonty fo16i+.R8~1I-J rffitePf,"'"""2o;Jtrb~t"1{3:J , I 

?J2-"C S S~,~ Q-Ivtt:l.\ 

1(- $O-oJ0207-12 Information relatmg to current position incumbent 
Which are mamtamed by any JS/combatant command activrty 
Destroy/delete tn current file area 5years after transfer or separation of employee Authority 6RS (Item 23b(3-) 

~S.Sm\~ e-~ 
1\ - 3c>-0) 

B-27 Enclosure B 



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

CJCf-'''~5760.01 Vol II 
1 October 2000 

8 PROMOTION AND INTERNAL PLi\CEMENT RECORDS 

cation of Personnel Action (SF 50) 
Consistmg of s documentmg promotions and transfers (in and out) 
WInch are chrono cal file copies mamtamed in the personnel office 
Destroy/delete when 2y 'S old Authority GRS 1 item 14a 

0208-02 WInch are· all other COpt mamtamed m the personnel office 
Destroy/delete when 1year old Autho 

(0209) INTER VIEW RECORDS 

0209-01 Interview records 
Correspondence, reports, and other records relatmg to mtervie 
WInch are maintamed by any JS/combatant command activity 

Destroy/delete 6 months after transfer or separation of employee Autho 

021 0 DONATED LEAVE PROGRAM CASE FILES 

0210-01 Donated leave cases 
Consistmg of case files documentmg the receipt and donation of leave for medical emergencies, eluding recrpient 
apphcations, agency approvals or denials, medical or physician cernfications, leave donation records or.!(F 630-A, 
supervisor/nmekeeper approvals, leave transfer records, payroll notificauon records, and leave program te anon 
records 
WInch are maintained by any JS/combatant command activity 
Begtnntng tn January 1994, destroy/delete I year after the end of the year tn which the file IS closed Authonty 
I uem 37 

0211 FEDERAL EMPLOYEES' RETIREMENT RECORDS (fERS/CSRS) 

0211-01 General correspondence and subject files 
Files relate to general admmistranon and operation ofFERS/CSRS (including coverage, basic annuity, death benefits 
and refunds, disabihty, and debt collection) 
WInch are. maintained by any JS/combatant command acuvity 
Destroy/delete when 3 years old Authonty 

0211-02-Records-and1'ormt~rtammg to an employee's transfer to FERS, participauon m the thnft savmgs plan and 
ehgibihty to retire ,......, . 
Which are maintained by any JS/combatant command actiVIty 1ns+aucrt o N 
FIle on permanent SIde of OPF Authority 

0211-03 Appeals pertaining to FERS error corrections 
WInch are maintained by any JS/combatant command activity 
Destroy/delete 6years after decision Authonty 

'lPf"~:nrlement assistance files 
Consisting of corr ence, memorandums, annuity estimates, and other records used to assist retmng employees 
or survivors claim msurance or ent benefits 
WInch are maintained by any JS/combatan d activity 
Destroy/delete when I year old Authortty GRS 1, item 

0212 CORRESPONDENCE AND FORMS 
Records relatmg to mdrvidual employees not mamtamed m OPFs and not provided for elsewnere-m.tlus schedule 

B-28 Enclosure B 
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0212-01 CoFre.$~dence and forms re1atmg to pending personnel actions
 
Wluch are mamtaIhed..~y JS/combatant command activity as the official record copy
 
Destroy/delete when acuon is' leted Authonty GRS l uem 17a 

0212-02 Retention registers from wluch reduc - -force actions have been taken
 
Consisting of Information showing retention groups 0
 

performance ratings, and veterans preference
 
Wluch are maintained by any JS/combatant command activity as the 0 c
 
Cut off annually at end of CY, hold 2 years, then destroy/delete Authonty ffl*.z..E,~~.
 

0212-03 Retention registers from wluch no reduction-m-force actions have been taken
 
Wluch are. mamtained by any JS/combatant command activity as the official record copy.
 
Destroy/delete when superseded or obsolete Authonty GRS I uem 17b(2), GJe.s
 

0212-04 DIsplaced Employee Program (DEP) 
Consisting of Information and rosters reflectmg application and registration of mdrviduals ehgible to participate m 
the DEP Pnvacy act system 
Wluch are mamtamed by any JS/combatant command actrvrty as the official record copy 

( l?\ Destroy/delete 3 months after employee's DEP eligtbtltty expires Authonty U~~ _ 

dence and forms
 
Wluch are mamtained by any JS com and activity
 
Destroy/delete when 6 months old Authonty GRS 1 ttem eS 
0213 JOB OPPORTUNITY ANNOUNCEMENTS (JOAs) 

®
0213-01 Announcements of vacancies
 
Wluch are mamtained by any JS/combatant command activity
 
Destroy/delete after announcement closing date NC1-~18-84-1, Item 144 

~---------------------------------------------------------
14 EQUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS 

EO complamt cases 
Consistmg 0 ormation reflecting complaints of personnel and Job applicants concermng EEO cases resolved 
within the agenc Equal Employment Opportunity COmmISSIOnor by a US Court Included are complamts, 
transnuttalletters, m pganve data and summanes, findings of fact statements, exhibits, reports, copies of deCISIOns, 
final dIspOSItIOnreports, ords of hearings and meetmgs, acceptance statements, Withdrawal notices, and sumlar 
mformation 
Wluch are at office having agenc de responsibihty 
Destroy/delete 4 years after final reso GRS l ttem 25a beS 

0214-02 Complaint case
 
Duplicate case files or documents pertaining to com mts
 
Wluch are maintained by the CIVIlIanpersonnel office e official record copy
 
Destroy/delete Iyears after resolution of case Authonty 1 Item 25b <3 eS
 

-p.e--l S.SM'~ t-ll1J.(J ,. -~-ol
 
. 214-03 Wluch are at ether gffices ,
 
Destroy/delete 2 years after final resolution of case Authonty 5c(1) ~ ~ S.
 

0214-04 EEO general files ~ 
General correspondence and copies of regulations With related records pertamm~ to ~ Rights Act of 1964, the 
EEO Act of 1972, and any pertment future legislation, and agency EEO Comnuttee meeting 
mmutes and reports 
Wluch are maintained by any JS/combatant command acuvity as the official record copy 

Odl4 -03 ?~tll\'m:V1'u~a.h.cR.. bo..c.k.~V1tf , ,
 
~o.c.-~£/V"(f>\.VtJ )u.C<rYc1s Ylcl+ f,-Lec;~ ,(, ~ o.-(sf;tc~ DI'SC<"IVVllnp--+u.rYi ~{~~ CtL s.e
 
'h1.eSO· B-29 Enclosure B <,
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Destroy/deleiewhen 3years old or when superseded or obsolete, whichever IS applicable Authonty GRS 1 Item 6RS 
25g. ~ 

0214-05 Which are maintamed by any actlVtt)£.as reference copy (non-record) NoN tOrco D
 

Destroy/delete when superseded or obsolete f\ c "b
 

0214-06 EEO Affirmative Action Plan (AAP)
 
Consohdated AAP and related feeder documents
 
Which are maintained by any JS/combatant command activity as the official record copy
 
Destroy/delete 5years from date of plan Feeder plan can be destroyed/deleted sooner if administrativ
 
have been served Authonty GRS 1Item 25h(l)&(2), G '($
 

0214-07 EEO surveys
 
Consisting of surveys on unplementation and effectiveness of EEO programs Included are reviews, appraisals,
 
recommendations, final survey reports, and similar mformanon,
 

® 
WhIch are maintained by any JS/combatant command activity 
Cut 0 at the end 0 the current ear destro (delete when 5 ears old 

"'~ ~ffm:-Xn-Sd.e r-e-\l~S A:A? bo CVV\" JS CII\f(!.~ h\.CUI'I.~L~ QC 
0214"-0~ WhIch are geney-Wlae.respeDSlbiltty- (j..;, off,~~ }Le C-o-..-&...J~
 
Destroy/delete 7years after cutoff Authonty GRS litem ~ T:v.....r S' '" -_ \,...~ 'n 1\ - 3, ,,- oj
I 

~ ~ ')'5"--&' (3) ,-' 12 • "-~. ~yY\I~ u 

0214-09 WhIchare at other offices
 
Destroy/delete aftef'2'Y..ears Authonty No N R.E-c..d)~l)
 

0215 PERSONNEL C~ELING RECORDS 

<,
0215-01 Reports of interviews, analyses, and related records
 
WhIch are mamtamed by supervisors ~
 
Destroy/delete 3years after termtnatton of counseling Authonty GRS l uem 26a G. e... s. 
0216 STANDARDS OF CONDUCT ~ 

0216-01 Correspondence, memorandums, and other records felatmg to code of ethics and standards of conduct 
WhIch are maintamed by any JS/combatant command activity ~ 
Destroy/delete when obsolete or superseded Authonty GRS 1 Item 2'7~ 6. e......s, 

0217 ADMINISTRATIVE GRIEVANCE, DISCIPLINARY, AND ADVERSE.ACTIONS FILES 

0217-01 Gnevance, appeals (5CFR77I) ~ 
Records relaung to gnevances raised by agency employees, except EEO complaints These,~e files include 
statements of Witnesses, reports of interviews and hearmgs, examiner's findings and recommei'l~ons, a copy of the 
ongmaI deCISIOn,related correspondence and exhibits, and records relating to a reconsiderauon request 
Which are maintained by other actrviues (non-record) 
Destroy/delete 1year after case IS closed Authonty NCl-218-84-1 Item 153 

Note Official copy maintained by servicing civihan personnel office 

0218 ADVERSE ACTION Adverse Action FIles (5 CFR 752) and Performance-Based Actions (5 CFR 432) 

0218-01 Case files and related records created in reviewing any adverse action (disciphnary or non-disciphnary 
removal, suspension, leave Without pay, reduction in force) against an employee 
The file mcludes a copy of the proposed adverse action With supportmg papers, statements of Witnesses, employee's 
reply, heanng notices, report and deCISIOns,reversal of action and appeal records, excluding letters of reprimand 
Which are mamtamed by JS/combatant command 
Destroy/delete 2 years after resolutton of case Authonty N1 -218-86-1 uem 033 
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~02 Whtch are mamtamed by any actrvity for reference (non-record) 
DestrOY)de~ year after case LS closed 

Note' Official record copy covered by GRS IS maintained by servicing crvihan personnel office-. 
0219 CMLIAN LEA \I.E APPLICATION 

~ 0219-01 Application for leav~F 71 or equivalent and supporting papers relating to requests for and approval of 
taking leave ~ 
Which are mamtained by any actrvity as the official record copy and the tune card has been uutialed by the employee 
Destroy/delete at the end of the appltci: Ie pay penod Authonty GRS 2 ttem 6a 6e.. s> 

0219-02 Which are. maintained by any activi as the official record copy and the tune card has not been minaled by 
the employee 
Destroy/delete after General Accounttng Office (GA audit or when 3years old, whichever ts sooner Authonty 
GRS 2 item 6b, 61C~ 

0220 LABOR MANAGEMENT RELATIONS RECORDS 

0220-01 Labor management relations general and case files 
Correspondence, memorandums, reports, and other records relating to the elauonship between management and 
employee uruons or other groups 
Which are office negotiatmg agreement 
Destroy/delete 5years after exptration of agreement Authonty GRS J uem 28a(J (; e.~ 
0220-02 Which are mamtamed by other offices 
Destroy/delete when superseded or obsolete Authonty GRS J uem 28a(2) 

0220-03 Labor arbitration general and case files 
Consisnng of correspondence, memorandums, reports, urut certifications, negotiated agreements, and ~ files (such 
as unfair labor practice charges, negouability disputes, unit clanficanon or decertification pennons) relatmg to labor 
arbitration cases 
Which are mamtained by any JS/combatant command activity 
Destroy/delete 5years after final resoluuon of case Authonty GRS J Item 28b f:\ e. S 

0220-04 Memorandum of agreement under labor management relations 
Consisting of initial uruon proposals, counter proposals, working documents, and approved agreement 
Which are maintained by any JS/combatant command activity 
Destroy/delete 5years after superseded or obsolete 

0220-05 Annual report ofuruon recognitions
 
Consisting of report, and all backup matenal
 
Which are maintamed by any JS/combatant command acnvity
 
Destroy/delete when 5years old Authonty
 

0220-06 Unfair labor practice complaints
 
Consisting of mitral complaint, case record, and decision
 
Which are at Central Personnel FIles (CPFs)
 
Destroy/delete 4 years after resolution Authonty.(@) 
(0221) RETIREMENT ASSISTANCE 
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0221-01 Correspondence, memorandums, annuity estunates, and other records used to assist retinng employees claun 
msurance or retirement benefits ;--.....

