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DFAS 5015 2-M
 

SCHEDULE 1025
 
TECHNICAL TRAINING
 

This schedule governs dISPOSItIon of records pertammg to speciahzed trammg, such as professional education 
obtained from VarIOUSschools and vendors, trammg for operation of technical equipment, formal trammg 
programs, and similar types of trammg 

SCHEDULE 1025 I
 
TECHNICAL TRAINING I
 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
J -TV A. Il\UNG Specialized trammg records to Personnel/ Trammg Cut off at end of calendar or 

RECORDS ,I, , r..cords relatmg to Offices	 fiscal year (as appropriate) 
allYavailabihty oftrammg Destroy 5 years after cutoff 

employee participation AUTH (GRS 1, Item 29b) 
(1025/K'1) 

2	 TRAINING Records used to plan a course of Any office Cut off and destroy on revrsion, 
PLANNING instruction mcludmg trammg responsible for obsolescence, or discontinuance 

1 RECORDS	 standards, traimng plans and course conductmg traimng of related course 
syllabi AUTH (N1-507-93-2, Item 1) 

(1025/R2) 

3	 INSTRUCTIONAL Records used to conduct a class, Cut off and destroy on reVISIOn, 
MATERIALS such as lesson plans, tests, films,	 obsolescence, or disconnnuance of 

related course2	 charts, study guides, workbooks, 
AUTH (N1-507-93-2, Item 2) handouts. and Similar material (1025/R3) 

4'- .cor JRSE General correspondence, Site Traimng Offices Cut off at end of calendar or fiscal 
EST ABLI:SH1." ...t.:I' agreements, authorizations, reports, year (as appropnate) Destroy 5 

RECORDS ~r ws plans and years after cutoff 
~.-	 AUTH (GRS1,ltem29a(1»

objectives relating to me ~ (1025/R4) 
establishment and operation of I _____ 
agency-sponsored trairnng courses r--------
and conferences 1-----

1 
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DFAS 5015 2-M
 

SCHEDULE 1100 
MANPOWER AND ORGANIZATION 

This schedule governs disposition of records pertammg to authonzmg, allocatmg, utilizmg, and programmmg 
for military and CIVIlIan personnel It mcludes management engineermg and productrvity enhancement records. 

SCHEDULE 1100 I 
MANPOWER AND ORGANIZATION I 

A B 

R 
U 
L 
E RECORD SERIES DESCRIPTION 
I MANPOWER Paper or electronic records which 

AUTHORIZA T10N contam detailed unit and posmon 
FILE manpower authonzanon data for all 

3 fiscal penods m the current 
manpower program 

101 

4 

2	 APPROVED Correspondence, forms. or machme 
MANPOWER hstmgs that Identity the changes 
CHANGE requested and contam justification, 5 
REQUESTS	 coordmanon, and approval 

statements 

201 DISAPPROVED MANPOWER 
CHANGE REQUESTS 

6 

3 REPORTS	 Reports documentmg all aspects of 
the management engmeenng 
program 
MANAGEMENT ENGINEERING7 
REPORTS 

-,- tODUCTIVITY Data and information m 
MEASUKr,M~:'~ correspondence, reports, and other 
AND sources use ... e annual 
EVALUATION productrvrty reports to e~ 

mternal productivity goals, or to 
assess mternal producnvity 

5 INDIVIDUAL Summary records, status reports, 
REQUESTS	 and general correspondence for 

capital mvestment programs 
Justified through increases In 

productivity 

C 

MAINTAIN IN 
DFAS Arlmgton 
(Agency-wide 
responsibihty) 

DFAS Sites 

Manpower Office 

D 

CUTOFF! DISPOSITION! 
AUTHORITY 
Cut off at end of each calendar 
quarter Destroy 5 years after 
close of the quarter 
AUTH (N1-507-00-1) (1100/R1) 

Cut off at end of each calendar 
quarter Destroy 2 years after 
close of the quarter 
AUTH (N1-507-97-1 ) 
(1100/R101) 

Cut off at end of calendar year 
m which change was 
Implemented Destroy 2 years 
after cutoff 
AUTH (N1-507-93-2. Item 4) 
(1100/R2) 

Cut off at end of calendar year 
in which disapproved 
Destroy 2 years after cutoff 
AUTH (N1-507-93-2. Item 5) 
(1100/R2 01) 

Cut off at end of calendar 
year Destroy 3 years after 
cutoff 
AUTH	 (N1-507-93-2. Item 6) 
(1100/R3) 

Cut off at end of calendar year 
m which superseded Destroy 
2 years after cutoff 
AUTH (GRS 23. Item 1) 
(1100/R4) 

