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Request for Records Disposition Authority 

Records Schedule Number 

Schedule Status 

Agency or Establishment 

Record Group I Scheduling Group 

Records Schedule applies to 

Schedule Subject 

Internal agency concurrences will 
be provided 

Background Information 

DM-0048-2013-0001 

Approved 

Department of the Interior 

Records of the Office of the Secretary of the Interior 

Department-wide 

Department of the Interior Big Bucket Schedule 1 -Administrative 
Records · 

No 

The U.S. Department of the Interior (DOl), Record Group 
048, protects and manages the Nation's natural resources and 
cultural heritage; provides scientific and other information about 
those resources; and honors its trust responsibilities or special 
commitments,to American Indians, Alaska Natives, and affiliated 
island comm~-~ities .. ln accomplishing this mission, DOl records 
these activities, maintaining adequate and proper documentation of 
Department policies and transactions, through its comprehensive 
records management program. DOl serves its customers in the 
four broad areas of recreational uses, commercial uses, community 
services, and science for decision making. lhis service is reflected 
in the Department's Strategic Plan (2011-16), which identifies the 
following five mission areas: 

1. Provide Natural and Cultural Resource Protection and Experiences 
2. Sustainably Manage Energy, Water, and Natural Resources 
3. Advance Government-to-Government Relationships with Indian 
Nations and Honor Commitments to Insular Areas 
4. Provide a Scientific Foundation for Decision Making 
5. Building a 21st Century Department of the Interior. 

Department Organization: 

The Department is guided by the Office of the secretary and includes 

the following Bureaus: . 

• Bureau of Indian Affairs 
• Bureau of Land Management 
• Bureau of Ocean Energy Management 
• Bureau of Reclamation 
• Bureau of Safety and Environmental Enforcement 
• Fish and Wildlife Service 
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• National Park Service 
• Office of Surface Mining, Reclamation, and Enforcement 
• US Geological Survey. 

For a high-level departmental organizational chart, visit: http:// 

www.doi.gov/whoweare/orgchart.cfm. 


Methodology: 
The Department culled the Lines of Business applicable to its 
mission and operations; then added relevant categories from the 
Department's Strategic Plan and the Office of Budget's Accounting 
Business Codes. The resulting Lines of Business were then divided 
among the categories of policy, mission, legal, and administrative 
buckets. Each bureau was asked to map the existing records 
retention schedules to the Department's Lines of Business, which are 
listed below. The crosswalks showing this work are attached. 

I. Provide Natural and Cultural Resource Protection and Experiences 
a.. Cultural and Heritage 
b. Disaster Management . 
c. Economic Development 
d. Recreation 
e. Wilderness Management 
f. Wildland Fire 

II. Sustainably Manage: Energy, Water, and Natural Resources 
a. Biological Resources 
b. Energy 
c. Land Management Planning, Environmental Management, Land 
Conservation, and NEPA 
d. Land Use 
e. Marine Conservation 
f. Minerals 
g. Water 

Ill. Advance Government-to-Government Relationships with Indian 
Nations and Honor Commitments to Insular Affairs 
a. Indian Trust 
b. International and Insular Affairs 
c. Tribal Government 

IV. Provide a Scientific Foundation. for Decision Making 
a. General Science 

V. Building a 21st Century Department of Interior 
a. Community and Social Services 
b. Education 
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Electronic Records Archives 

c. Geospatial Services 
d. Public Affairs 
e. Public Health and Safety 
f. Technology Development and Transfer 
g. Transportation 
h. Use Authorization. 

This move to a department schedule, from individual bureau 

schedules, moves Record Groups 022 (FWS), 049 (BLM), 057 

(USGS), 075 (BIA), 079 (NPS), 115 (BOR), 471 (OSMRE), 473 

(BSEE), and 589 (BOEMRE) to 048. All FRC, Annual Move, and 

Direct Offer interactions with NARA will continue to be broken out 

according to the assigned Record Group number for the creating 

agency. The underlying authority for each interaction will be the 

approved DRS authority established by this schedule. 


This disposal authority will only apply on a "day-forward" basis from 
date of approval, and does not require retroactive changes to existing 
accessions at the FRCs. 

Automation: 

As part of the DO Is comprehensive records management program, 

DOl developed the eMail Enterprise Records and Document 

Management System (eERDMS) program with the objective of 

providing the Department with a single cohesive integrated records 


_and information governance platform, which directly supports 

M-12-18, the Managing Government Records Directive. The 

eERDMS program is designed to support and manage Departmental 

records, including email, documents, and related content information, 

independently, fixed or mobile. eERDMS consists of four major 

systems brought together to support records, content management, 

case management, forms management, and dash-boarding 

capabilities. Migrating DOl to the Departmental Records Schedule 

described above will enable a smoother and more consistent 

implementation of eERDMS. 


Note Regarding BIA, OST, and OHA Administrative Records: 

For the Bureau of Indian Affairs (BIA) and Office of the Special 

Trustee for American Indians (OST), records specific to the Indian 

Fiduciary Trust Responsibility and/or mission specific records will 


• be scheduled separately. The Department's Administrative Bucket 
Schedule will not be used to manage these records. 

Similarly, records in the Office of Hearings and Appeals (OHA) 
identified in this records schedule are purely administrative and do not 
document or support decisions or case material in a substantive way. 
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Note Regarding Other GRS Items: 
Although the following schedule supersedes a large number of 
existing GRS and non-GRS administrative records schedules, there 
are many that are not affected. IJ1 some cases, existing schedules 
are obsolete, either due to age or because they address records 
or handling practices that are no longer accurate. However, there 
are many GRS items that remain active and in use, either due 
to exceptionally short'retention times that can be utilized without 
change, or because laws or regulations prevent altering their 
disposition. This includes: 

GRS1-1a 
GRS 1-1b 
GRS 1-4a 
GRS 1-4b(3) 
GRS 1-12d 
GRS 1-21a(1) 
GRS 1-21a(2) 
GRS 1-23a(1) 
GRS 1-23a(2) 
GRS 1-'23a(3)(a) 
GRS 1-23a(3)(b) 
GRS 1-23a(4) 
GRS 1-23a(5) 
GRS 1-23b(1) 
GRS 1-23b(2)(a) 
GRS 1-23b(2)(b) 
GRS 1-23b(3) 
GRS 1-23b(4) 
GRS 1-33i 
GRS 2-1b 
GRS 2-2 
GRS 2-6a 
GRS 2-14a 
GRS 2-14b 
GRS 2-14c 
GRS 2-23b 
GRS 3-1a 
GRS 3-1b 
GRS 3-Sd 
GRS 3-Bb 
GRS 4-4 
GRS 6-1 Ob(2)(a) 
GRS 8-7b(1) 
GRS 8-7b(2) 
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GRS 12-1 

GRS 12-3a 

GRS 12-3b 

GRS 12-6b 

GRS 12-6c 

GRS 12-6f 

GRS 13-4a 

GRS 13-4b 


GRS 14-36a 


GRS 18-25a 

GRS 20-11a(2) 

GRS 20-12b 


GRS 23-6a 


GRS 24-13a(1) 

GRS 24-13a(2) 

GRS 24-13b 

GRS 25-1a 

GRS 25~1b 


GRS 14-1 

GRS 14-2 

GRS 14-5 

GRS 14-23 


GRS 17-1 

GRS 17-5 

GRS 18-18 


GRS 21-6 

GRS 21-7 

GRS 21-11 

GRS 21-16 

GRS 21-18 

GRS 21-22 

GRS 21-23 

GRS 21-24 

GRS 21-26 


GRS 23-7 


'GRS 25-2a(1) 

GRS 25-2a(2) 

GRS 25-2b(1) 

GRS 25-2b(2) 

GRS 25-2c(1) 

GRS 25-3 


GRS 25-5a

GRS 25-5b 

GRS 26-6a 

GRS 25-6b 


GRS 25-4 
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Item Count 

Number of Total Disposition 
Items 

GRS 25-?a 
GRS 25-?b 
GRS 25-Ba 
GRS 25-Bb 
GRS 25-9 

Additionally, several GRS items are planned for integration with 
other Departmental Records Schedules, and are not included in the 
following schedule. This includes: · 

GRS 1-25a 
GRS 1-25d(1) 
GRS 1-25d(2) 
GRS 1-25f 
GRS 1-25g 
GRS 1-25h(1) 
GRS 1-25h(2) 
GRS 1-25h(3) 
GRS 1-25h(4) 
GRS 1-27b 
GRS 1-30a 
GRS 1-30b 

Schedule 1 -Administrative Records 
rhe records in the administrative schedule document routine 
operations and administrative management functions carried out 
across the Department of the Interior that support government 
business, but do not directly document the performance of the 
agency's mission. Administrative records relate to common agency
wide functions such as: budget and finance, routine communications, 
information technology and services, payroll and benefits, personnel, 
procurement and supply, facilities management, and travel. 

This schedule does not distinguish between types of media and 
should be considered media neutral. Many administrative functions 
throughout the Department are conducted in both hard copy (paper) 
and electronic form, though increasingly offices are moving to the 
convenience of electronic records for administration. Though the 
retention does not differ, cut off and handling instructions may differ 
for records in other media than paper. 

Number of Permanent Number of Temporary Number of Withdrawn 
Disposition Items Disposition Items Disposition Items 

0 15 0 

Electronic Records Archives Page 6 of 49 PDF Created on: 06/25/2014 

15 



NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule: DAA-0048-2013-0001 

GAO Approval 

0001,0002,0003,0004,0005,0009,0010,0011,0012,0013 
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Outline of Records Schedule Items for DAA-0048-2013-0001 

Sequence Number 

1.1 

1.2 

1.3 

2 

2.1 

2.2 

2.3 

2.3.1 

2.3.2 

2.3.3 

2.4 

3 

3.1 

3.2 

3.3 

4 

4.1 

4.1.1 

4.1.2

Administration 

Short-term Administration Records 

Disposition Authority Number: DAA-0048-2013-0001-0001 


Long-term Administration Records 

Disposition Authority Number: DAA-0048-2013-0001-0002 

Administration Records of Specific Temporary Value 
Disposition Authority Number: DAA-0048-2'013-0001-0003 

Human Resources Management 

Short-term Human Resources Records 

Disposition Authority Number: DAA-0048-2013-0001-0004 


Long-term Human Resources Records 

Disposition Authority Number:. DAA-0048-2013-000 1-0005 

Retirement and Payroll Records Warranting Extended Preservation 

Retirement Records 
Disposition Authority Number: DAA-0048-2013-0001-0006 

Payroll System Data 
Disposition Authority Number: DAA-0048-2013-0001 '"0007 

Other Long-term Records 
Disposition Authority Number: DAA-0048-2013-0001-0008 

Human Resources Records of Specific Temporary Value 
Disposition Authority Number: DAA-0048-2013-0001-0009 

Financial and Acquisition Management 

Short-term Financial and Acquisition Records 

Disposition Authority Number: DAA-0048-2013-0001-001 0 


Long-term Financial and Acquisition Records 

Disposition Authority Number: DAA-0048-2013-0001-0011 ' 

Financial and Acquisition Records of Specific Temporary Value 
Disposition Authority Number: DAA-0048-2013-0001-0012 

Information Technology 

Short-term Information Technology Files 

System Maintenance and Use Files 
Disposition Authority Number: DAA-0048-2013-0001-0013 

System Planning, Design, and Documentation 
Disposition Authority Number: DAA-0048-2013-0001-0014 
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·Long-term Information Technology Records 
Disposition Authority Number: DAA-0048-2013-0001-0015 
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Records Schedule Items 

Sequence Number 

Administration 
This item provides disposition authority for all ·DOl activities devoted to the 
day-to-day management and maintenance of internal operations that are not 
associated with human resources/payroll, financial accounting and procurement, 
or information technology. These records cover a broad range of administrative 
functions which manage and support a program office, including: routine office/ 
housekeeping files; motor vehicle/fleet management; space and facilities 
management records; communications; printing, binding and duplication functions; 
information management (including FOIA, Privacy Act, and Records Management); 
administrative management; routine/draft photographs, cartographic records, 
and architectural/engineering drawings; audiovisual records; certain temporary 
commission records; and certain routine security and protective services records. 

Short-term Administration Records 

Disposition Authority Number DM-0048-2013-0001-0001 

These records encompass administrative functions described above that are 
produced and maintained in the course of routine business, and do not reflect 
government business that is subject to additional preservation. Records in this 
item often provide input into more valuable administrative records, either as 
supporting documentation or as a submission for a more comprehensive record. 
Records are characterized by being necessary for day-to-day operations but 
not ·long-term justification of the office's activities. There are numerous records 
covered under this item, and compiling an exhaustive list would not be possible. 
Offices are responsible for creating a detailed file plan or similar document to 
note all records they create and maintain, including records in this category, arid 
must work with their Responsible Records Officer to ensure that all records are 
appropriately identified and accounted for. the following list is a broad overview 
of the records covered by this item, with specific details included where possible, 
but it should not be considered a complete and exclusive listing of all pertinent 
documents. Routine Administration Files include: 1. Correspondence and subject 
files pertaining to the administration and operation of an administrative program 
(space and maintenance; motor vehicle maintenance/operations; communications; 
printing/binding/duplication; information services; administrative management; 
security and protective services; and temporary commissions) which do not set 
policy or document mission-specific actions. 2. Records pertaining to the routine 
manager:nent, maintenance, and day-to-.day operation of motor vehicies and 
aircraft used by agencies, except as identified by 0002 or in the DRS Mission 
Bucket Schedule. This includes maintenance records relating to service and 
repair; motor vehicle ledger and worksheets providing cost and expense data; 
reports on motor vehicles (other than accident, operating, and maintenance 
reports), including SF 82, Agency Report of Motor Vehicle Data; records relating 
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to individual employee operation of Government-owned vehicles (driver tests, 
authorization to use, safe driving awards, and similar); and records that pertain to 
the day-to-day operation of aircraft operated by Federal agencies (documenting 
departures, takeoffs, and destinations, passengers on board, requests for flights, 
flight orders, aircraft flight logs, flight plans, and similar records). (Note that certain 
records of the Office of Wildland Fire Coordination, the Office of Aviation Services, 
Fish and Wildlife Service, and the Bureau of Land Management _are not covered 
under this item; see the DRS Mission Bucket Schedule for additional information) 
3. Records relating to space and maintenance (acquisition, allocation, utilization, 
assignment, reports, and other forms/documentation). This includes agency reports 
to the GSA; correspondence/reports to staff agencies relating to agency space 
holdings and requirements; and credentials files (receipts, indexes, listings, and 
accountable records). This item does not cover: (a) records that are an integral 
part of accountable officers' accounts (001 0 and 0011 ); (b) records of procur~ment 
and supply (001 0 and 0011 ); (c) actual identification credentials (cards, badges, 
permits, photographs, etc.; see 0003); or (d) requests for building and equipment 
maintenance (see 0003). 4. Records documenting communication functions for . 
an office, such as telecommunications, messenger service, package and mail 
delivery and other mail/communications administration. Specific records include 
telecommunications equipment requests and telephone service; statistical reports 
of cost, work performed, and volume; reference copies of vouchers, bills, and 
invoices; records of installation, change, removal, and servicing of equipment; 
copies of agreements for telecommunications services; telepho'ne use records; 
management of incoming and outgoing registered mail pouches, or of registered, 
certified, insured·, overnight; express, and special delivery mail including receipts 
and return receipts; report of loss, rifling, delayed or late delivery, wrong delivery, 
or other improper treatment of mail; records of receipt and routing of incoming 
and outgoing _mail and items handled by private delivery companies; records 
relating to checks, cash, stamps, money orders, o'r any other valuables remitted 
to the agency by mail; and correspondence, memoranda, directives, and guides 
relating to the administration of mail room operations. lhis item does NOT include 
Metered Mail (see 0002) 5. Records relating to printing, binding, duplication, 
and distribution such as requests for service, control, production, distribution 
of individual projects, report files, and other supporting records. These records 
pertain to the accomplishment of the job, containing requisitions, bills, samples, 
manuscript clearances, and related documents. This item does not cover (a) the 
record copy of printed materials; (b) records retained by agencies for onsite audit 
and agency copies which are part of the accountable officers' accounts (see 0010 
and 0011 ); (c) records relating toservices obtained outside the agency; and (d) 
records that reflect agency programs, rather than administrative management 
functions. 6. Records pertaining to information services (but not information 
technology or systems administration) and relations with requests for information 
from the public. This includes Freedom of Information Act records (request files, 
recurring reports and one-time information reqt,~irements, and general agency 
implementation of the FOIA); Privacy Act records (requesffiles, recurring/one
time reports, and agency implementation; Mandatory Review for Declassification 
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files (request files, reports on agency implementation of the current Executive 
order on classified national security information, and other general agency 
implementation); and information service project case files. This item does not 
include FOIA, Privacy Act, or Mandatory Declassification Requests that warrant 
long-term preservation (when a request is denied, and any appealed requests), 
Privacy Act amendment case files, or any documents concerning the erroneous 
release of government records. 7. Records relating to administrative management 
activities, excluding personnel records, budget, arid accounting, which are covered 
elsewhere (see 0004-0011 ). Included are management control records for routine 
operations of a program (reports and assurance statements created below 
the agency level, procedures and guidance files, risk analyses, control plans, 
and tracking files); records management activi~ies limited to SF 115s Request 
for Records Disposition Authority (or similar record), records holdings files, 
and other routine correspondence; project and report control files; and records 
documenting the processing of Federal Register Notices. 8. Security and protective 

· services records including local copies of investigative files that are sent to other 
offices or agencies, and investigative files too minor to warrant such treatment 9. 
Classified information accounting and control records (including forms, ledgers, 
and registers) documenting the presence, receipt, issuance, and destruction 
of classified documents; requests and authorizations for individuals to access 
classifies files. This item does not cover the aforementioned records as they might 
pertain to Top Secret material (see 0002 and 0003). 10. Facilities security and 
protective services, including: reports of surveys/inspections of Government
owned facilities to ensure adequacy of protective and preventive measures taken 
against hazards of fire, explosion, and accidents, and to safeguard information 
and facilities against sabotage· and unauthorized entry; investigative files of fires, 
explosions, and accidents submitted for review and filing in other agencies or 
organizational elements; reports concerning occurrences of such a minor nature 
that they are settled locally without referral to other organizational elements; files 
relating to guard assignments and strength (including requirements for posts); 
guard force security checks; guard service control files documenting regular 
rou!ldS, interruptions, and tests; reports and ledger records of police arrests, cars 
ticketed, and contact with outside police; files relating to accountability for personal 
property lost or stolen; files relating to accountability for keys issued for areas 
under maximum security; logs used to record names of outside contractors, service 
personnel, visitors, employees admitted to areas, and reports on automobiles. and 
passengers for areas NOT under maximum security; 11. Case files documenting 
the processing of investigations on Federal employees or applicants for Federal 
employment, whether or not a security clearance is granted. 12. Emergency 
operations files, including case files accumulated by offices responsible for the 
preparation and issuance of plans and directives,' including a copy of each plan/ 
directive issued, and any related background documents. Also included are files 
concerning emergency operations tests cqnducted under agency plans. This item 
DOES NOT cover the official record copy of each emergency plan or directive 
or consolidated and comprehensive reports of emergency operations tests (see 
DRS Policy Bucket Schedule, DAA-0048-2013-0008). 13. Audiovisual and related 
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records created by or for the Department for administrative purposes, and routine 
events or activities not mission-related. Audiovisual records include all forms of 
such media, including still and motion picture photography, graphic materials, and 
sound and video recordings. Related documentation includes (1) production files 
or other files documenting the creation, justification, ownership, and rights to the 
records and (2) finding aids used to identify or access the records. 14. Files that 
relate to day-to-day Commission activities for temporary commissions, boards,
councils and committees (including continuing entities governed by renewable 
charters such as agency advisory committees), including correspondence, 
reference and working files of Commission staff, copies of committee records 
(agendas, meeting minutes, final reports) not maintained by the sponsor or 
Secretariat. 15. Schedules of daily activities, EXCLUDING records relating to 
the official activities of high Government officials (see the DRS Policy Bucket 
Schedule, DM.:oo48-2013-0008) and other records accumulated by individual 
offices that relate to the internal administration or housekeeping activities of the 
office rather than the functions for which the office exists. This item provides an 
exception for many GRS items of 3 years temporary retention or lower, unified 
under a single retention to increase accuracy and consistency of use by records 
custodians, and for ease of management in the Department's electronic records 
management system(s). 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered 
by this item currently exist in 
electronic format(s) other than e-
mail and word processing? 

Yes 

Do any of the records covered 
by this item exist as structured 
electronic data? 

Yes 

GRS or Superseded Authority 
Citation 

GRS 10-1 
GRS 1 0-2b 
GRS 10-3 
GRS 10-4 
GRS 10-7 
GRS 10-9 
GRS 10-13 
GRS 11-1 
GRS 11-2a 
GRS 11-2b1 
GRS 11-2b2 
GRS 12-2a 
GRS 12-2b 
GRS 12-2c 
GRS 12-2d1 
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GRS 12-2d2 

GRS 12-2e 

GRS 12-4 

GRS 12-5a 

GRS 12-5b 

GRS 12-5c 

GRS 12-6a 

GRS 12-6d 

GRS 12-6e 

GRS 12-6g 


GRS 13-2a 

GRS 13-2b 


GRS 14-11 a1 

GRS 14-11a2a 


GRS 14-21a1 

GRS 14-21 a2a 


GRS 14-26 


GRS 12-8 

GRS 13-1 


GRS 13-3 

GRS 13-6 

GRS 14-4 


GRS 14-14 

GRS 14-15 


GRS 14-25 

I 

GRS 14-31a1 

GRS 14-31a2a 

GRS 14-34 


GRS 16-2a1 

GRS 16-2b 

GRS 16-4a 

GRS 16-4b 


GRS 16-13a 

GRS 16-13b 

GRS 16-14a 

GRS 16~14b 


GRS 16-14c 

GRS 16-14d 

GRS 16-14e 


GRS 14-35 


GRS 16-5 

GRS 16-6 


GRS 18-1 

GRS 18-2 

GRS 18-3 

GRS 18-4 
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" 


GRS 18-6 

GRS 18-8 

GRS 18-9 

GRS 18-11 

GRS 18-13a 

GRS 18-13b 

GRS 18-14a 

GRS 18-14c 

GRS 18-15a 

GRS 18-15b 

GRS 18-168 

GRS 18-17b 

GRS 18-18a 

GRS 18-19b 

GRS 18-19c 

GRS 18-20a 

GRS 18-20b. 

GRS 18-21 

GRS 18-22a 

GRS 18-26 

GRS 18-27 

GRS 18~28 

GRS 21-1 

GRS 21-3 

GRS 21-5 

GRS 21-9 

GRS 2.1-12 

GRS 21-14 

GRS 21-17 

GRS 21-19 

GRS 21-20 

GRS 23-1 

GRS 23-5a 
GRS 26-2b 
GRS 26-3 

GRS 27-7 

NC1-22-78-1, Items 08 MNGT-330, 15 PERM-820, 

47 ADMI-520, 48b MNGT-214, 50c ADMI-530, and 

67 PLAN-41 0 · 

N1-022-05-01, Items 80 ADMI-455, 86 ADMI-465, 87 

ADMI-466, and 99 PERM-813 

N1-048-07-03, Item i 

N1-048-07-04, Items 7101.5, 7101.6, and 7101.8, 
71 02.6a, 71 03.6a, 71 04.6a, 71 05.6a, 71 06.6a, 
7107.6a, 7102.9a, 7103.9a, 7104.9a, 7105.9a, 
7106.9a, 7107.9a, and 7108.4 
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Disposition Instruction· 

Cutoff Instruction 

Retention Period 

Additional Information 

GAO Approval 

. Records Schedule: DAA•0048-2013-0001 

N 1-048-08-06, Items 11 04 and 11 09.2 
N 1-048-08-15 
N 1-048-08-20 
N1-048-08-22, Items 1204 and 1210.2 
N 1-048-09-04 
N1-048-09-06, Items 7554.4 and 7554.9 
N1-048-09-:11, Item 1304.3 
N1-048-10-01, Item 3.4 
N1-048-11-01, Item 10.3 
NC1-49-85-1, Q/29 
NC 1-49-85-2, Items 23/1 a and 23/1 b( 1) 
N1-049-90-9, Items 10/11 a and 10/11 b 
N 1-049-96-4, Item 10/8 
N1-057-02-03, Item 603-02 
N 1-057-08-01, Items 1 01-04b(2), 306-03, and 306 ..05 
N1-057-08-02, Items 505-01, 505-03, and 703-16c 
N1-057-08-06, Items 903-04a(1), 903-04a(2), 
903-05a(1 ), 903-05a(2), 905-05a, 904-08a, 904-08b, 
904-11 , and 1303M03 
N1-079-08-08, Item 90 
N1-079-08-09, Item 10D 
N1-115-94-1, Items IRM-7.20, PI0-7.1 0, RIM-3.00, 
RIM-3.20, RIM:.5.00, RIM-5.20, and RIM-8.00 
N1-115-94-2, Items FIN-5.00, FIN 11.00, PRM-16.00, 
PRM-17.00, and PRM-18.00 
N1-115-94-3, Items ADM-9.00, ADM-1 0.00, and 
SAF-3.00 
N1-115-94-8,. Item PRJ-14.10 
N1-115-07-1, ltemsADM-11.10, PRM-20.00 

Cut off record as instructed in the agency/bureau 
records manual, or at the end of the fiscal year in 
which the record is created if no .unique cut-off is 
specified. 

Destroy 3 year(s) after cut-off 

Required and Received 

Long-term Administration Records 

Disposition Authority Number DAA-0048,-2013-0001-0002 

This disposition applies to administrative records that require additional retention, 
generally to conform to preservation standards in specific regulations, policies, or 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority ' Records Schedule: DAA-0048-2013-0001 

other legal/statutory requirements. These records may be more comprehensive · 
and complete records, involve interaction with the public in a manner that 
necessitates longer protections, or support a financial obligation (though these 
are most frequently covered by 0011 ). Though records in this category are more 
specific than those identified under 0001, it is still a broad group of documents, 
and an exhaustive list may not be feasible. If not addressed below, offices must 
coordinate with their Responsible Records Officer to determine if this item is 
appropriate, and include such records under their office file plan, or similar 
documentation. Specific records under this category include: 1. Records relating 
to motor vehicle or aircraft accidents, maintained by transportation offices; 
records relating to transfer, sale, donation, or exchange of vehicles; records 
that document logistical support relating to flying activities, such as furnishing 
supplies, equipment, administrative assistance, and other needed logistics 
services; comments on regulations, directives or other publications that relate to 
logistics matters; records relating general maintenance activities', modifications, or 
improvements designed to meet programmed requirements; records on specific 
aircraft, including logbooks, aircraft engine records, inspection and maintenance 
records, preventive maintenance inspections, diagnostic checkouts, spot check 
inspections, modifications/alterations, and maintenance requests. 2. Official 
metered mail reports and all related papers. 3. Records pertaining to information 
services (but not information technology or systems administration) and information 
requests from the public. This includes Freedom of Information Act, Privacy 
Act, and Mandatory Review of Declassification requests when the request is 
appealed and/or denied; files maintained for control purposes in responding to 
FOIA, Privacy Act, and Mandatory Review for Declassification requests; Privacy 
Act Amendment case files; and files regarding the erroneous release of personally 
identifiable information (when not associated with a specific individual's file). 
This DOES NOT include Privacy Act Accounting of Disclosure files or erroneous 
release files associated with a specific individual's records, which maintain their 
disposition as detailed in the General Records Schedule (GRS 14-23 and 14-36a). 
4. Records relating to particular administrative management activities, including 
general records management projects/activities not mentioned in 0001, forms 
files (one record copy of each form created by an office with related instructions 
and documentation), feasibility studies conducted before the installation of 
any technology or equipment associated with information management, and 
Information Collection reviews and budget files. Note that this item does not cover 
audits or internal control reviews (see DRS Legal, Regulatory Compliance, and 
Enforcement Bucket Schedule- DAA-0048-2014-0001) program monitoring, or 
policies/directives (see DRS Policy Bucket Schedule- DAA-0048-2013-0008). 
5. Security and protective services records created by agencies to control and 
protect classified information, and to secure government facilities, limited to: 
Top Secret accounting and control files; registers maintained at control points to 
account for Top Secret documents (including receipt, dispatch, or destruction of 
the documents); surveys and inspections of private facilities assigned· security 
cognizance by the Department; registers or logs used to record names of outside. 
contractors, service personnel, visitors, employees admitted to areas; and reports 

.Electronic Records Archives Page 17 of 49 PDF Created on: 06/25/2Q14 



· 	NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule: DAA..0048-2013-0001 

on automobiles and passengers for areas under maximum security. 6. Personnel 
identification and Passport photographs. This item provides an exception for 
several GRS items of 7 years temporary retention or lower, unified under a single 
retention to increase accuracy and consistency of use by records custodians, 
and for ease of management in the Department's electronic records management 
system(s). Note that program offices dedicated to control, oversight, and execution 
of an administrative function for the entire Department may have records which 
require a stronger retention than what is listed here. Consult your records liaison 
or Responsible Records Officer for additional information before applying this 
disposition for records pertinent to the Department as a whole. 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered Yes 

by this item currently exist in 

electronic format(s) other than e-

mail and word processing? 


Do any of the records covered 	 Yes 
by this item exist as structured 
electronic data? 

GRS or Superseded Authority 	 GRS 10-5 
Citation 	 GRS 1 0-6 


GRS 10-10 

GRS10-11b 

GRS 10-12 

GRS 12-7 

GRS 14-11 a3a 

GRS 14-12a 

GRS 14-13a 

GRS 14-13b 

GRS 14-21a 

GRS 14-22a 

GRS 14-22b 

GRS 14-22c 

GRS 14-24a. 

GRS 14-24b 

GRS 14-31 a3a 

GRS 14-32a 

GRS 14-33a 

GRS 14-33b 

GRS 14-36b 

GRS 16-2a2 

GRS 16-3a 

GRS 16-7 

GRS 16-9 
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Disposition Instruction 

Cutoff Instruction 

Retention Period 

GRS 16-12 

GRS 18-5a 

GRS 18-10 

GRS 18-17a · 

GRS 21-2 

GRS 26-4 

NC1-22-78-1, Items 10 SAFE-110, 45 

MNGT-211 ,48a MNGT-214, 50b ADMI-530, 60 

MNGT-213, and 71 ADMI-630 

N1.;022-05-01, Item 150 LIST-150 

N1-048-07-02, Items 7504 and 7509b 

N1-048-07-04, Items 7102.5, 7103.5,7103.10, 

7104.10, 7105.5, and 7107.4 

N1-048-08-06, Item 1101.2 

N1-048-08-13, Item 1305.5 

N1-048-08-22, Items 1202, 1203, 1207.1, 1207.2, 

and 1215 

N1-048-09-02; Item 7558.4 

N1-048-09-09, Items 7504.1 and 7504.2 

N1~048-09-13, Item 3151 

N1-048-10-01, Item 8.7 


. N1-048-10-04, Items 1209.4 and 1221.1 

DM-0048-2011-0001, Item 8 

N 1-49-90-9, Item 1 0/11 c 

N 1-057-08-01., Item 306-06 · 

N1-057-08-02, Item 505-04 

N1-057-08-06, item 1002-03 

N1-079-08-08, Item 9C 

N1-115-94-1, hems IRM-1.10, IRM-2.00, IRM-8.00, 

PI0-1.1 0, PI0-2.00·, RIM-1.1 0, RIM-2.00, and 

RIM-4.00 

N1-115-94-2, Items ACM-2.00, FIN-1.1 0, FIN-2.00, 

FIN-3.00, FIN-8.00, FIN-15.00, and PRM-11.00 

N1-115-94-3, Items ADM-1.10, ADM-5.00, 

ADM-7.00, ADM-12.10, SAF-1.10, SAF-2.00, 

SAF-4.1 0, and SAF-4.20 

N1-115-07-1, ltemsADM-26.00, FIN-6 .. 10, P10~5.00 


N1-473-12-1, Items 1E, 1F, 1G, 1H, and 1K 

N1-589-12-1, Items 1E, 1F, 1G, 1H, and 1K 


Cut off record as instructed in the agency/bureau 
records manual, or at end of fiscal year in which files 
are closed if no unique cut-off is specified. 

Destroy 7 year(s) after cut-off . 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule: DAA-0048-2013-0001 

Additional Information 

GAO Approval Required and Received 


Administration Records of Specific Temporary Value 


Disposition Authority Number DAA-0048-2013-0001-0003 


These records are necessary to provide accountability for a specific administrative 
function or functions, but are not necessai)f immediately after fulfillment of 
that purpose, and often cannot be legally retained beyond that task or duty for 
any substantial length of time. Even when not required, preservation of such 
documents may weaken active records. Records that are filed under this category 
must be carefully identified and approved by a Responsible Records Officer 
for inclusion if they are not specifically referenced in the following list. Records 
under this category include: 1. Current personnel credentials, building access, 
and property access files, including: receipts, indexes, listings, and accountable 
records for personnel credentials files; current building access files (key or code 
records, emergency call cards, employee identification cards, and lists or rosters 
showing current security clearance status of individuals); property pass files 
authorizing removal of property and materials; and files for accountability of 
keys issued (for areas NOT under maximum security) 2. Drawings of temporary 
relevance to facilities/space management, such as: architectural drawings of 
temporary structures or buildings not critical to a mission function; drawings 
of electrical, plumbing, heating, air conditioning, or other facilities systems; 
and floor plans indicating occupancy of a building 3. Inventories of federal 
records, library catalogs/finding aids, and other tracking and control records 

. superseded by new versions 4. Security files for the protection of Top Secret and 
Classified documents, specifically: forms accompanying documents to ensure 
continuing control/persons handling; and lists/forms used to records safe and 
padlock combinations, names of individuals with access, instances of access to 
documents, and other data controlling access to document containers 5. Arms 
distribution sheets, charge records, and receipts 6. Records for internal agency 
committees unrelated to an agency's mission 7 .. Certain records created by 
advisory commissions/committees (more fully described in the DRS Policy Bucket 
Schedule, DAA-0048-2013-0008), including:· electronic version of websites, design/ 
managemenUoperation of websites, and duplicated commission records 8. Notices 
and issuances related to administrative functions (e.g., payroll, procurement, 
training, travel, etc.), including any substantive documents related to development 
of the issuance. Note that any security files involved in investigations must 
be retained in accordance with the investigation (see DRS Legal, Regulatory 
Compliance, and Enforcement Bucket Schedule, DAA-0048-2014-0001 ). Prior 
to destruction/deletion of non-duplicate commission records, NARA will review 
records and may identify portions that warrant permanent retention. 

Final Disposition Temporary 

Item Status Active 
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Is this item media neutral? Yes 

Do any of the records covered Yes 
by this item currently exist in 
electronic format(s) other thah e-
mail and word processing? 

Do any of the records covered Yes 
by this item exist as structured 
electronic data? 

GRS or Superseded Authority GRS 1 0-2a 
Citation GRS 11-4b 

GRS 11-5 
GRS 16-1a 
GRS 16-1b 
GRS 17-3 
GRS 17-4 
GRS 17-6 
GRS 17-8 
GRS 17-9 
GRS 17-10 
GRS 18-5b 

. GRS 18-7a 
GRS 18-7b. 
GRS 18-12 
GRS 18-16b 
GRS 18-19a 
GRS 18-19d 
GRS 18-23 
GRS 23-8 
GRS 26-1a 
GRS 26-2c1 
GRS 26-2c2 
GRS 26-2c3 
N1-022-05-01, Item 155b ADMI-665 
N1-048-08-22, Item 1209.3 
N 1-048-09-03 
N1-057-08-06, Item 904-10 
N1-115-94-08, Item PRJ-20.00 

Disposition Instruction 

Cutoff Instruction 	 Cut off when the object or subject the records 
refer to is removed/discontinued (e.g. commission 
terminated, register/list superseded, temporary 
structures removed, etc.). See specific bureau/office 
instructions for individual cases. 

Retention Period 	 Destroy when no longer needed 
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Additional Information 

GAO Approval 	 Required and Received 

2 	 Human Resources Management 
This item provides disposition authority for all DOl activities associated with 
the recruitment and management of personnel, except an employee's Official 
Personnel Folder, Individual Payroll Record, and Employee Medical Folders. 
These records remain covered by the GRS. Records covered by this item 
include: agency personnel records relating to .the supervision and management 
of Federal employees; payroll and pay administration records; and housing 
records accumulated in the maintenance and management of Federally owned 
and operated housing facilities for civilian employees of the Federal Government, 
military personnel, and others eligible by law to reside in the projects. Certain 
housing records are subject to other items in this schedule. Supply and fiscal files . 
are covered by 001 b and 0011, as are many records of agent cashiers serving as 
housing rental managers. Facilities, building, and equipment mariagetnent records 
associated with government housing are covered by 0001 and 0002. See those 
items for additional information. 

2.1 	 Short-term Human Resources Records 

Disposition Authority Number DAA-0048-2013-0001-0004 

These records encompass human resources/payroll files described above that 
are not needed for extended preservation. Records are characterized by being 
necessary for day-to-day operations but not long-term justification of the office's 
activities. There are numerous records covered under this item, and compiling an 
exhaustive list is not feasible. Offices are responsible for creating a detailed file . 
plan or similar document to note all records they create and maintain, including · 
records in this category, and must work with their Responsible Records Officer 
to ensure that all records are appropriately identified and accounted for. The 
following list is an overview of the records covered by this item, with specific 
cjetails included where possible, b1,1t it should not be considered a complete and 
exclusive listing of all pertinent documents. Specific records in this category 
include: 1. Correspondence, reports, and other records relating to personnel 
operations and functions 2. Service Record Cards 3. Position Classification 
files, including: standards and guidelines to classify and evaluate positions; 
position descriptions; position classification surveys; classification survey 
reports; and classification appeals (excluding OPM classification certificate) 4. 
Performance Rating Board Case Files 5. Immigration and Naturalization Service 
Form 1-9 (or equivalent) 6. Awards records, including: general awards files 
(recommendations/nominations, etc.); length of service and sick leave awards; 
letters of commendation/appreciation; and reports for the Incentive Awards 
Progre1m. This item DOES NOT include records for department-level awards. 7. · 
Standard Form 50 or equivalent, documenting all individual personnel actions 
8. Statistical reports in operating a personnel office and subordinate units. 9. 
Personnel office records relating to individual employees not maintained in eOPF 
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and riot provided for elsewhere in' this schedule. 10. Health unit records, including: 
Logs or registers reflecting daily number of visits to dispensaries, first aid rooms, 
and health units, if information does not include summarized medical information 
about individuals; temporary or short-term employee medical records; and copies 
of statistical summaries and reports pertaining to employee health, retained 
by the reporting unit. 11. Reasonabl.e Accommodation Request records, and 
files fulfilling equivalent functions 12. Certain Equal Emplbyment Opportunity 
(EEO) files; including: preliminary and background files not filed in the Official 
Discrimination Complaint Case Files or which do not develop into official complaint 
files; copies of complaint case files; and employee housing requests. NOTE: 
Official Discrimination Complaints Case Files, EEO Compliance Reports, and 
most other EEO functions will be covered by Schedule 4. -legal, ~egulatory 
Compliance, and Enforcement (DAA-0048-2014-0001 ). 13. Personnel Counseling 
Records 14. Alcohol and Drug Abuse Program records. 15. Alternative Dispute 
Resolution (ADR) files, limited to general correspondence, copies of statutes, 
regulations, meeting minutes, reports, statistical tabulations, evaluations of the 
ADR program, and other records relating to the agency's overall ADR program 16. 
Copies of records, documenting ADR proceedings maintained in an office or bureau 
as supporting information. Official ADR case files will be filed under Schedule 
4- Legal, Regulatory Compliance, and Enforcement- DAA-0048-2014-0001. 
17. Background and working files relating to agency-sponsored training. 18. 
Forms, reports, correspondence, and related medical and investigatory records 
concerning on-the-job injuries, whether or not a claim_ for compensation was 
made, EXCLUDING copies filed in the Employee Medical Folder and copies 
submitted to the Department of Labor. 19. Merit Promotion Case ,Files 20. 
All.examining and certification records except lost orExposed Test Material 
Case Files (0005), correspondence/notices from eligible indicating a change in 
information (0009), test material stock control (0009), application record card 
(0009), and transitory/draft/input records. Included in this broad category of records 
are: delegated agreements; correspondence concerning applications, certification 
of eligibles, and all other examining and recruiting operations; correspondence 
regarding examination requirements and job announcement development and 
publishing; register or inventory ofeligible; letters to applicants denying transfer of 
eligibility; applications for positions filled from a register/inventory, or filled by case 
examining; request for prior approval of personnel actions taken by agencies on 
such matters as promotion, transfer, reinstatement, or change in status; Certificate 
Files, and all papers upon which the certification was based; certification request 
control index and certificate control log system; records pertaining to requests 
for lists of eligible; reports of audits of delegated examining operations. 21. 
Denied health benefits requests (applications, court orders, denial letters, appeal 
letters, and related papers). If denial was successfully appealed, an enrollment 
file is created and this item is not used. 22. Workplace Drug Testing Program 
Files (drug test plans and procedures, selection/scheduling records, records 
concerning the collection and handling of specimens, and test results). This item 
DOES NOT include formal directives/policy (see DOl Big Bucket Schedule 3 
Policy), any disciplinary case files that arise from drug testing program activities 
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(see DRS Legal, Regulatory Compliance, and Enforcement Bucket Schedule
DAA-0048-2014-0001 ), or employee forms acknowledging receipt of notice that 
their position is sensitive for drug testing purposes (see 0009 of this schedule). 23. 
Donated Leave Program Case Files 24. Wage survey reports, data, background 
information, and correspondence 25. Correspondence, memoranda, and other 
records used to assist retiring employees/survivors claim benefits. 26. Records 
created under implementation of the Federal. Employees Pay Comparability Act 
27. Alternate Worksite Records (requests/application, agreements, and similar 
records documenting participation in an alternate worksite program) 28. Leave 
application files when an employee has not initialed time card or equivaJent 29. 
Employee leave record, when held by the creating agency 30. Combined Federal 

.campaign individual allotment, and other allotment authorizations 31. Levy and 
Garnishment files (notices, change slip, release, and other records or forms used 
to pay federal employee debt) 32. Payroll system reports for agency workload, 
personnel management, and fiscal information. System reports for the operation 
of a system are filed in 0015. 33. Payroll change records subject to GAO audit 
34. Housing maintenance and repair files (work orders, requisitions, summarized 
information/ledger record, and related papers) 35. Reports pertaining to housing 
management, including expenditure, survey, collection, and other statistical and 
narrative data 36. Copies of leases, renewals, termination notices, and related 
documents 37. Housing assignment and vacancy files, including individual housing 
unit cards or equivalent, but NOT individual tenant cards (see 0009) 38. Files 
pertaining to the inventory of items included in furnished units. This item provides 
an exception for many GRS items of 3 years temporary retention or lower, unified 
under a single retention to increase accuracy and consistency of use by records 
custodians, and for ease of management in the Department's electronic records 
management system(s). 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered Yes 
by this item currently exist in 
electronic format(s) other than e-
mail and word processing? 

Do any of the records covered Yes 
by this item exist as structured 
electronic data? 

GRS or Superseded Authority GRS 1-2b 
Citation GRS 1-3 

GRS 1-5 
GRS 1-7a 
GRS 1-7b 
GRS 1-7c1 
GRS 1-7c2 
GRS 1-7d1 
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I 

GRS 1-9 
GRS 1-10b 
GRS 1-12a1 
GRS 1-12a2 
GRS 1-12b 
GRS 1-12c 
GRS 1-13 
GRS 1-14a 
GRS 1-14b 
GRS1-16 
GRS 1-17b1 
GRS 1-20b 
GRS 1-21b 
GRS 1-22 
GRS 1-24a 
GRS 1-24b 
GRS 1-24c 
GRS 1-24d 
GRS 1-25b 
GRS 1-25c1 
GRS 1-25c2 
GRS 1-25e 
GRS 1-26a 
GRS 1-26b 
GRS 1-27a 
GRS 1-29a2 
GRS 1-31 
GRS 1-32 
GRS 1-33a 
GRS 1-33b 
GRS 1-33f 
GRS 1-33g 
GRS 1-33h 
GRS 1-33k 
GRS 1-3311 
GRS 1-3312 
GRS 1-33m 
GRS 1-33n 
GRS 1-33o 
GRS 1-33p 
GRS 1-33q 
GRS 1-33s 
GRS 1-33t 
GRS 1-35a 
GRS 1-35b2 
GRS 1-36a 
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GRS 1-36c 

GRS 1-36d1 


. GRS 1-36d2 
GRS 1-36e1a 
GRS 1-36e1b 
GRS 1-36e2 
GRS 1-37 
GRS 1-38 
GRS 1-39 
GRS 1-41 
GRS 1-42a 

· GRS 1-42b 
GRS 1-42c 
GRS 2-6b 
GRS 2-9b 
GRS 2-15a 
GRS 2-15b 
GRS 2-18 
GRS 2-22b . 
GRS 2-22c 
GRS 2-23a 
GRS 2-24 
GRS 15-1 
GRS 15-2a 
GRS 15-2b 
GRS 15-3 
GRS 15-4 
GRS 15-5b 
GRS 15-6 
GRS 15-7a 
GRS 15-7b 
NC1-22-78-1, Item 12 ADMI-153 
N1-022-02-01, Items 01 ADMI-146, 02 ADMI-149, 
and 03b 
N1-048-06-02, Items 3701.3a and 3701.3b 
N1-048-09-12, Item 7511.2 
N1-048-10-01, Item 8.4 
NC1-49-85-1, Items Q/24 20/33, Q/30 20/36 
N1-49-90-6, Items 1/41a, 1/41b, and 1/43 
N1-057-08-01, Items 401-01, 401-02, 404-04, 
404-06, 404-12m, 405-01a, 405-01b, 408-01a, 
408-01c, 408-06a, 412-04, and 413-01e 
N1-115-94-2, Item PRM-15.00 
N1-115-94-3, Items PER-2.00, PER-4.1 0, PER-4.20, 
PER-4.30, PER-5.00, PER-5.1 0, P~R-5.20, 
PER-6.00, PER-6.30, PER-6.40, PER-6.70, 
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PER-7.00, PER-1 0.00, PER-11.00, PER-12.00, 
PER-12.10, PER-13.00, PER-15.00, PER~15.20, 
PER-15.40, and PER-15.50 

Disposition Instruction 

Cutoff Instruction Cut off record as instructed in the agency/bureau 
records manual, or at the end of the FY in which the 
record is created if no unique cut-off is specified. 

Retention Period Destroy 3 year(s) after cut-off 

Additional Information 

GAO Approval Required and Received 

Long-term Human Resources Records 

Disposition Authority Number DM-0048-2013-0001-0005 

This disposition applies to human resources records that require additional 
retention, generally to conform to preservation standards in specific regulations, 
policies, or other legal/statutory requirements. These records may be more 
comprehensive and complete versions of similar records in the 'routine' category, 
involve interaction with the public in a manner that necessitates longer protections, 
or support a financial obligation (though these are most frequently covered by 
0011 ). Though records in this category are more specific than those identified 
under 0004, it is still ·a broad group of documents, and an exhaustive list may not 
be feasible. If not addressed below, offices must coordinate with their Responsible 
Records Officer to determine if this item is appropriate, and include such records 
under their office file plan, or similar documentation. Specific records include: 
1. Position Classification Standards case files relating to the development of 
standards for positions peculiar to the agency, and OMB approval/disapproval. 2. 
Individual non-occupational health records. Note that this DOES NOT include the 
Employee Medical Folder. 3. Labor management relations files when held by the 
negotiating office, and l.abor arbitration files 4. Training records, including agency
sponsored training and employee training. This DOES NOT include background 
and working files (0004) or records of formally established schools which train 
employees in specialized program areas (e.g., law enforcement, national 
defense, etc). See the DRS Mission Bucket Schedule or DRS Legal, Regulatory 
Compliance, and Enforcement Bucket Schedule (DAA-0048-2014-0001) for items 
pertaining to these records. 5. Examining and Certification records concerning lost 
or exposed test materials, including circumstances of loss, ·recovery efforts, and 
corrective action. 6. Reports and logs documenting all recordable occupational 
injuries and illnesses. 7. Handicapped Individuals Appointment Case files (position 
title/description, medical examiner's report, statement explaining accommodation, 
and other related documents) 8. All time and attendance records upon which 
leave input data is based (sign-in sheets, time cards, flextime records, leave 
applications for jury and military duty, authorized overtime, or other similar records) 
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9. Records used to Jnput time and attendance data into a payroll system 10. 
Tax filesr including employee withholding allowance certificate, agency copy of 
employee wages/tax statements, and agency copy of employer reports of Federal 
tax withheld (e.g., Internal Revenue Service forms W-2, W-4, W-3, and statement 

· equivalents) This item provides an exception for several GRS items of 7years 
temporary retention or lower, unified under a single retention to increase accuracy 
and consistency of use by records custodians, and for ease of managementin 
the Department's electronic records management system(s). Program offices 
dedicated to an adm_inistrative function as. its mission may have records which 
require a different retention than what is listed here .if the office acts in an oversight 
or compliance role, or represents the Department as a whole. Consult your records 
liaison or Bureau Records Officer for additional information before applying this 
disposition if uncertain. 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered Yes 
by this item currently exist in 
electronic format(s) other than e-
mail and word processing? 

Do any of_the records covered Yes 
by this item exist as structured 
electronic data? 

GRS or Superseded Authority GRS 1-7a2 
Citation GRS 1-19 

GRS 1-28a1 
GRS.1-28b 
GRS 1-29a1 
GRS 1-29b 
GRS 1-33j 
GRS 1-34 
GRS 1-40 
GRS 2-7
GRS 2-8 
GRS 2-13a 
GRS 2-13b 
GRS 2-13c 
N1-022-02-01, Item 04a 
N1-022-05-01, Item 76b ADMI-427 
N1-048-08-04, Items 7556.2, 7556.3, 7556.5, 
7556.11, 7556.13, and 7556.15 
N1-048-08-18, Items 7564.1 and 7564.2 
N1-048-09-08, Item 6452 
N1-048-10-01, Item 8.8.2 
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Disposition Instruction 

Cutoff Instruction 

Retention Period 

· Additional Information 

GAO Approval 

N1.:057-08-01, Items 408-01 b, 409-07, 412-01, 
413-01 b, 413-01 c(2), 413-02a, 413-03, 415-01 b, and 
415-01d2 
N1-115-94-3, Items PER-1.10, PER4.00, PER-5.40, 
PER-8.00, PER-9.00, PER-15.30, PER-16.00, 
PER-17.00, and PER-l7.10 
N1-115-07-01, Item ADM-25.10, PER-14.00 
N1-473-12-1, Item 1 B 
N1-589-12-1, Item 18 

Cut off record as instructed in the agency/bureau 
records manual, or at end of fiscal year in which files 
are closed if no unique cut-off is specified. 

Destroy 7 year(s) after cut-off 

Required and Received 

2.3 	 Retirement and Payroll Records Warranting Extended Preservation 
This includes payroll and retirement records of long-term interest to employees, 
generally to ensure receipt of benefits, satisfaction of any retirement claims, and 
full documentation of employee payroll. To qualify for this item, records must 
address issues of long-term significance to an individual's employment and 
associated benefits. 

2.3.1 	 Retirement Records 

Disposition Authority Number DM-0048-2013-0001-0006 

Records related to specific retirement benefits claims. 

Final Disposition 

Item Status 

Is this item media neutral? 

Do any of the records covered 
by this item currently exist in 
electronic format(s) other thane
mail and word processing? 

Do any of the records covered 
by this item exist as structured 
electronic data? 

GRS or Superseded Authority 
Citation 

Temporary 

Active 

Yes 

Yes 

Yes 

N1-048-1 0-01, Item 8.1 
N1-048-10-01, Item 8.2 
N1-048-10-01, Item 8.3 
N1-048-1 0-01, Item 8.8.1 
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Disposition Instruction 

Cutoff Instruction 	 Cut off upon final closure of the issue (final decision, 
settlement, etc.) 

Retention Period 	 Destroy 60 year(s) after cut-off. 

Additional Information 

GAO Approval 	 Not Required 

2.3.2 Payroll System Data 

Disposition Authority Number. 	 DAA-0048-2013-0001-0007 

Electronic copy of payroll records maintained as the primary record for Interior. 
Contains pay data on each employee within the agency. Currently this data is 
managed in the Federal Personnel Payroll System (FPPS). Of particular note, 
the Federal Personnel Payroll System (FPPS) is included under this item, with 
data including: personnel; position; payroll; time & attendance; debt collection; 
retirement; health insurance; benefits; transactions through employee self
service entities, such as TSP, Employee Express, Benefeds, FSAFeds, and 
others; external reporting (Treasury, OPM, IRS); and other personnel and payroll 
information. If FPPS is superseded, the new system/solution is also subject to this 
disposition authority 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered · Yes 

by this item currently exist in 

electronic format(s) other thane-

mail and word processing? 


Do any of the records covered Yes 

by this item exist as structured 

electronic data? 


GRS or Superseded Authority N1-048-08-03 item 7551.1 
Citation 

Disposition Instruction 

Cutoff Instruction 	 Cut off at the end of the pay year. 

Retention Period 	 Destroy 56 year(s) after cut-'off. 

Additional Information 

GAO Approval 	 Not Required 

2.3.3 Other Long-term Records 

Electronic Records Archives Page 30 of 49 	 PDF Created on: 06/25/2014 



2.4 

•NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority 	 Records Schedule: DAA-0048·2013·0001 

Disposition Authority Number 	 DAA-0048-20 13-0001-0008 

All other long-term human resources records appropriate for this category (see 
description fn overview). 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes · 

Do any of the records covered 	 Yes 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

Do any of the records covered 	 Yes 
by this item exist as structured 
electronic data? 

GRS or Superseded Authority N1-048-08-04, Item 7556.1 
Citation N 1-048-08-16 

Disposition Instruction 

Cutoff Instruction 	 Cut off upon separation of employee from the 
Department of the Interior. 

Retention Period 	 Destroy 60 year(s) after cut-off. 

Additional Information 

GAO Approval 	 Not Required 

Human Resources Records of Specific Temporary Value 

Disposition Authority Number DAA-0048-2013-0001-0009 

These records are necessary to provide accountability for a specific human 
resources function or functions, but are not necessary for agency business 
immediately after fulfillment of that purpose, and often cannot be legally retained 
beyond that task or duty for any substantial length of time. Even when not required, 
preservation of such documents may weaken active records. Records that are filed 
under this category must be carefully identified and approved by a Responsible 
Records Officer for inclusion if they are not specifically referenced in the following 
list: 1. Position Classification Appeals: Certificates of classification issued by OPM 
2. Records concerning interviews with employees 3. Supervisors' personnel files 
and duplicate eOPF documentation 4. Temporary Individual Employee Records: 
All copies of correspondence and forms maintained EXCLUDING the Immigration 
and Natural Service Form 1-9 and performance related records. 5. Operating 
personnel office correspondence and forms relating t6 pending personnel actions 
for individual employees (exclusive of what is maintained in eOPFs or provided 
for elsewhere in this schedule). 6. Logs or registers reflecting daily number 
of visits to dispensaries, first aid rooms, and health units at an agency, when 
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the information is summarized on a statistical report (if not summarized, see 
0004). 7. Examination and Certification Records: Correspondence or notices 
received from eligibles indicating a change in name, address, or availability; 
control records of examination test materials including a running inventory of test 
material in stock; Application Record Card (QPM Form 5000A, or equivalent); 
and Interagency Placement Program (IPP) application and registration sheet. 8. 
Employee acknowledgment of notice forms for workplace drug testing programs. 
9. Form TSP-1 or equivalent authorizing deduction of employee contribution to the 
Thrift Savings Plan 10. Direct Deposit Sign ..up Fmm (SF.1199A or equivalent) 11. 
Reports, registers, and other control documents relating to retirement (including 
SF 2807 or equivalent) 12. Housing assignment and vacancy cards for individual 
tenants; housing unit cards are filed under 0004. · 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this. item media neutral? 	 Yes 

Do any of the records covered Yes 

by this item currently exist in 

electronic format(s) other thane-
mail and word processing? 

Do any of the records covered Yes 

by this item exist as structured 

electronic data? 


GRS or Superseded Authority 	 1-7d(2) 
Citation 	 1-8 

1-10a 
1-17a 
1-17c 
1-18a 
1-'.18b 
1-20a 
1-33c 
1-33d 
1-33e 
1-33r 
2-16 
2-17 
2-28 
15-5a 

Disposition Instruction 

Cutoff Instruction 	 Cut off when the object or subject the records 
refer to is removed/discontinued (e.g. employee 
separated/transferred, register/list superseded,· 
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position discontinued, etc.). See specific bureau/ 
office instructions for individual cases. 

Retention Period Destroy when no longer needed 

Additional Information 

GAO Approval Required and Received 

3 	 Financial and Acquisition Management . _ 
This item provides disposition authority for all DOl activities devoted to purchasing, · 
tracking, and overall management of goods, services, and finances. This includes 
budget formulation and management, travel records, contract operations, property 
management, stores/plant accounting, expenditure accounting, and procurement 
records. · 

3.1 	 Short-term Financial and Acquisition Records 

Disposition Authority Number DAA-0048-2013-0001-001 0 

These records encompass financial/acquisition functions described above that 
are produced and maintained in the course of routine business, and do not 
reflect government activities that are subject to additional preservation. Records 
in this item often provide input into more valuable financial records, either as 
supporting documentation or as a submission for a more comprehensive record. 
Records are characterized by being necessary for day-to-day operations but 
not long-term justification of the office's activities. There are numerous records 
covered under this item, and compiling an exhaustive list would not be possible. 
Offices are responsible for creating a detailed file plan. or similar document to 
note all records they create and maintain, including records in this category, and 
must work with their Responsible Records Officer to ensure that all records are 
appropriately identified and accounted for. The following list is a broad overview 
of the records covered by this item, with specific details included where possible, 
but it should not be considered a complete and exclusive listing of all pertinent 
documents. Specific records covered by this item: 1. General correspondence 
and subject files of offices concerned with finance and acquisition management 
which involve internal operations and administration 2. Inventory requisition files 
(inventory lists/cards, report of survey files, and other papers used for adjustment· 
of inventory records) and supply management records not included within a 
case file or other file 3. Grant administrative files for the routine operations and 
daily activities in administration of a grant program 4. Unique grants/contracts 
files, including: Unsuccessful (rejected or withdrawn) grant application files, 
including any associated correspondence or other records; Contract Appeals 
Case files; Small and Disadvantage Business Utilization files; and Contractor's 
payroll files submitted in accordance with Department of Labor regulations (with 
any related papers, certifications, or affidavits). 5. Federal Activities Inventory 
Reform (FAIR) Act Records created under OMB Circular A-76. This item covers 
copies of A-76 case files/studies maintained by offices that DO NOT have primary 
responsibility. For offices with primary responsibility, see 0011. 6: Excess Personal 
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Property Reports 7. Most budget and apportionment records, including: cost 
statements , narratives statements, appropriation language sheets, and other data 
accumulated in preparation of budget estimates; budget reports EXCLUDING 
the annual report at end of fiscal year (see 0011 ); budget apportionment and 
reapportionment schedules; budget justifications and estimates; and budget 
execution files maintained in the Office' of Budget. 8. Certain accountable officers' 
files (most are under 0011 ), including memorandum copies of accountable 
officers' returns (statements of transactions and accountability, all supporting 
vouchers, schedules, etc.); GAO notices of exceptions (e.g., SF 1100, formal 
or informal); and accounting administrative files 9. Specialized store~, plant, 
and cost accounting records, particularly those with extensive plant and stock 
inventories. These records reflect the net monetary worth of the agency and 
its assets, and are periodically reconciled with the supply data found in stock 
inventory records, but they do not include procurement papers. Included are: 
invoices (or equivalent) used for store accounting purposes; returns and reports; 
working files for accumulating accounting data; plant account cards/ledgers (except 
those pertaining to structures); and other cost accounting and cost data records 
10. General travel and transportation records, including: routine administrative 
records pertaining to commercial and noncommercial agency travel/transportation; 
records documenting the issue or receipt of accountable documents; annual 
reports concerning official passports; and Federal Employee Transportation 
Subsidy records This item provides an exception for many GRS items of 3 years 
temporary retention or lower, unified under a single retention to increase accuracy 
and consistency of use by records custodians, and for ease of management in the 
Department's electronic records management system(s). 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered Yes 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

Do any of the records covered Yes 
by this item exist as structured 
electronic data? 

GRS or Superseded Authority GRS 3-2 
Citation GRS 3-4a 

GRS 3-4b 
GRS 3-8a 
GRS 3-9a 
GRS 3-9b 
GRS 3-9c 
GRS 3-11 
GRS 3-13 
GRS 3-14 
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Disposition Instruction 

Cutoff Instruction 

GRS 3-15b 
GRS 3-17 

GRS 3-18b 
GRS 4-1 

GRS 4-2 

GRS 5-1 

GRS 5-2 

GRS 5-3b 

GRS 5-4 

GRS 6-1b 

GRS 6-2 

GRS 6-5a 

GRS 6-5b 

GRS 6-9 

GRS 7-1 

GRS 8-1 

GRS 8-2 

GRS 8-3 

GRS 8-4 

GRS 8-5 

GR.S 8-6a 

GRS 8-6b 

GRS 8-7a 

GRS 8-7b3 

GRS 9-4a 

GRS 9-4b 

GRS 9-5b 

GRS 9-7 

NC1-22-78-1, Item BOb BUDG-312 

N1-022-05-01, Item 20b ADMI-416 

N 1-048-08-22, Items 1208.1 and 1208.2 

N1-048-10-01, Item 10.2 

N1-048-10-2, Items 7207.2, 7208, 7213, and 7251 

N1-057-08-01, Item 303-05c 

N1-057-08-02, Items 701-02, 701-06, and 703-05 

N1-057-08-06, Items 1001-01, 1002-01, 1003-01, 

and 1004-01 

N1-115-94-2, Items PRM-2.00, PRM-3.00, 
PRM-5.00, PRM-6.00, FIN-5.00, and FIN-11.00 
N1-115-07-1, ltemACM-10.00 

Cut off record as instructed. in the ag~ncy/bureau 
records manual, or at the end of the FY in which the 
record is created if no unique cut-off is specified. 

Electronic Records Archives Page 35 of49 PDF Created on: 06/25/2014 

http:ltemACM-10.00
http:FIN-11.00
http:FIN-5.00
http:PRM-6.00
http:PRM-5.00
http:PRM-3.00
http:PRM-2.00


3.2 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
. Request for Records Disposition Authority .Records Schedule:. DAA-0048•2013-0001 

Retention Period Destroy 3 year(s) after cut-off 

Additional Information 

GAO Approval Required and Received 

Long-term Financial and Acquisitiob Records 

Disposition Authority Number DAA-0048-2013-0001"-0011 

This disposition applies to financial/acquisition records that require additional 
retention, generally tq conform to preservation standards in specific regulations, 
policies, or other legal/statutory requirements. These records may be more 
comprehensive and complete records, involve interaction. with the public in a 
manner that necessitates longer protections, or support a financial obligation. 
Though records in this category are more specific than those identified under 
0010, it is still a broad group of documents, and an exhaustive list may not be 
feasible. If not addressed below, offices must coordinate with their Responsible 
Records Officer to determine if this item is appropriate, and include such records 
under their office file plan, or similar documentation. Specific records covered 
by this item: 1. Procurement, supply, and grant records including: records 
necessary for the award, administration, receipt, inspection, and payment of 
procurement (contracts, requisitions, purchase orders, leases, and bond and surety 

. records, with any correspondence or related papers); solicited and unsolicited 
bids and proposals, whether successful, unsuccessful, cancelled, or u-nopened; 
requisitions for nonpersonal services (duplicating, laundry, binding, etc.); telephone 
statements and toll slips; tax exemption certificates; and related papers 2. 
Case files for the sale of surplus personal property, induding invitations, bids, 
acceptances, lists/inventory, evidence of sale, and related documents 3. Annual 
end of fiscal year budget report 4. Original c;opy of accountable officers' accounts 
maintained in_ the agency for site audit by GAO auditors (includes statements 
of transactions, statements of accountability, collection schedules, collection 
vouchers, disbursement schedules, disbursement voucher, and all other schedules 
and vouchers, EXCLUDING accounts pertaining to payroll or American Indians 
5. Other accountable officers' records, including: certificates of settlement of 
accounts of accountable officers, statements of differences, and related records; 
records relating to availability, collection, custody, and deposit of funds (includes 
appropriation warrants and certificates of deposit); and gasoline sales ticket, 
telephone toll tickets, and other documents filed in support of payments/purchases 

. 6. Administrative claims files (EXCLUDING claims for which collection action 
has been terminated under 4 CFR Part 1 04; for terminated claims in which the 
government is entitled to additional time to initiate legal action, see 0012) I Waiver _ 
of Claims Files 7. Expenditure accounting records showing in summary fashion 
how agency funds, appropriated and nonappropriated, are spent after allotment by 
the Office of Management and Budget (OMB), and the sources and nature of any 
receipts. Included are general accounting ledgers, summarizing the financial status 
and financial transactions of an agency; records showing the status of obligations 
and allotments under authorized appropriations; and records used as posting and 
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control. 8. Travel records documenting the movement of goods and persons. The 
records include bills of lading, transportation requests, transportation vouchers, 
per diem vouchers, travel authorizations, and all supporting documentation. This 
item DOES NOT include passport records, transportation subsidy files, or routine 
administrative travel files identified in 0010. This item provides an exception for 
several GRS items of 7 years temporary retention or lower, unified under a single 
retention to increase accuracy and consistency ofuse by records custodians, 
and for ease of management in the Department's electronic records management 
system(s). Program offices dedicated to an administrative function as its mission 
may have records which require a different retention than what is listed here if 

· the office acts in an oversight or compliance role, or represents the Department 
as a whole. Consult your records liaison or Bureau Records Officer for additional 
information before applying this disposition if uncertain. 

Final Disposition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered Yes 

by this item currently exist in 

electronic format(s) other than e

mail and word processing? 


Do any of the records covered Yes 

by this item exist as structured 


· electronic data? 

GRS or Superseded Authority GRS 3-3a1a 

Citation 
 GRS 3-3a1b 

GRS 3-3d 
GRS 3-5a 
GRS 3-5b1 
GRS 3-5b2a 
GRS 3-5b2b 
GRS 3-5c1 
GRS 3-5c2 
GRS 3-6a 
GRS 3-6b 
GRS 3-7 
GRS 3-10 
GRS 3-12 
GRS 3-18a 
GRS 4-3a 
GRS 4-3b 
GRS 5-3a 
GRS 6-1a 
GRS 6-3a 
GRS 6-3b 
GRS6-4 
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Disposition Instruction 

Electronic Records Archives 

GRS 6-7 
GRS 6-8 · 
GRS 6-10a 
GRS 6-10b1 
GRS 6-10b2b 
GRS 6-10b3 
GRS 6-10c 
GRS6-11a 
GRS6-11b 
GRS 7-2 
GRS 7-3 
GRS 7-4a 
GRS 7-4b 
GRS 9-1a 
GRS 9-1b 
GRS 9-1c 
GRS 9-1d 
GRS 9-1e 
GRS 9-2 
GRS 9-3a 
NC 1-22-78-1 I Items 09a CONi-410 and BOa 
BUDG-312 
N1-048-08-101 Item 7558.1 
N1-048-08-121 Item 7151.0 
N1-048-08-141Item 7562 
N1-048-08-171Item 7563 
N 1-048-08-261Item 7560 
N 1-048-09-061 Items 7554.1 I 7554.21 and 7554.3 
N1-048-10-021Items 72041 72061 and 7214.2 
N1-048-10-041Items 1219 and 1220 
DAA-0048-2012-00021item 4 
N 1-057-08-01 I Items 303-01 a and 306~04 
N1-057-08-021 ·Items 605-.02 1605'"031 701-01 I 
701-041701-05a1701-091 703-16al 703-16bl 
801-01 e(1 )~ and 801-01 e(2) 
N1-079-08-91 Item 10C 
N1-115-94-21 Items ACM-1.101 ACM-2.00 1. 
PRM-1.1 01FIN-1.1 01FIN-2.001FIN-3.001FIN-8.001 
and FIN-15.00 
N1-115-07-11 Items FIN-6.101PRM-9.001and 
PRM-19.00 
N1-473-12-11 Items 1A11CI 10 
N1-589-12-1 1Items 1A11C110 
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Cutoff Instruction 	 Cut off record as instructed in the agency/bureau 
records manual, or at end of fiscal year in which files 
are closed if no unique cut-off is specified. 

Retention Period 	 Destroy 7 year(s) after cut-off 

Additional.lnformation 

GAO Approval Required and Received 

Financial and Acquisition Records of Specific Temporary Value 

Disposition Authority Number DAA-0048-2013-0001-0012 

These records are necessary to provide accountability for a particular finanCial/ 
acquisition function or functions, but are not necessary immediately after fulfillment 
of that purpose, and often cannot be legally retained beyond that task or duty 
for any substantial length of time. Even when not required, preservation of such 
documents may weaken active records. Records that are filed under this category 
must be carefully identified and approved by a Responsible Records Officer for 
inclusion if they are not specifically referenced in the following list: 1. Real property 
accountability files used to maintain current data on individual properties, updated 
whenever additional properties are acquired or when changes occur to existing 
properties. 2. Real property utilization survey reports containing narrative and 
photographic information on whether or not specific properties are being used 
for their intended purposes. 3. Contractor's statement of contingent or other 
fees (SF 119 or equivalent statement) filed separately from the case file and 
maintained for enforcement or report purposes. 4. Administrative claims for money 
or property determined to be due to the United States for which the Government 
is entitled to additional time to initiate legal action. 5. Certain records relating to 
official passports (registers and lists of agency personnel with official passports; 
applications and issuance files for official passports) 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered Yes 

by this item currently exist in 

electronic format(s) other than e

mail and word processing? 


Do any of the records covered Yes 

by this item exist as structured 

electronic data? 


GRS or Superseded Authority GRS 3-16 

Citation 
 GRS 6-1 Ob(2)(b). 

GRS 9-5a 
GRS 9-5c 
NC1-22-78-1, Item 09b CONT-410 
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4 

4.1 

4.1.1 

N 1-049-90-01 , Items 4/5b and 4/5c 
N1-057-08-06, Item 1001-02 
N1-057-11-01, Items 303-0Ba, 303-08c, and 303..08d 

Disposition Instruction 

Cutoff Instruction Cut off when the object or subject the records ' 
refer to is removed/discontinued (e.g. register/list 
superseded, ID expired, account closed, property 
sold, etc.). See specific bureau/office instructions for 
individual cases. 

Retention Period Destroy when no longer needed 

Additional Information 

GAO Approval Required and Received 

l_nformation Technology 
These records document the Department's creation, management, and use 
of IT systems and applications to automate office functions, whether strictly 
administrative or not. Such records include system design and implementation, 
change·management, technological specifications, system security files, 
maintenance and monitoring records, system documentation, risk management, 
and all related forms C?nd documents for managing electronic systems. This item 
DOES NOT cover the record copy of data within a system or application; these 
records should be filed according to their records value, regardless of media. 

Short-term Information Technology Files 
These records encompass IT files described above that are not needed extended 
retention. Records are characterized by being necessary for day-to-day operations 
but not long-term justification of the bureau/office's activities. This typically includes 
all records necessary for the management of a specific system or application, or 
a related group of the same (e.g. a server). Broad management of IT resources 
generally requires longer preservation and should be filed under 0016, below. This 
item provides an exception for many GRS items of 3 years temporary retention or 
lower, unified under a single retention to increase accuracy and consistency of use 
by records custodians, .and for ease of management in the Department's electronic 
records management system(s). 

System Maintenance and Use Files 

Disposition Authority Number DAA-0048-2013-0001-0013 

These records include: • Error reports, ticklers, system operation reports • Tests 
and reports of system performance • Input files, work files, valid transaction files 
• System usage monitoring files (log-in, password files, audit trail, cost-back files, 
etc.) • System backups • Inventories of IT assets and equipment • User IDs, 
profiles, authorizations, etc. • Computer Security Incident handling, reporting, and 
follow-up records • Workload schedules, run reports, schedules of maintenance 
and support activities • Problem reports and related decision documents relating 
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to software infrastructure of an individual system • Help desk and customer 
assistance files, including logs; problem response, monitoring and clearance This 
item provides an exception for many GRS items of 3 years temporary retention or 
lower, unified u,nder a single item to increase accuracy and consistency of use by 
records custodians, and for ease of management in the Department's electronic 
records management system(s). · 

Final Dispos.ition Temporary 

Item Status Active 

Is this item media neutral? Yes 

Do any of the records covered Yes 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

Do any of the records covered Yes 
by this item exist as structured 
electronic data? 

GRS or Superseded Authority GRS 2-22a 
Citation GRS 20-1a 

GRS 20-1b 
GRS 20-1c 
GRS 20-2b 
GRS 20-2c 
GRS 20-2d 
GRS 20-8a 
GRS 20-8b 
GRS 24-2 
GRS 24-3a 
GRS 24-3b2 
GRS 24-4a1 
GRS 24-4a2 
GRS 24-4b1 
GRS 24-6b 
GRS 24-7 
GRS 24-8a 
GRS 24-8b 
GRS 24-8c 
GRS 24-10a 
GRS 24-10b 
GRS 24-11c 
N1-048-07-04, items 7102.9b, 7103.9b, 7104.9b, 
71 05.9b, 71 06.9b, 7107 .9b, 7108.2, 7108.3, 7108.5 
N 1-048-08-01, Items 3112 and 3115 
N1-048-08-03, Items 7551.2, 7551.3, 7552.2, and 
7553.2 
N1-048-10-01, Items 6.1.8, 6.1.9, and 6.1.10 
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N1-048-11~03, Items 1409.1 and 1409.2 
NC1-49-85-2, Item 12/3b 
N1-49-96-6, Items 20/16, 20/19, 20/20d, 20/20g, 
20/51 
N1-49-99-2, Items 18/34b, 18/34d, 18/34e, 18/34f, 
18/34j 
Nf-49-00-4, Items 18/35a(2), 18/35b, 18/35c(2), and 
18/35d 
N1-057-02-03, Item 503-01 b 
N1-057-08-01, Items 202-01c, 301-01e, 413-01a, and 
413-01 c1 
N1-079-0B-B, Item 9D 
N1-115-94-.:1, Items IRM~e:oo, IRM-7.10, and 
IRM:-7.20 

Disposition Instruction 

Cutoff Instruction 	 Cut off when superseded or obsolete. See records 
manual for specific criteria that may determine when 
a record is obsolete or superseded. 

Retention Period 	 Destroy no lafer than 3year(s) after cut-off. 

Additional Information 

GAO Approval 	 Required and Received 

System Planning, Design, and Documentation 

Disposition Authority Number DAA-0048-2013-0001-0014 

These records include: • Data system specifications, codebooks, record layouts, 
user guides, output specifications, and final reports • System security plans 
and disaster recovery plans • Documents identifying IT risks and analyzing . 
their impact, risk measurements and assessments, actions to mitigate risks, 
implementation of a risk action plan, service test plans, and test files/data • 
Agreements formalizing performance criteria for quantity and quality of service, 
including responsibilities, response times and volumes, charging, integrity 
guarantees, and nqn-disclosure agreements • Managing third-party services, 
including control measures for reviewing and monitoring contracts and procedures 
for determining their effectiveness and compliance • IT management and service 
operations documents for identifying and allocating charges and tracking payments 
for computer usage, data processing, and other IT services (EXCLUDING the 
agency's cost accounting system) • Data and reports on implementation of a 
system or application • Resource and demand management for a system • 
Documents identifying, requesting, and analyzing possible changes, authorizing 
changes, and documenting changes • Documentation of software distribution 
and version management Note that system documentation concerning electronic 
systems of Permanent retention are not covered by this item, and should continue 
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to follow GRS 20-11 a2, requiring that they be transferred with the associated· 
permanent electronic records. This item provides an exception for many GRS 
items of 3 years temporary retention or lower, unified under a single item to 
increase accuracy and consistency of use by records custodians; and for ease of 
management in the Department's electronic records management system(s). 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered Yes 
by this item currently exist in 
electronic format(s) other than e-
mail and word processing? 

Do any of the records covered Yes 
by this item exist as structured 
electronic data? 

GRS or Superseded Authority 	 GRS 20-11 a1 
Citation 	 GRS 24-3b1 

GRS 24-5a 
GRS 24-5b 
GRS 24-9a 
GRS 24-9b 
GRS 24-9c 
GRS 24-11a 
N1-048-07-04, items 7101.10, 7102.9c (a), 7103.9c 
(a), 71 04.9c. (a), 71 05.9c (a), 71 06.9c (a), 7107 .9c 
(a), 7108.1, 7108.6, and 7108.7 
N 1-048-08-01, Items 3110 and 3111 
NC1-49-85-2, Item 12/3a 
N1-49-96-6, Item 20/18a 
N1-49-99-2, Items 18/34g, 18/34h, and 18/34i 
N1-057-08-01, Item 413-01d 

Disposition Instruction 

Cutoff Instruction 	 Cut off when superseded by a newer version or upon · 
termination of the system. 

Retention Period 	 Destroy 3 year(s) after cut-off. 

Additional Information 

GAO Approval 	 Not Required 

Long-term Information Technology Records 

Disposition Authority Number DAA-0048-2013-0001-0015 
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This disposition applies to records maintained for overall management of an 
IT program. These records differ from those referenced in 0013-0015 above 
by being concerned with the management, planning, and implementation of 
all systems and applicationsthat an agency, bureau, or office uses. Records 

· include: • IT acquisition and manageme1nt ·Developing and maintaining-IT 
architecture • Promoting the efficient design and operation of major in'formation 
resources management processes • Monitoring and performance of IT programs 
• Development of knowledge and skills for IT staff These records are typically 
created and maintained by the Chief Information Officer (CIO) and reporting 
program offices, such as IT capital investments, enterprise architecture, CIO 
committee files, and related/supporting documents. This item applies to the 
records of the Departmental CIO as well as those of deputy and subordinate CIOs 
(currently referred to as Assistant Directors of Information Resources, or ADIRs) 
at the bureau or program office level. This item provides an exception for several 
GRS items of 7 years temporary retention or lovyer, unified under a single retention 
to .increase accuracy and consistency of use by records ·custodians, and for ease 
of management in the Department's electronic records management system(s). 

Final Disposition Temporary 

Item Status Active · 

Is this item media neutral? Yes 

Do any of the records covered Yes · 
by this item currently exist in 
electronic format(s) other than e-
mail and word processing? 

.Do any of the records covered Yes 
by this item exist as structured 
electronic data? 

GRS or Superseded Authority GRS 24-1 a 
Citation GRS 24-1 b 

GRS 24-6a 
GRS 24-11b 
GRS 27-1 
GRS 27-2 
GRS 27-3 
GRS 27-4 

· GRS 27-5 
GRS 27-6 
N1-048-06-08, Items 4307.a, 4307.b, 4307.c, and 
4307.d 
N1-048-08-01, Items 3101.2, 3103,3104.1,3105, 
3107,3108,3109.2, and 3113 
N1-048-10-01, Items 6.1.1, 6.1.2, 6.1.3, 6.1.4, 6.1.11, 
6.2.1, and 6.4 
N1-49-96-6, Item 20/18b 
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Disposition Instruction 

Cutoff Instruction 

Retention Period 

Additional Information 

GAO Approval 

Records Schedule: DAA..()048·2013-0001 

N 1-49-99-2, Item 18/34c 
N1-115-94-1, Items IRM-1.10, IRM-2.00, IRM-3.00, 
IRM-4.00, and IRM-5.00 
N1-473-12-1, Items 10, 1P, 1Q, 1R, 18, and 1T 
N1-589-12-1, items 10, 1P, 1Q, 1R, 18, and 1T 

Cut off record as instructed in the agency/bureau 
records manual, or at end of fiscal year in Which files 
are created if no unique cut-off is specified. 

Destroy 7 year(s) after cut-'off 

Not Required 
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Agency Certification 

I hereby certify that I am authorized to act for this agency in matters pertaining to tl:le disposition of its records and that the records 
proposed for disposal in this schedule are not now needed for the business of the agency or will not be needed after the retention 
periods specified. -. 

Signatory Information 

Date Action By 	 Title Organization 

11/14/2012 Certify David Alspach 	 Records Officer DOl Office of the Secretary - _ 
Office Of the Secret Records Group 048 
ary 

03/04/2013 Return for Revisio Valerie Terray - Archives Specialist National Archives and 
n Records Administration 

- Records Management 
Services 

04/01/2013 Submit For Certific John Langsdorf Records Manageme Office of the Secretary 
ation nt Specialist - National Business 

Center 1MB 

04/02/2013 Certify David Alspach 	 Records Officer DOl Office of the Secretary 
Office Of the Secret Records Group 048 
ary 

04/11/2013 Return for Revisio Valerie Terray Archives Specialist National Archives and 
n Records Administration 

- - Records Management 
Services 

05/15/2013 Submit For Certific John Langsdorf Records Manageme Office of the Secretary 
ation nt Specialist - National Business 

Center 1MB 

05/15/2013 Certify David Alspach 	 Records Officer DOl Office of the Secretary 
Office Of the Secret Records Group 048 
ary 

06/19/2013 Return for Revisio Valerie Terray Archives Specialist National Archives and 
n Records Administration 

- Records Management 
Services 

06/27/2013 Submit For Certific David Alspach Records Officer DOl Office of the Secretary
ation Office Of the Secret Records Group 048 

ary 

06/27/2013 Certify Edwin McCeney Departmental Recor Office of the Secretary 
ds Manager - Office of the Chief 

Information Officer 
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10/29/2013 	 Return for Revisio 
n 

11/07/2013 	 Submit For Certific 
ation 

11/14/2013 	 Certify 

11/21/2013 	 Return for Revisio 
n 

12/23/2013 	 Submit !=or Certific 
ation 

12/23/2013 	 Certify 

. 01/02/2014 	 Return for Revisio 
n 

01/03/2014 Submit For Certific 
ation 

01/15/2014 	 Certify 

-

01/30/2014 Return for Revisio 
n 

02/18/2014 Submit For Certific 
ation 

02/18/2014 	 Certify 

Valerie Terray 

John Langsdorf 

Edwin McCeney 

Valerie Terray 

John Langsdorf 

Edwin McCeney 

Valerie Terray 

John Langsdorf 

David Alspach 

Valerie Terray 

John Langsdorf 

David Alspach 

Records Schedule: DAA-0048-2013-0001 

Archives Specialist National Archives and 
Records Administration 
- Records Management 
Services 

Records Manageme Office of the Secretary 
nt Specialist - National Business 

Center 1MB 

Departmental Recor Office of the Secretary 
ds Manager - Office of the Chief 

Information Officer 

Archives Specialist National Archives and 
Records Administration 
- Records Management 
Services 

Records Manageme Office of the Secretary 
nt Specialist - National Business 

Center 1MB 

Departmental Recor Office of the Secretary 
ds Manager - Office of the Chief 

Information Officer 

Archives Specialist National Archives and 
Records Administration 

. - Records -Management 
Services 

Records Manageme Office of the Secretary 
nt Specialist - National Business 

Center 1MB 

Records Officer DOl Office of the Secretary 
Office Of the Secret Records Group 048 
ary 

Archives Specialist National Archives and 
Records Administration 

~, 
- Records Management 
Services 

Records Manageme Office of the Secretary 
nt Specialist - National Business 

Center 1MB 

Records Officer DOl Office of the Secretary 
Office Of the Secret Records Group 048 
.ary 
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03/05/2014 	 Return for Revisio 
n 

03/26/2014 · Submit For Certific 
ation 

03/28/2014 	 Certify 

05/13/2014 	 Return for Revisio 
n 

05/19/2014 	 Submit For Certific 
ation 

05/19/2014 	 Certify 

06/17/2014 	 Submit for Concur 
renee 

06/18/2014 	 Concur 

06/18/2014 	 Concur 

06/19/2014 	 Approve 

Valerie Terray 

John. Langsdorf 

David Alspach 

Valerie Terray 

John Langsdorf 

David Alspach 

Valerie Terray 

Laurence 
Brewer 

Laurence 
Brewer 

David Ferriera 

Records Schedule: DAA-0048·2013-0001 

Archives Specialist 	 National Archives and 
Records Administration 
- Records Management 
Services 

Records Manageme Office{of the Secretary 
nt Specialist - National Business 

Center 1MB 

Records Officer DOl Office of the Secretary 
Office Of the Secret Records Group 048 · 
ary 

· Archives Specialist 	 National Archives and 
Records Administration 
- Records Management 
Services 

Records Manageme Office of the Secretary 
nt Specialist - National Business 

Center 1MB 

Records Officer DOl Office of the Secretary 
Office Of the Secret Records Group 048 
ary 

Archives Specialist 	 National Archives and 
Records Administration 
- Records Management 
Services 

Director, National R National Archives and 
ecords Management Records Administration 
Program - National Records 

Management Program 

Director, National R National Archives and 
ecords Management Records Administration 
Program - National Records 

Management Program 

Archivist' of the Unite Office of the Archivist 
d States 	 Office of the Archivist 
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Introduction to the DOl Departmental Records Schedtde {DRS) 

The U. S. Department of the Interior (DOl), Record Group 048, protects and manages the 
Nation's natural resources and cultural heritage; provides scientific and other information about 
those resources; and honors its trust responsibilities or special commitments to American 
Indians, Alaska Natives, and affiliated island communities. In accomplishing this mission, DOl 
records these activities, maintaining adequate and proper documentation of Department policies 
and transactions, through its comprehensive records management program. DOl serves its 
customers in the four broad areas of recreational uses, commercial uses, community services, and 
science for decision making. This service is reflected in the Department's Strategic Plan (20 11
16), which identifies the following five mission areas: 

1. 	 Provide Natural and Cultural Resource Protection and Experiences 
2. 	 Sustainably Manage Energy, Water, and Natural Resources 
3. 	 Advance Government-to-Government Relationships with Indian Nations and Honor 

Commitments to Insular Areas 
4. 	 Provide a Scientific Foundation for Decision Making 
5. 	 Building a 21st Century Department ofthe Interior. 

Department Organization: 

The Department is guided by the Office of the Secretary (048) and includes the following 

Bureaus: 


• 	 Bureau of Indian Affairs (075) 
• 	 Bureau of Land Management (049) 
• 	 Bureau of Ocean Energy Management (589) 
• 	 Bureau ofReclamation (115) 
• 	 Bureau of Safety and Environmental Enforcement (473) . 
• 	 Fish and Wildlife Service (022) 
• 	 National Park Service (079) 
• 	 Office of Surface Mining, Reclamation, and Enforcement (471) 
• 	 US Geological Survey (057) 

For a high-level departmental organizational chart, visit: 

http://www.doi.gov/whoweare/orgchart.cfm. 


· Methodology: 
The Department culled the Lines of Business applicable to its mission and operations; then added 
relevant categories from the Department's Strategic Plan and the Office of Budget's Accounting 

. Business Codes. The resulting Lines of Business were then divided among the categories of 
policy, mission, legal, and administrative buckets. Each bureau was asked to map the existing 
records retention schedules to the Department's Lines of Business, which are listed below. The 
crosswalks showing this work are attached .. 
I. Provide Natural and Cultural Resource Protection and Experiences 

a. Cultural and Heritage 
b. Disaster Management 
c. Economic Development 
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d. Recreation 
e. Wilderness Management 
f. Wildland Fire 

II. Sustainably Manage Energy, Water; and Natural Resources 
a. Biological Resources 
b. Energy 
c. Land Management Planning, Environmental Management, Land Conservation; and 
NEPA 
d. Land Use 
e. Marine Consezyation 
f. Minerals 
g. Water 

ill. Advance Government-to-Government Relationships with Indian Nations and Honor 
Commitments to Insular Affairs 

a. Indian Trust 
b. International and Insular Affairs 
c. Tribal Government 

IV. Provide a Scientific Foundation for Decision Making 
a. General Science · ' 

V. Building a 21st Century Department of Interior 
a. Community and Social Services 
b. Education 
c. Geospatial Services 
d. Public Affairs 
e. Public Health and Safety 
f. Technology Development and Transfer 
g. Transportation 
h. Use Authorization. 

This move to a department schedule, from individual bureau schedules, moves Record Groups 
022 (FWS), 049 (BLM), 057 (USGS), 075 (BIA), 079 (NPS), 115 (BOR), 471 (OSMRE), 473 
(BSEE), and 589 (BOEMRE) to 048. All FRC, Annual Move, and Direct Offer interactions with 
NARA will continue to be broken out according to the assigned Record Group number for the 
creating agency. The underlying authority for each interaction will be the approved DRS 
authority established by this schedule. 

this disposal authority will only apply on a "day-forward" basis from date of approval, and does 
not require retroactive changes to existing accessions at the FRCs. 

Automation: 

2 
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As part of the DOis comprehensive records management program, DOl developed the eMail 
Enterprise Records and Document Management System (eERDMS) program with the objective 
of providing the Department with a single cohesive integrated records and information 
governance platform, which directly supports M-12-18, the Presidential Directive on Records 
Management. The eERDMS program is designed to support and manage Departmental records, 
including email, documents, and related content information, independently, fixed or 
mobile. eERDMS consists of four major systems brought together to support records, content 
management, case ma~agement, forms management, and dash-boarding capabilities. Migrating 
DOl to the Departmental Records Schedule described above will enable a smoother and more 
consistent implementation of eERDMS. 

Note Regarding BIA, OST, and OHA Administrative Records 
For the Bureau of Indian Affairs (BIA) and Office of the Special Trustee for American Indians 
(OST), records specific to the Indian Fiduciary Trust Responsibility and/or mission specific 
records will be scheduled separately. The Department's Administrative Bucket Schedule will 
not be used to manage these records. 

Similarly, records in the Office of Hearings and Appeals (OHA) identified in this records 
schedule are purely administrative and do not document or support decisions or case material in 
a substantive way. 

Note Regarding.Other GRS Items 
Although the following schedule supersedes a large number of existing GRS and rton-GRS 
administrative records schedules, there are many that are not affected. In some cases, existing 
schedules are obsolete, either due to age or because they address records ot handling practices 
that are no longer accurate. However, there are many GRS items that remain active and in use, 
either due to exceptionally short retention times that can be utilized without change, or because 
laws or regulations prevent altering their disposition. This includes: 
GRS 1-la GRS 1-23b(4) GRS 12-1 
GRS 1-1b GRS 1-33i GRS 12-3a 
GRS 1.-4a GRS 2-lb GRS 12-3b 
GRS 1-4b(3) GRS 2-2 GRS 12-6b 
GRS 1-12d GRS 2-6a GRS 12-6c 
GRS 1-21a(l) GRS 2-14a GRS 12-6f 
GRS 1-21a(2) GRS 2-14b GRS 13-4a 
GRS 1-23a(1) GRS 2-14c GRS 13-4b 
GRS 1-23a(2) GRS 2-23b GRS 14-1 
GRS 1-23a(3)(a) GRS 3-1a GRS 14-2 
GRS 1-23a(3)(b) GRS 3-1b GRS 14-5 
GRS 1-23a(4) GRS 3-5d GRS 14-23 
GRS 1-23a(5) GRS 3-8b GRS 14-36a 
GRS 1-23b(1) GRS 4-4 GRS 17-1 
GRS 1-23b(2)(a) GRS 6-10b(2)(a) GRS 17-5 
GRS 1-23b(2)(b) GRS 8-7b(1) GRS 18-18 
GRS 1-23b(3) GRS 8-7b(2) GRS 18-25a 
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GRS 20-11a(2) GRS 23-7 GRS 25-4 
GRS 20-12b GRS 24-13a(l) GRS 25-5a 
GRS 21-6 GRS 24-13a(2) GRS 25-5b 
GRS 21-7 GRS 24-13b GRS 26-6a 
GRS 21-11 GRS 25-1a GRS 25-6b 
GRS 21-16 GRS 25-1b GRS 25-7a 
GRS 21-18 GRS 25-2a(l) GRS l5·1b 
GRS 21-22 GRS 25-2a(2) GRS 25-8a 
GRS 21-23 GRS 25-2b(l) GRS 25-8b 
GRS 21-24 GRS 25-2b(2) GRS 25-9 
GRS 21-26 GRS 25-2c(1) 
GRS 23-6a GRS 25-3 

Additionally, several GRS items are planned for integration with other Departmental Records 
Schedules, and are not included in the following schedule. This includes: 
GRS 1-25a GRS 1-25h(2) GRS l0-11a 
GRS 1-25d(l) GRS 1-25h(3) GRS 18-14b 
GRS 1-25d(2) GRS 1-25h(4) GRS 18-24a 
GRS 1-25f GRS 1-27b GRS 18-24b 
GRS 1-25g GRS 1-30a GRS 26-2a 
GRS 1-25h(l) GRS 1-30b 

4 



Department of the Interior ~ Department Records Schedule 1 - Administrative 
DAA-0048-20 13-0001 

Schedule 1- Administrative Records 
The records in the administrative schedule document routine operations and administrative 
management functions carried out across the Departtnertt of the Interior that support govemment 
business, but do not directly document the performance of the agency's mission.Admirtistrative 
records relate to common agency-wide functions such as: budget and firran:ce, routine 
communications, informatiol). technology and services, payroll and benefits, petsonnei, 
procurement and supply, facilities management, and travel. 

This schedule does not distinguish between types of media and should be considered media 
neutral. Many administrative functions throughout the Department are conducted in both hard 
copy (paper) and electronic form, though increasingly offices are moving to the convenience of 
electronic records for administration. Though the retention does not differ, cut off and handling 
instructions may differ for records in other media than paper. 

Overview ofDepartmentaLRecords Schedule IDRS)l: 

1.1- Administration 


1.1A- [000 1] ShorHerm Administration Records 

1.1B - [0002] Long-term Administration Records 

1.1 C ~ [0003] Administration Records of Specific Temporary Value 


1.2 Human Resources Management 

1.2A ~ [0004] Short-term Human Resources Records 

1.2B- [0005] Long-term Human Resources Records 

1.2C Retirement and Payroll Records Warra.nting Extended Preservation 


1.2C 1 - [0006] Retirement Records 

1.2C2 - [0007] Payroll System Data 

1.2C3 - [0008] Other Long-term Records 


1.2D- [0009] Human Resources Records of Specific Temporary Value 

1.3 Financial and Acquisition Management 


1.3A - [00 1 0] Short-term Financial and Acquisition Records 

1.3B - [00 11] Long-term Financial and Acquisition Records 

1.3C- [0012] Financial and Acquisition Records of Specific Temporary Value 


1.4 Information Technology 

1.4A - Short-term Information Technology Records 


1.4A1 - [0013] System Maintenance and Use Records 

1.4A2 - [00 14] System Planning, Design, and Documentation 


1.4B- [0015] Long-term Information Technology Records 
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1.1- Administration 
This item provides disposition authority for all DOl activities devoted to the day-to-day 
management and maintenance of internal operations that are not associated with human 
resources/payroll, financial accounting and procurement, or information technology. These 
records cover a broad range of administrative functions which manage and support a program 
office, including: routine office/housekeeping files; motor vehicle/fleet management; space and 
facilities management records; communications; printing, binding and duplication functions; 
information management (including FOIA, Privacy Act, and Records Management); 
administrative management; routine/draft photographs, cartographic records, and 
architectural/engineering drawings; audiovisual records; certain temporary.commission records; 
and certain routine se9urity and protective services records. 

A. 	 [0001] Short-term Administration Records 
These records encompass administrative functions described above that are produced and 
maintained in the course of routine business, and do not reflect government business that is 
subject to additional preservation. Records in this item often provide input into more valuable 
administrative records, either as supporting documentation or as a submission for a more 
comprehensive record. Records are characterized by being necessary for day-to ..day 
operations but not long-term justification ofthe office's activities. 

There are numerous records covered under this item, and compiling an exhaustive list would 
not be possible. Offices are responsible for creating a detailed file plan or similar document 
to note all records they create and maintain, including records in this category, and must 
work with their Responsible Records Officer to ensure that all records a.re appropriately 
identified and accounted for. The following list is a broad overview of the records covered by 
this item, with specific details included where possible, but it should not be considered a 
complete and exclusive listing of all pertinent documents. 

Routine Administration Files include: 
1. 	 Correspondence and subject files pertaining to the administration and operation of an 

administrative program (space and maintenance; motor vehicle maintenance/operations; 
communications; printing/binding/duplication; information services; administrative 
management; security and protective services; and temporary commissions) which do not 
set policy or document mission-specific actions. . 

2. 	 Records pertaining to the routine management, maintenance, and day-to-day operation of 
motor vehicles and aircraft used by agencies, except as identified by 0002 or in the DRS 
Mission Bucket Schedule. This includes maintenance records relating to service and 
repair; motor vehicle ledger and worksheets providing cost and expense data; reports on 
motor vehicles (other than accident, operating, and maintenance reports), including SF 
82, Agency Report of Motor Vehicle Data; records relating to individual employee 
operation of Government-owned vehicles (driver tests, authorization to use, safe driving 
awards, and similar); and records that pertain to the day-to-day operation of aircraft 

. operated by Federal agencies (documenting departures, takeoffs, and destinations, 
passengers on board, requests for flights, flight orders, aircraft flight logs, flight plans, 
and similar records). (Note that certain records of the Office of Wildland Fire 
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Coordination, the Office of Aviation Services, Fish and Wildlife Service, and the Bureau 
of Land Management are not covered under this item; see the DRS Mission Bucket 
Schedule for additional information) 

3. 	 Records relating to space and maintenance (acquisition, allocation, utilization, 
assignment, reports, and other forms/documentation). This includes agency reports to the 
GSA; correspondence/reports to staff agencies relating to agency space holdings and 
requirements; and credentials files {receipts, indexes, listings, and accountable records). 
This item does not cover: (a) rec'ords. that are an integral part of accountable officers' 
accounts (0010 and 0011); (b) records ofprocurement and supply (0010 and 0011); (c) 
actual identification credentials (cards, badges, permits, photographs, etc.; see 0003); or 
(d) requests for building and equipment maintenance (see 0003). 

4.' 	 Records documenting communication functions for an office, such as 
telecommunications, messenger service, package and mail delivery and other 
mail/communications administration. Specific records include telecommunications 
equipment requests and telephone service; statistical reports of cost, work performed, and 
volume; reference copies of vouchers, bills, and invoices; records of installation, change, 
removal, and servicing of equipment; copies of agreements for telecommunications 
services; telephone use records; management of incoming and outgoing registered mail . 
pouches, or of registered, certified, insured, overnight, express, and special delivery mail 
including receipts and return receipts; report of loss, rifling, delayed or late delivery, 
wrong delivery, or other improper treatment of mail; records of receipt and routing of 
incoming and outgoing mail and items handled by private delivery companies; records 
relating to checks, cash, stamps, money orders, or any other valuables remitted to the 
agency by mail; and correspondence, memoranda, directives, and guides relating to the 
administration of mail room operations. This item does NOT include Metered Mail (see 
0002) 

5. 	 Records relating to printing, binding, duplication, and distribution such as re·quests fat 
service, control, production, distribution of individual projects; report files, and other 
supporting records. These records pertain to the accomplishment ofthe job, containing 
requisitions, bills, samples, manuscript clearances, and related documents. This item d·oes 
not cover (a) the record copy of printed materials; (b) records retained by agencies for 
onsite audit and agency copies which are part of the accountable officers' accounts (see 
0010 and 0011 ); (c) records relating to services obtained outside the agency; and (d) 
records that reflect agency programs, rather than administrative management functions. 

6. 	 Records pertaining to information services (but not information technology or systems 
administration) and relations with requests for information from the public. This includes 
Freedom of Information Act records (request files, recurring reports' and one-time 
information requirements, and general agency implementation of the FOIA); Privacy Act 
records (request files, recurr'ing/one-time reports, and agency implementation; Mandatory 

· Review for Declassification files (request files, reports on agency implementation of the 
current Executive order on classified national security information, and other general 
agency implementation); and information service project case files. This item does not 
include FOIA, Privacy Act, or Mandatory Declassification Requests that warrant long
term preservation (when a request is denied, and any appealed requests), Privacy Act 
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amendment case files, or any documents concerning the erroneous release of government 
records. 

7. 	 Records relating to administrative management activities, excluding personnel records, 
budget, and accounting, which are covered elsewhere (see 0004-0011). Included are 
management control records for routine operations of a program (reports and assurance 
statements created below the agency level, procedures and guidance files, risk analyses, 
control plans, and tracking files); records management activities limited to SF 115s 
Request for Records Disposition Authority (or similar record), records holdings files, and 
other routine correspondence; project and report control files; and records documenting 
the processing of Federal Register Notices. 

8. 	 Security and protective services records including local copies of investigative files that 
are sent to other offices or agencies, and investigative files too minor to warrant such 
treatment 

9. 	 Classified information accounting and control records (including forms, ledgers, and 
registers) documenting the presence, receipt, issuance, and destruction of classified 
documents; requests and authorizations for individuals to access classifies files. fhis item 

· does not coverthe aforementioned records as they might pertain to Top Secret material 
(see 0002 and 0003). , 

10. Facilities security and protective services, including: reports of surveys/inspections of 
Government-owned facilities to ensure adequacy of protective and preventive measures 
taken against hazards of fire, explosion, and accide.nts, and to safeguard information and 
facilities against sabotage and unauthorized entry; investigative files of fires, explosions, 
and accidents submitted for review and filing in other agencies or organizational 
elements; reports concerning occurrences of such a minor nature that they are settled 
locally without referral to other organizational elements; files relating to guard · 

·assignments and strength (including requirements for posts); guard force security checks; 
guard service control files documenting regular rounds, interruptions, and tests; reports 
and ledger records ofpolice arrests, cars ticketed, and contact with outside police; files 
relating to accountability for personal property lost or stolen; files relating to 
accountability for keys issued for areas under maximum security; logs used to record 
names of outside contractors, service personnel, visitors, employees admitted to areas, 
and reports on automobiles and passengers for areas NOt under maximum Security; 

11. Case files documenting the processing of investigations on Federal employees or 
applicants for Federal employment, whether or not a security clearance is granted. 

12. Emergency operations files, including case files accumulated by offices responsible for 
the preparation and issuance of plans and directives, including a copy of each 
plan/directive issued, and any related background documents. Also included are files 
concerning emergency operations tests conducted under agency plans. This item DOES 
NOT cover the official record copy of each emergency plan or directive or consolidated 
and comprehensive reports of emergency operations tests (see DRS Policy Bucket 
Schedule, DAA-0048-20 13-0008). 

13. Audiovisual and related records created by or for the Department for administrative 
purposes, and routine events or activities not mission-related. Audiovisual records 
include all forms ofsuch media, including still and motion picture photography, graphic 
materials, and sound and video recordings. Related documentation includes (1) 
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production files or other files documenting the creation, justification, ownership, and 
rights to the records and (2) finding aids used to identify or access the records. 

14. Files that relate to day-to-day Commission activities for temporary commissions, boards, 
councils and committees (including continuing entities governed by renewable charters 
such as agency advisory committees), including correspondence, reference and working 
files of Commission staff, copies of committee records (agendas, meeting minutes, final 
reports) not maintained by the sponsor or Secretariat. 

15. Schedules of daily activities, EXCLUDING records relating to the official activities of 
high Government officials (see the DRS Policy Bucket Schedule~ DAA-0048-2013-0008) 
and other records accumulated by individual offices that relate to the internal 
administration or housekeeping activities of the office rather than the functions for which 
the office exists. 

This item provides an exception for many GRS items of 3 years temporary retention or 
lower, unified under a single retention to increase accuracy and consistency of use by records 
custodians, and for ease of management in the Department's electronic records management 
system(s). 

Exceptions to the GRS include: 
GRS 10-1 GRS 13-2a GRS 16-14b 
GRS 10-2b GRS 13-2b GRS 16-14c 
GRS 10-3 GRS 13-3 GRS 16-14d 
GRS 10-4 GRS 13-6 GRS 16-14e 
GRS 10~7 GRS 14-4 GRS 18-1 
GRS 10-9 GRS 14-11al GRS 18M2 
GRS 11-1 GRS 14-lla2a GRS 18-3 
GRS 11-2a GRS 14-14 GRS 18-4 
GRS 11-2b1 GRS 14-15 GRS 18-6 
GRS 11-2b2 GRS 14-2lal GRS 18-8 
GRS 12-2a GRS 14-2la2a GRS 18-9 
GRS 12-2b GRS 14-25 GRS 18-11 
GRS 12-2c GRS 14-26 GRS 18-13a 
GRS 12-2dl GRS 14-3la1 GRS 18-13b 
GRS 12-2d2 GRS 14-3la2a GRS 18-14a 
GRS 12-2e GRS 14-34 GRS 18-14c 
GRS 12-4 GRS 14-35 GRS 18~15a 
GRS 12-5a GRS 16-2a1 GRS 18-15b 
GRS 12-5b GRS 16-2b GRS 18-16a 
GRS 12-5c GRS 16-4a GRS 18-17b 
GRS 12-6a GRS 16-4b GRS 18-18a 
GRS 12-6d GRS 16-5 GRS 18-19b 
GRS 12-6e GRS 16-6 GRS 18-19c 
GRS 12-6g GRS 16-13a GRS 18-20a 
GRS 12-8 GRS 16-13b GRS 18-20b 
GRS 13-1 GRS 16-14a GRS 18-21 
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GRS 18·22a GRS 21-5 GRS 21·20 
GRS 18-26 GRS 21-9 GRS 23·1 
GRS 18-27 GRS 21-12 GRS 23-5a 
GRS 18-28 GRS 21-14 GRS 26-2b 
GRS 21-1 GRS 21-17 GRS 26-3 
GRS 21-3 GRS 21-19 GRS 27-7 

Disposition: Temporary. Cut off record as instructed in the agency/bureau records manual, or 
at the end of the fiscal year in which the record is created if no unique cut-off is specified. 
Destroy 3 years after cut-off. · 

B. 	 [0002] Long-terin Administration Records 
This disposition applies to administrative records that require additional retention, generally 
to conform to preservation standards in specific regulations, policies, or other legal/statutory 
requirements. These records may be more comprehensive and complete records, involve 
interaction with the public in a manner that necessitates longer protections, or support a 
financial obligation (though these are most frequently covered by 0011). 

Though records in this category are more specific than those identified under 0001, it is still a 
broad group of documents, and an exhaustive list may not be feasible. if not addressed 
below, offices must coordinate with their Bureau Records Officer to determine if this item is 
appropriate, ·and include such records under their office file plan, or similar documentation. 

Specific records under this category include: 
1. 	 Records relating to motor vehicle or aircraft accidents, maintained by transportation 

offices; records relating to transfer, sale, donation, or exchange of vehicles; records that 
document logistical support relating to flying activities, such as furnishing Supplies, 
equipment, administrative assistance, and other needed logistics services; comments on 
regulations, directives or other publications that relate to logistics matters; records 
relating general maintenance activities, modifications, or improvements designed to meet 
programmed requirements; records on specific aircraft, including logbooks, aircraft 
engine records, inspection and maintenance records, preventive maintenance inspections, 
diagnostic checkouts, spot check inspections, modifications/alterations, and maintenance 
requests. 

2. 	 Official metered mail reports and all related papers. 
3. 	 Records pertaining to information services (but not information technology or systems 

administration) and information requests from the public. This includes Freedom of 
Information Act, Privacy Act, and Mandatory Review of Declassification requests when . 
the request is appealed and/or denied; files maintained for control purposes in responding 
to FOIA, Privacy Act, an(j Mandatory Review for Declassification requests; Privacy Act 
Amendment case files; and files regarding the erroneous release of personally identifiable 
information (when not associated with a specific individual's file). this DOES NOT 
include Privacy Act Accounting of Disclosure files or erroneous release files associated 
with a specific individual's records, which maintain their disposition as detailed in the 
General Records Schedule (GRS 14-23 and 14-36a). 
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4. 	 Records relating to particular administrative management activities, including general 
records management projects/activities not mentioned in·oo01, forms files (one record 
copy of each form created by an office with related instructions and documentation), 
feasibility studies conducted before the installation of any technology or equipment 
associated with information management, and Information Collection reviews and budget 
files. Note that this item does not cover audits or internal control reviews (see DRS 
Legal, Regulatory Compliance, and Enforcement Bucket Schedule- DAA~0048-.2014-
0001) program monitoring, orpolicies/directives (see DRS Policy Bucket Schedule~ 
DAA-0048~2013-0008). 

5. 	 Security and protective services records created by agencies to control and protect 
classified information, and to s,ecure government facilities, limited to: Top Secret 
accounting and control files; registers maintained at control points to account for Top 
Secret documents (including receipt, dispatch, or destruction of the documents); surveys 
and inspections of private facilities assigned security cognizance by the Department; 
registers or logs used to record names of outside contractors, service personnel, visitors, 
employees admitted to areas; and reports on automobiles and passengers for areas under 
maximum security. 

6. 	 Personnel identification and Passport photographs. 

This item provides an exception for several GRS items of 7 years temporary retention or 
lower, unified under a single retention to increase accuracy and consistency of use by records 
custodians, and for ease of management in the Department's electronic records management 
system(s). 

Exceptions to the GRS include: 
GRS 10-5 / GRS 14-2la GRS 16-2a2 
GRS 10-6 GRS 14-22a GRS 16-3a. 
GRS 10-10 GRS 14-22b GRS 16-7 
GRS 10-11b GRS 14-22c GRS 16-9 
GRS 10-12 GRS 14.:24a GRS 16~12 
GRS 10-13 GRS 14-24b GRS 18-5a 
GRS 12-7 GRS 14-31a3a GRS 18·10 
GRS 14-11a3a GRS 14-32a GRS 18-17a 
GRS 14-12a GRS 14-33a GRS 21-2 
GRS 14-13a GRS 14-33b 'GRS 26-4 
GRS 14-13b GRS 14-36b 

Note that program offices dedicated to control, oversight, and execution of an administrative 
function for the entire Department may have records which require a stronger retention than 
what is listed here. Consult your records liaison or Responsible Records Officer for 
additional information before applying this disposition for records pertinent to the 
Department as a whole. 
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Disposition: '!_'emporary. Cut off record as instructed in the agency/bureau records manual, or 
at end of fiscal year in which files are closed if no unique cut-off is specified. Destroy 7 years 
after cut-off. 

c.· 	[0003] Administration Records of Specific Temporary Value 
These records are necessary to provide accountability for a specific administrative function 
or functions, but are hot necessary immediately after fulfillment of that purpose, and often 
cannot be legally retained beyond that task or duty for any substantial length oftime.. Even 
when not required, preservation of such documents may weaken active records. 

Records that are filed under this category must be carefully identified and approved by a 
Bureau Records Officer for inclusion if they are not specifically referenced in thefollowing 
list. 

Records under this category include: 
1. · Current personnel credentials, building access, and property access files, including: 

receipts, indexes, listings, and accountable records for personnel credentials files; current 
building access files (key or code records, emergency call cards, employee identification 
cards, and lists or rosters showing current security clearance status of individuals); 
property pass files authorizing removal of property and materials; and files for 
accountability of keys issued (for areas NOT under maximum security) 

2. 	 Drawings oftempor1try relevance to facilities/space management, such as: architectural 
drawings of temporary structures or buildings not critical to a mission function; drawings 
of electrical, plumbing, heating, air conditioning, or other facilities systems; and floor 
plans indicating occupancy of a building 

3. 	 Inventories of federal records, library catalogs/finding aids, and other tracking and 
control records superseded by new versions 

4. 	 Security files for the protection of Top Secret and Classified documents, specifically: 
forms accompanying--documents to ensure continuing control/persons handling; ahd 
lists/forms used to records safe and padlockcombinations, names of individuals with 
access, instances of access to documents, and other data controlling access to document 
containers 

5. 	 Atms distribution sheets, charge records, and receipts 
6. 	 Records for internal agency committees unrelated to an agency's mission 
7. 	 Certain records created by advisory commissions/committees (more fully described in the 

DRS Policy Bucket Schedule), including: electronic version ofwebsites, 
design/management/operation ofwebsites, and duplicated commission records 

8. 	 Notices and issuances related to administrative functions (e.g., payroll, procurement, 
training, travel, etc.), including any substantive documents related to development of the 
. -	 I 
Issuance. 

Note that any security files involved in investigations must be retained in accordance with the 
investigation (see DRS Legal, Regulatory Compliance, and Enforcement Bucket Schedule). 
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Prior to destruction/deletion of non-duplicate commission records, NARA will review 

records and may identify portions that warrant permanent retention. 


Exceptions to the GRS include: 

GRS 11-4b GRS 17-10 GRS 18-23 
GRS 16-1a GRS 18-5b GRS 23-8 
GRS 16-1b GRS 18-7a GRS 26-Ia 
GRS 17-3 GRS 18-7b GRS 26-2cl 
GRS 17·4 GRS 18-12 GRS 26-2c2 
GRS 17-6 GRS 18-16b GRS 26-2c3 
GRS 17-8 GRS 18-19a 
GRS 17-9 GRS 18-19d 

Disposition: Temporary. Cut off at when the object or subject the records refer to is . 
removed/discontinued (e.g. commission terminated, registerilist superseded, temporary 
structures removed, etc.). See specific bureau/office instructions fot individual cases. Destroy 
when no longer heeded. 
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1.2_- Iiuman Resources Management 
This item provides disposition authority for all DOl activities associated with the recruitment and 
management ofpersonnel, except an employee's Official Personnel Folder, Individual Payroll 
Record, and Employee Medical Folders. These records remain covered by the GRS. 

Records covered by this item include: agency personnel records relating to the 
supervision and management of Federal employees; payroll and pay administration records; and 
housing records accumulated in the maintenance and management of Federally owned and 
operated housing facilities for civilian employees of the Federal Government, military personnel, 
and others eligible by law to reside in the projects. 

Certain housing records are subject to other items irt this schedule .. Supply and fiscal files 
are covered by 0010 and 0011, as are many records of agent cashiers serving as housing rental 
managers. Facilities, building, and equipment management records associated with government 
housing are covered by 0001 and 0002. See those items for additional information. 

A. [0004] Short-term Human Resources Records 
These records encompass human resources/payroll files described above that are not needed 
for extended preservation. Records are characterized by being necessary for day-to~day 
operations but not long-term justification of the office's activities. 

There are numerous records covered under this item, and compiling an exhaustive list is not 
feasible. Offices are responsible for creating a detailed file plan or simllat document to note 
all records they create and maintain, including records in this category, and must work with 
their Responsible Records Officer to ensure that all records are appropriately identified and 
accounted for. The following list is an overview of the records covered by this item, with 
.specific details included where possible, but it should not be considered a complete and 
exclusive listing of all pertinent documents. 

Specific records in this category include: 
1. 	 Correspondence, reports, and other records relating to personnel operations and functions 
2. 	 Service Record Cards 
3. 	 Position Classification files, including: standards and guidelines to classify and evaluate 

positions; position descriptions; position classification surveys; classification survey 
reports; and classification appeals (excluding OPM classification certificate) 

4. 	 Performance Rating Board Case Files 
5. 	 Immigration and Naturalization Service Form I-9 (or equivalent) 
6. 	 Awards records, including: general awards files (recommendations/nominations, etc.); 

length of service and sick leave awards; letters of commendation/appreciation; and 
·reports for the Incentive Awards Program. This item DOES NOT include records for 
department-level awards. 

7. 	 Standard Form 50 or equivalent, documenting all individual personnel actions 
8. 	 Statistical reports in operating a personnel office and subordinate units. 
9. 	 Personnel office records relating to individual employees not maintained in eOPF and not 

provided for elsewhere in this schedule. 
10. Health unit records, including: Logs or registers reflecting daily number of visits to 

dispensaries, first aid rooms, and health units~ if information does not include 
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summarized medical information about individuals; temporary or short-term employee 
medical records; and copies of statistical summaries and reports pertaining to employee 
health, retained by the reporting unit. 

11. Reasonable Accommodation Request records, and files fulfilling equivalent functions 
12. Certain Equal Employment Opportunity (EEO) files, including: preliminary and 

background files not filed in the Official Discrimination Complaint Case Files or which 
do not develop into official complaint files; copies of complaint case files; and employee 
housing requests. NOTE: Official Discrimination Complaints Case Files, EEO 
Compliance Reports, and most other EEO functions will be covered by Schedule 4 
Legal, Regulatory Compliance, and Enforcement (DAA-0048-2014-0001). 

13. Personnel Counseling Records 
14. Alcohol and Drug Abuse Program records. · 
15. Alternative Dispute Resolution (ADR) files, limited to general correspondence, copies of 

statutes, regulations, meeting minutes, reports, statistical tabulations, evaluations of the 
· ADR program, and other records relating to the agency's overall ADR program 

16. Copies of records documenting ADR proceedings maintained in an office or bureau as 
supporting information. Official ADR case files will be filed under Schedule 4 - Legal, 
Regulatory Compliance, and Enforcement- DAA -0048-2014-0001. 

17. Background and working files relating to agency-sponsored training. 
18. Forms, reports, correspondence, and related medical and investigatory records concerning 

on-the-job injuries, whether or not a claim for compensation was made, EXCLUDING 
copies filed in the Employee Medical Folder and copies submitted to the Department of 
Labor. 

19. Merit Promotion Case Files 
20. All examining and certification records except lost or Exposed Test Material Case Files 

(0005), correspondence/notices from eligible indicating a change in information (0009), 
test material stock control (0009), application record card (0009), and 
transitory/draft/input records. Included in this broad category of records are: delegated 
agreements; correspondence concerning applications, certification of eligibles, and all 
other examining and recruiting operations; correspondence regarding examination 
requirements and job announcement development and publishing; register or inventory of 
eligible; letters to applicants denying transfer of eligibility; applications for positions 
filled from a register/inventory, or filled by case examining; request for prior approval of 
personnel actions taken by agencies on such matters as promotion, transfer, 
reinstatement, or change in status; Certificate Files, and all papers upon which the 
certification was based; certification request control index and certificate control log 
system; records pertaining to requests for lists of eligible; reports of audits of delegated 
examining operations. 

21. Denied health benefits requests (applications, court orders, denial letters, appeal letters, 
and related papers). If denial was successfully appealed, an enrollment file is created and 
this item is not used. 

22. Workplace Drug Testing F:rogram Files (drug test plans and procedures, 
selection/scheduling records, records concerning the collection and handling of 
specimens, and test results). This item DOES NOT include formal directives/policy (see 
DOl Big Bucket Schedule 3 - Policy), any disciplinary case files that arise from drug 
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testing program activities (see DRS Legal, Regulatory Compliance, and Enforcement 
Bucket Schedule- DAA-0048-2014-0001); or employee forms acknowledging receipt of 
notice that their position is sensitive for drug testing purposes (see 0009-ofthis schedule). 

23. Donated Leave Program Case Files 
24. Wage survey reports, data, background information, and correspondence 
25. Correspondence, memoranda, and other records used to assist retiring 

employees/survivors claim benefits. 
26~ Records created under implementation of the Federal Employees Pay Comparability Act 
27. Alternate Worksite Records (requests/application, agreements, and similar records 

documenting participation in an alternate worksite program) 
28. Leave application files when an employee has riot initialed time card or equivalent 
29. Employee leave record, when held by the creating agency 
30. Combined Federal Campaign individual allotment, and other allotment authorizations 
31. Levy and Garnishment files (notices, change slip; release, and other records or forms 

used to pay federal employee debt) 
32. Payroll system reports for agency workload, personnel rtuinagenient, and fiscal 

information. System reports for the operation of a system are filed in 0015. 
33. Payroll change records subject to GAO audit 
34. Housing maintenance and repair files (work orders, requisitions, summarized 

information/ledger record, and related papers) 
35. Reports pertaining to housing management, including expenditure, survey, collection, 

and other statistical and narrative data 
36. Copies of leases, renewals·, termination notices, and related documents 
37. Housing assignment and vacancy files, including individual housing unit cards or 

equivalent, but NOT individual tenant cards (see 0009) 
38. Files pertaining to the inventory of items included in furnished units 

This item provides an exception for many GRS items of 3 years temporary retention or 
lower, unified under a single retention to increase accuracy arid consistency of use by records 
custodians, and for ease of management in the Department? s electronic records management 
system(s). 

Exceptions to GRS items include: 
GRS l-2b GRS 1-12b GRS 1-24c 
GRS 1-3 GRS l-12c GRS 1-24d 
GRS 1-5 GRS 1-13 GRS 1-25b 
GRS 1-7a GRS 1-14a GRS l-25c1 
GRS 1-7b GRS 1-14b GRS 1-25c2 
GRS 1-7cl GRS 1-16 GRS 1-25e 
GRS 1-7c2 GRS 1-17b1 GRS 1-26a 
GRS J-7d1 GRS 1-20b GRS 1-26b 
GRS 1-9 GRS 1-21b GRS 1-27a 
GRS 1-10b GRS 1-22 GRS 1-29a2 
GRS 1-12a1 GRS 1-24a GRS 1-31 
GRS 1-12a2 GRS 1-24b GRS 1-32 

16 



•
Department of the Interior - Department Rec~ords Schedule 1 ~ Administrative 

DAA-0048-20 13-0001 


GRS 1-33a GRS l-36a 	 GRS 2-15b 
GRS·l-33b GRS l-36c 	 GRS 2-18 
GRS 1-33f 	 GRS l-36dl GRS 2-22b 
GRS 1-33g 	 GRS 1-36d2 GRS 2--22c 
GRS 1-33h 	 GRS 1-36ela GRS 2-23a 
GRS 1-33k 	 GRS 1-36elb GRS 2-24 
GRS 1-331(1) GRS 1-36e2 	 GRS 15-1 
GRS 1-331(2) GRS 1-37 	 GRS 15-2a 
GRS 1-33m GRS 1-38 	 GRS 15-2b 
GRS 1-33n GRS 1-39 	 GRS 15-3 
GRS 1-33o GRS 1-41 	 GRS 15-4 
GRS 1-33p GRS 1-42a 	 GRS 15-5b 
GRS 1-33q GRS 1-42b 	 GRS 15-6 
GRS 1-33s 	 GRS 1-42c GRS 15-7a 
GRS 1-33t GRS 2-6b 	 GRS 15-7b 
GRS 1-35a 	 GRS 2-9b 
GRS 1-35b2 	 GRS 2-15a 

Disposition: Temporary. Cut off record as instructed in the agency/bureau records manual, or 
at the end of the FY in which the record is created if no unique cut-off is specified. Destroy 3 
years after cut--off. 

B. [0005] Long-term Human Resources Records 
This disposition applies to human resources records that require additional retention, 
generally to conform to preservation standards in specific regulations, policies, or other 
legal/statutory requirements. These records may be more comprehensive and complete 
versions of similar records in the 'routine' category, involve interaction with the public in a . 
manner that necessitates longer protections, or support a financial obligation (though these 
are most frequently covered by 0011). 

Though records in this category are more specific than those identified under 0004, it is still a 
broad group of documents, and an exhaustive list may not be feasible. If not addressed 
below, offices inust coordinate with their Responsible Records Officer to determine. if this 
item is appropriate, and include such records under their office file plan, or similar : 
documentation. 

Specific records include: 
1. 	 Position Classification Standards case files relating to the development of standards for 


positions peculiar to the agency, and OMB approval/disapproval. 

. 2. 	 Individual non-occupational health records. Note that this DOES NOT include the' 

Employee Medical Folder. 
3. 	 Labor management relations files when held by the negotiating office, and labor 


arbitration files 

4. 	 Training records, including agency-sponsored training and employee training. This 


DOES NOT includebackgrourid and working files (0004) or records of formally 
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established schools which train employees in specialized program areas (e.g., law 
enforcement, national defense, etc). See the DRS Mission Bucket Schedule or DRS 
Legal, Regulatory Compliance, and Enforcement Schedule (DA-A~0048-2014"0001) for 
items pertaining to these records. 

5. 	 Examining and Certification records concerning lost or exposed test materials, including 
circumstances of loss, recovery efforts, and corrective action. 

6. 	 Reports and logs documenting all recordable occupational injuries and illnesses. 
7. 	 Handicapped Individuals Appointment Case files (position title/description, medical 

examiner's report, statement explaining accommodation, and other related documents) 
8. 	 All time and attendance records upon which leave input data is based (sign-in sheets, 

time cards, flextime records, leave applications for jury and military duty, authorized 
overtime, or other similar records) , 

9. 	 Records used to input time and attendance data into a payroll system 
10. Tax files, including employee withholding allowance certificate, agency copy of 

employee wages/tax statements, and agency copy of employer reports of Federal tax 
withheld (e.g., Internal Revenue Service forms W-2, W-4, W-3, and statement 
equivalents) 

This item provides an exception for-several GRS items of 7 years temporary retention or 
lower, unified under a single retention to increase accuracy and consistency of use by records 
custodians, and for ease of management in the Department's electronic records management 
system(s). 

Exceptions to GRS items include: 
GRS 1-7a2a GRS 1-29b ,GRS 2-8 
GRS 1-19 GRS 1-33j GRS 2-13a 
GRS 1-28a1 GRS 1-34 GRS 2-13b 
GRS 1~28b GRS 1-40 GRS 2-13c 
GRS 1-29a1 GRS 2-7 

Program offices dedicated to an administrative function as its mission may have records 
which require a different retention than what is listed here if the office acts in an oversight or 
compliance role, or represents the Department as a whole. Consult your records liaison or 
Bureau Records Officer for additional information before applying this disposition if 
uncertain. 

Disposition: Temporary. Cut off record as instructed in the agency/bureau records manual, or 
at end of fiscal year in which files are closed if no unique cut-off is specified. Destroy 7 years 
after cut-off. 

C. [0006-0008] Retirement and Payroll Records Warranting Extended Preservation 
This includes payroll and retirement records of especially long-tetm interest to employees, 
generally to ensure receipt of benefits, satisfaction of any retirement claims, and full 
documentation of employee payroll. To qualify for this item, records must address issues of 
long-term significance to an individual's employment and associated benefits. 
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Cut off instructions: 
[0006] Records related to specific retirement benefits claims are cut off upon final 
closure ofthe issue (final d~cision, settlement, etc.). 
[0007] Payroll records supplementing the Individual Pay Record are cut offat the end of 
the pay year. 
[0008] Other records appropriate for this category are cut off upon separation of 
employee from federal employment. 

Disposition: Temporary. Destroy records 60 years after cUt-off. 

D. 	 [0009] Human Resources Records of Specific Temporary Value 
These records are necessary to provide accountability for a specific human resources function 
or functions, but are not necessary for agency business immediately after fulfillment of that 
purpose, and often cannot be legally retained beyond that task or duty for any substantial 
length of time. Even when not required, preservation of such documents may weaken active 
records. 

Records that are fi,led under this category must be carefully identified and approved by a 
.Responsible Records Officer for inclusion if they are not specifically referenced in the 
following list: 
1. 	 Position Classification App'eals: Certificates of classification issued by OPM 
2. 	 Records concerning interviews with employees 
3. 	 Supervisors' personnel files and duplicate eOPF documentation 
4. 	 Temporary Individual Employee Records: All copies of correspondence and forms 


maintained EXCLUDING the Immigration and Natural Service Form 1-9 and 

performance related records. 


5. 	 Operating personnel office correspondence and forms relating to pending personnel 

actions for individual ~mployees (exclusive of what is maintained irt eOPFs or provided 

for elsewhere in this schedule). 


6. 	 Logs or registers reflecting daily number of visits to dispensaries, first aid rooms, and 
health units at an agency, when the information is summarized on a statistical report (if 
not summarized, see 0004). 

7. 	 Examination and Certification Records: Correspondence or notices received from 
eligibles indicating a change in name, address, or availability; control records of 
examination test materials including a running inventory of test material in stock; 
Application Record Card (OPM Form 5000A, or equivalent); and Interagency Placement. 
Program (IPP) application and registration sheet. 

8. 	 Employee acknowledgment of notice forms for workplace drug testing programs. 
9. 	 Form TSP-1 or equivalent authorizing deduction of employee contribution to the Thrift 

Savings Plan 
10. Direct Deposit Sign-up Form (SF 1199A or equivalent) . 
11. Reports, registers, and other control doc~ments relating to retirement (including SF 2807 

or equivalent) 
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12. Housing assignment and vacancy cards for individual tenants; housing unit cards are filed 
under 0004. 

