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References: (a)
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Administrative Instruction No. 15, Volume I1, “OSD Records Disposition
Schedules,” August 11, 1994 (hereby canceled)

DoD Directive 5110.04, “Washington Headquarters Services,”

October 19, 2001

DoD Directive 5015.02, “DoD Records Management Program,”

March 6, 2000

Chapters 29, 31, and 33 of Title 44, United States Code

Title 36, Code of Federal Regulations, Chapter XII, Subchapter B
Administrative Instruction No. 15, Volume I, “Office of the Secretary of
Defense (OSD) Records Management Program - Administrative Procedures,”
November 14, 2006

Title 41, Code of Federal Regulations, Chapter 102

1. REISSUANCE AND PURPOSE

This Administrative Instruction (Al) reissues Reference (a) to update disposition of OSD records
under the authority of References (b) through (e).

2. APPLICABILITY AND SCOPE

2.1. This Instruction applies to the OSD, Defense Agencies, and DoD Field Activities to
whom WHS provides administrative support and to WHS (hereafter referred to collectively as
the “OSD Components”).

2.2. Al 15 consists of two Volumes (hereafter referred to as Volume | (Reference (f)) and
Volume I1). Volume | contains the responsibilities and administrative procedures concerning the
lifecycle management of records; VVolume Il contains the OSD Components records disposition
schedules as approved by the National Archives and Records Administration (NARA). Volume
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I1 shall be updated as NARA approves changes to the schedules of the OSD Components and
issues General Records Schedules citations.

3. DEFINITIONS

Terms used in this Instruction are defined in Reference (f).

4. POLICY

It is DoD policy, under Reference (c), to limit the creation of records to those essential for the
efficient conduct of official business and to preserve those of continuing value while
systematically eliminating all others, and to ensure their management is in compliance with
chapter 31 of Reference (d); Reference (e); and chapter 102 of title 41, Code of Federal
Regulations (Reference (g)).

5. DISPOSITION SCHEDULE

The OSD Component records disposition schedules as approved by NARA is at Enclosure 1.
Enclosure 2 provides guidance on how to read and use the disposition schedule

6. EFFECTIVE DATE

This Instruction is effective immediately.

2l

Michael L. Rhodes
Director

Enclosures — 2
E1. Disposition Schedule
E2. The OSD Functional Files System
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E1l. ENCLOSURE 1

OSD RECORDS DISPOSITION SCHEDULES

The records disposition schedules are arranged according to a functional file system; that is,
according to the major functions by which they shall be arranged for filing and retrieval. The
records described in this schedule are created and maintained in different media and formats.
Existing paper records with a permanent disposition transferred to electronic media shall not be
destroyed without the approval of NARA, see Volume I, Enclosure 6 for specific guidance.

RECORDS DISPOSITION SCHEDULES

100 Office Administrative Files 4
200 General Administration 21
300 Comptroller 91
400 General Counsel 100
500 Intelligence 106
600 Reserve Affairs 111
700 Public Affairs 117
800 International Security Affairs 141
900 Health Affairs 154
1000 Legislative Affairs 189
1100 Command, Control, and Communications 191
1200 Acquisition 198
1300 Research and Engineering 216
1400 Program Analysis and Evaluation 227
1500 Atomic Energy 233

1600 Electronic Records and Chief Information Officer 235
1700 U.S. Court of Appeals for the Armed Forces 249

1800 Personnel and Readiness 251
1900 DoD Education Activity 264
2000 Operational Test and Evaluation 281

2100 Special Operations and Low-Intensity Conflict 285
2200 Drug Enforcement Policy and Support 286
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SERIES 100

OFFICE ADMINISTRATIVE FILES

100. OFFICE ADMINISTRATIVE FILES (NC1-330-77-4)

The files described in this subgroup relate to the performance of routine administrative
operations and in obtaining administrative services from the offices and staff sections responsible
for providing them.

Disposition: Transfer all permanent records of this series to the National Archives when 30
years old unless otherwise indicated or needed for Agency purposes.

101. OFFICE GENERAL INFORMATION

101-01. Office General Management Files. Documents relating to the internal management or
general administration of an office. Included are:

e Documents on internal office procedures, hours of duty, and individual duties that do not

have continuing applicability.

e Documents on office participation in charitable affairs, such as blood donations and
contributions to philanthropic or charitable associations.

e Documents on tests of civil defense, fire, or comparable emergency evacuation
procedures.

e Documents on security, and documents on the security classification system in general.

e Documents on safety within the office, such as minutes of safety meetings, notification of
safe and unsafe practices, and comparable documents.

e Documents on the office's involvement in forms, publications, records, and reports
management, such as records and forms surveys and inventory reports (but not papers relating to
the initiation of specific forms, publications, and reports that pertain to the performance of the
office's mission or functions).

e Documents on the general use of IT (but not documents concerned with the employment
of IT for performance of the office's mission or functions).

e Documents on the general routine use of IT (but not documents concerned with the
employment of IT for performing specific mission, functions, or process thereof).

Disposition: Destroy after 1 year or on discontinuance, whichever is first.

101-02. Office Inspection and Survey Files. Documents on inspecting and surveying
internal office administrative procedures. Included are: Extracts of inspection reports, security
inspection reports, safety inspection reports, or comparable communications that pertain only to
the performance of housekeeping operations within the office, including communications about
impending inspections. EXCLUDED are management improvement reports submitted to the
Office of Management and Budget (OMB) that are of a Permanent nature. Management survey
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reports and similar documents that are applicable to internal office procedures.
Disposition: Destroy after the next comparable survey or inspection.

101-03. Office Instruction Files. Documents on the preparation and issuance of office
memorandums or comparable continuing instructions applicable only to internal administrative
practices within the preparing office. Included are copies of the instructions and
communications relating to them. (This file number is not applicable to instructions concerning
the performance of mission functions of the office even though they may be issued as standing
operating procedures or in comparable format.)

Disposition: Destroy when superseded or obsolete.

101-04. Office Organization Files. Documents on the organization and function of an
office, such as copies of documents that are duplicated in the office charged with determining the
organization and functions of the Agency. Included are copies of functional charts and
functional statements; copies of documents relating to office staffing and personnel strength,
such as extracts from manpower surveys and manpower authorization vouchers; and similar
papers. Also included are documents reflecting minor changes in the organization of the office
that are made by the office chief and that do not require evaluation and approval by the Secretary
of Defense.

Disposition: Destroy when superseded, obsolete, or no longer needed for reference.

101-05. Office Record Locator Files. Documents used to locate files in the current files
area, or files that have been transferred to the records holding area or retired to a records center.
Included are lists of selected file numbers, copies of file plans not issued as directives, and
retained copies of records shipment lists. (Card indexes to individual mission record groups
should not be identified as locator files but as reference paper files to the mission records. Lists
of selected file numbers may be filed loosely in front of organized files.)

Disposition: Destroy file plans and lists of file numbers when superseded. Destroy shipment
lists when 6 years old after related records are destroyed or after the related records are
transferred to the National Archives, whichever is applicable. GRS 16, Item 2.a.(2)

101-06. Record Access Files. Documents received or prepared by an office that show
name, grade, and other identification of individuals authorized access to official records,
particularly classified material. Included are requests for access and approvals thereof, roster of
individuals authorized access and similar documents.

Disposition: Destroy when superseded or obsolete of the authorization document or on transfer,
separation, or relief of the individual concerned.

101-07. Security Container Record Files. Forms placed on safes, cabinets, or vaults
containing security classified documents and used for providing a record of entry into the
containers.
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Disposition: Destroy 3 months following the last entry on the form, except in the case of forms
involved in an investigation, which shall be retained until completion of the investigation.
GRS 18, Item 7b.

101-08. Security Container Information Files. 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 individuals having knowledge of the combination.

Disposition: Destroy when superseded by a new form or list or upon turn-in of containers.
GRS 18, Item 7a.

101-09. Office Classified Document Receipt Files. Receipts for classified documents
issued or transferred. If classified document receipts are used concurrently as a register and
control file, they shall be identified and disposed of under file number 101-12.

Disposition: Destroy when 2 years old. GRS 18, Item 2

101-10. Office Classified Register or Control Files. Documents reflecting the identity and
location of classified papers that the office is accountable.

Disposition: Destroy when 2 years old. GRS 18, Item 4

101-11. Temporary Internal Receipt Files. Documents used in making temporary loan of
classified documents within the office as distinguished from transferring or issuing classified
documents in an office or headquarters. Such loans are normally of short duration and borrowed
documents are often returned within the same workday.

Disposition: Destroy when 2 years old. GRS 18, Item 2

101-12. Office Non-registered Classified Document Destruction Certificate Files. Forms
or other documents accumulated by an office that reflect the destruction of classified documents.

Disposition: Destroy when 2 years old. GRS 18, Item 3

101-13. Office Mail Control Files. Documents that 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 messenger trips, and similar documents. In rare cases,
they may also include copies of receipts for accountable mail; e.g., registered, certified, and
numbered insured mail.

Disposition: Accountable mail receipts: Destroy after 2 years. Other documents: Destroy after 3
months. series 102-11. for additional information on mail room operations.

101-14. Office Financial Files. Documents on the participation of offices in matters
concerning the expenditure of funds incidental to the performance of the mission of the office,
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such as itineraries and cost estimates for travel and notifications to budget offices of funds
required for travel; requests for long distance telephone funds, notifications from budget offices
of telephone funds that are available, and reports of long-distance telephone calls; receipts for
pay checks and other documents relating to the distribution of checks to individual employees;
receipts for savings bonds and other documents on distribution of savings bonds directly to
individual employees; and comparable papers.

Disposition: Destroy after 1 year or on discontinuance, whichever is first.

101-15. Office Service and Supply Files. Documents on ordinary supplies and equipment
used by an office; office space and utilities; communications, transportation, custodial or other
services required by an office; and to the general maintenance of an office. Included are:
Requests to supply activities for supplies, receipts for supplies and equipment, and similar papers
on office supply matters; requests and other documents on issue of keys and/or locks to an office;
requests for publications and blank forms, and other papers on supply and distribution of
publications to an office; documents relating to local transportation required by, or available to,
an office; requests for office space and similar documents on office space; requests for
installation of telephones, floor plans showing location of office telephone extensions; requests
for change to telephone directories, and similar papers; documents on the modification, repair, or
change of office heating, lighting ventilation, cooling, electrical, and plumbing systems;
documents on painting, partitioning, repairing, or other aspects of maintaining the office physical
structure; and documents on other logistical type services required by, or provided to, an office.

Disposition: Destroy 1 year after completion of action.

101-16. Office Property Record Files. Cards, lists, hand receipts, or comparable documents
showing accountable property charged to the office.

Disposition: Destroy when superseded, obsolete, or when the property is turned in, whichever is
first.

101-17. Office Equipment Approval and Utilization Files. Documents on approval and use
of office property. Included are documents reflecting approval of such items of equipment as
office copiers; documents reflecting individual and cumulative repairs, adjustments, and usage of
items of office equipment, and similar or related documents.

Disposition: Destroy when superseded, obsolete, or upon disposal of the related item of
equipment, whichever is first.

