
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-GRS-88-003 

All items in this schedule are inactive. Items are either obsolete or have been 

superseded by newer NARA approved records schedules. 

Description: 

In Fiscal Vear 2013, the GRS Team began a five year project to update and revise the General 

Records Schedules (GRS) under OMB/NARA M-12-18, Managing Government Records 

Directive. The old GRS was completely superseded. 

See https://www.archives.gov/records-mgmt/grs for the revised GRS, crosswalks, faqs, tools, 

and other resources. 

Date Reported: 4/2/2019 
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LEAVE BLANKREQUEST FOR RECORD� ......,,�OSITION AUTHORITY JOB NO 

(See Instructions on reverse) ;v/- &ies-ef--.3 
DATE RECEIVEDTo GENERAL SERVICES ADMINISTRATION 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 ; .- zo-1!1 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

In accordance with the provIsIons of 44 USeC 3303a 
2 MAJOR SUBDIVISION the disposal request, including amendments, Is approved

except for items that may be marked "d1spos1t1on not 
A,.,,,,_,=i ni s�t r a�t=e.. i l ------------1 approved" or If no recordsdm =,,_,e =-=�e =· �o=r�e "withdrawn" In column 10..,_,_,........_....,.,._,,,,,�,,.,...,��==-'==-�e

are proposed for disposal, the signature of the Arch1v1st Is 
not requiredsal and Dis osition Division 

WHOM TO CONFER 0775 TELEPHONE EXT ARCHIVIST OF THE UNITED STATES 

724-1490 1/L>)�Christopher M. Beam 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records,
' 

that the records proposed for disposal 1n this Request of page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods spec1f1ed, and that written concurrence from the General 
Accounting Office, 1f required under the prov1s1ons of Title 8 of the GAO Manual for Guidance of Federal Agencies, 1s 
attached 

or lxJ 1s unnecessary 

D TITLE 

Director, Records Appraisal and 

7 8 DESCRIPTION OF ITEMITEM 
(With Inclusive Dates or Reten hon Periods)NO 

1 Amend General Records Schedule 1 (Civilian
Personnel Records), item 23, as follows: 

Performance 
Item 23. Employee ��er:srn:meilx File System Records. 

a. Non-SES appointees (as defined in 5 USC 
4301[ 2]). 

(3) Performance-related records pertaining t 
a former employee. 

(a) Latest rating of record 3 years old 
or less, performance plan upon which 
it is based, and any summary rating. 

Disposition: Place records on left 
side of the Official Personnel 
Folder and forward to gaining
Federal agency upon transfer or to 
the National Personnel Records 
Center if employee leaves Federal 
service, as per GRS 1, item 1b. 

9 GRS OR 
SUPERSEDED 

JOB 
CITATION 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY) 

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

115-108 



JOB NO. PAGE 
REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION Nl-GRS-88-3 2 2 

OF 

7 

ITEM 

NO 

8 DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Penods) 

9 GRS OR 

SUPERSEDED 

JOB 

CITATION 

10 ACTION 

TAKEN 

(NARSUSE 
ONLY) 

An agency retrieving an OPF from 
NPRC will dispose of these documents 
in accordance with item 23at(])t(b) of 
this schedule. 

others. 

osition: Destroy when 3 years 
or when no longer needed,

wh'chever is sooner. 

b. SES appointees (as defined in 5 USC 3132a[2]) 

(2) Performance related records pertaining to 
a former SE appointee. '---.__ 

(a) Latest r ting of record that is less 
than 5 ye stold, performance plan 
upon which it is based, and any 
summary rat ng. 

Disposition: Place records on left 
side of the Of icial Personnel 
Folder and forw rd to gaining
Federal agency u on transfer or to 
the NationaJ Pers nnel Records 
Center if employee leaves Federal 
service, as per GRS 1, item 1b. 
An agency retrieving an OPF from 
NPRC will dispose of hese documents 
in accordance with ite 23b (2){b) of 
this schedule. 

{b) All others. 

Disposition: Destroy years
old or when no longer
whichever is sooner. 

115-204 Four copies, including original to be submitted STANDARD FORM 115-A (REV 12-83) 
to the National Archives and Records Service. Prescribed by GSA 

FPMR (41 CFR),101:11.4 
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IJOB NO 

REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION Nl-GRS-88-3 
9 GRS OR 

7 
8 DESCRIPTION OF ITEM SUPERSEDED

ITEM 
(With Inclus1ue Dates or Retention Penods) JOB

NO 
CITATION 

PAGE 

2 2 
OF 

10 ACTION 
TAKEN 

(NARSUSE 
ONLY} 

An agency retrieving an OPF from 
NPRC will dispose of these documen s 
in accordance with item 23a(3)(b) of 
this schedule. 

