OSD Records Disposition Schedules

SERIES 200 - MANAGEMENT AND OPERATIONS

SERIES TITLE: MANAGEMENT AND OPERATIONS

SERIES DESCRIPTION: Records described in this series relate to the performance, management and
direction of the OSD and/or the DoD. Includes, but is not limited to, personnel management, security
review, program progress, declassification, program management, project management, financial
management, property management, Freedom of Information Act (FOIA) records and information
management, organizational structure, work measurements, special task force/committee work (other
than FACA), and other functions.

SERIES APPLIES TO THE FOLLOWING ORGANIZATIONS: File Numbers within the 200 Series reflect
the mission of the Immediate Office of the Secretary of Defense and the Principal Staff Assistants within
the OSD (e.g., Deputy Secretary of Defense, USDs, ASDs, and Agency Directors, etc.), the Office of the
Chief Management Officer (CMO), Director, Cost Assessment and Program Evaluation (CAPE), Director,
Operational Test and Evaluation (DOTE), Defense Advanced Research and Projects Agency (DARPA),
Defense Human Resources Activity (DHRA), Defense Legal Services Agency (DLSA), Defense Media Activity
(DMA), Defense Security Cooperation Agency (DSCA), Defense Technology Security Administration
(DTSA), Department of Defense Education Activity (DoDEA), DoD Office of General Counsel (DoD OGC),
the Office of Economic Adjustment (OEA), the Office of Military Commissions (OMC), Pentagon Force
Protection Agency (PFPA), White House Mililtary Office (WHMO), and the Washington Headquarters
Services. However, other components may use file numbers that are applicable. NOTE: If a component
has a permanent File Number in another Series of this Schedule that applies specifically to that
component, they may not substitute a 200 file number for it.

RECORDS CATEGORY: 201

CATEGORY TITLE: Organization Planning Files and Management Control Records

CATEGORY DESCRIPTION: Records relate to the establishment of DoD activities, components, or other
major organizations and their functional relationships. Includes enterprise-wide organizational charts,
management surveys implementing the systematic formal review of organizational structure or
operational procedures, delegations of authority records, and status change files.

FILE NUMBER: 201-01.1

FILE TITLE: Organization Planning Files

FILE DESCRIPTION: 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. Transfer to NARA 20 years after cutoff.

AUTHORITY: NC1-330-77-004, item 201-01

PRIVACY ACT: Not applicable

FORMER FILE NUMBER(s): 201-01
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FILE NUMBER: 201-01.2

FILE TITLE: Office Organization Files

FILE DESCRIPTION: 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: Temporary. Cut off and destroy when superseded, obsolete, or no longer needed for
reference.

AUTHORITY: NC1-330-77-004, item 101-04

PRIVACY ACT: Not applicable

FORMER FILE NUMBER: 101-04

FILE NUMBER: 201-02

FILE TITLE: Organizational Structure

FILE DESCRIPTION: Documents, charts, publications, and backup on the OSD organizational structure.
DISPOSITION: Permanent. Cut off upon supersession. Transfer to NARA 30 years after cutoff.
AUTHORITY: NC1-330-77-004, item 201-02

PRIVACY ACT: Not applicable

FILE NUMBER: 201-03

FILE TITLE: Organization Activation and Status Change Files

FILE DESCRIPTION: Documents on constituting, reconstituting, organizing, converting, consolidating,
assigning, locating, and affiliating offices or Agencies of the OSD. Included are requests for publications,
implementing instructions, copies of affiliation agreements, coordination actions, and similar or related
documents.

DISPOSITION: Permanent. Cut off annually or on discontinuance or related offices as applicable. Transfer
to NARA 20 years after cutoff.

AUTHORITY: NC1-330-77-004, item 201-03

PRIVACY ACT: Not applicable

FORMER FILE NUMBER(s): 201-03, 201-17

FILE NUMBER: 201-04

FILE TITLE: Management Practices

FILE DESCRIPTION: 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. Transfer to NARA 20 years after cutoff.

AUTHORITY: NC1-330-77-004, item 201-04

PRIVACY ACT: Not applicable

FILE NUMBER: 201-05.1
FILE TITLE: Management Survey Case Files — Comprehensive Surveys
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FILE DESCRIPTION: Documents on enterprise-wide 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 that are comprehensive in nature. Individual studies and surveys involving a
comprehensive review of organization and all operating procedures. 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: Permanent. Cut off upon completion and transfer to NARA 20 years after cutoff.
AUTHORITY: NC1-330-77-004, item 201-05a

PRIVACY ACT: Not applicable

FORMER FILE NUMBER: 201-05a

FILE NUMBER: 201-05.2

FILE TITLE: Management Survey Case Files — Non-Comprehensive Surveys

FILE DESCRIPTION: Documents on the systematic formal review of organizational structure or operational
procedures of a component and accumulated in the office conducting the survey or the office sponsoring
a contract for survey services that are non-comprehensive in nature. Individual studies and surveys 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: Temporary. Cut off on completion of project. Destroy 20 years after cutoff.
AUTHORITY: NC1-330-77-004, item 201-05b

PRIVACY ACT: Not applicable

FORMER FILE NUMBER: 201-05b

FILE NUMBER: 201-05.3

FILE TITLE: Management Survey Case Files — Office Surveyed Copy

FILE DESCRIPTION: 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 that are retained by the office being surveyed. 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: Temporary. Cut off and destroy on completion of next comparable survey, or when no
longer required for reference.

AUTHORITY: NC1-330-77-004, 101-02

PRIVACY ACT: Not applicable

FORMER FILE NUMBER(s): 101-02, 201-05c

FILE NUMBER: 201-06 — RESCINDED
FILE NUMBER: 201-07.1

FILE TITLE: Internal Administrative Accountability and Operational Management Control Program
Records
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FILE DESCRIPTION: Internal evaluations of accounting and administrative controls, mandated or governed
by OMB Circulars A-123, A-130, and A-76; Government Accountability Office’s Standards for Internal
Control in the Federal Government (the “Green Book”); and similar requirements or directives Includes:
e Copies of internal and external directives outlining management control policy
e Management control plans and records of the planning process
e Records of management reviews
e Comprehensive plans documenting agency efforts to comply with OMB Circular A-123 and similar
requirements
e Risk analyses and risk profiles
e Internal controls over reports
e Feeder reports and compliance statements from OSD components contributing to consolidated
reports OSD submits to the President/OMB or Congress, excluding the final agency reports
submitted to the President/OMB or Congress, which are covered under File Number 201-07.3)
e Records tracking assignments, tasks, and responsibilities
e Administrative correspondence
DISPOSITION: Temporary. Cut off on submission or when superseded, as appropriate. Destroy 4 years
after cut off.
AUTHORITY: GRS 5.7, item 010 (DAA-GRS-2017-0008-0001)
PRIVACY ACT: Not applicable
FORMER FILE NUMBER(s): 201-07.1, 201-07.2a

FILE NUMBER: 201-07.2a — Consolidated into 201-07.1
FILE NUMBER: 201-07.2b — Consolidated into 201-07.2

FILE NUMBER: 201-07.2

FILE TITLE: Internal Control Review, Response, and Mitigation Records

FILE DESCRIPTION: Copies of reports and audits identifying internal administrative program weaknesses,
mitigation actions plans, corrective actions, tracking records, correspondence, and other records held by
the office responsible for coordinating Internal Management Control (IMC) Program functions in the OSD.
DISPOSITION: Temporary. Cut off after no further corrective action is needed. Destroy 5 years after
cutoff.

AUTHORITY: GRS 5.7, item 020 (DAA-GRS-2017-0008-0002)

PRIVACY ACT: Not applicable

FORMER FILE NUMBER: 201-07.2c

FILE NUMBER: 201-07.3

FILE TITLE: Management Improvement Files - Internal Management Control Program: Annual Statements
of Assurance

FILE DESCRIPTION: 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 on the administration and control of the Internal Management Control (IMC) Program
in the OSD.

DISPOSITION: Permanent. Cut off when final corrective action taken; transfer to NARA 20 years after
cutoff.
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AUTHORITY: NC1-330-86-003, item 2
PRIVACY ACT: Not applicable
FORMER FILE NUMBER: 201-07.2d

FILE NUMBER: 201-08

FILE TITLE: Management Improvement Project Background Files

FILE DESCRIPTION: 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: Temporary. Cut off after completion of related project or on discontinuance, whichever is
first. Destroy 3 years after cutoff.

AUTHORITY: NC1-330-77-004, item 201-08

PRIVACY ACT: Not applicable

FILE NUMBER: 201-09

FILE TITLE: Work Simplification Proposal Files

FILE DESCRIPTION: 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: Temporary. Cut off when final action has been taken on proposal. Destroy 25 years after
cut off.

AUTHORITY: NC1-330-77-004, item 201-09

PRIVACY ACT: Not applicable

FILE NUMBER: 201-10 — Consolidated into 103-06.6
FILE NUMBER: 201-11a — Consolidated into 103-06.6
FILE NUMBER: 201-11b — Consolidated into 103-06.6

FILE NUMBER: 201-12

FILE TITLE: Federal / State Relations Files

FILE DESCRIPTION: Documents pertaining to Federal / State agreements, legal relationships, cooperation
emergency support, and real estate.

DISPOSITION: Permanent. Cut off when canceled or superseded. Transfer to NARA 20 years after cutoff.
Backup material may be destroyed when canceled or superseded.

AUTHORITY: NC1-330-77-004, item 201-12

PRIVACY ACT: Not applicable

FILE NUMBER: 201-13

FILE TITLE: Emergency Planning Files

FILE DESCRIPTION: Documents that describe high-level Agency-wide Continuity of Government (COG)
records, including evacuation, relocation, vital records program, and continuity of operation, personnel
assignments and related procedures. NOTE: Use File Number 201-22 for all other files concerning
Continuity of Operations.

DISPOSITION: Permanent. Cut off upon cancellation or when superseded. Transfer to NARA 20 years
after cutoff.
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AUTHORITY: NC1-330-77-004, item 201-13
PRIVACY ACT: Not applicable

FILE NUMBER: 201-14

FILE TITLE: Staffing Surveys and Studies Files

FILE DESCRIPTION: 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. Includes Department of Defense Education Activity Staff Authorization and
Voucher System (DSAVS) Master File, a manpower/Full-Time Equivalent (FTE) issuance database, used to
project future staffing requirements. DSAVS tracks locations and positions; calculates the number of FTEs;
and shows projected school, District and Area level staffing by location, job title, and number of required
FTEs.

DISPOSITION: Temporary. Cut off annually. Destroy 5 years after cutoff.

AUTHORITY: NC1-330-77-004, item 201-15

PRIVACY ACT: Not applicable

FILE NUMBER: 201-15 — Moved to 103-02.3

FILE NUMBER: 201-16 — Consolidated into 204-01

FILE NUMBER: 201-17 — Consolidated into 201-03

FILE NUMBER: 201-18 — Consolidated into 102-18.1 (Routine) or 102-18.2 (Substantial)
FILE NUMBER: 201-19 — Consolidated into 212-01 (Senior officials) or 101-16 (all others)

FILE NUMBER: 201-20

FILE TITLE: Hotline Investigative Files — Routine

FILE DESCRIPTION: Investigative materials, including correspondence, memoranda of telephone
conversations/witness interviews, research, and all other materials relating to investigations that have
been referred by the Department of Defense. Such investigations pertain to fraud, waste, and review
complaints relating to the Washington Headquarters Services (WHS), Raven Rock Mountain Complex, or
the Office of the Secretary of Defense (OSD) and its components.

DISPOSITION: Temporary. Cut off upon closure of case or when the Department of Defense Inspector
General (DoD IG) accepts final Report of Findings. Destroy 2 years after cutoff.

AUTHORITY: N1-330-10-005, item 1

PRIVACY ACT: OIG 16

FILE NUMBER: 201-21

FILE TITLE: Hotline Investigative Files — Significant Cases

FILE DESCRIPTION: Investigative materials, including correspondence, memoranda of telephone
conversations/witness interviews, research, and all other materials relating to investigations that have
been referred by the Department of Defense to another Federal Agency for investigation/contribution to
case or are deemed significant by the Director, Administration & Management (DA&M). Such
investigations pertain to fraud, waste, and review complaints relating to the Washington Headquarters
Services (WHS), Raven Rock Mountain Complex, or the Office of the Secretary of Defense (OSD) and its
components.

DISPOSITION: Temporary. Cut off upon closure of case and destroy 10 years after cutoff.
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AUTHORITY: N1-330-10-005, item 2
PRIVACY ACT: OIG 16

FILE NUMBER: 201-22
FILE TITLE: Continuity Planning and Related Emergency Planning Files
FILE DESCRIPTION: Records may include:
e Records on continuity and emergency planning administrative and operational activities:
0 Briefing materials and presentations
Status reports
Informational papers
Files documenting policy or plan development, including policy studies
Procedures, operational manuals, and related development records
Implementation guidance
Related correspondence
Memorandum (s) of Understanding
0 Delegations of Authority/Orders of Succession
e Continuity plans or directives and supporting documentation, including but not limited to:
0 Continuity of Operations (COOP) plans
Devolution Plans
Occupant Emergency Plans (OEP)
Emergency Action Plans (EAP)
Facility Emergency Action Plans (FEAPS)
Records Emergency Plans (REMT)
Disaster Recovery Plans (DRP)
0 Pandemic Influenza Plans
e Records on continuity or emergency tests or exercises, such as:

O O0OO0OO0OO0OO0OOo

O O O0OO0OO0Oo

0 Instructions to members participating in tests
0 Staffing assignments
0 Records of tests of communications and facilities
e Evaluative reports on continuity or emergency tests or exercises, such as:
O Result reports
Readiness reports
Risk and vulnerability assessments
Site evaluations and inspections
Corrective action plans
After action reports/improvement plans
NOTE 1: Use file number 201-13 for Continuity or emergency plans that are acted upon in the event of a
national emergency or may be of permanent value.
NOTE 2: Use 202-48.2 for records on employee training for COOP and file number 202-14.2 for vital
records.
DISPOSITION: Temporary. Cut off when superseded or obsolete. Destroy 3 years after cutoff.
AUTHORITY: GRS 5.3, item 010 (DAA-GRS-2016-0004-0001)
PRIVACY ACT: Not applicable

O O 00O

FILE NUMBER: 201-23
FILE TITLE: Employee Emergency Contact Information
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FILE DESCRIPTION: Records used to account for and maintain communication with personnel during
emergencies, office dismissal, and closure situations. Records include name and emergency contact
information such as phone numbers or addresses. Records may also include other information on
employees such as responsibilities assigned to the individual during an emergency situation.
DISPOSITION: Temporary. Cut off and destroy when superseded or obsolete, or upon transfer or
separation of employee.