101-18. Classified Matter Inventory Reporting Files. Documents used to report the results
of physical inventories conducted to assure all classified matter is accounted for.

Disposition: Destroy when 2 years old. See series 209 for more details. GRS 18, Item 4

101-19. Security Classification Regrading Files Documents authorizing the regrading of
security classified documents.
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Disposition: Retire to the WNRC 2 years after final action. Destroy when 5 years old. See
series 209 for more details.

101-20. Office Management System Files. Documents related to the use and approval of a
miniaturization system, a word processing system, or similar system.

Disposition: Destroy when system is no longer in effect.

101-21. Office Space Assignment Records Files. Documents reflecting administrative
space assigned to an office. Included are space assignment records and similar or related
documents.

Disposition: Destroy when superseded or obsolete.

101-22. Publications Request Files. Requests for publications, photos, and general
information including applications or form requests with copies of acknowledgments and replies.

Disposition: Destroy requests, replies, and related information 3 months after annual file cut off.

102. OFFICE ADMINISTRATIVE FILES

102-01. Reference Publication Files. Copies of publications issued by other government
agencies, and nongovernmental organizations maintained for general reference with an office.
Not to be confused with documents described under series 103-08.

Disposition: Destroy when superseded, obsolete, or no longer needed for reference purposes,
except that accountable publications shall be returned to supply channels.

102-02. Technical Material Reference Files. Copies of technical materials, such as motion
pictures, sound recordings, still photographs, transparencies, charts, and maps retained for
reference purposes only.

Disposition: Destroy when superseded, obsolete, or no longer needed for reference, except that
accountable publications shall be returned to supply channels.

102-03. Reading Files. Copies of outgoing communications, arranged chronologically, and
maintained for periodic review by staff members. This does not apply to chronological reading
files of Top Officials. See series 102-16 for more details.

Disposition: Destroy when no longer needed for reference purposes.

102-04. Office Message Reference Files. Copies of incoming and outgoing messages
maintained in numerically or chronological order for reference purposes in offices other than the
Cables Division, WHS, and official record copies of messages that must be filed in the
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appropriate mission files of the office.
Disposition: Destroy after 1 year. Earlier destruction is authorized.

102-05. Policy and Precedent Files. Extra copies of documents establishing policy or
precedent for future and continuing action. Normally, policy and precedent files are maintained
at the operating level, and consist of copies of standing operating procedures, statements of
policy of procedure, examples of typical cases, and other documents duplicated in functional
files.

Disposition: Destroy individual documents when superseded or obsolete. Destroy entire file on
discontinuance of organizational elements to which it relates.

102-06. Publications Files. Publications, manuscripts and associated papers on
publications issued by the OSD.

Disposition: a. Retire record copies to the WNRC 2 years after file cut off. Transfer to the
National Archives after 25 years. b. Destroy duplicate copies 1 year after issuance of the
publication. c. Case files. Destroy when no longer needed for reference.

102-07. Nonpolicy Administration Files. Correspondence, transmittal memoranda,
instructions, and other related material of a non-policy nature on internal administration and
operations.

Disposition: Cut off when superseded or obsolete; destroy 3 years after cut off.

102-08. Messenger Service Records Files. Messenger service records including daily logs,
assignment records and instructions, dispatch records, delivery receipts, EXCLUSIVE of receipts
for Secret and Top Secret classified Defense information, route sheets, and related and similar
documents.

Disposition: Cut off annually; destroy 2 months after files cut off.

102-09. Mailing Lists Files. Mailing lists and related material.

102-09.1. Correspondence, request forms, and other records on changes in mailing
lists.

Disposition: Destroy after appropriate revision of mailing list or after 3 months, whichever is
sooner. GRS 13, Item 4a

102-09.2. Card list.

Disposition: Destroy individual cards when canceled or revised. GRS 13, Item 4b
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102-09.3. Address plates, stencils, or tapes.

Disposition: Destroy or correct individual address plate, stencil, or tape when canceled or
revised.

102-10. Postal Records Files

102-10.1. Records relating to incoming and out-going registered mail pouches.
Disposition: Destroy when 1 year old. GRS 12, Item 5a

102-10.2. Applications for postal registration and certificates of declared value of
matter subject to postal surcharge.

Disposition: Destroy when 1 year old. GRS 12, Item 5b

102-10.3. Receipts for incoming and out-going registered and insured mail.
Disposition: Destroy when 1 year old. GRS 12, Item 5a

102-10.4. Return receipts for registered, insured, and special delivery mail.
Disposition: Destroy when 1 year old. GRS 12, Item 5a

102-10.5. Reports of loss, rifling, delay, wrong delivery, or other improper treatment
of mail.

Disposition: Destroy when 1 year old. GRS 12, Item 5c. Note: Except when Secret or Top
Secret information is involved; then transfer to related investigation case folder. See series 210-
0L

102-11. Mail Control Files. Mail Control Records and Supporting papers.

102-11.1. Records consisting of receipts and routing information on incoming and
outgoing mail when used as indices to correspondence files.

Disposition: Destroy when 1 year old. GRS 12, Item 6a

102-11.2. Statistical reports used on outgoing mail (air mail, special delivery,
registered, foreign and parcel post over 4 pounds).

Disposition: Destroy when 6 months old. GRS 12, Item 6b

102-11.3. Requisitions for postage or stamps, exclusive of copies used as supporting
documents to payment voucher.
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Disposition: Destroy when 6 months old. GRS 12, Item 6¢

102-11.4. Production reports on mail handling and work performed with compilations
derived there from.

Disposition: Destroy when 1 year old. GRS 12, Item 6d

102-11.5. Records relating to remittances and other valuable enclosures received in
incoming mail by mailroom.

Disposition: Destroy when 6months old. GRS 12, Item 6f
102-11.6. Records and receipts for mail and packages received.
Disposition: Destroy when 6 months old. GRS 12, Item 6f

102-12. Electrical Messages File. Records of electronically transmitted messages.

102-12.1. Incoming and outgoing electrically transmitted messages, other than those
relating to routine matters of internal administration and operation.

Disposition: a. Permanent. Retire copies of messages and related papers 6 months after file cut
off to the WNRC. Transfer to the National Archives when 30 years old. b. Destroy all other
copies 6 months after transmission or receipt.

102-12.2. Incoming and outgoing electrically transmitted messages relating to routine
matters of internal administration and operation.

Disposition: a. Cut off annually; dispose of record copies 2 years after cut off. b. Destroy all
other copies 6 months after transmission. GRS 13, Item 3

102-12.3. Operating records of message units, including logs, registers,
correspondence, performance reports and related records, exclusive of Top Secret and Secret
classified Defense information receipts and destruction reports.

Disposition: Cut off annually. Destroy 6 months after cut off.

102-13. Program Progress Files. Records on program progress and accomplishment,
including related planning records and other backup case records. These files contain all
significant programs, program objectives, planned milestones, progress reports, and related
documents.

Disposition: a. Case files are permanent. Cut off when no longer needed for current business,
retire copies 2 years after cut off to the WNRC. Transfer to the National Archives when 30 years
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old. b. Destroy duplicate copies and non-record materials 6 months after cut off, unless part of a
case file.

102-14. Implementation Files. Records on the implementation of procedures, systems,
methods and standards, and associated matters that result in operational and administration
changes.

Disposition: a. Cut off case files when no longer needed for current business, hold in the CFA 3
years and retire to the WNRC. Destroy when 30 years old. b. Destroy duplicate copies and
non-record material 6 months after file cut off, unless part of a case file.

102-15. Informational Records Files. Informational records such as administrative
memoranda, courtesy copies of correspondence and publications circulated for informational
purposes only, including work sheets and papers, drafts, stenographic notebooks, tape or wire
recordings, feeder reports that are transcribed to basic date reports temporary or interim material,
and all other data used only as notes for preparing record material, exclusive of concurrences of
coordination copies, or copies associated with case material.

Disposition: Destroy these materials 90 days after serving the purpose that they are collected.

102-16. Chronological Reading Files. Outgoing correspondence arranged in chronological
order prepared for office routing to assist in dissemination of information.

Disposition: Destroy 1 year after monthly, quarterly, or semiannual cut off, except those
maintained in the offices of the Secretary of Defense, immediate offices of the Heads of each
OSD Component, and the Heads of those organizations under OSD for administrative support,
which are permanent. Retire to the WNRC 3 years after cut off and transfer to the National
Archives when 40 years old.

102-17. White House Correspondence Files.

102-17.1. White House Correspondence of a routine non-policy nature with no long-
term value.

Disposition: Cut off every 6 months. Retire to the WNRC when 1 year old; destroy when 7
years old.

102-17.2. White House correspondence relating to substantive policy-related matters.

Disposition: Cut off every 6 months; retire to the WNRC 2 years after cut off. Transfer to the
National Archives when 25 years old. NB: The Freedom of Information Act does not apply to
the President, the White House Office, and the President's principal advisors. Mail of this nature
referred to the OSD is personal mail and should be maintained separately from regular mail, as a
courtesy for the White House, and it shall be returned thereto upon request. It may be transferred
to the National Archives only if approved by the White House.
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102-18. Congressional Correspondence (NC1-330-79-1).

102-18.1. Correspondence of a routine nature with no historical value. Congressional
inquiries originated by Armed Forces personnel, the public, or members of Congress, that are
forwarded to the OSD for reply. Examples include letters regarding the Office of Civilian Health
and Medical Program of the Uniformed Services benefits for dependents, rejections for military
service, requests for information about commissary privileges for retirees and retirement benefit
programs, physician pay bonus program eligibility, and public inquiries as to how and where
military equipment can be purchased, discrimination complaints, and public inquiries on Defense
spending.

Disposition: Retire to the WNRC when 1 year old; destroy when 7 years old.

102-18.2. Correspondence of a substantial nature with historical significance.
Congressional inquiries originated by Armed Forces personnel, the public, or members of
Congress, that are forwarded to the OSD for reply. They are primarily originated by Congress
and pertain to substantial policy issues such as plans, objectives, or responsibilities. Examples
include letters between Congress and the Secretary of Defense outlining the appropriations
history of weapons projects, international programs, DoD IT programs, international incidents
such as the seizure of vessels or aircraft shootdowns, intelligence operations, war reserves,
Defense contract awards, and important investigations.

Disposition: Permanent. Retire to the WNRC 1 year after close of the case; transfer to the
National Archives when 20 years old.

102-19. Special Studies (NC1-330-80-11).

102-19.1. Reports and correspondence on formal inquiries or investigations for other
than personnel or security reasons. Documents accumulated by special task forces or committees
appointed for these tasks that do not fall in other identifiable functional areas.

Disposition: Permanent. Reports of the task groups or committee, retire to the WNRC when no
longer needed for reference; transfer to the National Archives when 30 years old.

102-19.2. Reference and other non-record material accumulated in the study.

Disposition: Destroy when no longer needed for reference.

