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PERSONNEL
 

•
 
1.	 OPFs 

eeeumentane of ACTION staff employment. 
This includes H adquarters personnel 
and staff assigne to regional and state 

offices. 

b.	 Transferred employees. 

2. Service Record Cards 

SerVIce Record Card (Standard 

Form 7 or equivalent). 

a.	 Cards for employees separated 

or transferred on or before 

December 31, 1947, 

b.	 Cards for employees separated or 
transferred on or after January 1, 
1948. 

3. Personnel Correspondence Files 

Correspondence reports and other 
records relating to the general 
administration and operation of 
personnel functions, but excluding 

records specifically described else-
where in this schedule and records 

maintained at agency staff planning 

levels. 

•
 
(NC 174-189 item 161) 

~ "'7~C/K_.L -~ C c ~ C-r....j 

Folders of separated employees
 
Will be placed In an inactive
 

file and transferred to National
 
Personnel Records Center (NPRC)
 
St. LOUIS, Missouri, 30 days after
 
separation. NPRC will destroy
 

65 years after separation from
 

Federal services.
 

See Federal Personnel Manual (FPM)
 
for instruction relating to
 

employees transferring to another
 
agency.
 

GRS 1/2
 

ransfer to NPRC (Civilian Personnel 
R ords (OPR), St. LOUIS, MO. 
Des '\.oy 60 years after earliest 
persohnel action. 

Destro~ ears after separation 
or tran~f!;S: employee. 

GRS 1/3 

'---



•
 
4. 

a. 

b.	 Declined offers: 

(2) Temporary or excepted 

appcmtrnent, 

(3) All others. 

5. Certificate of Eligible Files 

Copies obtained form Office of 
Personnel Management (OPM) or cer-
tificates of eligible with related 

requests, forms, correspondence, 
and statement or reasons for passing 

over a preference eligible and 

selecting a non-preference eligible. 

6. Employee Record Cards 

Employee record cards used for 
informational purposes outside 
personnel offices (such as 

SF 7-B). 

7. Position Classification Files 

a.	 Position Classification Standards 

Files. 

(1)	 Standards and guidehnes issued 

or reviewed by OPM and used to 
classify and evaluate positions 

within the agency. 

(2)	 Correspondence and other records 
relating to the development of 
standards for classification of 
positions peculiar to the agency 

and OPM approval or disapproval. 

PERSONNEL
 

•
 
GRS 1/4 

Destroy immediately. 

Return to OPM with reply and 

application.
 

File with application (see Item
 

15 of thiS schedule).
 

Destroy Immediately.
 

GRS 1/5
 

Destroy when 2 years old.
 

GRS 10 

Destroy when superseded or 
obsolete. 

Chron/Numencal 

Chron 

Alphabetical 

Chron 

Numerical 



•
 

b. 

Record copy of p 

scription which incl des in-
formation on title, se ies, grade, 
duties and responsibihtl 
and related documents. 

C.	 Survey Files 

(1) 
on vanous positions prepare 
by classification specialists, 
including pencdrc reports. 

(2)	 Inspection, audit and survey 

files including correspondence, 
reports, and other records 

relating to inspections, 
surveys, desk audits and 

evaluations. 

d.	 Appeals Files 

(1)	 Case flies relating to 

classification appeals. 
excluding OPM classification 

certificate. 

(2)	 Certificate of classification 

Issued by OPM. 

s. Employee Awards Files 

a.	 General awards records 

EXCLUDING those relating 

to departmental level 
awards. 

(1)	 Case files including 

recommendations. approved 

nominations. correspondence. 
reports and related handbooks 

pertaining to agency-sponsored 
cash and noncash awards. 

•
 
PERSONNEL
 

Destroy 5 years after POSition 15 

abohshed or description IS 

superseded. 

Destroy when 2 years old. 

Destroy 2 years after position 

is abolished or description 

superseded. 

Destroy when 3 years old 

or 2 years after regular 
mspectron, whichever is 

sooner. 

Destroy when obsolete or 
superseded. 

De soy 3 years after case IS 
close. 

Destroy afte affected position 

is abohshed 0 uperseded. 

GRS 1/12 

Destroy 2 years after approval 
or disapproval. 



•
 
'\ N~.''''.merit incr ...... 

~gestlons. and outstanding 

pe~rmances. 

(2)	 Corre~ ndence pertaining to 

awards fr m other Federal 

b. 

Records including corre 

reports. computations of 
and sick leave. and hst of 
awardees. 

c.	 Letters of commendation and 

appreciation. 

Copies of letters recognizing 

length of service and renre-
ment and letters of appre-
ciatren and commendation for 
performance. excluding copies 
flied in the Official Personnel 
Folder (OPF). 

9. Interview Records. 

Correspondence. reports and other 
records relating to interviews with 

employees. 

10. Performance Rating Board Case Files 

Copies of case flies forwarded to OPM 
relating to performance rating board 

reviews. 

11. Temporary Individual Employee Records 

All copies of correspondence and forms 

maintained on the left side of the OPF 

in accordance with FPM. Chapter 293. 
and Supplement 293·31. EXCLUDING 

performance·related records. 

