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JO~Ni~~~;;-q:5 -3(See Instructions on reverse) 

TO NAnONAL ARCl-flVESand RECORDS ADMINIS1RATION (NIR) DATE RECEIVED 

WASHINGTON, DC 20408 3--~"';-CJ3
 
1, FROM (Agency or establishment)
 NOTIFICATIONTO AGENCY 
Office of Personnel Management 

2. MA.JORSUBDIVISION Aanunlstratl.On Group, u!:!:l.ce ot In accordance with the provisions of H 
U.S.C. 3303. the disposition eeque st ,

Information Resources ~~agement including amendments, i. approved except 
3. MINOR SUBDIVISION 1-'.lans ana 1-'o.ll.cl.es lJl.Vl.Sl.On,	 for items that max be marked "~oslloon 

not approved" or withdrawn" in umn 10.
Information Policy Branch 

4. NAME OF PERSON WITH WHOM TO CONFER !S. TELEPHONE DATE oc: ~_\I1ST OF ~NlTED STATES 

Brenda Hickey	 703-908-8566 ~ ,/.A.w. o.-t)otJI Hj,3'/1 0 »: 
6. AGENCY CERTIFICATION	 ~ 
I hereby certify 'that I am authorized to act for this agency in matters pertaining to tR disposition of its records 
and that the records roposed for disposal on the attached nclas page~) are not now needed for the business 
of this agency or wil not be needed after the retention reno s sfeci ed; and that written concurrence from 
the General Accounting Office, under the provisions 0 Title 8 0 the GAO Manual for Guidance of Federal 
Agencies, 

W is not required; 0 is attached; or 0 has been requested. 
DATE 

SI~RE O~-S£NTATIVE TI:n.,.E f .	 Li h..Chi.ef , In ormat.ion Po acy Branc , plans 

C.	 & Policies Div., OIffi1 Admin: Group,'~Ll-(q) ldT~	 =--
7.	 g. GRS OR 10. ACTION 

ITEM	 8. DESCRIP110NOF ITEMAND PROPOSEDDISPOSITION SUPERSEDED TAKEN(NARA
NO. JOB CITATlON USE ONLy} 

~ncrease the disposition for performance-related records GRS 1, item #23. 
for non-SES appointees. OPMfinal regulations published 
in the Federal Register on December 17, 1991, at Title 5 
of the Code of Federal Regulations, Parts 293 and 351 ex-
tends the period of time that agencies IIDst keep perfor-
~ce ratings fram 3 years to 4 years. 

1.	 ~ployee Performance File System Records. NCI-GRS-82-2, item
 

~23•
 

a. Non-SES appointees (as defined in 5 U.S.C. 4301 (2) • 

SEE ATTACHED 

!Privacy Act Citation. 

oP~1/GOvr-2. 

COORDINATION: 

fuhCt~ 3/e/'3
(Name, T~e, Date) 
Philip ~ D. Schneider
 
Asst. Dir. for Workforce Information
 
Personnel Systems and Oversight Group
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III 

ITEM 
NO. DESCRIPTION OF RECORDS 

23.	 Employee Performance File System
Records. 

a.	 Non-SES appointees (as defined in 
5USC 4301(2». 

(1)	 Appraisals of unacceptable
performance. where a notice of 
proposed demotion or removal is 
issued but not effected. and 
all related documents. 

(2)	 Performance records superseded
through an administrative,
judicial, or quasi-judicial
procedure. 

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

,	 't 
(a)	 Latest rat~ng of record~ 

years old or less and 
performance plan upon
which it is based and any 
summary rating. 

(b)	 All other performance
plans and ratings. 

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

(5)	 Supporting documents. 
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General Records Schedule 

AUTHORIZED DISPOSITION 

Destroy after the employee
completes 1 year of acceptable
performance from th~ate of 
the written advance notice of 
proposed removal or reduction 
in grade notice. 

Destroy when superseded. 

Place records on left side of 
the OPF and forward to gaining
Federal agency upon transfer or 
to NPRC if employee separates
(see item Ib of this schedule).
An agency retrieving an OPF 
from NPRC will dispose of these 
documents in accordance with 
item 23a(3)(b) of this 
schedule. 

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

Destroy~years after date of 
appraisal. 

*

~ De st roy .z" years after date of 
appraisal or when no longer
needed, whichever is sooner. 
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