‘QUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

1

LEAVE BLANK

"[oB nO

TO: GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20428

DATE_RECEIVE

1. FROM (AGENCY OR ESTABLISHMENT)

_United States Soldiers' and Airmen's Home

2. MAJOR SUBDIVISION
Secretary-Treasurer Department
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une ¢ /5%

NOTIFICATION TO AGENCY

3. MINOR SUBDIVISION
Administrative Division

4. NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT
DORIS D. MONTGOMERY 726-9100 i
Administrative Officer X 207 Date Archivist of the United States

In accordance with the provisions of 44 US C 3303a the disposal re
quest. including amendments, 15 approved except for items that may
be stamped “disposal not approved™ or “withdrawn" tn column 10

W(:_H’\OLT&\M 4

6. CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that | am authorized to act for this agency in m

that the records proposed for disposal in this Request of

rs pertaining to the disposal of the agency’s records;
page(s) are not now needed for the business of

this agency or will not be needed after the retention periods specified.
{ ] A Request for immediate disposal.

B Request/for disposal after a specified period of time or request for permanent

retenti

C. DATE D. SI%R OFASENCY REPRESENJATIVE .
5/ [A/ngh AA P}ﬂ—y\/
A?g/gl . W. HAMPTON

E. TITLE

Secretary-Treasurer

8. DESCRIPTION OF ITEM

7.
ITEM NO {(With Inclusive Dates or Retention Periods)

9

) 10.
SAMPLE OR
JOB NO ACTION TAKEN
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Administration

FPMR (41 CFR) 101-114


http:U~e...d-.SJ

2 PR P | 2 ’

SECTION 1 - HOUSEKEEPING FILES 4

The fgles described in this section relate to the performance of administrative housekeeping operations withim“the
immediate _office or element, and files accumulated to document the performance of the mission functions qﬁ) e

office. HOwever, all common mission files will seldom accumulate in a single office. Office housekeepihg files
cover general »dministrative, office personnel, office reference, agreements, committee memos, and aff visit reports.

FILE NO. DESCRIPTION DISPOSITION
1-1 Suspense Files. ™Rapers arranged in chronological order as a reminder thgt
an action is required on a given date; a reply to action is expected aifd,
if not received, shouldN\pe traced on a given date; or transitory pafer
EEE: being held for reference, Which may be destroyed on a given datge?
- ;- Note: File numbers are not required on these papers, nor efi labels of
E;&:n file drawers or folders in which the _papers are filed. ~Examples of papers
’ in suspense files are:
a. A note or other reminder to submit™Ng report or to take some Destroy papers after action
other action: is taken.
b. The file copy or an extra copy”of an outgoims commmunication Withdraw papers when reply
filed by the date on which a reply~is expected: is received. If suspense
copy is an extra copy, destroy
it; if it is the file copy,
incorporate it with other
papers for proper file.
c. Paper hich may be destroyed in 30 days or less as being with- Destroy papers on date under
out furthep~value: whidgh suspended.
&7 An incoming communication filed by the date on which action is Withdraw™sapers when action
expected to be taken: is to be taRe
1-2 Office General Management Files. Documents relating to the internal Destroy after 1 yex

management of an office or element. Included are documents concerning:

a. Internal office procedures, hours of duty, and individual duties
that do not have continuing applicability:
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b\ _Office participation in charitable affairs, such as blood donations
and conthjbutions to philanthropic or charitable associations?

c. Office\participation in public relations and information activities
such as open-house programs and special events (but not papers concerning
proposed articles, “mews releases, or similar communications used to promote
or publicize the offide's mission functions):

d. Tests of civil defegse, fire, or comparable emergency evacuation
procedures:

e. Security within the office\ such as communications and nopices about
methods of ensuring security:

f. Safety within the office, such as™winutes of safe#¥ meetings, noti-
fication of safe and unsafe practices, and cdgparable @6cuments:

g. The office's involvement in forms, publieXtions, records and forms
survey and inventory reports (but not papers rp€latini to the initiation of
specific forms, publications and reports gifat pertain™po the performance
of the office's mission functions):

h. General routine use of aupdmatic data processing (but™ot documents
concerned with the employment g¢f automatic data processing for pexformance
of specific mission functiop& or processes thereof). Documents simMNar to
the categories listed abe¥e that do not pertain to the performance o he
mission functions of th& office, and that are not described elsewhere in
this document:

Office Inspeckion and Survey Files. Documents relating to inspecting and
surveying jifMiternal office administrative procedures.

uty Reporting Files. Documents prepared by duty officer of the day,
administrative officer, or by personnel performing charge of quarters
or similar duty. Included are daily activity reports and hourly sheets
containing a running account of the activities performed, and similar
or related documents.

Desxroy after next comparable
inspedt{ion or survey.

Destroy after 6 months.
S
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1-6

1-7

1-8

1-9

1-10

\Housekeeping Instruction Files.

tions and

Office Organizaty

within the preparing office.

mmunications relating to them.

and function of an™effice or element,
are duplicated by othe

¥

Documents relating to the preparation
issue of office memorandums or comparable continuing instructions
fcable only to internal administrative practices and housekeeping
Included are copies of instruc-

nal Files. Documents relating to the organization
such as copies of documents which
offices charged with determining the organiza-

tion and functions of th&\agency. Included are copies of functional
charts and functional statelents; copies of documents relating to

office staffing and personnel
authorization vouchers; copies o
and similar papers.

not require evaluation and approval.

Office Records Transmittal Files.

reflecting files transferred or retired.

Record Access Files.

show name, grade, and other identi

Documents receiw€d or prepared by an of

rength such as extracts from manpowg
ables of distribution and allg®ances;

Also included axe documents reflecting mjsor changes

in the organization of the office, madeNbhy the office chief

and which do

Copies of recerds transmittal lists

e that

cation of individuals authori2ed

access to official records and f#les. Included are requests for accesgs
and approvals thereof, rosters of individuals authorized access and
similar documents.

Security ContainerRecord Files. Forms placed on safes, cabinets or

vaults, used fo

Security Container Information Files.

providing a record of entry into the containers.

Up~-to-date records of all

office safe and padlock combinations, together with other information
necessary to identify and locate the safes or containers and the indi-

viduals having knowledge of the combination.

Screen annually; destroy
when superseded, Sr obsolete.

Scpelen annually; destroy

en superseded, obsolete,
or no longer needed for
reference.

Destroy when records listed
thereon have been destroyed.’

Destroy on supersession, or
obsolescence of the authors
ization document; or on
transfer, separation, or
relief of the individual
oncerned.

Destroy the day following
the lastN\entry on the forms,
except forms involved in an
investigation will be
retained until cowpletion of
the investigation.

Destroy on supersession o
on turn in of the container.
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1-11

1-12

1-13

5

\\\\foice Mail Control Files. Documents which relate to the control of
incoming and outgoing mail by offices other than official mail rooms
and postal activities. Included are routing and suspense slips, records
of messwgger trips, and similar documents. They may also include copies
of receip for accountable mail, e.g., registered, certified and
number-issued\mail.

.

a. Accountadhle mail receipts:

b. Other documentg:

Office Financial Files. Ddguments that relate to the participation g
offices in matters concerning\the expenditure of funds incidental g the
mission performance of the offide, such as itineraries and cost _<€stimates
for travel, and notifications to bidget office of funds requjred and
reports of long distance telephone calls.

Office Service and Supply Files. Documents\relating Ao ordinary supplies
and equipment used by an office or element; oNicg”space and utilities,
communications, transportation, custodial, or ofher services required by
an office; and to general office maintenancg IncIwded are:

a. Requests to supply activitiesfor supplies, rec®ipts for supplies
and equipment, and similar papers pgftaining to office suppily matters:

b. Requests and other dgeUments concerning the issue of ke and/or
locks to an office:

c. Requests for fublications and blank forms, and other papers rela?
ing to the supply_dnd distribution of publications to the office:

d. Docyménts relating to local transportation and drayage services
required by, or available to, an office:

€. Documents relating to custodial services required by an office:

f. Requests for office space and similar routine documents related
to office space:

g. Requests for installation of telephone, floor plans showing
location of office telephone extensions, requests for change to telephone
directories, and similar papers:

Degtroy in CFA after 2 years.

Destroy after 3 months.

Destroy after 1 year.

Destroy 1 year after completion
of action. )
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1-17
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@

h. Documents relating to the modification, repair, or change of office
heating, lighting, ventilation, cooling, electrical and plumbing systems:

i. Documents relating to painting, partitioning, repairing, or other
ects of maintaining the office physical structuret

Documents relating to other logistical-type services required by, or
_an office:

J.
provided

Office Property Record Files. Cards, lists, hand receipts, or comparable

documents showing countable property charged to the office.

Office Equipment Approvaland Utilization Files. Documents related td

approval and use of office PBqoperty. Included are documents refle€ting
approval of such items of equipgent as office copiers; docume
reflecting individual and cumulat$ye repairs, adjustments,
items of office equipment; and similar or related documgmts.

d usage of

Y

Office Management System Files. Document$\relatedfo the use and approval

of office management systems, such as microgbepkics, word processing, and
similar systems. N

Office File Numbers Files. Approved l#Sts of selecté-\ﬁile numbers, reflect-

ing file numbers in this directive-Which represent the Rynctions performed
by the office.

Note: Lists of selected fi¥€ numbers may be filed in the front™f a cabinet
drawer. When this optigwr™is chosen, the file number will be omitted.

Office General Persbnnel Files. Documents that relate to the day~to-day

administration personnel in individual offices. 1Included are papers tha
relate to ateendance at work, copies of reports of attendance and overtime,
and notices of holidays and hours worked; notices about participation in
athleg4c events and employee unions; notifications and lists of employees
to_xeceive Government medical services, including x-rays, and immunizations;
otices and lists of individuals to receive training and comparable or related
papers.

Office Personnel Register Files. Documents used in accounting for office

personnel and in controlling office visitors, such as registers reflecting
personnel arrival, departure, on leave, and official absence of travel.

Destroy when superseded or
obsolete.

Destroy when superseded,
obsolete, or upon disposal
of the related items of
equipment.

Destroy when system is no
longer in effect.

-

Destroy when superseded by
a new list.

Destroy after 1 year.

<

N

Destroy after 6 mbﬁtQE;\
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1-23

1-24
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7

Office Personnel Locator Files. Documents reflecting the name, address,

telephone number, and similar data for each office employee. Included
cards or sheets containing such information.

SupervidQr's Employee Record Files. Documents containing information

pertaining\go individual employees, which are duplicated or generated
in support ofactions recorded in the Official Personnel Folder or is
maintained by employee name, and contains cards that provide complete
information relative to employees, position, and actions in process.
Included is Standard Fegm 7B (Service Record). Retained copies of
reports and other papers “welating to individual injuries, letters of
appreciation and commendatidw, records reflecting training received b
individuals, documents reflect™g assigned responsibilities of ipdivid-
uals, copies of performance appradals and/or counseling, and-duplicate
forms filed in the Official PersonneNFolder.

.

Job Description Files. Documents describ#fig positI®dgs in an office

that are used in day-to-day supervisop¥ relationships.) Included are
copies of job descriptions for ciyifian personnel and coniparable job
description forms for member-epployees. N

o

Pending Request Files. Mferating officials' or suspense copies ofx,

Standard Form 52 (Regxést for Personnel Action) for various categorisg,

of personnel actijefis, such as accessions, position changes, rate of payN\_

changes, and geparations.

Temporgey Duty Travel Files. Copies of request and authorization for
i¥ian personnel TDY, travel similar issuances, and related documents
rtaining to travel.

agencies, and non-Governmental organizations maintained for reference
within the office.

Reference Publication Files. Copies of publications issued by Government

Destroy on separation or -k
transfer of the individyaT.

Review at end _e&f each year

and destroy”documents which
have beefi superseded or are no
longetr applicable.

#len employee leaves through
transfer or separation, the
file will be forwarded to the
servicing personnel office
maintaining the Official
Personnel Folder, and there
screened to assure it contains
no document that should be
permanently filed in the
Official Personnel Folder.

Destroy on abolishment of
position, supersession of.
job description, or when no
longer needed for reference.
Destroy on receipt of notifi-
cation of completion of
requested personnel action.

bé roy after 1 year.

