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RETIREMENT

01. Foreign Service Retirement Case Files.

Consists of application of retirement (OF 136) or its equivalent; staff study on voluntary or
disability retirement; correspondence relating to contributions to Foreign Service Retirement
System, prior service credit, total amount of Civil Service Retirement deductions, effective
date of FSO appointments and acceptance thereof, etc.

a. Non-annuitants not entitled to annuity due to resignation or termination with less than five
years of service.

(1) Recordkeeping copy (paper)

DISPOSITION Temporary Retire to RSC 5 years after separation or attainment of age 62,
whichever is earlier for transfer to WNRC Destroy 20 years thereafter (NN-174-26, item
la)

(2) Electronic version of records created by electronic mail and word processing applications.

DISPOSITION: Temporary: Delete within 180 days after recordkeeping copy has been
produced

b Non-annuitants who die without survivors or who resigned and left contribution until
becoming eligible at age 60.

(1) Recordkeeping copy (paper).

DISPOSITION: Temporary Retire to RSC 5 years after death or attainment of age 62,
whichever 1s earlier for transfer to WNRC. Destroy 20 years thereafter. (NN-174-26, item
1b)

(2) Electronic version of records created by electronic mail and word processing applications.

DISPOSITION. Temporary: Delete within 180 days after recordkeeping copy has been

¢. Annuitants/Survivor Annuitants
(1) Recordkeeping copy (paper).

DISPOSITION- Temporary Retire to RSC 8 years after case is closed for transfer to WNRC
Destroy 20 years after case 1s closed (NN-174-26, item 1c)

(2) Electronic version of records created by electronic mail and word processing applications.

DISPOSITION- Temporary. Delete within 180 days after recordkeeping copy has been

(3) Microfilm copies consist of selected annuitants documents, 1e (OF 136, SF 50)
Microfilm does not contain all paper records

DISPOSITION. Temporary Retain in PER/RET Destroy 30 years after case 1s closed



d. Precedent Cases
(1) Recordkeeping copy (paper).
DISPOSITION- Temporary Destroy 5 years after case is closed.

(2) Electronic version of records created by electronic mail and word processing applications.

DISPOSITION- Temporary Delete within 180 days after recordkeeping copy has been

02. Annuitant Service Record Card Files.
Consist of name of employer, retirement date, type of retirement, survivor entitlement, etc.

DISPOSITION. Temporary: Destroy 10 years after separation or when no longer needed for
reference, whichever is sooner. (II-NN-3546, item 7)

03. Non-Annuitant Service Record Card Files.
Consist of name of employer, salary, date of resignation, beneficiary, etc.

DISPOSITION: Temporary. Destroy 5 years after separation or when no longer needed for
reference, whichever is sooner. (II-NN-3546, item 6)

04. Annuitant Address Listing.
Microfilm listing of the annuitants' addresses.
DISPOSITION- Temporary: Destroy when 1 year old.

Foreign Service Former Spouse Health Benefit Files.

Denied elgbility files consisting of applications [Health Benefits Registration Form (SF
2809)], court dxders, denial letters, appeal letters, and related papers

a. Health benefits dented, not appealed

(1) Recordkeeping copy (paper
DISPOSITION: Temporary Destroy 3y after demial. (GRS 1, item 35a)
(2) Electronic version of records created by electrdni¢ mail and word processing applications

DISPOSITION Temporary: Delete within 180 days after r
produced. (GRS 1, item 43a)

rdkeeping copy has been

b. Health Bengfits denied, appealed to OPM for reconsideration.



[NOTE: PursuanttQ FPM letter 890-35, enrollment files of spouses eligible for benefits are
transferred to OPM when tormer spouse cancels the enrollment, when enrollment is
terminated by the employMg office, or when former spouse begins receiving an annuity
payment | (GRS 1, item 35b
(b) Electronic version of records cresated by electronic mail and word processing applications
DISPOSITION- Temporary: Delete withinN§0 days after recordkeeping copy has been
produced (GRS 1, item 43a)
e &
ppeal unsuccessful - benefits denied.

DISPOSITION: Tempqrary: Destroy 3 years after denial.

(b) Electronic version of recordsreated by electronic mail and word processing applications.

DISPOSITION: Temporary: Delete witht
produced (GRS 1, item 43a)

80 days after recordkeeping copy has been

06. Foreign Service Retirement Subject Files.

Consist of Foreign Service Retirements, Monthly Resignation Reports, Principals
Correspondence, Congressional Correspondence, and Legal Determinations

a. Recordkeeping copy (paper).

DISPOSITION: Temporary: Destroy when 2 years old or when no longer needed, whichever
is sooner.

b Electronic version of records created by electronic mail and word processing applications

DISPOSITION: Temporary. Delete within 180 days after recordkeeping copy has been

07. Civil Service Retirement Case Files.

Contains application for retirement (OF 136) or its equivalent; health & life insurance forms;
service history documentation; estimated calculations, etc.

a Recordkeeping copy (paper).

DISPOSITION: Temporary: Retire to RSC 2 years after retirement of employee for transfer to
WNRC Destroy 5 years after retirement

b Electronic version of records created by electronic mail and word processing applications

(U%)



DISPOSITION: Temporary Delete within 180 days after recordkeeping copy has been

08. Civil Service Retirement Subject Files.

Consist of Civil Service Retirements, Monthly Resignation Reports, Principals
Correspondence, Congressional Correspondence, and Legal Determinations, etc.

a. Recordkeeping copy (paper).

DISPOSITION: Temporary Destroy when 2 years old or when no longer needed, whichever
1S sooner.

b. Electronic version of records created by electronic mail and word processing applications

DISPOSITION. Temporary Delete within 180 days after recordkeeping copy has been