2
 



DFAS 5015 2-M
 

SCHEDULE 1100 I 
MANPOWER AND ORGANIZATION I 

A B C D 

R 
U 
L CUTOFFI DISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAIN IN AUTHORITY 

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

APPROVED functional area WhIChapproved project was 

8 amortized Destroy 2 years 
after cutoff 
AUTH (N1-507-93-2. Item 8) 
(1100/R5) 

501 CAP ITAL INVESTMENTS - Cut off at end of fiscal year In 

DISAPPROVED WhIChrequest was 

9 disapproved Destroy 2 years 
after cutoff 
AUTH (N1-507-93-2. Item 9) 
(1100/R5 01) 

6 COMMERCIAL Information accumulated as a result OFAS Headquarters Cut off at the end of the fiscal 
ACTIVITY of conducting studies to determme (Agency-wide A-76 year Destroy 6 years after 
PROGRAM the feasibilrty ofperformmg responsibihry) cutoff 

10 
RECORDS commercial activrnes either in-

house or by contract Included are 

AUTH (N1-507-00-1) (1100/R6) 

feasibihty studies, 5-year review of 
funcnons, cost analyses, 
justrflcations, approvals. new start 
proposals, annual CA inventones, 
and supporting functions 

601 Annual CA Inventory OFAS SIte offices Cut off at the end of the fiscal 

11 
year Destroy 5 years after 
cutoff 
AUTH (N1-507-00-1) 
(1100/R601) 

602 Rernammg information Manpower Office Cut off upon completion of 
review Destroy upon 

12 
completion of next 5-year 
review 
AUTH (N1-507-00-1) 
11100/R6 021 

7 COMMERCIAL Performance work statement of unit Comptroller Cut ofTwhen study IS 

ACTIVITIES COST or function considered for functional area completed Destroy 5 years 

13 RECORDS contracting out, deduct analysis, after cutoff or upon 
cost study, and supportmg records completion of next study 

AUTH (N1-507-93-2. Item 10) 
(1100/R7) 

3
 



DFAS 5015 2-M
 

SCHEDULE 1300
 
MILITARY PERSONNEL RECORDS
 

Tills schedule pertams to records accwnulated at the Site-level office charged WIth adrmrustenng rruhtary 
personnel assigned to that DF AS Site The records are adrmrustranve or informatIve In nature The record copy 
IS controlled by the member's branch of military service 

SCHEDULE 1300 I 
MILITARY PERSONNEL RECORDS J 

A B C D 
R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I ADMINISTRATION Vanous reports, hstmgs, registers, and DFAS orderly Cut off and destroy on 

OF MILITARY other records received from the rooms/Personne I supersession or obsolescence 
14 PERSONNEL	 mihtary services that contam Offices AUTH (N 1-507-93-2, Item 11) 

information necessary to manage (1300IR1) 

rmhtary personnel at the local level -----'---	 --------
NOTE Records accumulated in the office to which the rrulitary person IS assigned are filed under Schedule 5010, Rule 4,
 
Adrmmstranon of Office Personnel (GRS 23, Item 1)
 

4 
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DFAS 5015 2-M
 

SCHEDULE 1400
 
CIVILIAN PERSONNEL FILES
 

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

SCHEDULE 1400 
CIVILIAN PERSONNEL FILES 

A 

R 
U 
L 
E	 RECORD SERIES 

CIVILIAN 
PERSONNEL 
PROGRAM 
RECORDS 

201 

B C D 

CUTOFF/ DISPOSITION/ 
DESCRIPTION MAINTAINED IN AUTHORITY 
Records created dunng the 
development of personnel 
programs that pertain to the 

Servicmg 
Personnel Office 

Cut off when design of program IS 
complete Destroy 10 years after cutoff 
AUTH (N1-507-93-2, Item 12) (14001R1) 

estabhshment, implementation, 
and adrmmstranon of 
DFAS-WIde ro ams 
Records filed on the right SIde of 
the OPF contammg mformatron 
on CIVIlservice employment 
which reflect quahfications, 
efficiency, promotions, awards, 
ernficates of clearance and/or 

SEE CHAPTER 7 of The GUIde To 
Personnel Recordkeepmg for 
instrucnons relatmg to folders of 
employees transferred to another 
agency 
AUTH (GRS 1, Item 1a) (1400fR2) 

Separated employees ut off upon separation of employee 
Tr r OPF to National Personnel 
Records r (NPRC). St LOUIS. MO. 
30 days after late aranon NPRC 
WIlldestroy 65 years a 
from federal service 
AUTH GRS 1, Item 1a 