•
 
PERSONNEL
 

Destroy when 2 years old. 

Destroy when 1 year old. 

Destroy 6 months after transfer 
or separation of employee. 

Destroy onths after transfer 
or separanc of employee. 

GRS 1/9 

Destroy 1 
closed. 

GRS 1/10 

Destroy upon separation or tranSfe~ 
of employee or when 1 year old. 
whichever is sooner. See Item 23 

of the schedule for drspcsmen of 
temporary performance-related records. 



•
 
12. 

Rep s pertaining to the operation 

of the 

13. of Personnel Actions 

50, documenting all 
individual perso el actions such as 

employment, pro nons, transfers, 
separations, exclusi 
in the OPF. 

a.	 Chronological file COPI ,including 

fact sheets, maintained I personnel 
offices. 

b.	 All other copies maintained in 
personnel offices. 

14. Personnel Applicant Files 

Files of individual SF 171's which 

are retained to be used if a 

vacancy occurs. 

15. Employment Applications 

Applicants (SF 171 and related 

records). EXCLUDING records relating 

to appointments requiring 

Senatorial Confirmation and 

epphcanoos resulting in 

appointments which are filed in the OPF. 

16. Correspondence and Forms Files 

Operating personnel office records 

relating to indiVidual employees not 
maintained In OPF's and not prOVided 

for elsewhere in this schedule. 

a.	 Correspondence and forms relating 
to pending personnel actions. 

b.	 Retention registers 

(1)	 Registers used to effect· 
reduction-in-force actions. 

PERSONNEL
 

•
 
GRS 1/13 

Destroy when 3 years old. 

GRS 1/14 

Destroy when 2 years old. 
" 

Destroy when 1 year old. 

(NC 174·189 item 164) 

Personnel WI" return 

forms to apphcants 

after a predetermined 

penod of time. 

I pectron report or when 2 years 

old, whichever IS earlier. prOVided 

the r urrernents of the FPM 

Chapte 333, Section A-4, are 

observed. 

GRS/1/17 

Destroy when action is co 

Destroy when 3 years old. 



'.
 
12 Registers from which no 

r uction-in-force actions 

hav been taken. 

c. 

17. 

serve as resource matenal or 
medical personnel or counse ng 

personnel. Contains form HS -55. 
Personnel will place record in 

mactive file upon employee 

separation from agency. 

18.	 Employee Occupational InJury and 
Illness Reports 

These files consist of reports of 
occupational injUries and Illness 

and medical reports on ACTION 

staff employees who have had 

job-related injuries or Illness. 

The records are maintained 

in order to prOVide data required by 
the Occupational Safety and Health 

Administration, Department of Labor. 

19.	 Individual Non-Occupational Health 

Record Files 

Forms, correspondence, and other 
records, mcludlng summary records, 
documenting an individual employee's 

medical history, physical condition, 
and visits to Governmental health 

facilities, for non-work related 
purposes, EXCLUDING records covered 

by item 21 of thiS schedule. 

20.	 Employee Performance File System 

~ 

a. Non·SES appointees 

PERSONNEL
 

•
 
Destroy when superseded or 
obsolete. 

Destroy	 when 6 months old. 

INC 362-75·7 item 1) 

Destroy 1 year after separation or 
transfer of employee. 

INC·362·77·3 Item 4) 

Cut off on termination of 
compensation or when deadline 

for filling a claim has passed. 
Destroy 3 years after cut-off. 

GRS 1/23 



• • 
(a)	 st rating of record 

that less than 5 yeers 

old, p ormance plan upon 

which it is based, and any 

summary aungs, 
of this sch ule). An agency 
retrieving an PF from NPRC 

will dispose of hose documents 

in accordance w· h item 238 (2) 
of the GRS. 

(b) All other performance 

ratings and plans. 

(3)	 All other performance 

appraisals, (along With job 
expectations) upon which 

they are based, EXCLUDING 
those for SES appointees 

serving on a Presidential 
appointment (5 CFR 214). 

(4)	 Supporting documents. 

21. Financial Disclosure Reports 

"a.	 Reports and related documents 

submitted by individuals as 

required under the Ethics In 

Government Act of 1978 9PL·95·521). 

(1)	 Records, including SF 278A. 
for rndividuets filing 

according to Section 201 b 
of the Act, and not subsequently 

confirmed by the U.S. Senate. 

(2)	 All other records including SF 278A 

EXCEPT those documents needed In an 

ongoing Investigation will be 

retained until no longer needed In 

the investigation. 

PERSONNEL 

Place records on left side of 
the OPF and forward to gaining 

Federal agency upon transfer or 
to NPRC IS employee leaves 

Federal service (see Item Ib 

Destroy when 5 years old, or 
when no longer needed, whichever 
IS sooner. 

Destroy 5 years after date 

of appraisal. 

Destroy 5 years after date of 

ceases to be un er ecnsiderancn 

for appointment; CEPT that 
documents needed an ongoing 

investigation Will be lated 

until	 no longer needed1 the 

investigation. 