(b) All other performance ratings and 
plans. 

Disposition: Destroy when 3 years
old or when no longer needed,
whichever is sooner. 

b. SES appointees (as defined in 5 USC 3132a[2] 

(2) Performance-related records pertaining 10 
a former SES appointee. 

(a) Latest rating of record that is leis 
than 5 years old, performance plan 
upon which it is based, and any 
summary rating. 

Disposition: Place records on lefi 
side of the Official Personnel 
Folder and forward to gaining
Federal agency upon transfer or to 
the National Personnel Records 
Center if employee leaves Federal 
service, as per GRS 1, item 1b. A1 
agency retrieving an OPF from NPRC 
will dispose of these documents in 
accordance with item 23b(2)(b) of 
this schedule. 

(b) All other performance ratings and 
plans. 

Disposition: Destroy when 5 years
old or when no longer need,
whichever is sooner. 

115-204 Four copies, including original to be submitted STANDARD FORM 115-A (REV 12-83) 
to the National Archives and Records Service_ Prescribed by GSA 

FPMR (41 CFR) 101-11.4 



2 CHESEK , CHARLES 

Item a ( 3 ) ( b ) :  
Altl others. 

Item 2 3b ( 2 ) ( a ) : 
SES  Appo i ntees etc. 

Item b ( 2 ) ( b ) : 
A 1 1  ot he rs. 

Reco rds Center i f  empl oyee l eaves 
Federal  s e rv i ce ,  as per  GRS 1 ,  i tem 
l b. These documents s hou l d be 
dest royed i n  acco rdance w ith  the 
s c hedul e bel ow whenever an agency 
retr i eves an OPF  from storage. 
Di s pos i t i on thereafter wi l l  be i n  
accordance wi th  i tem a ( 3 ) ( b ) o f  thi s 
s chedulte. 

Des troy when 3 years ol d or  when no 
l onger  needed , wh i c hever  is sooner. 

Pl ace reco rds on l eft s i de of the 
Offi c i a l  Pe rs onnel  Fo l de r and fo rward 
to  ga i n i ng Federa l  agency upon
t ra ns fer or to the Nat i on a l  Pe rsonnel 
Records Center i f  empl oyee l eaves 
Federal  serv i ce ,  as per GRS 1 ,  i tem 
lb. Thes e documents s hou l d be 
des t royed i n  accordance wi th  the 
s chedul e be l ow whenever an agency 
ret r i eves an  OPF  from storage. Di s ­
pos i t i on thereafter wi l l  be i n  
accordance wi th  i tem b ( 2 ) ( b ) o f  th i s  
schedul e. 

Dest roy when 5 yea rs ol d or when no 
l onger needed , wh i c hever i s  s ooner. 

We be l i eve thes e recommended changes wi l l  sat i s fy the needs of al l 
c once rned. We woul d app reci ate your  annotat i ng thes e chan ges on the SF 
1 1 5 ,  Req ues t fo r Records D i s pos i t i on Author i ty ,  before res ubm i tt i n g  to 
NARA. 
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GENERAL RECORDS SCHEDULE 1 
ITEM 
NO. D ESCRIPTION OF REC ORD S  

(2.) Inspec tion, Audit and Survey 
File. Correspondence, 
memoranda, reports and other 
records relating to inspec tions, 
surveys, desk audits and 
evaluations. 

d. Appeals Files. 

Case fi les relating to classifi­
cation appeals. 

8. Interview Records. 

Correspondence.  reports and other 
records relating to interviews 
with employees. 

9- Performance Rating Board Case Files. 

Copies of case files forwarded to OPM 
relating to performance rating board 
reviews. 

10 . Temporary Individual Employee Records. 

All copies of correspondence and forms 
m aintained on the left side of the 
Official Personnel Folder in accord­
ance with Federal Personnel Manual, 
Chapter 2.93 , and Supplement 2.93-31. 

1 1 .  Position Identification Strips. 

Strips such as Standard Form 7D,  
used to provide summ ary data on each 
position occupied. 

12.. Emplovee Awards Files. 

a. General awards records. 

( 1 )  Case fi les including 
recommendations, approved 
nominations, memoranda, 
correspondence, reports and 
related handbooks pe!'taining to 

4 

AUTHORlZED DISPO SITION 

Destroy when obsolete or 
superseded. 