Destroy when Swyperseded,
obsolete, or no Inger needed
for reference purpodes, except
that accountable publi®gtions
will be returned to supplis
channels. N
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1-26 \\\Beading Files. Copies of outgoing communications arranged chronolog- Destroy after 1 year.
i®glly, and maintained for periodic review by staff members.

1-27 Policy d Precedent Files. Extra copies of documents establishing Destroy indiy#dual documents
policy and\precedent for future and continuing action. Normally, when supexps€ded or obsolete.

policy and phecedent files are maintained at the operating level and
consist of copMegs of standing operating procedures, statements of policy
or procedure, exahples of typical cases, and other documents duplicated
in functional files.

1-28 Administrative Files. Downyments relating to the overall or general Destroy after 2 years or on
routine administration of USSAH activities, but excluding specific discontinuance. However,
files described elsewhere in tMs directive. These files includeg documents in the cutoff file
but are not limited to —- < that require additional action

or relate to reopened cases
should be brought forward for.
filing in the current file.

a. Routine comments on regulationg, directives, or ogtfer publi-
cations prepared by another office with“grimary respongdbility. If
comments result in additional actions diredtly affec#ing the mission
or function of the office, documents should Be_fji*ed with the appro-
priate mission functional files:

b. Evaluations of suggestions that do”not resuMN in issuing an
instruction or establishing a project: N

c. Program and budget documep#§, management improvemenf reports,
cost reduction reports, and compirable management reports prépared to
submit data to offices respom€ible for these management functiohs:

d. Extracts of 1G, #@A0, AAA, or comparable reports of inspectidys,
surveys, or audits tbat pertain to the operation of the mission or
function:

e. Documerts relating generally to the application of automatic/
electronic data processing operations within the functional area
concernjafg mission functions:

. Comments on, or contributions to, news releases, or other media N
rnished to information officers to publicize and promote the mission
or functions:

1-29 Agreement Files. Documents relating to agreements between USSAH Destroy agreements B\years
and other military services or Federal agencies, or between the USSAH after supersession, c-~Q§l-
and other non-federal organizations or agencies. These agreements are lation, or termination ol the

agreement.

S
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negotiated to provide for continued understandings between USSAH and
other agencies, for the purpose of providing or obtaining various types
support services. The services include logistics, medical, adminis-
tratdye, fire protection, facilities, payroll, and similar support on

a one-NWme or continuing basis, and on a reimbursable or nonreimbursable
basis. ¢luded are agreements, agreement checklists, amendments, review
comments, E\‘ated correspondence and similar documents. (Contracts and
related docume ~§‘are not involved in these files. See Sections 8 or 9).

Orientation and Bri ing Files. Documents used in orientation and

briefings given to visSktors and newly assigned individuals about the
mission, functions, and o-\51cal layout of an office. Included are
photographs, transparenc1es QY vugraphs, copies of specially prepared
handouts, and related or simil%y documents.

~

Committee Files. Records of the BoWrd of Commissioners, similAr bodies

or teams which consider, advise, take\Lction, and report op specifically
assigned functions and those documents ralating to estab#ishing, operating
and dissolving of committees and groups. Rcluded arg”proposals, approvals,
and disapprovals to establish the committee; \-grts s, terms of reference,
and comments on them; directives establishing, c¢cManging, continuing, or
dissolving the committee; documents nominatingj appxeoving, appointing, and
relieving committee members; notices, agengd, minutes) and reports of
committee meetings; and related documents’

a. Board of Commissioners:

b. All other committees:

Staff Visit Fjides. Documents relating to scheduled visits to the Home
and by the HMome, (but not inspections, surveys, or audits), for the purpose

ection with a specific process or case, which should be filed with
bcumentation of the case or process. Included are requests for permission
to visit, reports of visit, recommendations, and other directly related
documents.

Unidentified Files. Documents relating to the performance of office mission
activities not described in this directive.

Destroy on supersession
or obsolescence.

Permanent. Cut off when no
longer needed for current
operation.

Destroy when 3 years old or
when no longer needed for
current operation.

Dedroy after 2 years, exéept
filesNgelating to recurring
staff visits, will be
destroyed &g completion of
the next visis

(See paragraph 7 of files
maintenance and disposition
plan).
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SECTION 2 - GENERAL USSAH ADMINISTRATIVE FILES

The files described in this section relate to general administrative functions concerning the overall mission of the
United_States Soldiers' and Airmen's Home.

General AdmIsistrative Files include USSAH Reports, Inspector General, Forms Management, Annual Funding, Spdce Manage-
ment, EmergencyNPlanning, Access to Information Records, Management Surveys, Records Locator, Historicgd, ADPE Acqui-
sition, Reproductidy, Recreation, Member Files, Estates, and other official files of a like nature.

FILE NO. DESCRIPTION DISPOSITION
2-1 Emergency Planning File Documents relating to emergency planning, Destroy when superseded,
including planning for contsguity of operations, domestic disturbane€s, obsolete, or no longer needed -
disaster relief, civil defensegvacuation or protection of membefs, and for current operations.

other emergencies requiring precorsgived plans. Included areg-plans,
instructions, changes to plans, coordigating actions, and-Gther documents

relating to emergency planning. e

e

2-2 Program and Budget Guidance Files. Documents p&kating to development, Destroy after 6 years.
review, approval, and issue of program and bddget éi'dance by all
echelons of USSAH. Included are programp-6bjectives; siuméry budgets;
and revision or updating of program arld budget guidance tdkgdepartments; .
and Financial Working Group and Eirffancial Management Board dot ments.

2-3 Annual Funding Program Files. Documents used to authorize USSAH to"\\~ Destroy 4 years after end of
incur obligations nece ry to permit operation while Congress and OMB \_ FY concerned.
complete appropriatjen and apportionment of funds for the new fiscal
year. Included e annual funding programs and documents directly
related to t

2-4 Space Minagement Control Files. Documents relating to control and Destroy 2 ¥sars after termina-
allecation of office and building space. Included are space alloca- tion of assignment, or when
ions; space reports; requests for additional space or changes in space plans are superseded or
locations; space releases; surveys of space requirements; office layouts; obsolete.

requests for moves, alterations, and repairs; and similar documents. R\\Qk\
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2-5 Management Survey Case Files. Documents relating to the review of organi-
stional structure or operational procedures, accumulated in the office
condugcting the survey, or the office sponsoring outside assistance or a
contrads for survey services. 1Individual studies and surveys may range
in scope Isgm a comprehensive review of organization and all operating
procedures, tw_a study of one particular phase of management. Included
are documents reéklecting request or authorization to conduct the survey,
the finished survedsreport, and actions taken as a direct result of the
survey. N

a. Office conducting e survey or office sponsoring the contract;

b. Office surveyed:
2-6 Forms Management Reporting Files. Documents Ilating to reports on

progress in forms management. Included are pePors, worksheets, and
correspondence directly related to reports”or forms>

dting in offices haviniauthority

to approve forms and resulting om the consideration, appro¥l, control
during existence, and revisi®n or rescission of specific forms.\JIncluded
are requests for approvat of forms, justification, coordination papers,
instructions governiwf use of the form, and a copy of each edition o he
form within the area served by the forms management office.

2-7 Numerical Files. Documents accum

2-8 Forms Numb€r Register Files. Documents used to record and control the
tnt of form numbers, consisting of an entry in the register for
assigned form number.

2-9 Records Management Survey Files. Documents relating to staff visits

and surveys conducted to provide advice and assistance on, or to evaluate
the effectiveness of, records management operations and programs. Included
are notification of visits, reports of visits and surveys reports of

corrective action taken, and related documents.

Permanent. Cut off on comple-
tion of action directed.

Destroy on completion of next’
comparable survey, or when no
longer required for reference.

Destroy after 5 years.

Destroy 1 year after super-
session or obsolescence of
form.

Destroy on discontinuance or
obsOdescence of all forms
entered\in the register.

Destroy when ™M years old.
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2-10 Access to Information Files. Documents relating to the formulation of
USSAH procedures, conditions, and restrictions on the release of infor-
mation from files, release of copies, and the granting of access to
ecords for official or unofficial research. 1Included are case files
requests, basic interpretations, decisions, precedents, studies,

2-11 1 Authorization Files. Documents relating to authoriza-
r the Archivist of the United States to destroy records.
Included are studie coordination actions, requests for authority to

destroy records, archi%wal appraisals, and approvals or disapprovals.

2-12 Records Locator and DispositiQn Files. Documents reflecting fjres that
have been transferred or retirew Included are records shipsfent lists
and records transfer lists. X

2-13 Records Management System Files. Documé
records systems and procedures, including t
tion, office copying, and word processing.
and similar or related documents.

to appraisal of
elating to miniaturiza-
uded are evaluation studies

a. Approved system:

b. Disapproved systemg~

2-14 Records Holding Repox
holdings (includi
tion, includin
records dis

Files. Statistical reports of USSAH recordsi_
SF 136) required by the General Services Administr¥g
eeder reports from all offices and data on the volume of
sed of by destruction or transfer.

Records held by offices which prepare reports on USSAH-wide
ds holdings for submission to the General Services Administration:

b. Records held by other offices:

Records Disposition Standard Exception Files. Documents reflecting
exception to records disposition standards authorized by responsible
records management officials. Included are requests, approvals, and
related documents.

s

Destroy 5 years after Crosé/j//

of case.

Stroy when related records
are destroyed, or when no
longer needed.

Destroy when related records
are destroyed.

-

Destroy after system is no
longer in effect.

Destroy after 1 year.

oy when 3 years old.

Destroy wh 1 year old.

Destroy on expir
exception.
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IG Inspection Files. Documents relating to inspections conducted by
inspectors general. Included are inspection reports, responses thereto
and related papers pertaining to annual general, procurement,special,
techinjcal proficiency, or similar IG Inspection.

IG Investigative File Documents relating to investigations and ijinquiries
conducted by inspectors geperal. Included are reports of investigation or
inquiry and related papers.

IG Complaint Files. Documents aciwpulated during processing of cogplaints
and requests for advice, assistance, wr information. Included gxe state-
ments, correspondence, and related documepts.

ADPE Acquisition Case Files. Documents relat®d to plamiing and preparing

for initial acquisition (including selection, evdyafion, procurement,

and installation) of automatic data processing eg@ipwent, multiple
equipment when part of a system, auxiliary eguipment, 2R/d attachments

for existing equipment. Included are feag#bility and appNgcation studies,
system specifications and reports of rev¥liew, manufacturer's Pxoposals and
evaluation thereof, documents relatjirg to installation of equipient or
systems, reports of readiness rewfews and performance evaluations,“gench-
mark computation and accountimf information outputs, and related papedlg.

a. Office responsibl€ for evaluating equipment and system:

. Benchmark computation info outputs from winning vendors, and from
ehidors declared nonresponsive due to benchmark performance:

c. Benchmark computation info outputs from losing vendors:

Destroy 1 year after the ‘///

next comparable inspection,s
Also, except for findingé

and responses of an prf-going
nature, upon which”action has
not been complegfed: Retain
until actigw”completed, destroy
1 year later.

egtroy after 3 years.

Destroy 1 year after completion
and close of case.

Destroy 5 years after perfor-

ance evaluation; or 5 years
atsgr determination that
evaldstion will not be made,
or that stem will not be
installed.

Destroy 1 year af{ter completion
of performance evalyation.

Destroy 1 year after system
acceptance. N

.
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2-24

2-25

2-26
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Data Processing Register and Schedule Files. Documents used to record
jobs and reflecting job numbers, requesting office, job description,

ate received, and date due. Also, documents reflecting available

ine and personnel time, job requirements, priorities, and timephasing

inforMtion on approved individual jobs. Included are registers, schedules,

Publication Résgrd Set Files. (Governor's Directives, USSAH Regulations).
These consist of “sach publication or change issued, within categories and
at levels specifiedsg Publications within these sets will be files numer-
ically, and will be did%inctly marked "Record Set'". Documents described
in this paragraph will nofwpe charged out or posted. Records Manageme
Officers will ‘ensure each redqrd set is complete, and is retired to _aPpro-
priate records center intact.

o

Personnel Type Order Files. Publicat¥qns issued at all echefons of USSAH
to disseminate information and instructidgs affecting the” status of non-
member employees. Included are orders issudd for thefurpose of certain
personnel actions, separations and invitational trafel orders.

