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SCHEDULE 1025

TECHNICAL TRAINING

(/o lume. |
DFAS 5015 2-M

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

SCHEDULE 1025 |

%
RECORDS

W
availability of training

TECHNICAL TRAINING |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
= Specialized tramming records to Personnel/ Traiming Cut off at end of calendar or

Offices

\n—

fiscal year (as appropriate)
Destroy 5 years after cutoff

UTH (GRS 1, ltem 28b)
(1025,

Any office
responsible for
conducting training

Cut off and destroy on revision,
obsolescence, or discontinuance

of related course
AUTH (N1-507-93-2, ltem 1)
(1025/R2)

employee participation
2 TRAINING Records used to plan a course of
PLANNING instruction including tratning
RECORDS standards, training plans and course
syllabi
3 INSTRUCTIONAL Records used to conduct a class,
MATERIALS such as lesson plans, tests, films,

charts, study guides, workbooks,
handouts, and similar material

Cut off and destroy on revision,
obsolescence, or discontinuance of
related course

AUTH (N1-507-93-2, ltem 2)
(1025/R3)

%
ESTABLI

RECORDS

General correspondence,

agreements, authorizations, reports,
requir ws, plans and
objectives relating to the

establishment and operation of
agency-sponsored training courses
and conferences

Site Training Offices

\

Cut off at end of calendar or fiscal
year (as appropriate) Destroy 5
years after cutoff

AUTH (GRS 1, Item 29a(1))
(1025/R4)

\.




SCHEDULE 11

00

MANPOWER AND ORGANIZATION

DFAS 5015 2-M

This schedule governs disposition of records pertaining to authornizing, allocating, utilizing, and programming
for military and civilian personnel It includes management engineering and productivity enhancement records.

SCHEDULE 1100 |

MANPOWER AND ORGANIZATION |

A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAIN IN AUTHORITY

1 MANPOWER Paper or electronic records which DFAS Arlington Cut off at end of each calendar
AUTHORIZATION | contain detailed unit and position (Agency-wide quarter Destroy 5 years after
FILE manpower authorization data for all | responsibility) close of the quarter

fiscal periods 1n the current AUTH (N1-507-00-1) (1100/R1)
manpower program
101 DFAS Sites Cut off at end of each calendar
quarter Destroy 2 years after
close of the quarter
AUTH (N1-507-97-1)
(1100/R1 01)

2 APPROVED Correspondence, forms, or machine | Manpower Office Cut off at end of calendar year
MANPOWER listings that 1dentify the changes in which change was
CHANGE requested and contain justification, implemented Destroy 2 years
REQUESTS coordination, and approval after cutoff

statements AUTH (N1-507-93-2, Item 4)
(1100/R2)
201 DISAPPROVED MANPOWER Cut off at end of calendar year
CHANGE REQUESTS in which disapproved
Destroy 2 years after cutoff
AUTH (N1-507-93-2, ltem 5)
(1100/R2 01)
3 REPORTS Reports documenting all aspects of
the management engineering
program
MANAGEMENT ENGINEERING Cut off at end of calendar
REPORTS year Destroy 3 years after
cutoff
AUTH (N1-507-93-2, item 6)
(1100/R3)
&% Data and information n Cut off at end of calendar year
MEASU orrespondence, reports, and other in which superseded Destroy
AND M 2 years after cutoff
EVALUATION productivity reports to establis AUTH (GRS 23, Item 1)
internal productivity goals, or to \ 1100/R4)
assess internal productivity
5 INDIVIDUAL Summary records, status reports,
REQUESTS and general correspondence for
capital investment programs
justified through increases in
productivity
2
_
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SCHEDULE 1100 |

MANPOWER AND ORGANIZATION |

DFAS 5015 2-M

A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES | DESCRIPTION MAINTAIN IN AUTHORITY

CAPITAL INVESTMENTS - Comptroller Cut off at end of fiscal year in

APPROVED functional area which approved project was
amortized Destroy 2 years
after cutoff
AUTH (N1-507-83-2, Item 8)
(1100/R5)

501 CAPITAL INVESTMENTS - Cut off at end of fiscal year in

DISAPPROVED which request was
disapproved Destroy 2 years
after cutoff
AUTH (N1-507-83-2, ltem 8)
(1100/R5 01)

6 COMMERCIAL Information accumulated as a result | DFAS Headquarters | Cut off at the end of the fiscal
ACTIVITY of conducting studies to determine (Agency-wide A-76 year Destroy 6 years after
PROGRAM the feasibility of performing responsibility) cutoff
RECORDS commercial activities either 1n- AUTH (N1-507-00-1) (1100/R6)

house or by contract Included are
feasibthty studies, S-year review of
functions, cost analyses,
Justifications, approvals, new start
proposals, annual CA inventories,
and supporting functions

601 Annual CA Inventory DFAS Site offices Cut off at the end of the fiscal
year Destroy 5 years after
cutoff
AUTH (N1-507-00-1)

{1100/R6 01)

6 02 Remaining information Manpower Office Cut off upon completion of
review Destroy upon
completion of next 5-year
review
AUTH (N1-507-00-1)

(1100/R6 02)

7 COMMERCIAL Performance work statement of umit | Comptroller Cut off when study 1s
ACTIVITIES COST | or function considered for functional area completed Destroy S years
RECORDS contracting out, deduct analysis, after cutoff or upon

cost study, and supporting records

completion of next study
AUTH (N1-507-93-2, Item 10)
(1100/R7)




DFAS 5015 2-M

SCHEDULE 1300
MILITARY PERSONNEL RECORDS

This schedule pertains to records accumulated at the Site-level office charged with administering military
personnel assigned to that DFAS Site The records are admimstrative or informative in nature The record copy
1s controlled by the member’s branch of military service

SCHEDULE 1300 |
MILITARY PERSONNEL RECORDS [
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES | DESCRIPTION MAINTAINED IN | AUTHORITY
1 ADMINISTRATION | Various reports, listings, registers, and | DFAS orderly Cut off and destroy on
OF MILITARY other records received from the rooms/Personnel supersesston or obsolescence
14 PERSONNEL military services that contain Offices AUTH (N1-507-93-2, Item 11)
information necessary to manage (1300/R1)
military personnel at the local level

NOTE Records accumulated 1n the office to which the military person 1s assigned are filed under Schedule 5010, Rule 4,
Admunistration of Office Personnel (GRS 23, Item 1)
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SCHEDULE 1400

CIVILIAN PERSONNEL FILES

DFAS 5015 2-M

This schedule governs disposition of records maintained by the servicing personnel office while managing and
admimstering the civilian personnel program (unless otherwise indicated)

SCHEDULE 1400 |

CIVILIAN PERSONNEL FILES

L

the OPF containing information
on civil service employment
which reflect qualifications,
efficiency, promotions, awards,

ertificates of clearance and/or
seC determinations, and
similar in ation

Transferred emFMoeS\

201

Separated employees

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 CIVILIAN Records created during the Servicing Cut o:T whg: desxgnl gf progratrin 15 R
comp cte CStl’Oy years alter cuto
gggsc(ml“ gf;;ﬁ;’:i{,‘;t°;fj;f,‘,’?§i},e Personnel Office | (/1" 1.507.93-2, iem 12) (1400/R1)
RECORDS establishment, implementation,
and admimstration of
DFAS-wide programs
OFFICIAL Records filed on the right side of

SEE CHAPTER 7 of The Guide To
Personnel Recordkeeping for
instructions relating to folders of
employees transferred to another
agency

AUTH (GRS 1, Item 1a) (1400/R2)

ut off upon separation of employee
Tr: r OPF to National Personnel
Records r (NPRC), St Louts, MO.
30 days after laté aratton NPRC
will destroy 65 years a cparation
from federal service
AUTH (GRS 1, Item 1a) (1400/R2 0

Temporary Records filed on the
left side of the OPF

All copies of correspondence
aintained 1n accordance with

EXCLUDING the Immi
and Naturalization Service (INS)
Form I-9

203

INS Form [-9, Immigration and
Naturalization Service

Servicing
Personnel Office

Destroy when superseded or
obsolete, or upon separation or
transfer of employee, unless
specifically required to be
transferred with the OPF

AUTH (GRS 1, Item 10a) (1400/R2 02)

Destroy 3 years after employee
sep. from service or transfers

to another ag

AUTH (GRS 1, Item 10! 0/R2 03)




DFAS 5015 2-M

SCHEDULE 1400 |

CIVILIAN PERSONNEL FILES

X A B C D
X
L CUTOFF/ DISPOSITION/
E \ECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
3 SUPERVISOR’S Records maintained by Any DFAS office Cut off on separation or transfer of
employee’s supervisor for employee Destroy within | year
informational and managenal after separation or transfer of
purposes employee

(See NOTE 1)
AUTH (GRS 1, Item 18a) (1400/R3)

4 PERSONNEL N\ Correspondence, reports, and Servicing Personnel Cut off at end of calendar year

CORRESPONDENCE er records relating to the Offices Destroy 3 years after cutoff
FILES gendal administration and AUTH (GRS 1, item 3) (1400/R4)
operattaq of personnel functions,

g records spectfically

Cut off when action 1s complete
Destroy when appointment 1s

effective
AUTH (GRS 1, Item 4a) (1400/R5)

5 STAFFING Correspondence offeri
CORRESPONDENCE | appointment to potential
—~ ACCEPTED OFFERS | employees, applicant accept

6 DECLINED OFFERS - | Correspondence offering Cut off when action 1s complete
OPM ELIGIBLES appointments to persons on the Return to OPM with reply and
OPM certificate of eligibles and application
the offer 1s dechined AUTH (GRS 1, !tem 4b(1)) (1400/R6)
7 DECLINED OFFERS - | Correspondence offering Servicing Personwgl Cut off when action 1s complete
TEMPORARY OR appointments to temporary or Office Destroy upon receipt of OPM
EXCEPTED excepted positions and the offer nspection report or 2 years after
APPOINTMENT 1s declined cixoff, whichever 1s earlier

8 DECLINED OFFERS - | Correspondence pertaining to any
OTHERS declined offer not hsted n
preceding Rules 6 and 7

9 STAFFING PLAN Civihan personnel status and Cut off at end of calen ear

FILES improvement plans Destroy 3 years after cuto
AUTH (N1-507-93-2, Item 14) (12Q0/R9)




DFAS 5015 2-M

SCHEDULE 1400 |

CIVILIAN PERSONNEL FILES

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
10 EMPLOYMENT Applications, including Optional Cut off when action 1s complete
APPLICATIONS Form (OF) 612, resumes, and any Destroy upon receipt of OPM
other application that an Agency inspection report or 2 years after
may develop for umque jobs with cutoff, whichever 1s earlier
spectalized requirements, and AUTH (GRS 1 ltem 15) (1400/R10)
related records EXCLUDING
records related to appointments
requiring Senatorial confirmation
and applications resulting in
appointments which are filed in
the OPF
11 VETERANS \{ Records pertamning to Cut off when action 1s complete
PREFERENCE titlement, administration of File on right side of OPF
RECORDS AUTH (GRS 1, Item 1) (1400/R11)
12 EXCEPTED SERVICE Cut off at end of calendar year
FILES Destroy 3 years after cutoff
AUTH (GRS 1, ltem 3) (1400/R12)
13 CERTIFICATE OF OPM certificates of ehigibles Servicing Personnel | Cut off at end of calendar year
ELIGIBLES with related requests, forms) Office Destroy 2 years after cutoff (See
correspondence, and statement™\qf NOTE 2)
reasons for passing over a AUTH (GRS 1, Item 5) (1400/R13)
preference eligible and selecting \
a nonpreference eligible
14 APPLICATION OF Correspondence and other Cut off when position 1s abolished
CLASSIFICATION records relating to apphcation of or superseded Destroy 5 years after
STANDARDS standards for classification of cutoff
positions AUTH (GRS 1, ltem 7a(2)(a))
{(1400/R14)
15 POSITION Record copy of official position Servicing personnel\ Cut off when position 1s abolished
DESCRIPTIONS descriptions which include office r superseded Destroy 2 years after
mformation on title, series, grade, ff
duties and responsibihties, and (GRS 1, Item 7b) (1400/R15)
related documents
16 CLASSIFICATION Reports on various positions Cut off at end, of calendar year
SURVEY REPORTS prepared by classification Destroy 3 years\after cutoff
specialists, including periodic AUTH (GRS 1, itemN(c(1)) (1400/R16)
reports
17 PROGRAM Correspondence relating to Cut off when position 1s abqlished
EVALUATIONS program evaluations and or superseded Destroy at cu
mspections performed by review AUTH (GRS 1, Item 7d(2)) (1400/R
teams




SCHEDULE 1400 |

CIVILIAN PERSONNEL FILES

DFAS 5015 2-M

A B C D
R
L CUTOFF/ DISPOSITION/
E  NRECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

18 ASSIFICATION Case files of classification Cut off when case 15 closed

APREALS appeals Destroy 3 years after cutoff
AUTH (GRS 1, Item 7d(1)) (1400/R18)
19 OPM CERWFICATES | Certificates of classification Cut off and destroy when position 1s
1ssued by OPM abolished or superseded
AUTH (GRS 1, Item 7d(2)) (1400/R19)

20 PERFORMANCE \ Copies of case files forwarded to Cut off when case 1s closed
RATING BOARD PM relating to performance Destroy 1 year after cutoff
FILES rayng board reviews AUTH (GRS 1, ltem 8) (1400/R20)

21 RESERVED \

22 POSITION Records used to provide Cut off upon approval or
IDENTIFICATION summary datasn each position disapproval Destroy I year after
RECORDS cutoff

AUTH (GRS 1, Item 12b) (1400/R22)

23 EMPLOYEE Case files including Servicing Personnel Cut off upon approval or
PERFORMANCE recommendations, approve: Office disapproval Destroy 2 years after
AWARD CASE FILES | nominations, correspondence, cutoff

reports, and related handbooks AUTH (GRS 1, Item 12a(1)) (1400/R23)
pertaining to incentive awards,

within-grade merit increases,

suggestions, and outstanding

performance

24 LENGTH OF Records including Cut off upon approval or
SERVICE AWARDS correspondence, reports, disapproval Destroy 1 year after

computations of service, and list cutoff
of awardees AUTH (GRS 1, Item 12b) (1400/R24)

25 SICK LEAVE Records including Sick leave awards Cut off upon

AWARDS correspondence, reports, roval or disapproval Destroy 1
computations of sick leave, and yeanafter cutoff
list of awardees AUTH\(GRS 1, Item 12b) (1400/R25)

26 AWARD LISTS OR Lists of nominees and winners
INDEXES and indexes of nomnations

27 NOTIFICATION OF Chronological file of Standard
PERSONNEL Form 50, including fact sheets, Destroy 2 years after cudff
ACTIONS documenting all indrvidual AUTH (GRS 1, Item 14a) (14BQ/R27)

personnel actions, such as
employment, promotion, transfer,
separation, etc




DFAS 5015 2-M

SCHEDULE 1400 |

CIVILIAN PERSONNEL FILES

A B C D
R
L CUTOFF/ DISPOSITION/
E \RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
28 Statistical reports relating to Cut off at end of calendar year
personnel Destroy 2 years after cutoff
AUTH (GRS 1, ltem 16) (1400/R28)
29 RETENTIO Registers and related records Cut off when all RIF actions are
REGISTERS - used to effect reduction-in-force complete Destroy 2 years after
actions cutoff

AUTH (GRS 1, Item 17b(1)) (1400/R29)

30 RETENTION egisters from which no Servicing Personnel Cut off and destroy when
REGISTERS - reéduction-1n-force actions have Office superseded or obsolete
NON-RIF beemtaken, and related records AUTH (GRS 1, Item 17b(2)) (1400/R30}

31 PERFORMANCE Forms an¥ related records Cut off at end of calendar year
APPRAISALS - rformance which Destroy 4 years after cutoff
ACCEPTABLE 1s acceptable oxabove AUTH (GRS 1, ltem 23a(4)) (1400/R31)

32 PERFORMANCE Forms and related recerds Cut off at end of calendar year
APPRAISALS - documenting performand¢ which Destroy 1 year after cutoff
UNACCEPTABLE 1s unacceptable but which s not AUTH (GRS 1, item 23a(1)) (1400/R32)

accompanied by demotion or
removal action

33 PERFORMANCE Forms and related records Cut off on completion of written
APPRAISALS - documenting a rating of notice of proposed action Destroy
PROPOSED unacceptable where demotion or when employee completes | year of
ADVERSE ACTION removal 1s proposed but not acceptable performance from date

effected of written advance notice of
proposed removal or reduction in
grade
AUTH (GRS 1, Item 23a(1)) (1400/R33)

34 PERFORMANCE Forms and related records Cut off when removal action 1s
APPRAISALS - documenting a rating of complete Place records on left side

REMOVAL unacceptable performance where oRQOPF and send to NPRC
removal 15 effected AUTH (GRS 1, Item 23a(3)(a))
(1400 )

35 PERFORMANCE Forms and related records Cut off whetndemotion action 1s
APPRAISALS - documenting a rating of complete Deskoy 4 years after
DEMOTION unacceptable where demotion 1s appraisal

effected AUTH (GRS 1, Item\23a(4))
(1400/R35)

36 PERFORMANCE Forms documenting ratings of Cut off at end of calendatyear

APPRAISALS - SES members of the Semor Executive Destroy 5 years after cuto
Service AUTH (GRS 1, Item 23b(3) (1400/R36)
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SCHEDULE 1400 |

CIVILIAN PERSONNEL FILES

|

DFAS 5015 2-M

reports, and other records relating
to the relationship between
management and employee
unions

38 ARBITRATIO SE
FILES
@r arbitration cases

Correspondence, forms, and
background papers relating to

39 GRIEVANCE CASE

FILES

findings and recommenugqtions, a
copy of the original decisi0
related correspondence and
exhibits, and records relating to a
reconstderation request

40 ADVERSE ACTION

CASE FILES

Case files and records related to
adverse actions and performance-
based actions (removal,
suspenston, reduction-in-grade,
furlough) against employees
The file includes a copy of the
proposed adverse action with
supporting documents,
statements of witnesses,
employee’s reply, hearing
notices, reports and decisions,
reversal of action and appeal
records EXCLUDING letters of
reprimand which are filed in the
OPF

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
7 LABOR/ Records documenting Servicing Personnel Cut off on expiration of agreement
MANAGEMENT negotiations including Office Destroy 5 years after cutoff
EGOTIATIONS correspondence, memoranda, AUTH (GRS 1, Item 28a(1)) (1400/R37)

Cut off on resolution of case

Destroy 5 years after cutoff
AUTRH (GRS 1, ltem 28b) (1400/R38)

Cut off when case 1s closed

Destroy 4 years after cutoff
AUTH (GRS 1, item 30a) (1400/R39)

Cut off when case 1s closed

Destroy 4 years after cutoff
AUTH (GRS 1, item 30b) (1400/R40)

41 PROMOTIONS

Records of individual promotion
actions mcluding work records,
Job analysis, qualification
standards, evaluation methods,
selection procedures, evaluation
of candidates, and similar
records

Servicing Personnel
Office

Cut off when promotion action 1s
complete or upon completion of an
OPM formal evaluation Destroy 2

years after cutoff
AUTH (N1-507-93-2, Item 21)
(1400/R41)

10
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SCHEDULE 1400 |

CIVILIAN PERSONNEL FILES |

DFAS 5015 2-M

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
EQ CASE FILES Official discrimination case files Cut off upon resolution of case
containing complaints with Destroy 4 years after cutoff
\ related correspondence, reports, AUTH (GRS 1, Item 25a) (1400/R42)
exX| ithdrawal notices,
copies of decis cords of
hearings and meetings, an
similar records \
43 EEO BACKGROUND Files containing background Cut off at end of fiscal year
FILES * records not related to the official Des ears after cutoff
discrimination complaint case AUTH (GRS 1, 1) (1400/R43)
files
44 WAGE Wage schedules and other pay Purge file annually of individual
ADMINISTRATION adjustment authorization documents no longer needed
resulting from legislation or other AUTH (N1-507-93-2, Item 24)
across-the-board administrative (1400/R44)
action which constitute the basis
for personnel actions which may
require reconstruction at a later
date
45 APPLICANT SUPPLY | Employment applications from Dispose of according to the federal
FILE persons seeking appointment personnel manual and other OPM
outside of OPM registers or as a guidance
result of local delegated hiring or AUTH (N1-507-93-2, Item 25)
examining authorities, rosters (1400/R45)
indexed to the applications,
authorized racial and ethnic
identifications, and related data
46 AFFIRMATIVE Committee minutes, program DFAS EEO offices Cut off at end of fiscal year in
EMPLOYMENT activities, records of community | and/or EEO which superseded or obsolete
contacts, reports, and supporting | complaint Destroy 3 years after cutoff
papers regarding status of management offices | AUTH (N1-507-93-2, item 26)
employment (1400/R46)
47 PRIORITY “Stopper lists” received and Servicing Personnel Cut off when registrant 1s removed
PLACEMENT records of any position in the pay | Office from the program Destroy 2 years

ACTION FILES

category series and grades on the
“stopper list” during the time lists
are 1n force, case files of
employees affected by priority
placement action

HARING
RECORDS

Information submitted or

from a request or
contribution 0

after cutoff
AUTH (N1-507-93-2, item 27)
{1400/R47)

Cut off at end of year in which
leave transfer effort 1s completed or
terminated Destroy 1 year after
cutoff

ltem 37) (1400/R48)

11



SCHEDULE 1400 |

CIVILIAN PERSONNEL FILES

DFAS 5015 2-M

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
49 DISCRIMINATION Orniginating Agency file DFAS EEO offices Cut off at end of year of case
COMPLAINT CASE containing complaints with and/or EEO resolution Destroy 4 years after
FILES related correspondence, reports, complaint cutoff
exhibits, withdrawal notices, management offices AUTH (GRS 1, Item 25a) (1400/R49)
copies of decistons, records of
hearings and meetings, and other
records as described n29 C F R
Part 1614 Cases resolved within
the agency, by EEOC, or by a US
Court
50 PRELIMINARY FILES\ Records documenting complaints Cut off at end of year Destroy 2

at do not develop into Official
Dis¢rimination Complaint Cases

years after cutoff
AUTH (GRS 1, item 25¢(2)) (1400/R50})

51 COMPLIANCE Reviews\packground documents, Cut off at end of year Destroy 7
REVIEW RECORDS and correspsgdence relating to years after cutoff
contractor empiQyment practices AUTH (GRS 1, Item 25d(1)) (1400/R51)
52 EMPLOYMENT Employment statisticd\elating to Cut off at end of year Destroy 5
STATISTICS FILES race and sex years after cutoff

AUTH (GRS 1, Item 25f) (1400/R52)

53 FEDERAL DRUG-
FREE WORKPLACE
PROGRAM FILES

Drug testing program records
created under Executive Order
12564 and Public Law 100-71,
Section 503 (101 Stat 468),
EXCLUDING consohdated
statistical and narrative reports
concerning the operation of
agency programs, including
annual reports to Congress, as
required by Pub L 100-71, 503

()]

5301

Agency copies of plans and
procedures, with related drafts,
correspondence, memoranda, and
other records pertaining to the
development of procedures for
drug testing programs, including
the determination of testing
incumbents in designated

positions

Human Resources
fice

en 3 years old or when
obsolete (See Notes

Destroy
superseded

(1400/R53 01)

12




SCHEDULE 1400 |

CIVILIAN PERSONNEL FILES

DFAS 5015 2-M

A

o N aplelll- -}

RECORD SERIES

DESCRIPTION

MAINTAINED IN

CUTOFF/ DISPOSITION/
AUTHORITY

3

Employee acknowledgment of
notice forms Forms completed
by employees whose positions
are designated sensitive for drug
testing purposes acknowledging
that they have received notice

Destroy when employee separates
from testing-designated position
(See Notes 3 and 4)

AUTH (GRS 1, ltem 36b)
(1400/R53 02)

[“that they may be tested

5303 Selec Destroy when 3 years old
Records re (See Notes 3 and 4)
ofspec|ﬁc emp]o AUTH (GRS 1, Item 36¢c)
for testing and the sche of (1400/R53 03)
tests Included are lists of
selectees, notification letters, and
testing schedules

53 04 Test results Records Positive Results Destroy when
documenting individual test employee leaves the agency or
results, including reports of en 3 years old, whichever 1s
testing, notifications of later
employees/applicants and Negative Its Destroy after 3
employing offices, and years
documents relating to follow-up (See Notes 3 and 4)
testing AUTH (GRS 1, ltem 36e)

(1400/R53 04)
NOTES

1 If the transfer of the employee 1s internal, follow local procedures for transfer or destruction of the record

2 Ongnal 1s returned to OPM

3 Disciplinary action case files pertaining to actions taken against employees for drug use, drug possession, fatlure to
comply with drug testing procedures, and simtlar matters are covered under Schedule 1400, Rule 40, which authorizes
destruction of records 4 years after the case 1s closed
4 Any records covered by rule 53 01 — 53 04 that are relevant to litigation or disciplinary actions should be disposed of no
earlier than the related hitigation or adverse action case file(s)

13
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SCHEDULE 3000
PLANNING

DFAS 5015 2-M

This schedule governs disposition of records accumulated 1n connection with planming DFAS actions

It includes records accumulated 1n planning the development and exccution of programs for the
performance of the DFAS missions It also includes records pertaining to planning for the wartime role
of DFAS as well as records pertaining to planning for unusual situations such as natural disasters

101

planning, review and analysis to
include program guidance
documents, operations plans and
programs, policies and related
background material, documents
created to revise or adjust existing
programs, and similar documents

SCHEDULE 3000
PLANNING
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 PROGRAMMING Documents relating to program DFAS Arlington Permanent Cut off at end of

calendar year Transfer to the
National Archives in 5-year
blocks when latest record in

block 1s 20 years old
AUTH (N1-507-93-2, ltem 29)
(3000/R1)

DFAS Site offices

Permanent Cut off at end of
calendar year Transfer to the
National Archives in 5-year
blocks when latest record 1n

block 1s 20 years old
AUTH (N1-507-93-2, Item 30)
(3000/R1 01)

2 PROGRAM REVIEW

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

Permanent Cut off at end of
calendar year Transfer to the
National Archives in 5-year
blocks when latest record n

block 1s 20 years old
AUTH (N1-507-93-2, Item 33)
(3000/R2)

DFAS Site offices

Permanent Cut off at end of
calendar year Transfer to the
National Archives in 5-year
blocks when latest record 1n

block 15 20 years old
AUTH (N1-507-93-2, Item 32)
(3000/R2 01)
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DFAS 5015 2-M

SCHEDULE 3000
PLANNING
A B C D
R
u
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
3 DFAS COUNCIL Documents relating to the DFAS Arlington Permanent Cut off at end of
ACTIONS establishment, functions, agenda, calendar year Transfer to the
minutes, recommendations, and National Archives n 5-year
other official actions of formal blocks when latest record 1n
councils, including significant block 1s 20 years old
background and supporting AUTH (N1-507-83-2, ltem 33)
documents accumulated and/or (3000/R3)
created by the council in fulfilling
1ts mission relative to program
review and analysts
301 DFAS Site offices Permanent Cut off at end of
calendar year Transfer to the
National Archives 1n S-year
blocks when latest record in
block 1s 20 years old
AUTH (N1-507-93-2, Item 34)
(3000/R3 01)
4 HQ WAR AND Master set of DFAS war and DFAS planning or Permanent Cut off when
MOBILIZATION mobilization plan, planning program management | superseded or obsolete
PLANS concepts, continuity of operations | offices, as indicated Transfer to Nattonal Archives

plan, survival, recovery and
reconstitution plans, augmentation
plans, and other related plans,
essential source material, annexes,
appendices, tabs, and all changes

1n S-year blocks when latest
record m block 1s 20 years old
AUTH (N1-507-93-2, item 35)
(3000/R4)

5 SITE WAR AND
MOBILIZATION
PLANS

Basic wartime plans, operations
plans and orders, augmentation
plans, continuity of operations
plans, and similar media with
essential source material

Permanent Cut off when
superseded or obsolete
Transfer to National Archives
in 5-year blocks when latest

record 1n block 1s 20 years old
AUTH (N1-507-93-2, ltem 36)
(3000/R5)

6 CONTINGENCY
PLANS

Contingency master plans,
operational plans and orders,
augmentation plans, and similar
media which provide essential
guidance and requirements for
continuity of operations 1n the
event of destruction or major
damage to a DFAS component

DFAS planning
offices

ENCY
TRAINING FIL

Records pertaining to planning and

fraining to ensure the
successful execution

contingency, includes individual
training documents

Permanent Cut off when
superseded or obsolete
Transfer to National Archives
m 5-year blocks when latest

record 1n block 1s 20 years old
AUTH (N1-507-93-2, item 37)
(3000/R6)

Cut off when superseded or
obsolete Destroy S years

after cutoff
AUTH (GRS 1, ltem 29a(1))
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SCHEDULE 3000
PLANNING
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
8 NATURAL Reports, messages, and other data | DFAS office Cut off when all action
DISASTERS describing the situation, such as providing assistance regarding the disaster has been
accomplishments and results, loss completed Destroy 2 years
of personnel, equipment, material after cutoff (See NOTE)
and related cost expenditure data AUTH (N1-507-93-2, item 39)
(3000/R8)

NOTE If a “Lessons Learned” summary document 1s created when the disaster 1s over, file with documents covered 1n

Rule 1 or 1 01
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SCHEDULE 3001

DFAS 5015 2-M

COMMITTEES, BOARDS, AND CHARITABLE CAMPAIGN RECORDS

This schedule governs disposition of records pertaining to special committees and boards which are
appointed or convened at DFAS Arlington or DFAS Sites to study a problem, situation, or opportunity
with at least Agency or Site-wide impact. Commuttees referred to here should not be confused with

routine, ad hoc working groups, total quality management teams, or similar groups.

committees, including (but not
limited to) directive or executive
approval establishing the
commuittee, charter, listing of
members and all changes, resume
of major points of interest
concerning committee hearings
and 1ts general operations, waivers
in commuttee rules, studies,
analyses, final committee report
and findings, terminating directive
and similar papers relating to the
establishment, accomplishments.
or termination of formal
committees

2 ADMINISTRATIVE
SUPPORT RECORDS

Records that facilitate and support
the responsibility of the
chairman/recorder and staff
activities designated as
representatives for or to
boards/commuttees, including
coptes of minutes, mailing lists.
agendas, reports, correspondence,
and other related papers reflecting
the position taken on policy
development or other
board/committee deliberations

SCHEDULE 3001 |
COMMITTEES, BOARDS, AND CHARITABLE CAMPAIGN RECORDS J
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
] COMMITTEE Recorders’ records which consist DFAS Site offices Permanent Cut off upon
RECORDS of case files of each approved termination of the commuttee

Transfer to the National
Archives 1n 5-year blocks
when latest document 1s 20

years old
AUTH (N1-507-93-2, Item 40)
(3001/R1)

Cut off upon termination of
the commuittee Destroy no

later than 2 years after cutoff
AUTH (N1-507-93-2, item 41)
(3001/R2)

3 REPORTS OF
EXISTING
COMMITTEES -
DFAS Arlington

Annual reports of DFAS
committees 1n existence
accumulated at DFAS Arlington

DFAS Arlington

Permanent Cut off at end of
calendar year to which report
pertains Transfer to the
National Archives in 5-year
blocks when latest document

1s 20 years old
AUTH (N1-507-93-2, Item 42)
(3001/R3)
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DFAS 5015 2-M

SCHEDULE 3001 |
COMMITTEES, BOARDS, AND CHARITABLE CAMPAIGN RECORDS ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
4 REPORTS OF Annual reports of existing DFAS DFAS Site offices Cut off at end of calendar year
EXISTING committees accumulated at DFAS to which report pertains
COMMITTEES - SITE | Site which may be feeder reports to Destroy 2 years after cutoff

LEVEL

DFAS Arlington

B 1SING
CAMPAIG

Records accumulated while

dministering the Combined
Federa FC),
including correspondence, re :

nvoices, and related records

AUTH (N1-507-93-2, ltem 43)
(3001/R4)

3, ltem 7¢)
(3001/R5)

Cut off upon completion of the
campaign Destroy 3 months
after cutoff or upon
completion of next equivalent
campaign
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SCHEDULE 4105
CONTRACTING RECORDS

This schedule governs disposition of records pertaining to contracting matters.

SCHEDULE 4105 |

DFAS 5015 2-M

CONTRACTING RECORDS
A B C b
CUTOFF/ DISPOSITION/
RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

GENERAL Contracts, requisitions, purchase Maintained n DFAS
PROCUREMENT orders, lease and bond surety Contracting Offices
FILES records, including correspondence
and related papers pertaining to
award admunistration, receipt,
inspection and payment
Procurement or purchase
organization copy, and related
papers (See NOTES 1 and 2).
Transactions dated on or after July
1995 (the effective date of the

/F}F‘C’

contracts exceeding $23Q00

1.01 Transactions dated on or aft®rJuly
3, 1995 (the effective date of th
Federal Acquisition Regulations
(FAR) rule defining “simplified
acquisition threshold™) and at or
below the simplified acquisition
threshold and all construction
contracts at or below $2,000
1.02 Transactions dated earlier than July
3, 1995, and that utilize other than
small purchase procedures and all
construction contracts exceeding

Cut off upon final payment
Destroy 6 years, 3 months

after cutoff.
AUTH (GRS 3, Item 3a(1)(a))
(4105/R1)

Cut off upon final payment.

Destroy 3 years after cutoff
AUTH (GRS 3, ltem 3a(1)(b))
(4105/R1 01)

Cut off upon final payment.
estroy 6 years, 3 months

purchase procedures and all
construction contracts under
$2,000.

$2,000.
1.03 Transactions dated earlier than July | DFAS Contracting Cut off upon Tiqal payment
3, 1995 and that utilize small Offices Destroy 3 years aRgr cutoff.

AUTH (GRS 3, Item 3a8%)(b))
(4105/R1 03)
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DFAS 5015 2-M

SCHEDULE 4105 |
CONTRACTING RECORDS
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
T~ Federal Procurement Data System Cut off at end of fiscal year.

\

(FPDS) Files Data submuitted to
¢ Federal Procurement Data
Electronic file
maintained by fisca S
contamning unclassified records o
all procurements, other than small
purchases and consisting of
information required under 48 CFR
4.601 for transfer to FPDS

\

Destroy 5§ years after cutoff
AUTH (GRS 3, ltem 3d)
(4105/R1 04)

\

105

Transactions documenting use of
the government-wide commercial
purchase card

Any DFAS office

Cut off upon final payment
Destroy 6 years, 3 months

after cutoff
AUTH (N1-507-02-1, Item 11)
(4150/R1 05)

SOLICITED AND
UNSOLICITED BIDS

Bid or proposal and supporting
documents for contracts and
transactions

nsuccessful Bids and Proposals

Federal Acquisitton R
CFR, Part 13

201

Small Purchases

Large Purchases

DFAS Contracting
Offices

Cut off when final payment 1s
made Destroy with related
contract case file (see Item 1

above)
AUTH (GRS 3, ltem 5a)
(4105/R2)

Cut off when contract 1s
awarded. Destroy 1 year after
date of award or final

payment, whichever 1s later
AUTH (GRS 3, Item 5b(1))
[N405/R2 01)

(4105/R2 02)
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DFAS 5015.2-M

SCHEDULE 4105 |
CONTRACTING RECORDS
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
3. CANCELLED Formal solicitations of offers to DFAS Contracting Cut off when cancellation is
SOLICITATION provide products or services, such | Offices complete. Destroy 5 years
FILES as Invitations for Bids, Requests after cutoff.
for Proposals, or Requests for AUTH (GRS 3, Item 5¢(1))
Quotations, which were cancelled (4105/R3)
prior to award of a contract Files
include presolicitation
documentation on the requirement,
any offers that are opened prior to
the cancellation, documentation on
any government action up to the
time of cancetlation, and evidence
of the cancellation
3.01 nopened bids Bids recerved Return to bidder.
aftsg a solicitation of offer 1s AUTH (GRS 3, Item 5c(2))
canceled and the bid 1s unopened (4105/R3 01)
4. ACCEPTABLE Lists or dqrd files of acceptable Cut off and destroy when
BIDDER LISTS bidders superseded or obsolete
AUTH (GRS 3, item 5d)
(4105/R4)
5 CONTRACT Contract appeals cadx files arising | DFAS Contracting
APPEALS CASE under the Contracts Didgute Act, Offices
FILES consisting of notices of apreal and
acknowledgements thereof,
correspondence between partie
copies of contracts, plans,
specifications, exhibits, change
orders, amendments, transcripts of
hearings, documents received from
parties concerned, final decisions,
and all other related papers
Records created after September Cut off on final action on
30, 1979 decision. Destroy 1 year after
cutoff.
AUTH (GRS 3, item 15b)
\(4105/R5)
501 Records created before September | DFAS Contracting
30, 1979, relating to contracts Offices

mnvolved 1n appeals handled by the
Board of Contract Appeals.

6. CONTRACTOR’S
STATEMENT OF
CONTINGENT OR
OTHER FEES

Contractor’s Statement of
Contingent or other fees or
statement 1n lieu of the forms, filed
separately from the contract case
file and mamntained for
enforcement or report purposes

Cut off and deskoy when

superseded or obsdlete
AUTH (GRS 3, Item 1
(4105/R6)
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SCHEDULE 4105 |

DFAS 5015 2-M

CONTRACTING RECORDS
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

;

SMALL AND Correspondence, reports, studies,
DI TAGED goal statements, and other records

Cut off at end of fiscal year.
Destroy 3 years after cutoff.
AUTH (GRS 3, Item 17)
(4105/R7)

BUSINESS relating to the small and
UTILIZATION FILES aged business utilization
program, as ré
507
8 CONTRACT Logs, lists, and similar means of
NUMBERING controlling contract numbering,

ASSIGNMENT FILES | change notifications, master serial
number register, and similar forms

\

Cut off on completion of all
contracts listed. Destroy 6

3 months after cutoff.
AUTH (G ~ltem 3a(1))
(4105/R8)

or records
9 CONTRACTOR Historical records of contractor
PERFORMANCE performance data prepared by
FILES contract officer on completed or

R102

terminated contracts which are
defined above in 4105/R1 and

Cut off on termnation of
contract Destroy NLT 1 year

after cutoff
AUTH (N1-507-93-2, [tem 49)
(4105/R9)

10. PROCUREMENT Reports of irregularities 1n

related records.