Exceptions to GRS items include: 
GRS 1-7d(2) GRS 1-18b GRS 1-36b 
GRS 1-8 GRS 1-20a GRS 2-16 
GRS 1-10a GRS 1-33c GRS 2-17 
GRS 1-17a GRS 1-33d GRS 2-28 
GRS 1-1 Tc GRS 1-33e GRS 15~5a 
GRS 1-18a GRS l-33r 

Disposition: Temporary. Cut off at when the object or subject the records refer to is 
removed/discontinued (e.g. employee separated/transferred, register/list superseded, position 
discontinued, etc.). See specific bureau/office instructions for individual cases. Destroy when 
no longer needed. 
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1.3- Financial and Acquisition Management 

This item provides disposition authority for all DOl actiVities devoted t6 purchasing, tracking, 

and overall management of goods, services, and finances. This includes budget formulation and 

management, travel records, contract operations, property management, stores/plant accounting, 

expenditure accounting, and procurement records. 


A. [0010] Short-term Fina·ncial and Acquisition Records 
These records encompass financial/acquisition functions described above that are produced 
and maintained in the course of routine business, and do not reflect government activities that 
are subject to additional preservation. Records in this item often provide input into more 
valuable financial records, either as supporting documentation or as a submission for a more 
comprehensive record. Records are characterized by being necessary for day~to-day 
operations but not long-term justification ofthe office's activities. 

There are numerous records covered under this item, artd compiling an exhaustive list would 
not be possible. Offices are responsible for creating a detailed file plan or similar document 
to note all records they create and maintain, including records in this category, and must 
work with their Responsible Records Officer to ensure that all records are appropriately 
identified and accounted for. The following list is a broad overview of the records covered by 
this item, with specific details included where possible, but it should not be considered a 
complete and exclusive listing of all pertinent documents. 

Specific records covered by this item: 
1. 	 General correspondence and subject files of offices concerned with finance and 


acquisition management which involve internal operations and administration 

2. 	 Inventory requisition files (inventory lists/cards, report of survey files, and other papers 

used for adjustment of inventory records) and supply management records not included 
within a case file or other file 

3. 	 Grant administrative files for the routine operations and daily activities in administration 
of a grant program 

4. 	 Unique grants/contracts files, including: Unsuccessful (rejected or withdrawn) grant 
application files, including any associated correspondence or other records; Contract 
Appeals Case files; Small and Disadvantage Business Utilization files; and Contractor's 

· payroll files submitted in accordance with Department of Labor regulations (with any 
related papers, certifications, or affidavits). 

5. 	 Federal Activities Inventory Reform (FAIR) Act Records created under OMB Circular 
A-76. This item covers copies of A-76 case files/studies maintained by offices that DO 
NOT have primary responsibility. For offices with primary responsibility, see 0011. 

6. 	 Excess Personal Property Reports 
7. 	 Most budget and apportionment records, including: cost statements, narratives 

statements, appropriation language sheets, and other data accumulated in preparation of 
budget estimates; budget reports EXCLUDING the annual report at end of fiscal year 
(see 0011 ); budget apportionment and reapportionment schedules; budget justifications 
and estimates; and budget execution files maintained in the Office of Budget. 
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8. 	 Certain accountable officers' files (most are under 0011), including memorandum copies 
of accountable officers' returns (statements of transactions and accountability, all 
supporting vouchers, schedules, etc.); GAO notices of exceptions (e.g., SF 1100, fonrtal 
or informal); and accounting administrative files 

9. 	 Specialized stores, plant, and cost accounting records, particularly those with ·extensive 
plant and stock inventories. These records reflect the net monetary worth of the agency 
and its assets, and are periodically reconciled with the supply data found in stock 
inventory records, butthey do not inClude procurement papers. Included are: inv_oices (or 
equivalent) used for store accounting purposes; returns and reports; working files for 
accumulating accounting data; plant account cards/ledgers (except those pertaining to 
structures); and other cost accounting and cost data records 

10. General travel and tran_sportation records, including: routine administrative records 
pertaining to commercial and noncommercial agency travel/transportation; records 
documenting the issue or receipt of accountable documents; annual reports concerning 
official passports; and Federal Employee Transportation Subsidy records 

This item provides an exception for many GRS items of 3 years temporary retention or 
lower, unified under a single retention to increase accuracy and consistency of use by records 
custodians, and for ease of management in the Department's electronic records management 
system( s). 

Exceptions to GRS ·items include: 
GRS 3-2 GRS 4-1 GRS 8-2 
GRS 3-4a GRS 4-2 GRS 8~3 
GRS 3-4b GRS 5-1 GRS 8-4 
GRS 3-8a GRS 5-2 GRS 8-5 
GRS 3~9a GRS 5-3b GRS 8-6a 
GRS 3-9b GRS 5-4 GRS 8-6b 
GRS 3-9c GRS 6-1b GRS 8-7a 
GRS 3-11 · GRS 6-2 GRS 8-7b3 
GRS 3-13 GRS 6-5a GRS 9-4a 
GRS 3·14 GRS 6-5b GRS9-4b 
GRS 3-15b . GRS 6-9 GRS 9-5b 
GRS 3-17 GRS 7-1 GRS 9-7 
GRS 3-18b GRS 8-1 

Disposition: Temporary. Cut off record as instructed· in the agency/bureau records manual, or 
at the end of the FY in which the record is created if no unique cut-off is specified. Destroy 3 
years after cut-off. 

B. 	 [0011] Long-term Financial and Acquisition Records 
This disposition applies to financial/acquisition records that require additional retention, 
generally to conform to preservation standards in specific regulations, policies, or other 
legal/statutory requirements. These records may be more. comprehensive and complete 
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records, involve interaction with the public in a manner that necessitates longer protections, 

or support a financial obligation. 


Though records in this category are more specific than those identified under 0010, it is still a 
broad group of documents, and an exhaustive list may not be feasible. If not addressed 
below, offices must coordinate with their Responsible Records Officer to determine if this 
item is appropriate, and include such records under their office file plan, or similar 
documentation. 

Specific records covered by this item: 
1. 	 Procurement, supply, and grant records including: records necessary for the award, 

administration, receipt, inspection, and payment of procurement (contracts, 
requisitions, purchase orders, leases, and bond and surety records, with any 
correspondence or related papers); solicited and unsolicited bids and proposals, 
whether successful, unsuccessful, cancelled, or unopened; requisitions for 
nonpersonal services (duplicating, laundry, binding, etc.); telephone statements and 
toll slips; tax exemption certificates; and related papers 

2. 	 Case files for the sale of surplus personal property, including invitations, bids, 
acceptances, lists/inventory, evidence of sale, and related documents 

3. 	 Annual end of fiscal year budget rt:;port 
4. 	 Original copy of accountable officers' accounts maintained in the agency for site audit 

by GAO auditors (includes statements of transactions, statements of accountability, 
collection schedules, collection vouchers, disbursement schedules, disbursement 
voucher, and all other schedules and vouchers, EXCLUDING accounts pertaining to 
payroll or American Jndians 

5. 	 Other accountable officers' recon;ls, including: certificates of settlement of accounts 
of accountable officers, statements of differences, and related records; records 
relating to availability, collection, custody, and deposit of funds (includes 
appropriation warrants and certificates of deposit); and gasoline sales ticket, 
telephone toll tickets, and other documents filed insupport of payments/purchases 

6. 	 Administrative claims files (EXCLUDING claims for which collection action has 
been terminated under 4 CPR Part 1 04; for terminated claims in which the 
government i,s entitled to additional time to initiate legal action, see 0012) I Waiver of 
Claims Files 

7. 	 Expenditure accounting records showing in summary fashion how agency funds, 
appropriated and nonappropriated, are spent after allotment by the Office of 
Management and Budget (OMB), and the sources and nature of any receipts. Included 
are general accounting ledgers, summarizing the financial status and financial 
transactions of an agency; records showing the status of obligations and allotments 
under authorized appropriations; and records used as posting and control. 

8. 	 Travel records documenting the movement of goods and perSons. The records include 
bills of lading, transportation requests, transportation vouchers, per diem vouchers, 
travel authorizations, and all supporting documentation. This item DOES NOT 
include passport records, transportation subsidy files, or routine administrative travel 
files identified in 0010. 
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This item provides an exception for several GRS items of7 years temporary retention or 
lower, unified under a single retention to increase accuracy arid consistency of use by records 
custodians; and for ease of management in the Department's electronic records management 
system(s). 

Exceptions to GRS items include: 
GRS 3-3a1a GRS 3-18a GRS 6-lOc 
GRS 3-3a1b GRS 4-3a GRS 6-11a 
GRS 3-3d GRS 4-3b GRS 6-11b 
GRS 3-5a GRS 5-3a GRS 7.:2 
GRS 3-5b1 GRS 6-la GRS 7-3 
GRS 3-5b2a GRS 6-3a GRS 7-4a 
GRS 3-5b2b GRS 6-3b GRS 7-4b 
GRS 3-5cl GRS 6-4 GRS 9-la 
GRS 3-5c2 GRS 6-7 GRS 9-lb 
GRS 3-6a GRS 6-8 GRS 9-1c 
GRS 3-6b GRS 6-10a GRS 9-ld 
GRS 3-7 GRS 6-10b1 GRS 9-1e 
GRS 3-10 GRS 6-10b2b GRS 9-2 
GRS 3-12 GRS 6-10b3 GRS 9-3a 

Program offices dedicated to an administrative function as its mission may have records 
which require a different retention than what is listed here if the office acts in an oversight or 
compliance role, or represents the Department as a whole. Consult your records liaison or 
Bureau Records Officer for additional information before applying this disposition if 
uncertail).. 

Disposition: Temporary. Cut off record as instructed in the agency/bureau records manual, or 
at end of fiscal year in which files are closed, if no unique cut-off is specified. Destroy 7 years 
after cut-off. 

C. [0012] Financial and Acquisition Records of Specific Temporary Value 
These records are necessary to provide accountability for a particular financial/acquisition 
function or functions, but are not necessary immediately after fulfillment of that purpose, and 
often cannot be legally retained beyond that task or duty for any substantial length of time. 
Even when not required, preservation of such documents may weaken active records. 

Records that are filed under this category must be carefully identified and approved by a
bureau records officer for inclusion if they are not specifically referenced in the following 
list: 

1. 	 Real property accountability files used to maintain current data on individual 
properties, updated whenever additional properties are acquired or when changes 
occur to existing properties. 
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2. 	 ·Real property utilization survey reports containing narrative and photographic 
information on whether or not specific properties are being used for their intended 
purposes. 

3.' Contractor's statement of contingent or other fees (SF 119 or equivalent statement) 
filed sepa~ately from the case file and maintained for enforcement or report purposes. 

4. 	 Administrative Claiins for money or property determined to be due to the United 
States for which the Government is entitled to additional time to initiate legal action. 

5. 	 Certain records relating to official passports (registers and lists of agency personnel 
with official passports; applications and issuance files for official passports) 

Exceptions to GRS items include: 
GRS 3-16 GRS 9,.5a 
GRS 6~1Ob(2)(b) GRS 9-5c 

Disposition: Temporary. Cut off at when the object or subject the records refer to is 
removed/discontinued (e.g. register/list superseded, ID expired, account closed, property 
sold, etc.). See specific bureau/office instructions for individual cases. Destroy when ho 
longer needed. 
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1.4 --: Inforimition_Technology 

These records document the Department's creation, management; ~nd use afiT systems and 

applications to automate office functions, whether strictly administrative or not. Such records 

include system design and implementation, change management, technological specifications, 

system security files, maintenance and monitoring records, system documentation, risk 

management, and all related forms and documents for managing electronic systems. 


This item DOES NOT cover the record copy of data within a system or application; these 
· records should be filed according to their_records value, regardless of media. 

A. [0013-0014] Short-term Information Technology Records 
These records encompass IT files described above that are not neede·d extended retention. 
Records are characterized by being necessary for day-to-'day operations but not long-term 
justification ofthe bureau/office's activities. This typically includes all records necessary for 
the management of a specific system or application, or a related group of the same (e.g. a 
server). Broad management of IT resources generally requires longer preservation a:nd should 
be filed under 0015, below. 

Routine IT records fall under orte of three categories: 

1. 	 [0013] System Maintenance and Use Records 

These records include: 

• 	 Error reportS, ticklers, system operation reports 
• 	 Tests and reports of system performance 
• 	 Input files, work files, valid transaction files 
• 	 System usage monitoring files (log~in, password files, audit trail, cost.,ba:ck files, 

etc.) 
• · 	 System backups 
• 	 Inventories of IT assets and equipment 
• 	 User IDs, profiles, authorizations, etc. 
• 	 Computer Security Incident handling, reporting, and follow-up records 
• 	 Workload schedules, run reports, schedules of maintenance and support activities 
• 	 Problem reports and related decision documents relating to software infrastructure 

of an individual system 
• 	 Help desk and customer assistance files, including logs, problem response, 

monitoring and clearance 

This item provides an exception for many GRS items of 3 yeats temporary retention ot 
lower, unified under a single item to increase accuracy and consistency ofuse by records 
custodians, and for ease of management in the Department's electronic records 
management system(s). 

Exceptions to GRS items include: 
GRS 2-22a GRS 20-1 b GRS 20-2b 
GRS 20-la GRS 20-lc GRS 20-2c 
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GRS 20-2d 	 GRS·24-4al GRS 24-8b 
GRS 20-8a 	 GRS 24-4a2 GRS 24-8c 
GRS 20-8b 	 GRS 24-4bl 'GRS 24·10a 
GRS 24-2 	 GRS 24-6b GRS 24--lOb 
GRS 24·3a GRS 24-7 	 GRS 24·11c 
GRS 24-3b2 	 GRS 24-8a 

Disposition: Temporary. Cut off when superseded or obsolete. See records manual for 
specific criteria that may determine when a record is obsolete or superseded. Destroy no 
later than 3 years after cut-off. 

2. 	 [0014] System Planning, Design, and Documentation 
These records include: 
• 	 Data system specifications, codebooks, record layouts, user guides, output 

specifications, and final reports 
• 	 ·System security plans and disaster recovery plans 
• 	 Documents identifying IT risks and analyzing their impact, risk measurements 

and assessments, actions to mitigate risks, implementation of a risk action plan, 
service test plans, and test files/data 

• 	 Agreements formalizing performance criteria for quantity and quality of service, 
including responsibilities, response times and volumes, charging, integrity 
guarantees, and non~disclosure agreements 

• 	 Managing third-party services, including control measures for reviewing and 
monitoring contracts and procedures for determining their effectiveness and 
compliance 

• 	 IT management and service operations documents for identifying and allocating 
charges and tracking payments for computer usage, data processing, and other IT 
services (EXCLUDING the agency's cost accounting system) · 

• 	 Data and reports on implementation of a system or application 
• 	 Resource and demand management for a system 
• 	 Documents identifying, requesting, and analyzing possible changes, authorizing 

changes, and documenting changes 
• 	 Documentation of software distribution and version management 

Note that system documentation concerning electronic systems of Permanent retention 

are not covered by this item, and should continue to follow GRS 20-11 a2, requiring that 

they be transferred with the associated permanent electronic records. 


This item provides an exception for many GRS items of 3 years temporary retention or 

lower, unified under a single item to increase accuracy and consistency of use by records 

custodians, arid for ease of management in the Department's electronic records: 

management system(s). 


Exceptions to GRS items include: 

GRS 20-llal GRS 24-3bl GRS 24-Sa 
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- GRS 24-5b GRS 24-9b GRS 24-lla 

GRS 24-9a GRS 24-9c 


Disposition: Temporary. Cut off when superseded by a newer version or upon 
termination of the system. Destroy 3 years after cut-off. 

B. [0015] Long-term Information technology Records 

This disposition applies to records maintained for overall management of art It program. 

These records differ from those referenced in 0013~0014 above by heing concerned with the 

management, planning, and implementation of all systems and applications that an agency, 

bureau, or office uses. Records include: 

• 	 IT acquisition and management 

• 	 Developing and maintaining IT architecture 

• 	 Promoting the efficient design and operation of major information resources management 

processes 
• 	 Monitoring and performance ofiT programs 
• 	 Development of knowledge and skills for IT staff 

These records are typically created and maintained by the Chief Information Officer (CIO) 
and reporting program offices, such as IT capital investments, enterjJrise architecture, CIO 
committee files, and related/supporting documents. This item applies to the records of the 
Departmental CIO as well as those of deputy and subordinate CIOs (currently referred to as 
Assistant Directors oflnformation Resources, or ADIRs) at the bureau or program office 
level. 

This item provides an exception for several GRS items of 7 years temporary retention or 
lower, unified under a single retention to increase accuracy and consistency of use by records 
custodians, and for ease of management in the Department's electronic records management 
system(s). 

Exceptions to GRS items include: 
GRS 24-6a GRS 27-1 GRS 27-5 
GRS 24-la GRS 27-2 GRS 27-6 
GRS 24-lb GRS 27-3 
GRS 24-llb GRS 27-4 

Disposition: Temporary. Cut off record as instructed in the agency/bureau records manual, or 
at end of fiscal year in which files are created if no unique cut-off is specified. Destroy 7 
years after cut-off 
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emporary. Cut off record as 

u.L;>-uuu.L,instructed in the agency/bureau 

records manual, or at the end qf 
FY in which the record is 

specified. Destroy 3 years after cut

off. 
-..nr,rt-t<>rm Administration emporary. Cut off record as 

Records- DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off-record as 

Records - DAA-0048-20 ...::>-uuoJ.l.,instructed in the agency/bureau 

records manual, or at the end of 

the FY in which the record is 
lrr,o:>~t·prl if no unique cut-Off.is 

pecified. Destroy 3 years after cut

off. 
Short-term Administration emporary. Cut off record as 

Records- DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records- DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut-

Files 

Motor Vehicle Operating and 

Maintenance Files- Maintenance 

records, including those relating to 

service and repair 

Motor Vehicle Cost Files 

Motor Vehicle Report Files 

Motor Vehicle Operator Files 

None 

None 

Cut off after discontinuance of 

ledger or date of worksheet 

None 

Cut off after separation of 

employee, or upon rescission of 

authorization to operate 

Government-owned vehicle, 

whichever is sooner 

item 1} 

RS 10-2b (GRS 10, 1952, 

item 2b} 

10-3 (GRS 10, 1952, 

m3) 

RS 10-4 (GRS 10, 1952, 

m 4} 

RS 10-7 

mporary. Destroy when 

! year old 

Temporary. Destroy 3 

years after discontinuance 

of ledger or date of 

worksheet 

Temporary. Destroy 3 

years after date of report 

T<>lmn,nr:,rv. Destroy 3 

rs after separation of 

employee or 3 years after 

rescission of authorization 

operate Government

owned vehicle, which eve~ 

is sooner 

http:cut-Off.is


Short-term Administration Temporary. Cut off record as Routine Aircraft Operations None GRS 10-9 (N1-GRS-04-6, Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau item 1) 2 years old 
0001 records manual, or at the end of : 

the FY in which the record is 


created if no unique cut-off is : 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Records Required for Cut off at the end of the GRS 10-13 (N1-GRS-04-6, Temporary. Keep for the Moved from 7 yr. This item only 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Accident/Incident Reports- investigation and preparation of item 5) duration of investigation covers accidents and 

0001 records manual, or at the end of Records requested by authorities required reports. and then destroy 1 year investigations for motor vehicles; 


the FYin which the record is conducting the investigation of after completion of see Mission bucket for aircraft 
created if no unique cut-off is accidents/incidents involving investigation and 
specified. Destroy 3 years after cut- aircraft used by Federal agencies, preparation of required 
off. including leased aircraft used by reports. 

Federal agencies. 

~ 

Short-term Administration Temporary. Cut off record as Space and Maintenance General None GRS 11-1 (N1--9RS-96-1, Temporary. D~stroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Correspondence Files item 1c) 2 years old 

. 0001 	 records manual, or at the end of 
I 

the FY in which the record is 

created if no unique cut-off is 
' specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Agency Space Files- Building plan Cut off after termination of GRS 11-2a (GRS 11, 1952, Temporary. Destroy 2 
Records - DAA-0048-2013-0001 instructed in the agency/bureau files, surveys, and other records assignment, or when lease is item 2a) years after ten;nination of 

0001 records manual, or at the end of utilized in agency space planning, canceled, or when plans are assignment, or' ·when lease 
-

the FY in which the record is assignment, and adjustment superseded or obsolete is canceled, or when plans 

created if no unique cut-off is are superseded or 

specified. Destroy 3 years after cut- obsolete 

off. 

Short-term Administration Temporary. Cut off record as Agency Space Files- None GRS 11-2b (1) (GRS 11, Temporary. Destroy when 


Records - DAA-0048-2013-0001 instructed in the agency/bureau Correspondence with and reports 1952, item 2b1) 2 years old 


0001 records manual, or at the end of to staff agencies relating to agency 


the FY in which the record is space holdings and requirements-


created if no unique cut-off is Agency reports to the GSA, 


specified. Destroy 3 years after cut- including Standard Form (SF) 81, 


off. Requesifor Space, and related 


documents 

) 



Short-term Administration Temporary. Cut off record as Agency Space Files- None GRS 11-2b (2) (GRS 11, Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Correspondence with and reports 1952, item 2b2) 1 year old 
0001 records manual, or at the end of to staff agencies relating to agency 

the FY in which the record is space holdings and requirements-
I \' 

created if no unique cut-off is Copies in subordinate reporting 


specified. Destroy 3 years after cut- units and related work papers 
 : 
off. 

Short-term Administration Temporary. Cut off record as Communication General Files- None GRS 12-2a (NC1-64-77-9, Temporary. D~stroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Correspondence and related .item 2a) 2 years old 
0001 records manual, or at the end of records pertaining to internal 

the FY in which the record is administration and operation 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Communication Generai·Files- None GRS 12-2b (NC1-64-77-9, Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Telecommunications general files, item 2b) 3 years old 
0001 records manual, or at the end of including plans, reports, and other 

-the FY in which the record is records pertaining to equipment 

created if no unique cut-off is requests, telephone service, and 


specified. Destroy 3 years aftercut- like matters 


off. 


Short-term Administration Temporary. Cut off record as Communication General Files- None GRS 12-2c (NC1-64-77-9, Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Telecommunications statistical item 2c) 1 year old 
0001 records manual, or at the end of reports including cost and volume 

the FY in which the record is data 


created if no unique cut-off is 


speciffed. Destroy 3 years after cut-

I 

off. i 

Short-term Administration Temporary. Cut off record as Communication General Files- None GRS 12-2d (1) (NC1-64-77 Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Telecommunications voucher files- 9, item 2d1) 1 fiscal year old 
0001 records manual, or at the end of Reference copies of vouchers, bills, 

the FY in which the record is invoices, and related records 


created if no unique cut-off is 


specified: Destroy 3 years after cut

off. 




Short-term Administration Temporary. Cut off record as Communication General Files- None 


Records - DAA-0048-2013-0001 instructed in the agency/bureau Telecommunications voucher files

0001 records manual, or at the end of Records relating to installation, 


the FY in which the record is change, removal, and servicing of 


created if no unique cut-off is equipment_ 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Communication General Files- Cut off after expiration or 


Records - DAA-0048-2013-0001 instructed in the agency/bureau Copies of agreements with cancellation of agreement 


0001 _records manual, or at the end of background data and other records 


the FY in which the record is relating to agreements for 

created if no unique cut-off is telecommunications services 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Telephone Use (Call Detail) Records Initial reports may be destroyed 

Records - DAA-0048-2013-0001 instructed in the agency/bureau earlier if the information needed 

0001 records manual, or at the end of to identify abuse has been 

the FY in which the record is captured in other records 

created if no unique cut-off is 

specified. Destroy 3 years after cut' 
off. 

Short-term Administration Temporary. Cut off record as Post Office and Private Mail None 


Records - DAA-0048-2013-0001 instructed in the agency/bureau Company Records- Records relating 


0001 records manual, or at the end of to incoming or outgoing registered 


the FY in which the record is mail pouches, registered, certified, 

created if no unique cut-off is insured, overnight, express, and 

specified. Destroy 3 years after cut- special· delivery mail including 

off. receipts and return receipts 

Short-term Administration Temporary. Cut off record as Post Office and Private Mail None 


Records - DAA-0048-2013-0001 Instructed in the agency/bureau Company Records- Application for 


0001 records manual, or at the end of registration and certification of 


the FY in which the record is declared value mail 

created if no unique cut-off is 

specified. Destroy 3 years after cut
off. 

GRS 12-2d (2) (NC1-64-77- Temporary. Destroy 1 year 
9, item 2d2) 	 after audit or when 3 years 

old, whichever is sooner 

' I 
: 

GRS 12-2e (NC1-64-77-9, Temporary. D~stroy 2 
item 2e) years after expiration or 

cancellation of agreement 
\ 

I 

GRS 12-4 (N1-GRS-96-4) 	 Temporary. Destroy when 

3 years old, initial reports 

may be destroyed earlier if 

the information needed to 

identify abuse has been 

captured in other records 

GRS 12-Sa (N1-GRS-87-2 Temporary. Destroy when 

item 1a) 1 year old 

GRS 12-Sb (N1-GRS-87-2 Temporary. Destroy,when 

item 1b) 1 year old 



Short-term Administration Temporary. Cut off record as Post Office and Private Mail 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Company Records- Report of loss, 

0001 records manual, or at the end of rifling, delayed or late delivery, 

the FY in which the record is wrong delivery, or other improper 

created if no unique cut-off is treatment of mail 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as Mail and Delivery Service Control 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Files- Records of receipt and 

0001 records manual, or at the end of routing of incoming and outgoing 

the FY in which the record is mall and items handled by private 

created if no unique cut-off is delivery companies such as United 

specified. Destroy 3 years after cut- Parcel Service, EXCLUDING both 

off. those covered by item 5 and those 

used as indexes to correspondence 

files 

Short-term Administration Temporary. Cut off record as Mail and Delivery Service Control 

. Records - DAA-0048-2013-0001 instructed in the agency/bureau Files- Statistical reports and data 
·ooo1 records manual, or at the end of relating to handling of mail and 

the FY in which the record is volumeof work performed 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as Mail and Delivery Service Control 

Records - DAA-0048~2013-0001 instructed in the agency/bureau Files- Records relating to checks, 

0001 recprds manual, or at the end of cash, stamps, money orders, or any 

the FY in which the record is other valuables remitted to the 

created if no unique cut-off is agency by mail 

specified. Destroy 3 years after cut

-off. 
Short-term Administration Temporary. Cut off record as Mail <;~nd Delivery Service Control 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Files- General files including 

0001 records manual, or at the end of cor~~_spondence, memoranda, 
the FY in which the record is directives, and guides relating to 

created if no unique cut-off is the administration of mail room 

None 

None 

None 

None 

Cut off directives and guides 

when superseded or obsolete. 

Memoranda, correspondence, 

etc. are cut off as normal 

GRS 12-Sc (N1-GRS-87-2 

item 1c) 

GRS 12-6a (NC1-64-77-9, 

item 6a) 

-

GRS 12-6d (NC1-64-77-9, 

item 6d) 

GRS 12-6e (NC1-64-77-9, 

item 6e) 

GRS 12-6g (NC1-64-77-9, 

item 6g) 

Temporary. Destroy when 
1 year old 

; 

' 

Temporary. Destroy.when 
1 year old 

Temporary. Destroy when 

1 year old 

-

Temporary. Destroy when 

1 year old 

Temporary. Destroy when 

1 year old or when 

superseded or obsolete, 
whichever is applicable 

specified. Destroy 3 years after cut- operations 

off. 



Short-term Administration Temporary. Cut off record as Postal Irregularities· File Cut off after completion of GRS 12-8 (NC1-64-77-9, Temporary. Destroy 3 
Records- DAA-0048-2013-0001 instructed in the agency/bureau investigation itemS) years after completion of 

0001 records manual, or at the end of investigation '-

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Printing, Binding, Duplication, and None GRS 13-1 (GRS 13, 1952, Temporary. Destroy when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Distribution -Administrative item 2) 2 years old 

0001 records manual, or at the end of Correspondence Files 

the FY in which the record is 
' 	 created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Project Files- Files pertaining to the Cut off after completion of job GRS 13-2a (GRS 13, 1952, Temporary. Destroy 1 year 

Records - DAA-0048-2013-0001 instructed in the agency/bureau accomplishment of the job, item 3a) after completion of job 

0001 records manual, or at the end of containing requisitions, bills, 

the FY in which the record is samples, manuscript clearances, 


created if no unique cut-off is and related documents exclusive of 


specified. Destroy 3 years after cut- (1) requisitions on the Public ; 


off. Printer and related records; and (2) 


records relating to services 

obtained outside the agency 

,. 

Short-term Administration Temporary. Cut off record as Project Files- Files pertaining to None GRS 13-2b (GRS 13, 1952,, Temporary. Destroy when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau planning and other technical item 3b) 3 years old 

0001 records manual, or at the end of matters 

the FY in which the record is -created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration ,Temporary. Cut off record as Control Files Cut off after close of fiscal year GRS 13-3 (GRS 13, 1952, Temporary. Destroy 1 year 

Records - DAA-0048-2013-0001 instructed in the agency/bureau in which compiled or after filling item4) after close of fiscal year in 

0001 records manual, or at the end of of register, whichever is which compiled or 1 year 

the FY in which the record is applicable after filling of register, 


created if no unique cut-off is whichever is applicable 


specified. Destroy 3 years after cut

off. 




Short-term Administration Temporary. Cut off record as Internal Management Files None GRS 13-6 (GRS 13, 1952, Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau item 7). 2 years old 

0001 records manual, or at the end of 

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Information Project Files Cut off after close of file or after GRS 14-4' Temporary. Destroy 1 year 
Records - DAA-0048-2013-0001 instructed in the agency/bureau completion of project after close of file or 1 year 
0001 records manual, or at the end of after completion of project 

the FY in which the record is I 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as FOIA Requests Files- Cut off after date of reply GRS 14-lla (1) (NC1-64- Temporary. Destroy 2 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Correspondence and supporting 77-1 item 16a1) years after date of reply 

0001 records manual, or at the end of documents (EXCLUDING the official 

the FY in which the record is file copy of the records requested if 


created if no unique cut-off is filed herein)- Granting access to all 


specified. Destroy 3 years after cut- the requested records 


off. 


Short-term Administration Temporary. Cut off record as FOIA Requests Files- Cut off after date of reply GRS 14-lla (2)a (NC1-64- Temporary. Destroy 2 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Correspondence and supporting 77-1 item 16a2a) years a!ter date of reply 

0001 records manual, or at the end of documents (EXCLUDING the official 

the FY in which the record is file copy of the records requested if 


created if no unique cut-off is filed herein)- Responding to ·, 


specified. Destroy 3 years after cut- requests for nonexistent records; 


off. to requesters who provide 


inadequate descriptions; and to 

those who fail to pay agency 

reproduction fees- Request not 

appealed 
~ 



Short-term Administration Temporary. Cut off record as FOIA Reports Files None GRS 14-14 (N1-GRS-98-2 Temporary. Destroy when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau item 11) 2 years old 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as FOIA Administrative Files None GRS 14-15 (N1-GRS-98-2 Temporary. Destroy when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau item 12) 2 years old 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is '· 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Privacy Act Requests Files- Cut off after date of reply GRS 14-21a (1) (NC1-64 Temporary. Destroy 2 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Correspondence and supporting 77-1 item 25a1) years after date of reply 

0001 records· manual, or at the end of documents (EXCLUDING the official 

the FY in which the record is file copy of the records requested if 

created if no unique cut-off is / filed herein)- Granting access to all 

specified. Destroy 3 years after cut- the requested records 

off. 

Short-term Administration Temporary. Cut off record as Privacy Act Requests Files- Cut off after date of reply GRS 14-21a (2)a (NC1-64- Temporary. Destroy 2 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Correspondence and supporting 77-1 item 25a2a) years after date of reply 

0001 records manual, or at the end of documents (EXCLUDING the official 

the FY in which the record is file copy of the records requested if 

created if no unique cut-off is filed herein)- Responding to 

specified. Destroy 3 years after cut- requests for nonexistent records; 

off. tci requesters who provide 

inadequate descriptions; and to 

those who fail to pay agency 

reproduction fees- Requests not 

appealed 



Short-term Administration 	 :remporary. Cut off record as ~rivacy Act Reports Files None GRS 14-25 (N1-GRS-89-4 Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 	 item 1) 2 years old 

0001 	 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Privacy Act General Administrative None GRS 14-26 (N1-GRS-98-2 Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Files item 13) 2 years old 

0001 records manual, or at the end of 

the FV in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Mandatory Review For Cut off after date of reply GRS 14-31a (1) (N1-GRS- Temporary. Destroy 2 
~Records - DAA-0048-2013-0001 instructed in the agency/bureau Declassification Requests Files-	 87-7, item 31a1) years after date of reply 

0001 	 records manual, or at the end of Correspondence and supporting 

the FV in which the record is documents (EXCLUDING the official 

created if no unique cut-off is file copy of the records if filed 

specified. Destroy 3 years after cut- herein, and sanitizing instructions, 

off. if applicable)- Granting access to all 

the requested records 

Short-term Administration 	 Temporary. Cut off record as Mandatory Review For Cut off after date of reply GRS 14-31a (2)a (N1-GRS- Temporary. Destroy 2 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Declassification Requests Files-	 87-7, item 31a2a) years after date of reply 

0001 	 records manual, or at the end of Correspondence and supporting 

the FV in which the record is documents (EXCLUDING the official 

created if no unique cut-off is file copy of the records if filed 

.specified. Destroy 3 years after cut- herein, and sanitizing instructions, 

off. if applicable)- Responding to 

requests for nonexistent records; 

to requesters who provide 

inadequate descriptions; and to 
- those who fail to pay agency 

reproduction fees- Request not 

appealed 



Short-term Administration Temporary. Cut off record as Mandatory Review for None GRS 14-34 (N1-GRS-98-2 Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Declassification Reports Files item 14) 2 years old I 

0001 records manual, or at the end of 

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration temporary. Cut off record as Mandatory Review for None GRS 14-35 (N1-GRS-98-2 Destroy when 2 years old 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Declassification Administrative item 15) 

0001 records manual, or at tile end of Files 

the FY in which the record is 
' 

created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Records Disposition Files- Basic Cut off when superseded. GRS 16-2a (1) (N1-GRS-98 Temporary. Destroy 2 

Records - DAA-0048-2013-0001 instructed in the agency/bureau documentation of records 2 item 16) years after supersession 

0001 records manual, or at the end of description and disposition 

the FY in which the record is programs, including SF 115, 


created if no unique cut-off is Request for Records Disposition 


specified. Destroy 3 years after cut- Authority; SF 135, Records 


off. Transmittal and Receipt; SF 258, 


Agreement to Transfer Records to 

National Archives of the United 

States; and related documentation-

SF 115s that have been approved 

by NARA 

Short-term Admini~tration Temporary. Cut off record as Records Disposition Files- Routine None GRS 16-2b (N1-GRS-98-2 Temporary. Destroy when 

Records - DAA-004B-=:2013-0001 instructed in the agency/bureau correspondence and memoranda item 18) 2 years old 

0001 records manual, or at the end of 

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 




Short-term Administration Temporary. Cut off record as Records Holdings Files- Records None GRS 16-4a (NC1-GRS-89-4 Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau held by offices that prepare reports item 6a) 3 years old 
0001 records manual, or at the end·of on agency-wide records holdings 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Records Holdings Files- Records· None GRS 16-4b (NC1-GRS-80-4 Temporary. De·stroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau held by other offices item 6b) 1 year old 
0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is '

specified. Destroy 3 years after cut

off. -
Short-term Administration Temporary. Cut off record as Project Control Files Cut off at the end of FY in which GRS 16-5 (NC1-64-77-8 Temporary. Destroy 1 year 

Records- DAA-0048-2013-0001 instructed in the agency/bureau the project is closed item7) after the year in which the 

0001 records manual, or at the end of project is closed 
the FY in which the record is -
created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Reports Control Files Cut off after the report is GRS 16-6 (NC1-GRS-80-7 Temporary. Destroy 2 

Records - DAA-0048-2013-0001 instructed in the agency/bureau discontinued item 1) years after the report is 

0001 records manual, or at the end of discontinued 

the FY in which the record is 
-, 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

/ ' 



0001 

Short-term Administration 	 Temporary. Cut off record as 
Records - DAA-0048-2013-0001 	instructed in the agency/bureau 

records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut
off. 

Short-term Administration Temporary. Cut off record as 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 
0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 
0001 	 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut
./l 

off. 
Short-term Administration Temporary. Cut off record as 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 
0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Documents Published in the None· 

Federal Register- Files 

documenting the processing of 

notices announcing committee 

meetings, including meetings open 

to the public under the 

Government in Sunshine Act (5 

U.S.C. 552b(e)(3)); hearings and 

investigations; filing of petitions 

and applications; issuance or 

revocation of a license; grant 

application deadlines, the 

availability of certain 

environmental impact statements; 

delegations of authority; and other 
matters that are not codified in· the 

Code of Federal Regulations 

GRS 16-13a (N1-GRS-87

17 item 1a) 
Temporary. Destroy when 
1 year old 

Documents Published in the 
Federal Register- Files 

documenting the processing of 

semiannual regulatory agenda 

None GRS 16-13b (N1-GRS-87

17 item 1b) 
Temporary. Destroy when 

2 years old 

Management Control Records-

Policy, procedure, and guidance 

files 

Cut off when superseded GRS 16-14a Temporary. Destroy when 

superseded 

Management Control Records-

Management control plans 
_ Cut off when superseded GRS 16-14b (N1-GRS-91-5 Temporary. Destroy when 

item 1b) superseded 

Extends retention; records 

deemed of greater value than 

Transitory 



Short-term Administration 	 Temporary. Cut off record as Management Control Records- Risk Records cannot be destroyed 
Records - DAA-0048-2013-0001 instructed in the agency/bureau analyses 	 before next review cycle 
0001 	 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cute 

off. 
Short-term Administration Temporary. Cut off record as Management Control Records- Cut off at end of FV in which the 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Annual reports and assurance file is closed 
0001 records manual, or at the end of statements created by 

the FV in which the record is organizational components below 

created if no unique cut-off is the agency (department or 

specified. Destroy 3 years after cut- independent agency) level and 

off. compiled by the agency into a 

- single unified report for direct 

submission to the President or 

Congress 

Short-term Administration Temporary. Cut off record as Management Control Records- Cut off when report is 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Tracking files completed 
0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Classified Documents None 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Administrative Correspondence 

0001 records manual, or at the end of Files 

the FV in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut-· 

off. 

Short-term Administration Temporary. Cut off record as Document Receipt Files None 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 
) 

created if no unique cut-off is ' 


specified. Destroy 3 years after cut

off. 


GRS 16-14c (N1-GRS-91-5 Temporary. Cut off close·d 
item 1c) files annually, destroy after 

next review cycle " 

GRS 16-14d (N1-GRS-91-5 Temporary. Cut off closed 
item 1d} files annually, destroy after 

next reporting cycle 

GRS 16-14e (N1-GRS-98-2 Temporary. Destroy 1 year 
item 23} after report is completed 

J 

GRS 18-1 	 Temporary. Destroy when 

2 years old 

GRS 18-2 	 Temporary. Destroy when 

2 years old 



Short-term Administration Temporary. Cut off record as Destruction Certificates Files None GRS 18-3 Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 2 years old 

0001 records manual, or at the end of 

the FY in which the record is 


created if no unique cut-off is 
 -
specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Classified Document Inventory Files None GRS 18-4 Temporary. Destroy when 
' 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 	 2 years old 

0001 	 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Access Request Files Cut off when authorization GRS 18-6 Temporary. Destroy 2 

Records - DAA-0048-2013-0001 instructed in the agency/bureau expires years after authorization 

0001 records manual, or at the end of expires 

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years a~er cut
off. 


Short-term Administration Temporary. Cut off record as Security and Protective Services None GRS 18-8 Temporary. Destroy when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Administrative Correspondence 2 years old 

0001 records manual, or at the end of Files ' 
the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Survey and Inspection Files - None GRS 18-9 Temporary. Destroy when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau (Government-owned facilities) 3 years old or upon 

0001 records manual, or at the end of discontinuance of facility, 

the FY in which the record is whichever is sooner 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 



Short-term Administration Temporary. Cut off record as 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 
0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 
specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 
0001 	 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 
0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 
0001, records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 
0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Investigative Files None GRS 18-11 	 Temporary. Destroy when Note these are local copies, not 

2 years old ,- official case files-

I 

Guard Assignment Files- Ledger Cut off on final entry GRS 18-13a Temporary. Destroy 3 
records years after final entry 

., 

Guard Assignment Files- Requests, None GRS 18-13b Temporary. Destroy when 
analyses, reports, change notices, 2 years old 
and other papers relating to post 

assignments and strength 

requirements 

' 
I 

Police Functions Files- Ledger Cut off on final entry GRS 18-14a Temporary. Destroy 3 
records of arrest, cars ticketed, and years after final ~ntry 
outside police contacts 

' 
I 

c 

Police Functions Files- Reports on None GRS 18-14c Temporary. Destfoy when 
contact of outside police with 1 year old 
building occupants 



Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end-of 

the FY in which the record is 

created if no unique cut-off is 

speCified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 
'

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

-, / off. 

Short-term Administration Temporary. Cut off record as. 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Personal Property Accountability Cut off on final entry GRS 18-1Sa Temporary. Destroy 3 
Files- Ledger files years after final entry 

-' 

Personal Property Accountability None GRS 18-1Sb Temporary. Destroy when · 

Files- Reports, loss statements, 1 year old 

receipts, and other documents 

relating to lost and found articles 

Key Accountability Files- For areas Cut off at turn-in of key GRS 18-16a Temporary. Destroy 3 

under maximum security years after turn-in of key 

Visitor Control Files- For other Cut off after final entry or after GRS 18-17b Temporary. Destroy 2 

areas date of document, as years after final_ entry or 2 

appropriate years after date of 

document, as a~p_ropriate 

-

Facilities Checks Files- Data sheets, None GRS 18-18a Temporary. Destroy when 

door slip summaries, check sheets, 1 year old 

and guard reports on security 

violations (except copies in files of 

agency security offices covered by 

item 24 of this schedule) 

' 



Short-term Administration Temporary. Cut off record as ~uard Service Control Files- Round None GRS 18-19b Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau reports, service reports on --- ( 

1 year old 
0001 records manual, or at the end of interruptions and tests, and punch 

the FY in which the record is clock dial sheets 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Guard Service Control Files- None GRS 18-19c Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Automatic machine patrol charts 1 year old 

0001 records manual, or at the end of and registers of patrol and alarm 

the FY in which the record is services 


created if no unique cut-off is 

' specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Logs and Registers- Central guard Cut off on final entry GRS 18-20a Temporary. Destroy 2 

Records - DAA-0048-2013-0001 instructed in the agency/bureau office master logs years after final entry 

0001 records manual, or at the end of 


the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut
~ 

off. 

Short-term Administration Temporary. Cut off record as Logs and Registers- Individual Cut off on final entry GRS 18-20b Temporary. Destroy 1 year 
Records - DAA-0048-2013-0001 instructed in the agency/bureau guard post logs of occurrences - after final entry 

-0001 	 records manual, or at the end of entered in master logs 


the FY in which the record is 


created if no unique cut-off is 

rspecified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Security Clearance Administrative None GRS 18-21 (NC1-GRS-80-1 Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Subject Files item 22) 2 years old 
0001 records manual, or at the end of 

the FY in which the record is 
-created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 




Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 
\ 

records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 


Records - DAA-0048-2013-0001 instructed in the agency/bureau 


0001 records manual, or at the end of 


the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Personnel Security Clearance 

Records- Case files documenting 

the processing of investigations on 

Federal employees or applicants 

for Federal employment 

Emergency Planning Administrative None 

Correspondence Files 

Emergency Planning Case Files 

Emergency Operations Tests Files 

Photographs of Routine Award 

Ceremonies, Social Events, and 

Activities not Related to the 

Mission of the Agency 

Cut off on issuance of a new 

plan or directive (i.e., when 

superseded) 

None 

None 

GRS 18-22a (NC1-GRS-80-	 Temporary. Destroy upon 
1 item 23a) 	 notification of death or not 

later than 5 years after 

separation or transfer of 
employee or no later than 

5 years after contract 

relationship expires, 

whichever is applicable. 

GRS 18-26 	 Temporary. Destroy when 
2 years old 

GRS 18-27 (NC1-GRS-81-1 Temporary. Destroy 3 

item 1b) years after issuance of a 

new plan or directive 

GRS 18-28 (NC1-GRS-81-1 Temporary. Destroy when 

item4) 3 years old 

GRS 21-1 (N1-GRS-98-2, Temporary. Destroy when 

item 32) 1 year old 

-

Cut off after separation or 

transfer of employee, or after 

contract relationship expires, or 

upon notification of death, 

whichever is applicable 



Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

· specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut
off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is. 

specified. Destroy 3 years after cut

off. 

Internal Personnel and 

Administrative Training Filmstrips 

and Slides of Programs that do not 

Reflect the Mission of the Agency 

Viewgraphs 

Films Acquired from Outside 

Sources for Personnel and 

Management Training 

Routine Scientific, Medical, or 

Engineering Footage 

Programs Acquire~ from Outside 
Sources for Personnel-and 

Management Training 

Cut off after completion of 

training program 

None 

-~ 

Cut off after completion of 

training prograr:n 

None 

Cut off after completion of 

training program 

GRS 21-3 (N1-GRS-81-9, 

item 1-3) 

GRS 21-5 (N1-GRS-98-2, 

item 34) 

GRS 21-9 (N1-GRS-81-9, 

item 111-1) 

GRS 21"-12 (N1-GRS-98-2, 

item 38) 

GRS 21-14 (N1-GRS-81-9, 

item IV-1) 

Temporary. Destroy 1 year 

after completion of 

training program 

-Temporary. Destroy 1 year 
after use 

Temporary. Destroy 1 year 

after completion of 

training program 

Temporary. Destroy when 

2 years old 

'· 
Temporary. Destroy 1 year 

after completion of 

training program



Short-term Administration Temporary. Cut off record as Internal Personnel and 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Administrative Training Programs 

0001 records manual, or at the end of that do not Reflect the Mission of 

the FY in which the record is the Agency 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Routine Scientific, Medical, or 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Engineering Recordings 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Recordings that Document Routine 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Meetings and Award Presentations 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Office Administrative Files 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Schedules of Daily Activities-


Records - DAA-0048-2013-0001 instructed in the agency/bureau Records containing substantive 


0001 records manual, or at the end of information relating to official 


the FY in which the record is activities, the substance of which 

created if no unique cut-off is has not been incorporated into 

specified. Destroy 3 years after cut- official files, EXCLUDING records 

off. relating to the official activities of 

high Government officials 

Cut off after completion of 

training. program 

None 

None 

None 

None 

GRS 21-17 (N1-GRS-81-9, 

item IV-4) 

GRS 21-19 (N1-GRS-98-2, 

item 40) 

0 

GRS 21-20 (N1-GRS-98-2, 

item 41) 

GRS 23-1 (N1-GRS-98-2 

item 43) 

Temporary. Destroy 1 year 

after completion of 

training program 

Temporary. Destroy when 

2 years old 

Temporary. Destroy when 

2 years old 

Temporary. Destroy when 

2 years old 

GRS 23-Sa (N1-GRS-87-19 Temporary. Destroy or 

item Sa) delete when 2 years old 



Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
I 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified.'"Destroy 3 years after cut
( off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the age,ncy/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut
off. 

Records Created by Advisory 

Commissions, Committees, 

Councils, Boards and Other Groups 

Established under the Federal 

Advisory Committee Act (FACA)

Files that relate to day-to-day 

Commission activities and/or do 

not contain unique information of 

historical value 

Committee Records Not 

Maintained by the Sponsor or 

Secretariat 

Schedules of Daily Activities 

Local Operating Procedures Files 

General Permits Files 

None 

None 

None 

Cut off when superseded by 

new procedures 

Cut off when obsolete, 

superseded, or otherwise 

canceled. 

GRS 26-2b (N1-GRS-07-1 

item 2b) 

GRS 26-3 (N1-GRS-04-1 

item3) 

GRS 27-7 

NC1-22-78-1/08 MNGT

330 

NC1-22-78-1/15 PERM

820 

Temporary. Destroy/delete 

when 3 years old 

Temporary. Destroy when 
3 years old 

~ 

Temporary. Cut off 

annually., Destroy/delete 

when not less than 2 years 

but not more than 5 years 

old 

Temporary. Destroy when 

obsolete, superseded, or 

otherwise cancelled. 

Temporary. Destroy when 

obsolete, superseded, or 

otherwise canceled. 



Short-term Administration Temporary. Cut off record as Congressional Inquiry Files None NC1-22-78-1/47 ADMI- Temporary. Destroy when 
Records - DAA-Q048-2013-Q001 instructed in the agency/bureau 520 3 yrs old or when no 
0001 r records manual, or at the end of longer needed 

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 
 r 

Short-term Administration Temporary. Cut off record as Equipment Utilization Records. b. None NC1-22-78-1/48b MNGT- Temporary. Destroy 3 yrs Fixed: Need to break out sub-

Records - DAA-0048-2013-0001 instructed in the agency/bureau Reports 214 after preparation items on crosswalk 
0001 records manual, or at the end of 

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as General Correspondence Files- None NC1-22-78-1/50c ADM I- Temporary. Destroy the Fixed: Need to break out sub-
Records - DAA-0048-2013-0001 instructed in the agency/bureau Material that documents 530 set when it is 3 yrs old or items on crosswalk -
0001 	 records manual, or at the end of repetitive, individual, routine no longer needed 

the FY in which the record is transactions and matters; 

created if no unique cut-off is housekeeping and other purely 

specified. Destroy 3 years after cut- facilitative functions 

off. 

Short-term Administration Temporary. Cut off record as Plans and Schedules Files- Files Review an.nually. Cut off when NC1-22-78-1/67 PLAN- Temporary. Review 
Records - DAA-0048-2013-0001 instructed in the agency/bureau include material which describes or superseded or obsolete. 410 annually, destroy that 

0001 records manual, or at the end of outlines actions to be taken or which i.s obsolete, 

the FY in which the record is events to be observed for a period superseded, or no longer 
created if no unique cut-off is of time in the future by personnel needed 
specified. Destroy 3 years after cut- assigned to a specified activity. A 

J 

off. plan or schedule can address any 

type of function, operation, or duty 

be it technical, scientific, 

administrative, or managerial. 

Short-term Administration Temporary. Cut c;>ff record as Energy Conservation Case Files - None N1-022-05-01/80 ADM I- Temporary. Destroy when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Periodic energy 455 2 years old 
0001 1 records manual, or at the end of consumption/conservation reports, 

the FY in which the record is data, correspondence, and related 


created if no unique cut-off is materials 


specified. Destroy 3 years after cut

off. 




Short-term Administration Temporary. Cut off record as Reimbursable Work Authorizations None N1-022-05-01/86 ADM I- Temporary. Destroy when 
Records - DAA-0048-2013-0001 instructed in the agency/bureau (RWA) 465 2 years old 
0001 records manual, or at the end of 

the FY in which the record is ' 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Renovations Cut off on completion of project N1-022-05-01/87 ADMI- Temporary. Destroy 2 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 466 years after completion of-
0001 records manual, or at the end of project-

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Applicant Test Materials Cut off when superseded, N1-022-05-01/99 PERM- Temporary. Destroy 1 year 

Records - DAA-0048-2013-0001 instructed in the agency/bureau obsolete, or no longer needed 813 after superseded, 

0001 records manual, or at the end of obsolete, or no 
the FY in. which the record is longer needed 
created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
~ 

Short-term Administration Temporary .. Cut off record as 1FT SOL Chronological Files None N1-048-07-03, item 7507i Permanent. Cut off at 

Records - DAA-0048-2013-0001 instructed in the agency/bureau EOCY in which file is 

0001 records manual, or at the end of closed, transfer to NARA as Chronological files do not fit the 

the FY in which the record is yet undetermined criteria of Indian Trust (they are 

created if no unique cut-off is inherently duplicative of 

specified. Destroy 3 years after cut- correspondence on which 1FT 

off. action is taken). 

Short-term Administration Temporary. Cut off record as OHA- General Files- Program Cut off on the last day of the N1-048-07-04 7101.5 Temporary. Cut off on the 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Planning Files period being planned. last day of the period 

0001 records manual, or at the end of being planned, 
the FY in which the record is delete/destroy 3 years 

created if no unique cut-off is after cut off or when no 

specified. Destroy 3 years after cut- longer needed for agency 

off. business, whichever is 

later 



Short-term Administration Temporary. Cut off record as OHA- General Files- None N1-Q48-07-04 7101.6 Temporary. Cut off on last 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Committees/Meetings Files day of the committee's 

0001 records manual, or at the end of cycle; if there is no regular 
the FY in which the record is cycle, cut off on last day of 
created if no unique cut-off is fiscal year, delete/destroy 
specified. Destroy 3 years after cut 3 years after cut off or 
off. when no longer needed 

for _agency business, 

whichever is later 

l 

Short-term Administration Temporary. Cut off record as OHA- General Files- Project Issue Cut off upon closure or N1-Q48-07-04 7101.8 Temporary. Cut off upon 

Records - DAA-0048-2013-Q001 instructed in the agency/bureau Files completion of project/issue. closure or completion or 

0001 records manual, or at the end of project or issue, 

the FY in which the record is delete/destroy 3 years 

created if no unique cut-off is after cut off or when no 

specified. Destroy 3 years after cut- longer needed for agency 

off. business, whichever is 

later 

Short-term Administration Temporary. Cut off record as OHA- Director's Office- Monthly None N1-Q48-07-Q4 7102.6a Temporary. Cut off at close 

Records - DAA-Q048-2013-Q001 instructed in the agency/bureau and Quarterly Case load Reports- of fiscal year to which 

0001 records manual, or at the end of Monthly and Quarterly Reports report pertains, 

the FY in which the record is delete/destroy monthly 

created if no unique cut-off is and quarterly reports 3 

specified. Destroy 3 years after cut
~ 

years after cut off or when 

off. no longer needed, 

whichever is later 

Short-term Administration Temporary. Cut off record as OHA- Director's Office- Docket None N1-Q48-07-04 7102.9a Temporary. Delete/destroy 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Management System- Master Data when system superseded, 

0001 records manual, or at the end of Files 
' 

if all data transferred to 

the FY in which the record is successor system, 

created if no unique cut-off is otherwise, retain for life of 

specified. Destroy 3 years after cut- system plus 3 years, then 

off. delete/destroy 
~ 



Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or -at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-Q048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-Q048-2013-Q001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-Q001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut~ 

off. 

OHA- Interior Board of Indian None 

Appeals (IBIA)- Monthly and 


Quarterly Caseload Reports-


Reports 


OHA- Interior Board of Indian None 
Appeals (IBIA)- Docket 

Management System- Master Data 

Files 

OHA- Interior Board of Land None 
Appeals (IBLA)- Monthly and 

Quarterly Case Load Reports-

Reports 

OHA- Interior Board of Land None 
Appeals (IBLA)- Docket 

Manangement System- Master 

Data Files 

N1-048-07-Q4 7103.6a 

N1-048-Q7-04 7103.9a 

N1-048-Q7-04 7104.6a 

N1-048-07-04 7104.9a 

' 

Temporary. Cut off at close 

of fiscal year to which 

report pertains. 

Delete/destroy monthly 

and qu~rterly reports 3 
years after cut-off or when 

nolongerneededfor 

agency business, 

whichever is later 

Temporary. Delete/destroy 

when system superseded, 

if all data transferred to 

successor system. 

Otherwise, retain for life of 

system plus 3 years, then 

delete/destroy 

Temporary. Cut off at close 

offiscal year to which 

report pertains, 

delete/destroy monthly 

and quarterly reports 3 

y~ars after cut off or when 

nolongerneededfor 

agency business, 

whichever is later 

Temporary. Delete/destroy 

when system superseded, 

if all data transferred to 

successor system, 
otherwise, retain for life of . 

system plus 3 years, then 

delete/destroy 



Short-term Administration Temporary. Cut off reco-rd as OHA- Departmental Cases Hearings None N1-048-07-04 7105.6a Temporary. Cut off at close 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Division (DCHD)- Monthly and of fiscal year to which 
-0001 	 records manual, or at the end of Quarterly Caseload Reports- report pertains, 

the FY in which the record is Reports delete/destroy monthly 
created if no unique cut-off is and quarterly reports 3 
specified. Destroy 3 years after cut- years after cut off or when-
off. 	 no longer needed for 

agency business, 

whichever is later · 

Short-term Administration Temporary. Cut off record as OHA- Departmental Cases Hearings None N1-048-07-04 7105.9a Temporary. Delete/destroy 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Division (DCHD)- Docket when system superse~ed, 

0001 records manual, or at the end of Management System- Master Data if all data transferred to 

the FY in which the record is Files successor system, 

created if no unique cut-off is otherwise, retain for life of 

specified. Destroy 3 years after cut- system plus 3 years, then 

off. delete/destroy 

Short-term Administration Temporary. Cut off record as OHA- Probates Hearings Division None N1-048-07-04 7106.6a Temporary. Cut off at close 

Records - DAA-0048-2013-0001 instructed in the agency/bureau (PHD)- Monthly and Quarterly Case offiscal year to which 

0001 records manual, or at the end of Load Reports- Reports report pertains, 

the FY in which the record is delete/destroy monthly 

created if no unique cut-off is and quarterly reports 3 

specified. Destroy 3 years after cut- years after cut-off or when 

off. nolongerneededfor-
agency business, 

whichever is later 

Short-term Administration Temporary. Cut off record as OHA- Probates Hearings Division None N1-048-07-04 7106.9a Temporary. Delete/destroy 

Records - DAA-0048-2013-0001 instructed in the agency/bureau (PHD)- Docket Management when system superseded, 

0001 records manual, or at the end of System- Master Data Files if all data transferred to 

the FY in which the record is 'successor system, 

created if no unique cut-off is otherwise, retain for life of 

specified. Destroy 3 years after cut- system plus 3 years, then 

off. delete/destroy 



--

Short-term Adm_inistration Temporary. Cut off record as 

Records- DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the rj'!cord is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

OHA- White Earth Reservation Land None N1-048-07-04 7107.6a 	 Temporary. Cut off at close 
Settlement Act (WELSA) Hearings 	 of fiscal year to which 
Division (WHD)- Monthly and 	 report pertains, 
Quarterly Case Load Reports-	 delete/destroy monthly 
Reports 

_! 	

and quarterly reports 3 

years after cut off or when 

nolongerneededfor 

agency business, 

whichever is later 

OHA- White Earth Reservation Land None N1-048-07-o4 no7.9a 	 Temporary. Delete/destroy 
Settlement Act (WELSA) Hearings when system superseded, 
Division (WHD)- Docket if all data transferred to 
Management System- Master Data successor system, 

Files otherwise, retain for life of 

system plus 3 years, then 

delete/destroy 

OHA- Integrated Electronic Docket Cut off when system is N1-048-07-04, 7108.4 Temporary. Retain for life Moved from Legal 

Management System- Master Data superseded/discontinued. of system plus 3 years, 
Files- These files contain the then delete/destroy 
master copy of information created 

and compiled by the system for the 

purpose of electronic docketing 

and case tracking. 

Chronological Files None N1-048-08-06, item 1104 	 Temporary. Cut off at 

EOCY, destroy 1 year after 

cut off 



Short-term Administration Temporary. Cut off record as 

Records - DAA-Q048-2013-Q001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 !· 	records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as 

Records - DAA-Q048-2013-0001 instructed in the age_ncy/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut
- off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-Q048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as 

Records - DAA-0048-2013-Q001 instructed in the agency/bureau 

0001 records manual, or at the encj of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Daily Schedules, Calendars, and 


Appointment Books- Dep. Asst. 


Secretaries, Directors, and Staff 


Assistants 


PPP- Management Information 

Tracking System 

Smart Card System 

Routine Reports 

Audit Files - GAO 

Copies/Drafts/Working Papers 

None 

Cut off after the President's 

Budget is published 

Cut off upon expiry of the ID 

card 

None 

Cut off when final report is 

made, 

N1-Q48-08-06, item 
1109.2 

N1-048-08-15 

N1-048-08-20 

N1-048-08-22, item 1204 

N1-048-Q8-22, item 

1210.2 

Temporary. Cut off when 

official's tenure is over, 

destroy 3 years after cut
off 

Temporary. Cut off after 

the President's Budget is 

published, destroy 1 year 

after cut off 

Temporary. Cut off upon 

expiry of the ID Card, 

destroy 3 years after cut 

off 

Temporary. Cut off when 

report is made, destroy 2 

years after cut off, or 

when no longer needed 

Temporary. Cut off when 

final report is made, 
destroy 3 years after cut

off 



Short-term Administration Temporary. Cut off record as DOl Museum System Cut off when information is N 1-048-09-Q4 Temporary. Cut off when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau superseded or obsolete. system is obsolete and ' 
0001 records manual, .or at the end of data transferred to a new 

the FY in which the record is 	 system, destroy when no . 
created if no unique cut-off is longer needed 

specified. Destroy 3 years after cut

off. 	
" 

Short-term Administration Temporary. Cut off record as Datamart- Executive Information Cut off at end of FV in which N1-048-09-06, item Temporary. Cut off at 

Records - DAA-0048-2013-0001 instructed in the agency/bureau System product of service is no longer in 7554.4 EOCV in which product or 

0001 records manual, or at the end of use. service is no longer in use, 

the FY in which the record is destroy 1 year after cut 

created if no unique cut-off is off, or when no longer 

·specified. Destroy 3 years after cut- needed, whichever is later 

-

off. 

Short-term Administration Temporary. Cut off record as Datamart- Web Survey Cut off when survey is N1-048-09-06, item Temporary. Cut off when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau concluded 7554.9 survey is concluded,

0001 records manual, or at the end of destroy 1 year after cut 

the FY in which the record is off, or when no longer 


created if no unique cut-off is needed < 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Curriculum Material Used in Cut off when material is N1-048-09-11, item Temporary. Cut off when 

Records - DAA-0048-2013-Q001 instructed in the agency/bureau Training Courses superseded or obsolete 1304.3 material is superseded or 

0001 	 records manual, or at the end of obsolete, destroy one year 

the FY in which the record is after cut off 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as DOl Internet Website Files Cut off at end of each N1-Q48-10-01, Item 3.4 Temporary. Cut off at end 

Records - DAA-0048-2013-Q001 instructed in the agency/bureau presidential administration of each presidential 

0001 records manual, or at the end of administration, delete 4 

the FV in which the record is years after cut-off or when 

created if no unique cut-off is obsolete, whichever is 

specified. Destroy 3 years after cut- later 

off. 



Short-term Administration Temporary. Cut off record as Sustainability Program - Data Calls Cut off upon completion of N1-048-11-01, item 10.3 Temporary. Cut off upon 
Records - DAA-0048-2013-0001 instructed in the agency/bureau and Surveys action the data call or survey is completion of action the 

0001 records manual, or at the end of supporting data call or survey is 
the FY in which the record is supporting, destroy 2 

created if no unique cut-off is years after cut off, or 

specified. Destroy 3 years after cut- when no longer needed, ' 

off. whichever is later 

Short-term Administration Temporary. Cut off record as Motor Vehicle System None NC1-49-85-1, 0/29 Temporary. Destroy 3 

Records - DAA-0048-2013-0001 instructed in the agency/bureau years after EOFY in which 

0001 records manual, or at the end of data is prepared, NARA Job 

the FY in which the record is NC1-49-851, 20/35. 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as General Correspondence and None NC1-49-85-2, 23/1a Temporary. Cut off EOFY, 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Reports Files destroy 3 years after cut 

0001 records manual, or at the end of off 

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Reader Files- Originating Office None NC1-49-85-2, 23/1b(1) Temporary. Cut off end of 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Copies each month. Destroy 1 

0001 records manual, or at the end of year after cutoff. 

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Aircraft Accident Files None N1-49-90-9, 10/lla Temporary. Cutoff EOFY, 

Records - DAA-0048-2013-0001 instructed in the agency/bureau destroy 1 year after cut off 

0001 records manual, or at the end of 

the FY in which the record is 


created if no unique cut-off is 

-

specified. Destroy 3 years after cut

off. 




Short-term Administration Temporary. Cut off record as Aircraft Accident Files None N1-49-90-9, 10/11b Temporary. Cutoff EOFY, 

Records - DAA-0048-2013-0001 instructed in the agency/bureau destroy 3 years after cut 


0001 records manual, or at the end of off 


the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut"
\

off. 


Short-term Administration J Temporary. Cut off record as Aircraft Use Files None N1-49-96-4, 10/8 Temporary. Cutoff EOFY, 


Records - DAA-0048-2013-0001 instructed in the agency/bureau destroy 2 years after cut 


0001 records manual, or at the end of off 


the FY in which the record is 
-created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as True Copy Certifications - None N1-057-02-03, 603-02 Temporary. Destroy when 


Records - DAA-0048-2013-0001 instructed in the agency/bureau Certifiying or evidencing true copy 1 year old. 


0001 records manual, or at the end of nature of material submitted for 


the FY in which the record is publications hthe Federal Regiser 


created if_ no unique cut-off is or elsewhere 


specified. Destroy 3 years after cut

off. > 


Short-term Administration Temporary. Cut off record as All Other Agency Committee None N1-057-08-01, 101-04b(2) Temporary. Destroy when 


Records - DAA-0048-2013-0001 instructed in the agency/bureau Records and Conference Records 3 years old or when no 


0001 records manual, or at the end of longer needed for 


the FY in which the record is reference 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. ' e- Short-term Administration Temporary. Cut off record as Interlibrary Borrowing Requests None N1-057-08-01, 306-03 Temporary. Cut-off at the 

Records - DAA-0048-2013-0001 instructed in the agency/bureau end of the calendar year. 

0001 	 records manual, or at the end of ' Destroy 3 years after cut- -

the FY in which the record is off. 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
" 



Short-term Administration Temporary. Cut off record as Library Reference Inquiries and None 
- N1-051-08-01, 306-05 Temporary. Destroy after 6 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Document Delivery Field Requests. months. 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Communication Files- General None N1-057-08-02 505-01 Temporary. Cut-off at the 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Communications Correspondence EOFY, destroy 3 years after 

0001 records manual, or at the end of cut off 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut >J 

off. 

Short-term Administration Temporary. Cut off record as Communication Administrative None N1-057-08-02 505-03 Temporary. Destroy in 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Files agency when no longer 

0001 records manual, or at the end of needed for reference 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Routine Administrative Records- None N1-057-08-02, 703-16c Temporary. Cut-off at the 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Includes correspondence, reports, end of the fiscal year. 

0001 records manual; or at the end of forms, and other related records Destroy 3 years after cut-

the FY in which the record is pertaining ot Working Capital off or when no longer 

created if no unique cut-off is Funds. needed, whichever is 

l 
specified. Destroy 3 years after cut- sooner. 

off. 

Short-term Administration Temporary. Cut off record as Contractor HSPD-12 Credentialing Cut off upon notification of N1-057-08-06, 903-04a(1) Temporary. Destroy upon 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Files - Investigative reports and death or separation/transfer of notification of death or not 

0001 records manual, or at the end of related papers returned from OPM contractor employee later than 5 years after 

the FY in which the record is with no issues or with Minor (A) separation or transfer of 
/ 

created if no unique cut-off is issues and receive a favorable contractor employee. 
' specified. Destroy 3 years after cut- adjudication. 

off. 



Short-term Administration . Temporary. Cut off record as Contractor HSPD-12 Credentialing 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Files - Investigative reports and 

0001 records manual, or at the end of related papers returned from OPM 

the FY in which the record is with no Moderate (B), Major (C) or 

created if no unique cut-off is Substantial (D) issues and/or those 

specified. Destroy 3 years after cut- cases not favorably adjudicated. 

off. 

-
 '" 

' 
) 

Short-term Administration Temporary. Cut off record as Security Clearance and Access 
~ Records - DAA-0048-2013-0001 instructed in the agency/bureau Authorization Case Records 
'0001 records manual, or at the end of Personnel security and 

the FY in which the record is administrative review files created 

created if no unique cut-off is under Executive Order, Code of 

specified. Destroy 3 years after cut- Federal Regulations, Department of 

off. the Interior and agency directive 

requirements and procedures, and 
" related indices maintained by 

bureau personnel security offices 

at USGS headquarters and field 

offices. 

Cut off records pertaining to non N1-057:.08-06, 903-04a(2) Temporary. Destroy 
substantial issues upon investigative reports and 
adjudication; cut off records related papers with non-
pertaining to serious issues substantial issues and 
upon adjudication and favorable adjudication. 
notification of death, Retain inventigative 
separation, or transfer. reports and related papers 

containing serious issues 

with either a favorable or 

unfavorable adjudication, 

and destroy upon 

notification of death or no 

. later than 5 years after 

separation or transfer of 

contractor employee. 

Cut off upon favorable N1-057-08-06, 903-05a(1) Temporary. Destroy 
adjudication 	 investigative reports and 

related papers upon 

favorable adjudication. 

' 



Short-term Administration Temporary. Cut off record as Security.Ciearance and Access Cut off records pertaining to non N1-057-08-06, 903-05a(2) Temporary. Destroy 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Authorization Case Records - substantial issues upon investigative reports and 

0001 records manual, or at the end of Investigative reports and related adjudication; cut off records related papers with non-


the FY in which the record is papers returned from OPM with pertaining to serious issues substantial issues and 
created if no unique cut-off is Moderate (B), Major (C), or upon adjudication and favorable adjudication. 
specified. Destroy 3 years after cut- Substantial (D) issues and/or those notification of death, Retain inventigative 

.. 
off. cases not favorably adjudicated. separation, or tran~fer. 	 reports and related papers 

containing serious issues 

with either a favorable or 

unfavorable adjudication, 

and destroy upon 

notification of death or no 

later than 5 years after 
) 

separation or transfer of 

contractor employee. 

Short-term Administration Temporary. Cut off record as Accident Files- Motor Vehicle, Cut off at end of investigation. N1-057-08-06, 904-05a Temporary. Cut-off at the Only motor vehicle accidents in 
· Records - DAA-0048-2013-0001 instructed in the agency/bureau Aircraft, and Watercraft Accident end of the fiscal yea~. admin; for Aircraft and 

I
0001 	 records manual, or at the end of Files- Including accident forms, Destroy 7 years after cut- Watercraft, see Mission bucket 

the FY in which the record is safety alerts, initial, preliminary, off. 
created if no unique cut-off is and final reports, and any other 
specified. Destroy 3 years after cut- related records. 
off. 

Short-term Administration Temporary. Cut off record as Safety and Security Training None N1-057-08-06 904-08a Temporary. Cut-off at the 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Records -General Training Records EOFY, destroy 2 years after 


0001 records manual, or at the end of cut off or when no longer 


the FY in which the record is needed, whichever is later 
created if no unique cut-off is 

specified. Destroy 3 years after cut -
,.off. 

Short-term Administration Temporary. Cut off record as Safety and Security Training Cut off at the end of the FY N1-057-08-06 904-08b Temporary. Destroy 1 year 


Records - DAA-0048-2013-0001 instructed in the agency/bureau Records -General Training Records after termination of 


0001 records manual, or at the end of - Federal Employee and Contractor employee 

the FY in which the record is Training Records 

created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 




Short-term Administration Temporary. Cut off record as General Work Permits- Files 

Records - DAA-0048-2013-0001 instructed in the agency/bureau include copies of all permit 

0001 records manual, or at the end of applications sent to the bureau by 

the FY in which the record is Federal, state, and private 

created if no unique cut-off is organizations, conservation groups, 

specified. Destroy 3 years after cut- private parties, and others who 

off. request permits for purposes of 

research. 

Short-term Administration Temporary. Cut off record as Printing Project Files 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as Routine and Supporting 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Documentation - Records dealing 

0001 records manual, or at the end of with meeting arrangements, 

the FY in which the record is requests for information, and all 

created if no unique cut-off is other routine, housekeeping, and 

specified. Destroy 3 years after cut- supporting documentation. [Note: 

off. There are other records described 

in the originating schedule item 

that are crosswalked to 0013.] 

Short-term Administration Temporary. Cut off record as Housekeeping and Supporting 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Records 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as Information Technology Systems 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Access 

0001· records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Cut off after expiration of permit N1-057-08-06 904-11 
or termination date of latest 

applicable condition 

None N1-Q57-08~06 1303-03 

Cut off on closure N1-79-08-8/9D 

Cut off on closure N1-79-08-9/10D 

Cut off after closure of file N1-115-94-11RM-7.20 

Temporary. Destroy 3 

years after expiration of 

permit or termination date 

of latest applicable 
condition 

Temporary. Cut-off at the 

EOFY, destroy in agency 

when no longer needed 

for reference 

Temporary. 

Destroy/Delete records 3 

years after closure. 

' 

Temporary. 

Destroy/Delete records 3 

years after closure. 

Temporary. Destroy when 

superseded, revoked, or 

after separation of 

employee 

Records for this current 

authority have been split into 

two classifications in the 

proposed schedule. Only 
meeting arrangements, requests 

for information, and 

housekeeping records are 

crosswalked to 0001. All other 

records, (IT functions) are 

crosswalked to 0013 

http:N1-115-94-11RM-7.20


Short-term Administration Temporary. Cut off record as Special Purpose Photographs None N1-115-94-1 PI0-7.10 Disposal Authorized 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 

~ 
Temporary. Retain in 

0001 records manual, or at the end of agency, review, delete, or 
the FY in which the record is purge from print or digital 
created if no unique cut-off is system every 3 years or 
specified. Destroy 3 years after cut- when no longer required 
off. for current business needs 

-

Short-term Administration Temporary. Cut off record as Mail Management Program None N1-115-94-1 RIM-3.00 Disposal Authorized-


Records - DAA-0048-2013-0001 instructed in the agency/bureau Temporary. Destroy in 


0001 records manual, or at the end of -- agency 3 years after 


the FY in which the record is closure 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration Temporary. Cut off record as Postage Meter Licenses and Cut off after closure N1-115-94-1 RIM-3.20 Disposal Authorized 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Permits Temporary. Destroy in 

0001 records manual, or at the end of agency 1-year after closure 

the FY in which the record is 


created if no unique cut-off is 

_, 

'. specified. Destroy 3 years after cut
; off. 

Short-term Administration Temporary. Cut off record as Directives Management Program None N1-115-94-1 RIM-5.00 Disposal Authorized 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Temporary. Destroy in 

0001 records manual, or at the end of agency 3 years after 

the FY in which the record is closure 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Department of the Interior and Cut off after closure N1-115-94-1 RIM-5.20 Temporary. Destroy when 

Records- DAA-0048-2013-0001 instructed in the agency/bureau Other Agency Releases canceled, superseded, or 

0001 records manual, or at the end of revoked 

the FY in which the record is 


created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 


http:RIM-5.20
http:RIM-5.00
http:RIM-3.20
http:RIM-3.00
http:PI0-7.10


Short-term Administration 	 Temporary. Cut off record as Library Operations None 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 
0001 	 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration 	 Temporary. Cut off record as Collection Procedures None 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 	 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 
Short-term Administration 	 Temporary. Cut off record as Taxation None 
Records - DAA-0048-2013-0001 instructed in the agency/bureau 
0001 	 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut
off. 

Short-term Administration Temporary. Cut off record as Grounds and Space Management None 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 
- created if no unique cut-off is 

specified. Destroy 3 years after cut

off. 

Short-term Administration· Temporary. Cut off record as Building Maintenance and Service None 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0001 records manual, or at the end of 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut
off. 

-

N1-115-94-1 RIM-8.00 

N1-115-94-2 FIN-5.00 

N1-115-94-2 FIN-11.00 

N1-115-94-2, PRM-16.00 

N1-115-94-2 PRM-17.00 

Disposal Authorized-

Temporary. Destroy in 

agency 3 years after 
closure 

Disposal Authorized 

Temporary. Destroy in 

agency 3 years after 
closure 

Disposal Authorized-

Temporary. Destroy in 

agency 3 years after 

closure 

' 

Disposal Authorized-. 
Tempor'ary. Destroy in 

agency 2 years after 

closure 

Disposal Authorized-

Temporary. Destroy in 

agency 3 years after 

closure 

http:PRM-17.00
http:PRM-16.00
http:FIN-11.00
http:FIN-5.00
http:RIM-8.00


Short-term Administration Temporary. Cut off record as Copier Management None N1-115-94-2 PRM-18.00 Disposal Authorized 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Temporary. Destroy in . . 
0001 	 records manual, or at the end of agency 1-year after closure 

the FY in which the record is 

created if no unique cut-off is 

specified. Destroy 3 years after cut
' 

off. 
Short-term Administration Temporary. Cut off record as Internal Delegations of Authority None N1-115-94-3, J\DM-9.00 Disposal Authorized 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Temporary. Destroy in 
0001 records manual, or at the end of . agency when superseded, 

- the FY in which the record is revoked, withdrawn, or 

created if no unique cut-off is expired. 

specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary'. Cut off record as Conferences, Meetings, and None N1-115-94-3, ADM-10.00 Disposal Authorized 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Professional Societies Temporary. Destroy in 
0001 records manual, or at the end of agency 3 years after 

the FY in which the record is closure. 

created if no unique cut-off is 


specified. Destroy 3 years after cut

off. 

Short-term Administration Temporary. Cut off record as Safety Procedures and Programs None N1-115-94-3 SAF-3.00 Disposal Authorized 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Temporary. Destroy in 
0001 records manual, or at the end of agency 3 years after 

the FY in which the record is closure 
created if no unique cut-off is ' 
specified. Destroy 3 years after cut

' off. 
Short-term Administration Temporary. Cut off record as Safety of Dams Program - Cut off when superseded or no N1-115-94-8 PRJ-14.10 Disposal Authorized 
Records - DAA-0048-2013-0001 instructed in the agency/bureau Directories and Instructions longer required for current Temporary. Destroy in 
0001 records manual, or at the end of business needs agency when no longer 

the FY in which the record is required for current 
created if no unique cut-off is business needs 
specified. Destroy 3 years after cut

off. 

http:PRJ-14.10
http:SAF-3.00
http:ADM-10.00
http:J\DM-9.00
http:PRM-18.00


Short-term Administration Temporary. Cut off record as Emergency Operation Plans Cut off when superseded or no N1-115-07-1 ADM-11.10 l!>isposal Authorized-
Records - DAA-0048-2013-0001 instructed in the agency/bureau longer required for current Temporary. Destroy in 
0001 records manual, or at the end of business needs agency when superseded 

the FY in which the record is or no longer required for 

created if no unique cut-off is current business needs 

specified. Destroy 3 years after cut

off. 


Short-term Administration Temporary. Cut off record as Stewart B. McKinney Homeless Act None N1-115-07-1 PRM-20.00 Disposai.Authorized
Records - DAA-0048-2013-0001 instructed in the agency/bureau Temporary. Destroy in 
0001 records manual, or at the end of agency 3 years after 

the FY in which the record is closure 

created if no unique cut-off is 

specified. Destroy 3 years after cut


off. 


Long~terl!} MniinisttatJon. ; T~rpp9r.~ry: c.ut;off"r~.~ord ~s . · · GRS'l,O-S,(GRS ;LO, t9S2/· Tef!lporary'.'.Qestrqy 6. 
Records -, Q~.:oo4$'-70i~-pbq~ instructe~ in t~e:a'gentv/,bllte,a~:: ·. ' .....: it:em.s).,·.· ' · __ :·.)': ¥!'!a,t~11ft~}~ case.i~ cioAed 
0~02 ,,\· :-: , Y::·:.";··:·t,:_" ·~~cords-·man~~i:.cir.-~11~~-fil~s ar~ .: ~i', ·;{·_".:··.!..,., · ....... ~ ····:··t'';..-~·;· ~';:: 

;{: .. ~. : .
' ' 	 closea if no un(que <;ut-off is 


specified~·Destroy 7 y~ar~ after cut~ 


~.~:- .., 


!3~:-q~6!(N.A,~.Ille.mo_ -::~~ T~rilp~r~ry, P_~~ti'qy 4.; ·-:- · . :·· .. · 
10/20/1955)" . years.'after vehicl~·leaves 

records. manual, or when files are: . ;Jgehcy.custody 
dosed.if:no unique tyt-off'is:' . 

, sHetiff~d_:··pe~trov?·ve~r~.aft~{cut-; . off. - . - . - .. 
·..__ ~·' 

Long-ter:m Admi~is.tratii;>n . . Te-mporary .. Cut off recqrd as. . Logistical"Support for Flight . Cutoff when superseded Tempdrary._Destroy when· . 
~e~6~ds- DM.:0048~20l3-Q001 iristr~cted in the ·agency/bureau· · Operatio~~· 6 yeC)rs old.or when 
0002: . ' ' "·' :. • • ' . • records i=narH:Jal/or ,when fil~s aie. : s~·perseg~d,:whil:never i~ -. 
' ' . . . 	 ·'· .' tiosed.if nou~ique tilt-off is · l~ter · ' :· · · ·· : · · · · • 

. . ; . .. ' 	 •, .· " ~-: .. 
specified. Destroy 7 years after cut


. off. 

',"'.

"''1' ' 

http:tiosed.if
http:3~:-q~6!(N.A,~.Ille.mo
http:PRM-20.00
http:ADM-11.10


~?pf~,e:~~ A.a rfi! ~ist,r~~l,o~:~,··~ .;:: : ;r~~£3~~-,y,·ppt.oyt~~f.?~~;~~~r"~·.: ~-:r ~1Fpt~.etr~¢Q~~~{;.::; Cut,iiff..\Yh~n·s.Lip~~~e(l,ed or,>"'"; .• ~R~ lQ;~~~ (fill~ ~S:Q~-~; ~ernp?r~ry. p~st~oy w~en ·. 
.~e~bJ<J~:,,DM"0Q.4~~~0~3~QQ.~ ins.t(uCt:~t:l.inth.eagen~y/buf,ea!J:~.· .. :··; >:<" . .... i,>:· .: ~bs?l~t~·;::r;·n: :··~··.~::·':;_":~~·~~/.~ E?i.il:em~3B),>.. <' ,.;~ .·x. ,6~eaj:s'ola or'wheri. .. ' . 

·~:, "~·,. "y ·~~ • ., , §~p·~~~s.~Cfe~d-or 6bso:iete,0602" · 	 records manual, or when files are 
¢1~sea if no uni.~ue cut:off is ' . · Whlctieve~ is iate~ . 

' .' J. ' ' ' ~ 

· ~pec;ified:Restroy7 yea,rs._aft~r:cut~. P.. 

'~-1;;;:.~ .. ' . ~. " ·.~:,:· '::? ' .. '"~ 


. ~ ~ .,_ 

::
".·· 

Long-terrnAdministration~ .. · . Temporary. Cut off record as · Temporary. De$troy when 

·~~cof~s,. pAfr;-og4s:29~3-~9qi .i~st.r~cteg .jn tpe·~g¢n~y{bu.r7~u. 6,yea·(5)!5J;.:;-·· ·· i r •. 
' .··. --~·"..·' .::'~·-· •j0002 :... i ...· ::•'.. :J, ;. ,., ·:. records manual, or".wnen files'are . 

- . '':, ' : . ,·.' , . •. • ~ . 	 . " ' I " ' . ", . 

· · · · 	 dose-d if n() unique Cl!~-ciff is · · ...... 
. ~pecifi~d. Destroy .7 years c;~fter cut~. 
·off . 

.Long::ter.th Adniinisthiticl'n<: .; TemRoi'ar\f: Cut.Off record as~·.. . . FOJA',Requests Files~:. -~ 
' ',, 	·~"·_,·•_,.~ -~_'\:''; ........ " "•" --;•···-;::-··-:-·"·.-:~ o..i··,·•, •,•>1·~.•." ;·-····· 7~· ' . .._ • • ---. '" • 


R~cords .: DAA.:0048-iOl.3~0001 instructed in the agen'cy/bureai.i Corre.sponderice and· supporting· 
0002 · :·~: . ·. · .. · ·record~ ma[luai, or ~h.enfil~s ~re:., document~.(EXqUDING the offi~i~l 

' .<;!osed if no uniHu:~cut-.9~J.s ,. · . .,·_. ·~ file·q>py ofthe f~~o~ds requested If. 
' #>ecifJec(.·.Destroy, 7.'vears'after Ci.Jt- filea:h!F!'e!nl~ Der1ying acc~ss to 9.1l 

9ff. 	 ' · · · . · ·· or part.pfthe ~ec6r8s requ.ested~ 


· ' ._. . Re~u~st f)O~ app~~led . 


Long-term ;(l;dministi'~tion·~ 'j i: . Tl§mpor~ry;'G4t off record~as :r. ·: FQIA;Appea!s. Fi]es:::,; ·/-: :,'. . .. · : Cu~.c)~'op fina!:detei:mini,Jt(o[l . .b GRS 14~12a·(Nl~GRS~87"4:. Tem.pora,Yi'Destroy 6:: · ·,_ :·· 
~Eicords .- DAA::.oo4s-2o:J,3'-()6o1 instr~cted in th~ agerievibureaG . ~orresponaence and supporting"· .. agency; on expirati6ri'oftiiiie in it;;m·17~) · .:· .. . " .::~ y~~;s-~ft~l:,fi~ai.' . · : .: . . '' ' . . 
oooi . . . . . . . . re~ords man~al,.or ~hen.file~:a~~ · docu.meh.ts (ExCLUDING the fil~ · which·~· ~tiqu'~ster ~~'r\' file su.it,..· determination by agency, 

closed ifrjo 'unique cut-off is cqpy of the records under appeal if or on fi_nal adjudication by,the. 6 years ·aftE!r. the til)1e at 
whicp·a requester could .. · ;,tifl0d "".'!,~Y?v_~,' ~',oft;i ;uti fiied he•el;I; . . . . , ; ' ~~:[,": ~h~~~/';';(: l:t fif~-$~J(cih~veaf.s after' :· 

. :.·" : :. 'tihal adjudication bythe 
~ou~;.•which·~~er i·~ later 

,<' 

.. 


http:docu.meh.ts
http:man~al,.or


Long~te[rii.l>,dmi.ni:;i:ratipn ,, :,:;.. ~e~j:)dr~ry....<;:y(bff r~cixd a~. ?.:.•. : FQIACqhtrol FlieSC,Register~ Qr' ... c:l.it Qff.aft~(d~t~' 9(1as.(¢ntr)'; 
~ec~~~~--~·o'.AA;oQ4i~2<h3-o8o~ irl.~i;~;ct~~in; .t~e ..~gen~~/ou~eau.;.:r. hs(in~:. · · :r :'~ >~:'~~ :~ '•:.~ ·: .:. ·· · • •·• · ,··.·.: ·;!'/,: ·. :> · '., ,. ··,.:.:~;" "'~. · 
0(}02 ' 	 'reqxds mijlnual, or when.files ai:e· ... 

•. clo~ed if no unique cut-off,is 
. ' 	 .: speci~iecl:. Dest~o,i 7 years.after- cut

off:: . · · ~; ~-... · · · .: · : 


, · records nianu·al, or when filesare 

. cl?~e~ ~-~9:~hi~l!~c-~t~g~is .•:..~>' i ·• 

,, ~peCffied." Des_tiby\7;-Yea·rs 'a~et ~Ut:., ·--

.·off..<.. . . . .. 	 . · 
, .· .. ," ., 

·.· 

L<;!ng-term Administ~ation, .· Te':lporary_. Cut off rec9rd ·~s· ·•· . Privacy A'ct ~equest~ Files~ . Cut off on date' of re.ply .'. :~- . · GRS 14-21a (3)a (NCl-64- ·Temporary. Destroys 
Hecorc,is'~ DM-Q048-20.f3.-pobi instruct~djn the ager'u;y/bu'reau ;<~ G:o~respo_n~~nce·and suppQrting .. · .. · : ,· . . . .. . . ' · 17·:1it~w isa3.~L ·.. ::,~" ve.ai~~·'!ft~fdat~·otrepl/.

,·,:.~·-:·''~.-:':"' ,"~,___~--,--_-. ;<:::,.. '·.~·- ---.4~··.·:, :... , ..bboi. · . . ' 	 ;~cqrds manual; or: when files:Jre :. •d.otu~~nt; (ExCUJDING.th~ ~fficial •;.·: .•. ·· 
'cl()sed if no uniqu~ tufoff is file copy of th~ recordsJ~quest~d if ... '\•• 

spec;ified. Destroy 7 years after cut" filed herein)". Denying acces~ tQ aJI. 
· ··., · · o'r P?!1 of~h~ recqrd~ request~d-' 

:·.:., . -.: r.• :~ Re~uests',not app~aled·' ~t ~. · : '. · 
,', .. ~ I "'. 	 ,'• ~' ·:·:: -f~ .J> -· ~~ "- "' ,", 

... 
""· '·.-;· 

~ong~!errn Mministration • -: Temporary. Cut off record.as : :. · · Privacy Act AmeQdment·case Files Temporary. Dispo~e of in 
Re~~·rds-; DAA-o'Gfl8-20i3~6Q01 iQ~tr~c.t~d ih the agenc:Y/oureau · Req~ests·to ~mend agreed to by. ~· agreement to a'mena orthe . ·... · acc~rda.nce withthe , 
ooo2 :, ~[ . • ·' . . . . r~c~rdS:mariual,oh~ttlen fjles·ijlr~.: ag'e-~cy. lnclud~· indi~idu:ai's appro\lecl'di~ppsi.tlon ~f. tbe. ·: . appro~ed ilispositlon , : 

. . . . .cl~sed if nQ Ul}ique C~-offis. ,. reqtieststo ~m~lid and/or re~iew relat€-ci sybject'~'inclivid~al 	 i~s·t;u;;ti~~s fb·r' ~he rel~ted 
,\, , ~ 

specified. D~stroy· 7 years a~er cut- refusal to .amend, copies of ~ecord, whiche~er is later.· 	 . subject individual's record 
• ' ••• j ••• . ff ; .~'! 

'. 0 ,;·, a~ency's replie~ ther~to;'and 	 ·o~ 4. v.ears after agency's 
.. , , re~~te'd materials . . "" . 	 agreefu~nt' to'arrie.nd, . ·. · 

, 'I>~ -"':' " i,vhic.~~~er~is.lat~r~ 

http:to'arrie.nd
http:record.as
http:ExCUJDING.th


CpHg~terf!l:f\d!Jlilf)is~~,a,tiC?h·::'_.', . :f.empor<!ty;C_Ili.6ff;f~c9r9, a{ >r:~-- P.riv.~cYAc;:t~rn.~!l'd~~Qt!=a;!~ FII~s.;:. ~ut. 9.lf. r~!:o~~s·on:fi!l~I (lg~~~v<. (J~:1.47~21;i'C~{<;!:;6~~7bl: i:~mr19ra,r)i. 'i:~l~pqs~ 9f:0~ ;' 
B.eco[d~·- 'oAJi.:o~·48:ioi3~.doo;t i~struc;'t~·d 'in:trie :age~cvlb~re,~u ''· ::: R~qlf~sts.fo_'~rn~n..,d r~fi.is'ea'bv:·: .: ·' d.~tt?rtnin~tij:>riJJi~a"i'a.dj~;~dic~Flon i~ei:ri :i6.of -(~:·' :. :~t' .·.:, accordance·;_;;,ith the'·· : 
00()2 ··· . " records m<muaC or when files ar~ agen'cy. Includes ir)dividual's . by courts; or ttie appr'ovl'!d. . . ~pproved:~j;pbsition 

closed Wrio unique cut-off is · requests to a~end··1Hia to. review disposition of the related instructions forth.e related 
· specifi~d: Destroy 7.years after·eut- ref~si;l to a;,end;copi~s ~f .. '. • . ·• subj~ct's~individu~l r.ecord, · 8 subject'indiv[dual's-record,· .. : · , .. 
.gff.. ·· · · · ·' · ·;' · ~gen.cy's,f:~plies tti~J'etq,~tatem~{lt whiCheyer is l~t~f:,; . : · · · , . · . 4 yea'rs' atter"f(rial · ·· :- · ' ' 

· ·:.~ ~f~Hiali:re~fue~{ag~~~- :. · :. ,· · · • · . ;;;_: "·~·'' ~- '~. d.eter~in~tton by ;~en~y,' 
·: •• , c ~ , justificat.i<?rJ for refusal to amenP a .. ·.,", ·.,., or 3. years aft~r final 

,recor_d, a~d- relat~d niat'er.ials . ' ~djudfcation by, courts, 

Longc~~rm Adminishati9n.. ·• :TeMporary . .Cut off:record .as . Privaey Ad; J\rr)e'ridment Cas·e Files-' Tempoi'C!iy.Dispose of in ; 
Records-~ DAA-0048-2013-0001 instructet;! in the 'agenc:Y/bureau . A'ppea.led reque~ts to amend. · accordance with theadjudication by courts, or the 

~. . ' 

booi:.. . records' manual, or'when files are . Includes afl files created in app~oved disppsition o(the • approved dis'positipn. 

:_ :; ~:: ~ ::: • • . cio~~d if·nc/uniq~e·c~~f/i;, · · :, ti~pondirg ·t~;<l.PP.eafs:.um~~r th~,, ·, related-~Jbi~ct~·s individ~ai: · '· :;:· : ·. !~~~~~~i~n.s}?r·~!'!la~~? ::· Y, ... ,,;·
1 " " ) <' ,.~ :'· ' " :1>. ' ,,: ' ;.,J ,-:-- ., .. :_ >',.: -~ 

· ·· ·:,'.">' · .: s"p,ei::ifi~d.'De5troy 7yea~s after ciJt-: Prfvc;~cy ACt for: re·f~sal hy any · · record, whic.hever is' later. · .;· · .s\.ibj~ct;indiyldual's record. : :·.. . - '' .. . ,,. ' 

off: ·· . · ag~ncy to arrief)d a record-' 0( 3'ye~;s after final . 

·-. P._rivac'ltxc± .~()f!trol Fii~s~.~~gister~ 
. or listings . . 

.. . •. 

Long~terin Administration·· ·-Temporary: ·cut off r.ecord'as Privacy Act 'control Files- Other . Cut off onfin<!i'action by the GRS.14-24b (NC~~64-77-1 Tempora_ry. De.stroy 5 
1Records~ bAA~048-ZQ13-0o01 instructed in.the:agency/burea~~ . flies ·: '. , . agenq.qdin~l-~a-dju~icationJ)y item 28b).; . years'!lfterfinal action by 

.,:;: . ' . " ~ .,.· . :-~ ,' '. ··_.;-. . : ,, ' .. ' ' .. . ' . . . .'' . ' " : '' . 
·.\0002.,. ", '' : :: .· ... :. recqras manual, rot whel'! files.ar~ . . . cour'ts;.wliicheve~ is late·r ., ·: ·. ·· · · . · " the ag~iicy·odinal , , . · 

. ' . .- _, -~; ::- .· ""' 

· '' clo'sed if no unique oUt-off is ·· 
~' 

..: ad]udicado~·6v courts, .. .. 
' .. -~pecifie.d. De~tro~ iyear; after cut which·e~~(is later.· 

. off:" 
,_ .. · ·,,'. 