Annual Report Files. Documents relating to ainual r™sport to the Board of

Commissioners, submitted by USSAH. Includ€d are summarhes with annexes
and attachments, and other directly reldted documents.

Annual Report Source Files. Docufents used as source data in the
preparation of the annual report. Included are inputs from departmiegts
pertinent compilation of sgdtistics and charts and other related documepts

USSAH Historical Filed. Documents maintained to reflect a chronological
record of noteworfMy events of interest, from a historical or statistical
standpoint, whj occur at USSAH.

Recreati
welfa
an

Files. Documents relating to certain revenue-producing or
activities contributing to the pleasure, comfort, contentment,
ental/physical improvement of USSAH members, including the bowling
ley, golf course, gym, hobby shop,theater, card and pool rooms, guest
house, etc., and maintained by the Recreation Division, Deputy Governor's
Department.

Destroy 1 year after ’ ‘

completion of related
job, or on discongdnuance.
-~

»

Permfanent.

Retain in CFA. Destroy
after 5 years.

Permanent. Record boupd
copy retained by Board of
Commissioners.

Destroy 2 years after
publication of related
annual report.

Permanent. Files will be
maintained by respective
departments.

Destroy™gfter 3 years,
except bounld books,
ledgers, and jQurnals
will be destroyeth 3 years
after date of last agtry
therein. ’
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2-27 Member/Potential Member Files. Documents relating to essential admin-
istrative records accumulated prior to the reporting and during the
magber's stay at USSAH. Records document admission, maintenance,
actI™wities, and dismissal, discharge, or death. They include (among
othersu¥!§ciplinary actions, furloughs, and correspondence.

a. Actye files:

b. After active member is discharped/dismissed:

c. At time of death:

2-28 Estate Files. Documents relating to collection and disposition of
personal effects; fuséral interment; correspondence with next-of-kin,
beneficiary, or atforney, and similar documents created as result of death.

2-29 Audit Reporping Files. Documents relating to reports of audits. Included
are copi of documents furnished auditors, copies of findings and recom-
mendagdons, final reports, follow-up progress reports, comments relating

to reports, and comparable or related documents. Maintained by Secretary,
oard of Commissioners.

2-30 VA Pension/Compensation Files. Documents relating to receipt, disbursement,
and accounting of funds received from Veterans Administration on behalf

of members. Included are VA consolidated listings, supplemental listings,
member authorization slips, member receipt documents, and similar and
related documents.

Potentigd members maintained
by Seefetary, Board of
Comfiissioners; transfer file

o Deputy Governor when
applicant reports and becomes
member; otherwise, place in
inactive file for a period of
10 years and review annually
for destruction.

Transfer file to Secretary,
Board of Commissioners, dispose
of in CFA 10 years after date
of discharge/dismissal. After
10 years, Statement of Service
is removed from folder, filed
for 10 years and destroyed.

Transfer file to Estates Branch,
Secretary-Treasurer Deparfment,
for consolidation with estates
file.

Qestroy in CFA 5 years after

cade has been closed.

Destroy in SEA after 10 years.-

Destroy after 3 years.



2-31

2-32

2-33

2-34

/le

User Fee Files. Documents maintained as a source for implementing the
User Fee Program, ascertaining the composition of individual User Fee
atdqounts, accumulating detail for analysis and reporting purposes, and
verifNing accuracy of individual accounts. Included are individual
account~olders, trial balances, and related documents, authorization
slips, monthly collection reports, and related correspondence.

a. Trial bBslances and related documents:

b. Member accoimt files:

(1) Active:

(2) Deceased:

(3) Discharged/dismissed:

Printing Reporting Files. Documentg-reflecting action taken™g evaluating

the requirement for, approving, grid controlling USSAH reports.

Printing Reporting Files. Documents reflecting information on printiny
operations and equipmep®#j; such as monthly/cumulative copy count and cost
reports, inventory g# printing equipment and supplies, contract printing
costs, and related papers.

a. Recg¥d copy:

b. ACopies retained by reporting offices:

Member Property Files. Documents reflecting the receipt and release of

property safeguarded for member personnel. Included are logs, receipts,
releases and related papers.

Destpdy after 3 years.

Maintain in User Fee Branch,
Secretary-Treasurer
Department.

When action completed,

transfer file to Estates Branch,
Secretary-Treasurer Department,
for inclusion in estate folder.

When action completed, transfer
file to Board of Commissioners
for inclusion in member folder.

Destroy 2 years after discon-
tinuance of the report.

Destroy after 5 years.

Destrdx _after 5 years.
Destroy af®er 2 years or on

discontinuance

Destroy 5 years aft¥®yg return
or release of property: ,
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SECTION 3 - FINANCE AND FISCAL FILES

The files described in this section relate to disbursement, allotment, and accounting for funds, civilian pay, adm}c’i

FILE NO.

3-1

3-3

3-4

{on, the financial management plan, cost accounting, and the controlled account.

DESCRIPTION

Journal Fi . Documents relating to books of original entry, maintained

to record all T™gancial transactions and to summarize accounting for
monthly postings towthe general ledger. Included are the general journals,
such as fund receipt,™ynd disbursement, and obligations journals; and
related or similar documemngs.

General Ledger Files. Document elating to general ledgers which

contain accounts necessary to refle financial operations, such4ds asset
accounts, liability accounts, budgetary~accounts, and statistj<al accounts.
These records are maintained to establish “kq summary form e status of
accounts, reflect operations for the month, and _provide & medium for
verifying the accuracy of reports and subsidiary “hedgets.

Accounting Document Files. Documents posted tgrbooks of™~Nqriginal entry.
They include allotment documents, obligation- Gocuments, dupl¥gate

copies of disbursement vouchers, collectiefi documents (includinxcash
collections), adjustment documents (inefuding adjustments relating™sQ
deficiencies and irregularities), ch€ck reconciliation statements, cophes
of outstanding checks and compargffle documents.

a. Checklistings:

b. Check reconciligfion statements:

c. Allotmeng”documents:

Reporting Efles. Record copies of reports forwarded to departments.
Includeg-are the following reports, with related documents: status of
allotments; schedule of obligations by activity accounts; status of

reifibursements; miscellaneous net disbursements and net collections;
ransactions for others; Air Force and Army deposits; statement of
accountability; report of appropriation reimbursements; housing opera-
tion and maintenance costs; and similar or comparable reports.

DISPOSITION

Destroy”when 3 years old.

Destroy after 10 years.

Dagtroy after 1 year.

Destrowon receipt of current
list of olkgtanding checks.

Destroy after ears.



3-6

3-7

3-8

3-9

3-10

[

a. Status of Allotment reports:

b. Osher report files:

Allotment Files Documents relating to transactions making specific

funds allocated tO~USSAH available for obligation.

Collection Voucher Files. ™Bgcuments that have been transmitted to
disbursing officer from indivId¥yals, organizations, or governmental
agencies. Such files include repdyt of deposits, report of collectjon
for authorized sales of services andNgupplies (other than subsisgehce),
account of sales on sealed proposals, ahd comparable document

Cost Report Consolidation and Summary Files. ummariegAnd consolida-

tions of basic cost accounting reports, prepared™rom and contain infor-
mation in the basic cost accounting reports.

Statement of Accountability Files. Consoljdated statemen of account-

ability and directly related documents

Budgetary Reporting Files. Consglfdated budgetary reports and direwsgly

related documents, reflecting sfatus of appropriate and/or fund accoun

These reports are prepared plrsuant to requirements of law or as prescribad

by directives of OMB, Treasury Department, and General Accounting Office.
Included are such repetts as Budget Status, Analysis of Appropriation

Status by Activity~and/or Project, and Annual Certification of Unliquidated

Obligations ang”Unliquidated Balances filed by report month.

Budget Eofmulation and Presentation Files. Documents relating to consoli-

of budget estimates, and to presenting the standard worksheets,
et formulation procedures for periodic reports required by OMB and
ongress, and related documents.

Quarterly Budget Reporting Files. Copies of quarterly reports with

related papers prepared from data in budgetary transaction file.

Destroy 1 year after all
transactions relating to gthé
allotment account have een
closed.

Destroy after ear.

I

Destroy M years after the
close 6f the fiscal year
inpeblved.

Destroy after 3 years.

Destroy after 5 years.

Destroy 10 years after close
of fiscal year involved.

Destroy when 5 years old.

Permanent. Cusoff on approval

of related budgety

Destroy after 3 years.



3-12

3-13

3-14

Vi

Jndividual Pay Record Files. Individual pay records maintained by pay-
office are official records on which is recorded information

ing all earnings, deductions, adjustments, and bond issuances

ch employee during a calendar year. Included also are time

and attend

Individual Employee AuthoXzation Documents Files. These files consist

of all documents relating toNgmployee salary such as SF 50's and SF 1126's
and any other form relating to ®alary. Also contained in these files are
deduction forms, tax withholding foy Federal and State, QS&L deductions,
charity contributions, savings allotm®gts, health benefits, group lifeg
insurance, union dues, garnishment and Iwsyies, bond allotments, and any
other form relating to deductions of employwe's pay.

a. Active and separated employees:

b. Withholding tax exemption certifieftes:

¢c. On transfer of employee:

Individual Retirement Récord Files. Individual retirement records
reflecting amounts ducted from pay of each civilian employee subject
to the Retirement”Act (46 Stat 468; 5 USC 691-739), as amended, for
deposit to Ci Service Retirement and Disability Funds.

Cut off each CY. Files main- -
tained in CFA for 5 years;
then, after removal and
destruction of time ard
attendance reportsg transfer

to RHA. Destro¥ 56 years

after date ¢gf last entry

in the fiXe.

Destroy after 3 years, except
individual withholding and
deduction authorization
documents will be destroyed

3 years after superseded or
cancelled.

Destroy after 4 years.

Withholding and deduction
authorization documents

ill be disposed of as required
byN{PM regulations.

Upon ind¥yidual's separation

or transferN\{o an agency
outside USSAH,N\{orward SF 2806
to Retirement Divgion, Office
of Personnel Managemwgqt,
Washington, D. C. 20413\except
when agencies (including ORY)
agree that SF 2806 be annotabted
as to date of transfer and
maintained by OPM.



3-15

3-16

3-17

3-18

3-19

3-20

3-21

3-22

3-23

X

Individual Retirement Record Control Files. Control documents maintained
connection with retirement records of civilian employees, such as civil
ice retirement control form, register of separation and transfers,

of adjustments, and comparable documents.

ser
regist

ard Files. GSA 873 (Leave Record), or documents used in
recording official annual accumulation and use of each

Leave Recor
lieu thereof,
employee's leave.

Lt Files. Documents indicating individuals respon-
In&yuded are lists, memoranda, and communications.

Authorized Timekeeper L
sible for timekeeping.

. NS .
Payroll Control Files. Documentsgmaintained for payroll control purpos€s,
including payroll summary control awkg certification control document& and
all source documents used to authorizf\QE change payments to empleyees.

Y

Payroll Work Files. Correspondence and wor*n{apers relatigg”to payroll

matters. Included are payroll discrepancies, keport of bfAlances, recapit-

\- » .
ulation of payroll data, work or proof sheets, Ppgy of leave information
requests, and similar documents. e

Ny

Y
R,

Health Benefit Files. Documents used in conpe€ction with isqyrolling and
reporting deductions related to Federal Epgloyees Health Bend Jits Program.
Included are reports, transmittal lettex$, and related document?m\

\n

Unemployment Compensation, OWCP amd COP Files. Documents relating to%
requests for wage and/or separafion data to be used in connection with
unemployment compensation, CP and COP claims. Included are requests
for information and replji€s, notices of determination, notices of refusal
of work offer and relgted documents.

Civil Service Re#irement Fund Reporting Files. Annual reports with
directly relgt€d documents, containing data on deductions and contri-
butions to Civil Service Retirement Fund.

Contpdlled Account Record Files. Documents reflecting receipt and with-
/9yaﬁal of deposited personal funds by HCF patients and other authorized
members; maintained by custodian of the controlled account. Included
are deposit and withdrawal records; authorization slips, memoranda,
correspondence, and similar or related documents.

Destroy after 3 years. //i

Destroy when years old.
Cut off egeh CY.

Deftroy when superseded, or
when obsolete.

Destroy when 3 years old.