~~}:~S:~;;r~~:;'=~c;'::=y~~% Ge.s~u~:o~!"~~J:!~~~,
0222 WAGE SURVEY FILES 

0222-01 Wage area surveys ~ 

~;hc~:ng=~~:::::~~/!~=~:~~=~~'::~~:nendatlons, and related correspondence 

Destroy/delete after completion of second succeed;;g wqge survey Authonty GRS 1 uem 38 GeS 

0223 SuPERVISOR'S EMPLOYEE RECORDS ~ 

0223-01 Records of civihan employee's Job history, trammg, personnel actlo~tc , that are not appropnate for the 
official personnel folder or are duphcates of same 
Which are maintained by supervisors 
Review annually and destroy/delete superseded or obsolete documents, or destroy/delete all'documents relattng to 
an individual employee 1 year after separation or transfer Authonty ~8~86z-J Item ()4{) ~) I~ J8 (j... 

~)_ .~ /i.-huJ ..(l
0223-02 Duphcate and non-record matenals I(- 30 _ I 
Which are mamtamed by any activity for reference (non-record) ~ 
Destroy/delete upon transfer of the personnel, or when no longer needed for reference 1J a N K:ec.o,.e..h__ ~ __ 

0224 WITHHOLDING OF WITHIN-GRADE INCREASE (WGI) RECORDS 

® 

0224-01 Files consistmg of an employee's performance rating of record with work examples which estabhsh less than 
fully successful performance, notice of withholding ofWGI, employees request for reconsideration of denied WGI, 
and decision concernmg such a reconsideration request _. 
Which are maintained by any JS/combatant command aCtiVIty 

Destroy/delete 3years after WGI ts granted or after separauon, whichever ts earlier Authonty 

........ I"\TT~
 pertammg to the operation of the Incentive Awards Program
 
main d by any JS/combatant command activity
 

Destroy/delete when 3y old Authonty GRS 1 item 13 ~ e.So
 

0226-01 General awards records 
EXCLUDING those relatmg to department-level awards 
Consisung of case files mcludmg recommendations, approved nomma~ns, correspondence, reports, and related 
handbooks pertainmg to agency-sponsored cash and noncash awards such-as mcennve awards, withm-grade ment 
mcreases, suggesuons, and outstandmg performance 
Which are mamtamed by any JS/combatant command activity 
Destroy/delete 2 years after approval or dtsapproval Authonty GRS 1 ttem 12a(1) 
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0226-02 G~~ral awards records consisnng of correspondence pertammg to awards from other Federal agencies or 
non-Federal orgamzations
 
Which are mamtained by any JS/combatant command activity
 
Destroy/delete when 2)ea~Authonty GRS 1 uem 12a(2) ~ e.S 

0226-03 Length of service and sick-leave awards files consisting of correspondence, reports, computations of service 
and sick leave, and lists of awardees ~ 
Which are mamtamed by any JS/combatant command activity 
Destroy/delete when 1year old Authonty GRS[-lie 12b 6 e..s, 
0226-04 Correspondence relating to the admmistranon of aw to employees for suggestions, acts, or supenor 
accomplishments that have contnbuted to outstanding efficiency economy in the operation of an agency, letter of 
appreciation or commendation for mdrvidual or an orgamzational eleme 
Which are mamtamed by the personnel office as the official record copy 
Cut off annually at end of CY, hold 2 years, then destroy/delete Authonty 

0226-05 Which are maintained by other agency acuvities 
Cut off annually at end ofCY, hold 1year, then destroy/delete Authonty NCl-218-84-1 item 1 

0226-06 Awards board/committee member appointments, records relating to establishments and policy of t1i 
committee or boards that are temporary m nature, and committee or board proceedings r v' I, . 
Wluch are mamtamed by the personnel office, as the official record copy R£' l<S"\t~"'1 

Cut offat termtnatton of board/committee, hold 2 years, then destroy/delete Authoruy Nl-218-89-1Item 7 

@ 
0226-07 Wluch are maintained by other acuvines 

. Cut off annually at end of CY, hold 1year, then destroy/delete 

0226-08 Lis xes to agency award nommanons
 
Consisnng of lists of nommees and indexes of nominations
 
Which are, maintained by any JS/combatant commane-acnzir
 
Destroy/delete when superseded or obsolete Authonty GRS 1 Item 

0226-09 Decorations to foreign nationals and US citizens not employed by US Government 
Consisting of' case files of recommendations, decisions, awards announcements, board meeting mmutes, and related 
documents 
Which are maintained by any JS/combatant command activity 
Permanent Transfer 2 years after completion of case to tnacttve storage area Transfer to the National Archives In 

5-year blocks when latest record ts 25 years old Authonty 

_ -10 Records reflecting the origin of the award, copies of General Orders, the citation, the recommendation, and 
the appro of the award, proceedings of the agency's awards board 
Which are main by the personnel office as the agency's official record copy 
Cut off annually at en , hold 2 years, then destroy/delete 6e.,~ l ',t.eh.\.. I,"'2-cA.G) 

~ . ~~ ~Nt... e-- H\.d 11-30-0) 
0226-11 Which are maintamed by ~ nvities (non-record) 
Destroy/delete when obsolete or no longer nee not to exceed 1year ,.JoN Rec.oR...,b 

[Note Additional records relating to department-level awards t be scheduled by submitung a SF 115, Request for 
Records Disposition Authonty, through the JS to NARA ] 

0227 OFFICIAL MILITARY PERSONNEL RECORDS 
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0227:e.I~fficial military personnel records that are created as the result of detail or assignment to the IS or 
combatant command that normally would be made part of the individual's personnel file and other pertinent and 
related corresp;;naence 
Which are: maintained'by-p.ersonnel office, as the official record copy 
Forward all records that a~nsidered by the appropnate Service as records for inclusion in the individual's ~ 
personnel file to that Service not /ater-.t!!!:!!_:odays after release of duty from the JS or combatant command 

Authority NCI-2/8-84-1 uem 171 ... ~ TNSTI::.vc....n ON 

0227-02 Duplicate and non-record materials, and materials that are not required as part of the official military 
personnel records ~ 
Which are. maintained by any JS/combatant command activity (non~rd) 
Destroy/delete 1year after individual departs or when requisition is cancelled, or when no longer needed for 
reference. No~ ~ e.b 

0227-03 Records that relate to leave of'mihtary personnel.
 
Which are: maintained by personnel office
 
Destroy/delete individual leave authortzation when adjustments are made. Authority NCI-218-84-1Iti 
'p ~E-VL~ ~L...{ 
0227-04 Which are: maintained by any activity for reference (nonrecord) 
Destroy/delete upon transfer of personnel or when no longer needed for reference No C\I R..~ e~ 

0227-05 Armed Forces liberty passes 
Consisting of: forms issued to personnel to authorize absences from official dunes, or for absences dunng normal off-
duty hours 
Which are: maintained by any IS/combatant command activity 
Destroy/delete on reaccompltshment of a new pass, or on reassignment or separation of individual Authority 

0227-06 Privilege card applications 
Consisting of: documents reflecting applications for privilege cards and ration cards. Included are DD Forms 1172 
(Apphcation for Uruformed Services Identification and Privilege Card) and similar documents. Pnvacy act system 

~ Which are' maintained by any IS/combatant command activity 
~·Destroy/delete when no longer needed for current operations 

0227-07 Out-processing files 
Consisting of. documents used to control and account for Military Personnel Record Jackets (MPRJs) dunng 
processing for transfer or separation, Included are logs, registers, and Sign-out sheets 
Which are. maintained by any IS/combatant command activity 
Destroy/delete after 1year or 1year after last entry on log or register, whichever IS later Authonty: 

0228 PROMOTION AND DEMOTION RECORDS 

0228-01 Promotion ehgibility rosters 
Consistmg of. documents relating to indrviduals eligible for consideration for promotion, Included are 
recommendations, hsts, and similar information. Privacy act system 

~ Which are: maintained by any IS/combatant command actrvity 
~ Destroy/delete 30 days after promotion ltst IS published. Authonty 

0228-02 Centralized and semi-centralized selection board reporting files 
Consisting of: documents relating to consideration and selection of officers, warrant officers, and enlisted personnel 
for promotion, reduction, removal from promotion hsts, and eliminauon. Included are selection lists, board 

. proceedtngs, appointments of board members, voting results, and similar or related documents. Privacy act system 
~Wruch are: at other offices 
'\..:!3JDestroy/delete 30 days after completion of board unless needed longer for records Authonty 

B-34 Enclosure B 

http:TNSTI::.vc


CJCf- . 5760.01 Vol II 
1 October 2000 

~ENI1FICATI~N BADGE 

0229-01 GeneravS?~.!!....dments, and memorandums issuing the permanent award of the JCS Badge 
Which are. maintained by the personnelOftic~ the official record copy . 
Cut off annually at end of CY, hold 5 years, then 'destroy/delete Authonty. N 1-218-89- 1 item 5 'faV't G\.ts.L., CA..yJ 6'-clJ'fe1 

0229-02 Exceptions to policy JS Forms 84, copies of or~Med~ents 
Which are: maintained by the personnel office, as the official record copy • __~ '. _ ----...J'll 
Cut offannually at end ofCY, hold 2 years, then destroy/delete. Authonty NCI-218-8-~1-item 174 ~~ ~6K" '-'\ 

0229-03 Which are: mamtained by any activity for reference (non-record) fJ0 N e.~c....c-R.,l:.
 
Cut off annually at end of CY, hold 1year, then destroy/delete
 

0230 MILITARY AWARDS 

0230-01 Joint and service component personal awards
 
Documents relating to recommendation, review, and approval or disapproval of military awards for individuals.
 
Included are requests and related information. Privacy act system
 
Consisting of: approved and disapproved awards
 
Which are: joint awards
 

@Retlreto inactive storagefacility after 2 years Destroy/delete after 25 years Authority-

0230-02 Which are. service component awards -®Cut off upon receipt of approval/disapproval Destroy/delete 2 years after cutoff. Authority. 

0230-03 Unit awards
 
Documents relating to recommendation, review, and approval or disapproval ofmllitary awards for units Included
 
are requests and related information.
 
