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~QUEST FOR RECORDS DISPOSITIO'N AUTHORITY LEAVE BLANK 
1(See Instructions on reverse) , 

JOB NO -

TO: GENERAL SERVICES ADMINISTRATION, IVtJ~-~31-~/-1
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTQN, DC 20408 

- DAT~CEIVEr 
1. FROM (AGENCY OR ESTABLISHMENT) une tA, fro 
_U~e...d-.SJ:.a:tesSoldiers' and Airmen's Home NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

III accordance With tre provrsions of 44 USC 3303a the disposal reSecretary-Treasurer Department quest. Including amendments. IS approved except for Items that may 
3. MINOR SUBDIVISION be stamped "disposal not approved" or "withdrawn" In column 10 

Administrative Division 
4. NAME OF PERSON WITH WHOM TO CONFER TEL EXT15. 

DORIS D. MONTGOMERY ~~-thdmwn.f26-9100 
[Ja/,' Arc lin t vt of the Urtit ed Statc-;Administrative Officer X 207 -

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency ;n maners pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of !I7 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
o A Request for' mediate disposal. 

[XJB sposal after a specified period of time or request for permanent 

E. TITLE 

Secretary-Treasurer 
9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (With lnclusive Dates or Retention Penods) ACTION TAKENJOB NO 

Records Management Program with Files Maintenance 
Disposition 

and Airmen's Home (USSAH) was establis by an act 
ess. The Act also rovided that it be financed from a e USSAH 
t Fund) rather than m the • S. The 
of the USSAH is to prOV1 a home and such orized by
the relief and support of c tain retired, ed soldiers 
en of the Regular Army and Reg he general
ration of the Home is placed in ich is co posed of 
rnor of the Home, who serves as eight se ior 
uty military officers, four fr Air Forc. The 
y officers of the Home con 'st of a Govern ,a Deputy Gov a 
y-Treasurer who are Pr dential appointees. he Home -
Surgeon, a Quarter ter, and a Secretary, re 
d by the Board Commissioners. 

all t e essential 

STANDARD FORM 115 
Revised April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

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


" 

SECTION 1 - HOuSEKEEPING FILES 

The ~les described in this section relate to the performance of administrative housekeeping operations ~~th~the 
immedia office or element, and files accumulated to document the performance of the mission functions o~ene 
office. Ho ver, all common mission files will seldom accumulate in a single office. Office housekee ~ng files 
cover general ministrative, office personnel, office reference, agreements,	 aff visit reports. 

FILE NO. DESCRIPTION	 DISPOSITION 

1-1 Suspense Files. apers arranged in chronological order as a reminder 
an action is require on a given date; a reply to action is expected
if not received, shou1 e traced on a given date; or transitory
being held for reference, ich may be destroyed on a given da 

th 
G, 

Note: File numbers are 
file drawers or folders 
in suspense files are: 

on these papers, nor 
papers are filed. 'xamp1es of 

of 
papers 

a. A note 
o ther action: 

or other reminder to to take some Destroy papers
is taken. 

after action . 

b. The file copy or an extra	 Withdraw papers when reply
filed	 by the date on which a rep1 is received. If suspense 

copy is an extra copy, des~roy
it; if it is the file copy,
incorporate it with other 
papers for proper file. 

may be destroyed in 30 days or less as being with- estroy papers on date under 
out w . h suspended. 

incoming communication filed by the date on which action is when action 
taken; 

Office General Management Files. Documents relating to the internal Destroy after 
management of an office or element. Included are documents concerning: 

a. Internal office procedures, hours of duty, and individual duties 
that do not have continuing applicability: 



_Office participation in charitable affairs, such as blood donations 
and cont "butions to philanthropic or charitable associations! 

c. articipation in public relations and information activities 
such as open-hou programs and special events (but not papers concerning
proposed articles, ews'releases, or similar communications used to promote 
or publicize the offi 's mission functions): 

d. Tests of civil emergency evacuation 
procedures: 

e. Security within the office, about 
methods of ensuring security: 

f. Safety within the office, such noti-
fication of safe and unsafe practices, 

g. The office's and forms 
survey and inventory
specific forms, 
of the office's mission 

h. General routine use of au matic data processing
concerned with the employment automatic data processing for ormance 
of specific mission functio or processes thereof). Documents simI ar to 
the categories listed a e that do not pertain to the performance 0 he 
mission functions of e office, and that are not described elsewhere in 
this document! 

1-3	 Office Inspec on and Surve Files. Documents relating to inspecting and 
surveying " ternal office administrative procedures. 

1-4 uty Reporting Files. Documents prepared by duty officer of the day,
administrative officer, or by personnel performing charge of quarters 
or similar duty. Included are daily activity reports and hourly sheets 
containing a running account of the activities performed, and similar 
or related documents. 

/ 

next comparable 
survey. 

Destroy after 6 



.t.	 ,. 

1-5 Instruction Files. Documents relating to the preparation 
a issue of office memorandums or comparable continuing instructions 
app TS able only to internal administrative practices and housekeeping
details within the preparing office. Included are copies of instruc-
tions and mmunications relating to them. 

1-6 Documents relating to the organization
element, such as copies of documents which 

are duplicated by oth offices charged with determining the organiza-
tion and functions of th agency. Included are copies of functional 
charts and functional state nts; copies of documents relating to 
office staffing and personnel rength such as extracts from manpow
authorization vouchers; copies 0 distribution and all ances; 
and similar papers. Also included a documents reflecting m or changes
in the organization of the office, made y the office chief and which do 
not require evaluation and approval. 

1-7	 Office Records Transmittal Files. Copies
reflecting files transferred or retired. 

1-8	 Record Access Files. rece d or prepared by an of 
show name, grade, and cation of individuals authori 
access to official records and es. Included are requests for acc 
and approvals thereof, of individuals authorized access and 
similar documents. 

1-9	 safes, cabinets or 
the containers. 

1-10 Information Files. Up-to-date	 records of all~~~~~~====~~~~~~~--
office safe	 and padlock combinations, together with other information 
necessary to identify and locate the safes or containers and the indi-
viduals having knowledge of the combination. 

Screen annually; de troy t 
whe n superseded, - r obsolete. 

Scr en annually; destroy 
en superseded, obsolete, 

or no longer needed for 
reference. 

Destroy when records listed 
thereon have been destroyed .. 

Destroy on supersession, or 
obsolescence of the author~ 
ization document; or on 
transfer, separation, or 
relief of the individual 

day following 
ntry on the forms, 

except form involved in an 
investigation ·11 be 
retained until co 

Destroy on supersession 0 

on turn in of the container. 



.' 
1-11 Documents which relate to the control of 

oming and outgoing mail by offices other than official mail rooms 
stal activities. Included are routing and suspense slips, records 

of mess ger trips, and similar documents. They may also include copies
of receip	 for accountable mail, e.g., registered, certified and 
number-issue mail. 

a.	 receipts: 

b. 

1-12	 Office Financial Files. uments that relate to the participation 0 

offices in matters concerning he expenditure of funds incidental the 
mission performance of the offie such as itineraries and cost stimates 
for travel, and notifications to b et office of funds requ· ed and 
reports of long distance telephone 

1-13	 Office Service and Supply Files. Document
 
and equipment used by an office or element; 0
 

communications, transportation, custodial, or
 
an office; and to general office maintenanc
 

a. Requests to supply activities or supplies, rec . ts for supplies
and equipment, and similar papers p taining to office supp 

b. Requests and uments concerning the issue of 
locks to an office~ 

c. blank forms, and other papers rela 
ing to distribution of publications to the office: 

d.	 ents relating to local transportation and drayage services 
or available to, an office: 

Documents relating to custodial services required by an office: 

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

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

in CFA 

after 

Destroy after 

Destroy 1 year 
of action. 

r 

after 2 years. 

3 months. 

1 year. 

after completion 



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

Documents relating to painting, partitioning, repairing, or other 
of maintaining the office physical structure: 

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

1-14 Cards, lists, hand receipts, or comparable
property charged to the office. 

1-15	 rova' pnd Utilization Files. Documents related 
office' operty. Included are documents ref 1 ting

approval items of equl ent as office copiers; docume 
ref lee ting individual and cumulaCwe repairs, adjustments, d usage of 
items of office equipment; and simi related docume 

1-16	 Office Management System Files. Document use and approval
of office management systems, such as microg' processing, and 
similar systems. 

1-17	 Office File Numbers Files. Approved selecte '~file numbers, reflect-
ing file numbers in this directiv represent the" nctions performed
by the office. 

Note: Lists of numbers may be filed in the cabinet 
drawer. When this chosen, the file number will 

1-18	 Files. Documents that relate to the day-to-day~~~~~~~~~~~~~~~~ administration personnel in individual offices. Included are papers tha 
relate to a endance at work, copies of reports of attendance and overtime,
and noti s of holidays and hours worked; notices about participation in 
athle ·c events and employee unions; notifications and lists of employees
to eceive Government medical services, including x-rays, and immunizations; 

and lists of individuals to receive training and comparable or related 

1-1	 Office Personnel Register Files. Documents used in accounting for office 
personnel and in controlling office visitors, such as registers reflecting
personnel arrival, departure, on leave, and official absence of travel. 

". 

,/ 

Destroy when superseded or 
obsolete. 

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

Destroy when system is nG 
longer in effect. 

Destroy when superseded by
a new list. 

Destroy after 1 year. 

Destroy after 
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~~~ __~~~~~~L_o~c~a~t_o_r F_l_·le_s. Documents reflecting the name, address, 
telephone number, and similar data for each office employee. Included 

cards or sheets containing such information. 

1-21	 Supervi Employee Record Files. Documents containing information 
pertaining 0 individual employees, whf.ch are duplicated or generated
in support 0 ctions recorded in the Official Personnel Folder or is 
maintained by em oyee name, and contains cards that provide complete
information relati to employees, position, and actions in process.
Included is Standard m 7B (Service Record). Retained copies of 
reports and other papers elating to individual injuries, letters of 
appreciation and commendati records reflecting training received 
individuals, documents reflect assigned responsibilities of lvid-
uals, copies of performance appra als and/or counseling, and 
forms filed in the Official Personne Folder. 

1-22	 Job Description Files. 
that are used in day-to-day superviso are 
copies of job descriptions for job
description forms for member-e 

1-23	 Pending Request Files. erating officials' or suspense copies
Standard Form 52 (Re for Personnel Action) for various categori~ , 
of personnel as accessions, position changes, rate of pay'-·
changes, and 

1-24	 Travel Files. Copies of request and authorization for~~~~~----~~~~~-------
civ lan personnel TDY, travel similar issuances, and related documents 

rtaining to travel. 

Reference Publication Files. Copies of publications issued by Government 
agencies, and non-Governmental organizations maintained for reference 
within the office. 

r: 

~Destroy on separation or .-
transfer of	 the individ 

Review at end each year
and destro doc umen ts wh i ch 

b superseded or are no 
applicable. 