103. COMMON MISSION FILES

General policy and administrative files relating directly to the mission of an OSD functional
element that are distinct from office administrative and management files. They are to be used
only as needed. (NI-330-92-1, except where otherwise noted.)
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103-01. Policy Files (N1-330-93-1). These files accumulate in the offices of the Secretary
and Deputy Secretary of Defense, immediate offices of the Under and Assistant Secretaries of
Defense, or any element of any OSD Component involved in making, promulgating, or
analyzing policy relating to a Component's mission. They are not to be confused with Policy and
Precedent (102-05), Publications (102-06), or Instruction (103-02) files and include the
following:

103-01.1. Issuances such as memorandums and letters or other correspondence that
announce, modify or change, rescind, or explain any process, procedure, or function.

Disposition: Permanent. Retire to the WNRC when superseded or obsolete.

103-01.2. Analyses, studies, and substantive correspondence and memos that evaluate
or assist in the evaluation of a process, procedure, or function.

Disposition: Permanent. Retire to the WNRC when superseded or obsolete.

103-01.3. Routine background materials accumulated in the course of formulating or
analyzing policy. They may consist of reference papers, extra copies of reports or other
documents, and correspondence of a transitory or informational nature only. (File substantive
background papers under 103-01.2.)

Disposition: Destroy when no longer needed for reference.

103-02. Instruction Files. Documents on preparing, coordinating, issuing, and interpreting
directives, regulatory instructions and comparable instructional material. These files accumulate
in offices responsible for preparation and interpretation of instructions and include coordinating
actions, studies, interpretations, and published record copies of instructions, such as regulations,
supplements, memoranda, circulars, pamphlets, and bulletins; Standard Operating Procedures
(SOPs) or similar issuances; messages used for expeditious interim changes to instructions;
technical newsletters or comparable media used to forward semiofficial and authoritative
instructions; and official training materials.

Disposition: Permanent. Cut off annually or when superseded or obsolete, as reference needs
require. Retire to the WNRC 5 years after cut off. See section 213 for master copy of
directives.

103-03. Administrative Files. Documents on the overall or general routine administration
of a Component's activities, but exclusive of official personnel files pertaining to individuals
described in this Instruction.

These files generally include the following:

103-03.1. Routine comments on regulations, directives, or other publications prepared
by another office with primary responsibility. If comments result in additional action affecting
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the mission or functions of the office, documents should be filed with the appropriate mission
function files.

103-03.2. Evaluations of suggestions that do not result in issuing an instruction or
establishing a project.

103-03.3. Program and budget documents, management improvement reports, cost
reduction reports, and comparable management reports prepared to submit data to offices
responsible for these management functions.

103-03.4. Extracts of reports of inspections, surveys, or audits that pertain to the
operation of the mission or functions.

103-03.5. Comments on or contributions to news releases or other media furnished to
publicize and promote the mission or functions.

Disposition: Destroy after 5 years or discontinuance, whichever is first.

103-04. Agreement Files (N1-330-92-1). Agreements, memoranda of agreement (MOA),
memoranda of understanding (MOU), and similar documents between the OSD Components and
WHS and the Military Services, the Defense Agencies, Federal Agencies, non-Federal
organizations or agencies, BUT NOT FOREIGN GOVERNMENTS. 801-04.2. These
agreements are negotiated to provide for continued support and understanding between
recognized organizations in the Department of Defense or within OSD concerning
administrative, personnel, training and other matters. Included are the agreements, agreement
checklists, amendments to agreements, review comments, related correspondence, and similar
documents.

Disposition: a. Office requesting and office providing support: (1) Agreements involving
transfer of personnel spaces and training shall be destroyed 6 years after superseded,
cancellation, or termination of the agreement. (2) Agreements involving other forms of support
shall be destroyed upon suppression, cancellation or termination. b. Reviewing offices: Destroy
1 year after superseded, cancellation, or termination, or when no longer needed, whichever is
sooner.

103-05. Orientation and Briefing Files. Documents used in orientations and briefings given
to visitors and newly assigned individuals about the mission, functions, and physical layout of an
office. Included are photographs, transparencies or viewgraphs, copies of specially prepared
handouts, and related or similar documents.

Disposition: Destroy when superseded or obsolete.

103-06. Committee Files. Records Created by Advisory Commissions, Committees,
Councils, Boards and Other Groups Established under the Federal Advisory Committee Act
(FACA). [NOTE: The term “advisory committee” as defined by FACA means any committee,
board, commission, council, conference, panel, task force, or other similar group, or any
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subcommittee or other subgroup which is (1) established by statute or reorganization plan or (2)
established or utilized by the President, or (3) established or utilized by one or more agencies or
officers of the Federal government. This term does not apply to any committee which is
composed wholly of full-time officers or employees of the Federal government.]

103-06.1. Committee Chairman or Secretariat Files. Files documenting the
Commission’s establishment, membership, policy, organization, deliberations, findings,
and recommendations, including such records as:

e Original charter, renewal and amended charters, organization charts, functional
statements, directives or memorandums to staff concerning their responsibilities, and
other materials that document the organization and functions of the Commission and its
components.

e Agendas, briefing books, minutes, testimony, and transcripts of meetings and hearings as

well as audiotapes and/or videotapes of meetings and hearings which were not fully transcribed.

e One copy each of reports, studies, pamphlets, posters (2 copies) and other publications
produced by or for the commission as well as news releases, commissioners’ speeches, formal
photographs and other significant public affairs files.

e Correspondence, subject and other files maintained by key commission staff, such as the
chair, executive director, and legal counsel, documenting the functions of the commission.

e Substantive records relating to research studies and other projects, including unpublished
studies and reports and substantive research materials (may include electronic data).

e Questionnaires, surveys and other raw data accumulated in connection with research
studies and other projects where the information has been consolidated or aggregated in analyses,
reports, or studies covered by Item 1A (may include data maintained electronically).

e Records created to comply with the provisions of the Government in the Sunshine Act,
annual reports to Congress describing the agency's compliance with the act .

e Documentation of subcommittees, working groups, or other subgroups of advisory
committees, that support their reports and recommendations to the full or parent committee. This
documentation may include, but is not limited to minutes, transcripts, reports, correspondence,
briefing materials, and other related records.

e Documentation of formally designated subcommittees and working groups. This
documentation may include, but is not limited to minutes, transcripts, reports, correspondence,
briefing materials, and other related records.

Disposition: Office of committee chairman or secretariat, whichever is designated office of
record, transfer to the National Archives on termination of the Commission. Earlier transfer is
authorized for commissions operating for 3 years or longer. GRS 26, Item 2a.

103-06.2. Committee Administrative Files. These files pertain to the offices of other
committee members and relate to routine committee activities and/or do not contain unique
information of historical value, included are:

e Correspondence, reference and working files of Commission staff [excluding files
covered by 103-06.1].
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e Audiotapes and videotapes of Commission meetings and hearings that have been fully
transcribed, informal still photographs and slides of Commission members and staff, meetings,
hearings, and other events.

e Other routine records, such as public mail, requests for information, consultant personnel
files, records relating to logistical aspects of Commission meetings and hearings, etc.

e Extra copies of records described in 103-06.1, e.g. copies of meeting agenda and minutes
distributed to commission members and staff, files accumulated by agencies on interagency
bodies other than the secretariat or sponsor.

Administrative records generated by an advisory committee — records relating to budget,
training, supply or similar housekeeping or facilitation functions — may be disposed of in
accordance with this schedule. Administrative records having retention periods outlasting the
life of the committee such as payroll, personnel, and contract records will be transferred to the
office providing administrative support.

Disposition: Destroy/Delete when 3 years old. [Note: Prior to termination NATIONAL
ARCHIVES, in consultation with the Records and Declassification Division and Committee
Staff, will review records to identify files that warrant permanent retention.] GRS 26, Item 2b.

103-07. Staff Visit Files. Documents on scheduled or special visits (but not inspections,
surveys, or audits) for performing staff or technical supervision or for conducting studies. This
description is not applicable to visits made in connection with a specific process or case that
should be filed with documentation of the case or process. Included are requests for permission
to visit, reports of visit, recommendations, and other directly related documents.

Disposition: Destroy when 5 years old, except files on recurring staff visits shall be destroyed on
completion of the next visit.

103-08. Reference Paper Files. Documents used to facilitate, control, or supervise the
performance of a specific function, process, or action as distinguished from those official records
necessary for documenting performance of a function, process, or action they are used with.
Reference paper files consist of the following types of documents:

103-08.1. Notes, drafts, feeder reports, news clippings, similar working papers, and
other materials accumulated for preparation of a communication, a study, an investigation, a
survey, an inspection, or other action. This description does not include official and quasi-
official recommendations, coordinating actions, and other documents that contribute to or result
from preparation of the communication or other record.

Disposition: Cut off on completion of the communication, study, survey report, or other action.
Destroy in blocks after an additional 3 months, 6 months, or 1 year. Earlier destruction is
authorized.

103-08.2. Cards, listings, indexes, and similar documents used for facilitating and
controlling work.
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Disposition: Destroy when no longer needed to facilitate or control work.

103-08.3. Copies of technical documents, intelligence documents, emergency plans,
mobilization plans, and similar reproduced materials that do not fall within the description for
reference publication files.

Disposition: Destroy when superseded, obsolete, or no longer needed for reference.

103-08.4. Documents received for general information purposes that require no action
and are not required for documentation of specific functions.

Disposition: Destroy after 1 year. Earlier destruction is authorized.

103-08.5. Extra copies of documents maintained by action officers that reflect actions
taken by the action officer. Such files should not be established unless ABSOLUTELY
NECESSARY.

Disposition: Destroy after 1 year. Earlier destruction is authorized.

103-08.6. Copies of documents accumulated by supervisory offices, such as chiefs of
directorates, divisions, branches, or separate offices. These documents duplicate the record copy
filed elsewhere in lower level offices of the same organizational element that are responsible for
performing the action, process, or function. Such files should be established ONLY WHEN
NECESSARY, and not in offices of the SAME organizational element.

Disposition: Destroy after 1 year. However, documents in the active file that require additional
action or relate to reopened cases should be brought forward for filing in the current file. Earlier
destruction is authorized.

103-09. Official Visits Files (N1-330-93-6). These files pertain to both foreign and
domestic visitors but not consultants, contractors, or the officials of other Government Agencies
visiting in connection with special projects or other mission-related matters. They may consist
of letters, memorandums or other correspondence; schedules or itineraries; lists of points of
contact; and information on clearances and liaison activities required to obtain official approval
for visits. Also included may be duplicate copies of travel orders, papers accumulated in the
process of arranging billeting, transportation, messing and other purely logistical arrangements to
support visitors, and documents relating to the selection and activities of escort officers.

Disposition: Cut off after completion of visit, hold in the CFA for 5 years and destroy. Earlier
destruction is authorized if no longer needed for reference purposes.

103-10. General Accounting Office/Inspector General (GAO/IG) Audit Report Files (NI-
330-93-6). These are copies of GAO/IG audit reports and other correspondence used to track the
processing of inspection activities in connection with ongoing programs. Not to be confused
with series 101-02., Office Inspection and Survey Files. This provides a central, discrete file of
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these reports for use by action offices.

Disposition: a. Action copies. Cut off and retire to the WNRC when no longer needed for
oversight or action; destroy after 15 years. b. Information copies. Destroy when no longer
needed for reference purposes.

