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2. MAJOR SUBDIVISION
NOT APPLICABLE / APPLIES TO ENTIRE AGENCY

3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER | 5. TELEPHONE

303-676-6045

JOYCE LEMONS

R —

NOTIFICATION TO AGENCY

In accordance with the provisions of 44
U.5.C 3303a the disposition request,
including amendments, 1s approved except
for items that may be marked “disposition

d” thdrawn” in column 10

R—

6. AGENCY CERTIFICATION
and that the records propo.
of this agencX or will not be needed after the retention
the General

Agencies,

-

is not required; [:I is attached; or

I hereby certify that I am authorized to act for this agency in.matters pertaining to the disposition of its records
sed for disposal on the attached _108 page(s) are not now needed for the business
eriods specified; and that written concurrence from
ccounting Office, under the provisions of Title 8 ot the GAO Manual for Guidance of Federal

has been requested.

TITLE
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NO. JOB CITATION USE ONLY)

Defense Finance and Accounting Service
Recorls Disposition Regulation -
Initial Submission

Contains all schedules for disposition
of administrative records.
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STANDARD FORM.35 (REV. 3-91
Prescribed by NAR
36 CFR 1228
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HEDULE 1025, Technical Trainin

«*

Description of Covered Records: This schedule governs disposition of records pertaining to specialized training, such as
professional education obtained from various schools and vendors, training for operation of technical equipment, formal
training programs, and similar types of training.

SCHEDULE 1025 |

TECHNICAL TRAINING

R A B C D
U
L= e o e - . CUTOFF/DISPOSITION/
I -{’6 m E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
' J 2 | Traiming Planning Records used to plan a course of | Any office Cutoff: When course 18
Records nstruction including training responsible for discontinued.
standards, training plans and conducting traimng | Disposition; Destroy when
course syllabi revised, obsolete, or on
. . discontinuance of the related
N course.
Authority:
02/ J 3 | Instructional Materials | Records used to conduct a class, | Any office Cutoff: When course 18
such as lesson plans, tests, films, | responsible for discontinued.
charts, study guides, workbooks, | conducting training ] Disposition: Destroy when
handouts, and similar material revised, obsolete, or on
discontinuance of the related
course.
Authornty:
NOTE:

Some DFAS Center Training Offices operate on a fiscal year rather than a calendar year. At those Centers, the cutoff is
end of fiscal year
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SCHEDULE 1100, Manpower and Organization

Description of Covered Records: This schedule governs disposition of records pertaining to authorizing, allocating,
utilizing, and programming for military and civihan personnel. It includes management engineering and productivity

enhancement records.

SCHEDULE 1100 |

MANPOWER AND ORGANIZATION

R A B C D

U

L VU R -« = - -}t siem —ie— .-} CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

1 | Manpg Paper or electronic records Manpower office Cutoff: End of fiscal year.
Authorization File 1in detailed unit and Disposition: Destroy 1 year

position manpowe after cutoff.
SN . authorization data for.all fiscal \ Authority:
\ per1ods 1n the current manpower
N program \
2 | Approved Manpower Correspondence, forms, or Manpower office Cutoff: End of calendar year
Change Requests machine hstings which 1dentify in which change was
the changes requested and implemented.
contain justification, Disposition: Destroy 2 years
. coordination, and approval after cutoff.
statements b Authority:
3 | Disapproved Manpower | Reports documenting all aspects | Manpower office Cutoff: End of calendar year
Change Requests of the management engineering in which disapproved.
program Disposition: Destroy 2 years
after cutoff.
Authonty:

4 | Management Reports documenting all aspects | Manpower office Cutoff: End of calendar year.

Engineering Reports of the management engineering Disposition: Destroy 3 years
program after cutoff.
Authority:

5 | Productt Data and information in Manpower office Cutoff: End of calendar year
Measurement and spondence, reports, and in which superseded.
Evaluation M Disposition: Destroy 1 year

annual productivity repo after cutoff.

establish internal productivity \ Authonty: 6&—6 {
goals, or to assess internal 3 T;\"Cm
productivity \‘é\

o

WnH\ -
[)f&LLU“n



SCHEDULE 1100. CONTINUED ]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
6 | Capital Investments- | Individual requests, summary Comptroller Cutoff: End of fiscal year in
Approved records, status reports, and functional area which approved project was
general correspondence for amortized.
capital investment programs Disposition: Destroy 2 years
justified through increases in after cutoff.
productivity Authority:
7 | CapitalInvestments- | Individual requests, summary Comptroller Cutoff: End of fiscal year in
Disapproved records, status reports, and functional area which request was
general correspondence for disapproved.
capital investment programs Disposition: Destroy 2 years
Justified through increases in after cutoff.
productivity Authority:
8 | Commercial Activities | Performance work statement of | Comptroller Cutoff: When study is
Cost Records unit or function considered for functional area completed.

contracting out, deduct analysis,

cost study, and supporting
records -

Disposition: Destroy 5 years
after cutoff or upon completion
of next study.

Authority:




SCHEDULE 1300, Military Personnel Records

Description of Covered Records: This schedule pertains to records accumulated at the Center-level office charged with
administering military personnel assigned to that DFAS Center. The records are administrative or informative 1n
nature. The record copy 1s controlled by the member’s branch of military service.

SCHEDULE 1300 j
MILITARY PERSONNEL RECORDS I
R A B C D
Them |°
— i L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Admimstration of Various reports, listings, DFAS military Cutoff: Not applicable.
Military Personnel registers, and other records personnel offices Disposition: Destroy when
recetved from the military (orderly rooms) superseded, obsolete, or no
services that contain longer needed.
information necessary to Authority:
manage muhtary personnel at
the local level

NOTE:

Admunistration of Office Personnel. -

Records accumulated in the office to which the military person 1s assigned are filed under Schedule 5010, rule 4,




SCHEDULE 1400, Civilian Personnel Files

Description of Covered Records: This schedule governs disposition of records accumulated by the servicing personnel
office while managing and administering the civilian personnel program.

SCHEDULE 1400 |

CIVILIAN PERSONNEL FILES

e

R A B C D
L4
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY {:
Des S G
1 | Civilian Personnel Records created during the DFAS civilian Cutoff—When design of
Program Records development of personnel personnel offices program 18 complete.
programs and pertain to the ‘Dispesttion—Donot-destroy;-
establishment, implementation, cotaings-permanent—(See—
and administration of DFAS- netei-)>
wide programs Authonty;
3 | Supervisor ee | Records maintained by Any DFAS office Cutoff: Upon separation or
Record em| ‘s supervisor for transfer of employee.

informational and ma
purposes

\ after separation or transfer of

Disposition: Destroy 30 days

e, (See note 3.)
Authority-
uthority" (=, -

rg
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SCHEDULE 1400. CONTINUED I

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

9 | Staffing Plan Files Civihan personnel status and DFAS civilian Cutoff: End of calendar year

improvement plans personnel offices Disposition: Destroy 3 years

after cutoff
Authority-

11 | Veterans Records pertaining to DFAS civihan Cutoff. When action1s

Records entitle 5 mstrationof | personnel offices complete.

preference and preference
preserved, lost, or changed

\

Disposition: File on right side

F.
Ttﬁwg\’\
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SCHEDULE 1400. CONTINUED

l

excepted positions

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

12 m iles relating to employment DFAS civilian Cutoff: End of calendar year.
programs anmn personnel offices Disposition: Destroy 3 years

after cutoff.
Authonty: )

vV
GRS I)I—fem
=l 5
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SCHEDULE 1400. CONTINUED I

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
31 | Pérformance Forms and related records DFAScivihan Cutoff: End of calendar year.
Apprai documenting performance which | personnel offices Disposition: Destroy 4 years
Acceptable 18 acceptable or above after cutoff.
. Authority:
N Ces |, Ther 2504
32 | Performance Formsa DFAS aivilian Cutoff: End of calendar year.
Appraisals— documenting ormance which | personnel offices Disposition: Destroy 4 years
Unacceptable 18 unacceptable bui chis not after cutoff.
accompanied by demot1o Authority:
removal action
GRI, Trem 23(a( 1)
33 | Performance Forms and related records Cutoff: Completion of written
Appraisals—Proposed | documenting a rating of notice of proposed action.
Adverse Action unacceptable where demotion or Disposition: Destroy when
removal is proposed but not employee completes 1 year of
effected acceptable performance from

W -~
d AN

With -

dyawn

Wath -
Arawn)
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SCHEDULE 1400. CONTINUED I

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
Wwith-
d rawn
7
36 MW DFAS civilian Cutoff: End of calendar year. G ﬂ-56
Appraisals—SES members of the Senior % Disposition: Destroy 5 years ﬂ
Service 'aﬁereumﬂ‘\ € i d
Authority: RB ( b)

&



SCHEDULE 1400. CONTINUED *l
R A B C D
T tem |t
— Mot CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
—
40 | Adve ase hearing notices, reports and DFAS civilian /
Files (Continued) ersal of action and W
appeal records EXCL
primand which are \
/ filed in the OPF \
L —1 N _ -
41 | Promotions Records of individual promotion | DFAS civihan Cutoff: When promotion
actions including work records, | personnel offices action is complete or upon
Job analysis, qualification completion of an OPM formal
\/ standards, evaluation methods, evaluation. (See FPM chap
; ’ selection procedures, evaluation 33_5‘ subchap 1-4.)
; of candidates, and similar Digposition: Destroy 2 years
after cutoff.
records Authority:
42 | EE e Files Official discrimination DFASEEO Cutoff: Upon resolution of
complaint case files containing | complaint case.
0 complaints with related management offices | Disposition: Destroy 4 years
7) (‘;Z_/ after cutoff.
% Authority:
hearings and meetings, an GRS i I tem ;ch
similar records
43 | EEO Background Files | Files containing background DFASEEQ Cutoff: End of fiscal year.
O records not related to the official | complaint isposition: Destroy 4 years
diserimination complaint case management offices | after ¢ .
;Z 3 file Authonty:
QQS I / I‘f‘em
44 | Wage Administration Wage schedules and other pay DFAS civilian Cutoff: Not applicable;
adjustment authorization personnel offices perpetual file.
resulting from legislation or Digposition: Purge file
J other across-the-board annually and destroy
; L—{/ administrative action which individual documents when no
constitute the basis for longer needed.
personnel actions which may Authority:
require reconstruction at a later
date
43 | Applicant Supply File | Employment applications from | DFAS civihan Cutoff: Not apphicable
persons seeking appointment personnel offices Disposition: Dispose of
outside of OPM registersor as a according to FPM guidance
\/ result of local delegated hiring and OPM agreements.
7] 5 or examimng authorities, Authority:
7< rosters indexed to the
applications, authorized racial
and ethnic 1dentifications and
related data

|0

with -
dmwn
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SCHEDULE 1400. CONTINUED I

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
46 | Affirmative Action Committee minutes, program DFAS civilian Cutoff: End of fiscal year.
activities, records of commumty | personnel offices Disposition: Destroy 3 years
contacts, sexual harassment and/or EEO after cutoff or when
records, reports and supporting | complaint superseded or obsolete.
| papers regarding status of management offices | Authonty:
"employment T ) ) -
47 | Prionty Placement "Stopper hists” received and DFAS civilian Cutoff: When registrantis
Action Files records of any position in the pay | personnel offices removed from the program.
category series and grades on Disposition: Destroy 2 years
the "stopper list” during the after cutoff.
time lists are 1n force; case files Authority:
of employees affected by priority
placement action
48 | Leave Sha ords | Information submatted or DFAS civilian Cutoff: When leave transfer
resulti om a request or personnel offices effort is completed or
contribution of leave terminated.
\ Disposition: Destroy 3 years
. Wl st
Authority: i‘f‘ Erm
NOTES:
1. Offer to National Archives in 5 year blocks when the most recent records in the block are 25 years old.
2. Followinstructions in the Federal Personnel Manual.
3. [fthe transfer of the employee is internal, follow local procedures for transfer or destruction of the record.
4, Onginalisreturned to OPM.

|

with -

drawn



SCHEDULE 3000, Planning

Description of Covered Records: This schedule governs disposition of records accumulated in connection with planning
DFAS actions. It includes records accumulated in planning the development and execution of programs for the
performance of the DFAS mussion. It also includes records pertaining to planning for the wartime role of DFAS as well as
records pertaining to planning for unusual situations such as natural disasters.

SCHEDULE 3000
PLANNING
A D
e R B C
U
_Ltem
L o CUTOFF/DISPOSITION/
E RECORD SERIES |. DESC_R{PTIQN LOCATION | AUTHORITY
1 | Programming—HQ Documents relating to DFAS- HQ DFAS planning Cutoff: End of calendar year.
Level wide program planmng, review | offices or program Disposition: Do not destroy;
and analysis to include program | management offices | retain as permanent. (See
oYz guidance documents, operations note 1.)
ﬁ / plans and programs, policies and Authority:

related background matenal,
documents created to revise or
adjust existing programs, and

similar documents
2 | Programming—Center | Documents relating to Center DFAS Center Eutoff:-End-of calendaryear,
Level level program planning, review | planning offices or Bisposttion:— L
—~ . . and analysis to include program | program e
guidance documents, operations | management offices |-Aratirorstys W G
3 O plans and programs, policies and 72;’.%/ i|
related background material, ’
documents created to revise or ﬂ%l}{/ .
adjust existing programs, and
similar documents

3 | Program Review—HQ | Documents created at HQ level | HQ DFAS planning Guteff+End-ofcalendaryear,

Level 1n the process of review of offices or program Dispesition:-Donot-destroy-
progress 1n program management offices | fetamn-aspermanent—
accomplishment, including Authority—
progress reports, cost and Yisme 49 M/
performance reports, statements

5 ’ of analysis, summaries, directed I M v

actions, and other documents
which reflect actual
performance, progress,
accomplishments, deficiencies,
and problems in relation to
program goals

| L
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SCHEDULE 3000. CONTINUED I
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
4 | Program Review— Documents created at Center DFAS Center Cutofl: End of calendar year.
Center Level level in the process of review of | planning offices or Disposition: Destroy-to-years
progress 1n program program aftercutoffs
accomplishment, including management offices | Authority* S«mﬁ as
3
progress reports, cost and é
wl|le =
RS performance reports, statements | _ R 2 /
of analysis, sammaries, directed | T el
actions, and other documents
which reflect actual
performance, progress
accomplishments, deficitencies,
and problems in relation to
program goals — _ _
5 | DFASCouncu Documents relating to the HQ DFAS planning Cutoff: End of calendar year.
Actions— establishment, functions, offices or program Disposition: Do not destroy;
HQ Level agenda, minutes, management offices | retain as permanent.
recommendations, and other Authonty: Sece
official actions of formal, HQ ﬂ (/lm ﬂ
. level DFAS councils, including .
significant background and ’\) «'f&/ /
supporting documents A
accumulated and/or created by
the council in fulfilling 1ts
mission relative to program
review and analysis
6 { DFASCouncil Documents relating to the DFAS Center Cutoff: End of calendar year.
Actions—Center Level | establishment, functions, planning offices or Disposition: Pestsoy-l0-years.
agenda, minutes, program eflereutef: Sap e GS
recommendations, and other management offices

official actions of formal, Center
level DFAS councils including
significant background and
supporting documents
accumulated and/or created by
the council 1n fulfilling its
mission relative to program
review and analysis

Authority: ?\A le. 5.-
abrover

IS




SCHEDULE 3000. CONTINUED

b

WY

| Jroe”

WA -
A rewon

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
7 | HQ Warand Master set of DFAS war and HQ DFAS planning Cutoff: Obsolescence or
Mobilization Plans mobilization plan, plannming offices supersession.
concepts, continwty of Disposition: Do not destroy;
operations plan, survival, retain as permanent. (See
recovery and reconstitution note 2.)
plans, augmentation plans, and Authority:
other related plans; essential -
source material, annexes,
appendices, tabs, and all _
changes
8 | Center War and Basic wartime plans, operations | DFAS Center Hutofi:-When-superseded-or__
Mobilization Plans plans and orders, augmentation | planning offices fobsoleter
plans, continuity of operations ‘Digposition: Bestroy-wien
plans, and sumilar media with sapersededor-obsolete~
essential source material Authority: 54)716 G0 7
“Rule @
9 | Contingency Plans Contingency master plans, DFAS planning Cutoff: When superseded or
operational plans and orders, offices obsolete. __D o '\) oT
augmentation plans, and similar Disposition: Bestrey-wirenr
media which provide essential «superseded-orvbsoiete—
guidance and requirements tor Aut.honty:__pe ST QD\/ 5
continwty of operations 1n the fetan a S
event of destruction or major ?Cf mane “'\t
damage to a DFAS component ( Soe Mo—f—e > >
10 m Records pertaining to planning | DFAS planning Cutoff: When superseded or
Files and con ing to offices obsolete
ensure the successful execution Disposition: Destroz when
of a contingency; includes \ X
individual training documents AuthorttyT =
- ’ wle
11 | Natural Disasters Reports, messages, and other DFAS office Cutoff; When all action
data describing the situation, providing assistance | regarding the disaster has
such as accomphishments and been completed.
results, loss of personnel, Disposition' Destroy 2 years
equipment, material and related after cutoff. (See note 3.)
cost expenditure data Authonty:
NOTES:
1. Offer to National Archives in five year blocks when latest record in block 18 twenty-five years old.
2. Retire as permanent when superseded or obsolete. Offer to National Archives in accordance with note 1.
3. Ifa"Lessons Learned” summary document 1s created when the disaster 1s over, file with documents covered 1n rule
lor2.

I

GRS 1

ey
(=)

/
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SCHEDULE 3000-1, Committees, Boards, and Charitable Campaign Records

Description of Covered Records: This schedule governs disposition of records pertaining to special committees and
boards which are appointed or convened at DFAS Director, DFAS Center Director, or comparable level to study a
problem, situation, or opportunity with at least DFAS or Center-wide impact. Committees referred to here should not be
confused with routine, ad hoc working groups, total quality management teams, or stmilar groups.

SCHEDULE 3000-1
ﬁ COMMITTEES, BOARDS, AND CHARITABLE CAMPAIGN RECORDS ]
TEM R A B c D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Committee Records Recorders’ records which consist | DFAS directorates or { Cutoff: Upon termination of
of case files of each approved deputates the committee.
committee, including (but not Disposition: Do not destroy;
limited to) directive or executave retain as permanent. (See
approval establishing the note.)
‘committee, charter, listing of “Authority:
members and all changes,
resume of major points of
1nterest concerming committee
hearings and its general
operations, waivers in
committee rules, studies,
analyses, final committee report
and findings, terminating
directive and similar papers
relating to the establishment,
accomplishments, or
termunation of formal
committees
2 | Administrative Support | Records that facilitate and DFAS directorates or { Cutoff: Upon termination of
Records support the responsibility of the the committee.
chairman/recorder and staff Disposition: Destroy when no
actavities designated as longer needed but no later
representatives or for than 2 years after termination
boards/commuittees, including of the commuttee.
copies of minutes, mailing lists, Authonty:
agendas, reports,
correspondence, and other
related papers reflecting the
position taken on policy
development or other
board/committee deliberations
3 | Reportsof Existing Annual reports of DFAS DFAS HQ commuttee | Cutoff: End of calendar year
Committees—DFAS committees 1n existence management office to which report pertains.
HQ accumulated at DFAS HQ Disposition: Retire as
permanent. (See note )
Authority:

19




SCHEDULE 3000-1. CONTINUED ]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
4 | Reports of Existing Annual reports of DFAS DFAS Centers Cutoff: End of calendar year
Committees—Center committees in existence, committee to which report pertains.
Level accumulated at DFAS Center management offices | Disposition: Destroy 2 years
level, may be feeder reports to after cutoff.
- - --{-the DFAS HQ report - - - f-Authority:
5 | Fund Raisi Records accumulated while DFAS Center office Cutoff: Upon completion of
Campaigns a igtering the Combined responsible for the campaign.
Federal Campai conducting the CFC Disposition: Destroy upon
including correspondence, completion of next equivalent
rece1pts, invoices, and related \ campaign. 6 [2.9
. —
records Authority: _Vyem
NOTE:

Offer to the National Archives in 5 year blocks when latest document 15 25 years old.

Witk -
dyawn
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SCHEDULE 4105, Contracting Records

Description of Covered Records: This schedule governs disposition of records pertaining to contracting matters.

SCHEDULE 4105 J

CONTRACTING RECORDS

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 [§ Contracts Signed originals of contracts and | DFAS contracting Cutoff: Upon final payment.
modifications offices Disposition: Destroy 6 years,
\ 3 months !h(.:’utoﬂ'.
. 7
- Authority: T hora 3
2 | Justfications Signed onginals of D tracting Cutoff: Upon final payment.
Justifications, approvals, offices Disposition: Destroy 6 years,
determinations, and findings
- 3 mon r final payment.
and copies of supporting
documents Authonty: iip e~

[

¢

with -

d e



SCHEDULE 4105. CONTINUED

1

Ttem

470

with —
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wWith -

R A B C D
8]
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
13 W Records relating to contracts DFAS contracting Cutoff: Final Board decision.
Appeals involve handledby | offices Disposition: Destroy 7 years
the Board of Contract Appea \ after cutoff. 5 %,
: v" \é)
ol
16 n rnng Logs, lists, and similar meansof | DFAS contracting Cutoff: Completion of all
Assignment Files €0 ing contract numbering, | office contracts listed.
change notifications, ma Disposition: Destroy 6 years
serial number register, and \ r cutoff. 6\"1.,9 3
simular forms or records Authonity:
17 | Contractor Historical records of contractor | DFAS contracting Cutoff: Termination of
Performance Files performance data prepared by office contract.

contract officer on completed or
terminated contracts of
$100,000 or more

Disposition: Destroy when no
longer needed.
Authority:

[


http:I&;mr-ICioifCJUD1I;ra.Bt

Tem

SCHEDULE 4105. CONTINUED —I

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
18 | Procurement Fraud Reports of rregularities in DFAS contracting Cutoff: When case 18 closed.
Case Files procurements prepared by FBI, | offices Disposition: Destroy 5 years
O8I, correspondence, and after case 1s closed, or when no
related records longer needed, whichever 1s
- - - sooner.
T T I B - - =- -4 Authority:
19 | Designation and Request for designation or DFAS contracting Cutoff: Termination of
Termination of termination, statement of offices appointment.
Contracting Officers qualifications, and the Disposition: Destroy 3 years
and Representatives designation or termination and after cutoff.
‘acknowledgement of receipt Authonty:
thereof
20 | Contractors Insurance | Insurance policy and/or plans DFAS contracting Cutoff: When premium
Program Files and amendments to, including offices accounting has been finalized.
correspondence and related Disposition: Destroy 6 years
documents after contract.
Authority:
21 | Outstanding Insurance | Contractors insurance program | DFAS contracting Cutoff: Settlementof claim.
Claims records related to outstanding offices Disposition: Destroy when
exceptions, unsettled claims by clearances are obtained.
or against the Government, Authority:
incomplete investigations,
litigations, or requests made by
the Comptroller General of the
Us
22 | Retiree Affidavits Files | Affidavits and related records DFAS contracting Cutoff: Upon final action or
filed by persons seeking to do offices decision.
business with the Government Disposition: Destroy 6 years
within 3 years after separation after cutoff.
orretirement Authority:
23 | Contract Termination | All records accumulated during | DFAS contracting Cutoff: When all termination
and Settlement Files termination and settlement offices settlement activities are
phase of a contract complete.

Disposition: Destroy 6 years
after cutoff.
Authority:

19
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SCHEDULE 4105. CONTINUED —l

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
24 | Acqusition Quality Copies of contracts, DFAS contracting Cutoff: Upen completion of
Assurance Files spectfications, contract changes | yfficeq contract.
and amendments, records, Di \tion: Destroy 1 year
forms, and other media used 1n Sposttion: iy
planmng, conducting and after cutoff.
recording the results of product Authority:
- .- mspection, auditing of quahity - S -
assurance systems and
procedures, and effecting
clearances of deficiencies
25 | Contractor Financial Records reflecting current DFAS contracting Cutoff: Upon completion of
Data Case Files financial capabilities of present | (ec0g contract.
and potential contractors such . i
as credit records, cash flow Disposition: Destroy 6
sheets, backlog reports, requests :
for financial clearance, with Authority: /
supporting attached
information; commercial credit ﬁfé‘“ Mﬂ )
agency reports, credit letters
from financial institutions,
manufacturers and other
commercial agencies, financial
agreements between commercial
manufacturers, including
subordinate agreements,
guarantees, etc., from banks and
commercial companies, articles
of incorporation and financial
analyses, newspaper reports and
related papers and
correspondence
268 | Contract Progress Contract status, expeditingand | DFAS contracting Cutoff: Upon final payment.
production surveillance records | offices Disposition: Destroy 6 months
after cutoff.
Authority:
27 | Engineering Changes Rejected engineering change DFAS contracting Cutoff: Upon final payment.
proposals offices Disposition Destroy 6 months
after cutoff.
Authority:
28 | Labor Records Labor compliance records DFAS contracting Cutoff: Upon final payment.
including equal employment offices Disposition: Destroy 3 years

opportunity records

after cutoff.

Authonity:

A0
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SCHEDULE 4105. CONTINUED l
R A B C D
u
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
29 | General Contractor A general contractor file DFAS contracting Cutoff: Not applicable.
Information containing documents relating | offices Disposition: Destroy when
to no specific contract, more than superseded or obsolete.
one contract, or the contractor 1n Authority:
a general way
NOTES:

1. For contracting records pertaining to Foreign Military Sales (FMS) transactions, segregate these records at the time
of filing. Hold untul further notice from the Center Records Manager. Based on claims brought against the United States
at The Hague, Netherlands, the National Archives and Records Administration (NARA) approved the postponement of
destruction for FMS records. These records may be required to defend the Government in litigation.
2. Any records created prior to October 1, 1979 which pertain to contracts which are st:ll under appeal will be destroyed 6
years and 3 months after final action on decision per GRS 3, Item 15a.