Consisting of: approved and disapproved awards __
 

~I \~ch are: at approval and disapproval authority
 
~etlre to inactive storage factltty after 2 years Destroy/delete after 25 years. Authonty·
 

0230-04 Geiieralf ers amendments, and memorandums issuing the awards 
Which are: mamtained by Mil Per Br, - , . I JS record copy 
Permanent Cut off annually at end of CY, hold 2 years, then transjertrrff-bJock.JQJl.&A Br for incorporation into 
0001-01. Authority NI-218-89-lltem 6 -
0230-05 Which are. maintamed by the combatant command as the official record copy 

~ Permanent Cut off annually at end of FY, hold 2 years, then transfer in FY block to inactive storage facility 
\..::::.V Transfer to NARA 35 years after cutoff, after declassification review Authonty 

0230-06 Outstanding personnel programs, e g , outstanding Noncommissioned Officer (NCO)lEnhst award, Juruor 
Officer of the Quarter, outstanding Manager of the Year 
Consisting of personal data, letters of nominanon, photographs, and related papers 

~ WInch are: selected nominees, nonselected nominees and minutes of meetings
 
\e!:!3J Destroy/delete 2 years after Issue of award. Authonty
 

0230-07 Which are: reference copres-of-all-the-above.nem non-record) 

0231 GENERAUFLAG OFFICER (GFO) NOMINA nON 

0231-01 Papers and related documents from OSD and the Military Services on the nominattons and Position Billets 
of General and Flag officers submitted to Secretary of Defense (SECDEF) through the JS and the CINCs accordance 
With DoD directive for approval by the SECDEF or transmittal to the President 
WInch.are maintained by the JS in R&A Br as the official JS record copy 
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11-50 -0 1	 .!R~h-oJ~o ?re.\f(~s4L

.-lleI:manent JS - Cut off annually at enaOjCY;"'zl'J1qiue..-, r b CY block to the JS RHA. When'~ years old. Af~L~-'J.7'-'-yt!,p,al'S,-tr.ans

If'emf/fer In §yeaI' bloGks to NARA.-Authority· NCI-218-84-1. Item 177
 

0231-02 Which are maintained by CINC activities as the official record copy	 ..,;:).0 

~ FeFmanent,. Cut off annually at end of CY,' after 7years, retire to inactive storage facility. When·~ years old, ~ k--rO~ • 
~tro",;feril'Jv-i--year-bloekS=IB-W-4-R·4:;=;AUtlfor.it}'.- p-e.--r S. Sh'\:~ fL- ~ tl- 30- 01 

<, 0231-03 GFO management files
 
'eop.ies of tasking documents, reports, JS papers, and related background matenals pertairung to GFO matters
.... 

Includes copies of inputs from contributing agencies and other related correspondence.
 
Which ~~d for periodic review by action officers, for contmumg policy guidance and background Information
 
maintained as the official record copy
 
Review annually. ~nsfer completed action to appropriate GFO file Delete all other nonessential infp:mation or .0 

destroy/delete when no longer needed for reference Authonty: Nl -2 I 8-89- I item 8 'F'£V (...()"·"4,\ Oo.-~ (J -nN '" c...... 

0231-04 GFO working nomi~~
 
Consist of nomination records being pro~ for approval or disapproval by higher authority
 
Which are: maintained by DJS/GFO as the o~l record copy --.
 
Upon completion, transfer to 0231- 01.;. Authori~218-89-1 Item 9 J.-tl.s+.c-uGA-r:_~
 

0231-05 Major Command Information Files. Papers and~ted Information pertaining to joint general/flag officer
 
billets and CINC activities, used for periodic review and back~d information. ........ (.
 
Which are: maintained the official record copy ~ l..Yt>h-1..lGT"{ U"V\
 

·~"'ewo..V\r\u.tiL~~ 0..+ QN\.&.otc • W~eVl no lO'"'K ~~~ nf.e-Y'Il"'-CIL G Fo I ~sf-'?·Y- .\.0 
,. '~ . 5-

I ,em'S old, transfel 1115.,etzl blocks to M4RA R ....A	 L.r.r ~('OS~~ in ~0WlCJ2. w .~.p~ 3 i, 0 , 
ty' . .Stvl,~ e-~ 7-3-0"2.-

0231-06 GFO Action Documents Docwnents of mterest to the JOlOtStaff. Responses to tasKe:S:d queries •
 
Which are maintamed by other actrvines as reference copies (non-record) IY\s.-tru~
 
Review annuallYAjl.no longer needed for referenc~ transfer to JS R:I:t-A, When 25 years old transfer in 5- ear blocks, 31'
 
toNARA, aJ~ofe"f ~ /.w~ fJR> R4-A ~ cL..,;f'61~ Ih ~~u wN-t... ()2... ..01
 ~·o ?e-i 50 s.~~ e,- nv.i.Q ~ -3-02-
0231-07 Which are' mamtained by other actrvines as reference copies (non-record) 
Destroy/delete when no longer needed for reference tJ 0 tJ R..G-c.-D 0 

0232 MILITARY ASSIGNMENT DOCUMENTS 

0232-01 Policy matters pertammg to military assignments 
~ Which are: mamtained by any JS/combatant command activity as the official record copy 
~ Destroy/delete 5years after supercesston Authonty NCI-218-84-1 Item 178 

-02 Requismons documents 
Which ar. d by personnel office as the official record copy 
Cut off annually a of CY, hold 3 years, then destroy/delete. Authonty, NCI -218-84-1 item 179 ~l~ ~~ ~~ 

0232-03 Nommanon packets
 
Which are' held by the personnel office as fficial record copy
 
Destroy/delete I year after indtvidual departs Aut 

0232-04 MIscellaneous military assignment documents, to include in
 

Which are: maintained by any activity (non-record)
 
Destroy/delete when purpose has been served or when on longer needed for referenc 
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~ITARY ~~ PROGRAM RECORDS 
EXCLUDWQ. records of formally established schools wluch tram agency personnel in specialized program areas, 
such as law enfo~t and national defense. (Submit SF 115 through IS) 

0233-01 General file of'agency-sponsored training, EXCLUDING record copy of manuals, syllabi, textbooks, and 
other trammg aids developcl!-by the agency 
Correspondence, memorandums~greements, authonzations, reports, requirement reviews, plans, and objectives 
relating to the estabhshment and ope ion of training courses and conferences 
Which are. maintained by any IS/comba' t command activity 
Destroy when 5years old or 5years after comp~n of a specific training program. Authortty: GRS 1 item 29a(l) 

0233-02 Background and working files ~
 
Which are: maintained by any IS/combatant command activity
 
Destroy when 3years old Authority· GRS 1 Item 29a(2)
 

0233-03 Personnel training 
Correspondence, memorandums, reports, and other records relating to the a 'labIlIty of trammg and employee 

. participation in training programs sponsored by other government agencies or non~vernment institutions 
Which are: maintained by any IS/combatant command activity ~ 
Destroy when 5years old or when superseded or obsolete, whichever is sooner. Authority. GRS 1 Item 29b cq e.S 

0234 INDIVIDUAL MILITARY TRAINING RECORDS 

0234-0 I Individual military traimng records 
Consisting of: on-the-Job trainmg records, qualification trammg, ancillary training, upgrade training, and related 
records 
Which are: maintained in accordance WIth the Service trairung program 'l V"\ S+--.-u.c -h: &"y\ 
Apply service-specific dtsposttion guidance 

0235 GENERAL TRAINING AND EDUCATION RECORDS 

0235-01 Training and education program files 
Consisting of: records relating to the overall organization, development, pohcy, planning, management and 
administration of military personnel trainmg and education programs, mcludmg the establishment, approval, and 
revision of courses and curricula, the evaluation of methods and results of mstruction. Also included are publications 
and overall statistical data. 
Which are: maintained by any IS/combatant command activity

® Permanent Retire to tnacttve storage facility when no longer required for research or reference Transfer to NARA 
when 25 years old after declassification review. Authonty 

Note' See 0900 senes for audiovisual 

0236 CIVIliAN TRAINING PROGRAM RECORDS 

~-LInformatlOn on estabhshmg, managing, and evaluating local trainmg programs for civilian employees. 
Included ~utes of traimng and development committee meetings, training plans, reviews of trairung 
requirements, aPPr:enace trammg program registrations with Department of Labor, higher echelon approvals, annual 
reports, and similar informa . EXCLUDING record copy of manuals, syllabuses, textbooks, and other training aids 
developed by the agency 
Which are: at operating personnel offices 
Destroy/delete after 5years, or 5years after complen GRS 1 Item 

29a(l) t;es 

0236-02 Background and working files
 
Which ,are' maintained by any IS/combatant command activity
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Destroy/delete when 3years old Authority. GRS 1 item 29a(2) 

0236-03 Empl~!t
 
Correspondence, memorandums, reports, and other records relating to the availability of trairung and employee
 
participation in training programs'sponsored by other Government agencies or non-Government mstitutions
 
Wluch are: mamtained by any JS/co~tant command activity

Destroy/delete when 5 years old or when superseded "- or obsolete, whichever lS sooner. Authonty GRS 1, 29b
 

0236-04 Which are background and working files
 
Destroy/delete when 3years old Authority: GRS I uem 29a(2)
 

0236-05 Individual apprentice training
 
Consisting of. Information on apprenticeship training. Included are apprenticeshijrapplications, apprenticeship
 
agreements, notices of authorization for training and subsistence allowance, Departme"D:t'ofVeterans Affairs
 
certificates of eligibility and entitlement, Veterans Affairs notices of expiration of entitlem~daily progress records,
 
monthly progress reports, and similar information. Privacy act system ~
 
Which are: maintained by any JS/combatant command activity , ~
 

.Destroy/delete 5years after completion of prescribed training course. However, when apprentice does not complete 
training, destroy/delete 6years after he or she drops out of training Authonty: GRS 1 item 29b Ge.s. ~ 

0236-06 Foreign training approvals
 
Consisting of: information on approving the use of foreign governmental facilities or international orgaruzation
 
facilities for training civilian employees. Included are recommendations for use of such facilities, approvals, and
 
similar information.
 
Note: Excluded are contractual information and personnel assignment information
 
Wluch are: at office responsible for approval
 
Destroy/delete 5 years after wzthdrawal of the faCIlity for traming purposes Authority-- offices (non-record) 0236:0TWhich,are:~ending
 
Destroy/delete on determtnditonthat-services of the foreign facility are no longer required. /oJ D N R ~C.0 ~~
 

0236-08 Which are. at other offices (non-record)
 
Destroy/delete after 2 years
 

0236-09 Civilian personnel retraining
 
Consisting 0[- reports of retrammg resulting from base closure, transfer or consolidation of functions
 
Which are: maintained b)'~ a.(\!fI. JS(CcmA6CL~+ ~rV\.O..'"1cl o...c..~
 
Destroy/delete after 4 years Authority: J ~ SYV\.\.~ 1(-3d-Or
~I 

0236-10 Records relating to the presidennal management intern program estabhshed by Executrve Order 12008 m 
August 1977 
Files relating to the general admimstration and operation of the Presidential Management Intern Program mcluding 
special career programs and executive development programs 
Which are: maintained by any JS/combatant command activity 
Destroy/delete when 3years old. Authonty 

0237 CASUALTY REPORTING, NOTIFICATION, AND ASSISTANCE 

0237-01 Casualty/missing-m-actionlcaptured reporting, noufication, and assistance records
 
The file copies of casualty reports, supplemental reports, nouficanon messages to next-of-kin, letters of
 
CIrcumstances and condolences, report of casualty, report of facts and circumstances, acknowledgment and/or
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transfer of casualty assistance, record of emergency data, casualty assistance summary, assignment of survival 
assistance officer, and related correspondence provided to the Services 

Which are: maintained by the combatant command '. hvf f-"'--;- s.fu 
<pe3troyldelet~when+'YeaFs old Authorit}!-; = .-10 II"\O-C S"h-r~ "c.JjL':~' I yA.VI. 