FRAUD CASE FILES | procurement prepared by FBI or
OS], including correspondence and

Cut off when case 1s closed
Destroy 5 years after cutoff.
AUTH (N1-507-93-2, Iltem 50)
(4105/R10)

11 DESIGNATION AND | Request for designation or
TERMINATION OF termination, statement of

Cut off on termination of
appomtment Destroy 3 years

CONTRACTING qualifications, and the designation after cutoff
OFFICERS AND or termination and AUTH (N1-507-93-2, ltem 51)
REPRESENTATIVES | acknowledgement of receipt (4105/R11)
thereof
12 CONTRACTORS Insurance policy and/or plans and | DFAS Contracting Cut off when premium
INSURANCE amendments to, including Offices accounting has been finalized
PROGRAM FILES correspondence and related Destroy 6 years after contract.
documents AUTH (N1-507-93-2, Item 52)
4105/R12)
13. OUTSTANDING Contractors insurance program Cut off on settlement of claim.
INSURANCE records related to outstanding Destroy when clearances are
CLAIMS exceptions, unsettled claims by or obtained.

against the Government,
incomplete investigations,

US Comptroller General

litigations, or requests made by the

AUTH (N1-507-93-2, Item 53)
(4105/R13)

14 RETIREE Affidavits and related records filed
AFFIDAVITS FILES by persons seeking to do business
with the Government within 3

years after separation or
retirement

Cut off upon final action or
decision Destroy 6 years

after cutoff
AUTH (N1-507-93-2, Item 54)
(4105/R14)
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SCHEDULE 4105 |
CONTRACTING RECORDS
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

15. CONTRACT All records accumulated during Cut off when all termination
TERMINATION AND | termination and settlement phase settlement activities are
SETTLEMENT FILES | of a contract complete. Destroy 6 years

after cutoff.
AUTH (N1-507-93-2, Item 55)
(4105/R15)

16 ACQUISITION Copies of contracts, spectfications, Cut off upon completion of
QUALITY contract changes and amendments, contract Destroy | year after
ASSURANCE FILES records, forms, and other media cutoff.

used 1n planning, conducting and AUTH (N1-507-93-2, item 56)
recording the results of product (4105/R16)
inspection, auditing of quality
assurance systems and procedures,
and effecting clearances of
deficiencies
17. CONTRACTOR Records reflecting current financial | DFAS Contracting Cut off upon completion of

FINANCIAL DATA
CASE FILES

capabilities of present and potential
contractors such as credit records,
cash flow sheets, backlog reports,
requests for financial clearance
with supporting attached
information; commercial credit
agency reports credit letters from
financial institutions,
manufacturers and other
commercial agencies, financial
agreements between commercial
manufacturers, including
subordinate agreements,
guarantees, etc , from banks and
commercial companies, articles of
incorporation and financial
analyses, newspaper reports and
related papers and correspondence

18 CONTRACT
PROGRESS

Contract status, expediting and
production surveillance records

19 ENGINEERING
CHANGES

Rejected engineering change
proposals

20 LABOR RECORDS

Labor comphance records
including Equal Employment
Opportunity records

Offices

contract. Destroy | year after
cutoff

AUTH (N1-507-93-2, ltem 57)
(4105/R17)

Cut off upon final payment.
Destroy 6 months after cutoff
AUTH (N1-507-93-2, Item 58)
(4105/R18)

Cut off upon final payment
Destroy 6 months after cutoff.
AUTH (N1-507-93-2, ltem 59)
(4105/R19)

Cut off upon final payment
Destroy 3 years after cutoff
AUTH (N1-507-93-2, Item 60)
(4105/R20)
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SCHEDULE 4105 |

DFAS 5015 2-M

CONTRACTING RECORDS
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
21 GENERAL A general contractor file Cut off and destroy when
CONTRACTOR containing documents relating to superseded or obsolete.
INFORMATION no specific contract, more than one AUTH (N1-507-93-2, ltem 61)
contract, or the contractor in a (4105/R21)
general way
NOTES

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

may be required to defend the Government 1n litigation
2. Grven the complexities of the rules on procurement, agencies should involve procurement officials when deciding which of the
sub-1tems to apply to a particular series of records

24




SCHEDULE 4110
SUPPLY RECORDS

DFAS 5015.2-M

This schedule governs disposition of records pertaining to acquisition and use of supply items to include
identification, classification, cataloging, and coding.

SCHEDULE 4110 |
SUPPLY RECORDS |
A B C D
U
L \0& CUTOFF/ DISPOSITION/
E RE D SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1. CONTRODXILES Complete inventory hsts of all DFAS Supply Cut off when superseded or
supply 1tems Offices obsolete Destroy 2 years after
cutoff
e AUTH (GRS 3, Item 9a) (4110/R1)
2 SUPPLY Reywsitions submitted for Cut off at end of fiscal year in
REQUISITIONS orderm plies and supporting which requisition is completed
records suc shipping orders, or cancelled Destroy 2 years
purchase requestsyshipping after cutoff
records, status records;sgnd similar AUTH (GRS 3, ltem 8a) (4110/R2)
documents
3 SUPPLY CATALOG Complete catalog of supplies Cut off and destroy when
including 1dentification and coding superseded or obsolete
of items (Nonrecord)
4. SUPPLY STATUS Cards, listings, change notices, Cut off when superseded or
RECORDS reports on supply levels or obsolete Destroy 2 years after
critically short items, and related cutoff
data used for reference or planning TH (GRS 3, Item 9b) (4110/R4)
purposes 1n controlling supply
levels
5 SUPPLY Files containing information on Cut off at end 8fgalendar year.
MANAGEMENT FILES | supply requirements and Destroy 2 years aftetcutoff
procurement matters used for AUTH (GRS 3, ltem 4a) (4T4Q/R5)
supply management purposes
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SCHEDULE 4140
EQUIPMENT MANAGEMENT AND MAINTENANCE FILES

This schedule governs disposition of records pertaining to the management of equipment.

SCHEDULE 4140 |
EQUIPMENT MANAGEMENT AND MAINTENANCE FILES |
A B C D
R
9]
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 EQUIPMENT Complete inventory of all DFAS Equipment Cut off and destroy when
50 CONTROL FILES equipment items to include Management Offices superseded or obsolete
supporting records AUTH (N1-507-93-2, Item 65)
(4140/R1)
LES Maintenance records, warranties, Cut off when vehicle 1s
W disposed of. Destroy | year
vehicle accumulated during after cutoff.
useful life of the vehicle \W
(4140/R2)
3 EQUIPMENT Daily transaction register; ‘ Cut off and destroy individual
CUSTODIAN FILE custodian request log; weapons documents within the file
serial number listing, information when outstanding actions are
file on office machines, temporary complete.
issue receipts, requests for AUTH (N1-507-93-2, Item 67)
purchase; warranty, guarantee (4140/R3)
records, adjustment records,
51 records pertamning to inventory
actions such as government
property lost or damaged or reports
of survey, 1ssue/turn-1n shps and
related correspondence; approved
copies of requests for office
furniture which require Director
level approval
4 UNIT PROPERTY Registers and files, component Any DFAS office Cut off at end of fiscal year
RECORDS records, requisitions, custody Destroy 1 year after cutoff
recelpt, requests for 1ssue or turn-in AUTH (N1-507-93-2, Item 68)
and related records, shipping and (4140/R4)
52 recetving documents, reports of

survey, statements of charges,
schedule of collections, and similar
records accumulated 1n managing
the unit’s equipment needs.

ﬁ\‘m%h Requisitions for equipment items DFAS Equipment Cut off upon completion or
REQUISITION FIL nto Management Offices cancellation of requisition

L\ Destroy 2 years after cutoff
FALTH (GRS 3, ftem 82)
(4140/R5)
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SCHEDULE 4140 |
EQUIPMENT MANAGEMENT AND MAINTENANCE FILES
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
6 EQUIPMENT Notices of unsatisfactory Any DFAS Office Cut off when corrective action
DEFICIENCY conditions experienced, including is complete. Destroy 1 year
RECORDS those instances in which the after cutoff
equipment does not fully or AUTH (N1-507-93-2, Item 68)
effectively serve the purpose (4140/R6)
intended, instances where the
equipment or a part or accessory
cannot be properly maintained or
operated, or similar records, also
includes records of actions taken to
remedy deficiencies and any
required reports
7 EQUIPMENT Files pertaining to actions DFAS Equipment Cut off when move is
MOVEMENT FILES involving intermal movement of Management Offices complete. Destroy 2 years
equipment after cutoff
AUTH (N1-507-93-2, Item 70)
(4140/R7)
8. REPROGRAPHICS Forms and related records that DFAS Reprographics | Cut off at end of fiscal year in
EQUIPMENT document history of reprographics | Equipment which equipment is disposed
equipment (the requirements Management Offices of Destroy 1 year after
evaluations requests, approval, cutoff
acquisition, maintenance, AUTH (N1-507-93-2, Item 71)
production volume, transfers, and (4140/R8)
disposal)
9 COPIER OPERATING | Notices posted at or near copiers Cut off and destroy when
NOTICES which list local operating rules, superseded or obsolete

identify key operators, or provide
other similar information

AUTH (N1-507-93-2, Item 72)

(4140/R9)
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SCHEDULE 4160

PROPERTY DISPOSAL

DFAS 5015 2-M

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

Property valued overg25,000.

SCHEDULE 4160 |
PROPERTY DISPOSAL |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
TURN-IN OF EXCESS | Correspondence files pertamning to | DFAS Property Cut off at end of calendar
PROPERTY disposal of surplus property Management Offices year Destroy 2 years after
through Government redistribution cutoff
channels, includes various forms AUTH (GRS 4, Item 1) (4160/R1)
used for turn-in or acceptance
purposes
2 SALE OF SURPLU\ Case files on sales of surplus
PROPERTY rsonal property, comprising

Cut off at end of fiscal year in
which final payment 1s
received Destroy 6 years

after cutoff
AUTH (GRS 4, !tem 3a)
(4160/R2)

pertaining to reclamation and use
of precious metals

201 Property valued under $25,000 Cut off at end of fiscal year in
which final payment is
recerved Destroy 3 years

GRS 4, Item 3b)

3 EXCESS PERSONAL | Reports initiated or received Cut off at en calendar
PROPERTY showing progress on property year. Destroy 3 y
REPORTS utilization and disposal programs cutoff

AUTH (GRS 4, ltem 2) (4160/

4 DONATION Formal donation agreements with Cut off at end of calendar

AGREEMENTS Service Educational activities and year Destroy 2 years after
organization eligible for donations cutoff
pursuant to 10 U S C 2572, and AUTH (N1-507-93-2, Item 73)
documents relating to each (4160/R4)
agreement

S. PRECIOUS METALS Forms, reports, logs, accountability | DFAS offices Cut off at end of calendar
RECOVERY records, and correspondence involved 1n recovery year Destroy 2 years after

programs

cutoff
AUTH (N1-507-93-2, Item 74)
(4160/R5)
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DFAS 5015 2-M

SCHEDULE 4160 |
PROPERTY DISPOSAL |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
6 RECYCLABLE Documents concerning the DoD DFAS Recycling Cut off at end of calendar
MATERIALS Recyclable Matenals Program Offices year. Destroy 2 years after
PROGRAM including scrap recycling program cutoff
and resource recovery AUTH (N1-507-93-2, Item 75)
(4160/R6)
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SCHEDULE 4165

DFAS 5015 2-M

REAL PROPERTY OPERATIONS AND MAINTENANCE

This schedule governs disposition of records pertaining to the acquisition, operation, maintenance and repair,

utilization, management, and disposal of real property or interests therein. Included are records on design and
construction of real property, installation and maintenance, operation of utility plants, performance of services
in connection with real property, and accounting for real estate and property.

plans for expansion, changes in
use, renovation, and similar overall
planning matters accumulated in

the preparation, development,
revisy, approval, and revision of
master p

3 FACILITIES
OPERATIONS

nature (i e , routine maintenaj
and similar activities)

4. MAINTENANCE
REQU){ESTS

Requests for building and
equipment maintenance services

SCHEDULE 4165 |
REAL PROPERTY OPERATIONS AND MAINTENANCE ]
A B C D
R
U
L CUTOFF/DISPOSTION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 REAL PROPERTY Correspondence, reports, studies, DFAS Property Cut off on mactivation of the
CASE FILES maps, charts, drawings, copies of Management Offices mstallation Destroy 10 years
legal instruments, delegations of after cutoff
authority, excess real property AUTH (N1-507-93-2, Item 76)
declarations, disposal (4185/R1)
authorizations, real estate planning
reports and related data, records
pertaining to annual summaries of
real property transactions.
\ FACILITIES Documents reflecting current and Cut off on termination of
LANNING future facilities planning, including assignment, or when lease 1s

cancelled, or when plans have
been superseded or become
obsolete Destroy 2 years

after cutoff
AUTH (GRS 11, ltem 2a)
(4165/R2)

Cut off on termination of
assignment, or when lease 15
cancelled, or when plans have
been superseded or become
obsolete Destroy 2 years

after cutoff.
AUTH (GRS 11, Item 2a)
| (4165/R3)

AUTH (GRS 11, item 5
(4165/R4)

5. FACILITIES
MAINTENANCE -
MAIJOR PROJECTS

Documents relating to major repair
or replacement projects to
buildings and structures, grounds,
fences, roads, hard surfaced areas,

and similar types of facilities

DFAS Property
Management Offices

Cut off on inactivation of the
installation Destroy 10 years

after cutoff.
AUTH (N1-507-93-2, ltem 77)
(4165/R5)
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SCHEDULE 4165 |
REAL PROPERTY OPERATIONS AND MAINTENANCE
A B C D

R

U

L CUTOFF/DISPOSTION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

—“6\'-FACLL]TIES\ Documents relating to rodent and Cut off at end of calendar
SERVICES ct control programs, janitorial year. Destroy 2 years after
M cutoff
operations of internal repair and \ AUTH (GRS 11, Item 1)
utilities shops. 4165/R6)

7. PROPOSED Documents relating to the Cut off at end of calendar
ACQUISITIONS proposed acquiring of real property year. Destroy 6 years after

of DFAS use; consideration of cutoff

possible sites, and related AUTH (N1-507-93-2, Item 78)
proposals, EXCLUDES documents (4165/R7)

directly incident to an acquisition

of real property

8 LEASING OF REAL Documents relating to acquisitions Cut off on termination of

PROPERTY of real property by lease, lease lease Destroy 2 years after
terminattons, and related cutoff (See NOTE 1)
documents such as lease AUTH (N1-507-93-2, Item 79)
agreements, notices of renewal (4165/R8)
releases, supplemental agreements,
notices of cancellation, appraisals,
and related documents
\9.\ DAMAGE Documents relating to Cut off when assessment is
SSESSMENT determination of the degree of complete. Destroy 2 years
damage to facilities under any of after cutoff
various causes AUTH (GRS 18, Item 11)
4165/R9)

10. | REAL PROPERTY ™~ Reports and other documents Cut off at end of calendar
UTILIZATION mg to the effective or year Destroy 2 years after
REPORTS none ve utilization of real cutoff.

property, an osals as to AUTH (GRS 11, item 2a)
possible or recomm d uses (4165/R10)

1. REAL PROPERTY Documents relating to thNd\ Cut off upon termination of
OUTGRANTS temporary use of DFAS-control outgrant Destroy 2 years

real property for outgrant by after cutoff,
permit, lease, license, easement, AUTH (GRS 11, Item 2a)
and similar documentation (4165/R11)

12 SPACE Documents relating to Cut off upon termination of
ASSIGNMENTS requirements for, assignment, and

utilization of real property space,

including requests to GSA for the

assignment of general-purpose (4165/R12)
space
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SCHEDULE 4165 |
REAL PROPERTY OPERATIONS AND MAINTENANCE j
A B C D
R
U
L CUTOFF/DISPOSTION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
13. REAL PROPERTY Documents relating to the Cut off at end of calendar year
INVENTORIES inventory of real property, in which documents are
including reports, ledgers, superseded or become
correspondence, machine listings, obsolete. Destroy 2 years
and similar records after cutoff
AUTH (N1-507-93-2, item 80)
(4165/R13)
14 REAL PROPERTY Individual record cards and Cut off on consummation of
RECORD CARDS supporting documents maintained the real property disposal
for each item or category of real action Destroy | year after
property to provide a continuing cutoff
record of the real property;1e, AUTH (N1-507-93-2, Item 81)
land and interests therern, (4165/R14)
leaseholds, buildings and
improvements or appurtenances,
coptes of transfers of new
construction forms, completion
reports, and similar records
15 REAL PROPERTY Drawings related to the design and Cut off on consummation of
DRAWINGS construction of a project such as the real property disposal
maps and layouts, architectural, action Destroy 1 year after
mechanical and structural building cutoff
plans; water distribution system, AUTH (N1-507-93-2, ltem 82)
gasoline storage and fuel systems, (4165/R15)
roads, aprons and parking areas;
storm drainage systems, and
similar records
16 CONSTRUCTION Program documents relating to DFAS Property Cut off at end of fiscal year 1n
PROGRAMMING planned construction projects and Management Offices which program 1s completed

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

or cancelled Destroy 6 years
after cutoff

AUTH (N1-507-83-2, Item 83)
(4165/R16)
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SCHEDULE 4165 |

REAL PROPERTY OPERATIONS AND MAINTENANCE J

DFAS 5015.2-M

A B C D
R
U
L CUTOFF/DISPOSTION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
17. CONSTRUCTION Documents accumulated in Cut off upon completion of
PROJECTS connection with the planning and project Destroy 6 years after

construction of specific projects
such as the authorizatron,
Justification, tests and
investigations, specifications and
addenda, tracings, copies of “as 1s”
drawings. Progress photographs,
inspections and completion reports,
and related documents for the
design and construction of
facihities; completion of repairs,
maintenance and modifications;
and installation, repair or operation
of utilitres systems and equipment

18 CONSTRUCTION
PROGRESS REPORTS

Reports and related documents
pertaining to progress of design
and construction projects

19 UTILITIES
OPERATIONS

Documents relating to the
operation of utility systems such as
water, sewer, gas, electric, heating,
boiler, etc , to include service
economy reports, reports of fuel
consumption, and laboratory test
reports

cutoff
AUTH (N1-507-93-2, Item 84)
(4165/R17)

Cut off at end of fiscal year
Destroy 1 year after cutoff.
(See NOTE 2)

AUTH (N1-507-93-2, Item 85)
(4165/R18)

Cut off at end of calendar
year. Destroy 2 years after
cutoff

AUTH (N1-507-93-2, ltem 86)
(4165/R19)

20 UTILITIES
OPERATING LOGS

Records maintained to provide a
continuing record of utilities
systems and equipment operations

21 UTILITIES
CONSERVATION

Correspondence, reports, surveys,
poster designs, informational
media, and related data

DFAS Property
Management Offices

Cut off at end of life of the
system to which the records
pertain. Destroy at cutoff
AUTH (N1-507-93-2, item 87)
4165/R20)

Cut off when superseded or
obsolete. Destroy on cutoff,
AUTH (N1-507-93-2, item 88)
(4165/R21)

22 PARKING RECORDS

Records pertamning to assigned
parking space programs to include
handicapped, executive, mission
essential, key personnel, etc

Any DFAS office

Destroy individual documents
within the file when

superseded or obsolete
AUTH (N1-507-93-2, Item 89)
(4165/R22)

23. VEHICLE
REGISTRATION

Vehicle decal and supporting
records used to register employees’
vehicles for entrance to the
nstallation

DFAS Site designated
office

Destroy individual documents
within the file when

superseded or obsolete
AUTH (N1-507-93-2, item 90)
(4165/R23)
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SCHEDULE 4165 |

REAL PROPERTY OPERATIONS AND MAINTENANCE

DFAS 5015 2-M

the owner of an 1llegally parked
vehicle

25 DRIVING/ CARPOOL
SUSPENSIONS

Records pertaining to suspension
of installation driving privileges or
revocation of assigned carpool
parking space due to violation of
motor vehicle laws or carpool

policy

A B C D
R
U
L CUTOFF/DISPOSTION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
24 PARKING TICKETS Record copy of a citation 1ssued to Cut off at end of calendar year

in which citation 1ssued
Destroy 2 years after cutoff
AUTH (N1-507-93-2, ltem 91)
4165/R24)

Cut off at end of calendar year
in which suspension 1s
terminated. Destroy 2 years

after cutoff
AUTH (N1-507-93-2, ltem 92)
(4165/R25)

NOTES

1 Do not destroy files which relate to an unsettled claim, incomplete investigation, or pending litigation until settlement of the claim,
or completion of the claim or investigation
2 September and final reports will not be destroyed until 6 years after cutoff
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SCHEDULE 4500
TRAVEL AND TRANSPORTATION RECORDS

This schedule governs disposition of records pertaining to transportation planning, programming
and staff supervision of transportation components, movement of passengers, cargo, mail,
household goods, privately owned vehicles, and personal baggage via various modes of
transportation, customs service clearance, travel of personnel and dependents, and traffic
management.

SCHEDULE 4500 ]

TRAVEL AND TRANSPORTATION RECORDS ]

A B C D

CUTOFF/ DISPOSITION/ AUTHORITY
RECORD SERIES DESCRIPTION MAINTAINED IN

~“mec®

FREIGHT Documents relating to carrier | DFAS Cut off at end of fiscal year in which claim
ACCOUNTS charges for transportation Transportation or investigation 1s settled Destroy 3 years
services. Included are claims | Offices after cutoff (See NOTE)

against carriers for losses, AUTH (N1-507-93-2, Item 93) (4500/R1)
damages, and shortages,
mnvestigations, recommended
settlements, and related
information

\2\ INTERNATIONAL Documents relating to the Cut off at end of fiscal year in which
QUSEHOLD receipt, packing, crating, account is closed. Destroy 6 years after

shipping and storing of cutoff.

mternational household goods AUTH (GRS 9, ltem 1c) (4500/R2)

and effects Included are bills

o , travel orders,

requests 10 ment

inventories, Servic ers,

delivery orders, receipts

related documents.
3 PAYMENT Records covering payment Cut off at end of fiscal year in which
DOCUMENTS LESS | for services furnished when account 1s closed Destroy 6 years after

THAN $100 the charges for any single bill ¢

of lading or passenger AUTH 9, Item 1a) (4500/R3)
transportation requests 1s less
than $100, EXCLUDING
those covered in Rule 7
below,
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SCHEDULE 4500 |
TRAVEL AND TRANSPORTATION RECORDS |
A B C D
R
U
L CUTOFF/ DISPOSITION/ AUTHORITY
E RECORD SERIES DESCRIPTION MAINTAINED IN
\4\ INTERSTATE AND | Records governing payment DFAS Cut off at end of fiscal year in which
TERNATIONAL for freight and passenger Transportation account is closed Destroy 6 years after
transportation charges for Offices cutoff.

interstate transportation and
international transportation
by freight forwarders of

naccompanied baggage or

tanffs lawfully on file
the Surface Transportation
Board (STB) or based on
tenders or quotations,
pursuant to the ICC
Termunation Act of 1995, PL
104-88 (49 U S C 701-725)
offering a reduction from the
published STB taniffs,
EXCLUDING those covered
by Rule 7 below

FREIGHT AND
PASSENGER
TRANSPORTATION
PAYMENT FILES

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

AUTH (GRS 9, ltem 1a) (4500/R4)

Cut off at end of fisca
account is closed Destroy

cutoff
AUTH (GRS 9, Item 1a) (4500/R5)

36




DFAS 5015 2-M

LES

services for which notice of
overcharge has been or is
expected to be 1ssued, or if a
rail freight overpayment is
mnvolved, deduction or
collection action has been
taken. voucher contains
inbound transit shipment(s),

retained beyond th
year disposal period.
detection of an undercha;

SCHEDULE 4500 |
TRAVEL AND TRANSPORTATION RECORDS |
A B C D
R
U
L CUTOFF/ DISPOSITION/ AUTHORITY
E RECORD SERIES DESCRIPTION MAINTAINED IN
6 TRANSPORTATION | Records covering payment Cut off at end of fiscal year in which
OVERCHARGE/ for freight and passenger account is closed Destroy 10 years after
OVERPAYMENT transportation charges for cutoff.

AUTH (GRS 9, Item 1b) (4500/R6)

7. BILLS OF LADING | Issuing office copies of
Government bills of lading,
commercial passenger
transportation vouchers and
transportation requests, travel
authorizations, and
supporiing documents

8. UNUSED TICKET Forms used to redeem unused

REDEMPTION tickets
FORMS
9 LOSS AND Schedules of valuables
DAMAGE shipped, correspondence,
SHIPMENT FILES reports, and other records
relating to the administration
of the Government Losses 1n
Shipment Act
10 GENERAL TRAVEL | Correspondence, forms, and
AND related records pertatning to
TRANSPORTATION | agency travel and
FILES transportation functions not

covered elsewhere 1n this
schedule

Cut off at end of fiscal year in which
account 1s closed Destroy 6 years after

cutoff
AUTH (GRS 9, ltem 1c) (4500/R7)

Cut off when travel has been cancelled or
avel date has passed. Destroy 3 years

after cutoff

AU (GRS 9, Item 1e) (4500/R8)

Cuto end of fiscal year in which
account 1svlosed Destroy 6 years after

cutoff
AUTH (GRS 9, IteMs 2) (4500/R9)

Cut off at end of calendar year Destroy 2
years after cutoff.
AUTH (GRS 9, Item 4a) (4500/R10)
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SCHEDULE 4500
TRAVEL AND TRANSPORTATION RECORDS
A B C D
R
U
L CUTOFF/ DISPOSITION/ AUTHORITY
E RECORD SERIES DESCRIPTION MAINTAINED IN

~~l__; TRANSPORTATION

TIVE
PROGRA

RECORDS

Documents 1n either paper or
electronic form relating to the
disbursement of

ortation subsidies to
employees, ing
applications of emplo
longer 1n the program,
superseded applications,
certification logs, vouchers,
spreadsheets, and other forms
used to document the
disbursement of subsidies

TIP Program
Management Office
or TIP Site POC as
appropriate

\

Cut off at the end of the fiscal year.
Destroy 3 years after cutoff

AUTH (GRS 9, ltem 7)
(4500/R11)

\

NOTE Unsettled claims or investigation files will not be destroyed
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SCHEDULE 5000

LIBRARY RECORDS

DFAS 5015.2-M

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

turn-in, and similar records used
for control

2 LIBRARY
DISPOSITION FILES

Inventory adjustment vouchers and
related records which document
each item withdrawn from
permanent holdings

LIBRARY SHELF

Manual or automated listing of
material mn the permanent
collection of DFAS libraries set up
per rules of professional

ship.

4 CARD CATALOG

Manual or ated author, title,
and subject index 10
holdings of library collection
maintained per rules of
professional librarianship

5. LIBRARY LOANS

Automated or hard copy records
such as book cards, reserve cards,
and simular records of the charge-
out system

6 LIBRARY BALANCE
ON HAND

Records containing total number of
items in permanent hbrary
collections to include records of all
additions and withdrawals

SCHEDULE 5000 |
LIBRARY RECORDS ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
1 LIBRARY Requisitions, purchase orders, DFAS Site Libraries | Cut off at end of calendar year
ACQUISITIONS packing lists, requests for 1ssue or Destroy 3 years after cutoff

AUTH (N1-507-93-2, Item 94)
(5000/R1)

Cut off at end of calendar year
Destroy 3 years after cutoff
AUTH (N1-507-93-2, ltem 95)
(5000/R2)

Cut off on dissolution of library
Destroy 1 year after cutoff (See
NOTE)

AUTH (N1-507-93-2, Item 96)
(5000/R3)

Cut off on dissolution of library.
Destroy 1 year after cutoff. (See
NOTE)

AUTH (N1-507-93-2, Item 97)
(5000/R4)

ut off when individual items
withi file are obsolete

Destroy on cu
AUTH (N1-507-93-2, itei
(5000/R5)

Cut off on transfer of the complete
collection or dissolution of the
hibrary Destroy 1 year after

cutoff,
AUTH (N1-507-93-2, Item 99)
(5000/R6)

7 LIBRARY REPORTS
OF AUDIT

Reports of library control records

Cut off at end of calendar year in
which all corrective action is
complete Destroy 1 year after
cutoff

AUTH (N1-507-93-2, item 100)
(5000/R7)

NOTE: If collection 1s transferred, transfer with collection
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SCHEDULE 5001

CENTRAL FILES

DFAS 5015.2-M

This schedule governs disposition of the Central File copy of records which have DFAS-wide impact
Correspondence, policies, procedures, and other related documents signed at Site or higher level, or documents
containing information worthy of Site or higher level attention, are included. Documents in Central File are
additional copies; the record or coordination copy is filed under the appropriate Rule found elsewhere in this

publication.
SCHEDULE 5001
CENTRAL FILES
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 ROUTINE Documents pertaining to routine DFAS Site designated | Cut off at end of fiscal year
NONPOLICY nonpolicy matters and to the offices Destroy 10 years after cutoff
CORRESPONDENCE | overall or general internal AUTH (N1-507-93-2, ltem 139)
administration of the organization (5001/R1)
as opposed to the primary mission
of the organization These
include routine approval actions,
local office operations, equipment
or system request and
procurement actions, routine
budget and manpower actions,
internal office management,
travel, attendance at conferences,
and similar information
2 MISSION POLICIES | Documents pertaining to policy PERMANENT Cut off at end of
AND PROCEDURES | matters and to actions fiscal year Transfer to National
FILES documenting the primary mission Archives in 5-year blocks when
of the organization. latest record in block 1s 20 years
old
AUTH (N1-507-93-2, Item 140)
(5001/R2)
3 INDEX FILES Index of central files PERMANENT Cut off at end of
calendar year Transfer to
National Archives along with the
records to which they pertain.
AUTH (N1-507-93-2, Item 141)
(5001/R3)
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SCHEDULE 5005

ADMINISTRATIVE ORDERS

This schedule governs disposition of permanent and temporary orders.

SCHEDULE 5005 |

DFAS 5015 2-M

command, awards and
decorations, memonalization
program and dedication
ceremontes and organizational
and installation actions such as
activation, redesignation,
mactivation, and similar actions.

2 TEMPORARY
ORDERS —LONG
TERM

Orders pertaining to civilian
permanent change of station and
dependent travel, assignment of
contract personnel, and formal
boards and committees.

3 TEMPORARY
ORDERS -SHORT
TERM

Orders pertaining to all types of
temporary duty (TDY) travel,
appointment of investigating
officers and boards, appointment
of attendants and escorts, orders
pertaining to emergency or
special leave, and miscellaneous
actions not covered elsewhere

ADMINISTRATIVE ORDERS
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 PERMANENT Orders pertaining to appoimtment | Any DFAS office PERMANENT Cut off at end
ORDERS of directors, assumption of of calendar year Transfer to

National Archives in 5-year
blocks when latest records in
block are 20 years old.

AUTH (N1-507-93-2, Item 101)
(5005/R1)

Cut off at end of calendar
year. Destroy 56 years after
cutoff

AUTH (N1-507-93-2, Item 102)
(5005/R2)

Cut off at end of calendar
year. Destroy 1 year after
cutoff

AUTH (N1-507-93-2, Item 103)
(5005/R3)
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SCHEDULE 5010
OFFICE ADMINISTRATIVE FILES

DFAS 5015 2-M

This schedule governs disposition of records accumulated by individual offices while carrying out the
internal administration or “housekeeping™ activities of the office. The records listed in this schedule are
common to most DFAS offices.

SCHEDULE 5010

]

OFFICE ADMINISTRATIVE FILES

A B C D
CUTOFF/ DISPOSITION/
RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

STAFFING RECORDS

Records used to fill vacancies
such as requests for personnel
action, interview questions,
notification letters, etc

o /mrc‘w

(READ FILES)

Extra copies of messages sent
or recerved, or other type of
written correspondence which
are filed by date released or
sent, organization sent to or
received from, or some other
similar filing feature and used

quick-reference or cross-
refedegce purposes

EXPENDITURE OF FUNDS

Records\ged to develop and
control the d{fice budget such
as the call for edymaites,
budget reports, wotksheets,
accountability ledger, 2nd
similar documents.

ADMINISTRATION OF
OFFICE PERSONNEL

Records used in the day-to- N\
day management of office
personnel to include training,
travel, letters of appreciation,
nominations for special
recognition, such as Civilian

of the Year or Soldier of the
Quarter, and similar records

OFFICE SUPPLIES AND
EQUIPMENT

Records used to acquure,
monttor, and dispose of
supplies and equipment such
as the office equipment
custodian file, requisitions,
purchase requests, shipping
records, requests for i1ssue or
turn-mn of equipment, and
similar records

Any DFAS office

Cut off at end of calendar
year Destroy 2 years after
cutoff

AUTH (GRS 23, Item 1)
(5010/R1)

Cut off at end of calendar
year. Destroy 2 years after
cutoff

AUTH (GRS 23, ltem 1)
(5010/R2)

Cut off at end of calendar
year. Destroy 2 years after
cutoff

AUTH (GRS 23, Item 1)
(5010/R3)

Cut off at end of calendar year
Destroy 2 years after cutoff
AUTH (GRS 23, ltem 1)
(5010/R4)

t off at end of calendar

(5010/R5)

42




SCHEDULE 5010

]

OFFICE ADMINISTRATIVE FILES

DFAS 5015.2-M

A B C D
CUTOFF/ DISPOSITION/
RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

/mrcz

OFFICE SERVICES, SPACE
AND UTILITIES

N

Records used to request,
monitor, suspend, or manage
office services, space, and
utthities such as requests for
telephone service or reparr,
requests for rearrangement of
systems furniture, long
distance phone logs, changes
to space requirements, and
similar records

WORKLOAD REPORTS

Includes individual production
reports, work in progress
reports, activity reports, etc

SAFETY RECORDS

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

N,

TRANSITORY MATERIAL

Records that have no enduring
value but may be needed for
reference purposes for g short
time Examples are retirément
announcements, “
advertisements for tramning
sessions, and other items of a
similar nature

10.

STAFF MEETINGS AND
CONFERENCES

Minutes of staff meetings

11

RECURRING OFFICIAL
VISITS

Requests for permission to
visit and reports of visits
including findings,
recommendations and follow-
up that are part of a formal
recurring visit schedule.

12,

ONE-TIME OFFICIAL
VISITS

Requests for permission to
visit and reports of visits
including findings,
recommendations, and follow-
up, which are not part of a
formal recurring visit,
schedule

Any DFAS office

Cut off at end of calendar
year. Destroy 2 years after

cutoff
AUTH (GRS 23, ltem 1)
(5010/R6)

Cut off at end of calendar
year Destroy 2 years after
cutoff

AUTH (GRS 23, item 1)
(5010/R7)

Cut off at end of calendar
year. Destroy 2 years after
cutoff

AUTH (GRS 18, lItem 11)
5010/R8)

Cut off at end of month

Destroy 90 days after cutoff.
AUTH (GRS 23, ltem 7)
(5010/R9)

Cut off at end of calendar
year. Destroy 2 years after
cutoff.

AUTH (GRS 23, ltem 1)
(5010/R10)

Cut off when superseded by
next visit. Destroy upon

(GRS 23, Item 5b)
1

N\
Cut off at endf calendar
year Destroy 2 years after
cutoff S

AUTH (GRS 23, Item 1)
(5010/R12) .
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\

Support Agreements and
Intragovernmental Support

T-Agreements formally
documentmg-arrangements for

supplying and/or recetvin
goods or services  Also
includes Memorandums of
Agreement (MOA) nvolving
transfer of personnel spaces

and training

SCHEDULE 5010
OFFICE ADMINISTRATIVE FILES 1
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
DELEGATIONS OF Records such as forms, Destroy individual documents
AUTHORITY/ correspondence, etc , which within the file when
M{I’;&I\I\AL DUTY task office personnel with a superseded or obsolete
ASSIGNMENTS specific assignment beyond AUTH (GRS 23, Item 5b)
~. the scope of their normal (5010/R13)
work.
14 OFFICE ORGANIZATT@I}L Office copy of manpower Any DFAS Office Destroy individual documents
RECORDS ~~4_standards, manpower guides, within the file when
m:%)‘nmg documents, superseded or obsolete.
organizatignal chart, personnel AUTH (GRS 23, Item 5b)
charts and simar records (5010/R14)
which document Hﬁb\
organization of the ofﬁéé\\‘
15 POLICY/PRECEDENT/ Records used to document ~. Destroy individual documents
PROCEDURES internal pohcies, precedents or S . within the file when
procedures such as operating . superseded or obsolete
instructions, checklists, ~ AUTH (GRS 23, Item 5b)
worksheets, correspondence, *-.| (5010/R15)
typical cases, etc T
16. | INSPECTIONS Records such as inspection Destroy mdividual documents
reports at inspected activities within the file when
and self-spection checklists superseded or obsotete
AUTH (GRS 23, Item 5b) ™~
(5010/R16) ~
17 SUPPORT AGREEMENTS Agreements made between Office of Primary
two offices, organizations, Responsibility (OPR)
agencies, etc , for support or
cooperatton, may also be
called host-tenant support
agreements, service level
agreements, or other stmilar
names.
T Reimbursable Interservice Cut Off when superseded or

cancelled Destroy 6 years

and 3 months after cutoff
AUTH (GRS 6, Item 1a)
(5010/R17 01)

\\
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SCHEDULE 5010 |
OFFICE ADMINISTRATIVE FILES
A B C D

R

u

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

17.02 Non-reimbursable Destroy individual agreements
Memorandum of within the file when
Understanding (MOUY/ superseded or obsolete. (See
Memorandum of agreement NOTE)
(MOA) for recurring AUTH (N1-507-93-2, item 104)
interservice and (5010/R17 02)
intragovernmental support and
cooperation where no funds
are involved.

UBLICATIONS/ FORMS Records used to requisition Any DFAS Office Destroy individual documents
M publications or forms; includes within the file when
" =~—.__| publication bulletins at the superseded or obsolete.
customer.office AUTH (GRS 23, Item 5b)
S (5010 R18)
19. | SUSPENSE CONTROL Any of a variety of forms,™ V . Destroy individual documents
RECORDS computerized listings, extra within the file when suspense
copies, etc , used to monitor 18 compj_;t;
AUTH (GRS 23- 6b
and control suspenses Soror R(1 5 #em6b)
20 WORK SCHEDULING AND | Records created while Any DFAS office Destroy individual documents
PLANNING RECORDS planning, organizing, directing within the file when
and controiling the work of the superseded or obsolete.
office such as schedules, work AUTH (N1-507-93-2, item 105)
plans for specific projects, (5010/R20)
annual goals and objectives,
etc.

L QFFICE INFORMATION Records pertaining to security Destroy individual documents
SECURIF¥-.. —~ clearances, management of within the file when
ADMINISTRATION " -+ - | classified documents within superseded or obsolete

the offiee, and similar records AUTH (GRS 23, item 5b)
UL (5010/R21) :

22. | MAIL CONTROL RECORDS | Office level copy of forms of - - Cut off at end of calendar
other records pertaining to year Destroy 1 year after
accountable or registered mail cutoff.

AUTH (GRS 12; item 63)
{5010/R22) -
23 REFERENCE FILES Documents used to

FACILITATE the
performance of the office
mission as distinguished from
those official records
necessary to DOCUMENT
performance of the mission.
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FILES

maintained in the office file

‘%5\

WORD PROCESSING/
ADSHEET RECORD

Records produced by word
processing or spreadsheet
application software which are
maintained only 1n electronic
form and take the place of

har records

produce or updaté & hard-copy-- |-

26

ADMINISTRATIVE
DATABASES - WORKING
FILES

Databases that support
administrative or
housekeeping functions that
are matntained for
convenience only and contain
information duplicated in hard
copy files

SCHEDULE 5010 I
OFFICE ADMINISTRATIVE FILES ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
Cards, hstings, indices, and Destroy when superseded,
similar documents used to obsolete, or determined to be
facilitate or control work of no further value, whichever
1S sooner.
AUTH (N1-507-02-1, Item 30)
(5010/R23)

2301 Copies of mission-related and Destroy when superseded,
similar reproduced materials obsolete, or not longer needed
that do not fall within the for reference
description for reference AUTH (N1-507-02-1, Item 31)
publications (5010/R23 01)

FWORD-PROCESSING/ Spreadsheets recorded on Cut off when purpose has been
SPREADSHEET WORKING—t-electranic media used to served. Delete when no

—~1 update g3 hard copy

longer needed to produce or

AUTH (GRS 20; ltert5a)

Cut off records as prescribed
for hard copy records they
replace Delete records after
expiration of the retention
period for the hard copy

records they replace
AUTH (N1-507-02-1, ltem 32)
(5010/R25)

Cut off and destroy when

superseded
AUTH (N1-507-02-1, Item 33)
(5010/R26)

INISTRATIVE
DATABA =
COPIES

Databases that support
administrative or
“housekeepung functions that
are maintaned only fir—~—--.... |
electronic form and take the
place of hard copy records

Any DFAS office

Cut off records as prescribed
for hard copy records they
replace Delete records after
expiration of the retention
period for the hard copy

" records they replace

AUTH (GRS 20, lferi3b(2)

NOTE. The supervisor may determine that all versions of the MOU are needed as history of the cooperation and
agreements made This is permissible, but previous MOUs should be physically separated from the current MOU
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SCHEDULE 5011

STUDIES

DFAS 5015.2-M

This schedule governs disposition of records created in connection with studies. Generally, the studies

are done to analyze, measure, or improve methods, procedures, management practices, or organization.