Al




SCHEDULE 4105-1, Supply Records

. Description of Covered Records: This schedule governs disposition of records pertaining to acquisition and use of supply
7'7//5 v 1tems to include 1dentification, classification, cataloging, and coding
e

SCHEDULE 4105-1 |
SUPPLY RECORDS

R A B C D

U

L_ . CUTOFF/DISPOSITION/
E RECORD SERIES | - DESCRIPTION LOCATION AUTHORITY

1 m\ Complete inventory list of all DFAS supply offices | Cutoff: Notapplicable;

é ) O WE\ perpetual file. . B
é Disposition: Destroy when W PH‘
\ superseded or obsolete. d faw N

Authority:
GRS 3z, e
3 Complete catalog of supplies DFAS supply offices | Cutoff: Not applicable.
including identification and Disposition: Destroy when w ]\) I -
é 3 ing of items superseded or obsolete.

? 8 a O[L‘D Authority: d/, LAl Y

4 | Supply Status Records | Cards, listings, change xm,\ DFAS supply offices | Cutoff: Not applhicable;

reports on supply levels or perpetual file.
é L}, O cnitically short items, and Disposition: Destroy
: a

related data used for reference vidual documents when
or planning purposes in superse obsolete.
controlling supply levels Authority:

GS3 Tten g

A



SCHEDULE 4140, Equipment Management and Maintenance Files

Description of Covered Records: This schedule governs disposition of records pertaining to the management of

equipment.

SCHEDULE 4140

EQUIPMENT MANAGEMENT AND MAINTENANCE FILES

.

b

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION. -AUTHORITY
1 | Equipment Control Complete inventory of all DFAS equupment Cutoff: Not applicable;
Files equipment items to include management offices | perpetual file.
supporting records Disposition: Destroy when
superseded or obsolete.
Authority:
2 | Vehicle “Maintenance records, DFAS equipment Cutoff: When vehicle 1s
ties, and similar records | management offices ] disposed of.
M Disposition: Destroy at cutoff
accumulated dunng the useful or when no longer needed for
life of the vehicle \ reference.
m\
Glsy 0 T tem
3 | Equpment Custodian | Daily transaction register; DFAS equipment Cutoff: Not applicable;
File custodian request log; weapons | managementoffices | perpetual file.
serial number listing; Disposition: Destroy
mformation file on office individual documents within
machines; temporary 1ssue the file when all cutstanding
rece1pts, requests for purchase; actions are complete and
warranty; guarantee records; records are no longer needed.
adjustment records; records Authority:
pertaining to inventory actions
such as government property
lost or damaged or reports of
survey; 1ssue/turn—-in slips and
related correspondence;
approved copies of requests for
office furniture which require
Director level approval
4 | UmtProperty Records | Registersand files, component | Any DFAS office Cutoff: End of fiscal year.
records, requisitions, custody Disposition: Destroy 1 year
recelpt, requests for 18sue or after cutoff.
/ turn-in and related records, Authority:
shipping and receiving
documents, reports of survey,’
statements of charges, schedule
of collections, and similar
records accumulated in
managing the unit's equupment
needs

25



R
3

b1

10

'l

7

SCHEDULE 4140. CONTINUED ]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
8 | Equipment Deficiency | Notices of unsatisfactory DFAS equipment Cutoff: When corrective
Records conditions experienced, management offices | action 1s complete.
including those instances n Disposition: Destroy one year
which the equipment does not after cutoff.
fully or effectively serve the .
pur]y)ose mt.endedy;'mstances Authority:
where the equapment or a partor
accessory cannot be properly
maintained or operated; or
similar records; also includes
records of actions taken to
remedy deficiencies and any
required reports
7 -} Equipment Movement | Files pertaining to actions DFAS equipment Cutoff: When move 1s
Files wmvolving internal movement of | managementoffices | complete,
equipment Disposition: Destroy 2 years
after cutoff or when no longer
needed for reference.
Authority:
8 | Reprographics Forms and related records that | DFAS reprographics ] Cutoff: End of fiscal year
Equipment document history of equipment when equipment 18 disposed
reprographics equupment (the management offices |{ of.
requirements evaluations Disposition: Destroy 1 year
requests, approval, acqusition, after cutoff.
maintenance, production Authority:
volume, transfers, and disposal)
9 | Copier Operating Notices posted at or near copiers | Any DFAS office Cutoff: Not applicable.
Notices which list local operating rules, Disposition: Destroy when

identify key operators, or
provide other stmilar
information

superseded or obsolete.
Authority:




SCHEDULE 4180, Property Disposal

Description of Covered Records: This schedule governs disposition of records pertaining to release, transfer,
redistribution, or sale of excess Government property excluding real property.

SCHEDULE 4160 I

PROPERTY DISPOSAL

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
5 | Donation Agreements | Formal donation agreements DFAS property Cutoff: End of calendar year.
with Service Educational management offices | Disposition: Destroy 2 years
activities and organizations after cutoff.
eligible for donations pursuant Authority:
to 10 U.S.C.2572,and
documents relating to each
agreement
6 | Precious Metals Forms, reports, logs, DFAS offices Cutoff: End of calendar year.
Recovery accountability records and involved in recovery | Disposition: Destroy 2 years
correspondence pertaining to programs after cutoff.

reclamation and use of previous
metals

Authority:

A9
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SCHEDULE 4160. CONTINUED —l

R A B (o] D

U

L CUTOFF/DISPOSITION/
E RECORD SERIES . DESCRIPTION LOCATION AUTHORITY

7 | Recyclable Materials Documents concerning the DoD | DFASrecycling Cutoff: End of calendar year.

Program

Recyclable Materials Program
including scrap recycling
program and resource recovery

offices

Disposition: Destroy 2 years
after cutoff.
Authonty:

Ab
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SCHEDULE 4185, Real Property Operations and Maintenance

Description of Covered Records: This schedule governs disposition of records pertaining to the acqusition, operation,
maintenance and repair, utilization, management, and disposal of real property or interests therein. Included are
records on design and construction of real property, installation and maintenance, operation of utility plants,
performance of services in connection with real property, and accounting for real estate and property.

SCHEDULE 4165 |

REAL PROPERTY OPERATIONS AND MAINTENANCE

|

R

A

B (o} D
U
L . CUTOFF/DISPOSITION/
E |, RECORD SERIES DESCRIPTION LOCATION -~ AUTHORITY
1 | Real Property Case Correspondence, reports, DFAS property Cutoff—Notapplicable;

Files studies, maps, charts, drawings, | management offices | perpetuatfile— D'SS'h‘b\,
copies of legal instruments, i i ; C?F( feu
delegations of authority, excess permenermrtupon Inactivation
real property declarations, of the installation. {See-notes .
disposal authorizations, real F2randd> T
estate planning reports and Authorty-
related data, records pertaining
to annual summaries of real
property transactions

5 | Facilities Documents relating to major - DFAS property Gutoff—Not-apphcable;™

Maintenance—Major repair or replacement projects to | management offices |-perpetuai-fite.

Projects buildings and structures, DispositionDomotdestrew

grounds, fences, roads, hard
surfaced areas, and similar

r

5 ':DeS‘va '
Authority. /0 yvs -
aSter inocti--

types of facilities

Varioo of e

installation .
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SCHEDULE 4165. CONTINUED

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
7 | Proposed Acqusitions | Documentsrelating to the DFAS property Cutoff: End of calendar year.
proposed acquiring of real management offices | Disposition: Destroy 6 years
property for DFAS use, after cutoff.
consideration of possible sites, Authority:
and related proposals;
EXCLUDES documents directly
incident to an acqusition of real
property
8 ,Leasing of Real Documentsrelating to DFAS property Cutoff: Termination of lease.
Property acquisitions of real property by | management offices { Disposition: Destroy 2 years

lease, leagse terminations, and
related documents such as lease
agreements, notices of renewal
releases, supplemental
agreements, notices of
cancellation, appraisals, and
related documents

after cutoff. (See note 4.)
Authority:

A8
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SCHEDULE 4165. CONTINUED —1

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
13 | Real Property Documents relating to the DFAS property Cutoff: End of calendar year.
Inventories inventory of real property, management offices | Disposition: Destroy when
including reports, ledgers, superseded, obsolete, or 2
correspondence, machine years after cutoff.
histings, and similar records Authority: - -
14 | Real Property Record Individual record cards and DFAS property Guteff-Net-eppheabler
Cards supporting documents management offices | perpetuatfile.
maintained for each item or Disposition—Donot-destroy—
categ.ory of real property to T -:D estr 0j
provide a continuing record of Authorty-
the real property; 1.e., land and / Y eaf C\‘F‘l"e(
interests therein, leaseholds, . P 0-{1
; ConSummatiod
buldings and improvements or -
appurtenances, coples of %L real / / ’f er 7
transfers of nevlv construction Cl ‘5 /05 al dction.
forms, completion reports, and
similar records
15 | Real Property Drawings related to the design | DFAS property €utoff—Not-appheable;—
Drawings and construction of a project management offices |.perpetual-file-
such as maps and layouts; Dispesition: Do net-destroy:
architectural, mechanical and -(See-note-d3-)~
structural building plans; water -Aruthortys—
distribution system; gasoline 'De Stro |
storage and fuel Fystems; roads, L/ eal a gﬁew
aprons and parking areas; storm N N of
drainage systems, and sumilar ¢ onsu 'r mat d‘“‘;
records 7Lﬁldl ifi}' osenl{' bf f cY 'h\’on)
16 | Construction Program documents relatingto | DFAS property Cutoff* End of fiscal year in
Programming planned construction projects management offices { which program 1s completed or
and their prionities, including cancelled.
programs on which actions have Disposition: Destroy 6 years
been taken, proposed programs, after cutoff.
and executed programs Authonty:

A9



57

13

SCHEDULE 4165. CONTINUED I

Cy

R A B C D

4]

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

17 | Construction Projects Documents accumulated in DFAS property Cutoff: Upon completion of
connection with the planning management offices | project.
and construction of specific Disposition: Destroy 6 years
projects such as the after cutoff.
authonization, justification, tests Authority:
and investigations, .
specifications and addenda,
tracings, copies of "as is”
drawings, progress photographs,
inspections and completion
reports, and related documents
for the design and construction
of facthities; completion of
repairs, maintenance and
modifications; and installation,
repair or operation of utihties
systems and equapment

18 | Construction Progress | Reportsand related documents | DFAS property Cutoff: End of fiscal year.

* -] Reports pertaining to progress of design | management offices { Disposition: Destroy one year
and construction projects after cutoff. (See note 5.)
Authority:

19 | Utilities Operations Documents relating to the DFAS property Cutoff: End of calendar year.
operation of utility systems such | management offices | Disposition: Destroy 2 years
as water, sewer, gas, electric, after cutoff.
heating, boiler, etc., to include Authority
service economy reports, reports
of fuel consumption, and
laboratory test reports

20 | Utihties Operating Records maintained to provide a | DFAS property Cutoff: End of Iife of the

Logs continwng record of utihities management offices | system to which the records
systems and equapment pertain,
operations Disposition: Destroy at cutoff.
Authonty:
21 | Utihties Conservation | Correspondence, reports, Any DFAS office Cutoff: Not applicable.

surveys, poster designs,
informational media, and
related data

Disposition: Destroy when
superseded or obsolete.
Authority:

20
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SCHEDULE 4165. CONTINUED ‘
R A B C D

§)

L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

22 | Parking Records Records pertaining to assigned | DFAS traffic control ] Cutoff: Not applicable;
parking space programs to offices perpetual file.
wnclude handicapped, executive, Disposition: Destroy
mission essential, key personnel, individual documents within
ete. the file when superseded or

- T oTTTT T o T Jobsolete. ~ T
- ENy T TSI LS T e e el —-A'utho—rit’y: -

23 | Vehicle Registration Vehicle decal and supporting DFAS traffic control ] Cutoff: Not applicable;
records used to register offices perpetual file.
employee’s vehicles for entrance Disposition: Destroy
to the installation individual documents within
B the file when superseded or

obsolete.
Authority:

24 | Parking Tickets Record copy of a citation 1ssued | DFAS traffic control | Cutoff: End of calendar year
to the owner of an 1llegally offices in which citation 1ssued.
parked vehicle Disposition: Destroy 2 years

after cutoff.
- Authority:
25 | Driving/Carpool Records pertaining to DFAS traffic control | Cutoff: End of calendar year
Suspensions suspension of installation offices in which suspension 1s
drniving privileges or revocation terminated.
of assigned carpool parking Disposition: Destroy 2 years
space due to violation of motor after cutoff.
vehicle laws or car pool policy Authority:
NOTES:
1. When real property 1s returned to a local government due to inactivation of a DFAS component, the records are

forwarded to the next higher headquarters where they will be held until 1t 18 determined that no claim will be filed.

2

restrictions, mortgages or other liens.

3.
4.

Offer to the National Archives 30 years after the unconditional sale or release by the government of all conditions,

Maintain records as current records until inactivation of installation, at which time they will be retired as permanent.
Do not destroy files which relate to an unsettled claim, incomplete 1nvestigation, or pending htigation until

settlement of the claim, completion of the claim, or completion of the investigation or litigation.

5.

21

September and final reports will not be destroyed until 6 years after cutoff.
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SCHEDULE 4500, Travel and Transportation Records
Description of Covered Records: This schedule governs disposition of records pertaining to transportation planning,
programming and staff supervision of transportation components, movement of passengers, cargo, mail, household goods,

privately owned vehicles, and personal baggage via various modes of transportation, customs service clearance, travel of
personnel and dependents, and traffic management.

SCHEDULE 4500 |

7/7L€ m

all TRAVEL AND TRANSPORTATION RECORDS
R A B C D
8]
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION -AUTHORITY
1 | Freight Accounts Documents relating to carrier DFAS transportation { Cutoff: End of fiscal year

charges for transportation offices claim or investigation is
services. Included are claims settled.

against carners for losses,
damages, and shortages;
investigations; recommended
settlements and related

Disposition: Destroy 3 years
after cutoff. Unsettled claims
or investigation files will not
be destroyed.

information Authority:




SCHEDULE 5000, Library Records

Description of Covered Records: This schedule governs disposition of records pertaining to management of DFAS
libraries.

ﬁé 128 SCHEDULE 35000 1
-
LIBRARY RECORDS
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES | _. DESCRIPTION LOCATION . AUTHORITY
1 | Library Acqusitions Requsitions, purchase orders, DFAS libranes Cutoff: End of calendar year.
packing lists, requests for issue Disposition: Destroy 3 years
7 (4{ / or turn-1n, and similar records after cutoff.
used for control purposes Authonty:
2 | Library Disposition Inventory adjustment vouchers | DFAS hbraries Cutoff: End of calendar year.
C‘ }‘iles and related records which Disposition: Destroy 3 years
( 5 \/ document each item withdrawn after cutoff.
from permanent holdings Authority:
3 | Library Shelf Lists Manual or automated listing of | DFASlibraries Cutoff: Not apphicable;
material in the permanent perpetual file.
ﬁ b V é collection of DFAS libraries, set Disposition: Do not destroy.
) up per rules of professional (See note.)
libranianship - - Authonty:
4 | Card Catalog Manuel or automated author, DFAS hbraries Cutoff: Not applicable;
= title, and subject index to perpetual file.
C/ ’7 permanent holdings of hbrary Disposition: Do not destroy.
/ collection maintained per rules (See note.)
\/ of professional librarianship Authority:
5 [Library Loans Automated or hard copy records | DFAS libraries Cutoff: Not applicable;
such as book cards, reserve perpetual file.
cards, and ssmilar records of the Disposition: Destroy
(’/ g charge—out system individuel items within the
file when obsolete or no longer
needed.
Authonty:
8 | Library Balance on Records containing total number | DFAS libraries Cutoff: Not applicable;
Hand of items 1n permanent library perpetual file.
collections to include records of Disposition: Destroy 1 year
q ﬁ \ Ve all additions and withdrawals after transfer of the complete
/ collection or dissolution of the
library
Authonty:

33
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SCHEDULE 5000, CONTINUED |

o¢

R A B C D

u

L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

7 | Library Reports of Reports of hbrary control records | DFAS libraries Cutoff: End of calendar year

Audit

N

in which all corrective action
18 complete.

Disposition: Destroy 1 year
after cutoff.

Authority:

NOTE:

If collection 15 transferred, transfer with collection. If collection is dissolved, destroy one year after dissolution of library.

24
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SCHEDULE 5000-1, Administrative Orders
Description of Covered Records: This schedule governs disposition of permanent and temporary orders.

SCHEDULE 35000-1 I
ADMINISTRATIVE ORDERS 1

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

1 { Permanent Orders Orders pertaining to DFAS orders Cutoff: End of calendar year.
appointment of directors, publications office Disposition: Do not destroy;
assumption of command, awards retire as permanent. (See
and decorations, note.)
memorialization program and Authority:

dedication ceremonies, and
orgamzational and installation

actions such as activation,
redesignation, inactavation, and
similar actions
2 | Temporary Orders— Orders pertaining to civilian DFAS orders Cutoff: End of calendar year.
Long Term permanent change of station and { publications office Disposition: Destroy 56 years
\/ dependent travel, assignment of after cutoff.
contract personnel, and formal Authority:
boards and commuttees
3 | Temporary Orders— Orders pertaining to all types of | DFAS orders Cutoff: End of calendar year.
Short Term temporary duty (TDY) travel, publications office Disposition: Destroy 1 year
appointment of investigating after cutoff.
officers and boards, appointment Authority:
l/ of attendants and escorts, orders
pertaining to emergency or

special leave, and miscellaneous
actions not covered elsewhere

NOTE:
Offer to National Archives in 10-year blocks when latest records in block are 25 years old.

55
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SCHEDULE 5010. CONTINUED J

j%em

|64

|85 0

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
17 | Memoranda of Agreements made betweentwo | Any DFAS office Cutoff: Do not cut off,
Understanding (MOU) | offices, organizations, agencies, perpetual file.
ete., for support or cooperation; Disposition: Destroy
S may also be called support individual agreements within
V agreements, host-tenant the file when superseded or
support agreements, or other obsolete. (See note.)
similar names Authonty:
20 } Work Scheduling and Records created while planning, | Any DFAS office Cutoff: Do not cut off;
Planming Records organizing, directing and perpetual file.

controlling the work of the office
such as schedules, work plans for
specific projects, annual goals
and objectives, etc.

Disposition: Destroy
individual documents within
the file when superseded or
obsolete.

Authonty:




oo \

SCHEDULE 5010. CONTINUED
T tem |

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
28 m Office level copy of forms or Any DFAS office Cutoff: End of calendar year
other recor: to Disposition. Destroy 2 years _
& accountable or registered mail \ after cutoff. e ' I
: rf“J
GIS 1T el
/

NOTE:
The supervisor may determine that all versions of the MOU are needed as history of the cooperation and agreements made.

This 18 permissible, but previous MOUs should be physically separated from the current MOU.



oo

SCHEDULE 5010-1, Studies

g

Description of Covered Records: This schedule governs disposition of records created in connection with studies.
Generally, the studies are done to analyze, measure or improve methods, procedures, management practices or

organization.

SCHEDULE 5010-1

Studies—Publication

written report and related
records of a project or study done
by an office to improve methods
of operation within the office or
functional area which results in
the 1ssuance of a publication

STUDIES
R A B C D
U
R P S e _CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Management Analyses, | Final written report and related | DFAS-HQ Cutoff: When study 1s

Studies, and documentation of a major, complete.

Summaries formal study. The final DFAS Centers at Disposition: Retire as
recommendation will have Center, Directorate, | permanent. Offer to National
agency-wide impact or great or Deputate level Archives when 25 years old.
historical significance. Studies Authonty:
done to design an entire new pay
system or to restructure the
entire organization are
examples of this type of study.

Include the proposal and
approval for the study,
coordination, and similar
records which have bearing on
the implementation of the
program or system.
2 | Office Projects and Case files to include the final Any DFAS office Cutoff: When study 1s

complete.

Disposition: Include the final
report and pertinent records
with the record set of the
publication and dispose of per
Schedule 5025.

Authority:
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SCHEDULE 5010-1. CONTINUED ]

standard data input
computation, measured
manhour records, workload
factor records, work unit
production records, concurrences
and comments, final reports, and
related records used to develop
manpower standards

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
5 | Source Data for Studies | Working papers, notes, feeder Any DFAS office Cutoff: When study 18
reports, results of research and complete.
simlar background or source Disposition: Destroy when
. data gathered and analyzed information contained has
l/ duriing ¢onductof study either been 1ncorporated into
the final report or discarded as
not pertinent to the study.
Authonty:
2 | Productivity Feasibility studies, study Any DFAS office Cutoff: End of calendar year
Enhancement proposals, study plans, requests in which implementation s
\/ Studies— and related records complete.
Recommendation Disposition: Destroy 3 years
Approved after cutoff.
Authority:
8 | Productivity Feasibulity studies, study Any DFAS office Cutoff: When
Enhancement proposals, study plans, requests recommendation 18
Studies— and related records disapproved.
\/ Recommendation Disposition: Destroy 1 year
Disapproved after cutoff,
Authonty:
9 | Manpower Standards Studies, memoranda, Manpower functional | Cutoff: End of calendar year
Studies measurement plans and reports, | area at DFAS i which a manpower
and other source data such as Centers standard is superseded or

becomes obsolete. (See note 2.)
Disposition: Destroy 1 year
after cutoff.

Authonty:

57
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SCHEDULE 5010-1. CONTINUED

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
10 | Organizational Studies | Orgamzational charts and DFAS-HQ and Cutoff: End of calendar year.
reorganization studies; graphic | manpower functional | Disposition: Do not destroy;
lustrations which provide a areas at DFAS permanent file. (See note 3.)
S detailed descriptionofthe | Centers _ Authority: —
administrative structure of the
agency to include final
recommendations, proposals and
staff evaluations

NOTES:

1. If an accident attributable to the identified weakness occurs during the three year retention period, the file will be
reopened and cut off again when the weakness causing the accident is eliminated.
2. The file should remain open as long as the standard remains in effect, regardless of when it was established.
3. Offer to NARA in § year blocks when the latest record in the block is 25 years old.




Temporary records of former Defense Logistic
Agency accounting activities.

Disposition: Apply appropriate items from DLAM
5015.1 until DFAS schedule is approved.



SCHEDULE 35010-2, Mail Acceptance, Movement, and Delivery

Description of Covered Records: This schedule governs disposition of records pertaining to postal operations, mail
management, and accountability.

SCHEDULE 35010-2 —l
MAIL ACCEPTANCE, MOVEMENT, AND DELIVERY
7’ R A B C D
L - .CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
3 | Official Mai Standard Forms 1034, Receipts ; | DFAS offictal mail Cutoff: End of fiscal year.
Records - Support and o ntation to offices Disposition: Destroy 1 year
Documents support monetary transacti after cutoff. W \‘H\ -
/ ’ q’ O between DFAS and the U.S. \ Authority: )
Postal Service o
GRS,
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SCHEDULE 5010-2. CONTINUED l

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
4 | Official Mail Financial | Monthly postal accounts DFAS official mail Cutoff: End of fiscal year.
Records - Accounts reconclliations required by DoD | offices Disposition: Destroy 1 year
Reconciliations Financial Management after cutoff.
Regulation, Volume 10, Chapter Authority:
16
5 | Official Postage Meter | PS Form 3601-A, License to Use | Any DFAS office Cutoff: Upon relocation or
Licenses Postage Meters using official postage | termindtion of postage meter
P meters operation.
V Disposition: Destroy 2 years
after cutoff.
Authority:
68 | Postage Meter Report PS 3602-PO, Report of Meter DFAS official mail Cutoff: End of fiscal year in
Setting, and supporting records | offices and offices which report 1s completed.
using official postage | Disposition: Destroy 2 years
L/ é meters after cutoff.
Authority:
7. i Postage Meter PS 3602-A, Daily Record of DFAS official mail Cutoff- End of fiscal year in
Supporting Records Meter Register R’eadings; PS offices and offices which final entry 18 made.
3603, Receipt for Postage Meter | using official postage § Disposition: Destroy 2 years
Settings; PS 3604, Nonuse of meters after cutoff.
Mailing Permit/Meter License; Authority:
PS 3610, Record of Postage
A Meter Settings; PS 3533, (< pies of
Application and Voucher for
Refund of Postage and Fees; PS
3633-G, Daily Activity Recap for
Official Mail; PS 3635-G,
Postage and Fee Adjustment for
Official Mail
8 | Permit Imprint Mailing | PS Form 3600-PC, First Class DFAS official mail Cutoff: End of fiscal year
Statements Other than Priority Mail offices when mailing 1s completed.