?E:~MA-N€NI.Cc,;.+- offA"Y\\L~ ,\.wlol-(;-<" G.~,~~f~~ NAR.A-w~ L.~~~cP~ 
0238 INDIVIDUAL EMPLOYEE PAy\tECORD dLt.~Lc...o..~"Y-~ p-erYS.S:.rn I~" IL rvtiJ) 
<, 17 qq-f

0238::01 Pay record for each employee as maintame man - 3-0'2-
This daUib~ may be a stand-alone payroll system or part of a combined personnel/payroll system 
Which are: mamtained by any JS/combatant command activity 
Update elements ;;nd/.or entire record as required, Authority GRS 2 ttem 1a ~ ~S 

0238-02 Individual pa~...z~ntammg pay data on each employee within an agency
 
This record may be in paper or m1~orm but not in machine readable form
 
Wluch are: maintained by any JS/com tant command activity
 
Transfer to NPRG. Destroy when 56years . Authority: GRS 2 item 1b <q e S
 

0239 TIME AND ATTENDANCE RECORDS 

0239-01 Time and attendance source records
 
All time and attendance records upon winch leave input data is bas such as time or sign-in sheets; time cards (such
 
as OF 1130); flextime records; leave apphcations for jury and mihtary ; and authonzed premium payor
 
overtime; maintained at duty post, upon winch leave input data IS based. Rec s may be 111either machine-readable
 
or paper form
 
Wluch are: maintained by any JS/combatant command activity
 
Destroy/delete after GAO audu or when 6 years old. whichever IS sooner Authority: G <q t2..S 

0239-02 Tune and attendance input records
 
Records in either paper or machine readable form used to input time and attendance data into a payroll sy
 
mamtained either by agency or payroll processor
 
Wluch are. maintamed by any JS/combatant command acnvity
 
Destroy/delete after GAO audit or when 6 years old. whichever is sooner Authonty GRS 2 item 8 ~ e.s 
0239-03 Overtime authonzation requests
 
Documents used at all actrvities to officially order the approval of overtime
 
Wluch are maintained by any JS/combatant command actrvity
 
Destroy/delete when 4 years old. Authonty, 

0239-04 Alternate work schedule records 
Documents showing alternative work schedules such as flextime and compressed schedules 

;-:~ Wluch are: mamtained by any JS/combatant command activity 
~ Destroy/delete when 2 years old Authonty, 

0240-01 Forms, r OFts~espondence, and related medical and investigatory records relating to on-the-Job
 
injuries, whether or not a cllUm-iQr compensation was made, EXCLUDING copies filed m the Employee Medical
 
Folder and copies subnntted to theo~az:l!!1ent of Labor 6e.5
 
WInch are. maintamed by any JS/combatant'cb~d activity
 
Cut off on termination of compensation or when deaf1line..fi rfiling a claim has passed Destroy/delete 3years after
 
cutoff Authonty. GRS 1uem 31
 

0241 OCCUPATIONAL INJURY AND ILLNESS FILES 
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0241-01 Reports and logs (including Occupational Safety and Health Administration (OSHA) Forms 100, 101, 102, 
d 200, or equivalents) maintained as prescribed in 29 CFR 1960 and OSHA pamphlet 2014 to document all 

re ordable occupational mjuries and illnesses for each establishment 
Whl h are: maintained by any JS/combatant command activity 
Destr /delete when 5 years old. Authority: GRS 1 item 34 ~ e..S 

Government financial disclosure statements 
. g to individual employees required to file under the Ethics in Government Act of 1978, Public 

e ISmamtained by employee name and includes SF 278 (Financial Disclosure Statement for 
Executive Branch Per nnel); SF 278A (Financial Disclosure Statement), official position descnption; 
disqualrlication statem , if applicable; and similar information. Privacy act system 
Consisting of: records on drviduals filing per section 201b, PL 95-521 and not subsequently confirmed by the U.S. 
Senate 
Which are. maintained by any /combatant command activity 
Destroy/delete 1 year after nomi e ceased being under consideration for appointment, EXCEPT that documents 
needed in an ongoing investigation ill be retained until no longer needed in the investtgatton. Authortty: GRS 1 

~~W 6~ 

0242-02 Employment and financial mtere 
Consisting of: information showing Gove ent employment, private employment, and financial interest of civihan 
employees personnel required to file such stat ents. Included are statements of employment and financial interests, 
supplementary statements, reports of change, re . w comments, and related information. Pnvacy act system 
Which are: maintamed by any JS/combatant co d activity 
Destroy/delete after 6years, except that tnformatton eeded in an on-going investigation will not be destroy/deleted 
until completion of the investigation. Authority. GRS 1 . em 24a(2) (;\ e:S 

0242-03 Consisting of: other records 
Which are. maintained by any JS/combatant command activi 
Destroy/delete after 6years, except that information needed tn ongomg invesugatton Will not be 
destroyed/deleted unttl completion of the mvestigation Authonty RS 1 item 24b ~ e...s. 
0243 FEDERAL WORKPLACE DRUG TESTING PROGRAM FILE 

0243-0 I Drug testing program records created under Executive Order 1256 and Public Law 100-71, Section 503 
(101 Stat. 468), excluding consohdated statistical and narrative reports conce g the operation of agency programs, 
mcludmg annual reports to Congress, as required by Pubhc Law 100-71, 503(f) s authonzanon does not apply to 
oversight program records of the OPM 
Consisting of: drug test plans and procedures, excluding documents that are filed in cords sets of formal Issuances 
(directives, procedures handbooks, operatmg manuals, and the like) 
Agency copies of plans and procedures, with related drafts, correspondence, memorand 
pertammg to the development of procedures for drug testing programs, mcluding the det 
mcumbents in designated positions 
Which are: mamtained by any JS/combatant command activity 
Destroy/delete when 3years old or when superseded, obsolete, or no longer needed, 
(2)) Authority: GRS 1 item 36a 

0243-02 Consisting of. employee acknowledgement of notice forms 
Forms completed by employees whose positions are designated sensitive for drug tes
that they have received notice that they may be tested 

whichever 
6res 

ting purposes 

ster 

ackno 

(See note 

ledgings:
Which are maintained by any JS/combatant command activity 
Destroy/delete when employee separates from testing-deszgnated postuon (See note (2)) Authority: GRS 1 item 

G((S, 
\6b 
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"" 3-03 Consisting 0;' selecti~nlSCheduling record. . . 
~ords relating to the selection of specific employees/applicants for testing and the schedulmg of tests. Included are 

hsts'Gf selectees, notification letters, and testing schedules 

Whic~lo~amtained by any IS/combatant command activity 
Destr~:~~ when 3 years old (See note (2)) Authority· GRS 1 uem 36c ~ e.S 

0243-04 COnsl~g of: records relating to the collection and handlmg of specimens 
Permanent record.books. Bound books contairung identifying data on each specimen, recorded at each collection site 
in the order in whi'Cb.the specimens were collected 
Which are. mainta~~:ny IS/combatant command activity 
Destroy/delete 3 year~~~date of last entry. (See note (2)) Authonty: GRS 1 item 36d(l) b e.S 

0243-05 Cham of custody re,ords 
FonDS and other records used t~aintam control and accountabihty of specimens from the point of collection to the 
final disposition of the specunen 
Which are: maintained by any IS/c mbatant command activity 
Destroy/delete when 3 years old (See'~e (2)) Authority: GRS 1 item 36d(2) Gf2. S. 

0243-06 Consisting of. test results ~ 
Records documenting individual test results, ~cludmg reports of testing, notifications of employees/applicants and 
employmg offices, and documents relatmg to fo~ow-up testmg 
Positive results '\ 
Which are. maintained by any JS/combatant command activity -

\
Destroy/delete when employee leaves the agency or when 3years old, whichever is later. Authonty. GRS 1 item 
36e(l) 6L-S 

0243-07 Negative results
 
Which are: maintained by any IS/combatant command actrvity
 
Destroy/delete when 3years old Authonty GRS 1 Item. 36e(2)
 

Note 2. Any records covered by Items 36 a-e that are relevant to htigati n or disciplinary actions should be disposed 
of no earlier than the related hngation or adverse action case files(s) 

0244 ALTERNATE WORKSITE RECORDS 

0244-01 Approved requests or apphcations to participate in an alternate worksite p gram; agreements between the 
agency and the employee, and records relatmg to the safety of the worksite, the installation and use of equipment, 
hardware, and software, and the use of secure, classified information or data subject to e Pnvacy Act 
Which are: mamtamed by any IS/combatant command actrvity 
Destroy/delete 1 year after end of employees parttctpanon m the program Authonty GRS Item 42a ~ e.£. 

0244-02 Unapproved requests
 
Which are. mamtamed by any IS/combatant command activity
 
Destroy/delete 1 year after request IS rejected Authonty GRS litem 42b 

0244-03 Forms and other records generated by the agency or the participatmg employee evaluating the alt ate 
worksite program 
Which are: mamtained by any IS/combatant command activity 
Destroy/delete when 1 year old, or when no longer needed, whichever is later. Authority GRS 1 Items 42c 

0245 FEDERAL CIVILIAN WORKFORCE INFORMATION SYSTEMS 

Note. These automated systems must be mventoned and scheduled (SF 115) through the JS 
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0246 POLmCAL ACTIVITY OF FEDERAL EMPLOYEES RECORDS 

0246-01 Policy and procedures governing permissible and prohibited activities, political contnbutions, and 
exceptions of certain elections 
Which are: maintained by any JS/combatant command activity 
Destroy/delete when superseded or obsolete 

0246-02 Holdmg state or local office records 
Reports, correspondence and related material required to be filed by any civilian employee holdmg any state or local 
public office or appointment 
Consistmg of: any mformation concernmg such office or appointment filed by another person or entity 
Which are: maintained by any JS/combatant command activity 
Destroy/delete 2 years after employee leaves public office or appointment Authority; 

0247-01 Correspon forms, and other records relating to the compilation of directory service hstmgs 
Which are. maintained by pe el office, as the official record copy 
Destroy/delete 2 months after tssuanc listing. Authonty. GRS 11 Item 3, 

0247-02 Which are: maintained by other activities (no 
Destroy/delete when no longer needed for reference 

0247-03 Orgaruzation and locator files
 
Consisting of information providmg the name, address, telephone number, and similar cIa
 
military employee assigned to an organization IJ -
Which are: maintained by any JS/combatant command activity I ~.J I tr)ls..~
 
Destroy/delete when superseded, obsolete, no longer needed for reference Authority- NI-218-86-1 Item 097 

, -" 
0248 CIVILIAN AND MILITARY PERSONNEL ELECTRONIC MAIL AND WORD PROCESSING SYSTEM 
COPIES 

0248-01 Electroruc copies of records that are created on electroruc mail and word processing systems and used solely 
to generate a recordkeepmg copy of the records covered by the other Items in this schedule. Also includes electroruc 
copies of records created on electronic mail and word processmg systems that are mamtained for updatmg, revision, 
or disseminanon. 
Which are: copies that have no further administrauve value after the recordkeeping copy IS made. Includes copies 
maintained by mdividuals in personal files, personal electroruc mail directones, or other personal directories on 
hard disk or network dnves, and copies on shared network drives that are used only to produce the recordkeeping 
copy 
Destroy/delete wuhtn 180 days after the recordkeeptng copy has been produced. Authonty 

0248-02 Which are: copies used for dissemination, revision, or updating that are mamtamed in addition to the 
recordkeepmg copy 
Which are. maintained by any JS/combatant command activity 
Destroy/delete when dissemination, revision, or updating ts completed 

0249 CIVILIAN AND MILITARY PERSONNEL COMBATANT COMMAND ELECTRONIC FEEDER 
SYSTEMS 

0249-01 Electronic systems at combatant command that serve as a feeder system to the joint systems wherein all 
feeder system data IS transferred to the joint system 
Which are: joint system is scheduledru:~Destroy/delete when data is-transmitted to joint systems or when superseded or obsolete, whichever IS later 

QAuthonty 
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0249-02 Whic . . . t system is unscheduled '.I.NSI wen6"Y\ 
Submit SF 115 to NARAfor e d/orjoint systems 
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200 SERIES--PERSONNELIP AYROLL 

PERSONNEL CORRESPONDENCE SUBJECT 

0201-0 Correspondence, reports, memorandums, and other records relating to the general adnumstration and 
operation civilian and nuhtary personnel functions, but excluding records specifically described elsewhere in this 
schedule an records maintained at agency staff planning levels 
Wluch are m . tamed by agency personnel function as the official record copy 
Cut offannually tend of Ct', hold 3years, then destroy/delete. Authonty: GRS litem 3 

ntamed by other actrviues (nonrecord) 
cr, hold I year, then destroy/delete 

0201-03 Personnel policy precedent case files 
Which are. maintained by JS uvines only 
ReView annually at the end of destroy/delete when obsolete for use as policy guidance or precedent reference. 
Authonty: NI-218-86-lltem 026 