http:files.ar


~~~~~t?rhJAci~JPl$t;~c!t_i9r\:.:,:·;~, ;rep?l?.oi~_r:Y.~c~t.~ff~rec~~d~~('; ;,:.';.: -rvl~~1~~9n(J~e,~(e,';:":t~f :):...~:·<~> ·~: :s~;~~~ft~t:f,i~a! ..~Jrti~~J>y_tll~.·:: ~R~:l~-~la.(3ia.(N~~~-~ r~·v~or~:rv.·:Pestp)vs. ·t .. :.· 
~ecoras" OAA;0948-2013~0001 ,ins~~uct~d i~ t,he.j3ge~cyfb.ur~au ~-• Deifl~s~ific?tjifn Re_qu_ests FiJe~; . · · agency 9rfipal ~djqaitatio!J;by. ·.i 87.~7; item1 ~la3~l" : -.·'' :: y~ars .i=ifter;finaf actio~ bY . 
OQ02 ' rec:ords manual; or when:files;are . Corre!spondenceand supporting c~uh.{which~ver' is later.:·~ ' • . . ·.. . . . . ' fhe ag!'!ncyorfl:~al . 

Clps~d'·if ~0 uniR~.e cu1:-;off .iS·"..' .~ :··: d~cume~ts '(E~CLUDINci the ·official · ·r . . ~'. ~ ~Cjudica~ion by ~durts, 
spedfi~d. De$troy 7/e~rs, after .c~t~·. fife. copy-~f th:e r'ecord~·if filed.. .. . · · Whichever is 'later 

'"ow ::.:,f; . :.·· ., · ''' • . . ~ ;·: h~rein, anCt ·s~nitizing.inst.ructions;.. ~ .- .· . ·.· . : ; 
", '<~'·""-- '""' ; .,- .-. ,. . , .. :, . ·. ·.'r.'a/ .f," . •l' ·• ..;'f·,

.•... • · · : n:a~plic;ahle)~-'oenyi~g-at~ess !<>~II: 


,. :~ or ·part, Of the· recqrds ·r~ql)~sted!..~ 
t 

. Request nof~ppealed 

Qedassifi~ation Appeals .Files":· .. 
Correspondence and supporting · 


clos.i.d -if'no uniqu!'! cut-:aff is dpcuments (EXCLUDING the pfticial 

specifi~~:,De;trqy·7·y$~~ ~ft~r/ut". fil~:c6py0fthe.reco:rd~ ·under: ··· · 

off.,..: '.. ·-· · · · · ·: · : · appe;l 'lti'r~d·~~rei~j.. , : . - ; ·. 

• < ,. .~ •• ' , , 

Long-te~r.nAdmini:;tration' · ·Terriporary.·cufo_ff·r~cord.as .Mandatory Review for · 

Record~·:: DAA~048_-?0;~~901 in.~t~uctE'!9.!n ~qe a~e~cy/bureal,l . Declassification Control. Files" .'" ,. "' ~ 

0002 . . ·, ··;' ..;·. records manual, or. when files are. R,~gi$Je~~.~Ui~tl~g;_ · 
:" ~-: ..; ·, 'T,. .. tl~sed ~ no·un.ique.cUt~~·is . " •. .. ~t~ ,: •; • : -. ~ 

spe~lffed·.· D~strby' 7. ·;,~:~~s: '!ft~t c~t

off.. 


L<ih!htehil Admil')is.traiiQrC."~·: Tempo-rarY, cut off rec.PrQ i'lS· .. 

R~~t>r;ds :o:AA~o4s~26i3.:0oor fnstr~cted irt the ageii~yfb~reau ~-: 

0002 · ·. ·. · · . . ·: '- . · records ma~u<il, or wnen fil~s are 


Lpn'gcterm :t>.dministration · Temporary. Cutoff record as . Erroneous Release F.iles- Files that 

Records~ DAA~0048-2013-0001 instructed i.n the agency/bureau .- do not include the official file copy release item lb} · 

oooi ·. · . · . · -. ·· . . recor.ds' man~il, ~rwllei'J files are·. of the released records.: 


:· · " .. .'/ < Cios~d if.~o J~·ique-cuf~tfis· .<:.:- : 7.-··<·'· ··. :. ·.... 
~ ··, , .. .. ' 

.. " .. sp~df_ieQ~ D~~troy_~7 years ~ft~t-iut_::: ... - "",
,l •• 

off. < ' 

;.' .. 
, ... , 

http:recor.ds
http:Terriporary.�cufo_ff�r~cord.as


Lqlig;f{m11 Ji,Ci[TI.ini~'t~.at!2~>:·:,;,•;, T~mP9ra!'Y·. ~\!t ~tti[.~co[~':?£: .. ·;;;.~: ~~.~ord~pJspositfpn,fiJ~~~-I}~s!~· C:ytpff wb~~th!;!,re)atf!~·re'co,r:d~ GftS i~:.4~(2HN:l;G~S~9!h' T~IJipp·r~ry. Destroy 6 . .-. ·· 
... !",•,~"'~:-~•• •:"','"--:'";<', ''-~""> ·,, '',,j•,... ","" #>~·~·:':\':'.,•"'>' '•:•' •''"',J~" .~11:, o ":••·,""'' '>.>• '' v"·""'·' ,, AJ ,"1 ','' • •4'' ·~,J'.,. ~'i_,'""''" ~''''h''" --,~ "o' '";~·_, ,'<"' 't',"•, '• :: c-oli" •>< 'j.. ~. w;~,-,, ': 

Records·~ DAA-0048~2013-000l insti:llcteo.inttie agericy/bufeilu. ~9~·umeniati.d:r1 ofi'~cor<;ls , ' ./ . ·are . .desvoyed' or;:fran~fefred to: 2 i~erri17)•:·.' ' .. . ~.. years aft:er.'tlie reiatecf.;'
'oooi: . . ·. . . ·::- rec;rds man~·al, or:~fien files are.· descrJption·~np_ disppsition .. tbe N~RA,whi¢b,e~~rJs <· ... , .. ' '":.". · :\ · ·,.; ·:. re~or~~ar~aest~oyed.or .." 

c.los·ed ifno uhl<:Jue"cut-off !s jm)gran1s, including SF 115~ . . aPPn~aqfe .. . · · · ~tter the relatea. record~ 
specifiE~d. Destroy 7 years after cot-· Request fo~ Recoras Disposition . · · " · . . . ·· ·. ·. are il:~nsfer~ed to the · : 

""'.':",__~~;'·:Jf_? .<' .·' •':"' ,« '"<,·:.~·:~,· ,~,···"""·,~·'·.·~":·:', ,",.~ .. • •· '':;-.' ":, . . • • 	 ..•.: . •·.. . • . . . ·S:' ' . . 
qff. ':;:.·-~·"'· ·.' .. AQtbonty; 51':1,35, Recprds:. . . ·.- .. 	 ' NARA,-whichever is 

...~/·'~:,';; 	 ', .· . . •.i,' f. ··· ··; ..·: -~~ i': 1-ra-~s~\tiai and R~ceipt; ~.r=pis; : · 	 applicable"'~ ·., · 
" • ·.., •• ~.f! •t" " 

' 	 Agree·ment toTrarisfer Records 'to· 
_-,L, 	 'N~ti.orlal Ar~hhles otibe United 

States;.a~d.related'documemt~tio[lc· . ; 
Otherrecords· . . · ·· .. :, ~- · 

·":: r,. .. ~ .. ,, :,."-~~- c 

Longcterm Administration . Temporary.·curoff'record as ·· Forms Files- one record ~o"py of:" 
Records- DAA-0048"2013-0001 instructed in the ag~ney/bureau each form created by an age_ney 
0002. . . . ..· r~cord~ ina~~al,'()r when files are wlth related instructions and . . €anceled .. 
. ,/·. .< ~~o~.ed·i{n..b~(H~u-e 'cut-Pff~is \· ~~;: .:~-~::~ 'd'~c·~~e·ntatiori .s.howing 'irl~eptiOn,.. .:~"~·.t. ;.

:~• ~. 	 -.· ,: •,' ,_'··, , ' ·:,,,·,,· . ',~,-~• ,·~·, ...-,: • ,' •Vf; '''> "''.• ' ..·,~~.·· ;"'.( •'"., 

.. ·. · ., ··.": specified. E>estroy7 ye_ars after.~uf; s_cope~ ariq purJ:>ose of the forrri . ·. 
' •• • " ' > 

·off. 

Lohg-term Admi[li~tr~tiqrL · .· · · terriporiJr:y. ~l,lf pff recQrd as:.. . . ~~~ord,s,Management Files· 
Records~'!)N\~o4B~goit3-9p6i in~tnlcte<;l:ih:the:~ge~tv/l?u(e~uJ;;':i'~ :, . :~ · · -" · · .. · 

D;~O~~ · .; ·:· . - . ',. , . _. . ; tec~r~s.n)~b"~!!l;·qr wh:~ri .fJI;es:_~t:~-:;;:: ;. .--::· .:..._: . -. 
closed if..no uniqul;! cut-off_ is. · · 


.. sp~cified, pestroy·7 years after cut: : .·.e:; aft:> . . . . . . .. . . . 

Feasibility ?tudie~-' Stl!df~s .~. Cut off on completion or 
crin"ducted before 'ibe in'stallati~n-. cancellation of studY: .. .· . 
of any tec;hriology or: equfpment ,. · · · . 

associated with ihformatii:m.. ·, 
in~·r;lagemeot ~yste.ri:is;·~tich~l3s: · 

- ' ' . ' ' ," " ' ' 
-' · 
7~ •• " 

""" 
~-- ..."'····, '. ·.{, ~', 

•.! word.pr~cessing, c?pier~,. 

!Jlicrographics, and 
comm!Jnications . 

., .. , .. ~ ),_ : , - ." .. ' .• '' ·. 

http:re~or~~ar~aest~oyed.or


Lcifl_g,i:im:n Ai:lm.iQi~tratiim.··:~"'~-. Te~p<ir~ry.~c\{t !)!f ~e~qt~ ps: :,i t/iformat:l~n-~qll~ctign ~~d&et·Filf!~ N·9~e.': · 	 ' ~R&· l{i-12 (Nl~GR~~B7°16. fel;l]pora.iy: Destroy when 
~, • 	 .' .-If' ' "' ' .,· ~. ''~·" ,'lo ' •· ·"~ ·, '•"' . ~' ,'lo.... ,:" .-•• -<, •• "<. 

Records.- .0AA-OOI1.8-20i3-0001 instructed ioJhe:(Jgency/bureau· .;>,:~:~·:·~t,;.· c ;,. .····;"' ·,"';)'·. ':;t;::/' it~njl): ::'·: ~V.:'·.:.···.· .~: ::.: ·?:~e~'ribJ~:.·f :-<:· .: ·. ;··. 
0002 .. :·~ · . ' records· manu(! I, or wh~nfiles ar~ p~ • .. ' .,:: •'l'"'! "' • ~ 

, r 

. closed if no unique cut-off is 
SRecifi¢if Q~~tr~yol years after c;ut

at(;~< ~ . ·. . oe; .• • • ••• 


"". ',' 

Long~term Aqministratign . T!!mporary: Cut off record as · . , Se<;uritV and Prote<;tive Seryices 
Records- .DAA-Ob48~20i3-000:}. i~structed ir;~ the agen£Y/bu,rea'!J : Records -.Classified lnfo~mation 
0002 . . . •, . ·;' . : . records ~aoual, or wh~n file~ are. Accounting'a.od Co~t.ro.l Records transferred, or destroyed 

~·;,. ~:, ~ - -; .· ,;,1 ' " .~ ~. " "' ; .~ ~ " t. 
. . . · · . · · · ··. • :.: ~~~~~<N·~~ ~.n~q~~e~~~~.f..l ~s.~: ;; · ><ToRSec~et.A~countlng an<:J .•··c. ~-·~ 

'·-~-'"·..,. ';!;.,·~'V•• ~.-_,;; ~,)'' :,' "-: ,, ' 	 ,, ' __, 

. 	 spetifie!:l.'Destroy 7 'years ·after .cut~ Controi . .Files. Registers maintained· 

o.ff. · :.... ·'" ·, ·,·> ·· 
 . •, 	

~t contrlipo)nts" td'.inaic~te . . 

~c:co~ntability over- To.p Secret 

dqcuments, reflectin.f~ tl)e teceipt, 
•.:r. 	 ::, dispatth;;or destructiori.of the< ··-r' 

:"' " ... ~ '~ -·· ' ~ ' ~-,, ._, \~: ;"'' ~ "• ~~: ,.,~""' '::s,.C:

doc.umentS. . · · 	 · · · 

Long-term Admin.is!ratiqn Temporar{. Cut pff record as Security and·Protective Services . Tempora,.Y. Destrqy when 
R~<;ords- DAA~OQ48-2013.0001 instr_ucted in the agency/bureal! ~ecgdjs..'- fa~ilitie~~~~~ilri:ty and- · . ~-yea_rs olcj or, when_ : 
ooo£· '·. ·:.~ -~?.. ~,-~: '•" n:ico;d~ ·,.;,anual/or wlien·files afe P;otedive Se~ke5:Reeord·L, secyr.it\t:'c6griiza'nci:U~. 
~; · · , · ~~~s~d ~-ri~.iiritq.ue·c~-:bff i~~ : .: c,? s~,;~;~;n_a\d!!'R~h_i6~~ Fil~~,~ : .. t~tfriih~t~d;~.:VhichiJ~ef;i~ ·. _:: 

. '. ·' 	 spedfied. 'oe~troy-7 Years aft~~ cut::. (privatelY 6~n-ed ·facilitie~) ·Reports ~6o'~~~: < .. · - ' . - ' . : 

qff.' . . '• of su;veys..~rid inspections of ·. : 
• > 	 ~" •• , ~~-' privately ~Wned f~cilities assigned;. 

, ~· · s~curitv'cagni~ance·by Government · • . /: . 	-.i_agencies ~hd related docu~e~ts. . 

·.· 
(Ong:ierr1{Administriri:ioh . ·- • Te'friporary. Cutoff r~cord as~ ·. ,., TerllRQ~a.rv: P17troy, s ·•.:: . . 
Records·~ DAAc004s~:?013.:bocJ1 i~structed i~ 'ttl~ agen~y/bure~J . years aft_erfirlal entry or 5' 
od62 . . . . .. . r.eco~d~ ~an~al, or when"fi!esare years after date of 

closed lfno unique cut-off is doclim~nt,as 'appropriate .. 

. < 

http:TerllRQ~a.rv
http:destructiori.of
http:Accounting'a.od
http:fel;l]pora.iy


~ong1term~Admfhi.str~tioli. . : ::. Jenjp'qr~r)t. Cll.r:of.fir~cor~;a~.~, . : G.~ner.aicqrrespor1defice Fi,le~;~ .. ·· :. Cl.Jt off at'end ofF'I· . N~~~2~_;7s~ysoi5;~P,MI-' .. · rr~pqr<lry,:Se'parate.file: . 
,,_~., 	 ·r~, ·,,''"· · .. ~. ··"-<- :·,. ·•\:-·· .·" ~· J":_~._c-~·.· "··.,: '.!, ,s:-:·/.·:.._' ·,,"""" .:·-:~,.. ·:'t:::o'·. ~,~.,.0;-t·.":c'~:'·"'~·,~· ."P· .'"'_;.::.:. ..·;:u,-,·~:·.~_u"'~·~ ./' ~,..: ." ... ...r 

Records" DM-QO!l8-201~'-00P1 instt.uctecl'!n,the ageQ~y/bu,reau:.,,. M!ltE:lnal,t.~at documents: the 'ct;: •• :; · 
r 	

·•. 53o .: ;. ':~;·~~·.{.'T,;<C:' frito.f.V.eil"rsets~ri~ : 

oooi : ' ' 
•, 
~-- ·' . 	 r~cords ~anual,:or when fil~s are . routine aci:cimplishine.nts·ofthe;. . . ' "' . : .. t~~n~tei the set to a FRC 

clo!ied ifno unique cut-off is. ' . wnen itis" 4yrsold, . . 
specified. Destroy 7years after'c~t-·. de!ihoy the 'set when it' is 8 · 
? • 	 U1 . . . "· .. . . .. 

• • ' : J v;~ .. ;""" 
o!f.<_,~e vrs:bld ',...• •' 

~ -~~-•. _:: '-..~~:~',>"?<' 

All'oi:her records in this - ·• 
seri~s -: Tefl'lporary. . 

records m(lnuaj, or when files, are .. ~ . s~parat~ file into 1-year 
• '. ', "'> • - ;-.- "". ~ 	 il "' 

· ~.losed, i~',~~UIJ/.~~e ~utyff:i~ '.i~.; :~ · · 	 s~ts;a~d transfe-~to a FRC. 
·~···· ~ :·, .. -~,'4"~"-";\; '_,''-'<.;".-·.· _- -_ .·~7~ 

specified: Destroy:7yea!s aftei"cuf; 	 - · -'~.· wheh thes~t is 3~-yrs blct,· :
. •·' .. - - - . , ,.·

off. · _ .. ·., : ..' . d~stt~y-the}~t when it. is 7 
yrs.old · 

NC1~22~78-1'l7i ADM I".,· :ie'rlip6rary;'.Review file' .. 
'!''"'.: ~\-"" :"~: '.":/,..', ·;;:fr 1~ ,:,. ~ 7•4• ~· • :t<. ,f '',: .''' ,· • • 

630 · ·~ , ; · · · · . :' · 'anfiu'ally.:·~e~t~oy m.~ter'i,al 

records manual,orwh~n files are when ·5 yrs old or wnen no 
c,losed if no unique cut-off is' longer of refer~~c~ vaiue, 
~decifi$d. DeS,troy 7years after' cut . -. whichever occurs first. 

~_:.:}:' ~· ' . ' . 
.9ff:~· ~~~~.:- ,-..i·:::.:;~~<~·~ .:)~~~·;:~~~~~;~~:~ ·i'· ·~ -	 ' * 

• 	 ···!'' .. , . 
.. . -"--· --~· --·-

Long-'term Acjministration: Temporary. Cut off record as · 
Recq:cts ~ Dt,\A;0.048;~o13-0Q0.1 instru~ecj iritl:le ~geri~y/bure~':l . Administrative·Files ·. 
0002.· , .·:,: '· ,. >. ;; . : ; records ma~ual;·ar:when' files are. ' .. ; ,: . . . .. : '.: 

'. ·~i •' . :'.. c)i:>sed·~_nri ul'llqu~cut-off•!s~"~·//.: , 

·: . !iPEicified, ~estray) year~ af:t:er c~t.- · ·"' 

. · ."- , .... Off. 


Cqng-term'·Adminis:tration · · . Temporary.·Cut off·record as. . 	 · T~mporary. Cut off at 
~ <' ~. , • , " - ' :,. , ,.-	 , - " "' ~ ~ '.,....., ' 

Records -· DAA-0048-2013-0001 instructei:l in the agency/bureau 	 ieF.v, a.~str:~y z.ve.arsafter 
·. cut:~ff· .. ··:,· .- ·.· ·".•,.0002 ,. · · · · · ·· : r~cords 'manu~!, or.wh~n file~·a.re 

. · · " ~~~sed if no unique c~i:off is· , 

specified .. Destroy 7 _years after. cu!-. 

http:file~�a.re


Lorg-t',er~ ~d~i!:'issratigr.f~. ·.•.: T~fJ1p~raly. Ct,J;l:~offplc;f>r.4·~~ .·.. ,:;·· €tironologicai/Readihg files~after:. Cut off at end Of'F'i' 
Records'- DAA'-()048-2013~oobi in-structed in the agenldf/bi:Jreau cre;i:ia·n of~e~tr~ni~C:6ili~g. :...; ::~ ..... '· · : .:, j •• ••• • ... ' ~ " ... ' 

000; . . . records hiall~al, or. wh~~ file.s a·r~ . !:' 
.· ,, closed if no unique cut-off·is _ 

. speeifieq: Destroy 7 years aft!=r· cut~ 
··/c)~, ... ::.}·~· .. ? ·/ .;··,: . .:'.... 

Long-te'rm Mfninistratio·n Temporary . ."Cut off record as· .· OHA- Director's Office:: Reading , 

Rec~rds ,. DAA-<i048-i013~oooi instructed in the agen<:yib~reau · ·· Files : ·: · · ·· · notice or order is iss~eci 

Q002 . . . ·. . n:cords mJ!n'~al, or .w~e~ file~·ar~ ·. . 


.;·:: · . .. ·... '-. · 	 c\~~e<;J;ftn?.Hdque~~~t::9.ff is:\.:: .~:,. • ,::: 
specified. Destroy 7·years afteLctit'
off. •· · ··., · · · ·· · · 

•. 
'" 

Long~term'Ad.ministf~tion·· .. Temporai-y, Cut off record'a.s cufoff wh~n last case.fi]ecfin· · · N)..,048~07-Q4;7103:1o: ,' :rernpon3ry'. cut 9ft wnen·· :·. ·. 
Records.- DAA~0048-2oi3-oo01 instructed in.the .agencyfbureau the FY is dosed a'ld last case filed within the ·. 
0002 ~-~: . . ~~cords manual, or when files are administrative reco_rd is ... fiscal year is closed <Jnd-	 " .. ' .' --

Gibsed if_Qo LJriique ~U1;-off is, -return~d to th!'! ~gency; adminlstrative.r~cord is .. · 
sp.ecifi~d ..•o~sW>~7· {e~·rs·r9rt~r:~LJt:, ~~t~rned t~agency, . : .. ·: · 

' -:.... ., ' ' 'l " '(~. ~ J • '.· ••,' - .; ' • , ' '" 'of,f." . ·:, ;:::··... . . .:,'.. ~.,..:: d~le~e/de$t.ro'( 7,yf#pf~ :' ~:. , 
•'•, •c after cutqff·or when no 

,>• 

Long~term Administration 	 Temporar{. Cut off rei:ord.as· 01-JA-·Interior Board of lndi~n 
Re~orq$ ,....DAA"Q048-4013-0Q01 instr1,1cted' ih ~lie agericy/bu·reau . App~als (iBIA)·- ~eaqing Files 	 ih which notice, order; o~ 
0002. "' .• . . . . . ' . recordS mamlal, or;.whep. fifes are ~: . decision i~ issued, . 

." . "" 
' t'' .. ~:.. .... .. closed ff,rio:uriiqu~ cuf.:~ff is~: : J 	 deJeti:/d!!5troy;7. years·· 

.. ;p-· .: ·.,. -~· . '· .~~· ''"'. ~·. 	 ' . '~ 

.·. specified.. Destroy_7 years ~l'ter cy~-	 :: after tut off or ~hen; no 

6ff. '. 	 Ionge~ ~~eded for .agency . 
busin.ess, whichever is· 

later 

http:rei:ord.as
http:d~le~e/de$t.ro
http:c\~~e<;J;ftn?.Hdque~~~t::9.ff


c 

.Lon~:f~~lll:.~d~'ini~1~a·Win:~·>~"" !~'Jl~i?J~r:Y}W:~~r~~;~}~.~·a.~~-~ 9HA,~Ini~riqr.Boa~<;J.ofJand}.... . . c~tof.f whe~ la.st ~as!'! fi!ed ir:i · : N1-048'-07-04 7104.:t,Q: . ·~ :fel}1pciraiy, (:ut•off when 
Reco~cis -DAA-004S-2013"oocn mstructed m thg .?gency/biJrea\J .<' App.~~i.s·(i~ifi.~~ R~t~r(~~cei~t~ ~h~~J:Y~'is;·clo~:~d,~a~d·:":: { .;.~. ··::> i.~.: '··fast ~-~~e·tiled:wftili~ the<.

"' :"· ' "" ~. ~ y. - ', .• .(il<···'6oo2 ..· . . . .. recoids manual,,or when' files are ,, <!dmini~trativesecord is .~ :' · fi.scRI year_is dos'ed and: • 
. . .. clos~d jf no u,nique ci.J~~off i~ . . . returne~ to the.agency. ' . perk>d for the parties to. ' 

. spe~ified' Destroy '7 years~ after cut- se~k ~ei:~nside,rat.ion has .. 
Off~;~, '~(0. ·-· :5- ':.·· ·, ~ . .: . 

· · e~pire(;J.:De,IEM/destroy 7·
"1'c •'l · , ,'fi~c."';; 	 ·r·."- ,·: ,:; ;1, ;· :, .,..' 

.•:" years·qfter cut~Wor·wnen 
hq l~nger.heed~9 for 
agenc:Y bu$iness, · 
w~,ich.ever:is l~ter . 

Lo~g~ter.mAdministration · . Temporary; Cut off rei:oro 'as 	 Cut off at end'of, FY in which : 
" - . •". 

Records··_ DAA-0048-2013-0001 instructed in the agency/bureau notice, order; or i::lecision is 
0002> - ' . . r~cords rnan~al, or.when files ~re ' ... issueq. , .· 	 ord~r,.or dec:isiQI] is 

,$,-l. ; , ., . ' ' ·, ~-- • _' ' ' -- ~.· .< ' .• . "' .·· ' ' . • .. - -' 	 .. -; .. 
, :~ i· '" ''.,.. ·: c;los(;!d.Jfno t,migue.cu.t-<>ff'is . · • 	 iss~~d.,<~ei~t~/destroy 7 · . 

'~ speci~ieci:6~~i~~~~7~~~~fs ~·ti:~i cut-'. ' 	 'v~arfaft:e·r .cUt otfor w.n·e·8. 
' f ,' ~ • 

off. 	 n~ loriger need~dfor · . ' 

age_ncy business, _ 
whichever is late~ . 

. · OHA- Departmehhil Cases.Hearihgs· Cut_off wf;)eh,lastcase filed· iri *~48o:Op01:7;~9~-:s::_,r·:: T~rriP9r~o/~;ctA9ffa! : ·: 
:;· Di~isi6n (oCHD)- Re~din~ Fil~s ·: · · th:~- FY_i;-~ios~d ~nd . g: · · - ·· · · - COFY in which notice, 

' ' ' ' " ". 

records manual, or'when' files ar~ 	 a·dn}inistrative recorc;l is order; or decision is · 
,. •.·'. !c)Qs~d lf nci uni~~~~e:ut:off..(;'~ :. " 'r. retur.ned:to th'e (!gency. 	 i~su!;!d, delE'!te/de~troy 7 · 

·~ ,.. ..;: -- .!': ' ' 
sp~~ifiei:h'Destroy7; ye:a rs a·fter ~tJ( .• " l 

.•. 	 ye~rs'after cutoff~or,when . 
·off~ . . , . .. ·. ~ . . .,, · :. · • ; -·_.; ~:. 	 ·;, ,•• <;;- ......: '""* ~: ; ~ '•' - m:>:lo.n~er ne~aed for 

-- ~gencv busines's;. , ·
whichever is I(Iter· 

.,_ 

l:ong~terrn Adrntriistratiorl· · Tempor-liry.:·cui off- record-is :- 0HA!WJ1ite:E?rth Re'servatjo)1:_ .. Cu(off at end of FY in which ti1::(),48.:0lc.;Q4-7.{0·i.~., Teil!porary.~@t~off at. 
Reco~ds ~ DM~004&-2oi3.:0oo1 instruct.ed in tbe agency/,bureaLi .. ~nd s~ttle~ent Act (wEI.:sAr;_';·. :.· . ·, · · ,:.. ·· -· ~ •. coi'Y.if] whiCh 
oooi . ' . . . .· rec~rds manual,-or.when;fiie's a~e· He~~ings blvisio~ (WHD)-· . · correspondence-is sent or. 

' " ' . .. ~ . 

closea if no unique cut-off is Co'rrespondence Fil~s · received, delete/aestrpy 7 

·- specifted. best'rby 7 ye~r~ aft~r cut~ . years after.cutoff or' when 
;< .9ff~·.·· o1 ::."'\::,;•· ·:,,}·.i {·>~>; B~:> ·;1f';::.'~:>.····,J·;_~·,~"'- i·.'': · _-: .. o9:.i6n~~r ~~ed~a for: · ... :.•. •,,.•' 

·. ·.;' .. 	 ageho/bu1inis5;· . ,: 

~hichever is later. 

http:coi'Y.if
http:instruct.ed
mailto:Teil!porary.~@t~off
http:ord~r,.or


Long-t!;!rfn.~dministrat.ion,. Te11JP.9~1Jpf, <;:1,11: off recorq as : Prog~arri Cor"f~pondence:~'A.ll . : 
'JIJ;,l!:'o'"'"' r, "i> ;,:t'"i" 	 J •~. e';.' • '-I .r•J • ~ ....,.'""'"'• •"' "" ~" ,~,,' ': ·~=•~~-~;~]--' ·· ., ~~·~,•--;;.<''·.•,"·~ci'f1l" 

Records- DAA-,0048-20!3-{)00:l, instruel~d il) th~ agei)<;Y/bureau , '' Qth:ers~ '." 'i:- :·: · ·:. •· .• ~' -~~::y···· 
0002 ., ,.,. r~cqrd~m<~riliai,.~~-\yhenfiles"a~e.''' .· '';~" ·:~:--·.,.:,.r· 

'· { closed if no.unique cut-off i,s . 
, specj~ied. DesfroV 7 y~ars~ aft~r cut-· 
· off..... · ", ·. · ·· · ··' ·' · 
' ; ' ', 

.t.·~··'\, .' 

recon:ls' manual, or whem files are . ' 


.'' f.losed}fno yni~ue, c~;~t:<?k:i{ :~.> '; · 

spe,cjfled.· oe~troy 7·yeat~cafiet ~dit'~
...•. ·: ·. ; . . . ·., -~· 


- ,·· Off. : •'. ·~. ,: ':' 


LorJg~ter(n Admi~istrat.iQn. · ·. Temporary. Cutoff recorcj a~. Terpporary. Cut off at:· 
Reco~ds ~ DAA'-CJ64s;:iof3,0001 instructed ,iii the)~g~n~y/oureau ~· . · EQcY; destroy 4year~ after
6ooi:_?:: :~ :, .:::··~, - ....''' '· recb~ds ~a~ual,.~r\~h'e~·.t_ile;5~re ·• ·~~ ~ff : ,·,::· ; '\·· .. ; ;, . . 

. ·•. 	 closed if no unique·:~ut~off is · 


specified. Destroy 7 years after c~t


off. 


Long~tefm Administration·. >: "'T.emporarf:. Cui::offrecofd:as· Ni:=94*:9.§:-~?,)i!l~...~ ~-.; ;.~ :t§ITIP'orar}t::ttjt:off·~t~<~-~ __ _ 
·R~~o~d~:-~ !5M"~o48~2o13-00ol fnst~0cte.d ·in ~h"~' ~~~nc\i/llu~~au· · · ·: ,. · · · · :·:.- ~ ·. Eoev/destroy 5 yeqr$ aft~r 

· · -: cUt off .OQ02. records manual, orwhen files 'lre .· 
' ·. ·" closed ifiio unique cut:<>ffJ~; . .. . ' 

, . .- ~P~~i_Q~d."j:)eslfoy7}ea{s_ a:ftEir::,~uf;::
';' 	 oft:.-'····· ... ·._ ._·· ··:-····.· ·; 

long-ter~mAdmioistratfon Te'mporary. Cut off record as Tempo'r9ry.Cut off at end 


Re<;ords- D~.Qo4s:..2o13-oool instrvet~d i!l·t~~ agency/bur!iau 'of committee/meeting · · 

Q002. ·'"... ,.; '!c:; ~eCo·rds nl.anual,.~or Woen_1fUes are;:.·:~· :_ cy¢1~, :q~sH~~ 6Vear~ aftii!r 


-~ ~·~J. -~ -. :l. ·'·,"' ', J 	 .) ,.P , " 

'· .. •" . clos~iifn~ uniqu~ cut~offi~ . -~ .. ·'"··•' ·· • cl.rt off . · '· · ·. '· 
,,. specified; 'oe~troy i years after CUF. ·.. 

off. 	 · · 



Lbng:;:terll)-~d.riinlstration '· •· · Tf;!nJporar\,t: Quf offre~dr'd as · _., -~, fv1~eting.Record$ Cut off.at end.of. . , . . , . · Tempoh3r)( GLit off at end 
~ ,:< i:ael'~-(,'' ','<(' '('"~"'', ' :f•. '' '' ·,", ,_ -,"~'~41_ -""'' •'• .•'' ..:: ·.:' ,,~c·~':' "':"· "t-"·'o,j .,,··:·ct •) '>''" 

l}~fo.rds -· PAA"0948'.:.2Q13.~ooo:t: in~.Ftucte<;l:·in.thE:l agen,t¥/liu.r~~Y ·.~-· ~~:·Y. ,· : .·;_ r: ,·' ', corn~itte~/~e~tin{~tl~·,::· ~lao~mittee/;,eeti~g . :· .• 
;~ . -;-,' --:. ' .- ,"1 " ; ~ " 

0002 re~orcls.manual, or when files are cy~le; .de!!t~~y6 ye~~s aft~r 
' - ' ~ 

closed if no unique cu~-offis . 'qrt off 

specified: Dest~oy 7 years "afte~ cut~ 

off:. , . · · ,.... ·. · . ", : .:. :· . 


';'">~? •': 
Long-term Administratjon Temporary. Cut' off reqordas 

Records - DAA-0048~2013.oool instructed in the agency/bu-reau· · · 


- ., ' .- ' ' .. 

e. 
0002 " records manual, or when files are " 


~lcjs~d.!f:po~·u~iq}l~·~0t~()ffjs, .··., ;( 


,, .• specifi.e(j~ [!)es~rovfve:a,_r=~ after ~~r' 

. ·· :· ·-· ·off. ·". ~ · .. 

Long~term Adm[n[stration; · : Temporary. Cut off record as · M~ster pata Fijesof the· Cut off at enq ofFY Temporary: CUt off at 
Recotds- DAA:oo48"20i3-o"001 instt.ucted in the.agency/bu·reau· lnte/agencv:t.>.yi~tionTra.inlflg.:, { · :_ . · . ;-: :Eoi=Y; ·destr()y7·v~ars after 
obbi:. ·. ;:/'. :·f.·,,··.·.~--.' r~~.o~d~'ri:,;~-~~l?cir:wh~~.fil~s''~.r~:··~ystem v.: .. ·.· ';>•' .,,·>··,; . ''' .. ·: ' ~~~ff;q:r~h;~~.-nolong"Ei;. ' · 

... > ~- ' "' ·~- ' 

. '.closed if no uriique <,:ut"off is ·' n~eded, \Yh.ichev~f is later , " 

specified. Destroy 7 years after cu~-
off: · ·, .. 

~--~ Ji;.!'TlR()r_ary:SUf~otf~tJ9Q' 
in which business with 

cli~nt is Gonclu_ded,· 
destroy teri years :after cut 

' .~ '·' . ".,·,. .:~?:~ ,' ~ft_ '-); ~ ...·· ... :. 
-· .• ~ .J ' 

Long-term Admiristratiqn ; ·. Temporary~'cut off ~ecqrg as . Federal Cons~ftihgGroup~. Cut'9ff at end of:F'( in wtf[cti. N~-04S-09-09, 7504.2 Temporary. ~ut.Off at.EbFY 

Rewrds- DAA-0048-2013-0001 instru<;ted ih the ag~nc;y/bureau . : American tllstomer Satisfaction. busines.!! with client Js con~lud~d i~ whi~h b_t,Jsiness with 
,:· .. _ 

0002 ' . . .··, . .'.: J record.~· hla~u~i:,or:when files·a~e.: .· tridex (ACSIH~eport$. •:. /.:- · .: ~- clieo! i_(.~:pnclud~p, .. :. ~ .; :" _, " 
. .· ·· · ·, · ' close~ if~o ~nique' ~Lit~off·i;· : '. ' :c:: :' ' · · ·.· ':' ': ·. · . .: . dest'r6y'ten years'afterc~ · ·/· 

specifiecLDestroy 7years after cut~ •· · · off :: · 
' off. . . · ... 



!o9~g~J~·r'i11·~9mln_[si~fl,!i,on,;: ; ·' · .1j,f,llP~r,a~:· ~~!~8~-r~~g~'?. ~S... ,1 ;·;.. EJ~~r~ni.~ f.P~~}[-~tkjrig sy~t~l)l··: . :rempor;(lry. €ut off'at EOF.Y ; : 
Records, DAA-0048-2013~0001 mst~uctedm:the~agency/blireau ·. ·· (EFTsr :. : :;·J ,. 'in:w,ni~h.tn~f~qu"est·ls · :··:: 
0002 · · . · . . . . · . . .fecords rila~:ual, or' when fil~~:are · ·· · ' comp!e~~ci 9(dcise~; ' . 

closed if .nQ unique· cut-off,is : · · destroy·~ years after 'C:~t~ 
specified. Destr.oy·i years after C!Jt"· ...~ff:'· '· 

'6ff:'.:: .· ... ·: ., }':P·-. .... • . .. · •• 

LQ[lg-term,Administration ' Temporary. Cut off rE!COrd as': Firefighter and Law Enfo'rcement . 
Records.- DAA-0048"2013-0001 ·instr~cted in the ·agericy/bureau' R~tirement T~ani (FLERT) Files"· 
.0002: . . .· · .. . . . 're~ords. ,m(!huai,oor when frl~s ~re: . FLERT Advi!)ory Board ··. · 

~r,~:;~.~:· t··; ·.. 1'.. · , :cl~s.~d}fP~.• uriq~e 5~t~o{fi;; · , :'. : ~c:lrri!~l.~tcatrv~~F.iLe~)',; : r 
.. . ;. : · ~ · · 	,"' spe:cified:.Qestroy'7 vea'ts after ~ut-: · )~.: :~. ':. .. ;. · · ·. / · 


··.. off. '. • · . . '· z. .. • . · ·· . . • •. . . . 


Long~term Adl!lini~trat\Qil·: Temporary: Cu~ 9ff re~on:l as · .. Vital Record~ P.lans Cllt off when plan or directive is 	 Terr\p~rary.'Cut <>ff when . ' . .' " 
Records:~ o.$.,oo48~2oi3~06oi inst~uctedi~ the agency/b~r~au·: ~ .. '' · .• ;. supe~s~de<:!·.:: · plan is supersedel:l,· · · · 

'""<!',.... , ,,·~· '',,~ ~',•>, '·. 	·•,. :.*.,:~···:·,1: -.... 1 

,· •'.'; ;-'·,.> ~:~"··:•,,t;•. . ' ' - ::'·-r: ' .::.: 
0002· >: ':· : : '· . : •.• ~ ' . re£ord~ manual; or when' files ClJ~ "'": .• . a~~t-r6~'10\t~~-rhttet ~\lt'·,'1 "'", ,''-<,,,. '~ .. ' ' . ' . . . . ~. c,w· . . ·....closed if .no imique.cut~()ff is 


specified.. Destroy 7 yeprs after cut
··.· off.; 


~ong;~erfu ~arp.fnistratio~.-" :;:_.: ~eme())1ir:y:.C_utotf. r~fo~d <!~ ·_ ·.'" ~I~~.S.~1~~Q1}}~~1;}{ :·-~ ;_ J~~Pot~#:!¢uf§.~~.;Jb~r.~: 
Recgrds:- ~AA.,Q048-2013~0001 instructed in the agency/bu~eau ' · · ·' plan or directiv_e is 
0002 ._ records rnam:1al, or when files (lre· .. superseded, pestri;>y·10 . 

· ·: do~ied if iio,unique cut~ff is ~.: ·: : 	 years ~fter cut· off · .· · . 
'l' ", ~ . . ~. " : . . ' . 

· ....: spe~ified..l?~strqy 7:};_~ars:'~fte(cuk; 
' 

·.off. · · · · · 
, -;. ··- " 

Lqrig~~erm Administra~ion Temporary. Cutoff record as". DAA-0048-.2011-P001,· 

·~t:C:()~rds..; DAA-()_o~s:2on-aoo1 instr~de~ in the agE!.ne\t/bureau ifems· ·. : EOcY.in which-record is 

oooi .·. ·< ;:· ,...,-,: .. '. ~eto~ds mimual;or'.when flies are deatect d~~t~o/5 years... 


''•-;:"

' '·. . cios~d if no .uiliqu~cut~oft)s':	 1!fte~ cot'-bff; 6-; ~-he-it n~ '. 
,• • ..J 

sp~cified, b'estroy 7years after.cui:- · -. 
. 

: 
·. 

; 	 loriger,ne~ded, whicheyer
• ' ! ' 

off.. 	 is later 
.•. ,;:..•,· 

•'• 
~ .. ' 

' .. ~· .. 



0002 

Long~te[in.fl9min(~tratiori ,~ .,._·.·.· 	 . T,ernp6t'arv, put:o.ffr.ec,ord' ~(:.;.: :;;:· iiif~rry,S~ti9~ 'R~~oJ,Jr~e rvfana"g'e,menJ NonE{ .v..;. Disposal-Authorized 
,;_~~,. ··~,-:~·:~~--::.'·':,~'' ,,t'.~ •fie~or_d~:·J'oA'A~Q04&~?,!h3"C:obpi ln's{r~~ed iti.the age'ncyjb;Jreau'~. :~eheral i=Jtis;: •·' ::: . ' . ' ' ' ,,, ' . Jer:npo,p;~i;y:: D~troy in .:: 

~~tords manual; or when files" arE;!'. 'agen'~ 6''y~ars' afte'r' " 
' • "ll !:I . !=losed if no.unique tut-off is·· 


specified. Destroy 7 ye_ars· after"_cut;

bff! ,, ' . ' -·'.. ' 	 ,, ·. : 

'.' 

Lqng~term Adininistr~tfqn. .. Temporarv. Cut off record.as Comm!Jni!=ations and Cqntrol 	 Disposai Authorized~
- ' >{- ' ' '.. '"" ·., 	 ' ', "~· ' ' ' ' 

.~e.cor~s,; Dk(\~Q~1~.·2P~?-pqql in~t(uctea.fo:t~e <;~ge;~gy/bure~uj·. Sysfems 	 Jen'ippra'Y:~:oestr~y,.in,..,
';"<' -::".··

ooo2:; ' ·.. :•_ : ; ·. ' ::. ' 	: ~-~cords :m&~ual,, or wh~n.fil~s arE;!.:· t ~~enty,S.y~ar~.af(er / · · 
l 	 ~ ' . • ' ' . '•.-··.·. . 

c~qsed ifno unique cu(off is 'closure ' '~ 

SJ?ecified. Destroy 7 years a~er cut
. 9ff.'' 

.t'' 

Long,~erm.,Aqri:J[ni~_r~til?n .. , ·~,. T~mpqrarv:t9~ off ~·ecz~a~·:= :.·.;: Ni~~1~~94.cfg1Q:f1<t~.:~·, p'isp9J~I:~:utt1§ti~-~a~~:.. 
R~~brds :· oAA-004B~2013-Q(JOi instructed in t'he.ag~nc\t/b~r~au' ' ' ·' · · ..: ~; . · · · · Temp6rary. Destroy in 
ood2 ~- ' ' ,, 'rec~'rds manual,.orwhen'.files·a're agE7ncy 6 years ~~er 

"~ .~· ~JOSe¢ i{no-~'nicive.c~t~Qff_i~:, ~ ·· · 	 clbs!.!r~ 

. ·t··:· s'pecifie.d~ D.estrR,X:Lv.e<m iift~~~~t~; :: · 

. . off.· .· ·, . · ,, · ' . ... · < 


~ong-term AdiTlihistration Temporarv. Cut off record.as . Public Information Reports Disposal Authorized 
Re~b,rds.~ DAA~.Q048~20i3~oo61 in~tr:ucteo in th~ ·~gency/bureau : ·, Tempo~~r{;.o'eistroy in 
0002:::· . . ; <;:,;·,. . ' ::,. r!;!corc:Js m~n.l!ai; or_,_;,he(l files.are{;:,: . ageoc¥ ~.ve<'li~~ a~er. 

·"' . . . .. · 	 closed if.no uniqu~ ~(Jt~off ii '· ' ,; ..· . ~~6~~re.< <: .. ·: ··· 

~pe~ified. Destroi7·years. ~fter c~t
9ff. 

. ' 
,"( 

http:record.as
http:Jen'ippra'Y:~:oestr~y,.in
http:record.as


Long-term.'Admlnistra.tion· ~ · . . Temporary: Cut off recor~·as: :-,··:: · Recdrds and·lnformatiori,; ~-.;, .. , Nqne., Disp'osaiA~tJ16Jitec!.-. ·• 

1
i~co1J~}.oAP.ioo4~io'13~oqo~ ln'~'tr~cf~d i~fh~:ag~_nB//h~·r~t41;~< ', M~-~~ie'rn·entGen·e~~ii=Hes:·:t::; .s, ., 7-~- :~ ;., Te.~P..ilrarv;:.o~ir.6v-in :; 
0002 . " . . ; record?~nianua.l~ orwhen tifes.are ' ; . ' . . "· •. agEmcy 6 v~ars.after-·· ..• 

clo~edJf no"u~iq~e-~Lit-'offis ·. · 


,specified, Destr:oy7 ye.ar~·after cut
~ 9tf:~· :~·~· ', ', {.;\''J'.,;·· ' ; 	 ' -. ". ~~ 

.Long~term Administration . Tempor;:~ry. Cut off record as. 
Records - DAA-004~-20l3-000i instructed in the agency/bureau . 
0002 . ' records manual, or whem files ar:e 

-'· .· closedjf'~o uniquE!·c~,:-o.~is ~~- :· _:' 

·· ., ~P;~ifi'Eld, -Des~rov 7v~ars ~ftefcui-

oft: · · · 


4ong:ser_tn Administra~ion. · Temporary. Cut off record as Rec9rds aod Information Disposal Autporized
Rec~~as r PM~0048-201a-oocii instrl.!ct~d .in the agericy/bur.eau ':. Management Program . Temporar-Y, DeStroy in· ·.
OOOl ,::;~:::-" :: · .. '';,.: ·: :· 1• ~ -recdrd·~ r;:;a~u?l; ~r:wh~h-tll~s:~f~· . .•...;. . . '""" .. :: ·. ·· ·· a~~i)~.'~·v.~ii~··afi~r· ·· 

closure.. ' · ' .. . · . ' . 	 closed if no unique cUt-off is 

specified. Destroy 7· years after cut~ 


off. 


Lqhg~term'!\"dmiQistra~Lon 	 .. ·• Tef"!lporary,~cyt.off-rE:!~ogfas , < ' Nf.,:iis.:94"2 ft.cM~2:oo;' · DisposarAutllorized:~~.· 
_\,> ·'"' ::·... · --. ·•· -- 1-~ri;i>a·r~rv: 6~~1:-~o~/i~Re~~~ds ~- DAA~048-2013-0<J01 ·i~structed in the agency/bureau 

' < 	 ' ' ' •' 

0002. • . records manual, or .w.hen files are 	 agenc'l (i years:.after 
\':• ~ > ·• Cl9s~d if,nQ\Jniq~.~ clrt~pff iS. 	 closure 

.., . . , . sReP!firc!.: Destroy 7N!7.a.r's,after;.cut~ 

't;· ·off.~-. - "\'· · · ~ -."~:>· -:.e·. 


Loh"g-terin.~dministration·. Tl[!mporary. Cutoff recorda~ Financial. Management-and. N1cl15-94~2 FIN-1.10 · Disposai Authqrizep .

Re~ords- DAA-0048-2013-0001 instructE!d in the a·gE!ncv/bu~ea·u Tempor~ry.-Destr~yJn

6pp[ .. ".' "·~-·: ,', .· •. i· i'ecor9s!l"a6ua!;·.orWheri.f~les'ate ';,. age~~GNears ~fte~ ··. 


' . 	 closed if no unique cut~off is-'' . ". clo~t,~'re.··/'. ·c.~~:... ·•.. ·· 
s~~iified. Destr.oy 7 years after .~ut~ .·' ". 
off. . .·. · 

.•. - j • " • "'~ ' 

http:Destr.oy
http:FIN-1.10


Long-tefm A,dmioistr,a~ion: · Tempoi:ary.·C.urt.off recq~d·as .··:. · i Finanfi"li·M~·nage!jl~ht~~an~ .. ·_~:· ·' Dispo_sa] Autllpdzed.: . . ' 
' ~ ,'->~ '' ~ ... " ~· ; ' .+ o! il., > J .,- H O .<j •• ",g "l ' '!, ,",::'' ,,, ..~, '':,-" • •,' .. "'0 • , " • ., 

Records :·.E>M'-0048-2013~0001 jnstructed il1 the agericy/l;)yi'ea.u~ F?r6gram'Coordinati9n'R,epo·r;ts;·3.' Xeme(frcii'Y:-'9e5tfoyih', ·;
"'.c!:L .. " • '' . -. ,-' ' ', .. " . "' . ' : f "'• ' . ~- • '.....,, • '' ' • ~ ' 

0002· ':," •"' records. manual, or when files are ·. :;. ~ -.. " • . . . : ~- ·~ger1tY~ year!;, after 
~ tr closed ·if rlo u.rliq~e c~.-~f( iS · '· ~ .. 

·.. specified. Destroy 7 years after.cuh ·. : "· · 
.oft:.: ..-- .·· · · · · · · 

.·-· 

Long-term, Adrn!nistration : · . Temporary. Cut off record as . 
ReGbrds - DAA-oo48-2o13-oool fnstr.ueted in:the.agency/.bur~au
"', .• )-·,~----/ ... :,J.,J'.~··" ,,-' • ' ' · •.' . ·:··..·;, :·: ·:.· ,:\ ··." ._: ~.\ .. 

0004,:. , · 'fetd~ds -n:i'mual,·o(' w~en fiiE?s· are ' 
closed if no unique cut-off is . --~ . 
sp~cified. :D~stroy 7years .after cut
pff.:·: .. ';'• 

Financial Audits 

·, .._!' 

-: 

Disposal Authc;>rlzed. ' ' 
Temporarv:oestroy•in·: 
~-&!!hey ~'y~~~s ~ft~( .: .
dos.ure. ·· · .> · ·. ··. 

records .manual, or when files are.· 
closed ifho u'ni~ue.cut-off is .' ·· . 

·~ sp~c·ifi~d,."D~m9y~i~e·~~s ~~~~-fGJ:.;
' off..· · · · · · · 

,!---," 

RenlarDet:luction..F.iles:~-R~nt'~L. · 
.Rate su;;iv~·-:<·. '. ,-- · < ... 

,·, "" 

. · .... ' 

..· DiSp~SatA~thOriZ_e-d~~.-~;!:~ ~~~~· 
T~;;;~d;~~. 7De~ii6~-ln ·., ... 
agen~y .10 yea'rs. ~fter. ' 

· closure 

Long-;terr:n Administration temporary: CUt"Off record as 
Records"DAA::0048-Z013-0001 in~tructed in the agehcy/bureau'. 
ooo2c.';' .,. ..:: . ·:_;;. ·· .· recorcl~·rn~nua.l,~pr.wilen·files:are··., 
. ' ' . . '·' . . " ' do~ed if no u"nfq.ue cut:'ofi: i~ ' . : 

... ·. ; . speCified~ De~tr~y 7 years after' c~t-

Aircraft.Managemen~ 
.. -

.,·.• 

··.;: 

~ : " 

Di~pQs.al Authorized ~ , 
-~ Temporar-Y.. Destroy in. 

' . '. . '(lgency 4 Y~<!rS gft~~.? · 
closure - · ; · • -· · 

. off. 



C~,"ng:tetm Adminf~thit[on. :~r-. 1em.p9[a;:Y: C:l!_t 9J(r;ecprc! ~s:. ·:X{.: p;d:mini~trativ~.Mat:J.a?~~er:!t··.. 	 pis'pos~l}.uth<;>rjzed-- . , 
.,, • ? ' '-"'·:_ Jl ~ -,,' ,, ,, ' "<' ,, " , ",·'"' .. ' ·',' ":'' "'"-',- '''"·''' ·-_- '.- ---""'~·'*: ._ ' -~·. - " ,, .,. '" ,J" --~ 1 ~- -, 	 " ~; ,., "'.~, ' -~'". "' ";: " 
Records"~ DAA-0048~2bi3~0001 inst:iucted in the agehcy/l.:iur:e~u ,·; ·: Gerieran=lles>·.. . ·-· .. · · ·;·,·, ' · ' 	 r~mpprarv. DeWo/in : 

• • ..... -. - • ~ -. -- ~- - '- oh -" • ' , - ",' • • ,:' ' • '" '·~ ' 

Oooi · · reCordS ~cl_riual, or.~h.en··files-_are ·'.: 
',· 	

agency 6 years aft~~-. 
dosur~ . . . closed ifno.unique .cut-off is· 


. specifie_d. Oestrqy 7 yea·rs afte'rcut:: :·. 

·-·; ~~-:- ··; < : ' ' $c::·:'· :· ". . 


_ re.cbrqs l)'lanual, or when fi)es are 
· closeB !t:r~ uni,qqe;cut::off is :" >. 

o' ·lJ' ' " ' ~ • • :' ';; ..; < '".:; J,( • •• I('>' o' .;:_·• • 0 ~\__ '-, • ~ 

• specifie9,'Destrov:7. years after cut~' 
<off. · · ·· · •· · · ·· •· .··· 

~ong"te_rr'n Ad111jni$tration . Temporary; tl,lt off record as . Ma[lagement Reyiews.and -· None Disposal Al!thprized " Reduce~. retention. 
Recotds ~JJ¥,...0o413."2Q'i3"9Q01 ir\str~~fed .iri the.-~genq,/b~~e.au. ;, · 
boo2 .. '~ ':..-". 'f'. :: - -~ ; . :· records- mari0al,-.or when tfle-~ ·a~e·· 

Obje~j~e~;~•. ·~ ' . .· ~. . 
,".''', 

. _:~ ··- .. : Temp.or~i)f, oestr<din, 
·) =_·:, a_ge'hcyiove~~s··~ft~·r· ~: 

. . dosM ifn'O' unique cut-off~~ · :· closure > · 
sp~cified.-Dest~oy 7 years after cut

. off. · 

id.~g:te.r:m ,4.arilint~~r~ti9il~,~ . )_ Ie6illo!2r;v.,:.~~t~9~f.r:'ec9_rd.'as : · ;, .::- !~te_r!l~ti~n?!}Vis!!e~r ~nifTr'~!nJ~~ · "' ·~9be-~ :. : ~1i11s::~~~? 'A~M::1~.~ff;. Qi~gg~<f!;'A(Jj:.t)_Qflz}!.i;!:::-~:.; , . ~ed_~c;~~ re_~~ntlorfX ::;':' ~:;t~. :~g~_..':\ 

Records~ DAA.:0048~2013-000:i instructed in'th~ agenc:V/bun~au Progr~m ' . '" ' . . . ( . .· · · ·: · · : :. · TempqrarY:Transfe·r: to· 

tloo2; · , . ." recdrd~· ~anuall ~or when fileS are · ~ · · · FRS: S V~9_rs after ~;l_osure 

. , ~~iose9 Jf.~~~ u~~q~e cut-:~ff i~~ ~ ~· -. ,_.. 	 or llS volume'warrants; . '' 

·j- · . , ipecifl~d~ :oe.~trby-:7 yearL:!~ir cut: · " destr9v 15 years:a_fi:e_r -~ 

,_. off.-'· · · ·-:-.:: · · · .,.. · · . ... ~~~sure::.:"~:::·_".·:,·· · -.- ·.. "· ~ 


. -. 

Long-term Administration Temporary. Cutoff recor'd.as Safety ~eneral FiiEl_s ·. . None. Nl::llS-94:3 SAF-1.10 .· Dispos~l Authmiz~d" 
R~cords<oAA~04B~2Ql3.0001 instructed iri ~h~ a~ency/bureau ~ ·-. Temporary. De~royin 

!'"' . • ,..- .~ "· ,, • "" ' ' ., . . . ,_' " . .,, l ' ~,

0002. ·. ., . . . records 'manual, or when .files are. .:-' ~- : ~~:~~~·G·ye,~·~~~after.(.;;'
· · · · · ·· ··• . clos~d ifno u 11iqu~ cut-'~f'f it · 

. .
spedfie_d. best~oy 7 yea~s after ~ui:-' 	

' ·~ 

- .. ' '".off; -. 	 · · 
l' 

http:SAF-1.10
http:recor'd.as


(Q~&~?er.il;l,~9.!Tiinist~aJl~ry, ,:~·< · ;-~~poi"~f(Y· ~u! 9~ ~.e.c~rq: ~.s,·,~;:.. · ~ 	 Nl~li~~9~~3-SAF"i,.Qb"\ : Dispq~~l A_lithotited ~ ., .. _ 
· .. ',>",'' ,·, ··J,....td., ~-~' ..."'-·' '~ ·~ ~:.:.., .~.' 

Records.: DAA:oo48~2013-0001 instructed in the.agency/.bu'reau . ··'·'; ';'; Tem'por~ry;p'esf?oy;iri 1r · :. : 

6oo2 ' .•. -. ~·· . 'rec6rds'rri~nQ,al, ~r when me's ~~e . ' ·.' agency' S.y~&rs:aft~r. 


~ , · closed if·.~o Unique CUt-off is Closure ., . 

specifJJ;d. Dest~oy ·~.years after. ~ut-

• " • < ~. ' 	 "~+-·.· + 

Long-term Admit;~i~tr9tio"n Temporar-Y. Cut off. record as 
RecOrds- DAA~0048-2013-0003. instructe'd ii:l the agency/bureau· 
0002 . . - ' - _, records. manual, ·or when tiles are : •~ <-, ·.'.·._ • ~''I : ·~ t ·~ _",.• >.

erased jf no unique cut"off is'"' . ' ' 
';, .·" " ..;-,"'~~.··:_;''.; ~~_,¥,''''"<' ~~l. ',.),', -~~~ 

specified.. Destfoy 7 \ieats after·cut-· 
.- ., __ , off.· . .. ' . 	 ·.,. ·:.. -

Long~ten'n Administration'·.'': ' Terriporar-Y.:Cut off recoro. as I ' DiS!JOSal Authori~ed- · 

R'/c:ord~>pf\A:Oo.4s-2oi3~oooi instru~rea. in the' ~gen¢~/bu~~a~::· . T~mr>9,r~ry. Qfistroy:i.n·< · 


> ' ~ • c,_ C -~ ," '," ' ' • '• j<, ':l ."fi.. 'oooi • - , , :, I ; :• , , ' r'~cord~ ·m~nti~l, {)r When file~ are , 	 ageric¥6 y~a'rs"after" " 

c19su.re : , ' ,; . . ..
' 	 ~losed if no uniqu~ cut-~ffis 


specifi~d. Destroy 7 years after cut

.off..'_> . · .-,· ·:, · ·.' . · . ··: ,, ;·. ·. 


~dtiS<!t_i~n~Part:f1~!.~.h.[p:~r9gr~m. 
., 

,.· ~··' + ·.: 

'-~ ~.·;· ::~ ~:~ .. 

-· ', .. 

... 
·~ -~L-q~n-g-~7e_r_m~A-d~m~in-i-st-.r~a~ti~o-n~.~~~T-e~m~p-o_r_C!~.ry-.~.c-.u-t-o~.ff~.-re_c_o~r~d~a-s---,.--~~~~~--~~--~~----~~------~~~~~~·-,~~-t~-·~·~~~--~~---1-D~is~p-o-~-.~~f~A7u-th-o-.r~iz-~~d7--.--~~~~~,·~-----~~--~~~-4 

R~c~ras;~ ·DM~94&:2.0i3:.pqol i~~truded'in the agen~y/bureat,~. ·. ·- · ·. .. '" 	 Tempqrar)i.. Destroy in 
oooi ·· .; ':'·.,y· . fed)rCI?manual; or ~hehfiles ·a~e :·.. ·:. . · • · ·· · 	 ag~nc>/iP.vears:?fter:/ · 

··" 	 ,!., ••_, ~· -,. 1 ,' :·,.- i"-· .• '• 1· ·- . " '~ '• .~--, ··,. "' ,~. " '·" ' - f' " 

closed ifm;i unique cut-off is · .. , 	 closyr~..: ·. · · \ · · 
," ... .sp-ecified. Destrovi.vear~ after cut-. 


. ~ ·off.. . 

' • > 

http:c19su.re
http:J,....td
http:Nl~li~~9~~3-SAF"i,.Qb


Y>plt-t~rl)l.Mm,irH~t.r~tiq~:., ,~::,, : ;;r~mppr~~i ~Jt-:qtf feci)rp.'a{.: ,i·_,_: Jilts a.~.<fGrg~J?~-i'~s •. .i, 	 · ~1~~15~7~i'P16"s.ob o(~posaJ 1\~Athorized.: 
oi ,, -,," • ;"'•":"' "> " •-	 '• ~•.. , .'•~>, , ...,,, , ·., ,t .. ,r··~l. · · ~,:.,•·. "~ ":'\·, .. ,,"'"'""

Records· ~:DAA-901!.!:-2013-0~01 inst~ucted il) the agency/bi,Jf~au :,, · ;·'' ·, ·. ' ~: .,.. ,,•,:. ~. ;. ·r::, · :·r 	 .,-. J~m~~r§r:Y:p;e~tfov in"( 
. ... ·~g~rlcY -~ y~ar~ after .0002.. 	 re~·orcjs [l1C!nual; o~·wheri files are: i 

closed ifno unique cut-offis · Closure.'· 
spe~lfied. DestrQy 7 years-~ft'er cut:-" : .. 

. ()ft:;J::.~~-;_;(:h~" .. l ..•\ •••• 

T~ropora.ry. Cutoff atthe 
end of the .fiscal. yearor 
when activity:is'' .. . 

· c~~pl~t~9.-ir~n,~t~/ro the' 
-1•.' "*"' >-""f,-<_.,.c. ,.J,o ,.._ .,.· 

,. FRC 3 yearslafter the'cLit~ 
; · ·· ··· ~ff;.de·l~te(d~st~oy iy~a-rs 

after 'cut off.' ' · 

Lo~g~term·AdminiStr~tion; ·, · • 	 Tiimp~{ai:Y.~ C:otoft-~etprd as · · lnformation,Mgmt &P,iles (65}:. · Cut off at the end of. FYor.. when· .. temporary: Cut off atthe . 
,.: 	 ' :": - '"!( -·~,-~ "" ~"-_.-:' ~ "' • ·'" ;.·,, " "··.

R~~ords ~- o".M~o64~-2.oh-oqo~ instruct_ed in the ag~n~y/~ur'~au • ~ .. k_;co-rd~ ~~l~ti~g-tb·i~fo~~~ti6~. ~ · activitv is: c?m~l~i~<J. ·: , _: .. 	 . end:of toe: F'(,pr .wlien... ' . 
0002 . 	 ·. records manual, or when files are · mgmt & used to' report all\vork activity is"·compl~ted: .. 

,-. closed ifno unique cut-off is · relate_a to JT informatio~-resources· . 
,• 
' Delete/Destrqy 7 -yl;!ars 

- spe~lfi\'!~: ~~stroy,?'y!7im,-~ft~~-sut: a~.w~lLg~_s.ceptral fiJes:;rri~ilroo~.~; . · cut off.'· ' 
om::~--··:-> . ~ .. :.;· ;,;:>.' c ···'· 	 ·__,2'. and.lll:ii:lifY/inf6rthation•services for 

r -. 

" " '"· " ' ~·· . . '" • ' -•' :· t •" -_ . - t -· -"" . ..• ':: .~."" - • ;, ··~1:- '• '-	 , 1' 

• _c--•• • , ; ·-, .• ~ ' · · · _. ~-.. . 	 ·· • a~yetoR[hg,,~()(irq~natlrig,_ &· 
- -'. 	 irTI-pl~mehtlng:p.olides, standards·· 


.. gu.idelin_~s; reportitJi,_ ~nd pro)lldir:ig · 

,' ...,. 

-~. 
~ 

~ ~\ 

,: ...~;; ., 
J-

Long~term Administration Temporary. ·cut off record as Administrative Support Services Cut off at end of fiscal year _ Temporary:Cut·off at the 
Records- DAA"0048-20~3-()001 ir:is.tr~cted i~ tlie agency/bureau., (66}. Rec~rds·rei.C!tifl& \:o general! , when·activity is co!h_PIE~tei:I. '· EOFY, 'or w_h~n 'activity i_s 
0002 . . ·- ' . records tnamiai, or wh~n fil~~ are ~dministrative .ft,mctions & '. <±QI11Pieted,tran_sfer to th.e. 

' ;'. . .·. ,: dos,~d-it:rio'~·nlqwfcut~ffls'····<l;; 'accumulat~~ by:hwivid~al offices".> ,•• F~S'j vear,~·~~et.thf:!c~u~:, 
~pedfi~d.''oestroy 7. years a.~~r c~t~ on·a_v,;i~e"vari~ty of subjects:. . off/c!.:'!lete/destro\/7-Y:ears 

' 	 "~. j' ··after ~c~,{~ff. ': ....· · · '",off.' 	 ···· 

http:T~ropora.ry
http:1~~15~7~i'P16"s.ob


,k61Jg:t~r.m:4~lni[l!~fra~iQp-:; '···. feiJleorar;y;,GyS:Qt{r~fRr.a ~sl' · ' ~~rs9.r1r_~_l'.de~tiJi~?JI??;;·Pr -~ · :J;erpporary:·P.estroy when 
·Re~cird~ -·oA.A·oo48:2of3:ooo1 instrJcted ln· tn'e age~tv/bureau Passport~Photogr~J)hs .' · si~e·~;~b"ld-of ~he'~' .! 

• ;' " 	 • ' ' ' ' ' ~ + ' ' • '- ' • •• ' ' ., , ~- • ' •• , ~. ~ ~ : '..- ·~ . 
0002' . 	 sup~~~~ded:-~f o~'solet~:· 

whichever is la_ter 

Long~terrn Administration. .. Tf!mpbrary..C~t off rE!COrd ~s . ,·. ·.- Report pf Ac.~:[c~ent/lncidef1t File 
Reco.rds::oAJ\:.oo48-2oi3-00.ol instr~tt~tl'lrhheagen~/b~ie~u.\.• ! .:· · ··. · ·. ·. .:: •. · :. 

oobi . : ;,: . ·• .·.·. ·.· -'recdrds·m~~~al,:~r;;.hen-file~·~~e·: · · · · · 
. 	 "',. . ..... . " ·, .. 

.closed if n.o unique cuf-off is 
spedfjed·. Destroy 7 .years. after cuJ
off~: · 	 · · · ·· · 

Lcll)gcferi1:J Adr'ninistratfon· Temp9r~ry.. Cl,Jt offr~tor8·as;' · . 
R~~o'rds --oAA-ao4s-2oncoo01 inst;~ct~d in th~ag"encv/bure11 u 
doo.2o· ·""' · ..r.: · r~c9r"d{:mariuai;'dr~hen~files~a're·~' 

" · . .. 	 tl~~ed if ~~·unique'cut-off.J~- : :'. · 
specified. Destr~y 7. ye~~s ~f!:er cut
off. · · · · 

'' 

FRC 2 yea~aft1!r clo~e:of 
·'· ..;.;. \. 	 J~J·;" ".' . , .. " .. ,• >: ' 

~~se, destro_y_'$ 'yrs .(!'fie~ 
close:ofcase. · . .-: · 

o, .,, 

" 	 .,.. '~ ~ :,.,. .· .· ~··;.. 

~if!-off.at ~li:cl9tFY_:·;.::/,· ··'. :..•• ~q:~~:7~~1t4~-rV1f;JGi:.;:,:_ n:erop'or~rv_::sepa~~~efil~;-~ 
· . · . · · · 211 ' · < , . . : into l'Vears sets and · ·. . . - . . ' . 

. . transf~r -t~e set .to a FRC 
·_. · w~en 3.Yr~ old, desi~oy 

"'; .,' f' ... ·"-" '· ,· ,_ •• , 

· tne set Vifhen·ifis.7 yrs oJd, 
;·. "0 ~· ~·= .~ ... ~. ·: ,, '-..·.::. ·:, '"' ~ -: 

Temporary. DE!Stroy when.··:. 
·· · : :. appropriate'report h~-~-. 

•,~:·· 	 ,".: · ; be~_r:q'lrElp~red or.:.Vhen··
---~·· · dqtaF4v~~old, '' ., 

:.:· 

~" ·, ' ' 

http:if!-off.at
http:Reco.rds::oAJ\:.oo48-2oi3-00.ol


0002 

ldr}g~term "t,~.g h;Jfnistr'!tiom· . :·.: ·. Te·m pqra ry: .CI,it off tt:!¢qrcfas< ;; •. ·, 	 . :remporal)l. cutoff EOFv · 
-~ .. ",«, t,'• ~... "':.,,":. ';.,!:'. ;·;, l" ""'. ';,,,_" : ~ ,~.~·,: ~ •• ,_ •• ~ ••">"' .···' , ,"·, ·, .:·."··, J'~ ' 

~edoras ;. DM~d.P4~~~o13~0901 instr'ticted:!n the·~gen~y/bure.ciu;~ 	 ·.,. tia..r:t~ferit>.'FRc·a\le.afs ,,: ~ '. 
' "' '•·' ~~·· •" ;• :.~.·c.~·~~ •_,: '.•.~•• ../" 	 ' .I, ••. ,. ,' •• "' .. ~ • • ' 

records manual, or when files.are. 	 . after cutof(aes(rciY.S7' .. 
. . . i closed if no unique cut-off is . ·.· 	 ·· • Y!'!ars aft~r cutoff 

· .· 	 ;pecified: C)estr~y ·7 ye"~,r's ~fter cut
off:.· · · · '• 


:.,~ . ~ 

li;Jng~t,erm"Adininistrati.on . Temporary. Cut off rec;:9rd ~s . Communication Pr,ojec:t Files . 	 Temporary·..cut-off at 
,• " ' 	 / ' ',. 0 • • • '1' , • 

Redofds- DAA~o48~zcha~ooo:L inst(ucf~'d ,in)n.e age~P{/bureau; ·:.~ 	 · project'compl~tidn:: · .· 
',,·::)~ •• ·• 	 > •1,'"•:•"") '·:'•.·?"•','!'"•' <•':'·,.,,:,,,j, >,:•, ,'>•.•e' /~.:··~ ·, :.... ' .. ' 
0002 . · . ,. '· · · ..· .• ' recprds:mallual; o~ .wh~n fii.es are.. 	 O~st~dy:6v~~rs ~ff~:r:iut:: · 

off · · . · : · · . 	 . .· .. . dosed lf no onique tut~off is ' . 	 , '·' 

speCified. Destroy 7 y~ars after cut

off. 


T~!lli?.P~i\liv:;.~(!t:l?ff.~!:tiJAr IY!~~~(ft§~_L,_~~g:t:~rfu ~#h:li~;:,.;:;..;c 
end ofthe rlscal year.~ troni i.ong~t~rm Fina~ce · · : ,. · 

D~st~oy 7 years aft~rmpto 
.. y_~bic_le~,airc.ra.~,. or .. .. • 

watercraft disposal:. .: . . 
,." .,.J'":: ~-:;; -:,~<~~.~"i~~> :_., -~l~~:. . 

._ ...• ..."·, 

'·. 
Long-term Administratio[l . · :Temporary. Cut off rewrd as Publications, Library, .FOIA, anp PA 	 Nl-7Q-08-8/9C Temporary. 
Record~:. DAA~oo48:2oli,o6o:t. instr~cted in th~ agencvibureau Recor,ds- Records.·regarding· 	 D~~troy/Delet!'! reC:ord~ ·1. 

·~ •;:oooit:- ~ .:o '~. \ . . records manll1!1; or wh'eri fl[~s·~;e') d~yelo~rr;~nt.9fpublicati.ori~.{l:~;, '· 	 y~ars aft~r closure.· , · 
'" ~ •.: 	 ',,' .~':.~' •• • ' ' '" ,'' i',' ',,,- >~~ ~ ' ,': ~' -.~' •- '' .,· .._,* "" L•:, > ''~:·"'--.:.~· :·;:- "'.':~. ",':':~~.:·:·:~· ~~;, j ~ 

'· · , ,. closed if no'urijque.sut"off;is. : ·: . proof sheets and r.elated) anq .: : . 

'" . specified: Destroy 1.yea~~ ~fter cut~ library actiVities (circul~tion . 


• • • • • • • 	 0 

off.. 	 records) that d.onotmeetthe . 

criteria for permanent recci~ds..: 

Also: inCludes Frkedom 6t{: : . "'".,, 

... :·. ·,~··. ~"-~:-:..- ·.·-' q: - t, J ' ",·;·t·: /;··. 

Information Act a·nd. Privacy Act ·.' -.. - .. 	 . . .. )' .:., .. 
< • requests. 

http:y_~bic_le~,airc.ra
http:Adininistrati.on
http:cutof(aes(rciY.S7


Long:,t~rrfi,At{IT\inist~~tiori .';~ ., '"ferDRQr~-rv:<;,tJ1: off·Jec_Q.rq as .,;: ·: . -·., 


'Ret6rd~-- DAA.-oo48~2oi31oooi instrJit~d,in the a'gen~/l:lllreal.r: 

0002' . . ' - ' . . '.. . records:r:t~~n'uaf,· or w'hen 'files are.· 


·· · closed if.~o'unique cllt-off is ... ;; 

' ' 

Long-term Administr<;~tion.' .· . Ter;npor.ary. Cut off recor.d as FqciiJties,& ~pa<;:!i Man(!g(;!ment . 
R~ford~., DAA..:00.4S~2013.:06o"l instrJcted in.the.agemcy/bureau ; ·:· (64): ·: ·" ' · . · · . . .. 

", , ", ._ ,. "; :• J '" •' "'·· ,:'" , ·' •, ~·~ , r1. ; ec

'• \ ,~ ~, ':' -·· recon~s manual, Qr whem files are··. 

. ' · ·. · cio;~d ifno unique cut-off is·: ' 


specifiei:l. Destroy7 years after 'cut.• qff.. :. . . . . . . ·. 

developih~, coordinating, & . 
implementing polides~ standards . 

:. guidellnes::rep_orting,and providing 
'~- rel~ted techhical a~sistance;: 

··.: . 

Long-term Ai:lmi11istr~~ion ·. Administrative Suppoii: Services : 
Rec.6rds- DAA-0048-20,1:3-000;1. instructed in the agency/bureau . Hi6).

1 
R~cords' relat.ing t~ ge~erall 

•," •• ~ .~, ' " " • ,. "~ "'~ <~ ,• " • ..!;_ •• ,. ._,, ;- 1 •" J- '\ ,. ' "'·. 11· ; ..>., . ,f,· ~. ~ ._' '. ·~ ,-..- '· . 1'< ·" 

0007 ·. · · · .·.•· · .· records manual; or'when fi[es are .. admiriistr.P~iye fun~ioo~.&/." · 
· · ~ -_cl~s;d:if. no. ~niqUe ·cut-:·riff iS·_:, .. ~~ : a~·cuffiUiated bY ihdi~idu~ai·Otf.ices 

$pec;ifi.ed: Destroy 7years afte~~ut- on awid~·variety of subjectS. · .. 
0~ 	 . .• 

Temporar)t::cut;off at, the · 
.. . . ,.·... . l. 

claim,.·ll)atter or appeal is' EQFY in which, claim,·(' .· 
disallowed, withdraw[, or miltt~r or 'ap~eal is i. . ' 

. .. . .... ·", , ' . , ~ . 
s_¢ttled "~:\<; .. . 	 disallowed, withdrawn or: . 

.... r ,l. .,._} •: ""!" )\ \:· -: ~ ,: \:·· ~ _', .-.~,~l;c, ..••. 

settled; o:l~t~l~~~r~y7 
·~··· years· after c~t off: ':~:: ' . 

' 	 f 
. Temporary. Cut·off aethe 

•...• . < '• ' '. . . ' . )..·.. -' . l 

. .. EO~Yorwhen:activit•tis · . 
'_.. ' .••• ~ ,..: ,,_~·· ".. ,,- •• ~~-~ -~-~, '' """-~ 1'' : 

· cgrnpiEitei:l, tnmsfer:tq the .. 
. -,, . ! 

F"C 3 v~ars after the qut . 
o~; delete/dest~oy 7.y,'ears: 
after.cut off. · ; · · · . 1 . · 
.:. ~~ :. .. (" ~~-. :,..~~~~~~J~. ,\\ "~;:}.~" 

. Tempotar:y: ClJt·:off aiJiie . cJf·9ff~<!t t~eJC)FJ',.-e..r}.~heri;_ · · Nl~~s~~l~-~t!~~.rl\:~f~· 	 . "-: : t. : ~,-- .,..,.- •:. - ..· ..... . • 

activit'{ is completed ·- - ·· 	EOFY,o~:wh(;!h activity~,is 
cornpl(;!teq, transfer to;~the. ":, 

:: . ~RC:3.Ye.~rs !l:ff~rJft~.<;\it . 
. . . . • <: off, dei¢ie/desiro•r7.yea~ 
· · aftel'-~'ut-Mt: ... • · · ~ ; ~ ·· · 

.. 
. ., 	 ! ... 

C~t off at end of fis!=al year 	 . T.emporary, Cut off'at the 
Vo~hen.'activitY~is completed,' .. EciFY or'wheri;activlty ls 
~·~7":f''· ';· ...: ,,·.:\";-:::>·~· ··:"·:":-., "'·:;_~··~~ · ton1P.I.~t~d, t~ansf~(to~he .. 

FRC 3' y~9r; after tpe cut : ' 
...off, aelete/des~rc;>v7year~ ·• .. 

. . after <;ut off ,·.,.... .... .,::.,r;::"'!!:.. '.::, ~ 

http:pec;ifi.ed
http:off�Jec_Q.rq


,((>ng~terf:n AQ~!rl\st:hii:fo!i . ·i.~ ,·' ;T:f!mf?ora'ry.. Cut".Qff retQrd)s ·~ ._." :"· ~lann(iJg (67;j; R¢§ords j:~l?ting to > 
'"-~of·,~r. ).,~.f'"·:::~c, "'ttt~o;,r :' :-~-·,',' ,,;, ."'-"< ,,-,""~:"~,·..:. ,.r •1 ,·1 ', ~"/'-'':~•""''",·" ~- ,·;":~ -.-.',''"~~.:0.".•.~-~.-~i-•' 'Jf;._;.,c•.,",/.;, ,- ':.:.\1"0 ~~{·:.,

Recocds ~ DAA,';Q048,2013·00Q1 mstruqedmJtie agency/bureau,·.~· tne·a~JVItJes qf,;,strategJc planhmg~ 
0002 ., ~.. . ·' ' ' records ~anual, qr ~nen files are . ' performaoce' plannilig' ' :.· 

•· 	 •· · '' closed .if no ~niq\Je cut-off is ~eas~rement &)epo'rting, 

' '' ' specifie9·. Destroy"7 years. after cut- Workfo~c~ P,l~nn,ing," orJlanization<;il: ' 
of( 	 . ~ . : (jEfvelqpment,,e\(al\)~tio~s, .~qc:Jf>.~:.: 

'plan's &,r;;.~~ag~m~ent a~alys);fdl ·• 
ttie,.org. as a whole: · · 
' ~ . .. . ' 't· 

long~term Administration . Temporary. Cut off. record.,c;ts . "- P~rformance &:Finandpl Mgmt 
R~ords~ 8AA~-048-2013-0bo1 instruct~d in. the 'agency/bureau,; ., Reports (73)· ,1 : • 

ooo2>~~::: ..-'~('"' ..:_'·"'· -~~~o;d~m~~~-a!,'<>r.when.fif~~a~e- · 

.•,:~: ·-_:,~ · . ~:.~·. ~losed'if~ou~ique'clit-~tfis~: .-· ·: .' 

. - specified. Destroy 7 years after cut
..~ off. 

Administration Records of Temporary. Cut off at when the 
Specific Temporary Value- DAA object or subject the records refer 
0048-2013-0001-0003 

Administration Records of 

to is removed/discontinued (e.g. 
commission terminated, 
register/list superseded, temporary 
structures removed, etc.). See 

specific bureau/office instructions 
for individual cases. Destroy when 

when no longer needed. 

Temporary. Cut off at when the 
Specific Temporary Value- DAA object or subject the records refer 

0048-2013-0001-0003 	 to is removed/discontinued (e.g. 
commission terminated, 

register/list superseded, temporary 
structures removed, etc.). See 

specific bureau/office instructions 
for individual cases. Destroy when 
when no longer needed. 

._. ·,·.· ·:·y.... 
· 

Operating records including those 
relating to gas and oil 

consumption, dispatching, and 
scheduling 

; .. ~ 
. '" . ' 

_ • _ 

fempora'r\t. cut'off atthe
>" ,,~~,•',·~~·~.~·~ ':' ;:-·~:.,,.-!' .. : ( ;·~ ~~ 

EOFY;.or wheri.activity is 
co~plet~c{ tran:sferlo'th~' 
FRC 3ye~rs affe'r thJ cuf . . , , I 


; off, delet~/destroy 7;years 

after c'u( off~:·· ~ / ~ £.:'· :>':::'· .<,· .; 


. . .
-~' ~' 

. Temporary; C:utoff.at the· 
EOFY, or ~hen activity is . 

~ c "• ~ ~ •• (:. "' ·.-- "f, 'Pi " 

· compJeted. Tr~psf~'r\tb ,.. 
.: .,; --:; the fRt 3 yea'rs~ after-the 
: 

,.__ 

GRS 10-2a (GRS 10, 1952, 
item 2a) 

. ·.. •• ·.· '. •, ..: '1• . 

cut-off, delete/destroy 7 
1

years aft~~ ct,Jt off . ; 
. )<~ ...: •._..: :· :,,. :~.\;, • • <~-·r 

Temporary. Destroy when 
I 

3 months old. 

Credentials Files- Receipts, indexes, Cut off after all listed credentials GRS 11-4b (GRS 11, 1952, Temporary. Destroy after 

listings, and accountable records are accounted for item 4b) all listed credentials are 
accounted for 

http:C:utoff.at
http:EOFY;.or
http:ttie,.org


Administration Records of Temporary. Cut off at when the Building and Equipment Service Cut off after work is performed 
Specific Temporary Value- DAA object or subject the records refer Files- Requests for building and or requisition is cancelled 
0048-2013-0001-0003 to is removed/discontinued (e.g. equipment maintenance services, 

commission terminated, excluding fiscal copies. 
register/list superseded, temporary 

structures removed, etc.). See 

specific bureau/office instructions 

for individual cases. Destroy when 

when no longer needed. 

Administration Records of Temporary. Cut off at when the Administrative Issuances -Notices Cut off when superseded or 
Specific Temporary Value- DAA object or subject the records refer and other types of issuances obsolete. 
0048-2013-0001-Q003 to is removed/discontinued (e.g. related to routine administrative 

commission terminated, functions (e.g., payroll, 


register/list superseded, temporary procurement, personnel). 

structures removed, etc.). See 


specific bureau/office instructions 


for individual cases. Destroy when 


when no longer needed. 


Administration Records of Temporary. Cut off at when the Administrative Issuances -Case Cut off when related issuance is 
Specific Temporary Value- DAA object or subject the records refer files related to (a) above that destroyed. 
0048-2013-Q001-0003 to is removed/discontinued (e.g. document aspects of the 

commission terminated, development of the issuance. 

register/list superseded, temporary 

structures removed, etc.). See 

specific bureau/office instructions 

for individual cases. Destroy when 

when no longer needed. 

GRS 11-5 (GRS 11, 1952, 	 Temporary. Destroy 3 

itemS) 	 months after work is 

performed or requisition is 
canceled. 

GRS 16-1a (NC1-GRS-81-5 Temporary. Destroy when 

item 3c) superseded or obsolete. 

~ 

GRS 16-1b (NC1-GRS-81-5 Temporary. Destroy when 

item 3d) issuance is destroyed. 

/ 



Administration Records of Temporary. Cut off at when the 

Specific Temporary Value- DAA object or subject the records refer 
0048-2013-0001-0003 to is removed/discontinued (e.g. 

commission terminated, 

register/list superseded, temporary 

structures removed, etc.). See 

specific bureau/office instructions 

for individual cases. Destroy when 

when no longer neec,!ed. 

Administration Records of Temporary. Cut off at when the 

Specific Temporary Value- DAA object or subject the records refer 

0048-2013-0001-0003 to is removed/discontinued (e.g. 

commission terminated, 

register/list superseded, temporary 

structures removed, etc.). See 

specific bureau/office instructions 

for individual cases. Destroy when 

when no longer needed. 

Administration Records of Temporary. Cut off at when the 
Specific Temporary Value- DAA object or subject the records refer 

0048-2013-0001-0003 to is removed/discontinued (e.g. 

commission terminated, 

register/list superseded, temporary 

structures removed, etc.). See 

specific bureau/office instructions 

- for individual cases. Destroy when 

when no longer needed. 

Architectural Drawings of Cut off when superseded or GRS 17-3 (N1-GRS-98-2 

Temporary Structures and after the structure or object has item 24) 

Buildings or of Buildings Not Critical been retired from service 

to the Mission of the Agency 

' 

Drawings of Electrical, Plumbing, Cut off when superseded or GRS 17-4 (N1-GRS-98-2 

Heating, or Air Conditioning after the structure or object has item 25) 

Systems · been retired from service 

Space Assignment Plans- Outline Cut off when superseded, or GRS 17-6 (N1-GRS-98-2 

floor plans indicating occupancy of when the structure or object has item 27) 

a building been retired from service 

: 

Temporary. Destroy when 

superseded or after the 

structure or object has 

been retired from service 

Temporary. Destroy when 

superseded or after the 

structure or object has 

been retired from service 

" 

Temporary. Destroy when 

supers~ded or after the 

structure or object has 

been retired from service. 

~ 



Administration Records of Temporary. Cut off at when the Engineering Drawings of Routine Cut off when superseded or 

Specific Temporary Value- DAA object or subject the records refer Minor Parts - Drawings of such after the structure or object has 

0048-2013-0001-0003 to is removed/discontinued (e.g. objects as fasteners, nuts, bolts, been retired from service 

commission terminated, wires, screws, nails, pipe fittings, 


register/list superseded, temporary brackets, struts, plates, and beams, 


structures removed, etc.). See if maintained separately or if 


specific bureau/office instructions segregable from a larger file. 


for individual cases. Destroy when 


when no longer needed. 


Administration Records of Temporary. Cut off at when the Cartographic, Aerial Photographic, Cut off when superseded or 

Specific Temporary Value- DAA object or subject the records refer Architectural, and Engineering after the structure or object has 

0048-2013-0001-0003 to is removed/discontinued (e.g. Records- Drawings Reflecting been retired from service 

commission terminated, Minor Modifications 
register/list superseded, temporary Repetitive engineering drawings 

structures removed, etc.). See showing minor modifications made 

specific bureau/office instructions during research and development, 

for individual cases. Destroy when and superseded by final drawings, 

when no longer needed. if filed separately or if readily 

segregable from a larger file. 

Administration Records of Temporary. Cut off at when the Paint Plans and Samples -Plans Cut off when superseded or 

Specific Temporary Value- DAA object or subject the records refer and paint samples for painting all after the structure or object has 

0048-2013-0001-0003 to is removed/discontinued (e.g. areas of buildings lacking historical, been retired from service 

commission terminated, architectural, or technological 


register/list superseded, temporary significance and plans and samples 


structures removed, etc.). See for painting appliances, elevators, 


specific bureau/office instructions and other mechanical parts of 


foe individual cases. Destroy when buildings. 


when no longer needed. 


GRS 17-8 (N1-GRS-98-2 

item 28) 

GRS 17-9 (N1-GRS-98-2 

item 29) 

GRS 17-10 (N1-GRS-98-2 

item 30) 

' 

Temporary. Destroy when 

superseded or after the 

structure or object has 

been retired from service. 

Temporary. Destroy when 

superseded or after t~e 
structure or object has 

been retired from service. 

Temporary. Destroy when 

superseded or after the 

structure or object has 

been retired from service. 

Added back to schedule 

Added back to schedule 

Added back to schedule 



-------

l 

Administration Records of Temporary. Cut off at when the Top Secret Accounting and Control Cut off when related document GRS 18-Sb Destroy when related 
Specific Temporary Value- DAA object or subject the records refer Files. - is downgraded, transferred, or document is downgraded, 
0048-2013-0001-0003 to is removed/discontinued (e.g. destroyed transferred, or destroyed 

commission terminated, 


register/list superseded, temporary 

)structures removed, etc.). See 


specific bureau/office instructions 


for individual cases. Destroy when 


when no longer needed. 


(- Administration Records of Temporary. Cut off at when the Classified Document Container Cut off when superseded by a GRS 18-7a Temporary. Destroy when 

Specific Temporary Value- DAA object or subject the records refer Se~urity Files. Forms or lists used to new form or list, or upon turn-in superseded by a new form 
0048-2013-0001-0003 to is removed/discontinued (e.g. record safe and padlock of containers or list or upon turn-in of 

commission terminated, combinations, names of individuals containers. 
-

register/list superseded, temporary knowing combinations, and 


structures removed, etc.). See comparable data used to control 


specific bureau/office instructions access into classified document 

for individual cases. Destroy when containers. 


when no longer needed. 


Administration Records of Temporary. Cut off at when the Classified Document Container Cut off after date of last entry GRS 18-7b (N1-GRS-93-1 Temporary. Destroy 3 
Specific Temporary Value- DAA object or subject the records refer Security Files. Forms placed on on the form item 7b). months following the last 

0048-2013-0001-0003 to is removed/discontinued (e.g. safes, cabinets, or vaults containing entry on the form (see 

cqmmission terminated, security ciassified documents that note). 

register/list superseded, temporary record opening, closing, and 

structures removed, etc.). See routine checking of the security of 

specific bureau/office instructions the container, such as locking 

for individual cases. Destroy when doors and window and activating 

when no _longer needed. alarms. 

' 



Administration Records of Temporary. Cut off at when the Property Pass Files Cut off after expiration or GRS 18-12 Temporary. Destroy 3' 
Specific Temporary Value- DAA object or subject the records refer revocation months after expiration or 

0048-2013-0001-0003 to is removed/discontinued (e.g. revocation. 

commission terminated, ~ 

register/list superseded, temporary 


structures removed, etc.). See 


specific bureau/office instructions 


for individual cases. Destroy when 


when no longer needed. 


Administration Records of . Temporary. Cut off at when the Key Accountability Files- Files Cut off after turn-in of key GRS 18-16b Temporary. Destroy 6 

Specific Temporary Value- DAA object or subject the records refer relating to accountability for keys months after turn-in of 

0048-2013-0001-0003 to is removed/discontinued (e.g. issued. For areas NOT under key. 

commission terminated, maximum security 


register/list superseded, temporary 


structures removed, etc.). See '

specific bureau/office instructions 


for individual cases. Destroy when 


when no longer needed. 


Administration Records of Temporary. Cut off at when the Control center key or code records, Cut off when superseded or GRS 18-19a Temporary. Destroy when 

Specific Temporary Value- DAA object or subject the records refer emergency call cards, and building obsolete superseded or obsolete. -
0048-2013-0001-0003 	 to is removed/discontinued (e.g. record and employee identification .. 

commission terminated, cards. 

register/list superseded, temporary 

structures removed, etc.). See 

specific bureau/office instructions 

for individual cases. Destroy when 

when no longer needed. 

-



Administration Records of Temporary. Cut off at when the Arms distribution sheets, charge Cut off after return of arms GRS 18-19d Temporary. Destroy 3 
Specific Temporary Value- DAA object or subject the records refer records, and receipts. months after return of 

0048-2013-0001-0003 to is removed/discontinued (e.g. arms. 

commission terminated, 


register/list superseded, temporary .-/ 


structures removed, etc.). See 


specific bureau/office instructions 


for individual cases. Destroy when 


when no longer needed. 

-

Administration Records of Temporary. Cut off at when the Lists or rosters showing the current Cut off when superseded or GRS 18-23 Temporary. Destroy when 

Specific Temporary Value- DAA object or subject the records refer security clearance status of obsolete superseded or obsolete. 

0048-2013-0001-0003 to is removed/discontinued (e.g. individuals. 

commission terminated, 


register/list superseded, temporary 


structures removed, etc.). See 


specific bureau/office instructions 


for individual cases. Destroy when 


when no longer needed. 


Administration Records of Temporary. Cut off at when the Tracking and Control Records Cut off after the date of the GRS 23-8 (N1-GRS-98-2 Temporary. Destroy or 2 year retention removed in 

Specific Temporary Value- DAA object or subject the records refer latest entry. item 45} delete when 2 years old, accordance with GRS team's 

0048-2013-0001-0003 to is removed/discontinued (e.g. or 2 years after the date of feedback 

commission terminated, the latest entry, whichever 

register/list superseded, temporary is applicable 

structures removed, etc.). See 

specific bureau/office instructions 

for individual cases. Destroy when 

when no longer needed. 
-



---

Administration Records of Temporary. Cut off at when the Records of Internal agency Cut off when no longer needed 
Specific Temporary Value- DAA object or subject the records refer committees unrelated to an for administrative purposes 

0048-2013-0001-0003 to is removed/discontinued (e.g. agency's mission. 

commission terminated, 


register/list superseded, temporary 


structures removed, etc.). See 


specific bureau/office instructions 


for individual cases. Destroy when 


when no longer needed. 


Administration Records of Temporary. Cut off at when the Commissions Established under the Cut off on termination of the 
Specific Temporary Value- DAA object or subject the records refer Federal Advisory Committee Act commission or when no longer 
0048-2013-0001-0003 to is removed/discontinued (e.g. (FACA) Web site records. needed 

commission terminated, Electronic version of web site(s). 

register/list superseded, temporary 

structures removed, etc.). See 

specific bureau/office instructions 

for individual cases. Destroy when 

when no longer needed. 

' 
Administration Records of Temporary. Cut off at when the Commissions Established under the Cut off on termination of the 
Specific Temporary Value- DAA object or subject the records refer Federal Advisory Committee Act commission or when no longer 
0048-2013-0001-0003 to is removed/discontinued (e.g. (FACA) Web site records. Design, needed 

commission terminated, management, and technical 

register/list superseded, temporary operation records. 

structures removed, etc.). See 

specific bureau/office instructions 

for individual cases. Destroy when 

when no longer needed. 

GRS 26-1a (N1-GRS-04-1 	 Temporary. Destroy/delete 
item 1a) 	 when no longer needed 

for administrative 

purposes. 

GRS 26-2c(1) (N1-GRS-07- Temporary. Destroy/delete 

1 item 2c1) 	 on termination of 

commission or when no 

longer needed, excluding 

records covered by the 

NOTE following this item. 

GRS 26-2c(2) (N1-GRS-07- Temporary. Destroy/delete 

1 item 2c2) 	 on termination of 

commission or when no 

longer needed. 



Administration Records of Temporary. Cut off at when the Commissions Established under the Cut off on termination of the GRS 26-2c(3) (N1-GRS-07- Temporary. Destroy/delete 
Specific Temporary Value- DAA object or subject the records refer Federal Advisory Committee Act commission or when no longer 1 item 2c3) on termination of 

0048-2013-0001-0003 to is removed/discontinued (e.g. (FACA) Web site records. needed commission or when no 

commission terminated, Electronic version of content longer needed. 


register/list superseded, temporary records duplicated in textual series 


structures removed, etc.). See of commission records. 


specific bureau/office instructions 


for individual cases. Destroy when 


when no longer needed. 


Administration Records of Temporary. Cut off at when the Library Catalog and Finding Aid Cut off when collection item is N1-022-05-01/155b ADMI Temporary. Delete entries 
Specific Temporary Value- DAA object or subject the records refer Databases - Copies used for disposed of 665 after collection Item 

00~8-2013-0001-0003 to is removed/discontinued (e.g. dissemination, revision, or disposed of 

commission terminated, updating that are maintained in 


register/list superseded, temporary addition to the record keeping ~opy 


structures removed, etc.). See 


specific bureau/office instructions 


for individual cases. Destroy when 

~ 

when no longer needed. 

Administration Records of Temporary. Cut off at when the Records Inventories Cut off when superseded N1-048-08-22, item Temporary. Cut off when 

Specific Temporary Value- DAA object or subject the records refer 1209.3 superseded, destroy when 

0048-2013-0001-0003 to is removed/discontinued (e.g. no longer needed 
commission terminated, 


register/list superseded, temporary 


structures removed, etc.). See 


specific bureau/office instructions 


for individual cases. Destroy when 


when no longer needed. 


I 



Administration Records of Temporary. Cut off at when the DOl Library System Cut off when information is N1-048-09-03 Temporary. Cut off when 
Specific Temporary Value- DAA object or subject the records refer superseded or obsolete. records are transferred to 

' 0048-2013-0001-0003 to is removed/discontinued (e.g. a new system, destroy 
commission terminated, when no longer needed 
register/list superseded, temporary 
structures removed, etc.). See 
specific bureau/office instructions 
for individual cases. Destroy when 

when no longer needed. 

Administration Records of Temporary. Cut off at when the Equipment Records Cut off upon disposal/surplus or N1-057-08-06 904-10 Temporary. Destroy upon 
Specific Temporary Value- DAA object or subject the records refer discarding of equipment disposal/surplus or 
0048-2013-0001-0003 to is removed/discontinued (e.g. discarding of equipment 

commission terminated, 
register/list superseded, temporary 
structures removed, etc.). See 
specific bureau/office instructions -
for individual cases. Destroy when 
when no longer needed. 

Administration Records of Temporary. Cut off at when the Equipment Operation and Cut off when equipment is N1-115-94-8 PRJ-20.00 Disposal Authorized 
Specific Temporary Value- DAA object or subject the records refer Maintenance removed from service or Temporary. Destroy or 
0048-2013-0001-0003 to is removed/discontinued (e.g. transferred transfer with equipment 

commission terminated, 

register/list superseded, temporary -

structures removed, etc.). See 
specific bureau/office instructions 

for individual. cases. Destroy when 
when no longer needed. 

Human Resources Management 
.. 

·'. '· '. 
. .. , '• ' " 

... 



SpQrti-.t~rm~Hymg'n ;Re~~u.rce$ .. Te_r'npqraf'/.·~l,Jta·ff record,9{ .· 
R~~ords·~ QAAC:004B~Gcn3~oooi lnstrl,Jct~d· [n: t!1~~- agencyfl;u_;eau ··. 
boo4 < , • • ~~cords ma~ua.l; or atthe_end ~f 

sen/Ice RE!c:<'>rd Cards>·: , : 
.·· ,_., lo : • ._.: ,, ··: •• ~·.' ••• '~·: ~ \: 

· · Separatei;l/Transferred CY 1948 
··. ~nd later ·: - · 

GRSJ,~2'"1i(NCH?~~n:1q~: TenriJ9raryfpe$(roy) .. 
it~rl{ 2t>r··. · ·· ·.; · ;·.. ·. yearsaftM.sep~ratian·~';. 

• ••• "" • ~ " • ' " ' :~· :; ..• :• •• • J - !• ~e. •.., 
...,. :. r· 

the FY in which the,retord is 
c:~e~ted. if, no uoigue:~t;~ffis : . 

· ;·:.: SJ?,e;i:ifiec:l: oe.str9Y3y,e~ri?f1:erc~.t" 
~:.· · off.. , :;· .·•· ·. : < _·. ·•. ,..".· · . · 

Short~term Hu.man Resources Tempora_ry. Cut qff record as 
Records -DAA-0048-2013-000i instructed i~ the-agency/l:iure~u 
'ooo4·~: • · •· . · records m'anu~l, ore atthe end of 

~ .; th~j:y _i~.;~i~6~~h.~}~tb~?·is;''~/'" · 
cr~ated if no UQique cut"'()ff"is , .· . , 
spec:ified.De~tro/3 y~ars·~~er cut~. 
off. 

Sho_rt,term Humao~Resol,Jrces. · TempQrary. Cutoffrecord.as . 
·Reqorcis',.. o.AA-aoA-&-doB:.oo:oi instrUct,ed 'ih:tn¢.·age_n<:v/ou~~13~ ··
ooo4 .. '· ' " . . . . .. '. records·manual; or afthe' ~nd of .. . . '-. " ' 

Certlficat~ .of Eligibl~ Files 
,, ' . ". . . 

'·~- ..{ .. ·' . .-·.,'. 

Temporary. Destroy-when. 
.... f~Y,ear~ old, ·· :},~-· 

the FY in which the recbrd·is 
_ creat~a if no unique cut-off is. 
· · . ,:: speiified.:p~st_rgy ~yea~ .a~er cll~-

- :-: ·:-.,off.· · · 
-~ " . 

?h.!?rt-:i~rn:f Hurh~n Res9urce_~ _. Te111por~ry_._ .~ut.off~reco:r.c(?.~-< . _ .. _posit!()!l~C.IassifiCation.sia_ndC'l~9s~--: _Nor\_~· G.I3~-1;7?,J2):(~).(~<;:1.=64-·. Tempqrarv.:Dest~y w_!l~~-; :.:~" 
Records - DAA-0048~2013~0001 instructed in the agency/bureau Files- Corresponder:i.ce and .other 77-10 item 7a2b) · · 2 yearsold · · 
0004: ,' .. ·. . ' recordsrrianual: or, at the: end or· records- Review File 

· · · the FY in which therecbrd is. _.
. cr·~~tedi(no ~niquea~t~ff.is'+ 

., .:" ' 

... -

specifjed: 'oestroy 3 ·ye~i-s .after <:1ft
~: ... 

.. ,... 
off. ,·· . 

Sh.ort-term"!-luji,an Resqurces Temporary, Cut off record as· 
Records- 0AA-P048"201.3-Q00i i'ns!ructed in.the agen~/b~r:eau · . -., " ~·· '" ·.~·~K'.' :.~\•:_,,J :•,, < •' '-.; ,·: ... > ~ '' • • ",• ••• • ':"• • :· 0·~ : 
0004 · .. :~; 1 <-. >.. ·.• '. " records,rftanu~ll,pr..at:lhe'~nd'of:· 

. the FY iri whi~h the retor'd'is ".·. 
.."·· 

'cut off when positiOQ is: 
'abolished or 'description is\ 

. su'pers~ded •.. . ' ' . 

GRS 1-7b (t-ll,'-G~Sc8S~4 
item 1}. 

. ·. _. 
Tempora,.Y. Destri;>y:2 _.: 
years after positio~ is; .· · 

. a~lish~d or.de~~~i~tjon.I~~ 
· .. ·. sl.lpel'sed_ed~ · ·-:·, · 

, 
,. 

created if no ~riique i:ut.:,Off is : ~ "·.·-· 
I',, 

""· .:: 
·. 

specified. Destroy 3 years after cut
off.~ · " ·. -..:·. ,, .. ·,· , 



§hort~terih "Wrri~n R€sol,.lrqis . T~wt?oi~f.v.. ·cuJ-ofh'ecorCfas·. · · : ·:; P.fi~itlon ~lassific'cition surv~y fiie~- Cui: 9ff ltft~r Inspection ·. ,' ·.• ·;.. · GRS ~-7f {1:).(NC1~~4~17• c T~rnppra r;Y;'-_Qestrgy when Thjs s.erie.s..ls.nov;/: b~liev~d t9 b~.' 
Reco~d-~ -'oAf:~o48;z2qi3~bo01 i~strl,.lct,ed..i~ i:~~ a'"~encyf!Ju;e~~: cl.a~~ifi·c~tfcin su~e~ ~~ports ·'...: . · ' · · -~. '"' ). · ··· · .: ·. io·-!t'em·7~1a);> .~>i-;; ·· 3 Y.~~r~~~{J b"r2;'{~~ri'atter o~f~nct;·p~i:·q~¥; ·· : :·.>:i;. 
0004 . . .. •0 records IT)anual, or at'th~ end _of ' .. ' .. ; · • · regular.lnspe.ct!on> : · ·. ., · · ·. ·' · • ' 

the F,Y in which;th~ re<;ord is 

·.created ,if no unique cut-off is'; .. . 

·, sde~rfiedi pes.iroy.;3\~~rs.~ft:Eir,cGt- . 

~ ~·ff~ ~.· ~~~ .. ; c ' .f!f"'- '~·;:~:- .:.. "-"-~ ' 

Short-term. Hul)1af1'Reiources Temporary. Cut.off record as:' ·.. 

Records ~ DAA-0048-iol3-0001 instructed in the ~ge~cy/bureau lnspectioil, ai,Jc;lit, and survey files 
. 
0004' records manwil/or·at the end of 

' 

f':' • :· _'. ' •. ',. :._: ' ,_· ". -~ ' :"' • 

· . · ·. the FY in which the record is:: .•;, .·_, 
4.. '. -~ . : ; ' •..,i, "'. ".._'(¥• "'·J . ''-,

0 
1''.' : ' ~ 5,,... ·.: 

. • . created if no unique cut~6ff !5.. : 
'" spl:!cified. Destroy ~years afte.r'cut 'J·· 

off. 
Short-t~rm !'{yman Resources . T~mporary. (:~,Jtoff recor,d.as. ·. AP.i>~al~ files~. case files r.elating to Cut off when .case i~ closed. GRS 1-7d {1) (N1-Gf!.S-90- Temporary. D~troy ~ · 
Record~ ::•oM~004&:2oh:ooo1' .iri~tructed.i.n.the. age~cy/bu~~au . /: da:~~·ific~tio~ a'pp~alst ex~ltiding~-.:;' . ... . . . . ' . . ' litem :Zdi) . •... ··. · · ~. year~ .after·~as~ i.s c!<?s.ed 

- ·~··,·_,.··r_~\··· ,. , ~ .. ; . :e. ~ "• ."~ ... . ' 0004 .. " .. ~ ..:·' .·. ·..· ·~ .·. ·r~cbrds manuaVor atthe ~n.d Of : oprv·{ci<!~Sific~ti~n certiflc~teC ~' :, .; ~ ,... • ~ 1 ·:~ - ~. • : ' ' ........
the FY in which the record· Is 

created if np unique cut-off. is 

specifjed; p~~tr'(?y:3 ye(3r~ ..afl:E!r'cut-

Oft. , . >:~.~~~··;::~-.. ~~~~. -- ·"; 

P~rfor!!1a~ce.R?~[rigBQ?.r(If~s.~ ;c ·. tut:ofLwhen·.case is·closed:. :;-> §.~?!=~Jr·t9.¥A77i1Q.,~ .Tti!f'QP9f:arv.:P~ifrov~Eve_~r"' -~-,~,'. 
Files· · · ·./ .. ·· ·.: ,: •·· iterti9) .'::·· · · · .. · after'case_isclosed'····:: · 

records manual; or at the end of 
..,::· th~_-FY inwhfcn the ~etora' is.~·.:.· 

'J' 
·~ ._,.. cre~ted;ifno' unique,Gut.:offis•:~ :~ • 

specified: Destrdy 3 y~~~nftercut- '·. 

off. . · . "··' 


Short~term Huma!) Resources Temporary .. Cut off r~cord as Temporary.'lndividual Er:nployee · Cut.6ff on· separation 'or transfer GRS 1-10biN.~-GR~-97-4 Temporary. Destroy 3 
Records.~ oAft.-ao41l-2013~o6o1 instructed. in the ~gency/btw~au . Records-·lm.inigratio·~·and . · item JOb)' ,. .. , ye9rs after ~rlipibyee· 

~._ ' • _1";"; ~ ~ ,.'b004·; ... ' <.~ ~,:.. ·.. .: : . '< iecord~ ~an'ual br·atthe -e'nd of·/· .Naturalizatio~ ~e~i<:~Form 1~9·.. .. ~-: separ~tes frc)m sei:Vl~e .or 
••·, ' ' ' ' • i ." •• ' ' • ; '"••1 ' •. ,_. •· • ·.- . ' ; , • ' ( , , ' • ' ~ ;• ' > ' ' : ' . · . ··.:"" . · the FY in wtJich the r'ecord is . ·· tran'sfers to another. ·. ; ... 

' ' 
created i(no unique cut -'Off i~ agenqt · 
specified:oe~troy.3 years ·after: cl,.lt~ 
off'>·· ·.·.;. ::.· .. • j . 

http:c!<?s.ed
http:recor,d.as
http:s.erie.s..ls


~!:lort~t~f-rrt H~~?n'-Refto:urces •. :: T;e:~~p[~u;Y. CtJ19ff/~~or,sJ,·il_~:< ~.:. 
Records.~ bAA.·00'48~io13-.do61 'iilstr'ucteo in th~·ageficy/bureauJ 
0004 . ' .' .. " re~or()s ni~nual; -~r·a.t th~ ~no of. 

· E~ployee'A~~rdsFites~ G~-n~i:al ,,~· . Cut off on approval or· ·. 
. all'{~~()~ r~t6~~~~:C?s~e!f!ies. /: . : ;. ·· d)_~~p-~rov~i 'ai ;V'{~fd:-~ : . 

~~ ~::1iaf~F(~,~.1;~4-n
. ~0 itenipa1) ~ ·. · . 

the· F.Y in which the .~ecord is · · ·- · 

· created if no uriique·cllt-off is~·: 
" • :f ,. "'· "... ' •'' . • - • ' . - ~ • . •, ~ ,: ~. " 

'· · spe~ified: Destrpy 3years)\ter'cu~
bff:-~ .' "' ; .i, ·~. • e'> 

Shori:~term Human Resources Temporary. Cut off record <lS 

'Records --DAA~.b4;iF2o13-0001 inst~ucted .i~ the ~gency/bur~~u 
Employee _Awards Files- General ·: · 

awa~ds records-·~~rrespondence . 
0004 
. 

'' . 

records manual; or at the end of 
the.FY i·n-~hich~t,hetrec~rd.is :. :· '_ 

creat~d-·lf ~0 u~iq-ue cut:Off. is~ ', 
. s.pe_cifil~d: Desfroy 3years: ~fi~r cut

' off. · · 
!'. 

Short•term HumanR~smirces .. Temporary; Cuto_ff.record a,s ~. ·~ . Employee Awards_ Files.: Length Qf. 
Rec6r.ds -·DAft.:oo4s~2cit3o.0601 instr~ct~d· i~'the ~g~ncv!bu·r~~~r .· · ser-vi.ce and sii:k 1~ave awards,fiie~ ~
ooo~ ~-' ·. ·• ·:,: . -~. ' ~ec~r'd~ ~anual, ~rat th~ ~~d:~r · . •· .· .·· · . ··' . ,. . ·:' 

. . . .. - ' - ' . ~ •' 

the FY in which the record is 

None 
· '· 

·'. ,' 

GRS 1:12Q (NC1-6LH7-:J,O Terriporarv. Dest~<;>y.-when 
it_em_.'12-~k..:.... :~~~.: 'r• • '• . l:,yea~old; ''. . ' ' 

. :'" "' .~ ' ' '· ; ' t ',,' 

'•, 

. '·. 
..,.; ···· 

created if no unique cut-off is 
~pecified: pestr~y 3 ye<!rs a'fi:~r- cut"
off. ,. ,,· ·> ·:. '· ·.' '·' ·.': ·> • .• ·• 

$.h.?i!:~~er'mJjum.~h ~~~qur(es - T~_mpor~ry:. .Cut qff_recc)td.~~ : ... 
Records_- DAA~04s-2o13:oo91 in~tructed iri ttie agEmcy/!:>ureau 
0004 ;. '.. 

.: 
records .im;mual, or at the end of 
the FY in w-hich tlie rec~i'd·i~ 
ae'at~d if ~a· uni&.u~ cut-aif i.s . . 

.. ' 

"f:' 

~ 

.; : . 

·sr>ecJfied. Destroy:j years aft~r. cut~ 
off. · · · 

Short-term Human Resources Temporary. Cut off rE!COrd C!S: . 
Record;- DAA-0048:Z013-0001 instructed in the agen·q,iJ:>l!rea~ 
0004'-' -:,::: ::· < ::' -:~ ' records fnanual,'m anhe end of'' 
.. '. · . ·... · . · the FY ir:{ which 'the record ·j~ .. 

created if no unique cut-off is.' 

•. Incentive Awards Program RepoJtf ~pne. 
·. . . , · . ' 

-

.-,. 

GRS :J,-f3 (NC:1-64-77-1.0 
· item13L.: . -

.. . ~-·' -. 

., 
""; 

'[emporary: Destroy when_ 
3 years· old : ·.· 

,-,'" 
.·: 

~pecifie~L Desfro~ 3 years· aft~r c;utc
off> . · ·,_. .. . 

' .... ,·:: •', ,;; '' 



Sho]tlt~rm Mu:mari.Heso:ur.c~f:: J~Qiporary: ~ut pff;•re~;;Q[Ld a,{_ •::,(: ,No~!fipatftir)~:of·P~rs.dnne~~~cti~r}~;~Nob-~~.· : ·:· -~ '· GR5:1;14a (N<':1~6:4~'n~fci· t!='mporaiy;:pestrQy.wh'er't 
'R:e~~rds>6.A.A~oo48:,29i3-ooof instru}te~ i~'!h'e"'a'g~nc:Y/~Jr~a~·: . chrori91ogicMtne~opie5~ :? ...-:. :. ·. ::.~~- · ·· · it~~'i4af: -: · :.· _·.: · .. t.i:·: Q'ye~ts'~l_d·::~·~X -:~:.. ·'?.:'·. 
0004 .• . . - .. recorqs ma~ual; or:'attheend of ...,.,;····· 1·: 

'·. ~ ,; <;.: ·_ . the FY i"n whi~h the' reco~q is 

. . .. cr~atefl if D<?_,unique~c~t~ff is i · _:. · · 


specified. Des!rQ·)i3 yeai{af:ter cut-:.

ok ... ". ~. ·:;~··· ·.., " · · ; ..: 

Shdrt.~terril'Hu'man Resqur~~s ; Temporary: <;ut o.ff.reco'rd.as. 

Re<;:ords. ~ DAA"0041;!-2013-0001 instructed in the agency/bure~u . All other <;epies mairttainedin 

0004 · rec9rds m~n:uC~I;.or atthe e11d Rf. personnel offices_ 

} .' ~ ', ' ~ . 

-~< ; ' • . the FY;iflV!,~i<;htli{re~br'di~., 
created' if ne'LJnique cut :.off is 

:. specified. Destroy 3 years after cut
off. · 

Short~term Human Resources : Tempprary. Cut Pff record C!S Personl)el Op(!ratiQps_Statistical. - · 
Records:. DM-{)048-20.l3-0CJ,01 in~trJcted ih·the agency/bureau·· : · ReportS· • : ....•. 
'ooo4 ·. ·' :. · _ -. .. · ., ·- :·. records ~a·n:u~·l, ·6r at th~ ~nd .of ·: . · :·' :, · · . · 

- the 'py in which the record is 

created ifno uni_que cut:.off is. 
'· 
'· ·.• · . ~pecifi.ed.~ 9~~~_rqy 3 ye(!is ~~~(cut

oft. I>·:," :, ·>-~:\-._ ·:.:1:: ·\":, . :. · 
Short:::t_e_qn Huf!1an H!'!~OI}r~es- 'tr~mpo~a_ry, cCI,!_t~ff _re~Q_rc_l.-~~ . - :fernporar:v:•bestroy.whem.. 

• L -- -· 0 • ~- 0 • _,.- .. 0 • -- __-, 

Recb'~ds - DAA,.Q04S~2013~0001 in~i:ructed in the agency/bureau· 2 years old'. , · ·:- · · ·· 

o(io~:: .c;-: -·~. - r.eco~ds 'm(!nual, o·~ at the end of 
_; ., · ~ ttie,Fv'in ~ryich ther:~~ci.rd is · 
--:~:'; cre~ted ifho unique_'cut-Off is 

spe<;i~ed-. Destroy 3 yea~s ·afte~ cut
off.· 

S.hort-term Hum·an Resourc.es Tempo~ary. Cut off-record as HeCJith Unit Control Fi!es")f. Temporary. D_estroy 2.. 
. , :. 'Ret~rds- 'oM-0048~2013~00~ instructea in the agenc:y/burea~ '· informati6ri is.not:sumt;iariz~d·. · years aft~r last' e~t~ · · ooo4 .> .• : <:· ·· ,:. , ·.... .r~~orC!sman~aCor·-~ttheenc:i·ot: , ~ :. ··'- · . · · · . .·. · ' ~ t·~ . -, ' ;•...';:":~-~ ."~ :.: 

·. ':·\. . . . ~he FY in· whlcn:~h~:recofd i~· . . . , ... '· . " ...·"' · created .if no uniqu_e c;ut-off is,. . 

'• spE;!cified. Destroy 3years·aft~r cut
··. .... '· . o.ff;:··~· ~- : ' ... ·;, . · .... , ,< •• •• 

http:Resourc.es
http:ther:~~ci.rd
http:pecifi.ed
http:m~n:uC~I;.or
http:o.ff.reco'rd.as


$fiQ~~t~hnJ-!urnan R~our¢~~·!!J/: T~mpor~cy: c;u(off~re:cp,r~ ~s> :: ' Emp:IQYE:!:~·Ne9!cafFolqe((E£v1F)c~:' Cu,i: gt:f.pn s~epaf;~~iqn:qr tr~r)s,fe,f: (3R~'J~~JQ.{t:J+~J"]~-13.6~.4 ,.· tetfip6(~ry,;Q~stroy.f¥$qr 
R~cord.s " Q,tv\foo4&-2013-oobi insfructed:in 'the qgency/bureau ... f~mp~f?ry o.t'shog~tetril record~- :glemployee ·:' :. ' ': '. .... : ·' ·... ii:ery;· 2i~):.>~~. ~~-·:;'' ,-~·: aij:er se'p~r~~i6ri ~r ,,::· i'· / 
0004 o.S , • • . r~cords rn~nual, ~rat th~ end:of ' as d~fined ,jn ~he F!i!(:ieral Personnei' ·. . . . ·• ~ . . transfer of.empioyee; ... · 

. · the FY'in wh.ich th~ record i~ ty1anual.(FP[v1), o .··.•. 

· ·· < • -: Gre~ted if 'no Ulilique tut,:offis: :, 


' ~ '-, .: • ' ~ ;, ' '" ~ " ' " '"1 ' 

sj:>e~ifted: -PeWoY.:~ YE:!ars ~aft.!'!r;.~~t" 
· · off: ·· '· · · '· · · 

Short-term Human ·R~sm.irc.es . Temporary/. G:ut off re.cord as .. Cut ~ff on datj:rof sur:nfnary'or Temporary. Destroy 2 
~eco~sJs ~ DAA:b04.8~i013-0QCll i11striicted in the agency/bureau ·report y~~rs after dat~ of' .. 

P00;4 ; . · .• · : re:?r1s ~-a~ufl! or·:~·~h.e ~n9 'of. · ., . surnma.ry or report : . 
J.:'•:+: ,•,· · .•: :;: . the FY in which tb~record is·:, 

-· :. ' '":- ' " '~-'' created it nci uniRue· cut:-eff-i~:,.."•... 

. · specifiec{. D\'!stroy .3 yea·rs after cut

_, 	 . 
·off.· 	

'·.' 

shqrt-t~rm;l;luman Resources Temporar-Y: C:utoff recoi'.d as . ~eaSOIJ(1~1e Acf~mmo.datjOJ1 .. : ~ut off_ Wh!i!~ "s!Jp~~s¢ded o~.no . GRS 1-~4a (Nl:GRS-04-;2 . Ter:nporar)i:D~troy ~ · ... 
'" ~ _, ,. : • ' • .r ~ !e... • • , ' ' ', • .~ ' '" " ' '. • ' • ' ; ' • "'. .• • . ' ' u • • ' ;;.' 

Record~'.~ DAA"0048~2013:0001 instructed .in the agerieyf.b_ureau Request- Re~_ords: ~~rfEm3J"~il~s ;·' ·; · lori~er nee~~d· . . ., 1 · ,, >· item ra). . , years afterslipercessioh or 
:' ', ' '- /. ' • ' ,; .~ '• .. ' " ,, ! ' ' '"" • • . ,". ·, ~ • ~ , • " ~ • • ( "' ' ·, .. ••• •• ; '1 :;>~: .. .,- •· ' 

"0004 '.. ·. . . . . . . : .. records r:nanuqJ, or at the end of .. : · · · when. hQ longer ne'e!'l~a , .. .. 
. . . , . · · the 'FV in which the reco~d is 

'•"o 

for reference whichever is 
. . . createp if no unique cut~off is . 1_(1ter 
·· ·. ·spe~;ified' Destr.9y.3 y~ars afj:er c.ut~· .: .. . .. . 

,., ·:,~:~· -~: ~#(:} ·~· >;·:.<~·: "~>~_,.:·-~~·. "i:.~; -:":':j- -~·"_ " ' r". " c~ ··~~. v: .. ~~~d:··· 

Shbi:Merm Human Resources ... ~ Te-mporary. Cutoff record as'",' ' :- Reas·onable Accommod~tion :_ ~·-. ~t.l! 9fl' <?n ~~pa,ratioi'i':9r:,!rC~hsfe.r. ~!{s.X.=}l4p (!'J,l~~R~f~-2'. TempQrar:v,.P~it~Y,,~- ;',::, ~. 
·R~c~rd~ :.'o.AA-bo48~2o13~0001 i·~·structed in the age~'cv/b~~i:l~ .... Req~e;t R~c~~ds~ E-m~l~y~e Cas~ .. of emplt:~yee arid when all:· . item lb) . .. . years after employee . 

goo4·:, ~ecords rna.nual, or at the end of.. · Fjles · ... ~. . ..: (!ppeals ar~ concluded . separation from the : ~-
"'.'. . the Fv in whichthe record is. . . :· • . '.~ : . ·. . ,. :. " ~gency:or all appe(!ls;ar-e 

•. 	 · :; c~eat~d"it IJ·o:un.iq~~ ctit:Off i~ .. . -. '- ./·. .~. , . ~' eoncJude~wh.ichE1y.er is. ··.. 
speciffed, [)estroy 3 yea.~s after. cut- ·- ,. later · , .. · · · 

off. · ·. 
Short"term Hum?h ~esources. Temporary. Cut off record as. . Reasonable ~c<;ommodation ··, Cutoff at ~nd of FY i.n whicll G~ 1-.24c (N1-GRS"04-2 Temporary. Destroy~ 
Records ;.6AA-0048-2Q3.3-00Q1 in~tru~e.d intheagency/bureau· · Request Records" Sup!)l!:!mental ~~~omo9a~io~ is. ~ecided and all i~~rn 1c) · . · . years after end of fiscal,· . 

,· . ' ~ ~ ' 

6do4,.';.~ · ~:"·' '.,, ~. } : ~~c9rc:i~ ri,a~u~l/or,~t.th~ eric:!'of ' Frf~s· ~. ··: ·.. ' r· :: .' ~":_. ~;.~:·. appeals ar~ topc!uded. ·.'~ · .. ':-'.'; y~ar. i,n'.which~ : >: ~, "' .. ·,
< " " • ; 

• 'l ~ • '~he FY i[l.wliich•the record is . accommodation is.decided 

creatt:d if no unique c_ut-6ff is or all ~ppeals are' :• J 

specified, Destroy 3 years ?fter cut-	 concluded,. whichever is 
•.<. ' -, .. _, 

off: ;:,... . . •'•. later.. K. ': • "• - ••• 

http:ri,a~u~l/or,~t.th
http:eoncJude~wh.ichE1y.er
http:IJ�o:un.iq
http:surnma.ry
http:R~sm.irc.es


sh_6~,ret~um~o,_~eso_~r.<=~~ ,·: Te.mpor?.f{:cut,ptfre.tiJ.~~ a~:;::. i: .. :. R-~<!s9n.~~~~A<=~<im~9·P;~t!9D · -\{·:. ~~-off. '!"~en EornP.JLance.\eport: dRS r:74d (N1~~:o4-t · rel{lppra~r\1.: De!ete/pe~t,rov 
~ecords·:: D~-;Q()48,20H·0001 instn,Jcteq in the agemw/bHh~au: · · · R~questRe<:ords~Tracking sv.stem is filed or-wlien· ~.O,lbngh .:_. •. ·: · . item .ldf. ': : ·· ' . ' : 3,~ear5 aftet:cqmplia'nce:· · · 
0004 · · ·· · . records mClnual, Qf at th:e eQd of:· · · · · · needed for reference" ·? · ·. . '· · - · rep-ort ·is fllecl or .;.,hen ·no _ 

theFt .in which the record is . 
~-~e~t~~-if_~~ upi~q~ cyt-off is :. ~ :: . . . . . . 

./ specified~ Destroy 3~ye:arS:~ft;er:·cut-·· ,, 
:~ '; 6tt:' c;._- r ~J -' ,• :- ' ~~·..' ~~·r:·~-, .. 

Short-terir) H.uman Resources- - Temporary: Cut off record as 
Recprds" DAA-0048-2013-0001 instructed in the·agency/b\ln,;au 
ooo4 -.. · · · records r'n~nual, :Or at the end of · 

?: : ;~--' ._. th~ ;FY)n,WhittJthe.r~c~_rdi~; :~·~-- . 
, . '". created'i'f'no unique. cut-Off is·· ·. , 

·, ..~pe-cified: Destroy 3'Vear~ after.cu.t-·· .. 

off. '·. 
Shprt-term.Human ~esot,~rces Te.mporary. Cut Off recor:d <:IS , _ Equai Employment Opportunity·· 

. '\,• ,. :_·' -.- •, " , t " ' .-,- '' .

Re~6fds'i OM-()048:20l3~po'o1 i~structed in thfagenty/bqte~u . : (EEO) Records: Preliminary:ar.u:l 
oo61 - . :,; . . :·. ,. reco.rds man~al/odt tlie encl. p( B~cl<grou~d File~~- B~ck~ro~nd .·· 

ttie FY_in which.ttie record is records not filed inthe Official 
,,., 

~qua,IE.mRI_<>y~~r;it,_qppoi:;t~ni~ --::, 
(EEO) Records~ Preii.niinary and· • . 
Background .Files- R~;!corcj$ 

dp~~meriting,col11pJaints-that cia, . 
cre~t~d ifno.uriiqtfe cut-Off is· notdevel6p into.Offfg(aL ;. . 

" - . '"'. • ... · •. f • • •. ' .-· • · •. , - "• '. ·,,·· 

sp_ecified. Destroy 3 years after cut-' l?i~crimination Complai~fCRs·es. 
off. 

Shorf,-ter-mHuman Resources : Tempor:ary. Cut off record as· .. 
-~~t6?ds'~'pA:top'48Hoi3~oooi in~tr:~deif fn·1:!,e ag~n~/b!ir~~~ 
0004. '. ' . . . .. records rhan~ai,.or at '1:tie end-~f. Requests 

. · the-FY. in whi.Gh the ~ecord is' 

lonie( n~eded for~: ' : . 

Cut off on final resolution of the ~RS 1-2Sc(:!J (N:j:,GRS~9~: Temporary. Destroy 2 · . 
. . ·. :. : 3 it~m2sc1r : ·' . , _.. . ve~rs after-final resdiuti~ri"- ·: 

.• ·.• .·. ·.·.• ·.· .. · !'-'· oftase····:·.-,·-·. :·l.':c·-· 
- . ! . . . 

·.. . / 

GRS i-25e.(NC1-64-77-10 Temporary: Destr:oy when : .. 
• . i(em 26e). :.•. :; \ ?" .. 1. year old. . . - ., ' ... · 

created i~ rio unique-~ut-Off is. 
,,-. ,, 

~ T ' • • spegified. Dest~oy.3.y~~u;s after:cut~ 
. -.. , .t:.'. / ' ,.·· off':.:.···:· :::·:~:~.·::·;_~;·:.".. -, .·:> .· .• . 

http:rhan~ai,.or


$lioq~t~rmt~yl)'\aJI:R~s.ou~cei-:,· ~~~:~qriry::~.~:qff~!~s?~d-~s:;.. ;"~~: ·. p~-r~qnne(<';6u!is-eH~gg~corg~~' ·. Cutoff on·t¢r~l.nationof' .. ,, ' GBS·'J.,\~(:ja(NC~c64~77~;tp· H.I;DpC?r~rv:be_stfqy-3 ·'·, 
Records'- DAA'0048-2013-0001 in'structed in the· agEmcy/bureciu"· · ·· co~r'j~ellng'i=i.ie~·: ';.· :·~·· ~ · _; :' ~:~ cotnseiin"g~1 ,t~' ·J;,: ~~!::·'. ;;:~:~~;·.~- ~.. ' it€.~·. :t1'a):.~-~~>··"~t. ·.. ~·: ·, ·.,. - -1: :·: v~.~f~:'~ft~r.>t=er~rhjl~fi~ri .Jf~ 
0004 -. - · - · ·reiords manual,. or at th~ end ~f · " .·.. - ·· -·/:::::. ({:\~i;~:; ·: ,, ·.·. · ~~~nseling > \, · · · ··

,. !he.JFYi~·:which the.recotq is·. 

··:-<· 
 created ifn6 unique cutcaff is'' ' '' 	 ;' '' 7' '.,:, .~ ·'. : "'·.·,.·, 'i;: ' ·,! ~ •• " 

· specified., Destroy:} y.~<!_rs-<!fte{c,ut-,·'bff: .. t "' ..'·-" !.. -,,. ' • ,. ' 

~hori:-term Human. R~sou~ces Jei'Tlporary. ~ut off:~ecord a!? . 
Records.- DAA-0048-2013-0001 instructed in the agen~y/bu'req~
OOOfl . r:eco~d~ m~n~ai;"~r at th~ e!l.d'~f 

the FY in:which the. record is,· . 
,j "'- ',,_-~·,,~- ,., 	'', J'c. •'"<1<.<.'- ••~·~-: ~." 

created ifno unique cutcoff is ' ' 

_ . specified. oestroy :ivears'att~·r,<;ut

off.. ' 

Short-term Human Resowces. Temporary;,cutoff ~ecord as ,civili~ri ~erson.nei.~e!'or'9s:: . _ Temporary. bestrqy_ when 
·Retcira5·-: 6Aft,:.oo48izo13:oobi i-n~tror;te~ in-th·e:~gency/b~re~u . Altenlati)l~ Dispute Resoluti 9n.:. ~. . 3.y'eais ~ld.:.(N1-GRs~03-'
dqQ,i_;,' ~- :, :~ ·. , '' '.;. : . ~~cord~ manual, or·ai tl:l~ ·~na:o{ (AD8) Flies" G~neral_ Files_; G~n~~~.~ >2,'ire:~ ~1:· · " -.-:{;. ,,".,: 

. . . the FY in which the r~~qrd is . . . cor~espondenc.~ and copies of 

· created if.no uniq~e cut;aff'is statutes, regulations, m.eetirig 


.:: - _. S,R~SiJi~a. ·o~s\:r~y},X~~rs after. .cut:. r,inu_t1~( rep~_rts, st<;~tiitlc(l_l ;-.,. . '. 

off.<" •' ·>;: ·; . :. · · · ·. ; '·: tabuJati6ns1 evC~Iuati()nsdf.tHe.ADR . 

· . ·.....:· .,, _ ' ''>. p[ogr~rri;~nd:9th~~A~;QrQs.', f:; ·:; ·~ 


. 	 relat.ing 'to the ~geriCVs overaii.ADR . 
" " . " - " ' 

program.
" 

. ,'-·
'• r ~ • .. ,, 

Shqrt;te.rm .:{uman Resources. Jen:rporarv.. :c~lt'off record as: · ' .. , '~rainti:Jg" Records- G~nerak~I~:Q.f; , Nq[le.'. ~Rs 1"29a (7HNC1-~4~n~ 'f:~mtJo.rarY:~o~tcqv'wh~n.: 
Records~ DAJ~>0048~2013-0001 instr~ded.iri.tt1e cigency/bl!reau · <!gency-sporisqr~d training- _ · · ·· ·· · ioiieh, ?Obi) . : ; > 3years'old " . L-, ·" 

< • 	 < • 

.. lp004 . . . records rnc:lnual, or ~t the end' of· Background and w~rl<ing fil~s 	
.11 

th~·F'( in .w~ich the record is·. . 
.....created if n'o 'unique cut-off is 	 ·,,. 

-.. · ...
'" 	 ~p~citiea.: Destroy :fvear~ !lft~i-·~ut~ 


off. ···. 


Short-term' Human Resources Tempor(lry·. Cu_t off record as P.ersonne.! Injury Files· • Temporar{: Cut off·qn
Records- DAA-00;48-2013-000:], instru-~ed in .the agency/bureau termi~~tion of J. 

oo'Q4... \ . . : • .· ~ ·:.. .·· records manual,_qr atJhe ~nd·of..- - , . i::ompe_nsation or when·:.;\·.·:.' ·.. <· / ':... theFYi~whi~Mthe.re~orcfi~ :,. ··, .. ... deadline for··filln~ a c!aim ·:). 'lj 	 • ~·· ", • ·: 

'·.·..' 	 c;re~~ed'if no\1riiquecut~ffi~. ·:· .. · · _ha; ~a~~-ed; d~s~~oy 3 . · 
$pecified. Destroy 3 years aftef cute · years after c'u't off 
-~ff. ·.·.:':-.: ,, ·.. ·.,·" 

http:Shqrt;te.rm
http:co~r'j~ellng'i=i.ie


~b9~~~~rrn·Hurrfan,' ~~s9urs~S:.~~ :'fexnp~rarX• 61t off~e~qr<;!as :···~·.\<Medt ·P.rgm9ti?n·c\!s!i!. ~il~.s · :,. ' -~4t,9ff aftE7r(9PJv1,.a!JditQJ.'~ft~r.: GBS..l~f~{~l:;§R~.~79_::4' Temporary. Destrby aft~r ;
.•,. ··: ',...~.:· ", ;:._.. .. .. ' [• " . ' .'' '

Reco;d_s~:DAA"0048-20i3,-00bl inst"r!Jcfe(jjnthe~g~ricyf.but~au:···.'• :.~:::,:~t("·, ... ;:·~_:• ···<, .· th~ p~fson'i,e.f ~ct:io_rns' ·;·· ·. · lt~iiJ· if· .. ·~" ~ '... , .: O.PM·a,uditor·2 years· after 
ooo4 ·. -· · ·· · · records manuaC or attne end of·· . , :- . ~~mpleted, wni-~h~ver i~ soorie,r.. . ·- .: :. : " . . the. p~r~~nnd aci:io·n-is . ·· 

. . . t[le ~Y.in, wb'ic~_-th~:record is.. " . .. ' ' " cornpletecl, which1ever i~ 
crepted if.!10 ,unique 'cut-off is :-. ' 

.,., sR~fifi.ed< J:)~st:roy_ 3 years after':cu~-

.,_cij:( ··.· ,: _.·; .• .-\ ' ' ,·: 

Short-term HumaQ Resourc~s ·. :ferQ'porary. Cutoff record as ·. .. 
Rec~rds- DAA-oo48-2013-0001 instnicted. in the. agency/bureau .. ~. 
o6Q4 . · ~.. . . · .. ; . . ·, :. . · • recorqs ma2·u~C or. at~~~-en.d ·~f :: ,, 

. " the~FY iri·which the record is 
r 'c~~~t~d.,if ~Q''~riiq~e~c~t~ff is: :" 

•· • spe~itied: oestroy 3 Y.~~rs. ~fi~r cut7 
off. · 

Snori:~ter_ni Hum~n .Resources·. )'empqrary. Cutoff r:ec;:ord as_. Ex.aTDining gnd. Certificatfgn, · · GRS 1-33b (Nl-GRS-85-2 -. Temp_orary. ·cut off .. 
·R.~to~ds ~ DAA-004BI2oB~ooo1 i~~trii<:te'a in tlieagency/b~reau Retards~ ·torresp6nderite-: .. . · . • : :· itei"Q.3~a)·: ·.. .. a_nl1o~l)y,:c!est,rpv·1.1iv~~~; . 
0004 '· . . . · · · · · ;re~~rds ~a~u~l;·o(at th~ end ~f ~oncl'!fnin~ applic~ti·b~~; ·. >-. ·: ;-', ·. .., ' ... .'' ·~- :-- '··' . . . after:"clit off,'.,·:·: 0 •:c.' ' '" ...'' . ,'t~ ,.~~r : 

"·' ' . ' " - -~.-".- lt "' .·.'•' 
. :: the F-v in which ·the r~co~d-is . certif!tation ofeli~i~les, and' all·· · 


·' created if. no unique cut-off is . other examining and recruiting 

'•:.'•. sp,.;c;:ified: pestroy 3 'years aft"er cut-: .!?P~ration~ · · · 

'":._:·· bJf,:~::·_:·.'~/:.·<l!;~- ":··~~--~ ~.-.~~·~.;~--~ .::~.- ': ; ,'. -'·,~ ·,~ 

cufoff after termination of.:~>:~ ~N;""~~3·~J(N.1::§_R$~Q_2c1:. t~!!lf:!9rar)f.'.<;LJ:t'qff~afi:~r:.:
,:- • • ' ,•-. • u .._ ~ ••• ·- •• 

Rec;:or9s- _Examination rel(lted register or inventory or: item 33f) . . . termination ofrelated ;, 
' ' ', . ·r 

recoros manual, or atthe·end cif Announcement Case· ' after final action is taken on the· r.;gister or inventqryor : . · 
th~ f:v·r~_whkhth~'reco.rdis ... · · . Documentation.:ril~s·· . . · ~ertificat~ gen~r~ted oy ca~~- ·: . afte~ final action'is taken · · .• 

. . . ' ·.~-~. "'"""'" -;,"-- : -: .• -.,·:·. . _·\_~' ~ ;::_t '·"-~· : ,·_ •. :1, ~ .· 
crea~edif;no'ur:iiquecu1;-"'ffis ~ ,::":; '···. :~,·- c~· :;:,,:: ·• ; exaO,ining'proc~aur.~s'." ... ·, on tb~ ~~~-t'ifl~~e.- ,'~~~ ~.· . . "'· . .,. ...'}' . 

specifi~d·.' Destroy 3 years after cut~ . . · · · . . ~enerat~d-by.~as'e. ¥ 1:~··; 
off. ·· · -~ examiningprocedur,es,. 

destroy 2 vears aft"e~ cut 
'• '· 

off 
Short-term Human R.espdrc~ · Tempdr(l'r}i. <:;lit qff record as · . t:xamining-ana C:ertificati9n . Cut off gft.~tthe. date oJJwhich ·' G~S.1~33g (N1-:GRS:02-lo Temporary. Desi:roy-2: 
Record~1- oAA-oo4s-ioB.:0001 instr~~te_d. in"'tt1e_a.gencvil:l~re~~ Records.:: ~~gist~r or in~eri_tqry of· the n!gister.of inventory Is' ·. · iten:, :33g) · · . :, · :~ .· ' . . yea~~ ·aft~r th~_date bn 

o6o4 · records'omanual, or at the. end of · eligibles' ~.. terminated ': ' ' ' ". . ' .. 
0 

wblch the regist~r 9f.• 

the ~V in whiththe record is ' . inventory iste~mindted 
. . . : created·if nd u~iqu~ cut-Off is: ' . 
·~~:.-c~ ","'.' --;~,,•,:, :•",/•'•,', :,'• ~~"/ ':: .. 

·. '· specified., Destrdy ;3 y~_afs aft;'ercl!~- . . ,. .· 

. ··;, . off.' ., · . · . · · · . -:·· ,' · 


' ~ . -. " 

http:sR~fifi.ed


Sno(l:-t~rrn .Human B~s6uree5, Jer:i)ppr;a·rv_. C\,J~ off i"!'!.c;6rd ·aS::< ~~ritining and "ce_r;tifjcat)9n • ' .·· 	 GRs,·i~33h (N1-GRS-8So2· Temporary. Cut 6ff · · .. 
• • " 	 ' " • li' ' ,, ~ ' ' ' ~ ' 	 " ",' ')i• ... ' ' ~ :' < ~ '• ,. ' '., ..,-<;·,;'·'.>. ~·· ·•.. " •;"· ,,:, ''~· ·,J: 1 ', •,·, '· -·· ''. \•,••• ,., 

Re.~orq~: DAA-004&~2o13:oo01 insfructed inthe age:nc:V/I::iureau Records-' L.:ettets to applicants ·.· it~m 34f)' - ::· ·. ': :_ : .: a~'iluaiix; aestr~y,l:yeaf.. 3'· ~~ 
0004 records' manual, or a~ t~e end of ~:lenyi~g t~ansferofeligibility · ' ' . after c~t-off' . ' ·-: ;,-;_ 

r • . 	 r, .,.' . - 'the FY in .w~ich the rec~rd is 

~,r,eated jf n·~ urique cuf-bff,i( ·.: -. 

specified: Destroy 3. years: after cut'. ff~-<·-.~.- .. .- .·. "•.;>· ., .-	 •'. ,.,,., ,,:_:... --· 
0 . 

Short-terr)iH1,1man Resources Temporary. tui: off.'record:as Examining·and Certification· 

Records- DAA-0048-2013-0POl ln;;tructed in the agency/bureau . Record~- Cancelled and ineligible 
0004 - - ,-: . records manual, or:afthe end'of . - applications for po~itions·filleq .. - . 
_.1:': · ..:"-' · th~Hin:whi'ch,ti~e\~~ord i;· ··  fr~~:~r~~~~;;~_- ?r!~t~~-~~~<>ry,~_~::,_ >.--~ 	 <~.....-,-' ·'· ·-'' . ' creat~d lf ~6 uili~ue ~Jt~ff ir ", ~" 


~-pecif)e<;i. Destroy? years after cut L·. 

off: 	 ',. 

S~i:>rt:term"HqmanRespurces Tempo~ary. Cyt~.ff reco~d as Examining and'Cer):[fica,tion· . Cut off aft_er,d~te'·on v..ihidhthe _ GRS_1/~31(1) (N1-GRS-02~: Temporary. Destroy;go . 
-~ecbtds~~oAft.:6o48.20i3:.000l instrUcted in the ag'ency/bureau. ·. ., Rec6'rd~;'- Eligible;applications :for :: regjster or; inver:ftory is_ :-·.:' : •. Litem3311, [el;.one]j .. · days .aftet termin~tlbri of. 

", ~. 'ii--,, ~.:0;',, ~..• ;'•• ~-#·,; ',,.<f:··--.•,/~ .,.;:.~·:_·;::;,~ ""';
ooo4 ;> ·., . ;~ 	 ·. . . -records~anu_a( &.llt the .~nd' 6r : ~·o~iti6~s filled frdni ~ 'reg·i~t~r ~r . '·d~t~oy~d- ·. '···:.; .· .' ' J,; ·, • , the reg1ster or-mventory, 

,; . , •: I,. 	 

. _ the FY in which the retard is . · inventoiy, if1~luding OF 612, . · · (except for those. '' 

creafed if rio· unique cut-off is resumes, supplementalfor~s·, arid applicatidns.that may be 


.. ~pecifiE!~: De'~tfQY 3 years after cut" 'atta.c~merits, _wh$ther.i!J nard .copY bro~ght.forward to :a: new· 

,;: . . ... ... " 

. off(·~< ;·' '' ' ' ~.,i<· _- .. · .. or electroniC:foiii'iat, 'on ~ctixie '. r~gister'o'rjnyen{9(\l./if ·:: ' 
":"' - . ~·-•·.- . _... ·:~ '· r~gi~~(o~r'-,l~y~~~61y; -.:~.-:::··~.:·_':;. .'· , , ~ny)_.7~· •>:~ :, ;~~e~:·:;f.-:.~: ..~ 

Short-term HL!m!ln Re~()urces Temporary. <;ut"off record as- Ex~mining-and.Cer):ification . None · GRS 1~33i (2) (N1-GRS-02- Temporary. Cutoff 'i! .-,
R~ccirds ~ DAA~Q048-ion:.Ooo1 insttuctedin theag~ncy/bl!reau : Rec~ros--: Eligible application~ for· 

.· . •' 1 ite~3,312 [el-two]) annually,;~estroy l:~(;!ar. 
ocio4 -,~~~-? ·,:, ..·:. ' >~· ' . .. ~ecord~ in'a'riuai, or'~i:·the'e.~d dr·~~ ' position's' fill~dJtort:ra ~:e'giste; or ' · "'" . after~(,Jt,o:ft:'~;...;:.·; :.:'£·:.:. 

.. . 	 the FY in which th~ record is . inv~ntdfy- On ina~tive_ registerpr': :. 


created if no unique cut-off is · i'nven~ory · 


. sp~c~fied. Destroy~ ','ears _after ~IJ~-
off, · ' 

Short-term Hurn'an Resources- . Tempo[a[y. curoff record as.. . <' Examiliing'and·Certification'' ;'{ GRS 1~33m:(N1-GRS:..02-1 Ternpo_raryi; C~toff- _ _ 
Records'--DM-Q048-2013-0001 i.nstnicted in til~ 'ag~ncy/bur~a-u Reco~ds-l(leligibld or inc9m,plete · item·3~rn) •.· · ' -· annu~lly, dest~py 2.:\iea~s . 
ooo4· " " rec~rds manual, "or at the end of ' applications' for positions filled by after cut' ()ff ' I 

. , the FY in. which the r~con;l is c_ase exa:mining _, . 

:: c~eated if. nb'tinlque c0t-off is . ' ".~. 


spetifi~cl. b~st~dx·3 y~a;.;;att~r..!=ut: 
off. ; · · 	 ';.. '. 

,:: 



l 

J • • 
.. ~ _,. ' '· . • '"- . • : ... , -. ,, '~ :,'"~"" '' -~..,.._~ '-'·•!\.' :~. ·":·'!,' ~T ; • " ~ ~ • - +-" , > ...: ~ ) o • • " 

Short-term .Hu:'man.R!;!sources ·., 	Temp.Qriu·y,: clit_off}ecord as·<: ·; . . ~~mining i:lnd.. cerJ:ific<!iidn • .:· ,: . G.,RS 1~33n .(Nl';G~S-62~1:·. :r!;!mpor<!ry.:Cutoff, ··· 
Record~ -'DM-00~~-20i3-Q,001 inst·r:uctei:l_in the agemcy/~ureau· · ·.: Records~,'Eiigible.application~lor. 	 i,tem 33.ri)... · . · .. ·: an}lually,_tlestroy 2year~;::·· 
obo4 .. 	 records manual, or.at tlie'end of . p~sitions.fihed, by c~se examining .. · · · · · · · ' ilfter.cui: ;;ff · · \ · " 

the. FY in 'which the record is ·· . that either are not referred to the 
c~eated if no u~i~ue cui:.:off. is ' . ' hlring official orare returned. to th~ 
~[~cifie(t: 6e~trpy 3'~e~t~after.~u( ~X~pliQfng~offfc~.b~;tn~:nir!·~g _::,<' .. ~ 
off. · · · < ···•: · · '·· · ·· official' . " .. . : ' ·_. ·-~ :: • · ·> ~ 

Tempo,rary. Cut off record a~ Examining and CertifiCation None 
Recorfls.: DM-0048~20,13.:.Q001 instructed)n the agency/bureau . R~~ords: ~e:quest for prl9r approv!ll . 
0004 ~ ., . . : . .· recorM~ii'n'U'al,_oratthe end of.• gf pe,fsbn,pefacl:idn~-t~k~n oy·:,.; . , 

. 	 th~ FY in.which ihe· reci:>rd'is. . ·.· agencies On S(fcil rhatters'a~· . ·.. · " ·~. -.' •:-

createdifr1o unique. cUt-off is pr~~otiori, transfer,· ..· .·. •, 

specified. D~str'oy 3 years after cut-. reinstatement, or change·in statu~, 

off:. . . ' . sui;Jmitt~d:bv.s(s9, OPM 948, or: 

. ·· " · ., ·. .:. · eq·uivalertt fd{m · · . >.. ·/· 


' ,t )." ' ~ ' .,.. • • ~, < ''' ". ~·." ,. • -~ •• ' ' • ' ".- •• • • 

Short-term Human Resources Temporary. Cut off record. as Examining and.Certification 
R~~ords:~ DAA-0048"2.'o13~0001 instructed .in the agepcy/bureau. Records- C::ertificate Files, including 
Q9ci~..·.:·-:· •' . . . . >' ...• 're~pr~s.manual, or~~ the ei)do( · SF. 39;.s{~9A,•or ~quivalf:i~t, ~nd all . 
• ·J.,.>· 	 c;'t. ,,,,,•-""~ '!';_-,~. ·•..;;_j'•ll"' ~.:·-:;~: '•:,.,·,·~ , .'•.'',..:.'',_:·<;:~~:-·· ~..• ·..• · .·•"".; ' 

.. · ~\. .~ r• ....· the. fY ni wh1ch th~·recoJd 1s· ··." ;_ l?apers·upop'wh1<;:h .the.certlfi<;'!tlori 
· -~ createc:Uf _ng.ui"]ique p,1_t-9ff.is · ~ .. ' was tJas¢d . ..,-,' 
'.. ~pecified. oe:str6y·~.ye~rs ~fter cut- . 

off. ·; · · . . · ·. 
Short7tetm fiu(min Resource$ " Temporar'y.. c;ut off record as . ·.-· E~anjinihgahd ~ertific~tion ~. ·. · None GRS 1-3.3q (N1-GRs:o7-1- :Temporary, Cut off f., · :. '.-c: "",;'·,',-,•,·""'·•";-J.: ... ,""' .. "--; ... -'·~-, .. ~~4'-,"' { •• •• ~ ••"~~·--' ••• :' 	 , • . : : • , ., 0 , ..... :. . . . , , . . 0' · 1, :. • 

Records:. DAA-0041;!-2013-0QOl instructed in'the agency/bureau : Rec;:ori::ls-'Certffi.catipn requesf<:: ·~ · item33,q)· · .,- ..oo. • ';: <.' .annually, de5troy 2 years, 
ooo4 ' -_. . records manual, ~rat th~ e~d of control index: Ceri:i.ficat~ contr~W · · · . . .,;: ~ft~~- c~·6ft:' .: ·: ... :;,\ . ..,_ . ' 

. . 	 the Fv if1. ~~ich the.record is.· log system. Records of information 

created if no unique cut-off. is ' . 

,specjfie~l. tie~troy 3 ye(!r~ after cut

~ff: :··.~ - "'<.: : '···~ . 

Shor:tA:erm HumiHJ R·esources Temporar)t. Cut off.record ~s .Examining and~Certiri~atiCin T~mpora.rv.'cut off 
Records- DAA-OQ48"2013-0001 ·instr~Q:ed in the agency/bureau Records-. DEP control cards, if annually, de~troy 2 years . 
0004· .. . · · . . ~eco~ds manual, or at the end of iJfter cut off 

; -:~ .: th~ Pi i~ which .the' record' is ..· . . <·. < • 

·: 	~;~C!~~d lf~o·u~idJ~ ~ut-off·i~ ,;. 
'_.-	 specified. Destroy 3 years after cut ... • •l; 	 •·" ~'.off. 

http:p,1_t-9ff.is


Shpft"-;t~iih):tuinan ~eso!Irc~s· 'TeQ;IJ'?or~iy:_c'utpff re~oric;l,:t;l~ . " J Examining ar:~d.ce'rtifi2ation'. 
·R~cords- oA.6.:o(M8:2o13~ooo1 i~st~~cted i~ t.ne~agerlcy/kiu'r~~u · ~~~~rci~-'R~po~Xpf~~ct~;:bf ·.. 
OQ04 records m.C!nual; or at the end .of del~gated~ex~rniriing operations 

. · ' i:he FY In whi.ch th!=! r~cord i~ . . ' . 
·; · ·· created if:no uniq!Je 'cut7offi~: : 

' sp~c!fie~.'oe~tr'Qv 3'vea(; ~f:ter cut:: . ~·-
6ff~ . . ··.. . . ," '~·· , ... . ' 	. . ~ 

... 
' ·~ 

Sh'ort~terr'n Human R~sol!n;e{ 'Temporary. C4t qff'record 11s-· ·.. · · De11ied Health ~enefi!{; Reqt.Jest~ Cut off upon denia_l .. 

'R~c9rds~:: DM~:{io48~2ci13:,obo1 insl:i'~ctec{in:the age"nc¥/btm~a'u. -;\ '; Und~r Spou~e. EquitY~ t1ealthj . 

ood,f ,, . ' . ., ' records r'na(iual, rir at tile erid of. . Qenefi~s·der{ied, appeale.d tQ OPM 


the EY ·i~ which the·reco~d is ·. . for reconsideration- Appe.al 
. ' .. " ' 

records mC!,rlU!JI; ·or at the end of .. 
the FY in·~whidi the rec~rd is·~ ;' .. 
rire~te8\i"n6.0nique cut;dff i~<·. ~. 
spe~ifjed.'Destroy 3yea.rs after cut
off. 

Short~ter:m Hl,iman Resqurces . Ternpor.ai:y. CUt <)ff record a!;· . 'Fed~ral Workplace Drug.Test_ing . 

Records.~ DAA-{)048:-2013;.QQQ1 instrbcted·in the agency/bureau · Program Files- · ·· ;. . .. ·; ' .. 

.~. 1'-. •' ( Cl> ,; ' '·~ .. • ' ~-- !- '• ;;~' 	 )-~;- :,-- ~:~{, -~ • ,_','~. ,_;-" ', ,' ,' '"e_,·•.' . --; '; ·- 0' """·" ' .• '' .·• :~ ' '"' -. '' •

o·oo4 .·. · . . ·.. · . ,. ·. 	 records .rrilinlial,'or atthe end of Selection/scheduling reco'rds . ' ' . : . -. . .. :l ·, ... 
. ·. ~ . . . . , ·. 	 the FY: in V:.hic,h.the re~o~d .is" 

'~ 

creat~d if no 'unique cut ..:Off is 
specified.' D~si:roy 3 years aftEi!r cut-. 

. ' .. ,: .o.ff:· '··., . · : ;;, ·· 
'v- ,:_·!... A"· 

. GRS 1-35b (2) (Nl-GRS-88 Temporary. Destroy.3 
· ~~~):~rn:_i~f): '/"... ·.· y~aliafter·ae~i~l '~••. ·. 

·, .· .. ' '• -c,. 	 .•• -" '_, '.':..,.·':.·,'!:},' • 
.; ' :.. : .~. /!. •• , , •, 1 , ,... •• c'

,• '1. 	
• 

.·, ·.·' 

G,R$~;t::36a (l'l :1:~9R$~9.8~2.::. :t~r!i:P~i'a_iy.~o.eStr;qv whEi!~ ·: :.. . · 
item 6} . 3 years· old or when '· 

GRS 1-36c (Ni-GRS-90-2 Temporary. o·estroy when 


item 36c) '': 3 years oid [See note (2) · 

~.- aft~r ii:eni36e(h.r ·'· . 

.;; ' . -. '' ~ :. -":, _~:"'~·' '': . ·

'· 

http:reconsideration-Appe.al


s.hQrt.:-~errl} :~~.h;1an ~es<>"ijr~e~..::· Temp:qt~J;y·; 0~~!:- pfft"ec<;>.rd,a$'·~·.:·,~,::·;· r;ea:~r:a! Work.i:il.qc;~· Ptu.g.,Tes~iQg ·. 	 GRs 1~360(1) '(Ni~GRS-9Q J'fm·porary. pes'trov:3· 
~· " ,. i ' ' ., , ~ \ , o" " • 1.:' • ' ' , '~ ., "' \, ' ., • ' : ' : • ... r

R~Eords 7· DAA-b04,8~2oi3-0ooi iostiucted_ irl.tpe ageh.ty/blire.au' ·.· ,. Pr~gtam 'f:il~~: Ftec;b~(lf~elpti6g<i:o;J 	 2 ite'm.'36d1) ;,•; . ' year's after. date of; l~sv"-. :~> 
' ·- , • n • • 	 •·. .:, • ,, -~, -~odo4 . '. .. 	 . ' re'cords ~~n'ual; or.''atthe.end of .• -· t!iecoll~tion and handli[lg of · entry: [See note (2):aft~r . 

. the FY. ir1.11J.hichthe ~e~ord is· specimens~ Recorq .Books item ~.~e(2):] 
. · .. , ~t:E!~teO·if.cno·unique c.vt-off i~ 	 .-... · ·•', 

•. 	 .._.,_ , '" ' • •• •, •,; o {;?.c :' ·.• ' • ~" 

4~ 	 ~!l~jfied, g~stroy. 3~Y:e?rs ~ft~ cut::: . 

off.-- · · ·· · - _.•: · ·· · . · 


Shortct'erm Hum.a~'Resour~es . TefTipor'a!)'. Cut off record as I 

Re~brds- 0~:{)048~2013-0001, i_nstructed in the agency/bureaLJ . · Program Files- Records relating to 
0004. · re~ords manual, or at' the end of . the colle,cti~n ·and li~~dlihg of 

.. ,c. ,· '·.",. the¥(i~:~hl<;h:t~e·t.~co~d.. is·', !!p,e~imen~~ C,hain ~f;t4st9fl{ · 
•• ·' 

1 

•• 't, . cr¢atea'if.no. dnique cllt"~ff is records.: . '".'. . ..... . 

. ' · .. · spe~ified. Destroy .3 ye~rs after cut
. off. · 

Short-te~m Human-~es_ource~ ·. T~mporary..cu~ qff record a~ Test Results- Positive Results- . - (:ut off when employee·leaves · GRS 1-36e (1) (a) (N1-GRS Temporary. Destrqy when 
~e~o;rd~;~ o:cv\:Qo·48-20i3:,0ooi inst~ucfediri-·tM age~cy/bu~eau. ~ · Erflplbv~es , . · . · .;, . · ·. thr agertcv . : 9,~~·1 i~e!!lJ~e4aY, ._ · : .~rri~loyee:le~v~s. ~be:· · 
:0004 .-~ .- ,.: . . . ' . •- .·. : . 'recqrds tnanual, or.~t~he end of .. ' . • . , " · ·- · ' ·' · · · · ·· · · ' agentYor 'INh'eri 3 y~ars 
: -· . . . ·. ~~ , th~ FY-jn. which- th'~ ~~~or~· ,is old, whichever is later 


createa if no unique cut-off is ' 

: · · s,p-~cifled. p~~stroy :3. ye~rs after c·u( ·• · 


. ·,"_::,off( ..':·:.~;-·:·:;->.·>:;·" .. :· 

$hQrt~t~rtyl Hl.J~aJl.R~s.Q~i:c;~s~:c T~~pQrarii;.Ct,rt:.!J.ff reco'[d .. f!S 0~'-. 	 GRs i~36e (1)~(b}.(r\Ji,.G~- iempotar:Y~:.Eie5troy wheit: ' ..._ .. ,- ""~,-: :. "~ - -.... - ·--;--·~ 	 --....- - --=·~--~ ---. -.. ".. 	 .. 
Records~ DAA-0048-2013-0001 in~tructedin the agency/bureau 	 98~~ it~m 36e2b) ·_ · _ 3 years old [See notE!·(2) -" 
0004 · ' -·.;:_ 	 re~orQ~ manu;:1l, or C!t tt-i~· en_d of after item ~6e(2).] · · .. · 

tHe FY·ln which the r~cord is , 
'cre~t~dHf~Ao ~~ique:cut:.Oi{is ;: ~· : :· 
specified. o~stroy 3 ye~rs·after cut:· " ... ~· . ' 

off. ·: 

Short.-term.HLiman_ResQl)rces .. 	Temporar:y; Cut off record-as ·Test Results7 Negativeres.ult;s · GRS 1~36e (2) (N1-GRS-98 Temp<;>rary.Destroy_when 
< •, ' 	 ;.

Reco;d~ - DAA-004872013-0001 instru_cted in the agemcy/bur~au 	 · f jtein 3pe1) · 3 year~ old:. 
"' '" .~.' ,·.; ' "'"' ... , .• • . ~:,." - ., .•. l'' ' c ., -:' ~ • • • - ' 'l. "· ~ 


0004 ·.• . "" . . . . records manual, or at the end-of •i ::-!~ ,_.. . - ... . 
··, 

•" 


. 	 . th~ FY ·if) ~~~~11: the record is · · ." .. 
Greated if-no unique cut-off is. :· .' .,, :·; .. 

~ .. ' 
specified. Destroy 3 y~~rs after cut-	 "'. 

·, ". 

http:T~~pQrarii;.Ct,rt:.!J.ff
http:cr�atea'if.no
http:ageh.ty/blire.au
http:Work.i:il.qc


Short"terni Human Resources 	 Temporary; Cut.off record as Donated Leave· Program Case Files Cut off at end of FY in which-the GRSl-37 (N:J,-GRS-92,-5 · Temporary. Beginning in·. 
' " - ,. 

Records- DAA-0048~.?013"0001 instructed in the agency/bureau · . · . · , ~· . · ·- fil~ is <;l~sed . .. · · ·· item'1) • · · 
0 

1/94, d.E!stroy 1 yea'r after; 

0004 ,. . . 	 records manual, or at the end of •• the EOcY in which the file 

the FY in which the record is is closed 


created if no unique cut-off is .. 

~. · · spe~ifieq>Destr~y 3 years after cut

-1 
off. 


Short-term Human Resources Temporary. Cut off record ?IS Wage Survey Files Cut off after completion of GRS 1-38 Temporary. Destroy after 

Records.- DAA-0048-2013-.0001 instructed in the agency/bureau second succeeding wage survey completion of second 

0004 records manual, pr at the end of succeeding wage survey 
.. .. ' 

" : 	 t~e.FY iri whicn the record is .. 


created if no· unique cut-off is 


specified..Destroy 3 years after cut
.. . . .. ··· off... 


Short-term Murnan Resources Temporary. Cut off record as . Retirement Assistance Files None GRS i-39 (Nc1~64-77-7 · · Temporary. Destroy when 


R~cords- DAA-0048-2013-0001 instr'uctec;l hi the ag.ency/bureau item 21b). :1, year old ... 


0004 records rnanual, or at the end of 


the FY in which the record is 


created if no unique cut-off is 


spe;~;ifi~d, qestroy 3 years after .cut

...',. 

off. 

Short.-term Human .Resources . Temporary. Cut off record.as Pay. Cor11parability Records Cut off qn.the da~e of_approval ..: G~s·:J,~41 (Nl:cGRS-96-2) . Tempo~ary..Destroy 3 • . . ;: ...... ~- -, 

Records- DAA-0048-2013-0001 instructed in the agency/bureau or upon COffiRietion of the years following the date of 

0004 records manual, or at thE! end of relevant service agreement or approval or upon 

the FY in which the· record is allowance, which~ver is later completion of the relevant 
created ifno ~nique.cut-off is se_rvice agreement or' 

specified. Destroy 3 years after cut allowance, whic:hever is 

off. later 

http:record.as


s6:or±"t~-r;:\:t:H~in.~n:~@sovrc.~j , T~~pora[y. Qut:9ffiecqrd'~f ..: .,·,~ .c A~terJ1ilteW9~iksj~~-~ejtlrq~\ \ ·. 
Record;. ~~DAA.004B-2of,~~·oodi i~st~(lete'd;in ~he:age~c;:y/burea'G::"~,:,. Approved \~quests'or applicaii9)1S 
0004 . record~)n?~h i.i~l, or at.· the ~~d of..;:' to participate'in artalternate' 

the .F'{in which. the r~cord is· ·' worksite p~ograrh; ag·r~e~ents 
cr~ated]fno U[iique ~!.It-off is · between the· agency,and the . 
!\R·~dfie~):D,estroy 3· y~ar~ a'i'ter: ~ut~. e~;lb~ee~·and ieco'ras r~lati~g·to:; 

'off;,.. · ' ' .• «. ·' ' ,w. ">: th~~~~fety"6tth~:,_;;orksite;th~. ,< 