AUTHORITY: GRS 5.3, item 020 (DAA-GRS-2016-0004-0002)

PRIVACY ACT: OPM/GOVT 1

Exclusion: This item does not include employee directories that contain information about where
employees are located in facilities and work phone numbers.

FILE NUMBER: 201-24

FILE TITLE: Interactive Customer Evaluation (ICE) System — Comment Card Submissions

FILE DESCRIPTION: Comment card submissions from the customer module of ICE, a DoD wide, web-
based tool that collects feedback on services provided by components, facilities and commercial vendors
throughout the Department of Defense (DoD) relating to customer queries, responses; query monitoring
and customer feedback records; and related trend analysis and reporting. The ICE system allows
customers to create online comment cards to rate the service provided at military installations and related
facilities around the world.

DISPOSITION: Temporary. Cut off closed comment card responses and associated comments at the end
of response period. Destroy 5 years after cutoff.

AUTHORITY: DAA-0330-2014-0010-0001

PRIVACY ACT: Not Applicable

FILE NUMBER: 201-25

FILE TITLE: Interactive Customer Evaluation (ICE) System — Manager Account Records

FILE DESCRIPTION: Information from the Manager’s Component of ICE, which comprises information
provided by the service provider (SP), including but not limited to; name of the agency/organization of
the comment card and SP, SP location, service description, POC (ICE Service Provider Manager) Name,
POC work contact information, standard comment card questions and custom designed comment card
guestions (questions that they would like their customers to answer).

DISPOSITION: Temporary. Cut off after comment period ends. Destroy 5 years after cutoff.
AUTHORITY: DAA-0330-2014-0010-0002

PRIVACY ACT: Not Applicable

FILE NUMBER: 201-26

FILE TITLE: Interactive Customer Evaluation (ICE) System — Comment Cards (Questionnaire) Records

FILE DESCRIPTION: Questionnaires developed by the service provider (SP) in the Manager’s Component
of ICE which are manually keyed in responses by customers. Includes, but is not limited to, customer
comment, customer name and contact information such as home, work and/or personnel cell phone
number and email address.

DISPOSITION: Temporary. Cut off after comment period ends. Destroy 5 years after cutoff.
AUTHORITY: DAA-0330-2014-0010-0003

PRIVACY ACT: Not Applicable
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FILE NUMBER: 201-27

FILE TITLE: Interactive Customer Evaluation (ICE) System — Survey Application

FILE DESCRIPTION: Information from the Survey Component of ICE, which is designed for collecting more
detailed customer satisfaction and quality of life information from target populations. ICE survey services
can be requested by DoD organizations that have an established presence in the ICE System.
DISPOSITION: Temporary. Cut off after each survey project (including questionnaire, responses, report,
associated comments, and raw data sets) is completed. Destroy 1 year after cutoff.

AUTHORITY: DAA-0330-2014-0010-0004

PRIVACY ACT: Not Applicable

RECORDS CATEGORY: 202

CATEGORY TITLE: Office Personnel Files

CATEGORY DESCRIPTION: The personnel files described in this records category are maintained by
operating officials and are used in administering military and civilian employees within the organizational
segments that are under their control.

FILE NUMBER: 202-01.1 - Consolidated into 202-23
FILE NUMBER: 202-01.1 — Consolidated into 202-01

FILE NUMBER: 202-01
FILE TITLE: Workforce and Succession Planning Records
FILE DESCRIPTION: Records about workforce planning and analysis, including succession planning,
developed in support of executive-level or other Agency planning initiatives, excluding records maintained
by executives responsible for policy formulation or other high-level actions. Includes:

e Planning and analysis models

e Planning data

e Briefing materials

e Studies and surveys

e Lists of functions and staff at key locations
DISPOSITION: Temporary. Cut off after issuing each new plan. Destroy 5 years after cutoff.
AUTHORITY: GRS 2.2, item 020 (DAA-GRS-2017-0001-0002)
PRIVACY ACT: Not applicable
FORMER FILE NUMBER(s): 202-01.2, 202-25.2, 1803-03.4

FILE NUMBER: 202-02

FILE TITLE: Office Personnel Register Files

FILE DESCRIPTION: 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: Temporary. Cut off monthly. Destroy 6 months after cutoff. Earlier disposal is authorized.
AUTHORITY: NC1-330-77-004, item 202-02

PRIVACY ACT: DWHS P51

FILE NUMBER: 202-03.1
FILE TITLE: Visitor Processing Records — Areas Requiring Highest Level Security Awareness
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FILE DESCRIPTION: Registers or logs recording names of outside contractors, service personnel, foreign
national and other visitors, employees admitted to areas, and reports on vehicles and passengers for areas
under maximum security (areas designated by the Interagency Security Committee as Facility Security
Level V).

DISPOSITION: Temporary. Cut off annually after final entry or after date of document, as appropriate.
Destroy 5 years after cutoff.

AUTHORITY: GRS 5.6, item 110 (DAA-GRS-2017-0006-0014)

PRIVACY ACT: DWHS P51

FORMER FILE NUMBER: 202-03a

FILE NUMBER: 202-03.2

FILE TITLE: Visitor Processing Records — All Other Facility Security Areas

FILE DESCRIPTION: Registers or logs recording names of outside contractors, service personnel, foreign
national and other visitors, employees admitted to areas, and reports on vehicles and passengers for all
other facility security areas than those under highest level security (areas designated by the Interagency
Security Committee as Facility Security Levels | through 1V) .

DISPOSITION: Temporary. Cut off annually after final entry or date of document, as appropriate.
Destroy 2 years after cutoff.

AUTHORITY: GRS 5.6, item 111 (DAA-GRS-2017-0006-0015)

PRIVACY ACT: DWHS P51

FORMER FILE NUMBER(s): 202-03b, 917-02b

FILE NUMBER: 202-04 — RESCINDED
FILE NUMBER: 202-05.1.1 — RESCINDED per GRS Transmittal 28
FILE NUMBER: 202-05.1.2.2 — RESCINDED per GRS Transmittal 28

FILE NUMBER: 202-05.1

FILE TITLE: Classification Standards

FILE DESCRIPTION: Correspondence and other records relating to developing classification standards
specific to a single Agency or all Agencies, including notice of Office of Personnel and Management (OPM)
approval or disapproval.

DISPOSITION: Temporary. Cut off when position is superseded, cancelled or disapproved by OPM (as
appropriate). Destroy 2 years after cutoff.

AUTHORITY: GRS 2.1, item 010 (DAA-GRS-2014-0002-0001)

PRIVACY ACT: Not applicable

FORMER FILE NUMBER: 202-05.1.2.1

FILE NUMBER: 202-05.2

FILE TITLE: Position Descriptions (PD)s — Record Copy

FILE DESCRIPTION: Records held at the Human Resource office relating to developing, editing, classifying,
and evaluating position descriptions, including information on title, series, grade, duties and
responsibilities.

DISPOSITION: Temporary. Cut off after position is abolished or description superseded. Destroy 2 years
after cutoff.

AUTHORITY: GRS 2.1, item 020 (DAA-GRS-2014-0002-0002)

PRIVACY ACT: Not applicable
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FORMER FILE NUMBER(s): 202-05.2.1, 202-18.1

FILE NUMBER: 202-05.3
FILE TITLE: Position Descriptions (PD)s — All other copies
FILE DESCRIPTION: All other copies of position descriptions. Includes
e (Case file at position’s program office
e Background material in Human Resources case file
e Other copies of PDs (than the record copy under 202-05.2)
DISPOSITION: Temporary. Cut off and destroy when position is abolished or description superseded.
AUTHORITY: GRS 2.1, item 022 (DAA-GRS-2014-0002-0003)
PRIVACY ACT: Not applicable
FORMER FILE NUMBER(s): 202-05.2.2, 202-18.2

FILE NUMBER: 202-05.3.1 — RESCINDED per GRS Transmittal 28
FILE NUMBER: 202-05.3.2 — RESCINDED per GRS Transmittal 28

FILE NUMBER: 202-05.4

FILE TITLE: Position Reviews and Classification Appeals

FILE DESCRIPTION: Records an agency creates and receives when reviewing a position’s classification in
response to a classification appeal to the agency Human Resources function or directly to OPM, including
records of desk audits, excluding OPM Classification certificate.

DISPOSITION: Temporary. Cut off after final decision. Destroy 3 years after cutoff.

AUTHORITY: GRS 2.1, item 030 (DAA-GRS-2014-0002-0004)

PRIVACY ACT: OPM/GOVT-9

FORMER FILE NUMBER(s): 202-05.4a, 202-18.3

FILE NUMBER: 202-05.5

FILE TITLE: Certificates of Classification

FILE DESCRIPTION: Certificates of classification issued by OPM, stating final decision on a position
classification appeal.

DISPOSITION: Temporary. Cut off after affected position is abolished or description is superseded.
Destroy 2 years after cutoff.

AUTHORITY: GRS 2.1, item 040 (DAA-GRS-2014-0002-0005)

PRIVACY ACT: Not applicable

FORMER FILE NUMBER: 202-05.4b

FILE NUMBER: 202-06

FILE TITLE: Notifications of Personnel Actions

FILE DESCRIPTION: Copies of Standard Form 50 (SF 50), “Notification of Personnel Action,” documenting
all individual personnel actions such as hiring, promotions, transfers, and separation. Includes
chronological files, fact sheets, general correspondence, and forms about pending personnel actions
maintained by agency Human Resources offices.

DISPOSITION: Temporary. Cut off and destroy when action is completed and business use ceases [such
as on receipt of notification of completion of requested personnel action].

AUTHORITY: GRS 2.2, item 050 (DAA-GRS-2017-0007-0006)
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PRIVACY ACT: OPM/GOVT-1
FORMER FILE NUMBER(s): 202-06, 202-15.3.1, 202-22.1, 202-22.3, 207-11.2

FILE NUMBER: 202-07

FILE TITLE: Office Personnel Information Files — Supervisor or Office Copies

FILE DESCRIPTION: Records on positions, authorizations, pending actions, position descriptions, training
records, individual development plans, telework agreements, award recommendations, and records on
individual employees duplicated in or not appropriate for the OPF. These records are sometimes called
supervisors’ working files, unofficial personnel files (UPFs), and employee work folders or “drop” files.
NOTE: Does not include records within the Personnel Tracking System (PTS) Master File (See File Number
202-46 for these records).

DISPOSITION: Temporary. Review annually at the end of each year and destroy superseded documents.
Cut off file when employee separation or transfer and destroy remaining documents 1 year after cutoff.
AUTHORITY: GRS 2.2, item 080 (DAA-GRS-2017-0007-0012)

PRIVACY ACT: OPM/GOVT-1

FORMER FILE NUMBER(s): 202-07, 202-46.1, 202-46.2

FILE NUMBER: 202-08.1
FILE TITLE: Job Vacancy Case Files — One-time Competitive and SES
FILE DESCRIPTION: Case files created for one-time competitive or Senior Executive Service (SES)
announcements/selections when posting and filling competitive job vacancies. Also known as case
examining, competitive examination, or merit case files. Includes:
e Request for lists of eligible candidates
e Job announcement
e Examination announcement
e Job analysis, assessment criteria, and crediting plan
e Basis for certification
e Applications, resumes, supplemental forms, other attachments
o List of eligible candidates or applicants screened, ranking or ratings assigned, and basis for
certification
o Certificates, registers or lists of eligible candidates issued to selecting officials
e Job-related test records
e Annotated certificates of eligible candidates returned by selecting officials
e Job offers
e Records of job offer being accepted or declined
e Correspondence/documentation of announcement or recruiting operation
DISPOSITION: Temporary. Cut off after selection certificate is closed or final settlement of any associated
litigation; whichever is later. Destroy 2 years after cutoff.
AUTHORITY: GRS 2.1, Item 050 (DAA-GRS-2014-0002-0006)
PRIVACY ACT: OPM/GOVT-5
FORMER FILE NUMBER(s): 202-08.1, 202-08.2.1, 202-19.1, 202-50