103-11. Leqislative Branch Relations Files (N1-330-93-6). These files are used to maintain
material pertaining to the preparation and submission of reports to and testimony and hearings
before Congress as well as background papers containing comments on proposed legislation
affecting programs. They are not to be confused with papers maintained under series 102-18.,
Congressional Correspondence, or series 1000, Office of the Assistant Secretary of Defense
(Legislative Affairs).

Disposition: Cut off upon presentation or submission; destroy when 5 years old. Earlier
destruction is authorized when no longer required for reference purposes.

103-12. Schedules of Daily Activities. Calendars, appointment books, schedules, logs,
diaries, and other records documenting meetings, appointments, telephone calls, trips, visits, and
other activities by Federal employees while serving in an official capacity, EXCLUDING
materials determined to be personal.

Disposition: a. Records containing substantive information relating to official activities, the
substance of which has not been incorporated into official files ( See 102-14 for calendars of
high Government officials). Destroy or delete when 2 years old. GRS 23, Item 5a. b. Records
documenting routine activities containing no substantive information and records containing
substantive information, the substance of which has been incorporated into organized files.
Destroy or delete when no longer needed for convenience of reference. GRS 23, Item 5b

103-13. Transitory Records. Records of short-term interest (180 days or less), including in
electronic form (e.g., e-mail messages), which have minimal or no documentary or evidential
value. Included are such records as:

e Routine requests for information or publications and copies of replies which require no
administrative action, no policy decision, and no special compilation or research for reply;

e Originating office copies of letters of transmittal that do not add any information to that
contained in the transmitted material, and receiving office copy if filed separately from
transmitted material,

¢ Quasi-official notices including memoranda and other records that do not serve as the
basis of official actions, such as notices of holidays or charity and welfare fund appeals, bond
campaigns, and similar records;

e Records documenting routine activities containing no substantive information, such as
routine notifications of meetings, scheduling of work-related trips and visits, and other
scheduling related activities;

e Suspense and tickler files or ‘to-do’ and task lists that serve as a reminder that an action is
required on a given date or that a reply to action is expected, and if not received, should be traced
on a given date.
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Disposition: Destroy immediately, or when no longer needed for reference, or under a
predetermined schedule or business rule (e.g., implementing the auto-delete feature of “live”
electronic mail systems). GRS 23, Item 7

103-14. Schedules of Daily Activities for High Level Officials. Calendars, appointment
books, schedules, logs, diaries, and other records documenting meetings, appointments,
telephone calls, trips, visits, and other activities by high-level Government officials while serving
in an official capacity, created and maintained in hard copy or electronic form, excluding
materials determined to be personal. [Note: High level officials include the heads of departments
and independent agencies; their deputies and assistants; the heads of program offices and staff
offices including assistant secretaries, administrators, and commissioners; directors of offices,
bureaus, or equivalent; principal regional officials; staff assistants to those aforementioned
officials, such as special assistants, confidential assistants, and administrative assistants; and
career Federal employees, political appointees, and officers of the Armed Forces serving in
equivalent or comparable positions.]

Disposition: a. Records containing substantive information relating to official activities, the
substance of which has been incorporated into official files: Destroy or delete when 2 years old.
(GRS 23, Item 5a.) b. Records documenting unique substantive information relating to official
activities submit on SF 115 to NARA.
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SERIES 200

OFFICE ADMINISTRATIVE FILES

200. GENERAL OFFICE ADMINISTRATION AND PERSONNEL MANAGEMENT
FILES (NC1-330-77-4)

These files contain the documents necessary to perform the administrative functions of
the OSD. They are generally associated with the Director of Administration and
Management, OSD, or the Director, WHS. Transfer all permanent records of this series
to the National Archives when 30 years old unless otherwise indicated or needed for
Agency purpose.

201. ORGANIZATION PLANNING FILES

These files relate to the establishment of organizations and their functional relationships.

201-01. Organization Planning Files. Documents on the establishment of and
changes in organizational functions and relationships of activities and Agencies, when
such action affects Department of Defense. Included are reports of working groups,
minutes of committee meetings and staff conferences; documents on overall functions
and missions, copies of organizations and functions plans, manuals and charts; copies of
published directives implementing establishment or change; and related or similar
documents.

Disposition: Permanent. Cut off annually except that plans, charts, and manuals or
portions thereof shall not be cut off until superseded or rescinded. Hold 2 years, retire to
the WNRC.

201-02. Organizational Structure. Documents, charts, publications, and backup on
the OSD organizational structure.

Disposition: Permanent. Retire to the WNRC 5 years after being superseded. Transfer
to the National Archives when 25 years old.

201-03. Organization Activation and Status Change Files. Documents on
constituting, reconstituting, organizing, converting, consolidating, assigning, locating,
and affiliating offices or Agencies of the OSD

Disposition: Permanent. Cut off annually or on discontinuance or related offices as
applicable; hold 1 year in the CFA, then retire to the WNRC. Included are requests for
publications, implementing instructions, copies of affiliation agreements, coordination
actions, and similar or related documents.
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201-04. Management Practices. Papers, charts, diagrams, policy on management
practices; theory techniques, case studies, and the like to develop and improve
management practices.

Disposition: Permanent. Cut off annually, hold 3 years in the CFA, and retire to the
WNRC.

201-05. Management Survey Case Files. Documents on the systematic formal
review of organizational structure or operational procedures and accumulated in the
office conducting the survey or the office sponsoring a contract for survey services.
Individual studies and surveys may range in scope from comprehensive review of
organization and all operating procedures to a study of one particular procedure, process,
or method of a particular phase of management. Included are documents reflecting
request or authorization to conduct the survey, the finished survey report, and actions
taken as a direct result of the survey.

Disposition: a. Comprehensive surveys. Office conducting the survey or office
sponsoring the contract: Permanent. Retire to the WNRC 3 years after superseded.

b. Others: Retire to the WNRC on completion of project. Destroy when 20 years old.
c. Office surveyed: Destroy on completion of next comparable survey, or when no
longer required for reference.

201-06. Management Survey Background Files. Documents used in the collection
of data for or during a management survey and accumulated in offices conducting or
participation in the survey. Included are notes, statistical data, copies of standing
operating procedures, organizational charts, functional charts, personnel data, and similar
material collected for fact finding or backup purposes and documents reflecting
preliminary arrangements incidental to specific surveys.

Disposition: Destroy when no longer required for reference.

201-07. Management Improvement Files (NC1-330-86-3).

201-07.1. Management Improvement Project Files. Documents on projects
that result in initiation of changes in the manner or method of planning, directing,
controlling, or doing work that results in increased effectiveness, efficiency, and
economy. Included are studies, charts, coordination papers, recommendations, statistical
data, and comparable or similar documents.

Disposition: Cut off on completion of project. Retire to the WNRC. Destroy 4 years
after cut off.

201-07.2. Internal Management Control Program. Documents on the

administration and control of the Internal Management Control (IMC) Program in the
OsD.
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Disposition: a. Lists of assessable units, management evaluation plans. Destroy when
superseded. b. Vulnerability assessments. Cut off at end of IMC cycle (the current IMC
cycle is 2 years), destroy after 4 years. c. Internal control reviews, semi-annual reports,
annual reports. Cut off when final corrective action completed. Destroy 4 years
thereafter. d. Annual Statements of Assurance submitted to the President and the
Congress by Operating Committee (OC), DoD Management Systems, Director of
Management Improvement, including backup materials. Hold until final corrective
action taken; retire to the WNRC; transfer to the National Archives 20 years thereafter.

201-08. Management Improvement Project Background Files. Documents used as
background material in developing and completing management improvement projects.
Included are analyses, notes, drafts, interim reports, and data used but not included in the
official project file.

Disposition: Destroy 3 years after completion of related project or on discontinuance,
whichever is first.

201-09. Work Simplification Proposal Files. Documents on the analysis of specific
work procedures to simplify and improve them. Included are proposals for improvement,
work distribution charts, flow process charts, work counts, motion economy studies,
layout studies, actions taken on proposals, and similar documents.

Disposition: Cut off when final action has been taken on proposal. Retire to the WNRC.
destroy 25 years after cut off.

201-10. Committee Management Files. Documents used in exercising control over
the establishment, use, and dissolution of committees. Included are proposals, approvals,
and disapprovals to establish, continue or dissolve committees; charters, terms of
reference, and agreements; copies of directives authorizing the establishment of
committees and comments on them; documents used to nominate, approve, appoint, and
relieve members. Minutes, final reports, and related papers. Office of committee
management officer.

Disposition: Permanent. Cut off on disapproval or dissolution of the committee. Retire
to the WNRC.

201-11. Advisory Committee Activity Reporting Files. Documents reflecting
name, date established or approved for continuation, function, names and affiliations of
members, dates of meetings held, and similar data on each advisory committee. Included
are feeder reports, DoD-wide consolidations or summaries, and papers directly related to
them.

Disposition: a. Office requiring the report: DoD-wide summaries or consolidations:
Permanent. Retire to the WNRC when 5 years old. b. Feeder Reports: Destroy when 2
years old.
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201-12. Federal and State Relations Files. Documents on Federal and State
agreements, legal relationships, cooperation emergency support, and real estate.

Disposition: Permanent. Retire to the WNRC 5 years after canceled or superseded.
Backup material may be destroyed when canceled or superseded.

201-13. Emergency Planning Files. Documents that describe evacuation,
relocation, vital records program, and continuity of operation, personnel assignments and
related procedures (203-14.). (Function transferred to OUSD (Policy).)

Disposition: Permanent. Retire to the WNRC 3 years after cancellation or when
superseded.

201-14. Staffing Surveys and Studies Files. Results, recommendations, charts, and
papers on staffing surveys and studies within the OSD. These generally result from new
functional requirements requiring new staffing and include both civilian and military.

Disposition: Destroy in the CFA when 5 years old.

201-15. Administrative Guidance Instruction Files. Documents on Administrative
Instructions, backup, previous issues, notes, and related papers.

Disposition: Retire to the WNRC 5 years after superseded or obsolete. Destroy when 20
years old.

201-16. Administrative Services and Facilities Files. Documents on space,
logistical services (telephone and supplies) layout, furnishings, building plans and
services.

Disposition: Destroy 5 years after no longer current.

201-17. Organization Charter Files. Organizational Charter and Delegations of
Authority. Documents that authorize and define the scope of authority, primary
functions, and organizational relationships within the DoD offices or special committees.

Disposition: Permanent. Retire record copies to the WNRC 1 year after no longer
current. Destroy duplicate copies when no longer needed.

201-18. Congressional Correspondence. 102-18. for proper disposition.

201-19. Chronological Reading Files. 102-16. for proper disposition.

202. OFFICE PERSONNEL FILES
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The files described in this subgroup are maintained by operating officials and are used in
administering military and civilian employees of the organizational segments that are
under their control.

202-01. General Personnel Administrative Files

202-01.1. Files on the general administration and operation of personnel
functions and including college programs, selective placement programs (persons with
disabilities, veterans, and ex-offenders) programs, special careers (Summer Aid,
Intergovernmental Affairs Fellowship, and Stay-in-School), examinations, paid
recruitment advertising, executive development program, merit promotion, employee
safety program, and others not specifically described elsewhere in this schedule,
excluding those at Agency staff planning levels.