, . ', ~ · "' 	 install~tion and use-'()t equipment, 

h\lrdware, andsoftware, a_nd the 
use of secure, c:;lassified .' 
i~fonn~ti9n:or.d~ta.s:ubJ~ctto the · 

._ • \ ~. .·.'')'" • • l1< -·• • "'...,'" c,'·•. , 

Privacy Act ·.. 
·.· .' 

Short-term Human Resources, Temporary: CUt off record as . · AlternateWorksite Records~ 


Records 1ooAA.:Oo48~1bi3::ooO'i i·h~tr~.d~di~'ih~ age~eyfb~fe~·~·-'"·'·' Uriap.pfoved requests .·.. " 

Oob4 ' . :-· . ·' · :·· . record~ m~nual, or atthe e~d of' . ' ,,, · . , -·· . . 


. ·· ' th~·Fv in which the record is : · 


cr.eated if no unique cut.:Off-is. 

· ,specifi~d. Dest.roy 3 y_ears ,afte'r ~ut-

·"· c;ff: ~ •'; ~ ~ ,' :": ~_.}_ \ -~~~ "'. ·; ~ •
A,."-' • 

: SnorHerm.Human Resbui"ces.;·, Temporary. Cut off recofd as .•.:'.-: Alternate Worksite Records: Forms 
Rec.ord~ ~ DAA-Oo4s::wi3~ocio1 instruct~d iri th~~agency/b~reau · · a·nd ~ther ~~~o~d~ g~ri~;aied byth.e 
ooo4.· : · . . . ' r;ecor9s 1)1anLJal, br.aqhe end_ of· . . agency or ~he pcirtlcip.<!ting · · · . 

· ;' ;.\ ,. ·.. . ·· . the 'pv.. in which_ the record is. ·. · ._ ~mploye~ eva·l~ati'ng the 'altern'ate 
· ~~t~~ ~ <, ~<~·r~~fed~if .Q~ iln·f~iue·-~tut~ff:i·s..·' ;.t~ · wo}l<sit~ proira~~~~~\:_ :'( ,: 

·, spe~citle'<:j.~.Destfoy·~ years after 2~t- -, 1 

· .. • 

off. 
Sho·rt-term Hum;m Resources· Ternp.orary: Cut'pffrecord as·· L~ave·Applic<Jtion· Flies- If .. 
Records~ DAA~0048-2013c0001 i'n$tructed in th~ ageney/bureati. e~P.I~yee nas n~t initia'led tim'e .. 
0004: . ..: : . . .;-~ :'' ~~- . r~cords\:r;anual;,or afth~''end tit. ~rd:!'Jr equ.iv'a!enf·.~·." ' 
<.... " :. . . the Fv il1 which' the' record is :: ·.. · ' . . ·~ , · · . 

cre~ted if no unique cut-off is 
specified: Destroy 3 years after cut
off...· .. < . ·. • .. ··. 

cu.t 6ff,ai the eripi>ferrJP!o'yeeis GRS:1~42a (Nl-GRS-97-1: : terppo,tary;.(>~~troy ·:~:year 
J~h:iJ~~titf~ih t~~~progi<!'rn~~:- ~ ite,-D ia)-' ·.. ' ; ;- ..~ : 'atser~ndbfern~!p9eei~' ; 

' .. ' . ., . . ' "2' ' 'participation ir\ the ... 
. , . " program 

...<. 

-· ·.· .,• 
.· .:.; ;~~ ~~~. ; 

' "•' .~ :"-"" .,.· 
..'c . r· · , 

Cut off when request is rejected GRS 1-42b {N1-GRSc97-1 Temporary. De5troy:1 year 

. ., F· ':' •• ···:-: it~~}bl~~ · . , _ · . ;. : .att~rr~~-~estJfr~je?.~c:l. · 
-.! .• • -	 • • :_,. ' " • ' ·~ .... 

., ' 

Ngne_.: '·. << GR~1~~~~(~1;-9Rs:.:~:74.. :r~rr,li:l4fca!Y,.~E7.stro.v··~.'-~en, , _;<:~:~ 
· · item 1~) ·· ·· :l,yearoh;t or wlien no' '· 

-~- . . 
longer needed, whichever . 

.·. is later· 
.~ : . 

... 

mailto:s6:or�"t~-r;:\:t:H~in.~n:~@sovrc.~j


Sho_rHeq!l Huma·h ~esou_rc_gs_, t¢_mporai'y'. Cut off; recora·as'' · s:·· .. (~~ye ·~ecord-:trE!ating.agen~:y~·· ~~-~~9.9 (~l.;GR~,92:4'' · ·· "ferjlpor~{y: 'DE;!~tr_oy wlwn · 

Records! DM.0048-2013-0001 iristru~ted, in ·t!,J~gen;;,/b~~e~~ :·._copy; y;hE!rt ~~intain~d:' · ·> itefi\,9b_)·.~.• '* :~. ·- '· 3'Veclr}oid' ·, :: ;" ·, ·_: :. :_ 


' - ~ ' s .. i; " ' ... 

0004 records.Qi~nual, or at the en'd of , , 
' the FY in which the record is·_ . 
- crea~E!d if QR.uQjg~e ~ut;qff is. · .··· -· ·. 1',•' 

. sp~~iHed: o~~trpy 3.y~~f; aft~r c;:utr' · . off. ' ' . .. . . ·. ~- ..·'. ··' 
Combined Federal Campaign and 
Other Allotment Authorizations 


· .. nacords manual,. or at the Emd'pf .·· · 

<tl:ie~€v i!l ~hi~h the ·re~ord i~ . · 


-.. .. crea,ted if ho.Lin.ique cut.:Offis'- . 
,.

spe_cified. pestroy 3 years aftl;!r."~ut '"" 

off~ ', ' 

Short-terrri Human.Resources . Temporary: Cutoff, record as ., . <;:ol]'lbined Federa!.G,ai"Qpaign anq'. None··. G~ 2~1Sb (N~~G~~92-4 Terripo~ary. pestroy :after 


.c••R~tbrds -~ 6:A.A~oo!s:io.i~'-'Oob1 ~~~t·r~cted in'th~ ~~e~GY/burea.u :.:· Other Ati'a'tfn~ht'Auttiorizai:iohs, • , ·' item 1~b)-. GAO audit 0( when 3 years 
'" • ,' ,'" • ' , ... ' ,, • : ~I'" , • • -, • -~ • ' . -.. '"·:-:'!' ,.•, ·..o6o4 ..· . - . ··- .. . . r~co.rds manual,' ~r a~ .the ~nd 6C . , ... · · '6td,:~hi~h~~~i:is's~6~er .: · 

:\· . ' .. '. 

the F.Y in which the record is 
' 1 ~. • ~ ' 

w~ated if no unique cut-off i~··--·· 
sgecifi~.d.·~p·~~troy 3 year$ aft~rcut:. : 


. dff: ...i .··~':--- ~- ~:: .:: ,., : ;;.p~ . 


· Short-tern:LI41Jm~n ResoiJrce.s _, Jt;rQpqrary .. c;:l,lt off r_ec9r.d a_s_· ._:~ leVy ;md.G?rili~~mAE!"nt Fjles .• . _- CUt off'wh.en garnishmeht.is
0 o _ 

·. ier~i~~t~d' - _:- '"o ·.. - " -Records~ DAA-b_048~2Cllj-oopl ,inst~uct~d. in the ~gency/bu~eau . ,. -· . · · · - - 
0004 : ... A - records rriar)!J(!I; or at the ~nd ot .. ~ermioated 


: . • ; < -I th•e,:f:vin which the record-is '' •. 

~· ·<~ .~ . ~f;~t~Ci ifh~~~~iq~e·cUt~ff ·is~" · · -~ :_ /:·:':Ji; 


' £ ,_; ,. 
· specifi~d. b¢~t~oy 3 ye~~s aft;~r.c~t

'. _ off: · · · 


Short-term H1,1man Resour,ces :Temporary. Cut off recorc) as · Payr'oll·Systern Reports- Reports .•. 

R~tords .. ~-.DM~094B12o13:oOol instr,u·eted in the agen!:y{bure<Hi ·. and datQ used for agenc¥. worklopd 

0004. •,' . -. ' ·:. . ·. :rec~rCis.: hian~~(of ~t-th~ end 'qf ~-n'd 'or p~rs'onhel m'ahag~me~t • · .. 


:.;··-: . ' · th~ F'{in which the record is ,.. p'urposes · · -:·· 

create~. if no. unique cut:off.is 

spetified.. Destroy 3.ye<!rs·after cut- ·.' 


-··off,·.·::_.:·;··' ·:. · :. ·'-·. 

http:cut:off.is
http:garnishmeht.is
http:off'wh.en


Short,ierrn liumah. R~ciurf~s:. Ter:)1p,9r~r{:·Cptoff·recof9 as\:.. ·-~;~; Payroi(Syst¢mJ~epo{15~ ~~Rorts. G~ ~-~22c<~f'!t·~.R§;9;;2.~4.;·:, 'r~.!1JJ>.or~.rY: D.e5~foy,:aftert' · 
Rec~rds- DAA.,qo4s~2p13-dooi initructe~ ~n t~~- age·~cy/bureaJ.I : pr()vidl.ng fiscai·i~formation_dn · item i2cf .... :· J<~ .(,. / .·: ., ~AO auc!if c)i ~~e·n 3_~ea·rs 
,0004 ' . . records manu;:~!,"or at the end of ag'ericy payroll' • -~ . . . ; :~ old, whi~hever is sooner 

"~. :. ··. t.he FY in which the record is '. 
cr~at~d if ri,ourique cut-Off (s: ..... . 
"' •• ·;" J• ~ C !j{' ' I' '• • - ·.~• ':_.. ,·" . • ;, .. ~- . , 

.sRecifie<kD~$trs>v:3·years afte.r c~~~ 

off.. · · · · · 


Temporary. Cut off record as · 
Records~ DAA,00-48-2013-0001 instructed'in the agency/bureau to GAd audit · 
. . . . . · .· 	 records:mC;lnual,.~r:_at the enp.of ._: . •. . · "' 

; '"_{~_--·,... ""#' ,'- ,..,·,~--. -;,, ·-·~,'--.·<.'" ·-····i· - ·"ic~ ~· 
the FY in which the record is · ·:· · 

' . . . '. ·. -, ,.. ",; - . . ~ "~, '~ 

created if. no unique cut-off. is. . . ·'; 

specified. Dest'roy 3 year~ after c~t

off. 


Sh.orHetrn J;flfman .~~sources· •. te_rngorar:v.._pjt off.re~ord·aso .· · ·.: P(;lyroll c0r~esp0n.dence. GRS 2c44 (I'J:l,-GRS:~2"4.·.:. Temporary.: pest.roy'when. 
R~~~fds - DAA-oo~~:io13;;oool. itf~t~~cted in'the ag~ncy/bur~a·~ . -~- .·-~· ~· < ':' ,:~ >.: ::. :,·,: !teni'2MP,.·.: · · ·:..·,~·~ 2,:yeais~.<?l~t.-,.,·r " 
0004 ,,. · . · · . · · ·. ·~' ·r!'!cords n.;~nual, ~r at.the ~nd ~f ' 0' , 'I~."~ ~ ' , t ... ,•,• '• ' < • ·~;;. • ~;' ~ :•: ' ~' 

"'.'·,_f)' 

the FY in which the record is 

created if no unique.cut-off is ·' 

s~~cift~~: Desvov 'ive.<!rs ..afte~ ~~~~. · .. 


. ;of(_:_,··~·,''"' .. ····:·.-.',': ... 

Shotf.:term Hurnan.Resources Temporacy.:i::ut.offrecord as...~-' .. Housing.GeneraiCoi'respondence · .. None·.. -. . :': G~ l~~.i. ((;R$:15;:1,9~~,:. "I:e.JllP.qra.ry::o.estroy ~h~n· .;<,·~ 
Rec~;d~:~·oAA~o4s~2o13~dooli.nstr~ct~d in ttie -a~e~cV/b\.irea~ · · Fil~~~·· · .. ·-~ · · · · · · . · .. · · item i) ·· ·· · · .. · 2 years-old · · . · · : · · ·. 

. '~ . - ' ~ \ . - '•. .-, .- . ' . . . . ". . . . 	 .. 
000~ ' · r~<;o.rd,s -mant:al,,or.at th-e end _of.;_ ...... · 

;,.. .. . t~~f:Y.!n which;-J:her~cor9 i~;· .;,. · ,. '··· ·.. 
.. •. creat~difna·~nigUecut,.Off[s. '· ' .. 

. · specified. Destr~y 3 year~ after cut
.... ' · off. '. · 

Shori-term'l:lum;:ir:r ~esources Temporary~ Cut off record as · :'· Housing Maintenance ana Repair... Cut off at end.of FY in which unit GRS l5-2a (GRS 15,1953; Temj:iorar'{:·Destroy 3 . 
Records,:DAA-0048~20l3-'oOb1 instructed in.the (;lgencyibut~au· ,~, Files.~ S!J!TI~fltv ~ard,or tedg~r . · · · i~ closed to ten~ncy oflea~es. - itEm:;·2~)· .·· : · ..· ·.· ; fisc~Iyea~s'foilowing COFY 
'' ,., ' .• ·;·~·.: .-.,<' .~ ,._~:_. •• __...," ">''~ ·~"·-:r;/'··· .·.. ·;..~ ·,,-· •.. .,., 

0004 .: : ' ~ '' ·.; . .: : ;-. records manuar;'oi' at the end of: ~ecora. ,. .:·': ,:'·: . . · " ·. ilgencv ~o'nt;'OL Y. ~ i, :,·. ·. . " ·~-; ·· In whid{ tmit'is closed to. 
. .·. . . . .. the F~(in w~ich th~ record is . ' ' . .' : ·. ' . . ' . t~riancy or.leavei; agen"0j 

created ifno unique cut~ff is · co.ntrol 
· specifi,ed. Destroy3~ye~rs af):erp,lt

% otf:.-..," ·· , · · ··· ·· · · ·.,. 

http:mant:al,,or.at
http:pr()vidl.ng
http:r~.!1JJ>.or~.rY


~~Q'1::te~rtri:-tuf.nar(R:~s8~~c:.s ;:_. Tef!1pp~~-rj:;tY1~ff'. r~N>rd~~~: "'.~ .. ~ f:!o~:sJng' ry1aii1!~n<;~n_~~·~n·d -~~g;air :c_ut <>ff~at ~~g·:~t~.i~~~hJ~h. ~~S:J~~~o (G~S).5,.19?$. Tef\l_por:c:~ry. Destroy 3 .. : .. 
Re.cords '-QAA~0048~2013-0001 instructed in tne agency/burJ!au. Files~·work orders, reCJuisit:ibns;' · .. "'{Ork.i~'doRe . ::. .. •· ''. 'c~ .. i(~m'2b)' · '• . · ,· · ~ ·., fiscaryearsfo1J9~ihg. coFY· 
0004 ····: ·· . " . re~ordsmarii.Jal, or at tbe!;!nd·of.: · ;fld rt,=lated p~per~•irwolved;in · ~ . . ' ' in ~flict:(work is 'dane ' 

., :· 	 the FY in which the recorq is '. · repai,rahc(~aintenanct,= ~ork 

cr~ated if no u.~ique c;ut-off is <> .. · 

sp~cifi~~:pe~trpy 3yea;~·~J:ter}~~~~ · ~-·". :., · .,. 

off.··...... ·· · ·. · · · 

Short-term Human Resources· Temporary. Cut off record as 
Records -I?AA-0048~20i3-Q001 instruct~d in.the age~cyfbureau 
0004.. · · • ·•.· . ·.:records rnanual, or at the:end of. 

. , . ft;fe F:V:inwhtchthe:reco;d'iS. ;.: 	
,~ _.,, 

,:::" <... , ,. . cf~at~(Hfno ~niquhut~ff-is . , · 


. . · sp~ci~ed. Destroy'3 y~·ars aft~r cut


off. 
Short.::~~rm Hur,n.~m .Resour!=.es: :Temporary. Cln; off record as,'. GRS 15-4 (GRS 15,.1953, . Temporary. Destroy _3 
Records.~ o..\Ac,Qo4s:.:2·o13~ooo1 instruct~d in tne a{enevNure~u · it~m 4) . - • . · .: . fi~cal yea'rs follo~ing EOFY 
0004 . . . . ~ . . :'':·. ' ' . :. re~ord~ man'u.ai, oraftne'end of ··: •·· ..:. :·,·,.. · ..·.. '>:: i9 ...ttiich~(a)fe~s~·:•::· :-~ · .• : ! . 	 . . ' .. . . . ~ . . . . 

the FY in which thl;! record Is· litigation i~ concluded, tertninatimi, 'lapse, or 

·. · created if no unique cut-off is '· whichever is lat~r;- cancellati_on occurs or (b) 

.. sp.ec;ified.i>I;!S~roy 3 ye.ar$· ~ft~r ClJt:· lltigatiqn is contiudel;l, , · 


,-, ~ff\'1~:.,-:,,~-~~.~. ··~ :• I~ ~: •• ··~·:::.,~:~,~·..,;~••" ;·_;,;~~,: ~~ ~ which~~er. is later . . ··,". ~. 	
;. _;,: ·,· -. . .. . . 

Short-temi Human Resources ·· :remporary. Cut. off. record as Housing Assignment and V~cQncy' Cut off at end of j::y iri'which unit GRS 15~5b (GRS 15;1953, Temporary: Destroy 3 
~ecords ~ QAA-00LlB-2,Ql3:-()001 instructed in. th!;! ~gency/bureau: Card Files- lnpividi.Jal h_qusing .unit i:; tlosedto tEmanw or leaves : item 5b) . fisc<:~ I ye_ars after EOP( in · 
OQD4' . . '· teco"rdS'mah~al, or at:the end of · . car:ds.,.· . . . . . . . . ·~ieficy.~qrtrol·_; . •' which 'unit ,is closei:lto· 
~: : ' ·: ··v • -. • t~E}:fY.in~hich'th~-r'~i:or~-!5· \-. ::. "' .. 

:'"'.', " . ' . ~·:· 	 ~ ·· · ier;iari'cy,Qr l~aves pg~nCy 
. ·~1 ;. "7 ••• "" '<{f_._ ·. . "· ,· "·•. ",-. 7 

created if no unique Cut:'Off is 	 · :• contra[ · · 
• 

. ··. 
. specifi~a. Destr~y-3 ~ears after ~ut-. 


off. · ·' · ·,. 


?ho~"t,e~~.!iutna~:~e~our,ces~:' J§mp,ora,rY;,Cut_off"recQ.rd as;.:,: ... Ho~~.~hg l.~~ventOry-FileS ~ ~- ~' · Cut off atc_lo~e'of FY in ~h}ch. GRS 15-6 (GRS 15;-1.953; . Temporary, Q~stroy 3 
·: ~R!=!cords:~ DAA-004~~20B;U001 iristru¢ted in the agenc:V/otirei'l!.i7 •.• 	 iRven~orY is.sl\perset:l~cf ;. ~ j: ',: item 9) '' ·.. i ..~·· fisc;:~lv~r~~s ~tte·r.dose of 

' ' ' . ~ r(, --.· ~, ,... , . • I,'>: ' :~ .0004 .. . ·,. . . . rt,='c&ds'm~nu~l, or ~qhe. ~nd ~f ': fis~al.year in"wtiich .· 
the FY in wfiich the record i~ . ·. . inventory is superseqed 
.created if no unique cut-off i~. · •. 

sp~~lfieq:.D~st~oy3,y~a~s a}ter c,ut~ . } 

l Ptt~-- . , . .. ~-. ~· ··: -~ 

http:agenc:V/otirei'l!.i7
http:J�mp,ora,rY;,Cut_off"recQ.rd
http:man'u.ai
http:G~S).5,.19


shoititerm: HciJ1,an.~~sources.:·, T"¢~porar:Y:'cufPff'reton:!ras·": .·· :~;. 
Record$.:, DAA:oo~8"2013~ooo1 Instruct~d i~ the agency/b~reau · 

,' ' " ' ; . . . .( . ' 

0004 recqr<:ls manual, or at the end of 
t~e FY in. whic.h th'e record is· 

H,~~sihg AP~Ii(~tip~ Fii~~~·.~,~J_eCJ:~~; .<::iit;Bffo'n~~~te:tr~i~}tlopf:~:;.;,.: GR?:iS~7a (~~ ts, ~953;:, Tem~~r~,~~~es!r9Y. ~ Y,~~r. 
a'pJ?Iieation f.iles ... ·. · · · · : ·-: ·~·· .c· •~:: '. · >· .. : . · item 7a) . <0. *' from date of rejection· 

• •, ' ' •" ,;.. O::f ' • o < ' '>, ·, • ' ~ 

~ . ' 

c):~ai:ed:if no,uniq~e ·c~t-ofHs ·: ·· · 
;'' " . ·.., '0 • ;:1'1.· •· -. "' ' . --;; ·~. ~ , ; : . ' ~ '·. -::. 

~pecifiec:L'Pe;;tr9Y 3'y,ears ~ft:~tc.ut-. 
off '· .. · · 

.. .,.. ,. 

5hort,-term Human R,esources Temporary·.. Cutoff record as.· · r . Housing Application File~- All' .· 
Recoros - DAA~0048~2013~000l instructed in t~e agency/bureau 
0004.' · ''. · 
. · . :"-;·" ·' 

records mi:mual, or-at~tb~ epch:if 
the.FYi,n04.,Yhi~~:th~/e'corchs ~·:: . 

. . ~'r~~t~~,.ifho.unicju~:cut.:Offi~ .···: 
·.. '· . specified.'Destroy 3 years a~er.cut-

'. off. · 

.5ho,rtA'erm HJJ.man Resoyrces. Tempqra~. Cut o~ record as· 
, h: ' ._., ·~ , " ' '; • .,, • , "l ' . <' , • • •, " ,, ~J < • • '~ ·": " I•'' '"i'" .' • ;, ' " ' l ' " A 

Records·_ DAA.,00'48f2013.:.0001 iristn.iCt:ea hi the agency/bur.eau <• 
0004 . . . . . . . ( r~co~c;ls man~~!, ~~at ttie end of:' 

. " the FY.in which the record is· 

Reyiew anml~lly:· Cut off wh~n 
s't.lp~r$edea·6~,6bsol~t~ : •.· ·.

." _/.•' •, ,• ' 

NC1-22-78-1/12 ADMI · Temporar)t. Review 
~ ,. ' - ' '. _;, -

·•. ·· , .c :<. alir1J.!~IIy.~O~strgy·.when. 
; ::: .. : obsdle~~~ si.Jpe~seded,·or 

when. it ceases to serve 

...: "' 
.·. 

.":.' ~ ·;, .' 
,• 

>; 
created if no. unique cut .,off is 

. ~~~~ifi~c;~~,~~~fr9.y) x~~r~ afte:. cut~. 
off> :·: ·: - ·,· ·. :• .·· ·· ;. <: ::'..,, ' · 

. the,purposefor which it . 

Cutoff at.the:end'of FYii{wliich . Ni-:022.{i2-0lt01 'ADMk~.. temporary. Cut off at'the ·_ 
~~ ,__,,.._ ·-:·_-·-···.-- :~- ···-··,·: .--. ···,·'i '\._ ·-;'• ·~ .~.'~7·. ·': ,., ; --- - · .. · - .-_· ·-~-" 

service~ are t(!rminated · _: 146 ·. . . · · · · EOFY in whi_ch Sli,!r:vices are 

'• 
terminated, destroy 3 
ye'ars. after cu~ .off. 

.. . 
... 

Short-term Huma11 Resqurces Ten1Porary. Gut off record as·.: 
~ecords :.QM~048:?03.3~6.ooi instruct~dirl the'ag~ricy/bvr~~~-. 
6oo4t . ' •·, : , .. ·t - ...• ."•: re~ords manual, 0~~ at'the end'o( 

·' · · · · the fY fn..;.,nich th.e ~ecord is · · ·. 

.. . created if no unique cut-off is . 

•,_\ .... , 

N1-:0:i2-02-01/02 ADMI'
149 

· :remporary. Cut off atthe 
EOF'(, des_troy 3 years after 
cul:of:f: ·· -. · 

,..· 

··_r 

... ~·,:·..... 
sp~!=ifiep. D~stroy 3 ve.ar.s aft~r tut
pff:-_~: ·~ ~;:·1·~···' .t:'.~.,:~_-- .. ,;r ~---"··· ; . ,· {' . 

) 



. Temporarj.' Cutoff after '~h9it-\~r:m .Hum.aii f3;e~_?urc~s .. :re~mpor?,Y_.·~~J~ off ~;c~~-~·as_ :,~: '::: ~~~pc~',·~~ti~n.a} s.tat~s ?tih"~ ~ :!'·;:. 9ft b~ ~~~-~-~~ai}~P9.~.j~. :.r.. ~<- \ ~-~~F~~-o?:o?b~ 
. Records'- DAA-0048-2013-0001 mstructed m the agencyZbureau . Volunteer P,rogram ReporH1Ies. b. cprpJ?IeteQ'·; • . · · '' · . . ..•.: -, <~~' . . flhaJ:r~;i>6i{i~ c6h,;~-leted.':'' <. 
ooo4 "r record~ manu~!, 6~ ~fthe end of 'volunteed>r,0gram Report-Files. · - · . . · · Destroy 3 years aft~/· · · 

-~ r the FY in whtch the r~corq is- ·sa~kgro.und and"'referenCe c!J!off. ' 

: . created<if no unique cuhoff is _ . . m..~~e~ia:I~J!~ed to ~ea;~e t~_e an~Qal 
· 

6 

,·:: . ~pe~lfi~d:·~~.tro~}:vea~~ ~~~f.\~t- Voll,)nt~er Rrogn(m,ReJJor:t,_ 
-- off: ' ·. .: ..: ~:.: .··> .~. ': ?~· 

Sh_ort-term tillmim' Resources Te.mporary.. cui: off.nicor~ as · Terp.porary. Destroy2 · 

Records·- DAA-'()048~2013.000~ instnict:ed irithe agency/bvreau years after position is. 

O.Ob4' · · '· •. rJ~cords l'll~n~~~~ or. 13tt_be ~n~ of> .. abolished or description is 
; ,«' • '-. the:F,X·in wl]idi ttl_e record i~'-. ~ . S,!JPers~,9.ed :~ · · · · 

-, ,, c- '~ ;'~ ". =-:.. " "' 1,''{:-.; ':;" "'·. . : .... created ifno unique tut-:-Off is'"• 
-" • ,, ' .,. • • ' . d. ",' 

specified." Des~roy 3 years:~fter cut

.• off . 
Shori:-terrii Human Reso\Jrces · · Temporary. CJJt off r~~ord a~· .:. :. Firefighter.and law .J:nforcernel)t . Cy{qff.w[len pq~itlofl is Temporary. D~$troy 2. 
Rec.oras _· DM-0648-2013~0001 instr~cted in th~ agency/bur~au· ' -· _Retin;rn~ht,Te~m{FLE:_R'f:) Files-,.:: ab.ol~sh~t:l ~ir c{escriptidn i$~' · · ,.':.. 'years at~;e( posi~.i~n is. : 
0004.! '· .. ' :~ .. recordi manual, or atthe'end 9f:.. ·. Nbri~Si:an(ja~d Positi~n pescdptions. super~ede9' . ·. ~ . · ·., · ~b61ished o~ .d~sc(iption is. ~ · · 

the F;Y in '-!Vhich th~ record. is F(les . . · · . . superseded 

created if no unique cut-Off is 


spefit!ed. De~~rciy3,.Y~~n·· ~fter.'<;J.It: 

'_.· bf( > ' . ! : , ':.'s/> . . .-: ',:: '.. . ' ; • .. 

ShorHerrti Human Resources :: Temporiuy. Cutoffrecord .as·: .". , .Firefig,hte.r aru:l:taw:Enforc~!J'1erit.. ~ cl!!.9ff-:~he~_P...o.sition.)s d~ni.e.Q .. ·.7 T._empc)r~ry.p~s.trpy3e, .. 
Reco~d~ ~· DAA~oo48-i0h:.Ooo1 inst~cted ~in the ~~e~~;/bure~~ Retlr~ITi~rit Te~m {t;~ERT) Files~·.-. and:v.ihe~ .n·o longer needed. for' . . . years after positi~n i~. 
0004, . . . records manual, or at the end of • . D~nhid,Position Descriptions files . agency b!J$In.e~~·; (. d~niea or when no longer ,, "' 

' .: . ~ · · · the FiY io·w.hich the ~e~ord i~ . ·: · ' · · . ': . needed fo~ agency'. ~ . · 

·· · ;, .. · ··:- . c~~ate~ if no u.hiquicu~-t?tf.!s;'>:.~: ~.. · \ • ::·· ·, : .. ,· ·.: . ~!,~Si·ri~~j whi~hever ii . ··. 


long~r· :: .~ . . .- •. :- ..

specified. Destr9v 3; y-~ars a.fter cut: ), , 
off. 

Short-term Human Resources T!;!mporary. Cut off r~c.ord as · :. IBC Human ~esources Directorate- Cutoff dr 'at the next 1~0 full N1~048~Q~-12, item Temporary. _C::f.it off wheri 

Records·- DM-'().048-2013:oo(n instructed in the ·ageocy/bureau Corr~ctlv~ a,nd Preventive Action . audit'. 751p: ,,. . no further' corrective . 
. - ~ ' ., 

0004:,<" ·; .·. ~ 't ... ·_ . '-· ,·: . . · .... iecords ,ri'J(lrlu~l,'or. atth~e.nd ot· .-: Rev'i~w Files·~~' .. . ' ',: ·action.necessC!ry,·desVoy3 · 
, the FY in wtiichthe record 'is , :• . . . . . . . .. .•> y;,;~s:afie~cutoff or·~t the 

~·,' ~··:' 
created if no uniqu~ cut-o\f i~ · 11ext ISO full audit, 

spe~ified~ Destroy 3 years ~fter ¢ut whiChever is sooner... 
. ~ r" pff.: ·:·. ' .. .- ', '.. ' '· ·•:.:.· 

http:atth~e.nd
http:S,!JPers~,9.ed


S,bptt:~·eriJ;l~.~u'rr\ari. R~ou~ce~ ·", Te!JlpCirary:,:(;uf9~.r~~9rd;a~ ;·1• · •. :•..• $uror\1~r ~Jrf~ht,~fti;:: i'. 
·\ • '"', ·· ""- · "·. ...• " '" . ,•· ,, "~-... .. .. ._ .· ~"'" ·,,,•ir· ~··• , .. A ·~: '".·:.... ".. ~., .. , ·• 

~ecords ~- bAf\"0048.,4013oOQ91 instrvcted i(, thea·gency/~ure('ll.l ••. : . · " · .~: :.···' · · · ·• 
0004" . . ::., '. records manual, ,or at the E!nd of ' . '· .. 

the FY in ~nic;h the record is · '-- .... 

Short'-term Hull)an Resoui"c!;!s Temporary. Cut off ~ecord ·as 
R!;!cbrds- DAA-b048"2013-0001 ins~ructed.in the agency/bur~au 
0004 ' records manual, or at the·end of·. . ' wl"ten~superseded or no · -· ' ' ~: ' 

. . · · ~- t.he :FY.·ih whitti the. recortfis . · l~ngetm!eded fo~: · 
.:~. ·c~~~l:~dif ~o u~lq~e~c~tibff is:.: .. '· ·: ~:~mini.~~tati~e)>u~poses· 

,'".·. · · specified. D~stroy ~ year~· after c~t-· NARA_Jop NC1~4~-85-1, 
off. 20/36 '.· . •. 

Sh6rt.term Human Resources• '·Temporary. CuNJff rei:ord as '..; , ,. Cut off: at enei.o{FY·in -which · Nh49-90:fi;d/41a., ,·. · : Temporary. cutoff EOEY In 
·~··\R.ecora~:~ OAA~004B-2Q13-oool. instr'uc~ed in til~ ~~ency/b~r~~~; · 1.-,;·, s~~i~e~ ~re ter~i~~t~·d··· ..', ... ·: ··: · • \ · · ·.: ··. <··: :,. ; ~h.icn'$~::Vic'es. a·t~ .. ··. ·· . · 

0004. ' · . . · . r~cords rlian·ual, orat the end of. te'~rhinated,.destroy 3. 
the FY in. whi~h th~ recprd is . y~ars after q.1t off . 
created ifnounique cui:-bff is· 

_". ;petifi~a:· be~trl:i~,iy~<'lrs ~~~r-Jui
.. off. , · :- · · · -~ , . .;::......~::: •!·: 

Shorf~te:rn Human Resol!rc:es.' Temporary. Cut oWrecord as Volunteer. Program Adminfstrative.: None 
.Records.~ DAAo0048-2013coop1 instructed hthe agency/bu_reau . Files' : 
0004 '.:..:' . . . ·. . records ma~ual; or ad:h.e e~d of . 
~~" tt:t~·_Fvi~/~hi.~h_·:t~e~:;~~~r.ttts~:~q.:: .~~..~~·.,co 

. . ' ' . . " 
. created ifno uni(!Ue CUt-off is ' , 


specified.. Destroy 3 years· after cut-:-' 

off.'·. · · 

Shqrt-t~rm.Hi:Jm~m Re~o!.lrc~s Temporary, Cutoff record as.. ~ire Experiem;eat;~d Qu~lific;C'l.ti?ns : Cut of(when superseded; [111-49-90~.6 -1/43 · ' '· . . ~estroy whe~ 
Records·- pAA~048-io~3~001 instr~de-d in tne·age"ncy}burein.J>'' ·,· Fil~·: · ; ~" ,' · · · oosotete, ClG ~?Jan~e(need~ti·r ·• · • · ., . S!.IP.erseCl_ec!; oosqlet~, or . 
0004 .• .· - · : : _.,. · ·. ·. . rec~ras m~n~al: or a!.the·end of ..· . · : · · '· ·.' ... no lo~ger. n~ede~Hor: · · ~. '. 

the FY in which the record, is 

created ifno unique cut .,off is 


' specified. Destroy 3year5 after cut- · 

•p >::'>·ofi.'-·······: :· · .."·.·.~.:-· ·. '' '· ,;~'' -~ . z ..; '~ 

.•;, •c'· ,•I 

http:ins~ructed.in


~hort~_t"e/(n :!i_utn.~p 'Res'ol,trc~s J~mp~r~i:Y ,. ¢~:~t"qff i-ecgtg; ~~ ·~ .Y .. tl~9}~tl-~?P.ital Pro~~~m/lans~~n~ ' f:J.Q_ne: -: :: . ~ .· ' f:ji.;QS?j}8.~01; AOiCOf:. •. Tt:!.ty~p_gr~ry,:C,qt~ff at t:ti~ 
. " 'f' .· t~·- .. .--,. ·" .·· : , .· ,• ; ,'"-, '\' . •>-.:. ._ ,, ••R~cdrds.'- 'oW...Od.48~2oi3:ooo1 iristr1kteain th~ ager1cyibureail': . GeneraiRi:!cdrds·.·' " .. ' : ,''>· '' '·'··.:- · ... • ·, ....,.,_ endqMhefiscaLyear: _;·•: · 

' ... ~ ~ - ' ...·~ . : .' .' 'ooo4 ' ' .' :~ recordsni~nual, or ~t the' end of . ', :'.'" . ' Destroy 3 years after cut- 
the FY in whjch the r.ecprd is' ' off, or wh'Em no longer:. ' .c 

.. · created if.n~ unique cut-Off is , · 11eeded,.W,hiCheveris-'
",. ,~D·~· .• ·· :,·:" "~ ; _,···. •' ··~ :·, ~' .0•· 

·. , specified, Destroy 3 years after. cut
~off.·:·: · ;· · '~.~ \. ~~·:.: .·· •"·::.'~ · ··. 

Human Capital· Analysis, Statistical; 
and gthe~ Reports - Miscellaneous ' e~nd of th~ fiscal year. 

records man Lial, or af the er1cl of, reports gener~ted in the Office of .·. Qestroy 2 years after cut
~ . ' th~ Fv}_~ ~~1:1!~1:1 ~he;~e~()~~:is:+. · Hum~.P-Ca~ital i:md subqrdinat~ .· otte>ry:~hen np longer 

,, createi:l if ho.l.Jriique·cut~ff is .. . ahit~ relating-to ·H~rh~~ 'capite!~' ·. ri~ed~ci; i'11ict1~~e-r:is. 
l. ...... '",.''; ,·< ' ' . ' 

· specified. D~stroy~3y,ears: aft~r c~~" management activities . . sooner .. ·: .. · .. 
off. · 

Shoi'Vterm Human ·Resour'ces · Temporary,:Gutdff record:as\.~·., : ErupioyE;!"e Metit 'Promotion case. - . Cut Off after:"OP,M audit orowhen· Ni:-05.?~08~01, 4<:>4-0'4.·: T~niporarv: O~trpy ,after.· 
R~~ords ~:bM-6o:4sZ26B:oooi ii:J~~r~cted .in tHe'agen~fbtir~£u' - · : Fil~~:~. · ' • ·· · · · : · · .·· · · · {he pe_r~bim~l"~d:ion. is ~ ..( ···-" ·-:" --:. · _,_,. · · _.~. ··. OPM ~·ucirt'or2.y~a.~s ~fte~ 
0094 ·...,': . ' re'cords manual, or aftlie end of. compl~ted, whichever!~ soon~r. the person~el. action is · 

~he FY in which the record is If a complaint is filed, cut off ori . completed, whichever is 
created if 'nO unique cut"off is : r~sol~i~~. ()f tli.~"ca~~· '. . "' sooner, in instances w~t:!re 

':·.. ;~p~cifi~q; .De_sfr9y :3:.y;~;rs~ctfie/~ut- a cgfnplal~t has beerj filed 
qff., ' ·,F·._.. .::·~·" ".; --~ ~- ~6~~erninli'a~ action)ii~· -· - .. .- ... ~ - ' " " ' 

- ., · must qe retained for a 
··. mi_nirnum of z. years 

..··· ..•,. 
f<;>llowing r!'!solution of the . . . . ... ' " ~ 

Short~t~rrn Humc:m Resol,lr.c~s Ternpora·ry. Cyt off record as Notifi\=ation pf Per.sonnel Actions · None Temporary, Cut off at the 
Records:- bAA-0048-20B::oo01 instr~cted.in:the.agency/bureau· . i:qFv, de~troy ~hen 2, 
• ' -. . •• ' - • : . ' .' •· '·,.,/- • ~j· ' ' •.•h··./ ·< ,r ·.~:.· ~ 

~0004: . ·. :.,, ' r.ecqrds manual; or at the end of' ·. ·Yk<lr.? o1a: ·· · ; . .. . . " ' .. '.• •'·,-: .. 
- ·' thefYinwhichthereC:ordis:,. . .· . . ' 

'' •! 

created if no unique cut',.off is 

specified . .Destroy 3yea~s after.c.ut

. ',. ;, ,• off::. · · .. · ., .~ . 


http:after.c.ut
http:R~cdrds.'-'oW...Od


•• 

~l:ig~"~~rrn ~4~C!I'J; !{~O:qrc~!! :__ t~~PC?~ar.y:~pfgff:i:efoi~~~~·- .. ,,:;: .~1!1-!ilq~m~qi.Ex~r!JiDi!ti<>n'~!)d ··~:: 	 '[erppor~frv.:Cut-offat the ·. · 
• ·,, \.' "'i .· , .• :.{,' ',; ·, t ,., : 	 .Reco~ds -'DAA~048-2013-0001 instructed i~ th~ agel')cy/qureau ·· •Ce[iifi~~ti~n R~cora.~ c~t-tif!~te . EQFY;,de5troy 2'year.s'after. 

0004 · -,_ · · · rec~rds marnJal,or: afthe e"n~ "c>f Files i · ~~~-off.data' ~ri!e_s~ · , 
' · the FY. in which tlie record is · litigation has resulted; in -.. 

created ifno unique.c"ut-off is . . . th~~e cases, .~t;tai~ until . 
' ~pecified:·oe~tioy-i~le~rs ~fter-~ut~ . · ..,. · ·. ftjn;h~rnc;>ti~e·froi:n:oP:M"': '6ff~ ~~ 1'?).": ~-·· ·:··, ~~:' ;,·:.. ··'-.~·:~:>.~~ 	 ?<' ' ' ·:.r:.~.-~," ' ";:f 

. t. . 
q 

Short-term Human Resources · Temporary. Cut off record as . · Jemp.ora~ .. Cutoff at ~he 
Reco~ds_·-· DAA-0048-Z013oOOiJ1 in~tructed in' the agency/burea~- - EOi=Y,.destroy 2 years after 
'oodd ;i~L•<:· v; -~;,," ' • . r:ecor&imaou~ll orat.the.endof:..•. - apRre>yaL"Rr dis_app'ro\(?l or

,··L·.,· o,'' •" 	 , , ' " . ":. ', j ~ • c.~. '. '·,· " ; •t • ' ,; • " '> • 'll: .},.~ · • • 'e ' • k .,· • ·, ' "· 

· · the F.Yin wbichthe record·is-- · ·· . · 	 after cWoff, which:ever is·· 
. - • " ~- t . ··..' 

. cre~ted if no u'oiq~e_cut-off is 	 sooner . . ' 

1: specified. Destroy 3 years after cut 1·-· 
.. off.' .._ .· ·· __ · 

Snort~t~ri-n';Human :Reso'umes · tem·porary: clrl:._off. r.ecord"as ."·· · · · En:iployee Awara Fil~s-·. ·,- , . N~_zo~31B;9,1-,.~?~:'?1?, :: r~·n,p~~ar( ~ut,~:f}a~ ~t~.... :
-Re~~rds·~· DAA-0048;20,i3cQOCh -instfllcted in:th¢:agen~/bu~~au· ;-: .coi.rE!~pond~~~e an(fR~po-rtS : · · · ...· :; . EQf(, d~strpy3 years a,ft:er 
0004' rec~rds m~ri~al, or at the end of. c~t-off: . ·· · · · J. 

tbe FY in which the record is 
created ifno unique·cut:;-Qff i~ . . ' 

. ' .· . . . -~:~; • s~edfied.-'d~trdY::~ ye~is afte~wt~· 
...______ : :~<,; _. off. 

Short-term Human Resources Tempo'rary. ·cut off record-as, ; . Ten'iporary. Destroy wnen. 
Re~ords -'DAA-P04s~iO:J,3.,QQOl instructed in the age~cy/!Jur~au · 3 years oJd or when ·-

1 
• 

0 

0004:. « • :. records .fua:~ual,br at the ~nd of s~~ers.~ded, bbso.let~, or : 
; : '· ', ·--·' 

• 

:;: i~~ FY in ~ti_ich the r~ccirq:is,·· . · n_~J":Ioilg~r-oe~.deo~~ :: ·} 
,·'• -,,> '-;<,''~~',.',~tt~~-:.~ 

: 	 created .if nq unique fUt-off js whichever is' later. . ' . 


specified. Destroy 3 years after cut
off._ . · · · 	 · - .- . 

Short-term Human:ResoUrces : Temporary. Cut offrecord:as ·. , Physicalfitness- Copies of · 	 N1;057-08-Q1,408'-o1c:. · Tempora_iy. Cut.off at: tti~ 
Re~~;d~ :- o.A,A~oo'48~~b13-'()otfi inst~ded io ttie:~g~~·cy/b~r~~u . -: Emplbyee 'E~I]lails and Othe'r . 	 ·. :,· ·:: ._.:. >·.\ · • · EQFY,j;l~stroy·2year~~fter
ooo4 : - ··. : . . 	:-.- rec~rds manuaCor at the e~d-of · M'ateriats . · )· · ·. ·• · ·, : .. ·. c~t~ff:~r ~he~-,n~·long~;~ 

the FY in which the record .is" ·· · 	 · ~eeded; ~hlthever ls Jat~} . '' . .· ' .. ! 
· created if no uniquecut-off. is . 

. • , ' :'· . l-~ . spe~jfie:a,:pt;;;tro_y? ve?rs ,atter.-~0t--
' .. ·., :: Qff. ... . '",, ' 	 '. :. f '·',' ::· ... 



0 

S!:tort:t~rm 1-Jumari R~sour~;es. ~ TE:!rilP.dfqfY. b!t qff r~d':i~d as· . · " Emplpye~·f~.S~ista~ce Prograhi, ·: :· l\lon.e; · 	 ·.~ !"l1;{J~7:.P8-Ql ,.4o~~o6a, ·.. Timp!)r~.l)';. C,:qt_:-off at the - O'i . .. 
:"': ( }• ·..."-~' '' ,' · ·,- •· ·' '~~i·\"e "~.~.:·_.·,, .; '• "',""~"''' ",• ,·:·· '• ·:'/'Re~o:rds·.- oAA.:Ooft.s:-2Q13~0001 ins~-ru4i~~-(rt:tne:age"ncy/bu~eau·. (E:l\Pl ~:I:i(es 'cont·~~~Irrlf:~h~~-·: .,~ ..·:. · .: .. ·. 	 · --.:.,·,:: · · •. ·-··· -;rt:oFY}de5troy3years'after

"''' "'~· ·.. · ' ·~ ... ~~. . . ~ 	 ~ ,.'
ooo4 · 	 · records 'ffianual>or· at.the e~d ·of . P·l~nning, cciordinatiqn; ~rid . · cut~0ff, or when _no longer 


· . the FY in which the.record is Directionofthe EAP. ne!=!ded for reference, · 
.. 	 " . . ' 

created if no unique.cut:off is· ' . 	 whic::beve·r'is..later
' ··~.. 	 . • • . ., • • r:P., • #., " 

,.1•

. specified. Pe_!i1r9y'~ yea'rs~qfter:cuV..: . ·.· 

~ff.. ·~ .~. ~L.. ·.-~-;~·;(~J"~·~···, · .. ·: "<..J?~ 


Temporary; be5troy when . 
f9r agency. busin.ess' . no longer needed fo~ ·.: . 

" ' . 
records m_an\)al, or at tne en~ of.- ·. 	 current business 
tbe'i=v in whi~h the:record is ' -'!,'" 	

\, ~ 

~, )._ "'!.'t" f' :.,~- '._ ·, '. . .• x. ," • .~ "'::-'. ,.,.\• •• ~.-. ·('. ·-~< i. 	l' 
· created-ih1o-unique cut-off. is . 

,I,.e-. 	 spe~ifiep. Destroy'3 years after'c::uf- ·. •' "' r .• 

off.. '· 


Short.:term Huma.ri R~sources Temporary: CLit off record as · Learning Management System- All <;:ut off when superseged, . . . Temporary.. Cut off at the· 

" • J 

Records ~.DM-6q48":2"o13:,QOQ1 instr~f;1:ed in the agenc:V)bureau' ' . ·' . oo~91~ii or: rio ldng'er._needed·.:: 	 ~ "" '' .EQFY; ~e~troy.ty~~r~ ~b 	 ""·"".,_!; "• '"-•. ,, " ..-:.... ;;.,. ... --> . ~ >-~. ·.• "" ,.·... " ~.· ~.,,"' ·' - < ";~,. ·~' f ,• ~ ••• , 	 " ' ' - '" ,-' ~· "' • " • . '. '"'l: : !.'' " -  - .;...;Q004 ....-._-: ": .-: . ' :. .;, ' records.'manual,· or aqhe end of 	 ' :. ':!'. .~ • ·" : ::~·-~-·~-·- :.:. after. cLit-off'or\¥hen· . ~~- · 
·' 
 ' -·~;
·' ' 

createdi(nq unique cut-off is no longer needed, . ; · 
. ~PEl!=ifiec,l.Destroy 3'years after cut whichever-is later · . 1· 

. the FY in which th'e record is . 	 supersed~d, 9bsolete, qr 

·.. .:.· 	 ·' .. :_·._. Qff./.. './~~1· ···:·~·,:~·,:· ,~;/;~~·.>~.r. ·. ,·: 	 _._·3,,·.--.r~ 

s~.or·Het(ii:BI}m~O: R~sOu)'c~s· .- T~fnpqr~iry..CI}t:offcr~c<ir9,?s:. 	 . :Gut·off When.records is closed . :· Nhils~94;2)J>RM~ls.oo: . bi~RQ~i;!l A0hoi-(~e_d ;~ '~~~; 
. .. -	 . . . - .. .,-., . - ... ·- . '' .. ,··-" · .· • .- .,... . Temporary.·Destr()y in}'.·

Records_~· DAA:d048-2013~009~ instructed in the agency/bureau 

0004 · · ; records man1,1al, or atth~ end of · agency 3 years afte~:"_ ·: · 


the FY in VJhich the rE!cor9 is · ·' · dos.ure .. 

~-·J· . 

,'': ..· · '· 	 created ifnp qnique-~ut~ffis ,: · 

~pecified. co~:~tro'l3 yea_rs after cut- ' ' ' . ;

off. . · · 


Shc>'rt-t~rm Hu_man Resources Temporary. Cut off.record. as . ' Perso~neii'Jianagement Reports · · Cut off when .record is closed 	 . . Disposal Authorized -· l
' . ' '. 

1 
r Records-7 DAA-004~~20i3-00b1 instructed in the ag~n.cy/bweau Terriporary. Destroy in · 1

0004' . . -~ :: ;~, " . records rriarwal; 'o(:at the end of ag~ncy 3 y~a~~-after ·, · :•,
. - ' . ,· . ' ., / ' ~ , I' 


-~.. · the'FY in which the r~cotd isj. .·.,"' closure 11 


. cfeated if no unique cut ..:off is . 
.., 


. specifi!'!d: Destr~y 3-Y.ea~s after cut
·,",,.,. 

off."f •• 

http:Nhils~94;2)J>RM~ls.oo


Short~t~~tp Hu:O,an .R,eso.urce~ .· . T~rnp()raiy. C~t}'~ f~~on;l as. ·· . N1-1i5~~4c3.f:J:_R~.4.:J.O: · ··: pisrios~I.A~~[1orizi[d·c . 
; • ' ' ., ,' : '' ~. ' ':> ., ,• ' ' ' ,• ' - ' ' ' <I' • • ,' ~ , ' ' 

R~~~r~s.±·DAA":d0:@::,2Qa3fOo·o1 Ih:st~utte~ iq,th_e.:~Ji~n~Yf~tir~a·~ ... . , , ·'><:..:· :.~·'-::·;,t. ·:, Te?ipor;~rf.:P.~~r:o-trn ..·.' 
Q004'. . . ' . . •, .. rec:ords man'Lial, ()r. at tne'erid of . " ..· . :: .-~ " agency 2 years after' . 

the FY in \vhich the re<::ord is . closure 
created if'nq unique cut-off is' 

sp~cified. Destro\p years ~ifter cut
. : ~ff. ·: : ~e;~>:.: · ·. \ ~:· :!:· · • · 

th~ FY in which the 'record is.~; ;

cr~~tei:l it~d':uni~u~"cJf~ffts'" -' · 
· specified, destr~y 3. y~a~s· aft~~ cuF 

off. · 

··~ 't •, I ' .'• . .

* ' 

Snort-term,Human Respurces :remporary: Cut off record as : Cut off when record is closep 
Reco~ds-~ DAA.;oo4s"•ioB~oO:of inst~ucted.in 'the. ageocy/burea'u -
_-, ·~,• o'o':,.~,..'·, \'. ;:",',','"f;,.,~' ';~, ' .," .-::~ ">.·',~ ';'',><<,"•~'<.;,'_ /;,_, 'l';'),...,>
0004 '~,., '. ·_:,: : . ,':. ..' 'records man!l~l, or;~t the:!=!nd of '. 

~ ., ' ~ . . ,• . 
··· ·. the FY in w~ic.h the record is 

., . 

,.,. 7 1,: ~ 
\. '~~·:.: '- ~·. ·.• 

Temporary. Destroy in··\ -
~'~~ntv·~ y¢ar~ aft:~·\ ...• 

• ,·· ! "~ 

. ·~ 
creat~d if n() unique cut~ff,is 
specifi~d. Destroy~ y~ar~ !lft;e~ cut

.,. ·· off.. .. -~- ~· _:,<,,.. . ,_.. ·· ·. · · 

i:>J~J?Q.s_alf\i!thqrii.~f!~~-:·/~::--:. 
Temporary. Destroy h'i. 

· ' · 
record_!! manual, or at the end. of 
the F'i in which 'the record is 

agency 3 years after> .· ' -·-. 
closure · '. · 

· ·.. created if-no !Jniqu~ cut-i>ffJs.' . -.  . ~ .. "• . ··;.~'"··. .. •,_.· "··, 
"•,

· .· s~ecified. Destroy'3'years after cut~ 

off. 
< ~: ,. .... . ' 

'·.. 
Short~term Human Resources. Temporary. Cut off record. as . 
Retards.- DAA~048--ZQl3~0001 instr~~ed in ttJ~ ~gency/bure~u: 

Appointment and -r:enure Cui: off when· record is closed 
.· · 

Disposal Authorized -. 
Tempdra~.. Desl:roy.in 

!· 
( . 

OQO~ ·'.. ::· ..·..·.. c:· 
· ·' ·, ,, ' : 

· · . · ~~co~s .rna'nu~l,'or ~H~e 17n.f!'pf~;· 
. the FY in which the record is .. -'·· 

' agenc~3 vears :after 
Closure · . : ~·' · 

. 
. j: 
. l• 

c~eated' if no unique cu{-~ff.is · _ . . 
r. 

,, 1: ' 

specified. Destroy 3 v.ea~s after _cut
. off.. · · . · '•,'

'· 
1·. • .• 

~I 
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~.h.ort~tE;!rm t-1u~.?rl 8e~(?urce.~ . temp~(ci!y. Cu! off resC!rQ :~5- ·. · " ~e'crui~rti~nt! S¢1e<;tio!i, apdz '. . ·. 'CUt pft.wben.recordJs.clos~.d. N1-11s~94-3 i>ER,s:2o,.' Disppsal Autl)orized
~- ',.,~, c·". '·,~, "" -·~··., .. _, 0·~ , •• ,";." !' _;"'':.~' •• •,·.,· •• ' ',',"'~•;,:::'" :!:j,• ',<'"ff"'··''.•,::Y~~·• . .:.,., ' ' ·~:.:~")..':..#\,,·~ .~.~··.,.:;;•"'t-~,_·', · · ' · · -:. · · ~-l~ :, ::.: _:· :; · · · Tenipora·r¥.·oJs1:;~Y· i.nRecor:os; DJ\A.;0048-2Qf3";0001 instn,Jc1;E;!_~irrt_h'(agenc;vLb~reau~:;. ·: J>l.at~l)lent;f_:~ : . . •1• · ··''t. ~- ·.:_:, · ·, '''''.:~-'}'\< •· :''' ·'·:'•:' " ·h. 


0004• recor~s 'manual, or' at th~ erid.o( ,~·: .. ··· · ·. · 'agency {y~ar~'after 

tlie FY [n which the r~cord is · ·. ,' ' closure 
~reat~d if, no unique cut-off· is 
spl'!cifi~d):)~sfroy) years ~ft~rcut-
off.. · • · • "'' ~: ·; ; · 

:· Temporary. Destroy in 
' records manual; Qr at the !=!nd'of ,. . agency} y~ars (lfter' :. 

the IXin which the 'recorcfls -· -. : ~· closU~~, · · "" ":)t-~ .: ' 

, 
4 ~~;"'·· / ·~s~· ··.:·<~>~1':-·c~~at~'d if ~-d, ~niq~e-c~t:.bft: i~ 


spe~ified. De:Stroy,3 ~~a~~-~fter cut
off.· · 

Short-term Human .Resources· Temporary. Cut off-record as Disp(:isai·Authorized-
Records.~ DAN004B-..2o13-ooo1 instructed :in..the.agen(:y/bureau Ter:npor~r?f.:.Pestroy in 
•',,:Jl,•;::,···'_,.'•"•! ~,~:·;• ~" .. <:..' ·";• '"!'·>··~,·-'·' .· ~-··- ·.~-- ·~oi(:?l:;,·.;.c'•

poo4 ·;. · . · , . . · : . . . . recprds man~<!l; qr a_t the erid of ··· age~~-l;y~~r ~fter.c)~sure'.. . . ·. . 
th¢ FY in which tlie req:>rd is · 

treated if no unique cut-off is 


ShOrt-::.1:ei:n{Human: Resources·~. Temporary; Clitoff.recorcf ~s ..': ,; :.:. Dispo$aLAUthox.iz.~g:~::~.c::._,. .. 
R-~co-~d~-~:DA.icm4B~2.0l3~oo(>l i~~tructed fn-th~-~g~~q;71u~~a~.' Temporar{. Destroy in· 
0004, · · re~ord~· rlianual, or at th~ eng of . agency _3 years after. 

. . . the FY in-whiCh the recdr'd:is" . Closure"· 

'· ·. ·. . . ~reat~d if -ri~'.uni~we'cut,.Qff i~~ 

· · · spe~ified. De$tr~y.'3 yea-~s ~~ef eli~-

•• 0~ . 

Short-term Human Resources Temporary. Cut ciff record as _ Employee Medical 'Files (EMF)· Nl-115-94-3 PER-6.70 Disposal Authoriz.ed .:. . 
~H • •R~cords ~ DAA-00'48-2013-0001 instructed in the agency/bure~u Temporary or Short-Te;m_ Reco~a:S Temporaiy."Destroy in . , .. 

0094 : '':: <· :. :: · . . recdrds.m~rUJ<!j,o~ at the·eri'd·ot· :) ·· ·. . . · .; ·, · · agenq, 1-year~ft~( c)osu~e . c -·.,:. 

' , '': ,·"•. ..""· . tlie ~y inwt1ich the record:Is:,: \ . . ' 

created if no unique cut~off is 

.. specified. Destroy 3 y~ars after cut: 

· off... 


http:Authoriz.ed
http:PER-6.70


~I\O~~ft;r~Jl4~~r:~~~Q~f~~s. ~ T~n1R,oriuy~,¢uf~Jt!.~cO~d.'~}~;:;: .•· .; ~efson}l,:IA~?i!s; ~n~p;?J.qn.s, and 
ReCOJ.9s.·~ D.4.A:0048-4Q13"--001 inst~ucte{J, in.th~ agehfY/b~u'e~u. ·. ~u.ry~Y.s: :.·:':: :-:·· ~" ~- :; .. ';~,.. ·. -: ., . ' 

~~ ~-ff·~h~"'no.?~blet~,or ~0 
lop~er':f1:~?~d :~ 

Nl-i1Sc94-3-PER-7·.00 
.;.;:\::~? •:"· ~~:: · .. ;~:~ "'·. 

' , :Dispo~aF~ut~ofi~e~"" , 
·tem.~~r'(.~pest"r6y in>,; 

0004 . . . '• r~cords rrian!Jal, 'or at the'l':nd ~f ::' . . .:·,.,.. ' agency wheo obsol~t'e or. 

.. , the FY'i~"which the -r~cord is .~hen no .Ionge~ 'ri_eeded. 
~reateitif'no uniqu~ q.Jt.,.Off is . : · .;_ · 
•''e.: " L·'" ~,;, '.·' '. ~"' •: ~' • > •, ,',.._•· 

for refer~n.ce · · .-.· 
spe!=ifi~9~ Destroy•-3 y~ars after"£U~: 
O 

.ff- .:.· . ·.., •. -·· ·..< .. _-··· . 
1•••"'. -r • .:.~ •'· ,.·..; -,.• ' 

. records i:J1anual, or atth~ end of 
,·· 

!-. ~ ' • '
.f "r "...;, ..._: 
~: --~ .• ·<, 

the.H i~.whi.ch,th~ r~cotd. is' 
creai:~d-ifn'~:u~iqu~·~ut~off_is .· / t " . "';:~ ·~' 

,· .. 
specified>D~strov. 3· y~ars after cuF 

~; : 

oft · 
· Disposal Authqrized 

··". 1 

Temporary. Destroy in· ·_ 

tlie FY in which the record is , 

~geh~~§ yea?s.aft~r 
closure 

. ',. "" •'·" 
· · 

created if. no unique cut-off is .. 
spedfi¢d:.oestroy 3 years:(lft~-~ cu.t~ 
off~:,~- ..~·~ :-~-.~: :.: ·~~ ·::\~~~ ~':a.-( --:~ ' 

·<- :,'• :· 
--'

:· -. 

~, Di~pgs~I 4~~-q:ti~~-d ~:~~I.-·. 
Temporary. Destroy_ in 
agency~ years after 

cr:eate:d.ifno 'uniqu~p.l~,-off is~ ... .. '.: 
.' .• ,::/', 

cros~r~ -~ 
~" <~ 

specifi~d. De~fr~y-3 yea~s aftercut~
off. . . . . · - ·.. 

Shbrt-tei"m Human ·Reso-urces Temporary. Cut off record as 

~ecords :DAA-0048-io~3cOOOi instrl)ct~d inth~ a~encyfbureau . 
ooo~ . · :: {; ''>' '· - . records manJM, orat the-~nd of 

. :_:. ttie.t=Y in- ;,hich the ~ec6rd is.. . ' 

Incentive Awards Prograr:n. 
. . . 

. ... 

;.. Cl.lt off whet) record·is· closed 

,, ~ ' 

Dispo~al Authorized -. 
Temporary.'Destroy in 
ageney 3-y~ars.aft~r 
Ciosure. · :_:: -·· · 

·created if no unique' cut-off is 
sp~~ifie( Destroy 3 years aftef_cut

off..._:_. ~- ·-' 



ShQ·rt~t17,rm}l':ln:!~!1 ~li!s~~r~~~.:. :t~mPi;>rilr:Y·: Q.0,-?Jf,resor9)~:\ 
8ecqras ~ p.A.A-004fF2013-o9oi i~structed in tl:ie~ag~n:cv/bu~eau · · 
ooo4;. ., j~ . ~ • . . . records manual, ·or at the end of .... 

·. . . 	 . , U1e.. FY. in whlch the record. is 
~ " ·, " ' 	 ' '. ' . 

created if no'uniqlJe cut-bff is.-: .. ; : 
sR_~oifi~q.~()E!_~t~oY.·~ .veat~ ~~er.~~Jt~-
off. · · ·· · · '-~ .- :: 	 ' . · . · · ·· ·· · 

Short'-term. 1-lum<Jri R!=sources ·· Temporary. Cut·off recon;las . 
Re~o(a~ ~:b..\A::Oti48~2oi3;06of instri.JcteCl.irfthe"age~~~bur~au; ;: 
;000~ :_: :·" y ...':· ,_•• •, . . • • • • • re~~rd~ manu~!; ~r ~t the end of ·,. 

. · the FY inwhich the record-is 
createq if no unique cut-off is · 
.specified, Qe!!troy}_-years after cut-. 
off.<~<~;, ~~:· .-· ~... ~~~~/~> · ·..:··: ~·... ~~ 

SJiort~!er[rl tJurn§n Re~0.ufce~ _· T~~p<)r~ry. c~tQffr:ec~.r~.as .. ·.. - -. _-_ .C:orresP.9_f1_dencfarr~fo~rfts f!l~s~ · 
Records -.DAA-0048-2013--0001 iristri,Jcteq in the agency/bureau 

. "' ' :0004 r~~orps rt\~lnUq]; or at. th~ ~nd. of 
·. ·;· ._- · , ·· ,.. the FYin,.Whlthth~ record .is . '· 

" .. 	 ·' ',, , ~~ 't.' . > • ,; 1-, __, ·-.- _.~ 

'- ·...•, 	 ·createdifnoun[que.cut-Offi~· ~" 

specifie~ ...De~trdy:3~years aft~r cut
off. -· · ·, 

Short-term Human Reso1,1rc~s . Temporary._E:ut.off recwd·as 
~ecords.- DAA-0048-2013-0001 inst~u~~d,in the agency/bure·a[i 
0064 .-- ·"·; ' :.,,.: :' ·, . ·'~ re~ori:ls,m~-n~al, ~r at.the e~d'o( 

·· · · ·- · '_: · the FY in.~hi~h:.th~ ~ec~~d 'is·· ,·· 

created if no·unigue cut-off is 
- specifiE~d."Pe~troy 3 y~ars after cut

··:·· aft'.:~·· 

Ret~ntio'n regist~rs'and.related . 
record.s-'.~ffect reduqi<:>n~in-force·. 
actions 
··:·.: 

· 

Health Unh Control Files; If' 
informatl~o i~ not\u~marized 

Cut-off ~m date of last entry 
._• . ~· •''" 

,: •*:. 

.... 
• c 

_) 

' 

:~ot~fic,~ti9J1:;9~;·~·ei:s_gpn~l}:ci;l~n_s~! N9l1~.); .. 
q·u'onologi£al file copies ~: :· ·· ·· ~ · · : .• :· · "' • 

"', ",, > ~ ' "'' - •• 

' ' 
H•' • 

P-!=rsonp!=IOperation.s Statistic~!-·, 
Reports:· 

-· 

, 

item 14bf 

~ .~ ·":; _; ~~" 
•.' . -. 

-.. 
GRS 1~1~ (NC1-64-77-10 Temp_orpiy, Destroy wti'en 
i~_e_·(11_,16): · 2 vear,s ~Jd.: · · · 

,. ~, '• • ,1.;_1 ' 

• 1 ~- : 
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shq~-;t:~rm 1;-lurTJap ·R~~our<r:s · r~mpo!,ar:Y;;c:Lit;~wr~c~ra~~.s ~-~::~:, ... ErhijLq"v.¢~.·-~e9!~ai.~P.\a~_r p:~Fb ,:· c.i.n:_~~ffoi\s:e,p.a~~l:!9.9··~(t.r~pst~~ ~RS ~~~~b)N~~~~-~-~?~4:: r~~p?r~ry._I?.~st/qyJ.v~;:i~ 
'Reco'rds- DAA-bOflB-2013-0001 instructed in tfle ag~nqi/bureauc ' I r~mp~raly wshoiH~hnr~~QfOS:'. ~of ~rjipl6y~~~ ,/ ''f :: :~J~<. ; :?:: : it~rn.2~b).';·•.·..:·:·"'"' • ~:· .·!_: ~~~r:~epa"ra.tibn'gr- ·-;· .•: .. 
OQ04·: . reco~ds manual, orj3tthe. end of . ~s defi_ned in_th~ Feder<'!! Per~onnel . . ·· .. , g . . .·transfer of employe~ 

·· . . the FY.]n w~ic;h.th.e re~_:o~'d is· · : . Manual {i=PM). ··· . . · · . !. 
'·. cre(!ted.if no yniq~-~ c4t7!:>ff is_$ .••·. . ' . <. ' - . 

~pel:ified;•Destroy .ivE!~c~:afi:_er~\Jt;~bffr· ·;· ;·- ·~;:< · · · · ·--~ · -~ 

Short-t~ri;n Human Re~qurc~s · Jemporai-y: Cut off reco~d as. · 

Reto(as- DAA~0048~ioi3~000l in'structed in the agenq,/bureau ' 

0004 .. ' :. . . . ' recoras inanual,:~r·atthe end of::.: 

~-•"' ·'<., ~;,_, ~,-.·~.--~-,_~-,-"-"~,·>'".;~,,'·_c:"""_,:7'' 

· · ':.;· . • theF't' in whidlthe record Is<~· · 
~:~ , • c~~afed 'ir n6 i:Jr1lqtje c~t;ff i~ · : 
• 	 ""'· · ' · ~pecifJed.' o~~trcly 3\'~a-rsafte~ cut-· .; -· 

off.. .1 

ShorHerm Human Resources Temporary,·Cut.off record as .•.. , Reasonable-Accommodation· Cl,lt .o.ff when super~-~~ed o~ no .. GRS l,-24a-(N:J,-GRS;.Q4-2 .. Temporary: ()estroyl3 .. 
~ ~"_- ~/'•<• > ,•,'·'-,'.:•".;.. ~-·- ~·." ', ·•", '; 	 '" '"·~,,'o,' ,c.fo,, ·" ••••• ~,.,"'" ~· ••• ",/< , 

1 ,-~': ><'•o": '·: • 

Reco,rds·{·DAA~00'48-2013:oool iil~truct,ed in ~h~·agen~yfbureat,~ ;. ·.. ReqlJestRe~qrd~5 Gen.e~ai.Fil~s longer.n·eeded ·: -: .~·- ' item.la) ~: · ... \· · ·:..· v,e~rs C~fter.sl)p~rcd~ion.or 
"' .. •• "-,~ 'J, ·: •• : '"'• • ' • : ~ • " ·oobi{ ..:.. ., ···: ·: . · reco.rdsn:;an~~t·arat.the:encfot · ;.~: 'c.·· :·' . · ' ·.. · ,;· ';, ,. . . ' ·:. . ,;.. / : w~~~\~~ lo~_ge('n~~:d~( : 

the FY in whjchthe record is · . ' for reference whjthever·is 
'• 1 ' • \.cre~ted if no: unique cut-off is. ' ater 1; 

· ~ ~p~cifle~..Qestn>v.? v~~r.s .aft~r~cut-· .. ' 
}..; 

..;., ·ow.~~··. ·.·.<:· -~ ~~:~:"r·~·.;~_·-~t -. · ,~:;"~- ~·.: .-·t ·-~;,. :~, 

Short:term.Hl!inan Resources Tempora~, CUt off record,as;.:;,. :-·'· ReasCinable Accommodation .{. ~~~R9t¥W:.q.e~!~9V) · 
Re~or~s: oM-0048~2oi3-ooo1 in~tru.ct~d i~ th~·~g~n~/"b~-reau · R~q~~t.fi~~rd~- E~pl~ye~ ~se yea~s afferemploy~_¢ · 
0004· · · ':. ::,: : .. .· · · r'~(:ord~ ~;-tfual, or at:the end of Fn; · · . separation from th~· ..·,A> c. theFYJn.whkh t~~~~cora'is:·.; .. . · ·· ~ .·., agency. oF all appeal~ ~re 

, ' . ,· ~-:' , ~ . (i • 
.,. • ., cre~i:~cfif rid ~Aiqu~ ~ti-t:bff::is·;· ::: ·· csmclt,u;Js<;f wh,idiever,is 

' . . , :, . . sp~tifled. Destroy 3 years ~fter cut- .' .... ~,' :rater ;.. '"' ·_·f · -.
·'·-. 	 . Off. ; 

Short-term HL!man;ResbiJrces' TemporarY. cut'off record as,,,. Reason~ble Accomrriodat'ion . Cut off af end ofFY in which· . GRS1-24c.{tiil-GRS-04~2·. Tenipararv:o·estrov.3·· .. 
Recorqs .;. DAf\;:Q048-20l3~000_l 'instructed i11 the..?gerJcy/b~reay· . ·. Request R~~or;ds- Supplemental .. acc~~odatio.n is;deciaed'aricr~il item lc) . · ~·- · years ~fter end of fi'scal~ 

• ' ' ' ~. • ' 	 ·., J • 

000,4 >':::<·," : . ' , , '. fecords mariual,'ar at the end of'·. Fil~s '"'·:~ · .; . , · ·, .·', :.~" .. ; '~ appe~ls a'~e:co"nclup~~··. :"'·:: ~" 	 yea} in whic~:.'· "··*. ' · .. ' 
. ·· ' , ~ · t.he ·F~ ln ~hich ttie r!!~brd. i; · ; ·· ; .: · ·· · ·:· acco'r';,'~:odation·is ~~e~ided 

. created if rio unique t~t:off is .. or all appeaJs are' _I; 

·, spe~ified. De~troy 3~years after cut~ i::,onciLided, w_hichever is· 
off.···· · .. -. ~ -: .· ,~ tater:·. . 

http:C~fter.sl)p~rcd~ion.or
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~H.ort;te.h~,·H.~m~~-Res9il:f~s: ~:: Tem~~:w~:;&~Y3ttre~or:?·~-~--~··~. ·· ;~ ~~~~p~~~le ~cco.mfno,d~.t!or< ~· ~Yt?ff·'f~en ~o(!!plif!nc~ r,~P?~:: G~·.1:~4d. (·N1"GR~"~:4~~:;. T!!.m~.o~ary.•l?elet~/destrbY :/·' · 

Records~ DAA-0048~2013-0001 instructed·in)lie-agency/oureau .. · Request Records.- T.rackirig .sv~te't~.:· i{filed pr,Y:.,Iierj',nq lc;iflg~ef:'~; · ~~<· . item.1d), . · · '· . .:. :) ~. 3.Y~.ars:~fter29fnplia~nce·.- ' 

0004 ·' .. : . . . ·~~-.re~~·tdsm~nual,'or'anheendof ,,· neededfor'reference.:· •,. . . .. : ' .... r~pgitisfiledor~hJnno'\ . 


• the FY in which the record is . • . longer needed fo~ ·. ' 
• ' >- :. created ifno.urih:iuecut~ff is .. ·: · ·: · · · · · · 

; .t:;:" ' ' ' ' > ' ' ' .. ' ,, ' - ' " , ' : ~ '" ' • '~ 

~t>ecifieckDe~~,roy 3 ye'q~s ~aft~f: tt;~k'· 

off._.·.'; . ·. ·. ·. · :.'·; · ·, : ' ... :. 


Short-term Human Resources Temporary. Cut off re1=ord as · : . Equal Empli)y't:T1ent Opportunity. . . Cut off on resolu.tion.of.the case 

Reco~ds- 'DAA-0,0~8:-2013-0001 i~structed in the agenty/bureau .. (E~O) Recorqs- CQpies of. Complaint 

0004< . . . . . . .· records ~an~a!,'-or at the e~d of , Case Files . 


'~ . . :; the·FY r~ whi~tHht:! r.ec()rd ~~ . · . . . 


~~eated.'if ha''unique cut .:Off!$ . -:: 

·' 

sp~cifi~d. Q~stroy 3 years' after cut~. 
off. •)' 

Short-term .Huma_n• R~!!ources · Temporary, C.ut off recor9 as. . Eq\Jal Emp!oymentOpportu.nity Cut off Rh fina.l re5_o1Uti(>.n ·af thf'!: GRSl-2Sc:: (1) (N1~GRS-92- Jemporary. De~troy;2 . 
R~c6'rds ~ DAA"-Ob48~201-3~oooi inst;Jcted·in the ,agericyfburea!J ~:: (EEO) 'R~cor,ds'; R~elirninary an.d." . ca~e·,:,:·~ ·.,. · :; · .·· ~itehj.2S~l:) • ':',_ .. :. · years•(lfte~final·r~o·1ution •• ;· 

.. ·.;'of cas~··.'.:;:·· .. ·~:.-~ ... '. ·.· ' oo64:.f·: ·;: · · ·. · · .: '·: · , ~e~ords·m~n~~l;"or ~i:tne ~~d of! :'. B~ckgro~11~·Files" Ba~kg~p~nd:: · :: ··.. . .. ·' ':~ · 1

retards not fll~ci in th~ Official . . ~~ 


created if no unique cut-off is ~iscrimination Com'plaint Case. Files 

" • ' ' .. • • •• J ·-· 

specifl~d: :Dest[oy: 3 yeirs ·aft~r:cut~ 
.. ;. oil<-: '·;-:.·~····:~:>:';. ~/'':.:··.. · · 

ShorHerm Human Reso'urces .... Terrlporary' .. Cut.off record as. . ; . . Equai.Employrrient O[>portunity 

·R~co~ds: oM..~o48'~2iu3-ooo1 i~str~ct~d i~: th~· ~g;~c~/b~~~~Q .· · (EEo) ~~c~~ds~·Pr~n~1n~~ ~-nd · 

0004' ::; . . . · re~o~ds ~~n~al, or: ~t the end of 


.· t~~ F'f.inWFi~~ ~~e ~e,cprd i.s .. :::·: 

·· .. creat~d if no uriiql)e q1t-off is' 


· spec'iti.ed .. .Oest;oy 3,ye~'rs afte(cut~ 


off•·: 

· Short-terni Human Resources· Temporary: Cutoff record as· 
',•. ·~·~: : ,' '' ·-.• ,":' .'~• '".:·,... ':/ ·;_ ".·._ '""'"·~-~ ·.. ,";!<; -~-.:''.;::.'c1, ~;,,"' \ 

Rec:ords- DAA'::0048~20:).3.:.0001 instru~ed in ~hE! ag·eney/bweau . 

ooo4: ·. . . . . . records ~~nu~l, or at the ehd,of 


the FY in which the record.is 

created if ho unique cut-off is 


" speCified, Destrdy'3 years after; c~i

' ·Ciff:.~i :•, . :. ~-. <.,.. :" . ,. '" .. +·.,· 


http:record.is
http:spec'iti.ed


,s:htif!-ter~'Hu~iin.'·R~~p~(c~~ ,:: Tf~j)-~~ary; c;,!Jf~~~-~.corda~~~- · . , .~er~pn_n~l ·cQ~-~se]i~~g:B:;~rdsi;;. · · ~irt,qJf.oq;~~rf!lin_~ti9~. ?:!:'c~/· SJ.R*·iiZG~ (NC1-~~:f:~;10: J:~ml;?o~~r¥: J?~~tr~y 3.. :,; · 
Records'~ DAA~0048-2013-0001 instructed in tlie agency/bureau Couns.~ling Files <. ; : > · ·' ccitmselihg', . · · · · ,.o. ' ; · • itE;!in;2~aJ; · · ·<"·: :-::- years ~M.rterfniria~i8n of 
0004~-.· , ~. ·: · ,.:- r.~ords-~a-rl~a·I,Orattheehd."of ~·~ .. _; · - ~~ui;s'eling - _, . · 

~ "· ~ · ~ the·F'lin which th~ recOrQ i~ ~. ~ 

.. ' " . .. · ~reated if no uhl~ue cut~dff is··· ·. · 


·'' ,"• -:., ·~~ :.~.. •,·~· ~·: ·,· :_'l ." ',,.,..: ' .,: "'.- " 

specifi,ed. pestr9y'p years•aft~r,CU~~


-·_off.- ·· · .· 	 · · - · - -., 

Short~term HumaQ Resources . Temporary. Cut off record as 
Records~ DAA.oo4s~2013-0001 instructed in the'agency/bureau 
0004: · ._ . re~~rds ·rn~r:fu(!l, ci~ at th'e end of . 

~·~~-:: .: t.~fF~~ih'Whi~nih·e ij:~~rd is . · · 
i:tE!ated_ ifno Li(liqu~ cut_-9f!is · 

specified.. bestroy 3 years after cut

off. · 


Short-t~rm Human Resources.'· Temporary. Cut off- record as , ' Civilian Personnel Recori:ls-,. 
Re~~~d~ '"· 6t.\A~ooll8..2oi3-o'o01 .in:~t~ded :irl"th~ agencv/ilu;Ja.o ~:; :·. Alter~ativ~.Disput~~Re5olutio~
·ao64. .-. . . . ret;o~ds ~ani.la I; or· i;t. t·li~ e~'ci'of · (.M)R)Fil~s ",Gen~r~l File~·:· &~nerai 

" . 	 the FY in which the reconfis correspondence imd copie;; of . , 

created·ifn·o unique.cut.off is. __ stat~t~s, regulations, meeting 
._, 

~~ecJfi.~st 9esJ.r~v;:3.vr~-r~ afti:r.fl!!o· min1Jte~, rep.oits, ~atistlc~l. :. . ·: .. 

off;C; ' .~,~~~;:;:c~ \ ':''·" . ' . )>. :' t~oolati6ns; evaluatloniof.the ADR .: 


_ .. /. ~·,. :.._. · •· ' ·., ;,'_::: -~~:: ~rogr_a:~,-~h_d:6th:er ~ec9fd.s: .. ~.; · : , 

' . relating to the agency's ov~rall ADR . 


· · prograni. . . ,'· · . 

,' . "1 .-~. ~~--.:· {., -~ " 

. . ~~ , . ' 
Sh.ort,tehn Hum'an Reso'urtes Teriiporary. ~utpffrecord as.·· .· · Training Records~'Generai,fi!e'of _ 	 · ~-~~ 1~9a' (2) (N<:;1~64"7?" 1empclra;v'..oestr~v.~~he!l. 

·,, ,.: • > '• > ~ • 	 • • : < • " A ~!>·'

Re~ords- DAA-0048-2013-0<lO! instructed in ~he ag~ncy/bureau > agency-sponsored training-: ' 	 10 item 30b2)'. , ' 3 ve.ars old'. .. ,. , , . 
..,, 	 f : 

0004 ··. 	 record~ manual, or at the end of B<Kkground and working file~ .. . . ' 

•.. the F)' in whic~ U'f~ record is • : ...· . 
,.. : ; cr~;!'ated i(nc:(unique,cu:t.:Off ,is . · 

7· • ~. 	 .,._:' ·:::"'. . ,_. . ' ·.,;-.J . : ·,. • " ~ • f: - ~ '· . .;_•t 

._. ··· .· 	 specifieCI.·DestroV~ years after.cfrt- ..· . 

off: . . ·. 


Short-term Human Resources Temporary: Cut off record as Personnellnjurx File~ Cut:o:ffon termination of 
Records- bAA-0048-2013-0001 inst~ucted in the agency/bureau compensation or when· deadline 

og~~;: · · · -· '· "t~~?:~dE~ariial;9~?tth~~pcj··?.~ >::.; ;c for filing .ada.irri h~s ~assed · compens'ation-or when 
:~·-·-"'' 	 .·,:, "~·</,<.·~_·",·, ~·:-> . . . the FY ir\ which,the record is; < · c·. 	 ' ' ~. ' { ." ' ",· deaaline·'far,..fiiing'<! claim 

~ .. '~ ' 
·:c · ·· cre'~t~dif n~d ~nique~ut-off is·, 	 ll~s P.~s~ed: d~;trov.? ·.. : _. 

•'. . ' '·.e 

specified . .D.estroy 3 years after cut-	
'.:. 

'• 

year~ ~fter cut off . 
: .

off,_ . :.: 	 : . 



Sho~;tertl1 Hu~~~: ~e:$O!J}ces> IeJl}pora~.::c~u~'~JI:~ec()rd.as:~~.:~':: ~.erit-~r,oinQ'~i~~;Cci.se·fii~s:': __; .·~·;:.:. ~ut,,~~-~ft.~r~9P_~,.t a.~9it ~(.a.1}'er, ~·~s!~~3i (N~"G~S'-?~-2. remporarj..best'ic)y·att:er 
Recorqs -· DAA~0048-2013"0001 instructed_'in th~;agellc¥/bureau· : · · · · · :• · · · • · · · · · · · · tlie PE!.rsonn~l.,action i~. :. , '; · ·:. ~te~if:·. :., .; · ':.'. orrYi ~~a.it'or 2v~ar~·;aft:~r' 
0004 · · · . records nuir)ual)'br at the ~nd of cornplet'ed, whichever is sooner the pe~sdnnel ~~tion i~~. ·. 

the'pf i~ ~hich the record is ,• . ' 	 ".' .· . . completed, .which~ver is 
cr~atecl:i(no unique cu.t-off is: . . . .; 

... - _.,.'' .-. . :,'f' ,C? .' -' .· '".·· ·. ; 	sp~tified. Destroy 3 years ;3fter: <;\Jt
off..: · . . · ·' ., · · ·.. .,.•. 


~hort-terni Human R~sources Temporary. Cut off record as Exami.ningand Certification Temporary: Destrpy 3 
Records·- DAA-0048~2013-0001 instructed in the agency/bureau . · Records-'Delegated agreements Qgreement y~ars after.termination of. 
0004. ~ . ; . . :.: records manual, orat the end of : ·. . . : ··' . ·. -: . 

"·,· 't 
. ' ..~.;' . ·.·;; . . tfi~·f=v'ill wh'ich·the~recor~ is: : . . . . .. 

..·. ·' • • ~reated it."~o ~niqu~ cut-off is ' 

spe~ifleci.:.'Dest~oy 3 years after cu~~ 
off: 

Short-term Human Resources· Temporary. Cut off record as. . Examining and: Certification· ·. . None . GJtS 1,3~b (N1-GRS-8!?-2 Tem~o,ra~. c~~ off, ;· · 
:~~tord~'~·DAA;0048-20.i3-6001 ir~tr'uc;ted in"t~e'age.nc¥/.bureau •. ·; R'ecorc:is~ Cd~r~~po~c:lehc~ ·.-;· ·>:....' ' · ·· · . · · item3Aa) ··· • · · "' ' a!:\QUally, qestr(iyl 'fe~( ·.

,• ' . ~ '. 'i;,. ·, . :. -~" .• 

0004 recora~'ri-Jahual, or'at~the epp of. . concernjr;g 'qpplicatJons; . : . ";>' • ..- ••• aft~r.cut'off · '·':.:;\ ·· · · 
the FY in which the re~ord is. . ~ertification of eligibles, artd all .·· 
created if ~0 unique cut-off is other examining and recruiting 
~P~.cjfi~g,_()~~tr~y 3 yea:ri aft;.er c~t-.. operatl9ns · . . 
·riff;~;:i:"·~{·/.· <~\!<. ·t,,,, ~.~;~ ,", · --~~ "· :. .:.. :·r;~-~~;·.:_:!1~ ~ 

s,hq_rt-term Hi.m1an .Re_sotirces _: :r~r:!l.J?,Or'i!.rv·"(ut:<;>ffrec;Qr.d ·a~ Examining an& certification· Cutoff.aftederrhination of ·; ·-" GRS·1~33f.(Nl:-<3Rs-02;t . ~e.riJp~r~r:Y:._t0.of! ~~~r. 
R~co~ds- £?~-0048-2013~0~~1 instruct.ed)n.the a~ency/bureau· R~~~rd~~E~~~i~~ti~~ -.-. - ~ . ~elated' ~egister ~r i-~~~nto~ or . i;~~ 33f). . ... ,• .....• termina~ii)n of'related 
0004 . . · re.c.ords ma·nual, or at the eng of . . AnnouricefT!ent Case " after fii')C!! action is takeri.pn the register qr inventory; or 

th~FYln whiCh the record i.s'. ,,· · Do~umeotation.F-ile~ ..<. . certjficai:e 'generat~d:by. case ..' 	 after final action .is taken · 
.~.., "·C·.';c'·..,.·~·/·" :._·· ' . ,·>·''·' "'. '~· ~~ ...~ L~ . ·.·~_•.,,. • •· ;."'~. • -~-
created if riO uiliCtue '<;i.Jt:off is . , ·.: . '· · .. ~. .· ·· . , · e>ca'r;ni~ing procedtires{·.: ·; 	 .. onth~~ertiftca~e ·. ·.~· ~ 

-. '.• ,• -' ' . '. 

specified~ Destroy 3 years after cut gerier.ated by case ~ . 
off. examining procedures> . . ' 

.• ,· destroy 2 year~.after cut ·.·
~ff· ·' . . . ·! 

Short;term Hurhi:m Resourc;es . Temp'orary. tuf::off recorp'as· · Examining ana ~ertification·· \ ·.·. ~' Cut of.{o.aft~r· t6e·date1ot'iwhich. GBS1::33g {N:1~~~0i';l Ternpo'rary; Qestrov:·2 .: 
Re~ords -.DAA-0048-2013-0001 instrud:ed'in th~ agency/bureau. ·. ·R~ords" Register:or i~v~ntory.o(~. ~ theregist~r-ofln~entot)tis .. · · item 33g) : vearsafterthe dateJs}h: 
0004. . . . . .re~;ords manual, brat the end oL eligibles ..•·..-: ,. . . . terniinated... ·~ . . . . whi~h:the regi~ter of. 

the FY in which the record is ' invento:ry is terminated 
• cr:eated if-no unique cut~of{ is ,·.; •·. 	 ,.· 

""' .··~ 	 • .. ~ ~ ~ -1 
~.'' .'- " ~ " 

' .·' ~ ~ .. - sp~~~fi~kb~strov''3v~·~r~ ~~e-rcili~·. ·, :' .. 	 ·~· ' ~::< 

~ff.· :_ . ' . ' 	 '. ''tl 

. ·. 

http:takeri.pn
http:e.riJp~r~r:Y:._t0.of


5hort;term Hu("Oai'):_R¢'source{; · :r~:n-rporar;n<:ut ~:#(~con{#.: Ex.amio]ng·aQ~fterti_fic~tibfi.,:·. :,·. .·: ·. GRH-33h'(Nl-GRS~85-2'' Temporary..Cut'bff .. , . 
\,.y~i. ' ~ • \ .., - , ,. " 1: , "' '11; ~ . . 0» t • 1"'

Rec<)i'd~- DAA-oo48~2of3~oool i;,s'tructed'i~.th·~ age~c\r/bureau. Recor'cts~.ir~tt~rs'-to;£ppiican'ts ·· •· ·-.. itenf34f)' ~-·~ ... ' ·; anriyally;d,estroy·fyear.'. 
ooo4 · ·- . . .. " rec~rds ma_;,u~C or at the end ot del')ying transf~·r pf eiig!~llitv .. · · · , :after cutoff , ·· 

. . · · the.FY in \vhich the re;cord is 
' ,, 

.. •' 

cre'ated' if no·unique cut-off is. . ' 
~pe~ifiE!J, 6~tr~v·~=.;~~rs ~fteLcJt~ ~··. 

; off: · • . . :__ .· ·,' . 

Short~term Humim Resources· Temporary, Cut o.ff record as . Examining ar:td Certification:. ·· 
., ..Records:. DAA~Q048-20~3cOOC>l in~tructed in the age:ncv/bureau · Rec~ros~ Cahcel)ed and ineligible annually, destroy 1 ye~r 

0004. ,. recon:ls manual,, or at the lirid of . applic9ticm.s for position~ fi)Jed_ · after cut off· .. ' 
":" ~ 

.' ;> 1he :fiY·in which ttie reGq~d-is ·~- · ·l. f(orn.9 reglst~r.~or illlieQtory. ., -<: 

.,.•. .·.·. cr¢ated'if'no:'unique'~ut.::o:fffs ;'· :·.. ··:. ·· .. · ::·.c:; .'' •· -~ 
i • . · ,·'

specified: Destroy 3 yea'rs after cut" '
·.· ...off.. . 

Short~term f!uinan Re~ources · · Temporary·.: autoff recorc;l as·.· Examining an.d Certifi<;ation Cut off after gat.e on which the Temporary. Destroy 9o 
R~tci.rd~ ~ o.kA-do4s~2oi3-ooo1 ih~t~ott~d in tne' ag~iicy/bureau R'ecbr~~ ~--Eifgible apP.Ii¢aii5ns:fqr;: • regis1;er. 9r i~ventor/is~' lJtem 33ll.[ei-Q(l!=!ll .. · .. :~ ·: .c:lavsAte.r te..~tnin~tid(l of. 
'" .~ .-,·.. ," . ~-,,,. ....', . •"~' ' ~ ',~~ ........ ·; ', _.. .',' 
 ";;·' , .•,, •. ·•" •.... •. - .•.. , •..• •.·•.. I· • 
OOQ4· :. ·.. :. i · records m.anual,"or ilt the E!nd'oF po_sition~ filled'frorrr(l ~~gister or · destr~ved:·:- · · '·._ · · . . :. the' register oririventory; . . 

. ' /~ ·~ ."' ' ' . ·: .~' . . ·.~ .. ' . 
the FY in whkh th¢ record is . inventory, including OF 612,' (excepfforthose 1·. 

' .· createc! if no unique cut-off:is . resumes, s~pp_lemental forms, and . application~ that rria~:he 

:: : sp~tifi~d,. De~trgy }years•aftl!!n:ut- ·a~achrrieot.s~ V:,hetl)er hi h9rd·copy. . brought.forWard tp ~ new 


,,r_ o~,' ·'",_c-t•;)';•_C)o':-;"{:--,•,",-~.,.<::"~~.!'_•,;:>:; ' 'o"\'-';c~-•0...., :·~," >•'":, ~::,';, J '' ' ' .~ ": 

. ·.·. off. .'•. .. "·' ·· ·"·· · · '·· ·;-;· or. electronidormat;, On;active .. ; ':- reglste.r•or in\ie~tor:Y;:if 
. •... ,: ..__ . -.:~~- }.'.·: .~- . . · .·. . re~i~!_e"f:~~LnY~Qf~-~.: .:~.:.;: . - ~~A;T ~,.,~:...~.~;·: ~ .. ·: . .~ 

ShorFterm Hl!rilah Resources Temporary, C~t nff recorcf as . Examining c;tJH:! Certjfi~ation None . GRS ;1.~3~1 {2) (Nl-GRS-0~:· Temporarv~ Cut off ; . 
~ece~cii':~:oAA~OQ4$.~20i3..QOOl I[lsiructec{in th~'agency/l:i~reay, ;· . R~9r:ds:.: El@ble··~p:plicati~gs for' ·. . l'iterri ~312[el:tyio]) •. ·.. . 81Jnil(llly, t:~estrqyil v,ear 

, ·-·"---:." · :;>•· -'.•·:?"'''" c'· -·-:---,• '•_:., ,= -· _ .~"' '.... "' -}:,._·"-, _• ;.,.:;t <.···l,,'>e- ·.. _;;.-"'~. ·~· 
0004,: ·. · i :-;' .• recordsmanual/or'attbeendof ".' PO$itions·filled·fromaregisteror:· . . .. ·. . '· , after ~yfoff,.. ,/;, ::-. '. .. ,, 
. · :' . the FY in which. the record is : · inve~to·~- 'ori lr\act.iv4:! ·r~giste~dr /~ .... 

. .. created if no unique cut-off is.. inyent.()r)t' 

specified. Destroy 3 years after P.!t.~ 
"~-~-, ,. ~----~ ·: • _ · :_-'1 ~. off. _·~...:~, 


Short-term Human· Resources . Temporary. Cut offrecord <ls'' :· ·.: ExamTiiiog'and;Certifiditiori . ' None' . GRS 1~3~rn·(Nl-GRS~02~~, Terriporarv.:ctitoff • \, .-. 

Records~ DAA-Q048-20l3:oo01 instructed in.'the ~gency/b~r~au. . Rec~~ds-lnellgible or.in,compl~te · it~m 33Yn) . ' _.. an.nda.lly, ~~st~ciy 2:y~ars 

0004 . ' . ' records rn~nuai, O.f aUhe end of . applications for:po~itions filled by ' 'after. cut off ' . 


• th~ FY in' which the .record is · case exarQinin~ . 
. ) '• ,: .Cir~~~ed'.\t~o ~~i~u.e cytcoff ~-- · ; .. · · ... ,, ·. ' ,~ ': ·'!!.":· . .. ' . ,_. ~· .. 

· Sp~Cif~ed. Des~rqV 3 ve·ars ~t:t:er,:~~- o' ~: ... .i· . . . . 
off: :.: 

http:R~tci.rd
http:i;,s'tructed'i~.th


•• 

short-yerm."Human.ges!J~~~~s ,... !e}"Pi:>~r,~~f.'/:::c"u!, off...rec?~d, a~, . ~~~@r~·~ryq:S~.~i~eation,·} :.: GR~21~~3n (Ni-G~Rs~o7-1 · J~mporarv. b.itoff ,: 1', . 

Records~ DM-0048~2013-0001 irist:ru(;ted in tne ag!'!r:lCy/bure;;~U · Recorcjs- Eligible. applications for it'e~ ~'3n) 1? • : ,.· ' •••<·'. :· ~· crl:tn~Ja'll~,4est~dy iy~~rs· '. 
ooo4 ·. . . . . . . . r·~~qrds. ~-anual,"or at the end of . {• positions filled by case examining aft~r c'ut off ·· · · • · 

·. 	 the FY i.n whkh. the record is· · ' •.. ~ thatei~her; are n~t referredto the. 

cre~ted if rio uniqt,Je cut~9ff i~ · hirir)g'qffici~Lor'cif~ r~turned tq the 


··- ..,.s~e~ified;Destroy ~.y~a~s;aft~r:~~,t:., exa;;{i_nir:1g. 9fflt~··t:Jy the hiring . : . 
, - , •' • • ' , , ~ ~ , • , , , , • tt , " ' , , ·, , -.. I , . 

off.. · •· · · · · · official. · · ' 

Short-term Hu·man Resovrces Teinporari{. Cut off record as .. · Examining and Certification None Temporary. Cut off 
Records - I!>AA-Q(J48~201~-QOOi i11struqed in th.e age'ncyfbu~eau Rec;:ords~ ~equest f9r prior approval annually, destroy 1 year 

"'• .. ,ooo4;:.? . . ·~ ; ·· 	 · records manual; or anne:~~ct of of persbnh~l ·a~io~* tak~n· ~y . 
• • ' > ,-'- ' ,, ._ -- ,,, '•. ~~~~:~:~~~~~·::,:~·· . 	;• .. · " 	 t~e.:FY in which·th'e ·retora if:' agencies on such niatte'rs as . • 


created if I'!O unique C';Jt-off is . prom~tiori,.tra~sfer, ' ·· · ' 


specifie~L Destroy 3 years aftf;!r.cut; rei.nstatement, or change in ·status, 

.. off.• >, •.. ., .. • •. · submitted by SF 59, bpM 648, pr · 

•;..·. . :'~; ~quiv;\ll~ri't~o~r!'. ·:..:'(<. :·<· .· · 
'~ ." ...... ·.· . , ~· 

SliorHerm Human Resources Temporary_. Cufoffrecord as 
Record~ - DM-0048-2Q13-=Q001 instructed in the agency/bureau , Records- Certificate Files, including 
OQQll . · . .. . recqrd~ ~ah~~l, or ~i: th¢:~11d of. •. S(3!3;, SF 39A;, Q~: eq~iv~lent, and al! · 
1 

• ; _;. '.: .~;.: "· !~if:v i~: ~h!~t1f~~ ~~p;;qjs:·':··t ,, pap~rs uJ?<in· v.thict(t'ti~'certifi,cation • 

. . . create(;\ if rioJ.I!'JiqJ.te.cuti<lffJ~. · wa~.base1{ _'· · ·_, . :. · ~ 


. speci~ed: Destroy3.years-~ftercut~ .......__ _ 


off. 
~hqrt:.tepn Hurnsn Resources .. ·. temporary. <;:utoff .r~corq as·· . . Examini11g and Certification . T~mporacy~ c4t.off .. 
'Re~ordsJ~ DM-0048-20l3~6o1 in~trui:fed)~i~e ag~niV/bure~u . ·. ·: R~~a·rdkc~rtifii:atiQn re<n.iest _·:.: an~~ally, destroy iyears

<\. ' - 'f' :: ~ • .-'' ' ... " 

ooo4. records ·manual, or at .the en aof" control index .. c~rtificate co.ntr~l . • after ct,Jt:off ·.· . 
tlie FY in. whjch ~he record is·· log' sy~tem .. Records of i~f~~~atlon 

·: · . ~reated if n.o unique cut-Off i~ 
·~ speeitied~ o~trov 3 ve~/~ aft:~t t;qt..:_ 

off.~"- ·>··· .-.:~.~·~·~,~·t,._. .'·> ).'"~::".·~·~ 

Short-term Human Resources . Temporal'y. Cut o'ff.record as · 

Records - DM~0048~2013-00,0l instructed fn the agency/bureau item 34o) 

OQ04 r~cords manual, or at the. end ot' 
 .. ,"' 	 ' .~ ..- ......th'e·F'i in whiCh the 'r~cord is 

:· l .t_:>·.j> ,·,). ' .:·~ • '•c·~. · .. ·--:_ 

> •
·.-;'' 	 created)f. no ·uniqu€! c;:_ut"Qff is . 


specifiect...Destroy 3 years after cut~ ·.·. 

' ~ . ' 	 . ' . 

off, 



shdr't.::f~rm,Hurnan:~~s9.wc§s:; i"emlJoE<irY· cU:tplf:r~cord-a~}-, ~xa_mining:~~d:cert!flce~tipn' :::' " 
~ecords·- of.A-"ooa8-20i3-·oo~1 instru!=ted ig.t~Ei ageric:V/.~ureau . · . :R~~drds~· Reho"rt~ of:~~clidof: < 

qob4: records manu"al, or atthe eod of qeh~gatec! exart1ining ~pere~tio'ns 
the FY in. which the recor9 is-. 

·.. ',.. created if .no. un'ique cut-off is ' .. 
·. ;, .. '• · . ·' ...ct· • ..·. · . • "C 

, . , ~pE)cjfiea.:.oestr<iv"3:years aft~r·cuf·. ""'' 
. ,~ Off: , ~:·-' · · · ~ ~ " . . . 

~hort.-term Hu!Tian Resources · TemY>Orar.,. Cut off record as Denieq Health Bl=nefits Requests Temporar.,. Pestrov 3 · 
Records - DAA-Q048-2013,-000l instructe.d in the ~gency/bureau 
QOQ4 ·. · · . , { : . . . · : records. manual, or at the end o( :·. 

Under'Spouse Equit')'- Health vear~ after denial 
: ,. ' ' ;· ' '; 

:·~ ~· ·. ·. · . · · ' the r:v.l~ ~~icn:tn~:re'i:ord·is . ' 
... · ·: cre~ted i{nbuniqu¢ cut-off is 

; :"\ 
.. 
~,_' .. --,.,. 

.,. J f 

specified: Destrov 3 years after cut o0 i.:__-~:f, ~ 
0 

• 

off. 
·, .., -·~ .. 

Shqrt-term Human Resources . Temporar.,..Gut off record as. ·.. . Deni~d He~ltp ~enefi~s Requests GRS 1-35.b (2) (Nl-GRS-~8 Temp,orar¥, Destrov 3, 
Re~or~; ~ of\A-0048~20l3-P001 i.nsir'Uct:e:a in'th·e'agency/oyreau·" 
ooo4·'.' ..: . fe~o~d(m<!hu~l; or at the end. of' 

Dr:id~r·Spou,se "Equifv'- Health . · 
~enefits d¢~ie<;l, a~p~aled to:6PM 

2-itein 1b2). - ·. 
.. .. :: · · ::: , 

· 
., 

vears ~fter deoiar ·; .i> 
·...·:~.' · .f, .:·>:t.:r.:. .:.:r·, 

the .FY in 'which the record is fbr reCOt:JSi9eration- Appeal 
. . created if .no unique cut-off is un.succe~sfl)l'' 

• · · .specifieQ. P.estr(>y 3years after cut~; ,· 
··'off~ · ·' =· · ' · · · · • · 

, ; ... :' · 
·.... 

• 

?,h!Jr:t:t~rri;l H~;~mal1:~.e~our(.~s::~ :r~()'}~q.J:?~o/..Cut,off.reccir.d:~s · .. · C.u;t.Affcw~-~~·S.!lf?~!:si9e<:J.9r(. . 
Records~ DAA-0048-2013-0001 instructed i11.the agency/bureau · oosolete. 
0,004 . . . . . . . re!=ords manual, ~rat th~ .erid of 

. . :. ,. . . ' .. .. tn,e:~i:!p.wh~chtre re.c:ord!s: ·. ,," ,r 

- ,• : 
1 ,':,' 

. . '~- , : 
.• ....:.. '\' . . : 

cre.ated if r'o 'uniq~e c:u~.:Off is':~ . ' 
)i~ ... .._ 

spe.cified.. Destro')' 3 ')'ears after cut
off. 

Shqrtcterm Human Resources Temporar.,: <;:ut off rE)cbrd .as· Federal Workplace _Drug \~ing None GRS 1-;!6c(N1-GRS-90-2 Ternporar.,:b~troy when 
R~cords :- DM:.004~-2Ql3~Q001 instruct:,ec!.ir .the ~agency/bureau··~· · . 

':-'·<·,cf ~ ?.,'\' ··<· !,.,_.~ '•,'';"~•,"·,"'·~·.·:,/;:-•,, ,,• ~-~ -~·:.·''~·"."(/-'".~'· _,,-'c.i 

0004.. ··~. .. .. . . . . . . · ... records.r:n.imu~l, o:r'(!t the e~d t)f •. ' 
Program Eiles~ : · , · ··'"-: . · · 
Sele~iorifs{h.edplinii:etQrds., ·: .~·: 

' \ , • • :. • '" • • :: '~ , • < 

'3 year:s·old,rsee hotel-(2) 

aM'r'iter:rl ~6e{2).J :. 
~ : :• ••<> •, ·,. •••• 

. the FY In which the record i$·. 
' 

.• -t---" . 

created if no unique cut-off is . 
specified. Destrov 3 years after cut · . 
.off:~·~.:.. ·• ~. ' • ' , .·,· 



~h:a'rt:~~r:nfHyrna~ "R~~O.urces.,_ :r~mi19ril!¥~ <;:~t 9ff r~cor?. ~~'?, ... , : f~8~r~r;vV;~r~pta~~'P.r1Jg }~.s.~i~.9\ ~; l:ut"'<>Tf ~fl d~te~?f!~~~: ~~tr{ · 
Records- DAA;-6Q48-2d13.:0001 instructed in the ~gency/bureiiu ·.' Pr()gram Files-'Re_fords relating to·· ·. " .:: ·:: • ;.;· '· 
ooo4 . '' ·.. i. . ~ecords ma'~~~l, 0~ at the en.<fof . the.collection and,;handling of. 

the FY in .which the. record is. spe~im~n~- Recor<;l Books .. 


, .... ·-'. ~-~ _.sh . cr~~_ted if ng unigue ,cJt~off Ls: • · · ' Sc> 


•. ,. ·• sp£;cifled.,DestroY3, year~ aftecsYt-: · · • " 
'off...::· :: .~ ·: · . ~:"~ , . ·' . · 

Short-term Human Resources - Temporary.. Cut off req)rcfas Federiil Work'place Drug Testing 
Records -·DAA-0048-2013-0Q01 instructed in the agency/bi)reai) Program Files- Record~ relating to · 
0004: .~' . · . · ·· · · re<;ordunaf1ual; oc e~t th_e e~9 qf t6e-~ollectior1 an'd•handling of 

r~·:.r:,\:;:,· tf;e,P.X:in':W,hiCht~.erecqr9.is . . ~:P~2im~ns~.c~aJn.?f~ust()dY. ::. 
.• . 	 crea~ed if r\o'urtique cut~off"is . : ; records . . ••. ,.. 


speCified. Destroy 3y~ar~ after cut~. 

off. -. 


Sh'ort:.terrri HLI_ma!J _Resourc_es ··.· Temporary, <;ut'off r~cord a.s _ . Test Results- Positive. Results- <:ut off when empiQyeelea_V!=!S 
> •,,,,'~~',''•, __ •)\-~ '•<,~ '>o 	 0 

' ,·+' ' ',, o,•',• "!' ...-,,'• >J>', ,",",'" •", 

·Rec'Oras·~ bAA:0048"2d13;-000i instruc;ted hi the, iJgericY/bureau· .· Employ~~~~:.:~:·~. · · · the a'g~ncv' · · :-: · .. ·. ·· 
• ,. • • "" • J ' "} • " ~ • •• " ", • "' .~. • • .. ~ , •' .• • . • • '· .,0004. . - records manual, cir.(lt_ the end of 

the FY in which:the record is· · 

created if no unique cut-Of,f is· . 
•"' .. -. · ~pecified, [)~W~Y _3,yea~s'after-<;:ut~ .... 

. -~ ,-~; off;·~~.~:::·:o:·~'·\>>'"\~ .· .. ·.:~· __·:·, .·..!/.·"/~:··· ~·· .... 
Shp_rt-term:Hum.~m R_es9i:JrC.!!S.,;., Term>orar)q::ut off record as.···.:.,:: J:_es_t.~~~~!~~'P9sltiy('!;Res_ults~. -•. 

R~c~fqs ·~ i?AA-0048~20l3~0001 instru0:ed_ in the agency/bu~eau Applican~ not atc~pteq for '•: 


OQ04 · . records l'l'lal"]uid, or Cltthe.end of. ef!Jployr:nenf' 

··• the FY ih which 'the-record is · · : 

- • ·~ .. "· c;~~ted ir ~~ ~ni.q~~ ctrt~tris .. 
 w ~••~' ' 

. spe<;ifi-ed. Des~·roy 3ye~rs.after cut

off.· 
Short-term Huma·n Resources · Temporary: Cut. off record as 

• ••••• •• _J ·:.Records:~bAA-:oo48~20l3;-()00r instr~cted in'tti~agencv/burea~ : 
" :- .,· '+ -'.~., > • .;, • .. ,::-. '' ~ -"__,_._y \-, :. ·~ - ;·,.· '"~ ,' :!: ....: _;. .. "': ·,." '·:-.--' ~- :~::--.~"·· 

0004 · . · · ·· · · . rec_ords manual, Qr at the ¢he! of 

" · th·e fy i~·Which the rel:or.d i.·s ~" · 


created if no "u~ique cut~off is . 


. specified. Destroy 3 yeai:$ after<;ut
' .. ,. · ' ... .. :: .' of(_ .• .,_ ·· · 

GRSY?!'id ·(1) {I\U:-GR5-'9o· Ter:nppra·r:v: pestroy 3 -•. 
' .' •. ;~< _,.,• ·.}<' ; ''",_" ~ ,_, "<{!',"-". ,1· ~~· ~~· _'i -, :; -
2rt~m'36d1)··. ~"· Y.E!ar,saf}e.rq.ate<;>flast • 

, ~ntri/. [See nch~ (2) after 
. item 36e(2j.] 

"' .. 
-·. 

' ' 

-.... ~-
r.,i. T 

GRS 1-36e (1) {a) (Nl-GRS Temporary. Destroy when 

9~~11tem.;3~e?"!=!l, , i:, .: emj)lqye~·lea\es,.the · ~.. · ._ 
~ · ' : · :' · ' · ·· . agency.ot·wn~e~3 y~ars ·. ·

old, wliichever is Jate~: 

, 

. ~. 

"'''• 

. f 

' 

; " 
• :~ > ''· 

GR~.1~~:6_e(1)Ab).{~j-::~.!!S- 'f~rilp_o.r~f-y.;,._o.~tr()v:wheri. 
98-1 item 3Ge2b) · 3 y~ars oiC:f [See note "(2) 

~ft~r item 36e{2).] 

·'F 

GRS 1-36e {2). (N1-G~~98 Terilpqrary. ·Destroy when 

i item ~6~1) 3 yfi!ars qld: · .·. 
. ~ . ,: ' 

- .,.-,' 

., ' 

http:tf;e,P.X:in':W,hiCht~.erecqr9.is


Shor}'-t~rir}i~ft1q.iJ:R~.sqiJr~~s·,;,; ~~[O.PQra{'(~'!(off:r~cof? ~f''" }· 
Records·~ DAA:-0948-2013~0001 instructed in tlie agencY/bureau, 
.0004 · · : · .. · records 'manual, dr at'tnJ end;of 

. the ~'(in which the record is : · :" . 
. ,··. ': created if rio uniqu"e cut-o~ is .. '. : 

' ·_ ' ~~ ' " ' ' " ' -""' "" . ' l' . ' -r c 

~pedfJed.:[)estroV 3 y~ars after·cuf:-•.
·off;:.: · -~~:: · ·· :·. ·:•: ··:.: ·<: 

Short~term Human Resources·. Temporary; Cut off recorchis. Retirement ~sistance Fil~~ 


Reco,~d~-. DAA~P~~~O'l3-DQOl lnst~~ci:ea. in:i:~e ag~ncy/oureau :•;, ; ' :~.·· 

pd64·:/ '· ··· · ·..· re'co;ds manyai/or at\he·e~·(t~i· · · · 


·- the FY in which th~ record is' 

created if'n_o unique cu~-off Is 


. ~P.ec!~ied. Destroy 3 ~e~r§'af!:e~ 'tut-'. : .. · 

· off.: ;:~. . . :;;;~; . . 


'" .. ; \ "·,
,• ._, 

.\•," 

. ~!JfQ.ff_oJ1Jhe.<l~.~e:o(~p~r9v<!I. §R5)-41 ({•J1:G~~9?=,2)~: 'te!!{P.qr9_r:Y.?Q~stn~v 3:.· .' 
~r upon completion df ~he . yea'rs.fol!o':"ing the date of 
relevant. service·ilgreem~nt or ap·proval or upon 
allowqnce, which~ver'is later·. ·: completion of the•relevant 

~ ~".,._- ': ...:,. ;:'~j;·:c:"· .. :~ _,; .'' ~ ··~· :.- .. ser;vke agteemen~ ~or~,:·.
'·.· - ··c;_ :·\_, ", !" ~,.,.. ~ . , 

· ai~()Wanc;e,whichever is · 
later ... 

·' 



sn~rt-~~~rrU-ium_ani~es'ources _:,:· Tef!lpo.(~rv?,ctitp"ft rei:qr!;l ~-~ .~;. . ~lferr,i~t~~W?~~i~~ ·~ecof8:-·;·.~::•.~:· 'pi,l;'fqt)t1~-~:6:~;5>f~~m~.~~vee.'~, ~RS +~42~ {N~~G~~-~7} . 1eJ!lpori'J·ry:,·p~str:by:l;year 
Records~ DAA-b048"2013:oooi instr.(.lcted in theagericy/bureau·, Apprp;ved requests or:applicatiohs: participation il'\.the program • item la) . · · ·. · . ·· . ~fi;er:enlof~employ~e;s· · 
ooo4 . . . ·. · ..· .· ~- reco;,ds mimua-1, ·or at the ~l1i:l bf t~ par:ti~ipate iD a~ ~_lternate· ·. · ·. ~ · · · . · . ·. · - . · · · · parti~ipatiqn:'r~ th'e. ·. 

'. the FY:in "which th~ record .is . . wo_rksite prpgram; ag~eernents - program-

... <. . . c;eateo Jf. ~g,Ln.iqi.lefut:<'ff is : .. ·.. between th~ ag¢hCY: a~d the-~ . . .,. . .. ~--. . ···:' 

··' ... spe~i~jed: ~~tr,oy~y~ais.aftE!f:I'Lit~ emp.tpy~e~:"and.r~~?f<;l~r~l~tin~t~.. · c: :, 


- . . .. off:·.' ' . . .. ": -·. . . . . : ". ' the iafet.; of the worksite, the' . 


. installation and use"of equiptDent, 


• ' ' 
_:~~{-

z~ 

~ ·,...,).-·~·> <~.;-

Short-term Human Resource_s Temporar:y .. Cut off record a~ ,; . . Alternate Worksite Rec,orp~- .. Temporary.. Destroy 1 year 
Reco~C!~- DiA-Oo4s,20.13-o6o'1 instroi:ted:in'the ~genc:Y/oi.r;eau ." · · Onapprovep r,e~u~~ts·· · ;3fter.~eqtJ"es\ is;reJe~ed ,: · 

•• ~·-.: ~:·· .J , z.~ .· ":~ -,~ .., ~·· :· ,,
ooo4 .: . .: ..·•.. 	 rkco~cls manuil, qr at the end ~f ~ ,; 

theFY.iili.Vhich the record is.,.: 
.treated if no unique cut-off is . 

'· s~ecifie~~ Destroy 3 ~ears..aft.~r; c;ot~..
8ff:··<":" ~> •' ,• ~- )·~i~·... /,'!' ··~·~;~·/,~ <~: 

?hort-term Human. Resoun:~s,. Temporaiv., 'cut off reconl~s :.. ~:,'.. ... Altetn?t~ Wor~jt~ Rec9~~~~ Fgr_nis; t\J,pne _:_ ~-~ ·.:.. :: : . 
Records -·DAA-00:48--20l3-0001 instructed in th.e agency/bureau· .. ' and·other records generated.byth~ ' .. ,\ .. . 
00Q4. . '.. ,;. · . : - .· .:. . T~!::Qrds man~~l, o;.atth~ endo( .. agency pr the participating . . . "· .. 
.:/~ •" :. . ·'· · · ·· · · ·• , · tne'.FY in·wfiichJ_Iie record ·is- · · .- em~J6vee evalu'ating the alterr?te 

,, . . . creat~d lfno.'un.iqu~ cut"off'k .::· '. w~ri<Site p'~og?ain.. . .· .... 

. > •• • • ~pecified.'D~stroy~- ye~rs after ~u~~- . 
off. '•t' 

,:•, .. 	 ', .·Short~term Human. ~esources Temporary. Cut off recoro .as ·. Leave Applic(ltipn Files- If None GRs 2-6b (Nl~GRS-92-'4 ,· Temporarv:J?estroy <Jfte~ 
~ecords~.oAAcOo4s~2Qt3~oool: inst•ructed in 'i:.he age~cyibl,lr~al[ -· · employee: has notinitial~d time: item 6,b) · · · GAO audit'or ~hen 3 years 

• •• ~ --7, • • •. 
\.! "'·~ • ~ ,• •.0004~·:: .. : .. ·-· ...·. :·.·:: ~;:: ;' . -~eco'f(Jsfn~nJ~I, ~r atihe e:na of.· .. C,ard. or~:~~~i~al~~t: • . .:··.;<•;':,:•. 	 ,'i<. ft;·, •. , -. dl,d,•l/.[hicpeli!'!r·i§.'soqner · ·. 

! , > ;-,_ L' '·.,:._, r L :~
the FY in which the reco.rd is 


· .created if no uniq~e cut-off is 

specifieq. Destroy 3 year_Sii'Jfter cut" 

.-ff·.·.(_.. ' ..... :' .• ~ :" '• 
0 - '"" 	 -1, .. ' :.~ ' •" . 

.J 



~ti'9.rt-term:~um~r\'l~~:;gytfes,: · :rerriP,6raryi 'St,~fotf:r-~~9r:d:as 'l -~ ;~.. -~~~v;e.;,;~~~p[d-:_cr~atip(?~~~ry.. : G.~ ·~:9b.!~l~G~?o9;?~4, ~ ~e~gd.ra.rv..p~~-~~Y ~-~er· 
· Record~ :;pAA-o0"48"2Ql3:Q001 instr'u(:t~d in the agencyfi;Jureau(;, copy, when ...maintaified : .. ·. ' :·'·'. > 3_.yea~s old · '·"' ~~ :· · · · 

Q004 ,; · record~ manu~ I, or at the. end ~f · · '· · :.;; ., ·: . ' 

·. · the FY in which the record.is 
..:: . . cre~ted ifn6" unique cut ;Off is.' 

s~e!=ifi~c;J:·D'e$Jro~:3'\t~a.r:~:aft;ef.cut
off. · · · · · 

Short-t~rm .Hu'man Resources . temporary. Cut off record as Temporar'i.'Destroy after 

Records·-· DAA-0048-20:!.3-QOOl .instructed in the agency/bureau GAO aw:litor when 3 years 

QQ04 ·" · · · ·· records manual,' or at the end of old, _whichev'~r i~ sooner · 


,,• 5> < I "'~ L " x:> T .. ' 

the FY in which'Jhe record is.:·." 

.. ': . ~:r~ated'if ~0 uni~u·e:cuf~off.ls 


. specifi~d: Destroy_3 ye~rs after cut ' ' 

off. 


S.IJprJ:-:f.~rrn l{umar:i.Resowces .. "T:empora.ry: Cut off record as. · . . Combined Federal Camp<lign arid ..• None GRS 2-lSb (Nl~GRS-!iJ.~-4' Temporary. Destroy afi;er 

Re~6'rds ~ l)AI\~oo~8~2o134Jocl'l' l~s{ructed in':the ~g~rity/bureal.l,; ' btli~r Allotment ~uthoriiati~ni.. : •. !t~!ri~ls6{·;:· ... · ·:. ... t .• cl.~o ~~dit6r.~t1en ~- v~ars 

OQ04: .. '. . • ··-. "' r~cor~~·~l'!nu~l; or'at th~"end:df" · · '". -.". ... · -~:. ~ ; ·.. · · · , · '/.· qld~ ~hit:I1~V'e~.is :soon~r ,.. 


. . . 
the EY in which the record is . 

·-,· 

created if no uni'que cut-off .is. ' 
;, :_, 

• - ~ 1spe~ified. Desttoy·3 y~~lr's ?f.te~ wt: 
~ff:< ~.FJf:~ ,~ :f' ,• _,:' .. :-~·.,-~·-.. -':,)'~:~:;~):~--~ <; . "

·, 

';;; ' ' .~- ·,· 

~~<Jr;f:t~(n'\,_Hu~rj)a~.Re$C!urt~s Tel}1por,arv:~Cut.off r.ecc:ir~;Cisc-· ~:~·.oc, ~~l!'(a.nd Garois_hrn~ri~~f,il~-~ ' 'c:.t~(o.if~~~~n,~CI~!ii~tiil:J_el}t is:,; \ ~~21i§Jr:Jf:~~s-~~2~:: .;.; :f~.nir>or?!Y:~pe~tr,~y,3 -~ •; ·-. 

Records-· DAA-0048-2013::0001 instructed in the agency/bureau · ' · terminated . .. . · .. . item 18) · · . ~ yearsaft·er garnishment is 

ooo4 ' . . • . record!! .man'uql, o'r at t!J~ end ,qf.' . ' ... ,•-

· the F.Yin which'the'record is·· : · ·. :·:.· · · 

" . . , ~r~~ieXif~·o :~iliqu;e ~u~~ff is. '.
·: 

specified: Destroy 3 year~ afte~'cut- .· ·. 
off.. · .: . 


Shoit-tl;lrm .Murn~u1 ~esources · "Y:emporary. Cti(off recor~ca~ .. ·: Payroll Systern ~epp~:Reports None GR~ 2-22~ (t-!lcGRS-92-4. · Tempotary. Destroy wht;n 

Reco~ds ~.DAA-0048:~2013-QOO:t lristr~ctea in the age'n!=Y/bureau·' . - ~nd data used.·fo~ ~gepcy·workload item.22b) .· , · 2ye~rs ojd . . 

'-::~~ -,'<'-.::~·~--~~~\•;'--~,._,":.,,,•-; ,,.·:~- ,""'>1-.·,L_-· ';.;" • ••>·"L•.,·_,~·'·:i"-"'.'J ~_.,.. '"1,' j-''•2:.'-,-J<,_"'--I"'•' ,••!:, ,<•'.•,,;, 

0004 . . . . .' .. records manual; or at the·eno'of".: - and or personnel management'··'~ ~ ~ ~.;, ': 

. the FY in. which t~e·rec~rd is · purpo~e~ . _,_. . .. . . · 
 ·,. f 

created if no unique ~ut-off is' . 

specifi~d. Destr~y 3 yea~s after cut-· 

\' 


,;. ._, ·off" :.. ~ ,. , · · , · · · · • 


http:l!'(a.nd
http:hit:I1~V'e~.is
http:T:empora.ry
http:uni~u�e:cuf~off.ls
http:record.is
http:e~gd.ra.rv


shor:t.'te~m.Hu~ap R~~9.u(~es...: feH11iorarv:.c;uf9}(ref'9q;l_~s~·:.: ': P:?yrot(sysi~m Report~~ R~i:>Orts .... · NQn~ -~ ··. GR.S·.f~22c·(Ni.:GRS"92"4 ·,;, T~rli!'lora)'y. [)estray· after .. 
Records.-·o.A.A~0048;2d1?-000'1 in~tructed ih th·e:agencyfbureau. •· pr~vidi~g fiscal'i~formation o'n·: ~ , - ·· --~- ·' ft~~}2:c) ::~::_. ~ ·· ·. '~ '':>' d.A.p <l'ucii{~;-vSh~-~ ·~ ye:~;;
ooo4 · · ·· · r~cqrds manual, or- ~t the end Cif agency pay.r0il . .. . · · ol~, whichever is. soone~ 

th~ FY in which' the rec~rd is' . · · 

~: ·. 

Short-t~rm Human Resqufces T~mporary.:tUt off record as- P.ay~oll·(:l1ange Fil!=!s- Copies subject None 
R~cords-: DAA-0048-2.013;0001 instructed- inthe agency/bureau • to G_Ao audit,· · · 
0004 . ._, .... - · re~ords m~nual, or at the··e~d of 

., -; .~· :the,FY i,ri WnrCh-·tn:~ ;e~~rd~i~~~·~l: 
- .: .~ ' 

·" • t 	 '' ,c- ·; .: 	 ~~ created if no unique cut-off is . ,:· 
•':i 	 '·.. specified': best~oy3y~ars aft~r'c.ut: 


. off. . . · 


~h~M:-t~rm Huma_n Resources.~. ~E:!mP?ra_iy. Cl:lt.<:Jff recq~das .> ; Temporary. Des~roy when 
Ret~tds :-pM..-oo48-2a;t.3-ooch instructed fn the ~gencyf.bdieau' · · 2 years old. : ... , ·· '-·" ·.,.. 

~ ··"::;,\_,: ,," "'" ·.. " -~ . .·' ·~~· 
0004 ' :· . " ' . '' . ·~ecords manua't, or at ~he e~d at. "'· .. . ~ ."""' 

the FY in.which the record is 
created if no unique cut-off. is · 

) ,. - ~ . ' ·. :~ ..-. 
· specified::De_str9y 3 y~a~s aftfr.cut-. 


~.+ ."i ·~ff.;·-.>··, t!.~~-"' ·,--,{ -; '~~:: ~ __ "'-~:·~·::·.:~. ·:i~~ ::~".. 


s_ho~"!~n:n l:l~,I.ft1~fii,~eso.~i:c;es... J.erTiporar'y: cl!r<Jff.recor_g:as ··,.7 :..: 
Records~ D,AA-0048-2013~0001 instructed in the agency/bureau 

0004 ·-··· :· reC:ords rna.nual, or at the' enp of 
. . . ~-~ th_e fY'ir:r~.hi.~h .t.h~ r~~?rc!'is :. . 
' ., . . . ' created ifno uriique cut:Off ls:< ,: . _, '" ~ 

· specified. Destroy 3.yea.rs ·after cui

off. 
Short"terl11 Hutnan Resources · Ternporaiy. Cut off tecord as·· !-lousif'!g Maintenance and Repair.: Cur off at end of.FY in which unit GRS .15-2a (GRs 15, 1953, Temporary: Destroy 3 .. 

Re~or,ds~.o.A.f.-oa4~~2o13-0Q01 iri~truct~d in.the ag~ncv/bure?·u File~: Sumrnarv 'card or.lec:lge~ · : is clc;Jsed .to tenaney Q.~lea~es · · · ..' fiscal y~a~·followir:~g cop{ 
ooo4: ' ~ ' . ' ·~: . ; i ' <: . ;'.. records :rian~a!'olat th~·~rld; ~f r~iora · ':· ::.·;~ ~· :·-:"{. . '·· · ·';.:/· ageni:v controt. ·-:.:· -:::, . ;. ·in,wnich unit is closed tQ. 

, • · :• 1 " ~ •. . , , . I , , • 

the FY in w.hich.the.retord is , · •. .. ~· .•.. •·. < • · • 	 ;~n.~nt~;o·r;i~~ves. ~gencY. 
created if.no unique cut-off is. ·,' 

-~ 
control 

, specified .. Destrov. 3 years aftercut
,;"·"':<.,!:off•. ~ ~ :~·~ .·· . ·,. ·.. ". ~ ·... ~ ..... :_· , . ", " ' ~. '" .... . ''- .. 

http:3.yea.rs
http:aft~r'c.ut


Shott~term ~~JJian ~~s'!"ur~e~.-; :rernporapt.. C:Ut:;o,ff.r.eco.ril.~s-, :; ,:,:. Hou~if1i. ¥~-interiim~~e!ld~~P~)r,.~~ ¢,Lit 6ff A~1~h~-c),fFfin: 't'llich~·- -.•: GRS ;15-21:i {c;JRS 15; 1~53, :f~i:n'Ror~ry.'-O~s):roy 3 ·.. 

Rec~~d~·- DAA-00~8720l3-000~ lnstq.J0:f71J. in:ttJe ag~ncy/bureau '-' __.ewl_a·.ot~-erkd. opra,dpee.rrssy. u ·vlseit.dlo_nn~s;.:::. wq~~_i~;~·o .:·'.•',: .{ :.:. ,,~· it~~'ib):'". '. ..,~ . fi~~~l ~~ar~:foJio}'fi~~ ee>~
ai=inl_esd·r: rn:~vq ..:nr<1 


0004 . . ~ecqrds m~nual, or at.i:be end of 1 0 1 1 in which work i~done . 
tbe'-FY in whiC_h the. record is·. ~ ·repair and maintenance~Wotk ·-,) ~· 
c~~ate~ if no'(iniciue~c~·t-off is ·. · · • 

·e ~p~ci.fi~d.;Destrgy 3 ye~l"s after'cUt'". 
off.. ·," . . ". "' ~. · ·, 

Short-term .Human Resourc~s Tempon;try. Cut off record 9s • ' 
R~cords: DAA-0048·20i3-000i instructed in the agency/bureau 
00_04: ,. . " ::. records manual, or_at the !'!no· of: 

·-·-·.:.<~· ~ the P'i' in·wnichthe·r'e"tord is: 

' ·c;e~fed if. no- ~niq[Je ~\Jt~ff is... 

specifi~d. Destroy 3 years ~ft~~ cute ... 
. .. 
off. 

ShorHerm Huma_n ~eso~rces · Temporary. Cut 6ff-r¢cord as ·. _ GRS 15-4 (GRS-15, 1953·, ·. Temporary. Destroy~ 
·)• ·' '·, ,,_;; _; '"!"'· ·_ .lr'~ .' • :'· ·'---l ' <,.: · _ •r -" • .',: _ , .;' ,;;: / ,.,._ !t .• " 

~ecords- DAA-0048~'2013-9001 instructed in the ag~rity/bur,eaq.>· · leaseis,;jr.,;.:.•i •. 	 .•' · it~m-4)\-::,_ •:',; .. :• ..._. flscal.yearsfollo~\ngEbFY 
: '',:··.:·,_, ~--•. ;_'· ;'"' '1!, "' ,, ,-:•.• :,,'·.}.-;. ,, ·".<.t··· .'" .._ •"'<·····~~(·.~;.;",,..~-

e •ooel4: c: ·: .• : .- "< : r!'!!=;ords rnanual,.orat'th~)nd bf . 	 ' tep;nin_at~q/laps'ed/¢ancell~d; or .• ih which (a) lease· /,: ..e :- ·: ')' 

• : e •• ·· the FY in Which the record is 	 termination, Ia pie, or 
created if no unique cut-off is. . •,. cancellation occurs 0( (b) 

··- .sp$_cified>'.D~stroy 3•YE!~r~ ~ft~-r 'cyt~ litigai:io·~ is concluded, e 

"' t ~ -. ' ' . . ' 

off·· ;:.':- · ',_ '"·- :.· · 	 whiChe\!e~.·is.;later,•:; ,, . . .
'' ' ;, ~ ."·.<·~·~,>~~~~··~:~:~~~~; ·~ :·~\.:H>~. 

Short~term Human··Reso_urces-· Temporary, Cut. off record as Housing Assign'mentand Vacancy . Cut off at end of FY in which uri it GRs·15-5b (GRS :).5, i953, Temporary: Destroy 3 
Rec~~ds ~ pM:.0048::2o:l3-oQ01 instructed in. tbe agency/l:!vre~u.. · C<!rd FHes- l~dividual'ho.usi.ng unit .. is closed to teria_~qi or lea.ves. · item 5b) fiscal, year~ aft~r>EOFY in 
0004• , .. • , ''. recdrds:manual,.or-at.theend of··: Ca(dS. :_: . ' ~.: . • ·.. .· .· ' agency control> . < ..: ~l)ich !init is di;>sed to · .. 
?~->-·""".;,.:._:-,.·: ,.. e ,~ • :~ -~· . .,..: . ;;:· _: :>_,·- ~:·· _. : _t; ~,.~-~ ·-~; ' ""'".. .-	 :;: 

, •, ~ the FYin 'IJtiich·the reeqrd'i~ · ', 
J 

.- ,-, . ,,1 :·>."<: , • " ·· · · · tenan~Y-!?r ie?~es.agel')cy 
· contrdl :·· - ·:<- ·.. ··created, if n.o unique cyt:.Off is - . ·., 

.. specified. Destroy 3 years· after cut-
',. 

,; , · ·· '_.oft:. .::· · · ·· ··-
ShorHerm Human Resources Terr]ppracy. Cut off record as •·. :- Housing Inventory Files ,·. Gut' off ~tclose of fYin whic)1 · GRS 15"6 {GRS 15, 1953,_ Tel'llpbrar:y. Destroy 3' 
~J~Mdi: ~M~6o4~~io13~bo1· Irist'r~cled'i~ t'he ~ge~cy/b~-r~~ti ~- · , ··.·· · · · ·· - , . ihveAtor)l is superseded·./: "item 6) •· .... ·-,.: ·. >"... fis~a!y¢ars~Jte(f!oseof 

' .. . .-~ ',; }'~ '" '. . ''' . ..
0004. .·.- • • ~ ., ' ~ecbrd; m~~~al; or ai the. ~nd of: 	 . ~ . fiscal y~arin whicry --.> • • ' 

' .. 
the FY in which the _record is .: iny~nt?rY.is supers.eded 

· ·created ifno unlque cut-off is 
:· ,; specified. Destroy 3 years after .eli~~ 

~ ~·; '~:~, ~ff!~-~ ':~·:_"'::/' >' !i ~. ',/ > \ .". ',,_ .• :' ',';~ :_, >_ ' 

http:iny~nt?rY.is
http:FHes-l~dividual'ho.usi.ng


Sno.rfiterm:Hurnari R~squt<O~s,":.~. TernROfla:~. C~tFoff r~GQf,~ as . ' ' ltM~ng ~pplic~tioniil~i" ~ejed;ed. ·~\ltoff o!J:da_t.~,Pt r~j~~tion :, GRSJ.fi"'i.<l'(~Rs ~S.;t9S};; Temp.9r.ary.: ~~YoV+ye9~ 

·:-~P.'Piic~~!brtiie:s · ·· · · , ~-; · 'f · · ., .. · ··: "·:·:
Recci"~~s'~:oAA~oo4S~2013~oool r~;trucied i~ the· ~g~nc:Yibur~au: · item 7~J.' .: · . · · . · :·. trdr:n ~i~Fe ~t rejection.;__ · , •• 


:0004 ~; · . records manual; or at the. end ·;f · .; 


. the FY in 'which the record is 

i:~eated i(no uni~ue c(;lt~off is > . . ~ ,,'' 


ip~dReci:. :oe,stroy 3. ye~r~ ~fter ~ut~ 

_off. " ··, 


Short-t'erm Human He~ources.'. Tem.porary. Cut off record a~ 

' ."· 

Recorc!s -: DAA-0048-20:).3-0001 instructed in the agency/bureau 

0004 . . ~;·:.· recorpsmam.iaVora(tne.end 6( ". 

;~-.:~.i th~:F-Y.in.which tfu~r~co~dis:' /.·..~· .: 

created if,no:.unique cut-off i~ ·. .. 
., 

'·'specifi!'!d: b~~t~oy 3years afte·r-~ut~ . •,: .~ ' 

off. 

~hort.;:te.rm !"'uma[1 .Resowces .. :t:empora_ry. Cut off record as . :. · ' Review annually. Cut off when · NC1~22~78:1/l2 ADM I~ Temporary. Reyiew . 

Rec&'r~~ ~ DAA~b48'.:2o13~oobi in~tructed:ih~tn'e age~cy/buniau .. s~~:~rses~?-Or.ob~ol~te··•/·: 1r .:· rs'3:i: ' " 
 ~nn~ai!Y·:~~~-~?X~~~n · 
ooo4 : ,· . . ' . . ; . ' ·'. 're'~or.ds.rn~nual, or atthe ~nd of · obsole~e,s\Jpe:r~eded, or 


the FY in which the record is when it·ceases to. ser\/e- . 

; . ' 

the puq)os17 for which it · 

termihqted, dest.roY 3 
years after cut off. . . 

~ ...: , ~- .. - '" ~ '•" "1
' ,·, 

·. 
'•-c • 

e '1-s"""h_o.:..•~,..."-te""'·r-m-..-H-'u.,-m_a.:.._n-'R.:..es,.;..:..o_u_rc'-e-s-lrT.:..e.:..m,...p_o_r-ary-.-C.:...ut_·_off=-'r,...e-co-r-:d:-a-s--'---,_-tV'---o-lu-n-te_e_r_P_r_o""'"g-ra_m_A_d-:m-:i-n-is-tr-a-ti_o_;_n-t:.N-o-n-:e---::--:-.,...-.,.......--...,---f-:N...,~..,...:0-2-~--Q-.7h-e-t-....:.:.....:....,,....""'.- ..-:·- ___;__--'!
. .:..· .. -. __:__ 

Record~- oft.A:00.4S-zoi3-0ool instrt.i~~d int.he agency/b~r~~u· · Files ..· . · . . !49 · . .. ·~ :. · I;OFv, d~stroy3·ye~rs a~~r 
, ~· ·• ,,:·, ,.,.,. '::: ·', ·, -·:."' • ~- ~ -·';.:;. ~- ,··k . ·~~-~-.- ~.* ~.- .· ..,- ·'",/."'· ·~·4·'·"~·~- ,~-· ~ o, .. .• -• .. 

• ;l '• r,0004. <'. . ' '. •. ' ;' r.ecord~(rrja_ilu.al; or at th~ ~.nd of':. ,. -· ' ' ., •'. ,_,.. 

the FY in _whicli tlie.record ts: , 

creat~d if no u'niq~e cut-pff is· . 

specified. Destroy 3 years after cut

... 7 ... :·~ '\, ' '•· at( · · · · · · 
-~L;- • !::',.. . ; ~ ..:.:> /i: '< 

http:r.ecord~(rrja_ilu.al
http:hort.;:te.rm


Shq.if~t~r~ 1-!Ll!llafl 'Re~9~rce~' : I~r:iip~ral)ii;~t,!foff t~?O~~:as {~. ~n~uaJ:N~~J~:na~~ta.tus":of:tti~-. .. . <;~off ~f):e~fi11a! repo~,.i~. ,. : ~: N1-Q27~~-01/03b ··i .-· ·, Tempprar\IJ:u'totfaftet
< ··: 

~ J \ \ .. .. "" • ' " • : • /''l " ,_ • ' ~ .. :~~ • .. ~ 

Reco'rds :. DAN0048".2oi3-aoor instruct~C;i in.t_he_iger:ipi/bureau -~.": Voli.mteerProgram Report F:iles:. b. complete~.. ~~ ~·:... ·:>:·: • · ,· ;- "" · .. ' ..' . : final report. is com'Rieted.<~ 
• • •.0::. 

bbo4: . < .·' reco;ds man~al, pr Cl~ H1e end 6f ' voiunteer Program R~port Files. " .,; < DesVoy 3years afteL . , < 

. the FY in which the record is·. Backg~ound ah"d reference. . cutQff. . .· 

c'n~ated ifno ariique cut.-off is : ~ materials used to create th~annual 
, ..... , sp·e~ifi~~: Q.e~tr~y;3:y~rr~·.att~~: cQt- ~plynt'eer,.Prog~nuR~~$?rt.f;;~. '· 

~ '< ' 


~ '~ff."· ""' < ' < ' • '. ' < ' 't '•' . . •' 

. .. ,. ~ " 

sl'iortcterm Human Resources . Temporary•:· Cut off recoq:l as Firefighter and Law. Enforcement. Temporary. tie_st'roy 2 · 
Reco.rds:- DAA-Q048-2013~ooo1 i~sfr~cted il}:the agency/bureau Retirement Team (FLERT) F.iles- year~ ~fter position is. 
0004 ·.. .. . . . records manu(! I, or (ltt11e·,end of. . Standard Position Descriptions Files superseded abo!ish~d or deS,criptio~ is 
'·:..; "::':/ .· tn~FY·irfwhith'·the record is· · • :::,;. t:; : · ' . : ,<:, · """· · s_u~el'se~ed~ 2 :.r:>" . . .• ' 

. ' ; ·,. ~· ·. ~, - ~!.... ,', .. ;· ,'•" ' " '. "cre'at-edif-rio.u~iciG~ i:~t-'ilffls ····-'· t .'. •• •• •.• •.•• •• ;,·•. 

sp-~c-ified..Destr~y-~ yea~s after~ut- ·: · . · ·"' .· 
. off. 

Short-term Human Resourc~s . T~rnp.or<;:~ry: Cut' off record as ·· Eirefighter: ~nd L.aw.Enforc.~men.t . Cu.t gft Wh,eri.pqsition i!! . N1-048-06-02,Iterli · · Temp~rary:. r:i.estroy 2 : ' ·, 
R¢~o;dd ~·oM.:.Oo4i~2o1"3'.:0oo1 inst'rdct~a in til~ ag~niv/bufeao Refiternent.Te~m '(FLERT) Fiies~ ·. ~' abblishe9:of:'desctipti<in is 3io_tib -' ·_ ·\·:: ::· ·~::,: . . years after pcisitio.n is : 
ooo4 • .. · -: ·. ' . . . . . , recqr_d~·n1anual, or. at. th,e ~nd. ~! . . Nqn~staridard ~o~iti6~ .De~cilptinn~ ~uperseded • ·:: ' . <: ·: . "•' "' ,.;.; ·:···"- . ~b~llsh~d d~ a~scrlpti~n .i~ . 

the FY iii whiCh the record is · Files . · ' · · . ': . · . supersed'ed. . . ' 

created .if rio unique cut-qff [s · 

sp~~ifled.' D~troy3 yea;s aft~·r·cyt-,;· 


~ .'~:- ." ~- at(:.::.:~;-.':~:-;. f.:" r:,'i · . · ·., : ',··~"';,; ~-.,.~.;~ 

Sh?fi:-:.teDT1:HuJi1an_.~~s_o\lr.ces . l:Efr:nporar:y~ ,<;:yt off r~corcl ~~ Eirefight'er *ri9 ~w,.J:nfq~celn~.t:J.!;;- ~.l:llC?fbvtien;posit_ioQ js.~enied ': ~1~(),~~~!.9~0}:.1\ern.~A :'• 1et"pgr<!IY_..J?~f!:9Y ~ >,.,. 
Records- .DM-00'48-2013-000:l instructed in the agim<:Y/bureau R~tirementTeam (FLERT). Files-.· and when no longerne~ded.for · . .. · years after position is ..... ·-- ' . . . ' ; 

0004' .:-,. r~co~ds_~an.uaf, or at 
' 

~~e~i:md of: · De~ied,rosi~iol}.l;>esci"iptions Files a~~ncV business . . · ·qemie~ or when .no longl'!r 
1'' ; ·· the FY ih which the record is'.·· ·,· • ' · • · . • " ' • needed for agency 

'" 'c ~ ~ ' ;; l ~ 

•· .·: ·_. c:;e~~~d if n~:·arilq'Li~:cut~ff"is: · .·~ , busjness; whichev~r:is 
· ~ ":., · -. ~ e. • :-..~ ~,· '" 

. . . specified. 6esi:roy 3 yea~s ~fter cut~. lo~ger · :~ 

off. 
Short~terrri. Human. Resources. Tempor;;~ry, Cut qff record as IBC Human .Resource$ Directorate~ Nl-048-09-12, item Temporary: Cut off when . ..< " ~ 

R~'cords ~· DAA:,qo4s:.2013-0001 Instructed inj:he agency /bure;;~ u.. Corr~qive arid Preventive A<;tloh . 7S11.·2 · no further corrective .. 
., <ooo4 . . :: :· . . 7 1 

, . • ~~cord~ ~a,nua.l, ~·r: at thk e~d of'' . ac:tfon n~cessary,:destroy 3 • 

· \ the FYJ~· which.the" _re~ord.is ., · . : vkars.·a~e; t~off·~r a~.tfle 
created if no unique cut-off is next ISO full audit, 

. whichever is sooner 
·-' 

http:re~ord.is


Sj"H)rt~te~V{Hqthar):8e5.l:>u~tes. c • 're~P9~arij:-'GutQffrecQrd. as:: :, '"': s~.rrlfjl~f; !:f(r~~S\fs~e.rn·: . :.. ~~H:4Q~85~1;."a/24_~b/33. T~m,P~-~a:r:v. :D~t~O'fdata 1 
Ft~corC:Js·~ oA.A.-oo48~2o13-·ooo1 ihstrucied in:the:~gencv/bureau· · · · ·,; ...· ·· ·· ,. c ~:·;:~ • ··. ~ ,·' .: , . :· ,_.: ·..· : •.. ~-· ve~r-att:er:it~·creation:·· · 

.l •• "·"Q004. · . · . · •.~~ . . · rec~~ds. ma(lUCII, or .att·h~ ~hcl of. . ;·. o •. 

the FY in which the record is .'. . ':. . . . " 

created if: no unique cut-off is -'.. ' 

~Pe'!lified; '6~str:oy·3~ye,~r~:~he'n:~t~: · 

ott·.· :· ··· · / ··» ·. ;.' · ·. · 

·short-term Human R.e,sources . Temporar¥. Cut off recdrd as Temporary. Desfroy 
Re¢ords ·~ DM.:0048~2013-0001 instructed i~ the agencY/bureau · individual data ~ierrrerits 
'ooo4 '. . ., . . ' records·~anual~ or ~t th~ emd ~f . · when ~uperseded pr no 

·. t~e·F.v:ln Whichthe·r~~brd·is. · · , . longe,r.~~e~~dfor... . 
creafed ifn'o unique cut-offis .• . .- ·:·. • ·. administrative purposes. 
sp~cifled'. ·oestrdy 3'y!'!ci.rs aft~r cute' NARA.Job NC1-49~85-1 

. . ' ., . 'I 

of( 	 . 20/36 
... 

Shott~ferrn':Humari'Re.soufces'.: je'rtiporary: Cu't off,re¢ord as~ :· 'fempoi:ar-Y...cuioff. EOFY,i!) .. 
R~c6rd~ ~-o.t.Aoo4s~2oi3~0001 instructJd it:~ the ~g~ncy/!J~r~~u · ' ~hich'ser'Vices are'; '; 
0004 . records manual, orat _the end of terininated,· destro~/3· · 

. the 'Fy in which the record is 	 years after cut qff 

..•· 

Short-termHuman Res(>urces · Temp9rary. Cut offreco~d ?S Tempo'~arv.. cutQff EOFY, 
Re.corcls.- DAA-0048-2()13-doo:~, instru!=,t!'!dJn toe agenev/tiureau destroy 2 years 'after cut 
ood~i> ·. :i• .:•. : • • ·:.: :\:. f~corcls m~nual, 6r at the end o(. off · :.~.· . . . 
. . . · . . · · 	 <ttl~· F'f'in-~hi~h the t~c~rli·~. ~.·:~ 

't 

·,created if no unique cut~off is .. 
specifi~d ..Destroy 3 years ~ftercut-

. ·,.. " 0~. 

Shori:-term Hurilan, Resources•. , Jeinporarl,t.'Cut off rejc9rd ·9s Fire ~~P.I'!.(h:mce ~nd o,ualifjcpti,ons· :C~t~~ w~t;n supers~ded,,. ·. ·. ' N1-49~~0,-6.1/43 Temporary.•Destroy whem 
~et:9ias: oAA~oo4s~~013:6ooi instru~edln the age'ncv/burea~ Files· ' . ·' ·.· . . ' 7 .,; obsolete; or no longerneeded . · ... ,,· ·supe"rseoe?d, obs6Jei:e, or: : 

• , ,, ' ,;' " ,, -<--- • • . ' ' '-' . 

0,004 · ' . ; ~:· ., 	 · recordsm~nual,orafthe.~ndof-"· ...... · · fio l~hger n~ede'J for. · . 
· the FY'in which the record is administrative or 
. 'created if no uniqye c~t-off is . reference purposes 
specified: Destroy 3.years;aft~r cut~. .. · ... ,;t"

'·· ",• off.. · ·' '· · J ·:· .: ·. 1 • \''~ 

http:3'y!'!ci.rs
http:f(r~~S\fs~e.rn


~l:t9rt2i,gi:m !"JurTiar;J :Re~s6ur:c~§ .; Jeinporary~<;~·:o.ff:r~i~rd··~~·- " H!f~an·pa.Vi\ai:Pro~~~;t':Pia~s·_~fl~ ,: ~o:~e-~:.: :·;.;~;:, .. --~:~ ,.'' Nt:~??~B-9:J,!Aoi~q1· ; ·Terni:Jo'rarx: G!;J.~.:O.ff C!tthe. · 

Records ~-DA:A-Oo'48-2b13~0001 instruct~a in the'agency/bureau G.eheral Re.cgrds: ·:. '' · · '·- '· ,. ~ · · · , . ,_.:;.. ' .···, :;··.;,.· ' .... 'enil'ofthe"fi5c~fy~ar;.:. ·: 


- ~ •" • ' ' , , •· ' I • 	 I~~ • " 

oooi. . . . . ". record~ manu~ I, or ~t the end ~f "~· '· •' ""·.· Qestroy 3 years;after cut
. the,FY in.which the record is off, or when no' longer 


": , cre~te~d. if Ob unique cut .:Off is; , . . . need~cL whicheve~ is . 

· spe,cifiel;i: Qeiroy ~- y~ar.s ·~itef.tut~ · , .. ·. : sooner:: 

. ,• 


off.<: ''<~ '· ~;: · · · ·. :. .. . • ', .·· c 

Short-tenr1 H~man Resou~ces Temporary. Cut off record i'JS .• . Human CapitaiAnalysis, St~tistical; 	 . Temporary.· Ctrt-Qff at the . ' " " . 
Recon;ls -.DAA-004~~2013:0001 instructed·in.the agency/bureau ·. and other Reports- Miscelianeous end of the fiscal year... 

_0004 .· .. · . · ." ::·· . ·· ·e records ma~;~ua[, or 'at the er<J of :.. reports 'generated .in 1;he Office of. Destroy 2 y~ars after cut~ 


;~_,::>.:. . · th·e.FY in i.i./tiicli.th'e,(ecord~ls''' ·-~ · Hurtu3n 'CatJital·~~d·sLibordincite off; qr ..,.;he[i h,aJonger· .... 

· created~f r\6 unfq~e cut~ff is ; · u:riits ~elatin.g to:Rum~n .Capita( n~~d~~,)ihjc'~ever is": 

specifi~l D~~.troy 3 Y.ear~ after cut- ~aQag~;;,~I'Jt activities .. · ' · · 


.··. off....· .· ,, 

., ,· 

ShcirtZtermH~tn~m·'Resciurces i 'rempor-.jry:,.Cut offrecqtd as/;,,··> ~m'plo.ye_e· r\l)efit Prtimotion c~se. ::~' Cutqff aft~r C?RM<!u~it 6r' wh.e.n Jempo~ry,D.~troy·after:. 

Records ~·o.¥-o648'-20B-0001 ·instructed'in the ageh~y/bun~a~'.: Files · · ··· ·· · · .'.. · · · · · · the.personnelaCtion i!! .; ·.... · . OPM inJditor2. years aft~r 

0004 records m~nual; or:.at the ·end of completed, 'whichever is ~ooner. t.h~·persorlnel action is 


the FY in which the record is . · If a complaint is filed, ~ut off on. completed, Vlh.ich~ver is · 

!=r.eated,if no unique cu(:off is . ',_,.·. -·: ~es~J~tion.of th~ c~se~ . · . . sooner, ,in ins~c:m.ces where 


. ',1., 	 '1

sp'~ified; o~~'fc>y3 ve~rs ah-Ei'f:cu~" 	 · a complai,:i}h~s:Q~~~-fil~d · · o#:·. ·: . . .. 	 . .·. . . ·~: tcinc,:.~l;nihg:~fl;?ctic;m; fil~ ~. 
.. ,, . 
';, 	 must be retciiried.for a .· 

minimum of 2.years~- .:. :. 0 .". • 

' ' 
~'· . 

; . 

·..:" .•:·' :~~;t:ing ~E!~ol.~yon of~.h~ . .. ·· · ~·;·:/ 
'•. 

~· 

Short"term Human Resources .. 'r~mporary. Cut off recQrd as . . Notification of Personnel Ad;iprs. Temporary. ,Cut off at the 
Records -·DAA-0048~2o13~op1 instructed in the.·agency/bu~eau :. • · '•' .•. EOFY, ·oesiroy.Wl}e~· 2 

'- o'oci4 . . • · .. ;, ·;:,":·; ' 0 
'. ~eco,rd~ manual, or~tth~;~nct.tl(:. ~ .: . years old·. ' .' :: 

•v ... -·"·· ,"' 
.~ .'·: .. · · : 	the FY iriwhich.the' re~orct"is · ... 

created if no unique cut-off is ,, '' 

~pecified. Destroy 3 y~ars after cut-
•,'

'-Qff:, -~ ,. ,.. ~ ., -~;~ : ~ ,': 

http:or~tth~;~nct.tl
http:G!;J.~.:O.ff


Stl9~~terii:l H~m~.~Re~qurc:~~··.· Te.~P:Qr?ly,~Filfp~ r¢cf.lrd. ~R·" · : ETp)oyni~n~. ~.~[nin?t[gn ~.~~.: .; 
.Re~ords ~· DM-0048-201~-0QOl instructS!d in the agency/bwea.u . · ·: (:~rtifiq3tion Records <;ertificate 

Ni.:Os7-08-b1;; 4ot1:i21:n· · Je~por<:~rv.:c:;:yf·qff,ar·the . 
"'· ,. ' ' ' ·, ' : ' • • • ' .,, " , - <t !1l • ' ' " /t ~ ' ' '·· 

:· .. . ' · ''EOJ:V,"desb'oy.t•years after 
000!1-" . . re~ords rnan·ual,.or'afthe e.nd of Files ·. , . . . cut"off data G·n~~~. .. -

the. FY in wnlch.the ~ecord .is litigation has r~sulted, in 

c:.rea~ep it no u&i.cfue·c~!coff is. < •. those cases: reta[n .until. , 
sp~ifi~d:D~stfoy"? v~ar~ afl;er.c'ut
off: .: · · · .. ··. · · :· ·· ...•·.,.. ·. ·.·. · 

• further notice.fram-dPM 
~;· 'j' :"'! ·r-l'~ '·~ '.;: •, · 

~hort-term Human Resources . Temporar-Y. Cut off record as· Employee Award Files case Fil~ · Temporary. Cut off at the 
Recri.ias - PAA-0048:-2013-0001 instructed in the a~ency/bureau :: ·. 
6ob4 .·.:_:·>·' ·:'-·:L~.'-' · / .. fecO'rds·...;;anoal,.o~a:tin~·end·~f; :· 
,·, '·~ .:· . ... '. . , -th~ F'; iri whlch the r~c~rd is -

~ '.. " ' ' c '" - ~ "" • , ' • 

" , 

: ,. 
. 
,,.

' 1.' '. 

• . 

~ l. 

' ' 

. EOFY; qestroy 2 ye.ars after 
, _. -· a'pprqvgl pr disapprb.vat.or · 

. · att~h~ut-off;:v{hich.ev~r is" 
created if no unique c·ut-.off is soo.ner . 

. . :. specified. Destroy 3'yea~s after c~~
: pff. ·'' 

Sh6rtLfertncHuman-Re;6ufces : Tempotar{.·Cutoff reto'rd ~s /: :..: ·· Emplpyee.Award'Files:...,~ 1>.:-' Te'mporary. Cut off at.the, 
R~c~'rds - DAA-0048-26,13~oQ01 i~structedfn t)l~ ~~eri~y/hureau . Cbrr'~spqnden_c~. arid R~~orts EgFv,·:d~sJio{3·~yea;s aft'e'r 
0004.. records manual, or at.the end of 'cut-off 

-.. . . ·the FY in.which the-record. is· 
(, : ;, Cr~ated·lfriQ L!l)iqu~ :CUt:-Pffis, ~ . , ·,. 
: :· ·.-_ ~p~ified~;-ri>~st'rc,v'.3\'ears-aft:edlit-. 

,· ......:... · off..·:", ~.! ,~ .-.~-· ·. 

Short~term Human Resources l~mporctrv: CUt off record as · Temporarv: Destroy when 
Rec~rds·~·bAA-6Q48::~013-000:\. instructe9 inth$_agency/burea.u. : 
0004 ., ~:· ,; • · L •• • •• '<" reco~ds inanu~l,-~t ~tihe 'endo( . 
~ ·--~~-"-. ~,· ; ~ f~4 ·.• ' ' f,..,_, ,,· __ -,., .· .;·-~ ':.."''. .• .. ·, ... f'' 

··~·· · · · · · the FY in''Nhichthe ·rec9rd is "' · 
· created ifno uniqJe c"ut-off is · · · : ; ~ . . 

3 ye"!rs o)d.ot when 
supersec;leq, obsolete,;or < 

: no longer, n'~ed.ed, -~. ·. ·. · 
· · whlthev~~ j; lat~f:"' ~ ·. 

specifie~. Destroy 3years after cut
. ·off.· 

. ShorHe'rm Human Resourceis • Temporarv. cJt off record-as ' .. Physical fitness- CopieS of Terriporarv, C~t._off a,t the 
R~cord~ :.-1?,¥-0d4s-2oi~-ao'o1 i~structec(i'n·l:he a~~n!:i/bJre~u':·· . Employe~ E~nJai\s' arid.Ott1er, . EQfY; a~stroy'2 ye<!rs i!ft~r :<, 

0004' · · records manual, or at the e'nd of Mat~rials, · · . . . · . ' . tut-off or·when_ no longer. . :,, , •,, 

. . the FYin·w.hlch. the record .is needed, whichever is later 
cr~ated if no unique cut-off is 

; spe~ified: Destroy,3 years· after .cut~. 
. .>Oft_.--- .. ·· ~. ;".~_; ·: ·". ·l< -~··"(~:: '1',·. ,~~·~ 

_ 



~b'o[t:te(rri l,fyrp-~n ~~sourc~~ : ::[er:t~[i9r<~.r;{p.rt Qff ~e~9r,~fa~>. ,-_ , . · Epii?loye~ f'.is[§.t~n~e Prc;i~~~n,: 
R.ecc:lrds ~ bAl\:,0048"2013-000:J.lnstn.icted .iri the-:agency/biJfeaJ.l . - (EAP) '- F·iles C6ricehiin'g ttie 
OQP4. ' · .";;. . recp~d~ ~anu~l, or ~tthe end of : Planning, Coordinatio~>and 

Tempor'!)rY~ <:;ut·off at"the · 
/' :'.{••• ~' ~ :}·,·' }-J~.:.'\ ' •· ·. ,· • ·.·~t 

~Of(;•cjes!r~y.,3:years·after 
cut-off, or.wh'7n ro:iong~r ' ~ '~ - . ' 

· • the-:Fv in whic;h· ~he record Is Pir~ction ofttie EAP:. " needed for·refere.nce, 
: created if no unique cut-off is..· . ' . I whi~heve~.iS ~~~.er . 
· specifled;.De.~~ip~ 3:veaf~:~fte~:~~t-
off. · .· -~:~-> · · · · · ·: · 

Sh6r't;-term'Human Resources Temporary; Cut off record as . Cut off when no.lqhger needed. . 

Records·- DAA-0048-2013-0001 fnstruct~d :in the ag~ncy/bureau 
oo64. . ·.. ~~cords ~a~.u~l: or at Jhe eQ.d of 

. d1e·.FeY io~whJch th~. rec~r~iJ~ ~.;f,/{ J 

· _tre~ted ff ~(> ~~i~1Lie ~ut:Off is· · ·· · 

·" ," 

f9r.agency business · · 
·"' 

; .. _. 
·,, •! ~:. ' . I+' ' 

/· 
~ -·~· ' 

' f 
.i o/ 

· 

-\ 

. specified. Destroy 3 years .after cut~ 

off.. 
Sh~rHet!ll Hu.n:tan.~esour~es. Tempqrarv::cytoff recor:9 as... ~·. Le9rning Management ~ys'tem-AH 0,1t off.-.yheQ superseded, T~mporar.y. CLi}..!J~ at th~ 
Retoids .::j),AA~oo48~io13::0ob1 instri:ictep in:tne· ag'eril;y/bprealr • · · otryef~o~ieli..~ · ·~:. • . 
bo64~ ··.. ·. ·. · :.. . .. ·. ,. · ' ' reco.rds mar:iu~i, 6r.atthe ena of . 

. :::: . 
· 

... o~sole!~· ·o~ ~~ i~n~~~: n~~d~d. > 
: .·.. 

. , EOFY.·Destroy:2 years:... · 
" ' < ' 0 : ~ A', A • • .,: ':'" !'" ·, :;.- ~ ~ '">'' ''. 1 

affer .cut-off orwben·: ' ..:: . :.: 
the FY in which the record is supe~sei:led, obsoleFe,.or'· 
created if no unique cut-off is no longer needed; 

specifi~d: D~stroy 3 yea~s aft~r cut..~ 
< ~ff~..\;~: ::~~~",: ,-~~·,· ..~-~~:~.~,; ~·..: ·;:{r~..;_.~:~<:·;/· ·" 

whichever i~ lat~r·· .. 
'~·" -~··:~ ~,\-~~ .~~-:',') ~;.-.·' " . 

liqusliig,a')1cfgy~rt£r.s L_E!as~·: ·. 
Records · · 

DisposatAuthoifzedi:.:~:;.: "._ 
T~~~~;ar¥. D~~t~~~ in' .. .. -· 

records'm!lnual, or at" the end Qf ·. 
. ·' 

a~ency'3year~ after 

t~~ FX ip whi~~~~he reco.r:?Js .·. · . : . , · · closure ... · ··~'·-. .... 

created if no unique cut-bff'is. 
· sp~dfied .. Destroy 3ye.ars after cut

off. · · · ·· 

SIJorHerm Hurnan l'tesources· · Temporar{. Cutoff re1=onl as; 
" 
Pers~nnel Management Reports 

• ' • • , " 
· Cut off when record is closed 

' •• , '_ •• + • " 

Nh11S-94-3 PER-2.00 . Disposal Authorized~· 

Records- DAA~004S.,2013:0o01 instructed in the agemcy/b.ureau 
0004 . :> ;' ; · . : · . · ·~ ' r~~~rds rrlan~;;l, or -~t the end ~f. 

- - . ~- ' . . ·. -· : .. ,-·' ' ' 

the FY in·which the record is 

.• Tempora.ry. Destroy.in' 
. agenc:h:years:~ft~r .·/ 
clos~'re ~ . ··.: ... 

· : 
·.. ·.-· 

created if rio, u~ique cut-off)s. 
specified. De~troy 3 years after cut

....::.,:. off: 



st:\o~~tern:l.l;i~fli~rt~e~Qu~ces,~.. T!!~p<;lr.ary.. ;q~,! 9Jf/ecpr~.~s ', 
:Re~ords:'-DAA-o·()48~2o~3:oobl ipstructed in t~e·agenc;Y/our~t ·, 

OOQ4 · · records m~riual, or.:at the ~nd:of 

~ posi{ionJ:iesci:iptiohs ·.:·: 
·. · ·: ; · : · ·, ;. · <> 

Disposal Authorized> 
f~ni~dra~~·co~~t-~b'~ ii, 
agencY i y~a~safter . 

~,
' ,. 

' 
· the FY in·which the r~cord is · . ·' closure 

:. ·;:_.' c~eated if no uniq'ue ~ut.aff i~- -~.' . >· ... 
§p~lfiep; Destr·oy· ~ y~~r~· atter. cut/ .· ' 
off.. . · '·: ·-·' · · · 

cr.:;clted ifHo :Unique cut . .::Offis'..: 
specified. Destroy 3 ye~rs after cut-· 

··off. 

Short-terin Hu:m<!n Resources Temporary, Cut off ~ecgr~ as. Pqsition Descriptipl) Appegls . Dispos~l Autbo.ri~;ed
i~i::o:rds· !o!XA.:oo48~2613.;ooo1 in'str~ctedih ti1e~g~n.6{/b.ur~a~ , 
0004 ..... :. . . . . re~o·rds.rilanual, 6r atthe end-oF 

,,•,:• '"' '' • ·r ~ ' ~ _,,,•' ' 

.. 

'< .: '" ' :,: :. 

-:.:_, "• 
·. Tempor~·r;:. D~sfroy.in 

'"'•' . . ', . . " ':: ~ ~: ''' .:· ·, ' 

agency 3 years':aft;er· .: 
the FY in which. the rec~rd is· closure ' · 
created if no unique' cut-Off _is 

•>,/ 

. sp!'!cified: .Destroy 3 y~ars.atter-cut.:
;:_riff/ 1_~ ~~·{~"..... .~/ ·:~,..- ~:·.·-:· !'::.~;·..:.-' , 

~hdrt,term 'Hum~in Resources :Temp:o..r:11.rv..J~ut 9ftre_t:<:>r~.?s 
R~cor~s - DAA-0048-i013-0001 .instructed fn. the agency/bu.reau. 
000:4: . . . ·.. records manual,. or at the end of '·.· 
-

.. . ·.· · : · 
the.I'Y·lhwhlc~.the·~eco~d i~· ·. 
~-reated'itna~ni~ueci.li~ft:is··, 

·, ·.. 
··' 

.., 
:-.... 

-· 

·.·:' 
. specified: pestroy 3 'years ~ft;er cut~ 
. off. 

.. · 

Short"t~~rri Human Resources Temporary. Cut ~ff rec~rd as .:. Appointment and,J:enur~.· Cut off whe.ri record is closed Disposal Au~horizep
Records.- OM:,OOA8"2013~oooi .instructed in the agenc:Y/bureau · ·.. : 
Q004 ';~- · i'~ . · • :• .~ ..: ... < .·. ;ecords i\,arrual,·~r.atth~:end o.i: ··i • · '--") .. "•' 

·Temporary. Destrgy in 
a'gen'cv j ye.?rs ·after 

· · 'th~ FY.in which th~ re~ord i~' · • . ·. ;'",·. clo.sure · · 

t're~ted if no 'unique c~t.:.o~ is.·.·. 
specified. Destroy 3years·a~er cut

' cif:f,. . . : ' . 
._, 



569rt;~te'r;~;,Hu!!'an ~esou_r9~§ ;; j~ji;Rdt~i'X' <Zti{o"ff.'[.~w~d:?~.- ~e'cruifm~n(Silectiqn; anp··: 
Records.~ DAA-0b48~20l3·00Cll i.nsfructed in the.~g-enev/bureau · Pla·i~ment:'· .'• ·· · ··' · · 
o.oo4 > •. · . · · · : · · ·· · rec~rds rnari~~l, ~rat the .e~d ·of 
. . . the FY. in .Which the record is 
· · · • '' · · cFe~ted'ino unique cut~ff-is • • 

~.· "-,~.-.:- : ···.~~"'(~-:,· .-· ·."·~:::· .· _.., :··. " -; .. 
$P.~t;:ifie_d, Qgstrgy 3 ye_ars ~fter.cyt-
off; ·: "' · · • · 

Ni~l,15:94a ~ER::-~.20 ,:.~ P!5il<;>salfo~.ib.~ri~~d 
'+ '\ • ~ ' e '!. ,,. •V • • ~ ••. "''' ' • 

... ·• · · Temp·orary~ D~stroy in. 
agency 3 years after··· 
closu're " ' . a' 

Temporary. Destroy in 

-.. ·.. " ~ . . 
•" 

agency 3years a~~r 

c1~.syr~ 

$hor;t'-term Hur:nat:~~R~sources Tempor~rv. Cut-off record as · 
'_}_. ' "'' ' ,. · ' " " ~ ' ~ , 1,"\ ~ e • c • I ~ 

Records,~·o~NO()'lB'-2013-0001 instruttea il) th~ agency/bur~?u-· 
ooci4 ' ' . . '•'' records mari~a(or at thiei1d of ' 

Nl:.i1S~94:-3"P~R-6.30. DispOsai.Authorized ,"7 ~,·._) 

:: . ; ., ·_ : ..- Tempo(ary. ri>~s):ro~ in , . 
.•,. ..·.; "" ageh~1~y~arafte~.closure 

the FY in which the record is 
~reated if no unique cut"off [s · 
specified, 'oestfoy 3ye~rs afte~ cut"'•~~ff::~.. ;., ""e:i~·· '··{.;.>~~:-"~ ,,··~·. ,·:.· ",5;., :._ 

w~-~y i.~;.w~i~h_t.~e res~r~ is., ·: : 
cre~ted if ~9 uniqu~ c'ut~ff is: ·}: 
specifieq. Destroy 3 years after cut
off.' . 

. ' 

· · 

'··"· 

,.· 

-·.·_ ~i~pqs_a_I_A!:Jth!:>i"iiE@ "/-- :__ 

remp:oralv. i;>~stroy i~ · 
· agency 3 years, ~fter 
. tfo"s!Jre · .::. _, · 

_,.. "':: 

" 

Sh9rt-term Human .Resour~~s .. Temporary, Cut off re~ord as . · 
Record~ -DM"004B~2013~ooo1 In·stn.Jci~d .in the.agency/bL!reau : 

Employee Meqical Files (EMF) . 

,.. .. ·-··..·,·". ·<""'"'·~.,. _,~~- 7-.-:~. , ~-, :·•J -, 4 l--L"-,"'···.,t·l..~ ••:· ~--.;;•"; 

000:4. ·'. ·•·· . .. rec9r'dsm<!nual,cir-atth'l:iEmaof,. 

Temporary or Shor'i:-Te.rrri:Reco'rds' 
\y _'•, c '; ··."'~·~.~~··, ,··-· ·~-.:::. ,' ',: ' • .. :·

the' FY in which the ~ecord i~ . 

c~eated if no uniqLJ~ :cut-off Js 
SJ)ecified; Destr9y 3 years after· <;u~-
off. · · _,· .• : ...-:.' 

. · 
·,..•• _"'~~:-

''• . .:.··· 

. · Nl:llS-94~3 PER-6.70 

..· 

. ~· 

Disposal Authorized:- · . 
T~~p_orarv. o~troy in : . 
agenofl~year.'afte{~ldsi:lre 

>. • , • ~. ~. • ·.. ' ' 

: 

- .. 

,_. 



~llciH;~te_rn:t:Hin:l?n:,Resou~q~s ·:: ·r~rliPQrary;:c;Li, ofL~~~~r.l;!ii>r: ~· ,P;erso.rin~l ;~~dits~::.lp~p~~lp~s. ~.r'ld~, · fl:lt:~ff_\Y.~~n;8ps.~¢t.fo[_~Je.~ N~~ti~~94_:j .P~!H;od :. ~-· bisp.osa1Authorizea·
<1·:': 1·'_:.'.,>" .. ~·,· ,.• ~·{~""':•"··:'...',·~~ ·' ·' ,"'l ·~·.:;, 1,'. ;; ~;"'.

Records" DAA-0048:2013;0001 instructed in'the agenty/biJr.eau· . Su!Veys .;;·; · · · ~. · · .,<. · .·.. ·. Jo~g~r rie~pe(. · ·, ./:.. " · .···· ·· · · ·~··· ·• · .. \. l'emr.orary.:o~stroyin 
o00.4-~~. . .. '·· .. ·: reCol-d~:m~~uat>ar_att~e·~~drif.-. · · ·~ · ,._~ ·~·- .. ;' ~: . ' . ·.' -~gency wh~n obsolete ~r 

. ·-~ · the:FY in WhiCh the reCord is , · when no l~nger n~eded 
. cr~aj:ecfif. no 'unique ~ut~off·is . . . . . for reference . f" 

..:·~.: ' .~" . . . ' " .,, .
spetrri~d. Destrpy 3 ye9'ri a~er ctit"'' 

. ~ff:v·: ·: . . :·. ' ..-. . 	'·'' . .,, 

Short7~errp H.uman Resources Temporary. Cut off record as 

Reco.rd~ - QAA~0048-2013.-ooo'1 i11struct~d in the agenw/bureaJ 

ooo4 . ' . :. : .; . . ; ' . . re~or,ds manual;. or at theend of.. 

•-<.>;_::::7· -··f.· i:he.fY iB which'thtNe'cord:is.·.;. 


" ~ :.;: ~~~at~d ir ~9. ~~iq~u~·cJt-q!t·is.' ~ .·.e . · · speCified. Q~stfoy 3·years aft~r cut_.· 
·-·" Off.·,_ . 

Short-term Hurn<;m· Resources · T~mporary. CLJt:otfrecord as , . ·· Leave ancFAttendance 
·, •• ·.r • . - > 

17. ~. "'" c~~c~i:ii~:~·oA'A~o648~zoi3~ooch insir-uct'~(J 'iri i:iieageilev/~~re~d. ··.
qoo'4/' ·. · :'· .· .: .- · .:.' 	 ·r~~~rds.~anuai,or~£tne:~hgof 

· 	 the FY in which the re~ord is · 

cr.eat~d if no· unique cut-off is 

' -· v. .-' 

~p~cified. D~troy 3 y~ars after. cut-. 
1off. ., .. ' :,,...._.....,. ·, :·~:-.!"..:., ~ ·~- ·.. ·• 

~bqrHerr:n~l:l~l)ian:-R~ou~~s. ·.· :rempor~_r:{ C:l!f:qif ~~c'qrq ~s .. 

Records - DAA-0048-2013-000i insfructed in the' agenc:Y/bureau ·. 

'ooo4: . . . . records manual, or.at the end of .•• 


:e 

... · • .: th~,~jn:~hlcH, t~·e,r~c~~d!s.. ' . ." ... 

.. cre·ated'if no'unique ciJt.:OffK·' ·•. ··· ' · 


s·p~cified.·6estrqy 3 years aft~:r ~ut-
. off. 


Shci.rt-term .Human Resources Temporary,.Cl,ltoff record as lncentivE;·A_waros Program Nl-t1S~94-3. P~R-12.10 Disposal Authorizep.
Record~ -· DAA-Oo48-io13~ooo1 instructed 'iit the·agi:mcv /bureau T~mp~rarv:: oesircr/in :/ .'ooo.(. . :. '<', '·, ··. :· ;;. . ~e'cbfds manJ~I. Br-~f tn~ ~~a ~f ,•,• ?g~nci3~vears a.ft~;:~i;;,.· >: · · 

--~ closi.Jr~· .. <· ".... f", ·~· , . . ,.· 	 ttl~. FY i~-~bich.the r~~o~cJ:is; . . . '.''• 

qe~ted if ~o unique cu_t-off is . } 
I· ..specified. Destrc;>y 3 years after cut7 .'. ~· ·,_ 

·off: _.'·:.. .;*., ~.. ·:f •• 
. 

";., 
. 

http:closi.Jr
http:P~R-12.10


~119rt:::ter;'rn f!um~n ,RE!soiJrt.e~r·.: Jernporary. C~foff rec~rd"~i · : .. 
',"""'•,"'-•,,"<: ~" ,'' ;' .~~"""' ·_"··'J''\_ 0 

o' • _,Jt, :•', • '~·~~~!'•/ 0 ·t''',"/( '{'~:1\',"'• "'• 
Records- DAA~0048"2013~0001 instructed in the. agency/bureau· 
ooo4 · ·. . . . . . records. manu;l,:dr at the e~d of. 

./ c~~Rff ~hen ·r~cora is clo.sed ··- ... "/: . "-<~· ·~t·S~ 
- ' ~·. ~ ' ' 

Dispos<{..~.iithorized-
Jern.~~r~&h:>~tr~v,in·': 
agency-2 years after 

the FY in ,which th-e' record is . , closure · 

creat~d-if n<?-_~n),qu~ CUtt;P,ff is .... 
, " spec\fi~d.:Destroy-3 years aft.e,r cut-. 

_:· off:_:-,··~-· · · """'· :·.:: · ·· < · ·::'~ 
Short-term Human Resourc~s Temporary. Cut off record-as :·. ~mp!oyee Rel~tion~ AC:tivjtie5 and 
Records- QAA-0048-2013~0001 fnstriJct~d in t~e agency/bureau Welfa_re 

OQO.<:J, n~c~rds.~a~U<!I;_or atth: e~p of 
the f'X<in wl.iich~the record is. 

.· '~r~~tedifrio·~nfqJ~ c'ut-dff'i~''.. _,. . " . . " . 
spe~ified. Qesfroy 3 years after c,ut
off. .. . · , . 

Sbprt-term l:lumi:m Resource~ .. Tempqrary. Cut off record as : Stand;;~rds of Corid!Jct · 
Recoh:is""· DAA-:b04S~2013~ooo:f insiructe~. in the agencyJbur~au .:· · 1 

. 

odo4.:·;,: .. _, :: \':·:' •, : :,·. r~~b~d~·manu~l;'oratt,h.e~nd:o('' 
·· :.. 

Disposal Authorized . : 
. ,.,. . . :rerhP.ora,Y. ~qestro,yJil <. 
. '' ' '. age_~cywhen ob~ol,?t~ o( 

''" 

the FY iii wliich the. record is 
created'if. no: uniqiJe cut-off is 

, spe~;ified: D~str,9~l3- ye;;~rs C!fter cute 
< 0-,ff_:-.... ~~_':';:·,;~-.' ',· :': ""-~.- ::,·~· '.. ~ 

. '' 
superseded.· .... -'\:' 

.,_ 

/'. 
. · .., ·. 