Destroy when 2 years old.

Destroy after 3 years.

Destroy after 2 years.

Destroy when 3 years old.

Destroy after 3 yeang except
that individual patienmt ledger
cards will be retained fow!3
years after final withdrawa‘\\\
of all money.
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3-24 \\\\Securities Accounting Files. Documents reflecting receipt and withdrawal Destroy 3 years after final-
Bf\pember securities held for safekeeping by Secretary-Treasurer Department. withdrawal of all securities.
Included are individual ledgers, deposit and withdrawal records, and ;//

-~

similarsor related documents. e
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activith

FILE NO.

4-1

4-3

4-4

29

SECTION 4 — LEGAL AND INFORMATION FILES

DESCRIPTION

Legal Opinlsg Precedent Files. Documents reflecting legal opinions

concerned withiwinterpretations of statutes, laws, regulations, inves-
tigations, and sIwmilar legal matters, but excluding documents related
to a specific claim)x\Jinvestigation, or case. Excluded documents will
be disposed of with thé&\glaim, investigation, or case file to which the
pertain. 5

a. Record copy:
b. Other copies:

Financial Interest Statement Files. Documentgrraflecting Government

employment, private employment, and financjel intefsgt of civilian

employees. Included are statements of esmployment and inancial interests,
supplementary statements, reports of ange, review comménts, and related

papers.

Legal Assistance Case Files Documents pertaining to personal legs

matters concerning each rson given legal assistance, the attorney
consulted, a summary the problems considered, and referrals made.

Litjgation Case Files. Documents relating to actual or potential legal

oceedings in which the USSAH has an interest. Included are advisory
reports; investigative reports; litigation reports; communications with
other organizations, agencies, and individuals both within and without
the Federal Government; and related papers.

e
{les described in this section relate to legal, congressional, and legislative liaison, and public information
s performed by USSAH.

DISPOSITION

Permanent. Cut off when
obsolete or discontinued.

Destroy on obsolescence or
discontinuance.

Destroy 6 years after separa-
tion, retirement, reassignment,
or death of the individual.

Destroy 1 year after comple-
tion of the case, except that .
selected opinions and memo-
randums withdrawn for use

s precedents may be held
untNl no longer required

for r&ference.

Destroy 10 ¥years after date
of accident or~ncident.



4-5

46

4-8

4-9

A3

kegislation Files. Documents relating to preparation and processing of
islation, Executive orders, proclamations, and reports on legislation
d by or of interest to USSAH or its Board of Commissioners, but
excludinp\appropriation bills. Also, included are communications
containing afts of legislation proposed by USSAH, reports to congres-
sional committ®gs on introduced legislation; comments on legislative pro-
posals and reports,on legislation; and reports to Office of Management
and Budget on legisI®etion proposed by other government agencies.

Congressional Correspondenge Files. Documents relating to congressional

inquiries on all matters within the scope and activity of USSAH, excep

in areas affecting budgets, apprQpriations, and related financial mafters
or concerning the release of safegwarded information. Included i€ corres-
pondence between congressmen and thelx constituents or others, and

between congressmen and USSAH on such matters as admissionyreadmission,
alleged unfair treatment, improper assignmént, poorly pr€pared food, poor
housing conditions, and inadequate medical at®entio

Ceremonv Files. Documents relating to conduct-6f cagemonies by USSAH, or

participation in ceremonies conducted by oth€r organizsfions, such as
retirements, funerals, honor guards, digpTays, exhibits, fairs,

observance of local and national holiddys, and comparable adtivities.
Files consist of copies of ceremop¥idl orders, requests for USSAR partici-
pation or assistance in ceremopgi€s, participation in events of nadNpnal
nature or events requiring gedrdination with other services and govebtwment
agencies, coordinating ag#ions, and related papers.

News Media and Rele#Se Files. Documents relating to preparation, coordi-

nation, clearange, and release of information to the public through news-
papers, peripdicals, radio, television, motion pictures, public appearances,
and other sfedia of dissemination. Included are printed or processed press
releaseg briefing and speeches; radio, television, and motion picture
scrjgts; and coordinating or related documents accumulated in obtaining
earance for the releases.

Charity Contribution Files. Documents relating to contributions by an

activity to recognized health, welfare, and voluntary fund raising organi-
zations, such as American Red Cross and Combined Federal Campaign.

Permanent. Retire 2 yeh
after enactment as g~law
or on deletion of~the
proposal.

Destroy after 5 years.

-

v
rs

Destroy after 2 years in CFA

or when no longer needed,
whichever is later.

Destroy after 5 years.

Destroy after 2 years.



4-10 Q\\\USSAH Informatlon General\?}ies

Documents relating to the genera Destroy a

4-11 fter 1 year.

Earlier dis 1 is authorized.

and publishink bulletins, employee newsletters,



The files described in this section relate to security police investigative and complaint files and guard protective

FILE NO.

5-1

5-2

5-3

5-4

5-5

25~

SECTION 5 - SECURITY -

DESCRIPTION DISPOSITION

Inspection Files. Documents relating to inspections, tests, and Destroy when vYears old, or
checks, imarily conducted by security personnel, including routine, upon discomfinuance of
after-duty-heurs security inspections conducted to determine adequacy of facili whichever is
measures taken protect persons, property, funds, facilities, or docu-
ments against int ion, fire, explosion, sabotage, and unauthorized access.
Included are surveys,~geports, recommendations, and related documents.

-

Security Equipment Files. Ddeuments relating to the determination of
and types of security equipmen or protecting sensitive documents~and
materials, such as alarm systems, fes, and other security meafures.

Destroy after 10 years.

Security Identification Accountability
accountability for identification cards an
and similar or related documents.

es. Documents xSed to maintain Destroy after all listed
ncluded are registers credentials are accounted for.

Vehicle Registration and Driver Record Fil s used to register Destroy 1 year after .

privately owned motor vehicles, and to
accidents of individual drivers.

cord traffic vislations and revocation or expiration.

Law Enforcement Files. Docum s relating to traffic enforcement Destroy after 2 years.

activities. Included are affic enforcement surveys, accident repo
traffic wviolation reports, notices, and violation notices. This descripg
tion does not include”documents relating to traffic accidents that are
forwarded to and kéld by claims officers.

Key Accoun ility Files. Documents relating to the issue, return, and months after turn-in

5ility for keys. of key.

ard Report Files. Retained copies of the daily Guard Report. Destroy after 1

Security Police Property Files. Documents reflecting the receipt and Destroy 5 years after

release of property that is found, impounded, safeguarded, or seized as return or release of property.
contraband or prohibited property. 1Included are logs, receipts, releases,
and related papers.



5~10

5-11

5-12

2.

Security Police Function Files. Files relating to exercise of police

functions.

e ~

a™~ledger records of detentions, vehicles ticketed, and outside
police liatsgn:?

b. Reports, witsgss or officer statements, warning notices, and
other case papers relatIng_to detentions and traffic violationgs

Security Correspondence Files. sxrespondence files red#dting to admin-

istration and operation of the security~agnd protecti®€ services programs,
not covered elsewhere in this schedule.

Logs and Registers. Guard logs and regfsters not Cowgred elsewhere in
this schedule.

a. Central guard office master logs:
b. Indi

ual guard post logs of occurrences entered in master logs:

sitor Control Records. Registers-or logs used to record names of out-—

side contractors, service personnel, and visitors permitted on Home
grounds, and reports on automobiles and passengers.

-~

Desf?by 3 years after
final entry.

Destroy after 2 years.

Destroy after 2 years.

Destroy 2 years after
final entry.

Degtroy 1 year after final
entrys ;
Destroy 2 yea after final
entry or 2 years afsegr date
of document, as appropriate.
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SECTION 6 - PERSONNEL, TRAINING AND SAFETY FILES

The fi described in this section relate to manpower resources; manpower utilization; awards; plgahing, directing,
ering civilian personnel programs for USSAH; position and pay management; employmeng-Services; individ-

ual employee ining; employee disciplinary, grievance, and reduction-in-force and safety fji%és.

FILE NO. DESCRIPTION DISPOSITION

6-1 Manpower AuthorT»@tion Files. Documents and supporting papers reflecping Destroy after 10 years.
manpower spaces alldeagted to departments. Included are allocation_docu-—
ments, table of distriBsf{ion change actions, and other papers whifch autho-
rize, limit, increase, or ¥ecrease the number of spaces alloedted to depart-
ments; and similar or related “egQcuments.

6-2 Tncentive Awards Reporting Files. Ddsyments used te”provide statistical Destroy when 3 years old.
information on participation, approvals,~gavingsedr other aspects of the
incentive awards program. Included are ret294@ed copies of reports, report
corrections, and similar or related documesrts.

6-3 Incentive Award Case Files. Documepts related to submh{ting, evaluating, Destroy 2 years after final
and approving or disapproving indfvidual incentive award ®ases. Included action.
are approved and rejected sugg€stions and award nominations.

6-4 Safety Inspection Files Documents relating to inspections made to Destroy when 3 years old, or
evaluate safety pro m effectiveness and safety standards and procedurag. upon discontinuance of
Included are inspeCtion or survey reports, record of changes made as a facility, whichever is
result of inspeftion/survey findings, and similar or related documents. sQoner.

6-5 Safety L#aison Files. Documents reflecting coordination and exchange of Destroy~after 2 years.

ation with other safety agencies. 1Included are inquiries, requests
information, and similar or related documents.

Accident and Incident Case Files. Documents relating to individual acci- Destroy when 2 years™eld.
dents and incidents. Included are reports of major vehicle accidents,

incidents, and investigations thereof; occupational injuries, illnesses,

or death of personnel; and similar or related documents.




6-7

6-8

6-9

6-10

6-11

6-12

6-13

26

EEQ Reporting Files. Documents reflecting information reported on

activities and conditions related to discrimination, race relations

d equal employment opportunity for employees. Included are statis-
and narrative reports, training report information, program

nts, summaries, consolidations, and similar or related documents.

EEO Complai Files. Documents reflecting individual complaints of

personnel concegning discrimination, race relations, and equal employ-
ment opportunity $Qr employees. Included are complaints, allegations,
transmittal letters,Njnvestigative data and summaries, findings of
fact statements, final™disposition reports, acceptance statements,
interview or hearing recoddg, withdrawal notices, and similar or
related documents. )

Master Job Description Files. Docugents used in analyzing-bd specific

position to determine whether the position matches an ewifsting job.
Included are OF 8 (Job Description) and>™supporting op”similar documents.

Job Description Extra Copy Files. Extra copi:,‘of job descriptions used

for distribution to employees, and for filiggim\Qfficial personnel folders
when personnel actions are processed. S

Job Standard Files. Documents whichsprovide guidance in™evaluating jobs,

and consisting of Office of Persgmhel Management classificasjon and
qualification standards. Inclw@ed are job evaluation decisions and
related documents.

Wage Rate Files. Docuyrfents relating to determination and application N\

of base rate schedytes for wage grade jobs. Included are tentative
and revised schedfiles for full scale wage surveys, and requests for
changes to suyp¥ey schedules; minutes of meetings; comments; recom-
mendations,and justifications; collected and supplemental wage data
concernjaig regular and overtime rates, bonuses, incentives and shift
differentials; data summaries, wage schedules, notifications of wage
schédule applications; and similar or related documents.

Reemployment Files. Documents reflecting persons separated by reduc-

tion in force, or for military service, or having other restoration
or reemployment rights. Included are interview and evaluation records,
skills listings, and similar or related documents.

Note: Return to employee evaluation file if employee is reemployed.

Deg#foy 4 years after
esolution of case.

Destroy 5 years after posi-
tion 1s abolished or
description superseded.

Destroy when superseded
or when job is abolished.

Destroy 5 years after posi-
tion is abolished or )
description is superseded.

Destroy when superseded
or obsolete,

Destroy 1 year aft*\

employee's restoratidm or
reemployment rights hi%%%§§§
expired.



6-15

6-16

2

Qualification Standard Files. Documents used in rating applications Destroy when qualifisgtion

for appointment and approving non-competitive actions. Included are standard is supersgdéd.
index to standards; OPM Handbook X-118; examination announcements; 7
gcial standards such as promotion and training agreements, and

Applications. Applications (SF 171) and related records, Destr : upon receipt of OPM

ingpéction report or when
years old, whichever is
earlier, providing the
requirements of the Federal
Personnel Manual, Chapter
333, Section A-4, are
observed.

tion and applic
Official Personne

Official Personnel Folder Files. Documents reflecting qualifications,

efficiency, promotions, awards, and simdlar information gm”a non-member

employee. Included are individual personnqi\folders.