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

Destroy on abolishment of 
position, supersession of. 
job description, or when no 
longer needed for reference. 

Destroy on receipt of notifi-
cation of completion of 
requested personnel action. 

after 1 year. 

Destroy wh en 
obsolete, or no nger needed 
for reference purpo s, except
that accountable publi tions 
will be returned to suppI
channels. 



1-26 
and 

Copies
maintained 

of outgoing communications arranged chronolog-
for periodic review by staff members. 

1-27 Polic Files. Extra copies of documents establishing
policy for future and continuing action. Normally,
policy files are maintained at the operating level and 
consist of COpI s of standing operating procedures, statements of policy 
or procedure, exa les of typical cases, and other documents duplicated
in functional files. 

Destroy indiv.' ual 
when supe eded or 

documents 
obsolete. 

1-28 ments relating to the overall or general
U activities, but excluding specific
in t 's directive. These files includ , 

Administrative Files. 
routine administration 
files described elsewhere 
but are not limited to --

a. Routine comments on regulatio ,directives, or 0 

cations prepared by another office with ·rimary respon ility.
comments result in additional actions dire ly affe ing the mission 
or function of the office, documents should .f' ed with the appro-
priate mission functional files: 

b. Evaluations of suggestions that 
instruction or establishing a project: 

c. Program and budget docume s, management improveme t reports,
cost reduction reports, and co rable management reports pr to 
submit data to offices respo ible for these management functio 

issuing an 

d. 0, AAA, or comparable reports
pertain to the operation of the mission orsurveys, or 

function: 

Destroy after 2 years or on 
discontinuance. However,
documents in the cutoff file 
that require additional action 
or relate to reopened cases 
should be brought forward for. 
filing in the current file. 

e. Docum ts relating generally to the application of automatic/
electronic ata processing operations within the functional area 
concern' g mission functions: 

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

1-29 Agreement
and other 
and other 

Files. Documents relating to agreements between USSAH 
military services or Federal agencies, or between the USSAH 
non-federal organizations or agencies. These agreements are 

Destroy agreements
after supersession, c 
lation, or termination 
agreement. 

~el-
0 



negotiated to provide for continued understandings between USSAH and
 
other agencies, for the purpose of providing or obtaining various types
 
o support services. The services include logistics, medical, adminis-
tra 'Ye, fire protection, facilities, payroll, and similar support on
 
a one- 'me or continuing basis, and on a reimbursable or nonreimbursable
 
basis. cluded are agreements, agreement checklists, amendments, review
 
comments, r~ated correspondence and similar documents. (Contracts and
 
related docume ' s are not involved in these files. See Sections 8 or 9).


~ -,
1-30	 Orientation and Bri~ Files. Documents used in orientation and Destroy on supersession


briefings given to vi~~ors and newly assigned individuals about the or obsolescence.
 
"'-mission, functions, and " sical layout of an office. Included are
 

photographs, transparencie;'.r vugraphs, copies of specially prepared

handouts, and related or simi 

" ~.documents.
 

1-31	 Committee Files. Records of the Bo~ .d of Commissioners, simi r bodies
 
or teams which consider, advise, take~' ction, and report 0 specifically

assigned functions and those documents rating to esta lshing, operating

and dissolving of committees and groups. '·cJuded proposals, approvals,

and disapprovals to establish the committee; "art s, terms of reference,

and comments on them; directives establishing, nging, continuing, or
 
dissolving the committee; documents nominatin app oving, appointing, and
 
relieving committee members; notices, agen and reports of
 
committee meetings; and related documen
 

a.	 Board of Commissioners: Permanent. Cut off when no 
longer needed for current 
operation. 

b. All other	 Destroy wh en 3 years old or 
when	 no longer needed for 

operation. 

1-32	 Staff Visit F' es. Documents relating to scheduled visits to the Home roy after 2 years, except
and by the orne, (but not inspections, surveys, or audits), for the purpose elating to recurring
of perfo ing staff or technical supervision, providing assistance, or staff Vl 'ts, will be 
condu ing studies. This description is not applicable to visits made in destroyed completion of 
co ection with a specific process or case, which should be filed with the next ViSl 

ocumentation of the case or process. Included are requests for permission

of visit, recommendations, and other directly related
 

documents.
 

1-33	 (See paragraph 7 of filesUnidentified Files. Documents relating to the performance of office mission maintenance	 and dispositionactivities not described in this directive. plan). 



JQ
 

SECTION 2 - GENERAL USSAH ADHINISTRATIVE FILES 

Th	 section relate to general administrative functions concerning the overall mission 
Airmen's Home. 

USSAH Reports, Inspector General, Forms Hanagement, Annual Funding, S ce Hanage-
ment, Emergenc lanning, Access to Information Records, Hanagement Surveys, Records Locator, Historic , ADPE Acqui-
sition, Reproductl Recreation, ~lember Files, Estates, and other official files of a like nature. 

FILE NO. DESCRIPTION	 DISPOSITION 

2-1	 Emergency Planning File Destroy wh en superseded,
including planning for con . uity of operations, domestic disturba obsolete, or no longer needed" 
disaster relief, civil defense, evacuation or protection of mem s, for current operations.
other emergencies requiring preco ived plans. Included ar plans,
instructions, changes to plans, ating actions, ther documents 
relating to emergency planning. 

b" 

2-2	 Program and Budget Guidance Files. Documents '~ting to development, Destroy after 6 years.

review, approval, and issue of program and aget"t 'dance by all
 
echelons of USSAH. Included are progra bjectives; s",~ry budgets;

and revision or updating of program Id budget guidance t --"qepartments;
 
and Financial Working Group and F' ancial Hanagement Board do' ments.
 

2-3	 Annual Funding Program Documents used to authorize Destroy 4 years after end of 
incur obligations nece permit operation while Congress and OHB FY concerned. 
complete appropriat' n and apportionment Gf funds for the new fiscal 
year. Included e annual funding programs and documents directly
related 

2-4 ement Control Files. Documents relating to control and Destroy 2 rs after termina~ 
cation of office and building space. Included are space alloca- tion of assign nt, or when 

ions; space reports; requests for additional space or changes in space plans are superse
locations; space releases; surveys of space requirements; office layouts; obsolete. 
requests for moves, alterations, and repairs; and similar documents. 
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2-5 

in scope
procedures, 
are documents 
the finished 

Mana ement Surve Case Files. Documents relating to the review of organi-
tional structure or operational procedures, accumulated in the office 

ting the survey, or the office sponsoring outside assistance or a 
for survey services. Individual studies and surveys may range 

a comprehensive review of organization and all operating
,a study of one particular phase of management. Included 
r~',~cting request or authorization to conduct the survey,

'report, and actions taken as a direct result of the 
survey. 

a. Office or office sponsoring Permanent. Cut off on comple-
tion of action directed. 

b. Office surveyed: Destroy on completion of next 
comparable survey, or wh eri no 
longer required for reference. 

2-6 Forms Hanagement Reporting Files. Documents 
progress in forms management. Included are 
correspondence directly related to 

on 
and 

Destroy after 5 years. 

2-7 Numerical Files. ting in offices havin authority 
to approve forms and resulting om the consideration, appro 1, control 
during existence, and revis· n or rescission of specific forms. 
are requests for approv of forms, justification, coordination pa
instructions govern· use of the form, and a copy of each edition 0 

form within the ea served by the forms management office. 

Destroy
session 
form. 

1 year after super-
or obsolescence of 

2-8 
numbers, 
number. 

Documents 
consisting 

used 
of an 

to record and control 
entry in the register 

the 
for 

stroy on discontinuance 
obs escence of all forms 

·n the register. 

or 

Hanagement Survey Files. Documents relating to staff visits Destroy old. 
surveys conducted to provide advice and assistance on, or to evaluate 

the effectiveness of, records management operations and programs. Included 
are notification of visits, reports of visits and surveys, reports of 
corrective action taken, and related documents. 



IR 

2-10 Access to Information Files. Documents relating to the formulation of 
USSAH procedures, conditions, and restrictions on the release of infor-
mation from files, release of copies, and the granting of access to 

ecords for official or unofficial research. Included are case files 
basic interpretations, decisions, precedents, studies,
similar papers. 

2-11	 Records Dispo 1 Authorization Files. Documents relating to authoriza-
tion by Congress r the Archivist of the United States to destroy records. 
Included are studie coordination actions, requests
destroy records, archl 1 appraisals, and approvals 

2-12 

and records transfer lists. 

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

a. Approved system: 

b. 

2-14	 Files. Statistical reports----~----~--~~~~~----~ 136) required by the General 
reports from all offices and 
destruction or transfer. 

for authority to 
or disapprovals. 

of USSAH 
Services Administr 
data on the volume 0 

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

b. Records held by other offices: 

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

Destroy 5 years after c1'os,/
of case. 

stroy wheri related records 
are destroyed, or wh en no 
longer needed. 

Destroy when related records 
are destroyed. 

Destroy after system is no 
longer in effect. 

Destroy after 1 year. 

when 3 years old. 

Destroy 

Destroy on of 
exception. 



, 

2-16 IG Inspection Files. Documents relating to inspections conducted by
inspectors general. Included are inspection reports, responses thereto 

related papers pertaining to annual, general, procurement, special,
'cal proficiency, or similar IG Inspection. 

Destroy 1 year after the ~~ 
next comparable inspection~ < 

Also, except for findin 
and responses of an -going 
nature, upon whic action has 
not been comp ed: Retain 
until actio completed, destroy
1 year 

2-17 IG Investigative Documents 
conducted by inspectors g eral. 
inquiry and related papers. 

relating
Included 

to 
are 

investigations and inquiries 
reports of investigation or 

after 3 years. 

2-18 IG Complaint Files. Documents ace ulated during processing
and requests for advice, assistance, r information. 

ments, correspondence, and related docu ts. 

Destroy 1 
and close 

year after 
of case. 

completion 

2-19 ADPE Acquisition Case Files. Documents and preparing
for initial acquisition (including selection, ev procurement,
and installation) of automatic data processing multiple
equipment when part of a system, auxiliary e pment, attachments 
for existing equipment. Included are fea . ility and app ·cation studies, 
system specifications and reports of r lew, manufacturer's oposals and 
evaluation thereof, documents relat' g to installation of equip nt or 
systems, reports of readiness re ews and performance evaluations, 
mark computation and account' information outputs, and related pape 

for evaluating equipment and system:a. Destroy 5 years after perfor-
ance evaluation; or 5 years 

a r determination that 
eval ion will not be made, 
or that will not be 
installed. 

Benchmark 
declared 

computation
nonresponsive 

info 
due 

outputs from 
to benchmark 

winning vendors, 
performance: 

and from Destroy 1 year
of performance 

c. Benchmark computation info outputs from losing vendors: Destroy 1 year 
acceptance. 