~~~r:t,,t':r!J1. H(!man :Re's_ourG~S ~·-· ]'~I})IJQr~_iy;~(~ pff rec~rc,l ~S. ·.. ··: 
Records~ DAA-0048-20137ooo1 instruct~d in the ·agency/oureau 
oo64 . . · retqrds. rn;:~nuai; or at the end of 
. · the F~ in ~)lich .tlie· record is· . . . 

·' · • .. ·· createaft:rio~~riique 2~t:0ff.is; ~: 
~pecifie~f: D~stroy 3 years after cut
off. 

Short-term Human Resources.. Teinpora_ry. Cut off record. as . 
Records;-: DAA-6o48-20l3cQQ01 in,sthicted in the agency/bure~~ 

:;.~·.·.,._ .... ,· ' .;:. c.{"·"· "'·.-":.,-·".·, .• ,. ·~·:~~-·:-~' .• 

0004/ . -~ ;. ·' ',c, ,· records manual, or: at"the'end ,of 
·· 

1 
· • • • the.FY Jnwhith the:;~cord is ... 

Pers~nnel Security c;l_earance 

·. Status . . · ... ; 
/; ,~{ . •' 

.· 

. Cut off'When'superseded or.' .• 
obsolete. . ' · . , 

Disposal Authqf,izfidi:. .. 
' .. ;,, ·i' ' 

Temporary. De$troy::when 
supers~dedor.obsolete· "·. · 

J : : • " .;: "1. ! c ·", ·:'" • ;_ ' 

.~ 

created if no unique cut-off is ,.·. 

sp~cifi:~:. De!;~roy ~years after-cut
off.; :. ,. 



I 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

(
Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

OOQ5 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Position Classification Standards Cut off after position is 

Files- Correspondence and other abolished or description is 

records- Case File superseded 

Individual Non-Occupational Health Cut off after date of last entry 

Record Files 

) 

Labor Management Relations Cut off on expiration of 

Records- General and Case Files- agreement 

Office negotiating agreement 

Labor Management Relations Cut off after fina'l resolution of 


Records- Labor Arbitration General case 


and Case Files 


Training Records- General file of None 


agency-sponsored training- -, 

Correspondence, memoranda, 


agreements, authorizations, 


reports, requirement reviews, 


plans, and objectives 


GRS 1-7a (2) (a) (NC1-64-	 Temporary. Destroy 5 
77-10 item 7a2a) 	 years after position is 

abolished or description is 

superseded. 

GRS 1-19 (NC1-64-77-10 Temporary. Destroy 6 

item 19) years after date of, last 

entry 

GRS 1-28a (1) (NC1-64-77- Temporary. Destroy 5 

10 item 29a1) years after expiration of 

agreement 

'l 

GRS 1-28b (NC1-64-77-10 Temporary. Destroy 5 

item 29b) years after final resolution 

of case 

GRS 1-29a (1) (NC1-64-77- Temporary. Destroy when 

10 item 30b1) 5 years old or 5 years after 

completion of a specific 

) 
training program 



Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary; Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Training Records- Employee Cut off when superseded or 

training obsolete 

Examining and Certification Cut off at end of FY 

Records- Lost or Exposed Test 

Material Case Files. 

Occupational Injury and Illness Files Cut off at end of FY 

Handicapped Individuals Cut off on the date of approval 

Appointment Case Files or disapproval of each case 

· Time and Attendance Source Cut off at the end of FY or after 

Records GAO audit. 

GRS 1-29b (NC1-64-77-10 Temporary. Destroy when 
item 30c) - 5 years old or wheb 

superseded or obsolete, 

whichever is sooner 

GRS 1/33j (N1-GRS-85-2 

item 34i) 

GRS 1-34 (N1-GRS-87-6 

item 35) 

GRS 1-40 (N1-GRS-93-2 

item 1) 

GRS 2-7 (N1-GRS-92-4 

item 7) 

Temporary. Cut off files 

annually, destroy 5 years 

after cutoff 

Temporary. Destroy when 

5 years old 

Temporary. Destroy 5 

years following the date of 

approval or disapproval of 

each case 

Tem.porary. Destroy after 

GAO audit or when 6 years 

old, whichever is sooner 



Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique _cut-off is specified. Destroy 

7 years after cut-off. - -

Long-term H~man Resources Temporary. Cut off record as 

Records - DAA-0048-20i3-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed-if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau, 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if ~o 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Time and Attendance Input Cut off at the end of FY or after GRS 2-8 (N1-GRS-92-4 _ 

Records GAO audit. itemS) 

Tax Files- Employee withholding Cut off after superseded or GRS 2-13a (Nl-GRS-92-4 

allowance certificate such as obsolete or upon separation of item 13a) 

Internal Revenue Service (IRS) employee 

Form W-4 and state equivalents 

Tax Files- Agency copy of employee Cut off at end of FY GRS 2-13b (N1-GRS-92-4 

wages and tax statements, such as item 13b) 

IRS Form W-2 and state 

equivalents, maintained by agency 

or payroll processor 

Tax Files- Agency copy of employer Cut off at end of FY GRS 2-13c (N1-GRS-92-4 

reports of Federal tax withheld, item 13c) 

such as IRS Form W-3, with related 

papers including reports relating to 

income and social security tax, and 

state equivalents, maintained by 

agency or payroll processor 

Volunteer Personnel Rosters. a. Cut off on termination of service N1-022-02-01/04a 

Electronic Copies. Rosters of 

current and previous Service 

volunteers maintained at the 

Regional Office a'nd used to verify 

current or previous volunteer 

status. 

Temporary. Destroy after 

GAO audit or when 6 years 

old, whichever is sooner 

Temporary. Destroy 4 

years after superseded or 

obsolete or upon 

separation of empl~yee 

: 

Temporary. Destroy when 

4 years old 

Temporary. Destroy when 

4years old 

Temporary. Delete 

individual entries 8 years 

after termination of 

service. 



Long-term Human Resources Temporary. Cut off record as Employee Quarters Databases. b. Cut off at end of individual N1-022-05-01/76b, ADMI- Temporary. Delete 
Records - DAA-0048-2013-0001 instructed in the agency/bureau · Database Records. Database tenant's occupancy 427 quarters entry 6 years 
0005 records manual, or at end of fiscal records maintained within the after each individual 

) 

year in which files are closed if no database on an online system and tenant's occupancy ends. 
' unique cut-off is specified. Destroy regularly backed up to digital 

7 years after cut-off. media. 

Long-term Human Resources Temporary. Cut off record as ADS- Retirement System Data Files Cut off on OPM acceptance of N1-048-08-04 7556.2 Temporary. Cut off when Retention reduced. 15 years is 
Records - DAA-0048-2013-0001 instructed in the agency/bureau annual summary OPM acceptance of annual believed to be excessive for 
0005 records manual, or at end of fiscal summary, destroy 15 these records. 

year in which files are closed if no years after cut-off : 
unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as ADS- Thrift Reporting Cut off at end of FY N1-048-08-04 7556.3 Temporary. Cut off at close Retention reduced. 15 years is 
Records - DAA-0048-2013-0001 instructed in the agency/bureau of pay year, destroy 15 believed to be excessive for 
0005 records manual, or at end of fiscal years after cut-off these records. 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as ADS- Debt Management System Cut off at close of pay year in N1-048-08-04 7556.5 Temporary. Cut off at close Retention reduced. 15 years is 
Records - DAA-0048-2013-0001 instructed in the agency/bureau which debt collection is settled of pay year in which debt believed to be excessive for 
0005 records manual, or at end of fiscal collection is settled; these records. 

year in which files are closed if no destroy 15 years after cut-
unique cut-off is specified. Destroy off 
7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as ADS- Retirement and Insurance Cut off when information is N1-048-08-04 7556.11 Temporary. Cut off when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Transfer System transmitted to OPM information is transmitted 

0005 records manual, or at end of fiscal to OPM, .destroy 6 years 3 
year in which files are closed if no months after cut-off 
unique cut-off is specified. Destroy 

7 years after cut-off. 



Long-term Human Resources Temporary. Cut off record as ADS - W2 Corrections Cut off when corrected W2 is N1-048-08-04 7556.13 Temporary. Cut off when Retention reduced. 15 years is 

Records - DAA-0048-2013-0001 instructed in the agency/bureau sent corrected W2 is sent, believed to be excessive for 

0005 records manual, or at end of fiscal destroy 15 yea~s after cut- these records. 

year in which files are closed if no off 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as ADS - Leave and Earnings Cut off at end of FY N1-048-08-04 7556.15 Temporary. Cut off at close Retention reduced. 15 years is 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Statements of pay year, destroy 15 believed to be excessive for 

0005 records manual, or at end of fiscal years after cut-Off these records. 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 
.. 

Long-term Human Resources Temporary. Cut off record as Quarters Management Information Cut off at end of FY N1-048-08-18, item Temporary. Cut off at 

Records - DAA-0048-2013-0001 instructed in the agency/bureau System - Local 7564.1 EOCY, destroy 6 years after 

0005 records manual, or at end of fiscal cut off 

year in which files are closed if no 

un·ique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as Quarters Management Information Cut off at end of FY N1-048-08-18, item Temporary. Cut off at 

Records - DAA-0048-2013-0001 instructed in the agency/bureau System - Interagency Database 7564.2 EOFY, destroy when 

0005 records manual, or at end of fiscal superseded/obsolete 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as Employee Labor Relations Tracking Cut off at end of FY N1-048-09-08 6452 Temporary. Cut off at the Retention reduced. 10 years is 

Records - DAA-0048-2013-0001 instructed in the agency/bureau System (ELERTS) EOCY, destroy 10_years believed to be excessive for 

0005 records manual, or at end of fiscal after cut-off these records. 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 



--

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 
' unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. <;:ut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records- DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Firefighter and Law Enforcement 

Retirement System (FLERS) Files-

FLERS Master File Statistical Data 

and Position Data 

Physical fitness- Copies of the 

Waiver and Informed Consent 

Statement (Attachment 2 of 

Handbook) and substanting 

reimbursement receipts. 

Acreage Report_ Files 

Educational and Student Program 

files- Academic and Outreach 

Programs 

Learning Management system 

Master Files 

Cut off upon termination of 

FF/LEO Special Retirement 

Program 

Cut off at end of FY 

Cut off at end of FY 

Cut off on project completion 

Cut off when employees are 

separated from the agency 

N1-048-10-01, Item 8.8.2 

N1-057-08-01, 408-01b 

N1-057-08-01, 409-07 

N1-057-08-01, 412-01 

.N1-057-08-01, 413-0lb 

Temporary. Retain for the 

life of the FF/LEO Special 

Retirement Program plus 5 
years 

Temporary. Cut off at the 

EOFV, destroy 6 years after 

cut-off 

-

Temporary. Cut off at the 

end of the calendar year, 

destroy 6 years after cut

off 

Temporary. Cut off at the 

end of the fiscal year, 

destroy 6 years after cut

off or project completion, 

whichever is later 

Temporary. Electronic 

records of individual 

employees are inactivated 

as employees are 

separated from the 

agency, records are 

deleted 6 years after 
inactivation,· or when no 

longer needed for data 

analysis, whichever is later 

c 



Long-term Human Resources Temporary. Cut off record as Learning Management system Cut off at end of FY N1-057-08-01, 413- Temporary. Cut off at the 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Outputs- Recordkeeping Copy 01c(2} end'of the fiscal year. 


0005 records manual, or at end of fiscal (paper} Retire records to storage 

year in which files are closed if no facility 2 years after cut-
unique cut-off is specified. Destroy off, destroy 6 years after . 
7 years after cut-off. cut-off r 

Long-term Human Resources Temporary. Cut off record as Training Records -General files of Cut off at end of FY N1-057-08-01, 413-02a Temporary. Destroy when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau agency-sponsored training. 5 years old or 5 years after 

0005 records ·manual, or at end of fiscal completion of a specific -' 

year in which files are closed if no training program 

unique cut-off is specified. Destroy 

7 years after cut-off. ·
Long-term Human Resources Temporary. Cut off record as USGS Programs Designed to Help Cut off at end of FY N1-057-08-01, 413-03 Temporary. Cut off at the 


Records - DAA-0048-2013-0001 instructed in the agency/bureau USGS Employees end of the fiscal year, 


0005 records manual, or_at end of fiscal destroy 5 years after cut
-year in which files are closed if no off or when s_uperseded, 

unique cut-off is specified. Destroy obsolete, or no longer 

7 years after cut-off. needed whichever is later 

Long-term Human Resources Temporary. Cut off record as Labor Relation Files- Office Cut off after expiration of N1-057-08-01, 415-01b Temporary. Destroy 5 


Records - DAA-0048-2013-0001 instructed in the agency/bureau Negotiating Agreement agreement or when no longer years after expiration of 


0005 records manual, or at end of fiscal needed, whichever is later agreement or when no 


year in which files are closed if no longer needed, whichever 

unique cut-off is specified. Destroy is later 

7 years after cut-off. 

-
Long-term Human Resources Temporary. Cut off record as Labor Management Relations- Cut off at end of FY · N1-057-08-01, 415-01d 2 Temporary. Destroy when 

Records - DAA-0048-2013-0001 instructed in the agency/bureau Labor Agreement Information 5 years old or when no 

0005 records manual, or at end of fiscal Retrieval System and Official Time longer needed, whichever 

year in which files are closed if no Reports is later 

unique cut-off is specified. Destroy 

7 years after cut-off. 



Long-term Human Resources Temporary. Cut off record as Personnel Management General None N1-115-94-3 PER-1.10 Disposal Authorized-

Records - DAA-0048-2013-0001 instructed in the agency/bureau Files Temporary. Destroy in 

0005 records manual, or at end of fiscal agency 6 years after 

year in which files are closed if no closure 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as Position Classification Standards None N1-115-94-3 PER-4.00 Disposal Authorized 

Records- DAA-0048-2013-0001 instructed in the agency/bureau Temporary. Destroy in 

0005 records manual, or at end of fiscal agency 5 years after 

year in which files are closed if no closure 

unique cut-off is specified. Destroy 

7 years after cut-off.. 

Long-term Human Resources Temporary. Cut off record as Details and Dual Employment None N1-115-94-3 PER-5.40 Disposal Authorized - · 

Records - DAA-Q048-2013-0001 instructed in the agency/bureau Temporary. Destroy in 

0005 records manual, or at end of fiscal agency 5 years after 

year in which files are closed if no closure 

unique cut-off is specified. Destroy ~ 

7 years after cut-off. 
··, 

Long-term Human Resources Temporary. Cut off record as Pay Rates None N1-115-94-3 PER-8.00 Disposal Authorized-

Records - DAA-0048-2013-0001 instructed in the agency/bureau Temporary. Destroy in 

0005 records manual, or at end of fiscal agency 6 years after 

year in which files are closed if no closure 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as Reduction in Force (RIF) and None N1-115-94-3 PER-9.00 Disposal Authorized 

Records - DAA-Q048-2013-0001 instructed in the agency/bureau Employee Separation Procedures Temporary. Destroy in 

0005. records manual, or at end of fiscal agency 3 years after 

year in which files are closed if no closure 

unique cut-off is specified. Destroy 

7 years. after cut-off. 
-

http:PER-9.00
http:PER-8.00
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Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files areclosed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources 	 Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 
I 

records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 	 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. I 

·-- Long-term Human Resources Temporary. Cut off record as 

Records - DAA-0048-2013-0001 instructed in the agency/bureau 

0005 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Personnel Security Clearance None 

Labor Management Relations None 

Grievance and Appeals . None 

Adverse Actions and Performance- None 

Based Actions 

-

Employee Assistance Programs. None 

General files including 

correspondence, memorandums, e-

mail and other documentation 

relating to the administration of 

drug awareness and control 
programs. 

N1-115-94-3 PER-15.30 

N1-115-94-3 PER-16.00 

N1-115-94-3 PER-17.00 

N1-115-94-3 PER-17.10 

N1-115-07-1, ADM-25.10 

Disposal Authorized 

Temporary. Destroy in 

agency 5 years after 
closure 

Disposal Authorized 

Temporary. Destroy in 

agency 5 years after 

closure 

Disposal Authorized 

Temporary. Destroy in 

agency 7 years after 

closure 

Disposal Authorized~ 

Temporary. Destroy in 

agency 7 years after 

closure 

Disposal Authorized-

Temporary. Destroy in 

agency 10 years after 
-

closure. 

-


http:ADM-25.10
http:PER-17.10
http:PER-17.00
http:PER-16.00
http:PER-15.30


Long_-term Human Resources Temporary. Cut off record as Human Resources (61} None N1-473-12-11tem 1B Temporary. Cut off at the 
Records - DAA-0048-2013-0001 instructed in the agency/bureau EOFY, or when activity is 
0005 records manual, or at end of fiscal completed, transfer to the 

year in which files are closed if no FRC 3 years after the cut 
unique cut-off is specified. Destroy off delete/destroy 7 years 
7 years after·cut-off. after cut off 

Long-term Human Resources Temporary. Cut off record as Human Resources (61) None N1-589-12-11tem 1B Temporary. Cut off at the 
Records- DAA-0048-2013-0001 instructed in the agency/bureau EOFY, or when activity is 
0005 records manual, or at end of fiscal completed, transfer to the 

year in which files are closed if no FRC 3 years after the cut 
unique cut-off is specified. Destroy off delete/destroy 7 years 
7 years after cut-off. after cut off 

Retirement Records -'DAA~ . 	 Temporary.,E:ut o.ff upqli fi11a.l, F,irefighter and LaY.,.Enfor~em~nt .·None: N1c<J48-l.0-01, lt¢m ~-1 .· Temporary.:CUt off case: ... 
::.-;~J.~: !'f .<Hoo~82io~~~Q~cii:,nqq§_,:~ :··, · ,-= .. do~,we~c:>t ~he~j~~~e:.·s:~~ _r~tord~. i: .;t: Hetirepi~~t.:re~m~·flE~"J"}Eil~~~·: · . files at EOFY in-~hic~they'• 


manual for any spe¢ific i11stfucti6ris S.p,edal Retkement Cla:ims Ca~e a~~:c~~;ed/fr~~~fe~ t~,~.'. ; 

. for what constitutes closure. · . Files . . ' Federal Recorqs Center 5·. 

De~trby 60 years _after cut-off. 

. 5 y~a·rs ~fter; ~lai[nant':.S .. 

. a~_at,~~qr)i:Q,ye~rs: a~ei-.,9~; 
.. 

..~-../:',...~.:,'": .:;· ,.:, ()ff,: Wh!~h~verpccl)~5Jirst,;,. :, '. , . 

Retirement Records·: DAA.: .:. · 	 Tempora:ry. Cutoff upon fihal ;. .. Ei.refighter and: Law-Enforc:~m~nt . ~ None , · Ni-048~HJ-01, Item 8:2:., Temporary. C!:Jt off appeal
"·"'. ..:.

,l.;,,·, .oo4~~2aB-o.oot~6o6 · <·.···	closure :Oftbe i,ssue~ s~~:re~o'rdf · ~eti'r~m~ntTeari1;(fLE.R:tJ 'File~~ ·:: ·./ ..'"'i.! :·~ :::' •·. .••. ~~..: . ::;~; ';·,, .-' :' ·'.\. casifiies'atth~ EoPI:ln';,. 

manual-f~r any sp~Cifi~ in~truciioris' Special Retirement Clafms.A:pp~als · ;' ·: ·. '·. ,. · · · ~~icl:l adpei:l·i~ are.sl_oseA :. 
for what constitutes Closure. Flies. transfe~ to FRC 5 years 

~es~rc;iy 60 y~a~ aft~r ·c~t-off.·.· after.'_cut;-qff, qestroy 5 
' < ~" : . ·years after claim'ant's 

·, -'· .:.~ ·aeath 9r:S0-yea~·-~fter.cuf: 
•. 	 .. off, whithever <?CCUrS firs( 



~~t~r~t;nfnt RW~.?rds. ~:QAA;:. Temp9.(ar:~\,CY~· o!f).tp~~ f(n?'· ' ' ·. Fir,efiihJ~r. a~~' ~aw· E,.ilforc~rnehi,::' ~IJ~:qff ~t~·en~'of ~X~iii wp,i~~ ,~;~( Ni~Q48710~9.1~:~t~m s:.a. :r,~mp6r<JI:y. .C:uf off'co(rrt· •. 
·: .·• "'~ · l." ', ... - 'r':' ( ~.~ "• •.-. '-: .·' ·~ 

90il8~2b13:-0001.0006. closure ofth~ issue~~ see' records . 'Retireme.nt. f~rn (.Fi.iRf)Files~ •.<.· firiat ~6urt;decisio.ns ~reissue~~:.• ·, .:-.· :::. :n·... ·· .: ,r·· deki~ions tase'files· at the; 
. -. ' '4 - - .,. ' • ~ 

' ' manual for arw'spedl'ic instructions Sp~ci.al·~etireine'nt. Claims~ Court ..; .· EOFY.. in:.j,hicn~fJn~r~~tJ·~. 

for w~at consti'tufes closu~e. decisiori!i' are issued, 

Destroy 60 v.~ars after cut-Off. ·.: · :· tr?ns,fer.'tc:rFRC 5 y~a~s . 


• k • • 'II" t.J> ' < • 

.· . , ~. ··· aft!;'r:c':lt~ofi;,,de.stroy ·t ·::: 
5; ' ,·, .- L , .' •• ~.-yo'. ;.·. •• 
years after claimant's. 
~~ath or SO y~ars aft~r .cut- ·· . 
off, whic1Jever.octurs first 

" -, ' -,' . 

Temporarij. Cutoff upon fit\al· ·. 
~ . . ; ' ' . . ' - '• 

• ~Iasure of th~ issue. See records 

. manual for any sp~cificTristructioris records are first input .into. : 

. f~r what tor)stitlrt:es tlo~ure,: '·. · Paimant Record~) . the system; destroy s. ·· · · 


" 1' - , ' ' ' ' • '. . , ' . ' ' ' ,"~' '. ' "..-·J 

:.. ~ o:estrpy,·GO~yea~rs· afte(·cut.;bff.: ·:.~ ;:~~: ~: "". r>: ·. year~ after; cl.alm_?nt1s:~ .; ~. ., " . . ,. ·' , 

death o'r' sci yea:fs ~ft~{q.it 
oft', whic_h~v~~ ~ctuf~ first. 

·,· ,".''. '.• -..' . :.•" " '·· 

Payroll System Data - DAA- Cut off at the end of the pay year. Federal Personnel Payroll System N/ A N1-048-08.03, item Temporary. Cut off at end 
0048-2013.0001-0007 Destroy records 60 years after cut- (FPPS) Master Data Files 7551.1 of ttie pay year, destroy 56 

off. years after cut-off 

Qth~rLong"term; R~cQrds'"•QAA Temporarv:·.c_ut off'upbri sepa~fdn Alp~a Dptaba~e,SerVer (Aps) .-. BtA·., ~/A.' : Ni-dj{I~QS:.04, hem: I'·.; . ;el]l~ora~~.C)Jt off at x?' :•/ . 
.,.~"'*. ~''oo.r f,, ',:··,. 'ir,'' '·._,~'0.1'•~'• ', .~?~.~".'"•''>f~·;"",' '';0";11?~~~ • ..-,<J.,_ 0 ,·.·,, '~"'''" ''<··<-•·"~\o.f,.~·c."l: ' 0 <> 

opf1:8L:?()13toool::n·oo8 · , . ·· ' of employee fro in tne '".. ·' ~': .-:t -: Public t.aw .;.'' !, :. _; .;:l.~ · · • ;.· : ·, · . · • .· iss6j;~~ ',,· · · · EO tv, ·.de5tro{s&years; ··· ., 
1

. ·.. •• )< ••• . •• ' D~part;nent ofthe i~~erior~Destroy· . . . . . . ' . . . ~fter cut-qff ~: . . . - · . . 

records 60 years after cut-oft': .·. . '.·,• .:. ·.. : ·. 
'·•.. 

r: . TempC?·rary; ~-Lit·~~ff·~ypo·n :rtiis·reduc~s the•re~entiq.n· pe~k>d 
separationof emplo.yee, .. to 60 years: 

· destroy 6S y~ars after cut
9ft 

http:Ni-dj{I~QS:.04
http:N1-048-08.03
http:ft~{q.it
http:6urt;decisio.ns
http:Retireme.nt


Human Resources Records of Temporary. Cut off when the object Appeals Files- Certificates of Cut off when affected position is GRS 1-7d (2) (Nl-GRS-9Q- Temporary. Destroy after 
Specific Temporary Value- DAA or subject the records refer to is classification issued by OPM abolished or superseded 1 ite.m 7d2) . affected position is 
0048-2013-0001-0009 removed/discontinued (e.g. abolished or superseded 

employee separated/transferred, 


register/list superseded, position 


discontinued, etc.). See specific 


bureau/office instructions for 


individual cases. Destroy when no 


longer needed. 


Human Resources Records of Temporary. Cut off when the object Interview Records Cut off after separation or GRS 1-8 Temporary. Destroy 6 

Specific Temporary Value- DAA or subject the records refer to is transfer of employee. months after transfer or 
0048-2013-0001-0009 removed/discontinued (e.g. separation of emp.loyee 

employee separated/transferred, 


register/list superseded, position 


discontinued, etc.). See specific 


bureau/office instructions for 


individual cases. Destroy when no 


longer needed. 


Human Resources Records of Temporary. Cut off when the object Temporary Individual Employee Cut off when superseded or GRS 1-lOa (Nl-GRS-97-4 Temporary. Destroy when 

Specific Temporary Value- DAA or subject the records refer to is Records. All copies of obsolete, or upon separation or item lOa) superseded or obsolete, or 

0048-2013-0001-0009 removed/discontinued (e.g. correspondence and forms transfer of employee, unless upon separation or 

employee separated/transferred, maintained EXCLUDING the transferred with the eOPF transfer of employee, 


register/list superseded, position Immigration and Natural Service unless specifically required 


discontinued, etc.). See specific Form 1-9 and performance related to be transferred with the 


bureau/office instructions for records. OPF. 


individual cases. Destroy when no 


longer needed. 


' 
-



Human Resources Records of Temporary. Cut off when the object Operating personnel office records Cut off when action is GRS 1-17a (NC1-64-77-10, Temporary. Destroy when 
. Specific Temporary Value- DAA or subject the records refer to is relating to individual employees completed 	 item 17a) action is completed. 

-
0048-2013-0001-0009 	 removed/discontinued (e.g. not maintained in OPFs and not 


employee separated/transferred, provided for elsewhere in this 


register/list superseded, position schedule. Correspondence and 

discontinued, etc.). See specific forms relating to pending 


bureau/office instructions for personnel actions. 


individual cases. Destroy when no 


longer needed. 


-

Human Resources Records of 	 Temporary. Cut off when the object Correspondence and Forms Files- Cut off when no longer needed GRS 1-17c Temporary. Destroy when 
_.Specific Temporary Value- DAA or subject the records refer to is Operating personnel office records 	 6 months old 

0048-2013-0001-0009 	 removed/discontinued (e.g. relating to individual employees ) 


employee separated/transferred, not maintained in OPFs and not 


register/list superseded, position provided for elsewhere in this 

discontinued, etc.). See specific schedule. All ·other correspondence 


bureau/office instructions for and forms 


individual cases. Destroy when no 
•, 


longer needed. 


I 

Human Resources Records of Temporary. Cut off when the object Supervisors' Personnel Files and Review annually. Cut off when GRS 1-18a (NC1-64-77-10 Temporary. Review 


Specific Temporary Value- DAA or subject the records refer to is Duplicate OPF Documentation- superseded or obsolete, or item 18a) annually and destroy 


0048-2013-0001-0009 removed/discontinued (e.g. Supervisors' Personnel Files when an employee has superseded or obsolete 


em81oyee separated/transferred, separated or transferred. documents, or destroy file 

register/list superseded, position relating to an employee 

discontinued, etc.). See specific within 1 year after 

bureau/office instructions for separation or transfer 

. individual cases. Destroy when no 


longer needed. 


' 

-



Human Resources Records of Temporary. Cut off when the object Supervisors' Personn,el Files and Cut off when no longer needed GRS 1-18b Temporary. Destroy when 
Specific Temporary Value- DAA or subject the records refer to is Duplicate OPF Documentation 6 months old 

0048-2013-0001-Q009 removed/discontinued (e.g. Duplicate Documentation· 

employee separated/transferred, 

register/list superseded, position 
- discontinued, etc.). See specific 

bureau/office instructions for 

individual cases. Destroy when no 

longer needed. 

Human Resources Records of Temporary. Cut off when the object Logs or registers reflecting daily 
L_ 

Cut off after last entry GRS 1-20a (NC1-64-77-10, Temporary. Destroy 3 mos. 

Specific Temporary Value- DAA or subject the records refer to is number of visits to dispensaries, item 20a) after last entry. 

0048-2013-0001-0009 removed/discontinued (e.g .. first aid rooms, and health units. If 

employee separated/transferred, information is summarized on 

register/list superseded, position statistical report. 

discontinued, etc.). See specific 

bureau/office instructions for 

individual cases. Destroy when no 

longer needed. 

' 

Human Resources Records of Temporary. Cut off when the object Correspondence or notices Cut off after updating the GRS 1-33c (N1-GRS-Q2-1 Temporary. Destroy 90 

Specific Temporary Value- DAA or subject the records refer to is received from eligibles indicating a appropriate record in the~ item 33c) days after updating the 

0048-2013-0001-0009 removed/discontinued (e.g. change in name, address, or registry or inventory appropriate record in the 

employee separated/transferred, availability. registry or inventory. 

register/list superseded, position 

discol"!tinued, etc.). See specific 

bureau/office instructions for -· 
individual cases. Destroy when no 

longer needed. 

'-..-



Human Resources Records of Temporary. Cut off when the object Test material stock control. Cut off when test is superseded GRS 1-33d (N1-GRS-85-2 Temporary. Destroy when 
Specific Temporary Value- DAA ·or subject the records refer to is or obsolete item 34b} test is superseded or 
0048-2013-0001-0009 removed/discontinued (e.g. obsolete. 

employee separated/transferred, 

register/list superseded, position 

discontinued3 etc.). See specific 

bureau/office instructions for -
individual cases. Destroy when no 

longer needed. 

Human Resources Records of Temporary. Cut off when the object Application Record Card {OPM Cut off after examination GRS 1-33e (N1-GRS-85-2 Temporary. Cut off after 

Specific Temporary Value - DAA or subject the records refer to is Form 5000A, or equivalent). item 34c} examination. Destroy no 

0048-2013-0001-0009 · removed/discontinued (e.g. later than 90 days after 

employee separated/transferred, cutoff. 

register/list superseded, position 

discontinued, etc.). See specific 

bureau/office instructions for 

individual cases. Destroy when no ~ 

longer needed. 

Human Resources Records of Temporary. Cut off when the object Interagency Placement Program Cut off on expiration of GRS 1-33r {N1-GRS-85-2 Temporary. Destroy upon 

Specific Temporary Value- DAA or subject the records refer to is {IPP} application and registration employee's DEP eligibility item 34n} expiration of employee's 
-

0048-2013-0001-0009 	 removed/discontinued (e.g. sheet. DEP eligibility. 

employee separated/transferred, 
register/list superseded, positio-n. 

discontinued, etc.). See specific 

bureau/office instructions for 

individual cases. Destroy when no 

longer needed. 

-



Human Resources _Records of Temporary. Cut off when the object Federal Workplace Drug Testing Cut off when employee 

Specific Temporary Value- DAA or subject the records refer to is Program Files. Employee separates from testing

0048-2013-0001-0009 removed/discontinued (e.g. acknowledgment of notice forms. designated position 

employee separated/transferred, 

register/list superseded, position -
discontinued, etc.). See specific 

bureau/office instructions for 

individual cases. Destroy when no 

longer needed. 

0 

GRS 1-36b (N1-GRS-90-2 Temporary. Destroy when 
item 36b) employee separates from 

testing-designated 

position. 

\ 

Human Resources Records of Temporary. Cut off when the object Form TSP-1 authorizing deduction Cut off when superseded or 

· Specific Temporary Value- DAA or subject the records refer to is of employee contribution to the after separation of employee 

0048-2013-0001-0009 removed/discontinued (e.g. Thrift Savings Plan. 

employee separated/transferred, 

register/list superseded, position 

discontinued, etc.). See specific 

bureau/office instructions for 

individual cases. Destroy when no 

longer needed. -

GRS 2-16 (Nl-GRS-92-4 Temporary. Destroy when 

item 16) superseded or after 

separation of employee. 

Human Resources Records of Temporary. Cut off when the object Direct Deposit Sign-up Form (SF Cut off when superseded or 

Specific Temporary Value- DAA or subject the records refer to is 1199A). after separation of employee 

0048-2013-0001-0009 removed/discontinued (e.g. 

employee separated/transferred, 

register/list superseded, position 

discontinued, etc.). See specific 

bureau/office instructions for 

individual cases. Destroy when no 
longer needed. ' 

-

GRS 2-17 (N1-GRS-92-4 Temporary. ~estroy when 

item 17) superseded or after 

separation. 

-



Human Resources Records of Temporary. Cut off when the object Retirement- Reports, registers, or Cut off CSRS/FERS related GRS 2-28 (N1-GRS-92-4 Temporary. For CSRS/FERS 
Specific Temporary Value- DAA or subject the records refer to is other control documents, and records upon receipt of official item 28) related records, destroy 
0048-2013-0001-0009 removed/discontinued (e.g. other records relating to OPM acceptance of annual upon receipt of official 

employee separated/transferred, retirement, such as SF 2807 or summary. OPM acceptance of annual 
register/list superseded, position equivalent. summary. 

discontinued, etc.). See specific 

bureau/office instructions for 
individual cases. Destroy when no 
longer needed. 

e Human Resources Records of Temporary. Cut off when the object Housing Assignment and Vacancy Cut off when tenant vacates the GRS 15-Sa (GRS 15, 1953, Temporary. Destroy when 
Specific Temporary Value- DAA or subject the records refer to is Card Files. Individual tenant cards. unit item Sa) tenant vacates unit. 

0048-2013-0001-0009 removed/discontinued (e.g. 
employee separated/transferred, 
register/list superseded, position 
discontinued, etc.). See specific 
bureau/office instructions for 
individual cases. Destroy when.no 

longer needed. 

Fi.ri?t~ciaL~nd,Acqui~ition Manageme~t . 
' .. 


Short!term.Finarici!ll.and ..· ::~:' Temptiraf:Y: ct!{offreco'rd as'. . · General Correspondence Files·. GRs~i(Nci-64-77-s<" · ·. Tehipora'rv·.;·oestrov when" 

~ ' • • < - 

Acquisition ;R.Jcords ~ DAA-Oo4~ i~svuct~d iii the ag~ncy/bureau: item 3) · ·· · · · ~years ~1/ · ·( · · · ·;. · 
2013-000Hl010 . · records manual, or at:~he end of 

theFY in w.hich~~erecord is .· ... \ 

';: createq.jfno uniq~e cut;,,ff ls'' ., 

·,:. ~p~dfie'a; Destf~i3 ye~r~ ~ft~;·t'lk 


. off:. · ·. · · · · · · · · · 
Short-term Financial and Temporary. Cut off record. as Supply Manage.ment Fifes~ Copies. 

AtquisitionRecords- DAA-0948 in~truct~d ir\Jhe ag~ncy/bur,eau ·: receivedfrom other units fo~· 
2013cQQ0170o'10 .":,; . ·. · ' . reco;ds ma"nuai;orat.tfie enq of, ·. inter~·ai·purp~ses ol:for. ·, ., 

:"".; ' ' •• , • "'. ' . "::." ' ' ' ' . ':.' .• ~ ;,;1' ~.. ·-.: - >·' ,. "' ! ,·., " " ·• ); ' • ; ~;_ • ·~:·\ . ~' ., .. ~ '· ~· '.:" ,,; ',' 

· · · · the Fv. in whicnthe record is.· ..'· "trans.mission tb staff~gencies 
·· · ~r~at~d if"no ~nique cut~off is ·: · · · · 

specified. De;s'troy 3 years afte\ ~ut- '' 

off,··. ,., .. .
.· 



~hi)rt~term.F[nancjaLapd ~t. :· ... , Tempqfary. Gqt off r~t9[1:Ht_.\ · >. SuP.i;Hy rylahagemen(Fil.esf (;'Qpfes ·: ~on~:-.: <?R53~4b. H~C-l~E?A,Ti-S:i<:: T~fnt>:o.rar:v:)!>~troV:-when) 
A~g~i~itio~n Reco~ds ".r)A..\,oo4~ If"!~V~~-ed in fh~ ag~nq,7b'Lir~au ·' . • ln ~th~freport\ng.Lriit~-.~nd r~l~ted..·' · · ~· '· i'te'm~5b): :·:···.: ."':· --~· ·: .. : t';ve~(oid'·. · ~:.: ..··.· ;··· :-

- • ~~ > ' '20t3-0001-0010. . ' record$ mimual, or at the end of ~,or.king dqcum.eryt~. ' . 
•,tl; 

.o 	 theFY inwhl.chthe record is •. " 
.".' created if no Unique Ct,Jt-off is • 

§P.~ifi~d..o~~troy 3:yearb aft.E\g!Jt:.·. 

~fff:''.•~- . . .·,·~·,·c.' ;:• •.'r\:.· ·. ·, 


_-, Cut.~ff on t(?mpletign or· tempofary. Destroy 2 
cancellation of requisition~.'···. Years after completion or 

'c~nc'ellation of requisition 
~ - - ' : ' ' .- ' ~ 

.. ~,·' ::~< :s_.:, 

Short-term Fi!Jancial and Tempor.frY· Cut off record as · · Inventory Filesc Inventory ll~ts · None 
Acq'~isitior(R~co~~s -:D¥-00:48 instru'cted !hthe·ag~~cy/ou·r~ali': .·.~:, .. •~? ;, '"' ,"'" r'· .. 

i013·~oo.01-0010 .:: .. <.. :· . . records' ma~ual, 6r a~ the ~nd of: 
,'• 

".· 

·. · the FY in which 'the. record is 
created if no unique cut-off is·,.· 
~PeC\fle.d.:_!)estroy.3 .years'_af!e~r cut

:· ofi: .· · {':.' :•. ·.. ··;.:_.; ·.~:"' ,: ·:,; 	 · 
lm.ientocyl~il~s~lnv~ntory cards. ' . Cut 6ff.0n discontinuance oC ..::: (]HS.3~9_~·.(N~1~6_4-.TZ=!i~··- re'IT1P!?r'!rv?P~s;toy.2.,-·.-
""~ .. ~; "'" _....,_., ..--.- ~ ~ _. ... - ~-·.· • --:. ' - .,.. . , ,_._ • ., ·r ·~ • ... ··~- •.•. ·. -~ -~ -, ~--

' . . . ' . itern or removal of equfpment ' it.em lOb) . . years ·after. discontinuance 
: . fro in agency cqntrol, or after . ,.. of ite~, 2 'vears· after si:ock , 

th~ FY in'which the record· is . : . ~t~ck balance is transferred t'c; a .,. baiance.is ttar:i~i~~re9 to;~ ·· 
. )" . • . - -- . , .r ~. . ~ • ••_· c 

G'r~at~d if~6-Jn'tq~e l:ut~ff is.<' -. 	 , ' · new·card/new tlassi$cation ··· _):; ne~···cal-cd·o~:.retprdecJ: -_.:-~-~_.'~ ~:.... 
.. ;:..~p~tified. Destr~Y3 years aft~r:c-ut: 	 ~nder -~ new d~sslfitation,.. ,. . )-"' .~off.· . . . . · . ' 

or 2 yea~s after equipment 
is removed from ageney · · 

+ f' ; .• • < 

control .. · 
.. ;.· 

..r . .. ' ... 	 't---

ShorHerm' Financial and Temporf!ry. ~ut off record as lnventor{.File$~ Heport ·of survey" GH,S·3~9c (NC1~64-77-5 ·. Temporary. Destroy 2 . 

f',q~uisitio[l Hecords- DAA-0048 instn:~cied in the agency/bureau . files and oth,¢r papers usedas or date of posting me_dfurn . item 1oc). years after.date of survey· 
• • • ' . j 

2013,Q001-{)010. ··'· records' manual; or at the 'end of : ,, evidence for adjustment of.· ··· 	 .· . . action.or date o(pos!ing· · 
L',.'·"',·::~·}' · '· . . . ih~.;:..;;.i~;Wn!tb.:di~r.~ccirdis~·:;··~·~: '~rn~~rii:oN;recbrds; ~6t~6th~..Wise '"'.' .. '· : mediiihl . :; ' • ' ·• . 

. .. : ..· .· .. treatedif:no~niq~ecut~offis.: ' coveredln~theGHS_,,.... , .·· 

· _specified. Destroy 3 Years after cut	 ·,. 
. ' ·•· -· . ~off. ·' ,t'.·· 

http:action.or
http:baiance.is


.SfJqf}~tei:m .F[(l~~ncial:aFa\ ··:·; ..... ,: TernRora.f\C¢ut.Qff re¢orq as;'. . ..• . Cor,t,r.a'ctor~~jayroiL Fjh;~:oj_: '. . ' ..,. Cut off on cohlpletibn: bf . · '· GRS.~;-11 (~C1-~4~7t~s... :f.e.rjlppraiyf:l?'~stfqy,.3 , ' 
··•·· •,, ''II-.~·~.~-'' 	 ·fJt'!'•' c,.,~ , ,.::,._.,_::;:""''\,": ,~. :•·,f it_.,,;,".:": •''·"~~ ~·" ..,.-1" .~.z..~t,, '-, -:-·'.. "~· ·"v, .. ;·,~-~·'- \• • 

Acquisition Records.., DAA-0048 instructed iri tlie:agency/bureau.:· · •',:.:. c.<?~tra~t J~J;,sr~~~t~~ci' ·.. > iterriT2')~~~-·:· _' •.. r ··: ·: 'i, ve.ars:~~er d~te~r-·;;'.~; · .: 
2013-0001-0010:. ·. . · · r.ec~rcis rf,~nual; ~r:at the end of · · performan'ce;is SL\bject af a.ctive· COmp)efioO o(i:oqt~act; 

. · ' 	 the FY:ill whi.ch.the.recoiiis . ~nforce~~nt·action. . unless .contract ·;· 


cre.ated if no unique ~l~..Off i,s .: . . . 'perf~rm~_n~e ·~~ s'ubJectof 

specifi~d, :!'Je~troy~3 yeari~a~~r. cqt- "'. :; enfori:em!mt action on· ., 

~ tt'.;";i;. .· .".· :.. : . . .. .... :: ·. . .• ' ' • 	 .;. . . ' i~~~'t~ 'd~t~: . . . ;;, .0 ' ;'"~ . ·_,.. "•, 

. ' . r~cqrdsmanual! op~t'th~ enqof 

. • • the' F.y. in :wliidti the r:e~ord..is · 

• _,""' ,' : ' •". _•••••• ,> • '!.> 'fl, 	 " ~' ,' '' ': ', '~ --. 

crea(ed if-rio unique cut~ff.is ·,: . 	
.•''.. · 	 '.·'specifi~d. Des~ roy 3 years· after .cut~ 

off. · · 
Short-terr!l Finanl;ial anq · . . !1=mporary: CL!t 9ff.recon:l as . GRS 3-14 (NC1.:64-77.cs.. 

~,d:Jdl~itl?.n .~ec.orcts';,Q~~DQ1? ins'tr·uq:ed:i\1 the aPen~y/bu'r~a~ item 17b): · . -. :';,'' ,,·,...iOl~.{)od1-QOH) · , : .·. records manual;. or C!t the end of 
· · · ·· · · ~he FY i~ ;,..,hicnthe r"ecord is 

"r•• , 

.. ,· .. 
Shprt-tern:l~inanCial and: . Te'mpor(lty. CJ,Jtoffrecord as GRS 3-17 (Nl:-GRS-87~14 . Temporary. Qestroy\vheri 
Acq~isition R~cords- DAA~0048 instru<;t~d in the agency/bureaJ- '. ite[n~1) · · '· 3 ye(lrs old .• , 

·~,.... :' _.:_:ioi32ooo1i:Oo1b :;·:", . ~ ,, ·· r~~<lfds' rlJ;~t;~,, <lr ~ttfl·~ e~a:6t' 
••• ·-"" rJ' • 	 -'~· th~FYin·-~hi,~h~h~r~·cOr'd~i~.. " ~· 

.. creat~'d rt'nq unique· cut-off is 
specified. Destroy 3.years (lfter cut.·-·. 

" ·:' .. 
_/:::.._< ........ - off:. · ·,·, · .· 	 "-. ' ... ,··· 


( 

http:NC1.:64-77.cs
http:cut~ff.is


Short:terrti'Einanciial and •,' !, •. ;. Temporar.y~ .CU1;. oft record as': . ;,.;;. ·~ J;~.deral Ap:lyJti~: lrw~nio\Y):(efqr,m cJt 9ff upon: ci>rPPletioi]'Qf' · GRs 3-18b (.Ni{l~,Q§'-2.; ,Terr1RPx~ry::·~~foff1miln· 
• ,', \. J,. · ,.,, ·"\ " ·" o.1 r,.- "'" >·,i., .r t' ·" ;:., ,. , •A~q'lli~it·i·~h:Rk~6"riii: DAA~00~8 ·~~~t'ru2t~d ihihe ~genc;:yfb~~~~~·.. (~AIR):ActH~co.rds.'drcular N'o: A~ st.uay~: .·... ' . " r':.:.:·.: ./ .:. item ;t8o) · · . ~ , 'll; completion of.study, · · , 

201'3~·aa1-bolo _: .. _. recor,ds :man~a!,~~pr ~t the .end of , 76- reCcirAs m~hint~i~ed"~y othe~ ~ ·- . . . " ~ . d~~troy ;2'years after c~t 
'.the FY·in.Which'the record:is · offices; includinginformation · off 

cr.eated if n~ unique cut-off is ·, copie~ ~nd'b~ckgr~ur'l·d material· 
• ' ' ',. - '~ ' < ': '··, • 0~ • ""':' •• ' ..•• ~-. 

· $f?!=!ci.fie.d: :Q~W?Y3 y~~rsa.ft;e.r. c;:u&i ·· · . -' · ... ~.;.:~/:~i
off.·· ... ,.,. ·. '·· ,; ·· · · · · · .: . · 

Temporary. Destrqy when 
item4) 2 years old ·:: · · .. 

·. 

Short-i:.erm Finc;~ncial'and. . : r Terop9rary. C:ut off record as . · ~cess P~rsonal Pr<J.p~r):y R~ports. None GRS 4-2 (GRS 4, 1952; Ter.nporary::Q~s~roy wh~n
. ' - " ' .. -::.: . . . ' : ··> . .· r-:::.,·~

Acq~i~iti6o·~e'cort:JsL~o4A,do48 in~tq.1cleq if!~:t.he ,<~gency/bJreau .. .... iternS) ': . . ··'f.:.>.: . ' ·. 3 years old" ·'::: · · i. _.;~ ' > < 'o -1.' "' '- ,. '_, • " .',, t._.. -~.2oi3.:oodfcodlo . · ·. · ' · .:· '·· · recdrds.man~al; or aHh~ end-of . - ' ·.. ,. - . . ' 

. ·~ .. , the FY in which the record is 
·•' 

created if !10 uniq!Je cut-off i~. 
spe:Cifi~d.. p~s~roy 3 years ·after cUt~· . 

y· ~ff~_-...-~".·:~· ~:J~'"/.: . ,. : .· . ...~~(·· -~~-_k.~f:.. ,·.(,~·" ' 

,SJ!or:t:,t§rijl ~ina~c!~J)Qd.'_._:;~--·:-. :'f~~~(lra.rv:<;ut.9tf r,~cord as,:.: ~~: Bl)_dg:e~::c.C!rj~~P..Qil<:l.~n.c.¢.Files:~ ~R$ s~~.(~R~_.?,,J9??;·.: 
Acquisition ·Rec;:ords -. DAA-0048 ·il!structed in the ager;~cy/bureau · items t and 3) 
20U·OOQi-OO;tQ . . . ~e.cords man:u<~.l, qr.at the e!Jd of. 

. , ... : .. ;.{;:. ,. · ·· . · th~ i=Y in whieh".the r~cord is·: · 
-F·. '; ' · . ~re'ated if:rio.uilique C!Jt~ff:ir:: 

·· ·. ~pecified:· Destroy 3 years after c"ut~ 
off. · 

Short-ter.ni .~in!lncial and . · ' Tempqrary:Cut off rt;!c9rd.as · Cut off. at end·of FY covered OY GRS_5~2·(NC1-GRS:81-13. TE'!Ill.PdrarY. De'stroy 1 year 
~cquisition Records: DM-0048 iri~1:ru~ed in the agency/bu,r.ea~ the bu.dget. · , it~~ 2) .. · .. ·· . aft;e~the EbFvcoveted'b~ . ·. . .;.-, -" ,· ,' • ·" · ." , "' , -- · · .·;,,· ~ "' ., :. " · "( '""" ' "'." l' "',_" · ,. .;, · r .. 't"" 

- - ... 'f :: ~:2013-Q001:,0010 · · ·· ·· < records manual, or at the end of · :·:· . :·;,:.. . "' ·· ·: 1:~~-Bli~g~f .: . . l 
' . :· ~ ' ,;\ .~ .. ' 


. J - ., ' t·h~ FY in which'·the~e~ord is~: .. 
 .·' 
created if no Linique.cut-off is ;'. 

specified. ·o~stroy 3 years after cut ·: •:. ., 
~ • ''o 'o.ff; . , .. · . "' 

http:agency/bu,r.ea
http:rt;!c9rd.as
http:Short-ter.ni
http:if!~:t.he


_S~i:>~~t~~m .Fina[1~:.i.~J.~99 .. :~.· : :{\~rf!R~Iili)':J::woff ~~cc)rd~~s .. , .. '. B_~?&et. ~~p~rt.s Fi~es.:,,AJI;oth~t;. ·;·(~ 
Acquisitioh Reco~~s· ~DA.A.-{)048 instructed in-th~.agencv/i:iureau,;, reports · ·. )',, . ·. ·-: · "' 

·. '·· '· .::..· ··.:: .;;.: 
..;.~ 

GR?$-~[?(NC"64;15~2 . '' J~l)lPOt\JN;,ti~troy.~~i 
it~·m: sb(,:: ·.. ·:.;· .J· . yearsaft~r: the EOf:v·, ,. 

· 

2o13-0001:0010 • records ri113nual, or at the end of~. · · 

·.. th~ FY. in which the record is , . 
· · crl;!at~q if no uniqu~ cut-off Is ··· ::: · 

,f ~p~c;ifi~~r i?e,~r,.<?Y} v.~~r~~ ~ftel",~utl 
-:. off.. _: · · · · · 

S~ort-term .Financ.ial and .. TemporaCJ'. C:~t off retard 'as. . Temporary. D_estroy 2 
Acquisition Records ~.DAA-Q048 instructed •in the age'ncy/bure~u ·· . · years ·after the. EOFY 
iQ13-000l-OC>l.O , re~ords 'manual; or at. th~ end. of 
;. · th.~f~X,-!-~S-'tiichthe ·r~cor~:·ls :';· • 

. created if no.uniqqe cifj:.,off Is.. 
. '·' ' ... specified. be~t'roy 3 year~ afterc~t~·. 

off. 
?hort-terr:n FinanGial and · ·. ·:· T~mpqrary. Cut.off recor~ as· · ~ccountable Officers',J;iii:!S · Ngne · .,. . . GRS 6~1b (Nl;~GR_5-86-3; Tei:npor~ry. p~~troy.w.hen 
Acquisition Records>. DAJ,\-QOLlS i~struct'e!;l in th~ 'agenriy/bureau ··... Memorandum or eXtra copieS .of·.· 
2013~661:.0o1o .·. . ·.•. re¢ords manual, or at the 'erid of. ~c~ou'ntable offi~ers' ret'urn~ "• 

' '" 
·... 

'· ·· . 
/J> 

item·1b) '· 
•' • ' • • 

·· . . . ,· 
• • 

l: year,•old~·,:· • 
~- ' '' ': '' : ' • • • 

· · the I'Y in which the record is , . 

.,. :, .. ' treated if no unique.q.rt-off is 
: ... ·. specifl.e~:· D~tr9Y;3 yea)·s·~yt~r.:sllt:i

.;, off.~~-,~ w~ ~" ';' ~"~' ',, \,' ~,,::,~:'' ~'-t::~', \ 

St}ort~ter!l! Fi'1~D£i,afaflfl.~~-;::.-·· Jer:np.gra.r\(:~.ut;offr~~;<>~?.~~.;~..::~·:· 
Acquisition.Retorcjs- bAA-D0.48 instructed in the agency/bureau 
2013~0001-0ol.o: . recqrps r:nanual,.or·C!t the eni:l of. 

· ' . ~he F'i'i~:whi(:h'"th~. re~b.rd i~ 
-' cre~ted_i(n<?''unique cut;<>ff is·• 
· ·· speCified. Destroy 3years after CI.Jl" 

off.· 
Short-term Financial and Temporary. Cut off record as Accounting Apminist!'ative Files None. GRS 6-Sa. (NC-64-77-11, · · Temporary, Destroy when, · 
AcqulsJti<:m Records:. o:AA:no48 i~str~q~9 in the agencyfb.ureau . 
'<.'c~""V''"'"'z; •' ,."t~,:··,, -t·. :__ "; -;,.";, t · .•,..'-~ • ',''•' • ·'.;-.... ·~.'.,

2013-0001-0010: ·· ·::"-\· ,· recordsrilanual;orat-theendof ~ 
. : .: . . . · · . :tli~ FY in which.the ~e~ora is ·, ' 

created if n~ ~nique cut-off is. 

File~ used for workload and : . ·. 
per~~rinel ~anag~rhe~t: pur~6s~s
f' < • • •• ~ ',"·?· ' \o -" • • • ;, •• 

' .. 

it«;!mS'a)' · 
:;' . ~ ,. 

· · · 
-·, 

· · :; 2yeai:s·old. 
" '· '• .:. . ;,/·~.-- ~ ,·,·,. 

· ·• · 

'" "'. 

specifiep. Destroy 3 years after. cut
off. .. :.: · .·.: .·. 

· • '.': 

• r 
'·~,_""~.:·-·. w 4,> 



ShorMi:mn.F.inanci~l .an9 ·. ·• ·,; ·r~mpq'rar:y: Cut o.ff ~e~pra ~s ·~; _:5 • 

Acq~i~itio~~Rec~rd.s- DAA-Q048 inst"r~qe4~i~ the ag·;~cy/bure~u· · 
iof3;0001-Q010: • . . . re~ords;nianual, 6r at the ehd:of 

the F)'in·:wnich.t9e record is.· 
cr~(lted if n'a unique cut~off. is<'· . : . 
_s~ecifi~d .. g~~~;oy 3. v~~.rs ~~er:'~ut~ 

:' ·:' ~ff; 'c.'. :! ; >' .. >' .: . ' .: ; . ";··':,' ' ';: 

.. \. 
' .~ .... '' ' 

'I':' 
Short-term FinanGia[ and .. .Tempg.fary. Cut o,ff recqrd as. . Expe_nditu~!'! AccountiJ:tg General.. Ncine: GRS7~1 (~.RS 7, .1.95.2, . . : T~mpora_ry: D~stroywhen 
A~_q!Jis.ftibn:Record~,:~6M~g4s· J.n.shucted'in'the·agenev/~~·reau ...· 
i013~oobi-0010 : .· . ;;· ;· ,: • r~~ords' m~nual,-o~ at.the.·end'of'> 

c9t~;P.6n,de:n~e arid,SuoJ~ct:Fil!£~;~: ,, ·. · 
'., ": " r'•. • 

· ite'm 1) 
(".·~- ~' ~ ~. ' ' " 

· .·.. 
i" • 

,, 2years.old' ·.. 
• ", ' : :-:: ";,I,. • 

· 
""': 

• ' • - " • J' •• " - ~ • 

the. FY hi which the record is .· 

', "'"'

Short~term Finan<;i~! an-d ·. temporary. Cot off record as • . : S~ores.lnvoice Flies· G~S 8-2 (NC-64-75-2, 
AcCJuisiti~n R.~t~rd~ ~·oAP.-oo4.s instr~ct~t:l in the ageric;v/bure~u' . · . 
"'" .~. t' :.,._~~~ .-. ,'· -~- --. t ~:--·/ ',··:".·· ~:.... : :;,;~ •• ·- . "]" t• .. '··""-.""' ' • J: ;, ;>-~ ' 
2013"0001-0010'.:.: " . · · : ~ . records manual, or at'the en'd ore· 
. ' . . ~ . . , · · • ·~·he FY ~~·whlch the reco.rd is ....., 

', •.. 
created it' no "unique ~ut-off is 
specified;· Des~ roy ~ y~ars clft~~ cut~· !;, 

. off: :"· . ' . ··.·, •. , · ....'. :. .. . ··,_'', I• 
.I 



~hoclj-~errnJ.i~C;l~.C:~~f~r]d~, ., : :, te.r:npcfrafY: <::.ut.'Offr.lw?ir<;t.a~·. f~ 
Acqui~ition~·R~.cords ~ i>AA.-9.048jn~tr.~cted .ih.the ag!}ncy/bur~~u 
Z013-Q001-0010 · · records· manual, or at tbe end of. 

~ ·· · · · the FY ~~ Which the reC9rd is · 


createqjf no "unique cut~off is 

~p~d(fied;,. D~stroy 3:year~ after; c.u~,


·C>if:".:. •.';« ·~ ... " :-:"·. 

Short.-tern;~ Financial. and . Te,J:nporary. Cut off record as 
Acquisition Records- DM-0048 instructed. in the ag~ncy/bureau ·· 
·2Q1~-~0p1;{}0,10. · · .. · · :· rec;ords manu~ I, or C!t the end of 

tf, ::" !?e FY._i,ri ~Qic~:th"e re~o~~js. : 
. ·. created i~ no (miqu~ cut-offis:. , 

:, " 
· specifie!:J; De~trov 3 v'ears after cut

off.' 
~hort~terni Financial ·and T,ernporary: Cutoff record as. GRS 8-S:(GRS 8,1952, Temporari.. Destrpy-3· 

i'te~,6j: · · ... ,,A~quisition Rec6tcis -J)AAMJQ48 instru.cted"in· th~:,agem;y/burea·u. · years aftEKitem is'. :. , . 
> , ••_1 ' :_;, < 0:, • > " F'': > ''

~di§~dOl-00'10~~, r ;~~ ·-~·. , ~ ;~":; • re~btJ~:-~~nu·ai: 0~ ~t\he·~~nd Of·~ .· · · Withdra'!"n from plant 
·. . . . . . . tlie.F:Y ih :which the record is . . .. 

created. if no unique cut-off, is 

sp,ecifi~d.,:D~S.troy 3 years after cut~.. : 
- . .. ~' ' ~ 

off. 

cieat~ if_no:dnique, cut-off js . 

··. sp~i::ified. Destroy 3years aft!ir cut~ 


off.· 
Short-term Fi.nan<;ial and · · :remp_orar)l. Cut off record as . Cqst ~c<;ountiQg Reports- Copies in Tempc)rary: oestrov.when 
Acquisitioh.Re<;oro~ ~· DAA~048 ln;~ru"ctE!d in the agency/bureau · , . · reporting urits and·r~la~'ed:wor~ . , 3·ve~rs·_old? · · 
ioi3~oo1::o'(no':f.: " ,, ·. retords'mariual;orafthe"e'nd.,of .: P?i>er~:,~c>?;;;' ' " ';: .. ·~s''. ,.- ·/, ~·):;• 

_..,,., ., . - ' :" · . . __ :: the. f:vin which tt\e reco~d;is. . . ··.: ·,. 

. created if no unique cut-off is 
~pecified: De~tr9v 3 years after cut" · 

. off. · ,. .. .·> 

I 



~~()l:t:te:n.l·~ni~~C!~I (lriq;,;· -~",_, T':~~p~aij};:~ut_gff.rec?.f.d ~is:~~·::_,,.1.; cp;litRe~~~:PAf~:fil~~~L~8~e~s a~-.C! .. GR~ 8;7a ·(NCH?4:.7s=2,<,::. I~r:iporar:Y..o~stroy,~b~n·,.: 

Acquisi~I.on Recbras.~ DAA;004~ in'structed if\,the a¢ency/l':i~ure~u ·:.::forms . ,. . :. . . '·· ~-' ·: " ··• ite~ sa);::· • .. ': ·.. : · 3, y~aiS:olcf · '' · ::/ · ··· · · 


20l3~0001~0010 '' . . ' records manual, orat the end of. .. 

· . . . · the'Fv in which-the record-is ' 


~ 	 mic;~t~<;l ifno u~!que ~ut~off is.. :: e. .. 

~pefifle~t9~str<?~,3 year~ ~f.t~r ~lit~ . 

offY ·· .·. ·· · · · · 	 · · 

. 	the F'f' Ill,whicli the'recordJs .. 
',' ' ::-.,. ·. , . ,'"; ~· ':" . .· ;. " . ',: ".··: ~ 

created if ro uriiql)e cu}.,off,i~ 
·~ ". " " . specified. Destroy 3·yeim 'afte'r cut:: .. 

off. 
Snort-term ·Financial and .. temporary. Cutoff record a.s . Generai.Travel and Transportation GRS .9-4a (Nl~RS~91-3, Temp9r~ry. D~~troy wh!=!.n 
Acquisition ·.RetorCi{-"otv\:.0()48 In~truct:ed in the agefltY/bu~eau' Files-' Routin~ aoministr~tive. ': :. :, ' " · :.. -i iyears-:old · · 
)•, • .,. ,· ··f ,··· ~:::- ·.;''V: .•.·. ..>.,,~-~:/ 	 ·~.,.,, ,·"'..-.· ~' '· :'":"~~: ..<:.'A.,.· .,·~-r ~ ~ ·:. · ·" ·.~ --~.·-- ,~-: .~ :1 .... ·,': "··."~·«",·--·"'·'".~ .:

:--; ,e,, :,; -~:~, ;~ t •. > ·\"' 2Q13-0Q01:.001Q . .' '. ; . ; . 	 records manual, or at the end of r~c.ords:in"cluding correspondence;, :: 
. - ·' ' 	 th;e FY-in INhich the. ~ecord is forms, a'nd.refa'ted records<

c~eated if ~o u~ique cu~-off Is pertaining to co~m~rcial and . 
specified. Destfoy,3 y~~r'~ after ,cut- riOI']CQmmercialag~ncy·trav~l an'g 

;p:h ,.: t,·. t;a'ns'pciftatfoh:and freight> c:'. .. 
', .-·:< ":·.:: ftih~idrls.hot:.~ove~~d~~ise~h~reJn. 

~hl~~~~h;~i~ie ' - - ... - ' ..... , 

Short~termJini:mcial and ,. , Temporal)'·. G!Jt off record as' . · .. General Trayel and Transportation Gut pff,aftElrall entries. ~u:e ~RS974p.~N1-GRS~9F3, :·1emEorar¥:De~Hoy1 year 
~d~'uisition 'Records .,. E>Moo48 instructed in the agency /bureau.·. , : fi.t~s- Accm.frrtabilifl/,recotds_. ·., ~ .: ·de~red\-c;:,- ·~: · • i\~iJ1.4b): :.:: . · · afte~;(!ll ~otriesjre d.ea~ed 

.: 	 -. 
201j~0001-0010 	 records mamial,"or at the end of. docur!le,11tipg th~.iSSLJe:or receipt of . 

the Fv in whkh the record i~ accountable documents 
createdif no unique cut-bff-is' . 

· specified; Destroy 3·years afteLcut-. · 	 . .[ . . 
~ . 	 " ":.o-ff..:./;~·.-:: - -·· 

Sh6rl:-term Firt~nc!a( and' . TeniP,~rary, Cut off. record_as. · . GRS 9-Sb (Ni--GRS~~1:1;: _:rempdrary, D~stroy y.then 

Acquisith:m ~ecords - DAA-Q048 instructed in the ageney/bureau . item Sb) · 1 year old 


I~ 
.2013-0001-0010 	 recordsmanual, or at the end of. 
· 	 " .- .: the"FY in Which the record is, . . 

.,,,·':,_,.. 
,, .. ·.:-'.' 	 · ·" i'r~ated ifnb ~·nrqcJ_~~~~~~off is:.· .· 


.. . . ~pecifiecl~Destroy3 years. a'fter(cut~ 

pff. 

http:i\~iJ1.4b
http:Acquisi~I.on


S~ort~tl:!j'll))~i~·~QSJ~ra~d' . '. . t~rnp9ra}v..Cut 9tf rec.c>r~:~~ .. : ..:. j:~der~!.~i:riplqy~ee 'fr~~~P2rtat~.C?n 
A~g~isitioHC Record~:= DAA~OQ48 Jr:i~tru'dt~d in the agen<v/Dur~au' '· Subs"idy Re2drck ; .... ; >"· ... ·.,, ' 
2013-0001-0010 . , reco~ds ~·anual, o~·at'the imd of. , . - . . . . . . ·.· ' . 

·· . , the FYin which.the record is·. 

'created if no ~nique cut-Offis' . 
, ··o ., . - .. : , . ~, 


sgecifiE'!d.. Destr9Y::3 veax~·.afte'r:c~ut,. · · ·. ·,
'Off: ~_":_·:"~-r:·,_.~;:·...~-~- ~-::'" ··~,":'~.: .. "~':',,,:~ .·.·· ~ ',-·,1 

Temporary; Destroy 2 yrs 
after close of fis<;al year 

· C()VE'!red in.budget. 
!· "' '... ~- ·' f 

,'.. . ~ 

Short7term Fina(lcial a.~d .... ·· Temporar\i"ClJ1: off recorq a.s . , . · Person~! Propercy Trackin~· .. . Cut off whl:!n propertY is· Nf·,022-QS~01/2Qb, ADM I~ TE:!n'lpo~ary. Delete 

~~quisi:ti~? ~et8~ds ~ u~:0()4~ I.nstr;ue!~P iri ~h~ .ag~·~C\'fbu:~a~ . · .· D.at~9a.s.~~':b: ··: 8~~a.b'!se R~~ord~··,' ~xs~i£e.~ o~ .~the~is~;r~r;ri~~~q. ~ic; · .~· .:.. .' :~•. :· ... · · ·:: :.. . ~r~p,El~;~n.t~; ~X~~rs · 
2013-Q00:)/0010 :; : · · rt~c;ords manual; or atthe erld·o~ • Records' maintained in electronic. from agency custoc{y . . . · ·. . ' after propE'!rty js excessed 

. .. . the_ FY in which the record is form O(l an online system ahd 'or.otherw'ise removed 

created if no unique cut~off is - regularly backed up on computer · , from USFW.S custody.
' .. 

specifi~d.,D~~tr~y.3 y~~r;s gft~r cut: tap~"· · 
bff. '·~.:..::., .... .· ... . ... . ,.,

?b.ort,::~~r6i fiir1aijt.i~~~n.9.:~j;;.;·~ , :ren)porary. c~,~t ~fffecord (!S ~.:?:~.- B,udg~tE~tlrfl~t~, !'J~~48~?~22:;.i~~!ll.' ·.''c.i::i ¥[m>ol;(lry.Cu!.()i'f.when.· 
Acquisition Recb~ds ~ DAA-'o'048 instruct~d in the agen.cV/bureau · ·· ·· · 1208.1 · · · : final budE:et is produced, . 
2013-0001-Q010 . . · . .:· records manu~l; c;>r atthe erid df.; destroy 1 year after cut< 

the.FY !~ whl<;~ t~':! resor? is :· . .~ .:: o.ff; ' \ · 
' .. crea_te'dlfno unique.c'ut~ff is .. ':;~.~ 

'· specifle~. Destroy 3years afte'r cut.: . 
'• ~ . " " ' ...~ .~ ·I: .'~ 

off. 
.~ho.r:t~term,Financial•and . Temporary. ~ut off record a~ . .:.. : T~riiporarv. Cut offwhen 
Acquisition R¢cofd;~·PAA-QO'W instr.ucted ·in t~e ~gencY/b~rea.u. :~" final budget ·is pro~i.Jced. 
2o13;{)ooi.:.Ooio .':; ·: ' ;: fecords'·manual, or atthe end of~·:<· •' destro~'<t,Year~atte.icut..:" ; 'r, ·· 

•'!-· ~ ;.. ,-~~ . the F'(in -Which t'he rec~rti i~ r.:'' -. ·. bi{ ' ' ·~, :' ·. 
~-' : . ' ' ' ... . . . 

created if nq uniqu'e cut-off is ' . 
. specified. _Qestrqy 3 year~ after' cut~ ..· 

· "' · ·· <.-,Off~··" -- ·· ·\·,. :~~:., .,·" !'"- •• ·. 



~llR~,~~n~· FI~~-~~~-~~~rA~: ,·..:~..<!~h~p;6rCI[Y· ~lrt:of(r~c9rd:~~:·· ;::·.~•. N~:94~-l,Q:Ql,~·,tem id;? T~mporary. cutoff at 
Acquisition Ri'kords'- 'DAM:J048 instructed ,j!J~the agency/bureau:·,. .: ::;:_ "2~:'· ' . . ...•' expi,ration''~t ~~re~~ent~. ' 

- '- ' '<,(/ - ' - ' ' - • • 	 - '- - " - ~ • , '• - • c 

2d13-.ooiJ1-o016 	 record~ man~,~al,'or at the e'nd o,f destroy· ~·ye~rs ~ffer ~ut
tlie FY ih which th_e r~cord is off · 

> Cre~ted-if hO un_iq_ue c~f.:.offis::: .. _ . 
· sp~·dfied. Destroy a·years after,cut- ·. . .:... 

"~ff~,·-;"~·-' ·":~.~~:"".·~·-··.1'".,. ·\~··."'~-~'I~".:":<·..~~,-~ :,-··, :r:. 


·.Temporary. Cut off record as• 
Acquisition.Records- DAA-0048 inst~vcted .in the agency/burea'u · 
2ou:op01-0010 .. ' ' records manual, or at the erid of:' 

·- c : ~~e F/Jp ~~id1~~h~ ~e~ord_ ~s ·. : ~ ... :· ,_ . ...,_ ' ... 
'•.•' •'. .·i creat¢p if llo (mique cut..:off is .. 

· ~ 	 ·spe·cifi~d. DeStroy·_~ years after Cut~ 
off. · 	 . . 

Sho~~term.finan,cjaland . Temporary. Cvt off recor9 as_ {ludget EXecution. Files Cut off at end of. bu.dget yeC\r· Nl-D4.8-10-2 720~ . ·: Temporary. Cut. off at·end · 
' ' ' ·~~·"':'· "~~; .. ~.:.... ·: •, - ' . ....·Acquisition Records ~·oAA~o.48 i~structed:Intn'e.agentV/bur~~u.·· · ::... · ·· · · ·-.; .·: .·!:· !" .• . · · .· · ofbudgetyear) des"troy 3 

;{(na~obo~:091o · · ' :· '~· > ~e¢o~ds n:'an~~~~~?r1 atthe ~-~dot-' ~- :'~ :· . .. · · ' -,• , 
f 

< • ~ •" ~e~i~ a~~~- f.~t:Off'~r ';,;.,nen.-<c,,. .•, 

the FY in which the record is ·. : . - :· n9 longer needed for 
created if no unique cut ..:off is 

· specified>.De~tr.oy;-3 y~~~~-~ft-~r.cut~· · · · .~.>~ ~: .off~~--~;.- :;;,;.-\' ~~ ..; ·· · <' ' .• ':1\ <~~:· :;:<~·;,:. ~ : ··-; .: .· 
Sh~~t~rrJ1.~Tricin.c1e~I:an_q:" ··' .-.. l)~mpobiiy..Cut.oif[f:!~or_d_a~; -::C'-':, ;· ~PPiqRrlitio,~s/Co)li~r.es~iP}!·~j~ . <:~9fl'~hE!t}.~lect~d offi~i§l~ .t ~1?()48:',tod~.item]~l3 ..: T~[npqrary.:_q~t!Jff ~hen:_, 
Acq~i~ition Records - DAA-D048 instnl'cted in the agenc:Y/bureau Travel: · · · · are no longer irJ.office or when · · · · .· elected officials are no 

Z01.3-,!)001~QlQ . . . . . recdrd~ ma~UC\1, ?~ a~ th~ en~ ~f. .corrimi~ee staff are ~9 Ionge~· · longer ih office, for 
the FY in which the record is· · · 	 on AppropriaJions committee.. . - ·, ~ tomrriittee st~ff, cut-off . 

' '' .. . . ~-.

';;. .,. . -~ _ c~k!lte'a.Jf n?'uriiq~e ~ut-=?ff i~' -. ~-. ...: when~o i~~ger on .. 

· . specified. Destroy 3yea:s-Mter cut~ · Appropfiations·tqmmittee, 
off. destroy2 years. after cut

'•,c, qff: . ._. ... 
,  .. · 

Short,.term Finantial.and . ·· Temporary.•Cut bff record·as ·: ·~.:·· Temporary. Cutoffat end· 

Acq~isiti6·n.Recprcls _:[)AA-O<J48 instr~cled in the ager~i:yfburea~.T . ofou_dg~t 'Year,. de$.trciy 3 . 
20i3cOb01-0010 ., . ". ' . . r~cords rn~riual;.o~ atthe·e&~i(;>f. . years after.cut-'9ff or when 

.. . 	 the FY in which· the record is no l~nger r1'eeded for 

created if no uniqlJe cut~off ~~ . 
specified; Destroy~ 'year~;e~fter·cut~ 
oft=~:·.::< .•:. ·. · · · '\'.:·,.,._ 

,. 

., ' 

:-:. 

http:c~k!lte'a.Jf
http:oAA~o.48


?h.o"it:t~rrrJira~ci<l.J~~;rfd , : ...•. •. t~r:np&f,c!'cy;".t14~ qft{r~cprq 9.~;·, .::,.·. ~ou~i~e.~f!19~~t_ip.6~~~~pf.d~- : · ~-. ~~n(,s~i~;<. 	 NJ}0~7:.0&~9x,3Q~~osc;: Terhporar)i,·Cut-offat the 
'!!. ~~~J,' ."1~:, ~.'";' ~~:," ~,- <''Atql,lisition Re~ocd~ ~ Dft.A:oo48 rn~t'rllcr.~d'i~"~hi~g'enev/bureau .·.. ' q;;,·tains c'oi>fes:nt:liniaine.d for . ··. .·. ... . ... '<:· 	 · ehd of fisc~I;e~r., ·D~sfroy

:'. ~ ~;. 

2013~0001"0016 ·. 	 records manu~l,oor atthe·e.nd of . fiscal and. account(!bility pu[poses. . . . :<: 3 years after cut~off. ": 
the FY in w[1 ich tne record is· , . · 

Sl)6rt~term Financial arid , . . Temporary. <,:utoftj'ecprd (iS :. . .. JY1i~~ellan~ous R~coriciliation Files.- N<;)ne 
Acgui~itlon. ~~cio:r:as "7 li>¥,004? [~s~rll~~d:i~ the,ag~n~/b~rea~:. ' Cop'ies ofTetords/r~ceip£s used t~:·· 
2bt3~0001~0010 "' . ' •re·cord~ manual,~ or atthe encl,of . rec~ncii~acco~~'fi and not : '::" 
. . . . ·' the fY ln 'wli.ich the r~c~rd i~ required in the Accountable. 

created if n:o unique cut-off is · Office~'s flies. 

wei;ifi~~,.De.stroy 3y~ar$ aft~r t~t~ 

off:·.·, ~ ·':' .~ . . . . 


., 
$hort-t~rtn· F[nan<;ial ancl. . . . TE~mporary. Cut off. record as .. . Generat:Personai:Pfoperty 
Acq'ui,sition Re~ords:.:.oAJ\;;bo48 instn!cted iii the agepcy/oureau ·, ·' Man~g~m~nt ·Files . •,
ioi3~6b{bt{10·:;} .. . ·... r~~ordsrii~nual,~fat~the;ericfriF;~;·. . . :.·. 'i~ ~·. :· 

c·",_ • \ ":. •• ~ , • t"h~ t=Vin·vJ~iCh.th~:r~C~~d:i~··. - 
created if no unique cut-off is. 
specified. Destroy~ ye~r~ aftE!r ~;ut~ 
off. . 

end of the fi.scaf yea~: 

.Destroy when 3y~ari old 


<)r W:rep pt£rpos.e ha~· oeeri 

s~eived, wt'l"it:tl~ye;·~~:~ ·• . ;: 


, , ' '"· ,• 
' ..sooner.. 

· Jempqrary .. Cut-off afthe 

~ndoftfj?J\s!=.ai y~ar:; ::.. 
Destroy .1 year after cut- .. 

off. · · · 


:-.-·, t~rnt>O..r~rv· <;:l,!!~off.atthe~, ,_: _7:;':- · 
end of the fis~~~ y~ar: 
Destroy wh~n 3 years old 
qrwheri nq longerneed~9, : 

-: ;j,hitheve'?:i~'~oon-ef. ·. · · · ;
' , ~. .. "' ' . " . : ' ~ 

Temporary. Cut-Off'at the 

·' end.of the fi;cai yea-r. . . 
. " " .·. : . ,_.. ~ . \ . - --_ 	 •l,- • ~~ 

Destroy ·3 ye(!rs.a'ttEl,r cuh ~ 	 _i.... • 

off ~r whe-n supe~sedea, :. ..· 
." ,.• ·. 

. revoked, <;anceled, or no . 
longer needed; ~hichever 

http:ndoftfj?J\s!=.ai
http:atthe�e.nd


s~.Q'i::f-t~~rp fin~n~i~!,ao,d;;:: :: _; Te~pqrary. s_tifoff;re~gr<j_:~s ''<,:. ,<' ~ene~ai·!Yl~t9rve~fcJe;-Airqf~~:: 	 Nl-OS?c(}?~o6~ 1.6oi~i ; :. teitip(?rar:v.::~U!"<>ff 9t t6e. 
A~quisiti~r(Re~or~s'-~~oAA~_oo48 in~tn,urted'i~ fhe'ageriev/oureau • ·· · cindcW~terGI·~h M~nagE;l~eriF Files 	 '.o •• ·.~.. •. • • end oftneJis.caLyea~,·-·: r: ' 
2013:~0001.,0010 •~ .· . . r~'c-ords. ~anual,.or at the ~-nd of. . .. . . . . .·; -~- . . . . ~ Destroy 3 years ~fte~ ~ut- · 

•" 	 ' the FY ~~ W~ichthe record is : off or when ~up.erseded, . 
created if no:uiii~ue c~t-off is_ >_ ·.·'.' revoked, canceled or- no .·

\1'.. 	 . ' ,_; .· 
·" s:pecified.:J?est~ox)v~~r:~afie[.f~t-~ ., ·:: .. . . long~r·needed,.whichever 

~ff.-':· . . . . .•. . . . .. i!; : 
,'.- ·"· ., i_~ So~'n·er: -:~.~ \ c·'c ·· , ,~": 

. .' 

Tempo~ary. Cut off record as . En·ergy Conservation Case Files.:'· Temporary:Cut-off at the 
Acquisitio-n Reco.rds- DAA-Oo4a instructed in the agency/bu(ea~ . GeneraiEnergycpos~ryation... end of the fis~a[,year.: 
ion;()obl·Oiho;. . . . record~·-manlial, 'ac~t.th~:e~d of···. Management Files :·.'. , . qe!i!r()X;~ .y~a~s:.al!er cut-· .. 

~· ·,., 	 .,~ ,: • ~·~-" .....,,.,'_ ... ,,1:'"_ ~ .·, ~ •• :: ~ ". ,!»•'.':''_;·,..· "• ,,o, . ·:-.,''" • '• ,-· ~·,:. 

'· . · the:Fv in'which:the recor'd:is: .:.. : . · ' · .,. · · , .. · · ... off 0~ when supersedecf: 
. . . created if nc;> unique c'ut-oft'is:' ., ' ' 

1 

revoked, canceled br no 
. ·specified. Destroy 3 years after cut-· longer rieedei:l, W~iche_ver · off. · · · 	 is. sooner.· , 

',•., . 

::. IVliJseum Pro~Mrty Fil~s -·General- · · 
correspondence, policies, .. 


procedures, reports; and other ' Qestroy 3 years after'cut

(~cords on ctll.(lspe~~:of inusellm off or.wh~n supers_e.ded, 


· .; '· cr~at~d if, no·:unique. c'ut-'ott: i~ . i:i1a.~agerhei1t n'?i:o~h~~i~~: ·,:_· . rr.voked, canceJep;qr: no:·l 
·.' sp~cifi~j:l,.,De~!roy:3,v.~ar~.a~er:l.c!l1:- c<;>ver~~ in t~is. s_che_duJe~'..: -~ . ' longer needed, whichever . 