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

2 OFFICE PROJECTS
AND STUDIES

Case files to include the final
written report and related records
of a project or study done by an
office to improve methods of
operation within the office or
functional area which may or may
not result in the 1ssuance of a
publication

SCHEDULE 5011
STUDIES
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED AUTHORITY
IN
1 MANAGEMENT Final written report and related DFAS Arlington, PERMANENT Cut off when
ANALYSES, STUDIES, | documentation of a major, formal DFAS Sites at Site | study is complete. Transfer to
AND SUMMARIES study The final recommendation | director level National Archives in 5-year blocks

when the latest record 1n the block

15 20 years old
AUTH (N1-507-93-2, ltem 107)
(5011/R1)

Publication

\

—

No Publication

I

Any DFAS office

Cut off when study 1s complete
Include the final report and
pertinent records with the record
set of the publication and dispose

of per schedule 5025
AUTH (N1-507-93-2, Item 108)
| (5011/R2)

Cut off when study is complete

Destroy S years after cutofT.
AUTH (GRS 16, Item 9) (5011/R2 01)

3 ADMINISTRATIVE
SYSTEMS STUDIES

Final written report-and-related
records of studies done to assess
the need for and recommend
administrative system
improvements

Admuinistrative
functional area at
DFAS Sites

Cut off when study is complete

Destroy S years after cutoff.
AUTH (GRS 16, Item 9) (5011/R3)
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SCHEDULE 5011
STUDIES
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED AUTHORITY

IN
4, SOURCE DATA FOR Working papers, notes, feeder Any DFAS office Cut off when study is complete.

STUDIES

reports, results of research and
similar background or source data
gathered and analyzed during
conduct of study

Destroy when information
contained has either been
incorporated nto the final report or
discarded as not pertinent to the

study
AUTH (N1-507-93-2, Item 109)
(5011/R4)

5 STUDIES
e —

Individual studies which i1dentify

L weaknesses with accident potential
caused by Human factors, design,
traming, operations, maintenante—~

Safety functional
area at DFAS Sites

Cut off when potential weakness 1s
ehminated Destroy 3 years after

cutoff (See NOTE 1)
AUTH (GRS 18, Item 9) (5011/R5)

of equipment, etc. Includes i
supporting records and plansfor | | T~ ~—
improvement T el

6 PRODUCTIVITY Feasibility studies, study
ENHANCEMENT proposals, study plans, requests,

STUDIES and related records
Recommendation Approved Any DFAS office Cut off at end of calendar year in
which implementation 1s complete
Destroy 3 years after cutoff
AUTH (N1-507-83-2, Item 110)
5011/R6)

60! Recommendation Disapproved Cut off when recommendation 1s
disapproved Destroy 1 year after
cutoff.

AUTH (N1-507-93-2, item 111)
(5011/R6 01)

7 MANPOWER Studies, memoranda, measurement | Manpower Cut off at end of calendar year in
STANDARDS plans and reports, and other source | functional area at which a manpower standard 1s
STUDIES data such as standard data input DFAS Sites superseded or becomes obsolete.

computation, measured man-hour (See NOTE 2) Destroy 1 year after
records, workload factor records, cutoff

work unit production records, AUTH (N1-507-93-2, Item 112)
concurrences and comments, final (5011/R7)

reports, and related records used to

develop manpower standards

8 ORGANIZATIONAL Organizational charts and Mauntained at Permanent Cut off at end of
STUDIES reorganization studies, graphic DFAS Arlington calendar year Transfer to National

illustrations that provide a detailed
description of the admnistrative
structure of the agency to include
final recommendations, proposals,

and staff evaluations

and manpower
functional areas at
DFAS Sites

Archives 1n 5-year blocks when the
latest record mn the block is 20

years old
AUTH (N1-507-93-2, ltem 113)
(5011/R8)
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NOTES:

1. If an accident attributable to the identified weakness occurs during the 3-year retention pertod, the file will be reopened and
cut off again when the weakness causing the accident is ehminated

2 The file should rematn open as long as the standard remarns in effect, regardless of when 1t was established
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SCHEDULE 5015
RECORDS MANAGEMENT

99

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

VISITS

assistance visits or records
management surveys

SCHEDULE 5015 |
RECORDS MANAGEMENT
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
B RDS Records pertaining to the DFAS Records Cut off at end of calendar year
MANAG development and establishment of | Management Offices | Destroy 6 years after cutofT.
PLANNING the anagement program AUTH (GRS 186, item 7) (5015/R1)
to include correspo orts,
authorizations and other records —T—~—.__
that relate to the management of T—
the agency’s recordsnotcovered | LTI
elsevx%here in this schedule T
2. STAFF ASSISTANCE | All records pertaining to staff Cut off upon completion of visit or

survey Destroy when superseded
AUTH (N1-507-93-2, Item 135)
(5015/R2)

301

3.02

RECORDS
DISPOSITION FILES

Records disposition schedules,
descriptive inventories, disposal
authorizations, and reports

Basic documentation of records
description and disposition
programs, including SF 115,
Request for Records Disposition
uthority, SF 135, Records
Trahsguttal and Receipt, SF 258,
Agreeur:\}m%Transfer Records to
National Archhwes of the United
States; and related documentation

~

SF 115s that have been approved

Agency Records

Cut off upon supersession

by NARA e Management Office Destroy 2 years after cutoff.
S AUTH (GRS 16, Item 2a(1)) (5015/R3)
™~
SF 135s Forms and related AnY‘DFQS office Cut off at the end of the year in

correspondence used to transfer
records

.

which applicable records are
destroyed Destroy 6 years after

cutoff
AYTH (GRS 16, ltem 2a(2))

(5015/R3 01)

SF 258s covering agency records
transferred to the National

Maintain 1n agency
Records Management

Cut off after the related records have
been transferred to the National
Archives of the Uited States Destroy

Archives | Office after records 5 N off
years atter cuto .
have been transferred | 70" (GRS 16, ltem 2a(2))" ~~_
to the custody of the (5015/3 02) ~
National Archives ~.
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N

including public use reports
Included are clearance forms,
including, i ¢ SF 83, copies of
pertinent forms or descriptions of
format, copies of authorizing
directives, preparation instructions,
documents relating to the
eval on, continuation, revision,
and discontypuance of reporting
requirements ™

INFORMATION
COLLECTION
BUDGET FILES

Reports required bythe Office of
Management and Budgetunder the
Paperwork Reduction Act abayt

the number of hours the public ™.
spends fulfilling agency reporting |
requirements Included are
associated feeder reports, report
exhibits, correspondence,

directives, and statistical
compilations

SCHEDULE 5015
RECORDS MANAGEMENT
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
303 Routine communications DFAS Records Cut off at the end of the year Dcstroy
\ Management Offices | 2 years after cutoff
. AUTH (GRS 16, Item 2b) (5015/R3 03)
4 SYSTEM NOTICES Reports; €ers, DFAS Records Cut off at end of calendar year 1n
conm Management Offices | Which notice 1s published in the federal
document announcement of \\\\ gng:fo.]I_)ES;;Oy 1 year after cutoff
proposed records schedules and T Teellee
changes to existing ones, 1n the AUTHERS 16, tem 1.3_3) (S015/R4)
Federal Register. J
5. FILE PLANS A document containing the Any DFAS office Destroy when superseded or obsolete
identifying number, title or (See NOTE 2)
description, and disposition 2%12/4?1'507‘93'2' ftem 137)
authority of files held in an office ( )
REPORTS CONTROL | Case files maintained for each DFAS Reports Cut off when report 1s discontinued
\ FILES agency report created or proposed, | Control Offices Destroy 2 years after cutoff

AUTH (GRS 16, Item 6) (5015/R6)

Cut off at end of fiscal year Destroy 7
years after cutoff (See NOTE 3)
AUTH (GRS 186, ltem 12) (5015/R7)

INFORMATION
REQUESTS

Requests for information and
copies of replies thereto, involving
no administrative actions, no
policy decisions, and no special
comptlations or research and
requests for and transmittals of
publications, photographs. and

other information literature

DFAS Records
Management Offices

Cut off at the end of quarter;

destroy 3 months after cutoff
(AUTH GRS 14, ltem 1) (50515/R8)

NOTES:
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For disposition on systems notices covering Privacy Act records, please see Schedule 5020

The file plan file folder should be the first one in the first drawer of the first cabinet (maintained in any DFAS office)
The DFAS RMO should maintain completed SF 258s as a permanent part of operating records held onsite  Attached to
the SF 258 should be a copy of the governing SF 115 (or an extract thereof) and any SF 135s which oniginally transferred
the records into NARA holdings Such a collection will prove to be of invaluable assistance to researchers and provide
legal protection to both DFAS and the National Archives
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SCHEDULE 5020

DFAS 5015 2-M

PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS

This schedule governs disposition of records accumulated in support of the Privacy Act (PA) and
Freedom of Information Act (FOIA) programs.

who provide mnadequate
descriptions, and to those who fail
to pay agency reproduction fees.

Request appealed.

SCHEDULE 5020 |
PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1. PRIVACY ACT Approved Privacy Act Systems DFAS PA or FOIA Cut off when notice is
\ GENREAL Notices offices discontinued. Destroy 2 years
DMINISTRATIVE after the close of the CY in
which notice is discontinued
AUTH (GRS 14, item 26) (5020/R1)

101 Records relating to general Agency Cut off at end of calendar year
implementation of the Privacy Act, Destroy 2 years after cutoff
including routine correspondence AUTH (GRS 14, item 26)
and related records. (5020/R1 01)

2 PRIVACY ACT Files crated i response to requests

REQUESTS FILES individuals to gain access to

therr Yegords or to any information
1n the recogds pertaining to them, as
provided forugder S U.SC
552a(d)(1). Filesontam original
request, copy of repIthereto, and
all related supporting dovyments,
which may include a copy ©
records requested
Correspondence and supporting N Cut off at end of CY in which
documents (EXCLUDING the \ request is granted Destroy 2
official file copy of the records \ years after cutoff.
requested if filed herein) Granting . AUTH (GRS 14, Item 21a(1))
access to all the requested records \ (5020/R2)

2.01 Responding to requests for "~ Cut off at end of CY in which
nonexistent records, to requesters ™. | response 1s made. Destroy 2
who provide madequate “I~years after cutoff,
descriptions; and to those who fail AUTH (GRS 14, Item 21a(2) (a))
to pay agency reproduction fees (502072 01)

Requests not appealed o

2.02 Responding to requests for DFAS PA or FOIA Destroy as authorized under

nonexistent records, to requesters offices Item 3 02 .
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SCHEDULE 5020 |
PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
\g Denying access to all or part of the Cut off at end of CY in which
records requested. Requests not request is denied. Destroy 5
appealed years after cutoff
AUTH (GRS 14, item 21a(3)(a))
(5020/R2 03)
204 Denying access to all or part of the Destroy as authorized under
records requested Requests Item 3¢
appealed. AUTH (GRS 14, ltem 21 a(3)(b))
N (5020/R2 04)
205 N Official file copy of requested Dispose of 1n accordance with
\ records. approved Agency disposition
AN instructions for the related
\ records
. AUTH (GRS 14, Item 21 b)
AN (5020/R2 05)
3 PRIVACY ACT Files relafing to an individual’s
AMENDMENT CASE | request to amend a record
FILES pertaining to that individual as

provided for under\

5 US C 352a(d)(2)}-to the
individual’s request for & review of
an agency'’s refusal of the
individual’s request to amenda
record as provided for under 5

U S C 552s(d)(3); and to any civil >
action brought by the individuals

against the refusing agency as N

provided under 4 U S C 552a(g) N

Requests to amend agreed to by ' Dispose of in accordance with

agency Includes individual’s \, the approved disposition

request to amend and/or review instructions for the related

refusal to amend, copies of N subject individual’s record or 4

agency’s replies thereto, and N, Years after agency’s agreement

related matenals. to amend, whichever 1s later
AUYH (GRS 14, item 22a)
(5020/R3)

3ol Requests to amend refused by DFAS PA or FOIA Dispose'of 1n accordance with
agency Includes individual’s offices approved disposition mstructions
requests to amend and to review for the related subject
refusal to amend, copies of individual’s record, 4 years after
agency’s rephes thereto, statement final determination by agency, or
of disagreement, agency 3 years after final adjudication
Justifications for refusal to amend a by courts, whichever 1s later.
record, and related materials AUTH (GRS 14, ltem 22b) .

(5020/R3 01) N,
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SCHEDULE 5020 |
PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS |
A B C D
CUTOFF/ DISPOSITION/
RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY

Appealed requests to amend
Includes all files created n
responding to appeals under the
Privacy Act for refusal by any
agency to amend a record.

Dispose of in accordance with
the approved disposition
nstructions for related subject
individual’s record or 3 years
after final adjudication by courts,
whichever is later.

AUTH (GRS 14, Item 22¢)
(5020/R3 02)

4 PRIVACY A Files maintained under the Dispose of in accordance with
ACCOUNTING provisions of 5 U.S C 552a(c) for the approved disposition
DISCLOSURE FIL an accurate accounting of the date, instructions for the related

nature, and purpose of each subject individual’s records or 5
closure of a record to any person years after the disclosure for
nother agency, including which the accountability was
showing the subject made, whichever is later.
name, requester’s AUTH (GRS 14, ltem 23) (5020/R4)
ss, purpose and
and proof of
subject individual’s\qonsent when
applicable
5 PRIVACY ACT Files maintained for con
CONTROL FILES purposes 1n responding to reduests,
including registers and similar
records listing date, nature of
request, and name and address of
requester
Registers or listings. Destroy 5 years after date of last
\ entry.
N AUTH (GRS 14, item 24a)
o (5020/R5)
501 Other files DFAS PA or FOT)\ Destroy 5 years after final action
offices '\\ by the agency or final
~adjudication by courts,
whichever 1s later
AUTH. (GRS 14 item 24b)
(5020/R5.01)

6. PRIVACY ACT (See NOTE) Recurring reports Cut off at’end of Calendar year.

REPORTS FILES and one-time information Destroy 2 years after cutoff

requirements relating to agency
implementation, including biennial
reports to the Office of
Management and Budget (OMB),
and the Report on New Systems at
all levels

AUTH (GRS 14, item 25) (5020/R6)
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SCHEDULE 5020 |
PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS 1
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
7 FOIA Records relating to the general Cut off at end of calendar year
ADMINISTRATIVE agency implementation of the Destroy 2 years after cutoff
FILES FOIA, including notices, AUTH (GRS 14. Item 15) (5020/R7)
memoranda, routine
correspondence, and related
records
8. FREED OF Files created 1n response to
INFORMANON ACT | requests for information under the
REQUEST FOIA, consisting of the original
request, a copy of the reply thereto,
and all related supporting files
which may include a copy of the
uested record.
Correspondence and supporting
documdyts (Excluding the official
file copy df the records requested 1f
filed herein)
Granting access¥Q all the requested Cut off at end of calendar year in
records which response is made
Destroy 2 years after cutoff
AUTH (GRS 14 ltem 11a(1)
(5020/R8)
8.01 Responding to requests for DFAS PA or FOIA
nonexistent records, to requesters offices
who provide inadequate
descriptions, and to those who fail
to pay agency reproduction fees
Requests not appealed Cut off at end of calendar year 1n
which response is made
Destroy 2 years after cutoff
AUTH (GRS 14, Item 11a(2)(a))
(5020/R8 01)
8§02 Request appealed Destroy as authorized under item
A (GRS 14, Item 12)
(50201R8 02)
9 FOIA APPEALS Files created in responding to
FILES administrative appeals under the
FOIA for release of information
dented by the agency, consisting of
the appellant’s letter, a copy of the
reply thereto, and related
supporting documents, which may
include a copy of records under
appeal N
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SCHEDULE 5020 |

PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS [

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
Correspondence and supporting Destroy 6 years after final
documents (EXCLUDING the file determination by agency, 6 years
copy of the records under appeal). after the time at which a
requester could file suit, or 3
years after final adjudication by
the courts whichever 1s later.
AUTH (GRS 14, ltem 12a)
(5020/R9)
901 \ Official file copy of records under Dispose of in accordance with
peal. approved agency disposition
mstructions
AUTH (GRS 14, Item 12b)
(5020/R9 01)
10 FOIA CONTROL Files maintatsgd for control DFAS PA or FOIA
FILES purposes in respoading to requests, | offices

including registers and similar

records listing date, nature,_and

purpose of request and nam

address of requester

Registers or listing N Destroy 6 years after date of last
entry.
AUTH (GRS 14, item
13 a)(5020/R10)

10.01 Other files Destroy 6 years after final action
by the agency or after final
adjudication by courts,

hichever 1s later
MGRS 14, Item 13b)
(50201R10 01)
11. | FOIA REPORTS (See NOTE) Recurring reports Cut off atend of calendar year.
FILES and one-time information Destroy 2 yeass after cutoff.
requirements relating to the agency AUTH (GRS 14, 14)
implementation of the Freedom of (5020/R11)
Information Act, EXCLUDING
annual reports to the Congress at
the departmental or agency level
12. | FOIA REPORT TO Annual Report to Congress Permanent. Cut off at end of
CONGRESS calendar year Transfer to
National Archives in 5-year
101 blocks when most recent records
are 20 years old
AUTH (N1-507-93-2, ltem 138)
(5020/R12)

NOTE: The GRS does not cover departmental or agency level annual reports to the Congress These reports should be

scheduled for transfer to the Nation Archives of the United States by submitting an SF 115 to NARA
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SCHEDULE 5025

PUBLICATIONS AND FORMS

DFAS 5015 2-M

This schedule governs disposition of records pertaining to the creation, production, and distribution of

forms and publications.

SCHEDULE 5025 |

PUBLICATIONS AND FORMS

A

RECORD SERIES

DESCRIPTION

MAINTAINED IN

CUTOFF/ DISPOSITION/
AUTHORITY

—mr R

RECORD SET -
PUBLICATIONS

101

The record set of each publication,
regulation, manual pamphlet,
visual axd, etc , to include backup
documenting the approval process,
such as coordination, pertinent
federal laws, studies, and similar
records

DFAS Publication
Management Office

DoD-Level (Mission-Related)
Issuances for which DFAS 1s the
POC

Permanent Cut off when
publication 1s rescinded,
superseded, or obsolete Place
n an 1nactive file which 1s cut
off annually on December 31
Transfer to National Archives
1n 5-year blocks when most
recent records are 20 years

old
AUTH (N1-507-93-2, Item 144)
(5025/R1)

DFAS Arlington/Agency-wide
coverage (Mission Related)

Permanent. Cut off when
publication 1s rescinded,
superseded, or obsolete Place
n an tnactive file which is cut
off annually on December 31.
Transfer to National Archives
n 5-year blocks when most
recent records are 20 years

old
AUTH (N1-507-93-2, Item 144)
5025/R1 01)

1.02

Individual DFAS Site Coverage
(Mission-Related)

DFAS Site offices

Permanent Cut off when
publication is rescinded,
superseded, or obsolete. Place
in an inactive file which 1s cut
off annually on December 31.
Transfer to National Archives
in 5-year blocks when most
recent records are 20 years

old.
AUTH (N1-507-93-2, Item 144)
(5025/R1 02)
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&

Notices and other types of
1ssuances related to routine

\\admlmstrative functions.

SCHEDULE 5025
PUBLICATIONS AND FORMS
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
103 Case files related to 1 01. through Cut off and transfer with the
1.02 above issuance to which the
individual file pertains
104 Case files related to DFAS Cut off at close of fiscal year
coordination on higher level non- n which applicable
mission-related 1ssuances (1 DoD publication 1s published
Directives, DoD Instructions, DoD Destroy 4 years after cutoff.
Regulations and Manuals, OSD AUTH (N1-507-02-1, item 42)
Administrative Instructions (5025/R1 04)
Administrative [ssuances Any DFAS office Destroy when superseded or

obsolete.
AUTH (GRS 16, ltem 1a)
(5025/R1 05)

2 RECORD SET - FORMS

Reco of each form to
include request W or
redesigned form, all justifica i

and approvals, all supporting
documents and correspondence
coptes of old forms, when
applicable, and drawings, sketches,
or designs

Forms Management
Offices

\

T~

Cut off when form 1s
discontinued, superseded, or
cancelled. Destroy 5 years

after cutoff.
AUTH (GRS 16, Item 3a)
{6025/R2)

Cut off at end of fiscal year.

4 W
REGISTERS

e assignment of form

numbers, consisting ofamentry.n__ |

the register

S ACCOUNTABLE
FORMS RECEIPTS
AND ISSUES

Documents reflecting the receipt or
1ssue of accountable blank forms,
mcluded are receipt forms, listings,
and registers

6 ACCOUNTABLE
FORMS
AUTHORIZATIONS

Signature cards identifying
individuals authorized to recetve
accountable forms

3 FORMS Documents relating to reports on DFAS Publication
MANAGEMENT progress in forms management, Management Office Destroy S years after cutoff.
REPORTS mncluded are reports, work sheets, AUTH (N1-507-93-2, Item 146)
and correspondence directly (5025/R3)
related to the reports
3.01 Field Site office Cut off at end of fiscal year.
Destroy 2 years after cutoff
AUTH (N1-507-93-2, ltem 147)
(5025/3 01)
Documents used to record and DFAS Publication Cut off when all forms entered

Management Office

on the page are discontinued
or obsolete Destroy upon
cutoff

AUTH: (GRS 16, Item 3b)
(5025/R4) :

Cut off at end of calendar
year Destroy 2 years after
cutoff.

AUTH (N1-507-93-2, ltem 148)
(5025/R5)

Cut off at end of calendar
year Destroy 2 years after

cutoff
AUTH (N1-507-93-2, Item 149)

(5025/R8)
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SCHEDULE 5025 |
PUBLICATIONS AND FORMS
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
7 GENERAL REFERENCE | Any publication which 1s not the Cut off when publication
AND PUBLICATIONS record copy and is maintained for becomes superseded or

reference purposes

obsolete Destroy upon cutoff
AUTH (N1-507-93-2, Item 145)
(5025/R7)

\&\ FORMS REQUESTS

ND APPROVALS

\\‘.

~~.

~.

Background maternial accumulated
during design of form

Functional area
responsible for the
form

Cut off when related form 1s
discontinued, superseded, or
cancelled Destroy upon

cutoff
AUTH (GRS 16, Item 3b)
(5025/R8)

9 FORMS AND
PUBLICATIONS
PRINTING FILES

Decuments relating to printing of
forms and.publications to include
requisition, nvoice, specifications,
and related papers

DFAS Publication
Management Offices

Cut off at end of fiscal year 1n
which requisition is filled or
item 1s cancelled Destroy 3

years after cutoff.
AUTH (GRS 3, Item 6a (5025/R9)

10. | REQUISITION
STOCKING, AND
DISTRIBUTION FILES

Publications requirements and
distnibution

Publications
Distrnibution Office
(PDO)

Cut off at end of fiscal year in
which request 1s filled.

Destroy 1 year after cutoff
AUTH (GRS 13, Item 3) (N1-507-
93-2, ltem 142) (5025/R10)

10 01

Forms requirements and
distmbution

Destroy when related form 1s
discontinued, superseded, or

cancelled
AUTH (GRS 186, Item 3b) (N1-
507-93-2, Item 143) (5025/R10 01)
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SCHEDULE 5040
AUDIOVISUAL INFORMATION AND GRAPHICS

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

SCHEDULE 5040 |
AUDIOVISUAL INFORMATION AND GRAPHICS L
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

PRODUCTION FILES Project files that document origin, | DFAS Audiovisual
development, acquisition, use. and | Information and
ownership of audiovisual Graphics Office
production projects, includes
scripts, cue sheets, production
reports, production contracts, and
ilar records documenting
produ of a project
Non-mlssw\n\ Cut off on completion of the
\ production Dispose of
~ according to the instructions
\\ covering the related AV records
\\‘ AUTH (GRS 21, Item 28) (5040/R1)
1.01 Mission T (PENDING) Contact Records
T~ Manager.

2 FINDING AIDS Aids such as data sheets, shot “*~.. | Cut off when superseded or
lists, catalogs, indexes, review “obsolete Destroy according to
sheets, lists of captions, and other instﬁchon; covering the related
textual documentation necessary records T~
for the proper 1dentification. AUTH (GRS 21, Itém-29) (5040/R2)
retrieval, or use of audiovisual ~. .
information records -y

3. REQUESTS FOR Requisitions or other requests for Cut off at end of calendar year.

112 AUDIOVISUAL audrovisual products or service Destroy 1 year after cutoff
SERVICES AUTH (N1-507-93-2, ltem 151)
(5040/R3)
*@LL\HY\ Non-mission. Still photography DFAS Audiovisual Cut off at end of calendar year.
PHOTOGRAP ot reflect the mission of | Information and Destroy 1 year after cutoff.
DFAS, such as photographs-ef——1 _Graphics Office AUTH (GRS 21, Item 1) (5040/R4)
routine award ceremonies, social T e
events, or similar activities T —
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SCHEDULE 5040 |
AUDIOVISUAL INFORMATION AND GRAPHICS ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
4.01 Mission Still photography that PERMANENT. Cut off at end
pertains to DFAS mission, of calendar year. Transfer to
includes official portraits of senior National Archives 1n 5-year
agency officials; agency blocks when newest record 1n
publications, exhibitions, or other block ts 20 years old
meda productions, documentary AUTH (N1-507-83-2, ltem 152)
photographs shot for fact-finding (5040/R4 01)
purposes, or slides that depict the (See NOTE)
mission of DFAS (See NOTE)

5. BRIEFING AIDS Overhead transparencies, or other | DFAS Audiovisual Cut off at end of calendar year
briefing aids, used mn traming, Information and Destroy 1 year after cutoff
briefings, public affairs Graphics Office AUTH (GRS 21, item 5) (5040/R5)
presentations, etc

6. ARTWORK rk used for handbiulls, flyers, Cut off upon final publication of
posters, [€ ad, and other product. Destroy 1 year after
graphics cutoff

AUTH (GRS 21, item 6) (5040/R6)
7. PHOTO- Lines and half-tone negatives, | Cut off when no longer needed
MECHANICAL screened paper prints and offset for publication or reprint
REPRODUCTION lithographic plates used for photo- Destroy at cutoff.
mechanical reproduction “RETH_(GRS 21, Item 7) (5040/R7)
8 LINE COPIES Line copies of graphs and charts. Cut off upo | production.
Destroy 1 year after
AUTH (GRS 21, Item 8) (5040

9 POSTERS Mission-related posters and non- | DFAS Audiovisual
mission-related posters (including | Information and
related production records) Graphics Office
distributed locally, agencywide, or
to the public

9.01 Non-mission Cut off on completion of the
production Destroy | year after
occurrence of event or
completion of program being
documented
AUTH (N1-507-93-1, ltem 153)
(5040/R9 01)
-\ Mission (PENDING) Contact Records
—— Manager
10 TRAINING Productions ﬁ'd’progfamshm_‘\ Cut off when no longer being
PROGRAMS include any type of film, shides, 1~~~ e ___ _ used for traming purposes
video or audio media used for _\'"‘“‘lﬁ)estml_] | year after cutoff.
training personnel AUTH (GRS 2T Ttems-14.a0d 17)
(5040/R10)
62
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SCHEDULE 5040

AUDIOVISUAL INFORMATION AND GRAPHICS [

DFAS 5015.2-M

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
11. | AUDIO-VISUAL Motion picture photography,
PRODUCTIONS videotapes, and related audio
recordings that reflect functions
performed within DFAS; includes
mission briefings and similar
products
Non-mission Cut off on completion of the
production. Destroy 1 year after
occurrence of event or
completion of program being
documented
AUTH (N1-507-02-1, ltem 46)
(5040/R11)

1101 Mission PERMANENT Cut off when
superseded or obsolete. Transfer
to National Archives in 5-year
blocks when newest record 1n
block is 20 years old.

AUTH (N1-507-83-2, Item 154)
(5040/R11 01)
IGITAL MEDIA (PENDING) Contact Records
\ Manager
\\\
e
13 RECORDINGS OF Recordings of meetings made ™ -~-{-Any DFAS Cut off when transcription 1s
MEETINGS exclusively for note taking or Audiovisial - complete Destroy immediately
transcription Information and | “after-cutoff or erase for re-use.
Graphics Office AUTH (GRS 2T #tem22)
(5040/R13) T e
-IT—W Created during the course of a Any DFAS Cut off when purpose has been
ELEMENTS T t . ion. or Audiovisual served. Destroy at cutof.
radio production. Tiformmatien-and —____| AUTH (GRS 21, Item 24)
Graphics Office mM

NOTE Record Sets, Black and white photographs - original negative and a captioned print; Color photographs - original
color transparency or color negative, and a captioned print, Slide sets - original and a reference set and the related audio

recording and script if one exists
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SCHEDULE 5210

DFAS 5015.2-M

SECURITY AND PROTECTIVE SERVICES RECORDS

This schedule governs disposition of records pertaining to all forms of security to include information,
concerning physical and personnel security.

documents

N
TRUCTION
CER'NLICATE FILES

Certificates relating to the
destruction of classified
documents

CLASSIFIE
DOCUMENT
INVENTORY FILES

Forms, ledgers, or registers used
to show identity, internal routing,
and final disposition made of

classified documents
LUDING Top Secret
docunegts

4 TOP SECRET Registers Mayntamed at control
CONTROL REGISTERS | points to indic2te_accountability
over Top Secret dodyments,
reflecting the receipt, atch, or
destruction of the documen
5 TOP SECRET Forms accompanying documen
ROUTING to ensure continuing control,
DOCUMENTS showing names of persons
handling the documents, intra-
office routing, and comparable
data.
6. ACCESS REQUEST Requests and authorizations for
FILES individuals to have access to
classified files
7 CLASSIFIED DOCUMENT | Forms or hists used to record safe
CONTAINER FILES

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

SCHEDULE 5210 |
SECURITY AND PROTECTIVE SERVICES RECORDS |
A B C D
CUTOFF/ DISPOSITION/
RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
DOCUMENT RECEIPT | Records documenting the receipt | Maintained 1n any Cut off at end of calendar year.
FILES and issuance of classified DFAS office Destroy 2 years after cutoff.

AUTH (GRS 18, Item 2) (6210/R1)

Cut off at end of calendar year

Destroy 2 years after cutoff
AUTH (GRS 18, ltem 3) (5020/R2)

Cut off at end of calendar year.

Destroy 2 years after cutoff.
AUTH (GRS 18, Item 4) (5020/R3)

Cut off when controlled documents
are downgraded, transferred, or
destroyed Destroy 5 years after

cutoff
AUTH (GRS 18, Item 5a) (5020/R4)

Cut off and destroy when
controlled documents are
downgraded, transferred, or

destroyed
AUTH (GRS 18, item 5b) (5020/RS)

Cut off at end of calendar year
authorization expires

Destroy upon cutoff.
AUTH (GRS 18, Item 7a) (
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SCHEDULE 5210

|

SECURITY AND PROTECTIVE SERVICES RECORDS 1

DFAS 5015.2-M

A B C D
R
U
L CUTOFF/ DISPOSITION/
. E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
\ INSPECTION AND Reports of inspections or surveys Cut off at end of calendar year
SURVEY FILES of Government-owned facilities Destroy 3 years after cutoff.
conducted to ensure adequacy of AUTH (GRS 18, Item 9) (5210/R8)
protective and preventive
measures taken against hazards of
fire, explosion, and accidents, and
to safeguard information and
facilities against sabotage and
unauthorized entry
9. INVESTIGATIVE MLES | Investigative files accumulating Cut off at end of calendar year
from nvestigations of fires, Destroy 2 years after cutoff
\.explosions, and accidents AUTH (GRS 18, item 11) (5210/R9)
10. | PROPERTY PASS erty pass files, authorizing Cut off and destroy individual
FILES remdyal of property or materials documents within the file 3
months after expiration or
revocation.
AUTH (GRS 18, item 12) (5210/R10)
11 GUARD ASSIGNMENT | Ledgers relating%Q guard DFAS security Cut off at end of calendar year
LEDGER RECORDS assignments and strdggth offices Destroy 3 years after cutoff.
AUTH (GRS 18, item 13a)
(5210/R11)
12 GUARD POST Requests, analyses, reports\ DFAS security Cut off at end of calendar year
ASSIGNMENT FILES change notices, and other pape offices Destroy 2 years after cutoff
relating to post assignments and AUTH (GRS 18, Item 13b)
strength requirements. (5210/R12)
13 KEY CONTROL Maximum security Files relating Cut off upon turn-in of key.
to accountability for keys for Destroy 3 years after cutoff.
areas under maximum security AUTH (GRS 18, Item 16a)
(5210/R13)

1301 Other Files relating to Any DFAS o(h\c\ Cut off upon turn-in of key
accountability for keys for areas Destroy 6 months after cutoff
under less than maximum UTH (GRS 18, item 16b)
security %QO/!H 301)

14 VISITOR CONTROL Registers or logs used to record Any DFAS Site Cut of at end of calendar year.
FILES names of outside contractors, designated offices Destroy 3\years after cutoff.
service personnel, visitors, AUTH (GRS, Item 17b)
employees admitted to areas, and (5210/R14)
reports on automobiles and
passengers
15. | FACILITY CHECK Reports of routine after-hours Any DFAS Security | Cut off at end of month. \Qestroy
FILES security checks that do not reflect | Office 1 month after cutoff.
AUTH (GRS 18, item 18b) .

security violations

(5210/R15)

AN
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SCHEDULE 5210 |
SECURITY AND PROTECTIVE SERVICES RECORDS [
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
16 SECURITY Higher Echelon Investigations. Cut off when case 1s closed
VIOLATIONS Case files of investigations of Destroy 5 years after cutoff.
alleged security violations that are AUTH (GRS 18, ltem 24a)
referred to the Department of (5210/R16)
Justice or Defense for
nvestigation and/or prosecution
16.01 Local Investigations Case files Any DFAS Security | Cut off when case 1s closed
of investigations of alleged Office Destroy 2 years after cutoff
security violations, which remain AUTH (GRS 18, item 24b)
within DFAS channels for (5210/R16 01)
mvestigation and/or prosecution
17 SECURITY N\ Case files documenting the Any DFAS Secunity | Cut off upon transfer or
CLEARANCE CASE ocessing of security clearance Office separation of employee or upon
FILES contract expiration (See NOTE
1) Destroy not later than 5 years
after cutoff
AUTH (GRS 18, Item 22a)
(5210/R17)
other records reflecting th
processing of the investigatio
and status of the clearance
18 INVESTIGATIVE Investigative reports and related ) Cut off and destroy per the
REPORTS documents furnished by Investigating agency instructions
Investigative organizations for use AUTH (GRS 18, ltem 22b)
in making security/suitability (5210/R18)
determinations
19 NONDISCLOSURE Copues of agreements (such as SF
AGREEMENT FILES 312, Classified Information
Nondisclosure Agreement) signed
by employees with access to
information that 1s classified or
classifiable
If maintained separately from the Cut off at dqd of calendar year 1n
indwvidual’s official personnel which statembdyt expires Destroy
folder 70 years after cutqff
AUTH (GRS 18, itemR$ b)
(5210/R19)
19.01 If maintained 1n the individual’s Apply the disposition forthe

official personnel folder

official personnel folder
AUTH (GRS 18, Item 25b)
(5210/R19 01)
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restricted areas such as access
hists, authority to open or close
alarmed areas, and similar types
of records

SCHEDULE 5210
SECURITY AND PROTECTIVE SERVICES RECORDS [
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY

20 ORIGINAL Master hsting by title and Cut off on supersession of
CLASSIFICATION organization of officials individual documents within file.
AUTHORITY designated to exercise this Destroy upon cutoff

authority AUTH (N1-507-83-2, item 155)
(5210/R20)

21 DELETIONS FROM Requests to delete officials from Any DFAS Secunity { Cut off when action is complete.
ORIGINAL the master listing. Office Destroy 1 year after cutoff
CLASSIFICATION AUTH (N1-507-93-2, Item 156)
AUTHORITY (5210/R21)

22. | CLASSIFICATION Challenges to classification and Cut off at end of calendar year in
EVALUATION requests for mandatory review. which review 1s completed

Destroy 1 year after cutoff.
AUTH (N1-507-93-2. Item 157)
(5210/R22)

23 ACCESS CONTROL Forms used to certify access to Cut off individual documents

RECORDS classified information or within the file when superseded

or obsolete
AUTH (N1-507-93-2, Item 158)
(5210/R23)

NOTE" Destroy immediately upon notification of death of employee
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SCHEDULE 5300

DFAS 5015.2-M

MAIL ACCEPTANCE, MOVEMENT, AND DELIVERY

This schedule governs disposition of records pertaining to postal operations, mail management, and

accountability.
SCHEDULE 5300 |
MAIL ACCEPTANCE, MOVEMENT AND DELIVERY I
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
l. ACCOUNTABILITY PS 3800, Receipt for Certified Any DFAS mail Site | Cut off at end of fiscal year
RECORDS Mail; PS 3806, Receipt for office Destroy 1 year after cutoff.
Reglstered Mall’ PS 3849A’ AUTH (GRS 12, Item 5a) (5300/R1)
Delivery Notice or Recetpt, PS
3849B, Delivery Reminder or
Receipt, PS 3850, Record of
Delivery, Registered, Numbered
nsured, Certified and COD Mail,
P33854, Manifold Registry
Delivery Book - Registere
Certified and Numbered Insure
Mail, DD 1384, Transportation
Control and Movement Document
2 MAIL Copies of mail contracts, invoices, Cut off contracts upon expiration
MANAGEMENT working papers, program and all others at end of fiscal
ADMINISTRATIVE management records, and all other year Destroy 1 year after cutoff
RECORDS records governing the NAUTH (GRS 12, Item 6g) (5300/R2)
admimistration of mail \\\
management e
3 OFFICIAL MAIL Standard Forms 1034, Receipts, Any DFAS Official Cut off at enidwqf fiscal year
FINANCIAL and other documentary transactions | Mail Office Destroy 6 yths after
RECORDS - between DFAS and the US Postal cutoff
SUPPORT Service AUTH (GRS 6, Item 1a) (5300/R3)
DOCUMENTS \m\
4 OFFICIAL MAIL Monthly postal accounts Cut off at end of fiscal year
FINANCIAL reconctlations required by DoD Destroy 1 year after cutoff.
RECORDS - Financial Management Regulation, AUTH (N1-507-93-2, Item 115)
ACCOUNTS Volume 10, Chapter 16 (5300/R4)
RECONCILIATIONS
b OFFICIAL POSTAGE | PS Form 3601-A, License to Use Any DFAS office Cut off upon relocation or
METER LICENSES Postage Meters using official postage | termination of postage meter

meters

operation. Destroy 2 years after
cutoff
AUTH (N1-507-93-2, tem 116)

(5300/R5)
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SCHEDULE 5300
MAIL ACCEPTANCE, MOVEMENT AND DELIVERY I
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY

6 POSTAGE METER PS 3602-PO, Report of Meter Cut off at end of fiscal year 1n
REPORT Setting, and supporting records which report 1s completed.

Destroy 2 years after cutoff.
AUTH (N1-507-93-2, ftem 117)
(5300/R6)

7 POSTAGE METER PS 3602-A, Daily Record of Meter Cut off at end of fiscal year in
SUPPORTING Register Readings; PS 3603, which final entry is made.
RECORDS Receipt for Postage Meter Settings, Destroy 2 years after cutoff

PS 3604, Nonuse of Mailing AUTH (N1-507-93-2, Item 118)
Permit/Meter License, PS 3610, (5300/R7)

Record of Postage Meter Settings;

copies of PS 3533, Application and

Voucher for Refund of Postage and

Fees, PS 3633-G, Daily Activity

Recap for Official Mail, PS 3635-

G, Postage and Fee Adjustment for

Official Mail.

8. PERMIT IMPRINT PS Form 3600-PC, First Class DFAS Official Mail | Cut off at end of fiscal year in
MAILING Other than Priority Mail Postage Offices which mailing is completed
STATEMENTS Affixed, PS Form 3600-R, Destroy 1 year after cutoff

Statement of Matling with Permit AUTH (N1-507-93-2, Item 119)
Imprints First Class Mail; PS Form (5300/R8)

3602-R, Statement of Mailing with

Permit Imprints Third Class Mail

(Regular Rates Only); PS Form

3602-PC, Statement of Mailing

with Meter or Pre-Cancelled

Postage Affixed Bulk Third Class

Mail (Regular or Nonprofit Rates)

9 POSTAGE RCS DD-P&L(Q) 1833 - Cut off at end of fiscal year in
EXPENDITURE Quarterly Prepaid Postage Report. which report 1s created. Destroy
REPORTS 1 year after cutoff.