0202 OFFERS OF EMPLOYMENT 

0202-01 Correspondence. letters, and teleg ms offenng appomtment to potential employees 
Which are: accepted offers 
Destroy/delete when appointment IS effective 

0202-02 Which are declined offers, when name IS r eived from certificate of eligible, 
Return to Office of Personnel Management (OPA-f)Wit reply and appltcatton Authonty GRS I Item 4b( I), 

0202-03 Which are temporary or excepted appointment 
File tnstde appltcatton Authonty: GRS litem 4b(2) 

0202-04 WIDch are all others (non-record) 
Destroy/delete Immediately. Authonty: GRS I Item 4b(3) 

0203 GENERAL CIVll...IAN EMPLOYMENT RECORDS (EXCLUDE \OUIRED TOBEFILEDIN 
OFFICIAL PERSONNEL FOLDER (OPF) 

0203-01 Request for personnel action (SF-52) 
SF-52 and related papers pertammg to acuons not consummated 
Which are maintained by the requesting office 
Destroy/delete 30 days after action term mated Authority 

0204 POSITION CLASSIFICATION FILES 

0204-01 Standards and guidelines Issued or reviewed by OPM and used to classify and evaluate POSItIOnswithm the 
agency 
Which are mamtained by any actrvity 
Destroyldelete when superseded or obsolete. Authortty GRS litem 7a(l), 

'\ 
0204·02 Positions descnptIons \ 
FIles descnbmg established posiuons mcludmg mformation on title, senes, grade, duties and responsibihues 
Which are maintained by any activity as reference copy (non-record) 
Destroy/delete when position IS abolished or descnptton superseded Authority NCI-218-84-lltem 129 
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o 4-03 Inspecnon, audit. and survey 
FIle consistmg of correspondence, memorandums, reports, and other records relating to inspections, surveys. desk 
audits, nd evaluation 
Which a mamtamed by any actrvity 
Destroy/de e when obsolete or superseded. Authority GRS 1 Item 7c(2J 

0204-04 Appea files 
Case files relating classification appeals 
Wluch are mamtame any acuvity as reference copy (non-record) 
Destroy/delete 1year. er case IS closed Authority NCl-218-84-1 Item 132 

0204-05 Appeals files relati to certIficates of classification Issued by OPM 
Which are. maintained by any ctivtty 
Destroy/delete after affected pos on IS abolished or superseded Authority GRS 1 Item 7d(2J 

0205 PAYROLL CORRESPONDEN 

0205-01 Correspondence between agency d payroll processor regarding general, routine adnumstrauve Issues, to 
include wage grade Job matters, that do not r ate to mdrvidual payments 
Which are mamtamed by any activity 
Destroy when 2 years old. Authority GRS 2 Item " 

0205-02 Information for a ment pay umt hsung cover employees 
Included are imtial salary. computation of funds for the u 1. salary Increases granted automatically, merit pay 
Increases granted based on POInts received from a perform e appraisal ratmg, and similar mformation Privacy 
act system 
Which are maintained by any activity 
Destroy/delete 7years after date of computation of pay mcrease 

0205-03 Differential and allowances 
Information to assist overseas civilian personnel offices to document empl ee ehgibility for foreign post 
differennal and foreign quarters and post allowances Included are SF 1190 oreign Allowances Application, 
Grant, and Report) and snrular mformauon 
Which are maintained by any activity 
Destroy/delete 3years after end of FY tn which all allowances granted have been tir~1/nated Authority 

'. 

0205-04 Pay records govenung the estabhshment and maintenance of domestic and overseas allowances and 
differentials, agencies, and employees affected ' -, 
Which are mamtamed by any activity 
Destroy/delete when 6 years old Authority 

0206 EMPLOYEE RECORDS CARDS 

0206-01 Employee records cards used for mforrnanonal purposes outside personnel offices 
Which are. maintained by any activity 
Destroy/delete on separation or transfer of employee Authonty GRS 1Item 6 

0207 EMPLOYEE PERFORMANCE FILE SYSTEM RECORDS 

0207-01 Non- semor executtve service (SES) appointees (as defined In 5 USC 4301(2» Appraisals of unacceptable 
performance, where a notice of proposed demotion or removal IS Issued but not effected and all related documents 
Which are: maintamed by any acuvity 
Destroy/delete after the employee completes 1year of acceptable performance from the date of the written advance 
nottce of proposed removal or reductton-tn-grade notice Authonty GRS 1Item 23a(1) 
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020 02 Performance records superseded through an admirustratrve, judicial, or quasi-judicial procedure 
Whicfi re maintamed by any activity 
Destroy lete when superseded Authority: GRS J Item 23a(2) 

er performance plans and ratings 
Which are tamed by any activity 
Destroy/delete w n 4 years old Authonty: GRS J Item 23a(3b) 

0207-04 All other su ary performance appraisal records, includmg performance appraisals and job elements and 
standards upon which t yare based 
WhIch are mamtamed b y activity 
Destroy/delete 4 years afte ate of appraisal Authority GRS J Item 23a(4) 

0207-05 Supportmg documents 
Which are: maintained by any ac 
Destroy/delete 4 years after date 0 GRS J Item 23a(5) 

0207-06 SES appomtees (as defined m SC 3132A(2)) 
Performance records superseded through adnurustranve, judicial, or quasi-judicial procedure 
Which are: maintained by any acuvity 
Destroy/delete when superseded. Authority J Item 23b(1) 

0207-07 Performance-related records pertanung to former SES appointee 
Latest rating of record that is less than 5 years old, pe onnance plan upon which It IS based, and any summary 
ratmg 
Wluch are: maintained by any actrvity 
Place records on left side of the OPF and forward to gatnin Federal agency upon transfer or to National 
Personnel Records Center (NPRC) if employee leaves Federa ervtce Authonty: GRS J Item 23b(2)(a) 

0207-08 All other performance ratings and plans 
Which are: maintamed by any acuvity 
Destroy/delete when 5 years old, or when no longer needed, whicheverns sooner Authortty GRS J Item 23b(2)(b). 

\ 
0207-09 All other performance appraisals, along With job elements and sta'rtdards (Job expectations) upon which 
they are based, excluding those for SES appointees serving on a Presrdentral ~ Ointment (5 CFR 214) 
Which are' maintained by any activity 
Destroy/delete 5years after date of appraisal Authority GRS J Item 23b(3) 

0207-10 SES members' performance records 
SES evaluation summary and objective performance record sheets 
Which are mamtamed by any actrvity 
Destroy/delete 5years lifter date of appratsal Authority GRS J Item 23b(4) 

0207-11 SES, scienufic and techrucal (ST), and Supergrade files 
Consisting of information concerrung SES, ST, and supergrades generated according to 5 USC 31O~, 3131, and 
3324. Included are copies of position descnpuons, posmon evaluations, and data on present posiuon incumbent 
such as mdividual's quahficanons, promotions, and awards Pnvacy act system \ 
Which are at office With responsibility to morutor and control SES career related records 
General position documentation 
Destroy/delete tn current file area 5years after cancellation Ofposttton Authortty GRS J Item 23b(3) 

0207-12 Information relating to current posiuon incumbent 
Which are' maintained by any activity 
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/delete In current file area 5 years after transfer or separation of employee Authority GRS I Item 23b(3) 

OTION AND INTERNAL PLACEMENT RECORDS 

0208-01 Not canon of personnel action (SF 50)
 
Consisting of" s documenting promotions and transfers (In and out)
 
Wluch are chron ogical file copies maintained In the personnel office
 
Destroy/delete when" years old Authority GRS I Item J4a 

er copies maintained In the personnel office 
Destroy/delete when I yea old Authority GRS I Item 14b 

(0209) INTERVIEW RECO 

0209-01 Interview records 
Correspondence, reports, and other re rds relating to interviews with employees 
Which are maintained by any actrvity 
Destroy/delete 6 months after transfer or aratton of employee Authority GRS I Item 8 

0210 DONATED LEAVE PROGRAM CASE 

0210-01 Donated leave cases 
Consisting of case files documenting the receipt and onanon of leave for medical emergencies, mcludmg recipient 
applicauons, agency approvals or deruals, medical or p . sicran certificauons, leave donation records or OF 630-A, 
supervisor/timekeeper approvals, leave transfer records. p roll notIfication records, and leave program termmauon 
records 
Which are maintained by any activity 
Begmning In January 1994, destroy/delete I year after the end the year In whtch the file IS closed Authonty. 
GRS I Item 37 

0211 FEDERAL EMPLOYEES' RETIREMENT RECORDS 

0211-01 General correspondence and subject files 
FIles relate to general adnunistranon and operation ofFERS/CSRS (mcludin overage, baSICannuity. death 
benefits and refunds. disabihty, and debt collection) 
W1uch are mamtamed by any activity 
Destroy/delete when 3years old Authority 

0211-02 Records and forms pertaining to an employee's transfer to FERS, parucipauon I 
and ehgibihty to retire 
W1uch are mamtamed by any activity 
FIle on permanent SIde ofOPF Authortty: 

0211-03 Appeals pertauung to FERS error corrections 
Wluch are maintamed by any activity 
Destroy/delete 6 years after decision. Authonty 

0211-04 Retirement assistance files 
Consrstmg of: correspondence, memorandums. annuity estimates. and other records used to assist retiring 
employees or survivors claim Insurance or reurement benefits 
Which are: maintained by any activity 
Destroy/delete when 1 year old Authonty. GRS 1, Item 039 
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12 CORRESPONDENCE AND FORMS 
R rds relatrng to individual employees not mamtamed m OPFs and not provided for elsewhere m this schedule 

Correspondence and forms relating to pending personnel actions.
 
: maintained by any JS/combatant command acnvity as the official record copy.
 

Destroy/de te when action IS completed Authority GRS litem 17a 

0212-02 Reten n registers from which reduction-m-force actions have been taken 
Consisting of: I anon showing retention groups of employees according to tenure, length of service, 
performance raungs; and veterans preference 
Which are. maintame by any JS/combatant command activity as the official record copy 
Cut off annually at end cr, hold 2 years, then destroy/delete Authonty: NCI-218-84-1 Item 140 

0212-03 Retention registers m which no reduction-m-force actions have been taken 
WhIch are: maintained by any /combatant command actrvity as the official record copy 
Destroy/delete when superseded obsolete Authortty. GRS 1 Item 17b(2), 

0212-04 Displaced Employee Prog (DEP) 
Consistmg of: information and rosters r ectmg application and registration of Individuals eligible to participate in 
the DEP. Pnvacy act system 
Which are: mamtamed by any JS/combatant mmand actrvity as the official record copy 
Destroy/delete 3 months after employee's DEP 

0212-05 All other correspondence and forms 
Wlnch are mamtamed by any acuvny 
Destroy/delete when 6 months old. Authonty. GRS life 

0213 JOB OPPORTUNITY ANNOUNCEMENTS (JOAs) 

0213 -01 Announcements of vacancies 
Which are: mamtamed by any activity 
Destroy/delete after announcement closing date 

0214 EOUAL EMPLOYMENT OPPORTUNITY (EEO) RECORDS 

0214-01 EEO complaint cases 
Consisting of mformauon reflecting complaints of personnel and Job apphcants ncerrung EEO cases resolved 
withm the agency by Equal Employment Opporturuty Comnussion or by a U S Co Included are complaints, 
transrruttalletters, mvesngative data and summanes, findings of fact statements. exhi ts, reports, copies of 
decisions, final disposinon reports, records of heanngs and meetmgs, acceptance statem ts, withdrawal notices, 
and sirrular information 
Which are at office having agency-wide responsibility 
Destroy/delete 4 years after final resolution of case Authority GRS litem 25a 