• ,_. 4 	 -. -,.-: • ~ •• '. off;. -~ ..·. ' · · . ' · .·. . . . . 
is sooner; 

Sho'rt-term· financial' and·· · ' ' Temporaiy. Cut off:recbrii'as·: . · N1-1l5~Q.4;~ P~M-2.00 · . DisposaiAu(horiied~; 
Acq~~~itiqn ·Rec~~ds·,: o~,;0048 instructed in t ~~.·~geA~/buf~~u-~.·.. :).:.' ·} ::. · · :T:~mpo~ar)l, oe~trcivin ·: 
ion-boo~-Q()lo .: : .. · '~ ·. ·• rect?r~s~~an:u(ll, or at'th~e en'd Q~. ·; · ··· ~gen~ 3 years·af!er 

the FY in which the record is.... closure: 
created if.no uniquecut::.Off is 

DJsposa! ~uthorized ~ 
T.emporary. Destroy in 

· agency 3 y~'ars after 

•;:' 
·.- ,' 

http:P~M-2.00
http:anual,.or


Sho[t:te[m)Fin~n~i~l ana:;;,.-~':. T~mpo'r~ry: Cu~:o:Hi&.<;or~ a"s ::~ ' 1 Personal Prj)pert;Y Lp~n· Actiyities- .· J>is'Pos.atAuthorized··-. 
~<;. ',".'·• :;, '>'-·'.~~',' ' . .: '1-.\•. :,-,,-.•" ;,,·,,,_ ·.-:.:>,",,,.' '•'",:_'' .-,~.,;,:a,.,;~~ •.~,..,. '• ~ ''""'" . ,"'•""·"-. .. :·,·.":-, ' .~" ':~.;~: 1\;:"..:~ ~.> .~, .·": : 
A<;quisition:Recon:ls- DAA-0048 lllstruc;tea 111the ag~ncy/bureau -~, ·· ·~ , ,. Tem~oracy.:Destroy. ih·. 
2013-oool-0010 ; ' . . . ... .' records manual, or at the erid of . . agency 2 years afi:er 

· the F\' in which the record is.: 
' . . . ,' " ' 

created if:no unique :Cut-off is,: 

sp~~;ifled:·DesWo.Y.3 ye~t~ ·~fi~f.ciJi:>Off: " ., ' .·.:c,· ~~·~::,:~ •- ~ .. ' +-'0 

Short.-terni Fi_mi.ncial and . ·Temporary. Cut off r~cor~ as .. 

Acquisitiqri Records- DAAc0048 instru(,ted in the agerevibureau Tempo.rar¥.. De~troy in 

2013-0001-0010- · records manual_, or at'the.end of·· !'lg~ncy 2 years after .. 


·.·:: ;_'·_:. (,~-.-..-.~-" . t~e· ~v. i!l ~hich tQe' ree~r9'(s. :·.: :: 'flqsure ' ·. -~~· 
. . - created if no Lmiquercut,-off is ,: 

speCified:D,estroy3·years ~fter cuf" 
off. 

ShortctermFinanCial and . Ter:nporary. ~ut off.record as_. · c_oll~ction·Procepwes Disgosal A~horized.

((cq·~i[i~ioir R~~or~~ .~ ~Af-004? i'"\str;uctecfi~·the -~gen~/.b!Jrf,!au . . · n( ,: T~~por~rv::Dest~?Y:iD. 
2013:.0001-0010 · · records manual, or at the end of· agency 3.years after·.: 
. ·" , . ', ' .. "' . 

cl~sure · ·. . .· ·the FY in which the recor(:l is . 

cr~at!=!d ifn~ unique cut~ff is . 


. ·.. SJ?~Eifi.ep .: D~stroy 3 ye~r~:afte/.~IJ·t~ 

<~.J,',: <.~'•;• Off~~. :'i t .••.r·t<:~·,"·,,:;i,~'"-~~,~~<~~-/: '~,-~,~~~~:: :·,_;:~~~·)~< \ 


ShortcteniiFiriancia"l.and. : ;,• _· TemP.orar;.:cirt:oft record ~s~:. · 
Ac;~~isi.ticin ·Rec6i~~:: DAA~oo48 i~;tr~ct~d in .the :~~~-;i~jb~~~·au
2013~0001.:0o1o · . · . records manual, or at the. Emd of . agency 3 ye.ars after 

~- . .. . :·: : the FY in ~hi~h i:he-~ecordd ·: .' ·, . ·• ~Iasure · · 
:~: il.J::.,'·· " .>' .;:. 'c:reatedifno'u~ique'~ut~#ls· ,:: · ' 
.~_... " , ' 

' " c ' ' ~ " • ' • f , : ' 

~p_ecjfied. D~stroy $year.s·a~er.cul:
off. · · . · .. 

Short-term Financial and . Temporaty..Cut off record as · Qispo_sal. Autborized .c 

AC:qui~itio~ Re~ords - DAA-0048 instructed in fhe agencvi.b.ureau: ·· Temporary. Destroy in . ·: ... · 
'2oi3-6eoi,.Oo1o::;"·' ·. ~:. record{rr;ahual, o}'at th~ ena:'of ,,. . ~lge)1CV, 3:-)iears after:.-:·. • 
· · · · · · t~~·Fv in ,which th"e.rec~;d is ·: .. c1!)~~re ' · · 

cre.ated if. no un:ique ~ut~off is .' .. 
.•. 

spec:i.fied. Destroy 3 .years after cut
·-'" off.. ,.· . ··· · . . 


• l. ••·,..,'· 

http:SJ?~Eifi.ep


Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. D_estroy 

7 years after cut-off. 
-~ 

\ 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the agency/bureal! 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records - DAA-0048 instructed in the agency/bureau 

2013-0001-0011 	 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Routine Procurement Files- Cut off on final payment 

Procurement or purchase 

organization copy, and related 

pap_ers- Transaction dated on or 

after July 3, 1995 (the effective 

date of the Federal Acquisition 

Regulations (FAR) rule defining 

"simplified acquisition threshold")c 

Transactions that exceed the 

simplified acquisition threshold and 

all construction contracts 
< 

exceeding $2,000 ' 

Routine Procurement Files- Cut off on final payment 
Procurement or purchase 

organization copy, and related 

papers- Transaction dated on or 

after July 3, 1995 (the effective 

date of the Federal Acquisition 

Regulations (FAR) rule defining 

"simplified acquisition threshold")

Transactions at or below the 

simplified acquisition threshold and 

all construction contracts at or 

below $2,000 

Routine Procurement Files- Data Cut off at end of FY 

Submitted to the Federal 

Procurement Data System (FPDS) 

Solicited and Unsolicited Bids and File with related contract case 

Proposals Files. Successful bids· and file. Cut off on final payment. 
_proposals. 

-
~ 

GRS 3-3a (1) (a) (N1-GRS

95-4 item 3a1a) 

\ 

GRS 3-3a (1) (b) (N1-GRS

95-4 item 3a1b) 

GRS 3-3d (N1-GRS-87-8 

item 4d) 

GRS 3-5a (NC1-GRS-81-2 

item 6a) 

~ 

Temporary. Destroy 6 

years and 3 months after 

final payment 

Temporary. Destroy 3 

years after final payment 

Temporary. Destroy or 

delete when 5 years old 

Temporary. Destroy with 

related contract case files 

(see item 3 of this 

schedule). 

Disposition increased to 7 years 

to conform to proposed GRS 

revisions 

Disposition increased to 7 years 

to conform to proposed GRS-

revisions 



Long-term Financial and Temporary. Cut off record as Solicited and Unsolicited Bids and Cut off on date of award or final GRS 3-Sb (1) (NC1-GRS-86 Temporary. Destroy 1 year Disposition increased to 7 years 
Acquisition Records- DAA-0048 instructed in the age~cy/bureau Proposals Files- Unsuccessful bids payment, whichever is later 2 item 6b1} after date of award or final to conform to proposed GRS 

2013-0001-0011 records manual, or at end of fiscal and proposals- Relating to small payment, whichever is revisions 
year in which files are closed if no · purchases as defined in the Federal later 
unique cut-off is specified. Destroy Acquisition Regulation, 48 CFR Part 

7 years after cut-off. 13 

Long-term Financial and Temporary. Cut off record as Solicited and Unsolicited Bids and Cut off when related contract is GRS 3-Sb (2}(a) (NC1-GRS- Temporary. Destroy when Disposition increased to 7 years 
Acquisition Records- DAA-0048 instructed in the agency/bureau Proposals Files. When filed completed 86-2 item 6b2a} related contract is to conform to proposed GRS 
2013-0001-0011 records m(!nual, or at end of fiscal separately from contract case files. completed. revisions 

year in which files are closed if no 


unique cut-off is specified. Destroy 


7 years after cut-off. 


Long-term Financial and Temporary. Cut off record as Solicited·and Unsolicited Bids and File with related contract case GRS 3-Sb (2}(b) (NC1-GRS- Temporary. Destroy with Disposition increased to 7 years 
Acquisition Records- DAA-0048 instructed in the agency/bureau Proposals Files. When fi_l~d with file. Cut off on final payment. 86-2 item 6b2b} related contract case file to conform to proposed GRS 
2013-0001-0011 records manual, or at end of fiscal contract case files. (see item 3 of this revisions 

year in which files are closed if no schedule). 

unique cut-off _is specified. Destroy 


7 years after cut-off. 

·

Long-term Financial and Temporary. Cut off record as Solicited and Unsolicited Bids and Cut off on date of cancellation GRS 3-Sc (1) (NC1-GRS-81- Temporary. Destroy 5 . 

Acquisition Records- DAA-0048 instructed in the agency/bureau Proposals Files- canceled 2 item 6c1) years after date of 

2013-0001-0011 records manual, or at end of fiscal· solicitations files- Formal cancellation 
year in which files are closed if no solicitations of offers to provide 


unique cut-off is specified. Destroy products or services (e.g., 


7 years after cut-off. Invitations for Bids, Requests for 


Proposals, Requests for 

Quotations) which were canceled 

prior to award of a contract 

Long-term Financial and Temporary. Cut off record as Solicited and Unsolicited Bids and Cut off on receipt of bid. GRS 3-Sc (2} (NC1-GRS-81- Return to bidder. Disposition increased to 7 years 

Acquisition Records - DAA-0048 instructed in the agency/bureau Proposals Files. Unopened bids. 2 item 6c2) to conform to proposed GRS 
2013-0001-0011 records manual, or at end of fiscal revisions 

year in which files are closed if no 
runique cut-off is specified. Destroy 

7 years after cut-off. 



Long-term Financial and Temporary. Cut off record as 

Acquisition Records - DAA-0048 instructed in the agency/bureau 

2013-0001-0011 - records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records - DAA-0048 instructed in the agency/bureau 

2013-Q001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records - DAA-0048 instructed in the agency/bureau 

2013-0001-Q011 ' records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records - DAA-Q048 instructed in the agency/bureau 

2013-0001-Q011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Public Printer Files- Printing 

procurement unit copy of 

requisition, invoice, specifications, 

and related papers 

Public Printer Files- Accounting 

copy of requisition 

Non-personnel Requisition File 

Telephone Records 

Tax Exemption Files 

Cut off on completion or 

cancellation of requisition 

Cut off after period covered by 

related account 

None 

/ 

Cut off after period covered by 

related account 

Cut off after period covered by 

related account 

GRS 3-!)a (NC1-64-77-5 

item 7a) 

GRS 3-Gb (NC1-64-77-5 

item 7b) 

GRS 3-7 (NC1-64-77-5 

itemS) 
' 

GRS 3-10 (NC1-64-77-S 

item 11) 

GRS 3-12 (NC1-64-77-S 

item 13) 

Temporary. Destroy 3 

years after completion or 

cancellation of requisition 

Temporary. Destroy 3 

years after period covered 
by related account 

Temporary. Destroy when 
1 year old 

Temporary. Destroy 3 

years after period covered 

by related account 

Temporary. Destroy 3 

years after period covered 

by related account 

Disposition increased to 7 years 

to conform to proposed GRS 

revisions 

Disposition increased to 7 years 

to conform to proposed GRS 

revisions 

Disposition increased to 7 years 

to conform to proposed GRS 

revisions 

Disposition increased to 7 years 

to conform to proposed GRS 

revisions 

Disposition increased to 7 years 

to conform to proposed GRS 

revisions 



Long-term Financial and Temporary. Cut off record as Federal Activities Inventory Reform Cut off when action is GRS 3-18a (N1-GRS-05-2 Temporary. Cut off when This establishes. OS/NBC 

Acquisition Records -' DAA-0048 instructed in the agency/bureau (FAIR) Act Records- Circular No. A- completed item 18a) action is completed, hold 3 retention for these records at 7 
-· 

2013-0001-0011 	 records manual, or at end of fiscal 76 case files/studies maintained by years, and retire to FRC, years 

year in which files are closed if no office having primary responsibility destroy 6 to 10 years after 
unique cut-off is specified. Destroy cut off 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Surplus Property Case Files- Cut off after final payment GRS 4-3a (N1-GRS-87-11- Temporary. Destroy 6 

Acquisition Records - DAA-0048 instructed in the agency/bureau Transactions of more than $25,000 1, item 6a) years after final payment 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 


unique cut-off is specified. Destroy 


7 years after cut-off. 


Long-term Financial and Temporary. Cut off record as Surplus Property Case Files- Cut off on final payment GRS 4-3b (N1-GRS-87-11- Temporary. Destroy 3 Disposition increased to 7 years 

Acquisition Records - DAA-0048 instructed in the agency/bureau Transactions of $25,000 or less 1, item 6b) years after final payment to conform to proposed GRS -

2013-0001-0011 	 records manual, or at end of fiscal revisions 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Budget Reports Files- Annual Cut off at end of FY GR5 5-3a (GRS 5, 1952, Temporary. Destroy when 

Acquisition Records - DAA-0048 instructed in the agency/bureau report item Sa) 5 years old 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 


unique cut-off is specified. Destroy 


7 years after cut-off. 


Long-term Financial and Temporary. Cut off record as Accountable Officers' Files- Original Cut off at end of period covered GRS 6-1a (N1-GRS-91-3) Temporary. Destroy 6 

Acquisition Records- DAA-0048 instructed in the agency/bureau or ribbon copy of accountable by account years and 3 months after 

2013-0001-0011 ' records manual, or at end of fiscal officers' accounts maintained in period covered by account : 

year in which files are closed if no the agency for site audit by GAO 


unique cut-off is specified. Destroy auditors... 


7 years after cut-off. 


-



Long-term Financial and Temporary. Cut off record as 

Acquisition Records - DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal · 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

• 
year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records - DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the· agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Certificates Settlement Files-

Certificates covering closed 

account settlements, supplemental 

settlements, and final balance 

settlements 

Certificates Settlement Files 

Certificates covering period 

settlements. 

General Fund Files 

j 

Gasoline Sales Tickets 

-

Telephone Toll Tickets 

Cut off on date of settlement 

'· -

Cut off when subsequent 

certificate of settlement is 

received 

None 

None 

None 

GRS 6-3a (GRS 6, 1952, 
item 3a) 

GRS 6-3b {GRS 6, 1952, 

item 3b) 

Temporary. Destroy 2 

years after date of 

settlement 

Temporary. Destroy when 

subsequent certificate of 

settlement is received. 

GRS 6-4 {NC174-105, item Temporary. Destroy when 
5) 

GRS 6-7 {NC-64-77-11, 

item 7) 

GRS 6-8 {NC-64-77-11, 

item 8) 

3 years old 

Temporary. Destroy after 

Disposition increased to 7 years 

to conform to proposea GRS 

revisions 
-

Disposition increased to 7 years 

to conform to proposed GRS 

revisions 

Disposition increased to 7 years 

to conform to proposed GRS 

revisions 

Disposition increased to 7 years 

GAO audit or when 3 years to ·conform to proposed GRS 

old, whichever is sooner revisions 

Temporary. Destroy after Disposition increased to 7years 
GAO audit or when 3 years to conform to proposed GRS 
old, whichever is sooner revisions 



Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 
-

Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the agency/bu.reau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

. Acquisition Records - DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records - DAA-0048 instructed in the agency/bureau 
2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 
-

Administrative Claims Files 
Claims against the United States. 

Records relating to claims against 

the United States for moneys that 

have been administratively (1) 

disallowed in full or(2) allowed in 

full or in part, and final payment of 

the amount awarded, EXCLUDING 

claims covered by sub item c. 

below. 

Administrative Claims Files 
Claims that were paid in full or by 

means of a compromise agreement 

pursuant to 4 CFR Part 103. 

Administrative Claims Files 
Claims for which the Government 

is entitled (per 28 U.S.C. 2415) to 

additional time to initiate legal 

action. 

Administrative Claims Files 

Claims that the agency 

administratively determines are 

not owed to the United States after 

collection action was initiated. 

Administrative Claims Files 
Claims files that are affected by a 

court order or that are subject to 

litigation proceedings. 

Cut off at end of FY 

Cut off at end of FY 

Cut off at end of FY. Cannot be 

destroyed until 3 months after 

the end of the extended period. 

Cut off at end of FY 

Cut off at end of FY. Records 

cannot be destroyed until the 

court order is lifted and 

litigation is concluded 

GRS 6-10a 

GRS 6-10b(1) 

GRS 6-10b(2)(b) 

GRS 6-10b(3) 

GRS 6-10c 

Temporary. Destroy when 

6 years, 3 months old (N1
GRS-87-13 item 1a) 

Temporary. Destroy when 

6 years, 3 months old. (N1

GRS-87-13 item 1b1) 

Temporary. Destroy 3 

months after the end of 

the extended period (N1

GRS-87-13 item 1b2b) 
(' 

Temporary. Destroy when 

6 years, 3 months old. (N1

GRS-87-13 item 1b3) 

Temporary. Destroy when 

the court order is lifted, 

litigation is concluded, or 

when 6 years, 3 months 

old, whichever is later (N1

GRS-87-13 item 1c) 



Long"term Financial and Temporary. Cut off record as Waiver of Claims Files- Approved Cut off at end of FY in which the GRS 6-11a Temporary. Destroy 6 

Acquisition Records - DAA-0048 instructed in the agency/bureau waivers (agencies may approve waiver was approved years, 3 months after the 

2013-0001-0011 records manual, or at end of fiscal amounts not aggregating to more EOFY in which the waiver 

year in which files are closed if no than $500 or GAO may approve was approved (Nl-GRS-88
unique cut-off is specified. Destroy any· amount). ( 1 item 11a) 

7 years after cut-off. .

Long-term Financial and Temporary. Cut off record as Waiver of Claims Files- Denied Cut off and handle in GRS 6-11b Temporary. Destroy with 

Acquisition Records- DAA-0048 instructed in the agency/bureau waivers. accordance with related claims related claims files in 

2013-0001-0011 records manual, or at end of fiscal files. accordance with items lOb 

year in which files are closed if no and lOc of this schedule 

unique cut-off is specified. Destroy (Nl-GRS-88-1 item 11b) 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as General Accounting Ledgers Cut off at end of FY involved in GRS 7-i {NCl-GRS-83-5, Temporary. Destroy 6 

Acquisition Records- DAA-0048 instructed in the agency/bureau ledgers item.l) years and 3 months after 

2013-0001-0011 records manual, or at end of fiscal the EOFY involved 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. - I 

Long-term Financial and Temporary. Cut off record as Appropriation Allotment Files Cut off at end of FY involved in GRS 7-3 {NCl-GRS-83-5, Temporary. Destroy 6 

Acquisition Records - DAA-0048 instructed in the agency/bureau files item2) years and 3 months after 

2013-0001-0011 records manual, or at end of fiscal the EOFY involved 

year in which files are closed if no 

unique cut-off is specified. Destroy 
\ 7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Expenditure Accounting Posting None GRS 7-4a (NC-64-75-2, Temporary. Destroy when Disposition increased to 7 years 

Acquisition Records - DAA-0048 instructed in the agency/bureau . and Control Files- Original records item 4a) 3 years old · to conform to proposed GRS 

2013-0001-0011 records manual, or at end of fiscal revisions 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 



Long-term Financial and Temporary. Cut off record as 

Acquisition Records - DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records- DAA-0048 instructed in the agency/bureau 

2013-Q001-Q011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as 

Acquisition Records - DAA-0048 instructed in the agency/bureau 

2013-0001-Q011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years-after cut-off. 

-

Long-term-Financial and Temporary. Cut off record as 

Acquisition Records- DAA-Q048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Expenditure Accounting Posting 

and Control Files- Copies 

'• 

Commercial Freight and Passenger 

Transportation Files- Original 

vouchers and support documents 

covering commercial freight and 

passenger transportation charges 

of settled fiscal accounts, including 

registers and other control 

documents 

Commercial Freight and Passenger 

Transportation Files- Records 

covering payment for commercial 

freight and passenger 

transportation charges for services 

for which any condition arises, such 

as detection of overcharge, that 

preventS the settling of the 

account, requiring the voucher to 

be retained beyond the 6 year 

retention period. 

Commercial Freight and Passenger 

Transportation Files- Issuing office 

copies of Government or . 

commercial bills of lading, 

commercial passenger 

transportation vouchers (Standard 

Form (SF) 1113A) and 

transportation requests (SF 1169}, 

travel authorizations, and 

supporting documents 

None 

Cut off after the period of the 

account 
' 

Cut off when associated 

condition is nvestigated and/or 

settled (e.g., detection of 

overcharge). 

Cut off after the period of the 

account 

GRS 7-4b (GRS 7, 1952, 

item 4b) 

GRS 9-1a (N1-GRS-91-3, 

item 1a) 

GRS 9-1b (N1-GRS-91-3, 

item 1b) 

" 

GRS 9-1c (N1-GRS-91-3, 

item 1c) 

Temporary. Destroy when 

2 years old 

Temporary. Destroy 6 
years after the period. of 

the account 

Temporary. Destroy when 

10 years old 

Temporary. Destroy 6 

years after the period 'of 

the account 

Disposition increased to 7 years 

to conform to proposed GRS 

revisions 

Reduces retention to 7 years 

from 10. Inclusion of cut-off 

prevents record from being 

prematurely destroyed. This 

matches proposed GRS revision 



----

Long-term Financial and Temporary. Cut off record as Obligation copy of commercial Cut off when funds are GRS 9-1d (N1-GRS-91-3, Destroy when funds are Disposition increased to 7 years 

Acquisition Records - DAA-0048 instructed in the agency/bureau passenger transportation vou~pers. obligated item 1e) obligated. to conform to proposed GRS 

2013-0001-0011 records manual, or at end of fiscal revisions 

year in which files· are closed if no 


unique cut-off is specified. Destroy 


7 years after cut-off. 

/ 

Long-term Financial and Temporary. Cut off record as Commercial Freight and Passenger Cut off when the transaction is GRS 9-1e (N1-GRS-98-2, Temporary. Destroy 3 Disposition increased to 7 years 

Acquisition Records - DAA-0048 instructed in the agency/bureau Transportation Files- Unused ticket completed itemS) years after the year in to conform to proposed GRS 

2013-0001-0011 records manual, or at end of fiscal redemption forms, such as SF 1170 which the transaction is revisions 
year in which files are closed if no completed 

unique cut-off is specified. Destroy 

7 years after cut-off. 

' 
-

Long-term Financial and Temporary. Cut off record as Lost or Damaged Shipments Files Cut off at end of FY GRS 9-2 {N1-GRS-91-3, Temporary. Destroy when 

Acquisition Records - DAA-0048 instructed in the agency/bureau item 2) 6 years old 

2013-0001-0011 records manual, or at end of fiscal 
-

,. 	 year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

-
Long-term Financial and Temporary. Cut off record as Noncommercial, Reimbursable Cut off at end of FY GRS 9-3a {N1-GRS-91-3, Temporary. Destroy when 


Acquisition Records- DAA-0048 instructed in the agency/bureau Travel Files- Travel administrative item 3a) 6 years old 


2013-0001-0011 records manual, or at end of fiscal office files 


year in which files are closed if no 
-unique cut-off is specified. Destroy 


7 years after cut-off. 




Long-term Financial and Temporary. Cut off record as Memorandum of Agreement Files - Cut off on expiration of NC1-22-78-1/09a CONT- Temporary. Destroy 3 yrs 
Acquisition Records - DAA-0048 instructed in the agency/bureau Cooperative agreements, letters of cancellation of agreement 410 after expiration or 
2013-0001-0011 records manual, or at end of fiscal agreement, all other documents cancellation 

year in which files are closed if no with a similar purpose, 

unique cut-off is specified. Destroy amendments thereto, and 

7 years after cut-off. associated substantive materials, 


negotiated with other Federal 

agencies, state agencies, or private 

organizations concerning services 

rendered to or received from such 

bodies. Record copy. 

Long-term Financial and Temporary. Cut off record as- Budget Preparation, Presentation, Cut off at end of FY NC1-22-78-1/80a BUDG- Temporary. Separate file 
Acquisition Records- DAA-0048 instructed in the agency/bureau arid Apportoinment Records- 312 into 2-year sets and 
2013-0001-0011 	 records manual, or at end of fiscal Budget statements- estimates and transfer the set to a FRC 

year in which files are closed if no justification prepared at Service - when it is 4 yrs old, 
unique cut-off is specified. Destroy level, budget digests, budget destroy the set when it is 8 
7 years after cut-off. 	 briefing books, and program and yrs old , 

financial plans. 

Long-term Financial and Temporary. Cut off record as Aviation Management Financial Cut off when funds are 1 N1-048-08-10, item Temporary. Cut off when 
Acquisition Records - DAA-0048 instructed in the agency/bureau System obligated 7558.1 funds are obligated, 
2013-0001-0011 records manual, 6r at end of fiscal destroy 6 years and 3 

year in which files are closed if no months after cut off 
unique cut-off is specified. Destroy 

7 years after cut-off. 
-

Long-term Financial and Temporary. Cut off record as Office of Financial Management- Cut off at the end of the annual N1-048-08-12, item Temporary. Cut off at the 
Acquisition Records - DAA-0048 instructed in the agency/bureau Consolidated Financial System report cycle 7151.0 end of the, annual report 
2013-0001-0011 records manual, or at end of fiscal (CFS} cycle, destroy 7 years after 

year in which files are closed if no cut off 
unique cut-off is specified. Destroy 

7 years after cut-off. 

-



Long-term Financial and Temporary. Cut off record as Facilities Management System None N1-048-08-14, item 7562 Temporary. Cut off at EOFY 
Acquisition Records - DAA-0048 instructed in the agency/bureau when case file is closed 
2013-0001-0011 records manual, or at end of fiscal out, destroy 10 years after 

year in which files are closed if no cut-off, or when no longer 
unique cut-off is specified. Destroy needed, whichever is 
7 years after cut-off. longer 

Long-term Financial and Temporary. Cut off record as OS Travel Management System Cut off when funds are N1-048-08-17, item 7563 Temporary. Cut off when 
Acquisition Records- DAA-0048 instructed in the agency/bureau obligated funds are obligated, 
2013-0001-0011 records manual, or at end of fiscal destroy 6 years and 3 

year in which files are closed if no l months after cut off 
unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Federal Financial System Cut off at end of FY N1-048-08-26, item 7560 Temporary. Cut off at 
Acquisition Records- DAA-0048 instructed in the agency/bureau EOFY, destroy 6 years and 
2013-0001-0011 records manual, or at end of fiscal 3 months after cut-off 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 
.

Long-term Financial and Temporary. Cut off record as Datamart- Data Files Cut off at end of FY N1-048-09-06 7554.1 Temporary. Cut off files at ReteQtion reduced. 30 years is 
Acquisition Records- DAA-0048 instructed in the agency/bureau end of pay year, destroy believed to be excessive for 
2013-0001-0011 records manual, or at end of fiscal 30 years after cut off these records. 

' 
year in which files are closed if no 

'· unique cut-off is specified. Destroy 

7 years after cut-off. 
-

Long-term Financial and Temporary. Cut off record as Datamart- Bank Card Training Cut off records when training is N1-048-09-06 7554.2 Temporary. Cut off records Retention reduced. 10 years is 
Acquisition Records - DAA-0048 instructed in the agency/bureau complete when training is complete, believed to be excessive for 
2013-0001-0011 records manual, or at end of fiscal destroy 10 years after cut these records. 

year in which files are closed if no off 

unique cut-off is specified. Destroy 

7 years after cut-off. 



Long-term Financial and · Temporary. Cut off record as Datamart- Charge Card Report Cut off at end of FY c N1-048-09-06 7554.3 Temporary. Cut off records Retention reduced. 10 years is 

Acquisition Records - DAA-0048 instructed in the agency/bureau Distribution System at EOFY, destroy when 10 believed to be excessive for 

2013-0001-0011 records manual, or at end of fiscal years old these records. 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

- ' 
Long-term Financial and Temporary. Cut off record as Budget Technical Guidance Cut off at end of FY N1-048-10-2 7204 Temporary. Cut off at Retention reduced. 10 years is 

Acquisition Records- DAA-0048 instructed in the agency/bureau EOCY, destroy 10 years believed to be excessive for 

2013-0001-0011 records manual, or at end of fiscal after cut off these records. 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. .. 

Long-term Financial and Temporary. Cut off record as Budget Formulation Files Cut off at end of budget year N1-048-10-2 7206 Temporary. Cut off at end 

Acquisition Records - DAA-0048 instructed in the agency/bureau of budget year, destroy 5 

2013-0001-0011 records manual, or at end of fiscal years after cut off . 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. ' ~ 

-·. Long-term Financial and Temporary. Cut off record as Payment in Lieu of Taxes (PILT) Cut off at end of FY N1-048-10-2 7214.2 Temporary. Cut off at 

Acquisition Records- DAA-0048 instructed in the agency/bureau Files- Supporting Documents EOFC, destroy 6 years after 

2013-0001-.0011 records manual, or at end of fiscal cut off 

year in which files are closed if no -

unique cut-off is specified. Destroy 

7 years after cut-off. 
I 

Long-term Financial and Temporary. Cut off record as Memorandums of Understanding Cut off when agreement is N1-048-10-04, item 1219 Temporary. Cut off when Retention reduced. 10 years is 

Acquisition Records- DAA-0048 instructed in the agency/bureau (MOUs) superseded or invalidated agreement is superseded believed to be excessive for 

2013-0001-0011 records manual, or at end of fiscal or invalidated, destroy 10 these records. 

year in which files are closed if no years after cut off. 

unique cut-off is specified. Destroy 

7 years after cut-off. 



Long-term Financial and· Temporary. Cut off record as Interagency Agreements Cut off when agreement is N1-Q48-10-04~ item 1220 Temporary. Cut off when Retention reduced. 10 years is 

Acquisition Records- DAA-0048 instructed in the agency/bureau superseded or invalidated agreement is superseded believed to be excessive for 

2013-0001-0011 records manual, or at end of fiscal or invalidated, destroy 10 these records. 
/ year in which files are closed if no years after cut off. 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Annual ProgramAIIocation Records Cut off at EOFY in which liability DAA-0048-2012-0002, Temporary. Cut off at EOFY 

Acquisition Records- DAA-0048 instructed in the agency/bureau is satisfied item4 in whi~h liability is 

2013-0001-QOll records manual, or at end of fiscal satisfied, destroy 7 years 
-year _in which files are closed if no after cut off 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Commerical Freight and Passenger Cut off at end of the period of N1-057-08-01, 303-01a Temporary. Destroy 6 

Acquisition Records - DAA-0048 instructed in the agency/bureau Transportation Files- Original the account years 3 months after the 

2013-Q001-Q011 records manual, or at end of fiscal vouchers (Domestic, foreign, and period of the account 

year in which files are closed if no relocation travel) 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Library Purchase Transactions- Cut off at end of fiscal year Nl-Q57-Q8-01, 306-04 Temporary. Destroy when 

Acquisition Records - DAA-0048 instructed in the agency/bureau Transactions for books, periodicals, 5 years old. 

2013-0001-QOll records manual, or at end of fiscal and databases from time of order 

year in which files are closed if no to receipt. " 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Reimbursable Service Agreements- Cut off after final payment N1-057-08-Q2, 605-02 Temporary. Cut-off after 

Acquisition Records- DAA-Q048 instructed in the agency/bureau Agreements, signed by the USGS, final payment is made. 

2013-0001-0011 records manual, or at end of fiscal to finance the provision of a Destroy 6 years 3 months 

year in which files are closed if no service, such as with .the after cut-off. 

unique cut-off is specified. Destroy Department of the Interior. 
7 years after cut-off.· 



-Long-term Financial and Temporary. Cut off record as Memorandum of Cut off upon completion of the N1-057-08-02, 605-03 Temporary. Cut-off at the -
Acquisition Records - DAA-0048 instructed in the agency/bureau Understanding/Memorandum of agreement completion of the 
2013-0001-0011 records manual, or at end of fiscal Agreements - Record Copy  agreement. Place in 

year in which files are closed if no Agreements identifying and inactive file. Destroy when 
unique cut-off is specified. Destroy defining potential areas of nolongerneededfor 
7 years after cut-off. coordination and cooperation. reference purposes·: 

Outlines basic policies and 

procedures governing collaboration 

on matters of mutual concern or 

interest. 
Long-term Financial and Temporary. Cut off record as Budget and Financial Project Files- Cut off at end of fiscal year N1:057-08-02, 701-01 Temporary. Cut-off file at 

-
Acquisition Records- DAA-0048 instructed in the agency/bureau Project Files created and the end of the fiscal year. 
2013-0001-0011 records manual, or at end of fiscal maintaine9 in any USGS office that Destroy 6 years after cut-

year in which files are closed if no has a primary function involving off. 

unique cut-off is specified. Destroy budget and financial activities. 
7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Budget Apportionment Files Cut off at end of fiscal year N1-057-08-02, 701-04 Temporary. Destroy 6 
Acquisition Records- DAA-0048 instructed in the agency/bureau · years 3 months after the 

2013-0001-0011 records manual, or at end of fiscal close of the fisal year. 
~ year in wh_ich files are closed if no 

unique cut-off is specified. Destroy 
/ 7 years after cut-6ff .. 

Long-term Financial and Temporary. Cut off record as Financial Management and Cut off at end of fiscal year N1-057-08-02, 701-05a Temporary. Cut-off at the 
Acquisition Records- DAA-0048 instructed in the agency/bureau Program Coordination Report Files end of the fiscal year. 
2013-0001-0011 records manual, or at end of fiscal Budget Reports Destroy 6 years 3 months 

year in which files are closed if no after cut -off. 
" unique cut-off is specified. Destroy 

7 years after cut-off. 



Long-term Financial and Temporary. Cut off record as Funds and Funding Files- Cut off at end of fiscal year N1-0~7-08-02, 701-09 Temporary. Cut-off at the· 

Acquisition Records : DAA-0048 instructed in the agency/bureau Correspondence and records end of the fiscal year. .. 

2013-0001-0011 records manual, or at end of fiscal related to special fund accounts Destroy 6 years 3 months 

year in which files are closed if no generally financed from sources after cut-off. 

unique cut-off is specified. Destroy earmarked by law. Records 

7 years after cut-off. regarding the use of loans, trust 

funds, and special funds ' 
appropriated for emergencies and 

disaster relief. 
~ 

Long-term Financial and Temporary. Cut off record as Working Capital Fund - Investment Cut off at end of fiscal year in N1-057-08-02, 703-16a Temporary. Cut-off at the Moved to Long-term from 

Acquisition Records - DAA-0048 instructed in the agency/bureau Plans- Management planning tool which the investment plan is end of the fiscal year that Routine 

2013-0001-0011 records manual, or at end of fiscal used to invest funds wtihout fiscal closed the investment plan is 

year in which files are closed if no year limitations for material, closed. Destroy 6 years 
-

unique cut-off is specified. Destroy supplies, equipment, services, and 3 months after cutoff. 

7 years after cut-off. facilities, and cost reimbursable 
work in support of USGS-programs. 

\ 

.. 


Long-term Financial and Temporary. Cut off record as Working Capital Fund- Fee for Cut off at end of the fiscal year N1-057-08-02, 703-16b Temporary. Cut-off at the 

Acquisition Records- DAA-0048 instructed in the agency/bureau Service in which the fee-of-service is end of the fiscal year that 

2013-0001-0011 records manual, or at end of fiscal discontinued the fee-for-service is 

year in which files are closed if no discontinued. Destroy 6 

unique cut-off is specified. Destroy years 3 months after cut

7 years after cut-off. ' off. 

Long-term Financial and Temporary. Cut off record as Charge Card Purchase Records - Cut off after final payment N1-057-08-02, 801-01e(1) Temporary. Destroy 6 

Acquisition Records - DAA-0048 instructed in the agency/bureau Cardholder/ Approving Official years 3 months after close 

2013-0001-0011 records manual, or at end of fiscal Records of the fiscal year in which. 

year in which files are closed if no final payment is made. 


unique cut-off is specified. Destroy 
7 years after cut-off. 


Long-term Financial and Temporary. Cut off record as Charge Card Purchase Records - Cut off after final payment N1-057-08-02, 801-01e(2) Temporary. Destroy 6 

Acquisition Records - DAA-0048 instructed in the agency/bureau Copies for Reconciliation Purposes years 3 months after close 

2013-0001-0011 records manual, or at end of fiscal of the fiscal year in which 
~ year in which files are closed if no final payment is-made. 


unique cut-off is specified. Destroy 


7 years after cut-off . 

.. 



Long-term Financial and Temporary. Cut off record as Routine Fiscal, Contracting, and None N1-79-08-9/10C Temporary, 

Acquisition Records- DAA-0048 instructed in the agency/bureau Purchasing Records- Fiscal and Destroy/Delete records 7 
2013-0001-0011 records manual, or at end of fiscal contracting records including travel years after cutoff. 

year in which files are closed if no vouchers, purchase orders, ' 

unique cut-off is specified. Destroy contracts, etc. Copies of contracts · 

7 years after cut-off. dealing with natural and cultural 

resources should be filed in Item 1, 

Resource Management and Lands, 

depending on the nature of the 

contract. 

Long-term Financial and Temporary. Cut off record as Acquisition Management General None N1-115-94.-2 ACM-1.10 Disposal Authorized 

Acquisition Records- DAA-0048 instructed in the agency/bureau Files Temporary. Destroy in: 
2013-0001-0011 records manual, or at end of fiscal 

\ 
agency 6 years after 

year in which files are closed if no closure 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Acquisition Management Reports None N1-115-94-2 ACM-2.00 Disposal Authorized 

Acquisition Records- DAA-0048 instructed in the agency/bureau - Temporary. Destroy in 

2013-0001-0011 records manual, or at end of fiscal agency 6 years after 

year in which files are closed if no closure 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Property Management General None N1-115-94-2 PRM-1.10 Disposal Authorized-

Acquisition Records- DAA-0048 instructed in the agency/bureau Files Temporary. Destroy in 

2013-0001-0011 records manual, or at end of fiscal agency 6 years after 

year in which files are closed if no closure 
' unique cut-off is specified. Destroy ' 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Financial Management and None N1-115-94-2 FIN-1.10 Disposal Authorized-

Acquisition Records - DAA-0048 instructed in the agency/bureau Program Coordination General Files Temporary. Destroy in 

2013-0001-0011 records manual, or at end of fiscal agency 6 years after 

year in which files are closed if no closure 
/ 

unique cut-off is specified. Destroy 
7 years after cut-off. 



Long-term Financial and Temporary. Cut off record as Financial Management and 

Acquisition Records - DAA-0048 instructed in the agency/bureau Program Coordination Reports 

2013-0001-Q011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Tempqrary. Cut off record 11s Funds and Funding 

Acquisition Records- DAA-0048 instructed in the agency/bureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Financial Audits 
Acquisition Records- DAA-0048 instructed in the agency/bureau 
2013-0001-0011 reco_rds manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Rental Deduction Files - Rental 

Acquisition Records- DAA-0048 instructed in the agency/bureau Rate Surveys 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Financial Systems 

Acquisition Records- DAA-0048 instructed in the agency/b.ureau 

2013-0001-0011 records manual, or at end of fiscal 

year in which files are closed if no 

unique cut-off is specified. Destroy 

7 years after cut-off. 

' 

None 

None 

None 

None 

None 

N1-115-94-2 FIN-2.00 

N1-115-94-2 FIN-3.00 

N1-115-94-2 FIN-8.00 

N1-115-94-2 FIN-15.00 

N1-115-07-1 FIN-6.10 

Disposal Authorized 

Temporary. Destroy in 

agency 5 years after 

closure 

Disposal Authorized 

Temporary. Destroy in 

agency 6 years after 

closure 

Disposal Authorized-

Temporary. Destroy in 

agency 7 years after 

closure 

Disposal Authorized 

Temporary. Destroy in 

agency 10 years after 

closure - -

Disposal Authorized 

' Temporary. Destroy in 


agency 10 years after 


closure 

1 

http:FIN-6.10
http:FIN-15.00
http:FIN-8.00
http:FIN-3.00
http:FIN-2.00


--

Long-term Financial and Temporary. Cut off record as Survey Boards None N1-115-07-1 PRM-9.00 Disposal Authorized 
Acquisition Records - DAA-0048 instructed in the agency/bureau Temporary. Destroy in 
2013-0001-0011 records manual, or at end of fiscal agency 6 years after -, 

year in which files are closed if no closure 
unique cut-off is specified. Destroy 

7 years after cut-off. 

Long-term Financial and Temporary. Cut off record as Firearms and Explosives None N1-115-07-1 PRM-19.00 Disposal Authorized-

Acquisition Records - DAA-0048 instructed in the agency/bureau Management Temporary. Destroy in 

2013-0001-0011 records manual, or at end of fiscal agency 10 years after 


year in which files are closed if no closure 
-unique cut-off is specified. Destroy 


7 years after cut-off. 


-

Long-term Financial and Temporary. Cut off record as Budget Dutjes (60) Cut off at the erid of the fiscal N1-473-12-11tem 1A Temporary. Cut off at the 

Acquisition Records~ DAA-0048 instructed in the agen<:Y/bureau year, or when activity is end of the fiscal year, or 

2013-0001-0011 records manual, or at end of fiscal completed when activity is 


year in which files are closed if no completed, transfer to the 
un-ique cut-off is specified. Destroy FRC 3 years after the cut 

7 years after cut-off .. off, delete/destroy 7 years 

c after cut off " 

Long-term Financial and Temporary. Cut off record as Financial Management Operations Cut off at the end of the fiscal N1-473-12-11tem 1C Temporary. Cut off at the 


Acquisition Records - DAA-0048 instructed in the agency/bureau (62) year, or when activity is end of the fiscal year, or 


2013-0001-0011 records manual, or at end of fiscal completed when activity is 


year in which files are closed if no - completed. Transfer to 

unique cut-off is specified. Destroy the FRC 3 years after the 

7 years after cut-off. cut off, delete/destroy 7 

years after cut off 

Long-term Financial and Temporary. Cut off record as Procurement Services (63) Cut off at the end of the fiscal N1-473-12-11tem 1D Temporary. Cut off at the 


Acquisition Records- DAA-0048 instructed in the agency/bureau year, or when activity is end of the fiscal year, or 


2013-0001-0011 records manual, or at end of fiscal completed when activity is 

year in which files are closed if no completed, transfer to the 

unique cut-off is specified. Destroy FRC 3 years after the cut 

7 years after cut-off. off, delete/destroy 7 years 

after cut off 

http:PRM-19.00
http:PRM-9.00


Long-term Financial and Temporary. Cut off record as Budget Duties {60}. Records Cut off at end of fiscal year in N1-589-12-11tem 1A Temporary. Cut off at the 
Acquisition Records- DAA-0048 instructed in the agency/bureau relating to budget development, which the activity is completed EOFC, or when activity is 
2013-0001-0011 records manual, or at end of fiscal formulation & execution that completed, transfer to the 

year in which files are closed if no support the organization as a FRC 3 years after the cut 
unique cut-off is specified. Destroy whole. off, delete/destroy 7 years 
7 years after cut-off. after cut off 

Long-term Financial and Temporary. Cut off record as Financial Management Operations Cut off when activity is N1-589-12-11tem 1C Temporary. Cut off at the 

Acquisition Records- DAA-0048 instructed in the agency/bureau {62). Records relating to financial completed EOFC, or when activity is 

2013-0001-0011 records manual, or at end of fiscal activities that support the orgas a completed, transfer to the 
year in which files are closed if no whole FRC 3 years after the cut 

unique cut-off is specified. Destroy off, delete/destroy 7 years 
7 years after cut-off. after cut off 

Long-term Financial and Temporary. Cut off record as Procurement Services {63}. Records Cut_off when activity is N1-589-12-11tem 1D Temporary. Cut off at the 

Acquisition Records- DAA-0048 instructed in the agency/bureau relating to oprerations & completed EOFC, or when activity is 

2013-0001-0011 records manual, or at end of fiscal administration of acquisition & completed, transfer to the 
year in which files are closed. if no procurement functions, acquisition FRC 3 years after the cut 
unique cut-off is specified. Destroy sys (such as IDEAs) & purchase card off, delete/destroy 7 years 

7 years after cut-off. programs that support the org as a 
whole. 

,_ after cut off

• • ~, ',o ~ ~ , " , , •· \ ~ • e• c ~~· • 
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~~Ji~tJ~i~Laq~,".li.cqui~jtiq~. 
Records of Spedfi<;•Temporary 
Val~e ~ o'.M-ao4s-2ch3:oool- · 
OQ12 

·FinanCial and ~cqi.Jisition·. , · . 
R~Gords «?fsp~cifi~ 'f~ri1~or~ry 
Value ~:oAA-btlAS-2013-·000l: 
6'oi2 ;-:/~ ··"'~_.·:,"~ i:: .:."/ : J :_,· ~: 

~""· 

•' " .. 

Y,e!:Peqraiy, c~.qff~h~.rl:t~e $>b}~q p.~I;Qi~i~trati~e._d~Jnj~/iles~~..,:', ,:.;. cut qff afte:r.~tie ene;J.¢f tl.l~. ,\·: GRS. G~10b (~)(b) (Nl~G~S; Timiporar)i.· De.stn>\t 3 .. 
'br subject t.he.records.ref~rto,f$~.~ etairrs'fbr )Nhich't~e,Gove·fn~eri_t :· elct:ting~q period .·.·., _:.~· . . . ~?:1~ item:1ti2bf> . : .. : m6~ths aft~;th~ ~no 6f"~: 
removed/discontinued (e:g:. ~. : is entitled (per 28 u.s.c. 2415}~to . the extended ·pe~iod: 
register/li~t superseded, 10 expi~ed, ~dClit\ona) time to initiat'e (~gal .·
?ctou"rit·closed, propertysoid,etc.). · · , ·; 
se~·sp~ific bu~e~u/offic({: · :_: · 

''~ • ' '*' ,, '·"· f. ~ ' " ~ ~. 

instructions·for:.·individual'cases.c.. 
Destfqy wh~n rio..l<;mger'ne~ded: 

G.Rs.9~sa JNloG.RS.~9,~~1;/~- J-enwcira'ry.:be~~roY'wh_ef 
item'Sa) · ' 3 ye·ars old or upon · ;:. 

. separation' of ~he·bearer, 
whichev~ris so~ner-. 

' ' /. ~ ·,; ~,0, :~.. 

-,,~~·· 

.... ,.... ,••' "'" ·, 

Temporary: Cut off when i:he object Records Relating to Official · 
or subJ~ctth.e _re~q~d~ 'refer to i~ . · . pas~ports- Passport registers .. 
removed/dis~oni:inu.ed(e.g. ,> · , · . . · · · -~ · · · · · •' 
r'e.gist~rYns't:glipe(~~ded m e~p·i~ed"

+'~ .;.,~,'• ,·-,I,~~,-'_,·! 

account closed; property sold; etc.): 
s'ee speciftc·bureau/~ffice . 
instructions)or indivjduaicas~s. 
Bestroy when~no longe'r n~eded. :. 
.:_=,:..,. :'.'·. ·.- · • .:r{·::?,, ,~< -~·. 

.... , ~ ~·"' 
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Value<:."DM-004S-201370001- · removed/i:li~continued (e.g: .: agreement, all otlierdocumer:Jts · . . ; .. cancel 
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"'· ., se~;;p~ifJc -~l!re.au/of{)P:l. ,· : 1·' a~~R.c!~t~cJ ~_qbstan~iye 'materi.al~•• ~-	 ·:: ... '~. 
.... ""··.instructions for-indivldual'cases~· negotiated.with'other: F,ederal• . 1 


. oe!!trov when rio'l.onger needed_:· .. · 'ag~nci~s; st~te· (!ge~cie~. ~r privat~ 

," organizations conc_erning se~ices, 


rendered to or received from such 

.;· p6<die_s: :All ~Jhe~-~opi_es. , 

' . .,:. "~ ·'-~ -1\f,, ..:'l'y .f.. "~ '·- " ,."_·, "' 

.,.,.; ·" ~·: .~- : '·' .i.•: 
·-:i , .: 

·Fin~nci~l ~nd }\cqt.JisitJoo_ .- . T_ei:nporaly. Cut.?ff wtien,t!'l~ o9je~ Real Propefw Ap;o~·l'}tability.File.s:: Cut o.ff wben superseded, · _ N;J.-4-9~9.0-~;. :1/Sb Temp<;>rar'y, Destroy when 

~eciords~~~~~~Ci~cTempor~ry:, {jr::ubjedt.W~ re~or9~:r,e~e;r.to.Js'.: " D<?Currt~rt;"~us~g to..tnaint~\0 ~- :.. Qbsolet~,.or ~onb~~er needed~. :.', superseded,'oosofet~, or 
• • • o :•• "-' ' '>o ,,"' ~~ ;/~"~' ' '< • • • ' 

Value:.:: PM:.00.48-2Q1?.-0001-. 	 re_moved/gisc~n~in ued ( e:g; :... . .. . current datil ori"iQdividual · ' ·, l . : • for ~d:rnlni;t·rativ~:~r ref~~~hce·~· nq longer neededfor·, · . .. 
0012 · · · register/list"superseded~ ID expired, properties, hicluding·real. prop~rty. 'purposes 

account ~losed, property sold, etc.f. tn.v~otories. Files are updated 
'-;-,· s~e:.~P~t.ific ~l}t~a-u/~ffice. · -~ ·· ·~ ;-: · . 'fh~i)ev«;!r additi9n.~l prqp~-rties ~~-~ . 

·' ~: instru'ctim1s tKr::inC!ivlC!t:Jal\cases/::.:· acquired; or wb¢n chang'es qccur:t:o 

P~t~,QY~~h~n~(1g.[qng~r))e.e~~9:.·· _. ~istin~;~~rg~~rti~.: E.:,··_, -"'~i_:;_·;~:~ ..·_c ': 

·, 
';r. 

fina.ncial an'cl Acquisition. Ternporary.cCutbff when the ooj~Ct Reai·propeftv:utili~atigii Surv:ey _j Coi·off'~!'tEmsupersedei{bya ·~:: Ten:iporar{:!Qesfrovwnen 
Rec:ords"ot -Specific Tempora,rv or subje~t th~ r~c~~ds.refe.r tb i~ . Reports~Reports"contalri nahatlve n~wreport ' . . . : . . .. ' . . replaced'by "new'r~·port . 

. '• . . ,; ~ 

Val~e- OAA-0048•201_3-0001-· · .removed/dis~ontinued (e.g.. iiiformatidn on whether or not · · ' 
"· .. 0.~12 ·. . 	 ~egisteJ/IistsupE;!rseded, ID e)(pireq; specfic:BLM properties are qeing 

account closed,'~ropettY.sold; etc.): used fortheir inte"nded .purpo~es. ; . 
'~. ' .. ~ov·~·:-;.. ·':~·- ;., :. ; -c•._t>- ,...._ '. 4'"'' .", ·.~,· ,~ ~-- ,.. i• /~:. ;' '"~ r . "<.+" 

Seespecifidiureau/offi~e · :- ··· i!nd an~sometimes accompanied 
· i~s~ructloiis for·in.diyidual c~ses: ~Y photqgraphs,~f th~ pr6pertY . 


. ' Destroy ~hen"n~ lor·ger n~edf:!i:J. 
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· Te'ml:>br.iuy; oeleie/de5trqy .,,r, 
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See specific bureau/office. ·. : ' Department ofState. ··• .. . ·. 

·i~struciioils for i~diitfdual ~ases ... , · · · ··: · · · 
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V~lue- DAA-0048-20l3-0001- re~9vedfdiscqotinu~d (e.g. ,"·;; . . . ·:. ·· ' expiration. 
ooi2 	· '" register/list superseded, ID expired, 
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.... ~ 	 instructions for indjvidual cases.~ •. 


o~stroy when nolonger,nee~ed. 


System Maintenance and Use- Temporary. Cut off when Payroll System Reports- Error Cut off when related actions are GRS 2-22a (N1-GRS-92-4 Temporary. Destroy when 
DAA-0048-2013-0001-0013 superseded or obsolete. See reports, ticklers, system operation completed or when no longer item 22a) related actions are 

records manual for specific criteria reports needed. completed or when no 
that may determine when a record longer needed, not to 
is obsolete or superseded. Destroy exceed 2 years 
no later than 3 years after cut-off. · 

System Maintenance and Use-	 Temporary. Cut off when Files/Records Relating to the Cut off when the agency GRS 20-1a (N1-GRS-95-2 Temporary. Delete/destroy 
DAA-0048~2013-0001-0013 	 superseded or obsolete. See Creation, Use, and Maintenance of determines that they are no item 1a) when the agency 

records manual for specific criteria Computer Systems, Applications, or longer needed for determines that they are 
that may determine when a record Electronic Records- Electronic files administrative, legal, audit, or no longer needed for 
is obsolete or superseded. Destroy or records created solely to test other operational purposes administrative, legal, audit, 
no later than 3 years after cut-off. system performance, as well as or other operational 

hard copy printouts and related purposes 
documentation for the electronic 

files/records 

System Maintenance and Use-	 Temporary. Cut off when Files/Records Relating to the Cut off after information has GRS 20-1b (N1-GRS~87-5 Temporary. Delete after 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See Creation, Use, and Maintenance of been transferred to the master item 1b) information has been 

records manual for specific criteria Computer Systems, Applications, or file and verified transferred to the master 
that may determine when a record Electronic Records- Electronic files file. and verified 

is obsolete or superseded. Destroy or records.used to create or update 
no later than 3 years after cut-off. a master file, including, but not 

limited to, work files, valid 
transaction files, and intermediate 

input/output records 



System Maintenance and Use-	 Temporary. Cut off when Files/Records Relating to the Cut off when the agency GRS-20-1c (N1-GRS-95-2 Temporary. Delete/destroy r 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See Creation, Use, and Maintenance of determines they are no longer item 1c) when the agency 

records manual for specific criteria Computer Systems, Applications, or needed for administrative, legal, determines they are no 

that may determine when a record Electronic Records- Electronic files audit, or other operational longer needed for 

is obsolete or superseded. Destroy and hard copy printouts created to purposes administrative, legal, audit, 

no later than 3 years after cut-off. monitor system usage, including, or other operational 

but not limited to, log-in files, purposes 

password files, audit trail files, 

system usage files, and cost-back 

files used to assess charges for 
-system use 

-

System Maintenance and Use-	 Temporary. Cut off when Input/Source Records- Electronic Cut off when data has been GRS 20-2b (N1-GRS-87-5 Temporary. Delete when 

DAA-0048-2013-0001-0013 	 superseded or obsolete. See records, except as noted in item 2c, entered into the master file or item 2b) data have been entered 

records manual for specific criteria entered into the system during an ~atabase and verified, and when into the master file or 

that may determine when a record update process, and not required no longer required to serve as database and verified, cir 

is obsolete or superseded. Destroy for audit and legal purposes backup when no longer required 

no later than 3 years after cut-off. to support reconstruction 

of, or serve as backup to, a 

master file or database, 
~ 

whichever is later 
' 

System Maintenance and Use-	 Temporary. Cut off when Input/Source Records- Electronic Cut off when data has been GRS 20-2c (N1-GRS-87-5 Temporary. Delete when 

DAA-0048-2013-0001-0013 	 superseded or obsolete. See records received from another entered into the master file or item 2c) data have been entered 

records manual for specific criteria agency and used as input/ source database and verified, and when into the master file or 

that may determine when a record records by the receiving ageni:y, no longer required to serve as database and verified, or 

is obsolete or superseded. Destroy EXCLUDING records produced by backup when no longer needed to 
.no later than 3 years after cut-off. 	 another agency under the terms of support reconstructiol) of, 

an interagency agreement, or or serve as backup to, the 

records created by another agency master file or database, 

in response to the specific whichever is later 

information needs of the receiving 

agency 



System Maintenance and Use

DAA-0048-2013-0001-0013 

System Maintenance and Use

DAA-0048-2013-0001-0013 

System Maintenance and Use

DAA-0048-2013-0001-0013 

System Maintenance and Use

DAA-0048-2013-0001-0013 

Temporar';. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

' 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Input/Source Records- Computer Cut off after the necessary data GRS 20-2d (N1-GRS-87-5 

files or records containing has been incorporated into a item 2d) 

uncalibrated and unvalidated master file ' 
digital or analog data collected 

during obs!;!rvation or 

measurement activities or research 

and development programs and 

used as input for a digital master 

file or database 

Backups of Files- File identical to Cut off when the identical GRS 20-Sa (N1-GRS-95-2 

records scheduled for transfer to records have been captured in a item Sa) 

the National Archives subsequent backup file or 

transferred to NARA 

-

Backups of Files- File identical to Cut off when the identical GRS 20-Sb (N1-GRS-95-2 

records authorized for disposal in a records have been deleted or item 8b) 

NARA-approved records schedule replaced by a subsequent 

backup file 

IT Facility, Site Management, and Records must be retained for GRS 24-2 (N1-GRS-03-1 

Equipment Support Services the full 3 year retention after item2) 

Records cutoff 

Temporary. Delete after 

the necessary data have 

been incorporated into a 

master file 

-

Temporary. Delete when 

the identical records have 

been captured in a 

subsequent backup file or 

when the identical records 

have been transferred to 

the NARA and successfully 

copied 

Temporary. Delete when 

the identical records have 

been deleted, or when 

replaced by a subsequent 

backup file 

Temporary. Destroy/delete 

when 3 years old, or when 

superseded or obsolete, 

whichever is longer 
~ 



,_ 
System Maintenance and Use-	 Temporary. Cut off when IT Asset and Configuration Cut off after completion of the GRS 24-3a (N1-GRS-03-1 Temporary. Destroy/delete 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See Management Files- Inventories of next inventory item 3a) 1 year after completion pf 

records manual for specific criteria IT assets, network circuits, and the next inventory 

that may determine when a record building or circuitry diagrams, 
) 

is obsolete or superseded. Destroy i~cluding equipment control 
no later than 3 years after cut-off. systems such as databases of 

barcodes affixed to IT physical 

assets. 
System Maintenance and Use- Temporary. Cut off when IT Asset and Configura~ion None GRS 24-3b (2) (N1-GRS-03 Temporary. Destroy/delete 
DAA-0048-2013-0001-0013 superseded or obsolete. See Management Files- Records 1 item 3b2) when 3 years old or 1 year 

records manual for specific criteria created and retained for asset after termination of 

that may determine when a record management, performance and system, whichever is 

is obsolete or superseded. Destroy capacity management, system sooner 

no later than 3 years after cut-off. management, configuration and 

change management, and 

planning, follow-up, and impact 

assessment of operational 

networks and systems- Records of 

routine IT maintenance on the 

network infrastructure 

documenting preventative, ~~ 

corrective, adaptive and perfective 

(enhancement) maintenance 
- actions, including requests for 

service, work orders, service 

histories, and related records 
-

System Maintenance and Use-	 Temporary. Cut off when System Backups and Tape Library Cut off when superseded by a GRS 24-4a (1) (N1-GRS-03 Delete/destroy when 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See Records- Backup tapes maintained full backup, and when no longer 1 item 4a1) superseded by~a full 

records manual for specific criteria for potential system restoration in needed for system restoration backup, or when no longer · 

that may determine when a record the event of a system failure or needed for system 

is obsolete or superseded. Destroy other unintentional loss of data- restoration, whichever is 

no later than 3 years after cut-off. Incremental backup tapes later 



--

System Maintenance and Use

DAA-Q048-2013-0001-0013 

System Maintenance and Use

DAA-0048-2013-0001-0013 

System Maintenance and Use

DAA-0048-2013-0001-Q013 

System Maintenance and Use

DAA-0048-2013-Q001-Q013 

System Maintenance and Use

DAA-0048-2013-0001-Q013 

Temporary. Cut off when . . 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria,· 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may d_etermine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

System Backups and Tape Library Cut off when second 

Records- Backup tapes maintained subsequent backup is verified as 

for potential system restoration in successful and when no longer 

the event of a system failure or needed for system restoration 

other unintentional loss of data-

Full backup tapes 

System Backups and Tape Library None 

Records- Tape library records 

including automated files and 

manual records used to control the 

location, maintenance, and · 

disposition of magnetic media in a 

tape library il']cluding list of 

holdings and control logs 

User Identification, Profiles, Cut off when the agency 

Authorizations, and Password Files, determines they are no longer 

EXCLUDING records relating to needed for administrative, legal, 

electronic signatures- Routine audit, or other operational 

systems, i.e., those not covered by purposes 

item 6a 

Computer Security Incident Cut off after all necessary follow 

Handling, Reporting and Follow-up up actions have been completed 

Records 

IT Operations Records- Workload None 

schedules, run reports, and 

schedules of maintenance and 

support activities 

GRS 24-4a (2) (N1-GRS-Q3 	 Temporary. Delete/destroy 
1 item 4a2} · when second subsequent 

backup is verified as 

successful or when no 

longer needed for system 

restoration, whichever is 

later 

GRS 24-4b (1) (N1-GRS-Q3 Temporary. Destroy/delete 

1 item 4b} when superseded or 

obsolete 

GRS 24-6b (N1-GRS-03-1 See GRS 20, item 1c 

item 6b} 

GRS 24-7 	 Temporary. Destroy/delete 

3 years after all necessary 

follow-up actions have 

been completed 

GRS 24-8a (N1-GRS-03-1 Temporary. Destroy/delete 

item Sa) when 1 year old 



System Maintenance and Use

DAA-Q048-2013-0001-Q013 

' 

System Maintenance and Use

DAA-Q048-2013-0001-Q013 

System Maintenance and Use

DAA-0048-2013-0001-0013 

System Maintenance and Use

DAA-Q048-2013-0001-Q013 

System Maintenance and Use

DAA-0048-2013-0001-Q013 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a, record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary: Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

IT Operations Records- Pro_\Jiem 

reports and related decision 

documents relating to the software 

infrastructure of the network or 

system 

IT Operations Records- Reports on 

operations, including measures of 

benchmarks, performance 

indicators, and critical success 

factors, error and exception 

reporting, self-assessments, 

performance monitoring; and 

management reports 

IT Customer Service Files- Records 

related to providing help desk 

information to customers, 

including pamphlets, responses to 

"Frequently Asked Questions,"' and 

other documents prepared in 

advance to assist customers 

IT Customer Service Files- Help 

desk logs and reports and other 

files related to customer query and 

problem response; query 

monitoring and clearance; and 

customer feedback records; and 

related trend analysis and 

reporting 

IT Infrastructure Design and 

Implementation Files- Installation 

and testing records 

Cut off after problem is resolved 	GRS 24-8b (Nl-GRS-03-1 Temporary. Destroy/delete 
item 8b) 1 year after problem is -

resolved 
' 

None GRS 24-8c (Nl-GRS-03-1 Temporary. Destroy/delete 

item 8c) when 3 years old 

' 

Cut off after record is GRS 24-lOa (Nl-GRS-03-1 Temporary. Destroy/delete 

superseded or obsolete item lOa) 1 year after record is 

superseded or obsolete 

Cutoff when no longer needed GRS 24-lOb (Nl-GRS-Q3~1 Temporary. Destroy/delete 

for review and analysis item lOb) when 1 year old or when 

nolongerneededfor 

review and analysis, 

whichever is later 

Cut off after final decision on GRS 24-llc (Nl-GRS-03-1 Temporary. Destroy/delete 

acceptance is ma«;le item llc) 3 years after final decision 

on acceptance is made 



System Maintenance and Use

DAA-0048-2013-0001-0013 

System Maintenance and Use

DAA-0048-2013-0001-0013 

System Maintenance and Use
DAA-0048-2013-0001-0013 

System Maintenance and Use 

DAA-0048-2013-0001-0013 

System Maintenance and Use

DAA-0048-2013-0001-0013 

Temporary. Cut off whem 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

OHA- Director's Office- Docket None N1-048-07-04 7102.9b Temporary. Destroy/delete 
Management System- Output Files when no longer needed 

for agency business 

" 

OHA- Interior Board of Indian None N1-048-07-04 7103.9b Temporary. Destroy/delete · 
Appeals (IBIA)- Docket when no longer needed 
Management System- Output Files for agency business 

OHA- Interior Board of Land None N1-048-07-04 7104.9b Tempprary. Destroy/delete . 
Appeals (IBLA)- Docket when no longer needed 

Manangement System- Output for agency business 

Files 

OHA- Departmental Cases Hearings None N1-048-07-04 7105.9b Temporary. Destroy/delete 

Division (DCHD)- Docket when no longer needed, 

Management System- Output Files for agency business 

OHA- Probates Hearings Division None N1-048-07-04 7106.9b Temporary. Destroy/delete 

(PHD)- Docket Management when no longer needed 
-System- Output Files for agency business 



System Maintenance and Use-	 Temporary. Cut off when OHA- White Earth Reservation Land None N1-048-Q7-04 7107.9b Temporary. Destroy/delete 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See Settlement Act (WELSA) Hearings --- when no longer needed 

records manual for specific criteria Division (WHD)- Docket for agency business 
that may determine when a record Management System- Output Files 

is obsolete or superseded. Destroy 

' 
no later than 3 years after cut-off. 	 ) 

System Maintenance and Use-	 Temporary. Cut off when OHA- Integrated Electronic Docket None · N1-048-Q7-04, item Temporary. Destroy/delete 
DAA-0048-2013-Q001-0013 	 superseded or obsolete. See Management System- 7108.2 when 

records manual for specific criteria Management and Maintenance superseded/obsolete or 
that may determine when a record when no longer needed 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. J 

System Maintenance and Use-	 Temporary. Cut off when OHA- Integrated Electronic Docket Cut off after input and N1-048-07-04, item Temporary. Delete/destroy 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See Management System- Input Files verification of data into master 7108.3 after input and verification 

records manual for specific criteria files or when no longer needed of data into master files or 
that may determine when a record to support the reconstruction of when no longer needed to 

is obsolete or superseded. Destroy the master files, whichever is support the reconstruction 

no later than 3 years after cut-off. later of the master files, 

whichever is later 

System Maintenance and Use-	 Temporary. Cut off when OHA- Integrated Electronic Docket None N1-048-Q7-041 item Temporary. Delete/destroy 

DAA-0048-2013-0001-0013 	 superseded or obsolete. See Management System- Output Files 7108.5 when ho longer needed 

records manual for specific criteria for agency business 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

System Maintenance and Use-	 Temporary. Cut off when OCIO - Change and Configuration Cut off when type/device or N1-Q48-08-01, item 3112 Temporary. Cut off when 

DAA-0048-2013-0001-Q013 	 superseded or obsolete. See Management Files system terminates type/device or system 

records manual for specific criteria - terminates, destroy 1 year 

that may determine when a record after cut off 

_	is obsolete or superseded. Destroy 


no later than 3 years after cut-off. 




System Maintenance and Use

DAA-Q048-2013-0001-0013 

System Maintenance and Use

DAA-0048-2013-Q001-0013 

System Maintenance and Use

DAA-0048-2013-Q001-0013 

System Maintenance and Use

DAA-0048-2013-0001-Q013 

-

System Maintenance and Use

DAA-Q048-2013-0001-0013 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Temporary. Cut off when 

superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

OCIO- Enterprise Radio/Spectrum 

Program, Radio Frequency 

Assignment Files 

FPPS- Change Management 

Software Application Requests 

(SARs) 

FPPS - Predict Files 

Quicktime- Change Management 

SARs 

IBC HRD Retirement Subsystem-

Change Management SARs 

Cut off files at end of FY in 

which assignment is cancelled 

Cut off at end of FY 

Cut off when system is 

terminat~d or superseded 

Cut off at end of FY 

Cut off at end of FY 

N1-Q'!8-Q8-01, item 3115 

N1-048-08-03, 7551.2 

~ 

N1-Q48-Q8-03, 7551.3 

N1-Q48-Q8-Q3, 7552.2 

N1-Q48-Q8-03, 7553.2 

-

Temporary. Cut off files at 

EOFY in which assignment 

is cancelled, destroy 3 

years after cut off 

Temporary. Cut off at This reduces the retention to 3 

EOCY, destroy 7 years after years 
cut off 

Temporary. Cut off when 

system is terminated or 

superseded, destroy 1 year 

after cut off 

Temporary. Cut off at This reduces the retention to 3 

EOCY, destroy 7 years after years 

cut off 

~' 

Temporary. Cut off at 

EOCY, destroy 7 years after 

cut-off 



System Maintenance and Use  Temporary. Cut off when OCIO- Computer Incident Files Cut off when all necessary N1-048-10-01, Item 6.1.8 Temporary. Cut off when 
DAA~0048-2013-0001-0013 superseded or obsolete. See follow-up actions have been the agency determines 

records manual for specific criteria completed they are no longer needed, 
that may determine when a record destroy 3 years after all 
is obsolete or superseded. Destroy necessary follow-up 

. no later than 3 years after cut-off. actions have been 

completed 

' 
System Maintenance and U~e- Temporary. Cut off when OCIO - Incident Files- Supporting Cut off when all necessary N1-048-10-01, Item 6.1.9 Temporary. Cut off when 
DAA-0048-2013-0001-0013 superseded or obsolete. See Documents follow-up actions have been the agency determines 

records manual for specific criteria completed they are no longer needed, 
that may determine when a record destroy 3 years after all 
is obsolete or superseded. Destroy necessary follow-up 
no later than 3 years after cut-off. actions have been 

completed 

System Maintenance and Use- Temporary. Cut off when OCIO - Cyber Security- Incident Cut off when all necessary N1-048-10-01, Item Temporary. Cut off when 
DAA-0048-2013-0001-0013 superseded or obsolete. See Tracking System follow-up actions have been 6.1.10 the agency determines 

records manu'al for specific criteria completed they are no longer needed, 
that may determine when a record destroy 3 years after all 
is obsolete or superseded. Destroy necessary follow-up 
no later than 3 years after cut-off. actions have been 

completed 

System Maintenance and Use- Temporary. Cut off when DOl Data Loss Prevention System Cut off when incident is records. N1-048-11-03 !409.1 Temporary. Cut off when 
DAA-0048-2013-0001-0013 superseded or obsolete. See Data Files- Minor Incidents Maintain records no longer than incident is recorded, 

records manual for specific criteria 1 year ) destroy 6 months after cut 
that may determine when a record off, or when no longer 
is obsolete or superseded. Destroy nee.ded, but not longer 

no later than 3 years after cut-off. than 1 year 

System Maintenance and Use- Temporary. Cut off when DOl Data Loss Prevention System Cut off when all necessary N1-048-11-03 1409.2 Temporary. Cut off when 
DAA-0048-2013-0001-0013 superseded or obsolete. See Data Files - Major Incidents follow-up actions have been all necessary follow-up 

records manual for specific criteria completed actions have been 
that may determine when a record completed, des.troy 3 years 
is obsolete or superseded. Destroy after cut off, 
no later than 3 years after cut-off. / 

/ 

_, 



\ 

System Maintenance and Use- Temporary. Cut off when Radio Communications Flies - Radio Cut off at end of each month NC1-49-85-2, 12/3b Temporary. Cutoff end of 
DAA-0048-2013-0001-0013 superseded or obsolete. See Logs each month, destroy 3 

records manual for specific criteria years after cut off 

that may determine when a record -
is obsolete or superseded. Destroy 

no later than 3 years after cut-off. ' 

System Maintenance and Use- Temporary. Cut off when Data Verification and Quality Cut off when no longer needed N1-49-96-6 20/16 Temporary. Destroy when 
DAA-0048-2013-0001-0013 superseded or obsolete. See Control Files Not Described for audit or legal purposes, such no longer needed for audit 

records manual for specific criteria Elsewhere as pending litigation or legal purposes, such as 

that may determine when a record pending litigation NARA 

is obsolete or superseded. Destroy job N1-49-96-6, 20/16. 

no later than 3 years after cut-off. 

System Maintenance and Use- Temporary. Cut off when Compl!ter Outputs that are created None N1-49-96-6 20/19 Temporary. Destroy when 
DAA-0048-2013-0001-0013 superseded or obsolete. See for reference purposes and that nolongerneededfor 

records manual for specific crite_ria are not described elsewhere current business NARA Job 

that may determine when a record N1-49-96-6, 20/19. 

is obsolete or superseded. Destroy ( 

no later than 3 years after cut-off. -

System Maintenance and Use- Temporary. Cut off When Corporate Data Element Dictionary Cut off when superseded, N1-49-96-6_20/20d Temporary. Delete when 

DAA-0048-2013-0001-0013 superseded or obsolete. See (DED/CDD) Data Base obsolete or no longer needed superseded, obsolete or 

-
records manual for specific criteria for legal or administrative no longer needed for legal 

that may determine when a record purposes or administrative purposes 

is obsolete or superseded. Destroy NARA Job N1-49-96-6, 

no later than 3 years after cut-off. 20/20d. 

System Maintenance and Use- Temporary. Cut off when Corporate Data Element Dictionary· None N1-49-96-6, 20/20g Temporary. Destroy/delete 

DAA-0048-2013-0001-0013 superseded or obsolete. See (DED/CDD) Data Base when no longer needed 

- records manual for specific criteria - for current buisness NARA 

that may determine when a record Job No. N1-49-96-6, 

is obsolete or superseded. Destroy 20/20g. 
no later than 3 years after cut-off. 



System Maintenance and Use-	 Temporary. Cut off when Hardware and Software Inventory Cut off individual data elements N1-49-96-6 20/51 Temporary. Destroy 
-DAA-0048-2013-0001-0013 	 superseded or obsolete. See System when superseded or no longer individual data elements 

records manual for specific criteria needed for administrative when superseded or no 
that may determine when a record purposes longer needed for 
is obsolete or superseded. Destroy administrative purposes 
no later than 3 years after cut-off. 

System Maintenance and Use- Temporary. Cut off when Information Technology (IT) Cut off after separation or N1-49-99-2 18/34b Temporary. Destroy 1 year 
DAA-0048-2013-0001-0013 superseded or obsolete. See Security Data. Statements of transfer of employee after separation or 

records manual for specific c;rJteria Responsibility Reference Copies transfer of employee -
that may determine when a record , 


is obsoiete or superseded. Destroy 
~ 


no later than 3 years after cut-off. 


System Maintenance and Use-	 Temporary. Cut off when Information Technology (IT) Cut off after separation or ~1-49-99-2 18/34d Temporary. Destroy 1 year 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See Security Data. Access to IT systems transfer of employee after separation or 

records manual for specific criteria - transfer of employee 
that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

System Maintenance and Use-	 Temporary. Cut off when Information Technology (IT) Cut off EOFY upon termination N1-49-99-2 18/34e Temporary. Cut off EOFY 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See Security Data. Firewall Access of access upon termination of 

records manual for specific criteria Requests access, destroy 1 year 
that may determine when a record after cut off 
is obsolete or superseded. Destroy '

no later than 3 years after cut-off. 

System Maintenance and Use- Temporary. Cut off when Information Technology (IT) Cut off after last entry on sign-in N1-49-99-2 18/34f Temporary. Destroy 6 

DAA-0048-2013-0001-0013 superseded or obsolete. See Security Data. Computer Room sheet months after last entry on 

records manual for specific criteria Sign-in Sheet sign-in sheet -

that may determine when a record 


is obsolete or superseded. Destroy 


no later than 3 years after cut-off. 


~ 



System Maintenance and Use-	 Temporary. Cut off when 

DAA-0048-2013-0001-0013 	 superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

System Maintenance and Use-	 Temporary. Cut off when 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

System Maintenance and Use-	 Temporary. Cut off when 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 
~ 

System Maintenance and Use-	 Temporary. Cut off when 

DAA-0048-2013-0001-0013 	 superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

System Maintenance and Use- Temporary. Cut off when 
DAA-0048-2013-0001-0013 supersede_<:! or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Information Technology (IT) 

Security Data. Electronic Versions 

of IT Security Records 

Computer Century Conversion 

(Y2K) Activities 

Computer Century Conversion 

(Y2K) Activities. Y2K Administrative 

Records 

Computer Century Conversion 

(Y2K) Activities. Detailed records 

of the revision, testing, and 

validation of a specific system or 

group of systems. 

Computer Century Conversion 

(Y2K) Activities. Electronic 

Versions of Y2K Records 

Cut off when file copy is 

generated and added to a 

recordkeeping system or when 

no longer needed for reference 

or updating 

Cut off at project completion 

Cut off at project completion 

Cut off at project completion 

Cut off when file copy is 

generated and added to a 

recordkeeping system or when 

no longer needed for reference 

or updating 

N1-49-99-2 18/34j 

N1-49-00-418/3Sa(2) 

N1-49-00-418/35b 

N1-49-00-418/3Sc(2) 

N1-49-00-418/35d 

Temporary. Delete when 

file copy is generated and 

added to a record keeping 

system or when no longer 

needed for reference or 

updating 

Temporary. Cut off at 

project completion, 

destroy 3 years after cut 

off 

Temporary. Cutoff files at 

project completion, 

destroy 3 years after 

cutoff. 

Temporary. Cutoff at 

project completion, 

destroy 3 years after 

cutoff. 

Temporary. Delete when 

file copy is generated and 

added to a record keeping 

system or wh'en no longer 

needed for reference or 

updating. 
,~ 



System Maintenance and Use-	 Temporary. Cut off when 
DAA-0048-2013-0001-0013 	 superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

System Maintenance and Use~ 	Temporary. Cut off when 

DAA-0048-2013-0001-0013 	 superseded or obsolete. See 

records, manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

System Maintenance and Use- Temporary. Cut off when 

DAA-0048-2013-0001-0013 superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

System Maintenance and Use-	 Temporary. Cut off when 

DAA-0048-2013-0001-0013 	 superseded or obsolete. See 

records manual for specific criteria 

that may determine when a record 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

Electronic mail and Word 

Processing System copies- Copies 

used for dissemination, revision, or 

updating is completed. 

General IT files- General 

correspondence, miscellaneous 

reports, newsletterss and other 

records relating to IT topics not 

otherwise covered in this schedule. 

USGS.gov Web site Access Logs-

Web access logs, including all of 

the information that web browsers 

send when they request a web 

page, such as name, domain, and 

numerical internet address of the 

host computer; date and time of 

the access; Internet address of the 

referring web page; page 

requ,ested; user agent information. 

Employee Training Files- Learning 

Management System (LMS) Inputs 

-

Cut off when dissemination, 

revision, or updating is 

completed 

; 

Cut off at end of fiscal year 

Cut off at end of fiscal year 

-

Cut off after input and 

verification of data into master 

file and when no longer needed 

to support the reconstruction of 

the master file. 

N1-057-02-03 503-01b 

~ 

N1-057-08-01, 202-01c 

N1-057-08-01, 301-01e 

N1-057-08-01 413-01a 

Temporary. Destroy/delete 
when dissemination, 

revision, or updating is 

completed 

-~ 

Temporary. Cutoff at the 

end of the fiscal year. 

Destroy 3 years after 

cutoff. 

Temporary. Cut-off at the 

end of the fiscal year. 

Destroy when 2 years old 

or when no longer needed, 

whichever is later. 

Temporary. Delete or 

destroy after input and -
verification of data into 

masterfile or when no 

longer needed to support 

the reconstruction of the 

master file, whichever is 

later 

http:USGS.gov


System Maintenance and Use- Temporary. Cut off when Learning Management system Cut off when record keeping N1-057-08-01413-01c(1} Temporary. Delete after 
DAA-0048-2013-0001-0013 superseded or obsolete. See Outputs - Electronic copy copy is produced and record is recordkeeping copy is 

) 

records manual for specific criteria nolongerneededfor produced or no longer 
that may determine when a record operational purposes needed for operational 

is obsolete or superseded. Destroy purposes, whichever is 

no later than 3 years after cut-off. later 
' 

System Maintenance and Use- Temporary. Cut off when Routine and Supporting None N 1-79-08-8/9 D Temporary. Records for this current 

DAA-0048-2013-0001-0013 superseded or obsolete. See· Documentation- Records dealing Destroy/Delete records 3 authority have been split into 

records manual for specific criteria with help desk, hardware/software years after closure. two classifications in the 

that may determine when a record maintenance, and supporting proposed schedule. Only IT-

is obsolete or superseded. Destroy documentation. [Note: There are related records (help desk, 

no later than 3 years after cut-off: other records described in the hardware/software 
originating schedule item that are maintenance} are crosswalked to 

crosswalked to 0013.] this item. General administrative 

functions associated with this 

authority are instead 

crosswalked to 0001. 

System Maintenance and Use- Temporary. Cut off when Computer Operations and None N1-115-94-1, IRM-6.00 Temporary. Cutoff at the Title and retention corrected per 
DAA-0048-2013-0001-0013 superseded or obsolete. See , Maintenance end of each year. NARA; info from bureau still 

records manual for specific criteria Destroy 10 years after recommends these records for 3 

that may determine when a record cutoff. year retention. 

is obsolete or superseded. Destroy 

no later than 3 years after .;:ut-off. 

System Maintenance and Use- Temporary. Cut off when Information Technology Security None N1-115-94-1, IRM-7.10 Disposal Authorized

DAA-0048-2013-0001-0013 superseded or obsolete. See Plans Temporary. Destroy in 
- records manual for specific criteria agency 3 years after 

that may determine when a record closure. 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 

System Maintenance and Use- Temporary. Cut off when Information Technology Systems Cut off when access is N1-115-94-11RM-7.20 Temporary. Destroy when 

DAA-0048-2013-0001-0013 superseded or obsolete. See Access superseded, revoked, or superseded, revoked, or 

records manual for specific criteria employee is after transfer of employee 
' that may determine when a record separated/transferred. 

is obsolete or superseded. Destroy 

no later than 3 years after cut-off. 
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_:. 3year:s·~fte~ c~t~aff.:":' . ... l .... C!6turlie~tatiorr~f~d in~n~~~~-~/-~ ·.:: . o"r:Qb~·bl~f~·.·. "..;::; _::·.:·· 

~-". •' - : ' "' ~- • 1 • • ::. ;o:u. ..... " ,'' "..· ," ·• ' ' ~ ' <' • 	 .. .;. ~ 
... 

http:covered.in
http:payine.nt


Sys~e[l:!J~!annjn~-~-D~~.!~6,~<l~d;i; :ref;Jppr~u·y .,_!:;y.1: ()tf W,~en .•c, ·/ ,;·. ·4: .· •.P,fi&-.lqt~r.\~k-~9~rdot!,a?d.::~~:·:.: .. WA.", •~· 
, ' " ',- , ", , , ,; ' , , ' ' , , '-!< • • ' '! • , ~ \ • , " ' , , I" • ~ C , ' •'' ' ~ -'. •' ' 

Documentation- DAA"1JQ48• : SUJ?ersede(i bya !)ewer. ver~ion o~ Appei31.~ (I BLAh Qgc~et:\ : ;···"' ,.. ~:~ i 
2013~0001-0014 . . .. f~ . . upon . . . . ·. ·. M~nag~rnent ·systern- · · . ~· ' · 

ter!Jliriation of tile ~ystem. Oestro'y Doc;umentation Files- Syst~rri ' 

•~6 ,3 YE!~~s ~fter cut~Rff, · ;: ' · · · · Documentation a~d Manuals 

! ·-· f <,:>,·.... ••.!:.~:~~~~<~>~~.~ 	 f'.~ 

Temporary:. cut off ¥Jhen · . OHA~ Bepart[Tlerital Cases·Hearings 

superseded by a newer version .or Division (DCHD)-.Docket ·: : · 
;: -. ~ ~ 

upon . . . ,_. .. .. . . . rylancfger:nent ~ystem- . . .· .. 

,: !~r~ina;i~~ofJ~e}rs~em.:[l~~ro,y;· Do<;_u~.e.?~a:tioD.:FiJ~s~~~-~~~fs<i,-::~. 
.3,yearsaftercut~off. ·:::• ··:'.:;. · ·:·: .•.~,•. , 

• t'' • : ; ~. -~ 

Syste'in Pl,ap'ning, Design, anQ. Ternpprary.Yutoff wtien ·' . OHA- P~obates H.earings Dhdsion . 
oc:>ctirhentatibtl'.- oi>.A-oo4s<· s)Jperseded ny·a.:ne)N~r. version:or:' _; (PHD)~:Dock$t.·Ma.nagemen.t 

- ' - .~~ • . ;: - " •• " ' • ' • ~ - 1 - • "'·z613-oooi-'oo:t4 · .• ·::" ·:\· upo[i · . ·. . . '. . ·: ·. ·_. · · System-·Docume,n(ation Files"-. -.- '' . 

terminatio~ ot'the ~ysteril: Destr~y Documentation and Manual~ 

3 years aftercut-off.· 

OHA;_white':Earth R~ser:VatioriL~md N/A ·'· 
.s;ti~~~-~~L\ct (wE'lSA)·I-i~~ri~~;- .- '·· ·:" . 

.. ' upon .. Divisio.n _(WHD)c Docket '· · 


te'rfnin(ltio~ 'of the:,sysj:~m: Pe~r~v fV1anilg~meritSy~tern.: :, 

3_,ye~rs aft~r-tu~cbff:.:;.!,,<. ; .• ~: . 'oocum"entation; ri'les!,.~ . 'i ' 