AUTH (N1-507-93-2, ltem 120)
(5300/R9)
10. MAIL CALLS OR DD 1115, Mailroom; USPS Label DFAS official mail Cut off when schedules are

HOURS OF 55. Mail Collection Times activities revised, destroy when new forms
COLLECTION are posted
NOTICES AUTH (N1-507-93-2, item 121)
(5300/R10)
11 ACCOUNTABLE Receipts for accountable Postal activities and | Cut off at end of fiscal year.
CONTAINER containers, which are dispatched or | official mail Destroy 2 years after cutoff.
RECEIPTS received via registered mail, activities AUTH (N1-507-93-2, item 122)

dispatched or received via other
than registered mail, or via
interoffice distribution, and in
pouches or other consolidated
mailings

(5300/R11)
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SCHEDULE 5300 [
MAIL ACCEPTANCE, MOVEMENT AND DELIVERY
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

12, | ACCOUNTABLE Unsigned duplicate copies used for Cut off at end of month. Destroy
CONTAINER tracer and control purposes. 90 days after cutoff
RECEIPTS - AUTH (N1-507-93-2, ltem 123)
SUSPENSE COPY (5300/R12)

13 APPLICATION FOR PS Form 3877 used to obtain a Official mail Cut off at end of calendar year.
REGISTRATION OR receipt for sealed accountable activities Destroy 2 years after cutoff.
CERTIFICATION OF | containers being dispatched via AUTH (N1-507-83-2, ltem 124)
OFFICIAL MAIL registered mail (5300/R13)

14. | POSTAL ANALYSES | Analysis/summary records from Postal activities Cut off at end of month Destroy
AND SUMMARIES Transit Time Information System 6 months after cutoff

for Military Mail, Postal Activity AUTH (N1-507-93-2, Item 125)
Reporting System, Postal Net (5300/R14)

Alerts, and Container Receipt

Summaries

15. | SMALL PARCEL Records generated by small-parcel | Postal activities Cut off at end of fiscal year
SHIPMENT BILLING | shipping companies Destroy 1 year after cutoff (See
OR SHIPPING NOTE)

RECORDS AUTH (N1-507-93-2, Item 126)
(5300/R15)

16 FMS SMALL Records for material sent as part of Cut off at end of fiscal year in
PARCEL SHIPMENT | the Foreign Military Sales/Security which shipping or billing took
BILLING OR Assistance Program that may be place Destroy 2 years after
SHIPPING RECORDS | needed to answer a Report of Item cutoff

Discrepancy AUTH (N1-507-93-2, Item 127)
(5300/R16)
17 CLAIMS PAID BY Claims Forms PS 542, Inquiry Postal activities Cut off at end of fiscal year
USPS AND UPS About Registered Article or an Destroy 2 years after cutoff

Insured Parcel or an Ordinary AUTH (N1-507-93-2, ltem 128)
Parcel, PS 565, Registered Mail (5300/R17)
Application for Indemnity/Inquiry;
PS 673, Report of Rifled Parcel; PS
1510, Mail Nondelivery Report, PS
2855, Claim for Indemnity -
International Registered and
Insured Mail, PS 3760, Wrapper
Found Without Contents, PS 3812,
Request for Payment of Domestic
Postal Insurance/Claim
Identification, PS 3831, Post Office
Record of Claim, PS 3841, Post
Office Record of Claim

18. | TRACERS Processing Records PS 3830-A, Cut off at end of fiscal year

Registry Dispatch Record, PS
3854, Registered Mail Dispatch
Bill.

Destroy 2 years after cutoff
AUTH (N1-507-93-2, item 129)
(5300/R18)
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Order, PS 4984, Repair Parts
Requisition; PS 7380, Supply
Center Requisition, PS 7381,
Requisition for Supplies, Services,
or Equipment

SCHEDULE 5300
MAIL ACCEPTANCE, MOVEMENT AND DELIVERY ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY

19. | REGISTRY DD 2261, Registered Matl - Cut off at end of fiscal year.
BALANCE AND Balance and Inventory. Destroy 2 years after cutoff.
INVENTORY AUTH (N1-507-93-2, ltem 130)

(5300/R19)

20 POSTAL BULLETINS | Self-explanatory. Cut off upon inclusion in an
USPS publication. Destroy at
cutoff
AUTH (N1-507-93-2, Item 131)
(5300/R20)

21 DISTRIBUTION AND | Mail distribution scheme, MPO Cut off upon revision or
LOCATION location lists, and related records nactivation of using activity.
LISTINGS Destroy at cutoff

AUTH (N1-507-93-2, item 132)
(5300/R21)

22 INVENTORIES OF PS 1586, Supply Record, PS 1590, Cut off upon supersession
POSTAL SUPPLIES Supplies and Equipment Receipt Destroy at cutoff.

AND USPS AUTH (N1-507-93-2, Item 133)
EQUIPMENT (5300/R22)

23 REQUISITIONS FOR | PS 1567, Requisition for Rubber Postal activities Cut off when requisition 1s filled.
USPS EQUIPMENT, and Steel Stamps Only; PS 1578-B, Destroy at cutoff
SUPPLIES, Requisition for Non-Standard AUTH (N1-507-93-2, ltem 134)
PUBLICATIONS, Facing Shps and Labels, PS 1957- (5300/R23)

CODED TAGS AND C, Request for Military Tags and
LABELS Labels, PS 4686-A, Shipping

NOTE: 1f a longer retention period 1s specified in the contract, comply with the terms of the contract
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SCHEDULE 5400

PUBLIC AFFAIRS

DFAS 5015 2-M

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

community.
SCHEDULE 5400 |
PUBLIC AFFAIRS ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES | DESCRIPTION MAINTAINED IN | AUTHORITY
1 PUBLIC AFFAIRS DFAS Arlington. All original DFAS Arlington PERMANENT Cut off at end of
RELEASES releases to news media made by Public Affairs Office | calendar year Transfer to
DFAS Arlington Public Affairs National Archives 1n 5-year
office blocks when latest record is 20
years old.
AUTH (N1-507-93-2, ltem 161)
(5400/R1)
1.01 DFAS Sites Releases to news Any DFAS Public PERMANENT Cut off at end of
media including statistical reports, Affairs Office calendar year Transfer to
data sheets, news releases, speeches, National Archives in 5-year
scripts, briefings, answers to blocks when latest record 1s 20
queries, and similar records which years old
are determined by the Site Public AUTH {N1-507-93-2, Item 160)
Affairs Officer to have lasting (5400/R1 01)
significance to the Site’s mission
102 DFAS Sites (Temporary) Releases Cut off at end of calendar year
to news media including statistical Destroy 1 year after cutoff
reports, data sheets, news releases, AUTH (N1-507-93-2, Item 158)
speeches, scripts, briefings, answers (5400/R1 02)
to queries, and similar records
which are determined by the Public
Affairs Officer to be routine or to
have no lasting significance to the
Site’s mission
2 PUBLIC Speeches, addresses, or remarks DFAS Site Public PERMANENT Cut off
RELATIONS FILES | made by DFAS agency heads or Affairs Offices individual files when superseded.
other high-ranking DFAS officials Transfer to National Archives in
at formal ceremontes or community 5-year blocks when latest record is
functions 20 years old.
AUTH (N1-507-83-2, ltem 162)
(5400/R2)
3 EXHIBIT CASE Information on the development, Cut off upon retirement of exhibit
FILES acquusition, and use of DFAS Destroy when exhibit 1s
exhibits for public display refurbished or retired
AUTH (N1-507-83-2, ltem 163)
(5400/R3)
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SCHEDULE 5400 |
PUBLIC AFFAIRS |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES | DESCRIPTION MAINTAINED IN | AUTHORITY
4 BIOGRAPHICAL Biographical sketches, photographs, Cut off upon separation or transfer
FILES news clippings, and related of employee Destroy when
correspondence reflecting on the employee separates or transfers
careers of DFAS employees who AUTH (N1-507-93-2, ltem 164)
have performed outstanding service (5400/R4)
to DFAS
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SCHEDULE 5500

LEGAL ADMINISTRATION RECORDS

DFAS 5015.2-M

This schedule governs disposition of records accumulated in carrying out the legal administration

program.
SCHEDULE 5500 |
LEGAL ADMINISTRATION RECORDS [
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN [ AUTHORITY

1. LEGAL OPINIONS Precedent-setting The record copy | Any DFAS Legal PERMANENT Cut off at end of

of a legal opinion which establishes | Office calendar year Transfer to

policy or precedent National Archives 1n 5-year
blocks when latest document is 20
years old
AUTH (N1-507-93-2, item 165)
(5500/R1)

1.01 Nonprecedent-setting A legal Cut off at end of calendar year in
opinion based on a previously set which superseded or obsolete
precedent, interprets but does not Destroy upon cutoff
establish policy or precedent AUTH (N1-507-93-2, Item 166)

(5500/1 01)

2 LEGISLATIVE AND | Records pertaining to legislation, Cut off at end of calendar year in
CONGRESSIONAL executive orders, proclamations, and which superseded or obsolete.
LIAISON RECORDS | to haison with Congress, excluding Destroy upon cutoff

budgetary and appropriation matters AUTH (N1-507-83-2, ltem 167)
Includes supporting memoranda and (5500/R2)

comments reflecting DFAS position

on legislative matters

3. LITIGATION Records accumulated incident to Cut off at end of calendar year in
RECORDS linigation arising out of tax disputes which case closed Destroy 6

or other actions, legal actions years after cutoff

involving DFAS, its personnel or AUTH (N1-507-05-1) (5500/R3)
contractors; administrative

proceedings, investigative reports,

and legal processing affecting

accomplishment of the DFAS

mission

4 Records pertaining to financial Cut off on date of filing Destroy
DISCLOSURE disclosuré Te 278, |, 6 years after date of filing (See
REPORTS DD Form 1555, SF 450, etc T L NQTE)

AUTH (GRS 1, TIERT23b(5506/R4) ..

NOTE: Documents needed 1n an ongoing nvestigation will be retained until no longer needed 1n the investigation
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DFAS 5015 2-M

SCHEDULE 5545
CONGRESSIONAL INQUIRIES
This schedule governs disposition of records accumulated during correspondence with members of
Congress.
SCHEDULE 5545 ]
CONGRESSIONAL INQUIRIES ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
1 NONROUTINE Non-routine inquiries and replies Hard copy to be PERMANENT Cut off at end of
CONGRESSIONAL relating to or involving DFAS maintained 1n calendar year Transfer to
INQUIRIES policies, procedures, plans, DFAS-Arlington appropriate Regtonal Records
classified information, and other Service Facility (or Washington
matters of importance, such as National Records Center) | year
changes 1n status or location of after the close of a numbered
DFAS organizations, activities or Congress) Transfer to National
installations, production facilities, Archives 1n S-year blocks when
major procurement or allied latest record is 20 years old.
matters. AUTH (N1-507-93-2, Item 170)
(5545/R1)
2 ROUTINE Routine and noncontroversial Any DFAS Cut off at end of calendar year.
CONGRESSIONAL communications from and to Congressional Destroy 2 years after cutoff,
INQUIRIES members of Congress relating to Liaison Offices AUTH (N1-507-93-2, Item 171)

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

(5545/R2)
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SCHEDULE 6055

SAFETY PROGRAM ADMINISTRATION

DFAS 5015 2-M

This schedule governs disposition of records created or used by the DFAS Safety Program to include
safety and accident prevention.

SCHEDULE 6055 |
SAFETY PROGRAM ADMINISTRATION |
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN [ AUTHORITY

1. SAFETY PROGRAM Records pertaining to planning the DFAS Arlington Cut off at end of fiscal year
PLANNING AND DFAS Safety Program, including and other DFAS Destroy 5 years after cutoff (29
ANNUAL REPORTS safety and health goals and sites CFR 1960 73)

objectives, measures, performance AUTH (N1-507-02-1, item 58)
measurement, and reports (6055/R1)

2 SAFETY AND Final reports and supporting Cut off at end of FY to which
OCCUPATIONAL correspondence relating to findings records relate and maintain on-
HEALTH AUDITS, and recommendations by safety and site Destroy 5 years after
SURVEYS, AND health professionals, additional duty cutoff (29 CFR 1960 73)
INSPECTIONS safety personnel, safety monitors, AUTH (N1-507-02-1, Item 60)

supervisors and contractors (6055/R2)

3 ACCIDENT REPORTS | Reports and other records providing Cut off three years after the date
AND notification and preliminary of the report Destroy 5 years
SUPPLEMENTARY information about accidents after cutoff See Note 1
INFORMATION Included are supervisor reports of AUTH (29 CFR 1960 73 and

injury and illness reports, accident Ec’)‘_‘,’egzt":" ft‘;g%f)1(égg'5“/§;)) (N1-
logs maintained in the Safety office,
extracts from records of employee
medical treatment provided to the
Safety office after medical evaluation
and treatment for workplace injury or
illness, and Office of Workers’
Compensation Program forms and
records which serve as supple-
mentary information to the Safety
office Medical information filed 1n
the Employee Medical Folder is
excluded and falls under medical
recordkeeping requirements

4, | ACCIDENT Accident investigation reports that Cut off at end of fiscal year
INVESTIGATION include documentation under 29 CFR Destroy 5 years after cutoff
REPORTS 1960 29 AUTH (29 CFR 2960 29) (N1-507-

02-1, ltem 4) (6055/R4)
-ﬂ'\_mw;slg—\ Log of occupational injuries and Cut off at end of fiscal year
INJURY/ILLN W Destroy 5 years after cutoff
LOG. under 29 CFR 1 > AUTH (29 CFR 1960) (GRS 1, ltem
“Supplementary Record of \__L
Occupational Injuries and Ilinesses” T e
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DFAS 5015.2-M

SCHEDULE 6055
SAFETY PROGRAM ADMINISTRATION |
A B C D
R
u
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
6 FIRE PREVENTION Related records of inspections and Cut off at end of calendar year
AND PROTECTION tests Destroy 5 years after cutoff
AUTH (DODI 6055 1, 6055 5,
6055 6 & 6055 7) (Proposed revision
to N1-507-93-2, Item 173) (N1-507-
02-1, ltem 63) (6055/R6)
7 HAZARDS REPORTS | Hazards reported under this program Cut off when abatement 1s
include environmental, fire, health, complete. Destroy 5 years after
and safety hazards Hazard reports cutoff. (See NOTE 2).
are logged 1n the safety office. AUTH (29 CFR 1960 26(c)(4))
(6055/R7)
8 HAZARD Records of plans, status of funding, Cut off at end of fiscal year in
ABATEMENT and efforts to eliminate hazards as which hazard is corrected,
well as related logs maintain on-site and destroy 5
years after cutoff.
AUTH (29 CFR 1960 73) (N1-507-
02-1, Item 65) (6055/R8)
9 HAZARDOUS Records of hazardous materials, Any DFAS Safety
MATERIALS actions pertaining to management of | Office
hazardous materials, hazardous
waste, and hazard communication
training.

9.01 Material Safety Data Sheets (MSDS) | On-site at any Cut off when the hazardous
and related records. Data may be DFAS activity material is no longer used or
centrally archived as the system stored, or upon transfer to an
grows approved hazardous material

accumulation site awaiting
transport to an approved waste
management site Destroy 50
years from the date of the
record (See NOTE 3)
AUTH (DODI 6050 5) (N1-507-02-1,
6055/R9 01)

9.02 Hazardous Communications Training

Records Documentation of
hazardous communications tramning
of employees storing, using, and
transporting, hazardous matenals
who may be exposed to, or
potentially exposed to hazardous
materials.

Transferred employees

By immediate
supervisor as long
as employee 15
assigned to the
Agency

Transfer to gaining agency 1n
accordance with instructions i 5
CFR part 293, Subpart e

AUTH (N1-507-02-1) (6055/R9 02)
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SCHEDULE 6055 |

SAFETY PROGRAM ADMINISTRATION

DFAS 5015 2-M

A

RECORD SERIES

DESCRIPTION

MAINTAINED IN

CUTOFF/ DISPOSITION/
AUTHORITY

/émrcw

Separated employeces

By immediate
supervisor as long
as employee is
assigned to the
Agency

Include record of hazardous
communications training in
employee medical folder (SF
66d or comparable agency
form) Transfer to NPRC (St
Lous, MO) 30 days after
separation NPRC will destroy
75 years after birth date of
employee, 60 years after date of
the earliest document in the
folder, if the date of birth cannot
be ascertained, or 30 years after
latest separation, whichever 1s

later
AUTH (GRS 1, Item 21a(2))

10

RESERVED

11.

HAZARDOUS
SUBSTANCE
EXPOSURE

Records documenting employee’s
exposure to toxic or hazardous
substances as defined in 29 CFR
1910

Medical treatment
facilities supporting
any DFAS activities

Cut off on separation or transfer
of employee Transfer for
inclusion 1n record described in
Rule 9 above

12.

INDUSTRIAL
HYGIENE AND
OCCUPATIONAL
HEALTH RECORDS

Tests, surveys, evaluations, etc,
which ascertain presence or absence,
nature, and degree of occupational
health hazards.

13

ENVIRONMENTAL
RECORDS

Recommendations, plans and
supporting data covering pollution
prevention and environmental
preservation under the 40 CFR series

loyee Medical Files
(EMF)

Long-term medical records as
defined 1n 5 CFR, Part 293, Subpart

E—

transferred to the gaining agency at
the same time as the employee’s
OPF, but not with the OPF

Transferred € When an
employee transfers to or fro
Federal agency, the EMF must be

DFAS Safety
Offices and
Occupational
Health Offices

Cut off five years after the fiscal
year to which the records
pertain Upon cutoff, transfer to
Records Retention Center
Destroy 40 years after the date
of the latest record, test, survey,

evaluation

AUTH DoDI 6055 5, Industnal
Hygtene and Occupational Health)
(N1-507-02-1, item 67) (6055/R12)

Cut off 5 years after closing
action Destroy 40 years after
close of FY m which cutoff

occurs
AUTH (N1-507-02-1, Item 68)
(6055/R12)

Transfer the employee’s EMF
only to the designated EMF
Manager (Medical, Health, or

&fﬁ%);osf.‘essional)
AUTH : 21a(1)
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DFAS 5015.2-M

SCHEDULE 6055 -
SAFETY PROGRAM ADMINISTRATION
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
401 Separated employees DFAS Safety Cut off 30 days after separation
\ Offices and and transfer to NPRC, St. Louis,
Occupational MO. NPRC will destroy 75
Health Offices years after the birth date of the

employee, or 60 years after the
date of the earliest document in

the folder if the birth date cannot
\ be determined, or 30 years after
the latest separation, whichever
\ 1s later
AUTH GRS 1, 21a(2)
14.02 Temporary or short-term récerds as Destroy 1 year after separation
defined 1n the Federal Persie:nr?l\ or transfer of the employee.
Manual (FPM) \ AUTH GRS 1, Item 21b
14 03 Individual employee health case files \ Destroy 60 years after
created prior to establishment of the ~— retirement to the NARA
EMF system that have been retired to .| Records Storage Facility. See
a NARA record storage facility “Nates 4 and 5)
AUTH"GRS 1, ltem 21¢
14.04 Copies of statistical summaries and Destroy 2 years after the date of
reports with related papers pertaining the summary of report. (See
to employee health that are retained NOTE 4) s
by the reporting health unit AUTH GRS 1, Item 22

NOTES:

1. Accident information maintained 1n the Safety Office 1s different from compensation claims information. Some of the
information 1s the same: however, the purposes are vastly different and the retention periods are required for SOH under 29
CFR 1960

2. Abatement may occur more than 5 years after the fiscal year in which the hazard 1s identified Original hazard reporting
and abatement documentation shall be retained on-site for at least 5 years after the hazard(s) 1s/are abated

3 *Section 103, P L 96-510, prescribed that these records would be destroyed 50 years from the date of the document or 50
years after its enactment on December 11, 1980, whichever 1s later If the Administrator of the Environmental Protection
Agency (EPA), the EPA regional administrator, the state or local environmental officials, or the DFAS Site director requires
a longer retention period for the protection of the public health or welfare, submit a request to DFAS Arlington for approval
of the revised retention period and hold the records in a “pending disposition™ status.

4. Electronic master files and databases created to supplement or replace the records covered by item 14 are not authorized
for disposal under the GRS Such files must be scheduled on an SF 135

5. Employee job-related X-ray films are part of the Employee Medical File (EMF) Oversized X-ray films (1 e., larger than
8'4”x11” and usually of the chest or torso) are too large to fit in the Employee Medical File (EMF) and therefore are not sent
with the EMF to storage (However, these oversized films may be sent with the EMF to a new Federal employing agency.)
When the EMF is sent to storage, over-sized X-ray films shall be retained at the last Medical Treatment Facility (MTF) that
provided occupational health services to the employee, until such time as the films may be destroyed according to the
disposition for the EMFs (Rule 14 of this Schedule) X-ray films 8!4”x11” or smaller will fit within the EMF and are
transferred or retired in the EMF Radiographic results shall be included 1n the EMF, with a notation of the location of any
film not present in the EMF and how 1t can be obtained When OSHA standards allow, a microfiche copy of any X-ray film
may be placed in the EMF instead of the X-ray film itself.
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SCHEDULE 7040

U(Jluma L

DFAS 5015.2-M

COMPTROLLER, COST ANALYSIS, AND BUDGET RECORDS

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

budget.
SCHEDULE 7040 |
COMPTROLLER, COST ANALYSIS, AND BUDGET RECORDS
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

1 FINANCIAL Reports, correspondence, and Comptroller functional | Cut off at end of fiscal year
MANAGEMENT related data that serve for control | areas Destroy 3 years after cutoff.
RECORDS purposes 1n developing or AUTH (N1-507-87-1) (7040/R1)

improving budget office systems
programs
\\ COST TRACKING Reports, analyses, Cut off at end of fiscal year
CORDS correspondence, and related data Destroy 3 years after cutoff
which provide a chronology of AUTH (GRS 8, Item 6b)
costs by organization and (7040/R2)
program element

3 FORMAL BUDGET ] Records containing budget Any DFAS Budget Cut off at end of fiscal year

RECORDS € s and final annual budget Office Destroy 5 years after cutoff
packages itted from DFAS AUTH (GRS 5, Item 3a)
Sites to DFAS (7040/R3)

4 BUDGET EXECUTION | Internal reports and rec used Cut off at end of fiscal year.

RECORDS to execute budget exhibits an Destroy | year after cutoff
final annual budget packages. AUTH (GRS 5, Item 2)
(7040/R4)

5 BUDGET RECORDS Records generated to assist in the Cut off at end of fiscal year

WORKSHEETS completion of the formal budget Destroy 1 year after cutoff
NAUTH (GRS 5, item 2)
(7 5)

6 BUDGET Correspondence pertaining to Cut off a of fiscal year.
CORRESPONDENCE routine internal budget program Destroy 2 years cutoff
RECORDS execution AUTH (GRS 5, Item 1)

(7040/R6)

7 COST AND ANALYSIS | Correspondence pertaining to Any DFAS Budget Cut off at end of fiscal year.
CORRESPONDENCE cost/economic analysis studies Office Destroy 3 years after cutoff
RECORDS and estimating factors and AUTH (N1-507-93-2, Item 184)

methods (7040/R7)
—PW Memoranda, from the Budget Cost offices Cut off at end of fiscal year
W Destroy 6 years, 3 months
records. —\ after cutoff.
GRS 6, item 1a)
(7040/R8)




SCHEDULE 7205

DFAS 5015.2-M

ACCOUNTING OPERATIONS - FINANCIAL RECORDS

7205. This schedule governs disposition of records pertaining to the accounting operations financial records
accumulated by the Accountable Stations. (Reference: Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7205 |
ACCOUNTING OPERATIONS — FINANCIAL RECORDS |
A B C D
CUTOFF/ DISPOSITION/
RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

R
U
L
E

\ GENERAL LEDGERS

Manual and machine form
ledgers, to include but not limited
to the Operating Budget Ledger
and Allotment Ledger pertaining
to current, expired, and closed
accounts

2. SUBSIDIARY
LEDGERS

Various forms and formats
overing allotments, obligations,
appxgpriation summaries,
transadtons paid by and for

ses, open
ial funds, stock
funds, and deposit fu
pertaining to current, expirgd, and
closed accounts

Any DFAS Accounting
Operations Office

Cut off at end of fiscal year
Destroy 6 years, 3 months
after the later of erther
closure of appropriate
account or liquidation of all
obhgations 1n the closed
account.

AUTH (GRS 7, Items 2 and 3)
(7205/R1)

Cut off at end of fiscal year
Destroy 3 years after cutoff
AUTH (GRS 7, ltem 4a)
(7205/R2)

3. SUPPORTING
RECORDS TO
GENERAL AND
SUBSIDIARY
LEDGERS

Budget Authority
(BA)/Allotment, or authorized
replacement, Obligation
Authority/Suballotment,
subsidiary distribution of
allotments and BAS to other
SMAs, journal vouchers, and
applicable records pertaining to
recording commitments,
obligations, accrued expenditures
(paid and unpaid), report of TDY
and PCS on military or civilian
travel under specific or centrally
managed allotments, and Status of
Funds Data Base Transmissions
pertaining to current, expired, and

closed accounts

Any DFAS Accounting
erations Office

Cut off at end of fiscal year
Destroy 3 years after cutoff
AUTH (GRS 7, Item 4a)
(7205/R3)
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SCHEDULE 7205 |

ACCOUNTING OPERATIONS — FINANCIAL RECORDS l

DFAS 5015.2-M

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
3.01 Supporting documentation for Accountable Property Cut off upon disposition of
Property, Plant & Equipment OfficerssMEO the asset. Destroy 6 years
(PP&E) transactions and 3 months after cut off.
including, but not limited to, AUTH (N1-507-06-1)
obligation document, (7205/R3 01)
receipts/vouchers, DFAS Form
1413, DPAS/e-Biz Capitahization
Certification.
3.02 Supporting documentation for Cut off upon disposition of
PP&E transactions involving Real the asset. Destroy 10 years
Property, including, but not after cut off
limited to DD Form 1354, AUTH (N1-507-06-1)
Transfer and Acceptance of (7208/R3 02)
Miltary Real Property, ENG
Form 3013, Work
Order/Completion Report,
construction contracts, work
orders, and other documentation.
FINANCIAL Retained copies of records Any DFAS Accounting | Cut off at end of fiscal year
ENTS, required by Servicing Site Operations Office Destroy 6 years, 3 months
SCHEDULES;-AND pertaining to current, expired, and after the later of either
REPORTS closed accounts closure of appropriate
account or liquidation of al]
obligations in the closed
account.
AUTH (GRS 6, ltem 1a)
(7205/R4)
S. FUND DISTRIBUTION | Memoranda from the Budget \ Cut off at end of fiscal year

Office for Fund Distribution
Records

estroy 6 years, 3 months

after ©
AUTH (GRS 6,
(7205/R5)
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SCHEDULE 7206

ACCOUNTING OPERATIONS - AUTOMATED DATA PROCESSING RECORDS

7206. This schedule governs disposition of records pertaining to the accounting operations automated data
processing records accumulated by the Accountable Stations. (Reference: Financial Management Regulation,

DoD 7000.14-R)

SCHEDULE 7206 |
ACCOUNTING OPERATIONS — AUTOMATED DATA PROCESSING RECORDS
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 DAILY DETAIL Listings used in daily operations, | Any DFAS Cut off and destroy upon
RECORDS 1e, Daily Operating Budget Accounting completion of reconciliation

Ledger/Allotment Ledger, Daily Operations Office process.

Voucher Copy List, Generic AUTH (N1-507-97-1) (7206/R1)

Extract Summary, Voucherless

Travel RC/CC List

2. SUMMARY RECORDS | Data used for any number of days Cut off at end of month

or periods within a particular Destroy 6 months after cutoff

month, or for accumulation of any AUTH (N1-507-97-1) (7206/R2)

number of months for

consolidated purposes.

3. TABULATIONS Documentation that includes but

1s not limited to edit lists,

transaction registers, ledgers,

reports, and audit lists File the

following separately.

Daily Operations Cut off at end of month in
which questions are resolved
and annotations transferred
Destroy 1 month after cutoff.
AUTH (N1-507-97-1) (7206/R3)

301 Year-end Operations Cut off at end of month 1n
which questions are resolved
and annotations transferred.
Destroy 3 months after cutoff
AUTH (N1-507-97-1)

(7206/R3 01)
4. CONSOLIDATED Annual appropriations records Any accounting Cut off at end of fiscal year.
TABULATIONS produced from monthly summary | operations office Destroy 4 years after FY for
or other records, to include but which related appropriations
not limited to, selective are available for obhgation
transaction history listing, usually AUTH (N1-507-97-1) ( 7206/R4)
for an entire FY
30— Consolidated tabulations for Cut off at end of fiscal year.
\ expired accounts pertaining to Destroy 6 years, 3 months
idated obligations after the later of either closure
transferred from of appropriate account or
appropriations produced from \ liquidation of all obligations 1n
monthly summary or other closed account

records, usually for an entire FY. AUTH : 1a

(7206/R4 01)
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DFAS 5015.2-M

SCHEDULE 7206 ]
ACCOUNTING OPERATIONS — AUTOMATED DATA PROCESSING RECORDS
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
402 Consolidated tabulations for Cut off at end of fiscal year in

continuing X or No-Year
appropriations documents

which individual or allotment
account 1s closed Destroy 4

years after cutoff
AUTH (N1-507-97-1)
(7206/R4 02)

Computer listings including but
not limited to. EOD IMR and
GLAC update. daily
FPMR/OCCR update and
reconciliation, daily fuels division

equipment 1n use GLA up
obligated and unobligated and
due-out report, OCCR record hist
and summary, investment
equipment reconciltation GLAs
14041, and other miscellaneous
listings, furnished to other
orgamizations or included later 1n
EOM products

Cut off and destroy upon
transfer of annotations and

receipt of new listing
AUTH (N1-507-97-1) (7206/R5)

\

SF MACR status report, SF on
order in-transit payable list,
PFMR reports, EOM punch-out
1sTITTES; F due-out list, LP
open item lists

Any DFAS
Accounting
Operations Office

Cut off at end of fiscal year.
Destroy | year after cutoff
AUTH- (GRS 6, Item 1b)
(7206/R5 01)

Dally, periodic and monthly
summary automated records

\\

Cut off at end of month
Destroy 30 days after cutoff
A =507-97-1)
(7206/RS 02)
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VENDOR PAY OPERATIONS - FINANCIAL RECORDS

SCHEDULE 7220

DFAS 5015 2-M

This schedule governs disposition of records accumulated in Vendor Pay Operations. (Reference
Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7220 |
VENDOR PAY OPERATIONS — FINANCIAL RECORDS 1
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
4+~ FUND DISTRIBUTION Memoranda, Advice from the Any DFAS Vendor Cut off at end of fiscal year.

\

Accounting Operations Division
for fund distribution records

'\

Pay Operations
Office

Destroy 6 years, 3 months
after cutoff

AUTH (GRS 6, Item 1a)
(7220/R1)

2 OBLIGATION
AUTHORITY/FUND
ALLOCATIONS

Obligation au forms and
comparable documents u
provide funds for commitment an

obligation purposes related to
current, expired, and closed
accounts

\

Cut off at end of fiscal year
Destroy 6 years, 3 months
after the later of either closure
of appropriation account or
igurdation of all obligations in

the ¢ count
AUTH (GRS 6,
(7220/R2) ~—

3 COMMITMENTS

Unobligated commitments
cancelled during FY or when
appropriation expires

Cut off at end of fiscal year.

Destroy 1 year after cutoff
AUTH (N1-507-87-1) (7220/R3)

Unobligated commitments
pertaining to expired
appropriations

Cut off at end of fiscal year
Destroy 6 years, 3 months
after the later of either closure
of appropriation account or
liquidation of all obligations 1n
the closed account

AUTH (GRS 6, Item 1a)
(7220/R3 01)

OBLIGATIONS

401

(UOO) and accrued expen
unpaid (AEU) pertaining to
current, expired, and closed
appropriations

Cut off at end of fiscal year.
Destroy 6 years, 3 months
after FY 1n which

entitlement/hability occurred.
AUTH (GRS 7, ltem 3) (7220/R4)

Obligations cancelled as being
invalid before funding
appropriation closes

Cut off at end of fiscal year.
stroy 6 years, 3 months

obligation/€
occurred
AUTH (GRS 7, Iitem 3)
(7220/R4 01)
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DFAS 5015.2-M

SCHEDULE 7220 |
VENDOR PAY OPERATIONS — FINANCIAL RECORDS |
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
PENDITURES Onginal records supporting Any DFAS Vendor Cut off at end of fiscal year n
\ accrued expenditures paid (AEP) Pay Operations which discrepancies 1dentified
ing to current, expired, and | Office by servicing Sites have been
W corrected, if necessary, and
final payment made Destroy
\ 6 years, 3 months after cutoff
A ltem 1a)
(7220/R5)
501 Retained copies Cut off at end of fiscal year
Destroy 1 year after cutoff.
AUTH (N1-507-97-1)
(7220/R5 01)
ACCOUNTS Record copies of ledgers and Cut off at end of fiscal year
EIVABLE supporting records used to reflect Destroy 6 years, 3 months
appropriation reimbursements, after cutoff
refunds, and credits to deposit fund AUTH (GRS 7, Item 2) (7220/R6)
L.and receipt accounts.

601 Non d copies of ledgers and Cut off at end of fiscal year
supporting r s used to reflect Destroy 1 year after cutoff.
appropriation reimb ents, AUTH (GRS 6, Item 1b)
refunds, and credits to deposi (7220/R6 01)
funds and recetpt accounts.

6.02 Ledgers and supporting records Cut off at end of fiscal year.
used to reflect appropriation Destroy 6 years, 3 months
reimbursements. refunds, and ¢ later of either closure
credits to deposit funds and receipt fate account or
accounts related to expired and liquidation of all &
merged (“M”) accounts the closed account

AUTH (GRS 7, Item 2)
(7220/R6 02)
7 REPORTS Copies of reports pertinent to Cut off at end of fiscal year
Vendor Pay Operations. Destroy 1 year after cutoff.
AUTH (N1-507-97-1) (7220/R7)

701 Documents reflecting payment Cut off at end of CY 1n which
required to be reported to IRS, paid Destroy 5 years after
including Treasury Department cutoff
forms used to report payments (W- AUTH (N1-507-97-1) (7220/7 01)
2s).

T2 Receiving reports - Copies DFAS Sites Cut off at end of month.
\ Destroy 6 years, 3 months
after created.
\ AUTH (GRS 6, ltem 1a)
(7220/R7 02)
703 Receving reports — originals. DFAS Vendor Cut off and destroy 1 year
M after the close of the month 1n
Office W
AUTH (GRSs;
(7220/R7 03)
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SCHEDULE 7220 |
VENDOR PAY OPERATIONS — FINANCIAL RECORDS I
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
8. COLLECTION Accountable Station copy of Cut off at end of fiscal year in
VOUCHERS collection vouchers and supporting which final collection is
records effected or any corrective
action 1s taken, whichever is
later. Destroy 3 years after
cutoff.
AUTH (N1-507-97-1) (7220/R8)
9. POSTING MEDIA Records (other than source
records) such as journal vouchers,
posting data transfer, similar forms
and specialized posting media for
machine applications, used to
provide input data to the
accounting operations
No corrective action necessary Any DFAS Vendor Cut off at end of day Destroy 90
Pay Operations days after cutoff
Office AUTH (N1-507-97-1) (7220/R9))
9.01 Corrective action necessary Cut off at end of day Close
file when all corrective actions
have been taken. Destroy 90
days after file has been closed.
AUTH (N1-507-97-1)
(7220/R9 01)
10— OGS Logs used to record disbursement Cut off at end of fiscal year
W Destroy 6 years, 3 months after
manual payments for reporting —— cutoff
Prompt Payment Act) W
1. BUYER INTERFUND Bills receipted and interfund zero Cut off at end of fiscal year in
BILLS - NON-FMS (See | balance listings, supply system which billed. Destroy 1 year
NOTE 1) updates, and related adjustment after cutoff
N vouchers AUTH (N1-507-97-1) (7220/R11)
~~2—_| AIRLIFT SERVICE Invoice claims to public, cash Industrial Fund Cut off at close of FY in
m,l.ﬂm‘l\f%\ collection vouchers; ACC Offices which final collection 1s
REVENUE, BILL ansportatton authorizations, effected Destroy 6 years after
AND RECEIVABLE transpo 0 movement cutoff (See NOTE 2).
documents, MTAs & AUTH (GRS 9, Item 1a)
travel orders, voucher for transfer \ {7220/R12)
between appropniation, and general
correspondence used as backup to \
billing
NOTES:

1. Seller and Buyer Interfund Records for Foreign Military Sales are covered in Schedule 7360, Rule 9
2. For other records related to foreign military sales, check remainder of rules contained in Schedule 7360.