2-20 Processing Register and Schedule Files. Documents used to record 
and reflecting job numbers, requesting office, job description, 

ate received, and date due. Also, documents reflecting available 
ma ine and personnel time, job requirements, priorities, and timephasing
infor tion on approved individual jobs. Included are registers, schedules, 
and dire ly related documents. 

Destroy 1 year after 
completion of relate 
job, or on 

I 

2-21 (Governor's Directives, USSAH Regulations).
These consist of ch publication or change issued, within categories and 
at levels specified: Publications within these sets will be files numer-
ically, and will be di -nctly marked "Record Set". 
in this paragraph will no be charged out or posted. Records Manageme
Officers will 'ensure each r~- ar d set is complete, and is retired to 
priate records center intact. 

2-22 Personnel Type Order Files. 
to disseminate 
member employees.
personnel actions, separations and 

_ 
invitationa 

of USSAH 
of non-
certain 

Retain in CFA. 
after 5 years. 

Destroy 

2-23 Annual Report Files. Documents relating to 
Commissioners, submitted by USSAH. Inclu 
and attachments, and other directly re 

Permanent. Record bou~d 
copy retained by Board of 
Commissioners. 

2-24 Annual Report Source Files. Doc 
preparation of the annual rep
pertinent compilation of s tistics and 

as source data 
are inputs from 

charts and other 
depart 

Destroy 2 years after 
publication of related 
annual report. 

2-25 
record of notewor 
standpoint, wh-

Documents maintained 
y events of interest, from 

occur at USSAH. 

to reflect a 
a historical 

chronological 
or statistical 

Permanent. Files will be 
by respective 

2-26 Documents relating to certain revenue-producing or 
activities contributing to the pleasure, comfort, contentment, 

an ental/physical improvement of USSAJI members, including the bowling
ley, golf course, gym, hobby shop,theater, card and pool rooms, guest

and maintained by the Recreation Division, Deputy Governor's 

Destroy 
except bou 
ledgers, and urnals 
will be destroye
after date of last 
therein. 



2-27 ,Member/Potential Member Files. Documents relating to essential admin-
istrative records accumulated prior to the reporting and during the 
m ber's stay at USSAH. Records document admission, maintenance,
actl ·ties, and dismissal, discharge, or death. They include (among
others furloughs, and correspondence. 

a. 

b. After	 active member is 

c. At time of death: 

2-28	 Estate Files. Documen relating to collection and disposition of 
personal effects; f -era1 interment; correspondence with next-of-kin,
beneficiary, and similar documents created as result of death. 

2-29 Documents relating to reports of audits. Included 
are copi furnished auditors, copies of findings and recom-
menda ons, final reports, follow-up progress reports, comments relating

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

2-30	 VA Pension/Compensation Files. Documents relating to receipt, disbursement,
and accounting of funds received from Veterans Administration on behalf 
of members. Included are VA consolidated listings, supplemental listings,
member authorization slips, member receipt documents, and similar and 
related documents. 

members maintained 
etary, Board of 

issioners; transfer file 
o Deputy Governor when 

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

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

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

estroy in CFA 5 years after
 
has been closed.
 

Destroy 

Destroy after 3 years. 



Ik / 
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2-31 User Fee Files. Documents maintained as a source for implementing the 
User Fee Program, ascertaining the composition of individual User Fee 

ounts, accumulating detail for analysis and reporting purposes, and 
ing accuracy of individual accounts. Included are individual 

olders, trial balances, and related documents. authorization 
slips, ly collection reports, and related correspondence. 

a. and related documents: 

b. Hember 

(1) 

(2) 

Active: 

Deceased; 

Haintain in User Fee Branch, 
Secretary-Treasurer
Department. 

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

(3) Discharged/dismissed: When action completed, transfer 
file to Board of Commissioners 
for inclusion in member folder. 

2-32 Printing Reporting Files. Document 
the requirement for, approving, 

Destroy 2 years
tinuance of the 

after discon-
report. 

2-33 

a. 

Printing Reporting Files. ocuments reflecting information on printin
operations and equipme • such as monthly/cumulative copy count and cost 
reports, inventory printing equipment and supplies, contract printing 
costs, and relat papers. 

retained by reporting offices: 

Destroy after 5 

5 

years. 

years. 

years or on 

2-34 Hember Property Files. Documents reflecting 
property safeguarded for member personnel.
releases and related papers. 

the receipt
Included are 

and release of 
logs, receipts. 

Destroy 5 years return 
or release of property. 
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SECTION 3 - FINANCE AND FISCAL FILES 

described in 
the financial 

this section relate to 
management plan, cost 

disbursement, allotment, and accounting
accounting, and the controlled account. 

for funds, civilian pay, 

FILE NO. 

3-1 

DESCRIPTION 

Documents relating to books of original entry, maintained 
to record all I' ancial transactions and to summarize accounting for 
monthly postings t the general ledger. Included are the general journals,
such as fund receipt, und disbursement, and obligations journals; and 
related or similar docume 

3 years old. 

3-2 

3-3 

3-4 

General Ledger Files. Document elating to general ledgers which 
contain accounts necessary to refle financial operations, such s asset 
accounts, liability accounts, budge tar ccounts, and statist' al accounts. 
These records are maintained to establish' summary form of 
accounts, reflect operations for the month, a provide
verifying the accuracy of reports and subsidiary d 

Accounting Document Files. Documents posted t 
They include allotment documents, obligatio
copies of disbursement vouchers, collect' documents (includin cash 
collections), adjustment documents (i uding adjustments relating
deficiencies and irregularities), c ck reconciliation statements, cop' s 
of outstanding checks and Ie documents. 

a. Checklistings: 

b. statements: 

c. 

Record copies of reports forwarded to departments. 
are following reports, with related documents: status of 

ents; schedule of obligations by activity accounts; status of 
reo bursements; miscellaneous net disbursements and net collections; 

Destroy 

Destroy 

after 10 years. 

after 1 year. 

on receipt of current 
tanding checks. 

'. 

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



/~ 
a. Status of Allotment reports: 

3-5 Allotment Documents relating to transactions making specific
USSAH available for obligation. 

3-6	 Collection Voucher Files. cuments that have been transmitted to 
disbursing officer from indivl als, organizations, or governmental
agencies. Such files include rep t of deposits, report of collect· n 
for authorized sales of services an upplies (other than subsis nce),
account of sales on sealed proposals, a comparable 

3-7 

mation in 

3-8	 Statement of Accountability Files. 

ability and directly related documents 

3-9	 Budgetary Reporting Files. Conso budgetary reports
related documents, reflecting atus of appropriate and/or
These reports are prepared rsuant to requirements of law or as prescrio
by directives of OMB, T asury Department, and General Accounting Office. 
Included are such re rts as Budget Status, Analysis of Appropriation
Status by Activit and/or Project, and Annual Certification of Unliquidated

nliquidated Balances filed by report month. 

3-10 mulation and Presentation Files. Documents relating to consoli-
budget estimates, and to presenting the standard wo rkshee t s, 

formulation procedures for periodic reports required by OMB and 
and related documents. 

3- Quarterly Budget Reporting Files. Copies of quarterly reports with 
related papers prepared from data in budgetary transaction file. 

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

Destroy 

Destroy after the 
close f the 

Ived. 

after 3 years. 

Destroy after 5 years. 

Destroy 10 years after close 
of fiscal year involved. 

Destroy Hhen 5 years old. 

Permanent. on approval
of related 

Destroy after 3 years. 



3-12	 Record Files. Individual pay records maintained by pay-~------------~----~--------office are official records on which is recorded information 
ing all earnings, deductions, adjustments, and bond issuances 

made to ch employee during a calendar year. Included also are time 
and attend ce cards. 

3-13 'zation Documents Files. These files consist 
of all documents relating to mployee salary such as SF 50's and SF 1126's 
and any other form relating to' Also contained in these files are 
deduction forms, tax withholding Federal and State, QS&L deductions, 
charity contributions, savings allotm 
insurance, union dues, garnishment and ies, bond allotments,
other form relating to deductions of emplo 

a. Active and separated employees: 

b. Withholding tax exemption 

c. On transfer of employee: 

3-14	 Individual Retirement ecord Files. Individual retirement records 
reflecting amounts ducted from pay of each civilian employee subject
to the Retiremen Act (46 Stat 468; 5 USC 691-739), as amended, for 
deposit to Ci Service Retirement and Disability Funds. 

Note: e records w i.Ll.be maintained during active employment of 
indivi concerned. Upon transfer of employee to another agency,

06 (Individual Retirement Record) will be forwarded to OPM. 

Cut off each CY. Files main- ~ 
tained in CFA for 5 years; 
then, after removal and' 
destruction of time ria 
attendance report , transfer 
to RHA. Destr 56 
after date 

Destroy after 3 years, except
individual withholding and 
deduction authorization 
documents will be destroyed
3 years after superseded or 
cancelled. 

Destroy after 4 years. 

Withholding and deduction 
authorization documents 

ill be disposed of as required
by PM regulations. 

Upon in . idual's separation 
or transfer 0 an agency
outside USSAH, 
to Retirement Di . ion, Office 
of Personnel Manage t,
Washington, D. C. 2041 , xcept 
when agencies (including )
agree that SF 2806 be annota 
as to date of transfer and 
maintained by OPM. 



3-15 Individual Retirement Record Control Files. Control documents maintained 
connection with retirement records of civilian employees. such as civil 

retirement control form, register of separation and transfers,
of adjustments, and comparable documents. 

3-16	 Leave Recor GSA 873 (Leave Record), or documents used in 
lieu thereof, recording official annual accumulation and use of each 
employee's 

3-17	 Authorized Timekeeper Documents indicating individuals respon-
sible for timekeeping. In" uded are lists, memoranda, and communications. 

3-18 Payroll Control Files. Documen~'~aintained for payroll control purpo s,
including payroll summary control a d certification control documen and 
all source documents used to authoriz~~,~~ change payments to emp yees. 

:....~~ 

3-19	 Payroll Work Files. Correspondence and WO;'L apers relati 
matters. Included are payroll discrepancies, ' port of lance~, recapit-
ulation of payroll data, work or proof
requests, and similar documents. 

3-20	 Health Benefit Files. Documents used in 
reporting deductions related to Federal 
Included are reports, transmittal lett 

3-21 relating----~--~------~~--~~~~----~~------------requests for	 data to be used in connection with 
unemployment compensation, COP claims. Included are requests
for information and repl' s,notices of determination, notices of refusal 
of work offer and rel ed documents. 

3-22	 Civil Service Files. Annual reports with 
directly rel documents, containing data on deductions and contri-
butions to ivil Service Retirement Fund. 