Postage Affixed; PS Form 3600-
R, Statement of Mailing with
Permit Imprints First Class
Mauil; PS Form 3602-R,
Statement of Mailing with
Permit Imprints Third Class
Mail (Regular Rates Only); PS
Form 3602-PC, Statement of
Mailing with Meter or
Precanceled Postage Affized
Bulk Third Class (Regular or

Disposition: Destroy 1 year
after cutoff.
Authority:

1R
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SCHEDULE 5010-2. CONTINUED j

o¢

Copy

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
Nonprofit Rates); PS Form
3605-R, Statement of Mailing
with Permit Imprints Prionity
Mail and Zone-Rated Fourth
Class Mail; PS Form 3605-PC,
Statement of Mailing with
Meter Postage Affixed Priority -
Mail and Zone-Rated Fourth
Class Mail; PS Form 3608-PC,
Statement of Mailing with
Meter Postage Affixed Presorted
Special Fourth Class Mail; PS
Form 3608-R, Statement of
Mailing with Permit Imprints
Special Fourth Class and
Library Rate Fourth Class Mail
9 | Postage Expenditure RCS: DD-P&1(Q)1833 Official mail Cutoff: End of fiscal year 1n
Reports Quarterly Prepaid Postage activities which report is created.
-l Report Disposition: Destroy 1 year
\/ - after cutoff.
Authority:
10 | Mail Callsor Hoursof | DD 1115, Mailroom; USPS Label | Official mail Cutoff: Not applhcable.
Collection Notices 55, Mail Collection Times activities Disposition: Destroy when
" new forms are posted.
\/ Authornity:
11 | Accountable Container | Receiptsfor accountable Postal activities and | Cutoff: End of fiscal year.
Receipts containers which are dispatched | official mail activities | Disposition: Destroy 2 years
or received via registered mail, after cutoff.
dispatched or received via other Authority:
/ than registered mail, or via
\./ interoffice distribution, and in
pouches or other consolidated
mailings
12 | Accountable Container | Unsigned duplicate copies used | Postal activitiesand | Cutoff: End of month.
Receipts - Suspense for tracer and control purposes official mail activities | Disposition: Destroy after 90

days or when no longer
needed, whichever is later.
Authonity:

13
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SCHEDULE 5010-2. CONTINUED

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
13 | Application for PS Form 3877 used to obtaina Official mail Cutoff: End of calendar year.
Registration or recelpt for sealed accountable activities Disposition: Destroy 2 years
L Certification of Official | containers being dispatched via after cutoff.
l/ Mail registered mail Authority:
14 |.Postal Analysesand- Analysis/summary-records from | Postal activities Cutoff: End of month..
Summaries Transit Time Information Disposition: Destroy 6 months
System for Military Mail, Postal after cutoff.
V’ Activity Reporting System, and Authority:
Postal Net Alerts, and
Container Receipt Summaries
13 | Small Parcel Shipment | Records generated by small- Postal activities Cutoff: End of fiscal year.
Billing or Shipping parcel shipping companies Disposition: Destroy 1 year
Records after cutoff. (See note).
\/ Authonity:
18 } FMS Small Parcel Records for material sent as part | Postal activities Cutoff: End of fiscal year in
Shipment Billing or of the Foreign Military which shipping or billing took
) Shipping Records Sales/Security Assistance place.
Program which may be needed Disposition: Destroy 2 years
,/ to answer a Report of Item after cutoff.
Discrepancy Authority:
17 | Claims Paid by USPS Claims Forms: PS 542, Inquiry | Postal activities Cutoff: End of fiscal year.
and UPS About Registered Article oran Disposition: Destroy 2 years
Insured Parcel or an Ordinary after cutoff.
Parcel; PS 565, Registered Mail Authonty:
Application for Indemnity/
Inquiry; PS 673, Report of Rifled
Parcel; PS 1510, Mail
L/ Nondelivery Report; PS 2865,
l/ Claim for Indemnity -
International Registered and
Insured Mail; PS 3760, Wrapper
Found Without Contents; PS
3812, Request for Payment of
Domestic Postal Insurance/
Claim Identification; PS 3831,
Post Office Record of Claim; PS
3841, Post Office Record of
Claim

14
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SCHEDULE 5010-2. CONTINUED ]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
18 | Tracers Processing Records: PS 3830-A, | Postal activities Cutoff: End of fiscal year.
Regstry Dispatch Record; PS Disposition: Destroy 2 years
L~ 3854, Registered Maul Dispatch after cutoff.
l/ Bill Authority:
19 | Registry Balance and DD 2261, Registered Mail - Postal activities Cutoff: End of fiscal year.
Inventory Balance and Inventory Disposition: Destroy 2 years
y after cutoff.
I/ Authority:
20 | Postal Bulletins Self-explanatory Postal activities Cutoff: Upon inclusionin a
USPS publication.
L/ Disposition: Destroy at cutoff.
l/ Authonty:
21 | Distribution and Mail dustribution scheme, MPO | Postal activities Cutoff: Upon revision or
}.ocatxon Listings location hsts, and related inactivation of using activity.
records Disposition: Destroy at cutoff.
Authority:
22 | Inventories of Postal PS 1586, Supply Record; PS Postal activities Cutoff: Upon supersession.
,Supplies and USPS 1590, Supplies and Equpment Disposition: Destroy at cutoff.
Equipment Receipt Authority:
23 | Requisitions for USPS | PS 1567, Requsition for Rubber | Postal activities Cutoff: When requsition 18
Equpment, Supplies, and Steel Stamps Only; PS filled.
Publications, Coded 1578-B, Requisition for Non- Disposition- Destroy at cutoff.
Tags and Labels Standard Facing Slips and Authority:
Labels; PS 1957-C, Request for
- Military Tags and Labels; PS
L o

4686-A, Shipping Order; PS
4984, Repair Parts Requsition;
PS 7380, Supply Center
Requsition; PS 7381,
Requsition for Supples,
Services, or Equipment

NOTE: If a longer retention period 1s specified in the contract, comply with the terms of the contract.

i5




SCHEDULE 5015, Records Management

Description of Covered Records: This schedule governs disposition of records created by the Records Management
Program pertaining to the creation, maintenance, disposition, preservation, storage, and retrieval of records.

SCHEDULE 5015

RECORDS MANAGEMENT

R A B C D
0]
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION -AUTHORITY._ _.
2 | Staff Assistance Visits | All records and files pertaining | DFAS records Cutoff: Upon completion of

to staff assistance visits or management offices | visit or survey.

records management surveys Disposition: Destroy when

. superseded.
Authornity:
Forms and related Any DFAS office Cutoff: Not apphcable;

(SF's 135)

5 | Retireny transfer, or

shipment of recor

correspondence used to retire,
or ship records

\

perpetual file.

Disposition: Destroy
individual SFs 135 when all
records listed have been
destroyed or transferred to the
National Archives, or when no
onger needed, whicheveris
later.
Authonity:

g’
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SCHEDULE 5015. CONTINUED —l

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

6 | FilePlans Files maintenance and Any DFAS office Cutoff: Not applicable.
disposition plans and related Disposition: Destroy when
records superseded, obsolete, or no

L~
V4 longer needed.

Authonty:

4
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SCHEDULE 5015-1. CONTINUED

| Congress

Annual report to Congress

office

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
7 | FOIA Reportto DFAS HQ FOIA Cutoff: End of calendar year. ]‘

Disposition: Do not destroy;
retain as permanent. (See
note 2.)

Authonity
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SCHEDULE 5013-2, Central Files

Description of Covered Records: This schedule governs disposition of the Central File copy of records which have Center-
wide or DFAS-wide impact. Correspondence, policies, procedures, and other related documents signed at Center
Director or higher level, or documents containing information worthy of Center Director or higher level attention, are
included. Documents in Central File are additional copies; the record or coordination copy 1s filed under the appropriate
schedule found elsewhere 1n this publication.

SCHEDULE 5013-2

CENTRAL FILES

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORDSERIES | - - - DESCRIPTION - - LOCATION AUTHORITY
1 | Routine Nonpolicy Documents pertaining to routine | DFAS Center Central { Cutoff: End of fiscal year
Correspondence nonpolicy matters and to the Files Disposition: Destroy 10 years
overall or general internal after cutoff.
administration of the Authority:
organization as opposed to the
primary mission of the
organmization, These include
’ routine approval actions, local
L office operations, equpment or
system request and procurement
actions, routine budget and
manpower actions, internal
office management, travel,
attendance at conferences and
sumular information
2 | Mission Policies and Documents pertaining to policy | DFAS Center Central | Cutoff: End of fiscal year.
Procedures Files matters and to actions Files Disposition: Do not destroy;
documenting the primary permanent. (See note 1.)
mission of the organization Authority-
3 | Index Files Index of central files DFAS Center Central { Cutoff: End of calendar year.
Files Disposition: Do not destroy;

permanent. (See note 2.)
Authority:

NOTES:

1. Offer to National Archives 1n 5-year blocks when latest record in block 1s 25 years old

2  Offer to National Archives along with the records to which they pertain.
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SCHEDULE 5025, Publications and Forms

%

Description of Covered Records: This schedule governs disposition of records pertaining to the creation, production, and
distribution of forms and publications.

SCHEDULE 35025 l

PUBLICATIONS AND FORMS l

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 tions Files pertaimng to requsition, Publications Cutoff: None - perpetual file.
Requirem and stocking, and distribution of Distribution Office Disposition: Destroy
Distribution publications individual documents when
superseded, obsolete, or no
longer needed.
Authority:
o7 o?
L Ax
2 | Forms Requirements Files pertainung to requisition, Pubh¢ Cutoff: None - perpetual file.
and Distribution stocking, and distribution of Distribution Disposition: Destroy

forms

dividual documents within

obsolete, or
Authonty:

GRS 165

Trem 3b

50
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SCHEDULE 35025. CONTINUED ]

%

Tf@m , A

B C D
- U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
68 | Record Set— The record set of each Publications Cutoff: See note.
Publications publication, regulation, manual, | management office Disposition: Retire as
pamphlet, visual aid, etc., to permanent. (See note.)
mclude backup documenting the Authonty:
/ L} L_} approval process, such as
coordination, pertinent federal
laws, studies, and similar
records
7 | General Reference Any publication which is not the | Any DFAS office Cutoff: NA.
Publications record copy and is maintained Disposition: Destroy when
; for reference purposes. superseded, obsolete, or no
/ L'L S longer needed, whichever s
LA sooner.
Authonty:
8 | Forms Management Documents relating to reports on | DFAS HQ forms Cutoff: End of fiscal year.
Reports—HQ Level progress in forms management. | management offices | Disposition: Destroy 5 years
Included are reports, work after cutoff.
/ q é ' I/ l’ sheets, and correspondence Authority:
directly related to the reports
9 | Forms Management Records described in rule 8 DFAS Center forms ] Cutoff: End of fiscal year.
Reports—Center Level | accumulated at Center level management offices | Disposition: Destroy 2 years
/ L{r 7 )// after cutoff.
Authority:
11 | Accountable Forms Documents reflecting the receipt | DFAS forms Cutoff: End of calendar year.
Receipts and Issues or 18sue of accountable blank management offices | Disposition: Destroy 2 years
/ Li’ g l// forms. Included are receipt after cutoff.
forms, listings, and registers Authonity:
12 | Accountable Forms Signature cards identifying DFAS forms Cutoff: End of calendar year.
Authorizations mdividuals authorized to receive | management offices | Disposition. Destroy 2 years
accountable forms ’ after cutoff.

L//

Authority:

NOTE: Record sets of publications are maintained as current records until the publication 1s rescinded, superseded, or
obsolete. Then they are placed in annactive file which is cut off on December 31 each year. They are retired to the
Washington National Records Center two years after cutoff for permanent retention.

51
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SCHEDULE 5040, Auw... ..ual Information and Graphics
Description of Covered Records: This schedule governs disposition of all forms of records created by DFAS Audiovisual
Information and Graphics programs to include exhibits, visual information productions, graphic presentations,
photography, and similar records.

SCHEDULE 5040 ]

AUDIOVISUAL INFORMATION AND GRAPHICS

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
» Q,é ,{f\
1 | Production Files Project files that document DFAS audiovisual Cutoff: Completion of the (9 e ,\/‘2
ongin, development, offices production. ~ 2\ ) )/ J\%
acqusition, use and ownership Disposition: Destroy after
of audiovisual production useful life of the pl‘oductlou.J n'{: er oduc —
projects; includes scripts, cue Authonity: Fion is nok
Z// sheets, production reports, f€( manerl T4 erodu_c, -
p.roductlon contracts, and \'_; o 15 {7€ (ENnS RS retice
similar records documenting . 'F l 2
production of a project ?‘ oduchen Tiles as
Permane ot toc.
3 | Requests for Requisitions or other requests DFAS audiovisual Cutoff: End of calendar year.
Audiovisual Services for audiovisual products or offices Disposition: Destroy one year
service after cutoff.pw\
Authonty:
5 | Stull Photography— Still photography that pertaings | DFAS audiovisual Cutoff: End of calendar year.
Mission to DFAS mission; includes offices Disposition: Do not destroy; .
official portraits of senior agency retain as permanent. (See
officials; agency publications, note 2.)
exhibitions or other media Authoruty:

productions; documentary
photographs shot for fact—
finding purposes; photographs,
shdes, or filmstrips that depict
the mission of DFAS

(See note 1.)

53
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ﬁe SCHEDULE 5040. CONTINUED I
L-T<em
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
10 | Posters Posters distributed locally, DFAS audiovisual Cutoff: When no longer
agency-wide, or to the public offices needed.
l 5 3 Disposition: Destroy at cutoff
Authority:
12 | Audiovisual Motion picture photography, DFAS audiovisual Cutoff: When superseded or
Productions—Mission | videotapes, and related audio offices obsolete.
recordings which reflect the Disposition Do not destroy;
5 mussion of DFAS; includes retain as permanent. (See
L+ mission briefings and similar- note 2.)
Authority:
products

53



T SCHEDULE 5210. CONTINUED

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
22 | Original Classification | Master histing by title and DFAS security offices | Cutoff: Not applicable;
Authonty organization of officials perpetual file.
designated to exercise this Disposition: Destroy
authority individual documents within
55 the file when superseded or no
g longer needed.
= Authority:

23 | Deletions from Original | Requests to delete officials from | DFAS gsecurity offices | Cutoff: When action is

Classification the master listing complete.
Authonty Disposition: Destroy one year
, 5 Q . . after cutoff.,
LA - Authority:
24 | Classification Challenges to classification and | DFAS security offices | Cutoff: End of calendar year
Evaluation requests for mandatory review when review 18 complete.

Disposition: Destroy one year

} 5 7 after cutoff.
L+t Authority

25 | Access Control Records | Forms used to certify access to DFAS security offices | Cutoff: Not applicable;

classified information or perpetual file,
restricted areas such as access Disposition: Destroy
[ 5 8 > lists, authority to open or close individual documents within
: the file when superseded or
V alarmed areas, and similar types
of records obsolete.
Authonity:

NOTES:

1. Destroy immediately upon notification of death of employee.

2. These documents may be maintained 1n the OPF. If s0, apply the disposition for the OPF or destroy when 50 years old,
whichever 18 later.

9%
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SCHEDULE 3400, Public Affairs

%

Description of Covered Records: This schedule governs disposition of records pertaining to public information and
community relations programs designed to inform and motivate DFAS personnel, maintain haison with public news
media, promote public understanding of DFAS activities, and develop and maintain cooperation between DFAS and the
community.

SCHEDULE 5400 |

PUBLIC AFFAIRS

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Public Affairs Releases to news media DFAS Center Public | Cutoff: End of calendar year.
Releases—Temporary | including statistical reports, Affairs offices Disposition: Destroy one year
data sheets, news releases, after cutoff.
speeches, scripts, briefings, Authonty:
answers to queries, and similar
_L// records which are determined by
the Public Affairs Officer to be
routine or to have no lasting
significance to the Center’s
mission
2 | Public Affairs Releases to news media DFAS Center Public | Cutoff: End of calendar year.
Releases—Permanent | including statistical reports, Affairs offices Disposition: Retire as
data sheets, news releases, permanent. (See note.)
speeches, scripts, briefings, Authority:
answers to queries, and similar
l// records which are determined by
the Center Public Affairs Officer
to be of lasting significance 1n
relation to mission, policies, or
status .
3 | Public Affawrs All original releases to news DFAS HQ Public Cutoff: End of calendar year.
Releases—DFAS HQ media made by DFAS HQ Public | Affairs offices Disposition: Retire as
Affairs offices permanent. (See note.)
Authority:
4 | Public Relations Files | Speeches, addresses, or remarks | DFAS Center Public | Cutoff: %perpetua] file.
made by DFAS agency heads or { Affairs offices Dispositxeon: mDestrey-' ?6'1' e

other high-ranking DFAS
officials at formal ceremonies or
community functions

individual documents within
the file when superseded or no
longer neededjvn« Lernenk
Authority: beeatre?

55
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SCHEDULE 5400. CONTINUED 1
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
5 | Exhibit Case Files Information on the development, | DFAS Center Public | Cutoff: Upon retirement of
acquisition, and use of DFAS Affairs offices exhibit.
exhibits for public display Disposition Destroy when
exhibit 15 refurbished or
retired, or when no longer
(_./ i needed, whichever 1s later.
Authonty:
6 | Biographical Files Biographical sketches, DFAS Center Public | Cutoff: Upon separation or
photographs, news clippings, Affairs offices transfer of employee.
and related correspondence Disposition: Destroy when
reflecting on the careers of employee separates or
DFAS employees who have transfers.
L/ i performed outstanding service Authonity:
to DFAS

NOTE:
Offer to National Archives in 5 year blocks when latest record is 20 years old.

56
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SCHEDULE 8500, Legal Administration Records

[

Description of Covered Records: This schedule governs disposition of records accumulated in carrying out the legal

administration program.

SCHEDULE 5500 |

LEGAL ADMINISTRATION RECORDS l

R A B C D
U
L ‘ CUTOFF/DISPOSITION/
E RECORD SERIES ‘DESCRIPTION LOCATION AUTHORITX
1 | Precedent-setting legal | The record eop§ of a legal DFAS legal offices Cutoff: End of calendar year.
opinions opinion which establishes policy Disposition: Do not destroy -
or precedent permanent records. (See
note.)
Authority:
2 | Nonprecedent-setting | A legal opinion basedona DFAS legal offices Cutoff: End of calendar year.
legal opinions ‘1 previously set precedent; Disposition: Destroy when
k o interprets but does not establish superseded or obsolete,
policy or precedent Authority:
3 |Legislativeand Recordi pertaiding to DFASlegaloffices | Cutoff: End of calendar year.
. Congressional Liaison | legislation, executive orders, Disposition: Destroy when
| records _ [ proclamations, &nd to laison superseded or obsolete.
with Congress, excluding Authority:
budgetary aid appropriation
~ matters. lncludiig supporting
-~ memoranda and comments
B reflecting DFAS position on
legislative matters
4 | Litigation ::ecords Records accamulated incident to | DFFAS legal offices Cutoff: End of calendar year
litigation arising out of tax in which case closed.
disputes or other actions; legal Disposition: Destroy 2 years
actions involving DFAS, its after cutoff.
Ve personnel or contractors; Authonty:
\/ - administrative proceedings,
investigative reports, and legal
processing affecting accomplish—
ment of the DFAS mission
5 W cords pertaining to financial | DFAS legal offices Cutoff: Date of filing.
Reports disclosure T SF Disposition: Destroy 6 years
O 278, DD Form 15685, SF 450, etc. \ after date of filing.
GRS Tremayb
I
NOTE:

Offer to National Archives in five year blocks when latest document is 25 years old.

577
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SCHEDULE 5545, Congressional Inquiries
Description of Covered Records: This schedule governs disposition of records accumulated during correspondence with

members of Congress.
Then |

— SCHEDULE 5545
CONGRESSIONAL INQUIRIES —I

R A B C D

1)

L CUTOFF/DISPOSITION/

E | RECORDSERIES DESCRIPTION LOCATION AUTHORITY-

1 IN om‘éuﬁng Nonroutine inquiries and replies | DFAS Congressional | Cutoff: End of calendar year.

Congressional Inquiries | relating to or involving DFAS Liaison offices Disposition: Do not destroy;
policies, procedures, plans, retire as permanent. (See
classified information, and other note.)
matters of importance, such as Authority:
/ 7 D changes in status or location of

DFAS organizations, activities

(> 4 or installations, production
facilities, major procurement or
allied matters

2 Rduﬁn;a Congressional | Routine and noncontroversial DFAS Congressional J Cutoff: End of calendar year.

o ) .- | Inquiries communications from and to Liaison offices Disposition: Destroy 2 years
members of Congress relating to after cutoff.
unclassified information such as Authority:
requests from DFAS employees
/ 7 1 L for Congressional asgistance in
l/ resolving problems relating to

active duty, reserve, ANG,
civilian, retired, annuitant pay
and policies, DFAS civilian
employment, and dependent
support issues

NOTE:
Offer to National Archives in §-year blocks when latest record is 25 years old.

5%
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SCHEDULE 6055, Safety Program Administration

Description of Covered Records: This schedule governs disposition of records created or used by the Center Safety
Program to include safety and accident prevention.

SCHEDULE 6055 |

SAFETY PROGRAM ADMINISTRATION L
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Safety Program Records pertaining to planning | Safety offices Cutoff: End of calendar year.
Planning the Center Safety Program, Disposition: Destroy when
including planning for specific planning for next year’s safety
safety efforts program 18 complete.
Authority:
4 | Fire Inspections and Checklists and similar forms Safety offices Cutoff* End of calendar year.
Tests used 1n conducting real property Disposition: Destroy one year
inspections, including after cutoff.
inspections and tests of installed Authority:
/ systems of fire extingmishing,
L1 alarm and detection equipment,
portable fire extinguishers, etc.
5 | Hazard Reports Reports of hazards, including Safety offices Eutoff—Wremrhaszard-ia—
fire hazards corretled.
L/ Sposttion Destroy 23
L afercatoft="Dicp.
T Dending
6 | Hazard Abatement Records used to plan and/or Safety offices Cutoff-When-hazardss
Plans monitor efforts to reduce or elimmnated—
elimnate hazards Dmpos&&&en'-ﬁestmy-%-yea-rs—
aftercutoff— |1 sf
Peﬂd)/r\ ﬁ—
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SCHEDULE 6055. CONTINUED

pef

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
7 |Hazardous Materialor | Records that describe action Safety offices
Communications taken on hazardous material
Management 1ssues and the effect of the -aftercutoff.”
actions on operations and Authonty:
similar records pertaining to 'Di S ,0
management of hazardous .
materials, waste, or Per’l ds n5
communications .
8 { Hazardous Reports concerning hazardous Safety offices L Cuteff:End-of eslerdaryesar—
Waste/Matenial waste disposal, hazardous i i T
Reporting material management, and = ’Dfo’ -
related information Authertty— pe,q Lor 5%
9 | Hazard Communication | Records showing training Safety offices Lutoff: Upon-retirement-or
Tramning Records huistory of employees exposed to  separation of employee, |
hazardous communications DRisposition:Destroy-2.years . {
eftercutoff. D TN f .
Authority: F_e N (D-;"x
10 { Civihan Employee Temporary or short-term DFAS medical Guteff—Upumrseparation;—
Medical File System records as defined in the Federal | treatment facilities transfer;orretirementof
(EMFS) Personnel Manual Lemployes.
 after-outofi—{Seenoted
Authonty: Digp) Lo,
11 | Hazardous Substance Records documenting DFAS medical Cutpff: Upon separation,
Exposure employee’s exposure to toxicor | treatment facilities transfer, or retirement of
hazardous substances as defined emplo¥ee.
in29 CFR 1910 Disposityon: Destroy 30 years
after cutoff or 40 years after
[// date of expysure, whicheyer is
greater. ISﬂ
Authornity: ND] Me
12 | Industrial Hygiene Baseline records, tests, DFAS safety offices Cutoff: End of calendar year.
}ecords evaluations, etc., which and occupational Disposition: Destroy 40 years
1/ ascertain the presence or health offices

absence, nature and degree of
occupational health hazards

after xutoff. \L[SF
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SCHEDULE 6033. CONTINUED 1
ff’e " | R A B c D
ug
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
13 | Environmental Plans and supporting data for DFAS safety offices Cutoff: Not appligable,
Protection Records spill prevention control and perpetual file.
counter-measures plan; o1l and Disposition: D¢stroy
hazardous substance pollution individual dgéuments within
contingency plan, hazardous the file when superseded,
g ; waste plan, hazardous waste obsoletg/ or no longer needed
Z | — treatment, storage, and disposal Authority ]>
facility operation plan, traffic 15 lﬂ
abatement plan, and similar p g f I
plans ~
14 | System Safety Records | Records documenting the basis | DFAS safety offices Cutoff: If system1s
for integrating system safety, implamented, cut off when
health hazard and systerh 1s terminated; 1f
/ g 5 environmental considerations system)\is not implemented,
into the systems engineering cut off when system
process to include plans, engineerilg is discontinued.
reviews, summaries, etc. Dispositiory; Destroy § years
after cutoff. D 1S p
- Authority: —
. YeND
NOTE:

Purge file prior to destruction. If file contains record of injury or exposure that has resulted or could result in a lawsuit
against the Government, retain pertinent documents until lawsuit is settled or statute of limitations has expired.

bl




SCHEDULE 7040, Comptroller, Cost Analysi

o

and Budget Records

Description of Covered Records: This schedule governs disposition of records pertaining to cost analysis including cost
information systems, planning factors, cost analysis methods, cost estimating, cost tracking and life cycle cost. It also
governs disposition of Budget Office records which pertain to preparation, analysis, justification and control of the

budget.

SCHEDULE 7040 |

COMPTROLLER, COST ANALYSIS, AND BUDGET RECORDS

R A B C D

U

L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

7 | Costand Economic Correspondence pertaining to Cost offices Cutoff: End of fiscal year.

Analysis
Correspondence
Records

cost/economic analysis studies
and estimating factors and
methods

Disposition: Destroy 3 years
after cutoff.
Authority:

b
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SCHEDULE 7600, Internal Audit and Inspection Records

s

Description of Covered Records: This schedule governs disposition of records pertaining to audits and inspections done to
evaluate effectiveness and economy of DFAS operations, methods, and procedures.

SCHEDULE 7600 |

INTERNAL AUDIT AND INSPECTION RECORDS

R A B C D
[ )
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Audit/Inspection Records pertaining to planming, | DFAS offices Cutoff: Not applicable;
Programming orgamzing, directing and responsible for perpetual file.
controlling the audit or performing audits or | Disposition: Destroy
inspection program. Includes inspections individual documents when
schedules, resources planned or superseded, obsolete, or no
expended for the program, plans longer needed.
for the conduct of a specific Authority:
audit, inspection 1tineraries,
team personnel rosters, and
gimilar records
2. | Reports of Audit Report created upon completion | DFAS offices Cutoff: When all deficiencies
of an audit to show findings, responstble for have been corrected.
recommendations, and similar performing audits Disposition: Destroy 2 years
information and to track follow~ | and inspections after cutoff.
up actions taken to correct Authonity:
1dentified deficiencies
3 | Commander’s Audit Commander’s audit program Held by installation { Cutoff: When purpose has
Program reports of audit commanders or their } been served.
U staff Disposition: Destroy at cutoff.
Authority:
4 | Risk Assessments Documented worksheets, DFAS offices Cutoff: Completion of
minutes of meetings, and reports | responsible for vulnerability assessment.
| addressing the risk of assessable ?erformmg auditsor Disposition: Destroy 5 years
V units inspections after cutoff.
Authority:
5 | Statementsof Letters stating comphance or DFAS offices Cutoff: Completion of next
}su.rance noncompliance with internal responsible for ) comparable statement.
1/ control objectives :a:::?;:;xz audits or i);;;o:‘;:o; Destroy 5 years
Authority:
6 | Annua of Annual reports including DFASHQ Cutoff: When reportis D&
Assurance sent to of evaluation report complete
SECDEF (RCS: DD- of material wea of Disposition: Bu-ne&deﬂ:oy,_ A4
COMP(AR)1618) corrective action and other \ retire-as-permaremt—(See- /,,_é
similar records

o
e

‘W j/or‘/&’;r\a,

NOTE: Offer to National Archives in 5-year blocks when latest record is 25 years old.
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SCHEDULE 1025, Technical Training

-

Description of Covered Records This schedule governs disposition of records pertaining to specialized training, such as

professional education obtained from various schools and vendors, training for operation of technical equipment, formal

training programs, and similar types of training

SCHEDULE 1025

TECHNICAL TRAINING

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

1 | Training Records Specialized training records Personnel/training Cutoff: End of calendar year
accumulated in DFAS personnel | offices (See note )
or training offices to include Disposition Destroy 5 years
records relating to availability after cutoff
of training and employee Authority GRS 1, Item 29
participation

2 | Traiming Planning Records used to plan a course of | Any office Cutoff When course 1s

Records

instruction including training
standards, training plans and
course syllabt

responsible for
conducting tralning

discontinued

Disposition Destroy when
revised, obsolete, or on
discontinuance of the related
course

Authority: AF N1-AFU-90-3

3 Instructional Materials

Records used to conduct a class,
such as lesson plans, tests, films,

charts, study guides, workbooks,

handouts, and stmilar material

Any office
responstble for
conducting training

Cutoff When course 1s
discontinued

Disposition Destroy when
revised, obsolete, or on
discontinuance of the related
course

Authority. AF N1-AFU-90-3

4 | Course Establishment | General correspondence, Center training Cutoff End of calendar year
Records agreements, authorizations, offices (See note )
reports, requirement reviews, Disposition Destroy 5 years
plans and objectives relating to after cutoff.
the establishment and operation Authority GRS 1, [tem 29
of agency-sponsored training
courses and conferences
NOTE

Some DFAS Center Traiming Offices operate on a fiscal year rather than a calendar year At those Centers, the cutoffis

end of fiscal year




SCHEDULE 1100, Manpower

Draft

and Organization

Description of Covered Records

2

This schedule governs disposition of records pertaining to authorizing, allocating,

utihizing, and programming for military and civilian personnel It includes management engineering and productivity

enhancement records.