0214-02 Complamt case 
Duphcate case files or documents pertammg to complaints 
Which are. mamtained by the civihan personnel office as the official record copy 
Destroy/delete 2 years after resolution of case. Authonty. GRS 1 Item 25b 

0214-03 Which are at other offices 
Destroy/delete 2 years after final resolution of case Authority GRS 1 Item 25c(l) 
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02 -04 EEO general files 
Gene correspondence and copies of regulations with related records pertanung to the CIvil RIghts Act of 1964. 
the EE Act of 1972, and any pertment future legislation, and agency EEO Comnuttee meeting and records 
mcludin nutes and reports 
Wluch are. amtamed by any JS/combatant command acuvity as the official record copy 
Destroy/dele when 3 years old or when superseded or obsolete, whichever IS applicable Authonty GRS J Item 
25g, 

mamtamed by any activity as reference copy (nonrecord) 
Destroy/delete when erseded or obsolete 

0214-06 EEO Affirmativ ction Plan (AAP) 
Consolidated AAP and rela d feeder documents 
Which are maintained by an S/combatant command acuvity as the official record copy 
Destroy/delete 5years from da of plan Feeder plan can be destroyed/deleted sooner tf admtntstrattve purposes 
have been served Authority GR Item 25h(J )&(2), 

0214-07 EEO surveys 
Consistmg of surveys on implementati and effectiveness of EEO programs Included are reviews, appraisals, 
recommendations, final survey reports, an smular information 
Which are mamtamed by any activity 
Cut off at the end of the current year, destroy elete when 5 years old 

0214-08 Wluch are. at office with agency-wide re onsibihty 
Destroy/delete 7years after cutoff Authorlty GRS tem 25d(J) 

0214-09 Wluch are at other offices 
Destroy/delete after 2 years Authority 

0215 PERSONNEL COUNSELING RECORDS 

0215-01 Reports of interviews, analyses, and related records 
Which are: mamtained by supervisors 
Destroy/delete 3 years after termtnatton of counseling Authority 

0216 STANDARDS OF CONDUCT 

0216-01 Correspondence, memorandums, and other records relatmg to code 0 

Which are. mamtamed by any JS/combatant command activity 
Destroy/delete when obsolete or superseded Authonty: GRS J Item 27 

0217 ADMINISTRATIVE GRIEVANCE DISCIPLINARY AND ADVERSE ACTIO 

0217-01 Gnevance, appeals (5CFR77I) 
Records relating to grievances raised by agency employees, except EEO complaints These ca e files include 
statements of witnesses, reports of interviews and heanngs, examiner's findings and recommendations, a copy of 
the original decision, related correspondence and exhibits, and records relating to a reconsiderauo request 
Wluch are maintained by other acuviues (non-record) 
Destroy/delete J year after case IS closed Authority NCJ-2J8-84-J Item J53 

Note Official copy maintained by servtcmg civihan personnel office 

0218 ADVERSE ACTION Adverse Action FIles (5 CFR 752) and Performance-Based Actions (5 CFR 432) 
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021 01 Case files and related records created m reviewing any adverse action (disciplinary or nondisciplinary 
remov ,suspensIon, leave without pay. reduction m force) against an employee 
The file eludes a copy of the proposed adverse acuon with supportIng papers, statements of witnesses, employee's 
reply. hea g notices, report and decisions, reversal of action and appeal records, excluding letters of repnmand 
Which are ntained by JS/combatant command 
Destroy/delete ears after resolution of case Authority NJ-2J8-86-J Item 033 

aintamed by any actrvity for reference (nonrecord) 
Destroy/delete J year er case IS closed 

Note: Official record copy vered by GRS IS mamtamed by servicing civilian personnel office 

0219-01 Application for leave, SF or equivalent and supporting papers relaung to requests for and approval of 
taking leave 
Which are: mamtained by any activity a the official record copy and the time card has been iniualed by the 
employee 
Destroy/delete at the end of the applicable p v pertod Authortty GRS 2 Item 6a 

0219-02 Which are. mamtamed by any activity the official record copy and the time card has not been uuualed 
by the employee 
Destroy/delete after General Accountmg Office (GA audit or when 3years old, whichever IS sooner Authonty 
GRS 2 Item 6b, 

0220 LABOR MANAGEMENT RELATIONS RECORDS 

0220-01 Labor management relations general and case files 
Correspondence, memorandums, reports, and other records relatm 0 the relauonship between management and 
employee unions or other groups 
Which are office negouaung agreement 
Destroy/delete 5years after exptratton of agreement Authority 

0220-02 Which are' mamtamed by other offices 
Destroy/delete when superseded or obsolete Authority GRS J Item 28a(2) 

0220-03 Labor arbitration general and case files 
Consistmg of correspondence. memorandums, reports, unit certifications, negotiated a eements, and case files 
(such as unfair labor practice charges, negouabihty disputes, umt clarification or decertifi non petitions) relatmg 
to labor arbitration cases 
Which are maintamed by any activity 
Destroy/delete 5years after final resolution of case. Authonty GRS J Item 28b 

0220-04 Memorandum of agreement under labor management relations 
Consisting of" uutial union proposals, counter proposals, working documents, and approved agreement 
Which are. maintained by any acuvity 
Destroy/delete 5years after superseded or obsolete 

0220-05 Annual report of union recogruuons 
Consisting of. report, and all backup matenal 
Which are. maintained by any actrvrty 

Destroyldelete when 5 years old Authonty 
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0220-0 Unfair labor practice complaints 
Consistin of nutial complaint, case record. and decision 
Whtch are t Central Personnel Piles (CPFs) 
Destroy/delet 4 years after resolution Authortty 

0221-01 Corresponde e. memorandums, annuity estimates, and other records used to assist retmng employees 
claim insurance or renr ent benefits 
Wluch are mamtained by y JS/combatant command activity as the official record copy 
Cut off annually at end of hold 1year, then destroy/delete. Authonty. GRS litem 39, 

0222 WAGE SURVEY FILES 

0222-01 Wage area surveys 
Wage change survey computation fo specificauons, recommendations, and related correspondence 
Wluch are mamtained by any activity 
Destroy/delete after completion of second cceedtng wage survey Authonty: GRS litem 38 

0223 SUPERVISOR'S EMPLOYEE RECORD 

0223-01 Records of crvilian employee's Job history, auung, personnel actions. etc. that are not appropnate for the 
official personnel folder or are duphcates of same 
Which are. mamtamed by supervisors 
Review annually and destroy/delete superseded or obsole documents, or destroy/delete all documents relating to 
an tndtvtdual employee 1 year after separation or transfer. uthonty N 1-218-86-1 Item 040 

0223-02 Duphcate and non-record matenals
 
Wluch are: mamtamed by any activity for reference (nonrecord)
 
Destroy/delete upon transfer of the personnel. or when no longer ne dedfor reference 

0224-0 I Files consisting of an employee's performance rating of record With ork examples which estabhsh less 
than fully successful performance, notice of withholdmg of WGL employees re uest for reconsideration of denied 
WGI, and decision concerrung such a reconsideration request 
Which are. mamtamed by any activity 
Destroy/delete 3years after WGJ ISgranted or after separation, whichever IS earlier 

0225 INCENTIVE AWARDS PROGRAM REPORTS 

0225-01 Reports pertammg to the operation of the Incentive Awards Program 
Which are: mamtamed by any acuvity 
Destroy/delete when 3 years old. Authortty GRS 1 Item 13 

0226 EMPLOYEE AWARDS FILES 

0226-01 General awards records 
EXCLUDING those relating to department-level awards 
Consisting of case files including recommendations. approved nonunauons, correspondence, reports, and rela 
handbooks pertaimng to agency-sponsored cash and noncash awards such as mcenuve awards. withm-grade me 
increases, suggestions. and outstanding performance 
Which are: mamtamed by any activity 
Destroy/delete 2 years after approval or disapproval Authortty GRS litem l2a(1) 

32 



2 General awards records consistmg of correspondence pertanung to awards from other Federal agencies or 
non-F era! orgarnzations 
Which . mamtamed by any activity 
Destroy/de te when 2 years old Authority GRS 1 Item 12a(2) 

0226-03 Lengt of service and sick leave awards files consisung of correspondence, reports, computations of 
service and sick I ve, and lists of awardees 
Which are mamtai d by any acnvity 

ear old. Authority GRS litem 12b 

0226-04 Correspondence rating to the adnumstranon of awards to employees for suggestions, acts, or supenor 
accomplishments that have c tnbuted to outstanding efficiency and economy m the operation of an agency, letter 
of appreciation or commendati for mdrvidual or an orgamzational element 
Which are mamtamed by the pe onnel office as the official record copy 
Cut ofJ annually at end oj Cv, hoi years, then destroy/delete Authority NCI-218-84-1Item 167 

0226-05 Which are maintained by othe gency activities 
Cut ofJannually at end of Ci, hold 1year, hen destroy/delete Authority NCI-218-84-1Item 168 

0226-06 Awards board/committee member app mtments, records relatmg to establishments and pohcy of the 
committee or boards that are temporary m nature, nd committee or board proceedings 
Wluch are. mamtamed by the personnel office, as official record copy 
Cut ofJ at termtnatton 0/ board/commtttee, hold 2 yea ,then destroy/delete Authority N /-218-89-1 Item 7 

0226-07 Wluch are mamtamed by other activities 
Cut ofJ annually at end of Ct, hold 1year, then destroy/dele 

0226-08 Lists of or indexes to agency award nonunations 
Consisting of hsts of normnees and winners and indexes of nonuna 
Which are maintained by any actrvity 
Destroy/delete when superseded or obsolete Authonty GRS 1 Item 12 

0226-09 Decorations to foreign nationals and US cinzens not employed by Government 
Consisting of case files of recommendations, decisions, awards announcement board meeting nunutes, and 
related documents 
Which are: mamtamed by any actrvity 
Permanent. Transfer 2 years after completion 0/ case to macttve storage area 
5-year blocks when latest record IS 25 years old Authority 

0226-10 Records reflecting the ongm of the award, copies of General Orders, the Citation, ill recommendation, 
and the approval of the award, proceedings of the agency's awards board 
Which are: maintamed by the personnel office as the agency's official record copy 
Cut ofJ annually at end of Ct', hold 2 years. then destroy/delete 

0226-11 Which are mamtamed by other actrviues (non-record) 
Destroy/delete when obsolete or no longer needed. not to exceed 1 year 

[Note Addmonal records relatmg to department-level awards must be scheduled by subnuttIng a SF 115, Req \ 
for Records Disposinon Authonty, through the JS to NARA ] 

0227 OFFICIAL MILITARY PERSONNEL RECORDS 
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Official nuhtary personnel records that are created as the result of detail or assignment to the JS or 
comba command that normally would be made part of the indivrdual's personnel file and other pertinent and 
related co spondence 
Which are ntamed by personnel office, as the official record copy 
Forward all re ords that are considered by the appropriate Service as records for tncluston tn the tndtvtdual's 
personnel file to at Service not later than 30 days after release of duty from the JS or combatant command 
Authority NCI-2 -Be-l ttem 171 

0227-02 Duplicate an on-record materials, and matenals that are not required as part of the official nuhtary 
personnel records 
WInch are: mamtamed by y activity (nonrecord) 
Destroy/delete 1 year after I tvidual departs or when requisition IS cancelled, or when no longer neededfor 
reference 

0227-03 Records that relate to lea of rruhtary personnel 
Which are. mamtained by personnel ffice 
Destroy/delete indivtdual leave autho atton when adjustments are made Authority NC1-218-84-lltem 173 

0227-04 Which are maintained by any ac Ylty for reference (nonrecord) 
Destroy/delete upon transfer of personnel 0 hen no longer needed for reference 