3-23	 Cont Account Record Files. Documents reflecting receipt and with-
d wal of deposited personal funds by HCF patients and other authorized 
members; maintained by custodian of the controlled account. Included 
are deposit and withdrawal records; authorization slips, memoranda, 
correspondence, and similar or related documents. 

sheets, ~	 y leave information 

"" con ction with ~ ntrolling and .... oyees Health Ben' ,its Program. 
related document' 

Files. Documents 

Destroy after 3 years. 

old. 

troy Hhen superseded, or 
when obsolete. 

Destroy when 3 years old. 

Destroy Hhen 2 years old. 

Destroy after 3 years. 

Destroy after 2 years. 

Destroy after 3 yea 
that individual patien
cards will be retained 
years after final 
of all money. 

except
ledger

fo 



3-24 Accounting Files. Documents reflecting receipt and withdrawal Destroy 3 years after fin~' 
member securities held for safekeeping by Secretary-Treasurer Department. w lt.hdrawa L of all secuUties. 

ed are individual ledgers, deposit and withdrawal records, and <> 
//similar or related documents. /" 

/
 



SECTION 4 - LEGAL AND INFOR}~TION FILES 

The ·les described in this section relate to legal, congressional, and legislative
activit· s performed by USSAH. 

DESCRIPTIONFILE NO. 

4-1 . Precedent Files. Documents reflecting legal opinions 
concerned wit ·nterpretations of statutes, laws, regulations, inves-
tigations, and SI ·lar legal matters, but excluding documents related 
to a specific claim, ~nvestigation, or case. Excluded documents will 
be disposed of with th claim, investigation, or case file to which the 
pertain. 

a. Record copy: 

b. Other copies; 

4-2	 Financial Interest Statement Files.
 
employment, private employment, and
 
employees. Included are statements
 
supplementary statements, reports of
 
papers.
 

4-3	 Le al Assistance Documents pertaining to personal le 
matters concerning each rson given legal assistance, the attorney
consulted, a summary the problems considered, and referrals made. 

4-4	 Lit· ation Case Files. Documents relating to actual or potential legal
oceedings in which the USSAH has an interest. Included are advisory

reports; investigative reports; litigation repor-ts; communications with 
other organizations, agencies, and individuals both within and without 
the Federal Government; and related papers. 

liaison, and public 

Permanent. Cut off Hhen 
obsolete or discontinued. 

Destroy on obsolescence or 
discontinuance. 

Destroy 6 years after se~ara-
tion, retirement, reassignment, 
or death of the individual. 

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

s precedents may be held 
un ·1 no longer required 

after date 



4-5 Documents relating to preparation and processing of 
'slation, Executive orders, proclamations, and reports on legislation 

propo d by or of interest to USSAH or its Board of Commissioners, but 
excludin appropriation bills. Also, included are communications 
containing afts of legislation proposed by USSAH, reports to congres-
sional committ son introduced legislation; comments on legislative pro-
posals and report on legislation; and reports to Office of Management
and Budget on legis tion proposed by other government agencies. 

4-6	 Con ressional Corresponde Documents relating to congressional
inquiries on all matters wit 'n the scope and activity of USSAH, excep
in areas affecting budgets, app priations, and related financial m 
or concerning the release of safe~ rded information. Included' 
pondence
between 
alleged
housing 

4-7	 Ceremony
participation in ceremonies conducted by 0 

retirements, funerals, honor guards, dis ays,
observance of local and national hoI' ys, and comparable ac ivities. 
Files consist of copies orders, requests for USS partici-
pation or assistance in ceremo 'es, participation in events of na 'onal 
nature or events requiring ordination with other services 
agencies, coordinating a ons, and related papers. 

4-8 Documents relating to preparation, coordi-
nation, clearan, release of information to the public through news-
papers, peri icals, radio, television, motion pictures, public appearances,

edia of dissemination. Included are printed or processed press
; briefing and speeches; radio, television, and motion picture

scr' ts; and coordinating or related documents accumulated in obtaining 
earance for the releases. 

Charity Contribution Files. Documents relating to contributions by an 
activity to recognized health, welfare, and voluntary fund raising organi-
zations, such as American Red Cross and Combined Federal Campaign. 

between congressmen and thel .constituents or others 
congressmen and USSAH on such m ters as admission readmission, 
unfair treatment, improper assignm t, poorly pared food, poor
conditions, and inadequate medical at ntio 

Files. Documents relating to conduct	 by USSAH, or 

Permanent. Retire 2 y
after enactment as 
or on deletion 0 the 
proposal. 

Destroy after 5 years. 

Destroy after 2 years in CFA 
or when no longer needed, 
Hhichever is later. 



4-10 Destroy a 

4-11 preparing, editing, 



SECTION 5 - SECURITY 

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

FILE	 DESCRIPTION 

5-1 Ins ection Files. Documents relating to inspections, tests, and 
checks, imarily conducted by security personnel, including routine, 
after-duty- urs security inspections conducted to determine adequacy of 
measures taken protect persons, property, funds, facilities, or docu-
ments against int ion, fire, explosion, sabotage, and unauthorized access. 
Included are surveys, eports, recommendations, and related documents. 

5-2	 Security Equipment Files. D uments relating to the determination of
 
and types of security equipmen or protecting sensitive document
 
materials, such as alarm systems, fes, and other security me
 

5-3	 Securit Identification Accountabilit
 
accountability for identification
 
and similar or related documents.
 

5-4	 Vehicle Re istration and Driver Record register

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

5-5	 Law Enforcement Files. Docum relating to traffic enforcement
 
activities. Included are enforcement surveys, accident repo

traffic violation repo s, notices, and violation notices. This descrl
 
tion does documents relating to traffic accidents that are
 
forwarded by claims officers.
 

5-6 

5-7 

Security Police Property Files. Documents reflecting the receipt and 
release of property that is found, impounded, safeguarded, or seized as 
contraband or prohibited property. Included are logs, receipts, releases, 
and related papers. 

files and guard protective 
.: 

Destroy or 
upon disco inuance 
facili ,whichever is 

Destroy after 10 years. 

Destroy after all listed 
credentials are accounte~ for. 

Destroy 1 year after 
revocation or expiration. 

Destroy after 2 years. 

turn-in 

Destroy 

Destroy 5 years ~ 
return or release of prope-r..ty , 



Police Function Files. Files relating to exercise of police 

records of detentions, vehicles ticketed, and outside 

5-10 

b. Reports, wi. ss 
other case papers relatl 

or officer statements, war n Lng 
to detentions and traffic 

5-11 Logs and Registers.
this schedule. 

a. Central 

in 

5-12 

b. Indi· ual guard post logs of occurrences entered in master logs: 

Registers· or logs used to record names of out-
side contractors, service personnel, and visitors permitted on Horne 
grounds, and reports on automobiles and passengers. 

~/~~~. 

Destroy 3 years after 
final entry. 

Destroy after 2 years. 

Destroy after 2 years. 

Destroy 2 years after 
final entry. 

1 year after final 

Destroy 2 yea final 
entry or 2 years a r 
of document, as approp . 
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SECTION 6 - PERSONNEL, TRAINING AND SAFETY FILES 

The section relate to manpower resources; manpower utilization; awards; pI ing, directing, 
and adminl ering civilian personnel programs for USSAH; position and pay management; employmen services; individ-
ual employee ining; employee disciplinary, grievance, and reduction-in-force and safety f· es. 

FILE NO. DESCRIPTION DISPOSITION 

6-1 Documents and supporting 
manpower spaces all ted to departments. Included are 
ments, table of distri ion change actions, and other papers
rize, limit, increase, or crease the number of spaces allo 
ments; and similar or related 

Destroy after 10 years. 

6-2 Incentive Awards Reporting Files. 
information on participation, approvals,
incentive awards program. Included 
corrections, and similar or 

Des troy wh en 3 years old. 

6-3 Incentive A\vard Case Files. 
and approving or disapproving 
are approved and rejected 

Docume 
in ·vidual 

to 
incentive 

sub· ting, evaluating, 
award Included 

Destroy
action. 

2 years after fina} 

6-4 

Included are 

Documents relating to inspections made to 
effectiveness and safety standards and procedur

ins ction or survey reports, record of changes made as a 
ction/survey findings, and similar or related documents. 

Destroy when 3 years old, 
upon discontinuance of 
facility, whichever is 

or 

6-5 ~~~~~~~~~F~l~·l~e=s. Documents reflecting coordination and exchange of 
other safety agencies. Included are inquiries, requests
and similar or related documents. 

Accident and Incident Case Files. Documents relating to individual acci-
dents and incidents. Included are reports of major vehicle accidents, 
incidents, and investigations thereof; occupational injuries, illnesses, 
or death of personnel; and similar or related documents. 



EEO Reporting Files. Documents reflecting information reported on 
activities and conditions related to discrimination, race relations 

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

summaries, consolidations, and similar or related documents. 

6-8 Documents reflecting individual complaints of 
personnel conc ning discrimination, race relations, and equal employ-
ment opportunity r employees. Included are complaints, allegations,
transmittal letters, 'nvestigative data and summaries, findings of 
fact statements, final ·sposition reports, acceptance statements, 
interview or hearing s, withdrawal notices, and similar or 
related documents. 

6-9	 ~hster Job Description Files. ents used in analyzin specific
position to determine whether the po ·tion matches e sting job. 
Included are OF 8 (Job Description) and similar documents. 

6-10	 Job Description Extra Copy Files. used 
for distribution to employees, and for folders 
when personnel actions are processed. 

6-11	 Job Standard Files. Documents whic provide guidance in valuating jobs,
and consisting of Office el Management classifica ·on and 
qualification standards. are job evaluation decision 
related documents. 

6-12 Wage Rate Files. ents relating to determination and application
of base rate sched es for wage grade jobs. Included are tentative 
and revised sch ' les for full scale wage surveys, and requests for 
changes to su ey schedules; minutes of meetings; comments; recom-

and justifications; collected and supplemental wage data 
concern regular and overtime rates, bonuses, incentives and shift 

entials; data summaries, wage schedules, notifications of wage
edule applications; and similar or related documents. 

Reemployment Files. Documents reflecting persons separated by reduc-
tion in force, or for military service, or having other restoration 
or reemployment rights. Included are interview and evaluation records, 
skills listings, and similar or related documents. 

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

Destroy when 3 

oy 4 years after
 
esolution of case.
 

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

Destroy when superseded 
or Hhen job is abolished. 

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

Destroy when superseded 
or obsolete. 

Destroy 1 year afE 

employee's restoratio~r 
reemployment rights have 
expired. 



Qualification Standard Files. Documents used in rating applications Destroy when qualifi~Xion
for appointment and approving non-competitive actions. Included are standard is supers~ ed. 
index to standards; OPM Handbook X-118; examination announcements; 

/~ 

ecial standards such as promotion and training agreements, and
 
related documents.
 