FILE NUMBER: 202-08.2
FILE TITLE: Job Vacancy Case Files — Standing Register Competitive Multiple Positions
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FILE DESCRIPTION: Case files created for standing register competitive files for multiple positions filled
over a period of time when posting and filling competitive job vacancies. Also known as case examining,
competitive examination, or merit case files. Includes:

e Request for lists of eligible candidates

e Job announcement

e Examination announcement

e Job analysis, assessment criteria, and crediting plan

e Basis for certification

e Applications, resumes, supplemental forms, other attachments

e List of eligible candidates or applicants screened, ranking or ratings assigned, and basis for

certification

o Certificates, registers or lists of eligible candidates issued to selecting officials

e Job-related test records

e Annotated certificates of eligible candidates returned by selecting officials

e Job offers

e Records of job offer being accepted or declined

e Correspondence/documentation of announcement or recruiting operation
DISPOSITION: Temporary. Cut off after termination of register. Destroy 2 years after cutoff.
AUTHORITY: GRS 2.1, Item 051 (DAA-GRS-2014-0002-0007)
PRIVACY ACT: OPM/GOVT-5
FORMER FILE NUMBER(s): 202-08.1, 202-08.2.1, 202-19.1, 202-50

FILE NUMBER: 202-08.2.1 — Consolidated into 202-08.1 or 202-08.2, as applicable
FILE NUMBER: 202-08.2.2.1 — Consolidated into 202-14
FILE NUMBER: 202-08.2.2.2 — Consolidated into 202-14
FILE NUMBER: 202-08.2.2.3 — Consolidated into 202-14

FILE NUMBER: 202-08.3
FILE TITLE: Excepted Service Appointment Records — Disabilities
FILE DESCRIPTION: Case file records created in filling permanent or temporary job vacancies by non-
competitive appointment under Schedules A, B, or D (as defined in 5 CFR 213.3101, 3201, 3301 and 3401)
that document appointing individuals with intellectual disabilities, severe physical disabilities, or
psychiatric disabilities as defined in 5 CFR 213.3102(u). Includes:

e Application, attachment, and supplemental forms

e Documentation of eligibility for excepted service appointment

e Proof of special qualifications

e Resume or other proof of employment, education, or relevant experience

e Proof of disability issued by a licensed medical professional

e C(Certification of job readiness

e Notice of appointment, terms, and acceptance
DISPOSITION: Temporary. Cut off after candidate enters on duty, is no longer under consideration, or
declines offer. Destroy 5 years after cutoff.
AUTHORITY: GRS 2.1, Item 110 (DAA-GRS-2014-0002-0018)
PRIVACY ACT: OPM/GOVT-5

FILE NUMBER: 202-08.3a — Consolidated into 1902-15
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FILE NUMBER: 202-08.3b — Consolidated into 1902-15
FILE NUMBER: 202-08.3c — Consolidated into 1902-15

FILE NUMBER: 202-08.4
FILE TITLE: Excepted Service Appointment Records — All Other Appointees
FILE DESCRIPTION: Case file records created in filling permanent or temporary job vacancies by non-
competitive appointment under Schedules A, B, or D (as defined in 5 CFR 213.3101, 3201, 3301 and 3401)
for all other appointees other than individuals with intellectual disabilities, severe physical disabilities, or
psychiatric disabilities as defined in 5 CFR 213.3102(u). Includes:

e Application, attachment, and supplemental forms

e Documentation of eligibility for excepted service appointment

e Proof of special qualifications

e Resume or other proof of employment, education, or relevant experience

e Proof of disability issued by a licensed medical professional

e Certification of job readiness

¢ Notice of appointment, terms, and acceptance
DISPOSITION: Temporary. Cut off after candidate enters on duty, is no longer under consideration, or
declines offer. Destroy 2 years after cutoff.
AUTHORITY: GRS 2.1, Item 111 (DAA-GRS-2014-0002-0019)
PRIVACY ACT: OPM/GOVT-5

FILE NUMBER: 202-08.5
FILE TITLE: Interview Records
FILE DESCRIPTION: Case files related to filling job vacancies, held by hiring official and interview panel
members. Includes:

e Copies of records in the job vacancy case file (see file numbers 202-08.1 and 202-08.2)

e Notes of interviews with selected and non-selected candidates

e Reference check documentation
DISPOSITION: Temporary. Cut off when case file is closed by hire or non-selection, expiration of right
to appeal a non-selection, or final settlement of any associated litigation, whichever is later. Destroy 2
years after cutoff.
AUTHORITY: GRS 2.1, item 090 (DAA-GRS-2014-0002-0008)
PRIVACY ACT: OPM/GOVT-5

FILE NUMBER: 202-09

FILE TITLE: Standards of Conduct Files

FILE DESCRIPTION: 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: Temporary. Cut off and destroy after the next periodic application or on inactivation of
the office, whichever is first.

AUTHORITY: NC1-330-77-004, item 202-09

PRIVACY ACT: Not applicable
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FILE NUMBER: 202-10.1

FILE TITLE: Classified Information Nondisclosure Agreements — Records Maintained Separately from the
Individual’s Official Personnel File (OPF)

FILE DESCRIPTION: 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 and are not 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: Temporary. Cut off annually. Destroy 50 years after cutoff. NOTE: If maintained within
the OPF, apply the disposition for the OPF.

AUTHORITY: GRS 4.2, item 121 (DAA-GRS-2015-0002-0003)

PRIVACY ACT: EEOC/GOVT-1

FILE NUMBER: 202-10.2

FILE TITLE: Security Awareness Files

FILE DESCRIPTION: 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: Temporary. Cut off and destroy after the next periodic application or on inactivation of
the office, whichever is first.

AUTHORITY: NC1-330-77-004, item 202-10

PRIVACY ACT: Not applicable

FILE NUMBER: 202-10.3
FILE TITLE: Security Administrative Records
FILE DESCRIPTION: Records about routine facility security, protective services, and personnel security
program administration. Includes:
e Status reports on cleared individuals and other reports
e Staffing level and work planning assessments, such as guard assignment records
e Standard operating procedures manuals
NOTE: See 217 for series applying to Pentagon Force Protection Agency Security Records.
DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff.
AUTHORITY: GRS 5.6, item 010 (DAA-GRS-2017-0006-0001)
PRIVACY ACT: Not applicable

FILE NUMBER: 202-11 — Consolidated into 206-09.1
FILE NUMBER: 202-12.1 — RESCINDED per GRS 28

FILE NUMBER: 202-12.2

FILE TITLE: Official Personnel Folder (OPF) / Electronic Official Personnel Folder (eOPF) - Long-Term
Records

FILE DESCRIPTION: Records of separated employees saved to the “permanent” folder in the eOPF or filed
on the right side of the OPF, (Standard Form 66 or its approved electronic equivalent documents an
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individual’s employment history), excluding OPFs for employees separated prior to December 31, 1973
which must be scheduled by OPM.

DISPOSITION: Temporary. Cut off and destroy when survivor or retirement claims are adjudicated or
when records are 129 years old, whichever is sooner. NOTE: hard copy OPF’s may still be transferred to:
National Archives and Records Administration, National Personnel Records Center (NPRC), St. Louis, MO
30 days after latest separation.

AUTHORITY: GRS 2.2, item 040 (DAA-GRS-2017-0007-0004)

PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-12.3

FILE TITLE: Short Term Records within Official Personnel File (OPF) or Electronic Official Personnel File
(eOPF)

FILE DESCRIPTION: Records of separated employees saved to the “temporary” folder of the eOPF or filed
on the left side of the hardcopy OPF , EXCLUDING the Immigration and Naturalization Service Form -9
and performance-related records. NOTE: Use File Numbers 202-12.4 for 1-9 Forms and202-12.5 — 202-
12.7 for temporary performance-related records.

DISPOSITION: Temporary. Cut off and destroy when superseded or obsolete, or upon separation or
transfer of employee, whichever is earlier.

AUTHORITY: GRS 2.2, item 041 (DAA-GRS-2017-0007-0005)

PRIVACY ACT: OPM/GOVT-1

FORMER FILE NUMBER(s): 202-12.3,202-15.2

FILE NUMBER: 202-12.4

FILE TITLE: Employment Eligibility Verification Forms

FILE DESCRIPTION: Employment Eligibility Verification form 1-9 (Immigration and Naturalization Service
Form) and any supporting documentation.

DISPOSITION: Temporary. Cut off after employee separates from service or transfers to another agency.
Destroy 3 years after cutoff.

AUTHORITY: GRS 2.2, item 060 (DAA-GRS-2017-0007-0007)

PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-12.5

FILE TITLE: Employee Performance File System Records: Unacceptable Performance Appraisals of Non-
SES Employees

FILE DESCRIPTION: Appraisals of unacceptable performance for Non-Senior Executive Service (non-SES)
employees (as defined in 5 USC 4301(2)), where a notice of proposed demotion or removal is issued but
not effected, and all related documents. Includes ratings of record, the performance plans on which
ratings are based, supporting documentation for those ratings, and any other performance-related
material required by an agency’s performance appraisal system.

DISPOSITION: Temporary. Cut off 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. Destroy 1 year
after cutoff.

AUTHORITY: GRS 2.2, item 071 (DAA-GRS-2017-0007-0009)

PRIVACY ACT: OPM/GOVT-2

FORMER FILE NUMBER: 202-12.5.1.1

FILE NUMBER: 202-12.5.1.3.1 — Consolidated into 202-12.6
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FILE NUMBER: 202-12.5.1.3.2 — Consolidated into 202-12.6
FILE NUMBER: 202-12.5.1.4 — Consolidated into 202-12.6
FILE NUMBER: 202-12.5.2.1 — Consolidated into 202-12.7
FILE NUMBER: 202-12.5.2.2 — Consolidated into 202-12.8
FILE NUMBER: 202-12.5.2.2.1 — Consolidated into 202-12.8
FILE NUMBER: 202-12.5.2.3 — Consolidated into 202-12.8

FILE NUMBER: 202-12.6

FILE TITLE: Employee Performance File System Records: Acceptable Performance for Non-SES Employees
FILE DESCRIPTION: Acceptable performance records for employees as defined in 5 U.S.C. 4301(2)),
excluding performance records superseded through an administrative, judicial, or quasi-judicial
procedure (which are covered by File Number 202-12.6). Includes ratings of record, the performance
plans on which ratings are based, and any other performance-related material required by an agency’s
performance appraisal system for Non-SES former employees (as defined in 5 USC 4301(2)).
DISPOSITION: Temporary. Cut off after appraisal is given. Destroy no later than 4 years after cutoff.
AUTHORITY: GRS 2.2, item 070 (DAA-GRS-2017-0007-0008)

PRIVACY ACT: OPM/GOVT-2

FORMER FILE NUMBER(s): 202-12.5.1.3.1, 202-12.5.1.3.2, 202-12.5.1.4

FILE NUMBER: 202-12.7

FILE TITLE: Employee Performance File System Records: Superseded Performance Records

FILE DESCRIPTION: Superseded performance records of both Senior Executive Service (SES) and Non-SES
employees (as defined in 5 USC 4301(2)), superseded through an administrative, judicial, or quasi-judicial
procedure.

DISPOSITION: Temporary. Cut off and destroy when superseded.

AUTHORITY: GRS 2.2, item 073 (DAA-GRS-2017-0007-0011)

PRIVACY ACT: OPM/GOVT-2

FORMER FILE NUMBER(s): 202-12.5.1.2,202-12.5.2.1

FILE NUMBER: 202-12.8

FILE TITLE: Employee Performance File System Records: Records of Senior Executive Service (SES)
Employees

FILE DESCRIPTION: Performance records for SES employees (as defined in 5 USC 3132a(2)). Includes
records of performance plan ratings boards, ratings of record, the performance plans on which ratings are
based, supporting documentation for those ratings, and any other performance-related material required
by an agency’s performance appraisal system.

DISPOSITION: Temporary. Cut off annually in the year in which rating was completed. Destroy 5 years
after cutoff.

AUTHORITY: GRS 2.2, item 072 (DAA-GRS-2017-0007-0010)

PRIVACY ACT: OPM/GOVT-2

FORMER FILE NUMBER(s): 202-12.5.2.2.1, 202-12.5.2.2, 202-12.5.2.3

FILE NUMBER: 202-13.1

FILE TITLE: Senior Executive Service Candidate Development Program (SESCDP) Program Files

FILE DESCRIPTION: Records documenting program scope, policies, planning, budget, and curriculum
planning for the SESCDP, an OPM-approved training program designed to develop employees with strong
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executive potential to qualify them for and authorize their initial career appointment in the Senior
Executive Service.

DISPOSITION: Temporary. Cut off and destroy when no longer needed for business use.

AUTHORITY: GRS 2.6, item 040 (DAA-GRS-2016-0014-0004)

PRIVACY ACT: Not Applicable

FILE NUMBER: 202-13.2

FILE TITLE: Senior Executive Service Candidate Development Program (SESCDP) Case Files on Participants
FILE DESCRIPTION: Records documenting training, developmental assighnments, mentor agreements and
evaluations, and SES development plans for the SESCDP, an OPM-approved training program designed to
develop employees with strong executive potential to qualify them for and authorize their initial career
appointment in the Senior Executive Service.

DISPOSITION: Temporary. Cut off and destroy upon certification by OPM’s Qualifications Review Board
(QRB) or 1 year after separation from SESCDP, whichever applies.