Destroy 3 years after case is 
closed. 

D estroy 6 months after transfer 
or separation of employee. 

Destroy 1 year after case is 
closed. 

Des t roy upon s e �a rat , on or t rans fe r 
of emp l oyee or  when 1 year  o l d ,  
wh i c heve r  i s  s ooner. Fo l l m" i tem 23  
i ns t ruct i ons fo r d1 s pos 1 t 1 on of 
performance records. 

Destroy when position is  
cancelled or new strip is  
prepared. 

Destroy Z years after approval 
or disapproval. 



BASIC PERSONNEL RECORDS AND FILES � l'STEM 

ments must be m separate 'imall envelopc'i . with the 
OPF envelope fa'itened to the in-,1dc right-hand -,,de of 
the Standard Form 66 and the EPFS hchc fa-,tened to 
the left-hand �,de 

SS-IO. USE OF RECORDS 

a The Civil Service Retorm Act require'> that agen­
cies are to e'>tJblish Jn employee pertormJnce rating 
system which " use'i the re�ults ot performance 
[ rating ] as a bas,� for dec,-,10n� about trainmg. reward­
ing, reassigning. promoting. reducing in grJde .  retain-
i n g .  and re mov ing  employee� · ·  ( 5 U S C 
4302(a)(3) )  Dec1s1on'i concerning Performance Man­
agement and Recogn111on Sy�tem employee'> will con­
form to these cntena With regard to SES appointees.  
the performance rating shall " provide a basis for 
making ehg1b1hty determinations for retention in the 
Senior Executive Service and for Senior Executive 
Service Performance Awards" (5 U S C  43 1 2(a)(4) )  
Thus. many of the uses of performance ratings are 
defined by statute. and performance-related supporting 
documents should be those that wi l l  ensure accurate 
and fair ratings of actions taken . when a basis for the 
action 1s performance 

b Agency implement ing instructwns need not 
provide any detailed description concerning uses of 
records in a given set of circumstances Agency issu­
ances shall be deemed to meet the requirement of 
descnbing uses of the record-, by relating m,es to those 
areas ( included but not hmued to them) described 
above and in the agency·'i performance management 
plan 

SS-1 1 .  DISPOSITION OF RECORDS 

a Method ot d1�po�al The method whereby agen­
c ies d1spo'ie of records that . by statute or e�tablished 
retention schedule must be destroyed . ,hal l  be deter­
mined by the agencies This ,� true for paper. auto­
mated. or m1croform records. and �hal l  be de-;cribed in 
the agency ·s  implementing inqruct 1ons 

b P�IRS GS anJ PRS emrln: ee record� ( I l --\n:  
rating of  record that 1s 3 year-, old or  le�-, .  along with 
the performance plan upon which the latest rating 1� 
based . muH be ,;ent with the OPF to the next serv1cmg 
personnel office ( wuhin the same or to .mother agency l 
or to the NPRC Add 1 1 1onal l y. Jn employee who 
changes po�1t1om during an appra,�al penod will be 
given a " summary ratmg " covering performance i n  
the m111al pos111on Such a summJry rat mg  must alway'i 
accompany the OPF ( NOTE The obhgat1on to \end 

Inst. 7 

September 2. 1987 

certain ratings and the late�t performance plan with the 
OPF l'i met when -,uch record� arc maintaincd in an 
automated mode and a computer generated fac�1mde of 
the rat ing or performance plan I'> sent 

If such record-, are mamtained on m1crotiche. the los­
ing agency meet-, th,-, obligallon by �ending the micro­
fiche A paper copy made from the m1crotiche may also 
be sent . 1f the gaming agency requests 11 

(2) A l l  other EPFS records ( i ncluding the perform­
ance plan'i upon which d rat mg of record other than the 
most recent one 1s ba�ed) are to be retained m accord­
ance wtth agency instructwns However. such records 
may be retained no longer than 3 years 

c SES employee records ( I )  Any rating of record 
that 1s less than 5 year'> old and the performance plan 
upon wh ich 11 1� based, must be sent with the OPF to the 
next servicing personnel office ( same or different agen­
cy) or to the NPRC (NITTE If such records are mam­
tained m an automated mode . a computer generated 
facs1m1le may be sent I f  such records are mamtamed 
on microfiche. the losing agency may send either the 
microfiche or a paper copy made from the microfiche ) 

(2) EPFS records of former SES appointees that are 
not forwarded with the OPF may be retained for as long 
as the agency deems appropriate up to 5 years 