Note: For purposes of this definition, the materi discussed in Book V,

Table 8, Sec 3, FPM Supplement 296-31 (records ataining information

of a privileged nature, not deemed appropria for inclusion in the -
employee's Official Personnel Folder durin employm;ﬁ?ﬁ is considered

a part of this file, although maintaineg”separately under™~he personal

supervision of the personnel officer,

Transfer folder to new employ-
ing office within Federal
Government only upon written
request by agency. Otherwise,
retire to National Personnel
ords Center (Civilian),

a. Transfer of employee:

Retirement or death of employee:

All others: Retire to NPRC within 9
days. NPRC will destroy 7
years after birth date of
employee (60 years after date



i
of earliest documen n

folder if date of Airth
cannot be asceptfained) or
5 years aftgf latest sepa-

ration, ichever is later.
6-17 Servicea\Record Cards. Service Record Card (SF 7 or its equivalent).
a. Cardg for employees separated or transferred on or before Transfer to NPRC (CPR),
31 December 194J: St. Louis, MO.
b. Cards for employees separated or transferred on or after Destroy 3 years after
1 January 1948: separation or transfer of
employeec.
6-18 Adverse Action Files. Documents Pelating to a proposed gdVerse personnel Destroy 4 years after case
action, such as removal, suspension™~pther than redugtion in force),leave is closed.
without pay, or reduction in rank or pax_for cause Included are notice
of proposed adverse action, employee's reply, spétement of witnesses,
notice of decision, and similar or related d@€yments (letters of reprimand
are not included). i
6-19 Appeal and Grievance Case Files. Documents reflectingN\actions taken on Destroy 3 years after case is
appeals and grievances submitted by civil service employewag. Included in closed. 3
each case are employee grievape®e record; decision(s) deliver®q, including
records of grievance commipt®e; review decisions; and similar onrelated
documents.
6-20 Civilian Training Pfogram Files.
file of agency-sponsored training:
respondence, memoranda, agreements, authorizations, reports, DestwQy when 5 years old or
requirefient reviews, plans, and objectives relating to the establishment 5 yearsngfter completion of
and Speration of training, courses, and conferences: a specific\raining program.
(2) Background and work papers: Destroy when 3 “ears old.
b. Employee training. Correspondence, memoranda, reports and other Destroy when 5 years ®»ld or
records relating to the availability of training and employee participa- when superseded or obsolage,
tion in training programs sponsored by other government agencies or non- whichever is sooner.

government institutions:



6-22

6-23

6-24

6-25

6-26

6-27

3

Civilian Training Material Files. Documents used in training employees

through training courses and instructional conferences, course outlines,
handouts, instruction sheets, and similar or related documents.

Labor Relations Files. Documents relating to overall labor rela-

tions tween USSAH and labor organizations. Included are petitions for

election plans, lists of employees eligible to vote and
ertifications of election results, letters of recognition,

and related or similar documents.

recognitio
participate,
union complaint

Labor Negotiation Files,, Documents relating to contract negotiations

between USSAH and labor oxwganizations. Included are labor organizatigs
proposals, counter-proposalsyminutes of meetings, transcripts, drg#f and
approved agreements, supplements, and related or similar documepnes.

Interview Record Files. Documents pergaining to interviewg”with employees.

Included are correspondence, reports, employee out-proce€sing and exit
interview records and related documents.

Personnel Counseling Files.

a. Counseling files. Reports of interviews, analwges, and related

records:

b. Alcohol and Drug Abuse Ppegram. Records created in plamging,
coordinating and directing an_#&lcohol and drug abuse program:

Physical Evaluation File&. Documents relating to review of medical

findings to determine~if an employee should be retired, placed on
disability, or retdtned to duty. Included are fitness-for-duty
examinations a similar or related documents.

Characte nvestigation (Unfavorable) Reporting Files. Documents received

er agencies pertaining to unfavorable character investigation of
Included are reports of investigations and similar or related

Oocuments.

Chronological Journal Files. Documents used for preparing reports or

review of actions previously processed. Included are SF 50 (Notification
of Personnel Action) (copy 5) and similar or related documents.

Destroy 2 years after super- '
seded or obsolete.

Destroy when years old.

Destroy when 5 years old.

Destroy 6 months after
transfer or separation of
employee.

Destroy 3 years after termina-
tion of counseling.

Destroy when 3 years old.

Destroy after 2 years.

Destroy afNer 1 year.

Destroy after 2 years. OCut
off at end of each month. “~
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Civilian Identification Card Accountability Files. Documents reflecting Destroy after all listed
applications for employee identification cards. 1Included are copies of credentials are a€counted
USSAH Form 217 (Application for Identification Card) and similar or for.

ated documents.

6-30 and Selection Files. Documents reflecting placement and promo- Destrey when 1 year old.
tion actiong under the Merit Placement and Promotion Program. Included
are DA Forms 2600 (Referral and Selection Register), and similar or
related document
Note: Maintain in chwxgnological order by effective date of personnel a€tion.

File provides cross reference to chronological file of SF 50 for inggfection
purposes.

6-31 Hours of Work Files. Documents redating to establishment of# working hours, Destroy when 5 years old.
staggered shifts, holiday staffing, #wnd similar matters affecting the
employee work schedule. Included are c®erdinating acptons, studies, inter-
pretations, and published record copies of™dpstrucpdons, letters, and
similar or related documents.

6-32 Reduction-in-Force Files. Documents reflepfing indiwidual reduction-in- Destroy on separation of °
force data, including name of employee, date, position,~grade, last employee. However, cards
performance rating, competitive levelrcode, and similar infQrmation. used as work cards for prep-
Included are plain cards, ruled cagrds, punched cards, card fomgs, and aration of retention registers
similar or related documents. will be destroyed on completion

of the activity for which
they were established.

6-33 Retention Register Efles. Documents reflecting employee retention groups Destroy after 2 years, unless:
according to tenyre, length of service, performance ratings, and veterans appeals are pending.
preference. €luded are registers and similar or related documents.

6-34 Morning port Files. Documents used for daily accounting of members. Permanent. ransfer to
These documents are the sole record at the Home showing membership trends RHA after 9 yeaxs.

ov periods of time. In addition, these documents are used in research

d studies conducted by the Home and outside agencies. : .

6~-3 Morning Report Back-up Files. Documents used to compile morning reports. Destroy after 1 year.




6-36 \\‘\\\gersonnel/Member Locator Files. Documé

6-37

i)

reflecting morning report Destr 1 year after
ks and other information on members, foPfmer members, and civilian transfer, arture,
employe Included are personnel data cards, locC or separatiﬁﬁ\bi\EEf\
related docum individual
\\\\\
-

Classification Survey Reportsw.._ Survey reports on various positions

< Destroy when obsolete
and/or organizational segments prepared by classification specialists.

erxggperseded.
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SECTION 7 - MEDICAL

The _files described in this section relate to descriptions and retention periods for files concerning developmeng
and d¥gection of medical care programs for members of USSAH and other eligible personnel, providing medical infor-
mation, osgducting medical examinations, caring for inpatients and outpatients, providing medical treatmeq;/for

civilian empidqyees, preventing sickness and injury, and providing dental care. e
FILE NO. DESCRIPTION DISPOSITION
7-1 Blood Donor Fil®s, Documents related to administering the USSAH blood Degfroy after 3 years or
donor program. Inddyded are documents relating to blood grouping, blood 6n discontinuance.

collection, and procurément of blood.

7-2 Activity Reporting Files. Doctwpents reflecting HCF activities, sucp”as Destroy after 3 years.
narrative accounts; sanitation; sSweps taken for prevention of dis€ases,
morbidity, and mortality; other subjéeis of hygiene and statisfical tables
and charts appended thereto; and similar<gr related documewfs.

7-3 Alcohol and Narcotics Control Files. Documents~gelag¥ing to Treasury Destroy when 5 years old.
Department and Internal Revenue Service regulatip and issuance, and
cancellation of permits to procure tax free glkfohol anthsimilar matters.
Included are letters, extracts of directiyef, cards, prinbeyts, and
similar or related documents.

7-4 Medical Statistical Summary Filegs” Documents summarizing medical sta{is- Destroy after 3 years.
tical data received from wardss activities, and other sources. Included
are summaries of statistic reports, disease rates, health reports,
hospitalization reportsg¢ reports of bed status, patients remaining
summaries, comparab reports and summaries, and related background data.

7-5 Medical Statis#ical Reporting Files. Documents reflecting statistical Destroy afteg 3 years.
on such HCF matters as strength, admission, disposition, and

patients under treatment, patients occupying beds, days lost

ients, outpatient treatments, specialized type of treatment, and

ilar data. Included are reports on beds and patients, morbidity,

outpatient specialized treatment, and similar or related documents.
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7= Health Care Facility Statistical Feeder Reporting Files. Documents used
by HCF elements for administrative operations and as a source of statis-
ical information for preparation of recurring reports required by Chief

Included are patient statistical reports; outpatient statistical
clinic statistical reports; operations statistical reports;
statistical reports; eye, ear, nose and throat examination
eports and similar or related documents.

statistica

7-7 Ward Statistical
on ward patients.
census patient strength
related documents.

porting Files. Documents reflecting statistical data
luded are ward morning reports, daily and weekly
eports, ward patient rosters, and similar o

7-8 Medical Statistics Data Source es. Documents relating tgAnterpre-
tation of data on morbidity, morta and hospitalizatiow? Included
are selected completed studies, report®, compilations, €opies of
professional or technical correspondence,~gnd similgs” or related
documents.

7-9 Medical Care Inquiry Files. Documents reflef€ting $qquiries received
from kin, other private individuals, and Afiembers of Coggress for non-
privileged information on such matters”as medical treatmdgt received,
status of physical condition, trangfer of individual patientg, eligi-
bility for medical care and app)Acation for treatment. Includ®d are
approved requests, denied regdests, and similar or related documehs.

7-10 Medical Competency Revietw Files. Documents related to determining
the degree and abili of members to use their mental faculties in
handling personal/financial problems of normal day-to-day living.
Included are dgferminations and similar or related documents.

7-11 Medical
for a

ard Files. Documents reflecting determinations of admission
icants to the Home. Included are medical board proceedings and
ed documents.

7-12 Health Care Facility Inspection Reporting Files. Documents relating to
internal sanitary inspections of HCF such as inspections of wards,
quarters, messes and foods, and barber shop. Included are inspection
reports, reports of corrective action taken, reclames and similar or

related documents.

)

-

Destroy after 1 Xeé/.
e

Destroy

Destroy

Destroy

Destroy

Destroy

Destroy

after

after

after

after

aNter

after

-

-

months.

years.

years.

years.

years.

year:
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HCF Incident Reporting Files. Documents relating to involvement of a Destroy after 7 yeaps.
patient in an unusual occurrence or accident. Included are reports of
usual occurrence, witness statements, and related documents.

7-14 n and Disposition Files. Documents reflecting patients admitted Destroy dfter 2 years.
or dischawged from HCF and interward transfers. Included are admission
and disposifQn sheets, daily patient strength recapitulation documents,
and similar or related documents.

7-15 Bed Availability File Documents relating to availability and use of Destroy after 2 years.
hospital beds. Included™re cards, lists, and similar or related dgeUments.

7-16 Control Card Files. Documents™wged by wards to account for pg#ients Destroy on discharge or
assigned. Included are plain card ruled cards, card forp#, or punched transfer of patient.
cards and similar or related document

7-17 Patient Medical Status Files. Documents us®q to keep registrar informed Destroy 3 months after
of a patient's medical status. Included are dpefnosis slips and similar patient is released from HCF.
or related documents. ’

7-18 Seriously Ill Roster Files. Documentg-lised for informimg _the patient's Destroy after 3 months. .
next of kin or other appropriate pegxSons when the patient Is seriously
ill. TIncluded are rosters and g#milar or related documents.