AUTHORITY: GRS 2.6, item 041 (DAA-GRS-2016-0014-0005)

PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-14
FILE TITLE: Job Application Packages
FILE DESCRIPTION: Application packages for competitive positions, in USAJobs or its successors, and
other systems whether electronic or analog. NOTE: Use only for copies of materials submitted to and
maintained in systems that receive job applications. Copies of these records used to fill job vacancies are
covered under job vacancy case files under File Number 202-01. Includes:
e Application
e Resume
e Supplemental forms
e Other attachments
DISPOSITION: Temporary. Cut off on date of submission. Destroy 1 year after cutoff.
AUTHORITY: GRS 2.1, item 060 (DAA-GRS-2014-002-0011)
PRIVACY ACT: OPM/GOVT-5
FORMER FILE NUMBER(s): 202-08.2.2.1, 202-08.2.2.2, 202-08.2.2.3, 202-14

FILE NUMBER: 202-15.1 — Consolidated into 202-23
FILE NUMBER: 202-15.2 — Consolidated into 202-12.3
FILE NUMBER: 202-15.3.1 - Consolidated into 202-06

FILE NUMBER: 202-15
FILETITLE: Separation Program Management Records — Reductions in Force (RIFs)
FILE DESCRIPTION: Records documenting the general work process to release career, temporary, and
political appointment employees from employment status involving records specific to an agency
separation initiative such as reduction-in-force, voluntary early retirement, voluntary separation, and
similar programs. Includes:

e Registers of separation or transfers such as SF-2807, SF-3103, or similar records

e Retention registers and related records

e Reports, correspondence, and control documents

e Exit interview compilations identifying and tracking trends
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DISPOSITION: Temporary. Cut off after date of program closure. Destroy 2 years after cutoff.
AUTHORITY: GRS 2.5, item 011 (DAA-GRS-2014-0004-0002)

PRIVACY ACT: DWHS P04

FORMER FILE NUMBER(s): 202-15.3.2,207-21

FILE NUMBER: 202-16.1 — RESCINDED per GRS Transmittal 28
FILE NUMBER: 202-16.2 — RESCINDED per GRS Transmittal 28

FILE NUMBER: 202-16
FILE TITLE: Separation Program Management Files — No Action Taken
FILE DESCRIPTION: Records documenting the general work process to release career, temporary, and
political appointment employees from employment status not specific to an Agency separation initiative.
Includes:
e Registers of separation or transfers such as SF-2807, SF-3103, or similar records
e Retention registers and related records
e Reports, correspondence, and control documents
e Exit interview compilations identifying and tracking trends
DISPOSITION: Temporary. Cut off and destroy when superseded or obsolete.
AUTHORITY: GRS 2.5, item 010 (DAA-GRS-2014-0004-0001)
PRIVACY ACT: Not applicable
FORMER FILE NUMBER(s): 202-15.3.3, 207-21

FILE NUMBER: 202-17
FILE TITLE: Volunteer Service Case Files
FILE DESCRIPTION: Records documenting service performed without compensation by people not under
a Federal appointment, excluding records documenting service for volunteers (students) who receive
Federal appointments or for whom service is creditable for leave or any other employee benefits (which
are covered under 202-13.1 or 202-13.2, as applicable).
Includes both students as defined in 5 U.S.C. 3111 and non-students. Records include:

e Volunteer agreements documenting position title, office title, duty location, days/hours on duty

e Parental approval forms
NOTE: Records are maintained by the organizations within OSD using the services of volunteers.
DISPOSITION: Temporary. Cut off when volunteer departs service. Destroy 4 years after cutoff.
AUTHORITY: GRS 2.2, item 110 (DAA-GRS-2017-0006-0016)
PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-18.1 — Consolidated into 202-05.2
FILE NUMBER: 202-18.2 — Consolidated into 202-05.3
FILE NUMBER: 202-18.3 — Consolidated into 202-05.4

FILE NUMBER: 202-18

FILE TITLE: Volunteer Service Case Files — Rejected or Withdrawn Applications

FILE DESCRIPTION: Case files on individuals whose applications to perform services without
compensation (volunteering) were rejected or withdrawn, and all related (supporting) documentation.
DISPOSITION: Temporary. Cut off upon withdrawal or rejection. Destroy 1 year after cutoff.
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AUTHORITY: GRS 2.2, item 111 (DAA-GRS-2017-0006-0017)
PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-19
FILE TITLE: Volunteer Service Program Administrative Records
FILE DESCRIPTION: Records documenting routine administration, internal procedures, and general
activities, including:
e General correspondence
e Annual reports on volunteer activities
DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff.
AUTHORITY: GRS 2.2, item 100 (DAA-GRS-2017-0006-0015)
PRIVACY ACT: Not applicable

FILE NUMBER: 202-19.1 — Consolidated into 202-08.1 or 202-08.2, as applicable
FILE NUMBER: 202-19.2 — Consolidated into 202-08.1 or 202-08.2, as applicable
FILE NUMBER: 202-20.1.1—Consolidated into 202-45

FILE NUMBER: 202-20.1.2 — Consolidated into 202-45

FILE NUMBER: 202-20.2 — Consolidated into 202-45

FILE NUMBER: 202-20.3 — Consolidated into 202-45

FILE NUMBER: 202-21 — Consolidated into 202-45

FILE NUMBER: 202-22.1 — Consolidated into 202-06

FILE NUMBER: 202-22.2

FILE TITLE: Notification of Personnel Action Files -Fiscal

FILE DESCRIPTION: Pay or fiscal copy.

DISPOSITION: Temporary. Cut off after audit of related pay records by the GAO. Destroy 2 years after
cutoff.

AUTHORITY: NC1-330-77-004, item 202-21b

PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-22.3 — Consolidated into 202-06

FILE NUMBER: 202-22.4

FILE TITLE: Notification of Personnel Action Files - DoDDS Inter-Intraregional and/or Transfer and
Reassignment File

FILE DESCRIPTION: Applications, reports, memos, correspondence on the reassignment of personnel
between and among regions through the DoDDS Interregional transfer and/or Intraregional Reassignment
Programs.

DISPOSITION: Temporary. Cut off annually. Destroy 1 year after cutoff.

AUTHORITY: NC1-330-87-001, item 3

PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-22.5
FILE TITLE: Notification of Personnel Action Files - Educator Career Program
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FILE DESCRIPTION: Applications, reports, memos, correspondence on the lateral transfer and
opportunities for promotion of DoDDS personnel afforded by the DoDDS Educator Career Program.
DISPOSITION: Temporary. Cut off annually. Destroy 1 year after cutoff.

AUTHORITY: NC1-330-87-001, item 4

PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-23
FILE TITLE: Employee Management Administrative Records
FILE DESCRIPTION: Records on the routine office program support, administration, and human resources
operations. Includes:
e Reports, including (but not limited to) annual reports to the Department of State concerning the
number of official passports issued and related matters
e Reports from subordinate units regarding statistics and other reporting matters (i.e., Statistical
reports maintained or prepared by offices other than P&S)
e General correspondence with internal Agency offices and with OPM
e General correspondence with travelers regarding official passport application procedures and
documentation requirements
e Statistics, including lists of official passport holders
DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff.
AUTHORITY: GRS 2.2, item 010 (DAA-GRS-2017-0007-0001)
PRIVACY ACT: Not applicable
FORMER FILE NUMBER(s): 202-01.1, 202-15.1, 202-23.1, 202-23.2, 202-32.1

FILE NUMBER: 202-23.2 — Consolidated into 202-23

FILE NUMBER: 202-24

FILE TITLE: Civilian Personnel Administration Standards

FILE DESCRIPTION: Documentation of policies, procedures, and standards governing civilian personnel
administration.

DISPOSITION: Permanent. Cut off annually. Transfer to NARA 25 years after cutoff.

AUTHORITY: NC1-330-77-004, item 202-24

PRIVACY ACT: Not applicable

FILE NUMBER: 202-25.1

FILE TITLE: Civilian Manpower and Personnel Records Files - Policies, Procedures, and Standards

FILE DESCRIPTION: 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. Cut off 1 year after implementation of the policy, procedures or standards.
Transfer to NARA 20 years after cutoff. NOTE: Destroy duplicate and reproduced copies when the policy,
standard, or procedure is rescinded or revised, unless part of a case file.

AUTHORITY: NC1-330-77-004, item 202-25a

PRIVACY ACT: Not applicable

SERIES 200

43



OSD Records Disposition Schedules

FILE NUMBER: 202-25.2 — Consolidated into 202-01

FILE NUMBER: 202-25.3

FILE TITLE: Civilian Manpower and Personnel Records Files - Records that Support Reports and Other
Statistical Data — Case Files

FILE DESCRIPTION: 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 (EEQ) program, grade distribution and the like.

DISPOSITION: Permanent. Cut off annually. Transfer to NARA 20 years after cutoff.

AUTHORITY: NC1-330-77-004, item 202-25c¢(1)

PRIVACY ACT: OPM/GOVT-1

FORMER FILE NUMBER: 202-25.3a

FILE NUMBER: 202-25.3b — RESCINDED

FILE NUMBER: 202-26.1

FILE TITLE: Department of Defense Civilian Employees Health Unit Records

FILE DESCRIPTION: 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.

NOTES:

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.

DISPOSITION: Temporary. Cut off upon separation of employee and retire to the National Personnel
Records Center at the end of each calendar year. Destroy 30 years after cutoff (See note 3 above).
AUTHORITY: NC1-330-81-007, item 1

PRIVACY ACT: OPM/GOVT-10

FILE NUMBER: 202-26.2a — RESCINDED by GRS Transmittal 29 (See note in 202-26.2)

FILE NUMBER: 202-26.2
FILE TITLE: Department of Defense Civilian Employee Occupational Individual Medical Case Files — Long-
Term Records
FILE DESCRIPTION: These records are also referred to as Employee Medical Folders (EMFs), Occupational
Safety and Health Administration (OSHA) medical records, and medical surveillance records. Includes
long-term records associated with:

¢ Personal and occupational health histories
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¢ Opinions and written evaluations generated in the course of diagnosis and employment-related
treatment/ examination by medical health care professionals and technicians
¢ Employee-specific occupational exposure records, which include employee-specific occupational
records (exposures include, but are not limited to, gases, liquids, vapors, mists, dust particles and
noise)
e Employee audiometric testing records
DISPOSITION: Temporary. Cut off upon separation of employee or when the Official Personnel File (OPF)
is destroyed, whichever is later. Destroy 30 years after cutoff. NOTE: When an employee transfers to
another Federal agency, the long-term Occupational Individual Medical Case Files must be transferred to
the gaining agency at the same time as the employee’s OPF in accordance with 5 CFR 293, Subpart E -
§293.510(a).
AUTHORITY: GRS 2.7, item 060 (DAA-GRS-2017-0010-0009)
PRIVACY ACT: OPM/GOVT-10
FORMER FILE NUMBER: 202-26.2b

FILE NUMBER: 202-26.3
FILE TITLE: Department of Defense Civilian Employee Occupational Individual Medical Case Files — Short-
Term Records
FILE DESCRIPTION: These files consist of temporary or short-term medical records as defined in the FPM
293-31. These records are also referred to as Employee Medical Folders (EMFs), Occupational Safety and
Health Administration (OSHA) medical records, and medical surveillance records. Includes short-term
records associated with:
¢ Personal and occupational health histories
¢ Opinions and written evaluations generated in the course of diagnosis and employment-related
treatment/ examination by medical health care professionals and technicians
¢ Employee-specific occupational exposure records, which include employee-specific occupational
records (exposures include, but are not limited to, gases, liquids, vapors, mists, dust particles and
noise)
e Employee audiometric testing records
DISPOSITION: Temporary. Cut off at separation or transfer of the employee. Destroy 1 year after cutoff.
AUTHORITY: GRS 2.7, item 061 (DAA-GRS-2017-0010-0010)
PRIVACY ACT: OPM/GOVT-10
FORMER FILE NUMBER: 202-26.2c

FILE NUMBER: 202-26.4

FILE TITLE: Department of Defense Civilian Employee Occupational Individual Medical Case Files — Created
Prior to Employee Medical File System

FILE DESCRIPTION: These files consist of Individual Employee Health Case Files created before
establishment of the EMF system that have been retired to an FRC.

DISPOSITION: Temporary. Cut off upon retirement to a FRC. Destroy 60 years after cutoff.
AUTHORITY: GRS 2.7, item 062 (DAA-GRS-2017-0010-0011)

PRIVACY ACT: OPM/GOVT-10

FORMER FILE NUMBER: 202-26.2d

FILE NUMBER: 202-27
FILE TITLE: Military Personnel
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FILE DESCRIPTION: Official Military Personnel Records created as the result of detail or assignment to the
0OSD 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.

AUTHORITY: NC1-330-77-004, item 202-26

PRIVACY ACT: DWHS P51

FILE NUMBER: 202-28.1

FILE TITLE: Military Manpower and Personnel Records — Policies, Procedures and Standards

FILE DESCRIPTION: 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 when discontinued. Transfer to NARA 20 years after cutoff.
AUTHORITY: NC1-330-77-004, item 202-27a

PRIVACY ACT: Not applicable

FILE NUMBER: 202-28.2

FILE TITLE: Military Manpower and Personnel Records Files - Authorizations

FILE DESCRIPTION: OSD manpower authorizations, justification folders for new positions or deletions;
control over grade requirements. NOTE: These are not individual personnel files.

DISPOSITION: Temporary. Cut off when superseded or obsolete. Destroy 40 years after cutoff.
AUTHORITY: NC1-330-77-004, item 202-27b

PRIVACY ACT: Not Applicable

FILE NUMBER: 202-28.3

FILE TITLE: Military Manpower and Personnel Records Files — Identification Badge
FILE DESCRIPTION: Policy matters on the OSD Identification Badge.

DISPOSITION: Temporary. Cut off when superseded. Destroy 3 years after cutoff.
AUTHORITY: NC1-330-77-004, item 202-27c

PRIVACY ACT: Not applicable

FILE NUMBER: 202-28.4

FILE TITLE: Military Manpower and Personnel Records Files — Internal Management and Operational
Control

FILE DESCRIPTION: 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: Temporary. Cut off annually. Destroy 25 years after cutoff.