6-15 lications. Applications (SF 171) and related records,--~~~~~~~~~~~~ 
excluding re rds relating to appointments requiring senatorial confirma-
tion and applic ion resulting in appointment wb i ch are filed in the 
Official Per sonne older. 

upon receipt of OPM 
ins ection report or when 

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

6-16 Official Personnel Folder Files. D '~ments reflecting qual·
efficiency, promotions, awards, and sim~ar information 0 a 
employee. Included are individual person~olders. 

Note: For purposes of this definition, the m~ eri discussed in Book 
Table 8, Sec 3, FPM Supplement 296-31 (records >taining information 
of a privileged nature, not deemed appropria for i~lusion in the 
employee's Official Personnel Folder durin employment~ is considered 
a part of this file, although maintaine separately under he personal
supervision of the personnel officer. 

a. Transfer of employee: 

V, 

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

ords Center (Civilian),
111 ·nnebago Street, St. 

o 63118, within 90 
sfer. 

b. Retirement or death of employee: Retire folder t 
120 days of retire 

within 
death. 

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

, 



",,-

of earliest documen 'n 
irth 

cannot be asce ained) or 
5 years latest 

6-17 

31 

Service Record 

employees separated 

Card (SF 7 or 

or transferred 

its 

on 

equivalent). 

or before 
St. Louis, NO. 

(CPR), 

1 
b. Cards for 

January 1948: 
oyees separated or transferred on or after Destroy 3 years after 

separation or transfer 
employee. 

of 

6-18 Adverse Action Files. Documents lating to a proposed
action, such as removal, suspension other than redu 
without pay, or reduction in rank or p for caus 
of proposed adverse action, employee's rep
notice of decision, and similar or related d 
are not included). 

erse personnel 
on in force) ,leave 

Included are notice 

Destroy 4 years
is closed. 

after case 

6-19 Appeal and Grievance Case Files. uments reflecting ctions 
appeals and grievances submitted y civil service employe
each case are employee grieva e record; decision(s) deliver 
records of ee; review decisions; and similar 
documents. 

taken on Destroy
closed. 

3 years after case is 

6-20 

training: 

respondence, memoranda, agreements, authorizations, reports,
ent reviews, plans, and objectives relating to the establishment 

peration of training, courses, and conferences: 

(2) Background and work papers: 

y when 5 years old or 
years fter completion of 

a specific 

Destroy old. 

b. Employee training. Correspondence, memoranda, reports and other 
records relating to the availability of training and employee participa-
tion in training programs sponsored by other government agencies or non-
government institutions: 

Destroy when 5 years 
when superseded or obsoI 
whichever is sooner. 



/ 

Civilian Training ~~terial Files. Documents used in training employees Destroy 2 years after super-

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

6-22 Labor Relations Files. Documents relating to overall labor rela-
tween USSAH and labor organizations. Included are petitions for 

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

union complaint and related or similar documents.
 

6-23	 Labor Negotiation File. Documents relating to contract negotiations Destroy when 5 years old. 
bet,veen USSAH and labor or, anizations. Included are labor organizatio
proposals, counter-proposals, minutes of meetings, transcripts, dr and 
approved agreements, supplement and related or similar docume 

6-24	 Interview Record Files. Documents pe interview employees. Destroy 6 months after 
Included are correspondence, reports, ern sing and exit transfer or separation of 
interview records and related documents. employee. 

6-25	 Personnel Counseling Files. 

a. Counseling files. Reports and related Destroy 3 years after termina-
records: tion of counseling. 

b. Alcohol and Drug Abuse gram. Records created in pIa Destroy when 3 years old. 
coordinating and directing and drug abuse program: 

6-26	 Ph sical Evaluation Fil Documents relating to review of medical Destroy after 2 years.
findings to determin lf an employee should be retired, placed on 
disability, or re rned to duty. Included are fitness-for-duty
examinations a similar or related documents. 

6-27	 Files. Documents received~~~~~~~--~~~~~~~~~~--~~~~~--~~~~~-
agencies pertaining to unfavorable character investigation of 

Included are reports of investigations and similar or related 

Chronological Journal Files. Documents used for preparing reports or Destroy after 2 years.
review of actions previously processed. Included are SF 50 (Notification off at end of each month. 
of Personnel Action) (copy 5) and similar or related documents. 



Civilian Identification Card Accountability Files. Documents reflecting
applications for employee identification cards. Included are copies of 
USSAH Form 217 (Application for Identification Card) and similar or 

ated documents. 

6-30 Selection Files. Documents reflecting placement and promo-
under the Merit Placement and Promotion Program. Included 

(Referral and Selection Register), and similar or 

Note: Maintain in c nological order by effective date of personnel
File provides cross refe chronological file of SF 50 for in 
purposes. 

6-31	 Hours of \.JorkFiles. Documents rating to establishment 0 working hours, 
staggered shifts, holiday staffing, d similar matters fecting the 
employee work schedule. Included are c rdinating ac ons, studies, inter-
pretations, and published record of . struc 'ons, letters, and 
similar or related documents. 

6-32	 Reduction-in-Force Files. Documents 
force data, including name of employee, ate, position,
performance rating, competitive leve code, and similar in rmation. 
Included are plain cards, ruled c as, punched cards, card fo 
similar or related documents. 

6-33	 ~~~~~~~~l~'s~t~e~r~~~ Documents reflecting employee retention groups
according to ten e, length of service, performance ratings, and veterans 
preference. eluded are registers and similar or related documents. 

6-34	 ort Files. Documents used for daily accounting of members.~~~~~~~~~~~ 
ocuments are the sole record at the Home showing membership trends 

ov periods of time. In addition, these documents are used in research 
d studies conducted by the Home and outside agencies. 

tlorning Report Back-up Files. Documents used to compile morning reports. 

/ 

.-
./

./ 
Destroy after 
credentials 

all 

for. 

1 year old. 

Destroy when 5 years old. 

Destroy on separation of . 
employee. However, cards 
used as work cards for prep-
aration of retention registers
will be destroyed on completion
of the activity for which 
they were established. 

after 2 years, unless-
are pending. 

Destroy after 1 year. 



r 

6-36 

6-37 

morning report
. members, and civilian 
loc r cards, and 

and other information on members,
Included are personnel data cards, 

Classification Survey Repor '~ Survey reports on various positions
and/or organizational segments prepared by classification specialists. 

~. 1 year after 
~;:~:~~ arture, 
or separation the 
individual 

"'-.., 
" Destroy when obsolete 

e-r,-..superseded. 
.....-.. 



SECTION 7 - MEDICAL 

Th files described in this section relate to descriptions and retention periods for files concerning developmen~ 
. ection of medical care programs for members of USSAH and other eligible personnel, providing medical infur-

ducting medical examinations, caring for inpatients and outpatients, providing medical treatment/tor-: emp ees, preventing sickness and injury, and providing dental care.	 /-: 

FILE NO.	 DESCRIPTION 

7-1 Documents related to administering the USSAH blood roy after 3 years or 
donor program. are documents relating to blood grouping, blood n discontinuance. 
collection, and nt of blood. 

7-2	 Activity Reporting Files. ents reflecting HCF activities, suc Destroy after 3 years. 
narrative accounts; sanitation; s s taken for prevention of di ases, 
morbidity, and mortality; other subj s of hygiene and stat· ical tables 
and charts appended thereto; and similar r related 

7-3	 Destroy Hhen 5 years old. 

7-4	 Medical Statistical Summar Documents summarizing Destroy after 3 years.
tical data received from ward , activities, and other sources. 
are summaries of statistic reports, disease rates, health reports,
hospitalization reports reports of bed status, patients remaining
summaries, comparab and summaries, and related background data. 

7-5 Re ortin Files. Documents reflecting statistical
 
informatio on such HCF matters as strength, admission, disposition, and
 
number patients under treatment, patients occupying beds, days lost
 
by ients, outpatient treatments, specialized type of treatment, and
 
s· ilar data. Included are reports on beds and patients, morbidity,

outpatient specialized treatment, and similar or related documents.
 



Health Care Facility Statistical Feeder Reporting Files. Documents used 
by HCF elements for administrative operations and as a source of statis-

ical information for preparation of recurring reports required by Chief 
S eon. Included are patient statistical reports; outpatient statistical 
repo ; clinic statistical reports; operations statistical reports;
dispensa statistical reports; eye, ear, nose and throat examination 
statistica eports and similar or related documents. 

7-7	 or tin Files. Documents reflecting statistical data------~~--~~~~~~----~-------on ward patients. luded are ward morning reports, daily and weekly 
census patient strengtH eports, ward patipnt rosters, and similar 0 

related documents. 

7-8	 Medical Statistics Data Source es. Documents relating to 
tation of data on morbidity, morta and hospitalizatio . 
are selected completed studies, report compilations, opies of 
professional or technical correspondence, nd simil or related 
documents. 

7-9	 Medical Care Inquiry Files. quiries received 
from kin, other private individuals, and gress for non-
privileged information on such matter as medical treatm t received, 
status of physical condition, tran er of individual patien ,eligi-
bility for medical care and app 'cation for treatment. Inclu are 
approved requests, denied ests, and similar or related docume 

7-10	 Medical Competenc Rev' Documents related to determining
the degree and abil' members to use their mental faculties in 
handling personal inancial problems of normal day-to-day living.
Included are d erminations and similar or related documents. 

7-11	 Documents reflecting determinations of admission 
Home. Included are medical board proceedings and 

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

Destroy after 1 

Destroy after 3 months. 

Destroy after 3 years. 

Destroy after 6 years. 

Destroy after 2 years. 



/ 

HCF Incident Reporting Files. Documents relating to involvement of a
 
in an unusual occurrence or accident. Included are reports of
 
occurrence, witness statements, and related documents.
 

7-14	 Dis osition Files. Documents reflecting patients admitted 
from HCF and interward transfers. Included are admission
 

and strength recapitulation documents,
 
and
 

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

7-16	 Control Card Files. by wards to account for Destroy on discharge or 
assigned. Included are plain car ruled cards, card for transfer of patient. 

cards and similar or related document 

7-17	 Patient Medical Status Files. Destroy 3 months after 
of a patient's medical status. patient is released from HCF. 
or related documents. 

7-18	 Seriously III Roster Files. Document Destroy after 3 months. 
next of kin or other appropriate p sons when the patient 1 

ill. Included are rosters and . ilar or related documents. 

7-19	 Absence Suspense Files. cuments reflecting patients on leave Destroy on return of patient.
Included are absence r uests, authorizations for absence, and similar 

7-20 ________ -L~ __ ~ __ ~~e ortin~ ~ Documents reflecting the incidence and oy after 2 years or on 
prevalence neuropsychiatric and related conditions in the HCF, used discon wh i cheve r is 

e preventive psychiatry and methodology employed, in order that first. 
corr ive measures may be initiated. Included are mental hygiene

sultation service reports and similar or related documents. 

Drug Reference Files. Documents used as a source of reference to commer- Des troy when no
 
cially available drugs. Included are cards containing data extracted from for reference.
 
journals, tear sheets, reports of board actions, and similar or related
 
documents.
 