SCHEDULE 7221 ]

SCHEDULE 7221

CENTRAL PROCUREMENT ACCOUNTING SYSTEM

CENTRAL PROCUREMENT ACCOUNTING SYSTEM |

DFAS 5015.2-M

A B C D
R
u
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 CENTRAL Diagnostic histings containing Database Cut off/close at end of fiscal
PROCUREMENT information used to balance system | Adminstration year n which auditors
ACCOUNTING when an out-of-balance occurs, Location authorize disposal. Transfer to
STEM (CPAS) listings used by Data Manager. archive reserved for 6-year, 3-
(Sysout, BRO, BRI, BR2, BR3, month retention(s).
BR4, BRS5, BR6, BR7, BRS8, BR9, Delete/erase 6 years, 3 months
3ND) after cutoff.
AUTH (N1-507-02-1, item 71)
(7221/R1)
101 Individual Submissions of Reports | Maintained by Budget, | Cut off after each individual
used by CPAS customers to Item Manager, submisston, delete/erase 30
age stock fund weapons Resource Advisor, FO, | days after having been added
systequs, FMS open/closed cases, other customer to total cumulative database
track fitepcial status, manage (1 06 below)
capital equipment purchase, AUTH (N1-507-02-01, ltem 72)
1dentify dormam purchase (7221/R101)
requests, research Icegular fund
status, control ULOs 10, 1Gl1,
IL1, IN1, IR1, IR2, IRSNR7,
2DA, 2DB, 2DC, 2D1, 2D4, 205,
2D6, 2D7, D8, 2D9, 2H1, 2H2, U
2H3, 2H4, 2J1, 232, 2J3, 2L1, 2L3, ]\
3D, 3D3, 3H, 3N2, 4Al, 4HI1,4L1, | ™.
7A2, 7D1, 1E1, 9D2, 9F1, 911) .
1.02 LISTINGS used to verify DFAS sites Cut off/close and delete when
transactions processed/interfaced, superseded
mismatched data, 1dentify over- AUTH (N1-507-02-1, Item 73)
\ . . (7221/R1 02)
obligations, and assist in delivery
reporting (ERI, ER2, 1D1, IFI,
1H1, 1J1, 1R6, 2P6, 2T1, 2T2,
9Q1)
103 LISTINGS used to manage the Cut off/close at end of fiscal

Direct Disbursement function
(1B1, 1B2, 1B3, 1B4, 1J1, 1J2,
1S1, 1V1, 1V2, 1V3,2W]1, 3C1,
3S1.3V1.4MD)

year. Transfér to archive
reserved for 1-year_
retention(s). Delete/erase |

year after cutoff ~
AUTH (N1-507-02-1, Item 74) ™
(7221/R1 03) ~N




DFAS 5015 2-M

SCHEDULE 7221 [
CENTRAL PROCUREMENT ACCOUNTING SYSTEM {
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1.04 LISTINGS used to DFAS Sites
\ validate/reconcile/adjust open

1tems, initiations, commitments

and obligations, reconcile FMS

case transactions to deliveries, and

balance at FY end (ILI, INI,

2H2, 2H3, 212, 2P1, 2P2, 2P3,

2P4, 2P5, 2P7, 2P8, 2P9, 3T1,

3T2, 8L1, 8L3, 8N1, SMI, 9P1,

NP2, 9T1)

Listings not requiring corrections Cut off/close at end of fiscal
year Transfer to archive
reserved for 2-year
retention(s) Delete 2 year
after cutoff
AUTH (N1-507-02-1, ltem 75)

. (7221/R1 04)
1.05 Listings requiring corrections \ Cut off/close at end of fiscal
year in which corrections
\ made Transfer to archive
., reserved for corrected listings.
N - Delete/erase 2 years after
T close of fiscal year in which
corrections are made
AUTH (N1-507-02-1, Item 76)
(7221/R1 05)
106 Total cumulative database Retain in.¢lectronic media for 6

years, 3 montbs as part of an
historical database, Delete/erase
the oldest year’s dat2-at the end of

each fiscal year
AUTH (N1-507-02-1, Item\
(7221/R1 06)

10




SCHEDULE 7225

DFAS 5015 2-M

VENDOR PAY OPERATIONS - AUTOMATED DATA PROCESSING RECORDS

This schedule governs disposition of records accumulated in Vendor Pay Operations. (Reference
Financial Management Regulation DoD 7000.14-R)

SCHEDULE 7225 ]

VENDOR PAY OPERATIONS - AUTOMATED DATA PROCESSING

RECORDS
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 INTEGRATED Interface program listings used DFAS Sites Cut off and destroy on
\ ACCOUNTS primarily to review vendor supersesston, provided all
PAYABLE SYSTEM contracts, receipts, and payment questions have been resolved
PS) transaction interfaces (BCAS, and annotations transferred
MEDLOG, SBSS) AUTH (N1-507-97-1) (7225/R1)
102 Optional program listings used Cut off and destroy on
primartily to review status of supersession, provided all
vendor, contract appropriation questions have been resolved
summary table records, and to and annotations transferred
dit and correct invoices and AUTH (N1-507-97-1) (7225/R1 02)
s recorded in the [APS
103 bligation Cut off at end of fiscal year in
validation/reconeyliation histings, which billed Destroy 1 year
i.e. Dormant Obligation List, after cutoff
BQ/IAPS Recon AUTH (N1-507-97-1) (7225/R1 03)
104 Prompt Payment Act infortsation Cut off at end of fiscal year
list used as report supporting Destroy 1 year after cutoff
detailed information AUTH (N1-507-97-1) (7225/R1 04)
105 Listings produced by end-of-day Cut off and destroy on
programs used to venfy supersession, provided all
transactions processed, notices of questions have been resolved
follow-up action, payment and annotations transferred.
computation/forecast lists AUTH (N1-507-97-1) (7225/R1 05)
1 06 Voucher control log produced by Cut off at end of fiscal year
end-of-day programs. Destfr;y 6 years, 3 months after
to
Al (GRS 6, Item 1a)
(7225 06)
107 Daily Obligation Vahdation DFAS Sites Cut off ateqd of fiscal year
Register. Destroy 1 yeaxafter cutoff
(NOTE 1)
AUTH (N1-507-97-1) (%225/R1 07)
1.08 Additional end-of-day program Cut off and destroy on
listings completion of corrective actiqn.
AUTH (N1-507-97-1) (7225/R1 0

11
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SCHEDULE 7225 |
VENDOR PAY OPERATIONS - AUTOMATED DATA PROCESSING
RECORDS
A B C D

R

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

109 Archived/Purged Contracts List. Cut off on date of listing
Destroy 6 years, 3 months after
cutoff
AUTH (GRS 6, Item 1a)

(7225/R1 09)

2 Listings used primarily to review DFAS Sites Cut off upon receipt of new
supply transactions and their effect listing (Where annotation 1s
on the accounting records required, retamn record until

annotation has been transferred
to new record.) Destroy on
cutoff

AUTH (N1-507-97-1) (7225/R2)

201 Listings and reports used primarily Cut off at end of fiscal year

to support stock fund general Destroy 1 year after cutoff
ger update, to reconcile with the AUTH (GRS 6, item 1b)

trid\balance, and to reconcile to (7225/R2 01)

expendg, obligation and

reimbursduent data in the General

Accountinggystem

3. BUYER INTERFUND Bills receiptedsqd interfund zero Cut off at end of fiscal year in
BILLS - NON-FMS balance listings which billed Destroy 1 year
(See NOTE 2) after cutoff

AUTH (N1-507-97-1) (7225/R3)

4 AUTOMATED Listings used primarily to¥gview Cut off after 3 months or upon
MATERIEL supply transactions and their receipt of new listing (Where
ACCOUNTING on the accounting records. annotation 1s required, retain
SYSTEM (AMAS) record until annotation has been

transferred to new record )

Destroy on cutoff

AUTH (N1-507-97-1) (7225/R4)
401 Listings and reports used primarily | DFAS es Cut off at end of fiscal year

to support stock fund general
ledger update, to reconcile with the
trial balance, and to reconcile to
expense, obligation and
reimbursement data in the General
Accounting System

5. MATERIEL
ACCOUNTS
PAYABLE SYSTEM
(MAPS)

Interface program listings used
primarily to review vendor
contracts, receipts, and payment
transaction interfaces

5.01

Optional program listings used
primarily to review status of
vendor, contract appropriation
summary table records, and to
audit and correct invoices and
receipts recorded in the database

Destroy 1 year after cutoff
AUTH (GRS 6, ltem 1b)
(7225/R4 01)

Cunoff and destroy on

and annotat¥gns transferred
AUTH (N1-50 -1) (7225/R5)

Cut off and des on

supersession (SeeNOTE 1)
AUTH (N1-507-97-1) (72R5/R5 01)

12




DFAS 5015.2-M

SCHEDULE 7225
VENDOR PAY OPERATIONS - AUTOMATED DATA PROCESSING
RECORDS
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
.02 Open items obligations listings Cut off at end of fiscal year in
, which billed Destroy 1 year
after cutoff
AUTH (N1-507-97-1) (7225/R5 02)

503 Products used to adjust stock fund Cut off at end of fiscal year.
general ledger for unprocessed Destroy 2 years after cutoff
supply payment interface (See NOTE 1)
transactions or open obligations AUTH (N1-507-97-1) (7225/R5 03)
and payment transactions used as

Msyupport for journal voucher
504 t Payment Act information Cut off at end of fiscal year
adjust stock fund Destroy 1 year after cutoff.
general ledger for unprocessed AUTH (N1-507-97-1) (7225/R5 04)
erface
transacttons or open bbligations
and payment transactlok\\

505 Listings produced by end-of- DFAS Sites Cut off and destroy on
programs used to verify ~ supersession, provided all
transactions processed, notices of [\ questions have been resolved
action, computation listmateriel \ and annotations transferred
payment forecast AUTH (N1-507-97-1) (7225/R5 05)

506 Voucher control log produced by ~. Cut off at end of fiscal year.
end-of-day programs \\\ Destroy 6 years, 3 months after

~ cutoff
UTH (GRS 6, item 1a)
(7285/R5 06)

507 Daily Obligation Validation
register

508 End-of-day program listings Cut off and destroy on

completion of corrective achqn.
AUTH (N1-507-97-1) (7225/R5 08
NOTES:

1 Destroy these records in annual blocks only if there are no outstanding discrepancies for which corrective actions are

prescribed

2 Foreign Military Sales Seller and Buyer Interfund Bills are covered in Schedule 7360, Foreign Military Sales

13
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SCHEDULE 7280

DFAS 5015.2-M

NONAPPROPRIATED FUNDS (NAF) FINANCIAL MANAGEMENT RECORDS

This schedule governs disposition of records pertaining to nonappropriated funds (NAF) maintained at
Accountable Stations unless otherwise indicated. (Reference Financial Management Regulation,
DoD 7000.14-R)

SCHEDULE 7280 |
NONAPPROPRIATED FUNDS (NAF) FINANCIAL MANAGEMENT RECORDS |
A B C D

R

9]

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

1 BUDGETARY DATA | Data on advanced approvals of Approving agency Cut off at end of fiscal year.

expenditures for fixed assets, such as Destroy 5 years after cutoff
authorizations for improvements, AUTH (N1-507-97-1) (7280/R1)
additions to buildings, purchase and

installation of equipment, etc.

101 Copies of documents described in 1a | NAF activities Cut off at end of fiscal year
above Destroy 1 year after cutoff.

AUTH (N1-507-97-1)
(7280/R1 01)

2 FINANCIAL Statements (including consolidated) Preparing activities Cut off at end of fiscal year.
STATEMENTS AND reports of audit and of inspections above Accountable Destroy 5 years after cutoff.
REPORTS Station Jevel AUTH (N1-507-97-1) (7280/R2)

2.01 Monthly and quarterly statements At preparing activities | Cut off at end of fiscal year.
and reports, with substantiating data. | at Accountable Destroy 4 years after cutoff

Stations AUTH (N1-507-97-1)
(7280/R2 01)
202 At other than Cut off at end of fiscal year.
preparing activities Destroy 1 year after cutoff
AUTH (N1-507-97-1)
(7280/R2 02)

2,03 Working papers, source documents, Preparing activity Cut off at end of fiscal year.
and other support data relating to Destroy 1 year after cutoff.
statements and reports in 2a and 2b AUTH (N1-507-97-1)

(). (7280/R2 03)

204 Informational copies of unit fund Other than preparing Cut off at end of fiscal year.
statements and reports, with related activities Destroy 1 year after cutoff
correspondence (including retained AUTH (N1-507-97-1)
copies of preparing activity reports) (7280/R2 04)

205 Computer histings of command mnput | Processing Center Cut off at end of month
comprised of edut, error, out-of- Destroy 4 months after cutoff.
balance and discrepancy data used AUTH (N1-507-97-1)
for internal processing (7280/R2 05)

3. REPORTS Such as statement of financial

condition, statement of income and
expense, NAF statement of employee
census and other related data for all
fund categories, e g , welfare,
membership, revenue producing and
special funds

14
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SCHEDULE 7280 |
NONAPPROPRIATED FUNDS (NAF) FINANCIAL MANAGEMENT RECORDS T
A B C D

R

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
Command Consolidated Reports - DFAS Arhington Cut off at end of fiscal year
Yearend and/or Subordinate Destroy 10 years after cutoff.

activities AUTH (N1-507-97-1) (7280/R3})
3ol Command Consolidated Reports - Cut off at end of fiscal year
Monthly & Quarterly Destroy S years after cutoff
AUTH (N1-507-97-1)
(7280/R3 01)

4 CLAIMS Reports of incidents, supporting and | At preparing activities | Cut off on settlement or
background evidence, with related closure of claim Destroy 4
correspondence that reflect on the years after cutoff
loss of funds. accidents, AUTH (N1-507-97-1) (7280/R4)
entries/omissions in official records,
military disciplinary actions and/or
crimtnal actions, board proceeding
data required to support a claim

5 BOARD Reports, supporting data, and related Cut off at end of fiscal year

PROCEEDINGS correspondence that relate to NAF Destroy 3 years after cutoff
losses and investigations thereof AUTH (N1-507-97-1) (7280/R5)
which do not support a claim

6 NAF CUSTODIAN Memorandum receipts of cash, other | Financial management | Cut off on change of

CERTIFICATE negotiable instruments, certificates of | offices custodian Destroy 12
inventories of assets and liabilities years after cutoff.
assumed by a temporary replacement AUTH (N1-507-97-1) (7280/R6)
or successor custodian

7 INSURANCE Property, group Iife, accident and Financial management | Cut off on discontinuance of
health, theft, burglary/robbery, offices the fund Destroy 4 years after
money and security, Workman’s cutoff
Compensation and Employer’s AUTH (N1-507-97-1) (7280/R7)
Liabihity, Fidelity, required for
protection of all NAF assets

7.01 Control registers that provide a Cut off at end of fiscal year.,
detailed record of all policies and Destroy 2 years after cutoff.
self-insurance owed that are also AUTH (N1-507-97-1)
used to compute the charges to be (7280/R7 01)
amortized each month

8. LOANS AND Requests for loan/grant, legal Cut off on expiration,

GRANTS instruments (contract or agreement), cancellation or termination of
and related control data used for loan or grant. Destroy 5 years
control of payments made, balances after cutoff
due, etc AUTH (N1-507-97-1) (7280/RS8)

9 INVESTMENTS Savings bonds, treasury notes, bills, Cut off on transfer or

(GOVERNMENT OR | bonds and certificates, and liquidation of the security

GOVERNMENT documents used to negotiate transfer, Destroy $ years after cutoff

AGENCY reissue. deposit, and for redemption AUTH (N1-507-97-1) (7280/RS)

SECURITIES) of the securities used for control of

payments made, balances due, etc

15
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SCHEDULE 7280 [
NONAPPROPRIATED FUNDS (NAF) FINANCIAL MANAGEMENT RECORDS l
A B C D

R

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

10. | GENERAL LEDGER Ledger sheets 1n accounting books of Cut off at end of fiscal year.

final entry Destroy 6 years, 3 months
after cutoff
AUTH (GRS 7, Item 2)
(7280/R10)

1 JOURNALS, Basic books of accounts wherein all Cut off at end of fiscal year.
REGISTERS, AND classes of transactions are originally Destroy 3 years after cutoff
LEDGERS recorded general journals, cash AUTH (N1-507-97-1) (7280/R11)

receipts, journals, check registers
(cash disbursement journals),
voucher registers (accounts payable
ledgers), recurring or closing
Journals, payroll journals
MACHINE LISTINGS | Daily/monthly documents, including | Financial Management | Cut off on completion of
accounts receivable (credit balance, offices reconciliation Delete 45 days
statemnents, delinquent accounts list, after cutoff
alphabetic sequence list), accounts AUTH (N1-507-97-1) (7280/R12)
payable (vendor list, abbreviated
vendor list, released invoice list,
dor analysis report, cash
of accounts, accounting period list,
reference code list, detail list by
account, detail list by journal, year-
to-date summary, report file list-
OPR/BS, budget summary report, hist ~
of assets), inventory (inventory “
master, file maintenance audit report, -
transaction journal, inventory status T
report, critical inventory, out-of- .
stock report, slow moving item T~
report, control ledger report) .
13. | WORKING FUNDS Reports, bank checks (triplicate NAFFMB Cut off at end of fiscal year or
copy), petty cash vouchers liquidation of the funds Destroy
(duplicate), and copies of bank 4 years after cutoff
deposit slips reflecting all depostts, AUTH (N1-507-97-1) (7280/R13)
reimbursements, and a running
balance of cash in the bank
14. | MONTH-END Records of bank (CBP) Financial Management | Cut off at end of fiscal year

WORKING PAPERS

recongiliations and other audit
working papers used for detatling
general ledger control account
balances

offices

Destroy 2 years after cutoff
AUTH (N1-507-97-1) (7280/R14)

16
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statements, cash vouchers, vendors
invoices, contracts and purchase
orders that reflect on the
administration of activities financed
by central and individual hospital
funds

.

.

SCHEDULE 7280 I
NONAPPROPRIATED FUNDS (NAF) FINANCIAL MANAGEMENT RECORDS I
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
15 DAILY REPORTS Reports of detail merchandise, cash, Cut off at end of fiscal year.
sales, food, service, which are record Destroy 4 years after cutoff,
copies reflecting 1n summary a report provided account ts clear.
on cash and charge sales used to AUTH (N1-507-97-1) (7280/R15)
support entries on the consolidated
daily report.

1501 Consolidated daily reports which are Cut off at end of fiscal year
record copies used to support entries Destroy 3 years after cutofT,
1n cash receipt journals and for provided account 1s clear.
posting the subsidiary accounts AUTH (N1-507-97-1)
receivable ledger (7280/R15 01)

16. | ACCOUNTS Individual subsidiary records of Cut off at end of fiscal year
RECEIVABLE amounts due the fund, and supporting Destroy 4 years after cutoff
documents reflecting merchandise AUTH (N1-507-97-1) (7280/R16)
sale on credit basis
17 PREPAID EXPENSE Accounts control data used to Cut off at end of fiscal year.
(DEFERRED determine charges to be amortized Destroy 2 years after cutoff
CHARGE) each month reflecting the balance of AUTH (N1-507-97-1) (7280/R17)
an expenditure carried forward to be
written off in one or more following
periods.

\‘HB\ DISBURSEMENTS Checks, separate accounts payable Cut off at end of fiscal year
vouchers with supporting purchase Destroy 6 years, 3 months
orders, receiving report mnvoices, after cutoff.
petty cash vouchers that reflect on AUTH (GRS 6, ltem 1a)
purchase of merchandise, supplies (7280/R18)

a rvices
19. | COLLECTION Cash co n receipts which are Financial management | Cut off at end of fiscal year.
record copies re ing collection of | offices Destroy 6 years, 3 months
NAF membership dues; vengession after cutoff.
income and related collections AUTH (GRS 6, Item 1a)
\\ (7280/R19)
20 HOSPITAL FUND Ledgers, journals, council books \ Cut off at end of fiscal year.
ACCOUNTS cash/disbursement receipts, financial Destroy 6 years, 3 months

after cutoff.

~LAUTH (GRS 6, Item 1a)

(72894R20)
~—
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SCHEDULE 7300

ORIGINAL DISBURSING ACCOUNTS

DFAS 5015.2-M

This schedule governs disposition of records pertaining to original source documents. (Reference:
Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7300 |
ORIGINAL DISBURSING ACCOUNTS |
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES | DESCRIPTION MAINTAINED IN AUTHORITY
1. ORIGINAL Original collection and disbursement
ACCOUNTS vouchers, bond i1ssuance schedules,
applicable control registers and
listings, statements of accountability
and supporting records, Treasury
statements and reconciliations,
certificates of deposit, DJMS-RC
information file (money hists),
summaries, and cover sheets, retiree
and annuitant substantiating
information, voucher listings and
summartes, VA Class N summartes,
accounts receivable listings, and other
comparable data to include NATO
Infrastructure Program
T Regular accounts DFAS Sites Cut off at end of month
\ Transfer 1 year after cutoff.
\ Destroy 6 years, 3 months after
cutoff. (See NOTES 1,2 and
E -507-97-1)
(7300/R1)
101 FMS cases Cut off at end of month in
which final payment made.
Destroy 30 years after final
payment (See NOTE 3)
AUTH ( N1-507-97-1) (7300/R1 01
2 Original accounts Accountable Stations | Transfer cutoff records directly
\ to RRSF on normal quarterly or
fiscal year cycles for
application of disposition
mstructions in 1 above,
'\ AUTH (GRS 6, 1a EXCEPTION)
(N1-507-97-1) (7300/R1 02)
103 Accounts and Supporting Documents | DFAS sites B thorized for disposal
pertaining to American Indians (See NOT
AUTH (GRS 6)

18
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N BY FOREIGN

international English-language bills
for freight, passenger, and household
goods between foreign countries; and
vouchers for the same service from
foreign countries to the US

SCHEDULE 7300 |
ORIGINAL DISBURSING ACCOUNTS |
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES | DESCRIPTION MAINTAINED IN AUTHORITY
\ TRANSPORTATIO | Original vouchers supported by Accountable Stattons | Cut off at end of period of the

account. Destroy 6 years after

cutoff (See NOTE 5)
AUTH (GRS 9, ltem 1a)

201 \ Original vouchers other than those Accountable Stations | Forward to servicing DFAS
< supported by international English- Site as diwrected
guage bills for freight, passenger, (See NOTE 5).
and hougehold goods between foreign AUTH (GRS 6, Item 1a)
countri&q%\;ouchers for the same
service from ign countries to the
us \\
3 DEFENSE TRAVEL | Completed trip records DTS Archive Maintain in DTS Archive for 6
SYSTEM (DTS) request, authorization, and aj years and 3 months after final
payment. Includes scanned 1mages of payment to traveler and travel
all receipts for lodging and rental car vendors (See NOTE 6 and 7)
expenses and all receipts for \ AUTH (GRS 6, ltem 1a)
individual reimbursable expenses of \\
$75 or more .

301 Hardcopy travel receipts that have Authorlzmg‘OfﬁmaI/ Cut off 90 days after imaged
been electronically attached to Traveler . into system Destroy or
voucher submitted for approval and " | maintain as traveler’s personal
verified in DTS by Authorizing reegrds after cutoff. (See Note
Official 7 and*8)

AUTH (GRS 20, item 23)

302 Hardcopy travel receipts for DTS Traveler/Authonzing Cut off upon | payment to
travel performed prior to May 2004 Official traveler and travel*vendors.
unless recelpts are retroactively Destroy 6 years and 3 inqnths
scanned into DTS. after cutoff (See NOTE 7).

AUTH (GRS 6, item 1a)
NOTES:

1. A copy of the NATO Infrastructure Program vouchers will be kept with the pre-financed project files.

2 See DoD 7000.14-R. Volume 5, Disbursing Policy and Procedures, Chapter 20, for transfer procedures

3 Freeze record upon receipt of direction from NARA Dispose of 30 years after cutoff, or once freeze has been lifted, 1f
freeze has caused retention beyond normal disposal date.

4 Not authorized for disposal Such records must be retained indefinitely since they may be needed 1n litigation involving
the Government’s role as trustee of property held by the Government and managed for the benefit of Indians

5. Ths item does not include vouchers covering charges for which there 1s a circumstance that prevents settling of the

account; such vouchers are covered by GRS 9, Item 1b

6 Ifthere are outstanding claims, exceptions, or pending litigation in connection with an account, the records must be
retained in the DTS-Archive until settlement 1s made

7. Hard copy travel receipts must be maintained for 6 years and 3 months for DTS records generated prior to
implementation of electronic attachment capability for receipts unless retroactively imaged 1nto system

8 Travelers are advised to retain all receipts for tax or other purposes
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SCHEDULE 7305
MERGED ACCOUNTABILITY AND FUND REPORTING (MAFR) SYSTEM RECORDS

This schedule governs disposition of working copies of records pertaining to the MAFR program; the
disposition of original records is shown in Schedule 7300, Original Disbursing Accounts. (Reference:
Financial Management Regulation, DoD 7000.14-R)

208

209

210

appropriation master validation
file, sales code file, Accountable
Station file), interfund seller
address file, records location,
master listings of edit error and
out-balance listings,
miscellaneous correspondence

SCHEDULE 7305 |
MERGED ACCOUNTABILITY AND FUND REPORTING (MAFR) SYSTEMS RECORDS |
A B C D

R

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

1 TRANSITORY WORK Transitory MAFR control data Designated DFAS Cut off at end of month

FILES having recurring updates (such as | Sites Destroy 30 days after month in

which created or when

superseded by files update.
AUTH (N1-507-97-1) (7305/R1)

2 RCS 7112/7113 Transitory reference data, EDP Cut off at end of fiscal year.
ACCOUNTANT listings of reconciliation Destroy 2 years* after the FY
WORKING FILES differences, DFAS-AA/DE m which created

suspense by ADSN data, voucher AUTH (N1-507-97-1) (7305/R2)
and DA 14-94 rejects, records
mcluding forms; other ADP (Increase In retention over
listing used 1n normal processing, previous guidance)
EDP master cycle, by other
listing, 7138 data and PIN hsting,
MAFR error listing, and other
related listings
3 RCS 7112/7113 ADSN, 7112/7113 folders, including Designated DFAS Cut off end of fiscal year

DCASR, CADC INPUTS,
DCMD

AUTODIN list and EDP listings
of ADSN reports, 7138 cycle
data, cash reports and DFAS-
AA/DE suspense, and other
related EDP listings including
adjustment voucher, automatic
validation and other related
histings and correspondence
pertinent to DAO cycle and
month-end processing, includes
data peculiar to AMC
transportation processing

Sites

Destroy 2 years after the FY in

which created
AUTH (N1-507-97-1) (7305/R3)
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SCHEDULE 7305 |
MERGED ACCOUNTABILITY AND FUND REPORTING (MAFR) SYSTEMS RECORDS
A B C D

R

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

4 MAFR, OTHER Army, Navy, State Department, Cut off at end of fiscal year
SERVICE cycle and month-end data. Destroy 2 years after the FY 1n
TRANSACTIONS FOR including but not limited to which created
AIR FORCE vouchers, EDP listings, 7110, AUTH (N1-507-97-1) (7305/R4)

7111, 7113, 8702 reports, SF
1221/TFS 224 schedules of
transactions, other comparable
data, correspondence and related
by-products

5 CROSS DISBURSING Request for fiscal information, Cut off at end of fiscal year.
ACTIVITY transportation request, bill of Destroy 2 years after the FY in

lading, and meal ticket, advice of which created

rejection, reject listings, open AUTH (N1-507-97-1) (7305/R5)
allotment listings and related

documentation including

correspondence

6 INTERFUND BILLING EDP listing of AUTODIN, 7113, | Designated DFAS Cut off at end of fiscal year in

TRANSACTIONS DD 1400, and seller and buyer Sites which created or reconciliation
summary billings; various internal of charges is completed,
EDP listings and reports such as whichever is later. Destroy 4
unmatched sellers/buyers, years after cutoff
delinquent listings, suspense AUTH (N1-507-97-1) (7305/R6)
histing, delinquent case folders
including buyer/seller
correspondence and related
records

7 EDP MASTER Command summary, OAC Cut off at end of fiscal year.

CONTROL LISTING feedback, worldwide- Destroy 10* years after FY in
nonworldwide, consolidated which created or after
appropriation control, Treasury reconcihation of charges 1s
cash report listings, and other completed, whichever is later
comparab]e data. AUTH (N1-507-97-1) (7305/R7)
(*Increase 1n retention over
previous guidance )

8 ADJUSTMENT SF 1080, Voucher for Transfers Cut off at end of fiscal year in
VOUCHERS Between Appropriation and/or which created Destroy 10*

Funds, and SF 1081, Voucher and years after cutoff

Schedule of Withdrawals and AUTH (N1-507-97-1) (7305/R8)

Credits, and related documents. (*Increase 1n retention, exception
to GRS 6, Item la)

9 UNLIQUIDATED OR Copies of disbursements and Cut off end of fiscal year 1n
DISCREPANT collections made 1 support of which created. Destroy 10
PAYMENTS AND DFAS contracts processed years after cutoff
COLLECTIONS through MAFR system AUTH (N1-507-97-1) (7305/R9)
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SCHEDULE 7310
INTERNAL CONTROL RECORDS, PHYSICAL LOSS OF FUNDS,
AND ERRONEOUS PAYMENT CASE FILES

This schedule governs disposition of records pertaining to internal control functions, loss of funds, and
erroneous payments (maintained at DFAS Sites or Accountable Stations). (Reference: Financial
Management Regulation, DoD 7000.14-R, Volume 5)

SCHEDULE 7310 |
INTERNAL CONTROL RECORDS, PHYSICAL LOSS OF FUNDS, AND ERRONEQUS PAYMENT CASE FlLESj
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 TREASURY CHECKS Transfer of checks report and Accountable Stations Cut off at end of fiscal year
217 AND SAVINGS BONDS | related internal control records Destroy 6 years after cutoff
CONTROL AUTH (N1-507-97-1) (7310/R1)
1.01 Records on returned and DFAS Sites and Cut off upon recording
undelivered checks and bonds Accountable Stations disposition of the checks and
218 bonds Destroy 1 year after
cutoff
AUTH (N1-507-97-1)
(7310/R1 01)
2 APPLICATIONS TO Forms or other documentation DFAS Sites or Cut off at end of fiscal year
KEEP CASH ON HAND | used to approve keeping cash on Accountable Stations Destroy 6 years after close of
219 hand FY to which
an 0 which it pertains.
AUTH (N1-507-97-1) (7310/R2)
3. CASH Analyses of daily cash Cut off at end of fiscal year in
ACCOUNTABILITY accountability, receipt for transfer which all outstanding
CONTROL of cash and vouchers, transfer of discrepancies have been
220
currency, datly summary of cash cleared Destroy 1 year after
collections, cashier’s daily cutoff
summary, and related data AUTH (N1-507-97-1) (7310/R3)
3.01 Reports of overages and losses of Cut off at end of fiscal year in
public funds, and cash which all outstanding
verification reports discrepancies have been
221 cleared. Destroy 1 year after
cutoff
AUTH (N1-507-97-1)
(7310/R3 01)
4, APPOINTMENT Administrative orders appointing | DFAS Sites or Cut off at end of fiscal year in
ORDERS individuals as the Accountable Accountable Stations which order is revoked or
Official, Disbursing Officers. cancelled or when action has
Agents, and Cashiers written been taken to correct
299 designations of individuals within discrepancies. Destroy 6 years
the office to execute certificates after cutoff.
on vouchers and other records, AUTH (N1-507-97-1) (7310/R4)
signature cards pertaining to
certifying officers, and related
data
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228
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officer on board, reports of
investigation and associated
papers containing factual loss
information, convening authority
recommendations, appeals,
correspondence and
recommendations, grant or denial
of relief, relief check information

SCHEDULE 7310 |
INTERNAL CONTROL RECORDS, PHYSICAL LOSS OF FUNDS, AND ERRONEOUS PAYMENT CASE FILES [
A B C D

R

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

5 CONTROL FILES Records containing Accountable Cut off when superseded or
Station codes, name and address obsolete Destroy on cutoff.
of Accountable Stations and serial AUTH (N1-507-97-1) (7310/R5)
numbers of all checks for which
they are accountable, name of
installation, and serial number of
check-signing equipment

I OGS Forms used to provide reference Cut off when superseded or
md-eenmﬂ.gﬁw,a\ obsolete Destroy 2 years
negotiable instruments, an —— after cutoff.
similar data W
(7310/R6) -
7 RETURNED CHECKS Original form of returned check Cut off at end of fiscal year.
AND BONDS or bond records, or comparable Destroy 3 years after cutoff
forms used for verification, AUTH (N1-507-97-1) (7310/R7)
information, accounting citation,
and searching for disposition on
returned checks or bonds

8 CHECK PHOTOSTATS | Photostats of checks returned Cut off at end of fiscal year in
from the Treasury and forwarded which claim 1s settled
to Centers for use in processing Destroy 1 year after cutoff.
claims and in reconciling AUTH (N1-507-97-1) (7310/R8)
overdrafts and underdrafts

9 DEBIT VOUCHERS Forms used to provide a complete | DFAS Sites or Cut off at end of fiscal year.

FOR CHECKING summation of discrepancies and Accountable Stations Destroy 5* years after cutoff

ACCOUNT overdraft or underdraft AUTH (N1-507-97-1) (7310/R9)

DISCREPANCIES adjustments necessary to balance (*Increase in retention over
checking account previous guidance)

10 TRANSMITTAL FORM | Forms, such as voucher Cut off and destroy when
transmuittal sheets or comparable DAO accounts are destroyed
forms, reflecting the first and last AUTH (N1-507-97-1) (7310/R10)
number of each sequence in the
voucher, the Accountable Station
codes, voucher numbers

11 MAJOR PHYSICAL Documentation establishing

LOSSES OF physical loss, convening authority
APPROPRIATED FUND | appointment of imvestigating

DFAS Sites

Cut off on date of last action.
Destroy 6 years after cutoff

AUTH (N1-507-97-1) (7310/R11)
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SCHEDULE 7310 ]
INTERNAL CONTROL RECORDS, PHYSICAL LOSS OF FUNDS, AND ERRONEOUS PAYMENT CASE FILES
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1101 Accountable Stations | Cut off on date of last action.
Destroy 1 year after cutoff
AUTH (N1-507-97-1)
(7310/R11 01)
12 MINOR PHYSICAL Certification, investigatory
LOSSES OF reports, associated
APPROPRIATED correspondence and
FUNDS recommendations, grant or denial
of relief, relief check information.
DFAS Sites Cut off on date of last action.
Destroy 5 years after cutoff.
AUTH (N1-507-97-1) (7310/R12)
12 01 Accountable Stations Cut off on date of last action
Destroy 1 year after cutoff
AUTH (N1-507-97-1)
(7310/R12 01)
13. ILLEGAL, IMPROPER Documentation establishing
OR INCORRECT erroneous payment, appointments
(ERRONEOUS) of investigating officers, reports
PAYMENT OF of investigations, appeals,
APPROPRIATED requests for relief,
FUNDS. correspondence and
recommendations, grant or denial
of relief
DFAS Sites Cut off on date of last action
Destroy $ years after cutoff
AUTH (N1-507-97-1) (7310/R13)
13 01 Accountable Stations Cut off on date of last action.

Destroy 1 year after cutoff.
AUTH (N1-507-97-1)
(7310/R13 01)
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SCHEDULE 7315

US SAVINGS BOND RECORDS

DFAS 5015 2-M

This schedule governs disposition of records pertaining to US Savings Bonds. (Reference: Financial
Management Regulation, DoD 7000 14-R, Volume 5)

bonds received/forwarded by Sites

2 CLAIMS AND
INQUIRIES

Correspondence concerning
nonreceipt of US savings bonds,
used to trace disposition of bond

3. APPLICATIONS AND
CONTROL RECORDS

Accountability records, used to
control, verify and balance
accountability and to answer
inquiries

4. CONTROL RECORDS
FOR BONDS

401

Lists of inscribed bonds held in or
released from safekeeping at
Centers; used to maintain
accountability and include date and
reason released

Quarterly history

5. SAVINGS BOND
REPORTS

Reports of bond sales

SCHEDULE 7315 ]
US SAVINGS BOND RECORDS I
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
| TRANSMITTALS OR Forms used to receipt/transmit DFAS Sites or Cut off at end of payroll year.
RECEIPTS inscribed or uninscribed Series EE | Accountable Stations Destroy on-site 2 years after

cutoff
AUTH (N1-507-97-1) (7315/R1)

Cut off on completion of
tracer action. Destroy after
claimant has received bond or
bond has otherwise been

accounted for
AUTH (N1-507-97-1) (7315/R2)

Cut off at end of payroll year

Destroy 5 years after cutoff
AUTH (N1-507-97-1) (7315/R3)

Cut off at end of payroll year

Destroy S years after cutoff
AUTH (N1-507-97-1) (7315/R4)

Cut off at end of payroll year
Destroy 56 years after cutoff
AUTH (N1-507-97-1)

(7315/R4 01)

Cut off at end of payroll year.

Destroy 1 year after cutoff.
AUTH (N1-507-97-1) (7315/R5)
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SCHEDULE 7320
DISBURSING AND COLLECTION RECORDS

This schedule governs disposal of records accumulated in Disbursing and Collection in Site designated
offices. (Reference: Financial Management Regulation, DoD 7000.14-R, Volume 5)

SCHEDULE 7320 |
DISBURSING AND COLLECTION RECORDS |
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1. DAILY CASH Forms such as daily statements of Site designated Cut off at end of fiscal year in
ACCOUNTABILITY accountability, daily summary of offices which discrepancies identified
receipts, reimbursements and net by servicing Sites have been
disbursements, daily voucher control, corrected Destroy | year, |
240 cash collection record, daily voucher month after cutoff
transmittal forms, and related data, AUTH (N1-507-97-1) (7320/R1)
used by the Disbursing Division to
provide summary formation to the
accounting operations division or to
reflect daily transactions with other
areas.
2 MONTHLY CASH Forms such as statements of Cut off at end of fiscal year in
ACCOUNTABILITY accountability, statement of which discrepancies 1dentified
241 designated depository account, by servicing Sites have been
foreign currency reports with corrected Destroy 2 years
supporting records, schedules, and after cutoff.
related data AUTH (N1-507-97-1) (7320/R2)
*\3\ SUBSIDIARY Subsidiary accountability forms and Cut off at end of fiscal year.
CCOUNTABILITY related records used to record check Destroy 1 year after cutoff
1ssue overdrafts and underdrafis, AUTH (GRS 6, Item 1b)
funds in the hands of agents, (7320/R3)
overages and losses of funds
4. AGENT ents of agent officer’s account Cut off at end of fiscal year in
ACCOUNTABILITY forms; tr: ttal for paid vouchers which agent transactions are
and related paper: as a control reflected in the accounts of the
on funds entrusted and re d by principle accountable station.
accounting and disbursing agents L Destroy 1 year after cutoff
e AUTH (GRS 6, ltem 1b)
T (7320/R4)
5 IMPREST FUND Remmbursement vouchers and other Site designated --. Cut off at end of fiscal year in
ACCOUNTABILITY related records held by or for cash offices " | which reimbursement is
imprest fund cashiers completed Destroy 1 year
after cutoff. ~ .
AUTH (GRS 6, Item 1b)
(7320/R5) -
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EMENT
CHECK

dvice of status, check
copies, and related documen e

SCHEDULE 7320
DISBURSING AND COLLECTION RECORDS ]
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
\6\ CASHIERING Recerpt for transfer cash and voucher Cut off at end of fiscal year
forms, daily summary of cash Dcstroy | year after cutoff.
collections, cashier accountability AUTH (GRS 6, Item 1b)
documents, comparable forms, and (7320/R8)
related papers, used to provide
and/or disbursement action
7 DEPOSITS Certificates of deposit forms (and Cut off at end of fiscal year in
simtlar forms used for limited \ which deposits have been
depositories), schedule of cancelled ~— verified or upon resolution of
checks (except those covered in Rule \{ any outstanding adjustments.
2), lists of checks and negotiable De 6 years, 3 months
instruments, or copies of checks and after cuto
instruments deposited, by-others AUTH (GRS 6, ltem
chargeback/credit back listings (7320/R7)
8. SCHEDULE OF Schedule shows all deposit activity Cut off at end of month
DEPOSITS of a specific day's business. Destroy 6 months after cutoff
AUTH (N1-507-97-1) (7320/R8)
HECK CONTROL Daily forms and related information Cut off at end of fiscal year
\ used In the receipt of Treasury check Destroy | year after cutoff
and for control of blank checks AUTH (GRS 6, Item 1b)
Maw 1ssuance (7320/R9)

9.01 Month-end check 1ssue summrary-and_| Cut off at end of fiscal year
associated detail check 1ssue data \ Destroy 6 years, 3 months
which includes outstanding check T cutoff
depository files AUTH ( 1a)

(7320/9 01)
10 SEQUENCE CHECK Breaks in check numbers for checks | DFAS Site Cut off at end of day Destroy
LISTING processed designated offices 6 years, 3 months after cutoff,
AUTH (N1-507-97-1) (7320/R10)
11 CHECK ISSUE Every computer-produced military Cut off at end of day. Destroy
LISTING payroll check 1ssued by the 6 years, 3 months after cutoff.
Accountable Station. AUTH (N1-507-97-1) (7320/R11)
12. COMBINED CHECK A list of checks and dollar amount Cut off on verification that
ISSUE REGISTER per day, by check number level 8 data was received and
accepted by DFAS-AD/DE
Destroy on cutoff.
AUTH (N1-507-97-1) (7320/R12)
13 SUBJECT MATTER List for each SMA of checks 1ssued Cut off at end of day Destroy
AREA (SMA) or Electronic Funds Transfer trace 6 years, 3 months after cutoff,
PAYMENT DATA numbers for that SMA AUTH (N1-507-97-1) (7320/R13)
T t— Application, unavailable check DFAS Site office Cut off at end of fiscal year

~--1-AUTH. (GRS 6, Item 12)

Destroy 6 years, 3 months
after cutoff.