AUTHORITY: NC1-330-77-004, item 202-27d(1)
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PRIVACY ACT: Not applicable
FILE NUMBER: 202-28.4b — RESCINDED

FILE NUMBER: 202-28.5

FILE TITLE: Military Manpower and Personnel Records Files — Records that Support Reports and Other
Statistical Data

FILE DESCRIPTION: Records that support reports and other statistical data required by law or regulation.
DISPOSITION: Permanent. Cut off annually. Transfer to NARA 20 years after cutoff.

AUTHORITY: NC1-330-77-004, item 202-27¢(1)

PRIVACY ACT: Not applicable

FILE NUMBER: 202-28.5b — RESCINDED

FILE NUMBER: 202-29

FILE TITLE: Individual Accounting Files

FILE DESCRIPTION: Records that relate to accounting for individuals.

DISPOSITION: Temporary. Cut off and destroy individual leave authorization when adjustments are
made.

AUTHORITY: NC1-330-77-004, item 202-28

PRIVACY ACT: Not applicable

FILE NUMBER: 202-30

FILE TITLE: Military Leave Files

FILE DESCRIPTION: 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.

AUTHORITY: NC1-330-77-004, item 202-29

PRIVACY ACT: Not applicable

FILE NUMBER: 202-31

FILE TITLE: Individual Actions Files

FILE DESCRIPTION: 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: Temporary. Cut off when individual is released from OSD duty. Destroy 6 months after
cutoff.

AUTHORITY: NC1-330-77-004, item 202-30

PRIVACY ACT: TBD

FILE NUMBER: 202-32.1 — Consolidated into 202-23

FILE NUMBER: 202-32
FILE TITLE: Statistical Reports File — Records Supporting Reports

SERIES 200

47



OSD Records Disposition Schedules

FILE DESCRIPTION: 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. Cut off annually. Transfer to NARA 20 years after cutoff.

AUTHORITY: NC1-330-77-004, item 202-32b

PRIVACY ACT: Not applicable

FORMER FILE NUMBER: 202-32.2

FILE NUMBER: 202-33.1

FILE TITLE: Policy and Procedure Records Files - Military Personnel Statistical Summaries and Reports
FILE DESCRIPTION: 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. Cut off when course is revised or
discontinued. Transfer to NARA 20 years after cutoff.

AUTHORITY: NC1-330-77-004, item 202-33a(1)

PRIVACY ACT: Not applicable

FILE NUMBER: 202-33.1b — RESCINDED

FILE NUMBER: 202-33.2

FILE TITLE: Policy and Procedure Records Files - Military Personnel Policies, Procedures, and Standards
FILE DESCRIPTION: 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. Cut off when discontinued Transfer to NARA 20 years after cutoff.
AUTHORITY: NC1-330-77-004, item 202-33b(1)

PRIVACY ACT: Not applicable

FORMER FILE NUMBER: 202-33.2a

FILE NUMBER: 202-33.2b — RESCINDED

FILE NUMBER: 202-34

FILE SERIES: Internal Management Files

FILE DESCRIPTION: Correspondence on internal management and operations affecting military personnel
administration.

DISPOSITION: Temporary. Cut off annually. Destroy material 5 years after cutoff.

AUTHORITY: NC1-330-77-004, item 202-31

PRIVACY ACT: Not applicable

FILE NUMBER: 202-35
FILE TITLE: Military Awards
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FILE DESCRIPTION: Awards approved by the Secretary of Defense for presentations such as the Defense
Distinguished Service Medal, Defense Superior Service Medal, Joint Service Commendation Medal, the
OSD Identification Badge, and comparable awards.

DISPOSITION: Temporary. Cut off upon approval. Destroy 15 years after cutoff. See File Number 202-
27 for disposition of copies of awards to individual Military Services.

AUTHORITY: NC1-330-77-017, item 1

PRIVACY ACT: DWHS P51

FORMER FILE NUMBER(s): 202-35, 202-45.1.4

FILE NUMBER: 202-36

FILE TITLE: Military Acceptance Files

FILE DESCRIPTION: 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.

DISPOSITION: Permanent. Cut off upon close of case. Transfer to NARA 20 years after cutoff.
AUTHORITY: NC1-330-77-004, item 202-34a

PRIVACY ACT: Not applicable

FORMER FILE NUMBER: 202-36a

FILE NUMBER: 202-36b — RESCINDED

FILE NUMBER: 202-37.1
FILE TITLE: Labor Management Relations Agreement Negotiation Records — Offices Responsible for the
Negotiation
FILE DESCRIPTION: Records related to negotiations with labor unions maintained by the office(s)
responsible for the negotiation. Includes:

o Negotiation agreements

e Requests to bargain

e Bargaining session records/notes

e Correspondence

e Memoranda

e Reports

e Forms

e Other records relating to the negotiated agreements and general relationship between

management, employee unions and other groups

DISPOSITION: Temporary. Cut off upon the expiration of the agreement. Destroy 5 years after cutoff.
AUTHORITY: GRS 2.3, Item 050 (DAA-GRS-2015-0007-0014)
PRIVACY ACT: DoDEA — Use DoDEA 21; All Others — Use DWHS P37
FORMER FILE NUMBER(s): 202-37.1.1, 1802-02.2a

FILE NUMBER: 202-37.2

FILE TITLE: Labor Management Relations Agreement Negotiating Records — All Other Offices (other than
the Office(s) Negotiating Agreement)
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FILE DESCRIPTION: Records related to negotiations with labor unions managed by all other offices except
the office(s) negotiating the agreement. Includes:
e Negotiation agreements
e Requests to bargain
e Bargaining session records/notes
e Correspondence
e Memoranda
e Reports
e Forms
e Other records relating to the negotiated agreements and general relationship between
management, employee unions and other groups
DISPOSITION: Temporary. Cut off and destroy when no longer needed for business use.
AUTHORITY: GRS 2.3, item 051 (DAA-GRS-2015-0007-0015)
PRIVACY ACT: DoDEA — Use DoDEA 21; All Others — Use DWHS P37
FORMER FILE NUMBER(s): 202-37.1.2, 1802-02.2b

FILE NUMBER: 202-38

FILE TITLE: Labor Management Relations Arbitration Records

FILE DESCRIPTION: Correspondence, forms, and related records relating to labor arbitration cases.
DISPOSITION: Temporary. Cut off upon resolution of case. Destroy 5 years after cutoff.

AUTHORITY: GRS 2.3, item 052 (DAA-GRS-2015-0007-0016)

PRIVACY ACT: DoDEA — Use DoDEA 21; All Others — Use DWHS P37

FILE NUMBER: 202-39

FILE TITLE: Security Policies Application

FILE DESCRIPTION: Documents concerning general information applicable to personnel security. Security
of classified matter in the personnel office and related material.

DISPOSITION: Temporary. Cut off and destroy when no longer current.

AUTHORITY: NC1-330-77-004, item 202-36

PRIVACY ACT: Not applicable

FILE NUMBER: 202-40.1
FILE TITLE: Personnel Security and Access Clearance Records — Individuals Issued Clearances
FILE DESCRIPTION: Records about security clearances, and other clearances for access to Government
facilities or to sensitive data, created to support initial favorable eligibility determinations, periodic
reinvestigations, or to implement a continuous evaluation program that pertain to individuals who have
been issued clearances (See 202-40.4 for records pertaining to individuals NOT issued clearances).
Includes:

e Questionnaires

e Summaries of reports prepared by the investigating agency

e Documentation of agency adjudication process and final determination.
DISPOSITION: Temporary. Cut off and destroy 5 years after employee or contractor relationship ends.
AUTHORITY: GRS 5.6, item 181 (DAA-GRS-0006-0025)
PRIVACY ACT: OPM/GOVT-1
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FORMER FILE NUMBER(s): 202-40.1, 202-40.3

FILE NUMBER: 202-40.2

FILE TITLE: Personnel Security Clearance Files — Report Summaries

FILE DESCRIPTION: Investigative reports and related documents furnished to agencies by investigative
organizations for use in making security/suitability determinations.

DISPOSITION: Temporary. Cut off upon date of clearance determination. Destroy 5 years after cutoff.
AUTHORITY: GRS 5.6, item 170 (DAA-GRS-2017-0006-0022)

PRIVACY ACT: DUSDI 02-DoD

FORMER FILE NUMBER(s): 202-40.2, 202-40.3

FILE NUMBER: 202-40.3 — Consolidated into 202-40.1 and 202-40.2, as applicable

FILE NUMBER: 202-40.4
FILE TITLE: Personnel Security and Access Clearance Records — Individuals Not Issued Clearances
FILE DESCRIPTION: Records about security clearances, and other clearances for access to Government
facilities or to sensitive data, created to support initial favorable eligibility determinations, periodic
reinvestigations, or to implement a continuous evaluation program that pertain to individuals who have
NOT been issued clearances (See 202-40.1 for records pertaining to individuals for whom clearances have
been issued). Includes:

e Questionnaires

e Summaries of reports prepared by the investigating agency

e Documentation of agency adjudication process and final determination.
DISPOSITION: Temporary. Cut off and destroy 1 year after consideration of the candidate ends.
AUTHORITY: GRS 5.6, item 180 (DAA-GRS-0006-0025)
PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-41

FILE TITLE: Special Assignments

FILE DESCRIPTION: 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: Temporary. Cut off and destroy on transfer or separation of individual concerned.
AUTHORITY: NC1-330-77-004, item 202-38

PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-42

FILE TITLE: Employment and Financial Interest Statements

FILE DESCRIPTION: Statements of employment and financial interests, and related papers
DISPOSITION: Temporary. Destroy 2 years after employee leaves a position that requires a statement,
or 2 years after the employee leaves the Agency, whichever is earlier.

AUTHORITY: NC1-330-77-004, item 202-39

PRIVACY ACT: OGE/GOVT-1
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FILE NUMBER: 202-43.1

FILE TITLE: Equal Employment Opportunity (EEO) Records Official Discrimination Complaint Case Files
FILE DESCRIPTION: Originating agency’s file containing complaints with related correspondence, reports
exhibits, withdrawal notices, copies of decisions, records of hearings and meetings, and other official
complaint case file records. Includes cases resolved within the Agency, by the Equal Employment
Opportunity Commission (EEOC), or by a U.S. Court.

DISPOSITION: Temporary. Cut off upon resolution of case. Destroy 7 years after cutoff.

AUTHORITY: GRS 2.3, item 032 (DAA-GRS-2015-0007)

PRIVACY ACT: EEOC/GOVT-1

FILE NUMBER: 202-43.2 — RESCINDED by GRS Transmittal 28

FILE NUMBER: 202-43.3

FILE TITLE: Equal Employment Opportunity (EEO) Case Files that Did not Result in an EEO Complaint

FILE DESCRIPTION: Records related to OSD EEO case file containing complaints with related
correspondence, reports exhibits, withdrawal notices, copies of decisions, records of hearings and
meetings, and other records not filed in the Official Discrimination Complaint Case File and did not result
in an official formal or informal EEO case.

DISPOSITION: Temporary. Cut off upon final resolution of case. Destroy 2 years after cutoff.
AUTHORITY: GRS 2.3, Item 033 (DAA-GRS-2015-0007-0009)

PRIVACY ACT: Not applicable

FILE NUMBER: 202-43.4

FILE TITLE: Equal Employment Opportunity (EEO) Compliance Review Records

FILE DESCRIPTION: Reviews, background papers and correspondence on contractor employment
practices.

DISPOSITION: Temporary. Cut off annually. Destroy 7 years after cutoff.

AUTHORITY: GRS 2.3, Item 34 (DAA-GRS-2015-0007-0010)

PRIVACY ACT: Not applicable

FORMER FILE NUMBER: 202-43.4.1

FILE NUMBER: 202-43.4.2 — Consolidated into 202-43.6
FILE NUMBER: 202-43.5 — RESCINDED per GRS Transmittal 28

FILE NUMBER: 202-43.6

FILE TITLE: Equal Employment Opportunity (EEO) Reports and Employment Statistics Files

FILE DESCRIPTION: Includes the Annual Report to the EEOC, the annual report to Congress on the No
FEAR Act, quarterly/monthly reports to senior leadership, and other related reports required by EEOC’s
MD 715 (such as the Analysis and Action Plans) or succeeding guidance as well as employment statistics
which support the reporting requirements to Congress, the EEOC, and other oversight entities.
DISPOSITION: Temporary. Cut off annually. Destroy 5 years after cutoff.

AUTHORITY: GRS 2.3, item 035 (DAA-GRS-2015-0007-0011)

PRIVACY ACT: Not applicable

FORMER FILE NUMBER(s): 202-43.4.2, 202-43.6
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FILE NUMBER: 202-43.7

FILE TITLE: Equal Employment Opportunity Program Records

FILE DESCRIPTION: General program-related 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 meeting records including minutes and reports.

DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff.