SCHEDULE 1100 ‘*]

MANPOWER AND ORGANIZATION

R A B C D

U

L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

1 Mm Paper or electronic records Manpower office Cutoff End of fiscal year

Authorization File

whic detailed unit and
position manpower
authorization data for all fiscal
periods in the current manpower

program

\

Disposition Destroy 1 year
after cutoff
Authority.

2 | Approved Manpower
Change Requests

Correspondence, forms, or
machine histings which 1dentafy
the changes requested and
contain justification,
coordination, and approval
statements

Manpower office

Cutoff End of calendar year
in which change was
implemented

Disposition Destroy 2 years
after cutoff

Authority AF N1-AFU-90-3

3 | Disapproved Manpower
Change Requests

Reports documenting all aspects
of the management engineering
program

Manpower office

Cutoff End of calendar year
in which disapproved
Disposition Destroy 2 years
after cutoff

Authority. AF N1-AFU-90-3

4 | Management
Engineering Reports

Reports documenting all aspects
of the management engineering
program

Manpower office

Cutoff End of calendar year
Disposition Destroy 3 years
after cutoff

Authority AF N1-AFU-90-3

5 Productivity
Measurement and
Evaluation

Data and information in
correspondence, reports, and
other sources used to prepare
annual productivity reports to
establish internal productivity
goals, or to assess 1nternal
productivity

Manpower office

Cutoff End of calendar year
in which superseded
Disposition Destroy 1 year
after cutoff

Authority:

6{2—6 :23/ I‘f'ém |

w Hhdvawn
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SCHEDULE 1100. CONTINUED —I

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
6 | Capital Investments - | Individual requests, summary Manpower office Cutoff. End of fiscal year 1n
Approved records, status reports, and which approved project was
general correspondence for amortized.
capital investment programs Disposition Destroy 2 years
justified through increases in after cutoff
productivity Authority AF N1-AFU-90-3
7 | Capital Investments - Individual requests, summary Manpower office Cutoff End of fiscal year 1n
Disapproved records, status reports, and which request was
general correspondence for disapproved.
capitalinvestment programs Disposition Destroy 2 years
justified through increases in after cutoff
productivity Authority AF N1-AFU-90-3
8 | Commercial Activities | Performance work statement of | Manpower office Cutoff. When study 1s

Cost Records

unit or function considered for

contracting out, deduct analysis,

cost study, and supporting
records

completed

Disposition. Destroy 5 years
after cutoff or upon completion
of next study

Authority AF N1-AFU-90-3

10
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SCHEDULE 1300, Military Personnel Records

Description of Covered Records This schedule pertains to records accumulated at the Center-level office charged with
The records are admimstrative or informative 1n

nature The record copy 1s controlled by the member’s branch of military service

administering military personnel assigned to that DFAS Center

SCHEDULE 1300

MILITARY PERSONNEL RECORDS ]
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Admimstration of Various reports, listings, DFAS military Cutoff Not applicable

Military Personnel

registers, and other records
received from the military
services that contamn
information necessary to
manage military personnel at
the local level

personnel offices
(orderly rooms)

Disposition. Destroy when
superseded, obsolete, or no
longer needed

Authority

“DLAM 5015,
210. 31

NOTE

Records accumulated 1n the office to which the military person 1s assigned are filed under Schedule 5010, rule 4,

Administration of Office Personnel

1\
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SCHEDULE 1400, Civilian Personnel Files

LY

Description of Covered Records This schedule governs disposition of records accumulated by the servicing personnel

office while managing and administering the civilian personnel program

SCHEDULE 1400 —]

CIVILIAN PERSONNEL FILES

Pler

R A B C D
]
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
Destgon [0 Nrs G
1 { Civihian Personnel Records created during the DFAScivihan Gutcﬁ'.—W'hen(—demgn o}'
Program Records development of personnel personnel offices program 1s complete
programs and pertaln to the Brsposttror— Do ot destrey—
establishment, implementation, retan-as-permanent—tSee—
and administration of DFAS- potet+
wide programs Aubhorty—AL N1_AFII.00.3 |
2 | Official Personnel Individual personnel folders DFAScivihan Cutoff Upon separation or
Folders {OPFs) containing information on civil personnel offices transfer of employee.
service employment which Disposition Transfer OPF to
reflect qualifications, efficiency, gaining Federal agency or to
promotions, awards, certificates NPRC 30 days after former
of clearance and/or security employee transfers or leaves
determinations, and similar Federal service (See note2)
information Authority: GRS 1,Item 1
3 | Supervisor's Employee | Records maintained by Any DFAS office Cutoff Upon separation or
Record employee’s supervisor for transfer of employee.
informational and managerial Disposition. Destroy 30 days
purposes after separation or transfer of
employee (See note 3)
—
Authority (GRS [’ Tten
4 Personnel Correspondence, reports, and DFAS civihan Cutoff End of calendar year

Correspondence Files

other records relating to the
general administration and
operation of personnel functions,
but excluding records
specifically described elsewhere
1n this series and records
maintained at agency staff

planning levels

personnel offices

Disposition Destroy 3 years
after cutoff
Authority. GRS 1, Item 3

PR
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SCHEDULE 1400. CONTINUED 1

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
5 | Staffing Correspondence offering DFAS civihan Cutoff: When action 1s
Correspondence— appointment to potential personnel offices complete
Accepted Offers employees, applicant acceptance Disposition Destroy
immediately
Authority GRS 1,Item4a
6 | Dechned Offers—OPM | Correspondence offering DFAS civilian Cutoff When action 1s
Eligibles appointments to personson the | personnel offices complete
OPM certificate of eligibles and Disposition Return to OPM
the offer 1s declined with reply
Authority GRS 1, Item 4b(1)
7 | Declined Offers— Correspondence offering DFAS civilian Cutoff. When action1s
Temporary or Excepted | appointments to temporary or personnel offices complete
Appointment excepted posttions and the offer Disposition File with apph-
1s declined cation and destroy after 2
years
Authority GRS 1, [tem 4a(3)
8 | Declined Offers— Correspondence pertaining to DFAS civilian Cutoff: When action ts
Others any declined offer not listed 1n personnel offices complete
rules 7 and 8 above Disposition Destroy
immedately
Authority GRS 1, Item 4b(3)
9 | Staffing Plan Files Civilian personnel status and DFAS civilian Cutoff. End of calendar year
improvement plans personnel offices Disposition Destroy 3 years
after cutoff
Authority AF N1-AFU-90-3
10 | Employment Applications and related records | DFAS civilian Cutoff: When action 1s
Applications EXCLUDING recordsrelated to | personnel offices complete
appointments requiring Disposition Destroy upon
Senatorial confirmation and receipt of OPM wnspection
applications resulting 1n report or when 2 years old,
appointments which are filed 1n whichever 1s earlier (See note
the OPF 1)
Authority GRS 1,Item 15
11 | Veterans Preference Records pertaining to DFAS civihan Cutoff When action1s

Records

entitlement, administration of
preference and preference
preserved, lost, or changed

personnel offices

complete
Disposition File on right side

of OPF 6{L§ ‘ )

Authority
Ttem |

'3
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SCHEDULE 1400. CONTINUED ]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
12 | Excepted Service Files | Filesrelating to employment DFAS civilian Cutoff* End of calendar year
programs and functions of personnel offices Disposition Destroy 3 years
excepted positions after cutoff
Authority
13 | Certificate of Eligibles | OPM ceruficates of eligibles DFAS civihian Cutoff End of calendar year
with related requests, forms, personnel offices Disposition Destroy 2 years
correspondence, and statement after cutoff (Seenoted)
of reasons for passing over a Authority GRS 1,Item5
preference eligible and selecting
a nonpreference eligible
14 | Application of Correspondence and other DFAS civihan Cutoff When position1s
Classification records relating to application of | personnel offices abolhished or superseded
Standards standards for classification of Disposition Destroy 5 years
positions after cutoff
Authority GRS1,Item7
15 | Position Descriptions Record copy of official position DFAScivihan Cutoff When position 1s
descriptions which include personnel offices abolhished or superseded
information on title, series, Disposition Destroy 2 years
grade, duties and after cutoff
responsibilities, and related Authority GRS 1,Item 7b
documents
16 | Classification Survey Reports on various positions DFAS civilian Cutoff End ofcalendar year
Reports prepared by classification personnel offices Disposition Destroy 3 years
specialists, including periodic after cutoff
reports Authority GRS 1, Item 7¢(1)
17 | Program Evaluations Correspondence relating to DFAS civihan Cutoff When action1s
program evaluations and personnel offices complete
inspections performed by review Disposition. Destroy when
teams obsolete or superseded.
Authornity: GRS 1, Item 7¢(2)
18 | Classification Appeals |{ Case files of classification DFAS civihan Cutoff When case 1s closed
appeals personnel offices Disposition Destroy 3 years
after cutoff
Authority. GRS 1, [tem 7d(1)
19 | OPM Certificates of Certuificates of classification DFAS civilian Cutoff. When position is
Classification 1ssued by OPM personnel offices abolished or superseded

Disposition Destroy at cutoff
Authority GRS 1, [tem 7d(2)

"
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SCHEDULE 1400. CONTINUED ]
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
20 | Performance Rating Copies of case files forwarded to { DFAS civihan Cutoff* When case 1s closed
Board Files OPM relating to performance personnel offices Disposition Destroy 1 year
rating board reviews after cutoff
Authority GRS1,Item9
21 | Temporary Employee All copies of correspondence and | DFAS civilian Cutoff End of calendar year
Records forms maintained on the left personnel offices Disposition Destroy 1 year
side of the OPF per the Federal after cutoff or upon separation
Personnel Manual or transfer of employee,
whichever 1s sooner
Authority GRS 1,Item 10
22 | Position Identification | Records used to provide DFAS civilian Cutoff. Notapplicable
Records summary data on each position | personnel offices Disposition Destroy when
superseded or obsolete
Authority GRS 1, Item 11
23 | Employee Performance | Case files including DFAS civilian Cutoff* Upon approval or
Award Case Files recommendations, approved personnel offices disapproval
nominations, correspondence, Disposition Destroy 2 years
reports and related handbooks after cutoff
pertaining to incentive awards, Authority GRS 1, Item 12a(1)
within-grade merit increases,
suggestions, and outstanding
performance
24 | Length of Service Records including DFAS civilian Cutoff. Upon approval or
Awards correspondence, reports, personnel offices disapproval
computations of service, and hst Disposition Destroy 1 year
of awardees after cutoff
Authority GRS 1, Item 12b
25 | Sick Leave Awards Records including DFAS civihan Cutoff: Upon approval or
correspondence, reports, personnel offices disapproval
Disposition Destroy 1 year
computations of sick leave, and
after cutoff
hst of awardees Authority GRS1,Item 12b
26 | Award Lists or Indexes | Lists of nominees and winners DFAS civilian Cutoff Not applhcable
and indexes of nominations personnel offices Disposition Destroy when
superseded or obsolete
Authority GRS1,Item 12d
27 { Notafication of Chronologicalfile of Standard DFAS civihan Cutoff. End of fiscal vear.

Personnel Actions

Form 50, including fact sheets,
documenting all individual
personnel actions, such as
employment, promotion,

transfer, separation, etc

personnel offices

Disposition Destroy 2 years
after cutoff
Authority GRS1, Item 14

\S
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SCHEDULE 1400. CONTINUED —I

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

28 | Personnel Operations Statistical reports relating to DFAS civilian Cutoff End ofcalendar year
Statistical Reports personnel personnel offices Disposition: Destroy 2 years

after cutoff
Authority GRS 1,Item 16
29 | Retention Registers— Registers and related records DFAS civihian Cutoff When all RIF actions
RIF used to effect reduction-1n—force | personnel offices are complete.
actions Disposition Destroy 2 years
after cutoff
Authority GRS 1, Item 17b(1)

30 | Retention Registers— Registers from which no DFAS civilian Cutoff Not applicable

Non-RIF reduction-in—force actions have | personnel offices Disposition Destroy when
been taken, and related records superseded or obsolete
Authority GRS 1,Item 17b(1)

31 | Performance Forms and related records DFAS civilian Cutoff End of calendar year
Appraisals— documenting performance which | personnel offices Disposition Destroy 3 years
Acceptable 1s acceptable or above after cutoff

Authority GRS 1, Item
29a(3)b)

32 | Performance Forms and related records DFAS civilian Cutoff End of calendar year
Appraisals— documenting performance which { personnel offices Disposition. Destroy 3 years
Unacceptable 1s unacceptable but which 1s not after cutoff

accompanied by demotion or Authority: GRS 1, [tem
removal action 29a(3xb)

33 | Performance Forms and related records DFAS civilian Cutoff Completion of written
Appraisals—Proposed | documenting a rating of personnel offices notice of proposed action
Adverse Action unacceptable where demotion or Disposition: Destroy when

removal 1s proposed but not employee completes 1 year of
effected acceptable performance from
date of written advance notice
of proposed removal or
reduction 1n grade
Authority. AF N1-AFU-90-3

34 | Performance Forms and related records DFAS civihian Cutoff When removal action

Appraisals—Removal | documenting a rating of personnel offices 1s complete.

unacceptable where removal 1s
effected

Disposition Place records on
left side of OPF and send to
NPRC

Authority: GRS 1, [tem
23a(3)a)

o
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SCHEDULE 1400. CONTINUED j

2L

R A B C D
8]
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
35 | Performance Forms and related records DFAS civilian Cutoff When demotion action
Appraisals—Demotion | documenting a rating of personnel offices 1s complete
unacceptable where demotion 1s Disposition Destroy 3 years
effected after cutoff
Authority GRS 1,Item
23a(3)(b)
36 | Performance Forms documenting ratings of DFAS civihan Cutoff Endofcalendaryear
Appraisals—SES members of the Senior Executive | personnel offices Disposition Destroy 5 years
Service after cutoff
Authority AF N1-AFU-90-3
37 | Labor/Management Records documenting DFAS civilian Cutoff Expiration of
Negotiations negotiations including personnel offices agreement.
correspondence, memoranda, Disposition Destroy 5 years
reports and other records after cutoff
relating to the relationship Authority GRS1,Item 28a
between management and
employee unions
38 | Arbitration Case Files | Correspondence, forms, and DFAS civilian Cutoff Resolution of case
background papers relating to personnel offices Disposition Destroy 5years
labor arbitration cases after cutoff
Authority GRS 1, Item 28b
39 | Grievance Case Files Records pertaining to DFAS avilian Cutoff When case 1s closed
grievances, EXCLUDING EEQ | personnel offices Disposition. Destroy 4 years
complaints, include statements after cutoff
of witnesses, reports of Authority GRS 1, Item 30a
interviews and hearings,
examiner’s findings and
recommendations, a copy of the
original decision, related
correspondence and exhibits,
and records relating toa
reconsideration request
40 | Adverse Action Case Case files and records related to | DFAS civilian Cutoff When case 1s closed

Files

adverse actions and
performance-based actions
(removal, suspension,
reduction-in—grade, furlough)
against employees The file
includes a copy of the proposed
adverse action with supporting
documents, statements of
witnesses, employee’s reply,

personnel offices

Disposition: Destroy 4 years
after cutoff
Authority GRS 1,Item 30b

\1




Ovaf

SCHEDULE 1400. CONTINUED j

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
40 | Adverse Action Case hearing notices, reports and DFAS civihan
Files (Continued) decisions, reversal of action and | personnel offices
appeal records EXCLUDING
letters of reprimand which are
filed in the OPF
41 | Promotions Records of individual promotion j DFAS civilian Cutoff When promotion
actions including work records, | personnel offices action 1s complete or upon
job analysis, qualification completion of an OPM formal
standards, evaluation methods, evaluation (See FPM chap
selection procedures, evaluation 335, subchap 1-4)
of candidates, and similar Disposition Destroy 2 years
after cutoff
records Authority AF N1-AFU-90-3
42 | EEQ Case Files Official discrimination DFASEEO Cutoff Upon resolution of
complaint case files containing | complaint case
complaints with related management offices Disposition Destroy 4 years
correspondence, reports, after cutoff
exhibits, withdrawal notices, Authority AF N1-AFU-90-3
coptes of decisions, records of
hearings and meetings, and
stmular records
43 | EEO Background Files | Files containing background DFAS EEO Cutoff Upon resolution of
records not filed in the official complaint case
discrimination complaint case management offices Disposition. Destroy 4 years
file after cutoff.
Authority AF N1-AFU-90-3
44 | Wage Administration Wage schedules and other pay DFAS civihian Cutoff Notapplcable,
adjustment authorization personnel offices perpetual file
resulting from legislation or Disposition Purge file
other across-the-board annually and destroy
administrative action which individual documents when no
constitute the basis for longer needed
personnel actions which may Authority AF N1-AFU-90-9
require reconstruction at a later
date
45 | Applicant Supply File Employment applications from { DFAS civihan Cutoff Not applicable

persons seeking appointment
outside of OPM registersor as a
result of local delegated hiring
or examining authorities,
rosters indexed to the
applications, authorized racial
and ethnic identifications and
related data

personnel offices

Disposition Dispose of
according to FPM gmdance
and OPM agreements
Authority AF N1-AFU-90-3

\?
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SCHEDULE 1400. CONTINUED j

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
46 | Affirmative Action Committee minutes, program DFAS civihian Cutoff* End of fiscal year
activities, records of community | personnel offices Disposition Destroy 3 years
contacts, sexual harassment and/or EEO after cutoff or when
records, reports and supporting | complaint superseded or obsolete
papers regarding status of management offices | Authority AF N1-AFU-90-3
employment
47 | Priority Placement “Stopper lists” received and DFAS civilian Cutoff When registrantis
Action Files records of any position in the pay | personnel offices removed from the program
category series and grades on Disposition Destroy 2 years
the “stopper list” during the after cutoff
time lists are in force, case files Authonity: AF N1-AFU-90-3
of employees affected by priority
placement action
48 | Leave Sharing Records | Information submitted or DFAS civihan Cutoff When leave transfer
resulting from a request or personnel offices effort 1s completed or
contribution of leave terminated
Disposition Destroy 3 years
after cutoff
Authority
NOTES
1 Offer to National Archives in 5 year blocks when the most recent records in the block are 25 years old
2  Follow instructions in the Federal Personnel Manual
3  Ifthe transfer of the employee 1s internal, follow local procedures for transfer or destruction of the record
4  Ongmnalisreturned to OPM

11




SCHEDULE 3000, Planning

Oraft

8

Description of Covered Records This schedule governs disposition of records accumulated in connection with planning

DFAS actions

It 1ncludes records accumulated 1n planning the development and execution of programs for the

performance of the DFAS mission. It also includes records pertaining to planning for the wartime role of DFAS as well as

records pertaining to planning for unusual situations such as natural disasters

SCHEDULE 3000
PLANNING
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Programmng—HQ Documents relating to DFAS— HQ DFASplanning Cutoff End of calendar year

Serrnto
ao [lwly
| adwre
Rl a~d

Level wide program planning, review | offices or program Disposition Do not destroy,
and analysis to include program | managementoffices | retain as permanent. (See
guidance documents, operations note 1)
plans and programs, policies and Authonty
related background matenal,
documents created to revise or ?L ﬁ m
adjust existing programs, and S—O 15. 1
similar documents o /
Tremn 2684
2 | Programming—Center | Documents relating to Center DFAS Center Cutoff End of calendar year
Level level program planning, review | planning officesor [ Breposttion. Destroy-16-years
and analysis to include program | program &&us&&eﬁj—efrw&eenl—
guidance documents, operations | management offices A-&bhoﬂ-t—y-—fmtptffed-eé.
plans and programs, policies and Ob%v'f'e'fm—' !
related background material, [.éhnz e
documents created to revise or tDLﬁm ijﬂo?
adjust existing programs, and 5015 ) /W;
similar documents 7 +ewn . g
212688 whethtrds
3 | Program Review—HQ | Documents created at HQ level | HQ DFAS planning Cutoff: End of calendar year

Level

1n the process of review of
progress in program
accomplishment, including
progress reports, cost and
performance reports, statements
of analysis, summaries, directed
actions, and other documents
which reflect actual
performance, progress,
accomplishments, deficiencies,
and problems in relation to
program goals

offices or program
management offices

Disposition Do not destroy,

retain as permanent

Authority LSee M‘k&l)

DLam
SO1S. )
THem 212 bl

L0
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SCHEDULE 3000. CONTINUED L
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
4 | Program Review— Documents created at Center DFAS Center Cutoff Endofcalendar year

Center Level

level in the process of review of

planning offices or

Disposition Bestrey-16-vears

progress Ln program program a&er-e&eeﬁ'-mo Mt
accomplishment, including management offices Authority dés'ffoq o
progress reports, cost and - J
performance reports, statements e
of analysis, summaries, directed Perm Y\eﬂt -
actions, and other documents (See mﬂc ). )
which reflect actual
performance, progress D LA ™M gD 1s. )
accomplishments, deficiencies,
and problems in relation to ITs’m 212 é gq,
program goals
5 | DFAS Council Documents relating to the HQ DFAS planning Cutoff End of calendar year
Actions— establishment, functions, offices or program Disposition Do not destroy,
HQ Level agenda, minutes, management offices retain as permanent
recommendations, and other Authority
official actions of formal, HQ
level DFAS counculs, including
significant background and
supporting documents
accumulated and/or created by
the council in fulfilling 1ts pf Ff)‘ Y-20
mission relative to program A F_ Téz 5. 3}
review and analysis ﬂw& 3
6 | DFAS Council Documents relating to the DFAS Center Cutoff End of calendar year
Actions—Center Level | establishment, functions, planning offices or Disposition Destroy 10 years
agenda, minutes, program after cutoff.
recommendations, and other management offices | Authority.

official actions of formal, Center
level DFAS councils including
significant background and
supporting documents
accumulated and/or created by
the council in fulfilling 1ts
mission relative to program
review and analysis

AFR y-220
F25-3 [ade 3

A
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SCHEDULE 3000. CONTINUED |

o

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
7 | HQ War and Master set of DFAS war and HQDFAS planning Cutoff Obsolescence or
Mobilization Plans mobilization plan, planning offices supersession
concepts, continuty of Disposition Do not destroy;
operations plan, survival, retain as permanent (See
recovery and reconstitution note 2 )
plans, augmentation plans, and Authority
other related plans, essential
source material, annexes, } L ﬂ m go ‘ 5 ’
appendices, tabs, and all
changes ;}q’— \Sa/
8 | Center War and Basic wartime plans, operations { DFAS Center Cutoff—Whensupersededoe
Mob1ihization Plans plans and orders, augmentation { planning offices obselote: Sﬂf)-ne/ a9
plans, continuity of operations Buspesition.-Destroy-whrerr
plans, and similar media with superseded-orebysotete—
essential source material %M 7, -
9 | Contingency Plans Contingency master plans, DFAS planning Cutoff When superseded or
operational plans and orders, offices obsolete DO NoT
augmentation plans, and similar LDusposition. Destroy whemr—
media which provide essential -superseded or obsolete—
guidance and requirements for ~Authonity.. r&ﬂm)
continuity of operations in the 4o pE Q—m A Y MS
event of destruction or major
damage to a DFAS component (Sﬂl— Nole 9—> 21)‘("03
10 | Contingency Training | Records pertaining to planning | DFAS planning Cutoff When superseded or
Files and conducting training to offices obsolete
ensure the successful execution Disposition® Destroy when
of a contingency, includes superseded or obsolete/
individual training documents Authonity 6 s ’l _L-{-em
11 | Natural Disasters Reports, messages, and other DFAS office Cutoff Whenallaction
data describing the situation, providing assistance | regarding the disaster has
such as accomplishments and been completed
results, loss of personnel, Disposition: Destroy 2 years
equipment, material and related after cutoff (See note 3)
cost expenditure data Authority. AF N1-AFU-90-3
NOTES-

1 Offer to National Archives in five year blocks when latest record in block 1s twentyéiwg years old
2 Retire as permanent when superseded or obsolete Offer to National Archivesin accordance with note 1

3  Ifa"Lessons Learned” summary document is created when the disaster 1s over, file with documents covered 1n rule

lor2.

x>
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SCHEDULE 3000-1, Committees, Boards, and Charitable Campaign Records

Description of Covered Records. This schedule governs disposition of records pertaimng to special committees and
boards which are appointed or convened at DFAS Director, DFAS Center Director, or comparable level to study a
problem, situation, or opportunity with at least DFAS or Center-wide impact Commuttees referred to here should not be
confused with routine, ad hoc working groups, total quality managementteams, or similar groups