/ 

7-23 

7-24 

7-25 

7-26 

Medical Prescription Files. Documents relating to medical prescriptions
which accumulate in pharmacies. Included are bulk drug orders; prescrip-

for narcotic drugs, ethyl alcohol, alcoholic liquors, and similar 
and similar or related documents. 

Pharmacy Issue Files. ocuments used by pharmacy for requisitioning
of supply. Included are slips, requests for issue or turn-in, 
similar or related 

Documents reflecting receipt and expenditure 
s, ethyl alcohol, alcoholic liquors, and similar prepara-

tions. 

Medical Laborator Performance 
information on performance factors, nu er and source of s imens 
received, special laboratory investigatio atus of equip-
ment, workload backlog, and similar data. 
printouts, and similar or related documents. 

Nursing Service Schedule Files. 
personnel assisting with nursing
schedules and similar or related 

Destroy after 5 years. 

/ 
/ 

/ 

Destroy after 5 years. 

Destroy after 1 month, 
on discontinuance. 

or 

7-27 Documents used to keep chief Destroy after 1 month. 
service informed of tient's condition and ward activities 
affect workload and ermine assignment of personnel. Included 
hour reports ilar or related documents. 

7-28 ulse and Res iration Files. Documents reflecting temperature, oy after data have been 
patients. Included are cards, lists, and the individual's 

ord. 

Drug Register Files. Documents reflecting narcotics and 
controlled drugs issued on wards, in clinics, and in dispensaries.
Included are narcotic and controlled drug registers, controlled drug
inventory certifications, and similar or related documents. 



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

or related documents. 

7-31 Dru Rehabilitation Case Files. Documents relating to 
rehabilitaf· n of individuals in connection with Alcohol and Drug Abuse 
Prevention an ontrol Program (ADAPCP). Included are results of bio-
chemical urinalys· and other tests; observation of patient's behavior; 
therapist's and drug specialist's opinion and progress reports;
doctor's 

7-32	 Duplicate Medical Form Files. ments used for training, hi 
research, and informational Included are duplica s 
documents filed in clinical atient records nd records 
of medical examination. 

7-33	 Health Record Files. Documents relating
medical history of members of the USSAH. 

a. Discharged members: 

b. Deceased members: 

7-34 Ph sical Medicine Documents relating to patients
treated ph cal medicine service. Included are cards, forms, and 

elated documents. 

o not destroy until pertinent information has been incorporated
patient's health record file. 

7-35	 Spectacle Issue and Receipt Files. Documents reflecting the diagnosis and 
types of spectacles prescribed in repeat refracture cases, and receipt
for spectacles issued. Included are cards, receipts, and similar or 
related documents. 

/ 

Destroy after next inspec- , 
tion by the Joint ssf-cnComrrri
on Accreditation of H pitals. 

cons ations, laboratory
cedures and related 

of the member's health record 
for inclosure therein. 

Destroy after they have served 
the purpose for which they 
were accumulated. 

Destroy 10 years after date 
of discharge. 

Destroy 5 years after date of 
death. 

1 year after com-
of treatment. 



/ 

Clinical Psychology Individual Case Files. Documents related to con- Destroy 3 years 
psychological evaluations of individuals who have drug, alcohol, is closed. 
social, adjustment, and similar problems. Included are exam-
records of intelligence, personality, achievement, and 

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

7-37	 Documents relating to patient and after case 
assist in adjustment of the patient and in eval-

uation of personnel and cial data for diagnosis and treatment.
 
Included are interviews, pe onal history statements, abstracts or
 
copies of pertinent medical re rds, and similar or related docume
 

7-38	 Patient X-Ray Film Files. e x-ray films exposed Destroy 5 years after end of 
diagnosis and treatment of patients F, periodic year in which last medical 

0tions, and entrance or annual medical exa ations.	 treatment was given.
However, appropriate x-ray
film may be retained longer
when needed for f oLl.ow-up 
or research purposes. 

7-39	 Civilian Em 10 ee and Resident/De 

ing medical care and treatment fu ished to individual employe ,residents

and their dependents by the HCF Included are records of labora ry and
 
x-ray findings, records of e osures to ionizing radiation, corresp dence
 
relating to physical condo ion and medical history and card records re
 

ing treatment furnishe and absences caused by illness or injury.
 

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

of employee: 

(2) Retirement, death or separation of employee: 
with 

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



b. Dependents/residents (other than employees): 

7-40	 ______ __~~u~l~·~rL_~F~i~l~e~s~. related to furnishing~~~~~~~~ Documents 
routine technical· formation on preventive medicine matters to individuals, 
installations, and a ivities. Included is correspondence on such matters 
as handling storage an isposition of radioactive materials; safe levels 
of microwave radiation; to ·city of chemical substances and materials; 
control of insects and roden . waste disposal; and other preventive
medicine matters. 

7-41	 Communicable Disease Reporting Files. reflecting
diseases diagnosed in patients. 

7-42	 Health Nursing Case Files. Documents relatin in 
connection w i th USSAH health nursing program. 
case referral forms, and similar or related docum 
ically. 

7-43	 Preventive Dentistry Files. Documents re 
definition of professional policies, s ndards, and practices r pre-
ventive dentistry. Included are re rts of attendance at profes . nal 
meetings; correspondence on prof sional or technical matters with di-
viduals, associations, , and commercial concerns; and similar 
or related documents. 

7-44 Documents containing summaries of dental services 
nosed, operations performed, and similar information. 

services reports, correspondence, and similar or related 

7-45 and Tabulation Files. Documents used in preparing dental 
repor and summaries. Included are worksheets, tabulations and similar 

elated documents. 

7-46	 Prosthetic Case Files. Documents reflecting the type of denture work 
completed. Included are dental prosthetic case forms prepared for each 
individual, and similar or related documents. 

~ Give record to employee upon ' 
retirement, separation 

./ 

transfer; or forwar4/ 0 

designated medica~Lacility; 
or maintain i~ ....for 25 
years, then~· stroy.

.: 

Destroy after 5 years. 

Destroy 3 years after case 
is closed. 

Destroy after 5 years. 

Destroy after 3 months. 



1! 
Member	 Dental Health R~cor_~~~. Documents reflecting dental treat-
ment provided to members of the USSAH. Included are dental health
 

ords and corresponding x-rays for each member.
 

b.	 5 years after date 

7-48	 Civilian Dental Health Files. uments reflecting dental 
provided to civilian employees t USSAH. Included 
records and corresponding x-rays 

a.	 Transfer of employee: Transfer file to Personnel 
Division who will transfer 
file to new employing office. 

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

retirement. 

25 years	 after date 
death, or 

7-49 ependent/Resident Dental Health Files. Documents reflecting dental Destroy 15 years a 
treatment provided to residents and dependents of resident employees of latest entry.
(excluding resident employees). 



r 

SECTION 8 - LOGISTICS, TRANSPORTATION, AND CO~frruNICATIONS 

The files described in this section relate to descriptions and retention periods for files relating to the provisidn
supplies and equipment to USSAH. As such, the files identification described below relate to procurement, r ~Pt, 

sto ~. e, issue, disposition, maintenance, services, and accountability of all types of supplies and equipme ,the 
manage~~· ..of administrative motor vehicles, the movement of personnel and supplies, the use of Bills of ading, and 
transportat·'~requests; and telephonic, telegraphic and postal communications. 

~~'~''''' 
~,

',,-FILE NO.	 DESCRIPTION 

8-1	 Procurement Mi onduct Case Files. Documents accumulated as case files years after close . 

which deal with s~ ific incidents relating to fraud, misconduct, crimi of case. 
conduct, or suspected- . ~ud or misconduct in connection with procur 
matters. Included are in tigations, statements, reports, deci 
similar documents, and relat These files also pro e 
mation for publication of the ineligible, ended 
list. 

8-2	 Debarred Bidders List Files. Documents re of bidders Destroy after 1 year, except
that prohibit contractual relationships. that copies of lists will ~e 
ineligible or suspended bidders; status eports an destroyed when superseded,
ing to bidders appearing on lists; odifications, obsolete, or no longer needed 
to lists; and similar or relate for current operations. 

8-3 Bidders List Files. Car and lists used to determine wh i ch con Destroy ",hen superseded,
are eligible invitations for bid for specific items. obsolete, or no longer

required for current operation~. 

8-4	 Files. Registers or sheets used to record and control--~----~~~~~.---------numbers to contracts, purchase orders, releases, or similar 
These files are maintained on a fiscal year basis. 

Procurement Directive Files. Documents used in initiating procurement. Destroy Do not
 

Included are procurement directives, production orders, purchase retire.
 
authorizations, requisitions (when used as a direct basis for purchase),

consolidated bidders lists, written bids, summaries or proposals, abstracts
 
of bids, cost analyses reports, similar documents, and related papers.
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8-6 Requisition Suspense and Status Files. 

tioner which reflect supply status of 
of requisitions, supply status cards, 

open requisitions. 

Documents maintained by requisi-
requisitions. Included are copies
follow-up data,and reconciliation 

8-7	 Stock ~~tory and Reconciliation Files. Stock balance sheets or 
comparabl~~k papers used for purposes of inventory, reconciliation 
or adjustment~""et stock balances. 

~~ --"'" 8-8	 Pro ert Officer Des~ Documents reflecting designation
of property officers. letters of appointment and revocation. 

8-9 Stock Record Account Files. '~stock record accounts constitute US 
property accounts which reflect eceipt (regardless of source), sage,
issue, or usage location of Govern t property in physical po ession 
of USSAH. As such, they are distinguI ~ from contract pr erty accounts. 
Stock record account files are basic reco ' s showing by . em the receipt,
disposal, and quantities of supplies on han :'~These ccounts are main-
tained by an accountable officer. They include' chers with supporting
documents or attachments thereto, including st ~'cord cards or equiva-
lent forms used in lieu thereof. Stock rec a accoun~~les consist 
normally of the following types of files· debit voucher ",~, which 
include shipping documents, discrepa reports, copies of p ~hase orders, 
packing lists, shipping tickets, operty turn-in slips, or ot~~ocuments 
filed with vouchers to a debit oucher file; inventory and stock r ord 
adjustment voucher files, i uding inventory adjustment reports, rep~ s 
of surveyor other stoc ecord adjustment vouchers; requisition files 0 

ich consist of requisitions, shipping orders, substi-
tution advices, e act requisitions, cancellation advices, purchase 
requests, ship "ng documents and other documents filed in a requisition
file suppor ng action taken on a requisition or shipping order; service-
able pro rty files held pending repair; and stock accounting and stock 
contr registers, such as debit voucher registers, stock record adjustment 
v cher registers, requisition control and credit voucher registers main-

ained for comparable purposes. Stock record cards will be continued 
in effect until filled or until final entry is made thereon. 