AUTHORITY: GRS 2.3, item 030 (DAA-GRS-2015-0007-0006)

PRIVACY ACT: Not applicable

FILE NUMBER: 202-43.8.1 — Consolidated into 202-43.6
FILE NUMBER: 202-43.8.2 — Consolidated into 202-43.6

FILE NUMBER: 202-43.9
FILE TITLE: Reasonable Accommodation Request Records — Program Files
FILE DESCRIPTION: Administrative records not linked to a Reasonable Accommodation Case File (case
files of information created and maintained while receiving, coordinating, reviewing, processing,
approving, and reporting requests for reasonable accommodation from federal employees and applicants
under the Rehabilitation Act of 1973 and Executive Order 13164). Includes:
e Instructions
e Directives
e Notices
e Timetables and guidelines for requesting, processing and approving requests, and for appealing
decisions for reasonable accommodation
e Reports provided annually to oversight agencies such as the Equal Employment Opportunity
Commission (EEOC), related records and data created, received and maintained for purposes of
tracking agency compliance with relevant Executive Order(s), as amended, and EEOC guidance
e Notification records to internal and external stakeholders, such as the EEOC, collective bargaining
representative(s) and agency EEO offices.
DISPOSITION: Temporary. Cut off when superseded. Destroy 3 years after cutoff.
AUTHORITY: GRS 2.3, item 020 (DAA-GRS-2015-0007-0004)
PRIVACY ACT: Not applicable
FORMER FILE NUMBER: 202-43.9.1

FILE NUMBER: 202-43.10
FILE TITLE: Reasonable Accommodation Request Records — Employee Case Files
FILE DESCRIPTION: Individual employee files that are created, received, and maintained by EEO
reasonable accommodation, diversity/disability programs, employee relations coordinators, supervisors,
Computer/Electronic Accommodation Program (CAP) administrators, or HR specialists containing records
of requests for reasonable accommodation and/or assistive technology devises and services through the
agency or CAP that have been requested for or by an employee. NOTE: These records are neither part of
an employee's Official Personnel File (OPF) nor part of a supervisor's unofficial personnel file.] Includes:
e Request approvals and denials
e Notice of procedures for informal dispute resolution or appeal processes, including ADR processes

e Forms
e Correspondence
e E-mails
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e Policy guidance documents
e Records of oral conversations
e Medical records
e Supporting notes and documentation
DISPOSITION: Temporary. Cut off upon employee separation from the agency or after all appeals are
concluded, whichever is later. Destroy 3 years after cutoff.
AUTHORITY: GRS 2.3, item 021 (DAA-GRS-2015-0007-0005)
PRIVACY ACT: DHRA 15-DoD
FORMER FILE NUMBER(s): 202-43.9.2

FILE NUMBER: 202-44
FILE TITLE: Workers’ Compensation (Personnel Injury Compensation) Records
FILE DESCRIPTION: Federal Employees’ Compensation Act case files on injuries Federal employees
sustain, while performing their duties that result in lost time or death whether or not a claim for
compensation was made. Includes:

e Forms, reports, correspondence, claims

e Medical and investigatory records

e Administrative determinations or court rulings

e Payment records

e Files in ESAMs pertaining to personnel injury
Exclusion 1: Copies filed in the Employee Medical Folder.
Exclusion 2: Records created and maintained by the Department of Labor’s Office of Workers’
Compensation.
DISPOSITION: Temporary. Cut off on termination of compensation or when deadline for filing a claim
has passed. Destroy 3 years after cut off.
AUTHORITY: GRS 2.4, Item 100 (DAA-GRS-2016-2015-0012)
PRIVACY ACT: DMDC 27-DoD

FILE NUMBER: 202-45

FILE TITLE: Employee Incentive Award Records

FILE DESCRIPTION: Agency awards files, including recommendations, approved nominations,
correspondence, and reports about Agency-sponsored cash and non-cash awards (such as lump-sum cash
awards, honorary awards, informal recognition awards, cost-savings awards, and time-off awards). Also
includes correspondence about awards from other Federal Agencies or non-Federal organizations and to
former employees. NOTE: Please use 202-35 for Military Awards, 212-16 for DoD Incentives Award Board
(IAB) case files, 212-17 for DoD-wide competitive/non-competitive awards, and 212-19 or 212-20 for
official case files and awards packages submitted to WHS/HRD on OSD employees nominated for Incentive
Awards and Honorary Awards issued under the authority delegated to the Heads of the OSD Components,
Defense Agencies, Field Activities and Military Departments.

DISPOSITION: Temporary. Cut off annually or upon approval or disapproval, whichever is later. Destroy
2 years after cutoff.

AUTHORITY: GRS 2.2, item 030 (DAA-GRS-2017-0007-0003)

PRIVACY ACT: Not applicable

FORMER FILE NUMBER(s): 202-20.1.1, 202-20.1.2, 202-20.2, 202-20.3, 202-21, 202-45.1.1, 202-45.1.2,
202-45.1.3
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FILE NUMBER: 202-45.1.2 — Consolidated into 202-45
FILE NUMBER: 202-45.1.3 — Consolidated into 202-45
FILE NUMBER: 202-45.1.4 — Consolidated into 202-35
FILE NUMBER: 202-46.1 — Consolidated into 202-07
FILE NUMBER: 202-46.2 — Consolidated into 202-07
FILE NUMBER: 202-46.3 — RESCINDED

FILE NUMBER: 202-46
FILE TITLE: Employee Assistance Program (EAP) Counseling Records related to Performance and Conduct
FILE DESCRIPTION: Records of individuals who have sought or been referred to counseling services
provided through the Employee Assistance Program (EAP) for performance or conduct reasons. May
include records of family members and dependents. NOTE: See file number 202-49 for records associated
with Adverse Actions and 202-51 for drug treatment program records. Records include documentation
of:
e Leave and attendance
e Performance
e Alleged inappropriate behavior or workplace violence
e Reason for referral
e Management interventions
e lllegal drug or alcohol use
0 Test results for use of illegal drugs
0 Test results for alcohol consumption on the job
0 Substance abuse assessment, treatment, aftercare, and monitoring records
DISPOSITION: Temporary. Cut off and destroy once employee has met condition(s) specified by
agreement or adverse action or performance-based action case file has been initiated.
AUTHORITY: GRS 2.7, item 090 (DAA-GRS-0330-2017-0010-0014)
PRIVACY ACT: OPM/GOVT-10

FILE NUMBER: 202-47
FILE TITLE: Employee Assistance Program (EAP) Counseling Records not related to Performance and
Conduct
FILE DESCRIPTION: Records of individuals who have sought or been referred to counseling services
provided through the Employee Assistance Program (EAP), not related to performance or conduct
reasons. May include records of family members and dependents. Records documenting the nature of:
an individual’s problem and participation in a treatment or rehabilitation program. Records may include
documentation of treatment by a private therapist or a therapist at a Federal, State, local government, or
private institution. Includes:

e Privacy Act and signed written consent forms

e Psychosocial history and assessments

e Medical records

e Correspondence with the client
Clinical and education interventions
Records of attendance at treatment, kinds of treatment, and counseling programs
Identity and contact information of treatment providers
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e Name, address, and phone number of treatment facilities

o Notes and documentation of internal EAP counselors

e Insurance data

e Intervention outcomes
DISPOSITION: Temporary. Cut off after termination of counseling for adults or after a minor reaches the
age of majority, or when the state-specific statute of limitations has expired for contract providers subject
to state requirements. Destroy 7 years after cutoff for adults and 3 years after cutoff for minors.
AUTHORITY: GRS 2.7, item 091 (DAA-GRS-0330-2017-0010-0015)
PRIVACY ACT: OPM/GOVT-10

FILE NUMBER: 202-48.1

FILE TITLE: Mission-Related Training Program Agency Course Materials

Records relating to personnel training, including record copies of speeches, lecture material, required
reading material, and other materials (such as each manual, syllabus, textbook, and other training aids)
related thereto.

DISPOSITION: Temporary. Cut off when course is revised or discontinued. Destroy 40 years after cutoff.
AUTHORITY: NC1-330-77-004, item 202-24b(1)

PRIVACY ACT: Not applicable

FILE NUMBER: 202-48.2
FILE TITLE: Non-Mission Employee Training Program Records
FILE DESCRIPTION: Records about planning, assessing, managing and evaluating an Agency’s training
program, including the ESAMS database training records, excluding Ethics training, which is covered by
File Number 202-48.3). Includes the following:

e Plans, reports and program evaluations

e Organizational and occupational needs assessments

e Employee skills assessments

e Employee training statistics

e Notices about training opportunities, schedules, or courses

e Mandatory training tracking and reporting files

e Logistics and coordination documents

e Authorization, Agreement and Certification of Training (SF

e -182) and similar records

e Registration forms,

e Employee attendance records

e Syllabi, presentations, instructor guides, handbooks, and lesson plans

e Reference and working files on course content

e Other course materials, such as presentations and videos

e Student, class, or instructor evaluations
NOTE: Financial records related to purchase of training or travel for training are covered under File
Number 206-09.1.
DISPOSITION: Temporary. Cut off annually or when superseded or obsolete (as appropriate). Destroy 3
years after cutoff.
AUTHORITY: GRS 2.6, item 010 (DAA-GRS-2016-0014-0001)
PRIVACY ACT: Not applicable
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FORMER FILE NUMBER(s): 202-48.2.1, 202-48.2.2, 202-48.4

FILE NUMBER: 202-48.1.2 — RESCINDED
FILE NUMBER: 202-48.2.1 — Consolidated into 202-48.2
FILE NUMBER: 202-48.2.2 — Consolidated into 202-48.2

FILE NUMBER: 202-48.3
FILE TITLE: Individual Employee Training Records
FILE DESCRIPTION: Records documenting training by all or most Federal Agencies, such as information
systems security and anti-harassment training, and training to develop job skills (excepting academic
transcripts, professional licenses, civil service exams, or documentation of mission-related training).
Records may include:

e Completion certificates or verification documents for mandatory training required of all Federal

employees or specific groups of employees (e.g., supervisors, contractors)

e Individual Development Plans (IDPs)

e Mentoring or coaching agreements
DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff, 1 year upon employee
separation or when superseded or obsolete, whichever comes first.
AUTHORITY: GRS 2.6, item 030 (DAA-GRS-2016-0014-0003)
PRIVACY ACT: Not applicable

FILE NUMBER: 202-48.4 — Consolidated into 204-48.2

FILE NUMBER: 202-49.1
FILE TITLE: Administrative Grievance, Disciplinary, and Adverse Action Files - Administrative Grievance
Files
FILE DESCRIPTION: Records relating to grievances raised by covered entities/individuals such as non-
bargaining Agency employees (excluding EEO complaints and negotiated grievances by bargaining-unit
employees). Includes:

e Grievance documents (copy of original grievance submission and supporting documentation/

evidence)

e Statements of witnesses

e Reports of interviews and hearings

e Examiner's findings and recommendations

e Copy of original decision

e Related correspondence and exhibits
NOTE: Per NARA AC 09.2019 (February 11, 2019 Memorandum to Federal Agency Contacts), “Furlough
and recall notices to employees, their acknowledgements of receipt, and any related documents” are
covered under this file number.
DISPOSITION: Temporary. Cut off when case is closed. Destroy no sooner than 4 years but no later than
7 years after cutoff.
AUTHORITY: GRS 2.3, item 060 (DAA-GRS-2015-0007-0017)
PRIVACY ACT: OPM/GOVT-3
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FILE NUMBER: 202-49.2
FILE TITLE: Administrative Grievance, Disciplinary, and Adverse Action Files - Adverse Action Files
FILE DESCRIPTION: Case files and records related to effected adverse actions against employees.
Includes:
e Copy of the proposed adverse action
e Supporting documents
e Statements of witnesses
e Employee's reply
e Hearing notices
e Reports
e Decisions
e  Appeals records
e Supporting documentation of letters of reprimand (excluding letters of reprimand which are filed
in the OPF)
DISPOSITION: Temporary. Cut off when case is closed. Destroy 4 years but no later than 7 years after
cutoff.
AUTHORITY: GRS 2.3, item 061 (DAA-GRS-2015-0007-0018)
PRIVACY ACT: OPM/GOVT-3
FORMER FILE NUMBER(s): 202-49.2, 202-49.2.1, 202-49.2.2

FILE NUMBER: 202-49.2.1—Consolidated into 202-49.2 or 202-49.3, as applicable
FILE NUMBER: 202-49.2.2 — Consolidated into 202-49.2 or 202-49.3, as applicable

FILE NUMBER: 202-49.3
FILE TITLE: Administrative Grievance, Disciplinary, and Adverse Action Files - Performance-Based Action
Files
FILE DESCRIPTION: Case files and records related to effected performance-based actions against
employees. Includes
e Performance appraisal
e Performance improvement plan
e Supporting documents
e Copies of proposed performance-based actions
e Employee's reply
e Decision notices
e Hearing notices
e Appeals records
DISPOSITION: Temporary. Cut off when case is closed. Destroy 4 years but no later than 7 years after
cutoff.
AUTHORITY: GRS 2.3, item 062 (DAA-GRS-2015-0007-0023)
PRIVACY ACT: OPM/GOVT-3
FORMER FILE NUMBER(s): 202-49.2,202-49.2.1, 202-49.2.2

FILE NUMBER: 202-49.4
FILE TITLE: Ethics Training Records
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FILE DESCRIPTION: Records include but are not limited to:
e Administration of new employee ethics orientations. annual, and other types of ethics training
e Agency’s annual written plans
e Notices about training requirements and course offerings
e Rosters of employees required to attend and verification of training completed
e Instructor guides, handbooks, handouts and other materials
DISPOSITION: Temporary. Cut off annually. Destroy 6 years after cutoff or when superseded or obsolete,
whichever is sooner.
AUTHORITY: GRS 2.6, item 020 (DAA-GRS-2016-0014-0002)
PRIVACY ACT: Not applicable

FILE NUMBER: 202-50 — Consolidated into 202-08.1 or 202-08.2, as applicable

FILE NUMBER: 202-51.1
FILE TITLE: Employee Drug Test Plans, Procedures, and Scheduling Records
FILE DESCRIPTION: Drug testing program records pertaining to the development of procedures (excluding
documents filed in records sets of formal issuances such as directives, procedures handbooks, etc.), such
as the determination of testing incumbents in designated positions and selection of specific
employees/applicants for testing. Includes:

e Agency copies of plans and procedures, with related drafts, correspondence, and memoranda

e Lists of selectees

o Notification letters

e Testing schedules
NOTE: Consolidated statistical and narrative reports concerning the operation of the Agency programs,
including annual reports to Congress, as required by Public Law 100-71, 503(f), are covered in File Number
214-08. 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 202-49.1, 202-49.2 or 202-
49.3, as applicable.
DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff or when superseded or obsolete.
AUTHORITY: GRS 2.7, item 100 (DAA-GRS-0330-2017-0016)
PRIVACY ACT: OPM/GOVT-10
FORMER FILE NUMBER(s): 202-51.1, 202-51.3

FILE NUMBER: 202-51.2

FILE TITLE: Employee Drug Test Acknowledgement of Notice Forms

FILE DESCRIPTION: Forms completed by employees whose positions are designated sensitive for drug
testing purposes, acknowledging that they have received notice and they may be tested.