SCHEDULE 3000-1 |

COMMITTEES, BOARDS, AND CHARITABLE CAMPAIGN RECORDS l
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 Commuttee Records Recorders’ records which consist { DFAS directoratesor | Cutoff Upon termination of
of case files of each approved deputates the committee
commuttee, including (but not Disposition Do not destroy,
limited to) directive or executive retain as permanent (See
approval estabhishing the note )
committee, charter, isting of Authority AF N1-AFU-90-3
members and all changes,
resume of major points of
interest concerning committee
hearings and 1ts general
operations, walvers in
commuttee rules, studies,
analyses, final committee report
and findings, terminating
directive and similar papers
relating to the establishment,
accomplishments, or
termination of formal
committees
2 | Administrative Support | Records that facilitate and DFAS directorates or § Cutoff* Upon termination of
Records support the responsibility of the | deputates the committee
chairman/recorder and staff Disposition Destroy when no
activities designated as longer needed but no later
representatives or for than 2 years after termination
boards/committees, including of the committee
coptes of minutes, mailing lists, Authonty AF N1-AFU-90-3
agendas, reports,
correspondence, and other
related papers reflecting the
position taken on pohcy
development or other
board/commuittee deliberations
3 | Reportsof Existing Annual reports of DFAS DFAS HQ committee § Cutoff Endofcalendar year
Committees—DFAS committees 1n existence management office to which report pertains
HQ accumulated at DFAS HQ Disposition Retire as
permanent (See note )
Authority AF N1-AFU-90-3

PR}
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SCHEDULE 3000-1. CONTINUED —]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
4 | Reports of Existing Annual reports of DFAS DFAS Centers | Cutoff End of calendar year
Committees—Center committees 1n existence, committee to which report pertains
Level accumulated at DFAS Center management offices | Disposition Destroy 2 years
level, may be feeder reports to after cutoff
the DFAS HQ report Authonity AF N1-AFU-90-3
5 | Fund Raising Records accumulated whtle DFAS Center office Cutoff Upon completion of
Campaigns administering the Combined responsible for the campaign
Federal Campaign (CFC), conducting the CFC Disposition Destroy upon
including correspondence, completion of next equivalent
recelpts, invoices, and related campaign
records -
GRS$23 Lrem F
NOTE

Offer to the National Archives 1n 5 year blocks when latest document 1s 25 years old

24
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SCHEDULE 4105, Contracting Records

Description of Covered Records This schedule governs disposition of records pertaining to contracting matters

SCHEDULE 4105 —I

CONTRACTING RECORDS

>

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Original Contracts Signed originals of contracts and | DFAS contracting Cutoff Uponfinal payment
modifications offices Disposition Destroy 6 years,
3 months after cutoff
Authority 6{.7.9 3, f-f'gmB
2 | Justifications Signed originals of DFAS contracting Cutoff Upon final payment
Justifications, approvals, offices Disposition Destroy 6 years,
determinations, and findings
3 months after final payment
and copies of supporting
documents Authority S{)S 3, ,D’Cm
3 | General Contract Case | Contracts, requisitions, DFAS contracting Cutoff When final payment s
Files—$25,000 or purchase orders, lease and bond offices made
Less/Construction surety records, including Disposttion Destroy 3 years
correspondence and related
Under $2,000 papers pertaining to award after cutoff
(See note 1) admimistration, receipt, Authority GRS 3, Item 3a(2)
inspection and payment for
transactions of $25,000 or less
and construction contracts
under $2,000 not covered in
rules 1 and 2
4 | General Contract Case | Contracts, requisitions, DFAS contracting Cutoff When final payment 1s
Files purchase orders, lease and bond | ,fficeq made.
(See note 1 ) surety records, including Disposition Destroy 6 years
correspondence and related
papers pertaining to award, and 3 months after cutoff
administration, receipt, Authority GRS 3, Item 3a(1)
inspection and payment for
transactions of more than
$25,000 and all construction
contracts exceeding $2,000 not
covered in rules 1 and 2
5 | Federal Procurement Data submitted to the Federal DFAS contracting Cutoff End of fiscal year
Data System (FPDS) Procurement Data System offices Disposition Destroy 5 years
File (FPDS) Electronic file after cutoff
maintained by fiscal year,
contaimng unclassified records Authority GRS 3,Item 3d
of all procurements, other than
small purchases and consisting
of information required under 48
CFR 4 601 for transfer to FPDS
6 | Successful Bids and Bid or proposal and supporting DFAS contracting Cutoff When final paymentis
Proposals documents for contracts and offices made.

transactions described in rules 1
and 2 above

Disposition Destroy with
related contract case file
Authority GRS 3, Item5

25
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SCHEDULE 4105. CONTINUED —I

Draft X

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
7 | Unsuccessful Bidsand | Sohcited and unsolicited bids DFAS contracting Cutoff- When contract 1s
Proposals—Small and proposals which are offices awarded
Purchases unsuccessful and which relate to Disposition Destroy ! year
small purchases as defined 1n after date of award or final
the Federal Acqusition payment, whichever 1s later
Regulation, 48 CFR Part 13 Authornity GRS 3, [tem 5b(1)
8 | Unsuccessful Bidsand | Solicited and unsohcited bids DFAS contracting Cutoff When final payment 1s
Proposals—Large and proposals which are offices made
Purchases unsuccessful and which relate to Disposition Destroy with
transactions above the small related contract case file
purchase limitations i1n 48 CFR, Authority GRS 6, Item
Part 13 5b(2)tb)
9 | Cancelled Solicitation | Formal solicitations of offersto | DFAS contracting Cutoff When cancellation s
Files provide products or services, offices complete
such as Invitations for Bids, Disposition Destroy 5 years
Requests for Proposals, or after cutoff.
Requests for Quotations, which Authority GRS 3, [tem 5c(1)
were cancelled prior to award of
a contract Filesinclude
presolicitation documentation
on the requirement, any offers
which were opened prior to the
cancellation, documentation on
any government action up to the
time of cancellation, and
evidence of the cancellation
10 { Unopened Bids Bids received after a solicitation | DFAS contracting Cutoff: Not applicable
of offer 1s cancelled and the bid 1s | offices Disposition Return to bidder
unopened Authority GRS 3, Item 5¢(2)
11 | Acceptable Bidder Lists | Lasts or card files of acceptable DFAS contracting Cutoff Notapplicable,
bidders office perpetual file

Disposition Destroy when
superseded or obsolete
Authority GRS 3, Item 5d

Lo
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SCHEDULE 4105. CONTINUED ]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
12 { Contract AppealsCase | Contract appeals case files DFAS contracting Cutoff Finalactionon
Files arising under the Contracts offices decision
Dispute Act, consisting of Disposition Destroy 1 year
notices of appeal and after cutoff (See note 2)
acknowledgements thereof, Authority GRS 3, Item 15b
correspondence between
parties,copies of contracts, plans,
specifications, exhibits, change
orders, amendments, transcripts
of hearings, documents received
from parties concerned, final
decisions, and all other related
papers
13 | Board of Contract Records relating to contracts DFAS contracting Cutoff Final Board decision
Appeals involved 1n appeals handled by | offices Disposition Destroy 7 years
the Board of Contract Appeals after cutoff
Authority"
14 | Contractor’s Statement | Contractor’s Statement of DFAS contracting Cutoff Notapplicable
of Contingent or Other | Contingent orother fees or offices Disposition Destroy when
Fees statement 1n lieu of the forms, superseded, obsolete, or no
filed separately from the longer needed, whichever is
contract case file and sooner
maintained for enforcement or Authonity: GRS 3, Item 16
report purposes
15 | Smalland Correspondence, reports, DFAS contracting Cutoff End of fiscal year
Disadvantaged studies, goal statements, and offices Disposition. Destroy 3 years
Business Utihization other records relating to the after cutoff
Files small and disadvantaged Authority GRS 3, Item 17
business utilization program, as
required by PL 95-507
16 | Contract Numbering Logs, lists, and similar means of | DFAS contracting Cutoff Completion ofall
Assignment Files controlling contract numbering, | office contracts listed
change notifications, master Disposition Destroy 6 years
serial number register, and after cutoff
similar forms or records Authonty CQ(L% 5
17 | Contractor Historical records of contractor | DFAS contracting Cutoff* Termination of
Performance Files performance data prepared by office contract
contract officer on completed or Disposition. Destroy when no
terminated contracts of longer needed
$100,000 or more Authority AF N1-AFU-90-3

2]
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SCHEDULE 4105. CONTINUED —l

Deafy 2o

R A B C D
8)
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
18 | Procurement Fraud Reports of irregularities in DFAS contracting Cutoff: When case 1s closed
Case Files procurements prepared by FBI, | offices Dispostition Destroy 5 years
O8I, correspondence, and after case 1s closed, or when no
related records longer needed, whichever is
sooner
Authority AF N1-AFU-90-3
19 | Designation and Request for designation or DFAS contracting Cutoff Termination of
Termination of termination, statement of offices appointment
Contracting Officers qualifications, and the Disposition Destroy 3 years
and Representatives designation or termination and after cutoff
acknowledgement of receipt Authority AF N1-AFU-90-3
thereof
20 | Contractors Insurance | Insurance policy and/or plans DFAS contracting Cutoff When premium
Program Files and amendments to, including offices accounting has been finalized.
correspondence and related Disposition Destroy 6 years
documents after contract
Authority AF N1-AFU-90-3
21 | Outstanding Insurance | Contractors insurance program | DFAS contracting Cutoff Settlement of claim
Claims records related to outstanding offices Disposition Destroy when
exceptions, unsettled claims by clearances are obtained
or against the Government, Authority AF N1-AFU-90-3
incomplete investigations,
litigations, or requests made by
the Comptroller General of the
Us
22 | Retiree Affidavits Files | Affidavits and related records DFAS contracting Cutoff* Upon final action or
filed by persons seeking to do offices decision
business with the Government Disposition. Destroy 6 years
within 3 years after separation after cutoff A FM
or retirement Authority: -7~ 70_5' f_ 30
23 { Contract Termination Allrecords accumulated during | DFAS contracting Cutoff- When all termination
and Settlement Files termination and settlement offices settlement activities are

phase of a contract

complete
Disposition Destroy 6 years
after cutoff ﬁfm:ﬁ

Authonity- 140 2- {

A
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SCHEDULE 4105. CONTINUED j

.

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
24 | Acqusition Quality Copies of contracts, DFAS contracting Cutoff Upon completion of
Assurance Files specifications, contract changes | offices contract
and amendments, records
N ’ D Destroy 1
forms, and other media used 1n isposition Lestroy & year
planning, conducting and after cutoff
recording the results of product Authority
inspection, auditing of quahty
assurance systems and
procedures, and effecting
clearances of deficiencies
25 | Contractor Financial Records reflecting current DFAS contracting Cutoff Upon completion of
Data Case Files financial capabilities of present | (mceg contract
and potential contractors such Disposition Destro h Lar#
as credit records, cash flow p YWy
sheets, backlog reports, requests and3-menthe-after cutoff
for financial clearance, with Authority
supporting attached
information, commercial credit
agency reports, credit letters
from financialinstitutions,
manufacturers and other
commercial agencies, financial
agreements between commercial
manufacturers, including
subordinate agreements,
guarantees, etc , from banks and
commercial companues, articles
of incorporation and financial
analyses, newspaper reports and
related papersand
correspondence
26 | Contract Progress Contract status, expediting and | DFAS contracting Cutoff Upon final payment
production survelillance records | offices Disposition Destroy 6 months
after cutoff
Authority
27 | Engineering Changes Rejected engineering change DFAS contracting Cutoff Upon final payment
proposals offices Disposition Destroy 6 months
after cutoff A F'/VI
Authority "
T 0= i,
28 | Labor Records Labor compliance records DFAS contracting Cutoff Upon final payment.
including equal employment offices Disposition Destroy 3 years

opportunity records

after cutoff A ™M
Authority- l/ e '5; {(,—3’

A
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SCHEDULE 4105. CONTINUED L

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

29 | General Contractor A general contractor file DFAS contracting Cutoff Not applicable

Information containing documents relating offices Disposition Destroy when

to no specific contract, more than superseded or obsolete
one contract, or the contractor in Authority
a general way

NOTES.

1 For contracting records pertaining to Foreign Military Sales (FMS) transactions, segregate these records at the time
of filing Hold until further notice from the Center Records Manager Based on claims brought against the United States
at The Hague, Netherlands, the National Archives and Records Administration (NARA) approved the postponement of
destruction for FMS records These records may be required to defend the Government 1n litigation.

2 Any records created prior to October 1, 1979 which pertain to contracts which are still under appeal will be destroyed 6

years and 3 months after final action on decision per GRS 3, [tem 15a
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SCHEDULE 4105-1, Supply Records

Description of Covered Records: This schedule governs disposition of records pertaining to acquisition and use of supply

items to include 1dentification, classification, cataloging, and coding

SCHEDULE 4105-1

SUPPLY RECORDS

\J

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 { Control Files Complete inventory list of all DFAS supply offices [ Cutoff Notapplicable,
supply items perpetual file
Disposition Destroy when
superseded or obsolete
Authority .
GRS3 THevn
e
2 | Supply Requsitions Requisitions submitted for DFAS supply offices | Cutoff End of fiscal year in
ordering supphes and which requisition 1s completed
supporting records such as or cancelled.
shipping orders, purchase Disposition Destroy 2 years
requests, shipping records, after cutoff
status records, and similar Authority GRS 3,Item 8
documents
3 | Supply Catalog Complete catalog of supphes DFAS supply offices | Cutoff Notapplicable
including identification and Disposition Destroy when
coding of items superseded or obsolete
Authority NDN R_EQD‘-L‘\
4 | Supply Status Records | Cards, histings, change notices, | DFASsupply offices | Cutoff Notapplicable,
reports on supply levels or perpetual file
critically short 1tems, and Disposition Destroy
related data used for reference individual documents when
or planning purposes 1n superseded or obsolete.
controlling supply levels Authority
—
GRS 3 Ttem Y
5 | Supply Management Files containing information on | DFAS supply offices | Cutoff Endofcalendar year

Files

supply requurements and
procurement matters used for
supply management purposes

Disposition Destroy 2 years
after cutoff
Authority GRS 3,Item 4a

3\
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SCHEDULE 4140, Equipment Management and Maintenance Files

Description of Covered Records

equipment

SCHEDULE 4140 —I

This schedule governs disposition of records pertaining to the management of

EQUIPMENT MANAGEMENT AND MAINTENANCE FILES

R A B C D
U
L CUTOF¥/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Equpment Control Complete inventory of all DFAS equipment Cutoff Notapplicable,
Files equipment items to include management offices | perpetual file
supporting records Disposition. Destroy when
superseded or obsolete
Authority A(m/b Y '}j
"2 | Vehicle Files Maintenance records, DFAS equipment Cutoff. When vehicleis
warranties, and similar records | management offices | disposed of
pertaining to a vehicle Disposition' Destroy at cutoff
accumulated during the useful or when no longer needed for
life of the vehicle reference
Authority-
GRS 1D, Trom o~
3 | Equpment Custodian Daily transaction register, DFAS equipment Cutoff Notapplicable,
File custodian request log; weapons | management offices § perpetual file
serial number listing, Disposition Destroy
information file on office individual documents within
machines, temporary 1ssue the file when all outstanding
rece1pts, requests for purchase, actions are complete and
warranty, guarantee records, records are no longer needed.
adjustment records, records Authority AF N1-AFU-90-
pertaining to inventory actions 30
such as government property
lost or damaged or reports of
survey, 1ssue/turn—in shps and
related correspondence,
approved coples of requests for
office furmture which require
Director level approval
4 | Umt Property Records | Registers and files, component Any DFAS office Cutoff End of fiscal year

records, requisitions, custody
recelpt, requests for 1ssue or
turn-in and related records,
shipping and receiving
documents, reports of survey,
statements of charges, schedule
of collections, and similar
records accumulated 1n
managing the unit’s equipment
needs

Disposition Destroy 1 year
after cutoff
Authority. AF N1-AFU-90-3

3L
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SCHEDULE 4140. CONTINUED —I

L

R A B C D
§)
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
5 | Inventory Requisition Requisitions for equipment DFAS equipment Cutoff Upon completion or
Files items for current inventory management offices | cancellation of requisition
Disposition Destroy 2 years
after cutoff
Authority GRS 3, Item 8
6 | Equipment Deficiency | Notices of unsatisfactory DFAS equipment Cutoff* When corrective
Records conditions expertenced, management offices { action 1s complete
including those instances in Disposition Destroy one year
which the equipment does not after cutoff
fully or effectively serve the Authority
purpose intended, instances
where the equipment or a part or
accessory cannot be properly
maintained or operated, or
sumilar records, also 1ncludes
records of actions taken to
remedy deficiencies and any
required reports
7 | Equpment Movement | Files pertaining to actions DFAS equipment Cutoff When move s
Files involving internal movement of | management offices | complete
equipment Disposition Destroy 2 years
after cutoff or when no longer
needed for reference
Authority
8 | Reprographics Forms and related records that | DFAS reprographics | Cutoff End offiscal year
Equipment document history of equipment when equipment 1s disposed
reprographics equipment (the management offices | of.
requirements evaluations Disposition Destroy 1 year
requests, approval, acquisition, after cutoff
maintenance, production Authority AF N1-AFU-90-3
volume, transfers, and disposal)
9 | Copier Operating Notices posted at or near copiers | Any DFAS office Cutoff Notapplicable
Notices which list local operating rules, Disposition Destroy when

dentify key operators, or
provide other stmilar
information

superseded or obsolete
Authority
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SCHEDULE 4160, Property Disposal

Description of Covered Records

L

redistribution, or sale of excess Government property excluding real property

SCHEDULE 4160 |

PROPERTY DISPOSAL

This schedule governs disposition of records pertaining to release, transfer,

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Turn-1n of Excess Correspondence files pertaining | DFAS property Cutoff End of calendar year
Property to disposal of surplus property management offices | Disposition Destroy 2 years
through Government after cutoff
redistribution channels, Authority GRS 4,Item 1
includes various forms used for
turn-1n or acceptance purposes
2 | Sale of Surplus Case files on sales of surplus DFAS property Cutoff When final payment s
Property — LESS personal property, comprising management offices | received
THAN $25,000 invitations, bids, acceptances, Disposition Destroy 3 years
hists of materials, evidence of after final payment
sales, and related Authority GRS 4, Item 3b
correspondence
3 | Sale of Surplus Case files on sales of surplus DFAS property Cutoff When final paymentis
Property—OVER personal property, comprising management offices | received
$25,000 invitations, bids, acceptances, Disposition Destroy 6 years
lists of materials, evidence of after cutoff
sales, and related Authority GRS 4, [tem 3a
correspondence
4 Excess Personal Reports initiated or receirved DFAS property Cutoff End of calendar year
Property Reports showing progress on property management offices | Disposition Destroy 3 years
utilization and disposal after cutoff
programs Authority GRS 4,Item 2
5 | Donation Agreements | Formaldonation agreements DFAS property Cutoff End of calendar year
with Service Educational management offices Disposition Destroy 2 years
activities and organizations after cutoff
eligible for donations pursuant Authornity
to10 USC 2572,and
documents relating to each
agreement
6 | Precious Metals Forms, reports, logs, DFAS offices Cutoff End of calendar year

Recovery

accountability records and
correspondence pertaining to
reclamation and use of previous
metals

involved 1n recovery

programs

Disposition Destroy 2 years
after cutoff
Authority AF N1-AFU-90-3
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SCHEDULE 4160. CONTINUED

R A B C D

U

L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

7 | Recyclable Materials Documents concerning the DoD | DFAS recycling Cutoff End of calendar year

Program

Recyclable Materials Program
including scrap recyching
program and resource recovery

offices

Disposition Destroy 2 years
after cutoff
Authority
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SCHEDULE 4165, Real Property Operations and Maintenance

Description of Covered Records: This schedule governs disposition of records pertaining to the acquisition, operation,

maintenance and repair, utilization, management, and disposal of real property or interests therein

Included are

records on design and construction of real property, installation and maintenance, operation of utility plants,

performance of services 1n connection with real property, and accounting for real estate and property

SCHEDULE 4165 l

REAL PROPERTY OPERATIONS AND MAINTENANCE

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 Real Property Case Correspondence, reports, DFAS property Cutoff Notapplicable,
Files studies, maps, charts, drawings, | managementoffices | perpetpal file
copies of legal iInstruments, Disposion Retire as
delegations of authority, excess permangnt upon inactivation
real property declaratons, of the installation (See notes
disposal authorizations, real 1,2,and 3\)
estate planning reports and Authority \AF N1-AFU-90-3
related data, records pertaining 55@ nav
to annual summaries of real Scha Awle
property transactions
2 | Facihities Planning Documents reflecting current DFAS property Cutoff. Not applicable,
and future facilities planning, management offices | perpetual file
including plans for expansion, Disposition Destroy
changes in use, renovation, and individual documents within
similar overall planning matters the file when superseded or
accumulated in the preparation, obsolete
development, review, approval, Authority GRS 11, Item 2a
and revision of master plans
3 | Facilities Operations Documentsrelating to facilities | DFAS property Cutoff Notapplicable,
operations activities of a routine | managementoffices | perpetualfile
nature (1 e , routine Disposition Destroy
maintenance and similar individual documents within
activities) the file when superseded or
obsolete.
Authority GRS 11, Item 2a
4 | Maintenance Requests | Requests for building and DFAS property Cutoff. Upon completionor
equipment maintenance management offices cancellation of request
services Disposition Destroy 90 days
after cutoff
Authority GRS 11,Item5
5 | Facilities Documents relating to major DFAS property
Maintenance—Major repair or replacement projects to | management offices

Projects

buildings and structures,
grounds, fences, roads, hard
surfaced areas, and similar
types of facilities

3b
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SCHEDULE 4165. CONTINUED 1

2

R A B C D
8)
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
6 | Facilities Services Documents relating to rodent DFAS property Cutoff End of calendar year
and insect control programs, management offices | Disposition Destroy 2 years
Jantorial and refuse collection after cutoff
services, and operations of Authority GRS 11,Item 1
internal repair and utilities
shops
7 | Proposed Acquisitions | Documents relating to the DFAS property Cutoff- End of calendar year
proposed acquiring of real management offices Disposition Destroy 6 years
property for DFAS use, after cutoff
consideration of possible sites, Authority
and related proposals,
EXCLUDES documents directly
incident to an acquisition of real
property
8 | Leasing of Real Documents relating to DFAS property Cutoff Termuination of lease
Property acquisltions of real property by | management offices Disposition Destroy 2 years
lease, lease terminations, and after cutoff (See note 4)
related documents such as lease Authority AF NC1-AFU-83-
agreements, notices of renewal 82
releases, supplemental
agreements, notices of
cancellation, appraisals, and
related documents
9 | Damage Assessment Documents relating to DFAS property Cutoff When assessment 1s
determination of the degree of management offices | complete
damage to facilities under any of Disposition Destroy 2 years
various causes after cutoff
Authority GRS 18,Item 11
10 | Real Property Reports and other documents DFAS property Cutoff> End of calendar year
Utihization Reports relating to the effective or management offices | Disposition Destroy 2 years
noneffective utilization of real after cutoff
property, and proposals as to Authonity GRS 11,Item 2
possible or recommended uses
11 { Real Property Documents relating to the DFAS property Cutoff Upon termination of
Outgrants temporary use of DFAS- management offices | outgrant.

controlled real property for
outgrant by permit, lease,
license, easement, and similar
purposes

Disposition Destroy 2 years
after cutoff
Authority GRS 11, [tem 2a
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SCHEDULE 4165. CONTINUED j

-

m

'}\

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
12 | Space Assignments Documents relating to DFAS property Cutoff Termination of
requirements for, assignment, management offices assignment
and utilization of real property Disposition Destroy 2 years
space, including requests to GSA after cutoff
for the assignment of general Authority GRS 11,Item 2a
purpose space
13 | Real Property Documents relating to the DFAS property Cutoff End of calendar year
Inventories wnventory of real property, management offices ] Disposition Destroy when
including reports, ledgers, superseded, obsolete, or 2
correspondence, machine years after cutoff A\{ 7’7‘3
listings, and similar records Authority l g 0 L{ -1
14 | Real Property Record Individual record cards and DFAS property GuteffsNeot-appheabler
Cards supporting documents management offices | perpetualiile
maintained for each item or Dispesition—Donot-destroy.
category of real property to tSee-net-e—G—)-7€5+ (ﬁ
provide a continuing record of Arathorrty— .
the real property,1 e, land and ‘ njec\( "&\C v
< .
interests therein, leaseholds, ’ gptfh"\"cdh‘ M O
Con
buildings and improvements or oct
N\
appurtenances, copies of H{ real Pf "p /
transfers of new construction d {onsa\! ac 'h o .
forms, completion reports, and
simtlar records /4*/7’”4 [50g- 0?
15 | Real Property Drawings related to the design | DFAS property Cuto{f Not applicable,
Drawings and construction of a project management offices | perpefual file
such as maps and layouts, Dispodition Do not destroy
architectural, mechanical and (Seendte3) 7] >«"3ST(03—
structural building plans, water Authorlty ] ~
dlstnbutlonfsysltem, gasoline a'F‘)t’V s wm ﬂ\“*
storage and fuel systems, roads,
. 0
aprons and parking areas, storm 0‘" M {ea.l 67{\ P-M
drainage systems, and similar dispoSa( actom.
records A{‘yy*; \5‘03« 1O
9
16 | Construction Program documents relatingto | DFAS property Cutoff* End of fiscal year in
Programming planned construction projects management offices which program is completed or

and their prionities, including
programs on which actions have
been taken, proposed programs,
and executed programs

cancelled.