Disposition: Destroy when 3 years old.

202-01.2. Correspondence, reports, memoranda, and other records on
employment programs and functions, and manpower management and evaluation,
including experts and consultants, overseas employment, reemployment rights, employee
transfer and detail, and excepted positions.

Disposition: Destroy when 5 years old.

202-02. 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 temporary duty travel, but not official personnel registers used as
direct source documents for preparing morning reports.

Disposition: Destroy after 6 months. Earlier disposal is authorized.

202-03. Visitor Control Files. Registers or logs used to record names of outside
contractors, service personnel, visitors, employees admitted to areas, and reports on
automobiles and passengers.

Disposition: a. For areas under maximum security destroy 5 years after final entry or 5
years after date of document, as appropriate. b. For other areas destroy 2 years after final
entry or 2 years after date of document, as appropriate. (GRS 18, Item 17a & 17b)

202-04. Strength Reports. Reports that provide information on strength
authorizations and employment. See sections 202-23. and 202-25.3.

202-05. Position Classification Files.

202-05.1. Position Classification Files.
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202-05.1.1. Standards. Office of Personnel Management (OPM)
standards determining title, series and grade based on duties, responsibilities, and
qualifications requirements.
Disposition: Destroy when superseded or obsolete. GRS 1, Item 7a(1)

202-05.1.2. Development. Memoranda, correspondence, and other
records on the development of standards for classification of positions peculiar to the
Agency and OPM approval or disapproval.

202-05.1.2.1. Case File.

Disposition: Destroy 5 years after position is abolished or description is superseded.
GRS 1, Item 7a(2)(a)

202-05.1.2.2. Review File.
Disposition: Destroy when 2 years old. GRS 1, Item 7a(2)(b)

202-05.2. Position Descriptions (PD)s. Files describing established positions
including information on title, series, grade, duties and responsibilities.

202-05.2.1. Record copy of position descriptions that include information
on title, series, grade, duties and responsibilities, and related documents.

Disposition: Destroy 2 years after position is abolished or description superseded. GRS
1, Item 7b

202-05.2.2. All other copies.
Disposition: Destroy when position is abolished or description superseded.
202-05.3. Survey Files.
202-05.3.1. Classification Survey Reports. Classification survey reports
on various positions prepared by classification specialists, including periodic reports such

as the Annual Written Amendment and Annual Supergrade Position Reports.

Disposition: Office of origin. Destroy when 3 years old or 2 years after regular
inspection, whichever is sooner. GRS 1, Item 7¢(1)

202-05.3.2. Inspection, Audit and Survey Files. Correspondence,
memoranda, reports and other records on inspections, surveys, desk audits, and
evaluations.

Disposition: Destroy when obsolete or superseded. GRS 1, Item 7¢(2)
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202-05.4. Appeals Files.

202-05.4.a. Appeals Files. Case files on classification appeals, excluding
OPM Classification certificate.

Disposition: Destroy 3 years after case is closed. GRS 1, Item 7d(1)
202-05.4.b. Certificates. Certificates of classification issued by OPM.

Disposition: Destroy after affected position is abolished or superseded. GRS 1, Item
7d(2)

202-06. Pending Request Files. Suspense copies of SF 52, “Request for Personnel
Action,” for various categories of civilian personnel actions, such as accessions, position
changes, rate of pay changes, and separations.

Disposition: Destroy on receipt of notification of completion of requested personnel
action.

202-07. Office Personnel Information Files. Documents on the administration of
individual civilian employees and military personnel that are duplicated in, or that are not
appropriate for including in the official personnel folder (OPF), the personnel records
jacket, the PD file, or the pending request file. Included are notices that individuals have
been cleared for classified material, other documents on personnel security, retained
copies of reports and other papers on individual injuries, letters of appreciation and
commendation, records reflecting training received by individuals, documents reflecting
assigned responsibilities of individuals, copies of performance appraisals, off-duty
employment information and comparable papers.

Disposition: Review at end of year and destroy documents that have been superseded or
are no longer applicable.

202-08. Recruitment and Placement Files.

202-08.1. Documents on employees considered for vacancies, interviews,
qualification summaries, notices of eligibility, and related material.

Disposition: Destroy after 2 years old or after OPM inspection, whichever is first.
202-08.2. Correspondence offering appointments to potential employees.
202-08.2.1. Accepted offers.
Disposition: Destroy when appointment is effective. GRS 1, Item 4a

202-08.2.2. Declined offers.
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202-08.2.2.1. When name is received from certificate of eligibles.

Disposition: Return to OPM with reply and application. GRS 1, Item 4b(1)
202-08.2.2.2. Temporary or excepted appointment.

Disposition: File inside application. GRS 1, Item 4b(2)
202-08.2.2.3. All others.
Disposition: Destroy immediately. GRS 1, Item 4b(3)

202-08.3. Recruitment and Placement Files (N1-330-87-1). Applications for
positions within Department of Defense Dependent Schools (DoDDS). All forms and
materials required for the U.S. recruitment program and for local-hire programs,
including interview results, offer letters, acceptance letters, and declination letters.

Disposition: Selectees, transfer to OPF; consideration declinations, destroy 2 months
after annual cut off date (December 1); all others, destroy 2 months after annual cut off,
unless applicant has indicated continued interest in the program (by the established
deadline), that the case file is brought forward (may be returned to applicant if requested
by the deadline).

202-09. Standards of Conduct Files. Documents on procedures to ensure that all
personnel fully understand the standards of conduct and ethics. For example, procedures
requiring that each individual periodically read applicable directives and sign a document
indicating that the directives are understood.

Disposition: Destroy after the next periodic application or on inactivation of the office,
whichever is first.

202-10. Nondisclosure Agreement and Security Awareness Files.

202-10.1. Copies of nondisclosure agreements, such as SF 312, "Classified
Information Nondisclosure Agreement”, signed by civilian and military personnel with
access to information that is classified under standards put forth by Executive Orders
governing security classification. These forms should be maintained separately from
personnel security clearance files but may be filed in the individual's official military
personnel folder (for uniformed military personnel) or on the right side of the official
personnel folder (for civilian employees).

Disposition: a. If maintained separately from the individual's OPF, destroy when 70

years old. GRS 18, Item 25 a. b. If maintained in the individual's OPF, apply the
disposition for the OPF. GRS 18, Item 25b
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202-10.2. Security Awareness Files. Documents on procedures used to obtain
compliance with security regulations by all personnel. For example, procedures requiring
that each individual periodically read applicable security regulations and sign a
memorandum indicating that the regulations are understood.

Disposition: Destroy after the next periodic application or on inactivation of the office,
whichever is first.

202-11. Temporary Duty Travel Files. Copies or requests and authorizations for
military personnel tour duty (TDY) travel and civilian personnel TDY and permanent
change of station (PCS) travel, similar issuances, and related documents on travel.

Disposition: Destroy when 6 years old. GRS 9, Item 3(a)

202-12. Official Personnel Folders.

202-12.1. Transferred employees. Records maintained on the right side of the
OPF.

Disposition: See Federal Personnel Manual (FPM) for Supplement 293-31, Subchapter
S4 for instructions on employees folders transferred to another Agency. GRS 1, Item 1

202-12.2. Separated employees. Records maintained on the right side of the
OPF.

Disposition: Transfer folder to: National Archives and Records Administration, National
Personnel Records Center (NPRC), 111 Winnebago Street, St. Louis, M0 63118, 30-120
days after separation. NPRC shall destroy 65 years after separation from Federal service.
GRS 1, Item 1b

202-12.3._Temporary Individual Employee Records. All copies of
correspondence and forms maintained on the left side of the Official Personnel Folder in
accordance with Chapter 3 of The Guide to Personnel Recordkeeping, EXCLUDING the
Immigration and Naturalization Service Form I-9 and performance-related records. GRS
1, Item 10a

Disposition: Destroy when superseded or obsolete, or upon separation or transfer of
employee, unless specifically required to be transferred with the OPF. See FN 202-12.4
for disposition of 1-9 Forms and item 202-12.5 of this schedule for disposition of
temporary performance-related records.

202-12.4. Immigration and Naturalization Service Form 1-9. Form is
maintained on the left side of the Official Personnel Folder. GRS 1, Item 10b

Disposition: Destroy 3 years after employee separates from service or transfers to
another agency.
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202-12.5. Employee Performance File System Records. Records maintained on
the left side if the Official Personnel Folder. GRS 1, Item 23

202-12.5.1. Non-SES appointees (as defined in 5 U.S.C. 4301(2)).

202-12.5.1. 1. Appraisals of unacceptable performance, where a
notice of proposed demotion or removal is issued but not affected and all related
documents.

Disposition: Destroy after the employee completes 1 year of acceptable performance
from the date of the written advance notice of proposed removal or reduction-in-grade
notice.

202-12.5.1.2. Performance records superseded through an
administrative, judicial, or quasi-judicial procedure.

Disposition: Destroy when superseded.

202-12.5.1.3. Performance-related records pertaining to a former
employee.

202-12.5.1.4. Latest rating of record 3 years old or less,
performance plan upon which it is based, and any summary rating. Place records on left
side of the OPF and forward to gaining Federal agency upon transfer or to NPRC if
employee separates (see FN 202-12.2. ). An agency retrieving an OPF from NPRC will
dispose of these documents in accordance with item 202-12.5.1.5. of this schedule.

202-12.5.1.5. All other performance plans and ratings.
Disposition: Destroy when 4 years old.
202-12.5.1.6 All other summary performance appraisal records,
including performance appraisals and job elements and standards upon which they are
based, to include supporting documents.
Disposition: Destroy when 4 years old.
202-12.5.2. SES appointees (as defined in 5 U.S.C. 3132a(2)).

[Performance records pertaining to Presidential appointees are not covered such records
must be scheduled by submitting an SF 115 to NARA.]

202-12.5.2.1. Performance records superseded through an
administrative, judicial, or quasi-judicial procedure.

Disposition: Destroy when superseded.
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202-12.5.2.2.  Performance-related records pertaining to a former
SES appointee.

202-12.5.2.2.1. Latest rating of record that is less than 5 years
old, performance plan upon which it is based, and any summary rating.

Disposition: Place records on left side of the OPF and forward to gaining Federal agency
upon transfer or to NPRC if employee leaves Federal service (see FN 202-12.2.). An
agency retrieving an OPF from NPRC will dispose of those documents in accordance
with item 23b(2)(b) of this schedule.

202-12.5.2.2. All other performance ratings and plans.
Disposition: Destroy when 5 years old.
202-12.5.2.3. All other performance appraisals, along with job
elements and standards (job expectations) upon which they are based, EXCLUDING
those for SES appointees serving on a Presidential appointment (5 CFR 214).
Disposition: Destroy 5 years after date of appraisal.
202-13. Survey Files. See 202-05.3.
202-14. Application Files (SF 171). Unsuccessful applications for appointment and
related papers, excluding records on appointments requiring Senatorial confirmation, and

applications filed in official personnel folders. File in accordance with inspection
requirements of the FPM.