( 3) Al l  EPFS records pertaining to an SES appointee 
who 1s serving on a Pres1dent1al appointment (5 CFR 
2 1 4 )  should not be d,�posed of unti l  that appointment 1s 
completed Upon the md1v1dual 's return to h is/her SES 
pos1t1on . the EPFS records should be rev iewed and any 
record whose retention schedule has passed should be 
disposed of If the person accepts employment in an­
other SES pos1t1on or leaves Federal service. the EPFS 
records are to be disposed of in accordance with 
appl icable retention schedules 

d It  1 s  the Office's pos1twn that retention of EPFS 
records ( other than automated �ta1 1s1 1cal records) for 
former employee'i longer than one year after separat10n 
'ierves no useful purpose . un le�s the record 1s currently 
relevant to an ongoing admin1 strat1ve (e g grievance ). 
4uJ, 1 -_1 uJ1c 1J l  1 c  g . JppeJI betore the \lent S:, -;tem� 
Protect ion Board). or JUd1c1al (e g . l i t 1gat1on) process 

e When a current non-SES employee 1s appointed 
to an S ES po'i1t1on in the same employing agency. 
forwardi ng of performance ratings and any appropriate 
related data . where the rating 1s less than 3 years old. 1s 
an agency option However, ratings so forwarded re­
main subject to retention schedules applicable to non­
SES ratings.  1 e . they may be retained no longer than 3 
year� With regard to an SES appointee moving to a 

FPM Supplement 293-3 1 



Subchapter S5 Emplavee Performan£e File S_11Jter11 Record� · 293--65 

non-SES pos1t10n, the transfer of the SES ratings of 
record and related matenal 1s an agency option 

f If an agency still has the performance file when a 
former employee returns to work dt that agency, use of 
those performance records less than 3 years ( 5 years for 
SES) old . as a basis of an agency dec1s1on affecting the 
employee, 1s appropnate However. the agency 1s obli­
gated to purge the file of outdated records .  consistent 
with statutory and NA RA-establi shed retention 
schedules. 

SS-12. SAFEGUARDING RECORDS 

a Agencies should take all re<1sonable steps to pro­
tect performance records Each employee responsible 
for maintainmg the records should be instructed to use 
caution and discretion when disclosing such records 
Records should be retained in secured areas and in 
locked cabinets or desks when not m use 

b Automated and M1croform records should be 
stored where retneval 1s controlled through use of 
access codes and audit trails 

c. Safeguarding these records requires protections 
against. ( I )  casual access to them, (2) inappropnate 
disclosure of them to agency officials or others outside 
of the agency, and (3) mappropnate invas10ns of per­
sonal pnvacy 

SS-13. FREEDOM OF INFORMATION ACT/ 
PRIVACY ACT CONSIDERATIONS 

a.( l )  Whether or not an agency mamtains these 
records in a system of records within the meaning of 
the Pnvacy Act. any person may seek access to them by 
c1tmg the Freedom of Information Act (FOIA)  

(2) Processing of FOIA requests will be  as  pre­
scnbed by agencies. consistent with OPM's regula­
llOns at 5 CFR 293 and 297 The regulations at 5 CFR 
293 3 1 1  ,;tale that certain employee mformat10n . under 
certain cond1t10ns . 1s considered to be available to the 
pubhc 

b The Office ·s regulations at 5 CFR 294 I 08 de­
scnbe when an Jgency may direct an Jppeal of its 
demal of a third party FOIA request for access to 
mformauon in one of the Office's Govemmentw1de 
Pnvacy Act systems of records to the Office ·s General 
Counsel The agency 1s to provide. m its regulauons . 
under what circumstances the ind1v1dual wil l  have this 
nght of appeal to the Office rather than to the agency 
The Office will accept such an appeal only when the 
agency has done this and only after a wntten agency 
dec1s1on to deny access has been issued 

FPM Supplement 293-31 

c It 1s the Office'<; practice to proce,;s an ind1v1dual 's 

request for Privacy Act records pertaining to hml/her 

under that statute When no ,;tatute 1!> cued, the practice 

1s to proce!,S the reque,t under the Pnvacy Act. recog­

mzmg that the reque-;ter will receive no !es,; access than 

that which he/she would get under the FOIA A Privacy 

Act denial for access to records covered by one of the 

Office's Govemmentw1de Privacy Act systems of rec­

ords should be appealed to the Office ·s A!,Slstant Direc­

tor for Workforce Information. Personnel Systems and 
Oversight Group. 1 900 E Street .  NWe. Wa!>hington. 