(7320/R14) -4
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SCHEDULE 7320 |
DISBURSING AND COLLECTION RECORDS |
A B C D
R
U
L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

15 TREASURY CHECK Check 1ssue data, payroll check DFAS Site Cut off at end of fiscal year
ISSUE LIST adjustments, and Treasury check designated offices Destroy | year after cutoff.

adJ ustment report AUTH (N1-507-97-1) (7320/R15)

16 FOREIGN Limited depository account form Cut off at end of fiscal year 1n
CURRENCY reports, foreign currency receipts which created Destroy 1 year
CONTROL control forms, disbursement control after cutoff,

forms, and exchange ledger. AUTH (N1-507-97-1) (7320/R16)

17. INTERNATIONAL Summary payroll hist Cut off at end of month
BALANCE OF Destroy 6 months after cutoff
PAYMENTS AUTH (N1-507-97-1) (7320/R17)

18. DAILY MESSAGE Messages pertaining to daily Cut off at end of fiscal year.
REPORT reporting of checks drawn on Destroy 1 year after cutoff

Treasury of United States, report of AUTH (N1-507-97-1) (7320/R18)
large individual payments, report of
large individual collections, and
related information
TPOSHNGMEDIA | Records (other than source records) DFAS Site Cut off at end of fiscal year.
Suc fers, and designated offices Destroy 3 years after cutoff
similar forms, used to provide inpu | AUTH (GRS 7, item 4a)
data to accounting. e —
20 JRECORD LISTING List of every J record passed to BQ Cut off at end of month
Destroy 1 month after cutoff.
AUTH (N1-507-97-1) (7320/R20)
LETTER OF Submitted with onginal vouchers Cut off monthly Destroy 6
MITTAL years, 3 months after cutoff
AUTH (GRS 6, item 1a)
(7320/R21)
22, CONTINGENCY uch as copies of vouchers or Cut off at end of fiscal year
EXPENDITURES subvoucher onfidential Destroy 6 years, 3 months
expenditures memo, § chers for after cutoff
reimbursements of confidentia AUTH (GRS 6, Item 1a)
funds, and supporting funds (7320/R22)
22.01 Intelhigence contingency funds Cut off at end of fiscal year
expenditure records ~Bestroy 6 years, 3 months
after cutoff-..__
AUTH (GRS 6, Iteffita).
(7320/R22 01)

23. CURRENCY Purchases, receipts for miscellaneous Cut off at end of fiscal year
CONVERSION AND collections, rosters of personnel Destroy 1 year after cutoff.
CONTROL authorized and unauthorized to AUTH (N1-507-97-1) (7320/R23)

convert, summary change listings,
and similar information when
exchanging dollar instruments,
foreign currencies, or military
payment certificates.

24, FOREIGN Detailed list of all gains and losses Cut off daily. Destroy 1 year
CURRENCY GAIN generated during re-evaluation of after cutoff.

OR LOSS REPORT currency AUTH (N1-507-97-1) (7320/R24)
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SCHEDULE 7320 |
DISBURSING AND COLLECTION RECORDS ]
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
Wﬂ% Disbursing and collection journal DFAS Site Cut off at end of fiscal year
CHECK ISSUE O ‘mrds\ designated offices Destroy 6 years, 3 months
UNVOUCHERED — after cutoff
-AUTH (GRS 6, Item 1a
CASH COLLECTION (7320/R‘2_5)\-)~..~
26 IMPREST FUND Information which reflects imprest Cut off at end of fiscal year 1n
DISCREPANCIES fund shortages to include supporting which case 1s closed Destroy
and related information 2 years after cutoff
AUTH (N1-507-97-1) (7320/R26)
27 IMPREST FUND Information which reflects receipt Cut off at end of fiscal year
ACCOUNTS and accounting for imprest funds to Destroy 2 years after cutoff.
include copies of reimbursement AUTH (N1-507-97-1) (7320/R27)
vouchers and receipts for funds
entrusted to agent officers including
acknowledgment of return of funds
and statement of balance
28 INTEGRATED Reflects all activity in the IPC system Cut off datly Destroy | year
PAYING AND during a specific day’s business after cutoff
COLLECTING (IPC) AUTH (N1-507-97-1) (7320/R28)
AUDIT FILE REPORT
29 VOUCHER Daily list of voucher numbers used, Cut off daily Destroy 3

CONTROL LOG

voided, not used, and missing for
each Service Member’s Account
(SMA)

\30\ PAYMENT LISTING

List of all checks 1ssued where
amount does not exceed maximum
treasury file reporting amount and
those checks paid in foreign
currency

months after cutoff
AUTH (N1-507-97-1) (7320/R29)

Cut off daily Destroy 6 years,
3 months after cutoff

AUTH (GRS 6, ltem 1a)
(7320/R30)

31 PAYMENT LISTING f all treasury checks 1ssued that Cut off daily. Destroy 6 years,
FOR OVER- cannot orted to Treasury on 3 months after cutoff.
MAXIMUM file AUTH (GRS 6, item 1a)
TREASURY FILE (7320/R31)

AMOUNT

32 SCHEDULES OF Check number stored on the Data Cut off daily Destroy 6 years,
VOIDED CHECKS Management Center/Data Processing 3 months after cutoff.

AND SPOILED Center (DMC/DPC) that are AUTH (GRS 6, Item 1a)
CHECKS considered void or spoiled for 4 (7320/R32)
Treasury reporting \

33 EFT PAYMENT List of all EFT payments Cuto Destroy 6 years,

LISTING 3 months after

AUTH (GRS 6, Item 1a)
(7320/R33)
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SCHEDULE 7330
ADJUDICATION RECORDS

This schedule governs disposition of records pertaining to claims and collections for military and
civilian personnel; e.g., casualties, missing-in-action, killed-in-action, prisoner-of-war, dependencies.
(Reference: Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7330 ]
ADJUDICATION RECORDS
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1| ADJUDICATED PAY Records reflecting development DFAS Sites Cut off on final action.
A CE and adjudication of claims for pay Destroy 6 years, 3 months
CLAIMS AND nces, travel and after cutoff
ALLOWED CLAIMS transportation allo AUTH (GRS, 6, item 10a)

(MILITARY AND reimbursements for transportation \ 0D
CIVILIAN) of dependents, and shipment of '\
household goods

2 DENIED PAY AND Records reflecting development Cut off on final action.
ALLOWANCE CLAIMS | and demal of claims for pay and Destroy 1 year after cutoff
(MILITARY AND allowances, travel and AUTH (N1-507-97-1) (7330/R2)
258 CIVILIAN) transportation allowances,

reimbursements for transportation
of dependents, and shipment of

household goods
'*% Records used to adjud:cate and Cut off on final action

MILITAR final determination of Destroy 6 years, 3 months

ALLOWANCES W after cutoff
U.SC 1532, Correction of | AUTH (GRS 6, ltem 102)
Military Records (

4 DEPENDENCY Applications for basic allowance | DFAS sites Cut off on separation or

FOLDERS for quarters for members with subsequent action Destroy 6
dependents, applications for years after cutoff
uniformed service identification AUTH (N1-507-97-1) (7330/R4)
and privilege card,

259 correspondence and other material

used to determine dependency
upon or relationship to members
and used to make determinations
of dependency/ eligibility
entitlement to BAQ, dependent
travel allowance, medical care for
parents and parents-in-law,
incapacitated children, students
between the ages of 21 and 23,
and all cases where relationship or
dependency 15 questionable
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(POW)

n a POW status

copies of correction of records,
correspondence with dependents,
divorce decrees, marriage
certificates, beneficiary records,
and all supporting records for
disbursements maintained while

8 MIA, KIA, POW USSDP
ACCOUNTS

accounts

Quarterly cumulative records of
missing-in-action (MIA), killed-
n-action (KIA), and prisoner-of-
war (POW) uniformed services
savings deposit program (USSDP)
deposits/ withdrawals, individual
settlement files and settlement
listings used to determine status
and history of member’s USSDP

T —— SSION/WAIVER
OF INDEB

and final determination

Applications from military

embers and civilian employees
for remissi £

indebtedness to government,
mcluding all supporting records

SCHEDULE 7330 |
ADJUDICATION RECORDS
A B C D

R

U

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

5 CASUALTY RECORDS | Correspondence and other data Cut off on final action.
required to determine appropriate Destroy 6 years, 3 months
beneficiary to facilitate after cutoff
expeditious payments, and replies AUTH (N1-507-97-1) (7330/R5)
to inquiries; used also for
authonzing field payments or 6
month’s death gratuity, and
settlement of unpaid pay and
allowances, and to adjust and
prepare statements of unpaid
accounts

6. MISSING-IN-ACTION Payments and adjustment records, Upon determination of

INFORMATION copies of correction of records, member’s status, apply Rule 5

correspondence with dependents, or 7, as appropriate.
divorce decrees, marriage AUTH (N1-507-97-1)
certificates, beneficiary records, (7330/R6)
and all supporting records for
disbursements maintained until
member’s status changes

7 PRISONERS-OF-WAR Payments and adjustment records, | DFAS sites Cut off on removal from POW

status. Destroy 56 years after
cutoff

AUTH (N1-507-97-1)
(7330/R7)

Cut off on closure of account.
Destroy 56 years after cutoff.
AUTH (N1-507-97-1)
(7330/R8)

Cut off on final action
Destroy 6 years, 3 months
after final action

AUTH (GRS 6, Item 11a)

‘('7330132)\-_~
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SCHEDULE 7330 |
ADJUDICATION RECORDS
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
OO Copies of applications from Accountable Stations | Cut off on final action

\

military members and civilian
€ or remission or
waiver of indebtednt
government, including all
supporting records and final
determination

\

Destroy 1 year after cutoff
AUTH (GRS 6, Item 1b)
(7330/R9 01)

\

10. FRAUD OR FORGERY | Reports of investigations and
RECORDS correspondence created to
establish amount of indebtedness,
and to effect collection
DFAS Sites Cut off on final action
Destroy 6 years, 3 months
after cutoff
AUTH (N1-507-97-1) (7330/R10)
1001 Accountable stations Cut off on final action

Destroy 1 year after cutoff
AUTH (N1-507-97-1)
(7330/R10 01)

1. COMMERCIAL
ACCOUNT CLAIMS

Information related to commercial
invoices and accounts against the
US submutted to Claims Division,
GAQO, for settlement because of
unresolved questions of law or
fact Included are copies of
contracting officers’ reports,

es of recommendations,
coptes o£GAO decisions,
recommendatQs, and
information relatt
nonpayment, and simil
information

payment or

DFAS Sites

Cut off on final action.
Destroy 6 years, 3 months

after cutoff
AUTH (GRS 6, Item 10a or item
10b(1)) (7330/R11)

COLLECTION CASE
FILES

12.

Records imtiating collection )

action and supporting
mdebtedness, including rebuttal
letters from member,
correspondence concerning
indebtedness, and copies of
applications for waivers for
military members on active duty
or out-of-service members whose
indebtedness was incurred while

on active duty

Cut off on final action
Destroy 6 years, 3 months

after cutoff
AUTH (GRS 6, Item 10b(1) or
10b(3)) (7330/R12)

™~

-
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INISTRATIVE
CLAIMS

money or property which were

for which the Government’s right
to collect was not extended

admi etermined to be
due and owing the Unite —e

SCHEDULE 7330 I
ADJUDICATION RECORDS
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
13 GARNISHMENT Case files containing legal
ACTIONS opinions, supporting documents,
legal process, pay over orders,
copies of pay vouchers, and
mnquiries and general
correspondence concerning
garnishment of wages from
military members and DoD
civilian personnel for ahmony
and child support, bankruptcy and
commercial indebtedness actions,
also, applications under the
Uniformed Services Former
Spouse Protection Act for active
duty and retired military
members
DFAS Sites Cut off on closure of case
Destroy 6 years, 3 months
after cutoff.
AUTH (N1-507-97-1) (7330/R13)
1301 Accountable Stations Cut off on closure of case.
Destroy 1 year after cutoff.
AUTH (N1-507-97-1)
(7330/R13 01)
M ——] Documents relating to claims for | Accountable Stations Cut off at end of FY 1n which

\\_

_| cutoff

the government’s right to
collect first accrued. Destroy
10 years, 3 months after

“Am~w(zxa»
(7330/R14) - -
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SCHEDULE 7333
TRAVEL RECORDS

This schedule governs disposition of records pertaining to the Defense Travel Pay Offices. (Reference
Financial Management Regulation, DoD 7000.14-R, Volume 9)

SCHEDULE 7333 1
TRAVEL RECORDS ]
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 FOLLOW-UP Listings used to perform follow- | DFAS Sites Cut off at end of day. Destroy
268 MANAGEMENT up on outstanding advances and 1 month after cutoff
PRODUCTS obligations AUTH (N1-507-97-1) (7333/R1)
101 Copies of follow-up letters and Cut off when traveler submits
payroll deduction documents settlement or collection
269 transaction 1s processed
Destroy on cutoff.
AUTH (N1-507-97-1)
(7333/R1 01)
2. VALIDATION For-Others Audit List and Cut off at end of day. Destroy
270 MANAGEMENT Edi/Validation List. 45 days after cutoff
LISTINGS AUTH (N1-507-97-1) (7333/R2)
201 Other listings used to validate Cut off at end of day Destroy
271 system update. 1 month after cutoff
AUTH (N1-507-97-1)
(7333/R2 01)
3. OPTIONAL Listings used for technical Cut off and destroy when
272 MANAGEMENT evaluation, research, and/or as a superseded or obsolete
LISTINGS reference AUTH (N1-507-97-1)
(7333/R3)
4, QUARTERLY Listings used for the Accountable Stations Cut off at end of quarter
273 MANAGEMENT reconcihation of accounting Destroy 6 months after cutoff.
LISTINGS data. AUTH (N1-507-97-1) (7333/R4)
5 DISKETTE Interface files used to transfer Cut off on completion of
INTERFACE FILES pertinent information and/or upload Destroy 5 workdays
274 accounting data from one system after upload. (NOTES 1, 2, 3)
to another AUTH (N1-507-97-1) (7333/R5)
“T—6—~_{ RECORD OF TRAVEL | Central Travel History record Designated DFAS Sites | Cut off at end of fiscal year in
PA (CTHR) of master travel record which payment was made.
AUTOMATED nfo i eld Destroy 6 years, 3 months
TRAVEL RECORD Operation ATRAS databases. \ after cutoff
ACCOUNTING W
SYSTEM (ATRAS) (733 _
7 OBLIGATION Document used to support a Designated DFAS Sites | Cut off upon payment or
DOCUMENTS confirmed reservation of funds, deobligation of reserved
275 which establishes legal liability funds Destroy 1 year after
for payment by the government cutoff
AUTH (N1-507-97-1) (7333/R7)
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LAIMS

submission of a doubtful travel
clamr:

SCHEDULE 7333 |
TRAVEL RECORDS ]
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
T —f— Document(s) that support the Cut off upon payment, denial

or deobhigation of funds
Destroy 1 year after cutoff or,
if paid, attach to trave]

\ voucher.
item 1b)
(7333/R8)

9 POSTING MEDIA Records, other than source Cut off when discrepancy 1s
records such as journal vouchers, cleared Destroy 90 days after
posting data transfer, and cutoff
specialized posting media for AUTH (N1-507-97-1) (7333/R9)
machine applications, used to
provide input data to the
Accounts Management and
Reconciliation Branch

TO"W Copies of paid travel vouchers Cut off at end of calendar
W year Destroy 1 year after
Accounting System cutoff
.\\_&%RS 6. ltem 1b)
(SR L) D——
11 CONTROL LOGS Disbursement and collection Cut off at end of fiscal year.
travel voucher control logs Destroy 1 year after cutoff
AUTH (N1-507-97-1) (7333/R11)
12 NONAVAILABILITY Retained orgamizational copies Issuing/approving Cut off at end of day Destroy
OF GOVERNMENT of forms and related records authorities 1 year after cutoff
QUARTERS AND AUTH (N1-507-97-1) (7333/R12)
MESS
T\W Reports and associated Integrated Card Cut off at end of year.
ICARD PROGRA ~dacuments used to admintster Management Office, Destroy 6 years, 3 months
government card | Contract Services after cutoff
program which includes the [ Direetesate. ____ AUTH (GRS 6, Item 1a)
Individually Billed Accounts and T 73R1Y)
the Centrally Billed Accounts e
13.01 Individual Cardholder Files Integrated Card Place 1n Inactive File when
which include but are not limited | Management Office, card is cancelled for nonuse or
to card application, training Contract Services other reasons Place in Closed
certificate, Statement of Directorate Accounts File when
Understanding and any cardholder retires or separates
correspondence or from DFAS, retain for one
administrative communications year, and then destroy
AUTH (N1-507-06-2)
(7333/R13 01)
NOTES:
1 Workday equals one cycle

2 The interface diskette used to update RITA tax table must be maintained for | year from date of upload
3 The interface diskette used to update PDRMS is maintained until replaced
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SCHEDULE 7335
CIVILIAN PAY RECORDS

280

This schedule governs disposition of civilian employee pay records. (Reference: Financial Management
Regulation, DoD 7000.14-R)

SCHEDULE 7335 ]
CIVILIAN PAY RECORDS 1
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD DESCRIPTION MAINTAINED IN AUTHORITY
SERIES
\ INDIVIDUAL Individual pay records, forms, reports
AY RECORDS or mechanized listings 1n lieu thereof,
containing information concerning all
eamings, deductions and adjustments
made to each associate’s pay during a
parollyear
Ind1v1dua“Pay.§ecord (IPR) Payroll Offices Cut off at end of payroll year
N or upon separation of
TN ) employee Send to NPRC after
~ 3 payroll years, whether
audited or unaudited, where
they are destroyed 56 years
after cutoff. (NOTES 1,2,3
and 4)
AUTH (GRS 2, Item 1b) (7335/R1)
1.01 Civilian Payroll System Databases Cut off at end of payroll year
Destroy 6 years after cutoff.
AUTH (N1-507-9-1)
(73355/R1 01) e
2 INDIVIDUAL Forms, official records used in lieu of Payroll Offices Cut off at end of payroll year.
LEAVE AND forms, for recording official annual Destroy 6 years after cutoff
LEAVE accumulation and use of associate’s (Exception. Retain individual
TRANSFER leave to include records of leave data records pertaining to claims
PROGRAM transferred received pending settlement
RECORDS (NOTES 2 and 3)
AUTH (N1-507-97-1) (7335/R2)
20T Timekeeper's area Cut off at end of payroll year.
\_\L\ Destroy 3 years after cutoff.
e . LAUTH (GRS 2, ltem 9b)
(7335IRD0T) ™™o ____
3l INDIVIDUAL Source records supporting the official Time and Attendance | Cut off at end of payroll year.
%FNN ay and leave records, including sign Approving Official’s | Destroy after audit or when 6
ATTENDANCE M Area years old, whichever is sooner.
SOURCE premium pay, overtime or (NOTES 2, 4, 5, and 6)
RECORDS compensatory time, documentation for \ AUTH (GRS 2, Items 7 and 8)
jury duty, and leave applications for 3
military duty and home leave —
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SCHEDULE 7335 ‘
CIVILIAN PAY RECORDS |
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD DESCRIPTION MAINTAINED IN AUTHORITY
SERIES
4 APPLICATIONS Leave applications for other than
FOR LEAVE mulitary duty and home leave used by
supervisor to approve/disapprove or
verify leave information
401 If employee has personally submitted Cut off at the end of the pay
time and attendance or has attested to period. Destroy at end of the
the leave charged on the official time following pay pertod
and attendance report in instances (NOTES 3 and 5)
where the time and attendance was AUTH (GRS 2, ltem €a)
\originally submitted by a surrogate. (7335/R4 01)
402 mployee did not personally submit Cut off at end of pay period

the Destroy after audited or when

atteste leave charged on the official 3 years old, whichever 1s
sooner (NOTES 3 and 5)
AUTH (GRS 2, Item 6b)
(7335/R4 02)

5 INDIVIDUAL

Payroll offices

Cut off upon separation or

RETIREMENT used to record amoun¥ deducted from transfer Forward all hard
RECORDS employee’s wages for réWement under copy individual Retirement
em records to Office of Personnel
(CSRS) and Federal Employe Management (OPM)
Retirement System (FERS) AUTH (GRS 2, Item 28) (7335/R5)
501 INDIVIDUAL Forms or comparable approved reco\ Decentralized payroll | Cut off upon separation or
RETIREMENT used to record amounts deducted from office transfer. CSRS records for
RECORDS employee’s wages for retirement under separations (to include

Civil Service Retirement System
(CSRS) and Federal Employee’s
Retirement System (FERS)

retirement or death) and
transfers to other
agencies/payroll offices,
forward to Office of Personnel
Management (OPM), for
transfers between agency
payroll offices, forward to new
roll office FERS records-
d all FERS records to
OPM,
records

records, destroy upwaq receipt
of official OPM acceptance of
annual summary.

AUTH (GRS 2, Item 28)
(7335/R5 01)
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SCHEDULE 7335 |
CIVILIAN PAY RECORDS |
A B C D

R

U

L CUTOFF/DISPOSITION/

E RECORD DESCRIPTION MAINTAINED IN AUTHORITY

SERIES
502 Coptes of individual retirement Payroll Offices Cut off upon separation or

documents (SF 2806/SF 3100)

Microfilmed copies of individual

ment documents (SF 2806/SF
3100) and copi s of
separations and transfers (SF 280

3103) used to recreate lost records,
balance reports and answer inquiries

transfer Destroy 12 months
after cutoff,

AUTH (N1-507-97-1)

(7335/R5 02)

Cut off upon separation or
transfer Destroy 3 years after
cutoff

AUTH (N1-507-97-1)

(7335/R5 03)

504

5.05

Forms or comparable approved records
used to control documents maintained
In connection with the retirement
records, such as register of separations
and transfers, adjustments, and
comparable actions

Payroll Offices

Cut off at end of payroll year
Destroy 3 years after cutoff
(NOTES 2 AND 7)

AUTH (N1-507-97-1)

(7335/R5 04)

SF 2812, Report of Withholdings and
Contributions for Retirement, Health
Benefits and Life Insurance, IRCN
1061 Quarterly Retirement
Recapitulation Reports, Annual
Summaries of Retirement Fund
Transactions or Statements of
Accountability, and/or other
comparable approved records used 1n
connection with CSRS/FERS
reconciliations of differences with
corresponding agency accounting
deposit/clearing account records

Departmental
Reporter

Cut off at end of calendar year
Destroy 2 years after a
complete Reconciliation
closeout with OPM has been
accomplished, and all SF
2812/Agency Accounting
System Qut-of-balances
Differences are

corrected/cleared
AUTH (N1-507-97-1)
(7335/R5 05)

6 WAGE AND
SEPARATION
INFORMATION
FILES

Forms or comparable records, notices
of determination, notices of refusal to
work offer, and other related records,
used in connection with unemployment
compensation claims

Payroll offices

Cut off at end of payroll year
Destroy 2 years after cutoff.
(NOTE 2)

AUTH (N1-507-97-1) (7335/R6)

7. FEDERAL
EMPLOYEES
HEALTH
BENEFITS

Biweekly reports or records which
include: Summary Page of Gross-to-
Net Register, Health Benefit Lists by
Carrier, SFs 2812 and 2812A Reports
(Enrollees by Carrier), Payroll Office
Employee Lists, Adjustments Made to
Health Benefit Reports, Work Sheets of
Adjustments Made, SF 2811 Reports,
Discrepancy Letters from Carriers, and

Payroll offices

Semi-annual Headcount Reports

Cut off at end of payroll year
in which last entry was made.
Destroy 6 years after cutoff.

(NOTE 2)
AUTH (N1-507-97-1) (7335/R7)
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CIVILIAN PAY RECORDS

|

DFAS 5015 2-M

A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD DESCRIPTION MAINTAINED IN AUTHORITY
SERIES
7.01 Forms or comparable records used for Payroll offices Cut off on transfer, separation,

registrations, changes of enrollment
status, and related actions

retirement, or death For
transferred or separated
employees, destroy 60 days
after transfer or separation or
when updated forms have been
recetved from the Civilian
Personnel Office For retired
or deceased employees,
destroy 6 months after date of

separation or death
AUTH (N1-507-97-1)
(7335/R7 01)

8 INDIVIDUAL
EARNING DATA

All other Treasury Department forms or
comparable forms and magnetic media
used to record and report wages and
taxes withheld from employees’
earnings, tax reconciliations, and
related actions

9 INCOME TAX
WITHHOLDINGS

W-4 and/or state, county, or city
equivalent withholding certificates used
to determine rate of withholdings

901

Payroll copy of W-2, Wage and Tax
Statement

AUTHORIZED
M

Forms or comparable records used as
authority for withholding or deducting
m employee’s wages for such

mgs bond authorization,
charity donations, u €s, savings,
Thrift-Savings Plan elcction fori;
electronic funds transfer sign-up form

11 ALLOWANCES
AND
DIFFERENTIAL
ELIGIBILITY

FILES

Forms or comparable records used to
authorize payment of allowances and
differentials.

Payroll offices

Cut off at end of payroll year.
Destroy 6 years after cutoff.

(NOTE 7)
AUTH (N1-507-97-1) (7335/R8)

Cut off when superseded or on
separation of employee

Destroy 6 years after cutoff.
AUTH (N1-507-97-1) (7335/R9)

Cut off at end of tax year.
Destroy June 30 following end
of tax year

AUTH (N1-507-97-1)

(7335/R9 01)

Destroy when new
authorization has been
received and master pay record
(MPR) or master employee
record (MER) updated. On
transfers, forward to gaining
payroll office when applicable,

..]_on separations, destroy 30

day gparation
AUTH (GRS 2,

16, and
17) (7335/R10) -

Cut off at end of payroll year
when authorization is
terminated Destroy 3 years
after cutoff (NOTE 2)

AUTH (N1-507-97-1) (7335/R11)
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‘CONIQN
REGISTER

including change slips and other related
records used to authorize or change

SCHEDULE 7335 [
CIVILIAN PAY RECORDS —l
A B C D
R
u
L CUTOFF/DISPOSITION/
E RECORD DESCRIPTION MAINTAINED IN | AUTHORITY
SERIES
T2 PAYROLL Payroll control registers, basic records, Cut off at end of payroll year.

Destroy after GAO audit or
when 3 years old, whichever 1s

sooner (NOTES 2 and 6)
AUTH (GRS 2, Item 23a)

LISTING

deductions and leave data, used for
responding to inquiries, reissuing W-2
forms, researching computer output

MESsages, etc

to-date Pay Record Accessl ) (7335/R12)
Audit, used for payroll control
purposes, payroll certifications and \
summary controls, related reports, T -
recapitulation of payroll data, and other Tl .
related actions, AN
13. POSTING MEDIA | Records (other than source records) Payroll offices Cut off after 90 days or 90
such as journal vouchers, posting data days after any discrepancy 1s
transfers, and other related specialized cleared Destroy on cutoff
posting media for machine operations (NOTE 2)
used to provide input data to accounting AUTH (N1-507-97-1) (7335/R13)
operations
14. REPORTS Forms or comparable records used for Cut off at end of payroll year.
reporting withheld taxes, retirement Destroy 4 years after cutoff
deductions, msurance deductions, and (NOTES 2 AND 7)
reports related to the pay operation AUTH (N1-507-97-1) (7335/R14)
IMS, Records relating to claims, waivers, tax Cut off at end of payroll year
WA N evies, garnishments, bankruptcies, in which claim 1s settled
INDEBTEDNESS Mw Destroy 3 years after cutoff.
resulting from reports of su : (NOTE 2)
other related cases, used for collecting, \\\ AUTH (GRS 2, Item 18)
deducting, or repaying actions on ‘"‘4'7335’4&151)\
employees’ documents T—
16 GAO OR OTHER | Records relating to any exceptions Cut off when exceptions are
AUDITORS taken by GAO or other auditors cleared. Destroy upon cutoff
EXCEPTIONS (NOTE 2)
AUTH (N1-507-97-1) (7335/R16)
B OGS | Records used for recording Cut off at end of fiscal year
1S llection vouchers Destroy 1 year after cutoff
— (NOTE 2)
~AUTH. (GRS 6, ftem 1)
(7335/R17) —
18 YEAR-TO-DATE | Biweekly listings of cumulative pay, Cut off biweekly Destroy 90

days after cutoff (NOTE 2)
AUTH (N1-507-97-1) (7335/R18)
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SCHEDULE 7335 |
CIVILIAN PAY RECORDS l
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD DESCRIPTION MAINTAINED IN AUTHORITY
SERIES
18 01 Last biweekly listing of each quarter for Cut off at end of quarter

cumulative pay, deductions and leave
data

LISTINGS NOT

COVERED BY
ULES 1

THROUGH 18

Products including but not limited to
permanent change reject list, permanent
change control totals, permanent
change cards, time and attendance
(T&A) card distribution list,
T&A/temporary change card reject list,
pay computation information list,
FLSA worksheet, cycle transfer
register, report of 6 months AWOP,
bryeekly civilian manpower and
report, supervisor’s leave
informatiqn list, TD Form W-2 error

Destroy 3 payroll years after
cutoff. (NOTE 2)

AUTH (N1-507-97-1)
(7335/R18 01)

Cut off at end of fiscal year
Destroy after GAO audst or 3
years after cutoff, whichever 1s

sooner.
AUTH (GRS 2, item 22¢)
(7335/R19)

1901

19 02

T&A register and tempor:
list, management notice list,
weekly hist, civilian accounting a
expense list, retirement information
report/list, leave list, variable balance
list, employee directory, International
Balance of Payments quarterly report,
US savings bond report, health benefit
reset list, master record wage table,
general schedule pay raise list, wage
employee pay raise list, retroactive pay
raise narrative, employee pay
adjustment for retroactive pay raise
used to consolidate, verify. and
reconcile monthly, quarterly, or annual
summaries

Products including but not imited to
master pay record print, bond master
print, used to ensure permanent change
actions are properly processed

Payroll offices

Cut off when actions are
completed. Destroy 2 years

after cutoff.
AUTH (GRS 2, ltem 22a)
(7335/R19 01)

Cut off when actiqns are
completed. Destroy-2 years
after cutoff .

AUTH (GRS2, item 22a)
(7335/R19 02) N
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SCHEDULE 7335 |
CIVILIAN PAY RECORDS |
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD DESCRIPTION MAINTAINED IN AUTHORITY
SERIES
20 BIWEEKLY Initial, recycle, and interim runs of Payroll offices Cut off on successful tape
THRIFT active and nactive list and related error processing. Destroy when
SAVINGS PLAN lists data have been entered nto the
(TSP) master file or database and
verified, or when no longer
required to support
reconstruction of, or serve as
back-up to, a master file or
database, whichever is later
AUTH (N1-507-97-1) (7335/R20)
2001 Final run of active and nactive hist Cut off at end of payroll year
voucher/summary list Destroy 3 years after cutoff
AUTH (N1-507-97-1)
(7335/R20 01)
2002 TSP-2, Certification of Transfer of Cut off at end of calendar year.

Funds/Journal Voucher, Form TSP-5,
Employee Data/Payment/ Adjustment
Records, and/or other comparable
approved records used 1n connection
with reconciliation of TSP differences
with corresponding agency accounting
deposit and clearing account records

V2 TION

Copies of vouchers and supporting

AND ‘notmem_\
DISBURSEMENT .
VOUCHERS

22 OPTIONAL Copies of forms authorizing deductions
RECORD and entitlements used on an optional
FOLDERS basis

23. GROSS-TO-NET | Record by employee of all entitlements

REGISTER

and deductions

Destroy 2 years after a
complete reconcihiation with
the NFC has been
accomplished, and all
NFC/agency Accounting
System out-of-balance
differences are
corrected/cleared, or when no
longer needed (whichever is
later)

AUTH (N1-507-97-1)
(7335/R20 02)

AT P—

Cut off at end of month
Destroy 1 year after cutoff.
(NOTE 3)

-AUTH (GRS 6, Item
1b)(7335TRIA ™~ o

Cut off upon transfer or
separation of employee Pull
the individual’s folder,
disassemble it, put the various
forms and records 1n a central
file, then dispose of them per
appropriate rules of this

schedule
AUTH (N1-507-97-1) (7335/R22)

Cut off on receipt of individual
pay records Destroy upon

cutoff
AUTH (N1-507-97-1) (7335/R23)
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NOTES

1 Shipping records to NPRC Include copies of pay or leave records which were forwarded to GAO for use of settlement of claims
If, during the payroll year, a change is made from machine to manual posting or vice versa, mnterfile the forms used without regard to
the differences n size Make yearly total of net payments; total must equal the net pay total for year shown on the payroll control
register Pack records for shipment as stated in shipping procedures. List the name and location of all Accountable Stations, other
than the parent organization, for which civilian payroll services were performed during the period covered by records being shipped.
(For Decentralized Payroll Offices)

2 At the time of nactivation or consolidation of payroll offices, records that have not reached the age specified for disposal will be
forwarded to the gaining payroll office, which will dispose of the records per this schedule Comply with the requirements of DoD
7000.14-R, Vol. 8. (For Decentralized Payrol] Offices).

3. Records containing discrepancies identified by responsible DFAS Servicing Sites will be held until corrective action has been
taken, then apply disposition as indicated

4 Fire protection and law enforcement personnel records are not authorized for disposal They should be held indefinitely, pending
completion of litigation

5. Supervisors may retain leave applications in office area until they are eligible for destruction.

6. Variable and flextime records are held at supervisor’s area until eligible for destruction

7 For foreign nationals Comply with local tax regulations
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SCHEDULE 7340

DFAS 5015.2-M

DEFENSE JOINT MILITARY PAY SYSTEM - ACTIVE COMPONENT (DJMS-AC) RECORDS

7340. This schedule governs disposition of records pertaining to the Active Component Pay System.
(Reference: Financial Management Regulation, DoD 7000.14-R)

all messages, commands, and
systems activity

SCHEDULE 7340 |
DEFENSE JOINT MILITARY PAY SYSTEM - ACTIVE COMPONENT (DJMS-AC) RECORDS |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1. COLLECTION AND | Copies Applicable DFAS Cut off at end of month in
DISBURSEMENT Sites which all discrepancies or out-
OUCHERS of-balance conditions are
created Destroy 1 year after
cutoff
AUTH (GRS 6, Item 1b) (7340/R1)
2 DIMS-AC X Substantiating records for DJMS- Accountable Stations | Cut off at end of fiscal year.
SUBSTANTIATIN AC, including the original
DOCUMENTS ument transmittal listing with Retain paper records for one
year after cut off, then transfer
to a Federal Records Center
where they will be destroyed 6
years and 3 months after cutoff
records such as reports of le If documents are scanned and
transactions, military pay orders, maintained electronically,
cadet pay orders, allotment retain electronic records for 6
authorizations, pay adjustment years and 3 months after cutoff
authorizations, pay record
accessibility roster, leave (See also NOTE 1)
certifications, original forms AUTH (GRS 6, Item 1a) (7340/R2)
authorizing local payment by N
Accountable Stations including Ny
messages and letters, and TLA S
entitlements s
201 Hard copies of scanned Destroy 90 daysafter scanning.
substantiating documents retained AUTH (GRS 20, item24a)
for verification of the accuracy of (7340/R2 01) \‘\\
the scanning process T
3. CONTROL LOGS Logs used to provide reference and | DFAS Sites and Cut off at end of month
control for records of disbursement, | Accountable Stations | Destroy 1 year after cutoff.
cross-disbursement, and collection AUTH (GRS 6, Item 1b) (7340/R3)
voucher numbers for members
301 Incoming and outgoing file transfer Cut off at end of month
transmissions Destroy 6 months after cutoff.
AUTH (N1-507-97-1) (7340/R3 01)
302 Data collection log print listings of Cut off at end of month.

Destroy 30 days after cutoff,
AUTH (N1-507-97-1) (7340/R3 02)
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308

309

SCHEDULE 7340 |

DFAS 5015 2-M

DEFENSE JOINT MILITARY PAY SYSTEM — ACTIVE COMPONENT (DJMS-AC) RECORDS I

r— TMENT DATA

Original accounts listing of
--domestic and foreign check
voucher?jb'lﬁﬁkefpegq'nem_g\
insurance payments, Uniformed ™
Services Savings Deposit Program
(USSDP)

T~ —

e

10 01

Operational copies of records in
Rule 9

10 02

1003

Transaction histories, blanket and
VA voucher listings, debit and
credit registers

Reference histings and cumulative 6-
month allotment histories.

A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

4 TRANSMITTAL Forms and form letters used to Cut off at end of pay period.
LETTERS transmit military pay documents Destroy 60 days after cutoff

AUTH (N1-507-97-1) (7340/R4)
Detailed records of all transactions Cut off at end of fiscal year.
TRANSACTIONS receive sed for Destroy 6 years, 3 months after
inquiry/audit purposes e —— |_cutoff.
AUTH (GRS6; ttem 1a)}-{Z340/R5)

6 DAILY Detailed record of all transactions Input Source Cut off at end of day Destroy
TRANSACTION recelved and actions taken by 6 months after cutoff
LISTING AND Servicing Sites AUTH (N1-507-10-1) (7340/R6)
DAILY
TRANSACTION
REGISTER (DTR)

7 REJECTED Rejected transactions Cut off at end of month in
TRANSACTION which all discrepancies or out-
LISTINGS of-balance conditions are

corrected Destroy 90 days
after cutoff
AUTH (N1-507-97-1) (7340/R7)
8 Data 1dentifying transactions which | DFAS Sites and Cut off at end of fiscal year
NOTICES require g Accountable Stations | Destroy 6 years, 3 months after
- __|_cutoff
“AUTH (GRS B tterm-46)4(Z340/R8) _

9 MASTER MILITARY | History of member’s leave/pay DFAS Sites and Cut off at end of fiscal year.
PAY ACCOUNT transactions and leave and earnings | Accountable Stations | Destroy 56 years after cutoff
(MMPA) data AUTH (N1-507-97-1) (7340/R9)

| (7340/R10)

Cut off at end of month
Destroy 6 years, 3 months after

cutoff
AUTH (GRS 6, Item 1a)

———

Cut off at end of fiscal year
Destroy 3 years after cutoff
AUTH (N1-507-97-1)
(7340/R10 01)

Cut off at end of month
Destroy 3 months after cutoff
AUTH (N1-507-87-1)

(7340/R10 02)

Cut off at end of fiscal year
Destroy 6 years after cutoff.
AUTH (N1-507-97-1)
(7340/R10 03)
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312

313

314

315

DFAS 5015.2-M

SCHEDULE 7340
DEFENSE JOINT MILITARY PAY SYSTEM - ACTIVE COMPONENT (DJMS-AC) RECORD?I
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

11. LEAVE AND Monthly statement of member’s Cut off at end of fisca!l year.
EARNINGS leave and earmings Destroy 6 years, 3 months after
STATEMENTS cutoff
(LES) AUTH (N1-507-97-1) (7340/R11)

12 DJMS-AC CENTRAL | Listings by Accountable Station DFAS Sites Cut off at end of fiscal year
PAYMENTS code of products concerning Destroy 3 years after cutoff.

amounts credited to financial AUTH (N1-507-97-1) (7340/R12)
_organizations

12 0T — w . . | Transmittal register and star report | DFAS Sites and Cut off at end of pay period.
used for reference and balancing Accountable Stations | Destroy 1 year after cutoff
purposes T - AUTH (GRS 6, Item 1b)

(7340/1201) = === |

13 CENTRAL OR Changes to service members’ mid- Cut off at end of payrol! year.
LOCAL PAY month and end-month net pay Destroy 3 years after cutoff.
AUTHORIZATIONS | amounts, used for updating central AUTH (N1-507-97-1) (7340/R13)

payroll processing, balancing
payrolls, and controlling local pay
authorizations
UMMARY Transactions processed through Applicable DFAS Cut off at end of payroll year.
M summary account subsystem and are | Sites and Destroy 6 years, 3 months after
roducts used for Accountable Stations | cutoff
balancing accotmtt S, AUTH (GRS 6, Item 1a)
preparing miscellaneous — (7340/R14)
indebtedness vouchers and T e—— —_
reconcihation of clearing account - )
analysis. - .

14 01 Summarized information to control | DFAS Sites Cut off at end of fiscal year
the MMPA s used to report to the Destroy 5 years after cutoff
fund manager on the financial AUTH (N1-507-97-1)
position of the military pay (7340/R14 01)
appropriations

14.02 Summarized information to control Cut off at end of fiscal year.
the MMPAs used to report to the Destroy 3 years after cutoff
fund manager showing expenditures AUTH (N1-507-97-1)
by entitlements and deductions for (7340/R14 02)
the month.

15 VOUCHER Summaries of DJMS-AC Cut off at end of fiscal year
BALANCING/ payment/collection transactions, Destroy 2 years after cutoff
RECONCILIATION used to reconcile AUTH (N1-507-97-1) (7340/R15)

payment/collection posting with
MMPAs or with cash accountability
reports (MAFR)
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320

SCHEDULE 7340 |

DFAS 5015 2-M

DEFENSE JOINT MILITARY PAY SYSTEM — ACTIVE COMPONENT (DJMS-AC) RECORDS |

\

voucher balancing for

ments and collections,
Journal vouchers; ets,
adjustment authorizations and o
related data, used to reconcile
pay/collection posting with MMPAs
or with MAFR

\

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
e 2 Subsidiary records used to reconcile | DFAS Sites Cut off when reconciliation is

complete. Destroy 1 year after
cutoff.