Disposition: Destroy upon receipt of OPM report of inspection or when 2 years old,
whichever is earlier, providing requirements of Chapter 33, Section A-4 of the FPM are
observed. GRS 1, Item 15

202-15. Correspondence Files.

202-15.1. Correspondence in Personnel and Security (P&S), WHS on its
administration and operation.

Disposition: Destroy 3 years after file cut off. GRS 1, Item 3

202-15.2. All copies of correspondence and forms maintained as temporary
records on the left side of the OPF in accordance with the FPM, Chapter 293, and
Supplement 293-31.

Disposition: Destroy on transfer to another Agency (except in a transfer of functions) or
separation of the employee.
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202-15.3. Correspondence and forms in P&S relating to individual employees
that are not authorized for maintenance in the OPF and not covered elsewhere in this
schedule.

202-15.3.1. Correspondence and forms on pending personnel actions.
Disposition: Destroy when action is completed. GRS 1, Item 17a(1)

202-15.3.2. General correspondence and forms including retention
registers from which reduction-in-force actions have been taken.

Disposition: Destroy 2 years after file is closed. GRS 1, Item 17b(1)
202-15.3.3. Retention registers from which no actions have been taken.

Disposition: Destroy when superseded or obsolete. GRS 1, Item 17b(2)

202-16. Service Record Card Files (SF 7 or its equivalent).
202-16.1. Cards for employees separated on or before December 31, 1947.

Disposition: Transfer to NPRC (CPR) St. Louis, MO 63118; destroy 60 years after
earliest personnel action. GRS 1, Item 2(a)

202-16.2. Cards for employees separated or transferred on or after January 1,
1948, in accordance with FPM Supplement 293-31.

Disposition: Destroy 3 years after year of employee's separation or transfer to another
Agency. GRS 1, Item 2(b)

202-17. Individual Volunteer Files (NI-330-98-1). Files include Volunteer
Agreement form, Parental Permission form for minors wishing to volunteer, hours
worked as a volunteer, and other records pertaining to the service of an individual
volunteer. Records are maintained by the organizations within OSD using the services of
volunteers. (Privacy Act Systems Notice OPM/GOVT-1)

Disposition: Cut off when volunteer departs program. Destroy 4 years after cut off.

202-18. PDs and Related Material Files.

202-18.1. Record copy of position descriptions that include information on
title, series, grade, duties, responsibilities, and related documents.

Disposition: 202-05.2.1.
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202-18.2. Survey Files.
Disposition: 202-05.3.

202-18.3. Appeals files. Case files on classification appeals.
Disposition: 202-05.4.

202-19. Certificate of Eligibility Files.

202-19.1. Certificates of eligibles with related requests, forms, correspondence,
and statement of reasons for passing over a preference eligible and selecting a
nonpreference eligible.

Disposition: Destroy when 2 years old. GRS 1, Item 5

202-19.2. Certificate of Eligibility Files (NC1 330-87-1). Case files on
educators in the DoDDS system including certificates of DoDDS certification, college
transcripts, other supporting documents. Also included are correspondence and memos
and other material on each teacher.

Disposition: Destroy 1 year after educator no longer employed by DoDDS. Educators
participating in the DoDDS Administrative Reemployment Rights (ARR) program, hold
until return to active employment, then consolidate with active files for that year.

202-20. Suggestion and Superior Accomplishment Awards Files.

202-20.1. Employee suggestion case files including files on management
improvement suggestions considered under various legislation.

Disposition: Retire 1 year after cut off for retention of: a. the original case file for an
additional 5 years, and b. the duplicate copies for an additional 2 years.

202-20.2. Case files on rewards for superior accomplishments.
Disposition: Destroy 6 months after file cut off. Cut off file annually.
202-20.3. Certificates of performance ratings.
Disposition: Destroy 2 years after cut off.
202-21. Efficiency Rating Files. Duplicate copies of material on a review of an

efficiency rating by a board on which the original case material has been forwarded to the
OPM.

Disposition: Cut off annually. Destroy 1 year after file cut off.
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202-22. Notification of Personnel Action Files.

202-22.1. Chronological file copies of notification of personnel actions,
including fact sheets.

Disposition: Destroy when 2 years old. FPM Supplement 293-31. GRS 1, Item 14(a)
202-22.2. Pay or fiscal copy.

Disposition: Destroy 2 years after audit of related pay records by the GAO.
202-22.3. All others.

Disposition: Destroy when 1 year old, providing the requirements of FPM Supplement
293-31 are observed.

202-22.4. DoDDS Inter-Intraregional and/or Transfer and Reassignment File
(NC1-330-87-1). Applications, reports, memos, correspondence on the reassignment of
personnel between and among regions through the DoDDS Interregional transfer and/or
Intraregional Reassignment Programs.

Disposition: Cut off annually. Destroy 1 year after cut off.

202-22.5. Educator Career Program. Applications, reports, memos,
correspondence on the lateral transfer and opportunities for promotion of DoDDS
personnel afforded by the DoDDS Educator Career Program.

Disposition: Cut off annually. Destroy 1 year after cut off.

202-23. Personnel Statistical Reports Files.

202-23.1. Statistical reports maintained or prepared by offices other than P&S.
Disposition: Destroy 2 years after cut off.

202-23.2. Statistical summaries and reports on employee health and related
papers, exclusive of the copy maintained by the reporting unit.

Disposition: Destroy 2 years after cut off.

202-24. Policy and Procedure Record Material Files. Documentation of policies,
procedures, and standards governing civilian personnel administration,

Disposition: Permanent. Retire file to the WNRC 1 year after file cut off. Transfer to
National Archives when 25 years old.
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202-25. Civilian Manpower and Personnel Records Files.

202-25.1. Records that relate to the development and implementation of
policies, procedures, and standards for civilian personnel management and studies,
surveys or other material that relate to National Manpower Administration that is of
interest to the Department of Defense.

Disposition: Permanent. Retire record copies and all backup material to the WNRC 1
year after implementation of the policy, procedures or standards. Transfer to the National
Archives after 20 years. Destroy duplicate and reproduced copies when the policy,
standard, or procedure is rescinded or revised, unless part of a case file.

202-25.2. Records that relate to the internal management and operational
aspects of civilian personnel administration, such as records on the control of positions,
determinations, and justifications of personnel authorizations and requirements, controls
to ensure that authorizations are not exceeded, and reporting records covering civilian
personnel strength not covered under other items in this section.

Disposition: Destroy when 5 years old.

202-25.3. Records that support reports and other statistical data required by law
or regulation such as percentages or minorities, statistics or progress achieved in
implementation of equal employment opportunity (EEO) program, grade distribution and
the like.

Disposition: Permanent. Retire record copies supporting related data to the WNRC 2
years after file cut off. Transfer to National Archives after 20 years old. Destroy all
duplicate and non-record material 6 months after file cut off unless part of case file.

202-26. Department of Defense Civilian Employees Health Unit and Employee
Medical Folder (EMF) Records.

202-26.1. Health Unit Records. These records contain forms, correspondence,
and other records on an employee's medical history, occupational injuries or diseases,
physical examinations, and all other treatment received in health units. Included are
industrial hygiene consultations, laboratory and X-ray findings, reports of pulmonary
function tests, audiograms, records tests, and chemical hazards, clinical record cover
sheets or equivalent.

Disposition: Retire records of civilian employees who are separated from the National
Personnel Records at the end of each calendar year. Destroy 30 years later (See note 3
below). NC1-330-81-7.

Notes:
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1. These records are not to be confused with hospital in- and out-patient clinical
records retained for 75 years after birth date for nonmilitary persons pursuant to other
approved records control schedules.

2. Original pre-employment, disability retirement, and fitness for duty
examinations are to be filed in the OPF upon separation of the employee. FPM
Supplement 293-31.

3. Longer retention periods may be required by Regulatory Agencies such as:
Occupational Safety and Health Administration (OSHA), Nuclear Regulatory
Commission (10 CFR, Part 20), and Environmental Protection Agency (EPA). In this
event, a new SF-115 must be submitted.

4. Employee Medical Folders. These files consist of long-term medical records as
defined in the FPM 293-31.

Disposition: a. For transferred employees, see the FPM for instructions. b. For
separated employees, transfer to the NPRC 30 days after separation. The NPRC shall
destroy 75 years after birth date of employee, 60 years after date of the earliest document
in the folder if the date of birth cannot be ascertained, or 30 years after latest separation,
whichever is latest. GRS 1, Item 21a(2) c. Temporary or short-term records as defined
in the FPM, destroy 1 year after separation or transfer of the employee. GRS 1, Item 21b
d. Individual Employee Health Case Files created before establishment of the EMF
system that have been retired to an FRC, destroy 60 years after retirement. GRS 1, Item
21c

202-27. Military Personnel. Official Military Personnel Records created as the
result of detail or assignment to the OSD that normally would be made a part of the
individual's personnel file and other pertinent and related correspondence. Orders and
citations for the Defense Distinguished Service Medal, Defense Superior Service Medal,
Joint Service Commendation Medal, and OSD Identification Badge.

Disposition: Records maintained by the Service Representatives in OSD Military
Personnel are considered unit-level files for the Service Elements and are maintained in
accordance with the appropriate Service regulations.

202-28. Military Manpower and Personnel Records Files.

202-28.1. Records on the development and implementation of policies,
procedures, and standards for military personnel management and studies, surveys, or
other material that relate to National Manpower Administration that is of interest to the
Department of Defense.

Disposition: Permanent. Cut off and retire to the WNRC when superseded or obsolete as
appropriate for documents maintained in accordance with series 103-01.

202-28.2. OSD manpower authorizations, justification folders for new positions
or deletions; control over grade requirements. (These are not individual personnel files.)
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Disposition: Retire to the WNRC 1 year after no longer current. Destroy when 30 years
old.

202-28.3. Policy matters on the OSD ldentification Badge.
Disposition: Destroy 3 years after superseded.

202-28.4. Records that relate to the internal management and operational
aspects or military personnel administration, such as records on position control;
determinations and justifications of personnel authorizations and requirements, controls
to ensure that authorizations are not exceeded; and other reporting records covering
military personnel strengths that are not covered under other items in this Instruction.

Disposition: Retire record copies to the WNRC 1 year after cut off. Destroy when 25
years old. Destroy duplicate and non-record material 6 months after cut off unless part of
a case file.

202-28.5. Records that support reports and other statistical data required by law
or regulation.

Disposition: a. Permanent. Retire record copies and supporting or relating data to the
WNRC 2 years after cut off. Transfer to the National Archives when 20 years old. b.
Destroy duplicate and non-record material 6 months after cut off.

202-29. Individual Accounting Files. Records that relate to accounting for
individuals.

Disposition: Destroy individual leave authorization when adjustments are made.

202-30. Military Leave Files. Records that relate to leave of military personnel.

Disposition: Records maintained by the Service Representatives in OSD Military
Personnel are considered unit-level files for the Service Elements and maintained in
accordance with the appropriate Service regulations.

202-31. Individual Actions Files. Correspondence on individual actions about
personnel, that do not qualify as records of permanent value; records of criticism or
complaint when no official action is taken.