Disposition Destroy 6 years
after cutoff

Authority

3%
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SCHEDULE 4165. CONTINUED —[

1 N

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
17 | Construction Projects Documents accumulated 1n DFAS property Cutoff Upon completion of
connection with the planning management offices | project
and construction of specific Disposition Destroy 6 years
projects such as the after cutoff
authorization, justification, tests Authonity
and 1nvestigations,
specifications and addenda,
tracings, copies of "as1s”
drawings, progress photographs,
inspections and completion
reports, and related documents
for the design and construction
of facilities, completion of
repairs, maintenance and
modifications, and installation,
repair or operation of utilities
systems and equipment
18 | Construction Progress | Reportsandrelated documents | DFAS property Cutoff End of fiscal year.
Reports pertaiming to progress of design | management offices ] Disposition Destroy one year
and construction projects after cutoff (See note 5)
Authority
19 | Utilities Operations Documents relating to the DFAS property Cutoff End of calendar year
operation of utility systems such | management offices | Disposition Destroy 2 years
as water, sewer, gas, electric, after cutoff
heating, boiler, etc , to include Authority:
service economy reports, reports - A, FN\_
of fuel consumption, and _
laboratory test reports / ?/ 3’ D
20 | Utilities Operating Records maintained to provide a | DFAS property Cutoff End of Iife of the
Logs continuing record of utilities management offices | system to which the records
systems and equipment pertain
operations Disposition Destroy at cutoff
Authorit
ACM T4, RI
21 | Utilities Conservation { Correspondence, reports, Any DFAS office Cutoff Notapplicable

surveys, poster designs,
informational media, and
related data

Disposition Destroy when
superseded or obsolete
Authority AF N1-AFU-90-3
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SCHEDULE 4165. CONTINUED I

L

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
22 | Parking Records Records pertaining to assigned DFAS traffic control | Cutoff Notapplicable,
parking space programs to offices perpetual file
include handicapped, executive, Disposition Destroy
muission essential, key personnel, individual documents within
ete the file when superseded or
obsolete
Authority
23 | Vehicle Registration Vehicle decal and supporting DFAS traffic control ] Cutoff Notapplhecable,
records used to register offices perpetual file
employee’s vehicles for entrance Disposition Destroy
to the installation individual documents within
the file when superseded or
obsolete
Authority
24 | Parking Tickets Record copy of a citation 1ssued DFAS traffic control |} Cutoff End of calendar year
to the owner of an 1llegally offices in which citation 1ssued.
parked vehicle Disposition Destroy 2 years
after cutoff
Authority N1-AFU-90-3
25 | Driving/Carpool Records pertaining to DFAS traffic control | Cutoff. End of calendar year
Suspensions suspension of installation offices 1n which suspension 1s
driving privileges or revocation terminated
of assigned carpool parking Disposition Destroy 2 years
space due to violation of motor after cutoff
vehicle laws or car pool policy Authonty
NOTES

1 When real property 1s returned to a local government due to 1nactivation of a DFAS component, the records are
forwarded to the next higher headquarters where they will be held until 1t 1s determined that no claim will be filed.

2 Offer to the National Archives 30 years after the unconditional sale or release by the government of all conditions,

restrictions, mortgages or other hens

3 Maintain records as current records until inactivation of installation, at which time they will be retired as permanent

4 Do not destroy files which relate to an unsettled claim, incomplete 1nvestigation, or pending litigation until

settlement of the claim, completion of the claim, or completion of the investigation or litigation

5  September and final reports will not be destroyed until 6 years after cutoff

40
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SCHEDULE 4500, Travel and Transportation Records

Description of Covered Records: This schedule governs disposition of records pertaining to transportation planning,

programming and staff supervision of transportation components, movement of passengers, cargo, mail, household goods,

privately owned vehicles, and personal baggage via various modes of transportation, customs service clearance, travel of

personnel and dependents, and traffic management

SCHEDULE 4500 7

TRAVEL AND TRANSPORTATION RECORDS

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 Freight Accounts Documents relating to carrier DFAS transportation | Cutoff End offiscalyear
charges for transportation offices claim or investigation 1s
services. Included are claims settled
against carriers for losses, Disposition Destroy 3 years
damages, and shortages, after cutoff Unsettled claims
investigations, recommended or investigation files will not
settlements and related be destroyed
information Authornity A-II NNA-1469
2 | International Documents relating to the DFAS transportation | Cutoff End offiscal year 1n
Household Shipment receipt, packing, crating, offices which account 1s closed
Bills of Lading shipping and storing Disposition Destroy 6 years
international household goods after cutoff
and effects Included are bills of Authority GRS 2, Item 1d
lading, travel orders, requests
for shipment inventories, service
orders, delivery orders, receipts
and related documents
3 | Payment Documents Records covering payment for DFAS transportation | Cutoff End of fiscal yearin
Less Than $100 services furnished when the offices which account is closed
charges for any single bill of Disposition Destroy when 3
lading or passenger yearsold
transportation requests is less Authority GRS 9, Item la
than $100, EXCLUDING those
covered in rule 7 below
4 | Interstate and Records governing payment for | DFAS transportation } Cutoff End of fiscal year in
International Freight freight and passenger offices which account 1s closed

Transportation Files

transportation charges for
1nterstate transportation and
international transportation by
freight forwarders of
unaccompanied baggage or
privately owned vehicles
shipped separate from household
goods, the charges for which are
published in tariffs lawfully on

Disposition Destroy 6 years
after cutoff

Authority GRS9, Item la
and GAO 14, [tem 1
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SCHEDULE 4500. CONTINUED —‘

R

U
L
E

A

RECORD SERIES

DESCRIPTION

LOCATION

CUTOFF/DISPOSITION/
AUTHORITY

file with the Interstate
Commerce Commission (ICC)or
hased on tenders or quotations,
pursuant to section 22 of the
Interstate Commerce Act
offering a reduction from the
published [CC tanffs
EXCLUDING those covered by
rule 7

Freight and Passenger
Transportation
Payment Files

Records covering payment for all
other freight and passenger
transportation charges not
covered by rules 3 and 4 above

DFAS transportation
offices

Cutoff: End of fiscal year 1n
which account 1s closed
Disposition Destroy 6 years
after cutoff

Authority GRS9, item la

Transportation
Overcharge/Over-
payment Files

Records covering payment for
freight and passenger
transportation charges for
services for which notice of
overcharge hasbeenoris
expected to be 1ssued, or 1f a rail
freight overpayment 1s involved,
deduction or collection action
has been taken, voucher
contains inbound transit
shipment(s), parent voucher has
print of paid supplemental bill
associated, voucher has become
involved 1n hitigation, or any
other condition that requires the
voucher to be retained beyond
the 3 or 6 year disposal period,
such as detectionof an
undercharge

DFAS transportation
offices

Cutoff End offiscal year in
which account 1s closed
Disposition Destroy 10 years
after cutoff

Authority GRS 9, Item la

Bulls of Lading

Issuing office copies of
Government bills of lading,
commerclal passenger
transportation vouchers and
transportation requests, travel
authorizations, and supporting
documents

DFAS transportation
offices

Cutoff. End of fiscal year in
which account 1s closed
Disposition. Destroy 6 years
after cutoff

Authority GRS 9, Item lc
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SCHEDULE 4500. CONTINUED j

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
8 | Unused Ticket Forms used to redeem unused DFAS transportation | Cutoffr When no longer
Redemption Forms tickets offices needed
Disposition Destroy at cutoff
Authority GRS 9, Item le
9 | Lossand Damage Schedules of valuables shipped, | DFAS transportation | Cutoff End of fiscal year in
Shipment Files correspondence, reports, and offices which account 1s closed
other records relating to the Disposition Destroy 3 years
administration of the after cutoff
Government Losses 1n Shipment Authority GRS9, Item la
Act
10 | General Traveland Correspondence, forms, and DFAS transportation | Cutoff End ofcalendar year
Transportation Files related records pertaining to offices Disposition Destroy 2 years

agency traveland
transportation functions, not
covered elsewhere 1n this
schedule

after cutoff
Authority GRS 9, [tem la
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SCHEDULE 5000, Library Records

Description of Covered Records This schedule governs disposition of records pertaining to management of DFAS
libraries.

SCHEDULE 5000 —[

LIBRARY RECORDS
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Library Acqusitions Requisitions. purchase orders, DFAS libraries Cutoff Endofcalendar year
packing lists, requests for 1ssue Disposition Destroy 3 years
or turn-in, and similar records after cutoff
used for control purposes Authority AF N1-AFU-90-3
2 | Library Disposition Inventory adjustment vouchers { DFAS hibraries Cutoff End of calendar year
Files and related records which Disposition Destroy 3 years
document each item withdrawn after cutoff.
from permanent holdings Authority AF N1-AFU-90-3
3 | Library Shelf Lists Manual or automated listingof | DFAS libraries Cutoff. Notapplicable,
material in the permanent perpetual file
collection of DFAS libraries, set Disposition Do not destroy
up per rules of professional (See note )
hibrarianship Authority AF N1-AFU-90-3
4 | CardCatalog Manual or automated author, DFAS lhibraries Cutoff Not applicable,
title, and subject index to perpetual file
permanent holdings of library Disposition Do not destroy
collectton maintained per rules (See note )
of professional hbrarianship Authority AF N1-AFU-90-3
5 | Library Loans Automated or hard copy records | DFAS libraries Cutoff Notapplicable,
such as book cards, reserve perpetual file
cards, and similar records of the Disposition Destroy
charge—out system individual items within the
file when obsolete or no longer
needed A C™M
Authority > 3 )
A2V 0%
6 | Library Balance on Records containing total number | DFAS hbraries Cutoff Not applicable,
Hand of items 1n permanent hbrary perpetual file
collections to include records of Disposition Destroy 1 year
all additions and withdrawals after transfer of the complete
collection or dissolution of the
library
Authority AF N1-AFU-90-3
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SCHEDULE 5000. CONTINUED —I

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
7 Library Reports of Reports of library control records § DFAS libraries Cutoff End of calendar year
Audit in which all corrective action
1s complete
Disposition Destroy 1 year
after cutoff
Authority AF N1-AFU-90-3
NOTE

If collection 1s transferred, transfer with collection I[fcollection isdissolved, destroy one year after dissolution of library
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SCHEDULE 5000-1, Administrative Orders

Description of Covered Records Thisschedule governs disposition of permanent and temporary orders

SCHEDULE 5000-1

:

ADMINISTRATIVE ORDERS

-

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

1 | Permanent Orders Orders pertaining to DFAS orders Cutoff: End of calendar year
appointment of directors, publications office Disposition Do not destroy,
assumptton of command, awards retire as permanent (See
and decorations, note )
memorialization program and Authority AF N1-AFU-90-3
dedication ceremonies, and
organizational and installation
actions such as activation,
redesignation, inactivation, and
similar actions

2 | Temporary Orders— Orders pertaining to civilian DFAS orders Cutoff Endofcalendar year

Long Term permanent change of station and | publications office Disposition Destroy 56 years

dependent travel, assignment of after cutoff
contract personnel, and formal Authority AF N1-AFU-90-3
boards and committees

3 | Temporary Orders— Orders pertaining to all types of | DFAS orders Cutoff Endofcalendar year

Short Term temporary duty (TDY) travel, publications office Disposition Destroy 1 year
appointment of investigating after cutoff
officers and boards, appointment Authority AF N1-AFU-90-3
of attendantsand escorts, orders
pertaining to emergency or
special leave, and miscellaneous
actions not covered elsewhere
NOTE

Offer to National Archives in 10-year blocks when latest records in block are 25 yearsold
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SCHEDULE 5010, Office Administrative Files

Description of Covered Records This schedule governs disposition of records accumulated by individual offices while
carrying out the internal administration or "housekeeping” activities of the office The records Listed in this schedule are
common to most DFAS offices

SCHEDULE 5010

OFFICE ADMINISTRATIVE FILES ]

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

1 | Staffing Records Records used to fill vacancies Any DFAS office Cutoff End ofcalendar year
such as requests for personnel Disposition Destroy 2 years
actlon, interview questions, after cutoff
notification letters, etc Authority GRS 23, Item 1

2 | Communications Extra copies of messages sentor | Any DFAS office Cutoff End of calendar year
recelved, or other type of written Disposition Destroy 2 years
correspondence which are filed after cutoff
by date released or sent, Authonity GRS 23, [tem 1
organization sent to or received
from, or some other similar
filing feature and used for
quick-reference or cross—
reference purposes

3 | Expenditure of Funds Records used to develop and Any DFAS office Cutoff End of fiscal year
control the office budget such as Disposition Destroy 2 years
the call for estimates, budget after cutoff
reports, worksheets, Authority GRS 23, [tem 1
accountability ledger, and
similar documents

4 | Administration of Records used in the day-to—day |} Any DFAS office Cutoff End of calendar year

Office Personnel management of office personnel Disposition Destroy 2 years

to include training, travel, after cutoff
letters of appreciation, Authority GRS 23.Item 1
nominations for special
recognition, such as Civihan of
the Year or Soldier of the
Quarter, and similar records

5 | Office Supphes and Records used to acquure, Any DFAS office Cutoff End of calendar year

Equipment monitor, and dispose of supplies Disposition Destroy 2 years

and equipment such as the office after cutoff
equipment custodian file, Authority GRS 23, [tem 1
requisitions, purchase requests,
shipping records, requests for
1ssue or turn-in of equipment,
and similar records
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SCHEDULE 5010. CONTINUED ]
R A B C D
§)
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
6 | Office Services, Space Records used to request, Any DFAS office Cutoff Endofcalendar year.

and Utilities

monitor, suspend, or manage
office services, space, and
utilities such as requests for
telephone service or repair,
requests for rearrangement of
systems furniture, long distance
phone logs, changes to space
requirements, and stmilar
records

Disposition Destroy 2 years
after cutoff
Authority GRS 23, Item 1

7 | Workload Reports

Includes individual production
reports, work 1n progress
reports, activity reports, etc

Any DFAS office

Cutoff End ofcalendar year
Disposition Destroy 2 years
after cutoff

Authority GRS 23,Item 1

8 | Safety Records

Records relating to the safety
program within the office such
as safety visit reports or accident
reports

Any DFAS office

Cutoff End of calendar year
Disposition Destroy 2 years
after cutoff

Authority GRS 23,Item 1

9 | Transitory Material

Records that have no enduring
value but may be needed for
reference purposes for a short
time Examplesare retirement
announcements, advertisements
for training sessions, and other
items of a similar nature

Any DFAS office

Cutoff* End of month
Disposition Destroy 90 days
after cutoff

Authority: GRS 23, Item 7

10 | Staff Meetings and
Conferences

Minutes of staff meetings

Any DFAS office

Cutoff End of calendar year
Disposition Destroy 2 years
after cutoff

Authority GRS 23, 1Item 7

11 | Recurring Official
Visits

Requests for permission to visit
and reports of visits including
findings, recommendations and
follow—up which are part ofa
formal recurring visit schedule

Any DFAS office

Cutoff Do not cut off,
perpetual file

Disposition Destroy when
superseded by next visit
Authority GRS 23, Item 5b
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SCHEDULE 5010. CONTINUED _]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
12 | One-time Official Requests for permission to visit | Any DFAS office Cutoff End of calendar year
Visits and reports of visits including Disposition Destroy 2 years
findings, recommendations, and after cutoff
follow-up which are not part of a Authority GRS 23,Ttem 1
formal recurring visit schedule
13 | Delegations of Records such as forms, Any DFAS office Cutoff Do not cut off,
Authority/Additional correspondence, etc , which task perpetual file
Duty Assignments office personnel with a specific Disposition Destroy
assignment beyond the scope of individual documents within
their normal work the file when superseded or
obsolete
Authority GRS 23, Item 5b
14 | Office Organization Office copy of manpower Any DFAS office Cutoff Do not cut off:
Records standards, manpower guides, perpetual file
unit manning documents, Disposition Destroy
organizational chart, personnel individual documents within
charts and similar records which the file when superseded or
document the organization of obsolete
the office Authority GRS 23, Item 5b
15 | Policy/Precedent/ Records used to document Any DFAS office Cutoff Do not cut off,
Procedures internal policies, precedents or perpetual file.
procedures such as operating Disposition Destroy
nstructions, checklists, individual documents within
worksheets, correspondence, the file when superseded or
typical cases, etc obsolete
Authority GRS 23, Item 5b
16 | Inspections Records such as inspection Any DFAS office Cutoff Do not cut off,

reports at inspected activities
and self-inspection checklists

perpetual file

Disposition Destroy
individual documents within
the file when superseded or
obsolete.

Authority GRS 23, Item 5b

49




OcaST 2

SCHEDULE 5010. CONTINUED —l

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
17 | Memoranda of Agreements made between two | Any DFAS office Cutoff Do not cut off;
Understanding (MOU) | offices, organizations, agencies, perpetual file.
etc , for support or cooperation, Disposition Destroy
may also be called support individual agreements within
agreements, host-tenant the file when superseded or
support agreements, or other obsolete (See note )
similar names Authority AF N1-AFU-90-3
18 | Publications/Forms Records used to requisition Any DFAS office Cutoff Do not cut off,
Requirements publications or forms; includes perpetual file
publication bulletins at the Disposition Destroy
customer office individual documents within
the file when superseded or
obsolete
Authority GRS 23, Item 5b
19 | Suspense Control Any of a variety of forms, Any DFAS office Cutoff Do notcut off,
Records computerized listings, extra perpetual file
coples, etc , used to monitor and Disposition Destroy
control suspenses individual documents within
the file when suspense 1s
complete
Authority. GRS 23, [tem 6
20 | Work Scheduling and Records created while planning, | Any DFAS office Cutoff Do not cut off,
Planning Records orgamzing, directing and perpetual file
controlling the work of the office Disposition Destroy
such as schedules, work plans for individual documents within
specific projects, annual goals the file when superseded or
and objectives, etc obsolete
Authority
21 | Office Information Records pertaining to security Any DFAS office Cutoff Do not cut off,

Security
Administration

clearances, management of
classified documents within the
office and similar records

perpetual file

Disposition: Destroy
individual documents within
the file when superseded or
obsolete

Authority GRS 23, Item 7
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SCHEDULE 5010. CONTINUED j
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R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
22 | Word Documents such as letters, Any DFAS office Cutoff When purpose has
Processing/Spreadsheet | messages, memoranda, reports, been served
Working Files handbooks. directives, manuals Disposition Delete when no
and electronic spreadsheets longer needed to produce or
recorded on electronic media update a hard copy
such as hard disks or floppy Authority GRS 23, Items 2a
diskettes and used to produce or and 4a
update a hard copy maintained
in the office tile
23 | Word Records produced by word Any DFAS office Cutoff Use cutoff prescribed
Processing/Spreadsheet | processing or spreadsheet for hard copy records they
Record Copies application software which are replace
maintained only 1n electrontc Disposition Delete records
form and take the place of hard after expiration of the
copy records retention period for the hard
copy records they replace
Authority GRS 23, Items 2b
and 4b
24 | Administrative Data Data bases that support Any DFAS office Cutoff When purpose has
Bases administrative or housekeeping been served.
functions which are maintained Disposition Delete when
for convenience only and contain information is no longer
information duplicated in hard needed
copy files Authority GRS 23, Item 3
25 | Applications for Leave | Leave applications for other Any DFAS office Cutoff End of pay period in
than home leave used by super- which leave 1s taken a?-fer
visor to approve/disapprove or Disposition Destroy
verify leave information to be Authority GRS 2,Item 8= '7
posted to time and attendance orv .
forms ‘OW O‘AI whe
) Sovnen/
26 | Flextime Records Subsidiary records, such as Any DFAS office

sign-in/sign—out sheets, that
support the official time and
attendance records

Cutoff End of payroll year,
Disposition Destroy*ﬁfﬁ'

after eatoff GAO aud\'*
Authority GRS 2, Item§h 7

T
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SCHEDULE 5010. CONTINUED

L) GAO audd
bold,

Wiaehero
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R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
27 | Overtime Paperwork requesting or Any DFAS office Cutoff End of payroll yeaan: )
approving overtime Disposition. Destroy
aftereutelt ON Whin 5,’.
Authority GRS Kitems—i—’?-b—
28 { Mail Control Records Office level copy of forms or Any DFAS office Cutoff End of calendar year
other records pertaining to Disposition Destroy 2 years
accountable or registered mail after cutoff
Authonty -
CRS 15, Ttembe
I3
NOTE:

The supervisor may determine that all versions of the MOU are needed as history of the cooperation and agreements made
This 1s permissible, but previous MOUs should be physically separated from the current MOU
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SCHEDULE 5010-1, Studies

Description of Covered Records

Dro.'Q 3

&

This schedule governs disposition of records created in connection with studies

Generally, the studies are done to analyze, measure or improve methods, procedures, management practices or

orgamzation

SCHEDULE 5010-1

STUDIES

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

1 | Management Analyses, | Final written report and related | DFAS-HQ Cutoff When study 1s
Studies, and documentation of a major, complete
Summaries formalstudy The final DFAS Centers at Disposition Retire as

recommendation will have
agency-wide Impact or great
historical significance Studies
done to design an entire new pay
system or to restructure the
entire organization are
examples of this type of study
Include the proposal and
approval for the study,
coordination, and similar
records which have bearing on
the implementation of the
program or system

Center, Directorate,
or Deputate level

permanent Offer to National
Archives when 25 years old
Authonty

AFW
/T\”l%’\\gv\

2 | Office Projects and Case files to include the final Any DFAS office Cutoff When study 1s
Studies—Publication written report and related complete
records of a project or study done Disposition Include the final
by an office to 1mprove methods report and pertinent records
of operation within the office or with the record set of the
functional area which results in publication and dispose of per
the 1ssuance of a publication Schedule 5025
Authority
3 | Office Projects and Case files to include the final Any DFAS office Cutoff When study 1s
Studies—No written report and related complete
Publication records of a project or study done Disposition. Destroy 5 years
by an office to improve methods after cutoff
of operation within the office or Authority GRS 16, Item 9
functional area which does not
result in the 1ssuance of a
publication
4 | Administrative Final writtenreport and related | Admimstrative Cutoff When study 1s
Systems Studies records of studies done to assess | functional area at complete

the need for and recommend
administrative system
improvements

DFAS Centers

Disposition: Destroy 5 years
after cutoff
Authority GRS 16, Item 9
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SCHEDULE 5010-1. CONTINUED J

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
5 | Source Data for Studies | Working papers, notes, feeder Any DFAS office Cutoff When study 1s
reports, results of research and complete
similar background or source Disposition Destroy when
data gathered and analyzed information contained has
during conduct of study etther been incorporated into
the final report or discarded as
not pertinent to the study
Authority AF N1-AFU-90-3
6 | Safety Studies Individual studies which Safety functional Cutoff When potential
identify weaknesses with area at DFAS weakness 1s eliminated
accident potential caused by Centers Disposition Destroy 3 years
human factors, design, training, after cutoff
operations, maintenance of Authority GRS 18, Item 9
equipment, etc Includes (See note 1)
supporting records and plans for
improvement
7 | Productivity Feasibility studies, study Any DFAS office Cutoff End of calendar year
Enhancement proposals, study plans, requests 1n which implementation is
Studies— and related records coniplete
Recommendation Disposition Destroy 3 years
Approved after cutoff
Authority AF N1-AFU-90-3
8 | Productivity Feasibility studies, study Any DFAS office Cutoff When
Enhancement proposals, study plans, requests recommendation 1s
Studies— and related records disapproved
Recommendation Disposition Destroy 1 year
Disapproved after cutoff
Authority AF N1-AFU-90-3
9 | Manpower Standards Studies, memoranda, Manpower functional | Cutoff End of calendar year

Studies

measurement plans and reports,
and other source data such as
standard data input
computation, measured
manhour records, workload
factor records, work unit
production records, concurrences
and comments, final reports, and
related records used to develop
manpower standards

area at DFAS
Centers

in which a manpower
standard 1s superseded or
becomes obsolete (See note2)
Disposition Destroy 1 year
after cutoff

Authority AF N1-AFU-90-3

SY
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SCHEDULE 5010-1. CONTINUED ]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
10 | Orgamzational Studies | Organizational charts and DFAS-HQ and Cutoff. End of calendar year
reorganization studies, graphic | manpower functional | Disposition Do not destroy,
ilustrations which provide a areas at DFAS permanent file (See note 3 )
detailed description of the Centers Authority AF N1-AFU-30-3
administrative structure of the
agency to include final
recommendations, proposals and
staffevaluations
NOTES.
1 Ifan accident attributable to the 1dentified weakness occurs during the three year retention period, the file will be
reopened and cut off again when the weakness causing the accident 1s eliminated
2 Thefile should remain open as long as the standard remains 1n effect, regardless of when 1t was established
3. Offer to NARA 1n 5 year blocks when the latest record in the block 15 25 years old
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SCHEDULE 5010-2, Mail Acceptance, Movement, and Delivery

Description of Covered Records. This schedule governs disposition of records pertaining to postal operations, mail

management,and accountability.

SCHEDULE 5010-2 j

MAIL ACCEPTANCE, MOVEMENT, AND DELIVERY

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Accountability Records | PS 3800, Receipt for Certified DFAS mail centers Cutoff, End of fiscal year
Mauil, PS 3806 Receipt for Disposition® Destroy 1 year
Registered Mail, PS 3849A, after cutoff
Delivery Notice or Recetpt, PS Authority GRS 12, Item 5a
3849B, Delivery Reminder or
Receipt; PS 3850, Record of
Delivery; Registered, Numbered
Insured, Certified and COD
Maul; PS 3854, Manifold
Registry Dispatch Book; PS
3877, Firm Mailing Book for
Registered, Insured, COD,
Certified, and Express Mail; PS
3883, Firm Delivery Book -
Registered, Certified and
Numbered Insured Mail, DD
1384, Transportation Control
and Movement Document
2 | Mail Management Copies of mail contracts, DFAS mail centers Cutoff Contracts are cut off
Administrative Records | invoices, working papers, upon expiration of contract
program management records, Allothers are cut off at end of
and all other records governing fiscal year
the admimistration of mail Disposition Destroy 1 year
management after cutoff
Authority GRS 12, [tem 6g
3 | Official Mail Financial | Standard Forms 1034, Receipts, | DFAS official mail

Records - Support
Documents

and other documentation to
support monetary transactions
between DFAS and the U.S
Postal Service

offices

Cutoff End of fiscal year 6
Disposition: Destroy\ year
3mo-

after cutoff
Authority

GRSE, Tdem\

Sl




Orafl 2 .