AUTH (GRS 6, item 1b)
(7340/R15 01)

\\

——

—

Cut off when purpose has been

16. EDIT, Products used 1n correcting rejects, | Applicable DFAS
RECONCILIATION, | reconcihiation data, and Sites and served. Destroy upon cutoff.
OR CONTROL controlling/balancing central Accountable Stations | AUTH (N1-507-97-1) (7340/R16)
DATA payments and allotments relative to

check number/address validation,
changes of address, FITW and W-2
changes, SITW changes,
nonmatches of company codes or
addresses, out-of-balance totals, pay
suppressions, zero pay
authorizations, checkwriting totals,
check transmittal lists, error lists,
contro] totals, control cards, and
similar products.

16.01 Products concerning transmisston of Cut off at end of month.
data via mag tapes, listings, or other Destroy 3 months after cutoff
methods of transmission AUTH (N1-507-97-1)

(7340/R16 01)

17 FEDERAL INCOME | Amounts of FICA wages/deductions Cut off on payment of taxes
TAX and FITW deductions for military Destroy 4 years after cutoff
WITHHOLDING members which are copies of AUTH (N1-507-97-1) (7340/R17)
(FITW), FEDERAL quarterly reports sent to Social
INSURANCE Secunty Administration, Internal
CONTRIBUTION Revenue Service, or State Taxing
ACT (FICA), STATE | Authorities

1701 | INCOME TAX Amounts of FICA wages/deductions | DFAS Sites Cut off at end of fiscal year

WITHHOLDING and FITW/SITW deductions for Destroy 56 years after cutoff.

SITW) military members which are copies AUTH (N1-507-97-1)
used to determine benefits and (7340/R17 01)
answer inquiries

18. TD FORM W-2 Data printed on member’s TD Form | DFAS Sites Cut off at end of payroll year
W-2, used for inquiry purposes and Destroy 4 years after cutoff
to recreate TD Forms W-2 AUTH (N1-507-97-1) (7340/R18)
47
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SCHEDULE 7340 |

DFAS 5015 2-M

DEFENSE JOINT MILITARY PAY SYSTEM - ACTIVE COMPONENT (DJMS-AC) RECORDS—I

A B C b
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
-C.u&rm./\ MMPA printouts, copies of pay Cut off at end of month.
SEPARA djustment authorizations, Destroy 6 years, 3 months after
REENLISTMENT M cutoff
DATA created at time of member’s AUTH (GRS 6, Item 1a)
separation/reenlistment that reflect \%
payments made .
20. MANAGEMENT Copies of dependency Cut off on termimnation of
CASE FILES determinations dependency. Destroy 6 months
after cutoff
AUTH (N1-507-97-1) (7340/R20)
21 REFERENCE DJIMS-AC company code Cut off at end of fiscal year.
MATERIALS directories, JFTR indexes, DJMS- Destroy 3 years after cutoff
AC locators, and similar products. AUTH (N1-507-97-1) (7340/R21)
NOTE:

1 Accounts and supporting documents pertaining to American Indians are not authorized for disposal Such records must be retained
indefinitely since they may be needed in litigation involving the Government’s role as trustee of property held by the Government and
managed for the benefit of Indians (GRS 6, NOTE at end of Item 1)
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SCHEDULE 7341

DFAS 5015 2-M

TRAINEE MILITARY PAY SYSTEM (TMPS) RECORDS

This schedule governs disposition of records pertaining to basic military trainees (BMT). (Reference: Financial
Management Regulation, DoD 7000 14-R)

SCHEDULE 7341 |
TRAINEE MILITARY PAY SYSTEM (TMPS) RECORDS l
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES | DESCRIPTION MAINTAINED IN | AUTHORITY

ﬁ\w Original or record transmuttal listing DFAS Site Cut off at end of month. (See
INFORMATION MW designated offices NOTE 1) Destroy 6 years, 3
leave transactions, MPOs, @ o months after cutoff
authorizations, pay adjustment ———-AUTH (GRS 6, Item 1a) (7341/R1)
authorizations, and related matters T .

2. MASTER BMT BMT history of trainee’s leave/pay Cut off on separation or

ACCOUNT transactions and leave and earnings graduation. Destroy 3 months
data after cutoff
AUTH (N1-507-97-1) (7341/R2)
3 MANAGEMENT Detailed records of umit designation, Cut off on graduation date
CASE FILES number of personnel assigned, and Destroy 60 days after cutoff
associated pay dates. AUTH (N1-507-97-1) (7341/R3)
3.01 ATM card 1ssued by Paying & Cut off on graduation payment
Collecting, used to provide payment to Destroy upon cutoff
BMT AUTH (N1-507-97-1) (7341/R3 01)
302 VCR tape containing continuous Cut off at end of day Destroy
pictures of each ATM transaction 60 days after cutoff
AUTH (N1-507-97-1) (7341/R3 02)
303 Copies of separation paperwork Cut off on date of separation
Destroy 6 months after cutoff’
AUTH (N1-507-97-1) (7341/R3 03)
304 Discretionary files based on local Cut off on PCS, or when
needs which may include unprocessed superseded or obsolete
Article AUTH (N1-507-97-1) (7341/R3 04)

4 DATA All transactions that processed, Cut off at end of month
COLLECTION recycled, or rejected during an update. Destroy 6 months after cutoff
LISTINGS AUTH (N1-507-97-1) (7341/R4)

5 REJECTED Rejected transactions Cut off at end of month
TRANSACTION Destroy 90 days after cutoff
LISTINGS (See NOTE 2)

AUTH (N1-507-97-1) (7341/R5)
NOTES

1 All oniginal substantiating documents are submitted to Servicing Sites and retired as appropriate

2. Records contaning discrepancies 1dentified by DFAS Sites will be held until corrective action has been taken, otherwise, destroy

when eligible.
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SCHEDULE 7342

DFAS 5015 2-M

RESERVE OFFICER TRAINING CORPS (ROTC) PAY RECORDS,

This schedule governs disposition of Reserve Officer Training Corps (ROTC) Pay Records (maintained at
Accountable Stations). (Reference: Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7342 |

RESERVE OFFICER TRAINING CORP (ROTC) PAY RECORDS

|

\

and listings.

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
PAY ORDERS Copies. substantiating documents | DFAS Servicing Cut off at end of month

Sites

2 PAY REPORTS

s pertaining to pay.

3 SUMMARY OF
EARNINGS LISTINGS

Payroll listings, cumulative |
transaction listings

Destroy 6 years, 3 months after
cutoff
AUTH (GRS 6, ltem 1a) (7342/R1) _

Cut off at end of fiscal year.

Destroy | year after cutoff.
AUTH (GRS 6, Item 1b) (7342/R2)

\

4 COLLECTION AND
DISBURSEMENT
VOUCHERS

Copies of vouchers and
supporting records maintained
centrally for research and audit

Cut off at end of fiscal year

Destroy 3 years after cutoff.
AUTH (GRS 6, ltem 5b) (7342/R3)

purposes

t off at end of month
Destroy-tyear after cutoff
(See NOTE) ~-__
AUTH (GRS 6, Item 1b) (7342l

NOTE: Records containing discrepancies identified by Servicing Sites will be held until corrective action has been taken, otherwise,

destroy when eligible
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DFAS 5015 2-M

SCHEDULE 7343
CADET PAY RECORDS

This schedule governs disposition of records pertaining to pay for Service Academy cadets (maintained at
Accountable Stations, unless otherwise noted). (Reference: Financial Management Regulation,
DoD 7000.14-R)

SCHEDULE 7343 |
CADET PAY RECORDS |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 CADET PAY Mulitary pay records and other DFAS Sites Cut off on graduation or
331 records pertamning to pay while in separation. Destroy 56 years
cadet status. after cutoff.
AUTH (N1-507-97-1) (7343/R1)
2 PAY STATEMENTS Pay statements of cadets Cut off on graduation.
332 Destroy 4 years after cutoff
AUTH (N1-507-97-1) (7343/R2)
3. ACCOUNTING Journal vouchers and other DFAS Sites and Cut off at end of fiscal year
POSTING MEDIA related specialized posting media | Accountable Stations Destroy | year after cutoff.
333 for machine operations used to AUTH (N1-507-97-1) (7343/R3)
effect internal adjustment through
accounting system
4, TAX AND INTEREST W-2 listings, quarterly FICA Cut off at end of calendar
334 DISTRIBUTION reports and state tax vouchers year. Destroy 6 years after
cutoff
AUTH (N1-507-97-1) (7343/R4)
5 TRANSMITTAL Receipt copy of document Cut off at end of fiscal year.
335 LETTERS transmuttal letters Destroy 1 year after cutoff.
AUTH (N1-507-97-1) (7343/R5)
6 DEBT MANAGEMENT | Manual balancing sheets to Cut off at end of fiscal year
336 CONTROL SHEETS mechanized system Destroy 4 years after cutoff
AUTH (N1-507-97-1) (7343/R6)
7. OTHER CONTROL Manual balancing sheets to Cut off at end of fiscal year
337 SHEETS mechanized system. Destroy 1 year after cutoff.
AUTH (N1-507-97-1) (7343/R7)
8 TRUST LEDGERS Ledger of trust revolving Cut off on graduation
338 computerized balancing system Destroy 1 year after cutoff
AUTH (N1-507-97-1) (7343/R8)
9 T OENERALLEDGERS | Trial balance Cut off at end of fiscal year
\\h Destroy 3 years after cutoff.
T ————.__ AUTH (GRS 7, Item 4a)
(7343/REy T - - —
10. DOCUMENT Logs of numbered source DFAS Sites and Cut off at end of fiscal year.
339 CONTROL LOGS documents used to provide Accountable Stations Destroy 3 months after cutoff.
mternal control of source AUTH (N1-507-97-1) (7343/R10)
documents
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SCHEDULE 7344

DFAS 5015 2-M

DEFENSE JOINT MILITARY PAY SYSTEM - RESERVE COMPONENT (DJMS-RC) RECORDS

This schedule governs disposition of records pertaining to the Reserve Component Pay System. (Reference:
Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7344 |

DEFENSE JOINT MILITARY PAY SYSTEM - RESERVE COMPONENT (DJMS-RC) RECORDS —l

A B C D
R
§)
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
1 DIJMS-RC PAY - Ornginals of quarterly master file Applicable DFAS Cut off at end of quarter
MASTER HISTORY history, voucher and transaction Sites and Destroy 56 years after cutoff
data for computerized payments, Accountable AUTH (N1-507-87-1) (7344/R1)
drill pay Stations
Q\ DIMS-RC PAY Central operational copies of Cut off at end of quarter
originals of quarterly master Destroy 1 year after cutoff,
hustory file, voucher and AUTH (GRS 6, ltem 1b) (7344/R2)
transaction data for computerized
payments, dnll pay
3. SUPPORTING \ Signature cards, numbered and Accountable DFAS | Cut off at end of month
DOCUMENTS mbered military pay orders, Sites and DJMS-RC | Destroy 6 years, 3 months after
travel her claims, statement of | Payroll Offices cutoff
tours of duty, AUTH (GRS 6, Item 1a) (7344/R3)
records, adjustment orizations,
correction of records, me
certificates, line of duty
determinations, accounts
receivable closed case files for out-
of-service members, partial
payment vouchers, officer umform
allowance certificate and \
maintenance forms, quarterly
quality exams, earning statement \
for manual payments and other e
related records ™.
4, FEDERAL INCOME Employer copies of TD Forms W- | All DFAS Sites Cut off on payment of taxes.
TAX WITHHOLDING 2 and listings, adjustment records, Destroy 4 years after cutoff,
(FITW), STATE FICA extracts and other related AUTH (N1-507-87-1) (7344/R4)
INCOME TAX records
WITHHOLDING
(SITW), AND
FEDERAL
INSURANCE
CONTRIBUTION ACT
(FICA)
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SCHEDULE 7344 |

DFAS 5015 2-M

DEFENSE JOINT MILITARY PAY SYSTEM — RESERVE COMPONENT (DJMS-RC) RECORDS |

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
5 SUBSIDIARY DATA Listings used to reconcile voucher Cut off at end of fiscal year in
balancing for disbursements and which all outstanding
collections, bitling records, and discrepancies are cleared.
FICA, FITW, and SITW Destroy 1 year after cutoff.
summaries, journal vouchers, AUTH (N1-507-97-1) (7344/R5)
worksheets for schedule of
transactions, transcripts, ledgers,
and other accounting data
6. VOUCHERS- Copies of paid vouchers with Cut off at end of fiscal year in
ACCOUNTING COPY | supporting records that are used for which all outstanding
accounting purposes discrepancies are cleared.
Destroy 1 year after cutoff.
AUTH (N1-507-97-1) (7344/R6)
7 DEBT MANAGEMENT | Debt management forms and data Cut off on final collection or
for in-service and out-of-service case closure Destroy 1 year
Reserve and National Guard after cutoff
members AUTH (GRS 6, item 1b) (7344/R7)
8 POSTING MEDIA Records (other than source Accountable Cut off when posting 1s
records), such as posting data Stations completed or all discrepancies
transfers and similar forms, used to are cleared Destroy 90 days
provide input data to accounting after cutoff
operations AUTH (N1-507-97-1) (7344/R8)
9 LISTINGS AND Included but not himited to edit Cut off and destroy upon
TABULATIONS lists, transactions registers, ledgers, receipt of new listing.
reports maintained n AUTH (N1-507-97-1) (7344/R9)
monthly/quarterly/year-end
increments
10 REFERENCE Locators, master tables, and other Cut off and destroy when
MATERIALS similar products used for reference record 1s superseded or
purposes becomes obsolete.
AUTH (N1-507-87-1) (7344/R10)
11 MANAGEMENT Computerized listings used for Cut off at end of fiscal year.
INFORMATION reports, historical data and for Destroy 2 years after cutoff

evaluation and control purposes

AUTH (N1-507-97-1) (7344/R11)
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SCHEDULE 7345
MILITARY FHA CASE FILES

DFAS 5015 2-

This schedule governs disposition of records pertaining to FHA case files. (Reference: Financial Management

Regulation, DoD 7000.14-R)

termination (used for
discontinuance of loans and paid-
up loans), premium notice
(indicating name, service number,
case number, effective date, and
amount of money paid to FHA)
and copy of pay adjustment
authorization reflecting
indebtedness to government
received from military personnel
through FHA relative to loans for
purchase of private homes

SCHEDULE 7345 |
MILITARY FHA CASE FILES |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
1. INDIVIDUAL CASE Request for certification of DFAS Sites Cut off when case is closed.
FOLDERS ehgibility forms, certification of Destroy 3 years after cutoff

AUTH (N1-507-97-1) (7345/R1)
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SCHEDULE 7346

DFAS 5015.2-M

MILITARY PAY RECORDS CREATED PRIOR TO AUTOMATION

This schedule governs disposition of military pay records created prior to automation to include active duty pay,
reserve pay, retired pay, and annuity pay. (Reference: Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7346 |
MILITARY PAY RECPRDS CREATED PRIOR TO AUTOMATION I
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 ACTIVE DUTY PAY | Military pay records and related Federal Records Cut off on converston to
RECORDS records Centers DIMS Destroy on October 1,
2033 (56 years after
implementation of JUMPS)
AUTH (N1-507-02-1, Item 80)
(7346/R1)
2 DIMS-RC LEAVE Fnal leave balance (prior to JUMPS) Cut off on conversion to
BALANCES listings JUMPS Destroy 56 years
after cutoff.
AUTH (N1-507-97-1) (7346/R2)
3 RESERVE AND Pay jackets with manual pay records Cut off at end of payroll year
NATIONAL GUARD | and entitlement data such as Destroy 56 years after year in
(NG) PAY RECORDS | declaration of benefits recerved and which created (See NOTE 1)
waivers, subsistence and dependency AUTH (N1-507-97-1) (7346/R3)
certificates and other pay information
records, forms and correspondence
4 RETIRED PAY Source data used to establish and Cut off at end of calendar year
FOLDERS continue the pay of a retiree, to mn which death occurred or on
include retirement orders, data for removal from temporary
pay of retired armed forces disability retired list Destroy
personnel, statement of employment, 6 years after cutoff
withholding certificates, Veteran AUTH (N1-507-97-1) (7346/R4)
Affairs and Office of Personnel
Management waivers, etc, and
records such as medical reports,
court appointed fiduciary and other
related papers pertaining to mentally
incompetent individuals
5. ANNUITANT PAY Terminated due to death or Cut off at end of calendar year
FOLDERS termination of annuitant eligibility. in which termimated Destroy
(See NOTE 2) 6 years after cutoff
AUTH (N1-507-02-1, ltem 81)
(7346R/5)
NOTES

I NG records not located at Regional Records Service Centers are located at the appropriate State Adjutant General
2. Limited income cases are subject to be reopened
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DFAS 5015 2-M

SCHEDULE 7347
RETIRED PAY RECORDS

This schedule governs disposition of retired pay records maintained by DFAS Cleveland, as well as other
systems containing similar records at other DFAS Finance Sites. (Reference: Financial Management
Regulation, DoD 7000.14-R)

SCHEDULE 7347 |
RETIRED PAY RECORDS |
A B C D
R
u
L CUTOFF/ DISPOSITION/
E RECORD SERIES | DESCRIPTION MAINTAINED IN AUTHORITY
1 RETIREMENT Retired pay case jacket documents DFAS Cleveland and | Cut of at end of calendar year in
DOCUMENTS/ consisting of the retirement order or | at other DFAS Finance | which death occurred or
354 TRANSACTIONS equivalent transaction (automated), | Sites termnated from retired pay
Statement of Service, Tower system Destroy 6 years after
Certification, and pay data form cutoff
AUTH (N1-507-97-1) (7347/R1)
2. ENTITLEMENT/ Certificates of entitlement and Cut of at end of calendar year in
ELIGIBILITY eligibihty including birth certificate which death occurred or
RECORDS (child), certificate of adoption terminated from retired pay
(child), affidavit acknowledging system Destroy 6 years after
355 paternity (child), marriage cutoff
certificate (new spouse), affidavit AUTH (N1-507-97-1) (7347/R2)
supporting common law marmage
(spouse), and certification of
annuitant identity
3 THIRD PARTY Retired pay case jacket records Cut of at end of calendar year in
ACCOUNT covering mmimum income which death occurred or
MANAGEMENT individuals, incapacitated terminated from retired pay
RECORDS individuals, and disabled/minor system. Destroy 6 years after
individuals These documents cutoff
356 consist of guardianship papers, AUTH (N1-507-97-1) (7347/R3)
power of attorney, custodianship of
minor, representative payee
application, and child annuitant
physician’s certificate
4 ACCOUNT Retired member account DFAS Cleveland and | Cut off at end of calendar year in
COMPUTATION computation documents, including other DFAS Finance which death occurred or
INFORMATION active duty death worksheets, VA Sites terminated from retired pay
(Minimum Income Widow) (MIW) system Destroy 6 years after
357 accounts, Board for Correction of cutoff
Military Records (BCMR) cases, AUTH (N1-507-97-1) (7347/R4)
social security statements
(annuitant, offset), dependent’s
indemnity compensation (annuitant,
VA offset), and requests for other
mcome information (offset)
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SCHEDULE 7347 l

RETIRED PAY RECORDS

DFAS 5015 2-M

A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES | DESCRIPTION MAINTAINED IN AUTHORITY

S DEBT RECORD Retired pay records relating to debt Cut off at end of calendar year mn

incurred by the member These which death occurred or
records include the completed Pay terminated from retired pay
Adjustment Authorization (DD system Destroy 6 years after
Form 139), Request for Waiver of cutoff
Indebtedness, and Waiver AUTH (N1-507-97-1) (7347/R5)
Determination letter
6 LEGAL RECORDS Two way memo cluded 1n retired Cut off at end of calendar year in
member case jacket which death occurred or
terminated from retired pay
system Destroy 6 years after
cutoff
AUTH (N1-507-97-1) (7347/R8)

7 TRUSTEE Source data used to establish and Cut off at end of calendar year in
RECORDS FOR continue payments to trustee 1n which terminated from retired pay
MENTALLY behalf of mentally incompetent system Destroy 6 years after
INCOMPETENT member/retiree/annuitant terminated cutoff

due to death, discharge, separation, AUTH (N1-507-97-1) (7347/R7)
appointment of legal representative

or when member 1s declared

competent.

8 SURVIVOR SBP certification and forms DFAS Cleveland and Cut off at end of calendar year in
BENEFIT PLAN consisting of Retired Serviceman’s | other DFAS Finance which death occurred or
(SBP) ELECTION Family Protection Program Sites terminated from retired pay
CERTIFICATIONS/ | (RSFPP) Election, Reserve system Destroy 6 years after
FORMS Component Survivor Benefit Plan cutoff

(RCSBP) Election, Service AUTH (N1-507-97-1) (7347/R8)
Secretary Driven Election, SBP
application (MIW), SBP Plan
Election certificate, SBP Open
Season, SBP Election (former
spouse), and Deemed SBP Election
(former spouse).

9 DEATH NOTICES Records documenting the death of a Cut off on death of member
retired member. These include the Forward for incluston 1n retired
Report of Casualty (DD Form pay folder Destroy 6 years after
1300). death certificates, and cutoff
coroner’s reports (in case of AUTH (N1-507-97-1) (7347/R9)
homicide)

10. | TAX RECORDS Retired member tax records which Cut off at end of tax year

include the W-4, and the annual tax
option certification and former
spouse records which include the
W-4P

Destroy 4 years after cutoff
AUTH (N1-507-97-1) (7347/R10)
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SCHEDULE 7347 |
RETIRED PAY RECORDS |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
T+ RPSPAY MASTER | Account identification, entitlement DFAS Cleveland Cut off at end of calendar year
?!:m-nsu&()\ data, pay and allotment data, Destroy 10 years after cutoff
(MICROFICHE) - ounts recervable, and transaction AUTH (N1-507-97-1) (7347/R11)
MONTHLY/ Tﬁm
11.01 | QUARTERLY \‘\\ Functional areas at Cut off at end of month. Destroy
\""BFASQIeveIand after receipt of next copies.
Tv— AUTH (N1-507-87-1) (7347/R11 01)
11.02 Central reference area | “Cut off at end of quarter Destroy
in DFAS Cleveland 56 years after cutoff
AUTH (N1-507-97-1) (7347/R11 Q2) _
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SCHEDULE 7348

ANNUITANT PAY RECORDS

DFAS 5015 2-M

This schedule governs disposition of records 1n any media which are created by or support the annuitant pay
system as well as other systems containing similar records. (Reference: Financial Management Regulation,

DoD 7000.14-R)

SCHEDULE 7348 |
ANNUITANT PAY RECORDS I
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
ﬁ\w Annuitant Pay Accounts (See Designated DFAS Cut off at end of calendar year
ACCOUNTS - TE) Sites in which terminated due to
IMAGE ROUTING \ death or termination of
AND OPTICAL ——— eligibihity. Destroy 6 years
RECORDING SYSTEM T T after cutoff.
(MIRORS) OPTICAL AUTH (N1-507-97-1) {7348/R1)
101 DISKS Source data used to establish and Cut off at termination. Delete
continue payments to annuitants, 6 years after cutoff
such as application for annutty, AUTH (N1-507-97-1)
Dependency Indemnity (7348/R1 01)
Compensation, Social Security
information, certificate of
continued ehgibility minimum
income claims, request for federal
income tax withholding,
custodianship certificate,
correspondence, other
documenting evidence, retiree
death gratuity information,
survivor benefit elections,
emergency information, claim for
arrears of retired pay, divorce
decrees, death certificates,
marriage certificates.
9~ CAPS PAY MASTER Account 1dentification, entitlement | Designated DFAS Cut off at end of calendar
TORY and pay data, accounts receivable Sites year. Destroy 10 years after
(MICROFIC and transaction history cutoff
MONTHLY/ o — AUTH (N1-507-97-1) (7348/R2)
2.01 QUARTERLY \ Functional areas at Cut off at end of month
- designated DFAS Destroy after receipt of next
T ~site(s) month-end copies.
T AUTH (N1-507-97-1) (7348/R2 01)
2.02 Central reference ™~ -.| Cut off at end of quarter.
area at DFAS Destroy-36, years after cutoff.
AUTH (N1-507-97+1)____
(7348/R2 02) e
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401

receivable listings, check payment
detail, and other related data.

Operational copies of records in
Rule 4

5. RECONCILIATIONS

Subsidiary data used to reconcile
voucher balances for disbursement
and collections, uncleared
transactions, lot proof listings, pay
status analysis, and other similar
products used for research,
corrections, review and
reconciliation of rejects,
conditions, or events to include
edit and exception listings

SCHEDULE 7348 ]
ANNUITANT PAY RECORDS |
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

\ SUBSTANTIATING Indebtedness, payroll deduction Cut off on date filmed.
TA (PAY agreements, and other source data Destroy 6 years, 3 months
AFF Q) used to change the net pay of an after cutoff
annuitant filmed with the AUTH (GRS 6, Item 1a)
icrographic Information (7348/R3)
M&m System (MIMS)

4 VOUCHER DATA Annuitant ongi ucher listings Cut off at end of month.
and summaries, blanket T ny Destroy 6 years, 3 months
and financial organization hstingS™~___ after cutoff
and summaries, and accounts N AUTH (GRS 6, Item 1a)

(7348/R4)

Cut off at end of fiscal year.
Destroy 1 year after cutoff.
AUTH (GRS 6, ltem 4 01)

Cut off at end of fiscal year in
which all questions have been
resolved and annotations

transferred. Destroy 1 year, 1

month after cutoff.
AUTH (N1-507-97-1) (7348/R5)

6. TAX DATA

Federal income tax withholding
records such as TD W2, W2Ps,
W2P negative/zero balances,
annuitant W2P control lists

Central reference
area at DFAS

Cut off at end of tax year

Destroy 4 years after cutoff
AUTH (N1-507-97-1) (7348/R6)

7 MANAGEMENT
DATA

Data which reflects the activity of
the annuitant pay systems internal
examination records, and other
related records used for statistical
and management purposes

CONTROL SYSTEM
(WCS) (MICROFICHE)

Record of purged document
con reels

Cut off at end of fiscal year

Destroy 2 years after cutoff.
AUTH (N1-507-97-1) (7348/R7)

Cut off at end of calendar
year Destroy 10 years after
|_cutoff.

AUTH [NT-507-97-${7348/R8

NOTE' Limited income cases are subject to be reopened
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SCHEDULE 7349
PAY ACCOUNT RECORDS
This schedule governs disposition of records pertaining to the Marine Corps Total Force System
(MCTFS).
SCHEDULE 7349 |
PAY ACCOUNT RECORDS |
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

1 STANDARD PAY A copy of these records 1s Office of Record Destroy upon supersession of
DIRECT DEPOSIT (1e. | distributed as follows form or separation of
SF 1199) individual member, whichever

Bank (Original)

1s sooner
Member (copy 2) AUTH (N1-502-02-1, ltem 82)
Unit (copy 3) (7349/R1)

2 ALLOTMENTS/ Document used to create record Destroy after the record copy
BOND copy 1s created
AUTHORIZATIONS AUTH (N1-507-09-2, ltem 1)

(ie SF1199) (7349/R2)

201 Record copy Cut off at end of fiscal year
Destroy 6 years and 3 months
after cutoff
AUTH (N1-507-08-2, ltem 2)
(7349/R2 01)

2.02 All other copies Office of Record or Destroy when no longer

Off-site storage

needed.
AUTH (N1-507-09-2 Item 3)
(7349/R2 02)

COLLECTION AND

ISBURSEMENT

rshyrsement schedules, and other
docume ed as schedules or
vouchers

Original collection and
disbursement vouchers,
statements of transactions,
statements of accountability,
collection schedules,

4 MCTFS Substantiating recordsﬁr\
SUBSTANTIATING MCTES, including the original
DOCUMENTS documents transmuittal listing with

detailed mid-month and end-of-
month payroll listings used for
mquiries and to advise financial
organizations of deposits made to
member’s accounts, and
supporting records

5 DAILY Detailed records of all
TRANSACTIONS transactions received and actions

taken, used for inquiry/audit

purposes.

Office of Record

Cut off at end of month
Destroy 6 years, 3 months

after cutoff
AUTH (GRS 6, item 13)
(7349/R3)

Cut off at end of month
Destroy 6 years, 3 months

after cutoff.
AUTH (GRS 6, Item 1a)
(7349/R4)

Cut off at end of day Destroy

6 months after cutoff
AUTH (N1-507-97-1) (7349/R5)

61



373

374

375

376

DFAS 5015 2-M

SCHEDULE 7349 |
PAY ACCOUNT RECORDS
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

6 REJECTED Detailed records of all rejected Cut off at end of month in
TRANSACTIONS transactions received and actions which any outstanding

taken, used for mquiry/audit discrepancies have been
purposes. cleared Destroy 6 months
after cutoff
AUTH (N1-507-97-1) (7349/R6)
NAGEMENT Data 1dentifying transactions Cut off at end of month Place
—?\JA(;TﬁC'S\ which require manual processing. on microfiche and destroy
source documents upon
verification of the microfiche,
\ Destroy microfiche 6 years, 3
T month: cutoff
AUTH (N1-507-97-T} (7349/R7).
W\ If the records are no longer being Cut off at end of month
~acrofiched, then Transfer to RRSF 3 years after
T cutoff Destroy 6 years, 3
T - months after cutoff
AUTH (GRS 6, Item 1a)
(7349/R7 01) - -

8 MASTER MILITARY History of member’s leave/pay Cut off at end of fiscal year
PAY ACCOUNT transactions and leave and Destroy 56 years after cutoff
(MMPA) earnings data AUTH (N1-507-97-1) (7349/R8)

[ —9~__| ALLOTMENT DATA Original accounts histing of Cut off at end of fiscal year.
domestic and foreign check Destroy 6 years and 3 months
vouchers, blanket payments, after cutoff.
mn ayments, uniformed AUTH (GRS 6, ltem 1a)
services saving 1t program (7349/R9)
and transaction histories

10 LEAVE AND Monthly statement of member’s T Cut off at end of fiscal year
EARNING leave and earnings. ———.]_Destroy 6 years, 3 months
STATEMENTS (LES) \aﬁércum.ﬁ\mma\

AUTH (GRS 6,
(7349/R10) -

11. MCTFS PAYMENTS. Regular and special payments Cut off at end of fiscal year

issued to Marine Corps Active Destroy 50 years after cutoff.
and Reserve members bi- AUTH (N1-507-97-1)
monthly. (7349/R11)

12 VOUCHER Summaries of MCTFS payment Cut off when payroll has
BALANCING transactions, used to reconcile achieved mihitary pay
RECONCILIATION payment posting with MMPAs voucher/registered (MPV/reg)

balanced. Destroy 13 months
after cutoff.

AUTH (N1-507-97-1) (7349/R12)
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SCHEDULE 7349 l
PAY ACCOUNT RECORDS |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
13 FEDERAL INCOME Copies of amounts of FICA wage Cut off at end of fiscal year
TAX WITHHOLDING deductions, FITW, and SITW Transfer to microform 3 years
(FITW), STATE deductions for military members after cutoff Destroy 56 years
INCOME TAX used to determine benefits and after cutoff
WITHHOLDING answer inquiries AUTH (N1-507-97-1) (7349/R13)
1301 | (SITW), AND Federal Income Tax (FITW), Cut off at end of fiscal year.
FEDERAL State Income Tax Withholding Destroy 4 years after cutoff
INSURANCE (SITW), and Federal Insurance AUTH (GRS 2, Item 13b)
CONTRIBUTION ACT | Contribution Act (FICA) Copies (7349/R13 01)
(FICA) of quarterly reports sent to Social

Security Administration or
Internal Revenue Service
reflecting amounts of FICA wage
deductions, FITW and SITW
deductions for military members

ﬁn\ms%\
SEPARATI

REENLISTMENT
DATA ACCOUNT

MMPA printouts, copies of pay

djustment authorizations,
M
records created at time of

member’s separation reenlistment
and reflect payments made.

15. DATA COLLECTION
LISTINGS

All transactions that processed,
recycled, or rejected during an

update.

Cut off at end of month
Destroy 6 years, 3 months

after cutoff
AUTH (GRS 6, Item 1a)
(7349/R14)

Cut off bi-monthly Destroy 6
years, 3 months after cutoff
AUTH (N1-507-97-1) (7349/R15)
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SCHEDULE 7360
FOREIGN MILITARY SALES (FMS) RECORDS

This schedule governs disposition of records pertaining to Foreign Military Sales (FMS) activities. The
records listed in this schedule are from those offices performing financial management on FMS cases.
(Reference: Financial Management Regulation, DoD 7000.14-R, Volume 15, Chapter 6); and covers
records created by computer operators, programmers, analysts, systems administrators, and all personnel
with access to a computer.

SCHEDULE 7360 |
FOREIGN MILITARY SALES (FMS) RECORDS |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1. CASE FILES Original or office copies of FMS DFAS FMS activities | Cut off at end of fiscal year in
case documentation (See NOTE 1) which case closed. Destroy 30
to include letter of request, pricing years after cutoff (See
data, correspondence, financial NOTE 2)
analysts/ termination liability AUTH (N1-507-97-1) (7360/R1)
worksheets, Defense Requirements
Survey Report, letter of intent, letter
of offer and acceptance,
modifications and amendments,
380 Memorandum of Understanding
(MOU) or Memorandum of
Agreement (MOA), Congressional
notification, financial control
documents, Implementation
Directives, DSAA 1200 system
documentation, execution
documentation, special logistics
documentation, shipping/control
records, management reviews, case
closure documentation, reopened
case documentation, and copies of
disbursement vouchers
101 All FMS electronic imaging data Cut off/close at end of fiscal
stored by FMS case designator year in which case closed.
381 Transfer to an archive
reserved for 10-year
retention(s). Delete/erase 10
years after cutofT
AUTH (N1-507-97-1)
(7360/R1 01)
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SCHEDULE 7360 |
FOREIGN MILITARY SALES (FMS) RECORDS |
A B C D
R
9]
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
2. FMS REPORTS Reports, such as detailed balance of | DFAS FMS activities | Cut off at end of fiscal year
payment transactions affecting Destroy 10 years after cutoff
funds disbursed and/or collected, AUTH (N1-507-97-1) (7360/R2)
FMS forecast of deliveries report,
part I-status of open cases quarterly
report; part I1-status of closed cases
only annual report; and Reports of
Status of Funds or Execution
2.01 DFAS Sites Cut off when superseded.
Destroy upon cutoff
AUTH (N1-507-97-1)
(7360/R2 01)
H Originals or copies of DFAS FMS activities | Cut off at end of fiscal year in
ADMINISTRAT W which allocated Destroy 5
BUDGET estimating, distributing, @ years after cutoff.
executing the budget ] GRS §, Item 3a)
(7360/R3) e .
30t Equipment inventory records for Cut off when superseded
1items purchased under the FMS Destroy upon cutoff
Admnistrative Budget AUTH (N1-507-97-1)
(7360/R3 01)
4 FMS CONTRACT Copies of Paying or Accounting Cut off at end of fiscal year in
FILES Office Contract files containing which contract 1s closed
FMS fund citations Destroy 10 years after cutoff
AUTH (N1-507-97-1) (7360/R4)
5 FMS COLLECTION Orniginal collection and Cut off at end of month in
AND disbursement vouchers which case 1s closed. Destroy
DISBURSEMENT 10 years after cutoff.
VOUCHERS AUTH (N1-507-97-1) (7360/R5)
SO Copies of vouchers and supporting Cut off at end of fiscal year in
\ ords maintained centrally for which reconciliation complete.
m\ Destroy 1 year after cutoff.
R See NOTE 3.
T — GRS 6, ltem 1b)
(7360/R5 0Ty ~™——=—ee_____
6 FMS BILLING Copies of statements of FMS Cut off at end of fiscal year in
DOCUMENTATION transactions submitted to foreign which created Destroy 10

governments and supporting
documentation consisting of various
computer listings and related
correspondence, delivery, and case

control listings

years after cutoff
AUTH (N1-507-97-1) (7360/R6)
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SCHEDULE 7360 |
FOREIGN MILITARY SALES (FMS) RECORDS l
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
601 Microfiche of statements of FMS Cut off at end of fiscal year in
transactions submitted to foreign which created Destroy 10
governments and supporting years after cutoff.
documentation consisting of various AUTH (N1-507-97-1)
computer histings and related (7360/R6 01)
correspondence delivery and case
control listings
7 COMMAND Command lists, accounts payable Cut off at end of fiscal year in
REIMBURSEMENTS lists, non-interfund transaction lists, which created. Destroy 10
and other products supporting FMS years after cutoff
reimbursements to commands AUTH (N1-507-97-1) (7360/R7)
8. ARMY AND NAVY Initial load cumulative list, case Cut off at end of fiscal year 1n
LOAD MATERIAL spread sheets, audit notes, FMS which created. Destroy 10
transactions, and related years after cutoff
documentation AUTH (N1-507-97-1) (7360/R8)
9 INTERFUND BILLS Buyer and seller listings, Cut off at end of fiscal year in
FOR FMS transactions, and data. which bill clears Destroy 10
CUSTOMERS years after cutoff
AUTH (N1-507-97-1) (7360/R9)
10 ARMY INTERFUND Billing data which consists of Army | DFAS FMS activitics | Cut off at end of fiscal year in

Input Totals List, rejected Army
interfund transactions, Army
interfund unmatches by product
control number (PCN), register of
delete out-of-balance actions taken,
in-balance summary cards list, retail
stock loss allowance transactions.
interfund zero balance listings,
unidentified input to Deputate for
Security Assistance converter, FMS
interfund summary transactions,
history file, and other records
pertaining to Army interfund

11

REPORTS OF
DISCREPANCIES
(RODs)

Financial RODs and related
correspondence

which bill clears. Destroy 10
years after cutoff
AUTH (N1-507-97-1) {(7360/R10)

Cut off at end of fiscal year
after discrepancy is resolved.

Destroy 10 years after cutoff
AUTH (N1-507-97-1) (7360/R11)
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SCHEDULE 7360 ]
FOREIGN MILITARY SALES (FMS) RECORDS l
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
12. ACCOUNTS International and intragovernment Cut off at end of fiscal year 1n
RECEIVABLE AND accounts containing basic which final action or payment
PAYABLE CASE accounting records, related posting is made and when all
FILES records, reports, correspondence, corrective actions required by
coptes of agreements between US any audit have been
and foreign countries or accomplished Destroy 30
International organizations years after cutoff (Sce
(originals at Department of State), NOTE 2)
evidence support rendered or AUTH (N1-507-97-1) (7360/R12)
received, and collection and
payment actions
I3. SHIPPING RECORDS | Machine listings, matenal DFAS FMS activities | Cut off at end of fiscal year in
mspection and receiving report (DD which case closed. Destroy 10
Form 250), country transaction years after cutoff.
report, and comparable and related AUTH (N1-507-97-1) (7360/R13)
records pertaining to accounting for
expenditures incident to the Direct
Forces Support Programs, Common
Items Programs, Excess Program,
Foreign Military Facilities Program,
Off Shore Procurement Program,
and the FMS Program (formerly the
Reimbursable Aid (RMA)
Program)
NOTES

1 Paragraph 060201 of referenced regulation (DoDFMR, DoD 7000 14-R, Volume 15, Chapter 6)
2. This schedule does not authorize the destruction of those records appraised as permanent under NC1-330-78-4 and
NC1-330-78-6
3 Disposition of copies of disbursement vouchers in FMS case files is covered by Rule 1.
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SCHEDULE 7400

REVOLVING FUND RECORDS

DFAS 5015 2-M

This schedule governs disposition of records pertaining to the revolving fund. (Reference: Financial
Management Regulation, DoD 7000.14-R)

SCHEDULE 7400 |

401

402

change in capital of the fund, etc,
and division tnal balances

REVOLVING FUND RECORDS |
A B C D

R

U

L CUTOFF/ DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

1. INDUSTRIAL FUNDS | Printing requisitions DFAS Sites and Cut off at end of fiscal year

Accountable Stations | Destroy 1 year after cutoff
AUTH (N1-507-97-1) (7400/R1)
1.01 Ledgers (subsidiary and detail), Cut off at end of fiscal year or

registers, trial balances, requisitions, when all outstanding
movement records, and supporting discrepancies, for which
books of original entry) corrective actions were

prescribed, have been cleared.