7-19 Absence Suspense Files. DeCuments reflecting patients on leave from~Y{CF. Destroy on return of patient.
Included are absence rggqlests, authorizations for absence, and similar
or related documentg«

7-20 Mental Hygiene~Reporting Files. Documents reflecting the incidence and Dessyoy after 2 years or on
prevalence neuropsychiatric and related conditions in the HCF, used discomsinuance, whichever is
to eval e preventive psychiatry and methodology employed, in order that first.

ive measures may be initiated. Included are mental hygiene
Sultation service reports and similar or related documents.
7-21 Drug Reference Files. Documents used as a source of reference to commer- Destroy when no longel\needed
cially available drugs. Included are cards containing data extracted from for reference.

journals, tear sheets, reports of board actions, and similar or related

documents.
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Medical Prescription Files. Documents relating to medical prescriptions Destroy after 5 years.
which accumulate in pharmacies. 1Included are bulk drug orders; prescrip- o

ions for narcotic drugs, ethyl alcohol, alcoholic liquors, and similar d
pre iptions; and similar or related documents. //
7-23 Pharmacy ck Record Files. Documents reflecting receipt and expenditure Destroy 5 y s after card
of narcotic dwygs, ethyl alcohol, alcoholic liquors, and similar prepara- is fille

tions.

7-24 Pharmacy Issue Files. “Qocuments used by pharmacy for requisitioning items
of supply. Included are sue slips, requests for issue or turn-in, and
similar or related documents:

estroy after 5 years.

7-25 Medical Laboratory Performance Repdwxting Files. Documents reflecting Destroy after 5 years.
information on performance factors, numfer and source of s imens
received, special laboratory investigatio training, atus of equip-
ment, workload backlog, and similar data. luded e letters, forms,
printouts, and similar or related documents.

3

7-26 Nursing Service Schedule Files. Documentsg-feflecting~qn-duty hours for Destroy after 1 month, or
personnel assisting with nursing care patients. Inclided are time on discontinuance.
schedules and similar or related dg

7-27 Patient Condition Reporting
service informed of each
affect workload and d
hour reports and si

es. Documents used to keep chief & nursing Destroy after 1 month.
tient's condition and ward activities whic
ermine assignment of personnel. Included are 24-
ilar or related documents.

7-28 Temperature oy after data have been

on the individual's

ulse and Respiration Files. Documents reflecting temperature,
respiration of ward patients. Included are cards, lists, and entere
T or related documents. clinical

Controlled Drug Register Files. Documents reflecting narcotics and Destroy after 2
controlled drugs issued on wards, in clinics, and in dispensaries.

Included are narcotic and controlled drug registers, controlled drug

inventory certifications, and similar or related documents.
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Bacteriological Testing Files. Documents created as a result of bacteri-
ological culture tests to determine the efficiency of sterilizers., auto-
claves and sterilization processes. Included are laboratory reports
similar or related documents.

7-31 d Drug Abuse Rehabilitation Case Files. Documents relating to
rehabilitatyon of individuals in connection with Alcohol and Drug Abuse
Prevention and™Control Program (ADAPCP). 1Included are results of bio-
chemical urinalys¥g and other tests; observation of patient's behavior;
therapist's and drug™education specialist's opinion and progress reports;

doctor's notes; and simMNar or related documents.

7-32 Duplicate Medical Form Files. Dosyments used for training, hige#drical,
research, and informational purposes™_ Included are duplicag€s of
documents filed in clinical records, outRatient records,~-4nd records

of medical examination.

7-33 Health Record Files. Documents relating to cgemPiehensive individual

medical history of members of the USSAH.

a. Discharged members:

b. Deceased members:

7-34 Physical Medicine Areatment Files.

treated in ph

Documents relating to patients
cal medicine service. Included are cards, forms, and

he patient's health record file.
7-35 Spectacle Issue and Receipt Files. Documents reflecting the diagnosis and
types of spectacles prescribed in repeat refracture cases, and receipt

for spectacles issued. Included are cards, receipts, and similar or
related documents.

Destroy after next inspec-
tion by the Joint Commission
on Accreditation of Hgspitals.

After treatpent is termi-
nated, fprward all medical
cons ations, laboratory
proctedures and related
documents to the custodian

of the member's health record
for inclosure therein.

Destroy after they have served

the purpose for which they
were accumulated.

Destroy 10 years after date
of discharge.

Destroy 5 years after daté of
death.

Destroy 1 year after com-
Mletion of treatment.

Destroy after 3 mdnths.



7-36

7-37

7-38

7-39

59

Clinical Psychology Individual Case Files. Documents related to con-

ducting psychological evaluations of individuals who have drug, alcohol,
fanily, social, adjustment, and similar problems. Included are exam-
n records of intelligence, personality, achievement, and

s results of tests; doctor's notes; abstracts or copies of
dical records; observations of patient's behavior; and
ted documents.

pertinent
similar or re

Social Work Indivi 1l Case Files. Documents relating to patient and

associate interviews te_assist in adjustment of the patient and in eval-
uation of personnel and $qgial data for diagnosis and treatment.
Included are interviews, pergonal history statements, abstracts or
copies of pertinent medical re&qQrds, and similar or related documenet.

Patient X-Ray Film Files. Included “sge x-ray films exposed dufing

diagnosis and treatment of patients at HWLF, periodic physiefil examina-
tions, and entrance or annual medical examdpations.

Civilian Employee and Resident/Dependefit Medical Files. Dosuments reflect-

ing medical care and treatment fuprfished to individual employensg, residents
and their dependents by the HCE Included are records of laboratery and

x-ray findings, records of exposures to ilonizing radiation, correspdwdence
relating to physical condifion and medical history and card records reNect-
ing treatment furnished”and absences caused by illness or injury.

a. Civilian
employee, trans

loyees: At time of retirement, death or separation of
r file to Personnel Division who will upon:

(1) Trédnsfer of employee:

(2) Retirement, death or separation of employee:

Destroy 3 years after cage
is closed.

DeStroy 3 years after case
is closed.

Destroy 5 years after end of

year in which last medical
treatment was given,
However, appropriate x-ray

film may be retained longer

when needed for follow-up
or research purposes. -

TransferN\{ile to new employing

office.

Retire file to Natjonal

Personnel Records Cewter with

next regular retiremen
Destroy 25 years after da
of retirement, death or
separation.

AN

~.

~



b. Dependents/residents (other than employees): Give record to employee upon -
retirement, separation ot
transfer; or forward _x0
designated medicalAacility;
or maintain in BHA for 25
years, then gé&stroy.

7-40 Preventive Mediwsine Inquiry Files. Documents related to furnishing Destroy After 5 years.
routine technical™Mpformation on preventive medicine matters to individuals,
installations, and aJvities. Included is correspondence on such matters
as handling storage and“{isposition of radioactive materials; safe levels
of microwave radiation; towicity of chemical substances and materials;
control of insects and rodentsy waste disposal; and other preventive u/f
medicine matters. S

P

7-41 Communicable Disease Reporting Files.“Qocuments reflecting commshicable Destroy after 5 years.
diseases diagnosed in patients. /

7-42 Health Nursing Case Files. Documents relatiﬁﬁ to patieat health care in Destroy 3 years after case
connection with USSAH health nursing program. lydéd are record forms, is closed.
case referral forms, and similar or related documg , arranged alphabet- )
ically.

7-43 Preventive Dentistry Files. Documents reldting to establishgent and Destroy after 5 years. :

definition of professional policies, sgdndards, and practices fQr pre-
ventive dentistry. Included are repdrts of attendance at professSignal
meetings; correspondence on profesSional or technical matters with Iwdi-
viduals, associations, societig€, and commercial concerns; and similar
or related documents.

7-44 Dental Reporting File Documents containing summaries of dental services Degtroy after 1 year.
performed, cases diazfnosed, operations performed, and similar information.
Included are dengdl services reports, correspondence, and similar or related
documents.

7-45 Dental ksheet and Tabulation Files. Documents used in preparing dental Destroy after onths.
repor and summaries. Included are worksheets, tabulations and similar
elated documents. :

7-46 Prosthetic Case Files. Documents reflecting the type of denture work Destroy after 3 months.
completed. Included are dental prosthetic case forms prepared for each
individual, and similar or related documents.
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7-4 Member Dental Health Record Files. Documents reflecting dental treat-
ment provided to members of the USSAH. Included are dental health
acords and corresponding x-rays for each member.

a. Ddgcharged members:

b. Deceased menbers:

7-48 Civilian Dental Health Files. Dsguments reflecting dental treapa@nt
provided to civilian employees of the USSAH. Included are defital health
records and corresponding x-rays for eavh_employee.

a. Transfer of employee:

b. Retirement, death or separatison of employee:

7-49 p€pendent/Resident Dental Health Files. Documents reflecting dental
treatment provided to residents and dependents of resident employees
(excluding resident employees).

Destroy X0 years after
date 6t discharge.

Destroy 5 years after date
of death.

Transfer file to Personnel
Division who will transfer
file to new employing office.

Transfer file to Personnel
Division who will retire
file to National Personnel
Records Center with next
regular retirement.

DestxQy 25 years after date
of retirepent, death, or
separation.

Destroy 15 years afser date
of latest entry.
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SECTION 8 - LOGISTICS, TRANSPORTATION, AND COMMUNICATIONS

The files described in this section relate to descriptions and retention periods for files relating to the provisi&n
supplies and equipment to USSAH. As such, the files identification described below relate to procurement, recéipt,
%ge, issue, disposition, maintenance, services, and accountability of all types of supplies and equipmepk; the
managem\"bof administrative motor vehicles, the movement of personnel and supplies, the use of Bills of ¥ading, and

i Q_requests; and telephonic, telegraphic and postal communications.

FILE NO. DESCRIPTION DISPOSITION
8-1 Procurement Mideonduct Case Files. Documents accumulated as case files Destroy 30 years after close
which deal with spt ific incidents relating to fraud, misconduct, crimips of case.

conduct, or suspected “gaud or misconduct in connection with procurgm€nt
matters. Included are inwestigations, statements, reports, decisfons,

similar documents, and relatédypapers. These files also proy#le infor-
mation for publication of the debarred, ineligible, or syerended bidders

list.

8§-2 Debarred Bidders List Files. Documents rels{ipg to suspension of bidders Destroy after 1 year, except
that prohibit contractual relationships. rC1rded are lists of debarred, that copies of lists will be
ineligible or suspended bidders; status-feports anthrecommendations relat- destroyed when superseded,
ing to bidders appearing on lists; modifications, dedefions, and additions obsolete, or no longer needed
to lists; and similar or related-documents. for current operations. -

8-3 Bidders List Files. Carde”and lists used to determine which conmtactors Destroy when superseded,
are eligible to receiw€ invitations for bid for specific items. obsolete, or no longer

required for current operations.
8-4 Procureme Register Files. Registers or sheets used to record and control Degtroy after 6 years.

assignpent of numbers to contracts, purchase orders, releases, or similar
i uments. These files are maintained on a fiscal year basis.

Procurement Directive Files. Documents used in initiating procurement. Destroy after 6\years. Do not
Included are procurement directives, production orders, purchase retire.

authorizations, requisitions (when used as a direct basis for purchase), {
consolidated bidders lists, written bids, summaries or proposals, abstracts

of bids, cost analyses reports, similar documents, and related papers.
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8-6 Requisition Suspense and Status Files. Documents maintained by requisi-
tioner which reflect supply status of requisitions. Included are copies
of requisitions, supply status cards, follow-up data,and reconciliation
open requisitions.

8-7 Stock TIsyentory and Reconciliation Files. Stock balance sheets or
comparablé\work papers used for purposes of inventory, reconciliation
or adjustment® f stock balances.

8-8 Property Officer Designatlon Files. Documents reflecting designation
of property officers.