Destroy 3 months after com-
pletion of supply action~ 
on cancellation of re ·sition. 

reconciliation, 

2	 years after termi-
appointment. 

Destroy after 2 years.
However, prior to destruction 
of a property account, all 
vouchers, both debit and 
credit, representing memo-
randum receipt transactions 
pertaining to active or 
open memorandum receipt 
accounts, not covered by
subsequent consolidations 
or memorandum receipts,
will be removed from files' 
and retained pending settle-
ment of the transactions or 
inclusion in subsequent
consolidated memorandum 
r ~~ipts. In addition, neither 
vouc" cr.:, nor stock record 
cards r "~cting adjustment . 
of shortag ~~ll be destroyed
before final ~oval is . 
authenticated on '<', ,propriate 

adjustment documents~~uch as 
inventory adjustment r~~~ 
or report of survey. ~ 

" 



Property Book and Supporting Document Files. Documents reflecting
description, receipt and turn-in of property for which property book 
officer is accountable. Included are property books, receipts, turn-
1 slips, reports of survey, inventory adiustment reports, and other 
docu ~ supporting entries to property book. 

a. P~G~erty books: 
.~ 

~~~
 

.~
 

b. Remaining documents: 

8-11	 Hand Receipt Files. re nsibility
for items of property ·vidual receipts
and listings. 

8-12	 Financial Inventory Accounting Files. D uments c~ ~maintained 
by offices responsible for financial . ventory, accounting ~quipment
and supplies in their custody. I uded are category journals, tegory
ledgers, inventory control rec cis, retained copies of financial s ly 
management reports, financ· statements, consolidated 
ses of change in opera . g stock on hand, summaries of 
posting media, spondence, and related records. 

8-13	 e Reports that describe circumstances and recommend
~~~~~~~~L-~~~ 

cerning loss, damage, or destruction of USSAH property.
of survey and supporting documents. 

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

/ 

Destroy 2 year after page is 
filled and . itial accounting 
entry i carried forward to 

page, or 2 years after 
operty balance becomes 

there will be no 
activity on the item. 

Destroy after 2 years. 

Destroy on turn-in or other 
complete accounting for 
property or when superseded
by a new receipt or listing. 

Destroy after 1 year. 

comple-_ 

Destroy 



Dispatcher Control Record Files. Documents reflecting the dispatch of 
equipment. Normal information includes names of user, time out, desti-
nation, equipment identification, and estimated time of return. 

8-16	 Utilization Files. Documents completed by dispatcher 
provide information relative to the daily use of 

8-17 Documents accumulating in USSAH shops
in making maintenance i s more accessible to personnel. Include 
are stock record cards, vo ~rs, registers, property issue and 
slips, and similar documents ~ecting issue, turn-in, and ge
items, such as repair parts, kit '~tools and assemblies. ese 
documents may also constitute a sec "pn of accountable ficer's 
stock record account, or may be subsi "&~thereto. tock record 
cards and direct exchange cards should b ontin in use until 
filled or final entry is made thereon. 

8-18 Documents reflect-
ing performance of preventive mainte ce inspectio ~ services, 
diagnostic checkouts, and spot-che inspection of equ mente 

8-19	 Labor Pool eratin Files. Documents relating to 
assignment of labor and equipment. Included are 
assignment ts, working reports of operation of materials handling
equipment, aily work reports showing such information as date, shift, 
cars rucks loaded or unloaded; and comparable documents. 

8-20 Program Project Files. Documents resulting from actions taken to 
evaluate and improve the overall USSAH Food Program. Included are staff 
studies, survey and test reports, coordinating actions, and related papers. 

8-21	 Food Program Reporting Files. Reports used for the purpose of supervision,
rendering assistance and advice, and review and analysis of the food 
program. Included are food facility reports, subsistence supply and 
service reports, and reports of progress accomplished in the food program. 

/Destroy after 1 month. 

Destroy afte required
transfer information 
to oth records, unless 
req "red for accident 

estigation or state 
gasoline tax purpose. 

Destroy after 2 years. 

Destroy on posting to related 
equipment log book, on 
entering deficiencies on a-new 
form, or on completion of 
next serviceability test 

or check, as applicable. 

Destroy after 6 months. 

D~~ years after comple-
tion of t project. 



8-22 }illsterand Special }lenu Files. Documents relating to the development, 
v and approval of master and special menus. Included are documents 
cting cost, dietary, and issue analyses; ration factor lists; menu 

notcs,~oPies of the published menus. 

8-23	 Subsis t:'~~"~nd General Storehouse Sales Account Files. Documents main-
tained as the' ormal record of all transactions pertaining to the 
receipt, issue, .~e, transfer, and inventory of supplies and services. 
They include distrl' tion ledger, accrued expenditure ledger, obligations
register, voucher regl ter and control, and vouchers and supporting papers
such as summaries of ratIO s issued, ration requests, issue and turn-in 
slips, receipts, inventory d adjustment documents, statement of ga
and losses, and similar docume ~.used as vouchers or as supporti 

papers thereto. '" 

8-24	 Sales Stores Planning Files. and control 
of item s t oc ka ge . Included are commissar stock 
record cards, menus, menu recapitulations, 

a. Item	 consumption file: 

b. Remaining files: 

8-25 ists and supplements reflecting current prices for 
clothing store items. 

8-26	 Files. Cash sales and charge sales books, charge~~~~Z-~~~~~~~~~ 

attached informal lists), and machine sales tickets, 
documents filed as vouchers to the account. 

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

r 

Destroy after 2 years, o~' 
,/ 

on supersession or ob 
lescence, as appl' 

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

Destroy after 1 year, or \-lhen 
obsolete. 

Destroy after 2 years. 

Destroy after 1 
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Ration Accounting Files. Documents reflecting meals and rations served 
each day. Included are ration source data worksheets, records of meals 
served, ration records, and similar or related documents. 

8-29	 Files. Documents relating to control over receipt,~~~~~~~~~~~ 
issue of	 food items and general food service supplies.
tood receipt and consumption records, inventories of food 

on hand,	 requ~ :tions, and invoices of food obtained from subsistence, 
kitchen	 requisiti ,and similar or related documents. 

a. Requisitions 

b. Food	 receipt and records: 

c. Other documents: 

8-30	 Individual Patient Diet Files. 
ments of individual patients.
similar or related documents. 

8-31	 Diet Therapy Files. used in providing diet t apy to members. 
Included are diet menu pl s; food code worksheets; diet r ers; early,
late, or delayed tray sters; nourishment and forced fluid ers; food 
distribution chart, and similar or related documents. 

8-32 Statistics Files. Documents reflecting number 
each day. Included are modified diet records and 
documents. 

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

8-34	 Dining Facility Operation Files. Documents relating to the operation of 
dining facilities. Included are cooks' worksheets, ration request, and 
subsistence reports, headcount sheets, guest registers, ration inventory
and vendors' value, food cost records, and similar and related documents. 

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

Destroy after 3 months.
 

Destroy 1 year after card
 
is filled.
 

Destroy after 1 year.
 

Destroy when member is
 
discharged from USSAH.
 

Destroy	 after 3 months.
 

Destroy	 after 1 year.
 

superseded,
longer needed-

Destroy	 after 3 



/ 

8-43 Energy Conservation Project Files. Documents relating to projects in 
the Energy Conservation Investment Program (ECIP), Equipment Energy

onservation Investment Program (EQ-ECIP), and other programs for 
pI ing, developing, designing, and construction of facilities for 
insta ation of equipment to reduce energy requirements in new or 
existing fecilities. Included are documents relating to preparation
and review;of energy resource impact assessments or statements. 

8-44	 Ener Conservati Re ortin Files. Documents consisting of reports
of energy consumptio projected fuel requirements, fuel availability
and storage capacity, plant equipment data, and similar report,
information collected . her-level agencies; and related docu 

8-45	 Bill of Lading Files. Documents elating to inbound and ou ship-
ments. Included are property recei d and property ship of 
lading, freight bills, shipping docume s, shipment p ning worksheets, 
express receipts, tally sheets, waybills, ray tic s, holding orders, 
switching orders, demurrage reports, transit lIege bills of lading
cross-reference sheets, and similar and rela 

8-46	 Vehicle Identification Plate Files. uments accumu 
with requesting, transferring, issu g, and disposing 
or local identification plates 0 icense plates. 

8-47	 o erator's Examination and ualification Record Files. 
tor qualification recor , DA Form 348, and driver tests 

a. 

b. 

Motor Vehicle Title Files. Documents relating to the registration of 
vehicles. Included are titles, manufacturer's and dealer's statements 
of origin, and related papers. They will accompany the vehicle upon
transfer. 

Destroy 5 years after 
tion of project. 

Destroy after 3 years. 

Destroy 5 years after dispo~al
of plates. 

with Civilian Personnel 

Destro after recording on 
applicab qualification
record. 

Destroy on sale, s vage, or 
other final dispositH!l,~of
related vehicle. ~ 

'~ 
'-, 
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Motor Vehicle Operation Files. Records relating to individual employee Destroy 3 years after separat
of Government-owned vehicles, including driver tests, authori- of employee or 3 years a 
use, safe driving awards, and related correspondence. termination of auth 

sooner.''''","...., 
8-50 Trans orta tion ~ ces Authorization Files. Requests~~~--~~~~~~~~~~~~~~~~~~~ 

vehicles indicating r justifications, and 
disapprovals thereof. 

for a l.Lowance 
approvals or 

of 2 years, or on 

8-51 Radio Frequency Files. 
assignment, correlation, and use 

elating
of r" ·0 

to authorizatio 
frequencies 

a. Correspondence relating
Communications Commission: 

Destroy after 1 year. 

b. Other documents: Destroy on supersession,
cancellation, or discontinuance 
of the assignment or use. 

8-52 Documents used to request and 
authori telephone service on Government-o\med systems. Included 

equests for telephone service, work orders, and related papers. 

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

year after complet~on 

. 
Destroy after months, except
when discrepancies etween these 
records and toll ticke are 
found, in which case the ·les 
will be held until correctiv~; 
action is completed. 



SECTION 9 - FACILITIES 

The files described in this section relate to descriptions and retention periods for files relating to acquisition,
utilization, management, and master planning of real property; design and construction of USSAH projects; installa-

aintenance, and operation of utility plants; performance of engineering services in connection with 
'ons; accounting for real and installed property; housing, administration, and engineering studies; a 

environmen~~and fire protection files. <, 
FILE NO. ~	 DESCRIPTION 

9-1	 Installation st··us Evaluation Files. Documents relating to the status superseded,
of USSAH and its p. ential. Included are studies evaluating the suita- longer needed 
bility of USSAH regar location, use of available construction, 
transportation facilities~'··.lxatersupply, health, and other factors; 
communications conunenting on'" ,·...tability of alternatives; changes,
approval of actions; and other r", ted documents. 