DISPOSITION: Temporary. Cut off and destroy when employee separates from testing-designated
position.

AUTHORITY: GRS 2.7, item 110 (DAA-GRS-0330-2017-0017)

PRIVACY ACT: OPM/GOVT-10

FILE NUMBER: 202-51.3 — Consolidated into 202-51.1
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FILE NUMBER: 202-51.4

FILE TITLE: Employee Drug Testing Specimen Records

FILE DESCRIPTION: Identifying data on each specimen, recorded at each collection site in the order the
specimens were collected. Includes records used to maintain control and accountability of specimens
from the point of collection to final disposition, e.g., chain-of-custody records.

DISPOSITION: Temporary. Cut off annually or after date of last entry, whichever is later. Destroy 3 years
after cutoff.

AUTHORITY: GRS 2.7, item 120 (DAA-GRS-0330-2017-0018)

PRIVACY ACT: OPM/GOVT-10

FORMER FILE NUMBER(s): 202-51.4.1, 202-51.4.2

FILE NUMBER: 202-51.4.1 — Consolidated into 202-51.4
FILE NUMBER: 202-51.4.2 — Consolidated into 202-51.4

FILE NUMBER: 202-51.5

FILE TITLE: Employee Drug Test Results — Positive Results

FILE DESCRIPTION: Positive test results for employees consisting of records documenting individual test
results, including testing reports, notifications of employees and employing offices, and documents
relating to follow-up testing. NOTE: Drug Testing results for applicants are covered under File Numbers
202-08.1 or 202-08.2.

DISPOSITION: Temporary. Cut off and destroy when employee leaves the Agency or when 3 years old,
whichever is later.

AUTHORITY: GRS 2.7, item 130 (DAA-GRS-0330-2017-0018)

PRIVACY ACT: OPM/GOVT-10

FORMER FILE NUMBER: 202-51.5a

FILE NUMBER: 202-51.5b — Consolidated into 202-08.1 or 202-08.2

FILE NUMBER: 202-51.6

FILE TITLE: Employee Drug Test Results — Negative Results

FILE DESCRIPTION: Negative test results consisting of records documenting individual test results,
including testing reports, notifications of employees and employing offices, and documents relating to
follow-up testing.

DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff.

AUTHORITY: GRS 2.7, item 131 (DAA-GRS-0330-2017-0019)

PRIVACY ACT: OPM/GOVT-10

FORMER FILE NUMBER: 202-51.5c

FILE NUMBER: 202-52.1

FILE TITLE: Combined Federal Campaign Files

FILE DESCRIPTION: Records of the Voluntary Campaign Management Office, which 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
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Office of Personnel Management (5 CFR, Part 950, Section 950.604). CFC Campaign files consists of
documents 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: Temporary. Cut off annually. Destroy 3 years after cutoff.

AUTHORITY: N1-330-00-004, item 1

PRIVACY ACT: Not applicable

FILE NUMBER: 202-52.2

FILE TITLE: Savings Bonds Campaign Files

FILE DESCRIPTION: 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: Temporary. Cut off annually. Destroy 3 years after cutoff.

AUTHORITY: N1-330-00-004, item 2

PRIVACY ACT: Not applicable

FILE NUMBER: 202-52.3

FILE TITLE: Blood Donor Program Files

FILE DESCRIPTION: Documents on Blood Council Meetings, OSD Blood Recruiters, DoD directives, and
general correspondence files.

DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff.

AUTHORITY: N1-330-00-004, item 3

PRIVACY ACT: Not applicable

FILE NUMBER: 202-52.4 — RESCINDED

FILE NUMBER: 202-53
FILE TITLE: Alternative Dispute Resolution (ADR) Files - Program Files
FILE DESCRIPTION: Program management and routine activities of offices running ADR processes.
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 ombudsmen. 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 File Number 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.
Includes:

e Program-related correspondence (excluding case-related correspondence)

e Copies of statutes, regulations

e Meeting minutes
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e Final reports provided to senior management, oversight agencies, and related records and data
created, received and maintained for purposes of tracking agency compliance with relevant
Executive Order(s), as amended

e Copies of records of financial payments and authorizations to mediators and/or facilitators
(excluding copies maintained by financial offices)

e Evaluation records of the ADR program

e Other records relating to the Agency’s overall administration of its ADR program

DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff.
AUTHORITY: GRS 2.3, Item 010 (DAA-GRS-2015-0007-0001)

PRIVACY ACT: Not applicable

FORMER FILE NUMBER(s): 202-53.1

FILE NUMBER: 202-54
FILE TITLE: Alternative Dispute Resolution (ADR) Files - Case Files
FILE DESCRIPTION: Case file records on Alternative Dispute Resolution (ADR) proceedings, defined as 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
ombudsmen. 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 File Number 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 files include originals
and copies of records generated in response to a referral from another dispute, grievance or complaint
process (like EEO complaints or grievances). Includes:

e Agreements to use ADR

e Documentation of the settlement or discontinuance of the ADR case

e Parties’ written evaluations of the process and/or the neutral third party mediator correspondence

related to intake, process, settlement, and evaluations (excluding evaluation records of ADR
programs)

DISPOSITION: Temporary. Cut off after caseis closed. Destroy 7 years after cutoff.
AUTHORITY: GRS 2.3, item 012 (DAA-GRS-2017-0003)
PRIVACY ACT: Not applicable
FORMER FILE NUMBER(s): 202-53.2

FILE NUMBER: 202-55
FILE TITLE: Forms, Requests or Applications to Participate in Telework/Alternate Worksite Programs
FILE DESCRIPTION: Records associated with applying to participate in telework and/or alternative
worksites. Includes:
e Agreements between the agency and the employee
e Records such as questionnaires relating to the safety of the worksite
e Forms, checklists and similar records relating to the installation and use of equipment, hardware,
and software
e The use of secure, classified information or data subject to the Privacy Act, or agency’s Personally
Identifiable Information policies
DISPOSITION: Temporary. Cut off at end of employee’s participation in the program (i.e., when employee
leaves telework entirely, is rejected, denied, or barred from telework, has significant changes in telework
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or agency position such that a new agreement is signed, or when employee leaves Federal employment.
Destroy 1 year after cutoff.

AUTHORITY: GRS 2.3, item 081 (DAA-GRS-2015-0007-0022)

PRIVACY ACT: Not applicable

FILE NUMBER: 202-56
FILE TITLE: Telework/Alternate Worksite Program Files
FILE DESCRIPTION: Records generated by the designated Telework Managing Officer (TMO), agency
telework coordinators and other related staff. Includes:
e Correspondence
e Notes
Policy implementation documents
Form development files
e Planning records
e Program evaluation documentation/data
e Reports provided to senior management and oversight agencies such as OPM
e Other related records generated by the agency or by participating employees
DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff.
AUTHORITY: GRS 2.3, item 080 (DAA-GRS-2015-0007-0021)
PRIVACY ACT: Not Applicable

FILE NUMBER: 202-57

FILE TITLE: Occupational Health and Safety Training Records

FILE DESCRIPTION: Records of health and safety-related training on topics such as cardiopulmonary
resuscitation (CPR), automatic external defibrillators (AED), personal protective equipment (PPE) use, safe
sampling techniques, personal decontamination procedures, and emergency response procedures.
Includes training records stored in the WHS Enterprise Safety Management System (ESAMS).
DISPOSITION: Temporary. Cut off after training participation or when superseded, whichever is
applicable. Destroy 5 years after cutoff.

AUTHORITY: GRS 2.7, item 030 (DAA-GRS-2017-0010-0003)

PRIVACY ACT: Not Applicable

FILE NUMBER: 202-58

FILE TITLE: Defense Injury and Unemployment Compensation System (DIUCS) Master File

FILE DESCRIPTION: Web-based, Department of Defense-wide system for the processing of claims under
the Federal Employees’ Compensation Act (FECA) seeking monetary, medical and similar benefits for
injuries and death sustained by civilian employees while performing assigned duties.

DISPOSITION: Temporary. Cut off when case is closed or completed by the Department of Labor and all
related activity has ceased. Destroy 10 years after cutoff.

AUTHORITY: N1-330-10-007, item 1

PRIVACY ACT: DPR 35

FILE NUMBER: 202-59

FILETITLE: Phased Retirement Administrative Records

FILE DESCRIPTION: Records related to managing the program, including:
e Procedural guidance on program administration
e Informational/marketing/publicizing materials
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e General correspondence

e Reports to OPM

e Memoranda of understanding (MOU) and significant documentation of bargaining unit

negotiations

e Documentation of program structure and details as uniquely instituted by agency
Exclusion: This item does not cover records held at the OPM office overseeing the phased retirement
program for the entire Government.
DISPOSITION: Temporary. Cut off annually or after revision or replacement (as appropriate). Destroy 3
years after cutoff.
AUTHORITY: GRS 2.5, Item 050 (DAA-GRS-2016-0007-0001)
PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-60
FILE TITLE: Phased Retirement Individual Case Files
FILE DESCRIPTION: Case files of individual employee participation in phased retirement, such as:
e Application for immediate retirement
e Evidence of eligibility
e Reviews/recommendations by supervisor and others
e Notice of approval or disapproval
e Retirement benefit estimates
e Annuity calculations
e Phased retirement agreement
e Records documenting knowledge transfer activities
e Confidentiality agreement with mentees
e Action/project plans and logs
e Correspondence
NOTE: Agencies may choose to file these records with the employee’s retirement file, in which case the
agency should retain them according to the retention period for the retirement file, per File Number 207-
08 (GRS 2.5, item 020).
DISPOSITION: Temporary. Cut off when employee participation concludes or employee retires. Destroy
1 year after cutoff.
AUTHORITY: GRS 2.5, item 051 (DAA-GRS-2016-0007-0002)
PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-61
FILE TITLE: Anti-Harassment Program Files
FILE DESCRIPTION: Program records related to harassment outside of the EEO process based on race,
color, religion, sex (including pregnancy and gender identity), genetic information, sexual orientation,
national origin, age (40 or older), disability (mental or physical), marital status, political affiliation, status
as a parent, retaliation, or any other reason. Includes:

e Program administration

e Correspondence

e Program implementation records

e Reports and responses to oversight agencies and senior-level management
NOTE: Includes program records focusing on reducing or eliminating sexual harassment in the workplace.
DISPOSITION: Temporary. Cut off when superseded or obsolete. Destroy 3 years after cutoff.
AUTHORITY: GRS 2.3, item 040 (DAA-GRS-2015-0007-0012)
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PRIVACY ACT: N/A

FILE NUMBER: 202-62
FILE TITLE: Anti-Harassment Complaint Case Files
FILE DESCRIPTION: Official complaint case files related to harassment outside of the EEO process based
on race, color, religion, sex (including pregnancy and gender identity), genetic information, sexual
orientation, national origin, age (40 or older), disability (mental or physical), marital status, political
affiliation, status as a parent, retaliation, or any other reason. Includes:

e Correspondence

e Notes

e Relevant forms

e Supporting material

e Background information documentation documents relating to the agency investigation

e Statements of witnesses

e Documents relating to management’s determination as to whether harassment occurred

e Documentation of preventative or corrective measures taken by the agency

e Documents of interim or intermediate measures taken by the agency

e Other related records
NOTE: Anti-harassment records that relate to actions such as EEO complaints, alternative dispute
resolution processes, various grievance processes (including union grievance procedures), and reporting
to the Office of Inspector General, are excluded and should be filed under the applicable series
DISPOSITION: Temporary. Cut off annually. Destroy 7 years after cutoff.
AUTHORITY: GRS 2.3, item 041 (DAA-GRS-2015-0007-0013)
PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-63
FILETITLE: Continuous Evaluation System
FILE DESCRIPTION: Information collected on current DoD affiliated personnel in support of personnel
security programs. Includes, but is not limited to:
e Name
e Date of Birth (DoB) and Place of Birth (PoB)
e Social Security Number (SSN) and passport information
e Physical attributes, including gender, race, and ethnicity
e C(itizenship
e Contact information, including current and previous addresses
e Reference information
e Education information
e Employment information (up to 10 years, including performance information such as warnings,
misconduct, and termination information)
e Military history information
e Publicly available electronic information.
DISPOSITION: Temporary. Cut off after last personnel security adjudication is completed. Destroy 10
years after cutoff.
AUTHORITY: DAA-0330-2014-0013-0001
PRIVACY ACT: TBD
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FILE NUMBER: 202-64

FILE TITLE: The National Security Education Program (NSEP) Scholar and Fellow Support System —
Selected Applicants

FILE DESCRIPTION: Files pertaining to applicants selected under the NSEP Scholar and Fellow Support
System, an online information system used to support the National Security Education Program per US
Code 50, chapter 37 § 1906. Information collected from individuals via online application includes, but is
not limited to, title, full name, current address, City, state, and zip code.