Destroy when 6 years old; 



• • 
PERSONNEL
 

II other statements of employment Destroy w~en 6 years lid: 
a financial interests and EXCEPT that documents needed 

rela d records, including confidential in an ongoing investigatIon 

state ents filed under Executive Order 11222. will be retained until no 

longer needed in the 

investIgation. 

22. GRS 1/25 

a. 
Case Files.
 

Originating agency's e contaIning Destroy 4 years after resolution
 

complaints wIth related orrespondence, of case.
 
reports, exhibits, withdra al notrees,
 
copies of decisions. record of
 
hearings and meetIngs, and 0 er
 
records es described in 29 CFR ]613.222.
 
Cases resolved Within the agenc by EEOC,
 
or by a U.S. Court.
 

b. Copies of Complaint Case Files 

Duplicate case fIles or documents Destroy 1 year after resetuuen
 

pertaining to case files retained of case.
 
In Offieiel File D,scrimination
 

Case Flies.
 

c. Background Files. 

Background records not filed in
 

the Official Discrimination
 

Complaint Case Flies.
 

23. Merit Promotion Files 

Correspondence regarding ment
 
promotion with employees and
 

supervisors. These are filed
 

on the left side of the Official
 
Personnel Folder.
 

24. Minority Complaint Case Files 

This is a full documentation of a. 
the minority complaint cases. 

and destroy. 
a. Cases resolved by ACTION. 

\~ T':v 
",;I. ...'",">1

~~~)~..~ 



'.
 

25. 

actions, background material, a 

correspondence. These files are 

based on disciplinary or adverse 

actions taken against an ACTION 

employee. Arranged in 2 tabbed 

folders, one eensidered the 
office file and the other the 

appeal file. Both files are 
essentially the same. 

26.	 Employee Relations Grievances 

Case Files 

These files are arranged alpha-
betically by employee name and 

contain all the related doc-
umentation of the grievance and 

the action taken. These cases 

are initiated by the employee 

who is complaining of working 

conditions and hours. These 

cases usually are settled in 
the office. 

27.	 Equal Employment Opportunity (EEO) 

E!!ll 

This is usually a case file doc-
umenting a complaint. May also 

contain request for information 

and related matters relative 

to minorities. 

•
 
PERSONNEL 

b.	 Cases resolved will be 

retained by OPM and the 

official case file will be 

disposed of according to OPM 
Records Control Schedule. 

c.	 All other offices destroy 1 

year after final adjustment. 

(NC 174-189 item 166) 

Destroy 4 years after case 

IS closed. 

INC 174-189 Item 167) 

The Personnel DIVision
 
Will hold 3 years after
 
close of case and
 

b.	 Ii. ~ther offices will hold 
2 y ars after close of case 

and stroy. 

c.	 All oth~fflces destroy 1 

V<O< atter's::~"n"n' 
INC 362-75·2 ue \. 

Regional Offaces Will pl8'Ce 

ACTION resolved cases ;>'\a 
closed file and hold for 2 years. 

~f'::::'4 V""	 atter "'Ol"~\ 



'.
 
28. 

These I S are arranged by name 

of award, uch as Sustained 
Superior Pe rmance, Distinguished 

Voluntary Se 'ce, Arthur Reming 

Award, etc. 

29. Labor Relations Case Files 

These files consist of Union 

correspondence of a general 
nature, backup matenal of labor 
relations policy, and drafts of 
labor relations policy orders. 
NOTE: These flies are not the 

hearing or transcript files. 

30. Labor Relations Hearing Files 

These files consist of heanngs 

and transcripts and a history 

file of the ease usually 

related to a specific union 

actiVity. 

31. Personnel Applicant File IRegional) 

Files of individual SF 171's which 

are retaaned to be used if a vacancy 

occurs. 

32. Personnel Security Clearance Files 

These files contain a record of 
investigations of personnel employed 

by ACTION or persons seeking 

employment with ACTION. 

, , 

PERSONNEL
 

•
 
INC 174-189 item 165) 

a.	 The Personnel Division will
 
hold 2 years and destroy.
 

b.	 The Personnel Division will 
file a copy in the employee's 

OPF on the left side. When 
employee leaves the agency, 
the copy will be removed and 

destroyed. 

INC 174·189 item 168) 

a.	 The Personnel Branch will hold 

5 years after completion of 
case and destroy. 

b.	 All other offices will hold 2 
years after fanal resolution 

of case. 

INC 174-189 item 178) 

The Labor and Employee Relations 

Branch will destroy 5 years after 
fanal resolution of ease. 

I other offices will hold 

2 ~ars after close of ease and 

de~t~ . 

Regional Offices '11return forms 

to applicant, if so re uested, or 
applications will be de royed 30 

days after a selection ha been 
made. 

INC 174·189 Item 170) 

Destroy when 3 years old. 

Investigative reports conducted 

by the FBI and OPM are returned 

to organator. ACTION investigative 

reports remain with the case. 