'" 
9-2	 Destroy 3 years after deter-

mination or on discontinuance,
whichever is first. 

9-3	 Master Planning Files. ng to the prepara . n, develop- Destroy 2 years after termi- . 
ment, review, approval, and revisi master plans for perm ent nation of assignment, or when 
USSAH installation. Included' the master plan which consists 0 plans are superseded or 
basic information; maps; an sis of existing facilities report; tab obsolete. 
lation of existing and uired facilities; preliminary land use plans;
and plans for future evelopment which include the general site plan
analytical background material, and related correspondence. 

9-4 ~~~~~~~~~~Lo~n~d~e~n~c~e~F~i~l~e~s~. Correspondence relating to the over- old.
 
use of real property owned by USSAH, but exclusive
 

in this category.
 

Real Proper~y Title Files. Files accumulated documenting the acquisition, Transfer to new custodia 
management, and disposition of USSAH real property. Included are completion of sale, trade, 0 

abstracts of title, assurances, contracts, deeds, delegations of donation proceedings, or 
authority, disposal documents, maps, easements, leases, legislative acceptance of purchase money
actions, licenses, permits, declarations of taking, exclusive orders mortgage.
opinions, and related materials. 



, , 

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

installation 
plans for 

Permanent. 

9-7 Engineer Real Estate Files. Copies of documents pertaining to real 
tate matters handled by USSAH. Included are copies of leases, 

tre ass agreements, releases, requests for disposal of buildings
and im ovements, comparable instruments, and related papers. 

oy 2 years after 
rmination of lease, 

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

9-8 
need for housing
recommendations, certifl 

Documents accumulated 
Included are studies, 

tes of need, and similar 

in determine 
reports, 

g the Destroy
approval 

10 years after. 
or disaoproval. 

9-9 Installation Maintenance Progr 
programs which concern the upkeep
including insect and rodent control 
or other documents necessary to maintai 
of the above facilities. 

Destroy when 2 years o l.d, 

9-10 Building Maintenance Files. Docu nts 
practices, and application of asures 
improvement of buildings an tructures 

relating the 
for the main 

at USSAH. 

criteria, standards, Destroy when sunerseded, 
obsolete, or no longer
needed for reference, 
whichever is first. 

9-11 Ground Haintenance Documents 
and application measures for the 
of USSAH, inc ding golf course. 

relating to the criteria, 
development and improvement 

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

9-12 

a 
of 

ogy Service Files. Documents relating to the criteria, 
application of measures for insect and rodent control for 

personnel, material, buildings, and other facilities. 

practices,
the protection 

superseded~
lete, or no longer

neede for reference, 
whicheve first. 

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

Destroy wheri s erseded 
by an updated doc ent 
or upon disposal of buildin' 



, .
 
9-14 Real Property Record Drawing Files. Current and complete files of all
 

d wings relating to the design and construction of projects and
 
uts; architectural, mechanical, and structural building plans;
 

,r distribution system; steam distribution system; gasoline storage

and fuel systems; road, aprons, and parking areas; and storm drainage
,
systems.'. 

9-15	 Installation 'Ma~ntenance Pro ress and Ins ection Files. Reports relating 
to the progress d inspection of maintenance and repair activities in 
connection with USS~ and installed property, including progress 

9-16	 Installation Facilit iles. Documents relating to the 
of fire protection activities, e conduct of rodent and insect 
programs, the performance of janito 'al and refuse collection s vices, 
and the operation of facilities engine ing shops. Included re fire 
drill reports, insect and rodent control eports, refuse d salvage
collection reports, and related corresponden , but e usive of 
documents defined under fire prevention and pro c 'on files (see 9-29 
thru 9-34). 

9-17	 Storage Battery Files. Documents relatin ance and inspec-
tion of storage batteries. Included a work, maintenance, and inspec~
tion reports and directly related c respondence. 

9-18	 Wildlife Mana ement Plan File. Documents relating to the protect

of fish and wildlife at US , including protection of resources and
 
vegetation that provide natural habitat for fish and wildlife,
 
control of servance of game laws, and similar measures.
 

9-19	 Facilities En ' eerin Documents relating to the 
criteria, s ndards, practices, and application of the maintenance, 
rep9ir, eration, conservation, and improvement of facilities engi-
ne'r' g activities at USSAH, but exclusive of specific files described 

ewhere herein. 

Facilities Engineering Operation Reporting Files. Documents relating to 
the process of assembling, analyzing, summarizing, and disseminating
data concerning the operations and performance of facilities engineering
activities, including such information as summaries of facilities 
engineering programs, backlogs, deferred projects, performance, and 
other information concerning facilities engineering activities. 

Destroy 1 year after~' 
consummation of the real 
property disposal actio . 

Destroy after 2 years. 

Destroy on termination of the 
provisions of the manufac-
turer's guarantee. 

Destroy on supersession of the 
plan or section of the plan. 

Destroy after 2 
discontinuance, 
first. 
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9-21 Utilities Maintenance Files. Documents relating to the maintenance 
of utilities equipment and systems such as water and sewage, elec-

rical refrigeration and air conditioning, boilers, and warm air 
fu aces, stearn distribution, gas and oil storage, and other utility 
syste 

9-22 Utilities Files. Documents accumulated at USSAH relating
plants and systems, such as wa t er , sewer, electric, 

gas heating, boi r, ice manufacturing and cold storage, refrigeration,
and air conditionin and fuel storage and distribution. Included are 
service economy report reports of fuel consumption, and laboratory 
test reports. 

9-23 Utilities Operating Log Files. ogbooks pertaining to the 
of utilities. Retain on the preml s with related equipmen
machinery. These logbooks will be sferred if related 
and machinery is transferred. 

ope
and 

quipment 

9-24 Facilities Engineering Project 
to the preparation, review, and approval of p 
tenance, repair, or modification of buildi s, grou 
areas, or other facilities engineering ojects. Incl ed are 
individual project estimates prepare y or for USSAH, re ests 
for approval of projects, lecting approval of proj
and related documents. 

9-25 ice and Work Order Files. Originals and 
, and related papers maintained by USSAH 

perform repair, maintenance, minor construction, 

a. and related papers: 

Copies of forms: 

Facilities Engineering
used for such purposes
foreman. 

Work Order Control Files. 
as follow-~p of authorized 

Copies of work orders 
work by section 

r: 

/ 

Destroy 1 year after salvage, , 
replacement, or dismafrfling

./of related plant or:'/system. 

Destroy on final disposition
of related equipment and 
machinery. 

Destroy after 3 years. 

years after completion 

Destroy 1 completion
of wo rk , 

Destroy 1 
of work. 
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9-27 Facilities Engineering Stock Record Account Files. Documents maintained 
by USSAH which reflect by item the receipt, storage, maintenance and dispo-
sition of real property, installed property, and facilities engineering
stock. These files include voucher registers, stock record cards or any

uivalent forms used in lieu thereof; vouchers supporting postings to 
roperty cards as copies of leases, transfers and acceptance of real 

proper forms, work orders, notices of cancellation of leases, and 
reports 0 survey; vouchers supporting postings to installed property
cards as tra fers of new construction forms, copies of leases, requisi-
tions on storeK pers, inventory adjustment reports, work orders, notice 
of cancellation 0 ease, reports of survey, project turn-in slips; a 
vouchers supporting p tings to stock record cards for facilities 
ing stock as shipping do ments, purchase orders, inventory adju ment 
reports, requisitions ekeepers, reports of survey and operty
turn-in slips. Cards be ontinued in effect until fi ed or until 
reduced to a zero balance. 

Destroy after 2 

9-28 Job Order Register Files. Documents u d in 
Such documents normally consist of ledger
reflecting such data as job numbers; dates 
proval, scheduling, and completion; and de 

the c of job orders. 
fastened sheets 

disap-

Destroy 2 years
last entry. 

after date of 

9-29 Fire Prevention 
practices, and 
and methods. 

Files. Documents re 
application of fire 

to the 
and 

crl eria, standards, 
prote ion practices 

Destroy whe n superseded,
obsolete, or no longer neeQed 
for reference. 

9-30 Fire Protection 
fire protection criteri 
of USSAH facilities. 

and 
Documents relating to 

standards in the design 
the 
and 

Destroy when 
obsolete, or 

superseded, 
no longer needed. 

9-31 Prevention and Protection Files. Documents relating
ic sprinkler and alarm system; the water distribution 

system who shows the location of fire hydrants, pumps, valves, 
standpi connections, and similar devices; sources of water supply,

le firefighting equipment, tables of running distances, pressure
mains, and fireflow and pump tests; liaison with civil or 
organizations. 

year after super-

9-3 Fire Protection Meeting Files. Documents that accumulate from USSAH par-
ticipation in meetings and liaison with public agencies and representa-
tives of private industry on fire prevention and protection methods and 
practices. 
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9-33 

~ 

Fire Reporting Case Files. Reports of fires or explosions followed by fire 

~~sulting in loss of life, material, and structures, including related 
~ports of investigation and communications. 

Destroy when 2 years old. 

//»: 
9-34 Ffre Loss Experience Files. Documents containing information and data 

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

9-35 Contract Documents pertaining to construction 
contracts; architec -engineer contracts; civil work construction, main-
tenance, and operation ontracts; and repairs and utilities contracts' 
exclusive of files speci . ~lly described elsewhere herein. 

9-36 Documents reflecting th oesignation
of contracting and ordering offic~ and contracting offi rs' representa-~ tives for design, construction, main' ance and repair , and utilities 
contracts. 

Destroy 6 years after 
cation or supersession
designation. 

revo-
of 

9-37 Contractor's 
contractors 
decisions. 

Destroy 3 years after date 
of completion of contract 
unless contract performanc~
is subject to enforcement 
action on such date. 

9-38 Utilit Contract Review Fil Documents relating to the revie' of 
contracts for the purch and sale of utilities services. are 
confirmed copies and her copies of the contracts or supplemental ag , ements; 

rating to contracts; papers reflecting approval or pro sed 
revision acts; the necessity for continued sale; and similar matte 

relating to open-end type purchase contracts, and to years after 
contract. 

termi-

Other files: years. 

Contract Review Files. Copies of 
of related records of negotiation
for review purposes, but exclusive 

contracts and modifications and copies
furnished to higher echelon offices 

of utilities contract review files. 

IDestroy after 6 ears,! 
or when they have }e~ed
their purpose, whiche~ 
f Ia r s t , 

is 
<, <, 
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9-40 Documents reI .ng--t.Q.the 
and application of measures to preven t' - ter, air, 

noise, or ground pol ion, or to abate such pollution as may
Included are inventories sources of pollution, annual report
describing progress in accom 'shing objectives of environmental 
pollution abatement plans, and rated or similar documents. 

,'. 

Destroy
obsolete,
whichever 

or 
is 

on continuance,
first. 

~ 

~. 

~ 

~' 


