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Bureau of Administration
Operations
General Services Management
Employee Services Center (A/OPR/GSM/ESC)

1. Foreign Service Employee Emergency Locator Records

The purpose of this Employee Services Center database is to provide locator and emergency next of kin
information that can be used when handling death cases for Foreign Service personnel, including liaison
between the Department and surviving families. It can also be used for next of kin emergency notification
in support of crisis and Task Force Operations and post evacuations, and for mail holding and forwarding
information. Foreign Service personnel who wish to participate voluntarily provide all information. The
database was recently opened to any U.S. Government employee who is assigned to a foreign post.
Privacy restrictions apply. See State System 12, Foreign Service Employee Locator/Notification Records.

a. Inputs: Electronic and paper (OP-190 and DS-924) inputs containing name, agency, current post of
assignment, Washington area address and telephone number, instructions for forwarding mail, names of
dependents, and names of contacts for emergency purposes.
Temporary. Delete or destroy after input to the master file is verified (New item).
b. Master file: Contains general locator, mail and package forwarding address, dependent, and emergency
notification information. Updated as needed by individual employee or authorized Employee Service
Center personnel.
Temporary. Delete employee record 5 years after the employee resigns or retires. (New item)
¢. Outputs:

1. Hardcopy and/or soft copy display of employee record for returning employee review and update, for
crisis list of employees at a particular site, or, for receptionist to answer queries as to the location of

employees who have given permission for release of information.

Temporary. Delete or destroy when no longer needed by employee or Employee Services Center
authorized personnel. (New item)

2. CD-ROM containing employee records of those individuals who have not modified their master file
record for a period of five years. Employee record is returned to the master file upon updating of the
record.

Temporary. Delete employee record 5 years afler the employee resigns or retires. (New item)



2. Leave Data — Departure for Post (DS-1552) File

a. File contains paper copies of Form DS-1552 prepared and verified by the employee and Employee
Services Center personnel. Form DS-1552 is submitted as the initial step in the process of transferring pay
and leave authority from domestic payroll in Washington to the overseas payroll center in Charleston, SC
upon employee’s departure for post. Forms are filed in alphabetical order by month.

Temporary. Cutoff at end of calendar year. Maintain in current file area for 2 years and destroy.
(New item)

b. Electronic copies produced on electronic mail or word processing systems.

Temporary. Delete once recordkeeping copy has been produced. (New item)

3. Leave, Travel, and Consultation Status (DS-1707) File

a. File contains paper copies of Form DS-1707, which are prepared and verified by the employee and
Employee Services Center. This form is sent to the Personnel Technician and used to transfer the
employee to domestic payroll, and initiate any appropriate locality pay. The DS-1707 also reconciles all
leave and travel. Forms are filed in alphabetical order by month.

Temporary. Cutoff at end of calendar year. Maintain in current file area for 2 years and destroy.
(New item)

b. Electronic copies produced on electronic mail or word processing systems.

Temporary. Delete once recordkeeping copy has been produced. (New item)

4. Death Case File

a. File contains information used for handling death while in-service cases for both Foreign Service and
Civil Service personnel, including notification of next of kin, and liaison between the Department and
surviving families. Consists of copies of memorandums and letters for benefits, and life insurance forms.
Temporary. Destroy 20 years after case is closed. (New item)

b. Electronic copies produced on electronic mail or word processing systems.

Temporary. Delete once recordkeeping copy has been produced. (New item)