D C  204 1 5  

d To generally provide the ind1v1dual with unre­
stncted access to records .  the Office ha,; not claimed 
any Pnvacy Act exemption!, for the EPFS system of 
records To mm1m1ze disclosures of ,;ensu1ve records 
the Office has established limited routine u!>es Any 
agency believing that an exemption or that either a 
change to an existing routine use or a new routine use 1s 
needed. may submit such a request to the Assistant 
Director for Workforce Information. Office of Person­
nel Management. 1 900 E Street, NWe. Washington . 
D C. 204 1 5  

e .  Generally, md1v1duals seeking to challenge the 
ments of a performance-related issue will use the prop­
er agency admm1strauve or negotiated challenge pro­
cedures rather than the Pri vacy Act amendment 
procedures 

SS-14. RELATIONSHIP OF PERSONAL 
NOTES TO THE SYSTEM 

a The Office requirement that agencies descnbe 

what performance-related records will be maintained 
on employees . where . and for how long. 1s worded to 
provide needed flex1b1llty for agencies . All perform­
ance-related records maintained as a system of records . 
including those rat ing offic ials keep for use in assess­
mg performance (e g . .  in the rating official 's work 

folder I. should be considered part ot the Office ·s Gov­
emmentw1de Privacy Act system of records unless the 
agency <;pec 1 tically exclude, them or they Jre con�1d­
ered personale. non-agency records 

b The retention of ind1v1dual personal .  non-agency 
records might include those that 

( I )  are retained for the personal use of the author 
only as a memory aid. and 

(2 )  are not circulated to anyone else. and 

(3) are not under the control of the agency ( 1 e . they 
may be retained or discarded solely as the author sees 
fit)  

Inst. 7 

September 2, 1987 



ITEM 
NO . DESCRIPTION OF RECORDS 

23. Employee Performance File System
Records. 

a .  Non-SES appointees ( as de fined in 5 
USC 4301 ( 2 ) ) ,  

( 1 ) Appraisals  of unacce ptable 
per formance , where a not ice o f  
pro posed demot ion or removal is 
issued but not e f fected , and 
all  rela ted documents . 

( 2 )  Per formance records superseded 
through an administrative, 
j udicial, or quasi-judicial 
proceduree, 

( 3 )  Per formance-related records 
perta ining to a former 
employee .  

( a ) Latest rat ing of record 3 
years old or less and 
performance plan upon  
which it  is based and any 
s ummary rat ing , 

( b) Al l others . 

( 4 )  All other summary performance 
appraisal  records , including 
performance appraisals and job 
elements and standards upon
which they are based. 

( 5 ) Suppor t ing documents. 

b ,  SES appointees ( as def ined in 5 USC 
3 1 32a (e2 ) ). 

AUTHORIZED DISPOS ITION 

Destroy after the employee 
completes 1 year of acceptabl e 
per formance from the date of 
t he wri t t en advance not ice of 
proposed removal  or reauct ion 
in grade not ice. 

Destroy upon supersession. 

Follow the d isposi t ion for the 
Official  Personnel Folder (see 
i tem 1 o f  this schedulee). 

Destroy when 3 years old or 
when no longer needed, 
whiche ver is soone r. 

Destroy 3 years after date of 
appraisal. 

Destroy 3 years after date of  
appraisal or when no longer
needed, whichever is sooner ,  



. .  

( 1 )  Performance records superseded 
through an administrative , 
j udicial ,  or quasi-judicial 
procedure . 

( 2 )  Performance-related records 
pertaining to a fom1er SES 
appo intee . 

( a) Latest rating of records 
that is less than 5 years
old and perfom1ance plan 
upon which it is based . 

(b) All others. 

( 3 ) All other perfom1ance 
appraisals, along with job
elanents and standards ( job 
expectations) upon which they 
are based , EXCLUDING those for 
SES appo intees serving on a 
Presidential appointment ( 5  CFR 
214 ) • 

( 4 ) Supporting documents. 

Destroy upon supersession . 

Follow the disposition for the 
Official Personnel Folder (see 
item 1 of this schedule) . 

Destroy when 5 years old , or 
when no longer needed , 
whichever is sooner . 

Destroy 5 years after date of 
appraisal . 

Destroy 5 years after date of 
appraisal or when no longer
needed , whichever is sooner . 

[Note : OPM has yet to recorrmend standards for perfon11ance-related records pertarnrng 
to Presidential appointees. These records rrey not be destroyed until disposition 
standards are approved by t�ARA. ]  