Destroy 2 years after cutoff

AUTH (N1-507-97-1)

(7400/R1 01)

2 STOCK FUNDS Subsidiary ledgers, journal vouchers, Cut off at end of fiscal year or
books of onginal entry (including when all outstanding
commussary journals) discrepancies, for which

corrective actions were
prescribed, have been cleared.
Destroy 2 years after cutoff.
AUTH (N1-507-97-1) (7400/R2)
20T Computer histings of Accountable DFAS Sites offices Cut off at end of month.
Station input comprised of Destroy 6 months after cutoff.
ation, edit errors, stock AUTH (GRS 8, Item 7b(2))
record accounl status, out-of- (7400/R2 01)
balance, and in-balance.

3 GENERAL LEDGERS | Books of final entry (manual and e Cut off at end of fiscal year

machine form ledgers) " --~Destroy 6 years, 3 months
after cutoff.- .
AUTH (GRS 7, ltem 2) {7T206/R3)._

4, FINANCIAL Monthly, quarterly, semi-annual and Cut off at end of fiscal year

STATEMENTS annual financial statements such as Destroy S years after cutoff
statement of financial condition, AUTH (N1-507-97-1) (7400/R4)

Copies of statements.

Accountable Stations

Cut off at end of fiscal year.
Destroy 1 year after cutoff
AUTH (N1-507-97-1)
(7400/R4 01)

Year-end statements

Accountable Stations

Cut off at end of fiscal year
Destroy 5 years after cutoff
AUTH (N1-507-97-1)
(7400/R4 02)
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SCHEDULE 7400 |

REVOLVING FUND RECORDS ]

DFAS 5015.2-M

transaction validation tables at base
level which consist of Fund Code
Table (UEO), General, Ledger
Account Description Table (UFO),
List of Authorized SMAS Users
(UMO), List of Modified SMAS
Users (UM1), Proof of Accounts

able (UHO), Sales Code
DeXxeqiption Table (UGO),
Transadyon ID Code Table Report.

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
. STANDARD Records used to ident1fy authorized DFAS Sites Cut off at end of fiscal year
\ MATERIEL users of the system and to list Destroy 2 years after cutoff

AUTH (GRS 6, Item 5a)
(7400/R5)

5.01 Records useq to effect monthly Cut off at end of fiscal year.
reporting, pe Destroy 3 years after cutoff
reconctihiations, or AUTH (GRS 6, Item 5b)
requirements which congist of (7400/R5 01)

Aerospace Guidance and
Meteorology Center File OB A),
AF Stock Fund Trial Balance Rep
File (OBJSBA), Air Force Materiel
Command File (OBJKEA), Detail
Record vs GLA Reconciliation List
(VMO), Follow-up to Depot File
(OBJTDB), Medical Materiel
Management Report File (OBJSVA),
Selective Transaction History (SQO)

5.02 Voucher for Transfers Between DFAS Sites t off at end of fiscal year, or
Appropnations and/or Funds (UAA) when discrepancies for which
used to affect the transfer of funds correctivg actions are
(billings) prescribed, hqve been cleared.

Destroy 6 years\3 months

after close of FY myhich

final payment 1s made.

AUTH (GRS 6, Item 1a)

7400/R5 02) .

503 Daily Transaction History (SOO), Cut off at end of month
Reject Suspense (TCO) used to Destroy 3 months after cutoff.
validate the resuits of daily AUTH (N1-507-97-1)
transaction processing (7400/R5 03)

504 AF Stock Fund Report Requests Cut off at end of month

(UKO). Daily Processing Summary
Section 1 (FLO), Daily Processing
Summary Section 2 (FMO) used to
validate interface transaction input

and output.

Destroy 3 months after cutoff.
AUTH (N1-507-97-1) (7400/5 04)
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REVOLVING FUND RECORDS |

DFAS 5015 2-M

A

RECORD SERIES

DESCRIPTION

MAINTAINED IN

CUTOFF/ DISPOSITION/
AUTHORITY

omrca X

Records used to perform and
document required reconciliations
and provide SMAS database
information to other users for further
analysis which consist of Accounts
Recervable Detail List (SNO),
Accounts Receivable Summary List
(S8CO), Acquisition Fund Control
Report (SSO), AF Stock Fund
Approved Operating Program (SGO),
AF Stock Fund Approved Operating
rogram Status (SFO), AF Stock

d IMR/GLA Reconciliation

NR 150 Day Follow-
NR 60 Day Follow-
t of Operations

(VHO), Due-Out Reconci
Report (HBO), Follow-up to
(VBO), Interfund Accounts Payahle
Open Item List (VJO), Inventory
Reconciliation Report (HAO),
MEDLOG Due-In vs. SMAS
Interfund Detail Reconciliation List
(VNO), MILSTRIP Research and
Follow-up List (VEO), Reimbursable
[ssues/Sales & Creditable Returns
Analysis (SDO). Stock Fund
Inventory Management Report
(STO), Transaction Stratification
(SEO), Unprocessed Interfund Detail
Transactions (VGO).

DFAS Sites

Cut off at end of fiscal year.
Destroy 1 year after cutoff

AUTH (GRS 6, Item 1b)
(7400/R5 05)

506

Stock Fund Proof of Accounts
(SHO), AF Stock Fund Trial Balance
(SAO), Deleted Reject List (VTO),
Medical Materiel Management
Report (RCS HAF-
SGS(M)7136)(SRO), Monthly
Transaction History (SPO), Post

Closing Audit Listing SIO)

DFAS Sites

required by autl¢ has been
accomplished. Degtroy 3
years after cutoff

AUTH (GRS 6, Item 5b)
{7400/R5 06)
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SCHEDULE 7400 |

REVOLVING FUND RECORDS |

DFAS 5015 2-M

A

moc®

RECORD SERIES

DESCRIPTION

MAINTAINED IN

CUTOFF/ DISPOSITION/
AUTHORITY

-\

Collection Voucher Log (UCO),

ucher Log (UDO).

\

Cut off at end of fiscal year
Destroy 6 years, 3 months
after cutoff.

GRS 6, Item 1a)
(7400/R5 O

STANDARD
MATERIAL
ACCOUNTING

Materiel accountant errors/messages:

stock fund managers’
errors/messages.

Accountable Stations

Cut off at end of month
Destroy 30 days after cutoff
AUTH (N1-507-97-1) (7400/R6)

601

SYSTEM (SMAS)

Processing control

Cut off at end of fiscal year
Destroy 1 year after cutoff
AUTH (N1-507-97-1)
(7400/R6 01)

\

General ledger audit update

\

\

Cut off at end of fiscal year
Destroy 6 years, 3 months
after cutoff

LAUIH_(QORZS;. Item 2)
(7400/R6

6.03

Tnal balance, proof of accounts

Cut off at end of fiscal year or
when all outstanding
discrepancies, for which
corrective actions are
prescribed, have been cleared
Destroy 2 years after cutoff
AUTH (N1-507-97-1)

(7400/R6 03)

604

Consohidated payment history list

Cut off at end of fiscal year
Destroy 1 year after cutoff
AUTH (N1-507-97-1)
(7400/R6 04)

SELLER INTERFUND
BILLS - NON-FMS

Bills distnibuted to buyers

Cut off at end of fiscal year in
which billed and during which
corrective annotations have
been made Destroy 1 year
after cutoff

AUTH (N1-507-97-1) (7400/R7)
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INTERNAL AUDIT AND INSPECTION RECORDS

SCHEDULE 7600

DFAS 5015 2-M

This schedule governs disposition of records pertaining to audits and inspections done to evaluate effectiveness
and economy of DFAS operations, methods, and procedures. (Reference: Financial Management Regulation,

DoD 7000.14-R, Volume 15)

SCHEDULE 7600 |

INTERNAL AUDIT AND INSPECTION RECORDS ]

controlling the audit or inspection
program Includes schedules,
resources planned or expended for
the program, plans for the conduct
of a specific audit, inspection
itineraries, team personnel rosters,
and similar records.

2. REPORTS OF AUDIT

Report created upon completion of
an audit to show findings,
recommendations, and similar
information and to track follow-up
actions taken to correct identified
deficiencies.

3 COMMANDER'’S
AUDIT PROGRAM

Reports of audit (held by
installation commanders or their
staff).

4 RISK ASSESSMENTS

Documented worksheets, minutes
of meetings, and reports addressing
the risk of assessable units

5 STATEMENTS OF
ASSURANCE

Letters stating compliance or
noncompliance with iternal
control objectives

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 AUDIT/INSPECTION Records pertaining to planning, DFAS offices Cut off and destroy when
PROGRAMMING organizing, directing, and responsible for superseded or obsolete

performing audits or
spections

AUTH (N1-507-93-2, item 185)
(7600/R1)

Cutoff when all deficiencies
have been corrected Destroy
2 years after cutoff.

AUTH (N1-507-93-2, ltem 186)
(7600/R2)

Cut off and destroy when
purpose has been served
AUTH (N1-507-93-2, Item 187)
(7600/R3)

Cut off on completion of
vulnerability assessment

Destroy 5 years after cutoff
AUTH (N1-507-93-2, ltem 188)
(7600/R4)

Cut off on completion of next
comparable statement.

Destroy 5 years after cutoff
AUTH (N1-507-93-2, Item 189)
(7600/R5)

6. ANNUAL
STATEMENT OF
ASSURANCE SENT
TO SECDEF (RCS. DD-
COMP (AR) 1618)

Annual reports including
description of evaluation report of
material weakness, status of
corrective action and other similar
records.

DFAS Arlington

Cut off on completion of next
comparable statement

Destroy 5 years after cutoff
AUTH (N1-507-97-1) (7600/R6)
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SCHEDULE 7700

REPORTS OF SURVEY

DFAS 5015 2-M

This schedule governs disposition of records pertaining to reports of survey (ROS) and related documents
(Reference: Financial Management Regulation, DoD 7000.14-R and Accounting and Reporting for
Government Property Lost, Damaged or Destroyed, DoD 7200.10-M)

SCHEDULE 7700 |
REPORTS OF SURVEY |
A B C D
R
u
L CUTOFF/DISPOSITION/
E | RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY

ASE FILES

Records used in lieu of, and
correspondence pertaining to, lost,
damaged, or destroyed

zowned or leased
property, mvestiga
reviews of facts and circumstan
mvolved, assessment of financial
lhiability and actions on waivers and
appeals thereof, actions taken on
debts resulting from assessments

1.01

Retained copies of reports of
survey or records and related
correspondence

1.02

Retained copies of reports of
survey or records used to support
supply system stocks inventory
adjustment vouchers, or adjustment
to 1n-use accountable property
record items

103

Retained copies of reports of
survey or records pertaining to
damage to government motor
vehicles

DFAS Sites

Cut off at end of cycle
Destroy 6 years, 3 months

after cutoff
AUTH (GRS 6, Item 1a)
(7700/R1)

m—
e

—

Cut off on final action
Destroy 2 years after cutoff
AUTH (N1-507-97-1)

7700/R1 01)

Cut off on final action
Destroy 2 years after cutoff
AUTH (N1-507-97-1)
(7700/R1 02)

Cut off on final action
Destroy 3 years after cutoff
AUTH (N1-507-87-1)
(7700/R1 03)

104

Retained copies of reports of
survey or records used to support
assessment of financial liability

Accountable Stations

Cut off on collection of
assessment or votdance of
financial hability Destroy 1

year after cutoff
AUTH (N1-507-97-1)
(7700/R1 04)

397

REGISTERS

Form registers and comparable
forms that provide a complete
record of each report of survey.

3 GAO NOTICES

Notices of exceptions that are
issued by GAO aganst disbursing
and accounting officers charged
with appropriated funds

DFAS Sites and
Accountable Stations

Cut off on termination of
register Destroy 1 year after

cutoff.
AUTH (N1-507-97-1) (7700/R2)

Cut off after GAO clearance

Destroy 1 year after cutoff
AUTH (N1-507-87-1) (7700/R3)
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DFAS 5015.2-M

SCHEDULE 7705
FINANCIAL PROPERTY ACCOUNTING RECORDS

This schedule governs disposition of records pertaining to financial property accounting. (Reference: Financial
Management Regulation, DoD 7000-14R)

SCHEDULE 7705 |
FINANCIAL PROPERTY ACCOUNTING RECORDS I
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
‘]\‘% Detail and summary records DFAS Sites and Cut off and delete upon
RECORDS Accountable Station | reconciliation
T~ AUTH (N1-507-97-1) (7705/R1)
1.01 Listings and tabulatiﬁ\\\\ Cut off and delete upon receipt
T of new listing
AUTH (N1-507-97-1)
(7705/R1 01) ) —
2 BASIC Fmancial inventory accounting Accountable Stations | Cut off at end of fiscal year.
TRANSACTIONS (FIA) forms and records, Destroy 2 years after cutoff.
421 requisitions, and shipping records, (1 year increase in retention
1ssue and turn-in shps, over previous guidance)
reconciliation and adjustment AUTH (N1-507-97-1) (7705/R2)
vouchers, and other pertinent
documents
201 FIA monthly and/or quarterly Cut off at end of fiscal year
reports, operating statements, Destroy 2 years after cutoff
422 special reports and analyses, and (! year increase 1n retention
other pertinent reports. over previous guidance)
AUTH (N1-507-97-1)
(7705/R201)
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SCHEDULE 7710

DFAS 5015.2-M

FINANCIAL STATEMENTS AND CONTROLLED REPORTS

This schedule governs disposition of records pertaining to financial statements and controlled accounting and
finance reports. (Reference: Financial Management Regulation, DoD 7000.14-R)

REPORTS

reimbursements, trial balances,
accountabulity, financial material,
violations, costs, expenses,
military and civilian pay, medical
income and equipment data,
foreign military sales, real
property, supporting records, and
related schedules

SCHEDULE 7710 |
FINANCIAL STATEMENTS AND CONTROLLED REPORTS |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1. CONSOLIDATED Records reflecting on allocations, DFAS Sites and Cut off at end of fiscal year.
STATEMENTS AND appropriations, net disbursements, | Accountable Stations | Destroy 10 years after cutoff.

AUTH (N1-507-97-1) (7T710/R1)

\

Consolidated statements and
reports related to expired and
merged (“M”) accounts

\
\

-\

-

Accountable Stations

Cut off at end of fiscal year in
which appropriate account is
closed or all obligations in the
closed account are hiquidated
Destroy 6 years, 3 months

after cutoff
AUTH (GRS 6, Item 1a)
{(7710/R1 01)

containing data required by DFAS
for submission to other
government agencles and
Congress

b
2 STATEMENT OF SF 1219, or comparable forms and \\_ Cut off at end of fiscal year
ACCOUNTABILITY supporting records reflecting —-~_| Destroy 6 years, 3 months
summarizations of all collections, aftercutoff. (See NOTE)
disbursements, and transfers for AUTH (GRSB#em 1a)
each account month (7710/R2) T
3 STATEMENT OF Original SFs 1149 and supporting | DFAS Sites Cut off at end of fiscal year
DESIGNATED records, such as negotiated or Destroy 6 years after cutoff
DEPOSITORY cancelled checks (or certified lists), AUTH (N1-507-97-1) (7710/R3)
ACCOUNT bank statements, check
reconciliation listings, and related
papers
4 CONTROLLED Correspondence and other papers Cut off at end of fiscal year
REPORTS relating to reports that include but Destroy 2 years after cutoff
are not imited to survey code AUTH (N1-507-97-1) (7710/R4)
401 reports, surety bond report, Accountable Stations | Cut off at end of fiscal year

Destroy 1 year after cutoff.
AUTH (N1-507-97-1)
(7710/R4 01)
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DFAS 5015 2-M

SCHEDULE 7710 |
FINANCIAL STATEMENTS AND CONTROLLED REPORTS i
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
5. REPORT OF Workload and man-hour data DFAS Sites Cut off at end of calendar
427 ACCOUNTING AND year. Destroy 5 years after
FINANCE ACTIVITIES cutoff.
(RAFAS) AUTH (N1-507-97-1) (7710/R5)
501 Accountable Stations | Cut off at end of calendar
year Destroy 2 years after
428 cutoff
AUTH (N1-507-97-1)
(7710/RS 01)
6. USER CHARGES Consolidated reports, feeder Cut off at end of fiscal year
429 REPORTS AND reports, correspondence, and Destroy 5 years after cutoff
REPORTS OF related data AUTH (N1-507-97-1) (7710/R6)
6.01 SERVICES Copies of consolidated reports, Accountable Stations
RENDERED feeder reports, correspondence,
and related data
430 Reports with no discrepancies Cut off and destroy on
completion of follow-on
report
AUTH (N1-507-97-1)
(7710/R6 01)
6.02 Reports with discrepancies Cut off on reconciliation of
discrepancies by servicing
431 DFAS Finance Sites Destroy
1 year after cutoff
AUTH (N1-507-97-1)
(7710/R6 02)

NOTE. Destroy these records in annual blocks only if there are no outstanding discrepancies for which corrective actions are
prescribed by servicing DFAS Sites
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SCHEDULE 7740

LOGISTICS ACCOUNTING RECORDS

DFAS 5015 2-M

This schedule governs disposition of records pertaining to accounting records at Logistics activities only.
(Reference: Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7740 |
LOGISTICS ACCOUNTING RECORDS |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
I. BASIC Cost ledger sheets, control DFAS Logistic Cut off at end of fiscal year
TRANSACTIONS registers, pro rata registers, activities Destroy 1 year after cutoff.
recapitulation work sheets and AUTH (N1-507-97-1) (7740/R1)
reconciliations used to record one
year’s cost
2 ELECTRONIC Daily detail transactions. Cut off when reconciliation
ACCOUNTING with periodic summaries 1s
MACHINE (EAM) complete. Destroy upon
TRANSACTIONS AND cutoff
TABULATIONS AUTH (N1-507-97-1) (7740/R2)
201 Periodic summary transactions Cut off at end of fiscal year
(except budget justification cost Destroy 1 year after cutoff.
summary transactions), tabulations AUTH (N1-507-97-1)
and correction sheets (7740/R2 01)
2.02 Daily hstings, when consolidated Cut off at end of month.
in monthly histings Destroy 90 days after cutoff,
AUTH (N1-507-97-1)
(7740/R2 02)
3. HISTORICAL COST Summary costs by organization Cut off at end of fiscal year
DATA (operating cost reports), summary Destroy 10 years after cutoff
of cost by type production (budget AUTH (N1-507-97-1) (7740/R3)
Justification cost summary cards),
and special project costs
4 MATERIEL Detailed records pertaining to all Cut off at end of fiscal year
ACCOUNTS maintenance and rehabuilitation Destroy 6 years after cutoff
PAYABLE (MAP) projects on reimbursable mihtary AUTH (N1-507-97-1) (7740/R4)
MAINTENANCE AND | assistance sales
REHABILITATION
PROJECT RECORDS
S. R&D JOB ORDER Job order estimates and job order Cut off on completion of job
COST ACCOUNTING time sheets order Destroy 6 months
SYSTEM (JOCAS) after cutoff
AUTH (N1-507-97-1) (7740/R5)
501 Records reflecting cost structure of Cut off when superseded.
Job order standard rates and man- Destroy 1 year after cutoff
hour rates. AUTH (N1-507-97-1)
(7740/R5 01)
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SCHEDULE 7740 |

LOGISTICS ACCOUNTING RECORDS I

DFAS 5015 2-M

A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
502 JOCAS tables, register listings, DFAS Logistics Cut off at end of fiscal year
detailed listings, and management | activities Destroy 1 year after cutoff.
reports AUTH (N1-507-87-1)
7740/R5 02)
5.03 Monthly job order register listings Cut off at end of fiscal year
other than last month of FY Destroy 1 year after cutoff
AUTH (N1-507-97-1)
(7740/R5 03)
5.04 Job order master history listing Cut off at end of fiscal year.
Destroy 4 years after cutoff
AUTH (N1-507-87-1)
(T740/R5 04)
5.05 JOCAS tables, detailed listings, Cut off at end of fiscal year

management reports, and the job
order register listing for the last
month of the FY

Destroy 4 years after cutoff
AUTH (N1-507-97-1)
(7740/R5 05)
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SCHEDULE 7750
FINANCIAL STATEMENTS, SCHEDULES AND CONTROLLED REPORTS

Thus schedule governs disposition of records pertaining to financial statements and controlled finance and
accounting reports. (Reference: Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7750 |
FINANCIAL STATEMENTS, SCHEDULES AND CONTROLLED REPORTS l
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 CASH ACCOUNTING | Reports and supporting records DFAS Sites Cut off at end of fiscal year
showing cash accountability status Destroy 2 years after cutoff
444 of financial activities through AUTH (N1-507-97-1) (7750/R1)
disbursement and collection
transactions
1.01 Year-end finals of above reports and Cut off at end of fiscal year.
statement of transactions and Destroy 4 years after cutoff.
445 (foreign transactions) reports AUTH (N1-507-97-1)
commitments, obligations, (7750/R1 01)
disbursement and collections
102 Consolidated certification and Cut off at end of fiscal year
statement of reasons, countries, and Destroy 5 years after cutoff
446 amounts for contracts let 1n excess AUTH (N1-507-97-1)

currency countries paid in dollars
report

APPROPRIATION
COUNTING DATA

Reports and supporting records
portraying the status of appropnated
funds 1n terms of availability,
commitments, obligations,
disbursements and collections

(7750/R1 02)

Cut off at end of fiscal year
Destroy 6 years, 3 months
after closure of appropriate
account or liquidation of all
obligations 1n the closed

account, whichever 1s later.
AUTH (GRS 6, Item 1a)
(7750/R2)

3 APPROPRIATION Reports of appropriatio Cut off at end of fiscal year
ACCOUNTING DATA- | reimbursements year-end finals: Destroy 6 years, 3 months
YEAR-END FINALS reports of status of project by after closure of appropriate
obligation allotment code, year-end account or liquidation of all
finals, report of budget execution obligations 1n the closed
finals, and annual report under “ceaunt, whichever 1s later
Section 1311, Supplemental AUTH {GRS 6, tem 1a)
Appropriation Act of 1955 (Public (7750/R3) T~
Law 663) ~
4 EXPENSE Reports and supporting records Cut off at end of fiscal year
447 ACCOUNTING DATA | showing the expense incurred in Destroy 4 years after cutoff
selected activities AUTH (N1-507-97-1) (7750/R4)
4 0] Fourth quarter report of Cut off at end of fiscal year
448 reimbursable property disposal Destroy 5 years after cutoff.

expenses

AUTH (N1-507-97-1)
(7750/R4 01)

79




DFAS 5015.2-M

showng the financial position of
DFAS and selected activities

SCHEDULE 7750 |
FINANCIAL STATEMENTS, SCHEDULES AND CONTROLLED REPORTS —I
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
\ FINANCIAL Reports and supporting records Cut off at end of fiscal year

501 Fin Cut off at end of fiscal year
Circular 965; Destroy 6 years, 3 months
statements and sche after cutoff
budget estimate for industria AUTH (GRS 7, Item 2)
stock fund statements and schedule ™. (7750/R5 01)
for annual budget estimate for stock \
fund, and consolidated trial balance. Bl

6 MISCELLANEOUS A variety of reports and supporting Cut-off at end of fiscal year.
TYPE ACCOUNTING | records not classified in Rules 1 Dest?gyk]wmua\ﬁ:xutoff.
DATA through 5 AUTH (GRS 7, Item "

(7750/R6) e

Destroy 6 years, 3 months
after cutoff

AUTH (GRS 7, ltem 2)
(7750/R5)
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SCHEDULE 7755

LEDGERS, VOUCHERS, AND LISTINGS

This schedule governs disposition of records that are common to all functional areas within the accountable
station. (Reference: Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7755 |
LEDGERS, VOUCHERS, AND LISTINGS ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
L S | Ledgers, allocation files, and DFAS Accountable Cut off at end of fiscal year
commnian —— | Stations Destroy 6 years, 3 months
ﬁ%
AUTH (GRS 7 T@
2 RECONCILIATION Credit and debit block registers, Cut off at end of month
LISTINGS reconciled mechanical listings Destroy 6 months after cutoff
predetermmed and brought AUTH (N1-507-97-1) (7755/R2)
forward, and lot proof listings.
3. DAILY AUDIT LISTS Reconciled mechanical lists Cut off at end of day Destroy
1 month after cutoff
AUTH (N1-507-97-1) (7755/R3)
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SCHEDULE 7800
DEFENSE CONTRACT FINANCING RECORDS

This schedule governs disposition of records pertaining to advance payment pool agreements and indebted
contractors contracting activities. (Reference: Financial Management Regulation, DoD 7000.14-R)

SCHEDULE 7800 |
DEFENSE CONTRACT FINANCING RECORDS |
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
1 ADVANCE PAYMENT | Documentation relating to DFAS Columbus Cut off on expiration of
451 POOL AGREEMENTS | Advance Payment Pool Contract Government | agreement Destroy 4 years
Agreements with nonprofit Debt Office after cutoff
educational institutions. AUTH (N1-507-97-1) (7800/R1)
2 INDEBTED Documentation pertaining to Cut off on date of final
452 CONTRACTORS delinquent debts of defense action Destroy 6 years after
contractor cutoff.
AUTH (N1-507-97-1) (7800/R2)
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SCHEDULE

7801

DFAS 5015.2-M

MECHANIZATION OF CONTRACT ADMINISTRATIVE SERVICES (MOCAS) RECORDS

This schedule governs disposition of records accumulated by individual offices while carrying out the
operational business of contract payment offices at DFAS Columbus and its off-site locations. (Reference:
Financial Management Regulation, DoD 7000.14-R)

database for reference and

management purposes

SCHEDULE 7801 [
MECHANIZATION OF CONTRACT ADMINISTRATIVE SERVICES (MOCAS) RECORDS ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
34— PAYING OFFICE Payment records for contracts DFAS Columbus Site | Cut off on closure of contract
CO LES which may include DD Forms and 1ts off-site Destroy 6 years, 3 months
\M locations after cutoff. (See NOTE)
contracts, m‘éd]'ﬁeg“an& AUTH (GRS 3, Item 3a(1)(a) or
contractor mvoices, payment ™ =-~t...__ - 3a(2)(a)) (7801/R1)
vouchers and subvouchers, and e
any other document required to
effect payment
2. SHIPMENT CONTROL | Documents maintained to ensure Cut off on compietion of the
RECORDS prompt receipt of Material related contract; for those
Inspection and Receiving Reports relating to transferred
and invoices These may include contracts and contract number
reports and listings changes, cut off on transfer or
change in contract number.
Destroy 1 year after cutoff
AUTH (N1-507-97-1) (7801/R2)
3 RECONCILIATIONS Subsidiary data used to reconcile Cut off at end of fiscal year or
voucher balances for when all outstanding
disbursements and collections, wrregularities or discrepancies
uncleared transactions, status have been cleared. Destroy 1
analysis, and other similar year, 1 month after cutoff.
products used for research, AUTH (N1-507-97-1) (7801/R3)
corrections, review and
reconciliation of rejects,
conditions, or events to include
edit and exception listings
CONTRACT Locator cards, registers, data Cut off at end of fiscal year
LO TA sheets, and summary listings used Destroy 2 years after cutoff.
Wof contract AUTH (GRS 23, Item 8) (7801/R4)
files
5. MANAGEMENT Statistical reports and\\ Cut off when superseded by
INFORMATION management summaries TTT—— - subsequent report/summary
REPORTS generated from the MOCAS — Destroy 2 years after cutoff

AUTH (GRS.3, ltem 4a) (7801/R5)
—
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SCHEDULE 7801
MECHANIZATION OF CONTRACT ADMINISTRATIVE SERVICES (MOCAS) RECORDS ]
A B C D
R
U
L CUTOFF/ DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
6. DATA COLLECTION All transactions that processed, Cut off at end of month.
455 LISTINGS recycled, or rejected during an Destroy 2 months after cutoff.
update AUTH (N1-507-97-1) (7801/R6)
ﬁxw Original or record transmuittal Cut off at end of month
INFORMATION isti supporting records Destroy 6 years, 3 months
Tlm%smw after cutoff.
the MOCAS database or related \ AUTH (GRS 6, Item 1a) (7801/R7)
matters. \.\__‘

NOTE: Files known to be pertinent to unsettled claims, incomplete investigations, or pending litigation will not be destroyed until
settlement of the claim or completion of the investigation or litigation
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SCHEDULE 7900

ELECTRONIC RECORDKEEPING

DFAS 5015 2-M

This schedule governs disposition of records related to computer operations such as system
software/input/output records, information stored electronically without paper backup, and hard-copy records
pertaining to computer system management; and covers records created by computer operators, programmers,
analysts, systems administrators, and all personnel with access to a computer. (See Notes 1 through 4).

SOURCE RECORDS

designed and used solely to create,
update, or modify the records in an
electronic medium and not required
for audit or legal purposes (such as
need for signatures), and not
previously scheduled for permanent
retention in a NARA-approved
agency records schedule

SCHEDULE 7900 |
ELECTRONIC RECORDKEEPING |
A B C D
R
u
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
SYSTEM TEST Electronic files or records created Any DFAS Office Cut off when administrative,
RECORDS solely to test system performance, as legal, audit, or other operational
well as hard copy printouts and purposes have been served.
related documentation for electronic Delete/destroy at cutoff
files records AUTH (GRS 20, Item 1a)
(7900/R1)
2 MASTER FILE Electrontc files used to create or Cut off when information has
UPDATE update a master file, including but been transferred to the Master
notlimited to., work files, valid File and verified Delete/destroy
transation files, and intermediate at cutoff.
mput]outp AUTH (GRS 20, 1b)
(7900/R2)
3 SYSTEM USAGE Cut off when no longer needed
FILES printouts created to monitorgystem for administrative, legal, audit, or
usage, including but not limite other operational purposes
log-1n files. password files, audit tra Delete/destroy at cutoff
files, system usage files, and cost- AUTH (GRS 20, Item 1c)
back files used to assess charges for (7900/R3)
system use.
4 HARD-COPY Non-electronic documents of forms Cut off when information has

., been converted to electronic

~

meQIum and verified, or when no
longer needed to support the
reconstructian of, or serve as the
backup to the rraster file,
whichever 1s later ‘Degtroy at
cutoff. ~

AUTH (GRS 20, ltem2a) .
(7900/R4)
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SCHEDULE 7900
ELECTRONIC RECORDKEEPING |
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
S. ELECTRONIC Electronic records, except as noted in | Any DFAS Office Cut off when data has been

INPUT RECORDS

rule 6, entered into the system during
an update process and not required
for audit and legal purposes

6 ELECTRONIC \
INPUT RECORDS
FROM ANOTHER
AGENCY

Electronic records received from
another agency and used as

ut/source records by the receiving
, EXCLUDING records

by another agency under

recelving agency

7 DIGITAL MASTER
FILE INPUT

Computer files or recor

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

8. MASTER FILES
RELATED TO
ADMINISTRATIVE
FUNCTIONS

Files that replace 1n whole or in part
hard copy records governed by other
schedules n this manual

9 DATA FILES
CONSISTING OF
SUMMARIZED
INFORMATION

Files that contain summarized or
aggregated information created by
combining data elements or
individual observations from a single
master file or database that is
authorized for deletion 1n other
schedules in this regulation.

entered into the master file or
database and venfied, or when no
longer needed to support the
reconstruction of, or serve as back
up to a master file or database,
whichever 1s later. Destroy at

cutoff
AUTH (GRS 20, item 2b)
(7900/R5)

Cut off when data has been
entered 1nto the master file or
database and venified, or when no
longer needed to support
reconstruction of, or serve as
backup to the master file or
database, whichever 1s later

Delete at cutoff
AUTH (GRS 20, Item 2c)
(7900/R6)

Cut off when necessary data has
been incorporated into a master
file. Delete at cutoff

AUTH (GRS 20, item 2d)
(7900/R7)

Cutoff 1n accordance with the
cutoff instructions for the records
they replace Delete after the
expiration of the retention period

authorized for the disposable
\a@d-ecopy file or when no longer

neetled, whichever 1s later See
Note 3

AUTH (G
(7900/R8)

20, ltem 3)

Cut off when nws longer needed
for admmistrativeNegal, audit or
other operational p
Delete at cutoff

AUTH (GRS 20, ltem 4)
(7900/R9)
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SCHEDULE 7900 |
ELECTRONIC RECORDKEEPING T
A B C D

R

u

L CUTOFF/DISPOSITION/

E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY

0 EXTRACTED Electronic files consisting of records Cut off when no longer needed
INFORMATION extracted from a single master file or for administrative, legal, audit, or
ECORDS database that 1s authorized for other operational purposes
deletion in other schedules in this Delete at cutoff See Note 6 for
regulation exclusions
AUTH (GRS 20, Item 5)
(7900/R10)

11 PRINT FILE Electronic file extracted from a Cut off when no longer needed
master file or database without for administrative, legal, audrt, or
changing 1t and used solely to other operational purposes

oduce hard-copy publications AUTH (GRS 20, item 6)
(7900/R11)
12 TECHNICAL Cut off when no longer needed
REFORMAT FILE for admunistrative, legal, audit, or

other operational purposes
Delete at cutoff

interchange and written wit AUTH (GRS 20, item 7)

technical specifications (7900/R12)

EXCLUDING file created for

transfer to the National Archives

13. | SECURITY BACKUP | Electronic copy, considered by the Cut off when the 1dentical records
FILES agency to be a Federal Record, of the have been captured in a

master copy of an electronic record subsequent backup file or when

or file and retained 1n case the master the 1dentical records have been

file or database 1s damaged or transferred to the National

inadvertently erased. File identical to Archives and successfully copied

records scheduled for transfer to the “Bglete upon cutoff

National Archives AUTH (GRS 20, ltem 8a)
(7900/R13)

13.01 Above Item 13 records, which are Any DFAS Office Cut off ube{! deletion or update of

authorized for disposal in a NARA-
approved schedule

master file (Sge NOTE 7 for
exception) Deléte¢ when the
identical records ha‘f“ve\been
deleted, or when repla&%yﬁa
subsequent security backup-fjle.
AUTH (GRS 20, Item 8b)
(7900/R1301)
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SCHEDULE 7900
ELECTRONIC RECORDKEEPING |
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
. FINDING AIDS Electronic indexes, lists, registers and Cut off when purpose has been
other finding aids used only to served Delete with related
provide access to computer files records or when no longer needed
authorized for destruction 1n other for admmustrative, legal, audit, or
schedules n this regulation, other operational purposes,
EXCLUDING records containing whichever 1s later
abstracts or other information that AUTH (GRS 20, Item 9)
can be used as an iformation source (7900/R14)
apart from the related records
15 SPECIAL PURP Application software necessary Cut off when purpose has been
PROGRAMS solely to use or maintain a master file served. Delete when related
r database authorized for disposal master file or database has been
ebgwhere 1n this regulation, deleted
EXCANUDING special purpose AUTH (GRS 20, item 10)
softward\ecessary to use or maintain (7900/R15)
any unscheéduled master file or
database schetiyled for transfer to the
National Archiv
16 DOCUMENTATION | Data systems specifteations, file Cut off when purpose has been
specifications, codebodks, record served Destroy or delete when
layouts, user guides, outp superseded or obsolete, or upon
specifications, and final repo authorized destruction of related
(regardless of medium) relating ¥q a master file or database, or upon
master file or database that has bee’ the destruction of the output of
authorized for destruction elsewhere the system 1f the output is needed
1n this regulation. \ to protect legal rights, whichever
\.\ 1s latest.
\\ AUTH (GRS 20, Item 11a)
. (7900/R16)
16 01 Copies of records relating to system Any DFASQffice Cut off when superseded or
security, including records . obsolete Destroy or delete at
documenting periodic audits or . { cutoff (See NOTE 6)
review and recertification of sensitive ™| AUTH (GRS 20, ltem 11b)
applications, disaster and continuity “7S00/R16 01)
plans, and nisk analysis, as described \\\
in OMB Circular No A-130 Y
17 DOWNLOADED Derived data and data files that are Cut off when no longer needed
AND COPIED DATA | copied, extracted, merged, and/or for adm:::s\tmt\xve, legal, audit, or

calculated from other data generated
within the agency, when the original
data is retained Used specifically
for ad hoc or one-time inspection,
analysis or review, if the derived data
1s not needed to support the results of
the inspection, analysis, or review

other operationd| purposes

Delete at cutoff
AUTH (GRS 20, Item
(7900/R17)
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SCHEDULE 7900 |
ELECTRONIC RECORDKEEPING l
A B C D
R
U
L CUTOFF/DISPOSITION/
E RECORD SERIES DESCRIPTION MAINTAINED IN | AUTHORITY
701 Above 1item 17 records, which Cut off when no longer needed
provide the user access 1n lieu of for adminustrative, legal, audit, or
hard-copy reports that are authorized other operational purposes
for disposal Delete at cutoff
AUTH (GRS 20, Item 12b)
7900/R17 01)

17 02 Above 1tem 17 records, which are Any DFAS Office Cut off when no longer needed
metadata or reference data, such as for processing Delete from
format, range, or domain receiving system or device at
specifications, which 1s transferred cutoff
from a host computer or server to AUTH (GRS 20, item 12c)

\a{c:‘t:er computer for input, updating (7800/R17 02)
or kansaction processing operations
18 WORD Docu Cut off when no longer needed
PROCESSING FILES | memoran for updating or revision Delete
directives, and manuals recorded on from the word processing system
electronic medixguch as hard disks at cutoff
or floppy diskettes AUTH (GRS 20, Item 13)
been copied to an elec (7900/R18)
recordkeeping system, pa
microfilm for recordkeeping
_purposes
19 ELECTRONIC MAIL | Sender’s and recipients’ versions (R Cut off after copying to a
RECORDS electronic mail messages that meet recordkeeping system. (See
the defimtion of Federal records, and \ NOTE 8). Delete from the e-mail
any attachments to the record N system at cutoff
messages after they have been copied N AUTH (GRS 20, Item 14)
to an electronic recordkeeping \\
system, paper. or microform for \\
recordkeeping purposes .
20. | ELECTRONIC Electronic spreadsheets generated to \W .Cut off when no longer needed to
SPREADSHEETS support administrative functions or update or produce hard copy.
generated by an individual as Delés at cutoff
background matenals or feeder AUTH (GRS 20, ltem 15a)
reports When used to produce hard
copy that 1s maintained n organized \\
files N
2001 Above Rule 20 spreadsheets when Cut off after the expiration of the
maintained only 1n electronic form retention period authorized for the
hard copy by this regulation (See
NOTE9) Delete at cutoff ™
AUTH (GRS 20, Item 15b) N
NOTES.

1 This schedule includes electronic versions of records created by electronic mail, word processing, and other office
automation applications, such as spreadsheet and presentation applications
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2 The disposition specified under the appropriate rule will be applied to the nonelectronic version of the file

3 Electronic version of records created by electronic mail, word processing, and other office automation apphications will be
deleted when the file copy 1s generated or when no longer needed for reference or updating, whichever 1s later

4. The terms “destroy” and “delete” used in this schedule mean to “scratch”, or “blank™ the media so the media can be
reused. The media will be destroyed when 1t 1s unserviceable or not reusable due to security requirements

5 Excluded are official personnel folders, employee medical folders, statistical summaries and related records pertaining to
employee health at the reporting unit, equal employment opportunity statistics files, administrative payroll report files,
telecommunications operational files, and top secret accounting and control files

6 Excluded are data files created as disclosure-free files to allow public access to the data, or created from a master file or
database that 1s unscheduled or disposition that was scheduled as permanent records but no longer exists, or 1s no longer
accessible; all such records must be retained until their disposttion s approved

7. If the backup copy 1s for electronic records scheduled for transfer to the National Archives for permanent retention, delete
the backup copy after transfer to the National Archives has been successfully completed

8. Along with the message text, the recordkeeping system must capture the names of sender and recipients and date
(transmission data for recordkeeping purposes) and any receipt data when required.

9. If the electronic version replaces hard-copy records with differing retention periods and agency software does not readily
permit selective deletion, delete after the longest retention period has expired
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