8-9 Stock Record Account Files. ‘he stock record accounts constitute USSX
property accounts which reflect™eceipt (regardless of source), spetage,
issue, or usage location of Governtepnt property in physical pogse&ession
of USSAH. As such, they are distingu?l
Stock record account files are basic recoxrds showing by jfem the receipt,
disposal, and quantities of supplies on han-.\\Ihese aCcounts are main-
tained by an accountable officer. They includeNgge€hers with supporting
documents or attachments thereto, including stg Mecord cards or equiva-
lent forms used in lieu thereof. Stock recprd accoundfiles consist
normally of the following types of filesz”debit voucher INles, which
include shipping documents, discrepane
packing lists, shipping tickets, prGperty turn-in slips, or oth®
filed with vouchers to a debit x#Gucher file; inventory and stock ra&ggrd
adjustment voucher files, ipcluding inventory adjustment reports, repdk{s
of survey or other stockAfecord adjustment vouchers; requisition files o
credit voucher files
tution advices, e act requisitions, cancellation advices, purchase
requests, shipp#nhg documents and other documents filed in a requisition
file supporgAng action taken on a requisition or shipping order; service-
able prop€rty files held pending repair; and stock accounting and stock

contpe? registers, such as debit voucher registers, stock record adjustment

voether registers, requisition control and credit voucher registers main-
ained for comparable purposes. Stock record cards will be continued
in effect until filled or until final entry is made thereon.

cluded are letters of appointment and revocation.

d from contract progferty accounts.

reports, copies of pugchase orders,
documents

ich consist of requisitions, shipping orders, substi-

Destroy 3 months after com-
pletion of supply action,,.®
on cancellation of requ#Sition.

Destroy 2 yeg»€ from date of
next invepgk6ry, reconciliation,
or adjyegtment.

De€stroy 2 years after termi-
nation of appointment.

Destroy after 2 years.
However, prior to destruction
of a property account, all
vouchers, both debit and
credit, representing memo-
randum receipt transactions
pertaining to active or

open memorandum receipt
accounts, not covered by -
subsequent consolidations

or memorandum receipts,

will be removed from files-
and retained pending settle-
ment of the transactions or
inclusion in subsequent
consolidated memorandum
r~~§}pts. In addition, neither
vouc ’I nor stock record

cards r-‘~ect1ng adjustment
of shortagés will be destroyed
before final apgroval is ’
authenticated on appropriate
adjustment documentsixguch as
inventory adjustment repoft

or report of survey. \\\\\\
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Property Book and Supporting Document Files. Documents reflecting

description, receipt and turn-in of property for which property book

officer is accountable. Included are property books, receipts, turn-
slips, reports of survey, inventory adjustment reports, and other

ts supporting entries to property book.
\\
a. Property books:

AN

~
NS

S

NS
b. Remaining documents: NN

8-11 Hand Receipt Files. Receipts reflecting™sgceptance of regpbnsibility
for items of property listed thereon. Included are ing4Vidual receipts
and listings.

8-12 Financial Inventory Accounting Files. DgeUments created “dgd maintained
by offices responsible for financial ventory, accounting ifdxequipment
and supplies in their custody. Ipefuded are category journals,gtegory
ledgers, inventory control recefds, retained copies of financial simply
management reports, financjal statements, consolidated worksheets, ana¥yc
ses of change in opera
posting media, corpeSpondence, and related records.

8-13 Report of Supwéy Files. Reports that describe circumstances and recommend
cerning loss, damage, or destruction of USSAH property.
are reports of survey and supporting documents.

8-14 nventory Adjustment Reporting Files. Approving authority copies of
reports used to adjust 1nventory discrepancies disclosed as a result
of physical inventories. Included are inventory adjustment reports,
inventory control cards, copies of reports of survey, and related

documents.

¢ stock on hand, summaries of inventory position}

.

Destroy 2 yearg-after page is
filled and itial accounting
entry igs-tarried forward to

a new’page, or 2 years after
proOperty balance becomes

zero and there will be no
activity on the item.

Destroy after 2 years.
Destroy on turn-in or other
complete accounting for
property or when superseded

by a new receipt or listing.’

Destroy after 1 year. -

Destrdy 3 years after comple-
tion of Wpal action.

N

N
Destroy after 3 yesgs.
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8- Dispatcher Control Record Files. Documents reflecting the dispatch of Destroy after 1 month.
equipment. Normal information includes names of user, time out, desti-
nation, equipment identification, and estimated time of return.

8-16 ment Daily Utilization Files. Documents completed by dispatcher Destroy afteprequired
and o ator to provide information relative to the daily use of transfer information
equipmen to oth records, unless

requftTed for accident
javestigation or state
gasoline tax purpose.

8-17 Shop Property AccountN\Eiles. Documents accumulating in USSAH shops Destroy after 2 years.
in making maintenance i s more accessible to personnel. Include
are stock record cards, vo rn-in
slips, and similar documents
items, such as repair parts, kitsy tools and assemblies. ese
documents may also constitute a sec 's
stock record account, or may be subsiddaxy thereto. tock record
cards and direct exchange cards should bg\qufin in use until
filled or final entry is made thereon.

8-18 Equipment Inspection and Maintenance Wor eet FiNes. Documents reflect- Destroy on posting to related
ing performance of preventive mainte ce inspectio services, equipment log book, on
diagnostic checkouts, and spot-che inspection of equ¥pment. entering deficiencies on a-new

form, or on completion of
next serviceability test
or check, as applicable.

8-19 Labor Pool and Equipfent Operating Files. Documents relating to Destroy after 6 months.
assignment ization of labor and equipment. Included are work
assignment she€ts, working reports of operation of materials handling
equipment, daily work reports showing such information as date, shift,
cars or Arucks loaded or unloaded; and comparable documents.

8-20 Fodd Program Project Files. Documents resulting from actions taken to 2 years after comple-
evaluate and improve the overall USSAH Food Program. Included are staff tion of ¢ project.
studies, survey and test reports, coordinating actions, and related papers.

3

8-21 Food Program Reporting Files. Reports used for the purpose of supervision, Destroy after 2 years.

rendering assistance and advice, and review and analysis of the food
program. Included are food facility reports, subsistence supply and
service reports, and reports of progress accomplished in the food program.



8-22

8-23

8-24

8-25

8-26

8-27

Y&
Master and Special Menu Files. Documents relating to the development,

view and approval of master and special menus. Included are documents
re cting cost, dietary, and issue analyses; ration factor lists; menu

notes?\@gﬂ\iopies of the published menus.
\\

~
Subsistence®and General Storehouse Sales Account Files. Documents main-

tained as the “formal record of all transactions pertaining to the

receipt, issue, gle, transfer, and inventory of supplies and services.
They include distribytion ledger, accrued expenditure ledger, obligations
register, voucher regilster and control, and vouchers and supporting papers
such as summaries of ratiwgs issued, ration requests, issue and turn-in
slips, receipts, inventory Iad adjustment documents, statement of gajisfs
and losses, and similar docume used as vouchers or as supportipg

papers thereto. ‘i\\\

Sales Stores Planning Files. Documentsygaintained for p¥énning and control

of item stockage. Included are commissar onsumptigw records, stock
record cards, menus, menu recapitulations, and sig#lar documents.

a. Item consumption file:

b. Remaining files: \\\

2

N\

Price List Files. ists and supplements reflecting current prices for

subsistence itefis and clothing store items.

Cash andCharge Sales Files. Cash sales and charge sales books, charge

lips (included attached informal lists), and machine sales tickets,
exclusive of such documents filed as vouchers to the account.

Subsistence Requisition Files. Requisitions submitted to Support Center
and other supplying depots or agencies, advices of actions, and other
papers retained as a record of requisition of supplies for the issue
commissary and/or commissary store, but exclusive of such documents when
filed with vouchers to the account.

Destroy after 2 years, or”’
on supersession or obs6-
lescence, as appliedble.

Destroy ears after final

entry

Destroy on initiation of a
second succeeding record for
that item, or 1 year after .
discontinuance of the related
item.

Destroy after 1 year, or when
obsolecte.

Destroy after 2 years.

Dest™sy after 2 years.

Destroy after 1 “wear.



8-29

8-30

8-31

8-32

8-33

8-34

47

Ration Accounting Files. Documents reflecting meals and rations served

each day. Included are ration source data worksheets, records of meals
served, ration records, and similar or related documents.

Supply Files. Documents relating to control over receipt,

storage, and issue of food items and general food service supplies.
Included afENﬁpod receipt and consumption records, inventories of food
on hand, requisdtions, and invoices of food obtained from subsistence,
kitchen requisitidwg, and similar or related documents.

a. Requisitions aixd invoices:

b. Food receipt and consymption records:

c. Other documents:

Individual Patient Diet Files. Documents pdefaining to dietary require-

ments of individual patients. Included e dietary history records and

similar or related documents.

Diet Therapy Files. Documents~used in providing diet tPfegapy to members.
Included are diet menu pla#s; food code worksheets; diet r}w\sfs; early,
late, or delayed tray ¥®Osters; nourishment and forced fluid rdosgers; food
distribution chartes and similar or related documents.

Statistics Files. Documents reflecting number of diets
Included are modified diet records and

Modified Dje
served b¥ category each day.
i¥ar or related documents.

Recipe Card File. Documents reflecting standardized recipes for food
preparation. Included are recipe cards and similar or related documents.

Dining Facility Operation Files. Documents relating to the operation of

dining facilities. 1Included are cooks' worksheets, ration request, and
subsistence reports, headcount sheets, guest registers, ration inventory
and vendors' value, food cost records, and similar and related documents.

Destroy after 1 year, except
that ration source data "
worksheets will be
destroyed after 3 months.

Destroy after 3 months.

Destroy 1 year after card
is filled.

Destroy after 1 year.

Destroy when member is
discharged from USSAH.

Destroy after 3 months.

Destroy after 1 year.

Destrdy when superseded,

obsoletenor no longer needed:

for referendg.

\?;\\\ hs.

Destroy after maR
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8-43 Energy Conservation Project Files. Documents relating to projects in Destroy 5 years after cpmple- -
the Energy Conservation Investment Program (ECIP), Equipment Energy tion of project.
onservation Investment Program (EQ-ECIP), and other programs for
ing, developing, designing, and construction of facilities for
ation of equipment to reduce energy requirements in new or
existing™acilities. 1Included are documents relating to preparation
and review 0f_ energy resource impact assessments or statements.

8-44 Energy Conser::;}bq Reporting Files. Documents consisting of reports Hestroy after 2 years.
of energy consumptio projected fuel requirements, fuel availability

iler plant equipment data, and similar reportg

and storage capacity, b0
information collected for

8-45 Bill of Lading Files. pOund ship- Destroy after 3 years.
ments. Included are property receid¥e bills of
lading, freight bills, shipping docume ning worksheets,
express receipts, tally sheets, waybills, s, holding orders,
switching orders, demurrage reports, transit™prjvilege bills of lading
cross—-reference sheets, and similar and rela documents.
8-46 Vehicle Identification Plate Files., ated in connection Destroy 5 years after disposal

with requesting, transferring, issujrfg, and disposing o
icense plates.

nited States of plates.

Qualification Record Files. EquipmenE

8-47 :
DA Form 348, and driver tests and examinatt

Transfer with Civilian Personnel
lder. -

after recording on
qualification

Destro
applicab
record.

Motor Vehicle Title Files. Documents relating to the registration of Destroy on sale, salvage, or
vehicles. Included are titles, manufacturer's and dealer's statements other final dispositIen of
of origin, and related papers. They will accompany the vehicle upon related vehicle. Q\\\\

e

transfer.
~.

\\
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Motor Vehicle Operation Files. Records relating to individual employee
operation of Government-owned vehicles, including driver tests, authori-
ion to use, safe driving awards, and related correspondence.

wk"‘{»

8-50 Transportation SE%uices Authorization Files. Requests for allowance of
vehicles indicating requirements, justifications, and approvals or
disapprovals thereof.

8-51 Radio Frequency Files. Documentskelating to authorizatiops~dllocation,
assignment, correlation, and use of radjio frequencies ard call signs.

a. Correspondence relating to concurrengi<Qf the Federal
Communications Commission: )
b. Other documents:
8-52 Telephone Se ce Work Order Files. Documents used to request and

authori telephone service on Government-owned systems. Included
€quests for telephone service, work orders, and related papers.

Telephone Call Reporting Files. Reports of all authorized outgoing
prepaid, incoming collect, and toll or credit card toll calls.

Destroy 3 years after separatige
of employee or 3 years a i
termination of authgeiZation

to operate Gove ent-owned
vehicle, wbh&c€hever is sooner.

Deegtroy after 2 years, or on
discontinuance.

Destroy after 1 year.

Destroy on supersession,
cancellation, or discontinuance
of the assignment or use.

Destroy 1 year after completion
o™~york.