0227-05 Armed Forces liberty passes 
Consisung of forms Issued to personnel to authon e absences from official duties, or for absences dunng normal 
off-duty hours 
Which are: maintained by any activity 
Destroy/delete on reaccompltshment of a new pass, or 0 reassignment or separation of indtvidual Authority 

0227-06 Pnvilege card apphcauons 
Consisnng of documents reflectmg apphcations for pnvilege rds and ration cards Included are DD Forms 1172 
(Apphcanon for Uruformed Services Identificauon and Pnvilege ard) and smular documents Pnvacy act system 
Which are: maintamed by any acnvity 
Destroy/delete when no longer needed for current operations 

0227-07 Out-processing files 
Consisting of: documents used to control and account for Military Personn Record Jackets (MPRJs) dunng 
processmg for transfer or separation. Included are logs, registers, and sign-o sheets 
Wluch are: mamtamed by any activity 
Destroy/delete after 1year or 1year after last entry on log or register, whtchev IS later Authority 

0228 PROMOTION AND DEMOTION RECORDS 

0228-01 Promotion ehgibihty rosters 
Consisung of: documents relatmg to mdividuals eligible for considerauon for promotion 
recommendanons, lists, and Similar mformation Pnvacy act system 
Which are: mamtamed by any activity 
Destroy/delete 30 days after promotion list IS published Authority 

0228-02 Centralized and senu-centralized selection board reporting files 
Consistmg of documents relating to consideration and selection of officers. warrant officers, and enhs ed personnel 
for promotIon, reductIon, removal from promotion lists, and ehrrunation Included are selection hsts, boa d 
proceedings, appointments of board members, voting results, and smular or related documents Pnvacy ac 
Which are: at other offices 
Destroy/delete 30 days after completion of board unless needed longer for records Authority 
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JCS IDENTIFICATION BADGE 

neral/special orders, amendments, and memorandums issumg the permanent award of the JCS Badge 
Which are aintamed by the personnel office, as the official record copy 
Cut offannu ly at end of Ct'. hold 5years, then destroy/delete Authority NI-218-89-1Item 5 

0229-02 Excepti s to policy JS Forms 84, copies of orders, and related documents 
Which are maintai ed by the personnel office, as the official record copy 
Cutoffannuallyate of Ct', hold 2 years, then destroy/delete Authority NCI-218-84-1Item 174 

med by any activity for reference (nonrecord) 
Cut off annually at end of hold 1year, then destroy/delete 

0230 MILITARY AWARDS 

0230-0 I JOInt and service componen ersonal awards 
Documents relating to recommendauorh review, and approval or disapproval of nulitary awards for mdividuals 
Included are requests and related mforma on Pnvacy act system 
Consisting of. approved and disapproved a ds 
Wluch are: joint awards 
Retire to tnacttve storage factltty after 2 years estroy/delete after 25 years Authority
 

0230-02 Which are: service component awards
 
Cut off upon receipt of approval/disapproval Destroy elete 2 years after cutoff Authority:
 

0230-03 Unit awards 
Documents relatmg to recommendation, review, and approva r disapproval of military awards for umts. Included 
are requests and related mformation 
Consisting of approved and disapproved awards 
Wluch are: at approval and disapproval authority 
Retire to tnacttve storage factltty after 2 years. Destroy/delete after 2 

0230-04 General/special orders, amendments, and memorandums issuing t e awards 
Which are' maintained by Mil Per Br, J-I, as the official JS record copy 
Permanent Cut off annually at end of Ci, hold 2 years, then transfer In cr blo k to R&A Br for tncorporatton Into 
0001-01 Authority: NI-218-89-1Item 6 

0230-05 Which are maintained by the combatant command as the official record cop 
Permanent Cut off annually at end of FY, hold 2 years, then transfer In FY block to Inaosve storage factlity 
Transfer to NARA 35 years after cutoff, after declasstficatton revIew Authority 

0230-06 Outstanding personnel programs. e g , outstanding Noncommissioned Officer (NCO) . nhst award. Junior 
Officer of the Quarter. outstanding Manager of the Year 
Consisting of personal data, letters of nommauon, photographs, and related papers 
Which are: selected nonunees, nonselected nommees and mmutes of meetmgs 
Destroy/delete 2 years after Issue of award Authority 

0230-07 Which are reference copies of all the above Item (nonrecord) 

0231 GENERALIFLAG OFFICER (GFO) NOMINATION 
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0231-01 Papers and related documents from OSD and the Mihtary Services on the norrunations and Position Billets 
o 'General and Flag officers submitted to Secretary of Defense (SECDEF) through the JS and the CINCs 
ac rdance WIth DoD directive for approval by the SECDEF or transmittal to the President 
WhI are. maintained by the JS m R&A Br as the official JS record copy 
Perma nt JS - Cut off annually at end of cr. after 7years. transfer by cr block to the JS RHA When 25 years 
old. tran er tn 5-year blocks to NARA Authority NC 1-218-84-1. Item 177 

hare maintained by CINC activities as the official record copy 
Permanent. C off annually at end of cr. after Zyears, retire to inactive storagefactltty When 25 years old. 
transfer tn 5-yea blocks to NARA Authority 

Copies of tasking docu ents, reports, JS papers, and related background matenals pertairung to GFO matters. 
Includes copies of mputs rom contnbuung agencies and other related correspondence 
Which are' used for peno review by action officers, for contmumg pohcy guidance and background mformation 
mamtamed as the official re rd copy 
Review annually. Transfer co leted action to appropriate GFO file Delete all other nonessenttal tnformation or 
destroy/delete when no longer n ded for reference. Authority NI-218-89-1Item 8 

0231-04 GFO working nonunations 
Consist of nonunanon records being p cessed for approval or disapproval by higher authority 
Which are: mamtamed the official recor copy 
If approved, transfer to 0231-05. tf rettrm or disapproved. transfer to R&A Br for tncorporatton into 0231-01. 
Authonty NI-218-89-1Item 9 

0231-05 GFO current incumbent personnel file d position files 
Consisting of records that have been approved by her authonty and nommee fills a position of Importance to the 
JS Files contain special mformation relating to each f these billets 
Which are maintamed the official record copy 
Upon permanent change of station (PCS) or retirement. ansfer records to R&A Br for mcorporatton into 0231-
01 Authonty NI-218-89-1Item 010 

0231-06 Wluch are: mamtamed by other activities as referenc 
Destroy/delete when no longer neededfor reference 

0232 MILITARY ASSIGNMENT DOCUMENTS 

0232-01 Pohey matters pertammg to mihtary assignments 
Which are mamtamed by any JS/combatant command activity as the offici I record copy 
Destroy/delete 5years after supercession Authority NCI-218-8.J-lltem 1 

0232-02 Requisinons documents 
Which are held by personnel office as the official record copy 
Cut off annually at end of cr. hold 3 years. then destroy/delete Authority NCI-21 -84-1 Item 179 

0232-03 Nommauon packets 
Which are. held by the personnel office as the official record copy 
Destroy/delete I year after tndtvtdual departs Authonty: NCI-218-84-1Item 180 

0232-04 MIscellaneous military assignment documents. to include mconung personnel normnation packages or 

files \Which are mamtained by any activity (nonrecord) 
Destroy/delete when purpose has been served or when on longer needed for reference 
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023 Mll..IT ARY TRAINING PROGRAM RECORDS
 
EXCr: ING records of formally estabhshed schools wluch tram agency personnel m specialized program areas,
 
such as w enforcement and national defense (Submit SF 115 through JS)
 

0233-01 Ge eral file of agency-sponsored traimng, EXCLUDING record copy of manuals, syllabi, textbooks, and
 
other tranung ids developed by the agency
 
Correspondenc memorandums, agreements, authonzauons, reports, requirement reviews, plans, and objectives
 
relatmg to the es hshment and operation of trairung courses and conferences
 
Wluch are: maintruhed by any activity
 
Destroy when 5 yea~ Id or 5 years after completion of a specific tratntng program Authonty: GRS J Item 29a(1)
 

0233-02 Background an orkmg files
 
Which are: maintamed by y activrty
 

Destroy when 3years old A onty GRS J Item 29a(2)
 

0233-03 Personnel training
 
Correspondence, memorandums, r orts, and other records relating to the availability of training and employee
 
participation in training programs sp nsored by other government agencies or non-Government msututions
 
Wluch are: maintained by any acnvity
 
Destroy when 5years old or when super ded or obsolete. whichever IS sooner Authortty: GRS J Item 29b
 

0234 INDIVIDUAL Mll..IT ARY TRAININ
 

0234-01 Individual nuhtary trauung records
 
Consisting of on-the-job trauung records, qualifi on tranung, ancillary trairung, upgrade trammg, and related
 
records
 
Wluch are mamtamed m accordance With the service
 
Apply service-specific disposition guidance 

0235 GENERAL TRAINING AND EDUCA nON RECO 

0235-01 Training and education program files 
Consisting of. records relatmg to the overall organization, develo ent, pohcy, planrung, management and 
adnurustranon of rmhtary personnel tranung and education progra , includmg the establishment, approval, and 
revision of courses and cumcula, the evaluation of methods and resul of mstrucuon Also included are 
publications and overall statistical data 
Which are' mamtamed by any acuvity 
Permanent. Retire to tnacttve storage facthty when no longer required for search or reference. Transfer to NARA 
when 25 years old after declassification review Authonty: 

Note' See 0900 senes for audiovrsual 

0236 CIVILIAN TRAINING PROGRAM RECORDS 

0236-01 Information on estabhshing, managing, and evaluating local training programs r Civilian employees. 
Included are mmutes of tranung and development committee meeungs, tranung plans, revi ws of training 
requirements, apprentice traimng program registrations With Department of Labor, higher ec elon approvals, 
annual reports, and Similar information. EXCLUDING record copy of manuals, syllabuses, teo ooks, and other 
training aids developed by the agency 
Wluch are. at operating personnel offices 
Destroy/delete after 5 years, or 5 years after completton of a specific tratnmg program. Authonty: 
29a(1) 
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36-02 Background and working files 
V, ch are mamtamed b an actIvi 
Des y/delete when 3years old Authority GRS litem 29a(2) 

0236-03 mployee tranung 
Correspon nee, memorandums, reports, and other records relaung to the availabihty of trammg and employee 
participanon n tranung programs sponsored by other government agencies or non-Government msntunons 
Wluch are. rna tamed by any activity 
Destroy/delete w n 5 years old or when superseded or obsolete. whichever IS sooner Authority GRS I. 29b 

0236-04 Wluch are lj ckground and working files 
Destroy/delete when 3. ars old Authority. GRS I Item 29a(2) 

0236-05 Individual appren e trairung 
Consisting of Information 0 pprenticeslup tranung Included are apprenuceslup applications, apprenticeslup 
agreements, nouces of authonz Ion for trauung and subsistence allowance, Department of Veterans Affairs 
certificates of eligibility and enu ment, Veterans Affairs notices of expirauon of entitlement, dally progress 
records, monthly progress reports, d similar information Pnvacy act system 
Which are. mamtamed by any activi 
Destroy/delete 5 years after completion prescribed tratmng course However. when apprentice does not 
complete tratntng, destroy/delete 6 years er he or she drops out of tratntng. Authority GRS litem 29b 

0236-06 Foreign training approvals 
Consistmg of Information on approving the use f foreign governmental facihties or mternauonal orgaruzation 
facilities for trairung civilian employees Include re recommendations for use of such facilmes, approvals, and 
Similar mformation. 
Note Excluded are contractual information and perso el assignment information 
Which are at office responsible for approval 
Destroy/delete 5 years after Withdrawal of the facility for tr.ammg purposes Authortty 

0236-07 Wluch are. at recommending offices (nonrecord) 
Destroy/delete on determtnatton that services of the foreign fact 

0236-08 Which are' at other offices (nonrecord) 
Destroy/delete after 2 years 

0236-09 CIVIlIan personnel retrauung 
Consisting of reports of retranung resulting from base closure, transfer or co 
Wluch are mamtamed by record 
Destroy/delete after 4 years Authonty. 