SCHEDULE 5010-2. CONTINUED l

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
4 | Official Mail Financial | Monthly postal accounts DFAS official mail Cutoff End of fiscal year
Records - Accounts reconciliations required by DoD | offices Disposition Destroy 1 year
Reconciliations Financial Management after cutoff
Regulation, Volume 10, Chapter Authority
16
5 | Official Postage Meter | PSForm 3601-A, License to Use | Any DFAS office Cutoff Upon relocationor
Licenses Postage Meters using official postage | termination of postage meter
meters operation
Disposition Destroy 2 years
after cutoff
Authority AF N1-AFU-90-3
6 | Postage Meter Report PS 3602-PO, Report of Meter DFAS official mail Cutoff Endoffiscalyearin
Setting, and supporting records | offices and offices which report 1s completed
using official postage | Disposition Destroy 2 years
meters after cutoff
Authority AF N1-AFU-90-3
7 | Postage Meter PS 3602-A, Daily Record of DFAS official mail Cutoff End of fiscal year in
Supporting Records Meter Register Readings, PS offices and offices which final entry 1s made
3603, Recelpt for Postage Meter | using official postage | Disposition Destroy 2 years
Settings, PS 3604, Nonuse of meters after cutoff
Mailing Permit/Meter License, Authornity AF N1-AFU-90-3
PS 3610, Record of Postage
Meter Settings, PS 3533, C()‘) \gqs O'?
Application and Voucher for
Refund of Postage and Fees, PS
3633-G, Daily Activity Recap for
Official Mauil, PS 3635-G,
Postage and Fee Adjustment for
Official Mail
8 | Permit Imprint Maihing | PS 3602, Statement of Mailing DFAS official mail Cutoff End of fiscal year
Statements with Permit Imprints, PS 3602- | offices when mailing 1s completed
PC, Statement of Matling Bulk Disposition Destroy 1 year
Rates, PS 3605, Statement of after cutoff
Mailing Bulk Zone Rate Authority AF N1-AFU-390-3
9 | Postage Expenditure RCS DD-P&L(Q)1833 Official mail Cutoff End of fiscal year in
Reports Quarterly Prepaid Postage activities which report 1s created

Report

Disposition Destroy 1 year
after cutoff
Authority AF N1-AFU-30-3
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SCHEDULE 5010-2. CONTINUED ]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
10 | MailCalls or Hours of DD 1115, Mairoom, USPS Label | Official mail Cutoff Notapplicable
Collection Notices 55, Mail Collection Times activities Disposition Destroy when
new forms are posted
Authority AF N1-AFU-90-3
11 | Accountable Container | Receipts for accountable Postal activities and | Cutoff: End of fiscal year
Receipts containers which are dispatched | official mail activities | Disposition Destroy 2 years
or recelved via registered mail, after cutoff
dispatched or received via other Authority AF N1-AFU-90-3
than registered mail, or via
interoffice distribution, and 1n
pouches or other consolidated
mailings
12 | Accountable Container | Unsigned duplicate copies used | Postalactivitiesand ] Cutoff End of month
Receipts - Suspense for tracer and control purposes official mail activities | Disposition Destroy after 90
Copy days or when no longer
needed, whichever 1s later
Authority AF N1-AFU-90-3
13 | Application for PS Form 3877 used to obtain a Official mail Cutoff End of calendar year
Registration or rece1pt for sealed accountable activities Disposition Destroy 2 years
Certification of Official | containers being dispatched via after cutoff
Mail registered mail Authority AF N1-AFU-380-3
14 | Postal Analyses and Analysis/summary records from | Postal activities Cutoff End of month
Summaries Transit Time Information Disposition. Destroy 6 months
System for Military Mail, Postal after cutoff
Activity Reporting System, and Authority AF N1-AFU-90-3
Postal Net Alerts, and
Container Receipt Summaries
15 | Small Parcel Shipment | Records generated by small- Postal activities Cutoff End of fiscal year
Billing or Shipping parcel shipping companies Disposition Destroy 1 year
Records after cutoff (See note)
Authority AF N1-AFU-90-3
16 | FMS Small Parcel Records for material sent as part | Postal activities Cutoff End of fiscal year in

Shipment Billing or
Shipping Records

of the Foreign Military
Sales/Security Assistance
Program which may be needed
to answer a Report of Item
Discrepancy

which shipping or billing took
place

Disposition. Destroy 2 years
after cutoff

Authority AF N1-AFU-90-3
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SCHEDULE 5010-2. CONTINUED l

&

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
17 | Claims Paid by USPS Claims Forms PS 542, Inquiry | Postal activities Cutoff: End of fiscal year
and UPS About Registered Article or an Disposition Destroy 2 years
Insured Parcel or an Ordinary after cutoff
Parcel, PS 565, Registered Mail Authority AF N1-AFU-90-3
Application for Indemnity/
Inquiry, PS 673, Report of Rifled
Parcel, PS 1510, Mail
Nondelivery Report, PS 2855,
Claim for Indemnity -
International Registered and
Insured Mail, PS 3760, Wrapper
Found Without Contents, PS
3812, Request for Payment of
Domestic Postal Insurance/
Claim Identification, PS 3831,
Post Office Record of Claim; PS
3841, Post Office Record of
Claim
18 | Tracers Processing Records: PS3830-A, | Postal activities Cutoff. End of fiscal year.
Registry Dispatch Record, PS Disposition Destroy 2 years
3854, Registered Mail Dispatch after cutoff
Bill Authority: AF N1-AFU-90-3
19 | Registry Balance and DD 2261, Registered Mail - Postal activities Cutoff: End of fiscal year
Inventory Balance and Inventory Disposition Destroy 2 years
after cutoff.
Authonty: AF N1-AFU-90-3
20 | Postal Bulletins Self-explanatory Postal activities Cutoff: Upon inclusionina
USPS publication
Disposition. Destroy at cutoff
Authority AF N1-AFU-90-3
21 | Distribution and Mail distribution scheme, MPO | Postal activities Cutoff Upon revision or
Location Listings location Lists, and related nactivation of using activity
records Disposition Destroy at cutoff
Authonty AF N1-AFU-90-3
22 | Inventories of Postal PS 1586, Supply Record, PS Postal activities Cutoff Upon supersession
Supplies and USPS 1590, Supplies and Equipment Disposition Destroy at cutoff
Equipment Receipt Authority: AF N1-AFU-90-3
23 | Requsitions for USPS PS 1567, Requisition for Rubber | Postal activities Cutoff: When requisition 1s

Equipment, Supplies,
Publications, Coded
Tags and Labels

and Steel Stamps Only, PS
1578-B, Requisition for Non-
Standard Facing Shps and
Labels, PS 1957-C, Request for
Military Tags and Labels; PS
4686-A, Shipping Order, PS
4984, Repair Parts Requsition;
PS 7380, Supply Center
Requisition, PS 7381,
Requisition for Supplies,
Services, or Equipment

filled
Disposition: Destroy at cutoff.
Authority AF N1-AFU-90-3

NOTE. Ifa longer retention period 1s specified in the contract, comply with the terms of the contract.
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SCHEDULE 5015, Records Management

Description of Covered Records

SCHEDULE 5015 “I

~

This schedule governs disposition of records created by the Records Management
Program pertaining to the creation, maintenance, disposition, preservation, storage, and retrieval of records.

RECORDS MANAGEMENT

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 Records Management Records pertaining to the DFASrecords Cutoff End of calendar year
Planning development and establishment | management offices Disposition Destroy 6 years
of the records management after cutoff
program to include Authority GRS 16, Item 7
correspondence, reports,
authorizations and other records
that relate to the management of
the agency’s records
2 | Staff Assistance Visits | All records and files pertaining | DFAS records Cutoff Upon completion of
to staff assistance visits or management offices | visit or survey
records management surveys Disposition Destroy when
superseded A
Authority \’\m‘j
20-0k
3 | Records Disposition Reports, work papers, DFASrecords Cutoff When scheduling1s
Files correspondence, forms, and management offices | complete
related records used to establish Disposition Destroy when no
new record categories, document longer needed for administra—
new records, and provide for tive or reference purposes
scheduling and disposition of Authority GRS 16, [tem 2a
newly created records
4 | System Notices Reports, work papers, DFAS records Cutoff Endofcalendar year
correspondence, and forms used | managementoffices | 1in which notice is published 1n
to document new DFAS system the Federal Register
notices or to make changes to Disposition Destroy one
existing DFAS system notices year after cutoff
Authority GRS 16, Item 13a
5 Retirement, transfer, or { Forms and related Any DFAS office Cutoff Notapplhcable,

shipment of records
(SFs 135)

correspondence used to retire,
transfer, or ship records

perpetual file

Disposition Destroy
individual SFs 135 when all
records listed have been
destroyed or transferred to the
National Acchives, or when no
longer needed, whichever 1s
later

Authority AF N1-AFU-90-3

L0
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SCHEDULE 5015. CONTINUED l

D ~

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
6 | File Plans Files maintenance and Any DFAS office Cutoff Not applicable
disposition plans and related Disposition Destroy when
records superseded. obsolete, or no
longer needed
Authority AF N1-AFU-90-3
7 | Reports Control Files Case files maintained for each DFAS reports control | Cutoff When report i1s dis—
agency reportcreated or offices continued
proposed, including public use Disposition Destroy 2 years
reports [ncluded are clearance after cutoff.
forms, including SF 83, copies of Authority GRS 16, Item 6
pertinent forms or descriptions
of format, copies of authorizing
directives, preparation
instructions, and documents
relating to the evaluation,
continuation, reviston, and
discontinuance of reporting
requirements
8 | Information Collection | Reports required by the Office of { DFAS reports control | Cutoff End of fiscal year
Budget Files Management and Budget under | offices Disposition Destroy 7 years

the Paperwork Reduction Act
about the number of hours the
public spends fulfilling agency
reporting requirements
Included are associated feeder
reports, report exhibats,
correspondence, directives, and
statistical comptlations

after cutoff
Authority GRS 16, Item 12

ol
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SCHEDULE 5015-1, Privacy Act and Freedom of Information Act Records

Description of Covered Records This schedule governs disposition of records accumulated by the Privacy Act (PA) and
Freedom of Information Act (FOIA) programs

SCHEDULE 5015-1

PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS

R A B C D

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

1 FOIA Requests Records created in response to DFAS FOIA offices Cutoff End of calendar year
requests for information under Disposition Destroy 2 years
the Freedom of Information Act after cutoff
which grant access to all Authority GRS 14,Item 11a
requested records or respond to
requests for nonexistent records,
to requesters who provide
inadequate descriptions, or to
those who fail to pay agency
reproduction fees
(See note 1)

2 | PA Requests Records created 1n response to DFAS PA offices Cutoff End of calendar year
requests from individuals to Disposition Destroy 2 years
gain access to their records or to after cutoff
any information 1n the records Authonty GRS 14, Item 21a
which pertain to them which
grant access to all requested
records or respond to requests for
nonexistent records, to
requesters who provide
inadequate descriptions; and to
those who fail to pay agency
reproduction fees
(See note 1)

3 FOIA Denals Correspondence and supporting | DFAS FOIA offices Cutoff End of calendar year
documents which deny access to Disposition Destroy 6 years
all or part of records requested or after cutoff
processed under the Freedom of Authority GRS 14, Item 11(3)
[nformation Act
(See note 1)

4 | PA Denials Correspondence and supporting | DFAS PA offices Cutoff End of calendar year

documents which deny access to
all or part of records requested or
processed under the Privacy Act
(See note 1)

Disposition Destroy 5 years
after cutoff
Authority GRS 14, [tem 21a

e
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SCHEDULE 35015-1. CONTINUED l

5o i

A

RECORD SERIES

DESCRIPTION

LOCATION

CUTOFF/DISPOSITION/
AUTHORITY

Appeals to Denials

Records created in responding to
adminmistrative appeals for
release of information denied by
the agency

{Seenote 1)

DFAS PA and/or
FOIA offices

Cutoff Resolution of appeal
Disposition Destroy 6 years
after final determination by
agency or 6 vears after the
time at which a requester
could file suit, or 3 years after
final adjudication by courts,
whichever s later

Authority GRS 14, Item 12

Records Under Appeal

Official file copy of records under
appeal

Any DFAS office

Cutoff Notapplicable
Disposition Destroy in
accordance with approved
agency disposition
instructions for the related
record or with the related
appeal, whichever 1s later
Authority GRS 14, Item 12b

FOIA Report to
Congress

Annual report to Congress

DFAS HQ FOIA
office

Cutoff End of calendar year
Disposition Do not destroy,
retain as permanent (See

Authority A FM
Ti2-1, 22%

note 2 )

FOIA Routine Reports

Recurring reports and one-time
information requirements
relating to agency
implementation of the FOIA

DFAS FOIA offices

Cutoff End of calendar year.
Disposition Destroy 2 years
after cutoff or sooner 1f no
longer needed for
administrative use
Authority GRS 14, Item 14

PA Routine Reports

Recurring reports and one-time
information requirements
relating to agency
umplementation, including
biennial reports to the Office of
Management and Budget, and
the Report ot New Systems at all
levels

DFAS PA offices

Cutoff End of calendar year
Disposition Destroy 2 years
after cutoff

Authority GRS 14, Item 25

w3
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SCHEDULE 5015-1. CONTINUED ]

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
10 | PA Amendment Case Records relating to an DFAS PA offices Cutoff When request s
Files—Granted tndividual’s request to amend granted
his or her records under the Disposition Destroy 1n
Privacy Act and the request s accordance with the approved
granted disposition instructions for the
related subject individual’s
record or 4 years after
agency’s agreement to amend,
whichever 1s later
Authority GRS 14, Item 22a
11 | PA Amendment Case Records relating to an DFAS PA offices Cutoff When request is
Files—Refused individual’s request to amend refused
his or her records under the Disposition Dispose of in
Privacy Act and the request 1s accordance with the approved
refused disposition instructions for the
related subject individual’s
record, 4 years after final
DFAS determination, or 3
years after tinal adjudication
by courts, whichever 1s later
Authority: GRS 14, Item 22
12 } PA Amendment Case Records relating to appeals filed | DFAS PA offices Cutoff Upon final
Files—Appealed 1n response to a DFAS refusal to adjudication
amend, an individual’s record Disposition Destroyin
under the Privacy Act accordance with the approved
disposition tnstructions for
related subject individual’s
record or 3 years after final
adjudication by courts,
whichever 1s later
Authority GRS 14, Item 22
13 | FOIA Control Files Registers or listings maintained | DFAS FOIA offices Cutotf End of calendar year
for control purposes which show Disposition Destroy 6 years
date, nature of request, and after cutoff
name and address of requester Authority GRS 14, Item 13
14 | PA Control Files Registers or listings maintained | DFAS PA offices Cutoff End of calendar year
for control purposes which show Disposition Destroy 5 years
date, nature of request, and after cutoff
name and address of requester Authority. GRS 14, Item 24
NOTES:

1.

Case files for the Privacy Act or Freedom of Information Act program consist of the original correspondence (request,

appeal, etc ), a copy of the reply thereto, and all related supporting documents The original file copy of the requested
record will remaun 1n the Office of Record, but a copy may be attached to the PA or FOIA request file

2

LY

Offer to National Archives in 5-year blocks when most recent records are 15 yearsold
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SCHEDULE 5015-2, Central Files

P

Description of Covered Records This schedule governs disposition of the Central File copy of records which have Center—

wide or DFAS-wide impact Correspondence, policies, procedures, and other related documents signed at Center

Director or higher level, or documents containing information worthy of Center Director or higher level attention, are

included Documents in Central File are additional copies, the record or coordination copy s filed under the appropriate

schedule found elsewhere 1n this publication

SCHEDULE 5015-2
CENTRAL FILES
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 Routine Nonpolicy Documents pertaining to routine { DFAS Center Central { Cutotf End offiscal year
Correspondence nonpolicy matters and to the Files Disposition. Destroy 10 years
overall or general internal after cutoff
administration of the Authority A-NCI-AU-80-40
organization as opposed to the
primary mission of the
organization These include
routine approval actions, local
office operations, equipment or
system request and procurement
actions, routine budget and
manpower actions, internal
office management, travel,
attendance at conferences and
similar information
2 | Mission Policies and Documents pertaining to policy | DFAS Center Central | Cutoff End of fiscal year
Procedures Files matters and to actions Files Disposition Do not destroy;
documenting the primary permanent (See note 1)
mission of the organization Authonty A-NCI-AU-80-40
3 | Index Files Index of central files DFAS Center Central | Cutoff End of calendar year
Files Dispostition. Do not destroy,
permanent (See note 2 )
Authority
NOTES
1  Offer to National Archives in 5-year blocks when latest record 1n block 1s 25 years old
2 Offer to National Archives along with the records to which they pertain
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SCHEDULE 5025, Publications and Forms

Description of Covered Records This schedule governs disposition of records pertaining to the creation, production, and

distribution of forms and publications

SCHEDULE 5025 —l

PUBLICATIONS AND FORMS ‘l

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 Publications Files pertaining to requisition, Publications Cutoff None - perpetual file
Requirements and stocking, and distribution of Distribution Office Disposition Destroy
Distribution publications indi1vidual documents when
superseded, obsolete, or no
longer needed
Authority
2 | Forms Requirements Files pertaining to requisition, Publications Cutoff None - perpetual file
and Distribution stocking, and distribution of Distribution Office Disposition Destroy
forms individual documents within
the file when superseded,
obsolete, or no longer needed
Authority.
ans b, Lrem 3P
3 | Record Set—Forms Record copy of each form to Forms management | Cutoff When design of form 1s
include request for a new or offices complete
redesigned form, all Disposition: Destroy 5 years
justifications and approvals, all after related form s
supporting documents and discontinued, superseded, or
correspondence copies of old canceled
forms, when applicable, and Authority GRS 16, Item 3a
drawings, sketches, or designs
4 | Forms Requests and Background material Any DFAS functional | Cutotf When design of form s
Approvals accumulated during design of area complete
form and maintained by Disposition Destroy when
functional area responsible for related form 1s discontinued,
the form superseded, or canceled
Authority GRS 16, Item 3b
5 | Formsand Publications | Documentsrelating to printing | Forms and Cutoff End of fiscal year
Printing Files of forms and publications to publications Disposition® Destroy 3 years
include requisition, invoice, management offices { after completion or

specifications, and related
papers

cancellation of requisition
Authority GRS 3, [tem 6a

Ll
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SCHEDULE 5025. CONTINUED j

pe

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
6 | Record Set— The record set of each Publications Cutoff See note
Publications publication, regulation, manual, | management office Disposition. Retire as
pamphlet, visual aid, etc , to permanent (See note )
include backup documenting the Authority AF N1-AFU-90-3
approval process, such as
coordination, pertinent federal
laws, studies, and similar
records
7 | General Reference Any publication which 1s not the | Any DFAS office Cutoff NA
Publications record copy and 1s maintained Disposition Destroy when
for reference purposes superseded. obsolete, or no
longer needed, whicheveris
sooner
Authority AF N1-AFU-90-3
8 | Forms Management Documents relating to reports on | DFAS HQ forms Cutoff End of fiscal year
Reports—HQ Level progress in forms management | management offices Disposition Destroy 5 years
Included are reports, work after cutoff
sheets, and correspondence Authority A-NN-166-204
directly related to the reports
9 | Forms Management Records described inrule 8 DFAS Center forms Cutoff End of fiscal year
Reports—Center Level | accumulated at Center level management offices Disposttion Destroy 2 years
after cutoff
Authority A-NN-166-204
10 | Forms Number Documents used to record and DFAS forms Cutoff Not applicable,
Registers control the assignment of form management offices | perpetual file
numbers, consisting of an entry Disposition Destroy when all
1n the register forms entered 1n the register
are discontinued or obsolete
Authority A-NN-166-204
and GRS 16, Item 4b
11 | Accountable Forms Documents reflecting the receipt | DFAS forms Cutoff Endofcalendar year
Receipts and Issues or 1ssue of accountable blank management offices | Disposition Destroy 2 years
forms Included are receipt after cutoff
forms, listings, and registers Authority A-II-NNA-1969
12 | Accountable Forms Signature cards 1dentifying DFAS forms Cutoff End of calendar year
Authorizations individuals authorized to receive | management offices Disposition Destroy 2 years

accountable torms

after cutoff
Authority A-II-NNA-1176

NOTE- Recordsetsofpublications are maintained as current records until the publication 1s rescinded, superseded, or

obsolete Then they are placed in an tnactive file which s cut off on December 31 each year They are retired to the

Washington National Records Center two years after cutoff for permanent retention

L
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SCHEDULE 5040, Audiovisual Information and Graphics

Description of Covered Records This schedule governs disposition of all forms of records created by DFAS Audiovisual
Information and Graphics programs to include exhibits, visual information productions, graphic presentations,
photography, and similar records

SCHEDULE 5040

AUDIOVISUAL INFORMATION AND GRAPHICS

2y

Ther
7

z perm.
vehe

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 Production Files Project files that document DFAS audiovisual Cutoff Completion of the
origin, development, offices production
acquisition, use and ownership Disposition Destroy after
of audiovisual production useful life of the production, I‘Y'
projects, includes scripts, cue LAunthorrtyA PN AR 88w
sheets, production reports, L5$~ Pf()d WCH o 1S W
T ~
production contracts, and ’L_F ffod “'qLI m Lo Pé,\m_
similar records documenting R $_ [ 1
production of a project ﬂ fod\&c'h m Tes &g
fevmang,y X Yoo .
2 | Finding Aids Auds such as data sheets, shot DFAS audiovisual Cutoff When superseded or
lists, catalogs, indexes, review offices obsolete
sheets, lists of captions, and Disposition Destroy
other textual documentation according to Lnstructions
necessary for the proper covering the related records
identification, retrieval, or use of Authority GRS 21, [tem 29
audiovisual information records
3 | Requests for Requisitions or other requests DFAS audiovisual Cutoff Endofcalendar year
Audiovisual Services for audiovisual products or offices Disposition Destroy one year
service after cutoff
DLAM
Authority -
YA jB"y,’(‘)
S ! T 51504
4 | St1ll Photography— Stall photography that doesnot | DFAS audiovisual Cutoff End ofcalendar year
Non-Mission reflect the mission of DFAS, offices Disposition Destroy one year
such as photographs of routine after cutoff or when no longer
award ceremonies, social events, needed
or sumilar activities Authority GRS 21, Item 1
5 | Still Photography— Still photography that pertains | DFAS audiovisual Cutoff End of calendar year
Mission to DFAS mussion, includes offices Disposition Do not destroy,

official portraits of senior agency
officials, agency publications,
exhibitions or other media
productions, documentary
photographs shot for fact—
finding purposes, photographs,
shdes, or filmstrips that depict
the mission of DFAS

(See note 1)

retain as permanent (See
note 2 )
Authonty

Dram

go015. | Trem

' g9
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SCHEDULE 5040. CONTINUED j
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
6 | Briefing Auds Overhead transparencies, or DFAS audiovisual Cutoff End of calendar year
other briefing aids, used in offices Disposition Destroy one year
training, briefings, public affairs after cutoff or when no longer
presentations, etc needed, whichever 1s sooner
Authority GRS 21,Item 5
7 | Artwork Artwork used for handbills, DFAS audiovisual Cutoff Upon final publication
flyers, posters, letterhead, and offices of product
other graphics Disposition Destroy one year
after cutoff or when no longer
needed, whichever 1s sooner
Authority GRS 21,Item 6
8 | Photo~Mechanical Lines and half-tone negatives, DFAS audiovisual Cutoff* When no longer
Reproduction screened paper prints and offset | offices needed for publication or
lithographic plates used for reprint
photo-mechanical reproduction Disposition Destroy at cutoff
Authority GRS 21,Item 7
9 | Line Copies Line copies of graphs and charts | DFAS audiovisual Cutoff Upon final production
offices Disposition Destroy one year
after cutoff or when no longer
needed
Authority GRS 21,Item 8
10 | Posters Posters distributed locally, DFAS audiovisual Cutoff When no longer
agency-wide, or to the public offices needed
Disposition Destroy at cutoff
Authority
11 { Traiming Programs Productions and programs to DFAS audiovisual or | Cutoff When no longer being
include any type of film, slides, | training offices used for training purposes
video or audio media used for Disposition Destroy one year
training personnel after cutoff
Authority GRS 21, [tems 14
and 17
12 | Audiovisual Motion picture photography, DFAS audiovisual Cutoff When superseded or

Productions—Mission

videotapes, and related audio
recordings which reflect the
mission of DFAS, includes
mission briefings and similar
products

offices

obsolete
Disposition Do not destroy,
retain as permanent {(See

note 2) —DL?‘M ‘\Q{P

Authority- '50\6 Y, oS

P8
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SCHEDULE 5040. CONTINUED j

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
13 | Duplicate Dubbings Duplicate dubbings DFAS audiovisual Cutoff When no longer
offices needed
Disposition Destroy at cutoff
Authority GRS 21, [tem 21
14 | Recordings of Meetings | Recordings of meetings made DFAS audiovisual Cutoff- When transcription is
exclusively for notetaking or offices complete
transcription Disposition: Destroy
immediately after cutoff
Authority. GRS 21, [tem 22
15 | Pre-Mix Sound Created during the course of a DFAS audiovisual Cutoff When purpose has
Elements motion picture, television, or offices been served
radio production Disposition Destroy at cutoff
Authority: GRS 21, Item 24
NOTES.

1 Record Sets

Black and white photographs — original negative and a captioned print

Color photographs — original color transparency or color negative, and a captioned print.

Slide sets — original and a reference set and the related audio recording and script if one exists

Filmstrips — original and a reference print.

2 Offer to National Archives in five year blocks when newest record 1n block 1s 20 years old

20
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SCHEDULE 5210, Security and Protective Services Records

Description of Covered Records This schedule governs disposition ofrecords pertaining to all forms of security to include
information, communications, physical, and personnel security.