Disposition: Destroy file 6 months after individual is released from OSD duty.

202-32. Statistical Reports File.

202-32.1. Statistical reports maintained or prepared by offices other than P&S
on military personnel matters.
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Disposition: Destroy when 2 years old.

202-32.2. Records submitted by the Military Departments supporting reports,
policy statements, standardized procedures, criteria, and other matters on the overall
administration of military personnel.

Disposition: Permanent. Retire to the WNRC when 5 years old.

202-33. Policy and Procedure Records Files - Military Personnel.

202-33.1. Statistical summaries and reports on military personnel training,
including outlines of the course, names of individuals attending, copies of speeches,
lecture material, required reading material and all other material relating to educational
programs conducted by the OSD independently of the Military Departments.

Disposition: Permanent. Statistical summaries and reports. Transfer record copies to the
WNRC when course is revised or discontinued. Transfer to National Archives when 20
years old. Destroy other materials when it becomes obsolete.

202-33.2. Documentation of policies, procedures and standards governing
military personnel administration, including position evaluation and assignment, and
military personnel quotas for both normal and mobilization periods.

Disposition: Permanent. Transfer discontinued file to the WNRC when 1 year old.
Transfer to the National Archives when 20 years old. Destroy duplicate copies when
superseded or revised unless part of a case file.

202-34. Internal Management Files. Correspondence on internal management and
operations affecting military personnel administration.

Disposition: Destroy material when 5 years.

202-35. Military Awards. Official record copies of awards approved by the
Secretary of Defense for presentations such as the Defense Distinguished Service Medal,
Joint Service Commendation Medal, and comparable awards.

Disposition: Retire OSD official documents to the WNRC 3 years after cut off. Destroy
when 15 years old. See 202-28 for disposition of copies of awards to individual Military
Services.

202-36. Military Acceptance Files. Records on the establishment of policy,
standards, and criteria governing admission and acceptance for military service and
means of obtaining individuals in critical skills areas, including pay benefits, allowance,
and other associated matters.
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Disposition: Permanent. Retire to the WNRC 2 years after file cut off. Transfer to
National Archives when 20 years old. Destroy duplicate and non-record material 6
months after cut off.

202-37. Labor Management Relations Records.

202-37.1. Labor Management Relations and Case Files. Correspondence,
memoranda, reports, and other records on the relationship between management and
employee unions or other groups.
202-37.1.1. Office negotiating agreement.

Disposition: Destroy when 5 years old. GRS 1, Item 28a(1)
202-37.1.2. Other offices.

Disposition: Destroy when superseded or obsolete. GRS 1, Item 28a(2)

202-37.2. Labor Arbitration General and Case Files. Correspondence, forms,
and background papers on labor arbitration cases.

Disposition: Destroy 5 years after resolution of case. GRS 1, Item 28b

202-38. Labor Management Relations Files. See 1802-02 for the DoD files on the
subject.

202-39. Security Policies Application. Documents concerning general information
applicable to personnel security. Security of classified matter in the personnel office and
related material.

Disposition: Destroy when no longer current.

202-40. Personnel Security Clearance Files. Relates to the administration of the
personnel security program involving clearances of civilian employees, applicants for
employment, consultants, contractors and military personnel.

202-40.1. Case files created on civilian personnel, consultants, and applicants
for employment, containing requests for security clearances, copies of documents
accumulated as a result of creating, controlling, requesting and transmitting investigative
dossiers and clearance certifications between various investigative and clearance-granting
Agencies, briefings and/or debriefings, routine requests for information, tracer letters,
transmittal letters, lists or letters reflecting security clearance of individuals.

Disposition: Inactivate file when employee leaves the Agency; retain in files storage area
and destroy after 2 years.
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202-40.2. Summaries of reports of investigation relating to cases where serious
derogatory information is involved, including documents reflecting actions taken and
copies of documents similar to those described in 202.40.1.

Disposition: Retain in files storage area and destroy 5 years after date of clearance
determination.

202-40.3. Case files created on individuals for whom WHS has no clearance
granting authority, i.e., military and contractor personnel, containing letters of transmittal,
miscellaneous correspondence, verification of clearances granted by the appropriate
Military Department or Defense Industrial Security Clearance Office, briefings and/or
debriefings.

Disposition: Destroy military personnel case files when individual leaves WHS. Destroy
contractor case files when notification of Sensitive Compartmented Information access
approval by Defense Intelligence Agency. (Investigative reports shall be destroyed in
accordance with regulations established by each investigative Agency.)

202-41. Special Assignments. Documents containing information on the security
clearance and authorization for access to particularly sensitive classified matter. Not
including reports of investigation, counterintelligence, or clearance documents filed in the
official personnel folder.

Disposition: Destroy on transfer or separation of individual concerned.

202-42. Statements of employment and financial interests, and related papers.

Disposition: Destroy 2 years after employee leaves a position that requires a statement,
or 2 years after the employee leaves the Agency, whichever is earlier.

202-43. Equal Employment Opportunity Records. Official Discrimination
Complaint Case Files. OSD file containing complaints with related correspondence,
reports exhibits, withdrawal notices, copies of decisions, records of hearings and
meetings, and other records as described by 29 CFR 1613.222.

202-43.1. Cases resolved within the Agency by the Equal Employment
Opportunity Commission (EEOC), or by a U.S. Court.

Disposition: Destroy 4 years after resolution of case. GRS 1, Item 25a

202-43.2. Copies of Complaint Case Files. Duplicate case files or documents
on case files retained in Official File Discrimination Complaint Case File.

Disposition: Destroy 1 year after resolution of case.
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202-43.3. Background Files. Background records not filed in the Official
Discrimination Complaint Case File.

Disposition: Destroy 2 years after final resolution of case. GRS 1, Item 25¢(1)
202-43.4. Compliance Records.

202-43.4.1. Compliance Review Files. Reviews, background papers and
correspondence on contractor employment practices.

Disposition: Destroy when 7 years old. GRS 1, Item 25d(1)
202-43.4.2. EEO Compliance Reports.
Disposition: Destroy when 3 years old. GRS 1, Item 25d(2)

202-43.5. Employee Housing Requests. Forms requesting Agency assistance in
housing matters, such as rental or purchase.

Disposition: Destroy when 1 year old. GRS 1, Item 25e

202-43.6. Employment Statistics Files. Employment statistics relating to race
and sex.

Disposition: Destroy when 5 years old. GRS 1, Item 25f

202-43.7. EEO General Files. General correspondence and copies of
regulations with related records on the Civil Rights Act of 1964 and the EEO Act of 1972
and any pertinent future legislation; and Agency EEO committee meetings and records
including minutes and reports.

Disposition: Destroy when 3 years old, or when superseded or obsolete, whichever is
applicable. GRS 1, Item 25¢

202-43.8. EEO Affirmative Action Plans (AAP).
202-43.8.1. Agency copy of consolidated AAP(s).
Disposition: Destroy 5 years from date of plan. GRS 1, Item 25h.(1)
202-43.8.2. Agency feeder plan to consolidated AAP(s).

Disposition: Destroy 5 years from date of feeder plan or when administrative purposes
have been served, whichever is sooner. GRS 1, Item 25h.(2)
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202-44. Personnel Injury Files. Correspondence and related investigatory records
on-the-job injuries whether or not a claim for compensation was made; excluding copies
filed in the OPF, and copies submitted to the Department of Labor.

Disposition: Destroy 3 years after cut off. GRS 1, Item 31

202-45. Employee Awards Files.

202-45.1. General awards records.

202-45.1.1. Case files including recommendations, approved
nominations, memoranda, correspondence, reports and related handbooks pertaining to
Agencies' sponsored cash and non-cash awards, such as incentive awards, within grade
merit increases, suggestions, and outstanding performance.

Disposition: Destroy 2 years after approval or disapproval. GRS 1, Item 12a (1)

202-45.1.2. Correspondence of memoranda on awards from other
Government Agencies or private organizations.

Disposition: Destroy when 2 years old. GRS 1, Item 12a (2)

202-45.1.3. Lists or indexes to Agency award nominations. List of
nominees and winners, and indexes of nominations.

Disposition: Destroy when superseded or obsolete. GRS 1, Item 12(d)

202-45.1.4. Military Awards (NC1-330-77-17). Awards approved by the
Secretary of Defense for presentation, such as the Defense Distinguished Service Medal,
Defense Superior Service Medal, Joint Service Commendation Medal, the OSD
Identification Badge, or other comparable awards sponsored by the OSD.

Disposition: Retire to the WNRC 3 years after cut off. Destroy when 15 years old. 202-
27. for disposition of copies of awards to individual Military Services. Record copies are
maintained in the individual's military personnel jacket.

202-46. Duplicate Documentation and Personnel Files Maintained Outside
Personnel Offices.

202-46.1. Supervisor's Personnel Files. Correspondence, memoranda, forms,
and other records on positions, authorizations, pending actions; copies of PDs, requests
for personnel action, and records on individual employees duplicated in or not
appropriate for the OPF.

Disposition: Review annually and destroy superseded or obsolete documents, or destroy
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all documents on an individual employee 1 year after separation or transfer. GRS 1, Item
18(a)

202-46.2. Duplicate Documentation. Other copies of documents duplicated in
OPFs not provided for elsewhere in this schedule.

Disposition: Destroy when 6 months old. GRS 1, Item 18(b)

202-46.3. Personnel Tracking System (PTS) Master File. Information
systems containing personnel and management data about military and civilian
personnel, contractors, and non-DoD employees. Data is derived from related
files in the civilian and military personnel systems, Joint Table of Distribution
(JTD), Joint Personnel Adjudication System (JPAS), Defense Clearance and
Investigation Index (DCII), DD 254 (Contract Security Classification
Specification, Department of Defense) and visitor requests. May contain
information concerning: strength reports; office personnel information
(emergency contact information, duty hours, career status, pay status, education,
home address and personal telephone numbers, etc); office visitors; position titles;
office vacancies; names of organizations; travel; manpower information;
personnel security clearances; special assignments; personnel statistical reports;
parking permits; and related data. (N1-330-08-2).

Disposition: Cutoff record on separation or transfer of individual. Delete record when no
longer needed for conducting business but do not retain longer than 6 years.

202-47. Personnel Counseling Records. These files consist of counseling files,
reports of interviews, analyses, and related records. (For records pertaining to
coordinating, planning, and directing the Federal Workplace Drug Free Testing Program,
202-51.)

Disposition: Destroy 3 years after termination of counseling. GRS 1, Item 26a

202-48. Training Records.

202-48.1. Training Aids.

202-48.1.1. One copy of each manual, syllabus, textbook, and other
training aids developed by the Agency.

Disposition: Permanent. Retire to the WNRC when course is revised or discontinued.
202-48.1.2. Training aids from other Agencies or private institutions.
Disposition: Destroy when superseded or obsolete.

202-48.2. General file of Agency-sponsored training.
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202-48.2.1. Correspondence, memoranda, agreements, authorizations
reports, requirement reviews, plans, and objectives on the establishment and operation of
training courses and conferences.