0236-10 Records relatmg to the presidential management mtern program established y Executive Order 12008 m 
August 1977 
Flies relating to the general administration and operation of the Presidential Managemen ntern Program mcludmg 
special career programs and executrve development programs 
Which are mamtamed by any activity 
Destroy/delete when 3years old Authonty 

0237 CASUALTY REPORTING. NOTIFICATION, AND ASSISTANCE 

0237-01 Casualty/missmg-m-acuon/captured reporung, nouficanon, and assistance records 
The file copies of casualty reports, supplemental reports, nonfication messages to next-of-kin, letters of 
circumstances and condolences, report of casualty, report off acts and circumstances. acknowledgment and! \ 
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tra fer of casualty assistance, record of emergency data, casualty assistance summary. assignment of survival 
a9SIS ce officer. and related correspondence provided to the Services 
Which re maintained by the combatant command 
Destroy. lete when 6 years old Authority 

0238-01 Pay reco d for each employee as mamtamed 10 an electromc database 
This database may e a stand-alone payroll system or part of a combined personnel/payroll system 
Which are: mamtam by any activity 
Update elements andlo entire record as required Authority: GRS 2 Item Ja 

0238-02 Indrvidual pay rec {d, containing pay data on each employee within an agency 
This record may be 10 paper 0,microform but not 10 machine readable form 
Which are maintained by any ~Ct1Vlty 
Transfer to NPRC. Destroy when 6 years old Authority GRS 2 Item Jb 

0239 TIME AND ATIENDANCE 

0239-01 Time and attendance source recor s 
All time and attendance records upon wluc eave input data ISbased. such as time or sign-m sheets. time cards 
(such as OF 1130): flexitime records. leave ap hcations for JUry and nuhtary duty, and authonzed premium payor 
overtime, maintamed at duty post, upon which ve input data ISbased Records may be 10 either machme-
readable or paper form 
Which are mamtamed by any activity 
Destroy/delete after GAO audit or when 6 years old, GRS 2 Item 7 

0239-02 Time and attendance input records 
Records 10 either paper or machine readable form used to 10 t time and attendance data into a payroll system. 
mamtamed either by agency or payroll processor 
Which are mamtamed by any acnvity 
Destroy/delete after GAO audit or when 6 years old, whichever IS oner Authority. GRS 2 Item 8 

0239-03 Overtnne authonzatIon requests 
Documents used at all activities to officially order the approval of overti 
Which are' mamtained by any activity 
Destroy/delete when 4 years old Authority, 

0239-04 Alternate work schedule records 
Documents showing alternative work schedules such as flexitime and compressed s 
Which are maintained by any activity 
Destroy/delete when 2 years old Authority, 

0240 PERSONAL INJURY FILES 

0240-01 Forms, reports, correspondence, and related medical and mvesugatory records relatin 0 on-the-job 
mjunes, whether or not a claim for compensatIon was made, EXCLUDING copies filed 10 the E 
Folder and copies subnutted to the Department of Labor 
Which are. maintamed by any activity 
Cut off on termtnatton of compensation or when deadlme for filmg a claim has passed Destroy/delete 
after cutoff. Authority: GRS J Item 31 

0241 OCCUPATIONAL INJURY AND ILLNESS FILES 
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eports and logs (mcludmg Occupational Safety and Health Admnustrauon (OSHA) Forms 100. 101, 102. 
equivalents) mamtamed as prescribed m 29 CFR 1960 and OSHA pamphlet 2014 to document all 

cupational mjunes and illnesses for each establishment 
Which are m mtamed by any activity 
Destroy/delete hen 5years old. Authority. GRS litem 34 

ent financial disclosure statements 
InfonnatIon pertanung t mdividual employees required to file under the Ethics m Government Act of 1978, Public 
Law 95-521. Each file IS mtamed by employee name and includes SF 278 (Financial Disclosure Statement for 
Executive Branch Personnels SF 278A (Financial DIsclosure Statement); official posmon descnption, 
disquahfication statements, if ~lIcable. and smular mformauon Pnvacy act system 
Consisting of records on indivi als filmg per section 201b, PL 95-521 and not subsequently continned by the U S. 
Senate 
Which are mamtained by any actrvi 
Destroy/delete 1 year after nominee c sed being under consideratton for appointment, EXCEPT that documents 
needed In an ongoing mvesttgatton Will e retained until no longer needed In the mvestigauon Authonty: GRS 1 
Item 24a(1) 

0242-02 Employment and financial interest s tements 
Consistmg of. infonnatIon showing Govemmen employment, pnvate employment. and financial interest of 
CIVIlIan employees personnel required to file such tatements Included are statements of employment and financial 
interests, supplementary statements. reports of chan e, review comments, and related mformatron Pnvacy act 
system 
Which are. maintamed by any activity 
Destroy/delete after 6 years, except that tnformatton nee d In an on-going tnvesttgatton will not be 
destroy/deleted until completion of the tnvesttgatton Auth 

0242-03 Consistmg of. other records 
Which are: mamtamed by any activity 
Destroy/delete after 6 years, except that mformation needed In an -going tnvesttgatton Will not be 
destroyed/deleted until completion of the mvestigatton Authortty. S litem 24b 

0243 FEDERAL WORKPLACE DRUG TESTING PROGRAM FILES 

0243-01 Drug testmg program records created under Executive Order 12564 and Public Law 100-71. Secuon 503 
(101 Stat 468), excluding consohdated statistical and narrative reports conce~ng the operation of agency 
programs, including annual reports to Congress. as required by Pubhc Law 100-"1.1,503(f) This authonzatIon does 
not apply to oversight program records of the OPM 
Consistmg of drug test plans and procedures, excluding documents that are filed m ecords sets of formal issuances 
(directives, procedures handbooks, operating manuals, and the hke) 
Agency copies of plans and procedures, With related drafts. correspondence. memorand s. and other records 
pertanung to the development of procedures for drug testing programs, mcludmg the dete mauon of testIng 
incumbents in designated posiuons 
Which are maintained by any actrvity 
Destroy/delete when 3 years old or when superseded, obsolete, or no longer needed, whichever sater (See note 
(2)) Authortty. GRS 1 Item 36a 

0243-02 Consisting of employee acknowledgement of notice forms 
Forms completed by employees whose positions are designated sensrtrve for drug testing purposes ackn wledgmg 
that they have received nonce that they may be tested S 
Wluch are mamtamed by any activity 
Destroy/delete when employee separates from testing-designated posttton (See note (2)) Authonty: GRS 11 \6b 

40 



024 03 Consisting of selection/scheduling records 
Recor relatmg to the selectton of specific employees/applicants for testing and the scheduling of tests. Included 
are lists selectees, nouficauon letters. and testing schedules 
Which are: intained by any activity 
Destroy/dele when 3 years old (See note (2)) Authonty GRS J Item 36c 

of records relatmg to the collection and handling of specimens 
Permanent record oks Bound books contauung idenufymg data on each specimen, recorded at each collectton 
site 10 the order in w .ch the specimens were collected 
Which are maintained any activity 
Destroy/delete 3 years a r date of last entry (See note (2)) Authority GRS J Item 36d(J) 

0243-05 Cham of custody rec ds 
Forms and other records used t maintam control and accountability of specimens from the point of collectton to 
the final disposmon of the speer n 
WhICh are mamtamed by any acuv 
Destroy/delete when 3 years old. (See ote (2)) Authority GRS 1 Item 36d(2) 

0243-06 Consisnng of test results 
Records documenttng mdividual test results, ncluding reports of testing, noufications of employees/applicants and 
employing offices, and documents relating to 
Posiuve results 
Whtch are' maintained by any activity 
Destroy/delete when employee leaves the agency or hen 3years old, whichever IS later Authority GRS 1 Item 
36e(J) 

0243-07 Negative results 
Which are· mamtained by any activity 
Destroy/delete when 3years old Authority 

Note 2 Any records covered by items 36 a-e that are relevant to Itt] anon or disciphnary actions should be disposed 
of no earlier than the related htigauon or adverse action case files(s) 

0244 ALTERNATE WORKSITE RECORDS 

0244-01 Approved requests or applicattons to participate 10 an alternate work: te program, agreements between the 
agency and the employee; and records relating to the safety of the workstte, the stallauon and use of equipment, 
hardware, and software, and the use of secure. classified mformation or data subj t to the Pnvacy Act 
Which are: mamtamed by any acnvity 
Destroy/delete J year after end of employees parttctpation In the program Authority 

0244-02 Unapproved requests 
Which are mamtained by any acnvity 
Destroy/delete J year after request IS rejected Authortty GRS 1 Item .J2b 

0244-03 Forms and other records generated by the agency or the parucipaung employee evaluaun 
worksite program 
Which are mamtamed by any activity 
Destroy/delete when 1 year old. or when no longer needed. whichever IS later Authonty 

0245 FEDERAL CIVILIAN WORKFORCE INFORMATION SYSTEMS 
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ote. These automated systems must be inventoned and scheduled (SF 115) through the JS 

024 POLITICAL ACTIVITY OF FEDERAL EMPLOYEES RECORDS 

0246-01 ohey and procedures govermng permissible and prohibrted activities. pohtical contnbutions, and 
exceptions f certain elections 
Wluch are mtamed by any acuvity 
Destroy/delete hen superseded or obsolete 

0246-02 Holding st e or local office records 
Reports, corresponde e and related matenal required to be filed by any crvilian employee holding any state or 
local pubhc office or ap intment 
Consistmg of: any inform on concermng such office or appointment filed by another person or entity 
Which are: maintamed by a actrvity 
Destroy/delete 2 years after en loyee leaves public office or appointment Authority, 

0247 DIRECTORY SERVICE 

0247-01 Correspondence, forms. and ot r records relating to the compilation of directory service listings 
Which are: maintained by personnel offic . as the official record copy 
Destroy/delete 2 months after Issuance ofi~-Authonty GRS 11 Item 3, 

0247-02 Which are maintained by other actlv~ (nonrecord) 
Destroy/delete when no longer neededfor referenc 

0247-03 Orgaruzation and locator files 

military employee assigned to an organization 
Which are: maintained by any activity 
Destroy/delete when superseded. obsolete, no longer neededfor ~erence Authonty NI-218-86-1 Item 097 

0248 CIVILIAN AND MILITARY PERSONNEL ELECTRONIC ~ AND WORD PROCESSING SYSTEM 
COPIES 

0248-01 Electromc copies of records that are created on electromc mail and ord processing systems and used 
solely to generate a recordkeeping copy of the records covered by the other ite s m tlus schedule. Also includes 
electromc copies of records created on electromc mall and word processing syste s that are mamtamed for 
updating. revision, or dissemmauon 
Which are copies that have no further adnurustrauve value after the recordkeeping cepy IS made. Includes copies 
mamtained by mdividuals m personal files. personal electroruc mall directones, or oth~l\.personal directones on 
hard disk or network dnves, and copies on shared network dnves that are used only to pro~ce the recordkeepmg 
copy 
Destroy/delete Within 180 days after the record keeping copy has been produced Authority 

0248-02 Which are: copies used for dissernmanon, revision, or updatmg that are maintamed in audition to the 
recordkeepmg copy 
Which are maintained by any activity 
Destroy/delete when dtssemtnatton, reVISIOn, or updating IS completed 

0249 CIVILIAN AND MILITARY PERSONNEL COMBAT ANT COMMAND ELECTRONIC FEEDER 
SYSTEMS 

42 



stems at combatant command that serve as a feeder system to the joint systems wherein all 
feeder system data IS sferred to the joint system 
Which are: joint system scheduled 
Destroy/delete when data I ansmttted to joint systems or when superseded or obsolete, whichever IS later. 
Authority-

0249-02 Which are joint system is scheduled 
Submit SF J J 5 to NARA for feeder an r joint systems 
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