SCHEDULE 5210 |

SECURITY AND PROTECTIVE SERVICES RECORDS

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 Document Receipt Files | Records documenting the receipt | Any DFAS office Cutoff End of calendar year
and 1ssuance of classified Disposition Destroy 2 years
documents after cutoff
Authority GRS 18, Item 2
2 | Destruction Certificates relating to the Any DFAS office Cutoff End of calendar year
Certificates File destruction of classified Disposition Destroy 2 years
documents after cutoff
Authority GRS 18,Item 3
3 | Classified Document Forms, ledgers, or registers used | Any DFAS office Cutoff End of calendar year
Inventory Files to show 1dentity, internal Disposition Destroy 2 years
routing,and final disposition after cutoff
made of classified documents Authority GRS 18, Item 4
EXCLUDING Top Secret
documents
4 | Top Secret Control Registers maintained at control | Any DFAS office Cutoft When controlled
Registers points to indicate accountability documents are downgraded,
over Top Secret documents, transferred. or destroyed
reflecting the receipt, dispatch, Disposition Destroy 5 years
or destruction of the documents after cutoff
Authority: GRS 18, Item 5a
5 | Top Secret Routing Forms accompanying documents | Any DFAS office Cutoff When controlled
Documents to ensure continuing control, documents are downgraded,
showing names of persons transferred, or destroyed.
handling the documents, intra— Disposition Destroy at cutoff.
office routing, and comparable Authority GRS 18, Item 5b
data
6 | Access Request Files Requests and authorizations for | DFAS security offices | Cutoff End of calendar year
individuals to have access to authorization expires
classified files Disposition Destroy 2 years
after cutoff
Authority GRS 18,Item 6
7 | Classified Document Forms or lists used to record safe | DFAS security offices | Cutoff Notapplicable,

Container Files

and padlock combinations,
names of individuals knowing
combinations, and comparable
data used to control access into
classified document containers

perpetual file

Disposition. Destroy
individual documents within
the file when superseded or
obsolete

Authority GRS 18, ftem 7

Rl
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SCHEDULE 5210. CONTINUED ]

2.

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
8 | Inspection and Survey | Reportsof inspections or surveys | DFAS security offices | Cutoff End of calendar year
Files of Government—owned facilities Disposition Destroy 3 years
conducted to ensure adequacy of after cutoff
protective and preventive Authority GRS 18,Item 9
measures taken against hazards
of fire, explosion, and accidents,
and to safeguard information
and facilities against sabotage
and unauthorized entry
9 | Investigative Files Investigative files accumulating | DFAS security offices | Cutoff End of calendar year
from investigations of fires, Disposition Destroy 3 years
explosions, and accidents after cutoff
Authority GRS 18, Item 11
10 | Property Pass Files Property passfiles, authorizing | Any DFAS office Cutoff* Notapplicable,
removal of property or materials perpetual file
Disposition Destroy
individual documents within
the file 3 months after
expiration or revocation
Authority GRS 18, Item 12
11 | Guard Assignment Ledgers relating to guard DFAS security offices | Cutoff End of calendar year
Ledger Records assignments and strength Disposition Destroy 3 years
after cutoff
Authority: GRS 18, Item 13a
12 | Guard Post Assignment | Requests, analyses, reports, DFAS security offices | Cutoff End of calendar year
Files change notices, and other papers Disposition Destroy 2 years
relating to post assignments and after cutoff
strength requirements Authority GRS 18,Item 13b
13 | Key Control— Files relating to accountability | DFAS security offices | Cutoff Upon turn—in of key
Maximum Security for keys for areas under Disposition Destroy 3 years
maximum security after cutoff
Authority GRS 18, Item 16a
14 | Key Control—Other Files relating to accountability | DFAS security offices | Cutoff Upon turn—in of key

for keys for areas under less

than maximum security

Disposition Destroy 6 months
after cutoff
Authority GRS 18, Item 16b

72
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SCHEDULE 5210. CONTINUED

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
15 | Visitor Control Files Registers or logs used to record DFAS security offices { Cutoff End of calendar year.
names of outside contractors, Disposition Destroy 2 years
service personnel, visitors, after cutoff
employees admitted to areas, Authority GRS 18, [tem 17b
and reports onautomobiles and
passengers
16 | Facility Check Files Reports of routine after-hours DFAS security offices § Cutoff End of month
security checks which do not Disposition Destroy one
reflect security violations month after cutoff
Authority: GRS 18, Item 18b
17 | Security Violations— Case files of investigations of DFAS security offices | Cutoff When case 1s closed
Higher Echelon alleged security violations Disposition Destroy 5 years
Investigations which are referred to the after cutoff
Department of Justice or Authority GRS 18, Item 24a
Defense for tnvestigation and/or
prosecution
18 | Security Violations— Case files of investigations of DFAS security offices | Cutoff When case 1s closed
Local Investigations alleged security violations Disposition Destroy 2 years
which remain within DFAS after cutoff
channels for investigation Authority GRS 18, Item 24b
and/or prosecution
19 | Security Clearance Case files documenting the DFAS security offices § Cutoff Upon transfer or
Case Files processing of security clearance separation of employee or
investigationson Federal upon contract expiration. (See
employees, potential Federal note 1)
employees, and contractors to Disposition Destroy 5 years
include questionnaires, after cutoff
summaries of reports prepared Authority GRS 18, Item 22a
by the investigating agency, and
other records reflecting the
processing of the investigation
and status of the clearance
20 | Investigative Reports Investigative reports and DFAS security offices | Cutoff Not applicable
related documents furnished by Disposition Destroy per the
investigative organizations for investigating agency
use 1n making security/suita— Instructions
bility determinations Authority GRS 18, Item 22b

13
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SCHEDULE 5210. CONTINUED |

o

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
21 | Nondisclosure Copies of nondisclosure DFAS security offices | Cutoff- End of calendar year
Agreement Files agreements signed by employees Disposition Destroy 50 years
with access to information which after cutoff
1s classified or classifiable Authority GRS 18, Item 25
(See note 2)
22 | Original Classification | Master Listing by title and DFAS security offices § Cutoff Notapplicable,
Authority orgamzation of officials perpetual file
designated to exercise this Disposition Destroy
authority individual documents within
the file when superseded or no
longer needed.
Authority AF N1-AFU-88-
37
23 | Deletions from Original | Requests to delete officials from | DFAS security offices | Cutoff When action s
Classification the master listing complete
Authority Disposition Destroy one year
after cutoff
Authority AF N1-AFU-88-
37
24 | Classification Challenges to classification and | DFAS security offices | Cutoff. End of calendar year
Evaluation requests for mandatory review when review 1s complete
Disposition Destroy one year
after cutoff
Authonty AF N1-AFU-88-
37
25 | Access Control Records | Forms used to certify access to DFAS security offices | Cutoff. Notapplicable,
classified information or perpetual file
restricted areas such as access Disposition Destroy
lists, authority to open or close individual documents within
alarmed areas, and sumilar types the file when superseded or
of records obsolete
Authority AF N1-AFU-88-
37
NOTES
1 Destroy immediately upon notification of death of employee.
2

&

These documents may be maintained in the OPF Ifso, apply the disposition for the OPF or destroy when 50 years old.
whichever 1s later.

A
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SCHEDULE 5400, Public Affairs

Description of Covered Records

SCHEDULE 5100 |

PUBLIC AFFAIRS

This schedule governs disposition of records pertaining to public information and
community relations programs designed to inform and motivate DFAS personnel, maintain haison with public news
med.a, promote public understanding of DFAS activities, and develop and maintain cooperation between DFAS and the
community

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 Public Affairs Releases to news media DFAS Center Public ] Cutoff End of calendar year
Releases—Temporary including statistical reports, Affairs offices Disposition Destroy one year
data sheets, news releases, after cutoff
speeches, scripts, briefings, Authority AF N1-AFU-90-3
answers to queries, and similar
records which are determined by
the Public Affairs Officer to be
routine or to have no lasting
significance to the Center’s
mission
2 | Public Affairs Releases to news media DFAS Center Public | Cutoff End ofcalendar year
Releases—Permanent | including statistical reports, Affairs offices Disposition Retire as
data sheets, news releases, permanent (See note )
speeches, scripts, briefings, Authonty- AF N1-AFU-90-3
answers to queries, and similar
records which are determined by
the Center Public Affairs Officer
to be of lasting sigmificance in
relation to mission, policies, or
status
3 | Public Affairs All oniginal releases to news DFAS HQ Public Cutoff End of calendar year
Releases—DFAS HQ media made by DFAS HQ Publhic | Affairs offices Disposition Retire as
Affairs offices permanent (See note )
Authonty A F M Q}
71107y
4 Public Relations Files Speeches. addresses, or remarks | DFAS Center Public | Cutoff NA, perpetual file
made by DFAS agency heads or | Affairs offices Disposition Besbmy?e‘\' v

other high-ranking DFAS
officials at formal ceremonies or
community functions

individual documents within

the file when superseded or no
longer needed{.or currert
Huthority— LU, nogo,

|

15
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o
SCHEDULE 5400. CONTINUED —]
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
5 | Exhibit Case Files Information on the development, | DFAS Center Public | Cutoff Upon retirement of
acqusition, and use of DFAS Affairs offices exhibit
exhibits for public display Dispostition Destroy when
exhibit 1s refurbished or
retired, or when no longer
needed, whichever 1s later
Authority AF N1-AFU-90-3
6 | Biographical Files Biographical sketches, DFAS Center Public | Cutoff Upon separation or
photographs, news clippings, Affairs offices transfer of employee
and related correspondence Disposition Destroy when
reflecting on the careers of employee separates or
DFAS employees who have transfers
performed outstanding service Authority AF N1-AFU-90-3
to DFAS
NOTE

Offer to National Archives in § year blocks when latest record 1s 20 years old

R
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SCHEDULE 5500, Legal Administration Records

Description of Covered Records

administration program

SCHEDULE 5500

This schedule governs disposition of records accumulated 1n carrying out the legal

LEGAL ADMINISTRATION RECORDS l
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Precedent~setting legal | The record copy of a legal DFAS legal offices Cutoff End of calendar year
opinions optinion which establishes policy Disposition Do not destroy —
or precedent permanent records (See
note )
Authority AF N1-AFU-90-3
2 | Nonprecedent~setting | A legal opinion based ona DFAS legal offices Cutoff Endofcalendar year
legal opinions previously set precedent, Disposition Destroy when
interprets but does not establish superseded or obsolete
policy or precedent Authority AF N1-AFU-90-3
3 | Legislative and Records pertaining to DFAS legal offices Cutoff End of calendar year
Congressional Liaison legislation, executive orders, Disposition Destroy when
records proclamations, and to liaison superseded or obsolete
with Congress, excluding Authority
budgetary and appropriation
matters Includes supporting
memoranda and comments
reflecting DFAS position on
legislative matters
4 | Litigation records Records accumulated incident to | DFAS legal offices Cutoff End of calendar year
litigation arising out of tax in which case closed
disputes or other actions, legal Disposition Destroy 2 years
actions involving DFAS, 1ts after cutoff
personnel or contractors, Authority- AF N1 AFU-90-3
administrative proceedings,
investigative reports, and legal
processing affecting accomplish—
ment of the DFAS mission
5 [ Financial Disclosure Records pertaining to financial | DFAS legal offices Cutoff Date offiling.
Reports disclosure reports such as SF Disposition Destroy 6 years
278, DD Form 1555, SF 450, etc after date of filing
Authority: LS )
Trewrn 2§
NOTE:

Offer to National Archives 1n five year blocks when latest document 1s 25 years old

1M1
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SCHEDULE 5545, Congressional Inquiries

Description of Covered Records This schedule governs disposition of records accumulated during correspondence with

members of Congress

SCHEDULE 5545 j

CONGRESSIONAL INQUIRIES

R A B C D

U

L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

1 | Nonroutine Nonroutine inquiries and replies | DFAS Congressional § Cutoff End of calendar year

Congressional Inquiries

relating to or involving DFAS
policies, procedures, plans,
classified information, and other
matters of importance, such as
changes 1n status or location of
DFAS organizations, activities
or installations, production
facilities, major procurement or
allied matters

Liaison offices

Disposition Do not destroy,
retire as permanent (See
note )

Authority: AF N1-AFU-90-3

2 | Routine Congressional
Inquiries

Routine and noncontroversial
communications from and to
members of Congress relating to
unclassified information such as
requests from DFAS employees
for Congressional assistance 1n
resolving problems relating to
active duty, reserve, ANG,
civilian, retired, annuitant pay
and policies, DFAS civihan
employment, and dependent
support 1ssues

DFAS Congressional
Liaison offices

Cutoff End of calendar year
Disposition Destroy 2 years
after cutoff

Authority: AF N1-AFU-90-3

NOTE

Offer to National Archives in 5-vear blocks when latest record 1s 25 years old.

8
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SCHEDULE 6055, Safety Program Admimstration

Description of Covered Records

This schedule governs disposition of records created or used by the Center Safety

Program to include safety and accident prevention

SCHEDULE 6055 ~|

SAFETY PROGRAM ADMINISTRATION

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Safety Program Records pertaining to planning | Safety offices Cutoff End ot calendar year
Planning the Center Safety Program, Disposition Destroy when
including planning for specific planning for next year's safety
safety efforts program 1s complete
Authority P( - h
T j2-1, 1
2 | Safety Visit Reports Final reports and supporting Safety offices Cutoff End of calendar year
correspondence relating to Disposition Destroy 3 years
findings and recommendations after cutoff
during safety visits Authority GRS 18, [tem 9
3 | Mishap Reports Mishap reports and analysis Safety offices Cutoff End of calendar year
with pertinent attachments, Disposition Destroy 2 years
records, and related papers after cutoff
Authority GRS 18, Item 11
4 | Fire Inspections and Checklists and stmilar forms Safety offices Cutoff End of calendar year
Tests used 1n conducting real property Disposition Destroy one year
inspections, including after cutoff
1nspections and tests of installed Authority AF N1-AFU-90-3
systems of fire extinguishing,
alarm and detection equipment,
portable fire extinguishers, etc
5 | Hazard Reports Reports of hazards, including Safety offices Cutoff When hazard1s
fire hazards
6 | Hazard Abatement Records used to plan and/or Safety offices
Plans monitor efforts to reduce or

eliminate hazards

19

“Disp.
pending
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SCHEDULE 6055. CONTINUED I

R A B C D
9]
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
7 | Hazardous Materialor | Recordsthat describe action Safety offices Cutoff End ofcalendar year
Communications taken on hazardous material Disposition Destroy 50 years
Management 1ssues and the effect of the after cutoff
actions on operations and Authority
sumilar records pertaining to
management of hazardous
materials, waste, or
communications
8 | Hazardous Reports concerning hazardous Safety offices Cutoff Endofcalendar year
Waste/Material waste disposal, hazardous Disposition. Destroy 50 years
Reporting material management, and after cutoff
related information Authornity
9 | Hazard Communication | Records showing training Safety offices Cutoff Uponretirement or
Training Records history of emnployees exposed to separation of employee
hazardous communications Disposition Destroy 2 years
after cutotf
Authority
10 | Civilian Employee Records of medical treatment DFAS medical Cutoff Upon separation,
Medical File System provided to civilian federal treatment facilities transfer, or retirement of
(EMFS) employees for occupational employee
injurles, illnesses, exposures, Disposition Destroy at cutoff
and other medical or health tSee note )
maintenance matters Authority
11 | Hazardous Substance Records documenting DFAS medical Cutoff Uponseparation,
Exposure employee’s exposure to toxicor | treatment facihities transfer, or retirement of
hazardous substances as defined employee.
n29 CFR 1910 Disposition Destroy 30 years
after cutoff or 40 years after
date of exposure, whichever s
greater.
Authority DODI 6055 5
12 { Industrial Hygiene Baseline records, tests, DFAS safety offices Cutoff Endofcalendar year

Records

evaluations, etc , which
ascertain the presence or
absence, nature and degree of
occupational health hazards

Disposition® Destroy 40 years
after cutoff
Authority DODI 60555

%0

-
GENY”



—y
SCHEDULE 6055. CONTINUED l

R A B C D

8]

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION LOCATION AUTHORITY

13 | Environmental Plans and supporting data for DFAS safety offices Cutoff Not dpplicable,

Protection Records spill prevention control and perpe

counter-measures plan, o1l and Disposiyjon  Destroy
hazardous substance pollution individud documents within
contingency plan, hazardous the file wheég superseded,
waste plan, hazardous waste obsolete, or n} longer needed
treatment, storage, and disposal Authority N1NAFU-87-18
facility operation plan, traffic
abatement plan, and similar
plans

14 | System Safety Records | Records documenting the basis DFAS safety offices Cutoff Ifsystemis

for integrating system safety,
health hazard and
environmental considerations
into the systems engineering
process to include plans,
reviews, summaries, etc

system 19 not implemented,
cut off wh&n system
engineerinyg 1s discontinued.
Dispositiony Destroy 5 years
after cutoff
Authority

NOTE

Purge file prior to destruction If file contains record of injury or exposure that has resulted or could result in a lawsuit

against the Government, retain pertinent documents until lawsuit is settled or statute of imitations has expired

3\
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SCHEDULE 7040, Comptroller, Cost Analysis, and Budget Records

Description of Covered Records This schedule governs disposition of records pertaining to cost analysis including cost

information systems, planning factors, cost analysis methods, cost estimating, cost tracking and hfe cycle cost. It also

governs disposition of Budget Office records which pertain to preparation, analysis, justification and control of the

budget
SCHEDULE 7040
COMPTROLLER, COST ANALYSIS, AND BUDGET RECORDS -I
R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 Financial Management | Reports, correspondence, and Comptroller Cutoff End of fiscal year

Records

related data that serve for
control purposes 1n developing
or improving comptroller
systems programs

functional areas

Disposition Destroy 3 years
after cutoff.
Authority GRS 8,Item 1

2 | Cost Tracking Records | Reports, analyses, Comptroller Cutoff End of fiscal year
correspondence, and related functional areas Disposition Destroy 3 years
data which provide a chronology after cutoff
of costs by organization and Authority GRS 8, Item 6
program element

3 | Formal Budget Records | Records containing budget Budget offices Cutoff End of fiscal year
exhibits and final annual budget Disposition Destroy 5 years
packages submitted from DFAS after cutoff
Centers to DFAS Headquarters Authority GRSS5, Item 3

4 | Budget Execution Internal reports and records Budget offices Cutoff End of fiscal year

Records used to execute budget exhibits Disposition Destroy 1 year
and final annual budget after cutoff
packages Authority: GRS 5, Item 2
5 | Budget Records Records generated to assist 1n Budget offices Cutoff End of fiscal year
Worksheets the completion of the formal Disposition Destroy 1 year
budget after cutoff
Authority GRS 5, Item 2
6 | Budget Correspondence | Correspondence pertaining to Budget offices Cutoff End of fiscal year
Records routine internal budget program Disposition Destroy 1 year
execution after cutoff
Authority GRS5,Item 1
7 | Cost and Economic Correspondence pertaining to Cost offices Cutoff End of fiscal year

Analysis
Correspondence
Records

cost/economic analysis studies
and estimating factors and
methods

Disposition Destroy 3 vears
after cutoff
Authority

3%
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SCHEDULE 7600, Internal Audit and Inspection Records

Description of Covered Records This schedule governs disposition of records pertaining to audits and inspections done to

evaluate effectiveness and economy of DFAS operations, methods, and procedures

SCHEDULE 7600 j

INTERNAL AUDIT AND INSPECTION RECORDS

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 | Audit/Inspection Records pertaining to planning, | DFAS offices Cutoff Notapplicable,
Programming organizing, directing and responsible for perpetual file
controlling the audit or performing audits or | Disposition Destroy
inspection program. Includes inspections individual documents when
schedules, resources planned or superseded, obsolete, or no
expended for the program, plans longer needed
for the conduct of a specific Authority:
audit, 1nspection ttineraries,
team personnel rosters, and
sumilar records
2 | Reportsof Audit Report created upon completion | DFAS offices Cutoff When all deficiencies
of an audit to show findings, responsible for have been corrected.
recommendations, and sitmilar performing audits Disposition Destroy 2 years
information and to track follow- | and inspections after cutoff
up actions taken to correct Authority
1dentified deficiencies
3 | Commander’s Audit Commander’s audit program Held by installation ] Cutoff When purpose has
Program reports of audit commanders or their | been served
staff Disposition. Destroy at cutoff
Authonity N1-AFU-90-3
4 | Risk Assessments Documented worksheets, DFAS offices Cutoff Completion of
minutes of meetings, and reports | responsible for vulnerability assessment
addressing the risk of assessable | performing audits or Disposition Destroy 5 years
units inspections after cutoff
Authority N1-AFU-86-63
5 Statements of Letters stating compliance or DFAS offices Cutoff Completion of next
Assurance noncompliance with internal responsible for comparable statement.
performing audits or | Disposition Destroy 5 years
control objectives inspections after cutoff
Authority. N1-AFU-86-63
6 | Annual Statement of Annual reports including DFAS HQ Cutoff US@ SGame

Assurance sent to
SECDEF (RCS DD-
COMP(AR)1618)

description of evaluation report
of material weakness, status of
corrective action and other
similar records

& lule 5
abpve . -

NOTE Offer to National Archives in 5-year blocks when latest record 1s 25 years old.
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SCHEDULE 7900, Electronic Recordkeeping

Description of Records

This schedule governs records related to computer operations such as system software,

input/output records, information stored electronically without paper backup and hard-copy records pertaining to
computer system management Records produced by or used 1n office automation applicationsare excluded

| SCHEDULE 7900 ]

ELECTRONIC RECORDKEEPING

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
1 System Test Records Electronic files or hard-copy Central ADP Cutoff When no longer
printouts and related documents | Facilities needed
created solely to test system Disposition Destroy at cutoff
performance Authority GRS 20,Item la
2 | Master File Update Electronic files used to create or | Central ADP Cutoff When information has
update a master file, including, | Facilities been transferred to the master
but not limited to, work files, file and verified
valid transaction files, and Disposition Destroy at cutoff
intermediate input/output files Authority GRS 20, Item 1b
3 | System Usage Files Electronic files and hard—opy Central ADP Cutoff When purpose has
printouts created to monitor Facilities been served
system usage, including, but not Disposition Destroy when no
limited to, log-1n files, password longer needed
files, and audit trail files Authority. GRS 20, Item Lc
4 | Hard-Copy Source Non-electronic documents or Central ADP Cutoff When information has
Records forms designed and used solely | Facilities been converted to electronic
to create, update, or modify the medium and verified
records 1n an electronic medium Disposition Destroy at cutoff
and not required for audit or Authority GRS 20, Item 2a
legal purposes (such as need for
signatures)
5 | Electromc Input Electronic records entered into Central ADP Cutoff Whendata has been
Records the system during an update Facilities entered 1nto the master file
process which are not required and verified
for audit and legal purposes Disposition Destroy at cutoff
Authority GRS 20, Item 2b
6 | Digital Master File Computer files or records Central ADP Cutoff When necessary data
Input containing uncalibrated and Facilities has been incorporated into a

unvahdated digital or analog
data collected during
observation or measurement
activities or research and
development programs and used
as 1nput for a digital master file
or database

master file
Disposition Destroy at cutoff
Authority GRS 20, [tem 2d

3H
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SCHEDULE 7900. CONTINUED I

R A B C D
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
7 | Master Files Related to | Files that replace in whole orin | Central ADP Cutoff Inaccordance with the
Administrative part hard—copy records governed | Facilities cutoff instructions for the
Functions by other schedules in this records they replace
regulation (see note 1 for Disposttion Destroy after the
EXCLUSIONS) expiration of the retention
period authorized for the
disposable hard—copy file or
when no longer needed,
whichever is later
Authority GRS 20, Item 3
8 | Data Files Consisting of | Files that contain summarized Central ADP Cutoff When no longer
Summarized information created by Facilities needed for current business
Information combining data elements from a Disposition Destroy at cutoff
single master file or database Authority GRS 20,Item5
that 1s authorized for deletion in
other schedules in this
regulation (see note 5 for
EXCLUSIONS)
9 | PrntFile Electronic data extracted froma | Central ADP Cutoff When purpose has
master file or database without | Facilities been served
changing it and used solely to Disposition Destroy at cutoff
produce hard-copy publications Authority GRS 20, Item 6
and/or printouts of tabulations,
ledgers, registers, and reports
10 | Technical Reformat Electronic file consisting of data | Central ADP Cutoff. When purpose has
File copied from a master file or Facilities been served
database for the specific purpose Disposition Destroy at cutoff
of information interchange and Authority GRS 20, Item 7
written with varying technical
specifications EXCLUDING
files created for transfer to the
National Archives
11 | Security Backup Files Electronic file consisting of data | Central ADP Cutoff Upon deletionor
wdentical in physical formattoa [ Facilities update of master file (see note

master file or database and
retained in case the master file
1s damaged or inadvertently
deleted

3)

Disposition Delete whenthe
1dentical records have been
deleted, or when replaced by a
subsequent security backup
file

Authority GRS 20, Item 8b

25
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SCHEDULE 7900. CONTINUED
R A B C D
8]
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION LOCATION AUTHORITY
12 | Finding Aids Electronic indexes, hsts, Central ADP Cutoff When purpose has
registers or similar files used Facilities been served
only to provide access to Disposition. Delete with
computer files EXCLUDING related records or when no
indexes which can be used as an longer needed, whichever 1s
information source apart from later
he rel
the related records Authority GRS 20, Item 9
13 | Spectal Purpose Apphlication software necessary | Central ADP Cutoff When purpose has
Programs solely to use or maintaina Facilities been served
master file or database Disposition Delete when
authorized for disposal related master file or database
elsewhere 1n this regulation has been deleted
Authonity GRS 20, Item 10
14 | Documentation Data systemsspecifications, file | Central ADP Cutoff When purpose has
spectfications, codebooks, record | Facilities been served
layouts, user guides, output Disposition Destroy or delete
specifications, and final reports when superseded or obsolete,
(regardless of medium) relating or upon authorized
toa master file or database destruction of related master
file or database
Authority GRS 20, [tem 11
NOTES:-

1 Excluded are official personnel folders, employee medical folders, statistical summaries,and related records pertaiming

to employee health at the reporting unit equal employment opportunity statistics files, administrative payroll report files,

telecommunications operational files, and top secret accounting and control files

2 Excluded are data files created as disclosure~free files to allow public access to the data, or created from a master file or

database that 1s unscheduled for disposition, that was scheduled as permanent records but no longer exists, or are no longer

accessible, all such records must be retained until their disposition 1s approved.

3 If the backup copy 1s for electronic records scheduled for transfer to the National Archives for permanent retention,

delete the backup copy after transfer to the National Archives has been successfully completed

4. The terms “destroy” and “delete” used in this schedule means to "scratch”, “erase”, or “blank” the media so the media

can be reused The mediaitself will be destroyed when 1t 1s unserviceable or not reusable due to security requirements

5 Excluded are data files created as disclosure—free files to allow public access to the data, or created from a master file or

database that 1s unscheduled for disposition, that was scheduled as permanent records but no longer exists, or are no longer

accessible All suchrecords will be retained until their disposition 1s approved
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