DISPOSITION: Temporary. Cut off after the completion of each recipients service contract. Destroy 30
years after cutoff.

AUTHORITY: N1-330-13-003, item 1a

PRIVACY ACT: OPM/GOVT-1

FILE NUMBER: 202-65

FILE TITLE: The National Security Education Program (NSEP) Scholar and Fellow Support System — Non-
Selected Applicants

FILE DESCRIPTION: Files pertaining to applicants not selected under the NSEP Scholar and Fellow Support
System, an online information system used to support the National Security Education Program per US
Code 50, chapter 37 § 1906. Information collected from individuals via online application includes, but is
not limited to, title, full name, current address, City, state, and zip code.

DISPOSITION: Temporary. Cut off annually, after selection choices have been finalized. Destroy 5 years
after cutoff or upon completion of GAO audit, whichever is sooner.

AUTHORITY: N1-330-13-003, item 1b

PRIVACY ACT: OPM/GOVT-1

RECORDS CATEGORY: 203

CATEGORY TITLE: Information Management Files

CATEGORY DESCRIPTION: 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 as well as access to information (FOIA, Privacy Act, and Declassification) activities.

FILE NUMBER: 203-01
FILE TITLE: Records Management Program Records
FILE DESCRIPTION: Records related to the policies, procedures, and management of agency business
records from creation to eventual disposition. Includes records created and maintained while planning,
managing, evaluating, administering, and performing the function of agency records management.
Activities include:
e Providing oversight of entire records management program
e Transferring, destroying, and retrieving records
e Inventorying records and conducting records surveys
e Scheduling records
e Providing other records management services to customer units (such as records
storage/reference assistance, and technical assistance with files plans and other records
management questions)
e Conducting records "clean out" days
e Conducting special projects
Records include:
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e Agency records management program surveys or evaluations
e Reports of surveys or evaluations
e Reports of corrective action taken in response to agency program surveys or evaluations
e Disposal authorizations, schedules, and reports
e Records schedules, legacy records schedules (SF 115, ERA print-outs, Request for Records
Disposition Authority, and related studies, coordination actions, archival appraisals, and approvals
or disapprovals.)
e SF 135, Records Transmittal and Receipt
e OF 11, Reference Request
e Transfer Request (TR); Legal Transfer Instrument (LTI); SF 258, Agreement to Transfer Records to
NARA of the United States
DISPOSITION: Temporary. Cut off after the project, activity, or transaction is completed or superseded.
Destroy 6 years after cutoff.
AUTHORITY: GRS 4.1, Item 020 (DAA-GRS-2013-0002-0007)
PRIVACY ACT: Not Applicable
FORMER FILE NUMBER(s): 101-05b, 203-01a, 203-01b, 203-02.1, 203-04, 203-05b, 203-08, 203-09a, 203-
09b, 203-09b, 203-17

FILE NUMBER: 203-01a — Consolidated into 203-01
FILE NUMBER: 203-01b — Consolidated into 203-01
FILE NUMBER: 203-02.1 — Consolidated under 203-01

FILE NUMBER: 203-02
FILE TITLE: Access and Disclosure Request Files
FILE DESCRIPTION: Case files created in response to requests for information under the Freedom of
Information Act (FOIA), Mandatory Declassification Review (MDR) process, Privacy Act (PA), Classification
Challenge, and similar access programs, and completed by
e Granting the request in full
e Granting the request in part
e Denying the request for any reason including:
0 Inability to fulfill request because records do not exist
0 Inability to fulfill request because request inadequately describes records
0 Inability to fulfill request because search or reproduction fees are not paid
e Final adjudication on appeal to any of the above original settlements
e Final agency action in response to court remand on appeal

Includes:
e Requests (either first-party or third-party)
e Replies

e Copies of requested records

e Administrative appeals

e Related supporting documents (such as sanitizing instructions)
Exclusion: Record copies of requested records are not covered by this item. They remain covered by their
original disposal authority, and MDR case files managed by the Records and Declassification Division are
covered by 203-11.2.
NOTE: Agencies may wish to retain redacted copies of requested records for business use after the rest
of the associated request case file is destroyed.
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DISPOSITION. Temporary. Cut off and destroy 6 years after final agency action or 3 years after final
adjudication by the courts, whichever is later.

AUTHORITY: GRS 4.2, Item 020 (DAA-2013-0007-0002)

PRIVACY ACT: FOIA—-DWHS EO2; PA—DWHS EO4; MDR — DWHS EO5

FORMER FILE NUMBER(s): 203-03.2, 704-02.1a, 704-02.1b, 704-02.5, 704-03.1.1, 704-03.1.2a, 704-
03.1.2b, 704-03.1.3a, 704-03.1.3b, 704-04.1a, 704-04.1b, 704-04.3

FILE NUMBER: 203-03

FILE TITLE: Access to Information Files — Procedures, Restrictions and Conditions

FILE DESCRIPTION: 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 by the Offices responsible for formulating OSD concept. Included are case files with
requests, basic interpretations, decisions precedents, studies, and related or similar papers.
DISPOSITION: Permanent. Cut off after close of case file. Transfer to NARA 20 years after cutoff.
AUTHORITY: NC1-330-77-004, item 203-03

PRIVACY ACT: Not Applicable

FORMER FILE NUMBER: 203-03.1

FILE NUMBER: 203-03.1 — Consolidated into 203-03
FILE NUMBER: 203-03.2 — Consolidated into 203-02
FILE NUMBER: 203-04 — Consolidated into 203-01
FILE NUMBER: 203-05
FILE TITLE: Tracking and Control Records
FILE DESCRIPTION: Records used to provide access to and control of records authorized for destruction
by the GRS or a NARA - approved records schedule. Includes:

e Indexes

e Lists

e Registers

e |nventories

e logs
Exclusion 1: This schedule excludes records containing abstracts of records content or other information
that can be used as an information source apart from the related records.
Exclusion 2: This authority does not apply to tracking and control records related to records scheduled as
permanent.
DISPOSITION: Temporary. Cut off and destroy when no longer needed. NOTE: for the OSD Records
Administrator, no longer needed is defined as Keep hardcopy version of OSD offices' submissions until
converted to electronic medium, then destroy. Purge database when no longer needed for reference.
AUTHORITY: GRS 4.1, item 010 (DAA-GRS-2013-0002-0007)
PRIVACY ACT: Not Applicable
FORMER FILE NUMBER(s): 203-05a, 206-08.2.1.3, 1601-10

FILE NUMBER: 203-05a — Consolidated into 203-05
FILE NUMBER: 203-05b — Consolidated into 203-01
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FILE NUMBER: 203-06
FILE TITLE: Erroneous Release Files — Records filed with the Recordkeeping Copy of the Erroneously
Released Records
FILE DESCRIPTION: Files relating to the inadvertent release of privileged information to unauthorized
parties, containing information the disclosure of which would constitute an unwarranted invasion of
personal privacy in cases when the record-keeping copy of the released records is interfiled with records
of the erroneous release. Includes

e Requests for information,

o Copies of replies thereto

o All related supporting documents

e Official copy of records requested or copies thereof.
DISPOSITION. Temporary. Cut off after erroneous release. Follow the disposition instructions approved
for the released record copy or destroy 6 years after cutoff, whichever is later.
AUTHORITY: GRS 4.2, Item 060 (DAA-GRS-2015-0002-0001)
PRIVACY ACT: DWHS E04

FILE NUMBER: 203-07
FILE TITLE: Erroneous Release Files — Records filed Separately from the Recordkeeping Copy of the
Released Records
FILE DESCRIPTION: Files relating to the inadvertent release of privileged information to unauthorized
parties, containing information the disclosure of which would constitute an unwarranted invasion of
personal privacy that do not include the recordkeeping copy of the released records. Includes:

e Requests for Information

e Copies of Replies

o All related supporting documents
DISPOSITION. Temporary. Cut off after erroneous release. Destroy 6 years after cutoff.
AUTHORITY: GRS 4.2, Item 061 (DAA-GRS-2015-0002-0002)
PRIVACY ACT: DWHS EO4

FILE NUMBER: 203-08 — Consolidated into 203-01
FILE NUMBER: 203-09a — Consolidated into 203-01
FILE NUMBER: 203-09b — Consolidated into 203-01

FILE NUMBER: 203-09.1

FILE TITLE: DoD Components Breach Reports

FILE DESCRIPTION: Breach Reports document the unauthorized, unintentional or purposeful acquisition,
access, use, or disclosure of protected Information which compromises the security or privacy of such
information. Reports Include but are not limited to the DoD component, name of POC, and type of
Incident (equipment, email, hardcopy etc.) number of personnel affected, description of event/incident,
incident category, component risk analysis and decisions made regarding notifications affected to
individuals, other remedies, resolutions and analysis.

DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff.

AUTHORITY: DAA-0330-2013-0002-0001

PRIVACY ACT: Not Applicable
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FILE NUMBER: 203-09.2

FILE TITLE: Defense Privacy and Civil Liberties Breach Reports

FILE DESCRIPTION: Case Files consist of breach Reports submitted to the Defense Privacy and Civil
Liberties Office (DPCLO) by DoD Components. Files may include, but are not limited to, component current
and updated breach reports, documents on trend analysis, incident reporting and tracking, component
risk analysis and decisions, and information related to individual notifications, other remedies, resolutions
and analysis. The DPCLO is responsible for consolidating the breach reports for the Department of
Defense.

DISPOSITION: Temporary. Cut off annually. Destroy 7 years after cutoff.

AUTHORITY: DAA-0330-2013-0002-0002

PRIVACY ACT: Not Applicable

FILE NUMBER: 203-09.3

FILE TITLE: OSD/Joint Staff (JS) Privacy Office Privacy Breach Case Files

FILE DESCRIPTION: Case files consist of reports submitted to the OSD/JS Privacy Office, by OSD
Components, the Joint Staff, Defense Agencies and Field Activities. Files may include but are not limited
to documents on trend analysis, incident reporting and tracking Incident category, component risk
analysis and decisions.

DISPOSITION: Temporary. Cut off annually. Destroy 3 years after cutoff.

AUTHORITY: DAA-0330-2013-0002-0003

PRIVACY ACT: Not Applicable

FILE NUMBER: 203-10.1
FILE TITLE: Privacy Act Accounting of Disclosure Files
Files maintained under the provision of 5 U.S.C. 552a(c) for an accurate accounting of the date, nature,
and purpose of each disclosure of a record to any person or to another agency. Includes:
e Forms with the subject individual’s name
e Records of the requester's name and address
e Explanations of the purpose for the request
e Date of disclosure
e Proof of subject individual's consent
DISPOSITION: Temporary. Cut off annually. Dispose of in accordance with the approved disposition
instructions for the related subject individual's records, or 5 years after the disclosure that the
accountability was made, whichever is later.
AUTHORITY: GRS 4.2, Item 050 (NC1-64-77-1 item 27)
PRIVACY ACT: DWHS E04
FORMER FILE NUMBER: 704-07

FILE NUMBER: 203-10.2

FILE TITLE: Privacy Act Amendment Request Files

FILE DESCRIPTION: Files relating to an individual's request to amend a record pertaining to that individual
under 5 U.S.C. 552a(d)(2); to the individual's request for review of an Agency's refusal to amend a record
under 5 U.S.C. 552a(d)(3), and to any civil action or appeal brought by the individual against the refusing
Agency under 5 U.S.C. 552a(g) Includes:
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e Request to amend and to review refusal to amend

e Copies of Agency's replies

e Statement of disagreement

e Agency justification for refusal to amend a record

e Appeals

e Related materials
DISPOSITION: Temporary. Cut off and destroy with the records for which amendment was requested
or 4 years after close of case (final determination by Agency or final adjudication, whichever applies),
whichever is later.
AUTHORITY: GRS 4.2, Item 090 (DAA-GRS-2013-0007-0007)
PRIVACY ACT: DWHS EO4
FORMER FILE NUMBER(s): 203-10.2.1, 203-10.2.2, 203-10.2.3, 704-06.1, 704-06.2, and 704-06.3

FILE NUMBER: 203-10.2.1 — Consolidated into 203-10.2
FILE NUMBER: 203-10.2.2 — Consolidated into 203-10.2
FILE NUMBER: 203-10.2.3 — Consolidated into 203-10.2
FILE NUMBER: 203-10.3 — Consolidated into 203-19
FILE NUMBER: 203-10.4 — Consolidated into 203-20

FILE NUMBER: 203-11

FILE TITLE: Declassification Program Management/Oversight Files

FILE DESCRIPTION: Documents and correspondence pertaining to managing the OSD declassification
program. Correspondence pertaining to declassification from in and out of the Department of Defense.
Includes declassification project program project files, reports to ISOO and other material related to the
management of the program.

DISPOSITION: Temporary. Cut off annually after last entry or completion of project. Destroy 10 years
after cutoff.

AUTHORITY: NC1-330-77-004, item 203-11

PRIVACY ACT: Not applicable

FILE NUMBER: 203-12 — RESCINDED

FILE NUMBER: 203-13.1

FILE TITLE: Automatic and Systematic Declassification Review Program Records

FILE DESCRIPTION: Files relating to the review of permanent records in anticipation of automatic
declassification at 25, 50, or 75 years per Executive Order 13526, and the periodic review of records
exempted from automatic declassification. Files include program records documenting declassification
decisions.

DISPOSITI