Destroy after months, exceﬁt
when discrepancies~hetween these
records and toll tickéks are
found, in which case the Iiles
will be held until corrective ™
action is completed. :
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SECTION 9 - FACILITIES

The files described in this section relate to descriptions and retention periods for files relating to acquisition,
utilization, management, and master planning of real property; design and construction of USSAH projects; installa-
tionyamaintenance, and operation of utility plants; performance of engineering services in connection with
installa®ions; accounting for real and installed property; housing, administration, and engineering studies; and
environmeng\“\gnd fire protection files.

FILE NO. DESCRIPTION DISPO ION

9-1 Installation St&tus Evaluation Files. Documents relating to the status Destre¥ when superseded,
of USSAH and its pdtential. Included are studies evaluating the suita- obsblete, or no longer needed
bility of USSAH regard®ng location, use of available construction, for reference.
transportation facilities?"water supply, health, and other factors;
communications commenting on\1~Lpability of alternatives; changes,
approval of actions; and other r&kated documents.

%

9-2 USSAH Facilities Review Files. Reports wnd other documemts relating to Destroy 3 years after deter-
review and analysis of USSAH facilities to determine e establishment mination or on discontinuance,
or continuation of such facilities and to aid i'»_ eir economical whichever is first.
operation. )

9-3 Master Planning Files. Documents relawifng to the preparatign, develop- Destroy 2 years after termi-
ment, review, approval, and revisiosmof master plans for permdment nation of assignment, or when
USSAH installation. Included ig”the master plan which consists O plans are superseded or
basic information; maps; anagt9sis of existing facilities report; tab obsolete. '
lation of existing and pefuired facilities; preliminary land use plans;
and plans for future.development which include the general site plan
analytical reporty  background material, and related correspondence.

9-4 Real Estate” Correspondence Files. Correspondence relating to the over- Destroy whew_2 years old.

gement and use of real property owned by USSAH, but exclusive
of #gpecific files described in this category.

9-5 Real Property Title Files. Files accumulated documenting the acquisition, Transfer to new custodia pon

management, and disposition of USSAH real property. Included are completion of sale, trade, o
abstracts of title, assurances, contracts, deeds, delegations of donation proceedings, or
authority, disposal documents, maps, easements, leases, legislative acceptance of purchase money
actions, licenses, permits, declarations of taking, exclusive orders mortgage.

opinions, and related materials.



sz

9-6 Realty Historical Files. Individual audited project and installation
files. To include land purchases, land sales, and master plans for
building construction.

Engineer Real Estate Files. Copies of documents pertaining to real
tate matters handled by USSAH. Included are copies of leases,
ass agreements, releases, requests for disposal of buildings
ovements, comparable instruments, and related papers.

9-8 Installation HousT Files. Documents accumulated in determinief the
need for housing at AH. Included are studies, reports, cefiments, and
recommendations, certifisates of need, and similar or relafed papers.

9-9 Installation Maintenance Progr Files. Documents p€lating to long-range
programs which concern the upkeep™f buildings, pdads, and grounds;
including insect and rodent control ®™qd sanitgsy fill and dump areas,
or other documents necessary to maintaiinegs€ential data on the condition
of the above facilities. \

9-10 Building Maintenance Files.
practices, and application of
improvement of buildings and

Docupehts relating te the criteria, standards,
easures for the main®™epance, repair, and
tructures at USSAH.

9-11 Ground Maintenance pAles.
and application
of USSAH, inc

Documents relating to the criteria, actices,
measures for the development and improvement of Nands
ding golf course.

9-12 Ento

ogy Service Files. Documents relating to the criteria, practices,
application of measures for insect and rodent control for the protection
of personnel, material, buildings, and other facilities.

9-1 Real Property Record Card Files. Documents which constitute the basis
for the repairs and utilities accounting system for the receipt and
disposition of real property, i.e., land and interests therein, lease-
holds, buildings, and improvements, and appurtenances thereto.

Permanent. -

Desgfoy 2 years after

€rmination of lease,
agreement, or comparable
instrument, or 2 years
after disposal of property,
as applicable.

Destroy 10 years after.
approval or disapproval.

Destroy when 2 vears old.

Destroy when superseded,
obsolete, or no longer
needed for reference,
whichever is first. ~

Destroy when superseded,
obsolete, or no longer
needed for reference,
whichever is first.

Destroy when superseded,
obsQlete, or no longer
neede\ for reference,
whicheven is first.

Destroy when swRerseded
by an updated dochgent
or upon disposal of buildin:
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9-14 Real Property Record Drawing Files. Current and complete files of all Destroy 1 year after
drawings relating to the design and construction of projects and consummation of the real
\\\\{iizuts; architectural, mechanical, and structural building plans; property disposal actiop«
wabker distribution system; steam distribution system; gasoline storage

and fﬁe& systems; road, aprons, and parking areas; and storm drainage
systems.™

9-15 Installation Maintenance Progress and Inspection Files. Reports relating Destroy
to the progress and inspection of maintenance and repair activities in
connection with USSA real and installed property, including progress
and inspection reports.

er 2 years.

9-16 Installation Facility Service Destroy after 2 years.

of fire protection activities,

iles. Documents relating to the condy

thru 9-34).

9-17 Storage Battery Files. Documents relating~fo the maint&mgnce and inspec- Destroy on termination of the
tion of storage batteries. Included a work, maintenance,wand inspec- provisions of the manufac-
tion reports and directly related corfespondence. ‘ turer's guarantee. -

9-18 Wildlife Management Plan File Destroy on supersession of the

plan or section of the plan.

Documents relating to the protect
of fish and wildlife at US » including protection of resources and
vegetation that provide natural habitat for fish and wildlife,
control of fishing, servance of game laws, and similar measures.

9-19 Facilities En eering Correspondence Files. Documents relating to the after 10 years.
criteria, sgelndards, practices, and application of the maintenance,
repair, eration, conservation, and improvement of facilities engi-
neérj ¢ activities at USSAH, but exclusive of specific files described

e2where herein.

9-20 Facilities Engineering Operation Reporting Files. Documents relating to Destroy after 2 years or>™s
the process of assembling, analyzing, summarizing, and disseminating discontinuance, whichever i
data concerning the operations and performance of facilities engineering first.

activities, including such information as summaries of facilities

engineering programs, backlogs, deferred projects, performance, and

other information concerning facilities engineering activities.




9-21

9-22

9-23

9-24

9-25

9-26

Vi

Utilities Maintenance Files. Documents relating to the maintenance
of utilities equipment and systems such as water and sewage, elec-
rical refrigeration and air conditioning, boilers, and warm air

to the operat®en of plants and systems, such as water, sewer, electric,
gas heating, boiker, ice manufacturing and cold storage, refrigeration,
and air conditioninds, and fuel storage and distribution. Included are
service economy report®, reports of fuel consumption, and laboratory
test reports.

Utilities Operating Log Files. ogbooks pertaining to the operation
of utilities. Retain on the premIsgs with related equipmentand
machinery. These logbooks will be tragsferred if related. €quipment
and machinery is transferred.

Facilities Engineering Project Estimate Files.\ Ddcuments relating
to the preparation, review, and approval of ppeoiests for the main-
tenance, repair, or modification of buildigegs, groumds, improved
areas, or other facilities engineering prOjects. Inclided are
individual project estimates prepared by or for USSAH, redyests
for approval of projects, papers reflecting approval of projects,
and related documents.

Facilities Engineering Sep¥ice and Work Order Files. Originals and
copies of service ordeps, and related papers maintained by USSAH
activity authorized #0 perform repair, maintenance, minor construction,

and related papers:

Facilities Engineering Work Order Control Files. Copies of work orders
used for such purposes as follow-up of authorized work by section
foreman.

s

"
Destroy 1 year after salvége,',
replacement, or dismanffing
of related plant or~system.

Destroyafter 2 years.

Destroy on final disposition
of related equipment and
machinery.

Destroy after 3 years.

Destron?2 years after completion
of work.

Destroy 1 monthN\after completion
of work.

Destroy 1 month after cOwpletion
of work.
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9-27 Facilities Engineering Stock Record Account Files. Documents maintained Destroy after 2 yegrs.
by USSAH which reflect by item the receipt, storage, maintenance and dispo- ;
sition of real property, installed property, and facilities engineering
stock. These files include voucher registers, stock record cards or any
oguivalent forms used in lieu thereof; vouchers supporting postings to
real\property cards as copies of leases, transfers and acceptance of real
proper forms, work orders, notices of cancellation of leases, and
reports oRsurvey; vouchers supporting postings to installed property
cards as trahgfers of new construction forms, copies of leases, requisi-
tions on storek®aepers, inventory adjustment reports, work orders, notice
of cancellation o ease, reports of survey, project turn-in slips; apd
vouchers supporting psgtings to stock record cards for facilities eagineer-
ing stock as shipping dosyments, purchase orders, inventory adjusfment
reports, requisitions on sterekeepers, reports of survey and pfoperty
turn-in slips. Cards will be“sgntinued in effect until fil¥ed or until
reduced to a zero balance.

9-28 Job Order Register Files. Documents uded in the corftrol of job orders. Destroy 2 years after date of
Such documents normally consist of ledger® registers, or fastened sheets last entry.
reflecting such data as job numbers; dates offeceipt, approval, disap-
proval, scheduling, and completion; and des<€ripwion and cost.

9-29 Fire Prevention Files. Documents relating to the crIderia, standards, Destroy when superseded,
practices, and application of fire ffrevention and protedjon practices obsolete, or no longer needed
and methods. ’ for reference.

9-30 Fire Protection Design File€. Documents relating to the applicatjon of Destroy when superseded,
fire protection criterig”and standards in the design and constructi®dg obsolete, or no longer needed.
of USSAH facilities. =

9-31 Installation Fi Prevention and Protection Files., Documents relating Destroy 1 year after super-
ic sprinkler and alarm system; the water distribution aSsion.

shows the location of fire hydrants, pumps, valves,

connections, and similar devices; sources of water supply,

le firefighting equipment, tables of running distances, pressure

wWater mains, and fireflow and pump tests; liaison with civil or

ilitary organizations.

9-3 Fire Protection Meeting Files. Documents that accumulate from USSAH par- Destroy after 10 years,
ticipation in meetings and liaison with public agencies and representa-
tives of private industry on fire prevention and protection methods and

practices,
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9-33 Fire Reporting Case Files. Reports of fires or explosions followed by fire Destroy when 2 years old.
resulting in loss of life, material, and structures, including related ///
reports of investigation and communications. ///’

9-34 Fire Loss Experience Files. Documents containing information and data Destroy after years.

compiled from fire reports or other sources in order to compile data about
trends and experience from losses due to fires or explosions followed by
fire. N

9-35 Contract Co;:;;Bdeence Files. Documents pertaining to construction Destroy after 6 years.
contracts; architectcengineer contracts; civil work construction, main-
tenance, and operationngontracts; and repairs and utilities contractsj;~but
exclusive of files specifi ally described elsewhere herein.

9-36 Contract Officer Designation Fik

s. Documents reflecting the~designation Destroy 6 years after revo-
of contracting and ordering office% \and contracting officers' representa- cation or supersession of
tives for design, construction, maint®pance and repairgg” and utilities designation.
contracts.

N\

9-37 Contractor's Payroll Files. Copies of payrolP submitted by construction Destroy 3 years after date
contractors for use in determining compligp€e wi\eAlabor acts, laws, and of completion of contract
decisions. \\\ unless contract performance

X is subject to enforcement
N action on such date. i
NS
9-38 Utility Contract Review File€., Documents relating to the revieWwof

and sale of utilities services. Includdq are

her copies of the contracts or supplemental agkgements;
ating to contracts; papers reflecting approval or pr6e1§ed
acts; the necessity for continued sale; and similar matters,

contracts for the purch
confirmed copies and
recommendations r
revision of co

cuments relating to open-end type purchase contracts, and to Degrroy 2 years after termi-
natidg of contract.

Other files: Destroy afser 2 years.

9-3 Contract Review Files. Copies of contracts and modifications and copies Destroy after 6 vearsﬁ
of related records of negotiation furnished to higher echelon offices or when they have served
for review purposes, but exclusive of utilities contract review files. their purpose, whichev \;s
first. ~

~

.
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9-40
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Destroy when Stperseded,

obsolete, or on
whichever is first.

continuance,