Disposition: Destroy when 5 years old or 5 years after completion of a specific training
program. GRS 1, Item 29a(1)

202-48.2.2. Background and working papers.
Disposition: Destroy when 3 years old. GRS 1, Item 29a(2)
202-48.3. Employee training. Correspondence, memoranda, reports, and other
records on the availability of training and employee participation in training programs

sponsored by other Government Agencies or non-Government institutions.

Disposition: Destroy when 5 years old or when superseded or obsolete, whichever is
sooner. GRS 1, Item 29(b)

202-48.4. Course Announcement Files. Reference file of pamphlets, notices,
catalogs and other records that provide information on courses or programs offered by
Government or non-Government organizations.

Disposition: Destroy when superseded or obsolete.

202-49. Grievance, Disciplinary, and Adverse Action Files.

202-49.1. Administrative Grievance Files (5 CFR Part 771). Records
originating in the review of grievance and appeals raised by Agency employees, except
EEO complaints. These case files include statements of witnesses, reports of interviews
and hearings, examiner's findings and recommendations, a copy of the original decision,
related correspondence and exhibits, and records on a reconsideration request.

Disposition: Destroy no sooner than 4 years but no later than 7 years after case is closed.
GRS 1, Item 30a

202-49.2. Adverse Action Files (5 CFR Part 752) and Performance-Based
Actions (5 CFR 432). Case files and related records to adverse actions and performance-
based actions (removal, suspension, reduction-in-grade, furlough) against employees The
file includes a copy of the notice of proposed action with supporting papers; statements of
witnesses; employee's reply when written; hearing notices, reports, and decisions;
reversal of decision; a summary thereof when made orally; the notice of decision and
reasons; and appeals records. EXCULDING letters of reprimand which are filed in the
OPF.

Disposition: Destroy when case is 4 years but no later than 7 years after case is closed.
GRS 1, Item 30b
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202-49.2.1. Informal Disciplinary Files. Case files and related records
created in reviewing an informal action (Letters of Warning, Letters of Caution, Letters
of Counseling and Leave Restriction Letters) against an employee, including all
supporting documentation.

Disposition: Destroy when 4 years old. GRS 1, Item 30b

202-49.2.2. Unacceptable Performance Files. Case files and related
records created in reviewing an unacceptable performance action (denial of within-grade,
unacceptable performance rating) against an employee; includes performance ratings,
progress reviews, notices of opportunity to improve, notices of denial of within-grade,
copy of proposed performance action with supporting papers; employee's reply when
written; a summary thereof when made orally; hearing notices; reports; the notice of
decision and the reasons thereof; reversal of action; and appeal records.

Disposition: Destroy 4 years after case is closed. GRS 1, Item 30b

202-50. Individual Promotion Files. Records on the promotion of an individual that
document qualification standards, evaluation methods, selection procedures, and
evaluation of candidates, EXCLUDING any records that duplicate information in the
promotion plan, are in the OPF or in other personnel records.

Disposition: Destroy 2 years after the personnel action or after the action has been
audited by the OPM, whichever is sooner.

202-51. Federal Workplace Drug Testing Program Files. These files consist of drug
testing program records created under E.O. 12564 and P.L. 100-71, Section 503 (101
Stat. 468) excluding consolidated statistical and narrative reports concerning the
operation of the Agency program (902.). Disciplinary action case files on actions taken
against employees for drug use, possession, failure to comply with drug testing
procedures, and similar matters are covered by 202-49.2, Adverse Action Files. Any
records that are relevant to litigation or disciplinary actions should be disposed of no
earlier than the related litigation or adverse action case files.

202-51.1. Drug test plans and procedures, excluding documents filed in formal
issuances such as directives, procedures handbooks, etc. These files consist of copies of
plans and procedures, with related drafts, correspondence, memoranda, and other records
on the development of procedures for drug testing programs, including the determination
of testing incumbents in designated positions.

Disposition: Destroy when 3 years old or when superseded, obsolete, or no longer
needed, whichever is later. GRS 1, Item 36a

202-51.2. Employee acknowledgement of notice forms. These are forms
completed by employees whose positions are designated sensitive for drug testing
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purposes acknowledging that they have received notice that they may be tested.

Disposition: Destroy when employee separates from testing-designated position. GRS 1,
Item 36b

202-51.3. Selection and/or scheduling records. These are records relating to the
selection of specific employees and/or applicants for testing and the scheduling of tests.
Included are lists, notification letters, and testing schedules.

Disposition: Destroy when 3 years old. GRS 1, Item 36¢
202-51.4. Records on the collection and handling of specimens.

202-51.4.1. Bound record books containing identifying data on each
specimen, recorded at each collection site in the order the specimens were collected.

Disposition: Destroy 3 years after date of last entry. GRS 1, Item 36d(1)

202-51.4.2. Chain of custody records consisting of forms and other
records used to maintain control and accountability of specimens from the point of
collection to the final disposition of the specimen.

Disposition: Destroy when 3 years old. GRS 1, Item 36d(2)

202-51.5. Test results consisting of records documenting individual test results,
including reports of testing, notifications of employees and/or applicants and employing
offices, and documents relating to follow-up testing.

Disposition: Destroy when 3 years old. GRS 1, Item 36e

202-52. DoD Combined Federal Campaign. The Voluntary Campaign Management
Office oversees the planning, development, implementation, and overall management and
administration of the annual DoD Combined Federal Campaign (CFC) for the National
Capital Area, and Overseas, in the DoD U.S. savings Bonds Program, OSD Blood Donor
Program, and emergency of disaster relief fund-raising as directed by the Office of
Personnel Management (5 CFR, Part 950, Section 950.604). (N1-330-00-1)

202-52.1. Combined Federal Campaign Files. Document on CFC special
events, weekly statistical reports, historical information on previous campaigns, DoD
CFC account numbers, DoD directives, DoD Loaned Executives, CFC national
Committee Meetings, CFC Chair/Vice Chair/Campaign Managers, Retiree Access,
Campaign Manager Meetings, Personnel Hilites articles, and general correspondence for
domestic, and overseas campaigns.

Disposition: Destroy/delete when 3 years old.
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202-52.2. Savings Bonds Campaign Files. Documents on Savings Bonds
special events, end —of-campaign statistical reports, semiannual bond reports/ mailing
list, DoD component campaign plans; DoD Directives, Savings Bonds legislation,
Savings Bonds Chair/Vice Chair/Campaign Managers, Personnel Hilites articles, general
correspondence and Campaign Manager Guides.

Disposition: Destroy/delete when 3 years old.

202-52.3. Blood Donor Program Files. Documents on Blood Council
Meetings, OSD Blood Recruiters, DoD directives, and general correspondence files.

Disposition: Destroy/delete when 3 years old.

202-52.4. Electronic versions of records created by the electronic mail and
word processing applications.

Disposition: Delete when file copy is generated or when no longer needed for reference
or updating.

202-53. Alternative Dispute Resolution (ADR) Files. Alternative Dispute
Resolution is any procedure, conducted by a neutral third party that is used to resolve
issues in controversy, including, but not limited to, conciliation, facilitation, mediation,
fact finding, mini-trials, arbitration and use of ombudsman. The records covered by this
schedule relate to techniques and processes used in an agency's ADR program in
resolving disputes with or between its own employees.

NOTE: This schedule does not apply to: 1. Administrative grievance files, 2. Adverse
action files, 3. Formal and informal equal employment opportunity proceedings, 4.
Traditional EEO counseling or other records included in the EEO file when a person
chooses to go directly to ADR, or 5. Private party claims or EEOC's involvement with
federal sector claims of non-EEOC employees against other federal agencies. These
records are covered by other items in GRS 1. This schedule does not apply to ADR
records that are produced as part of an agency's primary mission.

202-53.1. General Files: General correspondence and copies of statutes,
regulations, meeting minutes, reports, statistical tabulations, evaluations of the ADR
program, and other records relating to the agency's overall ADR program.

Disposition: Destroy/delete when 3 years old. Longer retention is authorized if records
are needed for agency business. GRS 1, Item 27

202-53.2. Case Files: Records documenting ADR proceedings. These files
may include an agreement to use ADR, documentation of the settlement or
discontinuance of the ADR case, parties' written evaluations of the process and/or the
neutral third party mediator, and related correspondence.

47 ENCLOSURE 1, SERIES 200



Al 15, Volume 11,

Disposition: Destroy/ delete 3 years after settlement is implemented or case is
discontinued. GRS 1, Item 27

203. RECORDS MANAGEMENT FILES

These files result from the planning, promulgation, and execution of concepts and
procedures for managing the creation, transmission, maintenance, use, and disposition of
OSD records.

203-01. Records Management Survey Files. Documents on staff visits and surveys
conducted to provide advice and assistance on, or to evaluate the effectiveness of records
management operations and programs. Notifications of visits, reports of visits and
surveys, reports of corrective action taken, and related documents are included.

Disposition: Office performing OSD-wide staff responsibility: Destroy after 15 years.
Other offices: Destroy 2 years after next comparable survey or on discontinuance of the
surveyed office, whichever is first.

203-02. Records Management Survey Background Files. Documents used in
preparing for records management surveys. Included are organizational charts,
statements of functions, copies of records management directives, lists of personnel
responsible for records management, volume of records data, copies of training materials,
copies of authorized deviations, schedules of surveys, notes drafts, and similar or related
documents.

Disposition: Destroy in the CFA after 5 years. Earlier destruction is authorized.

203-03. Access to Information Files. Documents on the formulation of DoD
procedures, conditions, and restrictions on the release of information from files, release
of copies, and the granting of access to records for official or unofficial research.
Included are case files with requests, basic interpretations, decisions precedents, studies,
and related or similar papers.

203-03.1. Procedures, restrictions and conditions. Offices responsible for
formulating OSD concept.

Disposition: Permanent. Cut off after 5 years and retire to the WNRC.
203-03.2. Case files.
Disposition: Cut off after 5 years. Retire to the WNRC; destroy when 15 years old.
203-04. Records Disposal Authorization Files. Documents authorized by Congress

or the Archivist of the United States to destroy records. Included are studies,
coordination actions, requests for authority to destroy records, archival appraisals, and
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approvals or disapprovals.
Disposition: Destroy when 25 years old.

203-05. Records Locator and Distribution Files. Information maintained by records
management program offices reflecting the transfer or retirement of documentary
materials. Included are: Records shipment lists and records transfer lists (SF 135); copies
of deed/instrument of gift; approvals/disapprovals of agency officials; correspondence
between the donor, research institution, and agency officials; and other related
information.

Disposition: Destroy after all records listed thereon have been destroyed, except those
reflecting permanent files may be destroyed when no longer needed for reference. OSD
Records Administrator: Keep hardcopy version of OSD offices' submissions until
converted to electronic medium, then destroy. Purge database when no longer needed for
reference.

203-06. Records Management System Files. Documents on the appraisal of records
systems and procedures such as those relating to miniaturization, office copying, and
word processing. Included are evaluation studies and similar or related documents.

Disposition: Destroy after 1 year.

203-07. Records Holding Reporting Files. RESCINDED.

203-08. Records Disposition Standard Exemption Files. Documents reflecting
exceptions to records disposition standards authorized by responsible records
management