Documentati~~ and'Manuals'"" ' / ~ ~ ' ,. 

~~~~J~;-Q7~g~ :~Qll.~<~5lt T~n1RiJ.r.~rv.;p~~~t:ef?.r,s~~oy -~ ': 
.· ;:.·=·~'":. ::·_ ...' ·• .~.. ·· · .:. ~ystem do!:_umehtation~ :•· · 

. · · · · · · 	 .and rr,a~~aJsX~e~~s aft~~ 
th.ey bec~rile sup~rsed~d 
or ~b~pJ~te. . 

Temporary.' Delete/de!;troy 
system docl!mentation' 

. andm<m!Jals,3 year!; after· 
. i. ; they be~brri~ su\:u:j.ts~ded .~ 

~: o~-6bs~l~te. ,,~ :::":-::::';}': 
~' ~ t • , " ' 

Temporary. Delete/destroy ·.. 
system d~~~me~tatio~ ..·. : :<· 
' ' >'' / ' • , ' < ·~: -'~ , _:_ 	 ~ _, ~ • 

a~p manuals:'3 y~~;:~--~fter. . 

they' become superseded 
o'r _obsolete · 

,: .· ., :~ tJ+::o4::s~7;91t:::z19.7~~t::(aJ :r~-~por~r:v. p_el~tl'!ld~~tr<:>Y....: ·_ --~ 
• •. - .··_. . <; '.y··;.:. systemdocume'nta'tion- ... :

,• ,' ,, - ' 

and manuals 3 years after 

. t~ey become s~p~r~e~e~ 
~;.otis()le!e. . ..• ·; .. -: ' , . 

( 



~ystpry,;~!~Qnjhg;;pe~iflr1!'·9~d 
opcurpe_n~atlon .~ Of\A.:0048~ 

:re.rnpo11Ji:Y:·c9t·off wh~l1-';• .-. 
~;;.., ,_. ·:·~ ",".,.;•""'~ ... ~.' ;It•,"',·.· •• 

supe_rsE:ded· by P_l)eWer·ver:sion ?r-
9~A~ jntegi:~i:ec:l_.s~~?trof!i<;_[)qcKet·._ ~/A:.~;,,..:: 
M~nag;ment system· P.ia_rining:aha' ·: ·' <'':...: · 

. Ni:-Q4:$~0·7-.P.4; ftem.:r
' fi:Qs.:{;.:::·· -:<:::·i ;'c.:·: ' 

~; Temp(]rary. <;Ut"Off ~t ehd 
· ~tfi~c~l year'rn ·~hich·'" ·. :· ·· ·· 

i013-oooi-ooi4 DeyeiQpmefr( ..t ~ -: ~ ... " . . · initfal·system ~r·~~Y ne~. · 
. termination of the systen:i. Destroy · version. or enha'n~ement to 
:fY,ears after·cut.~off.. : ~· , · the system was.·. · · ._ ,.. 

"s!Jc~essf1JIIyin~tal!ed·51~tl ~ 
a~c'elt>ted:-peit:ite/a~Uio~ -~ 

.·. year$ after cut.off' or ~hen 
. no 1:0ng7r'needed for.'·.· 
<!g~nev !)usiness, .•. 
whichever:is'l.:lter'" 
~.", ~;.::h ~~·:~;:··~·-~::~·;:~:~~/~ "~?· 

',• 

System Planning, Design! and ' . Tempora"ry. Cut'off when 'fempqrary. Cut-off at end 
Do!;urnentat\011., QAN0048-...:· .. 'sup~rsecjed by a neV{erV~.rsion or Marwgertrent System~,. offiscal year in 'whiCh 
'2o13.ooo1-o614,:.: : y_.-: __ ·' 
' (..,.:~-:~·;_ : ... r ;' : 

., ~ 
•• 

upod \ .:~~. . ' ...• 
terrnin~ti.on_ of the systern: ~~stjoy 
3 years after cut-off; 

o'~t!,Jfl1eht~1io~ ~ile~'·.: ~.~per~ed~d 6r-:oti~-~~~t~•• -• 
belete/q~tro'(3~~ars: · 
after cut of( . . . . 

':. 
· · 

Sys~~m PJaii.nh1g, De_sign,·?~n9.:· Terilpgr~ry.:Cut off wh~n.·.· ~ _~,· J~mp9rarv, Cut Off at end .. · . 

g~~~-~.~i~~~76AA;tio!i8~; ·". t~~~sef:~d-'ov~ ~'1e'wer'~.e11~:~J~~-~ ?~q Train!n&'Eiles_: < :-~--: ~ ·, .~. ~-··.·:~ ;;,·~:..~;_·-.:~ ·: ~~- ·. ~:;t~f~;i::f~i;~:;_~i~~:!'.'> :i.:.: 
" . . ·-. termimiti,on Of the-system. Destroy. .. ·"· · ·· ·· · · oestroy/defete 3 years· · 

· · -" ' .:· .. · 3.years.aftercut-off:·. 
'• • "';, • c • ~·. • ' I ... , 

' 
• ; • " 

' 

.. 
.. .. 

·" , ·after cUtoff.· · , 

',,'.

· 

~ys.tl:!fn~glanni!lg:·:oesi~n;arid 
D9<::\Jmentatiqn -:DAA-0048- · 
20l3-0001-Q014 . 

l)~mpor;aif. Cut offwhen:. ·.· ·' -. '': OCIQ ~Website Review/Approval_,.. ~ . ·' '. . "" . . _, . ' '• ' ~ 

. sup'ers~d~d)y a 'newer lier:si9n or : ;.' . .. : ' .'' . . 
o" ' ,. " ' ' • 

upon .. 

·• "!:eg!por~f'r·::~u~-.ofMiies at 
. ' ~nd off'(. Destroy 2 years 

afte; cut off·: ,: ·' . . 

:

•'- . , -. . ._. -, 
.., termination 9f the sysi:eni. DestrQy 

, 3 ye·ar$ after qrt-6ff. · 
·· · 

· · 
··. 

.;. 

Sysiem'~lanning;"besign; ari.d·.. "J:erilpcil'~ry; Cut'()ff WtieflC:../. ~ ·, OCIO"- Website Complianc~ 
D6cu~e-nt~tion -'DAA~Oo48:.... ' s~pers~ded by a newer ver~ion or . - . ' .. ' . ' 
2013-000t-p014 . upon · . . · ·. · · ... · · 

~. . 

T~rnporf!r;Y. Ct.if9fffi!es ~t. 
_ end of. FY·.' Destroy ~ yeats 
after cut off · ' .. : 

termination of the systent Destf()Y · 
. . : , . _ ... . · · ~·· ~ . · • ~.years:afte-r cuJ-Qff.,. ; , . 
system Planning, i;>esigt(ai;la i. Temporaryd;~_t'9ff wh~n" · · · ~adio.<;:amm!Jnicatio'ns Flies- ~acjio r;J/A ·· TE!mpQrirv, D~troy;wt1en · ' 
o'dcumentatiori ·~ DAA~Oo48~ · 
~ . ' 

superseded _by a ~ewer-v~r~io~ ~r. ·.· . ' . ' " . ', . . Frequeric:Y Authori~ation Fil~s ' · · ... ·, rep.laced 1by'ane;;.,; ' . . 
2Q13-0001-QO;l4. upon , . . authorizat,ion/ag~e~ment 

te,rminatio!l dfthe system. Destroy 
3 yep'r~ a:fter,ciJf:~ff,, · .. '.:

r,: •• 



~ystem Plarjf1ing,);>es)gn~ ahd ,cut.9ff:wheii suP,er'sE!peg IJy a. · · ' 1.-_ Spftwa~e lrnprovement'P.roject N1"~9:-9:6"<{2Q/18a; -:~, .:·.:- ;~;empqt~rv)::J~troy/delete · -, " -.. 

o·~c~~eht~ti6i1' ~ oM::do48~_: -n~w~f-itersior\ 6r-~~o~ ' · .;._ ,.,\ ·(su))-~e~cirds ,;;.';: · . .:::; '>•r.: 'c \' •Z; : Wh~~·SU~~}s~d~-d ;()f' - -. ·.- -· ' ' 


2oi3:_oo6i~6o14 · •· ; · t~rmination df'the ~yste~. o'es{roy. - «. -·· .• . . . -" . -'··, ti6~_61.~t~, ~r- ~P~n • 

3-years-~ftercut:off.. '. . . ._. authdri~E!d "destruction of ... 

""" ' ,',"the relate-d master fi.le ~r-
- data· IJ.a.se/ NA.RA Job Nl~49."·'>·' 

·· .g6:6,·2olls·a._:::,:;_,:> :. 
l' •· 

:remporary: Des-troy when 

replace~;by lln. updated -· 

• lnformatjon'Techflblogy (It) 

n·ew~r version:or· u·pon Security o~ta: "rr Continge-ncy Plans 


" . , ,- ' . : . .. . 
t~rmfn·ation·of thesy?tem. Destroy . '· 

._ : -:· ~-{:T;,. ,_ · 3-years.ilfter r:0{off.,· · _" -. 

$ystEfrn Pl~lnning, Pesigh, ~n9:·:: Cut offwh~n _superseaetl'l:iy ;f..·.:c '·. lhfqrm~tior\Tec!lri61ogy_ (fj}-. • :-: :.. 'N/A~ 

Docu111entatib'n - D,AA~00!-1:8- '· ii!'!~er YE!rsioh or upon. : · -·• :· ·s~c~rity D~ta. -.Risk·As.sessm~nts ·. 

201~.-'000F0014 :_ -- · >.· termin_atiqn of the syste~: be~trqy · 


3 years after cut-<;Jff: ·.. -· .: _ _ - .. 

·, · ..· 

Long-term Information Cut off record as instructed in the Oversight and Compliance Files Cut off after responsible office GRS 24-la Destroy/delete when 5 


Technology Records- DAA- agency/bureau records manual, or Performance measurements and determines that there are no years old or 1 year after 


0048-2013-0001-0015 at end of fiscal year in which files benchmarks unresolved issues. responsible office 


are created if no unique cut-off is determines that there are 

specified. Destroy 7 years after cut no unresolved issues, 

off whichever is longer 



Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end offiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Oversight and Compliance Files- All Cut off after responsible office 

other oversight and compliance determines that there are no 

records, including certification and unresolved issues 

accreditation of equipment, quality 

assurance reviews and reports, 

reports on implementation of 

plans, compliance reviews, and 

data measuring or estimating 

impact and compliance 

User Identification, Profiles, Cut off after user account is 

Authorizations, and Password Files, terminated or password is 

EXCLUDING records relating to altered, and when no longer 

electronic signatures- Systems needed for investigative or 

requiring special accountability, security purposes 

e.g., those containing information 

that may be needed for audit or 

investigative purposes and those 

that contain classified records 

IT Infrastructure Design and Cut off after project is 

Implementation Files- Records for terminated 

projects that are implemented 

Information Technology (IT) Cut off at end of FY and when 

Program Planning Records no longer needed 

· 

GRS 24-1b 	 Destroy/delete when 3 

years old or 1 year after 

responsible office 

determines that there are 

no unresolved issues, 

whichever is longer 

GRS 24-6a (N1-GRS-03-1 Destroy/delete inactive file 

item 6a) 6 years after user account 

is terminated or password 

is altered, or when no 

longer needed for 

investigative or security 

purposes, whichever is 

later 

GRS 24-llb (N1-GRS-03-1 Destroy/delete 5 years 

item llb) after project is terminated 

GRS 27-1 (N1-GRS-04-4 Cut off annually. 

item 1) Destroy/delete when 7 

years old or when no 

longer needed, whichever 

is later 



Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-Q015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end .of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 yea.rs after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

,agency/bureau records manual, or 

.at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Enterprise Architecture Records 

IT Capital Investment Records 

Legal and Regulatory Compliance 

Records 

CIO Committee Records 

CIO Subject and Office Records 

OCIO - Enterprise Security 

Architecture (ESA)) Waiver 

Requests Files 

Cut off when superseded by a 

new iteration of the enterprise 

architecture 

Cut off at end of FY and when 

no longer needed 

None 

None 

None 

Cut off after superseded, or 

when no longer needed, 

whichever is later 

GRS 27-2 (N1-GRS-04-4 

item2} 

GRS 27-3 (N1-GRS-04-4 

item3} 

GRS 27-4 

GRS 27-5 

GRS 27-6 

N1-048-06-08 4307.a 

Cut off when superseded 

by a new iteration of the 

enterprise architecture. 

Destroy/delete when 7 

years old or when no 

longer needed, whichever 

is later 

Cut off annually. 

Destroy/delete when 7 

years old or when no 

longer needed, whichever 

is later 

Cut off annually, 

destroy/delete when 5 

years old 

Cut off annually, 

destroy/delete when 5 

years old 

Cut off annually, 

destroy/delete when 5 

years old 

Temporary. Cut off on the 

date of issue. Destroy 5 

years after superse·ded, or 

when no longer needed, 

whichever is later 

I 



Long-term Information Cut off record as instructed in the OCIO- ESA E-Authentication Files Cut off after superseded, or N1-048-06-08 4307.b Temporary. Cut off on the 

Technology Records- DAA agency/bureau records manual, or when no longer needed, date of issue. Destroy 5 

0048-2013-0001-0015 at end of fiscal year in which files whichever is later years after superseded, or 

are created if no unique cut-off is when no longer needed, 

specified. Destroy 7 years after cut- whichever is later 

off 

Long-term Information Cut off record as instructed in the OCIO - ESA Secure Technical Cut off on the date of issue, N1-048-06~8 4307.c Temporary. Cut off on the 

Technology Records- DAA agency/bureau records manual, or Implementation Guidelines (STIG) after supers-eded, or when no date of issue, destroy 5 

0048-2013-0001-0015 at end of fiscal year in which files longer needed, whichever is years after superseded, or 

are created if no unique cut-off is later when no longer needed, 

specified. Destroy 7 years after cut- whichever is later 

off 

Long-term Information Cut off record as instructed in the OCIO - ESA Standards Cut off on the date of issue, N1-048-06-08 4307 .d Temporary. Cut off on the 

Technology Records- DAA agency/bureau records manual, or after superseded, or when no date of issue. Destroy 5 

0048-2013-0001-0015 at end of fiscal year in which files longer needed, whichever is years after superseded, or 

· are created if no unique cut-off is later when no longer needed, 

specified. Destroy 7 years after cut- whichever is later. 

off 

Long-term Information Cut off record as instructed in the OCIO - Reports and presentations None N1-048-08-01 3101.2 Temporary. Cut off at EOFY 

Technology Records - DAA agency/bureau records manual, or issued by the OCIO and their in which report is issued, 

0048-2013-0001-0015 at end of fiscal year in which files supporting documentation destroy 5 years after cut 

are created if no unique cut-off is off 

specified. Destroy 7 years after cut

off 

Long-term Information Cut off record as instructed in the OCIO Project Planning Files Cut off files at end of FY in N1-048-08~13103 Temporary. Cut off files at Retention reduced. 15 years is 

Technology Records- DAA agency/bureau records manual, or which related capital investment end of FY in which related believed to be excessive for 

0048-2013~001-0015 at end of fiscal year in which files is terminated, or when it is capital investment is these records. 

are created if no unique cut-off is determined the project will not terminated, or when it is 

specified. Destroy 7 years after cut- be implemented determined the project 

off will not be implemented, 

destroy 15 years after cut 

off 



Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA~ 

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

OCIO - CPIC- Final OMB 

Submissions and Supporting 

Documentation 

OCIO - Electronic Capital Planning 

and Investment Control (E-CPIC) 

System Data Files 

OCIO- IT-Related 

Licensing/Purchasing Agreement 

Project Files 

OCIO- DOl Enterprise Architecture 

Repository (DEAR) System Data 

files 

Cut off files at end of FY in 


which related capital investment 


is terminated, or when it is 


determined the project will not 


be implemented 


Cut off files at end of FY in 

which related capital investment 

is terminated, or when it is 

determined the project will riot 

be implemented 

Cut off files at end of FY in 

which project closes 

Cut off when the data is input, 

updated, created within the 

system, or when no longer 

needed for agency business, 

whichever is longer 

N1-048-08-01 3104.1 

N1-048-08-01 3105 

N1-048-08-01 3107 

N1-048-08-01 3108 

Temporary. Cut off files at 

end of FY in which related 

capital investment is 

terminated, or when it is 

determined the project 

will not be implemented, 

_ destroy 15 years after cut

off. 

Temporary. Cut off files at 

end of FY in which related 

capital investment is 

terminated, or when it is 

determined the project 

will not be implemented, 

destroy 15 years after cut

off. 

T_emporary. Cut off files at 

end of FY in which project 

closes. Destroy 10 years 

after cut-off 

Temporary. Destroy data 

files and any related 

metadata 20 years after 

the data is input, updated, 

created within the system, 

or when no longer needed 

for agency business, 

whichever is longer. 

Retention reduced. 15 years is 

believed to be excessive for 

these records. 

' 

Retention reduced. 15 years is 

believe-d to be excessive for 

these records. 

Retention reduced. 10 years is 

believed to be excessive for 

these records. 

Retention reduced. 20 years is 

believed to be excessive for 

these records. 



Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-Off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique wt-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut
off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

OCIO- DEAR- Long-term Reports 

OCIO - Major Projects/Initiatives 

Files 

OCIO - Cyber Security- Critical 

Infrastructures 

OCIO- Cyber Security- System 

Certification & Accreditation (C&A) 

Files 

OCIO - C&A Documentation Files. 

None 

Cut off files at end of FY after 

planning process ends 

Cut off files on formal 

conclusion of project or issue, or 

when no longer needed, 

whichever is later 

Cut off after the end of each 

system's life-cycle or when files 

are no longer needed, 

whichever is later 

Cut off after the end of each 

system's life-cycle or when files 

are no longer needed, 

whichever is later 

N1-048-08-01 3109.2 

N1-048-08-01 3113 

N1-048-10-01, Item 6.1.1 

N1-048-10-01, Item 6.1.2 

N1-048-10-01, Item 6.1.3 

Temporary. Cut off at end 

of FY in which report is 

created. Destroy 15 years 

after cut-off, or when no 

longer needed, whichever 

is later. 

Temporary. Cut off files at 

end of FY after planning 

process ends, destroy 5 

years after cut off 

Temporary. Cut off files on 

formal conclusion of 

project or issue. Destroy 5 

years after cut-off or when 

no longer needed, 

whichever is later 

Temporary. Destroy 7 

years after the end of each 

system's life-cycle or when 

files are no longer needed, 

whichever is later 

Temporary. Destroy 7 

years after the end of each 

system's life-cycle or when 

files are no longer needed, 

whichever is later 

Retention reduced. 15 years is 

believed to be excessive for 

these records. 



Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end offiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut" 

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 
Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 y_ears after cut

off 

OCIO- C&A Command Center 

System 

OCIO- Cyber Security Reports 

(Issued and supporting docs) 

OCIO- Year 2000 (Y2K) Computer 

Century Conversion Activities; 

Policy and Planning Records, 

Official Copy 

Section 508 Complaint Files 

Software Improvement Project 

(SIP) Records 

Cut off at the end of the 

system's life-cycle if all other 

active data has been migrated to 

a replacement system, or when 

no longer needed, whichever is 

later 

Cut off on the date the report is 

issued 

Cut off at end of FY of project 

completion 

Cut off at issuance of final 

agency letter issued in response 

to the complaint 

Cut off at end of FY in which 

project implemented or 

completed 

N1-048-10-01, Item 6.1.4 

N1-048-10-01, Item 

6.1.11 

N1-048-10-01, lfem 6.2.1 

N1-048-10-01, Item 6.4 

N1-49-96-6 20/18b 

Temporary. Cut off at the 

end of the system's life-

cycle if all other active 

data has been migrated to 
any replacement system, 

destroy 7 years after cut

off or when no longer 

needed, whichever is later 

Temporary. Cut off on the 

date the report is issued. 

Destroy 5 years after cut

off. 

Temporary. Cut off at end 

of year of project 

completion, destroy 15 

years after cut off 

Temporary. Cut off at 

issuance of final agency 

letter issued in response to 

the complaint. Destroy 5 

years after cut off 

Temporary. Cut off EOFY in 

which project 

implemented or 

completed, transfer to FRC 

1 year after cut off. FRC 

destroys 7 years after cut 

off NARA Job N1-49-96, 

20/18b. 

Reduces retention to 7 years; 

records are not deemed 

necessary any more, and this 

would allow destruction of all 

pertinent materials. 



Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Long-term-Information 

Technology Records - DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files. 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

_agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Information Technology (IT) Cut off at end of FY in which 

Security Data. Computer Security incident occurs 

Incident Report 

Information Resource Management Cut off after closure 

General Files 

Information Resource Management Cut off after closure 

Reports 

Software Development, Cut off after closure 

Maintenance, and Support 

(Software) 

Information Technology Facilities Cut off after closure 

and Equipment (Hardware) 

Information Technology Planning Cut off after closure 

and Programs 

N1-49-99-2 18/34c 

N1-115-94-11RM-1.10 

N1-115-94-11RM-2.00 

N1-115-94-1, IRM-3.00 

N1-115-94-1, IRM-4.00 

N1-115-94-1, IRM-5.00 

Temporary. Cut off EOFY 

iri which incident occurs, 

destroy 5 years after cut 

off 

Disposal Authorized 

Destroy in agency 6 years 

after closure 

Disposal Authorized 

Destroy in agency 5 years 

after closure 

Temporary. Cutoff at the 

end of each year. 

Destroy 10 years after 

cutoff. 

Temporary. Cutoff at the 

end of each year. 

Destroy 10 years after 

cutoff. 

Temporary. Cutoff at the 

end of each year. 

Destroy 10 years after 

cutoff. 

Retention corrected per NARA 

Retention corrected per NARA 

Retention corrected per NARA 

http:IRM-5.00
http:IRM-4.00
http:IRM-3.00
http:N1-115-94-11RM-2.00
http:N1-115-94-11RM-1.10


long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

long-term Information 

'Technology Records- DAA

0048-2013-0001-0015 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end offiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Plan IT investments (80} 

Acquire IT Investments (81) 

Operations. Maintenance, & Mgmt 

of IT Investments (82) 

IT Security (83) 

IT Architecture (84) 

Capital Planning & Project Mgmt 

(85) 

Cut off at the end of FY or when 

activity is completed. 

Cut off at the end of FY or when 

activity is completed. 

Cut off at the end of FY or when 

activity is completed. 

Cut off at the end of FY or when 

activity is completed. 

Cut off at the end of FY or when 

activity is completed. 

Cut off at the end of FY or when 

activity is completed. 

N1-473-12-11tem 10 

N1-473-12-11tem 1P 

N1-473-12-11tem 1Q 

N1-473-12-11tem 1R 

N1-473-12-11tem 15 

N1-473-12-11tem 1T 

Temporary. Cut off at the 

end of the FY or when 

activity is completed. 

Delete/Destroy 7 years 

after cut off. 

Temporary. Cut off at the 

end of the FY or when 

activity is completed. 

Delete/Destroy 7 years 

after cut off. 

Temporary. Cut off at the 

end of the FY or when 

activity is completed. 

Delete/Destroy 7 years 

after cut off. 

Temporary. Cut off at the 

end of the FY or when 

activity is completed. 

Delete/Destroy 7 years 

after cut off. 

Temporary. Cut off at the 

end of the FY or when 

activity is completed. 

Delete/Destroy 7 years 

after cut off. 

Temporary. Cut off at the 

end of the FY or when 

activity is completed. 

Delete/Destroy 7 years 

after cut off. 



Long-term Information 

Technology Records- DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Long-term Information 

Technology Records - DAA

0048-2013-0001-0015 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cut off record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Cutoff record as instructed in the 

agency/bureau records manual, or 

at end of fiscal year in which files 

are created if no unique cut-off is 

specified. Destroy 7 years after cut

off 

Plan IT investments (80). Records Cut off at the EOFY, or when N1-589-12-11tem 10 Cut off at the EOFY, or 

relating to planning for new IT activity is completed when activity is 

investments, the planning and completed, transfer to the 

modernization or major FRC 3 years after the cut 
enhancement of existing IT off, delete/destroy 7 years 
investmenta and all work related to after cut off. 

IT prototypes 

Acquire IT Investments (81). Cut off at the EOFY, or when N1-589-12-11tem 1P Cut off at the EOFY, or 

Records relating the full acquisition activity is completed when activity is 

of an IT investment including but completed, transfer to the 

not limited to the procurement & FRC 3 years after the cut 

implementation of an IT off, delete/destroy 7 years 

investment or useful after cut off. 

segments/modules, Ex300, parts 1, 

2 or 4 of Ex53, the control and 

evaluation phases of CPIC & 
investment control process. 

Operations. Maintenance, & Mgmt Cut off at the EOFY, or when N1-589-12-11tem 1Q Cut off at the EOFY, or 

of IT Investments (82). Records activity is completed when activity is 

relating to operation, maintenance completed, transfer to the 

and mgmt of IT investments FRC 3 years after the cut 

portraying when an IT investment off, delete/destroy 7 years 

is operational (steady state) after after cut off. 

formal acceptance, means 

delivered, deployed and is 

performing the mission. 



Long-term Information Cut off record as instructed in the IT Security (83). Records relating to Cut off at the EOFY, or when N1-589-12-1 Item 1R Cut off at the EOFY, or 
Technology Records- DAA agency/bureau records manual, or Secure IT- performing work to activity is completed when activity is 

0048-2013-0001-0015 at end of fiscal year in which files achieve and maintain compliance completed, transfer to the 
are created if no unique cut-off is with OMB security policies, NIST PRC 3 years after the cut 
specified. Destroy 7 years after cut- guidance, Federal Information off, delete/destroy 7 years 
off Security Mgmt Act (FISMA) after cut off. 

guidance and include all IT security 

program records and records for 

securing individual IT systems, 

applications & infrastructure. 

Long-term Information Cut off record as instructed in the IT Architecture (84). Records Cut off at the EOFY, or when N1-589-12-11tem 1S Cut off at the EOFY, or 
Technology Records- DAA agency/bureau records manual, or relating to the development, activity is completed when activity is 
0048-2013-0001-0015 at end of fiscal year in which files coordination & implementation of completed, transfer to the 

are created if no unique cut-off is policies, standards, guidelines and FRC 3 years after the cut 

specified. Destroy 7 years after cut- provision of related assistance for off, delete/destroy 7 years 
off EA records created by the Interior after cut off. 

EA and Bureau architecture teams 

in the course of the development, 

management and utilization of EA. 

Long-term Information Cut off record as instructed in the Capital Planning & Project Mgmt Cut off at the EOFY, or when N1-589-1,2-11tem 1T Cut off at the EOFY, or 
Technology Records- DAA agency/bureau records manual, or (85). Records generated in the activity is completed when activity is 
0048-2013-0001-0015 at end of fiscal year in which files course of IT CPIC on the protfolio completed, transfer to the 

are created if no unique cut-off is of IT investments in accordance FRC 3 years after the cut 

specified. Destroy 7 years after cut- with OMB's requirements including off, delete/destroy 7 years 
off all program reports for portfolio after t:ut off. 

mgmt and project mgmt not 

attributable to individual IT 

projects or investments. 

.. ., .. : -~ .. ,., . ,. ~. ... . ·"'' .. ' 

u11Changed GR~ RetentiOr1S. (no, ex'(:f!ption. re_quested/Rennitted) ' 
.. 

,, 
: 

'.• 0o' ,. " . ., ' . . . : .. 



· offh;:iai~Fers<>.nr\~I.F.oldE!rs(O.PF'sf-, N/A, 
~ 	 F<;>ld~=;s\qy~ri~{~mP.Ic;>Y.roen( .' · 
terminatea after December ·3i,' · 
1920, e~cl~ding thos.e sel~cted by ' 
NA8A .for permanent retentipn. 

: · :., . a.';rransf~rr~d ·ert,ployees:.. '· 
-:. . ''" .. ·~·"':'I.. "::··:~~ ;-:,,·~·-~· ,:·· :-.;.~~ ~ 

· Folaers covering employment 
termin;3ted after December 31,. 

: l92Q, exch:Jding thdse selected by . 
N(\Ri\·fo~ permanent-r~i:entib~·:/~ ,. 
p. ·separ~t~(f.~[r)pl()y~e~: · "· " 

See C::h~pt~r:) .ofthe. Guide: Per·NAAA;canootbe cb~.nged' ·.· 
: to~F~rso;nn~L:\·: >' · , . '_t, .:_. :.·. · · ·'· 

Recordkeep]ng .for··· .. 
• '-<l •• • ', 

instruction;; relating
!o folders· 6f erriployees 
tfa.~sferre~lto:!'!~9ther 
·agency : .. ':" · . , ,. 
Transfer folder to National 

· Perso·~nel Reco;ds eenter 
{NPRC); st.' t:o'uis,:tvlo, 30 . 
O(lyS after late};t ·.. . . . 
s~pa"ration!i[seenote'(i)/"

" • ' ' ." • '." • ~ •.' T ' ' "t ! ' ' 
·. att:er .this itemJ. NPRc will 

separation.frorn Federal 
service. (I'.Jlc.GRS~87-li .. 
it~irt1b~l·\>{ ?~~:':,~: .. . 

··- :;, 

Destroy whE;!n ·. ·: .. · 
· appointtnent is~effective. 
(Nc1~64,.'i7=io:It~e·m 4ar: 
.~., '. :·~;:.·-::-.: :"t~.\;7~~-: 7/ =~~ ...":~ ." " 

/ 



qf'f~r~6J1rnill9vme'rJt File$·"~··.· 1.~.~~f~?~t.~::~ ~. :~;H ·~; ~: ~~-ru:rr!~5~~.~-o/~? t~P Y.·,.-,-,':,>~,_,. ~ 1'f\ 1< ;" ,; :::; .~ J!.r> < "', "'.' ~ 

D!=!clin¢a off_ers:;;.,WQen __ o<!rne js and apphcatJom.(NCl-'64·,t:o·· 

re~eived'fr'om ce_rtificate of . 7.7-~0, ite~ 4bl} : -.. -. 
'' . . . i·

eligibles·:. 
NONE; 1\!0T~CROSSWAL,KED TO UI'IIGHA!\IGI;(): .. off~rs.of Emp)qyment ~~~s- .·. File with:applicatlon. (s:ee Obsolete'- now:q~·e QPM. 

'" ...; \ • • '. J ; , ) • ' • • ' • ' ' '-' ,p~~).::, · •· ':,L .·:· ·· ·:·>.:Y· ·' : Dedi~ed off~rst' JE:!mgq_r~r:y or' GRS ~i it~r;ns }_3k; 3,?_I,J3m, -~utort:~?~~ctw~tern., ~~ :, _ , :~,.> ---_.·.··:. ' ~•. ~A·-"~·> t<' ·.':;··.; ".~. "' ·. 
~ f~ e_x!=epted appOiiltf!~ent, · ·.·· - 33n;as'appropr!atej: (NC1 · · .: :.:~_, · :.·.:,'::· ·· 

64~77--1Q,;item4b2}. ··.. ,.. ~. 

Offers of Employm~ht Files7 Qest_rb,y•imme_d_i(!tellt. 
- o&iin~d.~offers:,·AII:·othefs .. < ·,_ (N~i-J~4-i7:~.(), 'itein4b3}. 
~ }_::t~ ·;;-:..'f.:::"';.'Lf.!/'.~_;"' :":: .. ~:.t,~:.: ·.~~-. ·,__ .:-:' ~ ~>:>, <'',. .~ •.• ··~~:.' ""-;,_.•;.,"!:0:.' "·~ ... 

. ~.·. '..-.. '·.,: 

C\'!rtificate of Eligibles Fil.es ~ Dest'r()y ~herJ 2 ye~rs_"o!V; obs61~~e · 
Civi]ian Pers~nneLRecords ~ (N~Hi4c77-10 ifem 5} ·•· 
Certificateof Eligibles Files 

~. ~!TIR-Igye¢ ~e-cord ~e.~g~-~ci.vilian :~; ,t<lf~'7' oe~~roy:Cir.·se-~atatfo~_-Qf? obsqlete~ 
~., .,',;e"'", ,., >~.•" :···','.:(.'.~'''•: ,·, . , 4 .·,,~-.~~w ,r ~ _( .,.. 1• J, >.,. •._"~·' ,'." :' ' ,"; ~' > :. b 

per59"qn_el Records:' Employee. _· ·:·."': . transfer-of ~fl:iploy~e::: ·, ·, · ... 
· Retora Cards (NCi~64-77~10 it:em 6s·} ·.( 

Positi<in"Ciassification Files'- -. · - . N/A . · · · · ·_ Qestroy )Nh,en s.uper~ed_e~ Obsole~e ~ OPM_.01anag~~ 
. "·· . ..-·:•.·"·-'.' J'~.·~ J, .. '. ".,>' , •, •... ,...., ;;"_. ~.. 

: p9s~~iJ;.~I~s~Jf!C:ati\?nS!?n?~rds: :· .;:.>:; ··:
fi!ti,:~t~_bdJl[g~an!:j gufqelhj~s ,:: •. •. · · i~~~~'..~~-'~~:1,· 't. ''.'i'~{~L~·:.·. . . 

. issued or reyiewed by.OPM arid . 
'~ ' . 

us~d to:c!as~ifv ~nd evaluate· · 
P9.~itl9n~ within the agency. ? 
• : -. -~ ··:· u ' .: '- •~ ~~)~: ·~~ 

NONE; NOT CROS~WALKEDTO UNCHANGED " · · · PoSition Identification strips ..:. 
" t • •• • • , r • • .~" , 

DRS. Strips, such as the former SF 70, 
. - con't~ining s~,;.;mary data ~ri ~ach ..· 

·~- po~iticin octupied.. -~ ' . 
NONE; NOT'CROSSWALKED'To UNCHANGED· . EmpiQ.iJee Award'Files ~:u~ts.·of Qr,.: N/A~:,· .De~trpy\yhe_n··~up~rsed,ed

• ' . ' ~ • - ,_, 1 " .. •.DRS ·. :: .· -. ·.. ;,: - .... ·" . 

. 

·, Indexes to'agen!\i award .. · , : · · · :· or o6s61ete.: (Nci~64'"7?-,· 
nominati~~s. Ll~ts of homih~es · J_O, item 12d} ' -

~ ·: 
· and wihf1ers and indexes of _ 

,.;..- nominations. " 
- -"'·. 

http:off~rs.of


~-<>~~~ t)!~J,;~~c;>~s~~~~·r;B:T? l}J'~~ii~G~o
D.RS. .,. ·:·.. . 

I_ '. 

NQNj:;" NOT:C::~OS$WA"U<EPTO. PNCHANGI;I;). 
D~S .·· . .. : .. ··.. ··~·-·. ·/ . . 

·.. 

corr~~i?9~c!¢.nc~ ·an~}~rrn:fjles:~_ ·.: N(A: 
.o~~r~tiri~'perso~o:~i"'bffice r~c&d~ ...,, 
-~el.~ting to indlvidCal err;pl~yees 
riot maintained in OPFs and not · 
provi.ded f~rel~ewh·~·re inthi~ ...· .. 
sc~ed~le..' ~i;!ter\_ti~r;uegis!el's and. 

,~•-.'/;<~•-'-" .(c•~ ' ,._•,,~.{C" "-.~~" ')< ;, 'J 'l:',_'"'~, 
related :recorgs .._Regist~r~ fro~~-.· _•. 
whlch~hO reduction-in-force actions 
h~ve been taken and related 

. . · 
E~plqy~e.MedicaiF9ICfer(EMF.) :-.,> N}~. 
ln-~ividual•ehJpl9vee·,health Ga.se ,. · · 
files created priortoe:stablishm~nt 

· . ofthe EMF systerri.that have been .• 
~ retired to a NAAA records stoi:age ·.·. 

.!~~i~lt:(: :: ~":~ ··~ >:: :;·: :: ;: :::.. .• ·~ .. :. 

' Qestroy wh~h S!JP.erseded, obsdlete .. : .. 

o"t."o~s~i71:·~ ;f~q11~1~"77-.:~. · ·· (: ~>·~.: 
· 10, item 17b2) . . , {.. · 

'~,'.· . : · s.eparation .. NPRC will 
'dE;!Stroy ·75 ye,ars:after . ,, 

· birth dat~·ilt.~~pt8Y.¢e;:6o~ 
.~~~·r~:~R~~d.~~i~i'ih~·:. r, _::::: > 

earliest,doci.irrient in the i 


folder: if.the dite of birthf: · 

canr10t be ascertained;·or! . 


.:~.p:ve.a~ (l~er'J~~~~~ ii :•..: 

.. separatic)n, whidiever'ls.·" .. ; 

l~t~r. (Nl-GRs~sG-4 i~~~ " 
·.: 21a2), .. 

,Destroy 6Q.yrs( after; 
.: ·;etir~meril: to;tli·Ei NAAA 


records'storage ta:cil!tv: 

(Nl~qRS-86-4, item 21c). 


http:corr~~i?9~c!�.nc


, E!TJR!~Ye.~:p'~)~orp~H~~ Fi,li~Y.~te6J .~y~ · 
Re.coros>NiincS,ES:<!p.pC';lJnl:ees (as::. ·;· •· 

..·.· oe:;tro'{CJfter.tre:; ~ , .. REMPVEO per:G,RS:team · ~i·:·.""'');. ·:; . "'' -~.J .. --~~"" .~_.·.'";" "?' ,'";·,.,;-,, •,. .... , :~."",.~~· 
erjlploye~. c~n;Jpletes r · · feec;fi:Jack .~ ' .. :n'' ,,. ·., · ·:f ' 

·,' defined in 5 u~s.c. 4301(2)). ,: :' '' year of ac~epta~ie ,. , 
• '1. •" ' 

.... 
• ~!" '··-. ' " 

Appraisals.of un~cceptable perforr:nance hom the 

.·. 

·. · performance, where a notice of · 
; ~. '· .. '·. -,~~"." ,, .. _. ,. ., ... ; ; ' " ", ~ 

· prqJ?os.ed.d"'~r:notion or rer:noy<;~l is ·"' 
is~ued !:JUt ript:affe6t~9·-~nd all ·.. ':.. 
re[ated documents:·· 

', i 

date ofthe.written · .. . . ... -~ 
gdM~ri~e notice of> 
~~b.posetl'retil6ya1\;r 
reductioh-in-grac!e notice. 

,·, 

: .... (1\Jl-GRS-93"3 it~m 23a1) 

NONE;,IIiC,.LCROSSWALKED TO UNCHANGED 
".~' '. ,_-. ,, ~.;·-..· ' :: ' "' ...,_ , ' ' ,, ' ·.' · ",' ,-"·. '' . , , . ,_ ·; 

OR~: ·· •·· ;,. ~~ 

·,., 

Employee Performance File System N/A:· .·... - > · 
~. " " 1 • < ~ ...... • " \. J; " "'"'. '!_.. • -!: • ~ '' ' ' 

Recori:ls .- Non-SES appointe,es (as , . · ., .: · · . 
defin~din 5 u.s.c. 4301(2)). ·' · · ,,. 
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NONE; NOT CROSSWALKEO TO UI\I<;H~fi!GED Printing, Binding, Dl,lp,l!cation, and Destroy after approp~iate , Transitory 

~-~ -..~: Distri.b~ion· Recor~s ~ ~C!il!il¢ list~.. . revision of niailinglist or: : . 
.~ -~·~·~:~·.\~~·: ·: · ·;; co~r~po'ndence,:reque~t.forms;':· ~~~r:~ rnooths,\v·~~~il~\(et;~ . 

, '' ' "' .,,,,,._, ~ • '' :J..7J:lf. '"'· .;•.- ~ '~ .""·i ,•
~D9'~fh~~ r~~q~~ir~l~t~g {;)~ ~ ::;co,: ' ·;. . i~ s.~o':l~~:·{G~S~3P9.5~,: .. 

· changes in mailing lists.. ·; · . • · itern sa) · · · ·. · · ' " 

. . 	 ·..' 

. Printing; Bindirig,J5uplication,.ahd :~!A.·_~";·': I?estroYJ':Jdivi9u~rc~rRr. ·, T~l'Jsi!or),.;,:/:··· ~· 
· ·Distributiqn·Reccira~- Mailfn~·Llsts · ./ · when ca.ilceled of"revised: . . . . Fi ~- ••· ' . 

... - card. lists. · · , · · · · · · 	 (GRS i3; 19s:i, i~em Sb). · ·, 

Joint Committee oh Printing (JCf>.) Destroy when 3 y~ars ole(·. Obsolete· 
~eporis Files·~·Ag~nc:y\'eport t~:J~f> . (G~·p;}.QSJ/ite.m G.a)~~ ··, · : .. · • 

.,-; 	 ' l ~ ·~: '' : .••.•.· 'regardl~g operation ~fCI~s~ A' and: 
B:Pia~ts and i.nvemtories.of printing, . 
bil}ding, and related ~quipment in 
Cl~ss Aand..BP:laots or in storag¢.:; 

' -···' •4•" -~' "):' t' t' ' ·•;!, ,'l.o -.\ _., . . ~· ... •' 



· Joint c~r]JJrii,tt~e:oh. Prioti,r5g Oci>l ._ 
, . '•c'"]'"•:: ~, ..,·.,!'": ,:. , •· ,_,~~:f~-';; ·, 

Re~c;>lj:s_P:IIesf~P!e;>l_n ·> 1 
_ ·., 

N/A_ 
";.·, ,'' 

~~-~ • 

oestrov l.y~~r. afi:~r date· ..· 
~: ·~"". • • .J, ••~ ,; , '" •• ~-'""·' J·v.:. "·.~ 

of'reP,Oct. (~RS,J3; W-~2;' 1 _-.; 
suq6rdiriate reporting units a_nd_ .: item6b)-' 
telated work papers. . 

. lnfoi-mation Reque~ts Files'~- - . .· , .. Destroy when 3- m.ontti,s · · . 
Requests;(or i~f6rmai:i~n ~r1d '.: 
C:or>ie§''o{replies·the'reto, fhvolvi~g- · 
ho admiriistratlve.a-c'i:io~s, riti pbllc; 

· oldi (N1--GRS~9.8:-2; i~el}l c

i6J' ;I~--">;:;: __._;?~,:::::-_.: 

decisi~ms, and no special 
<:ompilations or r~searcfi a,n{l 

· ie·que~ts~fonirid .tran~mittals;of . ·. _ 
p~hlicatibns: ·jSI{6t'9graphs; ~'n:a -.;: · · 
~ther inform~ti6n literature: · .. ," 

Jnfcm:natio1\Service~ Recqrds:~.'\, .· 
.,' •'11',"·~.:~\ .~·.·~':t,,~r.; ~---~..;.~~-",.•'::''... ·· 

. Acknowledgment and trc3nsri)!nals 
N(A.: 

., 

of inquiries arid requests ttiat h~ve 
been referred elsewhere for reply. 
(G~S 14, ;1952;zitems 2 pnc;l 3) ! 

·-~_:·d~~x~~~~~~-:~ ;<·~--~~-~::~-:-';;?~:1;~·:-:·,:~ 
Press.service telefype neW,s·a·nd-. ·. 
similar materials .._. _ 

. ~ommeodatii:ms/CoP'\p[aiot · __ - N/A 
Cor'r:espot]dence-Files>.Anbny~~jJs . · 
Jetters;~letters of'~~i:nrri~~dati~ri, · 

- complain( criticism and · · . . 

. I 
· suggesti.~n, an~ r~plles thereto, 

<EXCLUDING those onthe basis ot:. 
- . '· '".: , J , ; , , - , ., r,-" 

.; 

. ;:. Y.,hkh io:vf;lstig~tions·were-made"orc 
' . ,,":' ""' - . .. ~.) ~·.· '~ ~· ~' 

administrative action take'n and . 
those in!=o.rporated in~o indivldual 

_.. , ' 

p~r~onneirecords. . . 

FQIA Requesfs'Files'~ R'esponding_. Qes.tro:y a's author.i~ed. ·,.::· N/A; r~fer$ t?oj:pei\,_di~p9~i~iq!1, 

. . · to r~~uest fo~ nonexisterit:r~cord~.-
. ~eque~t appeal~d- Reque~st . 

Linde'r fte;,; 12:-t_~b-64-77 authority:· 
1 item l6a2b,) ·· 

.. ·_'--:·.'· ~- .'. ·_. 

appe_aled. . .. ,. -.



N~N~j~~cr~:~~pssw.Alt(ED Ttt u·~~w~N~JD: :' . : · f.pJ~..R.e9!;1e~t5 Fil~s,:-,o'eriV,itig · · ·, 'Nj~}. 	 Destr'qy· ~j.a~thorit~d: o; · N/A;:r.efers.to ot:her.(lisposi~ior{: 
i ,·"", _f."-:. J,'l",\>:":,:'""£ •,'-•1, '.,; .. ',,f, •' '• ·.~' •c"•'•\~"'>'•:" :-. •'c, ·-~~~·l},,"·~·,~·, 

DRS:···"''"· . .··c · · ·•·• '· .~i . : ~~de~s~. i~ ·aT~ 9r··part qf tt1e recora~ : 	 yncler lterp·l?)~91"!)4?77 a~h.onw·: .·· '":: :.:. :·:··.~'·~·~;:;,, ( . 
• 	 l · reqGesteo -~· ~equests appealed ~ 1· item 16a~!:>) . . • ·• ·- ·· . :., 

R~quest appealed. 

FQI~ Requests Files:- qt'(lcial copy, ;N/A 	 Di$po~e ofin ac.cprqa-r:)ce·· · N/A; not a·r~tentiori .... ·~: .• :: · · 
" l • • ",r "~,~ , + 	 • ~ ·' " .· ~ 1-~. ··~··".,:~· :.\ ~.,:··:-~t·;"t,. 

•c 
1 ot requeste~~e~~rds~:.pffi~ial'fil~: ·. .. . 	 withapprovedagel)cy' -~' ·~····.,:··._. _c_-,.:;"-····· 

·, 	 copy of requestE;!d re_cdras.· d!spositiqn instructions for 

the. related records .or with ~- .

~ l • . ' the. related FOIA r·eq~est; 
, w.hi,~he\('eri~,lat~r~(~Cl-;64 ·.' .·.· 
··.: -" . ·.. ~.} -"'· ...,':.t:;:·.~i"""~: ...:/·'

77.-1 it~f!116b) . -; 	 ~ . 
': . :. ' ' c l, ·,: 

·>. 

NOt<~E; 1\!QT.CR()SSWALK~Dtp UNCHANGEQ .. ."- FOIA Appeals Files- : " Dispose of in ac<;ordan!:;e, N/A; not a ~etenlion 
D~~:~ ; .., . • ...:~'·i ,.,; ,: . . . ' .. . File~cre~ted:h~: r~sp~ndin~~to,. • witl:i approved agency':.·, 

::<:'1~·.<" .:·.·}:· ,;;..· •• .,...._,' _.. ;',,.. 	 d·, ~, "•'"'ad.rni~i~~rati';,~ ·~pp~~li ~hdet't11e " dispositi<m in~tructiqn~;frir 
Fo'l.'\ f~r rel~ase of infor~atfo~- . tne related ~eco.rd b;·witn · 
dei'\ied by the agency, consisting of the reiated,FOIA recuJ~st; 
th~ appellq~fs leti~r;.a..copy·Qf the.· whichever i~ lat.er.·(NC1~64 

~~ , '•, r~; . '"- ;:,r ~ ·~;, ..'''". 

r~p!y lh~reiq~ .and r~'lat'ed: ,, ...~·~;; ;•" . 	 77~1'item'l-7b).\ . · 
~··.• "t ,;·~·':if,,%. ' ~ ~ '~ .::··: 

- '<.>~ugpo_n;i~_g-~ocu~me~;S..:~hiFti :m~Y. : 
il}clude tli~ official file copy_o~ 
r~cords uriaer. qppeal or copy ' ' 

. there;f. · ·· .·· ~ · . · · .. 

·~.Qffi~i.aH!l~s <;opy ohep:>rds · 
under•appe;;JI:' · ·' ' 

• • f .~ > 

Privacy Act, R~quest Files."· ,-:. 
Requests appealed:.' ': :;_· · 

PrivaFY Aci. Requesti=Hes·- .: 
DRS Req~e-sts appealed. 

.·... 

http:N/A;:r.efers.to


Rriv.~cvAh Req~~st:f(ies ~ QffiCi?.!; "N/A;_ : 	 'Dispose ofiri a'ccordahce ,·- N/A; refers to 'otl:ier.i:lispositiori; ',. 
. ·.·~ fi·i~·~bPY. 9f~r~Ci~~i: re'~9'rd§'i: ·.:z · :- .·/-' 	 ~ifh·:appfJ~~d:a[.~~q·•~::~--~ ·-~:ut~o~ifvc ·:; -:_~{ :~:!i;-: ';.'- ..·•_•.;:.) ~::~> 

dispositioi) instrugions for ..·. : ;- . 
the. related r~ccira; or wlth 
t.he rela.ted ~~ivaq;·A~{: · 

' reqyest,:Y.,hi~~El~l'!cl~ late·r: 
(N:Ci:·54~77~1. ite{;"2s8)' ·. .~. 

•. 

!- -c'" '0 

. Privc;~cy ActAc;coimtiog of Dispose of in accorpance· 
.,. :.f Dfsclosu~~ EH~~:,·· ~-l~~~~r-e.. a~J?r·9yea;·~-}:.""'. ~·-· ... ' ·"'· 0~~~. :-- ;, .t ·~ ~ 

oisposition Insh6c:tions·fo{ 
the felatep subject·,; ' · · ·., ),~ . 
inelividual's records orS . 
years after the disclosure . 
f?i~.hiq,h:thJ,· :~:::~·,,~; :~:/ 
ac~ountab[lityy/as made; 
which$ve.r is i~ter' · _. · 

;.. 	 ~arfsJai0r¥ ~~vie~/j';pr,: :.:.1·:~;··~, _.,~.. ti~sti-ovas:autho(ized~ ·:~ c •. N/A; ·l:efers to 6ther. inlpci'~itioif:~,· 
· ::; oeda~slfication:Reque5KFiles -., l!~,ciE;id~J~)_2;:(cii~RS:~r al,lth~ri~: ' ·-~~ --~·~· ~:_~~::{i.'' ~~:\{~; 
. R~~~~~t- ab;~~-~~d~ :~:·:~·:. -~·...:·, .· 1;·ite~ 31~zt>r_.:_ .·:. ·.· · · · 

. . .·. ·. :-·. 	 . .·, :. 

Ma"ndatorv. Revi~w-·Ep( .. ··-; · ..,-~-, NiA .. 
",, 

Destroy as·aut\lo.ti?:ed <N/A; refers to other dis_Rpsitiol):: · 
" ' ·; '. ' ":" ~ ......:. ' "' ' - ' ' ' ·-. ' ' . ~ ' ' ' ,. ' ~ " ' 

Declas_sificati~h Requests t:i!es', .. ·': uqder Item 32; (N1:.GRS.87 authority·:;: · "> , ':.~ . · ,.: 
Requestapp·~~~~d.~ · · · · 7, .it~fn 31a.3b}':;: · ::/:' .• · . . . '' ·· . . · ' . 

• Mappatory Review FOr 	 Dispose of in accordance N{A; refers to other-disposition 
·· 	 D.ec;:lassification Requests Fifes with ·approved disp~'sit!ori authority. ~ · · .' .. , 

official fil~ ~opy of re·q~~sted . histructions for the related 
"• 	 , '. '' ' ; -' •, 'i 

·: . r~corai:f :~·"_:~- . .': ~~- reco~d.s·or wit.h·th~ f~~~~e"d: .. ,... ··". '·:,.:··:". 
'mandator¥ rev\e;,_,~re~uest, 

· whichev~r is lat~~- (Nl-GRS 
·,. 87~7, iter:n 31.~} · 

·.. 
,/,,\ 

; 	 . ' 'r·. 

http:N1:.GRS.87


.·:· 

···' "ryi'aridafq!Y ~evi~YJ.for .. : <: ·-. ,··>. · 
Decla~sification t-mkal~ jii1~5,.;r~ · 
Oft.ic'ia! file !=OP\'.of;req)tds'under 

· appe~l. 

··..-··. 

N/A·' , Dispose ofirfaSCiPtd<i.nt~··~· N/~; .~~fE'!~s,t~'2t~e'~?isp9sit(on 
wi~h a:pprove(l. ~gebcy :: . a.'dthorit'f~ _:0:·:~ ::lf.< ../ ., . '/: ·:. r.~, 
dispcJsjtion'in~tru<;ti~n~ for 

·· . the relatea records, or · 
with the rel~ted'·· · 

';· ' (;j:!.\ •' • 

.. r:nanda}f>.ry~~~vJ~\":[~qu~st, 
whicb~Eiver i~:lat~r.: (N1-GRs . 
.87-7~-item 32b}"·:·:

' .. 

' u. ·. ~; ·.· 

llioNE:; Not·cRossWALi<Eo -ro: uNcHA.NGEo .. :t; 
:D.R~·· · .· .·. ·... ··:: . ·· ····:, .....: :: ,•.·. ·. 

Erron·eaus R·~lease'Fih~s- Files tnat. N/A'· .: · 
ihcludethe offi~l~l file c6pyofthe, .. '·.·";-' 

GRS:1~::36'<!(~1-~i{S-89.-2 
. , ite.mi~l : · · 

Follow th'e' dfsposi1:ic)D: · 

instructions ;app'toved for.~ . 
the released offkial file . 
copy .or des~royG,years · ·. · 

;: afte~_th-~ erh~he~.IJ·s,,',. ,., . ,.,· · 
. . "' . . . . . . ..... '··~· .· . 

· releas~,. whichever,is"Iater·. 

Forms Files- Background materials, N/A. 
~eqi.Jisitio~s; spedfi~ations: . ' · .. 

. . processing dat~, aAtiit;6ni:rdr./ , 
~ >. ~~~6·r~s.~' \{ · ::.~~t~·:::~~ · · ~ :, · 

. is qi~c9hti_nued, . ,_ , : . .'~ , . ' 

··:::·· ·( {~~;~~i:;~;tJi~~~~trt~~{, 
NONE; NOT.CROSSWALI(ED.TO VNCHANG~P 
DR~ '. "·:. . . . ~:;;:_~··.:· ·.~ :c .·. . .. 

~ :' 

,. 

. MiCroform lnspection.Records· ;F N/A.' 
, ~g~ucV c;:opyofJnY.;ntories}·l~s;J·· ·, . 
and reports qoc~umentl~g th.e •. . . . 

. insp~ction .of p~rm_anent · · · ·· · 

. miqoform r~cords, as. required' by 
36 CFR Part 1230:: .'·:· : . . ... 
' ~ ' ·. 

G·R~ !6/l,mf<·' \_., .. ~-
. :~ : . '· . 

: ••• '.f 

. ':'""' 

:Destroy i Y.e(!raf!:erthe· : Obsolete; npt:media~ neutra[:;· 
r~cofqs are tfansfer:r~d to' (,microto~m) ' ' ' 
the N~tion~i Ar~'hi~~~ ~{:·:· · · · · ·· 

the Uriit~dSta~es: (Ni~Rs 
91-4 item 1) · ·. 

--..:. 1 

f 

. .. · 
,> ·; -'} 

.~1 ''( 

'· v 

·· · Administrative Ma'riagement . 
·· · R~<;ord~- Micr~f~~m lnspectl~n 

Records - Agency copy of logs and 
,, 9ther records docuiTientl'ng·the .. ·. 

.• . ir:(spect_loh:oftempo;~r:Y hif~r~fdfm 
.: '• •.··. ~ecords, 'as: recom~~nded·,by36 

CFH Part '1..2~0. 

D~siroy.wne·n 2 years old·.: Obsolete; not.rn~dia r\eufrar 
or.wh,ensuperseded, . (microfor~) ·· :" · 

· iNhithever is later. (N1-GRS · 

. 98"2 itef!122). , ." · ... :.· · f . 
~ , "" ' • ~ k ·~ ":' ' • • 

"·~~-· 4.:~·~··;L~~~~.. ·,"··. 



NONE; .NOT·CROSSWALI<ED.TO UNCHANGED.· 
o~"'.:(~' ·7 •• ·_· ·•.· ~c>":.:'\:~;- ;;;_··:.>'· .. -~,.; 

·~ t. 

.. 

'•· ,:·'. ¢>" ,,, 

.. ·· 

·. 

. .;· 

c_, • ~:. :' ·~ ~ ~i .. " ••• .· 

IRM:rriEmni~l:fieview·Files 
·"'" .~· 't" • :·<·::, -.~. :.·,;· ;• ,,'tl" .~. - .. 

R~po}ts~r.ecjuir¢d'.by·the;GSA·: .. 1 .. 


c~nterning\eviews of fhforniation 

resources management' (IRM). 


practi~~~: ln<;l~qed.ar'ea;sociat~d 
tqrresponaehce, studies;;,_.: '·?.<· . 

direttiv~s,·f~ede~ ~~-ports,'~ndt :_:• 


monitorin~ ~u~eys and r~ports. . 


· .. 
~aitogra_ph(~,Retor(js_er~par~cj ;.. ,;; N/t;.:.. ·· 
6urli)g lnt~rrile~[ate':;tag~ ~(: -~··~ .: · .: 
~~bli~atloh · ~scfibed· P.lastic 
she'ets; color se'paration sheets;, 
composites prepared as astep in 
• .;. ' ~- --. .• . ":C' •· -. ~ ,· ~ 
tl;l~:makJng of color:se·p~ration:·· 


sHeets; pfiotogiapt:ilc,neg~tives, · ' •. 

glass plate' negatives", e!]larg~~e~ts 


. or r~ductions, ~olo; pulis~ proof .. 

cppie~ su_l;>jecttqJinal:fevisign, . 

•• ·:Jt;rr~ctid~:file",maps:annotatedt6 ; 
.;: ~h~~~6tr~d!~njtci'h~~~;-"/>': :. · 
. incorporated_ into the neXt edition 


of the published map, and. similar ': 

items whose info'rmatiom31 content. 

is d~pli~at~a by,t.hefinai:.Rublish~d 

m·a~.'· · >- · . . : · • ·:· ·:"·;:::~ ··: 

. ! 

, · Co.ntract Negotiation Drawings. . · 
~·arclwJni$· Prepared dQfirig·· ,; · :. \ · 

• ,, " •.•. • 1"' ' •• , '. ·, ,·· 

· 'contract nego~iati~,n for buildings 

or objects lacking historical, 

architectural,_ or. tech~ologic~l 

significance; drawings· related ·to:. 


:;, elehri~af;:plu!n'bin~,· hei:lti.ng; or: ~ir 
.. co~cfitioni~g prdj~Ct~;'ord'tawin.gs' 

' ~u~~~seded by' final work.ing/as . 

byi_lt drawin~s .. 
..

,.• . i' 

:· . 

Destroy wh·en 7·years' old.: otisolete (GSA,iio lqngef. ·.·•·. · · · ... 
'(Ni~Rs'~s~-ls ·iterri'-iJ ·-~~- ~erf.or~~-f~~cti~r1~-~ri-d!~~i~d{·· ~ 

• - • '-, ;, • f ,, - " " ~. ' ' ' 

...... 
·_(p 

D,est'roy,wbeo ~();l9ng¢r:., Wpr;kjngfiles_ ;~_ •.;:. 
· n.e~dea r6r i~0sion.: (Nl~~" . : ·' · . . :· ~- •... ,., . . .. ·· 

GRS~ss~S:ite'mll.' · ' '·.. 
'. ' , .. 

Destroy when th~. final · Working.files 

working/a.~-byilt··~i~wings . ' :· · 


havebeen prod~ted. (N~
 ,.· 
GRS-98-2. it~~ i6)· · .. 

http:d'tawin.gs
http:hei:lti.ng


F.a,ciliti~A~c,Ui:ity anffroteC1;i:lle; ~ . N/A ~:.:~ . 
servfc~~ Rec'Qr8{,. Facilit!es. ~hec!di 
F,iies- Files r~lating to perioaic 
gu(!rd force facilitY checkS. Reports . .... .~ 

"of routine aft~r-hours'.secyrity. · :'-. ·' • . 
.. ;; ' checks that-~ither dochot reflect ' ' · .. 

'.,",:,· ·:-J"""'>--~'f. :.,~: ·..~':~""<t ,"''·,.H, ,,,~· :··::__,.~··.:;:?>.:; • 
. . security violations or fo(which 'the" 

information aontail)ed. tnefein i~ ·. 
dqcun:ented in the flies defil)ed"in 

it~f1124 o{this scheduie. 
'·~ \ •, 

·L.;~'~;>·:~~ ·~:·~-: .,r~~\~·~:•.,~,"(,--;:·: I, 

Personnel Security.Cieara"nce · N/A 

Records'' -l~ves~igative r~ports 

, '. a,nt:J·rel.~~~!;ft:i?~ufn~Dt~·.!ur:~.ishe~--· 
: ·· tiJ' ager'lcies·byJnve~tigative · -·: 

organizations for use in making 
secu~ity/!;uitability det~r~minations. 

PersonneLSecurity:clearante ~ ::. ()~~t!;Qy)~jt_l:l.'r~(a!~d ~ase;_ N/A; r~fers.to.otheJ;d)SP9~lti2rl~~'
R;c~~<ii~:_~·-=·t~de~'t6~h~-- · file:_(Ncl-GRs"-.sb-i i~em1· ' authority- . . . . ".. . . . ... 

. . Personnel Security Cqse File5: 23c) " . 
. Classified lnformatiorr ... ; ~· ·· . : Destrpy whE:rdO.years,' Per NARA, no cha[lg~~authgr,ized.. 
N~~disCio~ure~Agr~E!fi:l¢nts- If· ··. · dlij.:~Ni~RS~9s.~i-:~~m~l~) ~: ,' ' -)·~~' ~~~- ,~~~~:,ct~>;~\, 

~ 

.--.: '· maintained ·sep~rately fnJm !he 
., . 

individual's official personnel · 
:,·· .. ·'.).folder.. 

,.. ,· Cl?ssifiecflnformation.:. GR~:i8/25b -~ _ .' Apply the dispositiorHor. · 
' ' ' ~ ... - .'' ' 

Nondi!;cl~sur~. ~ree'meQts ·:.·,f :-~.·. the ·official. personn~J ·. 
· ~ai'ntain~d in th~ .individ~·al's · · ~ . fdlder:·(NfGRS.~9~-1 item 
offlci~l p~r~onn.el~f~lder. ~- lb) . 

NONE; NOT CROSS~ALKEQ TO UN~HANGED Emergency.•Pianning Record~ .. GRS 18/29a. D~stroy s years afi:e.r .. NDER not applicable tci DOl
' _,;., . . . " : ·.:: . . ·' . ._,"

DRS National Defense EXecutive ··. .. termination from.NbER . ·.., ··, '. 
\ ·: ' "" . R~s~rv~ (NDER)'c~~e:File~;~:cai~-- .,. ,' program:-.{Nd.~GR~:~7"ioc .' :· ·· ·r 

files ~n resen.:i~ts;". . . . . . : .. · •. i~em ia)' :' : :. •<·., ::~·- ·, ·: · 
. . . . •". 

· .. - :·: .·,,· 

file:_(Ncl-GRs"-.sb-i


N 
0 
. R~S~.E;,~O~~R~~~W~1~~o~? ~;~f~~~.G~.D .:: 

4 "" ' ~ ' ~·,.. 

~!1)~1-g~ncy P,laimin~ ~~c::or'~~ 
Natio'ri_alDeten~e Executl\:'e.' : i..: • 

,. . .·· 
Reserve·(NDERj Case File!;. Case· 

. files on, indiviau'als whose 
;· 

· •· .' applications \,\lere rejected; or 
..... ;, :.: ~ithdrawn:~ ·· · 
NONEiNOT CROS~WALKED TO IfNCHAN~E.ri .· Input/Source Records -. Hanic.<lpy: 
DRS· .. (non-ele~ronic} documents used· . 

to create, update, or modify · 
. , , . •' electronic re'cords when the 

· ~lectronic.re~or'ds·are r~tainedtb :. 
• · • • , \! c:f ' """:' . ' : ~ ~ '·._ •!." ~ --·'!!'>, < ..,· ', '~ " 

meet recordkeepi[lg requirements. 
·r ..,. ... ,. , - ·, . " 

and are .<;overed by a NARA~ 
approvec,l schedule. ln~luded are 

' . such records as. bard c~py forms . . 
, .: u~~sH9t:d'atq:input as,well.as;tiard·, . 

'· ·:: cbpy document; that:ate stan~ed: : 
. into ah electronic rei:o'rdkeeping ,, 

sysfem (e.g., correspondence, ' 
· , · •. niports, stiJI pictun~s; maps, etc.} . 

• ' • • : ~. ·,. ,/'. . • "-••. ·' ,· •·• :: ."'···' ,J • . .• · • ,"' ...(0.' ., ' 

.. ·;-l:lara ..~opy,doq.lp:ielits·tha,tot:JARA:. 
has.s·Recifically:d~ignated as · 
~e:;m~~~~t· i~c;;d~ tha~· ~~~t ·be · 

. ~ " . ' ~ ' 

transferred to NARA in hard copy. 
, f~rma{~ve~ if re~ords:have'been··. 

; . copi~d/conv~'rteatb ~~·~l'ectronic'' 
· forina.c · · · 

.;•. 

; . : 
;* '' 

·.· 

·· lripUt/SoiJrce Records: .. ·~+lard~:· 
. c~py record~ p;~vio~s-ly 'app.rov~d .. 

as perina.nent tll.at.are conv~rted to 

P.ermanent:·transfef. to·~,::~.: W!A; ref~·rs to·oit:ie~:dispositiorE, 
· NA~Jn.accordanc~ wi~h·- aut~~i'ity ~ ··/.'.', .;~. :~ ..</: 
· previousiy approv!'!d·: .. 

electronic records where t!le schedule. (N~-G.RS-97-;4 

" ..·. 

",.'.. ~.~~~ron_i.~ reco·r~s. dp ?<?t .!BE;~t 
NARA's: t(a~sf1r: ~~~~cjarc!~··f,15~ 

: ~ 

,,. .!,.~: ••7_ 

item 2a2) 
.. •. , .. ,., · 

permanent elec:;tror:iic,:r~cords in · 
effect at the time ·dcoQv~rs~tion. ' 

. '.~. .--· ..· 



J'~ONEi.· ~Q'r C.RM$YI/,AL~I:D to· ,V.~_CH~G-~D. /' · 
()R~ :· .... '• ·. ·,. ,.,·-:.:.. ... ... ~. '' ....,__ I; 

· : IOP.t.it/Sour(e Record~·-' •· :: ~.ttar:d , 
' ' ',<\ '.·,;'.• .·~~..._'I>"' ,'<Ji'·~.M'l'\" '' :;,, • ~' 0 ~)" > ,; '-: 

:· co~y documents that coht.ain. , ·· 
inforin;:~tion..th<!t is not or.cannot-

. be captured in the electronic 
version of-th~ records (e.g., certail') 

' • (:?. ,, . • ','...:J.:. " '. " • •. •• ' • , • • " ~ • 

haodwriW~n annot~tiqns),. . ·· ' 
,·• ·-,e.· .• '. ..~ -~.-

Apply P.f~viqusly approved' WA; ref~ih9:oth-~r:¥s'Po~iti9n':,~-
' ,,"'-;.' '),_4' '.<,"'~l:,o$ '.,,., ·.~~-' ._.:'.~,,, :.:.,: .''~ ",,'_.,· \. ', .·.:.:"'._,,1_: '" 

sci;Je'<;luiE!~ (Nl"GRS-:07~4 _,: 9uthoritY·. ;?:r-. :. · : · :..• 
·-item 2a~) 

... 

lnp·ui/Source-Records · · · 
· ~opy documents other: than those ·· . . . 
covered _by lterr:fs,2(aHll -,(3). 

N/A;-riot media n~utraLTh~se 
. ' 

'convert_e'd 'to an electronic· 
medium al')d:verifi~ci,, · ~- · 

.~h~~~n6i6ng~~:~~~d~d- .. 
. f~r.!eg-al·or _audit:purp6~es 
or to support the . 
reconstruction of. or'·se;ve 

are~opies 

a~. a ba~k-Ur,>·to the' ·· - - '··: . · • 
; r."'. • "" . " ', "" , : : . ..,· ~ ~ , " ;_" •. ;;, ,. ,. , ' ..., .<,:(._ 

· · 'ele'cti:onic r:ecbrds;or .:. -:_ : -
(a.pplic~ble to pei-rrianent . 
records only) 60 days after 
NAR}i:has b~eh·"provid$d · ._· . . 

; , th~".'Qo}ffic1ik>H~reqtit~a ·,: ·:. ·'. ···' . 
-~:., _bxj.~:~fR:t.:ii?:i~(a)(iJ/·-:· 

whiChever is later. (Ni-GR5
o71 item2a4):'' ... . . . 

; .. ; I"' c 

T~r;nporary Hard .copy Recorqs, 
sC:anned'fmages; . · 
., ,_:,':;c fi< "'(',I< 

,. r: 

GRS 20/3.a beiete after t6e expiration 
of the retention period · · 

~ut~_oriz~<;Jfor th~-~~r{... : . 
' copyrecbrds:(N12GR$:-O'Z I '· 
~. i iteni ~ay:· :, · -: · ·,_:. ·· 



N__RS9N~f:~9'r ~sR~~.~~~~~J>.TQ ~N~N~~~~~~· ,. i:le~:~clhi'c R~cgrcls Th~rR~p!~c~·~, · N/,A .. !:'.'''?'·.· , . ~_ej~~e, afte~the; ~~Rit~tj~r:i· N/A;. _m~dJ,~-Q_~ytf,~\l¥:.:;':;~-•-·
~- •: ·-' ,, \ ...· .- .. --~·. --,~,..."~ .,",·" -:·:·-· ,.,_,,. ,'• ...::~:'-<'t ·,\, ,< ·.·,'. ·~D: ~.~ '' ~ , ""·'~ ,, ,-;:· ,'~·~~ ;"' .," Ter'nRo.rarv Hard .<;:opy Retorqs- ·.. . ~.: · \ .: ·. oftherefenfiQ)ip~riod.'' ..• " 1"·: • ••• '','; .··::'; :~. ·.' 

.. El~ctronic formats other than . , ·~ · · authorized fo.r&the h~rd ·.... 
scanned images -. Re~ords . copy ~ecords. (Nl~GRs~7~ 

. CO\!!=!r~d by temporat'y items in t~e 4 item_ 3bl)' .·. · . . . 
~R5 o,t~~r th~!l,G.~s :v::!!e.m. 2,~::; ... .. 
{Employee Medical Folders);•GRS 1, · 

· Item 22 :(statistical Summ~ries); 
· GRS 1, ltem'2sf (Eq~CJI Empiovrnerit · 
Opportunity ~fatistks Files); GRs . 
12;·1t~l)1~ tr~Lecqr:i\rnunic:;ations· ..c. 

. t5p~r~tiQnal File~ j; al1lGR~ds, .': 
Item s (Top Secr!'!t Actouriti'ng·and 
Control Files). 

Elt~ctr.9niCHecords That Replace · . . . Delete after tlie .expi~tion 
Temporary Hard Copy Records~ · .of the,..ret~~tion period . 
Electron it formats other than · authorized for ~h~ hard 
scann~d.ir'riages .· ·:. Qigital· . •· . 

, Ver~ib'ri~"~f.temp~;~rY•Stifl'piet.~r~s,' r C. ' 

. ;·q!Jnd r.~~~rcii~gs, rnotTon picture ·..• . ·. 
: 

. . 
:: ·~ ' ,, . 

copy records:(Nl-~RSC.07-'. 
· 4ite~~:3'~3)P<.~::,~ ' 

. " " . ~ . ·. ~.... . ::.· ' :· ' . . 

. film,'~nd video-n;cordi~gs. . l. 
.. 

' 
,.'. 

''·• .• 

http:sR~~.~~~~~J>.TQ


N.()N_Ei NJ>.fi",~B9SSVVA.~K~R~O tJ}':<\~H_A.~G~J?.t~- · ~· ~lecXr9ri~-R~C.o'r,ds.;Tl{~fR~p!~~e_ . , p~Jeteiafiefih~·~x.piratiBri' N/A;·medi{i!~.vfr~Jiiy;·:r~f~rstq/.
·DRS." _·, '. .. ,~ ..... : .' ./' ;~ J;<; ,·.·,...·,.._:·-· ··~!:':~: ,· "· ..L "'"· •. -~-d · H: r'emp9r~rv:hf<lrct .~op\/13eco~ds )'"· ~;l~~:~t~~!~:~:~·~~li~·:. ·~t:~~r.~.~thb!.~:.~~~~~t~\i-~·~:~~~1~·~~~

•':. Electronic for~ats other than : · 
scanned images • - Rrogram .. approved sche~uie:.(Nl~~ . · · · · 

'". reco'rds·~pproved fof destruction in :. GR?~O.l;~~· i~~~ ib'4l::~ :~:J.. 
: ~ •• ,_,t·"t.~ ,', •, ...~· .. , / ,_. r:P ~·· 

a previo!Jsly:approv~(l schedyje ~· ,: ....·, ~; ·. ··; ·· ·\~f~r·~~··:::f: ·,:10 ·" ' i "·' ~~. -· • ,_,, " ' ' ' ~ ·, ("'" " -~,"·.', 

:nat )s m~~ia neutral anddO.es n"ot 
·, '\"\explicitly exdu.de el~ct~on~c 

:-. f:·· : . : 

:·: Electronic R~cords That Replace · 
•· 1-e~po~~hj:.:t~rci:c~py R~co~~;~ 

..·•. E.iecti'O"~Ic fo(il}at5-~th.er than . · 
scanne.c! images· · · - ~rogram 
records maintained iri.an electronic 
forrnat.tilat ?re:.rot/~~v¢r"ed qv:.;· 
Items 3(a),' 3(1:i,j(i); 3(bj{3), or··· 
3(b){4). . . " ' ' 

Electronic Records TnatRepiace 	 Perma~e~t..s~b~i( · · ... 
:, 	 peri'Tl~~ent::I;ICJ.r~.copV:R~~9rds · : .. 9~tlfi~!lt,\?.~;t~ ~1\,~J~f . 

Electrbnic :~~co~dS;.fhat'h:~plai;e ;: ~::. •· .. ac9g~da~c~!~iF,fi r~~CF~~~:.;/ · 
b'as~:~g~X.re~~[d~.~iJ.PJQV~cta~; 7> . ..·" £.~~s~2.~Jf)(J)j;t:tt~.~~-iP~"
permanent in ·a·previou~ly 	 ·· 4 item 3.1) : ::. ·J' ..·· ...... :. I· . 
approvE:d-schedu.l!=!-..,.._: · " 	 ,..,., . .' ~ • I • 

J 

,. 

.··-~-~:. :. -~.; '. 

http:fo(il}at5-~th.er
http:anddO.es


.~9~~:~or~~Q~~\V~~~ED :fp lit1CHAN.~.~p·· ~. .D.!n~·filgs ~Qnst~!Jn~ cit-' · · ·. ·. ,.:: ·,: P.~Ie~~ ~h~~:t~~ a~en~y}:
DRS:,: ..·.· . . : . ... '. . . '··. si.unma.feize~'lpfOrni~tlo;) .. . aetefinines thattnev are' 


Records th<!t. contain surriin<!rized no Ionge~ ~eeded'fof:. · · , 

or aggregated. information created administratiye, legal, audit, 


: .~y~combif1ifgdata ·et~~e.ht,s o.r: .. , or other- operaticinal .. ·. 
1 
< • 


...,_ " •l' ' • .;, •. ',• • " ' ."~ 

· i.~;a~~i.d~~~ §o$:!Y~ti?ns :~~P~,~:.z /~:: .· · p~~i?dses., (~k.GR~:95.~2·~: 


,. -.;., sing!~ r'rlast~rfile or.data·basethat· ,... · lt~rn 4l; •·,~: " ;<.· ·: 

is disposable unper aGRS ftem or is 

au'thori~ed for oeletlon by a 

disposition job appr~ve<;l by N~~ 

aft~f.Ja:~ua~ ~,19J!8n~xqUDIN~: . 


, ciata·t:n~~thalar~·treatea·as ,· · 

. disCios~re-free.files to allo:.V pupli<;: 

' access tothe dat(j which may not 

b~ pest,rgY,ed;bef9re $~ur,ing_N~RA · · 


. apP,rq~~r.· . ' '~;~ .:· ':;; .·~· ," . 

-!- :·"· 

Records Consisting oHxtracted • Delete whem the ageno/' 
· · lrifor~atio~:~ :. ·. c ~led~r9ri,i<;:.fil.e{ _. qet~~~iri~s th.~t:~~ey <;Iff.. · 

¢dnsi~tirii:solely;6f,re~grci~~ ·. :: ,,; no,lqnge'r(.leeded fqro·'.!" ' : 
extractea·from:a ~lngfe master.file : . ... : -~-§IBjr!i$.tr~tiy~::!~~~i/~~:~it,

· br. da~~ b~~~t~at·l~.di;p6;~~~~ . · ' ·. · or .otheroperal:ional , j, . 
urider GRS<io or.approved for. purposes. (~1-GRS-95-2 · . · 

:·:; d!;!l~tfon by !l:.NARA1appro~ed .· , itertis) >:·- · .· , ·~ 
. ,. . 1·.

disposiilci'nsc~edut.e; EXG:LUOINGi ·, 
, ~Xt~_actstti~t,~re·prod~-ced~s 
disclosute~free.f!les tci allow public 
acc~ss to.the data; produc-ed ~y an . ' ~ ' ' ';" 

extractido process which chahges· 
"". ',J, ",:,~ ,_,. ~,; ,"- r·' '. '.,,,"'.'" -, " '. . 

the'informational content of ,the;;:::·· . 
sdu~ce master ftl~· ~; data 6a~e; :: . 
whi~h.may notbe de;tro~ed before 

. " '. . " 

se~uring 1\!ARA approval. For print 

,: ~r,d, t~~~)~i~al refgf~atfil;s s.~e . ' ·, 
. items·& a·nd 7; ohlii~ sche(!ule ., 
' respectively: 

~. "' •, 

,·. ,' 

". ~. ·, 


·-·~~" "'' 




~r)ntJ=il~.~- ..:::: L~!~ctf.pnic.fil~-"·.• i!C: N/A--: · ~.~2d/6 ·• . ... ·~.:w ...•.e ..g ... ... ·._:.:._. N/.A .. i<l;~~.:•.~:~.t}.ali~.-···~··~.-::,_. <··i:"'P.el:i.t!'! ....._he."J.i., th ..·~.a ... ti!n cv ..;.··.m.~.d .. ... 
- ' ": ... t \ ·~. • ' ,... .. . ., ""' . - " ..· ·'·~~.~~...~ ;~.~\.·..•~~:·~r~ct!'!<{fi6~:~ ·m~gfer: f!l~ &-(a~t~ '.f ·• -~ i~ • ~r.' ,:., 

,; . . i;le(~rfl1ines,'~haft!J'eVare . ··. · ?.. ' · ~ ''.i .·; ·:r . . . 

·. ..~"' 

,base Witho~t Ch<!nging ifand US~d 

solely 'to prot:luce hard~copy ' : 


p~bllc~tior;ts ~nd/or p~intouts or 

-::: t~t;>ula;tio,r1s, .ledg~~~;'r.egi51;ers,"an~ 

. I ~iausti~~l're~or:ts; . .' ·· · ; · · · , , · 


Technical .R~forrriat File 
.~lectronic file consisti.ng df data 
" l.: L .-.· > • - • • ., 7"' ' 

,ll91?iedl,r;9!" ':1, c~.r:nplete.or pa~ial·, 
mast~rfiie. or data tiase ni~de for··:: 

· ~he specific purpOse ofif!fo/matioh 
interchange and·written with 

., · .varying techriical'specificatio'r}s, 
· . EXCLUDINGfiles·created for·,:;.; • :.•,,

• "' . • _.·,!., ;,,;t.-c .· • , 

flhdiryg'Aids'(p{lr1d~xes):,,•.>· ·: 
Electr~nit)~tl~~~s, lisis;:r~gisters/: 
a~d.~th'eiff~dlng.~(ds ~~~d o~ly.to;. " - •> 

~;6~ide,C!.C~~s~ to. r~~~rds :" · - . 

~~thori~~d for: dest~u~ion by the 

. GRS or aNARA:approved SF 115, . 


.• t·EXcLDDINGI:~~6ras c;o~taining · .

abs.tracts:o/~tl'ier .!nfo~mation t~at 

no lo.nger rieed~dfar:·. ;· 
administrative; l~gal, :audit, 

~r other_operation~l . . ~-~ 
purpg~es~ (~1:.<5RS~~~.~~:·· . 
item£?)'/·;· •·· ·\·' ,_: '\:: 

belete wh·en the~agEmcy :. 
determines.,that·they are'• 

' • ' "' ,.-, • + '. • " ' ~ no· longer: needed for ·. " . 

. ad~iriist~~~j~~;~·i;g~( ~uili1:; 


' . . ,: '.~... - ' ' 

or other. operational .. ·.v· 

purposes: (Nl.::(]RS:9s-i 
it~m. J) · ' .: · 1 

.. De!~te'i.vith related.,_ .1 
·;•. i:eco.·~d~ 6r"w.·h~n...:th.··.~ .:·.. ': : 

· '" • •• "'' .'... •• • • '' ••• •• <C1 -' 
~;:~;;<t~'~:~~t~:t~t~ 
for. admjn'i~trativ~, iegal~i '. 
audit,or:otner: operatiohal 

. . ' .• • •.• ~-:'< . • •.j .. • 

purj:mses;;whi~hev~r iS.i ·;· 
· later. {Nl~~~9S~2 ·it~~ ~n 

: • • .. • ' ~. • • ' • ' .. • > _I 

' ' ..... 
.. 

. · · 

, : . 
· 

N/A; niedia!neutralitY 
·7, • ·~ • " 

Nf~; r~f~ts tq other·.i!uthqrity .. 
• ·: · , . ..,.J·;··. ·• •.. 2 ~- ·.-· .... ;, ·• .;·'".. • ·: 

. :_~·\. •::r ~~ :;;;:~·;:;~:1~~Tr:~:t::!::~
;\::;~'--~ ·~: .·:~ .. ,-: '.. 

. . 

http:c~.r:nplete.or
http:consisti.ng


r 

Sp~cial Purpos~ p'rogra~s:.< .. :=; · 

AimJit-ati6~ so~~r~·'il'ec;:E!~~'aN .:_·_ -. 
ttRS.iO/J._b:·-,.. · -:: -·.·: ... pel~i,e:~hen,rel.at~a.:'· .. ;:: 

:;':<::_:::· •. :... ~ · : .... ~ia;sietfii~qrd~ta~~se.~~s 
r·l"on;,r.ecord:-orr . 
~ ./"', 

.. s91ely tc{use o~ r:naintai~ amaster'· 
. filE! ~rdatabase' autnori~.ed for . 

• 
\.S 

. been deleted. "(Nl-GRS-87
- • • - • I 
. · s item 1o),. .I' 

.:· disposal in a .GRS ite~ or a:NAM- ~:· -
~h,·' .•.;:· •'""·~ •·. , ~~""j • ' c ". 

ap~r~v~d ~\'!c;!)rg~)chepule; · • 
., .. EXCLUDING sp¢~ialrn.irpose:., ~ ,v 

.· software.n~cessary to use or 

fliairitai~-any 'unsc~eduled ~aster 
· file or,database or any master file/ 

::. o'r"datab~ses~he'duled fo~ tra~sfe~. ? 
· ~~thlNatio~al A;~hi~~~-· · ' . ·· 

"'•, 
·-·;,-: 

•.,',' 

o6cumentatlon:': . 
~·" ,-' -~ ., ; . ' .. ··-,,., ' ' ";'..r 

Documentation· ref(lting to 
ilectro~fc~ecordsJhat~re, · 

Perm~neot}iransfer. to ttie N/Aj refers to' otbedtuthdrity· '.~;·. ,, ..\·. ~".· ..:: ;\;-:-.: · ;" -~ .. ·.· .. ·~ r. _-. ··.:.:·· ·; .: ··,. ~~._· ,'{ -.,,' .: '"ipt -,·,.- ....,.-;.,-~~·::.: 

National Archives with' tne .. ,.·,; ". ·" · ~.·":: · ·. ': :,~- i'i ·.:· / ·:: 
per.marl~nt·~ie4~onic. :t· '·<:. . .. . ·' • ' · · 

schedule~ for permanent retention records to Y'fhich the· ,. . 
iHh~ ~·Rs·or jn~ NA~~ap8~~v~d · •· do.cumentatiori relates. 1 . 

a~~~cy.s~~~d~I~J:t:~:·.::~·:~;:,:.- .. · (N{GRS::07Sl:iten1·f1~2) ': 

.:,· ~~-- .}.:·'<·· ··,?:~:;.:~v:~ 
Dqcumemfc;i.tion , ~copies qf · 
rec;orc:!;:~~latirig io.~ystems~c~:~rity. 
;'.,~rf :~~<.~l:·· .1_ ''. '~- '-~ ~: ,' ' ~ 

::·'* 

, ...... GRS 4~; items 5,, 3 · .. 
. C9tegq~fes "uhq~r lte~ s.i 

., oe5trovZ.c;i.elete.3•ye1irs.;.!;., · 
·-~ft~r agf~~merifis _, .., · .. : 

. , . ,·. .· ... · I' 
· supersed~d or termina~ed 

· (Nl-GRs-o3~i Item 9al;:, 
. D~tro~/Del¢t~ 3 years~' 

-·... ~ after~contr~l measures·cor·. 
pro'c~du.res'~re·:· ·. · · . · 'l· ·· 

. superceded or termin.ated. 
(Nl-GRS-03-lltem 9b); 

~ .' ' 

.~,' "': "'~"':': .'; 
' ~ .. 

"•. <!nd:Destroy/d~l~!e 

r.~ccJ.~ds fn~wn!J, ' · ; . 
·. outstanding payment .. 

iss~es h~en 3 years old. 
'. 

f'' .__ ;:..,• 
,~--



~QN~;-'NQ;f C:RJ~.~.!i\1\!AK(~,JO. ~~c:~A~G.~p:: ;<:>>I
DRS-. . ... ,<.:· .· ·. ·.:;~ · · , ·. .. ' ., . 

,. 


, D.6v(r:lloa.~ed~and-~c>IJieC! J>at~. ;•·:· . Dele~e ~ti_~9.th~··a&in!=Y:{. 
.lf~ri~ed ~*~ u~_ed·f~r·ad·.Ro~·c;r,. · determines th'aetl:i"eyar~·; 
one~time inspectio,n", analysis or no longer ne~ded for' 
revieV{, if the 9er'ived data is_ not . administratlv~;- l~?gal, au~lt, 
needed to ~u~p_o.rt the results. 9f or other operational ';> 

· ·tit~ ihsp~c::!ipn/~nalysis o~;re:view. · ~ 	 p~rposb: (N1-GBS-_9s~2·,.
"",,_·~ '',,~.·-_,;:~" • of>'! ·-~.\.~ .... ·;<,-('~.:""--: :--~ ··~~~·. ite~)2~)"'_; '.e·\:;··:·:•.': ··_. -~-·: 

Downlo&oed and ~opied Data : 'oe!ete·wheri the agency " 
:' Q~rJvJd :a~_ta,tpat,p(ovide ~5~;: .:: . . deter~in.es.thatth~y·are~ ~-

> '' ••o~r ~- ";.,'·-~ :.,_"',/ . •.:" r :..... :~-~ ) ~-

' ~tc~ss:iri·fie~ oth'~'?d cbpy'~ep~itS. ' n.o:l.on_get: needed-.for · I'. · 
th~t. a~e authori~ed for.di~pos"al; 

Metadataor reference data, such · 
·, ~sfqrm?t,:r~~ge~·~r,do_ma!n.. _, . · : • . 

s'petification~;'wnJcn is transf~rre'd
fr?m ·.~-h<;t~1:;i:.Q!Jlp~t.~~.9r..!>e6fe_rto..· 
another c<;>mputer for input,, ' 

.	vvor"d Proc~ssing'files ·. 
Doc\mients such as letters, ·._ · pro~essing systemwhen · 
;,emoran-d~; re'port~, fu!.odbpol<s; ' . , no longe(~eede~ for· ;' · 

.-;:""

dlrecti~es; ~~(! mahuClls r~wrded . 	 .-. :. ~pd'ati~g ~r~eVisi~iJ, (Ni _ 
' ' • . i:;:~"'"'" -.- ~-- ,11;; "-. ,-~' ••. ·- ···~ /~.' 4i .~· "-"' :,__ .. +.;: "' 	 ~ • 

9~ ~~e~ro~ic)nedia_sucli.~s liar:c!:'·· · 	 .;. - 6R£:gs'~2 item;Bf - - t·: 
... . ~ "'.:· -' " -- " ' _.; ~."" • &.1'

disks pr floppy 'diskettes after they 
' h'ave b,een copied to an electronic 


recordkeeping system, paper, or 

mic::rofo~h,Jor recordkeeping,: 

pu_rp~~~s; <:~~-::.,_ \ ' ·.'~; -~ 


..·· 

http:h<;t~1:;i:.Q!Jlp~t.~~.9r
http:u~p_o.rt


NS)~~;.~(?J ~(\qS~~~~~E.Q.;JQ ij,~CHf<~~E.~'
.I?Rs. ·. :· . •. ," . ;: . .·.. ;' :;> ;;~J' ~· 

~r~t1iRoi~:Mail ~etQrds .·:_;:·.... ::;:~/A.,:
'' ' . '· ,_ 't, ;;, ' ' ' ' . ' ' ~- •. ' ~" "· •. '. . . .' ~" l 

~eni:l¢rs'. 9~d ~recipie\1ts' v~r$ions of ,~r~~ ·... 
. D(:ilefefrorri the e-nfail' < · N/A;·me'dia~heLrtra{if\(··'>:;. ':> ·1 
sy~tJr~<~~e£~9~ir1ri~to.·~.··/ ·' ...·~ .~;· -~:: p:~\\ ·: :·~~;\_;:>:·!<·;; 

' ~ e • 

:· ~. ~ 
"' -;' 

electronic inail. messages tl;lat meet 
the definitioJlof F~cjeral'recpr_ds, . 

. t 

: . 

·· r'ecorclkeepiJlg system. '(Nl 
GRS-9."?-2 iteri11'4r · · 

· ·· 

' and any, attachments to the recor,d 
·~~sag~s ~ft~r:th~y ha11ebge~ . · / 
copled to~ri e"iectrohi~· ''~\'.: . . 

. :. 
· 

recordkeeping ~ystem, paper, or 
mic~oform'for recordkeeping .. · .. · 

... 
"• ·". 

r . ' 

b~fete.afterthe expiration· 
of the. ~etention pe~i~d i\. 
authorized for the hard . 

• '. : ' . I' ' ' " ; ·• 

copybyt_heGRS:or~ NA~ 

~pprov.ed 'sl=:,!as..:'lf·th·e_.,j 
·., •• >,. •••. • ; •.•.• ·" ...... ·;·"!. 

· 

,e_I~C!r,9.1JiC:.Y~~~ib~:fepl.a.c~~. 
hard c~pytecor~~ with-~ 

. differing retention perio'ds 
" . . f 

and agenc{software does 
.n~t,rea~ilyp~~~~-.: .. 
• selective deh:i'tlon,:delete 

•,, 

,•: 

~' '• 

,-...: ·,. 

after the long~st ·r~te~tlon 
,, .. perio9 bas. expired: (Nl- .. 
~-. ',: G~-95"~:item.1Sb):, , 

1 
,. 

. ~·:q·r:~ ":_:--" 

-,-· 'l ~-· 
.'t'· n ,_ 



.~79~_E;1Ncn;.~ftC?$sWAtKJ=b :fo: -~~-~~~~~~" :· 8ara:fqpy print:9ui:s createcjttf'-.""' . N/k '.' "·: 	 Qe$t(oy'~b_ent~~~g'~i1<;)r: N/.A; medi~~r1~UtralifY:~t~ "'/, ,;:,::~·.
' ,, ' ' .. ' '' ., ~· ' " / >< ' ••••••• ,' • 'ii. \' ~ .,- lol •

DRS · ~~.:. ·' . . · : . .. · .. · rfi~'«it.ad'flo6bosiness:ne~asf:. · j ·· " " ·~etfrmi~es\hat:they iirE!';, :-·: --~ ·.•· '. '· · ,: :··:_.:~. ':t::~;_~-{i~'.,·,f~·;: 
Printouts.derived from el~d:ronic/~. , '._·:: · no longer" needed for . ' : . ,. 

.. 	 I . :.,recorqs <;reat~a on an ad h~c basis ad1']1inistrative, legal,'aud_it, 
for; ref~~ence pu~pos.4:!s or to meet · - ,·,. or pt~·er ope~ation~l ·.. · 'l .. 

· d,;ly~t6"c;IC!Y bu's{riess ne~c;ls: ~ ·>"':··. c' purpo,ses,'pm~vided ti)e :/·; ·:· 
~.,· _';p.-;•"'~• ',t.,.,> ~~·?':!;' -<· t

Exclucfed are' iJrit'lt:o.uts t;eated'to;;~ 	 printout~ clo.noti contain· ·. 
. 'satisfY:,est:abli.shed reporting substantive i'oforma~ion,, . 

require!llents.(e.g., a st(ltistical such.as Sl!bstantive: ··· ( .. 
r4:;!port ~roduc,ed quarterly il'! C'IJ].notations;_ that: is ·n~t 
~~~=~<;>tdpn<;:e:.,with an: agency,:;.. ~~~~u~!~ ~~!h~;~l~:tr?n!i: ,,· 

. d!re~y~):.· · : : _: :<. ~~~:: . · 	 r,eco'rds:,{Printoutstliaf::.e. 	 ; . 
:. ~~n.tain s~b~tan~ive· -~ :· 

_information shouii;l be 
·. ·, dlspo~ed ofin accordance 

"" '~ ~:~, ' ", .· . ,~ •,.,'· _:-.·,e • ,,,, .... , f·•: 
··· 	:Ni~h}pe N,~~-~p~rox.ed.::· 

schedule that _!:Overs the
series i~ v,;hlch they are·,:;:

' 	 • • •'o ' 

fil~d.)·{Nl-GRS-07•4 item 
~.~, ~~i~h~ .e.9.iti~ ~e~!~s :· 
d~2~it>ii9~:info~maHf ., : 

".::·.~ app~g\i~g-By:t-~w!Vf{:.' 
October2d(l9.) . : · · · 

http:N,~~-~p~rox.ed


NQ~~;-~OI;~RQS,~W~l~!;PJ9: ;I}_N~~Af:l!G~D Elec;ir0p.i~:~e~or~~ 'n1~t Re)?Ji!ii~.··.:.· ,~lA.<}:':;· 	 ~D~l~!e:.!lJ~~ th~ ~:~~~~a~(qn, 'NfAi;ih~<1i,a~n~y~ralit'y(r~t~~~~to':~
PRS' · .·;;,/ . . ' · ,~' . . . . f .• :Te~i:>bt~rY Hara_cgp{Beidrds~' ..· ~ 	 . of th.e.l-eteritiori ·p:~i-iQd ··>· Cither e~'uthorit\f: ·~'?; t.: ·,:.;; ':~,_':~.: 

. spedfied'in th'e'prev[ou~li/ . . . . . •, : '. ·: : . . :· ; . . ..Electrbnit forfTiats other, than• 
·' · scanned images -" Program approved scheduJJ .. (Nl~.·, · 

records' approved for destruction in . ·, GRS~0?-.4 _item :~_b4).·:.
:-t ·:. . c ' ' ' • : ·~ '', ",'' ;,' .'Y·,.. .·.· 

' ~ /_~ : \ .,._ 0 :-:· •• 

C! previgusly CIP"Rrov~d sc:he(!l,lle: ··. 
~zu' ~-1, ~' ·; ·,' • :.,. • ., .·' ?-;, , • ," '·, ,. 

- that is medi<i 'neutra):and does·riot 
ex~lldtly exclude .electronic . . 

;"c
•" ••, 	 record~: . . . . . .. 

Elecrtroriic-Re<idrdsTnat Replace:>· N/A.' ;..)· 
~ 't, ·:' ~ " - ' :,'!!"'••. c' - ,~:. -':"' ~, '' r"'. • ',;'." . lo- ·; ~ '" ~< - : . ~r·J_,;J' :- "'.,/ 

. Temporary Hard Copy Records- ·: . ' .: · 
· El~ctronic formatS' qther th~n· ·

stanned images · · - Progr~m 
records. maintainei:Un an electronic 

. fqrrnat!h~~-are·~of~~ver~~-;by:·,:;i .· 
lfems3(a), 3(b)(i);3(b)(3),or'·· _,. ' ..: ·• 

-3o:Ji(4). · · · · · • ·· · · 
Electronic..Records That; Reple~ce 
P~rm~~~nt Hard Copy Re~gfd$ · · . 
Electrdhic:fec~rdithat' re~iac~:; ti·' 

·r.~(r:2Rxi~9fg~_~8P.r9Y~9-~~~' -~~· 
permanen~ in a previously · · 
approved sch~dule: · · 



.-~~~~~~~-~~~§~D.~t~~!~~iSf~~~-~~·~l:>~
St.!J:nrt)a'ri{~d,l,nform.a~io_n :, ;.;.._.;,\, ;,..,;; 
Reco;ds.th~t to.ntainsu01'm~flz~a-. 

_ · or-(lggrega~e~ i~f~r~~ti6.~-~}~?te;q·' . 
' r- .- by·c~(nbi~ing datih~l~m'ents"or;;.: __;,_' 

·~~· : ',' ..:::.,~ 1·~ , '··--· • .,. ..,.,.,. ~-","-'"; .• '..-r----"'--""" ~-":- ... ·
. individual oliservations from' a; ~·:;·. 

~--~~":,·:~'-_,J ~" .:;~ ,. '1_-::r·-.:J.:;~,_-;..,~,"'",· ~ _~""-~··\.. ;;:_ ::

single master file,or;data: base ttia(
"~ ~::... . '. -- "", . . -· ~· '. , 

is diSpos(:lble-unMr CJ GRS item or [s 
authorized for deletion by a ;· :_ . 

_ · ai~position job"approvecfl:>v.r'i..\~:: ·.. 
·. - . :~-~-:..... ', "·-''':1 ,... ;~:;;~ 

·· afterJanuary1~1988, EXCI::l:JE>ING ' ..:J:,,;,, ·-., ····r.:.'·-· -· ,· ·:'• ,, : ~ '.~--"-..,:··,,.,~""""··~~ 

; '·:;. ~ata fil~s that'cif!'! cre~ted a(::; :~y ;,: 
disclosure-fr:ee files :fo allow public· 
access tq tl:ie data ~hich may riot 
p~ destroyed b~f~r.e~ect.Jring_N~~ 
approval.~·· ,, ,:"1;~:~ .:·;·->. ;:"" 

... f :'. ':" .,..;..-~... . ·,'j 

Records Consisting of-Extracted 
Information . · .. :- El~tt~onic'files
~oh;i~~ing,s~l~!~:~f~~prqs.,j~1jlt?if~: 

-- ' extractEidJrorrl a sirigle master:.file- -
...... - ••  .... - -~';-'.t. • - ·-, ,. 

or dat<:~ base that is'disposable 
und~r GRS 20 or approved .for". . 
ct'eleti<;'~: by a NARAc~pproved _:' ·, · 
<lispositfonschedt..iie, Excu.iotNG~:; ?'
extracts.that ar'e pfoduc~d as: '.: . 
disclbs~re-free files,to all~w' p~_blic: 

. acc~ss ·!oJbe·~at(:l; Pr.odu!;~d by·an · 
extractio"r\ P.~ocessw~ich_cfia~ges : 
ihe·lnfo~m-atii>na l'co~fii~t:ohti~ ·;· 
;q~r~~· ni'aSter fue ~; dat·a ba~~;-. ·. 
which may ~ot be' de~troyed before 

~·{. 
i', '' 
',,. 

securing NARA approv.al: For p_riTit. 
· ~_no te§hnic~i[~form.at. fil_e~ 's:~,: , · 

ite_ms 6 and 7'pf this s~hedule :; :•· , ' .. : 
'. ::'!'·' 

~-:,. 

,. ~ ·· ~" . 
'1, "'' • 

~ ,· • , ,1::' • 

., 

,/I' 

' ·, 
~ ., 

.· -. 
··-·; 

··:.,. 



~f'i9~~;~~qt;c,.~<:)SS~A~E9..T'? lJN<:t-!AN.G.Err:~~:.·. Pr!ntFilt;!,,:; :;::EI~0;rg~)Ffi!~· ..·..~• f·f/t-,;-:;::;_ 	 .• Delet~':wHen tn~:ag~IJcv ·· 
I '·•;>•"•'\.~.'~ ''' ~· <;,_,.-,.. "'•,":'.•~'[)RS·::< .. ,:·_"~~·~..;,...'~-. "" .· ~i...? ·: ·.:""' ~··.··,.,.~~-::-~ ""; -:.; ...L- e>itra~edJrorr a~as~~i" fll~. o'r;~a:t9 ·.. -:" 	 · d~t~~~~~e~ th'at-1:ney'at~ ,, 

~~ ·~ ".. .. ... base witholit.chahgi(ig it and used 	 . no longer ·n~~dedfor . . 
'• .. · .- ,. ' ' 

. solely tp produ!'e h:a~d~~PY . adr:Jiinistrative,legal, au"aif, 
,• ... · : Pl!blicatiohs and/or, printout~ of or other op~raticmal · 

' "·-,.· . . ·.' .~ : -~ ' ~--

tabulations,-ledger~, registers; and 	 ~urpose~:~(N~:.GRS~~5=2
/'-' "":.'·~ .::~··'.•1-,-j· -,--:~:t-><:: ....~ •. ·.•."--; _.,_...:{·:

statistical reports;' ·. · · . · ·· · · . !t~}1{6f~:/:~,\:e:: ,;:(\·
·: ' - ' _.... ·, "" . 

Technical Reformat File 
· Electronic file consisting of clata. · 
c:. <;c;>pie9Jroma· ~<Jmpleie.~r;parli~l-= 

M~st~-rtlleordata.-ba~"e:mad~.t6~

t~e sp~2ific ·purp~se·tiinf<Jrm~~i<Jn .· ' or other operati()nai ;"-. 

interchange ari<;l written with purposes. (Nl.,GR~-95~2· 

varying te·chlJ.icaJ SP,ecifi~atio:ns! · it_erp 7) · . 

E"xtw 01 NG files treated"fo"r ,:: .:. :- · 

1 


' '• >,' o" '''•' .• ••:jo •",'.' J '•;; 

1:r~nsfer to tne·NationaL4rchives: · 

NONE;.NQTCROSSWALKEDTCl UNCHA~GEQ·,. ·,_'.,:..·. ·-'··· ,.. FindingAiq~(9r:lnd~_x,esL:' <':.-: :.,'· 	 N/A; refers to other 
on:s" ::;\'.;;~i-: :.·;;::r,+~i !~~r:F·:: ;'-'~ ;y, ;;/;A;o;:·~i:;,~::.:~~:' -~~;~!~i>:'C.-~0':,;"•· '·.· J Ele.~r6n'ic:in"dexes}iis~~~f~gi~ters,,,;. 	 ie~corQs~?r-.wh~n:t.,h_e ...· ~:: \: l;.,;"~~j). ,{i~T{ ·: :· 
':.~~-,·;:.:.~;' ·-> .,_., ·.< t·:·;;::-:<=,·;~~\~:~ --:- .. . ; .. a.n_dot~~r:fi~din~:~i,~~-~sl9-~~~j',~P- ~gen.on:J~t~~.rll.i11~~t.~.a.! ~J;- · · " 

.· · ; , : .· provide access to re<;ords 0 

; they ~m! ·"1o long.er n~ed~~ .'• 

. , 
•. 	 authorized f~fdestructl~n by the:. · for administrative, legal;: .. 

GRS or-a NAR,A.capp~o~~dSF u!{ · audit,'_cir'pth~r'operati9nal 
• '" ', • ' .'"!; ', ·.;; • ~ : ~~ •••,_ ." ', 

EXGI.l:JDING recordstontaining · 	 pu;pQ~es; W:hi~he~~rJs,:.,:, . 
0 	

A"abst~~Ct~ or bth~er.infor'matio'n that 	 l~ter. (Nl-~RS~9S~2'~em.9)• 

. ' , .._. r • 	 . . . 
c.an·be_used as an information 

,_,.
··"' ~;· ~' ;_ ~·: 

http:M~st~-rtlleordata.-ba~"e:mad~.t6


•• 

t.JqNE;,:~py·cR9SSWAL~EQ'!~ Ufii~,HJ.f'J~~!),1 •;\;·:;;:,:,~· "' Spe:c!~l Pwt>os'e ~r9gran1f···~~:~ 	 D,elet.Elwhe~·rrl~~~d:;·.· • Non~record· ~
"' ''J ,,.~, ." >( ·"' , .·, ,> '. T ".~• •"i.•"' .:r,:',~ J.....} ,__DRS''!, :j, '.. ' :. ·.;. ,· . ; :' : . , AppJication ~qftware;J)e~e$s'!rv,· nia'stet;file 6'r 'databas~ lias ., · · '.:.··.,· (,, 
s.~lely to use or maintain, a, mastE:lr. been delet~d: (Nl~'c5RS-~7- , i 

5 item 10) . · · · · ·file or database at;~thori~e.d fo(' . 

. ··t ~ise()sal,in~~:~Rs·i~err.or ~·NARA~. 
appr()Ved:r~CQrdss,c~eJlJJiel··" •. 
\:xct:0ptNG s~B~i:i~l'purp6s~ :·, · 
software nec~SSflry to useor 
maintain· any.unsclleduled master·. 
file 0( data,base or }my master file '. . 
~r;daiabase schedule'dfor- tni.nsfert .. ·. · 
tritb~ NatiorM~r~~iyes?:· '·· · · · · v 

,·oj, ~· ~ --.: ' 

.! • 

N,ON~;:~qT:.t_Rdssw~K~b:rp 1Jr>icHAN!3EP. Documentation.··~· · •. Perm·aneni:, Transfer tO' the N/A; refers to otner authority:.;:_~
DRS'. '.' . • : ...· . . ..... o6c~m~ritati~n.fe.latihgt~ . ~~.tio~~1sA~2bi~e~.;;it~:iii~' ·. ~~· ·';\1 ~ ."; :;::, .·: ~·~):; ·:~ ·• ': :·~;:::;; P 


electro~ic ~ecord~ tha.t are .. perma[lent.e'lectroric .' ,;r · -·.. · ·. .. : ·: ' : . 


scheduled fqr perm,ariellt retention .. records to whidl.th~ .< ' 

in the GRS 'or in. a NA~~~ppr()ved · , ~OC!;J!lle~fatio·l'!;;r~late!i:,.::
-;:_, ;· :~. ·~,·,. .,. , ~ ._.";(·, >: . ··::t·.-,,;,t.. ; I
agency schedule ..,.,.,.. ·:>·$.::.'•:<· .·,, ··. · .• 	 . (~1..;G~S::07~.iter:hi,l1a2) 

•,• 	 ~-?"" ,:.~, :.· __~~2~·~~-~y~;:.·~~t:~.i~~; 	:·. ·"·· ... :::;s~~~--~~,,~(:0~~,~~~:-,r: : 
•, 	....,_ ..., ' .:-::,~-- ···r":. ;,·"'. ..-.";• ~ • 

'"'"' . . ' ~ -· 1· 
r-·

Documentation ." - Copies of · ·. N/A· 
. ··. ,· •. ·'I•

re~ord~ ~~l,atirig tq:s~st~m·sec.utiW · Categories utider·l!em 5:;. · 
::. ,;,;·: .. '-~-;:.';· _···:··<(:;~':·,;,_~ .;::."'.. ~.:~~; oe5t~o.v/ch~J~i~~3~ve~r~..~.· 

•, 	 ··> ~ft'er agre~tn~nti{/_ : . 
superseded or- te'rminated·. 
(Nl~GRS,.:p371-lt~m.9aj;': 

··· b~stroy/Delete 3'y~ar~ · · • 
' 	 ""'. ··i ' '•,.. ' .'• 

after.controlrneasures OP 
~:r~~edu~~s'~r~ · ,; ·.· · '.;: : .,, 

'superced~d or terminated.. 
(Nl-GRS-03-:1, Item 9b); . 
an·d Destroy/delete<. 
fecoras·wheh no 

· 	~~~1:s~a~di:ng·p~yrn'erir · 
issues hwen.3 years old. · 

http:whidl.th
http:ise()sal,in~~:~Rs�i~err.or


t>g~~lo§9~9 an'ctS<?iii~fR?t?· ':/<: N!&(.:. ~· .~~~~t~ ~~en.~~i~:a~t.E;!_Il~.(t <;;opies .· 

periv~cfdai:a use~.for:~r:llioc 9r•~;·; ·;~~,· ·· ,.., detim:tih·i~~;tn"af.the\iare~ ,-..: ·. 

ondinie inspection, artalysis or no ipnger.~e~ded fo~. · 
D •' ; • ' 

review~ if the.derived ,data i~ .not. " .... aqministrative/legal, audit, 
neededtQ suppor:t the. results of · o~ 9ther op~rati~J.ial ·.

• r• ·~ ~ • ~ , , .. · 

. t~ei¢spectiqh,.ariafysis O!; review:. · ·purposes:· (Nt.:GRs~gs:.z
', ~ " "';, • .C·, ', L.~' • • • • .>~;' •• •J\~ <, '.:;· ~,. ~·~ ·~-· ," F, •. -· . /-(~ ;.-~._x: ·::c--, item l~a)"· ,,._ . : 

bownlo<;~cter:l and ~opi~d Oat? · Delete when thtfagency . · Copies. 
oerivedi:latathai.provide user:' , , clet~(mfnes.thqtt&ey a:(e . 
""'~l.' "'.,I' ; . '' ·', ·,. "~·• ,: '• -. •" <<;: • "'!-',.a .•• .~ ~- f ~ 

· ..· acc"es!i in lieu of hqrd;copyTej:>oits• :nb'fo~~ern~ed~a"toi::: :Ji . 

t·ftafare·a·uth~rized for' 'c!isP:os~L . :adrriini~trative~ l~gal,: auditi 
~r oth~r op~~~tio~al· ·.. ' . 

purposes. :(Nl~GRS-9s:2. 

!~~~_?~b~··z:·~:;::\~;~ . 
Downloaded and C()pied "oata Del"ete.fforilthe receivln'g; 
Metadata or refe~eri~e qata; such·, systemor device when rio 

> ' • ' ' ' ~· 

. ~~'for~~t; r~rig~:0[ d<;>'illain'·. ' .. ; longer needed: for · ·• · · · 

~P~<iificatio~~;'.y!!Ji~b:Js'tr.~l"lsie~~ed..: · pr~~ssio~; (Ni.GRs~9s~2::< ' · 


.. f"t 't.~··."·~· .. -·.:~,.~· .·~:;.·,~~··-';,.

frR.rn::a..h~~t ~cg_ri,~9i~r...o:(s,[_bJ~'r t~.;'. ~:, iteri1.12c), · '·, '· · · ·:.;'.:.::. 
'~t. ·~ ..-·r :~· ·' · -' ' 

1another compute"!' for input; 

Documents such as letters, proces~ing'sy~tem when 
· .. ,.,m~rrior~mda, ·re~orts, ha·n.dbooks·, . •· - ·no~lohger.rieed~d.for · 

" • ·- ~ ..)" f ' ' " 

directives, ana ma"nuals recordea ,. · -.·" •; · updating pr ~e~isior;~. (Nl~·. ' 
on.~lettr~nic medicfsuth 'k"s. h~rd ·r "" G~~92~2·,i~~m~?). ' · · 

"''•.disks "Q;.flopp~-~i~ke~es·a~er i:h~~ 

have bee~ copied to an~lectro~ic 

~ecordkeeping system, pa_per, or : 


. · .microform for ~ec.ordk~eping:;~ 

· pu~pose.s... •; ..,···,...,/;: · ..::·: :r·· .. ,; · 


-~ 'l c "- •• • "•. f ~· ••• 
r" :,:~ ...~ ' 



I·~.' ',,, ' _-.·- • ' .l'

. . E)e,~ro~i~;~~i!·R~~prps;: ~-:'j·~~:·:·.- N/A;... Delete from:t:he'-e~man· ··:.:· ··.
).':, -ll,:"· .. ,I':~,~-:·~,.,·;·~· ..~',;·..~~.~.·~serider$' ~rid reciPJe~'tS:~v~iSio~~ .of ,:· ~ system after c6pyingt9 a, 


~lectroniC !lJail m·~ssages thafmeet recordkeepi~g ;Ystein·. (Nl 

!I"Je.definltion of Federal re.corps, GRS-9S-2 item 14) 


" .'·. ~ ' 

and ariy. attachments to the record 
,_'' --". <'" ",'l<··.·~~ ':i ,'. ' --·: '{<

. rn~ssages_(iftkth~y ~av~:bee.rr:- · 
c6pl~d toa~·:e'lettroriic; ·':'. :,':::_, 

recordkeeping system, paper; or· · 
~i~roform for re~ordkeepfng · 

. ' ....: : ' 
-:-- •, ~ .:7.'".,. ' 

: ·• •:. ,_\ DeJ~te~ft]{tlie~xpirati9n N/Aime~Ia~·neutr_alit)l;·::: 
c '. --· : ' ••• , ' ' • ,i • -· ,,.,. ·.... '•' t-'' 

of thetete_ntion peri~d,~ ·· · · : 
authorizedfor the hard 

. , c~py py ttie GRS o~. a NARA 
', -~·" ''., : . , , • • •. ·: '~ • {'• e' ,' •'~ ,, • 

''approv~qSF l,~S.;,If, th~.·. r. · 
eiectr~-nic..;~;.si'd~:reptac~s· 
ha~d c~py_~~~~;Jf~it~ .. : 
differing retenti~n Pl:!riocls 
and !l~enQ;, software doe's • 

.. not ~e'~!1iiy~p_ertnit . . :,,/. 
. sel~cti~e< d~letion, delete " 

· after the longest r,etenfion 
~~riod h~s expjred. (Nf.. · 
GRs:9s~2 itein lSb)' 

,·~,~ ~~ ~~ ~>>:~..·;~;;:;<~-~. ',. 

-: 

.•· 

http:av~:bee.rr


H~td '~::pj)y"p~int9!J;ts <;re"ated~~o:'/:., . .WA ' 
nieet ad h~"C"bu~~n~~~ rieJC!s -··.,; • .: : I 

', '~ : Pri~t~Lits deriV~d fr~m -~~~ctrani~ 

q~s~roy·wh~_njh~ ~~e~fi/ fj/A; me~-i~~ngutrqlit\1.': ·.., 
-~et~rm{~eftt1~£Vi~v?rf: · ~ •·.• ·;. :·~ :::~~~::·_.i· .. ;_,,;···<· 
ho longe:rneE!ded for. · ...·. ·· · · · 

rec;:ords.cr~atE!d·on·ary a9..hoc basis· administrative, lega.l, a!Jdit, 
. .- for refer~rice purpeseli ort6 meet · or other 6perationa( . 

# ~ ,' ' , , " "+C • ·, " " I •. ~ ' • '·~ 

;::- ~~Y.-~<>"d~yl;i~~.f.ness·needs!' i~":". . · .. • 
.. E~ciu·ded"areprintolrts created to·~::. 

~,. pu(Ro~es, pr'ovided the·.· 
·~, p·ii~tb·ui~ do·:~·;f~-~1~iJi~:·;~-

satisfY estiiblish~d ·repb"rting ' . . · substa"ntive information, ; 
•. requireme.nt~ (e.g., a statistical su~h 'as substantive . 

report produced quarterly, in annot~tions, that ·is nbt 

' 
a~cqr:dah't~·w\~b-an _li;gen.cY,~:. 

. . directiv!ir ~:- .. .· .:; ' • 
~ " •' ' . ... 

·· · .... b·. includ~d in:the electro'~iC·. 
;·~,-,'}~,, ..• .,~.--..,·~>-~,:~ ~' . . J,,?~ '-~·.-··.···.-~"'•. 

records. (PrintoLlt!fthaC • · 
c~n~ain·~:~b~t~ritlve·,·.. ~;';..~ . .. ·. :-" ,. 

i~formation should b~. . 
disposed bf in accordance . 
with th~ NARA~~j)iirov~d· .,.. 
•,, "•" ~;•.'\, ·•··~{>',· ,_;;··iro, ·< •,_:',;>' '_, 

schedule thafcoverS:tlie . •' 
seti~s in:whi<;h :ih~y <;~·r~ ·~;.. 
filed.) (NH~RS-O'zc4 item . 

. ~. ' ; " . . ~~ 
3.2.Siighte_dit·inseril;!::; . 

' 

d~~~fiption·iDfo}hi~uij:.:.'- .: · 
+ • ''• •, t ~ -~ ~~.· ., ' ~-·,,,.,t~ ,. ".•? 

.:-, , _?,ppr_Qve_gjlv.~~Y':'JY'I~·;;:::!· 
October ioo9:(' ·. ·. · ' · 

Audiovisual Records~ Routin:e. "'' · 
Artwofkf~i-1-!?ndRJ.IJs,Fiye,rs;>, ·~... 

Destroy when l'l.ri fongej 
ne~d~d for'pul;iii~ilti~n pt 

R~ster, Lett~r:h~ac:i; &b'd ·mt\er~ :: · 
i3raphi~·~·Routine'Artwo~k for ,:; 

r~pfir1ting: (Ni-ciRs~9s::2,·. 
.~~~ir13s)·::': :~ · ~ '· .. 

~ 

Handbills·, Flye,;, Po~ter~, · · ' · · · 
Letterhead, and. Oth~r· Graphics. 

. .. 



Audiovisual Records- Graphic ·Aru··7 "N/A 	 .. - · Desi:rbywh~Q'riqJqngel:'~. Trifnsitor:y', ~.~. · _ 
' 0 T , , " I " • ~';;; r• ~"' t" ~ ,"" ~ • 1 • •. ." , ' • • ," ·~· '·,.l' .~, '•• "•·" r'::j: " '•, ' • '> • \., "> < .. •,
llne:and Halftpne Negatives;· ..,·: · ·- . r;~~~ajd'fqr-p'll,blicati9n or-,: - · - :·> ·: .:-..<.. 
Screened Paper prints.and_Offs~t· · . repr(l)ting. {N1-,GRs"81:9; .·' :. ·. ; . 

Lithogr~phic Plates 9sed for : it~m u:,;3r- ·._:, :. · . ·· 
· ' Photomech~mical Reproduction. 
• • -- ~· ~"'· ~ ...-..~:, 1 '., .·~ ".·~ ."'~ 

-- .~- Au~iovisual Records-::Motion '·. 	 Destroy.wlieii. 6~moriths . 
J ~ • ' • • "' • 

Pictures- Routin~ suiveillan'ce-	 old ..(Nl-,G-RS-98:2, ite~-; 
' ~ \ 37)' . ' ~oot~ge.... · 

·-; 	Yid~o~~~grt1i11gs ~\Rehe~rs<;~IN N/.fs Destr.oy:imrnediate!v>( N1
Pr~ttise.Tapes.• · ; · · · ··· : ·~·' ·' -G_~:81~9: iternJv:sL< :;~ · 

Audio (Sound) Recordings-.·-. ·' · - -. Destroy immediately after 
-~~-c~~dings ·c,(M~~ti'ngs _rv1a~9~ ;:_: .. · .. ·_ use. (N1':.GRS_::s1~9,: itim v~ 
E~ch.isively for Note :Ta king'i:ir ; ~ · ., , '. : -'... ?-h,j;~~:.:''' ·, •. -c _, :\ ;·,\: '.:': 
;· ' ' • ' •. - ." ''.j., 

.,h ; ~ < • , c ~Tra.nscription; EXCLU_DING · 
"<• , . 

. ··- ''" recordings of- proceedings of . .-. 
: ,, ' .. . . . 

-- .:· · Presidemtial'comnilssions and other 
· -~· ,., · ~~~~utiv~·-~~mmissi~ns.·-~ ~·:'·-

·. AuC!Jo(sounCI)!Retordin'gs :.'. "+'·' .~.. Nl,~ . 	 . • . Dest'royJmmediatefy after T:ransjtqr{;,. -. 
+,·). r '<' "·~, .' • ~,_ •< ~·,~··~a'"'·_;']· 0 

Dii:t~ti~-n:selts' ~-r Tap·e~. •: ·. · · · 	 .· use. (Nl~G~S-Sh~;-itemV- ·. /< ·.- . .; - " . ' . 2) .. ' . •' .. 

NONE;-NOT CROSSWALKED TO UNCHANGED Audio·(S()!JriQ) Rt;!cbrdings- Premix· ~/A 	 Destroy immedi?tely after Transitory 
• • J • ' '"' ~ • • • • ' ",

DRS 	 Souri~(EI.~m~nts c~eat~d D.Uring ·.. : •. use..-(Nl-GRS-!3179; item V
:~,-~ 	 -~. ':•, .' ~·,·.·' ·,_ -·<"'··''··~-~--"·-··.~1.•:.··"·, ,", • -·' ',' , 3) ~; . .. - ..: •... ·• . ·.the·Course of a Motibri-Picture :.: '• ·~ ' · -~ ·. • -

, , ': . ",' .. ~". ,:.,· .. ~:~· '; -~ '·: '-\., ·:·- ~ .. ~· 
Television, or Radio ProQ.~:~ction .• 



l 

,Auq\9 (So~IJ~i: ~.~~orf4!1)gs··.: q'ailv,9f N/A_ ·· 	 .bestro'y,wn'en"6 months 
. ,.,' '; ,"" • •. '<'~' '"' ," ' '>,_'.·• _;,~.:· .! ·.. " 

sp~)t:t:J~v.;s Recordi!lgs'A~amibi~}!i :".' \ :. 	 ol~. (Nl-GRS~~S•2,· Mm · 
Local, ({adio Stations· on a·Call•in· 	 . 4~) " 

,.• ·', 	 . .;;;;.,,••, 

A~9j(),v!syaJ :~~()~d~.::)~I~~~q ~.~ ·. . . Disposeofaccor,ding to • 
oOtum~nt;ltion ~- Pr9d!Jcti6n Files · · the:i~d~~diori~~iO:~~~?lg 
or Similar .Files that· Document c th~'rel~ted-~~ciio~isu~l 
'' . . "' 

.•· , ' Origin, Development, Acquisition,· · 	 record~. (Nl-GRS-8179,. 
' . 	 , · (Jse; !!IJd'Qwne~ship:oftemporar-Y ·it~m y1:tl. · 

Audio~isual~~~ords~' ,: _·_, ·· " 
;.;

·; '• -z,~ ~~~:·.~ :;:'.~ .. ~ ;..." ~ 
0 
<:~,A£; 	 ···, 'F 

'• t ,·. 

, ; 

Audiovisual Recqrds- Relat~d N/A · 
Doc(,Jm_e~tation_ -:Finding Ai.ds .for 
ldehtificaiion;.Retrieval,·or use:O(; :·>. 
~:_; '"'· ~:-.· • ..·~ t ', ,'• •",~ ." ' "' ~···:· .. : ' ':1.··, 'c .•.' 
Temporary. Audiovisual.Records·. ' · · : 

" . ' . ..." 

,_: 	 schedules_of Dailv:Activii:ies 
• ::. ',' ~~·.~7"· ·!"' ~-.·~ 1-' ,', •• ··~ •• ·.;-·>+:. " ..• · ' 

. Records documenting routine·::;;>~. 
:· ·.t· .•-~ •. ~~·.··, • ~"1 :~,~·. ," :'' .... ••. '·.··. ~· •.•"; 

. :~·.,. ;: a~iV!!ies'CO~taining:r:J<:) S):lJ:Js.faotiv_¢ 
. 	 information imd records cpntaining 

sutist~_nti~~ infb:rfjlatipiJ,'the . · 
s'ubstan;c'e·of which'has been 
lnc9rp~rated:int~ ci~ga~~-ized filk•.: 

• 	 ' ' ·.". + -·" • t 
-_,.- .,· .. 

Suspense Files ',. -,A note or other N/A De~troy.after !lction is T~ansitorY.It remind~r"to-tak'e.actlori. ... ' . . t~ke~·:{NFGRS~s·o~~ item· .. . . . . --. ·~ :·· '· _::.: :: 3a)·~/~·>: ,. : ~ · ~:. :· -~ ·. 
suspen·se Files.· .::ithe·file-c'opy·: N/A ';'Vit~9ra\"d~u.'!'~(l~":; :·"' 
~r·a~extr~- c~pyof.~n outgoing· .· when reply is received. (1) 
~ommuhication,-filed b~ the d~te lfsu~pe~se·"copyis an · 
on-\A,Ihi~h,a r~ply is expect~d. · eXtra· copy, destroy 

' " . •,, . 
irrin;~ediafely; (2) If 

'", .. r 
.. 	 sosP,~ni~;~~~v. i~ F~e me , 
~opy, incorJ)orate it in~o 

' 	 ' 
the offici~ Ifiie~. (t':J1-GRS~ ' . 
80~8 item·3br···. :. 



-. 

, ::rransitorv ~ile$- ••~ · _.;-o<;>~;,~_rrie11t~ 
~ of .sfu)rt:.te~m in"i'ere;t ~hlch have 

. . rio dbcum~ntaiv o.r· evidentiai val~e 
and normally need not b.e kept 

. mo~e than ~d days.· Examples of 
·· -~; trapji~i;ir(~9r(~sP.on.~~nt~ a~e· · 

sha'~ri- beloyt·~ --~ ·· ·· ·. · · 

N/~-.: 
....~ 

,• .. 

:~. ; o_e,~tr~yJ~B)·~~·!.~~~~~~·:'?r:' · .I!.~~Jsi~or): ::'::.'.•:. 
·· · Wh.~n n<:Jionger:n~·ed~d~, · ·· · · · , 

for refer~n_ce; or-;ac~drding . 
to a p~ede~ermine'~ time ; 
perio'cl or bu~in~ss rule :.. 

· · ··· (~.g.;"im~ten:,~oti~'g~the. .;' 
.. . autf?-if~r~f~'ie~'tJ~~~f.: ,., 

electr9nic mail sy$tems): 
(Nl~GRS~04-5, iter:il'l)'. 

Finding Aids (or-Indexes). < :': 
fri~ex_e~Jn~~)%gi~te;s; a·n.{6tiie~· . 
finding aids used only to pn;ivide 

._. . . . ac;.c:es~ !b r~·c?r~s,auttior~ied}or '. 
<':·.,.;. !:.. destruction,by•tfie ~Rs·or a NARA~.: 

··· ~ppro~~d 'sFtis;;EXCLliDING,. ~; .: 
. records contaii:ling abstra"Ct:s or .. " ,' '· 

o~her information that can be used 
.. as·M ii;fqrrriatip_n.squ~ce apart 

f~?ft:;tt1e~r~l~t~~-~~ot,9~,:::~f~:;::. 

Information Technology:oper?tions N/A 
, and.Mariagement Records-- Public·. 

• ' ' ' l " , ~ '  ' ' "• • " •.., 

KeyJrifra'structi.Jre"(pKI) . < ' .... . 
• _·, , ·A', ;;-t '" : ,· .·.y·: .· ~. ,,r. ~ ~ ...... · 

A.d_r;nioistra_\ive:Becords ,o;F~CA CAs 
-;. ..'.. 

.,' 

·, 

",c. 



~Qr~~;f.!orc~Q.$~.W.~~~~~ :rp ur:J_~~-~.(3~o:: -~ lllfor~.~-~I?n ::r~cllnoJ?~i8P,~_r9tio~s N/~·:.-~ · 	 . Destfoyid~·lete·When7·: PerNARA,tilnnot.~hailg~· .. ''· 
DRS' .· ,. ' ,c.'·:',',·· .: .•••,,. ' . 

?_ 
anC!Managementlie"eorCis.~PKI ~ . ,, . "-:: 	 . , ~k1r~:~. ~-~bi:.~·~:\9;.2.h.v_·~~~i di~po~itid~:·S)f:pKi;:,:. ; ;~. '!} ;::.~;~;··· 

. " " . ' ,, '. ".· ~ ~A~:hninistrative Retbrds ~.Other.·: . 6 months pld~ based on: 
(non~FBCA et~_al.) CA~ . - ·" the ma~imu'm level of 

·~' . · ~pera~Qn :of the.'CA,:Q~.: 
·' 	 wtien no lci!1&,er n~~,ded 

f~~ business, which~ver i~ : '."' 

late~. (~l-GRS~0{3 item.. 
13a2) · 

. ,.; 

Destroy/delete when:'l·:: ~ Per NARA,.~annot'chai{ge :''· 
ye~rs 6 mon'th~.to~io:~e~·rs (~lisp'6sition·df;P·KI:' . 

: .J'' , J •• ' ' ." ' ~ ' ~ • • 1· • - ", ·'. ' •. / '' ' '/ 

6 'months old,·bas.~d ori' · · · 

the m"i!ximum leveloft: 

dp~ra'tidn onhe' '">" ' . . . 


;c ~~ ~ :-t ,. · ._. ..•,1·· • ,< .:..o;;: ,i-1_;:.•·'·"'~" • • 
apjm5priate .CA)nd.after , 
the infor~~tiori r~tcird tHe 
PKI is d.esigned to protect. 
anO/or:'actess. is'dest:i-~yed 
. ··, -,, •• ••. } " ..... :. "?: ';:' ;" ' ~'' ~- > 

ac~Or(:lir\g to an authorized. 
s~h~d~l~;!dr)itthE{l;;~:~e o( .... 
~-~;~-~n~~~-~~;~~ds, ~he~:, .. ' 
the re~~rd is transferred. to · 
NARAleg~l tu~io~y. , . 
Long~f. retention.is . 

~~ 	 t•:' > ," ,...,. ·"'~~ /"~.,_ 

authorized if the agenty 

·•, d:ten'Tiin_es~that· . ;~. . . 
·•: ~r 

~ .·' tr~~S90:hJ.n~~p~~ifil; ,PKI . 
. . records are' needed for a. ·..· ·. 

long~~ pef!od: (1.::!1~RS:q7- :,: 
., ·~item i_3b). .,. ·· 

'• 
/. 	 ' 

·,' ' 



Etb.lss P~g~r~J11.ImJ:!t~m~ntai[9n,:· .. 
· Jn·1:erpr~t~ticirl, cou·n.s~Hrig~ ~nd: :··.· 
fle~~lqpment Files <- Records . 
suchoas determinations reg~rdi~g· 

. attenda'nce at widely-attended •... 
, '- ;;;po ' .•..,..~ ' . , " 

·: gathel;ings'\Vhich a~prop[latg · <. 
~g~ridY ~t~lcs:6ffi~{als det~rniine '::. 
ar~ relat;d to th~ rout·i~e, n'pn- .. 
precedential app.lication of settled.· 
legal standards tQ comrnon faP:ut,~l 
~ ' ' • ' '.' • " • ' ' ".... ""'-. + " ~..... ~ 

situations;and·are not .: · 
iri~erpr~t~tio;ns bf th~ tonflict o( 

····.· fiit~re·st'st~tdt~~. {8-"LI.s:c.·?o2~~< · 
209, and other ethics statutes the · 
violati~n of ~hic_h.r:nav re~ult in . ' 

.::, ... 
~ ·: · cri~JnaiP.~nal~le~~9_vciViLfi.nes~.

·"':-./~"' ~ ..·,: :":.; ;. ' ..,"},.- / ' ....~.;..' ·~~. . 
",'• 



'.~' 

',' ·.··-M 
'l "'I ". :: 

~·~y·~pl·~~:!~·SWA~f~~-~f: 0'~~~~~~~-~:~:~·::::~::~~ i:,:·~:-~~=,·.:···; :~~~~~~~~~~~=~i~fnt;~!.~i)~l~ 
. . , ' 	 DevE!I6pment Files -All other · 

records... 

... . 
~.IONE;-NOT (:ROSSWAlKED TO UNCHANGED 	 Financial Disclosure. Reporting Files ,N/A · 

' ," "~ ,, "' ' . " : '· " 

DRS:. . ::SF- 2,7& r~'po·rt~ for inaividuals . ·. ·. 
· ; flling i~ actordan~e with Section · ··· 

' ,'?.,. "'· ~ 'i!f ~ ·, ' ;;. ,:,, :: "' "".' :':c '''"- ,,,
l01(b)orJP) of.tne:Act:~_an'd ~o~: .. :.· 

. s.~bseq~ently confirl}"led by tne· i:J.s. 
Semite or elected. · · 

•"' .... 
~., ,,.. 11< ,,. ;·"' ' • 

r;iesfroy wnen 3y~ars:old·:.: Per NAit\,.no,cl]~ngei;.~ ':•C:: • 
. b~~~~;,\~u~e·r~ea.e.cr6:.: F'·: .. -. ·.: · • ;. '' ;'~~t;{?i.··~;\;L · · 
obsolete; whicheve~ is .,.: .;: ·. . . ' 

later. (Nl-GRS-Oi~l· item 
 « • ·" •·. 

la)·. :: . · . . .. · .. 	 '.·: 

..• 

. '•.' 

Q¢'str9v:wheiJ:6;ye<;l~~glii.' PE!r· NARf;;·nlicha.nge. ~l!tli9ri?:e\!l' 
~;;:~~he.t:J:~u~ers~·c;~~.~; ··::. ·. ~:·.: · .··. •~:.:~~~->~~·--~-·-~:~~2;: -~ ·~: :,J!-} 
ob~olete, whichever is . . - ,, ' . 
l?~ter. (Nl-G_RS:Ol-litem · 
lbj_" . . . . . . . 

Destrqy 1 year after 
nomi~~~ or: candidate 

.: c~~~~.t6 ~b~-Lnder · 
· ;tonsid"er.hi~_n'Jorthe ~ · ,"'•·-· :> 
pbsitibri;'~cEPT i:~at· · · · . \· 


docum~nts" ne~de'd in an · 

ongoing_inves1:igatior] will 

b'e retaihed until no longer .. 

needed' in.the''. ·· ···. ~ 

in~estig~tidn: '(t\Ji2GRs-oi- · :! 


1iterr1 2ai)· · · 


http:c~~~~.t6


~gN:~i~~~J:~p~c;>~~\:'1(~~-Q;TO. -!J~!;~~.f?.E[) ·· ·. :; : .' :;:_ .~lpqtld?}}~l$~1ps~re R.epg~ij~:~i!es. r~~~ ~ ·.~;·. 	 _'. · D_estroy wn~·n 6'y~i:ir~ old· 
DRS " ......, · ···:.· ., . ·. "~·" · <All otner st;::pas? ·;:. : :.' · ... : ·· · 	 ~ .. EXCEPT that9o~~rft~h'&'· ~ , 

0 ·-· • need~d in an ~~~oJ.rl~- "_, 
',"1 	

inve~tig:ation will be.· A· 

retained un'til rio longer 
n'e~e~cl !n·t~e. ·.. '} ): ;,~. ~
hiyestigatiOI).Wl::.GRS:Oi::: 
i it.em 2a2) · · 

• 0 

. Qe~troy LY,ear after. . 
.:; n~mineec~e~s~~ tG b~·. · 

, ~· ' "" ~: . 

under ceinsideratioii for 
tne ~osit.ia·n; Ex~Wr 'that 
documents needed in' an .. 

. ongqi~~}b,xE!sti~~ti.9ry ~m- '· 
be retairied until-no·longer: 
tl'~~Cied in tne." · · ¥·,\: 

inve~tigaticin: (f':Jl.~GRS-:0~~
1-Item 21;,>.Jl :.::.• ,;~. · 

·_ L~2}~i::1?i:, 
Destroy wnen. 6yearrold; 
EXc~rr.thatdoc.u~ents · 
needed in an o;ngciiQg: 
investigafion~ill-b'e' , 

· ~~talned untn··~t; ~~~~er 
n~eded ln the ... ' .' 

.;::. investigation: (N:l~RS·Ol
.:: l:ltetn·2b2(·~ ·< :!·· ·· 

Per NARA,;no· cna,nge·a~t.n·prized 
·· .· ·. · ·., . ··;·::..<.· ::::~ '/' 

'. ·~ . 

r> '""·.. 

http:21;,>.Jl


: .~·~ f:inall.~YafRlsl;~o~ut~. ~epo~ing F;q~~; W~~ · De~1ro•{:+ -xear·:~ft~r:;· · 
: ~: ·: · -'Reports for indivicfuals riot. \~ · · · : ··~: ··: ·, : .: norflinee~'ce~s.~s·to}ie'··"· .,., .•.- ' ' ,.. ' ' . <"" 

subsequently cof1firmed by the u.s. ·~. 

· u~der: conside;~iiJ~.f~r · 
Senate. , ' " . .· . th~ position; "EXCEPT that 

documents ne~de.CI in 'an · 
CP -- •, .... ·" •..• ·- ",:r.'~, ' 

ongoing-investigqtion7wiiL · 
·~. ~ .. "~.(-".'". ,.,:,._~·.~!~:'~ ..• ·~ :·1: '~.' 
be r~tai~ed l.!ntitno longer 
needed·inthe.. 

. · investigation. (N1-:GRS:01
1 item 2cl,)

•. ; .J= " -· 

Firi<mdal Qis~losure.Repbrtirig ·Fil¢5 

-AI) ~t)ler alternative or additional . 


. . fin1mcial. disclosure reports. . • ,

' .~.~. ·.:\:~:;·,ki:~:i\;:/ :··{(i;~/· 
•.-.·1 

.· 
•', 

Ethics Agree111ent Re.cords Qesi,roy'6 years ;;~fter ttie ·. 
Recorcls c;l6'cum~11ting therevjew. waiver .cir ~ther agreec!- ... 
and Is~uahc~ ~t"ethi~ agreements ' . upon dete,r[ili,natiori:oi ·. 
u~~dto fefu.edy ~hecippe,arancJ of .... ·•. · actio'n.has .'oeeh'i~s~~d;or':'' 

• ·~· •. '· 'e ~ ·~·:·' ', ·, ~·-- ::~· 

potential or.a"ctualfinancial undeitak~n·'oris.no longer 
conflicts ofJnter~t . · .. in. effect,:which.ever.is 

' ' .',.·" ... ,·: iate!. ·(r·h-GRs-0~~1 item 3f 
.......:". '.} ."'·.<.' ~ .;"~ ;,:,.. ... ~ .. ,,: 


http:undeitak~n�'oris.no
http:ne~de.CI


NOR.·s~·.E 	 R,~f~~f?:!~):~P~N,9t · .~/~.....~J'.J~T c~p~s~~~~~l) T~r H~~!i~N~~~.:~· . 1ific~H~~s·qf . ~·:-;:-• 

D ..... '!.: ~· ; '~ ~" ...; '. Violatiol)s'ot:crlmin.aiConflictof.' .. · .. •. 


,n:f'-'/ ,·nte~est statul:es·a!Jd Other 
';!• L• 

Potent(al. Viola~ions Files 

.·. ~· ~efer~~l~ ,~ade t~ ~~spect?rs··: ..... · 
· G~,neral ~rJn:~.o~ga_~!ll~rt,qf: .. · 

Justice ancfnotiflcations to oG"i:. 
"• ',•" 

conceroing ethjcs ~i?lations or ·.' 
suspecte9 ,viola~ipns. .. 

Jl.!(?n';fedefl31ly i=Lir~ed l):ave! f.ii~. · 

- Aie~~icopi~;·~f5e~i~mi'U'aL :· : 


. ·Expen~~..fi~p6rtffoi- No~~F.edef~llv· 

.Funded Trav.el ~ubmitted by ·~II . 

· Executive branch.a'gel)cies t() .the 
·	of{i~~ of 6ov~r~rt\ent'Et~ic~ in.. . 
~(;~~~d~;ce With guid~~2e gi~~n' C!t'· 
31 Li.s.c. '13s3; as impjementei:l by' 
41 C.F.R. chapter 304 and the 'use.· 
bfS,t~nqatg Form:(~~).3i6.~ng Sf,.:: 
326A;,J:>;,: /::.:.~~~:~ ~· ·,.;-·~:,;:: .. 

'~ ~ ' 

t-Jon~Federally Funded Travel Files" 
~ Stat~IJle~~,.forms; and "athl'!r..:. 

,~,-~·' ', ,_ .'.t"-, .',. ,. ... .: .. • :"" ~ 
f;..>~ · recor:ds:osed.to.~omplle ..,;;'·' 

·' Senilannuai E>cpens~·Re~orts for. 
. Nori-Fede.rally Fu~ded tra~el: . 

. ' ' . ~~ . ·.. -.., .. 

Ethic5.Program Review. Files· . 
.~ bGf"prograril r~view:'re'portsF,;·: ;> 

a~en~.6o-d~y ;~spo~se~etters~'·: 
and oth~r follow-up records sent to 
O.GE o~ the resolution of program : 
deficienCies:. . · . . · · . 

H M ,.,_-,0 • 

' ' 
t ·!>. 

9~s~~oy \y!~!Z~ ?y~~~~~oi<J/~ P:~r N~~, _ncrc~a~~~ .~ut~or:i;;eCI;-: 
(N1~GRs~o1:,1)ferfr.S~)i~-- ·· · • · .1 ••••• •• '· •• ,~·:~·:!, ~ .. 

....'j '" ,_ "" :·~,,..! ·'··· ~ . ' ·~.~..!:- 
.--~ •• ,. .,;,~· ,. '•);...; ·•.>• ·.~ ... :~: 

· submi~$ion .ot.r~p~rt to .. :. 

·· ifi~,Qf:tb~'qf. Govei;~~~~~·11t· ·, . 


Ethics: (Nl,.GRScO.H. item . 

Sb). .. : .. · . ' 


. ' be~troy when '6 years·old.> Pet NARA, nocnangeauthoriz,ed' 
. : :: '(rf1~,~:-o~~~:iterTi:9,a) ··: , ·' ·~: ,...:: , : ,:'~ ·_~:;:,·· 

'-.-. 	 ~ .!'..· .,'. •• ·.- " ' ,, :'. 



i:thicsP.rogram'Rev(e\\1 Flies ---:~:AIF ·N/A:.· 
ot~;J'N~c6~as 'prod·u~e'd·d~riri;-&5f; ::~. ··; 

' - ... ~ ~ - ' - ' 

program reviews,Jni:luding notes · 

and backgro_und m(!terials: 


., 

; Anpyal [>.gen.cv Ethics Program O~stroy 3 years aft.er. 
Q~~tionn~lre Files :·_ · · _·, 

. Que~tiorin.;ire.~o~pleted byethi~s 
..1 '' ~ ' 

.s~brPi~~ien.,(Ni~Rs;:Ql-:,·~
hem 7a)"·:'· · · . . · . · ·.' « · .. •, '-, .: . . . 

. ·, . officials on an 'annual basis-in.. .. 
·. compliance with Section 4oz(e)(1) 
.. , :of,!he Eth.ies i_n Gc.>yernn,ent -~~.9! . 
. ' 19.78, asiamended/andassociated·.. 

·. :· ie~~rqs,.;. :: ·:· '. · ·. \: .-:::.::-:.''< 

Annual Agency Ethics Prog(ari") GRS25/7b . 

. Qy~s~io~~alre.Fi.l~~ , ·-~~'!. ~Sh'7~ .. 
f'e<;C>fds. relcit~d"fO' respons,es to :.: 
~ri~.~.(~geri.fv. e!h.!.~~prQgr~~ /- ~~·"' 
questionnaires: ;. n . : . ·: 

. . •,"' ,/ " ..• • e"-·· ",", 

NONE; ~bTCROSSWAlKEDJO l:lNcHANGED. -.· 
' ,' ',, } - '', ' ',

DRs 
. Et~iC~ ~r<?gram ·em~lov.ee'l'rainrm~ 

. and "Ea~cation Files - Recoid~ :· 
•'>' I', relating to the ad;,inistration of 

· he~,e-m~ldy~~~~thi~o~i~ritatic.>~~•. 
. ~. arih"ual::and othet'tYpesof;et~i~~\·,. ·• 

"i • ' "' . ! •"-" "~ . ~ ". ·:~ '· , .·..,r ...-.,, " •• ", ·,. 

· • trair'l}!Jg ani:! educ?tt<>n:. ·· ·~ :_:: ·, . 
• !' ' 1<. ... .... 

~QNE; N~T CROSSWALK~D TO UNCHANGED EthiCs Program Employee Training N/A· Destroy when 6 yea·rs old. 
DRS 

-. .. 
., 
p 

and Education File·s - Record · 
··. <eopy of,h,aterials:usedil) pfoviding. 

~~w.em~IPV~e.~i:hi~~· B~ie~t~tion"~~: .-~ • , 
> '' ~ - ~ • ' • ' '. " .' . ' . : ' " ..· ' 

annual, ·and other types of-ethic~. · . ·. 

. ' . 

orwhen superseded or 
obso·l~te~ ;,..,hich~e~er is .., . 
:' ·~ :...-· " ~.• " .., '' t' ~ •• ~ ' 

_la~er:J~J,~RS-01:-:lJtem . 
8b). . . '.. 

fraining and education 
· .. .,. 

. ~ .: ._' 



!'i9l':JI;; "'o:i CI~PS~y.t~lJ<ED TQ PJ!!~t:t~!3~P ~' ·' . ~i:tu~s:Pr<?g~~m.P,r~ce<!~res.FJieS· ~ ·: 'N/k' ; , :. ··:.· D~~trqywl:teiJL.~V.~ar~:<?}<f:· Per N~~!\;bo ,~b~rig~;~~th~rJ~e"~l 
,. 'll<•i ;:..• ,· • •>' .,. -.. '" ~ • ' •: ' ' -··. ~<. ' >,, '~ • ..r 'q~··: .'' \>· ':: •..,.. . . .. . ... . . ;·,. ":•; ~·· rrpcepures and J!'!latea supp"or:t:J,ng. ,, ... .. "or:~h~n.s~p-~r.s~¥~a 6"r~·...., .., ': ..... . : ;y~.::·; ·:.-.·;·"'"'~? '· 

. :... 

General Litigation and 

Adjudication Records 

Audit Files & Financial 

Disclosures 

General Litigation and 
Adjudication Recor-ds 

General Litigation and 

Adjudication Records 

retards~;, the administ~ationof 

Cut off as instructed by Civilian Personnel Records -Equal 

bureau/office records manual. If no Employment Opportunity (EEO) 
unique instructions exist, cut off 
when subject matter is closed (all 

advice issued, case closed and 
appeals exhausted, etc.). Destroy 5 
years after cut-off. 

Disposition: Temporary. Cut off at 
end of FY in which files are closed. 
Destroy 7 years after cut-off. 

Cut off as instructed by 

bureau/office records manual. If no 
unique instructions exist, cut off 

when subject matter is closed (all 
advice issued, case closed and 

appeals exhausted, etc.). Destroy 5 
years after cut-off. 

Cut off as instructed by 
bureau/office records manual. If no 
unique instructions exist, cut off 

when subject matter is closed (all 
adviCe issued, case closed and 
appeals exhausted, etc.). Destroy 5 
years after cut-off. 

Records- Official Discrimination 
Complaint Case Files 

Civilian Personnel Records -Equal 
Employment Opportunity (EEO) 
Records- Equal Employment 
Opportunity (EEO) Records

Compliance Records- Compliance 
Review Files 

Civilian Personnel Records- Equal 

Employment Opportunity (EEO) 
Records - Compliance Records. 

EEO Compliance Reports. 

Civilian Personnel Records- Equal 
Employment Opportunity (EEO) 

Records- Equal Employment 
Opportunity (EEO) Records-
Employment Statistics Files 

·." 

Not yet determined GRS 1/25a 

Not yet determined GRS 1-25d (1) 

Not yet determined GRS 1/25d(2) . 

Not yet determined GRS 1-25f 

. obsolete, wliichf:!ver is 

lat:r·. (N1-~RS-01"~:). .item 9) 
. ~"' 

Destroy 4 yrs. after 
resolutin of case (N1-GRS
80-9, item 1). 

Destroy when 7 years old 
(NC1-64-77-10 item 26d1) 

Destroy when 3 yrs. old 
(NC1-64-77-10, item 

26d2). 

Destroy when 5 years old. 
. (NC1-64-77-10 item 26f) 

.. ~·,.,. •· 

...,. 

Crosswalked to DRS Legal Bucket. 
Final language not yet 
determined 

Crosswalked to DRS Legal Bucket. 
Final language not yet 

determined 

Crosswalked to DRS Legal Bucket. 

Final language not yet 
determined 

Crosswalked to DRS Legal Bucket. 
Final language not yet 

determined 



General Litigation and Cut off as instructed by Civilian Personnel Hecords- Equal Not yet determined GRS 1-25g Destroy when 3 years old, Crosswalked to DRS Legal Bucket. 

Adjudication Records bureau/office records manual. If no Employment Opportunity (EEO) or when superseded or Final language not yet 

unique instructions exist, cut off Records- Equal Employment obsolete, whichever is determined 
when subject matter is closed (all Opportunity (EEO) Records- EEO applicable. (NC1-64-77-10 

advice issued, case closed and General Files item 26g) 

appeals exhausted, etc.). Destroy 5 ' 

years after cut-off. 

General Litigation and Cut off as instructed by Civilian Personnel Records- Equal Not yet determined GRS 1-25h (1) Destroy 5 years from date Crosswalked to DRS Legal Bucket. 

Adjudication Records bureau/office records manual. If no Employment Opportunity (EEO) of plan. !NC-64-76-4 item Final language not yet 

unique instructions exist, cut off Records- Equal Employment 27a) determined 

when subject matter is closed (all Opportunity (EEO) Records- EEO 

advice issued, case closed and Affirmative Action Plans (AAP)

appeals exhausted, etc.). Destroy 5 Agency copy of consolidated AAP 

years after cut-off. 

General Litigation and Cut off as instructed by Civilian Personnel Records- Equal Not yet determined GRS 1-25h (2) Destroy 5 years from date Crosswalked to DRS Legal Bucket. 

Adjudication Records bureau/office records manual. If no Employment Opportunity (EEO) of feeder plan or when Final language not yet 

unique instructions exist, cut off Records ~ Equal Employment administrative purposes determined 

when subject matter is closed (all Opportunity (EEO) Records- EEO have been served, 

advice issued, case closed and Affirmative Action Plans (AAP) ' whichever is sooner. (NC

appeals exhausted, etc.). Destroy 5 Agency feeder plan to consolidated 64;:76-4 item 27b) 

years after cut-off. AAP 

General Litigation and Cut off as instructed by Civilian Personnel Records- Equal Not yet determined GRS 1-25h (3) Destroy 5 years from date Crosswalked to DRS Legal Bucket. 

Adjudication Records bureau/office records manual. If no Employment Opportunity (EEO) of report. (N1-GRS-83-2 Final language not yet 
-

unique instructions exist, cut off Records -: Equal Employment item 1) determined 

when subject matter is closed (all Opportunity (EEO) Records- EEO 

advice issued, case closed and Affirmative Action Plans (AAP)

appeals exhausted, etc.). Destroy 5 Report of on-site reviews of 

years after cut-off. Affirmative Action Programs 

l 



General Litigation and 	 Cut off as instructed by Civilian Personnel Records - Equal Not yet determined GRS 1-25h (4) Cut off on date of report. Crosswalked to DRS Legal Bucket. 
Adjudication Records 	 bureau/office records manual. If no Employment Opportunity (EEO) (N1-GRS-83-4 item 26h4) Final language not yet 

unique instructions exist, cut off Records- Equal Employment determined 
when subject matter is closed (all Opportunity (EEO) Records- EEO 

advice issued,·case closed and Affirmative Action Plans (AAP)

appeals exhausted, etc.). Destroy 5 Agency copy of annual report of 

years after cut-off. Affirmative Action -
accomplishments 

General Litigation and 	 Cut off as instructed by Civilian Personnel Records- Not yet determined GRS 1/27b Destroy 3 years after Crosswalked to DRS Legal Bucket. 

Adjudication Records 	 bureau/office records manual. If no Alternative Dispute Resolution settlement is implemented Final language not yet 
unique instructions exist, cut off (ADR) Files- Case Files: Records or case is discontinued.- determined 
when subject matter is closed (all documenting ADR proceedings. (N1-GRS-03-2, item b) 

advice issued, case closed and These files may include an 

appeals exhausted, etc.). Destroy 5 agreement to use ADR, -
years after cut-off. 	 documentation of the settlement 


or discontinuance of the ADR case, 


parties' written evaluations of the 


process and/or the neutral third 


party mediator, and related 


correspondence. 


Administrative Decisions and 	 Cut off as instructed by Administration Grievance, Not yet determined GRS 1/30a Destroy no sooner than 4 Crosswalked to DRS Legal Bucket. 

Adjudication Case Files 	 bureau/office records manual. If no Disciplinary, and Adverse Action years but no later than 7 Final language not yet 

unique instructions exist, cut off Files- Administrative Grievance years after case is closed. determined 

when case is closed an·d any Files (5 CFR 771). (N1-GRS-92-1 item 30a) 

appeals exhausted. Destroy 7 years 

after cut-off 

Administrative Decisions and 	 Cut off as instructed by Administration Grievance, Not yet determined GRS 1/30b Destroy no sooner than 4 Crosswalked to DRS Legal Bucket. 

Adjudication Case Files 	 bureau/office records manual. If no Disciplinary, and Adverse Action years but no later than 7 Final language not yet 

unique instructions exist, cut off Files - Adverse Action Files (5 CFR years after case is closed. determined 

when case is closed and any 752) and Performance-Based (N1-GRS-92-1 item 30b) 

appeals exhausted. Destroy 7 years Actions (5 CFR 432). 

after cut-off r 



- --

Wildland Fire and Aviation Permanent -	 General Aircraft Maintenance and Not yet determined GRS 10/11 a Permanent. Transfer to the Excluded; Permanent. Covered 

Permanent Records 	 Modification Records - Records National Archives in 5-year by pertine~t Mission item. 
relating to fleet-wide general blocks after they become 

maintenance activities, superseded or obsolete. 

modifications, or improvements (N1-GRS-04-6, item 3a) 

designed to meet programmed 
I requirements (as opposed to 

maintenance activities performed 

on a specific aircraft). a. 

Recordkeeping copies of 

maintenance manuals for unique -
or customized aircraft 

Audits and Financial Temporary. Cut off as instructed in 	 Management Control Records- Cut off when no further GRS 16-14f(1) (N1-GRS-91 Cut off when no further Crosswalked to DRS Legal Bucket 

Disclosures 	 the bureau or office records Review files"- Office with corrective action is necessary 5 item lf1) corrective action is 

manual. If no unique instructions responsibility for coordinating necessary, destroy 5 years 

exist, cut off at end of FY in which internal control functions after cut off 

files are closed. Destroy'7 years 

after cut-off. 

Audits and Financial Temporary. Cut off as instructed in 	 Management Control Records- Cut off when no further GRS 16-14f (2) (N1-GRS- Cut off when no further Crosswalked to DRS Legal Bucket 

Disclosures 	 the bureau or office records Review files- Copies maintained by corrective action is necessary 91-5 item 1f2) corrective action is 

manuaL If no unique instructions other offices as internal reviews necessary, destroy 1 year 

exist, cut off at end of FY in which after cut off 

files are closed. Destroy 7 years 

after cut-off.. 

General Law Enforcement Files 	 Cut off as instructed in the Security and Protective Services Not yet determined GRS 18/14b Destroy when 2 years old. Crosswalked to DRS Legal Bucket. 

bureau/office records manual. If no Records- Facilities Security and Final language not yet 

unique cut-off exists, cut off at end Protective Services Records - Police determined 

of fiscal year in which report or file Functions Files- Reports, 

is created. Destroy 3 years after cut statements of witnesses, warning 

off. notices, and other documents 

relating to arrests, commitments, 


and traffic violations. 



--

Incident Investigation and 	 Cut off-as instructed in the Security and Protective Services Not yet determined GRS 18/24a Destroy 5 years after close Crosswalked to DRS Legal Bucket. 
Response 	 bureau/office manual. If no unique Records -Security Violations Files- of case. (NC1-GRS-81-8 Final language not yet 

cut-off exists, cut off when all Files relating to alleged violations item 1a) determined 
actions related to the of a sufficiently serious nature that 

incident/investigation are they are referred to the 

completed and the matter closed. Department of Justice or 

Destroy 10 years after cut-off. Department of Defense for 

prosecutive determination, 

exclusive of files held by the 

Department of Justice or 

Department of Defense offices 

responsible for making such 

determinations. 

General Law Enforcement Files 	 Cut off as instructed in the Security and Protective Services Not yet determined GR518/24b Destroy 2 years after Crosswalked to DRS Legal Bucket. 

bureau/office records manual. If no Records -Security Violations Files- completion of final action. Final language not yet 
unique cut-off exists, cut off at end Security Violations Files. All other (N1-GRS-98-2 item 31) determined' 
of fiscal year in which report or file files, exclusive of documents 

is created. Destroy 3 years after cut placed in official personnel folders. 


off. 

-

/ 



DAA-0048-2013-0008-0004 

Executive Commission Records 

~ 

Cut off records at the end of the Records Created by Advisory None 
Commission's meeting cycle. Commissions, Committees, 

Transfer to NARA 15 years after cut- Councils, Boards and Other Groups 

off. Records in electronic form must Established under the Federal 

be pre-accessioned to NARA within Advisory Committee Act (FACA) 

3 years of cut-off. If a records - Files documenting the 

officer determines that particular Commission's establishment, 

records in this category should be membership, policy, organization, 

maintained at DOl longer than this deliberations, findings, and 

period of time, an exception is recommendations, including such 

permitted, but must be records as: original charter, 

implemented as a documented renewal and amended charters, 

standard and implemented organization charts, functional 

consistently within the bureau. statements, directives or 

memorandums to staff concerning 

their responsibilities, and other 

materials that document the 

organization and functions of the 

Commission and its components. 

GRS 26/2a Transfer to the National Crosswalked to DRS Policy Bucket 

Archives on termination of ( DAA-0048-2013-0008) 

the Commission. Earlier 

periodic transfers are 

authorized for 

commissions operating for 

3 years or longer. (Nl-GRS

07-5 item 2a) 

-
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[<_3RS·1 ~2~_a1]p¢.not GO.ncur.. !'~C<?~c:l;s sn_q~k! not Q~·retain~i:l !i:Jng:er t.IJ?n 1. Xear ~ftE!r 

aecep!ablti perfQ . : anQE! periqo:_ ~ugg$st yqu. di§cUSs~,with youi: GC: .:, · ... ·~ ••. ·: · 


: ~·-. ·· ..- ·.·· ·-·' .·. ·>· ·.··· .. ,. " ~· ....~ .. :--." '" •.·.· ~"·! 

. [G~s·1-25C:1].This tutqff ll'l~t~ction o$ing a~gg~~ Qf.e[lQ .of P('iri Which th~ rec.cird)s qeate9: '. .. 
rnay not provide for the adeqii~te rettimitoii _pf t~~seJilesas· written. · ' · · · · Yfas' : Ac!qitional cutofdnstruc.tiohs; added'in cr6~walk . 
[g~~1--:?59?.1:;~5eJJ?OIC,OiJ_I~.:b~.~X{l,os~$ito~kpye~e.ndiQgti}!=lr'ewn~oniof.tl)es~-file~../. : ·' .· ·. "'· . , .·• . . : ·., , . · ··· •. 
'SLI'gg~'stYcitl (!iSM~:Witfi:.yqur ~c.~·; ·;: ·;:: {£:···' ~··;'~;:.~.: :~~" ;~~.;.~;, : :;_.,; <;_;'•k,;:,f~,y <·:; ,.~ ·~:,e~;.t. .>..: · ('(Eiif.;•. : Moved'fo ~cifiC j'etentlon·and.adc:l.•instructions fo( -1-andc.~·Yr'.' · ..~ ·.. .R · 
[Gf~S 1-~6.a]:Tt:~is .h?s.!ln evEm~-qased t~gg~r, w~i~h would pi.rt Yo~;~, atnsK:for ~any d~strtictlon if . _, , .: · :,,· • · " 
you¢utoffatcreation.of.rec:ord.·: .·:.c.·.. ·::···.· ... :_';· ..·_:' ...~·:_·:·~· 

. [G!'~ 1-~1] T!lis.has an evenH>a~ed mgger, whi~h would pl,ltyol.l at ~kfor e13rtY d~structiqii if·:· . · 

.. you cutof(atcriaatj9n ot'r~rcl.· -~· . ,_ ·. . .... : . , ·. -· · · <· · · .•. . . • · . 


. · •·:·.. :·. -~~-~~:1-~2] P,~:~~;·d5ridcl~;.fr{~'J;r~IJ~i~'i~~~;ini~~i~rfs· :}e~~ffl~"~.as~h;,f~ttivj~-h~tE19~·:: 
·VJ.6.; : The reti}ptiojl period;would:nott5fidng:erioljgtit6dhesil recor&s~·· :.~·.• : .: __ :'"·:. :<. ~- ". ~ .. ; 

· · . ·~ [~RS 1-33"!] The·GRS rete~tigf! is ba,Sed on a ·uniqu~ cutoff rel~ted to an· activity,.which may la'st 
·h:.::VJ.·?,.' :-: : longer ft\l!n tl)e D0l.rf3~enti9JJ.Ot.t~re~ y13ars afte~·creatipn. ' · ·. ""···' ,_. . . ·' : . 

1:,~~ ~ ·~:,~ ·"~(·J'~~·~;~·.-~ ,", .~~;~~ ...-·::;,~. >:·..,:.;-;,:> ;": ;;:. . _:,~:· ;~ "'"' ·> ,,- ,".,' ;:".;,~ ~·~ ..·:: ~·.; ~T ".. ·\:,..·'"' ::.:>~~-.~l:~ .::~:::· ~-:;\....'·; ""! ~ . ;.~ ",' ·; ·:> ; .•• 

. :.:;~:: ·.•. _,. · r~·Rs 1~~.31;;.1:~33~ldh~-'@R~·:iet~~ti9.n~t~~tia~~·~{.~liJ;l.iqu~'cuti>f((~@f~~K~ii iJitwit}l; ... , 
-:" ~ YT:s: .:. . whic..h.iJlayJa'st long~r-than Ui'e.~DOI· reteotior'l·pf thr~$. ye~f§:~fi:er: tr('laticlnrc ·. ·· -:; . . ' . "· . . . . 

.· [¢R§,·~-~~~~! 1t~~p2,: 1:"39~; 1·#~§p,. 1~~9~1:;1~3_~:·:1~36~1a/ ~ -~~1bl t~~~ h~~~ ~D ~vt;nit, · 
f:la~~trlg9e~~!'ov~iC!fwol!Jdg:u(y~tr~~ n~!ar~~iirJY;Qestrugjq? !f-X9t!~'CQ!6(t,~tl?E!a,tt~r.ef· ~rot:: 

~ ... .o:.:~· ~--··_- . ;, ~- ~ . . ' ,-; ·.; --~ ·.,-·~0 

GRS.1'~36a~ NOTES:(~ i Oiscipl'in~ry action case flies pertaining to aCtions t~ken against . 

employeell for drug.use; drug ·po!)ses5ion, failure to:tciniply with drug test\ng proc;edures, and· 

similar·m~tte~ ap~·covereifby G~s·'.1., item ;3015, Which.<:iuthorize~ d.e~tru¢t!o11.9treeord~ .. ... 

bel:N~n 4,afi~C'T;;Yt:ey;'~ft~iJh~, C?,~e is}~lo~: (;?) A!IY;~ros eolie~ !)y.ifefn~}368-e th~t 8t:e'. 

~~:Vant t~Jitfgatiq~q~ai~cipJin~_riiacilojis: sn'Ool~;tif:i. oisp~eq:ofp?'e~ni~r'fl:\~tJ'ip~:r,~~~~::·~:~;. '~. 

liti§?tior or 9dvet$e action· ~se. ~te(s)5N1~RS:.Q8;-1 'No.tes t fi'r:ta ~~ . ·" >'' .' : ;. :. ·. : ·.:. · ··· ''· :.. : 


.. . ,. ' '., . . ' . ~ ~ 

GR.S1•3dl:i NOTE:. OPM has determined tl)at agencie~ 'may d~t:lde'how long, within ftle.range of . · 

.4 .tci 7 ye.ars\ gnevan~ ~rtd adVerse action fil~s ne$<1 to be ~etajned.·To iriJpleri1enHh[s autboiity, 


· ea~ti agency rfiust sj:ilfa~t.<?nE!.Ji~t;d rt;tei'ition ·pei'jp9, beJ:'.;le'¢n4 ~nd'7·YElars:f§r tl)~ eritlre.!:>~rie.s' · · ' · . 

cif:it~ etel~~ eas'~~/(~.t~(?Rs:~2~1~ it~ifi;:3r:ft>fi5.te}~;·:. -<... , . · ·, - ; ·~. ·:: ·",Y· _,·: '· :·:;: :~. :~· .>:~ -:··}(~s: :. ·. 


.. ; ;
.I· 

: ... '··~ ~.' ."·, < •• • : • » -" .····~-~·-. "'.·•• ·~ -. ~·., •• -." ~-.' 

[GRS -1-37, 1-38]These GRS r.etentions.~r!3 based. on a unique.cutoff-rel~ted·to t!.n actiVity, . 


YE\0 which .ni~y last long!;lr·than the DOl· retention of three y~ar's after qeation. . . . . . Aa<;litl·o~~l cutoff instructions add!3d. in crosswalk 

. - --.... ' : . -. , ' 

. =· ··~: .:·, l9!'§ 1,-;4~.]. l:hi~, n~s ~I) ~v!¥flt~~~~ect tri~~,et;, w~ifh:W?.~.Id.P_l!fYO!f ~t ~.:>k fo~ ~~rly ~-~~tr.uction. if'~ 

<:\!:~1' ..::. y.Qu.~q~t~ift!'ltcte~~o:n\9~'re~rcr ·<:,... :i~,,;·:.: '}7 :.. ;/·::.:. · ·. ~'' •~ •·:.~. >.>·.~ .;' .~ ~:. . . .::., , . : <:.;; ~d.d!t;;~iir ~ujpff: ios~uc~9~~.id9~4x~~cr~~~gik~· ·. ~ . : 


http:it~ifi;:3r:ft>fi5.te
http:f-X9t!~'CQ!6(t,~tl?E!a,tt~r.ef
mailto:1~~.31;;.1:~33~ldh~-'@R~�:iet~~ti9.n~t~~tia~~�~{.~liJ;l.iqu


• • • • 

•l,' ·' • - •• • ~.- • ., ·:• • ~,.·· * • • :··. '.· ••• '·.·__ • ··:{ .~:. ".. • f. ~-·· ..• ,...,...~ • • 	 -· 

[GR$ 2-18, 2-22a] These GRS retr;mtions are based" on a.unique cutqff related to an activity,- _ . · Additionaitutoffiristt~ctibris add~d in gossw~ik; ?"22~ sugg~ted , .;; 
"' o . • 

\{~3 ··. which. may last longer th_an the DOl retenti9n·of thre'e y~ars afte! creation. : .- . · , , Yes . fqr IT item ·(001 b)'inst!=!ad . ·_ · · · · Ct.it~ff·i~u~ · 
~.("': --.·~ · •·. [GR~.1'5-2~J.;This:l:la?:~u],~Vent-,b'~s.El9J(igg~~.w~i®.wouldi?:J,I.tyq_u,;,itrisl<for,e~~ly'd.e~!fl!cliprjtf . ·.• · ·l , ·- - ·.. ~- •• :·-·.e.',. . · ·. · · .. · _ ·' · · · ; . . ,. e., 
····::::V8.4t'·;~. yg'y]¢~gff.~ttcie~~~u1":of'rewr9;~:·~:·.~.;~·· ·-{:-<:1'':·"~-'':..} ~:"-~:\~; ~;,~:._,, 'i-'<1/:{:j/;~,.:{ ,,:X·-;· · .;_.;::y~ ·.·,, Mdit!wial et:tt9tf-ibstrQ~ti9n:~'~<;ld~incre>Siswa!l(~: , ..:-;;, ."·: _:---· Qut~ffi~ve·:. · : . ·. ....~,- .c·.. 
_::-F , ;<._,_;·-.-·.· .. ··•·:· ·.·- •• , ·,.; ,,.·,._.c ;' ···_; ·-:• ..": ,;:;·--.:··· _: ·.:·:.7· ':}· .-F ~--~. • ·."'· c·.··•>•'-•'7• '·"···· ··;:·:-··,c:•. ·.·· ·: •.:,•'···-_r·· ..·:··--•··'f.'c'"''':-··· '!:::·r 

•·· 	 -~'·· [G~S'15-4;,"15-S~,1&:.6]"fties~GRSr~ientlons'arebase_a~nauriique'cutoffrelat~at~~~ ·· ., ·,-~-:' · ·' · ·. · - ···... <· • ••. ·-.--.~,.- · • • .r_· .': 

\/85 .. · activity, which may last longer than the 001 retention of thr!=!e-ye~rs after. creation. ·Yes· A!:ldltion·a] ciit(?ff instru.ctioris addeCI. in crosswalk · . Cut-qff issue 

~ ·-~ 	 [G~~ J-23a3b, 1-23a4, 1-.~4a~. 1-2~b2b]'.Th~,re;co'uld t)e,a potenti~l iis~ t9 Y9LJ(!=l'9e,ncy'to .ke¢p: ~ · ':"<· ·.· 
V8.7;,· . t~es~.recof'ds lof!ger. Sugge5t discUs!?iilg '#i!h_your GC:.. · . .. _. · ··· .: .. ~: ._ . · 'Yes Removed _ . • ,.. · Requires,further irivestiga1ion · 

. :·.<'. :r:. ; [GR;3 :t-:?31:>lD'o.ngt-~fiC!:Jr., HqV;{lwiU to~ a~rfl.r:tiC!9a!ett~1nee<tto f~U;lin th~JoJg~~lof·SE9 · · ; ·;·. · :'' · · .·.. : · · ~. ·· : ·· . : «· • : • • ·.-:· ••• ~ .• , .;. <;:Jarif.l~ yia Vq[~ri¥:a~·a c~t- · 
)·: :;ya~..:;-~:- ~ppofnt~s-~slng.tl}.i~;·"Cuto.ffrittstiJJ¢tloll?: ,. : ,'~~::,-·;..:~.·~.:··T· ·:.·...;::.t~~?·:·c'~::i·,.·.·;, .-,:.::··.· ::::: '·; ~~y~:, ..:~: Rem6.Y~ :.. ::.;;t~:·,.;::~>:.~,l·\'_\,~ ..-;· . ··.·;, •:··::: .• :."·-···: ""i:Jo2 ~·: · .. '•. : '·•.:;; 6ff)s~_ue~:.~~~· ·_:~. ·~·.'~"~ ·'~·;_,;~~ · 

,·. :• :·.: :<- [GRS:1-23b4]Th~re cciul(,i.bea·potehtial·ris~ tq:yoitr agency-to~keep:tlfesE!'l'e0)rds longer;. . . -"~ •·. '' ·.: .. -~ --... ' '.' '-' '': · "·. :" ·'' ·~; ;, -~ '·' :~·. ···:· "·: '· '- .•· ~:-'\' >·'·r 1::':• ' .•.-. ::.- i< -~ ~ ~-. 

