
..
 
LEAVE BLANK 

REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NO 

(See Instructions	 on reverse) N1-GRS-87-12
 
TO DATE RECEIVED
GENERAL SERVICES ADMINISTRATION
 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 May 26, 1987
 
1 FROM (Agency or establishment)
 NOTIFICATION TO AGENCY 

U.S. Office of Personnel Management	 
-

In accordance with the provrsions of 44 USC 3303a 
2 MAJOR SUBDIVISION the disposal request. including amendments. ISapproved 

except for Items that may be marked "disposition notOffice of	 Information Management approved" or "Withdrawn" In column 10 If no records 
3 MINOR SUBDIVISION are proposed for disposal. the Signature of the Archivist IS 

not required.Information Systems Plans and Policies Divlslon 
4 NAME OF PERSON WITH WHOM TO CONFER	 5 TELEPHONE EXT DATE ARCHIVIST OF THE UNITED STATES~ji~

.1,	 632-2860 ~~r'h",.,..loc:: P r'I-
6 CERTIFICATE OF AGENCY REPRESENTATIVE
 

I hereby certify that I am authorrzed to act for this agency In matters pertaining to the disposal of the agency's records, 
that the records proposed for disposal In this Request of 2 paqets) are not now needed for the business of this 
agency or will not be needed after the retention pen ods specified, and that written concurrence from the General 
Accounting Office, If required under the provisrons of Title 8 of the GAO Manual for Guidance of Federal Agencies, IS 
attached 

A GAO concurrence 0 ISattached, or [K] ISunnecessary 

B DATE C	 SIG~ATU~.sY./AGENCY REI? D TITLE 

~~/ Chief, Information Systems Plans 
~/ d- '1/ VI William C. Duffy and Policies Division 

9 GRS OR 10	 ACTION7 8 DESCRIPTION OF ITEM SUPERSEDED TAKEN
ITEM (With Inclusive Dates or Retention Periods) JOB (NARSUSE
NO CITATION ONLY) 

1.	 Amend item 1b(2), Official Personnel Folders, of
 
General Records Schedule 1 as per attached.
 

-.....-~ 
Retiranent and Insurance Group ", Office of Workforce 

\concurrence: 

d~~~F 
Name/Title/Date 

Assistant	 Director for Asslstant Director foFinancial	 Control and Workforce Informat onHanagement 

STANDARD FORM	 115 (REV 8·83)115-108~.~ 
Prescribed by GSA 
FPMR (41 CFR) 101·11 4 



· '. 

Apr~l 28, 1986	 NARA Bulletin 86-2 

36 CFR 1228.22 
originally issued 
CX::tober,1982 

GENERAL RECORDS SCHEDULE 1 

Civilian Personnel Records 

Agency civilian personnel records relate to the supervision over and management of 
Federal Civilian Employees. This schedule covers the dlsposition of all official 
personnel folders of civilian employees and all other records relating to civilian 
personnel, wherever located in the agency. Specifically excluded are programs of 
the Office of Personnel Management, the Bureau of Medical Services (PHS/HHS), the 
Off ice of Workers Ccmpensation Programs (OOL) , and the Equal EmploymentI 

Opportunity Canmission. Any records created prior to January 1, 1921, must 
be offered to the National Archives and Records Administration for possible
permanent retention before these disposition instructions may be applied. 

The ITOst impor tant types of records, the Official Personnel Folders and Service 
Record Cards, are maintained according to Federal Personnel Manual Suplement 293-
31, which prescribes a system of record keeping for Federal personnel. 

Item 
No. DESCRIPTION OF RECORDS	 AUTHORIZED DISPOSITION 

1. Offlcial Personnel Folders. 

Records filed on the right side 
of the Offlcial Personnel Folder 
(OPF) • (See GRS 1, Item 10, I for 
disposal of papers on the left or 
"temporary" side of the OPF.) 

r 

b.	 Folders covering periods of
 
employment termlnated after
 
December 31, 1920, excluding
 
those selected by the
 
National Archives and Records
 
Administration for permanent
 
retention.
 

instructions relating to folders 
of emp	 rred to 
e:nothef a~el'\ey. 

(2)	 Separated employees. Transfer folder to National 
Personnel Records Center (CPR),
St. Louis, Missouri, 30 days after 
separation. NPRC will destroy
65 years after separation from 
Federal service. 

1 