VSS Sugges~ dis<;!-issing with yo~r GC.. . . . . Y~s Removed . . . _ '· ~egulte~diJi:th'e(in-?e~tig\;itio.n .·. 

f.3aP.inarid~ll·andAcqUisition:Managehient'::4~mJtine-- -:•• "·-- ·.,·.. ··.:,·.~:--·.c."':-.:::;~·-:::.-:~.:_ " ,; __ ~: :...- :'···:.; .. ,.,..-.--,._, . .,..·, ·.-.--.. •.. ',. :--:~.;:-:-'-j;~.,;-·__ ,c-:·.,.,......_.>·:· .. , . 
. ;. [.GRS ~3a.1 p] Procijr!'lm~nt files. ~iia~r, ,tlie simplifie.d acquisition threshold end up in \he D()l \. 

· ·. :: ~. :. sched~:~le a·s seJ?arat~ f!'B~ th?!1e r~:Jcords "m~in~in~d for ~C¢?untability." Thi~.'i?' absolu_t~ly . . , '. 
lu. • .•:,~ ~ng: ::T~_r~~o~s~c9v,~r~d f>y~.RS:~}t~m~?'t>:af.~~~¢Puntaple:r~c~t~~: : . -. . / ·:· .. _';. ·:::; .• . ·· . , ~ · ,•. 

I'· .-:~_;;;;A~~-~~~::~~~·~~~~I~m·;t~~~:~tehrlo~:\h~~~~:.;~~~;~:~-~l;;l~~~~fo~~~~t;·oi~n~T~::: -~·. ,_·~,:,_~J·: ;~ ... ".,:_,,.: .... . . " r•. . '·< ·::<;l~::~~~~;f_ ;. 
: payment; the'DOI ~tention froni date of (:reatioh: Recdrcls _run the. risk·oteariy,'qestruction: Tne '. 'Titles aojusted for fuis (~~d b~her) issues; Specifjcg~'idarice ~dded': ·:· .t '.' '•.·. ·' ' 

. V91 GRS -r:earn dpes n6t concur. ' . ' . ' . . . ' . . ' - Y~s -~ in.Cf9SSWalk. Description updated. . . Cut~o'ff iss.ue ' 
• . .. ... [GRS13-5b1]-GRS ~teintiop·is baSed ..on ~n·~ventw.ho5e·timefrarn.e cannot~ ~no_Wri, ·I~ may··· .: · • . _ .. ·, 	 · ·1·- · 

_..:;.~,:::'.~,:•. ;13'~$ily"i)ot~~(~~tiuolllJ.~fJet;s-y~al}lpa,s~~~~tjoJ1."R~~s_a~~.a-ttis~.torearly.~~triJf::ti<;>n<···, . _ ·_.. .'~ ... _... / _.-. ·" , .:.-. .. . . .... · -~;~..· ... :· ;..::: :.. ~:: 
':''~ \11:12 · .~-'~~ :ni~.<3!1$'fE!i[riJ.d~s~not<eotl¢1.l'f:: . · ': ~~'~::>.~:'•~\~·:~·., ~'.::.!7{ .•J .. ,~. ;•:,, .:·"~~.c... ~\·;··.:: >· 'K:;_v ·:. ·/fr.e;:t.(,:, Aadioonal Cfitc:>ff,in$truqt~qns aaded-tn'crosswalk· . ,- : ····;;; ·>. ,_; .G1Jt-9ff~iii1$.1,.1_e_<,, ~:iu~:~, :.;,.<: 

[G.RS ~~b)·l'~e GRS Team con.cu'rs oniy ~~ciil)se it believ~s. t1i~ ~·~~ iteOi i~ ~~ -~~n-~:~/.: :· 

reflective of conterriporacy work proeesses~ ·It is likely to disappe~r in·afutur~ r!'lwrite of .. 


· ·. , , . . supply(ifll.(e,rifory .manager:nent re'Cords, That.said, the DOl retention, calculated .from ~at~ of 

I t/;1 ~ • 

· . ..: .Y9?> }·> Cf:e~tior:f; i(ri9t g:::s~a:m~m§tch w.it.h the~GR$·ret~(ltiQ:n; calyu!at!ild-ttqm .?!J eyenf.' ' :.·' ..,tc; '· Yes·· Adqition:cll:ciJtoff instructi~Qi adcled:_iri.cr~:ssw.alk' ·~-- . · Cut-off issu~. · •.. · · . , ·· 
·: .. -: , -•· [G~S.3-11, 3-14.:3-1~]-GR$:retentloti !5 ~lcul~ted fr~mi an·ever:tt·of an uriknow~bJEi·fiJtlire_'~l:lte~ · ·: :--.··: ' · · ·; ·· :··:·., ,' : ·, ; ~:- . ':: ::' , >" > :'_ -~. · 

DOl~ retentiOn is caiClJiatedfrom c"reatiOn. Rt?cord~ .~re ~t riSk'for,9arly Cf9struttion: The (3RS : : ·;>

V94 Team does.not cbncur. ' . . Yes ; Additipnal cutoff instructions. add!')d i~cro~sw~lk . :_ . 

[GRS:3-15b]'qRs retentlo~ is ·calculated frorrpiri ev~nt of an· unknowable future date. DQI. . . _ . ~ 


·· "· relentiqn,i~.~!cyl?te.dJrom.creation;:Re"CI'in::!$.~1'e~(r)skipre_ar:ly<;iestfuctiqQ.m1~~R$Te~un-: :·· .' .-· ·.. ·· - .· ... _.•. • .. ; , ....·" 

. v~5;~·;..: <w:~s~riHf~QCUi:; '. ~.'"..;;._/: :::'~ :._;j~: ,\:t.~::~;.=~·~,'t>':'·;;.:~;;,:.>t·:- )·::•.•. :·.-:. ·.,. ~- . ;·_.:,:· .···''(':=:_·. ·,:::. ,.y~-'--' .: Ad(liii6nal:giiioff.in~tru9ltO_Q!;;'~C!~~a.: in_crq§SW,cll!<·: ,· ~-



· I§R$·p:.t?.~l.G~s.~r~!~i:IYqrtt~·,C§!~.~~~~;:fJRIJl:~r}.1~Y~nrot:~nunJs~9~~bl~7f!l!!Ji'~;o~t¢:.ogk::-~. ~~ 1.: 

.i.t:J~ntion1s·c4f¢:~1at~d;frpr:iJ cte.a~pn...R~~<:>ra_s;?.rt?: at:~~~Tflt e~/fY pestr\:lgRfn.·. 'I_h~ g~~ ~eanJ.~: : 


-· doesnotconcur._: ~ ·· · ·. · . ·- · __:_·.- <:J 


·: [GRS 4-3b] GRS reti:intioQ is calculated-from-an ~verifof <in iJ.nkriowable futurj:~·date, . 001 · · " " 

. ret~nti_ori Is,ealculajeo fiom ~_re~tion 1• Req>rds are·.~t fisk for ~~rly de8tniction. ·Jt)e GR!) :re;:im 

do~§'-notcpncgr. .,: •:_: _: · .. ·... ·1 - · :. '. • • - · 

l(3Rs·&4;·~~~IG~R-t~ten!i()!l ~~li?ulat~fi~~IP!!i.D?~"~D.t~~~a~~nKri .13~1e !V~rfi!·qat~:,oqe::· 

~tel)~o~ is calcillat~ frorrrcteation. ,Records-~~e at li~?k: for early: . -~ (;lion:. Th~ qRs T~~m·, 

does' not cOncur. . __ · ·' ' · ,,- · - · · ·. 


. . . [(3RS· 8-5]GRS ~et~nti_op is calculated from. an event· of an· u_nk:n_oWable ~uture date. DOl 

- · ._;: ·, . retention iS ealeulated from creation. Reeords are at risk .for early destruction: The GRS Team 


;:.~~\t~9:_h': a2~~ n6.t¥ti.ctic:~,L -.· ·_ -: _./- . .,. . . -- - ._ .' '". ,_ ..· - -. . 
[G~S:~oJG.Rs;cetentjon~~-calcl!l~techf(o)n.an.eveo~ i;lt>~n unknp'{ia~le~fufilr:~:PC!t~.-:o.ot·- ~· t;: ..... 

. ~eJ~t;~tiorf,is GaJculat~~ frorrr ¢ieation·:. ·R(~cotds are.'~f'tisJdor:early d~~ttuetion.". T!ie~GRSTeaf.if. . · · 
. V100. d9~s not'~ncur. ~ _.: · · · · · · · ~- _. · · ·.· · ·· A&di~on:ai·9utott,i~struc~(on~:addedin-if6sswai~· _. .. ~ 

. . . .. . · Proposed new wording fqr_ cutoff to allow:fqr ~~captions. to tpe . : .' : .·. 
:..·.. , .· . . - . . . . . . ..·.,: . . . :. . . . . . . . .. . . . . . . _ . . . . . . . . •. . defa,ult ipstrUctiori_s. Detailed in c~os~walk anp refen;inCed in -updatec;t.. 
;>; '~"-~ ·._;~ :~: [D\sp~itionJI)stryi:;fi9hl:M~ny.GJ~.$ itefn~)ay~ .?!l)W~rit"b~~~:~igf{(~;g,_afte~s~par~tion; i~': ·Y·. •· ." ·_ ·; . · <;teJ>9iP.~onfcutoff. Many it~rhs Ji9t §pecifi~l!y'calfed:oiJtby t~e GRS 
:; :· •\1161.-, ~ ': ~uWr'Se4e.9;· caS:e: is~¢16~~. e'tcS'H~vi!l~-\:l~f:Y'b~{s~:ic(ci,f(qlf ~utS b61!~(rf~k fo'r: eany9esirYttton:• ;:~~:5r~~ ·', .. teari.i:h""av~:alsi>;~n)li~.~t~, -. :...· ·;'., -~· ;;:. :~: -.;J~L'· -~ .~~ 
1.3b Financial ahd Atguisition Management- Actouritable (now-"Long:temi" • . ' - • · ·" 

... ,· .. . ·... .[GRS 3-1 a] Th_~ GRS; lei:im ea.nnotcon~ur in thiS, P,endingr~view of how the 1O~ye?r r~tention 
. . , ' ·. ,W!i~ qri_g,ii)~Jit~st~bljsp~~~:~::rhiSJs•(l.n it~iJJ 'wh<?s_e. s~,1~}5 gum.9r:~:~?S hbtl?~ lo~t~d, Hntil we' . . ' ' . ' ' . ' ' . . 

1~ ::· ;~-,~:; t<Jl9W;th~~~asp'ls,~lli~i:f~e: 1!}year r~te.n,~or:t(<!~~ t\~Jiinot'bejn !?!If:r!?~!n-~!?rk p1Mf9:f. •· , , :. , .. "y\ .' t~e.!Jii~~:u:~~~-~~'PtoP,~t~cJ~te;min~tio!l ~JI.~_~1rn?J:!e ab"Oyttl)~e. -~ 
:;' V-162 ·•·· . anptntk'Y.~\'Itpr'_iWo at.leas~);::'w.e !iti:l"-OJ'ia~~'.t<'rd'Q~~ur;if\ 6oi:~-pr'qQ9seg [edy_cpqr). •·• ~ .:·.'' .. :_ Un~(tain' . 'r~t~fi~idniof:_this)tetiJ · ., • :/: ·/:-!'! 

1 
• •'" ; ~ • . - "'~ '· 

; .- , :~ :[~~~,~~;]:~~~~~ ~~e~·s:~1i· b~ ;~~ci~~~-,a~ ;p~rt of~~,~;~ ~~~~~~:n-nim~i~;-m~~~;~~e~~ ~- - .· 

V,1 03, ; re~r:ct~•. sq~tl:)e <3~S·T~rn pffe.rs _neither concurtene,e.nbr.denial.of. conpurrence: .- · 


[<3RS 6-10b2,b].~RS r~tentionis.calculat~ from an l:)ventp{ an UIJknowabl~ f~,Jture dat~. DOJ ' 

· ~teritio(l; ~ .calciil~ted'from~~inq offiscal yeat. Re~c6rqs life. c;tUisl< for earty d~ti1Jctio[1; The . 

...~l\s.:r~aJTi.a~s.:not~6_rl9~ur.,:. , · · - ·-<· > .. ··:·_: '.~: · . ·.-' :·.: . . ·: :· ·, 


[GRS S:10c] Gas, reteritibn,hfealculated from an ·event'bf·an Tinl<hbwable- future;'date.: DOl ;· -... ·• -~~ ~~:~~~:~~·~~~;~~'\
retention is.cai~IC!_t~<f'frbm end· of fis~iye-a.~. · ~ec6rd~·-are:a:t risk for ~arly.a~~ction. The ···.' (·•·•;':. 

1 

1V106. GRSteam does·ilot·c6ncur. · · • _ _· _ .· Cut'-Otf -issue ,: • 

[GRS 6-1.1 p] GRS r~t~ntion is calculated from an event of art. ul)!<nowable·future date. pol Investigation necessary. GRS' 
retent19r\ is:calct,ilated .from end of.fis.~l yeaL Records are ~t riskfor early destructiQ!l. :fhe . . ~ . . . . r~fers1to other items_. May ()e·

::>v1ot ·: GRS:T~cjm.~o.~s.f!ofc9ngp'r:~.· :, .. ·.. ..:., · ·.._ ...;,_ :,· :;~ ~:. ;.~ · .·. ·:_:;~.-. _ .-'- .; ::_. ·Yes . ::. 'Adaiti(>nal;c!Jtqff instructio.ns adqed in crqsswalk' . ' . ... ·. erron~oustf.il)clud~-- , .. 
. ~ 8roposi;i.d newwoi"diJig·tor:cutoffto~llowfQrexceptioh§tQtlie•.'>~··'" :;, " ;_;.(- .. : ;' 

. ·.. ~ ·: ,defa,ult.instru~tions. betaile~fin crossw111k~na refe~rJ~ct)ii-'l.ip(i?tl!d' .- · ·:, . 

[Cut c5tt lnstructlo-IJ] Pl~ase proyid~. s9tne details."on\vhat cionstitlit~s '"dosed._" tne GRS ~pell~- · des_cription/cutoff. Maoy items not ~pecifi~Hy callea Mt QY the GRS 


. -. .V:1Q'8 . Ol,lte~ch trigger;., :: _ . . . - . _. . . Yes~ .team hav~;r also been updated · C:ut-6~ is5ue . 

.. , 

http:instructio.ns
http:concurtene,e.nbr.denial.of
http:D\sp~itionJI)stryi:;fi9hl:M~ny.GJ
http:unknp'{ia~le~fufilr:~:PC!t~.-:o.ot
http:G~S:~oJG.Rs
http:R~~<:>ra_s;?.rt


:~~;~~~~:~14i~>:.j~~ 7f:~ ~~,,~~:£:.}::...-~:rf.~,~~~;;::~~~~~~ ~~:~",- .~~-f-·.:_~-*:1~:;.. ~.?~~~~·~\:~:·:~;~.~··· :"·~~.;~::~~ :: ~ :." ~·:~:~.~:.. ~:: ··~~~·~·~:~ !~):~;~~~~ 1'\ 
(G~s:2().,:sa; PR~·~O.,SbtDCi· no~ qtin¢W, Tl:i§icutoff iryjsth:i~ygo\a,s. Rtopgsejj'qO:e~..n<;?t:t'r1e$lfth~! 
activitY.-basedbasecHristril¢tion requirement · ' · 'l!· •.· ., · .:. 

[GR$ 24-Aa1; 24,4a2JGon9ur, HOWE:l)i¢r, a word:ot~utiQ~ b~~~se it iiS npfrecomm~rideq to 
;\<~ep sy~!$ bCJ.~ up$ longe~·tl:i~n\.Vhen tl:le.l]extfull b_a:.c*up oei;:lJ.!;§. . • · :. . .·• ·~ .. ·:.' · 
~·~·~;;·.~ ~· ·:~~;~·~~~~·~(~~:r·~:~:::· ~.. . "~:~?r:..//. ·· ·'; :>:~.*·.... >~:;,~ ·-:~~>::.~~- ··T~: ~ .··.~:~t;-;(··~~·.:~;i ~: ~~-~~~;;:~' ,_,. . --.,.~ ·- ~- ·~<~·~:}.i"~~ ~:-: 

·. [GR,S 24~7]' Do n'()t'concur.c T'hi$-cut off instruction 'iS time-:t>asecl:\vhereas'the triggei"Jc;>r; tfiis.: .. . ·~ 
... disp'osftion ,instructiorH~ dependent on' 'necessary folloY,-up actions '·being eompletech . . . 
·.. [GR~ 20-11 a1] Concur.. In thE? ~raft GRS out fqr govemment-wic;ie review, ·we·_have proposed 5 
· years r~tention for the~e files: Howev.er, .3 y!'iahs ~ol!ld work. . · · '· " . . · · : . · . 

~B~~~~l;~~n~~'ft'h~-k!lrft~£~~t~6ff:t~v\~ii'fte~ds·~~i~~-6~~~~i~~~~ehr~f;~,n~~~~}:·••. 
_; ·' entefi.>Qse af~h!tec!ure a~.d ls'not fimeybasecf:'tfoweyer; yo·u might'y.tafit-fq0>ofirhi~n~w itef.CJ.tion~ 

corrie o_ut aniJu~lly, qe~\,Jse if s(!, this will i:n,ost lik~ly work. We .just ha\t~h't looked at thiS in . · 
detail yet. . . . · · · . _ . . 
[GI\~ 27'-6] C~ncur: Note~ Qtfipial ag~i:l,ey policy recqrds generated oy the,CIQ:are i)O(!X)Ve[~q .. 

li-. • •• • by-this1ifern. T<hey.are conslcierecf agency poiicy·and iss'uance recoras and are' scheduled:: .. 

v~·14,.,. elge\'.Jh·;.:e. <N'1'-GRs·~·i·tam;s.'Note)· · .· · -~~< .. ;~:·" · .. ,-: ·,··-... ·:.. -~- • · • ;_. : ··,_:,·, 

• • ,. ' " "- - - _. ~- • ·~ ;.< • .l• " "' ~ ~ " ,. • .l ' • ' " " .. 

, · tcU.t ·o:ti ln~trL!Gtiqp],ManY, (3RS items have an e:ve~t~ 6a~ed 9utoff (e.g. after separation, is· 
' . ::V1il~., ·,: suP.er5.~d~d;~~sej~ gl6~eP~ et~.rt:tavlilg aa l:la~e~· cutoff ljtS OQJ at: risk f(jr, early~desti\Jction. 

~: ,:·.-, ·• ~" --~·,!-' ·, ~-.:. ~,' <~ .· :·""'~~:"·::_c~.. '>·:.:·: -~·. ".<<"' ··/·~- .'~/','_ :·~.•'"~ -~··"~: •.:·,_: ~ • .;~-:-.>·';~~·:;~'· :·~:·~,: :-, ..·,~"': "- ~:~t>: '<~~~~, r' 


·• -.. -· G~S.·t-'t~(2);-We:foun8;(3R:s''1.-79 (2) titedJor tw.o differe~;~tit~m~H·HQutirie!Fjle~,·":I;;)M~O~·~ ,_ ·: 

. 	 2013-0Q01-000:?,: Survey.·File$- Inspection, au!:lll arid su}V¢y files ~m;i Recoi'Qs of Specific . . 

Te.mpq~ry'VaiJ,Je.- DM-0048'-.4P13-Q001-:()Q1.5, ~urvey Files, .ln$pectiori, augit; and:suivey filelS . · 
iri~lug}nJfporr~spp~qeoqe~ t~Ro~;. ~oi:J qiher recprds ret~Ung to il)s~WIPM!• surveys~ 9~\S. . • .. 
aQ:ditS;;.a.nd.~~l.!latio!lS:NI.(~·~~p·!;i~t·~fn~th,at!h~~'reqo.rd$~;so~SlulQ;a~~flif1~t~f J::lM~·: . 
2013-0001-0015 at'all·beeause· they are-survey files·.specifi~lly 'rei~ted to'Position\ : ..::: 

Classifi~tio\1..They'would:not appea{to .fit under Financial ano. Acquisiti6n Management:.:. 

We also have an .issue with ~ow the cro~s~alk ~mpl~tely !~aves out any connection this iterri 

has with' Position Cjassifi~tion. fiJes: The deseription· ij'l.the- Cf9SSWal,k eoul9 9pply. to any number 


: Qf Rttfer;~U.rV~~.fil~.s,r~lat~ te}~~,c~on.; aJ;J~i~ !:!.tc,Jhat~re·n()(~f?li<?fic to··P,o'siti~ll·. ,': · . :· . , . : ~. 
· CJ~~If!ca.~o~. :fp~\~4 p(ooi~!TtthB;tne[E¥1~· t<t~e.foeec,r·,w~. tE!Wrnm\fo<;l' tfla.t.J?e>l:gqjpJ!ll[Q~/:·•• 
· tl1eir·_cf9~wi:!Jk to·ens~r~. th.a~ tti~y hav.,ENncoipqrate~ all·d~cnp~ive·levels.fot:~R.S itE!f'!l'S in tneir' • 
crosswalk and mapped'iterr,is aceordingly~ · 
GRS ·14.22a, GRS :14-22b, GRS 14-~c.GRS :J4-23:These items' c;:urrent.r~~en~on is tied (in 

.. part) to some futUre action Qrevent ohm knowable· date. In addition, all ~re El,i~er/or options . · . 
,; -~ :· d~f~~~iJ,l~~.tQ 'Wiii~~~e:~ )~J_a~~(u: :t!' ~re crl)~$'!\'~l~~o..to?n \tefri :NJlli.'a, sp~.sifi~~q~s!ru.~?!l~?~t~. 

.. :-':. . ·.' : Ttie pt(ipds~drn8Qli~Hnstl)Jction statjng..tliatrebcir!\ls c<rnnort)~:destro:rea .until some Mute .., · .. 
.· .· act)on or event has. qjj:urfe<;i is. nof sufficfenfto protect SLiGh r~P9}qs·. ·f~ese, item~· current '. . ' 

retenli9n statements should st~n!:l. tlowever; new GRS 4:2: is· on ·the ho~9n: itcovers th65~. · • 
.. 3 records with' a blanket 4-year ret~ntil,)o: • .. ·· · .No 

' ' ... . I • ." :· ~ • ', • • " 
,~ " ,. " ' . ~ 	 ' ,, 

:~:..:. ',,;/';; :.:·~:). ;.:~·";;:: ~~:·{.~i; '.~.:·,_.)}·;>-',.,)·,/,.:~·,,
[P!!r Val~rii!] Revj_se tf1e ct«;l&svyalk·.ikim ~e fo."Posipon. :· 

ctasiiti~ation: ~urveys.'' Concur: Cnange imple111ented. ·.: 


·( 

·. lPkvaterie].Remove ite~s from.schedute ant~ crosswalk:. use• .· ; · ·. 
-~~ ~~~:~-~§;~~m::lns~~...~:~i{b~l~.·~~,e~i;~:t~·!~~~P<!,:(~e~r; :·: •.:·. :: ··I,~-'~'.·~ ... : : ..: : · · :·. ·,· \~:. :.~' 
reten~~llm. E,~DIVIS. O!'ce the G~S S<;hedu~e is i!P~r()V~<I. .. , , · . f. .· .. ' . . . , " . ·.,1 . , 

l;xpla~."!tion ~li~E3n to G~~ tea.ITl; subsE~quenf discusl?io~ resulteq· in Requires discus.sion.witfi·· · 
concurr~nce. Items can rem<;!i[l mapped to 7.' year. retel}tion:· _ .. .. NARA 

http:d~f~~~iJ,l~~.tQ
http:Howev.er


0 

:·.~~. ;..~~,~~:~ ;·: ~~~··~jt.;~: ~~::':3:~)~~:~,·~: ·:;~.r ";·,:.~ ;~~/~~~.:;:: t ::;.,: ~..~......~ ~.:.· .. '/, .· .~~ ~t ' ~ ·:~~.~~"~;~ •.• .:· ~: ~~::./ ~ :· ,. , 


·,. 
. !' lP:~(~allirj~lgija!l9~ t~~·titl~~in~~cr9~wai~tQ':':Tet~t~rn:~ ~ .': . 


. File~ ln·Suppf)rt.ofT~Jeg~ph B1lls." :Also ~re you a~~ety ·· • , . 

creating this record'? If not,- I would note tJlat in the. ctossw'lil!<, • 


>" ·. an~ .weiI as: (ny o1J1er pos$ibly ~e{4nct record item~;..! ,know that • 

: '• ~ :~ /\'. ',, • •, ;I: ,~}. )6> ·' ,• • • ••; , ..<; ;' \ :;·~ :, , :. ;/; ' :, ::-. . . : thiS isaday~fo..War.d ~cl\edule·, 15u~ io th~ unliltely eyen{that' •
••• • I • t • '@p 

. 6'Rs &:9t\lvhlle~we:&figtir:wittfthrs ~t~rit16n~.w~·fi6te-tliaffne· trO'~~watk-f~ils to, mention?:tttat·au ~~~"~f!:!:m!ll~j~b!' .f!l~e:.~~.?rd~J:X§~ ;Y;i,I(,J'!a,Y~~.~ sc~~d,u1!,~~ . 
· · .·; ' t!ie' G·Rs ·item'is supposed io ~ver is .telegrcims-tlla( justify ·a';tel~gram invbice.··rh~.-~slm~t~' title;··, '. , . to use. concur,_ Note.~notaddE!d on· accoqntuf report~ thaUJ;lese · .. 


:4· : ''T!'llegrams" conyeys a very differer\(idea,. .. . . . . . . . · . .- . . . . . . . .·. . . . . , •.. Yes . recor9s. are .still being created , . ' • . . R&.titfef· . 

GRS· 14-36a, GR$ 14-36b: We h<!ve.it'on gp6d au.thority that the way agenCies fi~e tliese. . [Per Valerie] Remov~ item!! from th~ ci'oSliswalk. U~e the GR~-

•. ; ,reeorqs;now is:witl'l the erroheol!s!Y·I'l;)te<!S~<t r§C9r<;ls:on the grounds tnat it is· ne~s~ryto ·. . .·. . . ·· , ins~ad. N~vJJee9baCk from tbe !)01 Privac{office inditatestb.at' , . ' · 
. retain .:ll!:(~td·bf~D~rrqn~ou~·re!ea_se•.utlijL#)os~·recq~'a~e:9e~tr,erY,~p.,~N~'o/·GRS ~:?''c:811s·:. ::~ .:·· .:~.· ': these recor?s <!re'stillbelng:h!'lnc!led in•this:w.ayin sorne.c~tse~. arid: . , .· ~., .
"for ihes~;recbrd~ tO: b,idetarn~.tintii 1!1e~erroi'ie()t:.~IY:"'reteaseC! ~e'oor<J:s ~re:d:E!Str!JYeo,~:W~·"·::::: · · '>~:•r ~ .··::: ·: t.Pat~\G:F~fite~~ilc:l'ti)d:reilfatfi i!l)o·e et9s#~i~S:;:·TelSi.uaJ",:~·. · •:·:t;;~;ri~\· ·:-,.· /::-'. ~ .. '~.:..".:( 

.. 'cannot concur wlth·mappirig·themJoa 7:-y~_artl~strUdion:;: . · .:" .' •.. ''· , .. :,::· '·.·. Pattliil:' clarific"ation'has bee:n 'add~. · >.: . '. ·· ·. "'; Move, to qifferent reten_tion~.:··· 

· 1t <!P~e~rs tha~ ~ nu·~ber oflines we did. n~t ~o~c~r.with in.th~ ongin~J dr~ft bave beeri'remov~.a . .. "· 

coinpletely_fro.nJthe cros~wal.k. '11/htte-we understand tbat may hav¢ been thE! most expeditious [Per V~!erie] lh ttl~ E~ !Jac~g_round section after your notes on 


·':< •W~Xpf,h<iQ2(ing,th~~~ ite!'hs,.~E!.. ~r~.concern~.Y,at: u~~r5 maY; ~ss~.me thCi.t ~rte3.in GR$ ite_~s . . BIA/OST:, and qH.A R~4ords, !w<?ul~ al£!oinc;ll!(,ie a note that .. , . 


· woulq·faiF!Jnp~r a,bu"CKE!t ~-n9 :woulq. ti~ron.eous!Y'?Pp.IY:~at bu~et to.c;l~st(oyiteqo?:Js..~ ~9V. {.::··:,; . . ; -~1a-~~ th~!·...Yhi.i~ ,tiJis ~~b~~!J.!~;ci~~--i!.fp:e~~tle·~.l~tg~.s\jatn Pf 

~nowing' how. pot jnt~l')qs to ,qeCil 'V>tftli. ~his iftlplemehtat,ic.>n isJ;i.le, '{ie dO h~v~ sqme·co('1cenis: .. ' ,, · .· · . · Gijs'~te~;'!!ome'~-~~'~iil)·~ma!n jln~er -~~ G~~'RE'(<:: ·. ~ :0 ; . 

. thafit is hot Clear tliat eerfaln·GR~ .items.a.re not included .in these buCk~ts. How is DOl going·to·. · '·· ·:. government statu~~ ~ild r'egulalions•.ThEm under tliat .no~ list, . 
· Cl<!rify that these records are riot inCluded in the buckets, especially if the re<:;ords logi.cally fit intq the applicaJ)Ie G~~ items not ~eing"slipe~e~ett (li~e you ,did for . , ,,; 
tl;le j:luckf:'lt7 · t,he excppti9its list)•. Con~ur; nqte ~u:1d ~xtensive li~t added: : . · Add l')ote 

· · . . Ret~N~ee·~,~v~.w~.gr~~'!¥~~~:~~P~a~~~~r-~~~~;~~~"~~~:u~~}~a~:~. :; 
: , • Renumbel)ng .,s·an overalltmprc.>veme.nt..as the .sch~ule now · ' · 

.... Nik.' : ascen"dS'ooaf;{)o1'.6trom'~oi1Hn~·A~niin to Lon.g:temi l"t:'. .". . 

: .. Jtemis corfec:tiY. li&te9 irropo3 (Admifi.Spec;ific Temporary \{alu.e)-on. . . . i 

, ,~~-~·,. :.: •7:, ./.. the 91:P~\Ii~\t<·. lt}~:iQ~!f~ytlx lisle~.·-~rd~~:Adlllin 3 .ii1 the· ERA . :" · · · ~· . ~·c , , ; ..~ . , ..:J:·. ~ :: · ' 
, ·Yes '":·vet:SiOO:·Jhis'WtllbEHIXed.·);:·;•.>:: :;:';'(i;-<o;_;: · ~.•~.'/ .ERA'~prfegi_gir·~·";. ,·:~:4 

(3RS.16-2a1 should be listed for:Adinin 3; GRS 16-282 is listed for. 
Admin:?- .· · · _; · · · :. · .. '". · . . -.. ·. -' •' · 

GRS 18-22a specifig:~lly will~!?a added." · . . 

GRS, 2~ _isotisted_ u,t')der~dmil)_: Sp,e~~c Tempor;;iry. VCilu·e.. ~s : . : . 


. intended Witti:¢RS.Te£tro'l> ptopose_d 9raft; lrmu.~(be rempv®·~rprir . • . · / .. ' · · .; ~. ,,: · , . · 
·Adiriitd.. · . r .· >'t. :': :"~ ': y,.::: ,~~- :·..::.\~ ·>~';.~~,:-~· · . · · · -:~, ~~9H!Tectltin=.' .)~-'~: :·~::.~··.c· 
Citation N1-048-08-06,1~ein-tf04,'is·cofrect Will send signed , ··':·' . . ,. · 

(OS ltem.11~) lrieorre~t cita~ion from schedvle. No~ ~chedule.tQ verify: · '· · , · ... se.nd ~ocumentation · ··: 
· · . .. ·Item s.hOuld be 1210.2; 1209,3 must be addE:ld tq A.dmin SlV (~sis f: ·• 

,(Q§)t~m.t2.o9.3) tric9r.~C:i C;i~ati6.n: pgyoj;pn~aif_12.1p,2?·, . . ·· . .. , .Yes .. , §poWn. in'crq~w~lk): _ •. , . .... · ERA.Gorrection · 

.,:.. (Admirr3).Y6~ are.missing: N1.~8-09-'6; items 7554.4'an~ 7554:9; N148c8-20; NH8~09~04'; N1 •· :·... ' · · ·; · ._' · · .. ca· 4S:..07-3i;~andN1-$7-08~Q1·, ~01.-04b2fromthi51ist: , :~ . ~ · · ves·· ·~ Missirig-!teffisWillbe~dde9 .~. ·· · 
(;A.dhiin 7) Need to add to this.list: Nl-48-06-2, item 3701:,6b; N1-48-09-09, items 750~.1-and'· · ·· 

· :"''.:- :.:. .• :7504:2; t-h-48-09~13: .ite!lJ ~t5t Nf4s;q§~_q. it~m1~p1.2; ~1"R4~:os722, iterr1sj2o~; j2Q3,. · 
'd 

:·7·. ;;¢!;(!·:.:.-: jgq7:1i.:~2Q!·i2.::an.9,161~:·.,:"-,<:_,·, "". .. · ... :. · .• ;.., ·-~- :. .::. ·~,.::;:_·..:.. ~.;.,:.:YEis:_,,· J.;fi~§iilg.item~:Wiu~Ei~act¢4·: .• 

http:Admirr3).Y6
http:chedule.tQ
http:overalltmprc.>veme.nt
http:isJ;i.le
http:inditatestb.at


91_1· ·· · (OS-1229) Do you r:nean 1221:1.?-' : · 
",D •."; " ..,, Q 

ci£,. (~S.$30Q'~) Th'E!.s.~ items rlUmbers.are iQ~rr~ct.This sc:hedUIE! refe,r~n~s. the 7.-100 chapte~. . . Yes'. . Will corre'ct to ·noo. ERA Correction 

f · .•. : . ~- ; •.<~ · _· ··: ,. . ~-- y ·; ·. ·,: .... _ . , ,·_. ·· ... -. ·.~ ; :' . .$•' .::· .. · ···. · ·.c. .·. ·· · ... Missingitems·wm be added. ExceptioJ1:7.103 ..1 should hot be-filed 

·:·}¢13.~_·:~. (GS6:{0q's) tv1i~~lrig.71o:1:7~::ilo3;5h.1o?:~; (3na-71QA,10"froin'Jh!~''i~>f,.: :::·," .. io ··:.::4:~",·: .• : • : ;,~;·.~~:yes;i.;; herf; :::_,.. ,~.;, . , .· '"'· ~: ··':c.·..:-:.~~'-> ,:..:~: ::: · . . ·:· .-·. · :. E.RA QoffE!ctiori•. · _ 


-- · . : '·. (DAA~.0048':~012~0001) Eith":r wrong;schedl!le or iterrrml~ber':'This·i~ only a-4 item sch~ule: · · > { ._ ··'" -: ': :: -~- · ..-~ . ·:•:< •_" '·:-- ' . · ~' · · . : : ', / · '.' ·;~-- ··-~ · ~: . r:. ·_. ·. · :~ .'.: 

_Ct4· Pleaseverify:· .. · · .· · . :. " · ·' •· •• ' ·. ~- ·.: Yes·. Shouldbe,DAA-0048~2011~0001. · · Cros5walkandERACorrectibn 


.· .~· 


... . ·. · '.:· _,_ :· _:·>".· · ..· . .'.- 7
•• ,..· :· ••• ;:-. • ... ·": ••• ~- . ";: • 'NAAA~5se5sm~ntappeai"s;correct.AddedqesCriptiontocro~swalk.. · · · · . .. · : 


·r·. ·· )r~',::::;;;o; .(~l?r\il;:f:oe) 'O(I"!X~~-~:Pr~JX)~~ cp~og~rr~-!Ti/Pe~?}l~Jij ~<>.teli_l.Ro~ary}.~, th~~~ r~cor9s lc:)w~:: ·· :~ · ,:·'· -_ . ·,. _ . : The~ !ecorcts s~ern.m~re appr~priate fo,r ~1:1~ Pqlicy BucJ<~t --\.: 1 : ;. ., . ', .··.• ;" .. _ .• •- · · ·· • .~. _ ': 


. C15' --~~ reV'et(lf'C;c:!P.tur:Eld'irrhi91iEtr (epoftS?~I y;'i(l.:need thiS.i6tormatJon'formy:~ppraisal:. :~ ·~:· ·';;; ':·: . ~ \~ ·~~ .;.:::te~<,;:."'.- contrQts.f1nc!~~v~~ighf::I30R~ha~t eoiJfi.ftn~CIJh~.CI:l~lflge.h '-,. ,':J.<.. ' ,; ~ro.§Swalk at:~d E~'.Corre.Gtiqn 

'C16 ·'· (Admin. SlY) Missing the Citation for GgS.10~2a: ~ __ _ · · . ·. · · . · ..-· . ': :-. "':Y~s ·- CitaJion Will be added , · ' :;_, · · ... . · ... :·: · .. : .• :.: :' · ·:: .~·' E~·corfei::ljori:· _-- ..• -::.~,_·:T: 


·. ·.· . . :. . ' . ·. _. ..._. ..• _ ·... ·. _.--:··. ·. -........ '·· ·..... _·. ~-r:·· .. 

... . (GRS.17--s) tnis'item refers to SpaceAssigQment Plaris;whereihe crosswglk refers to P.aint ,~ · Sho!-.dd be Sp_aceAssignrhent Pla~s; crossWaiRhasoeen updi:!ted to Wdrq~Crosswalk, and ERA: 


:. , •..Ci?; · •~ aodPiaris,~a!llP.Ie. Wh\Ch 9ne dq_you mean? Pleas~,verifyar)d. upd<!te.. . ."," · . - . : · Yes match·. Other GRS 17 ·items have also been adc;lt;ld; ?S apjx6priate. corrections "needed · ·,. ' 

_,;._.\Q:t~':.:;: · (~grl;lin:STV}.Iv'f~.~rn.rQRS:18-<1.9a,'~bich)l?·:c:)l)_\!}~ ¢rp§Walf5}. ,:,, :: ( ~··. ·:.: : :: • ~--:;:: · Ye~::· . ftil? als9 pre_se:nt inWQrd. Will ad(j to."ERf.;_ · -_ ·..· - . : ; ... " · · .. ~RA·C'Orr~ctio(1 .• _~ ,.... ,- . 


1 
<· .u.':''.': :: .. ··;,~::· ~:-:~ ~~.. '.. : .. :">" · . :· -::~·\. ···~-, :_.:~:;.> ::~. :_::•_.::.-.:·-:';'···, .. :.' :"I' ··~,.":-' • •• <. i·\."· :-•s ··.·::-:· ~-':.'·'. ',·· _:!.·. ,>: .• ,_.: ~~·._:·.~~·=~ .' ··.3::::·~~1" 

' ',. . . (~dmin STV) Missing N1-4&-08-22, item:1209,~; N148-09-3; N1:.22-;05=-1, iteri1155b ADMI•665;. . ~ · ,. -:·. · ·. · · ~- ; . . :. . . . i • . · , · . _.: . :::: ... · ·: .. ~: . :.-. ·: 


C19 · N1 757:os,.e; item 9Q4-10;"NH't5-94-'8, itern PRa:-20.00 from this superseded;list: Please add. · · ··Yes ll,llissing items will pe <;~ddect · ·. ERA <;::pfrecti6n ·: · 

... C~O (Mrhin STV) CrosswalK has ~ differ¢nt retention. Neec;t. to. be consistent · Yes · , ERA·has p<>rrecfretentiqn; crosswalk updated. to match,.. · Crosswalk corr~ction 


/ 

-- ,..:· .-: . · · . "J .· · . ·.-'. '.. · .-· ·-c · · . • ·.:· -· .GRS1;17c.is(9Qrrectly)listedl!nderHR•STV,bothinERA?ndthe· , ". 

,•. -:"~,C2;4~,, .. (GR$ ~-t7cLXhjs:)tem:is no(on th~ CI'_O$l?Wall<.:.· · ; :. ·:: .. , . ·•· .~_:'i_: ·'.. ,· " ·,;: . .X¢~, :· cro$Swalk .. ltwiU biH~movea from8R·S:., ; . . .•. · ·. ·' ·.· .:' , ·.:,·ERA Correction .. 

· ::. C25-. •. ,., {Bllre,?u:11~2ifand:1/42b)~These~iti;nis_ d_o• not.eXistTPie(l$e vemy?;.{·:; .'~U\ :-'E:·:..:\;.: -,:~ :;.:;, ._. ,. ,~ ;...::.y~s ,_ $J~o!Jid'Qnly ~·:JJ41a (lnd j/43!:>~.. ·.: ,·: ;.., : . ~-- ·.-, .:: .. , · -~ ·: . '~ -· ~RA Co.rfe.CtioiJ', "( ,.,;:;::~;. 

.. ·i ... . ~ .. , . ._.,,-· ,.::··~•:· .'\' ' .,. ·c·,"'·.:::·"l'. -:::~··;:: "'\::'·:",<:~··· ~--:': 


. CZ6 . · (Bureau.41.5-:01 d) The. correct'citation ~ 41 ?-(i.1 d2. . Yes .• . Concur;· ERA and crosswalk will be .l!Pd~ted aC:cardingly Cross)Nalk and. E;RA_ Corre~ioi!. 
C27 · (I:IR STV)'Cro~sWalkhas a differ~nt ret~ntion. Need. to'bE:~-CO!lsisten,t. · .. Y~s- . · ERA has correct retention; ,crosswalk updated to match.: Cross~aJk ccirrection .· 


1,:_:. :: .I•_ :. :: .·:·_. :, .. :. >·-.:.' ·-·.·-. ~.. ·c ,. •. • ' • • ,FequestfgfGA9ybnct,Jrren~hasbeeJ1·r~ubrhittedwith ,.... 


1-, :C2?~::-,··· (<3AP-Concqrr~nceLG.A0 ~rtcurrehee.tsrequired: .:.- f: ·. ·..,:'·/:. ··/ ~...... : ·;: .-.. .:.: . _Yes:- . aapitionstchange&notei:l :. ': . . ,·, .·:· .:·.. ·· : :. :·· .· · ·• RE!sob111ifrequest . ;i. .'o 


·· ,,·~ .: "''~ .· .. , · .. '.:'::,:··.·-:;:·~, -~- ~-: ·';.·"··: -:·::,·-~-"-T ·•lteni'shoufdbe":removed{tdri'rFinatice.3;it:ise6h:ecttyptesentunder':·~':f :..::;· ·> -~. · .:.. :.,. 
. · .. ;.·· · .. . • · '·· 'Fi11.anC:fi'sTV~_n thecros-~willk.~ndin E.~.\ritordy~r5joli·~ls9 ·:: · .:. · :·V·' .. ·..: .. -~~ . ' 


Q.2~ . (GR$ 9~5a) ·Need· t~ add to cross..;,alk. · •· . · · ·Yes . requires correctiqn·. · · · ,_ . · ERA andWord Corriktion· · ~ 

· · . · (a~reau t\1149-~0-~, 4/5b, 4/5c) These ite!Tls ate,Qn.th~ crosl?viial~, under item 091~. Plea~e · · · . ~.., • ' 


".9$0·~v~rify·an9correct ., · •. :.'· . . ._:_. ;. -... .'_:_::- • .. ,: .• ~· •..'· · :··ve~ '::V~rifie'Q.TIJ~ybelongu~d~rthisitem;.willreril6ve.fromFina~ce3. ERA<;;orrection 


Items a ~nd.b' have been broken ·out. AdditiorlSIIy; itertl ~ is believed ~ · ·· ·* 

., . to' ~e approprii;lte for Fi~ai']ce7 i[lst~ad ot .Fin~ni::e 3, and has qee~ . · ' 
. . .· 'Ye.~~ . n:tQV~d. lt¢m Q is aimrop_riate f9f'fiiJ;an~e s:ry :.. . ... . . .. . .. ; CrosJwalk ana ERA_.Cortectio6 

http:ate,Qn.th
http:3AP-Concqrr~nceLG.A0
http:PRa:-20.00
http:aodPiaris,~a!llP.Ie
http:Sho!-.dd
http:tv1i~~lrig.71o:1:7~::ilo3;5h.1o


~' "'<: , :-.x::· .. ·. :··,~··; ... ;,:··.· ... ~ .... ~',":-. . "" ..... ~ · · · · . ·~·.···Subitei:ris·a·iul~fbtlaye·.b9Ehi·Ofdk8ri~l:Jl·ttem.b:h·a~:beenmovedto·, r3 ·-~i:·. --:·.·:-~ ., ...~ 
C34 . : (Bureau 80.8UD<3"312)Does tl5is· incJude sub;items a and.b? : Yes'~·; financ;e 3 · ~ · · · _ · ·· Cro~swalkand EM Correction·· 
ps . (Finance: S:ry) ·N~e_d to·a_dd to .superseded list· N,1-49-90-.~ i items ~/5!)anq :4{5c. . Ye11 '· Missing items will. be !lCaed. ERA Correction . · · · · 

·•·. · ,.·· ,: -~,-- •,,"'.. '-"fc··.s· ,,·-;.:~,- ~:: ,-c'·:·· "'':<;_~·:-,;_:. _:.·•.:. :,/:~<<·/''· .•.:,,s,~:~~-.·"":· 'f;, ,·: ~,.;' ?~~·~:-; ,:.;; ;-:: •;:; f~';"·: l}eql!~t-for.~Q'GO,ncu~r~ !1,CI~,l:l.~~-rt..~~~Ptr\~~~~t!;l;·· -' -._ . · 5: ··~. .•. '. :.: · . _~: ,: ,
cs? · (GAO,'Concurrerice)J3AQ eot)6tJJienee is' ~~oire<J/· .c:. . . ·,, · , ' •.' : . . ·.• ,, . . . : -,:-~": Ye$.:::-·.· aj:ldit\ofisZclla"nges:noie(F:- : ·-· • : ' ' ·, · :, ~ · .'•"': ·;~·· ' • 'f3,es!Jbmit req1,1est: :. , ~ ,•·ss: . 

. . " ·· · · ., . c, • · Will co~ectnumber5. Most ofthe9e·~houla ~using N_:I;.Q48~10.,0;t . ·. ~>", . : ~ '•' 
C38 · (OS 310o~'s). lncorrectite'rn riumber~ pe'dhe s¢tiedule. • · Yes numbers, which :a~e· radically different, ·. . . · . ERA Correction · · 

; .. C39 .. :: (0~. 63QO's)' !n9$)rrE!Ct item niJmbers PElf thl;l. sc;:hedule: ' ' ... :· . Yes Will eorreGt !O 7100, ERA <;;orrection 

..• •.- ••· -~ • ' . : ••. • .: • '·' . . . :' •.>;· ' .. ' -·:· • - ·, '-/··' .. ·: . : ·. ·'.". .' .• . ., '. ·.;· ·,. ·i "·': . ..... .- ,"' :- • . . • • ";· . -i ·. >.... ;-, ~ ' ..· ." ""' ~;: 

.-· · C4f · (System Ma[nt&Use) Need·to c:~dd to:supe!Seded lis~: N1~q7~6a·-oi, 41~-i.h~·and 413-61c1. · · Yes Missin~Jtems.wifl be-~dd~ -. · - : · · · . ; :-.' EiFJ.·6~iTe~ti~~·'' • •• . .:·.. - .. , 
· Ac!ditio~ of GR~ 2-24a requires this; it.h~s GAO conc~rrehee fqr 3 .. · · · . " · 

{.·. C4?' :: ~· (GAQ.C<;>nc;urrence) G.AO~conclirrf?l"!ce;i~ require·d. · ··; _, . . . .. · . .. Yes·.~ . yr5 and m~y remain.: ERA.willbe updated · ... ERA Corl:e.ction · 
lii~":''1{~''"·:qsystem:DoCrifueritMidfi):How,are·¥ou·accouotirigforperm~oerit·sYstemd.<;>cumentati6n,.pe(: ·,~ :· · · ... -. • ·' ·.: · .·.,· · ·: .• ; , < ·· ' · .. : . -.· > :. ··' · · . ·, ·.. 
>. . . : :·: @f{s:~ot1{~~·1 {ki-1"~~Q~Id' s~~9~st"aC!diiig'~a no~ 6riJ:if{Wing'tJ:le·~e~·1ri)~71l§~ of(~inai~irrg.:'l.i:..·. ·Y_ '&;t6 ~\igg~s~9ns)i~ye· frl~rlti:a~riots.'Wiil be'addeo·g'h~ t~~:·iieni .:;:· . I )NoJ:d:~n9 E.~ c;9JTE;cliof\~t;"·.;:' . 

C43 '· GRS. · · · · · .. · ··.· · · ·. .• · .,yes··.. ~efereiicedJri'nots'Uperseded'"list:-· .. ' · · .., · -~, ..,_>needeo' ,.·:·~-~:_,·~ -. · ' .. 
. ,, I 

·.c44:.· ·· (BIJreau 1219a).1his.iterrtqQE!js."not~Jdst? . . . Yes. Shouldonly be 1.2i3a. .. CsqssVialk arid ERA Cotrection 
~.;,.:'<;4.lL·~.. (9§:63(),P:it~m):_toegite:crJfeil'J:til!)11ber,,··per:·t!lf?·scheduJ~: . . . .. . .. , ... Yt?s...· ~. Wil!corrE)gto7,1QQ .. · · ·"· . . .. · ERA.Correctio.n • · · ... · 
.,.., :--· !7': .,,~ .. JV"< "':>~"C·~··o::··; ;:• •.., ;.~.......... ·~..-·"":i:\f' 'i'. ' r, ·" : ::,·::(~' ·)~~?.'' :· e.~~~ :. ; ; ;.::tJ". '·,:l\·1.:. ··.• \,• • 'I,• --,::,:: "; I.\IYtll:cbiTedhUJli.b.Eirs.;JIII9St O(these ~h641d.o~. usih9ct'H.,()48..,10-01>· ..• ·. i;.l..~- ,. ·. . >:·· ··, :,, 
,., ~6·>' ·<bs.$1.~b,.rt~.h~{t~c:or'til~:it~.~-ri.~~t;e~: · • · : · · . : .· ...· ; · ·,,. _-:· : •. ~ ./·' ,...... _.•. / -... -:y~~:0/: 11.Hril~.t!>~:_.~;·.}·c:·7~ ·:~~--~:·~.;~,::·~;:.: .··· ~••·":·~:.,._<· ":.~?. >;·>t'.::~~0·; E::t~t. Qo!T~~~tif:i:.:,:_C~>::·::l.;:.,,: 

·NEWasofJ/6/2014" ."·'· · c ··.:·,'. ,. . .. • '" · •. ~ ..;. ... ·.··.·-. :• ... · -··:,:·- ··· · ·:· . .-:'~. .. ""'':··· .':·:· •.-.:·,...c.,_. 

·~ ·. ·: : · Overall, t!le crosswal,k neeqs·to· r~fiE)ct the \'!Xact t_itle 9f~e _prpposed schedi,Jie itell).' Sprry to 1:>e . Cross~~lk titles ~r~ .abbreyiated (e.g., "HR" .instead of ""::!lman · ·,. Corre?ted in crosswalk,. . .. · 
.;. -G~nera~::·; ~'stickle{, bl!ftt\e ~rC?ss~.ll~~.eed~\o-~ pristine.. ·" . •~- .·, ·; , • · . · .. ,... · . · ·Yes. Resources''). IJVi!l.amend. · . · <;lescriptign, and E;RA . 

:.·;-:~~h~J~·:~··1'~~Si~:~~~'~*~~~~~~l~~~j~~~-i~e~;h8\~;;~_io~;fil :86i{~~r;~~({~Ji~ Bi~iEq~~~~-~~· -;~ -~ .'. ·,,, ·;:·,~ ~~~,.~:.·.: ~~~~;:;:~:~n~t~ ~~~~)~:~7-;:~r:.!~~~t!~~·c)i~LJ;~~~Y~1,~:·_: ~:~~:£~~~~d~~~··~;•;;·:···~: 
[ltem0001]1. N1~048-10.:p4; itE)m 1221:2·is·notay~li~!lPProveq:~:u,sthoiity.ltemneE)oido:oe- i • · ··· · ·. ·, .. , · · • - , ,_: , ,- ~. ·•..•• co.rreete<:Jin)~e:eross~lf<ci~d 

Df retylovedfrom.the.scheduleai:td.crosswalk. ·.. · : · ·:-.,. . ' . ·. ·.Yes ·1221.2-isactu~llyi:d~RSreferen~anqsh<;>uldbe·removed: ERA-:·· · 

:, .. '.:i~. _ ·· ,..- _.: ).' ,·,>"·· .... ·" . .·_..:_:: ,,,·:.~. ,'" .. .-· _,., .. ltshould.ih~~ed·~9R.tt~ru·islistedin·bothplace~_beca~setbe . .- r : : . 
. ·: .,,· .,.-· '"'• . . ~·· ':··.: ·.·.-: ....... '-·>"' ... ; ;,·: ,. erosswalkeditemeover5abroadrlmgeofrecordsthafwbuldfitinto . ·; · -·.... 

··::.~ ~~ ;~·- :· :~·~ £ite~:~9Q1~?.:1'{14,7~~;j~e~;9~;sh~_uld;~:~W:g'tH~t~;jt~:~Js_~~,l~oJ~~Jep ~cie dnJti?:-~'.;~) ::.~ ,;;~~::..~:·~~- ·~o~.~~.ini~is,~~-~Ei~~~ !ni~rm.~ti?n I~~poJ~~y)ne~·~fl~nf¥.~1(_\'·: ~~Qec{jp'~?~~walk ~n?:~~ .·, 
· :[)2 · · crosswalk under'OQO~ ahcW013: ,Wh1c~-item does;it belong to? .. :. '· /", ·" · ' .. :: .:< ':;_'~·' :.._": '; :';:P~ltl!illY : hav~fo·sphttli~Je~i:d~·clas~if~a uqde~,,f,~,. ··: ; , _.,..,. ~.-;;:·;;,.:.' -t;-', ,, : Confirmed:VllJth fW!o.g~:;. ~ -;.;, ""~;. 

· · · ' ' • · ,: ,ln)heBS.EE ~~hedule N147:Y..12~01 (BQEM not available: oh: ·· ·.. ,, · ;c T,; ··: : : · · . · . . . 
. · NARA'ssite),item.1Gislistedasaqistinctrete"nti_oofrom1G1and .. ·' ; · · · ·· ..·.. 


1 G2 .(7 yrs vs: 1 d yrs and Permanent). If NARA has C<;>riflicting . . .· No cn8'nge required. 

:Nd.· .. q~cull)eritation;.pleaseshare · . · . . · .. Confirmed with NA~.· · ..· . 


·~·-.. .:_! ·<,· ."'~ l·< ...,.~· <; ·;:<:~ ~~~~:" ,~.·~.- '~. -~ .:~ .··_.~·: ,:.~_':·.;:: .' ;,J:·'';;~:> ·~?' :, ~.': '7}·;: ,.- ~~, ::..~· ~ :::·.<f~: ."::·.~~·~ ~ ·, .. ·" .-_ ·'-:"·~:'. :~:·, . "'{,.,"..r ..:·. ~...,~. :_:.c'· •~_., ~ ~ :· _4 
· · · .. · [Item o.oo5]-4:~Fo'r. itern N1~11s:.~3. remove ~em PI;ER~~'4.oo: Thi~item l)as,be!;!osup~i'$eded' • . ·:::;'.: :~1~A~~rP~~:1;4.o~:~~s·;~~o~~~-;~~vo~oi~1;11.~7~l.:··?. \ :··t~. . . ·'" -:.,:J\ 

.· by N1-1 J.5-,o7-01-,: itemj)ER-14.00. This aJs'e> begs the ·larger.'cjuestiqn is the schedl!le and. ·. · · . ·:. . . PER:.14:oo; ·a~ noted on the cr9sl?vi<ilk. HQ~~v€sr.-~rialyzlng (~is ·: .' . : ..· ' .. '!:. ..: . ' .·" ..... ; 

. crpsswalk reflecting tti~· r:nost c;u~rent ~c;hedules?.You wil( rieed to verify that if-~ome!hing h~s Issue shows that both items utilize GRS retentions and: are Corrected in the' cros:swalk and 
. ·· [)4> . been !?Upe!'seded,, then itdoes. not apgear on the. crosswalk Qr schedul~. _.: . P~rtii:ll, unnecess~~ t<;> ind~de. It win be .removed . E;RA . . ' . . . 

http:itemj)ER-14.00
http:PI;ER~~'4.oo
http:ln)heBS.EE
http:lii~":''1{~''"�:qsystem:DoCrifueritMidfi):How,are��ou�accouotirigforperm~oerit�sYstemd.<;>cumentati6n,.pe


[ltem·oo11]7. Just curious, whfis N1-057-08-0~; item 1002-03 allotted to'tliis bue<ke.t? I.would •.. '' . ·· ·• · . ·- > Corrected.in the·ct.osswf!lk and 
0 •" thinl5c that the long-temi adniin item would be' a better fit?.. . . ·..... ~· " ~. • . ..· :. . . Yes Agreed. Item moved to OOQl:(· . . 'li' • . • • • ERA .. . . . .· \ . •. 

. · ·· Co~ect~d. !nvestig~ting h.ow incorr~ct information was .receiv.edfrom 
•. bur~~\.1;;:.. ~uhJberin~u~rt~c'l(as ·s~i~~?~<;l. ·g~t. ~oes ~otapp.~ar to· . . • . .. . . 

l:>eJnvqly~<L ' .. :~ · ": ' . !· · · · Gro~s:Wg~lk"co,rtected :-. · ·.·. 
Corfecte.~.·lt~;wm·.o~. ieffi.oyed;·M ~UpdentifiecFrecofas:~r~ ~l.igif;lle; ~orre(;ted iif@~ Cl'o~J?wat~S·a}ld 
fordestructionar1d~o.riew..rec6rdswlnbe·yreated.: : ·: · "·>ERA"':~·~· ... ,·~·· ·, · . 

,,, . " - l' 

Tpis appears ~:0 be aq:ure~te; corrected. ·• Crosswalk corrected 

. ·w~'inad~e:rlently -l~ok~ci ~t iss~~m ~ncfha~esoni~ d>ntiin~ ·~b~uri~acisi·o~ of'existin~· ~RS· 

26 "items in this crosswan< given proposed changes t9 this· schedule: GRS: 6.i. the·ne..;.; GRS for . 


· : fA~A; c6mmltt~e.record~ is curr~ntiY:out fo(ihiti~lt~~iE!w andwe have proposed som13 ra~~r .. · 

• "significant qhanges;thafcould affedDOt Afnong them; committee records for committees . ·:< 


Wt,o~~·:6~1y~r61e is,pe~f r~Jr~w-f6~ 9r~"P~ ·~r~·39.•?tat!.t¥dl~?r~ry>\i~naye~~R-Pt~p1>s~'dir~:•:;;:.•: 

chju1ges to the. retentiol}S'of ro\ftir\e ~mmitt~ re¢6td~:~nd reJ1orfing re.c6r'ds'(formerll · · ." ' ·i 

Committe~ Management Reeords, GRS 2611). Reporting. records are.proposed for aj y~ar. · 

retention, so· the 6 yea~ in tiWcurrentcrossw~l~woulc;l no l9nger be nece~sat)t. Also; .GRS 26/3 


· is going to l:)e reicinded becau~~ the·ree<>rd~ don't really exist. Over all, d~e tq the change~· we · 

. e~~~~~~~ec!:~<;)JfR.~,76t'~n·~ !fie~~Jnq~~f~of.r~vj~iC?P,§.._DQ{w)U ~i~~IYfl,l~y~. t8 de;, to ~¢Jr:·.; . , ·~ · . . . 

C"ros~wall.< wt]!;~ !h~ ,new sc~~.ctUk;l: ~~iss,gfk!:next spnit9; 'V(e.~t~v~.rt'wo~Ta~~:~':! lli~ir ~t '': 

.. interest'to wait_ to· aqd.tl"!e t~ml:>orary ~/19A ~ommit{~e records io!Q ~eir cros~w;il~:until a.ft¢r th~ · . 
. new schedule is issuecj. We also" Cjre n6t 'concur:fing on the temporarY FACA committee r~orcis. 

, · •· .·; . . ~eries becaus~_we,do not see· the r~ference to permanent FP.CA'c;:ommftte!'l r~cords in the . : 
. .;:·.:., ~chElauje ·~nyWhere. ysT: _'tb~ is:m<?.~t.IY a· '"Y' commE!rit to ~~e~ you ":i~!1fle'<;,rot!s~~~!l<-:'-'ilr . . .....• · ~o n?t seem _appl!~ble a~ this time ~xcept <iS "'" ~.u!ion fpr: out 
~-r;h' :.::; n.&.ed.10 b~ •n~<tated.with·~e·iJ~w.:,~yi$i9ns !n·the fl.mij"e;. ~- •. ·.~: :; .• ·•· ': ../ .••. '· , •. · ' ;· •.:Ve5 ~ :i~'. revisiqf1 in' the .futll)'e. N§ acfict.n Jie~ssary at thil? time, 

"~ ..__ -:.·:.1/f!;,_ •· "- : .b-~ :··~:"':'::·~.,~. 

GRS .16-14f. The ri_qt¢ aft~r .QRS :1.6-1 ~f2 has ina~ed been added to itejri 0007:( teliirig th~ user 

· th!'lt internal review recOrd~ arEl SchE!cjUied under iterh 0001) but tl"!~!>e records ar~ not descriped · 

. in 0001 itselLVSJ: Please· confirm that GRS.-16-14f1 and 14-f2are covered under the Legal 

~~lte~d~tle. Pte~~~.~ak!'t·r:evislc{rui .t~ ,tile i;(~te·i~ the ite.l!'9o.o~,d~s~r!P!Ion th~t iilt,ema! ..· · 

revie'w;re'co'r:ds,aretover&d ~n'd~r~!fle:LegalS,chedti1~0~':9~"·~;. :~..,: ;, t .:~ .'.':_ ;.,r'·· ··~ ••;;; •._;'(~s•. · · 


. . " " ;,··~,-';.,r-·\-:.:~.: ..-.: ~ ~· ;-"-/'< ~-r·:-~,..,5-~---· \ .. 


GRS 14-2:3"and,tssue V:60:-~R~ ;:4-3?a·. Th~~e rec;or.ds do·nofgetofig in a·buck~t item.· Their. _ 

· retention is necessarily linked to tlie ret~n~on of th"e disclosed·rJ3cbrd:. This u.niq\Je rete1,1Jjon i~ in 


' ' dirE;!ct opposition to the terms ·Of thecbuckeJJtem. in whi,ch the~e ree<>rds are plat;:e9. VST: : 

!..• £;? . , ,~:: ,Riinliqye.@~5 1.4-"~3,GR5.·~~~sa., .~$. 1~:~6b 'frc>lll~ the sc~eMie and (:ro~watk; : 


11···~-:-·~~:":.'1 .~- i' :~,,"·-,~·~::-;,~.·";:*;:,;:;. ·:!),·~-·:.~·;.:, .."';.··.:... "-.", d,";, .··:··t•l""· ··.,· ,, . " .- - ~~ .:,.. GRS 1~2'5C2; 1~25e. We do QOt und~ri>tahd the·'revl~ion ~ere. Tha sdheaule iter'n,~ay;,tci.destr"o§ '· • - : -~- ·.:"'''" ~' • '.. ,•_ • /', ·~.... 
. 

"' 

•· 
..~1' 

. . w.hen no·longer'neeqed. Th~t- is"very dlft~~ent frg_m w.n'at is in "the" GRS and from the· r~solution . . . . . . . ' · · . Cotrect <;!~scription; crossylalk, 
.E4 , ;'-' not~d in the spreadsheet. VST: Remap the~e items to. item oori4 ~n .the.scl"!~dule•. · Yes · We.will.move these back. to ltE!m 0064:, as we origirjally:propos~ct". ··.and ERA. 

http:rec;or.ds
http:n.&.ed.10
http:is:m<?.~t.IY
http:Corrected.in


:~~-~:~:/.:_.-f;:~l~~,~·S ~·~·:if.'~·~. :~t·~-~··~i". :~: -~~·~~{,·~:~'·:~.~;;.~<. .!.·:~;·· .:, ~" ;:.~ ,~~;~~;:\;~~:~.·< :~:i:.\~·;:" ~;~:·%~.~·~;>.?.~~·~·· '· ~ ~)~. 
AIJ:fe9?rds in both iferns • .are::~.q~t~n¢!'.,.D~!hin,~ t]lore s.~ in ~-~-Ft;lqer<!l ~bv!'l~n~MC]:fle: len$t.h~.~ 
of ttril~ ~he r!'!cords are keJ)~ ts n~t tn any~"/~Y hnke~ ~o on~ category_bet~g ·~routine·: andUl~ gt~t;lr 
not wutme: T~e word !'routm.e".ts not a useful,descnptor. ~~T: Revt~e 1tems 0001 ,·!)004, 0010, 
~qd·h1totqlatiOJ1 T~chnol~gy titles.~rolJI.'~'Rg~tin~~· ~Q ·~short Tertn" ... : · · · . .
Ro~iti9.n Gl~s§i~cation'SUrvey~i:W!:l ju'st w9nt to&;ipte. th.ata(:cpi'Oing to QP.M.these reCQrd?·.no. 
toog~r-Ei_Xi~(so?un)e~s~P~l~kno~':ot ~!i~peqts'~Y-¢~~~ ~~~.~¢corg~;if~~Y rii~i~ant:t~. ··._ .· ·' :· ::.:--:j: ;::,,>;i~~tC.;~:~::~_-..· 
qonsider r¢moving them fr!>~. the crossWcil!<. VST:. :{VI<ik«i a;note,that this series in;defunCt on. ·'~' ·- .. · .., •"• 

the cro5swatk: . ,_'. ' . . . . ' . . ' ·. . . ,.. . . ·. " we-will note thafthis seri~s is' defunCt 

:-, r 

,. 


http:reCQrd?�.no
http:routm.e".ts


.-~::/~" ':~·)~··~··<~·::·.:..~,;~~:i:~·~~ '/'~_-; ~; :~~~~~:.,:",:~~;:~.:;:~:.,"~~ :?~' ~:'• ,_-~~~l\~~;,:,:~:~"~:~'.·:·.\ ~:: Jl.•1'~',•~7{";:~.:'- ~ :{ :.. :":~:t' :·~ ~~-.~' ;,.:·:;~\/ ~ ~~~~~:_.~ ... ;f}';' 

[~R~-14-~.i~3i;i]"No.·P:r9~lem\vi!Ji tfie re;"~~r}~9n' p~rJ0~~:~0't!\e"G~$Ti~~rll'~ri'Q,O.t~c9ijcur\,l.(ltir:::.'. 
the .wor<;is "Mandatory Declassifieation.Re'tiew" are insertoo ~qtnewher.~ io the'description 'Of . · 

' ' ~' ' "." ' ';, •' ', ~ '• •: '~ ''\. ' '. L ' :, 
• "'' p'item 1. A~ J)resl:!nt, ·creators of these ~ecbri;l_s Qave no way ·of knowi~g that these iinpof4;1nt · Manol;!to!Y Review for Decla§sificatiqn_Apf:)l:lals and Convolfiles r ·"'" , e o · 

re~rds are_ c:Oveted.by DQE Over\ti~w for boo~ arid 0002: _ : .. . · · _, .. ·_ .;: . - added to 0002 desCription 	 ~ · : Additipnai lnformation. : · 

[G~i~1~~3~~1~-~~~~] tb~:-~~;i~~l_qu,~ot.i)i,~t~q~fif~:~f~~rg~. !!~~J1d~tt~·· _, .-~~- ·);::.
DeCiassifie;ation Rev1ew'' are. ins_ert~g soll)e~e~.:1n~~e-desqtption ofJ.tem t; ~!Jd ifiere 1s a; 

clear .indication that .final defermiiuiti9n by the ag·ency. is now:a case ·is closed.· · · 
. . 


[GRS,J4-36~]-GRi:i ret~n~on ls li~k~ tci,·t~e ·~e~~ntio~ ~.eriod of th~:tnes i~qdvert~ntly relea~ed to ·· - . 

!be·~r.6J19.~~Pri:~:1he}l?qt rf:lttlntLon: of:l y~a~.9ft~r th~·~cqrd:Js;~rrohe,o_us.ly ~lea~ddl:!n.iell:. ·. .·· . , · :- , · . .-. . • . - .. : ., . • . · ' .. . • .'· 

tne~pu'rpo~~;ofthlfdtigina_!~R~J~J~~tL6o;:~.Jh~:.~~~::reMl,~nno(<lOn21J!i.~~:- :'~;·_;/ : ~·, ·: •:.,:,t :;;,: :i. ·:y~§,~_. .: h'lstnktioris added fof' cutoff, and h·an81ing in ~osswalk •. 


0 

• '...<- .•""' ~ 1,~: '> "} ~;~, :, ,";-. t"~,~~ · -,~' .•~ ,. ~:: . ~·' • ",. [•• '. ',} '• a: " ~ • • :~ ~••• ·~ • 0~ f ~ _.< '~ ~ ."'••• "~ ,'l. ' · ;-"' . ', ''.n ~,~, -' ~ , •.r: -'' :•. ·;""' ·~ • ,·;/ •• >, ' • 

0 


. ;- [~~~ 14-~6b]The.GRS J!3~1fn qonp\:lrs:oespite tli.e fa_ctthatits dfqft-for ..!fiese r~rds·in ~ !1-~~ 

·· GR~ (not yet completEld·and published) tecognize~·that agencies no longer cre<:~te and t\old 

~ thesE!· (E!GQras 'the w#the ¢urrent GRS' cfei:\cribes•. The new-GR~ wih state 'that ail reeord of.- .. ' . 
 :- -~ -. 	 \ 

·. eiton~ous'r13lea~ ofa:file ~ r~talned with;~thaffliefoHiie auration: of that-file's lite. "In· other: .: 
~afcl~;{r~terltioo:V/m ~~di·~:JitiK~-t<ft6~'y~t6t tn~·.efr-ol"!e<i~~·dts~.ci~u(eJb~t·r~ttf~r!f11e~C?ii~ioaf ·, r:';.;,,, '<~ti'~:.·:·;: ;:::... ;i,l~ :·::;·,;h,f/:( :.~- ,;_;.:i;,• :: :;.• :;:·, :·.·.· ~-_,;, ;_, .: . .::. , ,,·/: ?(~·:'':.:~:\?,;·.::. :\::·; $~ ·. 

· · • . •· ., ·', discjps~f;da'teo:ffher~rron~ou~ly"rel~~~ed Ill¢·._. :th!3·:~R$ t~arn's: <p6hcurre_n~:1s b~eB or\ th~·: ~, 91Jt;;QffifJstl\lcliqn~ ad<i~a.. _Acknov.;i~~e~- t~a~'..ifeJr~l~.!ftic~.Orit? may~ No r~p~nse:"~~~a_ry! ..: · ,. ... ·vil~h . fa.ct.that the DOl item· doe$ comply_ with thl:! l.etter.of the.dJrrent GRS item•. ·. · · · __ . · become obso.lete· · · · · 'optiq(ial_investigation 
• · . _., , ·. [~RS 1~1_4f1] Th~·c!,ltoff· in t116, ~R$. is at the ~nd of the J!3~rds l)fl;lcycle, whereas the gutoff 

. .·. ~- prdi;>R~~d_qy QOI,js-~Hhe.b!'[gin':lii)g; This eou[d possibly:rl:!,?.ult-in a reduction in retEi.ntioh frOI'!h .. ; . , 
:: ~ ~ .• ' •:'~ ,·: !He,f3R~:t!l@t:'tb~,·~"~ ;r;~am eaniJRi:c;~!;fi1i~:tifri_!:l-syppi)(t. 'tbe S?~-~;'fea!l}hy.'ill C9ncH~ if PQ!'.cani t':·. '. ' ' . . .· . " ·< • • • . • ... ,;
j:: \~ .: '·::·; ,C06fi)W:tfi~t:~rf~e· a.ctj(!n$ ~JEf§!Wgy§ campleted~~~~ifi2' y~~.Of.~hifcl9~ olth.~f~l;y!=!ar r~· "\.< -:~ . · ,·~ ·~":~:-:': ~' ;. · · . :._ 7;;:~ . ·. :~Jt.'t _:·•_:;; :. ':>;."}' :~~:. ~ ;; . 
., ~ :v62,•C:. in:.wlilch:ihe.'reeqr~s)i[!3 <;(~a!~d..->~. ·.:: .. :.· ·-'-'~~·-· .....,.:_ ·"' ·,::. ::_ .:.. ._.• : .•...:<_:_ .. .:......:.~:"Y;~s~_,,__ Addi~Ou,?rc~toff insfrpcilqn~~addeC!Jncros5"Valk .. >. ·~ 

. · [GRS.' 1~~Sa] The GR_S,Team cannot coricuf until necessary informatj.on about ho~ to tell th~t . - · ' 
. :·: . . ' the~e· recor.ds.-are. cut off c·~tter documents shown··on forms. are· gb-..yngrac,led, transferred: or 

.. :}:~.:.;:: #~~f:~¥13<i;~.IJ.a.~.~~~nrest()~~Jo th~;QQI.~~~~P~te: ,~e~ti~p.sthj$_p~rti9Piar:se.ri~.~;~itti its··, ":.· 

s.-:.f~}Vf33/,.~;: \!OJqu~;cut;'<>ff~a~~~I'Jotfit:gracefullyJotp·a·!)!Jcl$et?; • ~ ":.,: · ::.. , ,.:.:..::. .:'.: ''·· . .:¥.~·.-,., Act9i~¢rial.~tokin~tll,l:¢ticms.a~<ied.in..~rt>~wgl~:~·> •· · 
·• · [GRS 21.:~1--r:he GRS Jnstru.ction-iildJcate$ a·miriiiJlcim 9y~r retenti_di'Jrb,UtftiCO~·ma.x need'to'-'. · 
. ' be· kept longer. if lhey are still acyve (in othej 'worqs, they. haye 'no~ 'yet ~n sul?erseded q,r : 


. oacoma obsolete). The GRS Team can concur. if DOl ean verify thatall racords will becorne. 

: su'pe~_egeid•qr.ob~ol~te withil:d ye~(S qftheir p[op6sed.c~toff>"i ·.:_ ' ·,_ ': - . '.,. 


't :<•o~*~'l!}r~- ·.·.:' ~. 'f'~<. :.- · -~';' .•~; ·• --..;.~·:... · .:·.:';:; "'-~-:·: ·,,,1:·. ,: '.'·· ····: ·: 
:· [Disp:ositiqn·1nst.ruttigns1 Ple~se proyide spl11e details·:on;:.Vhatc6qstitut~ "clo~.•>rhe e·R.s~· ··:· 


. 'vs5 spens.o'uteia'ch_trigge~.. • · .:· , · 

1.2a· Human Re~ources :-.Routine. 

Nq action·s!-!ggested~ Acknowlepged that item il')structibr)' lli~y 
becpine,obsolete. R,efertoV61.. . :.', · • ·. · .: . . · 
•,"'<. 	 ,.,_., ..... ;;

:~?~":/~ ~~.·.~;0 :·~ ... ~<5:..-~ ~~ 7~ ,"• ~~. - :, '":"~. ~~>~·~.~(''- <.~ ~ ',!~ ~·~: ~~ :•T. ~· ·."-: ~. . · .,·-.. ,-;~,. _'·' ~· ~· ~, ·:: ~··.:(';'. ~ ,.·. 	 " ~·~\. ~ , - ~, ::r.~ , .< • ·, •.. 

' j • "' ~·'~ ,~. :
[GR_;31:'7b,.i.c7c1','h7~2,-1-7d1,,1:7d2; 1~9,:HOb]Thes~:a!lhave·an ~vent:oa;;ed ~gger, w~ich ·. ' 	 .· 

·'· 
V67. . w.oulq put you· at risk tor early. destruction if you C\Jtoff atcreation of recprd: · · · · Yes Adoiticma_l·cutoff i~st;u~tions added :i~ C<rossW~lk_ 	 'c\lt~ff'jssue: .· 

- \" •I' ' 

· ·: ... [GR$-.1~18a]::rhe prop9~eg·c:;ytoff i_ristructiors may·not me~t-a busin~s neectlo-keep 
"'V68 _- ·. ~· do~1Jril~Dta!iof1IC!lJg~r Jh~n·,s.y.~ai's.:Pieas~ Gcir\fip)i,With Y"9u'r;s"uR~f'VisQ,~_,: _ .;t_ • . ~ :> 

<"' :1). 

·. · ·· - :., ~ui-Jwissue . ~. 
~ ,:. . , ' ' - ,,, ' .'~ - , 

.!.. • " "'' 

/ 

http:Act9i~�rial.~tokin~tll,l:�ticms.a~<ied.in
http:informatj.on
http:l.etter.of
http:th~�~cqrd:Js;~rrohe,o_us.ly
http:c:Oveted.by


• •• 

[GRSJ 4~1~1 a3~1R~~r;ttiori pen®;!~. ac¢eptaJ:\JE!;·b·u.e~v1iiYfbit1g~tll'€J:t:teUs a·U~er;Jiow.to~~~:,:\'1 '7(: . 

<1i~iln·9~~b'tfi~~e::~~~r~~:fr9·;n~t~e' ~O._i~:r~_9?'r%s:'co~er~d:bY,~it~n1.~og'~ ;ts;Qq~~:: -~ it~~~ ~Arl~t ·. 


. tell wh1chFOIA ca!!;e files can: be d~stroyedm 3yeafl?vs.those tliat must be retained for 7·years 
:~? ,W!thout .ched<:ing' out the details iti tlie superseded GR:3 items. The GRS~T~am cann9f cilnc;;ur. 

. . · until' specific langqag~ providing this ne~ssary if!fonnaJion is inserted into the' DQI draft 
•. ·._: \1.48' ~ .:. sch. uiE),. : • :: . , ::. • ·, '· , · · · · • · . · ' ~. · . . :· : • , 

· [~~.S)4;:1f~l..S~11J~·t~q.~.,8~ a.Q:QV~..~§!~.nti<,>~·peri~"~-~~~bl~,·~~t:~v~J)1~in9.Jf:i~t;tel~.~'!.;~: 
us~rhow.to.i:hstinguJs.h tl)es~ reco~ frorn·tne FQIA re90ra~ c;ovi;!redJ:ly (t~m~0001 1s gon~."A... 

: user cannot t~llwhiCii FQIAease files ~n be desfl:oyea iri"3 years v~. those t~·at m~!3t be~ · .. · · · · 
retain'ed for Tyears.withoof cheCking ·out the detailS. in the supetseded GRS items;· The GRS 

. :r~a.m eannot.'concur untn specific lang~a'ge providing·thi~ ne~~ar.y in(orJ:nation is ins.erted· into. 
; tJie·:oot draft'sc.h~ul!il: '.' · · · ',·,••· · . 1 • ••• ~ ·' •• 

[G8§·'1'~H.3bf9~A•feten~q:.ry~~?~ r9~~§~et~§!:~.~~:in.q.~~tiq!i_:gf~N~t.!fl.c>~.s·~file:::~}n;~tJ)is~:.2J;,z,. 
. in~tanqe, ~~~ure .is linkeq:to fin'!il ~Cticin~l?Y tha,ageqcy· or final'adjlldicatio,i:l:bY. th~ court..Without 

.· .. th.is,.v.ital j~f~r;"~~lpn_;h6~:i~ .~~~ser ~vpP._osElQ .to:~nq~.~~~ t]}ese .rE!~rds· ~re: tfi:ny· ~ose·~;.:a~d- ~ · 

.' . , the clo'cl~·ehgible to s~rt tlckmg?. Tlie ~RS Team: cannot concur: '· · .. ~ · · ., · 


·:, [GR$ ·14-'~1 a] Retention ~.~=iripd is a~pt;ibl~; l?~t ~verytbing.·that tetts a·,tjsE}r ~Pw te: dtstingo~h ·;: :. · 

.toMe te'tords fiQnl'tlfe. 8r)y~cy'.A¢t::r,~¢9rd~.COVElfEifbY lt~m;ooo1'.~. Mne~: Jl";u~~lj ~nn§t·ten: .r' : • : ;, 


Vfhicn :63~9. file$ ~~ ~~ ~~sfroy~d· in· 3Y.eam·v;;;. tliosEfth~t rTiust .~ 'ret'ainifd:fofTyeafs·!'Vithq!Jk .:. > 

' seeJ<in:9.:details frOni.l?~~r5eded (3R$,ltems; ttie GRS'.Tearn cannot conGUr untilSpecific. ·

. l;ingi.Jage providing this ne(::essary inf9rmation is ins~rted into the DOl draft schedule. . 
. .,-: .. 
. [G"R,:~:14?~2a] Sam~ ·i§lstJe as aqove.·· ·~~!e!'!ti?n ·Pe~Q<!,i!S. ~~p~ql_e; t?,(J_reveMoil19 th<~fte!l$,:~"...:·· 

iiser'~C>~·.Wdi~ti~~uish-:~h~~e·<revor:ds.frf!n:hfu;!,~fiya~ A~1 r~i'di(ci;lv~r~.by ·ife!rn:~91::~· ~ ·,. :··· 

g_Qn~..f.',us~t.¢ariri6t ~u .'!Vhl~ s_a,sE! fi!~. ~ry ~'9~tr9y~-9·i.~.:~ y~n; );I.e;· f11gg_ t.~~! ml'~t.!?.~., ,_ 


· retained:fo~ 7 y~ar5 Without $~eking· det~ils from ~up¢!'Seded GRS items.. The' GRS Tea!TI 

. . · · caf!not cpt)cur until spe~if)c l;ihgu<ige providinRthis. ne~!Ssary (i']foflllation is· inserteo if!tb.the. 


•y~__2;._, •. D()ldraJ:tschegule.:: ... : ', .: .. · · . · · .. .:. · · · ... Yes 

t~-~~~t~~6bJ.~~~;J~~P~Jf!~:~.s__,l?~~~~ ~J~~~~·~l):~.~~~ a:me)~ptQ~~d~~;r&~·~l·s;qp~9,~L~" t : .. 

. . •· . la~s ~nY, IIJ{9iTIJatip(H~~o~f th~~;,~~9~Pd~tsgJV;u;tg a,S$4ran~)hat:a ~le·ts, truJy:ql~,~-~·'·1'~~~ _:, ;' ' ·•. 

. . GRS Team cannot concur 1n tfus 1tem UI'Jtil the d~ft DOI!;chequle·1nserts lallguag~·to.as§l!?lthe · 


· : vs3· 	 ,. ·!Jser·in ·k~i?v.'ir'fg_Wh~t qualifies as a, ~losei:l'record. . . . . . 
.x: •••• (" 

., .'-;,·~"' , ,,~, ~·~,·~,.~':-:"'. ; ... ; . ' .lG,~$;i~~~iciR~;~:~~~~,di~s:fO. t?~~~~itb.at_~~~¢-'it9~r a·~l~i~ ~;~~~cL;T~~ 8gr~9n~~~le 
:::j ta:9'(~:a~YJ.QfP.rrf!a~~n;;a?puttr~~~·~igQp.o~~;~~at~!V~~~~''i§er:a.~~.J:a.Q~Jn~~Ji:f[~i~,fr.t!IY ~;.,c:•.:; . :}'~;·~:~:~;;t~:_:.:,~.~~j~·7:~:;::~}~/:1::·;~f·~?/:·.~: . ; ':" >. '·,·: ·• -::;: !=losed;,·The. 9RSiTeam _p~fnoot cor~( -in .tpis it~nfuntil· tf1e ~raft: I?~QFs_t!)El,C!Uie;inserts'.l!f!Jgilage 

, · V54 · 	_: to _assist'the.user in. knowing,what qoalifi~ a~·a .clbs~<fr~eord. · · '· .. · : !nstructto{'!s adoed·.for.CIJtoff ana oarialirig in crP§Swalk. 

. [GRS'14-23] G~S retentjori is linked; to th~ (ete~tion period of the.files .CO[Itainihg privacy 1;.{ 

- information ~nd disclosed for wha,e-..:er. teason.. In shqrt, all r~cord of a. file:.!wer ~ing: r~leased f'. 


1, 
~ · · ·· .::,: ls S}JPP?.~~d·to survive a§.lon~. a.s:the r,~fd;it§~lt Tbis is.npt ~ua~Pilt~~q by. th~DOireteh~gn ·, .. 	 ,. - .. 

1 ( '~:"'~ • , • .: ·at 7·¥ears;aftEirtne'r¢ct.?fi:I~Pf. th~ ~l§qlqsu.~·~~t!\(!tY. iS.;.9<J.mpJetEkl.; 'Th.~ q~s T~~rrH:~~:n9J, ·. · ·.. , :.•~: · · ,,. ; ~~: ,:,; •' < ' K ~ ~ ·~ '." ~'~.-1\o:~~', c _;t' ";~~ '< /'\~ ' > ..:o: ·,t, ; :; : :~~~~: ; ' ' .. . . :, 
· · '{5~· : ~ coi)¢vr. ~ · · ·. · · · ._.,- · • · · · ··· · · · · · • . . " :: Yes~·. ' · tnstJ:i!Ctiof!s ~ac;l.~d-~or-.cut~ffandJiandling.incrosswalk. ,._ ~~~~~iofi ne~,;s~ary · ~ .... ~ ~~ ~ · ; 

[GRS 14-24.b].DOI.retention dpes I'J'ot .give· the user'fngication of what clo~eS.!i fil~. In this 

ln~t~nce; c(os!lre.is liflk~d_to f\lla!'aGtion by th!'! ag~_ncy ~r finat~djudic;ation by the. court: Wittiou.t 

this ;l(ital:ihforination; !i'9w:i~f? U$.El($Uj>P.os~g to kn_qw .w~~n the\se :r~po.rq§;at~ 'tf!,ily clgs~c:.Larjcj'-.

•,,,,_.-, ~--·, ~ ,,},t ~r-_' ,<'• ~" ,•' I •, --·" ',, "•>< ••-'"-' •,• •'' f •!; - :J.. ,.,.- , , , ~: '"•' ~- ; "!•' ·~- c' "-•- •\ ":\..., • 

fh~·¢1od5 eligiol~·to_.sili!f 1iCJ<ing:?"i:rh~ GJ3,~ 'f:e?rn"~!lnQ\ cqri~t::. ~ .; :. ·.\~ · · :·' ~~ ;::~; .1. ·· .. , ~>:. t~.:t· : 

http:c(os!lre.is
file:.!wer
http:G8��'1'~H.3bf9~A�feten~q:.ry


l·'. < .. ._, .• .,.;.. 

Mis~.in.g'intormation. ·'· ··· 
. : :~r -"- .. , . ;,' ·: .... : _..,~ ·,- .. --:·..- ::· ·."" _·;·.. , "- :: ·. ~, ..-~- \,: ..:. ~'·~· ~."·. ~. ·. ... : ; . : __-·

- .. - ..... ,•" :.:.. ,. sP.ei:ify tiiar ~~~ ERe. ~nuai.Mave~. a:nci~Direcfdffer;intera~ons.'Witti NARA -Mil tontiriu~.to IJe . • 

6rCi~~h~li~1~Mftii~9fto .the ~~~~~h~a. R:~~~G~tt'P~lforil~l'~to(,.~~~tf~ati~9·~~el)~~lil~~~;"' r~~, ;:~~t;~:~:t~:i= :v ~,.;;;.:;f; )"f~::·.,.~:i{·, i~,:·:~ L'"·~ ,;;:~ · 


. ljnd~r1yi11g authority. t9r Eiacn lri~rac~ori_,will,beJh'Ei apprc)vecfD~s~~uthomL ~. .{'·~ . : c :.; : :c.~· · QIQ'rified-in Genera19vel'l(iE;~w·f'Metljt)dotpgy'').:. 

[f\tlil;lini,~tratiotlQ.esqri~tionJ.T:I}e~QRS Team fo.l.lnd this de§cripti(;m.to oe hard to: ~oiiC)Y/. and 'nbt·· 
coinpreliensive enougt:l, Foheximiple, whetEi woula onejindthe-scliedWe for declassification··. 

'; ~~~~~,:~~~~:f~~'~.l~~;~~~~~~~j~~r~c~~~~~~~!~~/~~ff~~:~l;:;.:;~·~~t:~.";:~~~~}~:r',ffi~~<::~:i~~5· .~·. ~ r~e ~e,sqoptfon; ~e~§:t? ~~~~~~a5s,,a.u: flie~a.t;lfT)i~:r~~~tior~s;~affire:q~x f().d'~¥·~h~;;~r~:\:·::,~··. ~-·. 
. mclui:led ·on the crosswalk.' ·.; . .._;. · ·.•· ·· ·.·:··: . . : ··"" ·• ··· : .• ' · 

. " ;, : ::., . · .. ~ ' ' :::. .~; : ' . . . •·. :: ·. ~> . . '" 
'·· ::· 'jf3 :~ ~ .. ,P,Eir:,h.<~1ps,qiff_ete(lf'title? for tl\e si.l!>-itel"!ls W.quld h.elp c,larify·\<?9?' ·:· : · . 

'• ~-..,. ,,: ~- ,·.;·_,r . · ...~·,..·..,:~.·::·.:.; "1 :· ··"':: ... ~.~---·, .,;· :\•('· :-''(~ " 

· fhrs:impii~ ttlat·al,. r~¢"ofds created ario h:iairitained by te'Oipor~ry · · • · · ·. · ' • . · :. 

c:Qmi;,i~siqnStbqards/cominitteies·~houiCl becOnsidt;lred. teriJp.orary !'ldrnini~tratiye:rnaterials 

·u~less· they are.cCl,yere9 py:t11e'P!~identjal Re~i;lrds Act. t~owever lli!'l crqsjiwalk pnly list;> GRS 

?:6128; §RS '2,?/3, and·GRS'46{4 ~~ sy~11?$4ed. schequle'.it~ms:; !t~q9~s n<?~:iriqiqa.te tti!'l~·the ... 

s¢~~u!e:S~r5~e~,~lfh~r1t~.:~m,P~.I)~·it~!lJ)ir:io1e,tna!;~g~riqy:,c9romi!t,~,<!3.~R~~~~~~11.;Hf*' :.: 

ttiif!J9.rri1anentitein,fg(bisto·r:Jeally va:Juable 'reCdfd&.9f tl:ie fAt;;'A.c:Qmmitt®S•(GR~ 26!2A):r.·,-~ ···t 

·PI~ase·upd~itedfi'e crosswail< tci in'Ciude:GR'S-26/1"'and please up(iate'the Act~miillsfration section'C"


.: a~scriptiQn to indi~t~. th~tttie pe_~ane,nily v~ll.l§~te•recqrd~.pt FAC!;-.. ~mrnltt~es.are schequteC:i · 

' under ,th~ 8oiicy (?)·Bucket_ ·· . , · · ' · · · · " _ · · · _ · · · 


Ha'@Y.ou.considereg.tfle po.tentiarftnancial: imP,act:6t retaining some: of·lh~·reci>rds' tor·1-2 '· -.- · • · 

.~~ars~y~~ii ~~t{~:ih ~;GR~-~:~s!~~1~~.~~:~7e~F:::~~?·:::·.-~:::> :.b_;~ ·.·, ::'; ~ ,,>::,· -~--:•.;~:·:::<:~:~~ .. : , . 
There.¢9uld als9 oe legal implications. to·extending ~tentions_. Have.you received eo.ncurren~:.>• .·,• ....;~~;~~i~Ii;r~~:~¥!~~~;~·~~~~~:~~'~"~1~~?~ ?~.~~;:~f~~t~~~hi~~#~~~~~~~ii.*;i"; ~.:~~iir;~~~~{· ..· 


·[GR~·14~2el Please.justify<how you C?h:de.strey thEise re¢rds' priorto eJ9)irati9n pf"~n~llatiqri "': ., · · ·;: ·. ·;· - - · · : j~·· 

.. oft~e·agreerru:if!t: ~ropo~ea di~pci~lti_ori i~·to destroy the f't:lcdrds 3 ye~r5:after-:~r~atiqn. The - · : · : • · ; • :· :. i .· 

agree,m~nt could st11l be meffElct ~t that time. ThE\ ~~~.Tearn cannot CO':JCU~ w1th t[le p,ropgse'd ', ~ .. 


-.. V9 :. . iri~tljlt:;tion until justificatioi) fotdelltf1Jction is,t?r9Vid_ed,_ .. ~.' . ·- . '" ·. . ·.• :\ • : .:_,;: _._·:~· . . Additioni¢utoff·instructi6ns added_ in crosswalj<. .. • . Cut.,Pff issue 


..-.-~ [~-~s~~~;·:vd~:~;~:~-~~ci~;~~-;~ d~~~rJ~~~:~~~{~~i;d.·-~~:·cf~te,at:c~~~~~~;~b·~i:;o~~;;;.i~~~~~ ;: . .~Y 

··' re.co'ros (clirectives/guidesfr:nay .still be i)l ·aff~ct ~tt~r three years;' which is Why.!ti~ <;oR~:··· .: . · >. ..·. .. · :, ~'· .· · . 


· fristruc;;tioh [i:l~ludes to destroy·when superseged: ~r qbsolete. The proposed gispositipii. : . · ·· : · · ~ · ·. ': · · : · t· .:. · . , 
')!1 o, ·· jnstru.q~iori wi!i not wort fqt these records>The .GRSTeam ciinnot concur with.ttJe.proposal., .. ' . Ye~· AdditlonaLcu~off instruction~ addedincro~swalk _,: ·.c, CUt"J?ff issue.? 

) 

mailto:Ha'@Y.ou
http:v~ll.l�~te�recqrd~.pt
http:reCdfd&.9f
http:n<?~:iriqiqa.te
http:de�cripti(;m.to
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·• [GR~·:l?.~l?lT:tie:.~J9,ff;;iJ'ltli~"~E§,i~.~tmi~~!)9QjQf'i,nWstig~ti9W-ln~'R'u.~gf(pr()pgS.eo•t>)i•;R:Ql:i§l~;: ~;:;~·-~··.· 

,".: :. lire(Elfla·ci til~;"P(·In'WI:iib!l tll~:?~cord.:ilVatcr~teci:!tf. ~:9:tt19e$ti9~tiqrtd~st§·•i6bg"er..tfi~n'tlle~erja~9t .· 

.· ;, ., ilia· FY.In ~hifh. it i~:start~.d~ D5'l wouid:be d~~6y!ii~:re~r(Ls·sooner th<m;~U~w~d Jr:i t~: GRS~ :·.• :·' . 


.001 needs to proytde evtd~nce that.all related tnve.l:;tig~tiqns are completed withtn the Ftscal · 

Yea;r.in y.,ni,cti ~hey are st~rted or thaftheirGen·~~~~~ Counse.l'9 offiee accepts thll! proposed · : · 


.. ···~ •' re!eniiO'n}9r}n~~ ~~qrds 8,§ .t!l~fE! CO!-!Ifl bE!: !e9al jrl}pli9a~o.,g_~. tg destr9yj~g. r~C.9rt}S SP9ner,t!lan 

a!l<?yt~C! .Py~~hE!9~§)3!ov,i,c;IE!ciPM p.f.tp~~n"~i!!QDS:·i~ft1~tf!lif{.~~)r~!Th\N~I .9,Q~cup.::M.:ct!!~th~ 

prppos~ins'tt:Uetioll.':- ~-, ,~·: .:; ·:·~·:\· .:~:: · ~ '.--·.; L. ·. ,,~.. ,. ·,. '··:".,':"·:,_ ..~.·'·'"·~·.: 

[~R~i1.3cZa] The G\.!toff i.n tb.e GBS iJ>. ~mpl~ti9~·of.the jots.. The c;utoff propo~ed by' DOl is.the 
~ottof.th~pX.iowhicl1~e;f~¢rd;w~sGie~t¢(,qtthe:i,qbia$tSI.9nQer-tnanJ.hr~yea~after-Itis>'· . • , .' •· .. ··' .,, ." 

~tatt~d;;I:)QI:cq~I$Pi:>teHtiC;llly .~:d~~tJ:9.ytnQ'cr~GQrds,'-r~i~. ~liEJy"~tili~f.e :i~r~se;~E!8!Jl~d~.\B~~ -~':~ ·· · ._ .:.;:_:\.:.:-.'.;......}.~:.:·.~_·:.·•.P~:.....~.:.'.;.'.··..···.C·.i,·.,.·· ..··.t.. ::· '..:.f.:.~.-.';:.' ~~.;;;,..~.:·~.:.·.•·.;·~c.•1 .•.~_:.· ::•. _' ...,::._ ...·.:.•···.~.:·....:.·.:,~.~.·....• ~.:v~rify:that• the's~fjobs;'do;n6t;lastmore~Jilarnnreeiyeafs; ~~,job .cp.rtlp)e~o·r{f$•·a~$ysoWitllin ~yeas~ ; .~ • .. .••~ T • • . • . •• ' • . " .·•. ·• ·, < .• 

: ~ from Jhe::s!_aft,_.ttJe GRq.Je?irr.has:i}o~issu~ \Vjth tfte .Change it')'~e,teritio·n. ,, ·· , '·; . . . .•. .' :. ..:,y~~~;- .. :A,tloitional ¢l.itoff. insti"!Jcti6n!)·add~d ir(cto85Yta)k• 

. . .[~·~s ,13-~; b~nc~r-:'T~e GR$ !et!3iri is6~~~-~t~thi~c~~·~~.cti~n~e~~~~ fti~<~n.tiketly ttf~f·. ' ,.... 
' . ' ' ' ... ' r~GC>r9~ "ar~:Still.. rji~j.n~ine,d irr~·p~per 11'lQ[st~r:.Wii ~dyi~· that;Q01 rna!<e:s&re !fl~(th~ pr()pOSeCl ' ..

l: :·~V13, ..' '> rel~Mi0n:1si'liiJpl¢rtien.t~!JJe~~()o ~!}~ re¢9tQs.·;, ~.::, ::~::: .:, .· :• :.· · · ~> ~-\~· -:.,;.,_; ~~· .J:!-* ;~ ',,:: · · 
-.'"'~'~, .~... '•,~ . :~··· ,:·" , __ : '",..-.{--:. ,l"" · .•• ···.,~ ;~·>-"'~:~·;-:/ ~ -':"'~ .. :'"'·"~ ·, . . ·.:, 

.. [G-~S;14:.4i GR$ d~truction date i$ !;lased '<;~p comple~ibri of tQ~·r~l~.t~d pro]ect:th~reiS._no: 

. . . : gu,ara;htee, th;:ipnis will oe 'wj~h[ri ~years of the reeprds' creatio~. DOI.pr~posed re.t~htip(l may 

· V14. •. res:ult_in:r.ecorgs bejog·d~sttoye,d wgile'they are·still):tctive. · . . :. : . ·. . ·. . :·~· . 


[GJ;t9\1~J.1JtJ]:ne,~i~_~ij):qw.n~a!~~~li~~t::;~r~gl~: . ; !.~.,~.9,0! RJ9PR~~; ~!qtf: ~h~t:~t~tt~~.~·. ;.: 

. !11~ ~t~~t@1: 8'1~· tJCI<i~g·~~reG<>rd creati9n.: ..!§~Q()I:re :to"a~~r~~tl)~t~~v..e.;y"j=.'oiA:Or§9~~§e·" ~- ~··· 


•.. !11?~ y!!i!iJ~te.ty 9~ar)~~!3~§§ ~q~!IJ§£:lt9~,~P.QO.;g~Jog.l~ga\Od~ wiJJ b~Ju,Uy_.r,~~pgn_g€_<:! tc{wi!hfn ·.:: ·" . 

.. one .year?.{lfriot, re<;ords.t:naY be destr()yed .before the. GRS: retention. ·T;he GRS Team will · . 


c;on~ur: upon staj~ment from DOl th~t it d.o~s ·ind~d.complete proc;e_ssing of. FOIA. requests 

. witf)Jri.one·~ea(of~ceipL... · · . _· ·.. · .. . ~ .. ···~ .: · .. ·. · · . ."." .. 


• 
' ::.. ':~·:;~. ,,:.~~~/ ~!~~~~;/;::;~~~~;~:;;~~~~~:.{-~~,~-~ ~ '(;~~--~--~._ -". -.~:'~:;\ ~! )~~:.:·:~>:~f·~·~·~ ~ .~-:;~_;-~:;~~i :,-}:!'~:~ .~ ;~~~ ~ -;~: ~-~-:~,::;~~·~;~·.~..~:;~;"~ l• ~-~. 

lGRS~.1 +1;ttaar~aft:ie'il?Sue,.~~·abov,e.: )h~fe; !:s""a.f)Qtenti~l~if:'$1~'}lf~ro.l:ilem"'wltJ:l..Uie'p01·""" ·: , 

p~oposeq cutoff tl1f1t ~tarts the retentipn clo.ck ticking .at rec;ord cyeation. ·Is DOl rEiciay to· i:lSl)ute' 

that ev~ry FOIA ~e,q!Jest that is· uitimately not completed, upon beiog. logge~. w.ltr have reachect· . 

·Y;, ·. : .. :·,· ~~~t~~t.u.~b~~~~~~~~~t~~:~~;re4~~~1.t~~r~~~i~~~s6Q~~b; ~~s~.:z~~~=~q~~!~~:~'. '· . .. 
.;i-.~- ~1E?{\..PJ~5s1'19~9f;fQL~Srf:fQ\l~t5:...athin on'E!~Y~<ilr.of,teceiP~::·,:u, . · .~·,, ~. r: ~·.;,:~~ '· ;; ,.: "··:. .:· .~ ~.-LY~s·: 

. [~RS ~+,21~~' 1·i"~1a2~] Th~·~-~~ a poteriti~ti(f slight..:;p~oblein with tii~ D~i·~:t.oposed cufo;· .. y. ,·· 

th~t' ~tarts the r~t.antibn dock ticking at re·corg creatiqn. Is DQI ~i:I~Y to <!Sl!Ufe. tn~t ev~ry-FQIA 
request ~?,t Ultimatelygr~mtS aceess to all r~cordS, 1,1ppn being' logged, will be fully}eSpOf!Qed tQ 
withiQ one y$afrr If !)ot, ~e9C)rds ·!U~}\·be d~str'oyedbll!Jore {h~ Q,~s·: '. ' ... . .. ,. _yes AC!ditiooa,lc~tqff:instrl!~ion~ adped in91'osswall5' · ........ 

/ 

http:y!!i!iJ~te.ty
http:G-~S;14:.4i
http:Yea;r.in


--~'~,~"':~:· ·,. ·"·~,> i\'' .,;·· .::~..-~- t '" :_:-.. ~~. ~.';:.~·.~·-: ~-- ::. ~~ .: ·; -> ..-:~t: .:'' ·;!,~~)"":' ;:,:~~:> '. ~~."·~-.:~·".( -~:.--. "',,.· ":;. ".~<::>l·;~:·"'; ·\::~ -~~· :(·
. [.GR:s ·1~s%1'1· l'her~·i~:a ·' "ot~iftial!.lf~r ·'fftii' rdt5r~rfi''wltil~ihebdr·'td o~ea cii16ff.tfi·ilf~tarrs··'•:;;... ,........ _ ........ "· P ........ 19 . R .~- ....•....,,'"P .. P...... ,... •....~.. ,_ ..•.. 
. th~ retention clock 'tieRing at.record creatlqn, ~II £¥very re<i~.est that ultir!fateiy grants acce~!o 

all records. be·fully' t~pr,mded t0wjthin one year? If .nc)t, records.may: be destroyed before th'e' • 
·t

'GRS retention. ·But the great~r issuei.il? that the,DOi ~Ctwdule ne~er gnc;e. r:)l~ntions Man~atori 
.· 0~41~s!l.ifi~t!d9 Revj~~: ~J;~fs 'l~a~~~~e·~~$·TearT). t0.wgnd~r .hoy.r a os.~r Will ey~rknow -:mere " t .· , " ' ' .'~-~ " ',j. ' ' ' ~ • . ·:·. "'"".-_; ·, "·.. ~ '"· .~9.Ji!~ ~· ~DJ3cri?~~·~!h<iOt~U~~ti.~h!J1~~9~e~~~¥Q tr.aU:th~tg9~.~ f!Je;~[ci,ssyi~~Kpa~ f~:~h~e" .. , )<c,",-~!.;.,'""..;c"~,,>' /;,.","'",,5,' ~·.~ ~~--~ ..,..:·~.~~ · ··"'~:~~:J...~J '_,,;'~.-~"'".•{ .·,·y:,;JI~· <"I"""~~\·: 

qngmal ~RS·Wtitch.thi$ PtpPo,se~. to ·~?uP7r8~8~d. ·Tl'l,e GRS~:re.<l;~ Will concur·l!pon ~~tem~nt· ' R~se,011se.,nn:~ •l:lsu~ r~soiiJ~thro);~gh yro~wa~'msW<::ti¢ns?~·;" Mbc~;.r~~E!st~ 'eoofiitn~\i'd·n::-: 
· from 'DOl :that it'd!:>es indeed eomplet~ proce.ssing pf MDR r~quests withirfone year of receipt . Mandatory Review fot Decla~sifieation R,equ~sts:added to· . • Als&~ cites mi~ing iilfom\ation{ 
and.upqn the descriptive text of Item OQ01 including some mention of MD~, · desbnption. · · . · · AddlJio~al .ite~ for v:i 

" - • • ;" ; - - 0 "' < - • ' ~ • • ' • • • ,- " • .. " -. ' ' 

l(3f\S.~4-a~ ~2<:1] ·~a~~? !ss~~·~s,above.~ ~tie'r~ i~.~'p~~~~tialt-:if sliQht'"':prpbl~rri wnh. to~)~(?I.. ~ . 

p~CU~f!'th~fsijirts;..therE!teotiqn;¢!Qcls·JiCking'l:!t·reebrq·cr~atioiJ;-.Will:i;ve(y'tequ~t'th'at'is


"-::.~ -·.·'• ~- .. '"B""''" -"''l->\,-;:'"---·" ·.,;:-:»·.-· ·~·.-.·-: ,-,.\_ ·~; · •-·~ ."""'"'r~· .-;f>t-l?'' -~-....t"'-'7'.-'" _,•·'\·"'""'~".·•·•i' ,·

ultimately}ejecteq Qe'fully r.espqnd¢d to 'with!n on~ year?: I~ oot;.r~rc!~.rnay,be destroyed,.. :.~. ,. 

. ' . ·' : oefore the;GRS tetentibn:":rh~~GRS Team ;,.;n[concur:~upon statementfrom DOitiiatlfaoes: .. ' . 

:' '" :' :.. 'ini1eed cQrT)plete 'prqce~si~g-:oi·rv11:)R:requesti'Withih ohe'year oh~cefpt ana "refer~nce in 'tDe.. 


._·, , ;\/19 . ~eri~ descripijon·toMDR<!s a.body ofreoordl> created.l;>y,a work process .. · .. 


. ' 

::· :l· ~ "::,:~_: ,;~-·: ~·~ ,;;,.,-,·:~~:~~,. "·>x~·~:~;~~.::·~.<:·::~-~?·~".::.:t.~/ ~=·· ~"' ~. 
Additic;>~~~ ~t~lf· in~tri:iC!ions· a~a~o·i~:~.ci'9Sl?walk ~· ... 


"" · . [GR$ 16-5]'The 'Cl1toff in the G.Rs is based on the clos$· of thep(ojeet, ·but the proposed DOl ··· 

;, _·:. ~ ctJtoff is ttte ·start Of tlie pro)~ct. ThiS meari$.that any project la~ting more th~h -~ years would ·be 


. . \. · " di&posat>l~ii· pn_or. to.i\'s cornPI~tion·.. :QOihei?Qs to v.~rifY that:thi!} disposltion.instn,rcti9o ~ct!Jally . 

~~.;:~~~i:~:.:~ ·~t~~J~e~~ ~:?f:.s~ ~:;~;rt~~~ ~~;.~~~:J~~ R~~.no.~~~!:~-.~~:,~~te;~~ f~!J;tit~~> < 

' tGRs ·~eii,:~ii~~~~:in ili~·6R~·i~:~·:&:io~ ~~-~n tii~-~P9rt is Clii~l~tf~~iJf~;~-1~~:~~~~s~d 


Ddl-cutoff:is Wneri the: recOrd is Cf.Ei!at~d, T~is could ~~~d to reqords b~in,g destr0yed whil.e they · 

are StilfoE$:.1(!d. for- .bq~in~~s·,U:s~. 'fhE! 'GRS n~m ¢a~not at .ti)is .tim~ c;:on~r wi~ti a the' ROtenti~l. 


. ~~':l.gtloJJ)r r?~~~tion 9~ t,_he~e; ~~·<llro~;1!iat~ulg, 9~c~r.wJY199t'fwofi~~~,ins~tll9rr~~ 'A~ ·. 

ha'{e n9tyet'r~searcheCI retentign·reguirerrlents.forthel?e records:.:·:.... .: ·.',••· ·• ·..: : , ... · · . 

• 
' . 

· [{3RS 16-14a] The. cutoffin the GR..S. is when the. rew~ds··are superseded, put t\i~ gi"Qposed DOl- . , . 

· · · cutoff i~w!J.e!'l.the,·re.cb.ro i~ cr~t~~ ..Any 9fth~e rE!co.r~s~eo.uiq continue'to.pe in use b,eyo.nd 3 . : 

" year$. POl o~s:to yerify that tliis.in~.tr:uctioh Y<ill actuaHy:meeftheir busin~ needs. Thi:l, GRS' . , 


p '- ·~' -;.;: f ,,, • " 

J.'eaj:t)'ft~s.~o PJO~~~.~~· DOJ !;)Sti;ibli§~Jn~f a.Jfiore s~e!tifiC ,ret~n.tiO!J.ff iffn~ts their bJi~Jri~~···" ., .!::. ·. , 
. neeas:·,:· _.:.· :,.~~: ,,~:~;~:,:. ·.~:~;:::, ..~~ ·<<~. /'~::.,:,....:.:.·:':::. . . '•· ·.:_;"·:·:·,;~·~yes.. .1a~~i~¥r~iQff.i~:w~:~tio~~;~dd~'in:ir~wal; ~ . 

[GRS 1&-14b] The cutqff.in the GRS:is wheri therecprds are supe~edi;!d, b!,it t)w p.ropqs~d DOl· 

. ··cutoff is Y{hen.the reeorcj is cr~at~d·. DOl's not~ ~ugge~ts that their retention. extends the ~RS· 


• <. : ..· .. · retention, put tlia,tI§ only. Ji.9 p!ap is l!} ~ff~pt,fQ[ iel?s th'an three years, DQI needs· tb,v13rify. ~at.~-. ·. .. 

'·":.•~Y24~;·: .: th~ l?l~~;oo i.~ fag•t~a,in in ~ff~fqr,:t? y~ars.·qr l~§l?:b~for.e:.the· GRS Te~(ll·can:co6gt,u;:_~ ·," ~ ;~,~ ·Y~~: .. "" .·A#aiti~6al:¥i9Jf.~l'ls@et[Qns~?dcJ~9.io g'b~~v.r~l~,. 


_,_ ~ [GRS· 16-14c] DOl ~~eds !o cbrif!rr11 th~t_any reView _cyc1e:w9Uid ~ap~n within three·~.y~a~rS·<?f th:e : 
 '·l"·. ' cutoff; otnerwise recoras may be (,festroyed earlier tlian 'allowed in the GRS:The.GRS''fearti · r,·, 
~nnot at'~his. time co'nc;ur.With Cl ~horter retention fgr 'the~e records, bu~ will conclir with DQI_'s ' . 

. .. ; :. . .l,i. ·proposetl)n'stt!Jction if th~y,can confi!J"!l' that the.n~xt reView ,cycles will alWays O.ceurwi~hin ~ 
! ....,,':f2f) . Y,E?<Irsof~ec;:Ords"cr'e~tlon\>~ ;._ ·. •· .. > ·::..,:. .·· ~,;. ~-- ..-~.' '.·:':. ,~::-.-:: ~~·· · ·~ .:·,y~~1· 'Clarlft¢8tio.r(§g8!'ld'ln:&os§w~l.k)n~truc;ttons -·· .. • 

. :. · qjt~ojf.is$'ue
~ f ' 

mailto:A#aiti~6al:�i9Jf.~l'ls@et[Qns~?dcJ~9.io
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•• 

:· •· iG.~~£1~t~r1·~ii~t~&~iKtt1~~~~~;,~:~~~~jJ~~~;~~r~~:it{~~t~~~~~6if P1o~>o:§~~~:bi~~ , 
". ·. is When_the record is cre~t~d. Iii qrder fodti~~GR$: T~a.trl t~ c;Pr:icLJr, ·DQI·ri~ds .te ?'nf!iin 'tl:lat ,. · 


all. reports will be completed withif1. three years of .the c;reatii>Q o! the ~racking files·.:. . · · 

[GRS 16-~'4f] Th!=i cutoff in the GRS is atthe end of t)le re.cord's busine&.s use; bl!t the cutci~f. 


proP.o~~·~y:~O!· il>,when me:·record is c;~e~~~q,.there is..!!'~ pot~Q!iaJ to: d~troy_ ~£:or~s . . . 

pr~r!itl\~te_!i .~J>O.n:~~~ .~9t!ori, i~~n~~~~lii'YJ~yo~~:,~~~~~JD'?l•~~a~~ S<?2filll\1th~k:~..-:. :.-z , :· 
correqtive actron·wru.never ~JlE)ceSsai)I.Ji~ygn~ 3. years p,ef9r~,.tpe G~S J;'eam ~n CQncur. -. 

~ddition~\ly, .DOf ~6eas· to makE): sure: they have taken. the notEl·related ottfiis ite·m:into . " . 

consideration;:as. there is no refei'Elnce· tg it in th~. C(OS§)!valk.. . . · , ·.: . ' •. . · 


; ; (G~S ~:7:~l'J'!le.:~~toff)tJh~ ~~s·i~.~tt~~ en~~ u;~·I"Elpo~~~ ~u.sii}Elss Use; b,U!th~ c~tqff' ~: . . · 
P.tOP<$5~ t;>y D0Ji~~wti~~·tti~·!'iJ~(~:1s~g-e~teJ;i::~N!r~ ~s·~,~'P,6\~i:r~~!:t~·.~~stj'gy:.~~co~d,s· ·:.:;;·~::·(. 


. preinaturel'y:if th'e ref;ord is s~ll iiJ eff§ci (nofst;sperjedeti)\Yitt'lih .~.years'orthE). ¢pjectiS. not S .,. · . . 

:· · ·. ; fetir~cl,from se(').lees afte~ 1hr~eyears, Odln~ds to v!:!rifY;rJhethertneir propos~ instr:u~ion . ·' · ~ ·.. J 


. · \/28 ,, : meets'l;>usiness:needs,'The GRS·Te~m~ilriotc6ncurwith the proposed instruction: .. · · ·.' :. . , Yes.· 


'[GlW j 7~] Th~. c~toff.:ij:)t~e.GB$ j~ ~t th~.efic! q~ ~~ re~rc!'s ~usin~SJ> .use; b~~tthe Clit~ff·:. . 

'prppos~ t?y.Q'91·l~·~he'~.th~ ~~lj:i·i$z!*e~tea.f.f:1eirE:i~.tti'e.pqteqtial to:dest~y·resor$1~ /,::; ·: • .. , " 

pfemafutely, if the ~eord js slj(l'iri' effe~t.(not ~upersed~d) Within 3'yea..S~or ttjef~bject:is 'not . . :t • :·•• :


Y . retir~q f(qm sen(i~·aftef.'three years. DOl n«:1eds to·venfy wh~ther their propos·E1c! iristr~ctlol) 

: .· ' vz~.:· . rri.~ts pusil'less needs. The GRS Team CS:ili'JOt crihcur with the propc;>sed instructi.dn. : ' . . .. Proposed for ~ew specific~uration item · 


~ ' > 

~ · ·'' · ~ . ; ·.).,: [~~~J~~~:~bi~ ~~t~~qoh:is}~rlaln. to J~tt:o;·~e~~~s·to~ s.c>diJ: ·· 00·1. propo.s~d:.re~~ntiqrri~· · .: ~ . . · .., ... 

' :·:'};; 'biii~q~~~~!i9m;qat~.q'rc.rcia.tion..~~r{s rele.~iiqn~::~~O:I?tetHrl?.ln'~xi:lir~tion.6f~l!t!)~~tiqn;:'/::., . . . ,:}, . ,. ·.\:...< ·· 4 /~r~:~ ::-~;~: \ 

·~:L;:V~CJ;L..i"·. Vroic.ttqql!ld;f?st f9r_d.ecaae8. ::rh~c~~SJeam:~~no(~f!c~r.. ~.:;•. ;: \." ;_." . . ·- ·. ;,':; .;:_·:·i:_'._· ~.. r ': __ Yes . .., . A\:ld!t\QQ~Icutoff instru~tions:adC!edriri;~i:~waU(::" ~- ~-·. 


" ' • :. •. • . . . :··.·-. ' ' . > · ..• -. ' • '. . . . • ~ • ' • • :·~,. • 

. [GRS1~11]'The''notes"{reldisn6tentirely~~urate; Looal~X>pies_gfinvestigati.v~filesthat .. · •. · . . ·. · .• · ·. . ~ ··1 .. · 
v .• : • move~·uR':to ojher'offire.s. Of' ~g!'!n<;i~s are indeed covered· QY. the '(;R$ .iterii;.J:?ut so are-~~!'! files. '·· . .. . ' . " . ' .· . . . . . . ,.; . ~ . ... ' ' :. ~: . . . . 

..·. ~:t~~~:~~it:gf~~~P~~;~~cp!f~l~~:~tif¥~~~~~~~;~~f~!:··:~~ctJ~;~?·.n~?~ l~;P;~_~.~ :: ;: :t·~~e~:·;~:-.:~·- ~t9o~ctr~n~~~?;_b.~~·~!t.~;~~~~ ~~-.<3~~·~!~~;~-.~~~~.~-~~~~,~f~~n ·.• ~;~~\~~i~k~_tioi;;, 
[.GRS t8"14l!].GRS .retention·is: calculatedJr9rrl final·erjuy; ·not date ofcreation. D!;!pending :9n.:; . .. . . , 

the· num~r of ~ntrle's-and.date span-"in a: partieular 'ledger; ~e.cqrds may b~ destroyed too· 5091'! 

4nder.the;o:olprbposeditem:·· .. · ·' ·· :..... .: .. ·, . · .... , •. . Yes . .. Addjtional· cutoff instructions added in· crosswalk
:-e 

. . · ' (GR~ 18-20aFConcur. Tectinicallylhe Dmr~tentiori cui~ gestroyrecords early, buttliis is vei'Y . ,·, : ' ~,. '. . 
. "V34 · ·unlikely to happen. . · · •· No ac;tj~m hecessal)l. Additiona]cutoff instructions added anyway . No r'~E!PPOSe necessary . ·. 

· · [GRS 18-?:7].001 retElntion, b~ing cqlculated fromrecor(i.creation, cdLJid well·des~(OY r~pqrds. 


. '· .. ' ·· J9ng_~f0:~~.ltl~ Gf'S. r~t~n.fion (calcul?ted fr~un a. plan·Qejrig s~p~~ed .bY $n.evlone} h~s. .. . • 

. ·'Vi?!?::·::. h~eh:tuifi1.1~,9:, "f,fre.(?Rs Ie.?oo.. OO.nr'l~t:C9!i§:<.!(.·.~:f:/,~,>..;;·.:~· ~:J··. ·.: :< .:~.,:' ~· :.;.:_,;~;~ ;~:."..·:;.~• ~··.;; ~~. ·::Yel:l:· • ·. ;A.d.~itio~?l.cOt~ff:.!ri~tri#Jqf1~'!3'<lc:l~'id.:_ctbS§~?:IK ...· 


"· .. · ... ...:{ 
., . r<3.~$ 21,~..2f-S, ~1':.:14; ~1-1~ the c~tb;i~~he.G~S Is U~O~G~~pletion ofth~·progra~, bd~the' 

cutoff ptopose.d l;>y DOl' fs when th~ record is 9re:;lted. t~is could .l~ad to the· prein~ture · . · 
. . dEl.E!trl!c;;tion cifrEl'corcfs sin99 a training progr~un.m~y l;:~st'fqr·morl? 1hlin 3.y~ars.'DOI ne«:1ds tp . . . '· . . 

.~ ..\/3.~~v~~ .. ·reasse~s.tl;ll$ 9isp,psitign~iris~rugiqn, tr~,GRS :r~a.Qi<;Joe§ nqtconc;;u.r;< · ·~ ·' · , .... ; ·, .. ,..~-:.: ,'(~ ·-' · Adqiti9~~19litoff instructionsiaaded in· crosswalk... ..~ 

http:instructi.dn
http:t?y.Q'91�l~�~he'~.th


• • • 

, [Q~~·--~~]Q9~~~t~':l¢.yf-}~hil~ $h~7n~~ 9R~:Br~:~>~¥t;'w9eri.};~9J9D9~rory'eeq~JRr~~-7~13;~-< . pi;:,~grj:$,_rj1~ri~_;]19Lw.,eY,~.~~-·.n~W. ., 
. ..·.. ,..h:{cptd$~_we}.itillf~~Q'r:h_me,n!!J~~aijg.ing.~Js 9iJt:Oft in&twcti9l~: t>e~u.WxW m1~Ar~~d~El!:lif~}iii\9'.:·; . . . :. r:.. . ,_ :· retention 1tem qllowsJot ~· :•,'· . · 
V40' recor'd~ prerh~turely when)'oiJ have a•bllsiriess..need:for them . ' .. ~'1\ib- r . 'p~Qpo~~d fqr ~.e.:.V spe6m~G~tion' item bett~f'solu"tioif' .c:··:o., ' .~·· ' 

.. 0 .. 	 Proposecj new wording for cutoff to allow for exceptions to the · • 0 • 

default instructions, b~tailed .in crosswal)< and- referanced:in updated c 0 • ' 

~· .: :. , . [Qi~~~s"iti9ri;l9s~rugtibfls}::Mai}y:G~·iterps n'ave,~n ~~Jnt~.~~~i:lCJ. ~?tt (~:.9: attet.~R~~!)9~. i~: · .. de_.sciip!i(ni/cutoff. fv1any itgm~onot specjfically calleq out ~y th.e ,GR~ ·e. i; " . . : . :• 
\;;; _t,~4'tL s_up~~ed,.¢ase:is.~C;!osE~\:!: et.c;),J;i,!:ivip £a .. JU! b~sea~ctitqff·.Pilt~·. POta.t risk.Jor,ea,Jjy:J:I~tJi:JcJion,~ · team~ ha"'e·al~o ~IJ up9at~~k:~ · • '1!" ..,./ ""'··" ., ·• ·• c. Gut,off issu~ · .:;•. .J · 

(:--;~.,. -· 	" 
. f 

': •.•'•: · ·. · • · ' [Title/Description,_sp_ecifically 'Accouotable'] This implies that:those iri item 00.01 are not in any 
,,· · W?Y !in~ed tp .accoqrtJaoility. However, manyG~S items _crosswalked ~g. item 0001 ar~ in·fact · ·. 	
,I . .. . 

· ·· 	 'req>rds.tot.~hicthacc61J~t.c:lble o.fficers are respo!'si,t>le: T~is:uHimate!y.impJies to?t o_nl)dong- .: ·. . . . . 0 •• • •• 

~ 

'~"-··' 

-termrecords:!elata·to?ccoun~ility,_ • -_ ·.J_.· .. , -·:c· · •_ ,, ..•• - - _d,. • .)ff*3·_._; ltema~S,~ption/tarmlnologyisreviseq_ 
lFGIA'Respon~FF~IA record~a~~ in ~oJhJt~riJ!:! ooo_1 an~d oop2; t>'lit1&eil>~wu,l~..i~.uoc~ar ··::.. :· 
:cktb·wh!ch type of (~ponsEHi;rth~'r~I.J~tor.berongs~to Wh)cti schedl:)li:l ite,ni, whi~h:may l~ad:to ; \ . . . . . .. ' 
erf6neou13 destruction.. .·. · · •· -~-· . . '< " .• Yes'·: : Criteria addetl ·, ~•. \ 

• . [BIAIReeords Officer prov_kiing· assistance] Aconeenr relates" sp~ifically to the B\ll1l,aU .of lodla_n 

-· · A\i!~J~ r~cord~ th1atmiQ~t ~~'?.¢ s.9m~}!TI~?~~~~J?( Jf"\J~t F~fla..·~~(jnti~~··V'fi~'.tre Cb.~II.IC!~·l ·..•. 


. ·; $uit:anqtfie_i:llfeg~riJli~r:fJanag"fi!Ti~rtfortrost;fi1(ids~ perlia,(!s:l:flongerretenJicm p&no'd i~~n~e'P·: ·',:

'. · for thesei's(?iies·(p'iirnaflly·'the qHA;IhteoQ(Boarq.()t:inaian AJ)p"eals on~s.)Ait~ough they·a_n{' :··! ·. ~ 


. ' aqministrative"ih rature,.·they. are.ai~o defined a~. helping to docu"ment the g6verrim~mh! ethi~l .. 

.. responsibi@~&Jciti:Jeir miss_ion, including re~pon$~~ tQ (:p_ngressjoriaii!Jquilies, whi~h caf1 cqrrie 


. .'V~ (1); · · riJ~nY.:Y.ea_rs:5~fter.a:~pec!fic;: incideiJt or.a¢. · · · 	 · · · · · 

<-~· . - . :.::; (-r': >> 
Reason~ for.RO.guid~nce.hav~·~e~d~;~~i~~i~dd~ct·i~- ·:~:. ;~ ·f: ...'_·: i :~ ·:. ··::·'~: :$. 

addiponal plaees to ~ll·out·spec;ificne~ds.. •. . Ac!di~jqnaJ information 
Th_e clit~off issue referenced here is"defc:iilea fu.i:ther inV65/V90; arid lr .0 

' ;,,-~ 	 •, • • ~ -~-, • ~.: ·~ ;•·c : '1,> • ":-'( ·.···" •:"' ••-.-. ·., '•<, •,,•• It'• ,: • 
• 

,_·,;r...,' • 

V4.08.. The core:pfJt is ·a fUndamental cbnfusion:ove~wMC,whem ",/ · ·:Jll .:~ · ,.. 
dqsecidn~~~: tne GRSJe~h1;~fdrnin~rii~)~fi6~·Yrnaf'tJi~¥ ~9 not ·. · "·]'~>:: :· ..· · · . 
believe it to tie ari appropriat~ suQstitute toi:eXistfng 'c;ut-off trigg~rs : . ff . · .· · · 

. (e.g. wh'e.n stip~rseded/obsql~te, whEim finalaction is taken, when file t 
!~ ·0iseonti(1Ut:l~ •. ~tc;::), Gut off COI]fu~ion is resolved th(ougi:J use of- ·. ·, . i1 

'• ' . . ". the'c'ros$walk's. additlor.ia,l instructioris,"and in:ref~r:ence'oiri- the . · ... ; ' J'.'' ' ' 
'~ ·;~~:Ye~',/ .~ ti~ptfoli ,:, ;:·.··:.:·,'. · · ·· · • · :"~::~{,': --~·~.;.;-~t). ::' btit-.f!:tti~Ue:~, 

•• • ••• ~""'•_ -- ,. -~ ·:··::_ ;·:" :·:·· -·~ : : ": J .·- ' .-.:.:,;"'' •• :' '"·.- ,: .~·::'_~...~.:" ,. / ·; • ..,~ .... ,:· •• ' • •• 

·. · ~-. [GR~t10-1'1b] While th~·GRS ~ea·m· is rel~ctant to 9i9 in' itS~h"~el$ ·abotJt (e~con;iS so ahonymouS 

as to. end up known 9nJy as,"all other reqords,:· the.fa~t. reh1C!ir'ls that tn'e ~~Y records of which ' · 


. these are the leftpv~~ C!re p~rmanent· The "until supersede!:! o~ obs.olete:! rete11tion of ~h!'! GRS • 

0 

0 V16 :' does not mesh.flaw[~s~ly·w.it!f~ f!~t:year .r:etentio_n. )he GRS canhot CO(lCUJ. 0 ° • ~ ,:: ";'" ·~ "' 0 •• -~ 
·>·;.':·~-~~·,,·<·~~:i~..' .~·<.'"-:\_:··: v: .... : "<_.:;:·::> .: :~·~r<~,i ""·~~t·~~,· ;':>.:l :·-:·~,_·:; \:.·-,,. ·:;:I~::.t , ."'·.:·:·::~~~:·".~'~-~\-;·,-......,?;·.' .~: ".. ~~:-.' ""::\' ' ~; ; ~,~-~·.' 1t~/·.·

: .- · _.·. 	 ':. . ' [GR$1 0•.1~JD6i retenti()n:...:7 y~ar's lifti:ireri(!· of:fis~lyear in whicti~~CI()~e~~i!> ·nof a seamless: . 
:.' ··. 	 . ,f •• · · · trai1$l~tiqn·.from 6-y.ears aft~r an .ifrcre~ft 'is. removed frorn an age:ncy's·~eet. The G~S Team 


V47 ¢annat conGUr un!!'l~s the. Dbl ~toft is clearly iinked to aircraft'peiiigtaken out of service. ve_s CiJt~ff iSSU!'!. 