Temporary Records filed on the 
left SIde of the OPF 

Servicmg 
Personnel Office 

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

and Naturalization Service (INS) AUTH (GRS 1, Item 10a) (1400fR2 02) 

Form 1-9 
INS Form 1-9, Imrmgranon and Destroy 3 years after employee 
Naturahzatron Service sep from service or transfers 

to another ag 
AUTH (GRS 1, Item 10 

5 

203 
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DFAS 5015 2-M
 

SCHEDULE 1400 I 
CIVILIAN PERSONNEL FILES 

A 

~ 
E ~CORD SERIES 
3 SU RVISOR'S 

EMPL EE RECORD 

4	 PERSONNEL 
CORRESPONDENCE "" 
FILES 

5	 STAFFING 

CORRESPONDENCE 
- ACCEPTED OFFERS 

6	 DECLINED OFFERS -
OPM ELIGIBLES 

7	 DECLINED OFFERS -
TEMPORARY OR 
EXCEPTED 
APPOINTMENT 

8	 DECLINED OFFERS -
OTHERS 

9	 STAFFING PLAN 

FILES 

[ 
B 

DESCRIPTION 
Records maintained by 
employee's supervisor for 
mformational and managerial 
purposes 

Correspondence, reports, and 
er records relating to the 

gen al adrmrnstratron and 

operat of personnel functions, 
but exclu g records specifically 

descnbed els here In this 
schedule and re ds maintained 
at agency staff plan ng levels 

Correspondence o~~ 
appointment to potential 
employees, apphcant accept ce 

Correspondence offering 
appointments to persons on the 
OPM certificate of eligibles and 

the offer IS dechned 

Correspondence offenng 
appointments to temporary or 
excepted posiuons and the offer 
IS declmed 

Correspondence pertammg to any 
declmed offer not listed m 
precedmg Rules 6 and 7 

Civihan personnel status and 
Improvement plans 

C	 D 

CUTOFF/ DISPOSITION/
 
MAINTAINED IN AUTHORITY
 
Any DF AS office	 Cut off on separation or transfer of 

employee Destroy withm I year 
after separation or transfer of 
employee 
(See NOTE I) 
AUTH	 (GRS 1, Item 18a) (1400/R3) 

Servicing Personnel Cut off at end of calendar year
 
Offices Destroy 3 years after cutoff
 

AUTH	 (GRS 1, Item 3) (1400/R4) 

Cut off when action IS complete 
Destroy when appointment IS 
effective 
AUTH	 (GRS 1, Item 4a) (1400/R5) 

-. Cut off when actton IS complete 
Return to OPM With reply and 
apphcanon 
AUTH	 (GRS 1, Item 4b(1» (1400/R6) 

Servicing perso~ Cut off when acnon IS complete 
Office Destroy upon receipt ofOPM 

~ "port 0' 2 years aft ... 
ichever IS earher 
S 1, Item 4b(2) and GRS 1, 

400/R7) 

Cut off an~~e'l<atelY 
when	 action IS mplete 
AUTH	 (GRS 1, Ite b(3)) (140~/R8) 

Cut off at end Of"le~ 
Destroy 3 years after cuto 
AUTH	 (N1-507-93-2, Item 14) (1 IR9) 

6 



DFAS 5015 2-M
 

SCHEDULE 1400 I 
CIVILIAN PERSONNEL FILES I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

EMPLOYMENT Apphcations, mcludmg Optional Cut off when action IS complete 
APPLICA TIONS Form (OF) 612, resumes, and any Destroy upon receipt of OPM 

~ other apphcation that an Agency inspection report or 2 years after 
may develop for unique Jobs with cutoff, whichever IS earlier 
speciahzed requirements, and AUTH (GRS 1 Item 15) (1400/R10) 

related records EXCLUDING 
records related to appomtments 
requmng Senatorial confirmation 
and apphcations resultmg In 
appointments which are filed In 

the OPF 
11	 VETERANS <, Records pertammg to Cut off when action IS complete 

PREFERENCE FIle on right side of OPF ~c adrmmstranon of 
RECORDS and preference	 AUTH (GRS 1,Item 1) (1400/R11) 

lost, or changed 

12	 EXCEPTED SERVICE Cut off at end of calendar year P.I", rela"~"'t
FILES	 programs and ctions of Destroy 3 years after cutoff 

excepted posmon AUTH (GRS 1, Item 3) (1400/R12) 

13 CERTIFICATE 
ELIGIBLES 

OF OPM certificates of e1t1~ 
with related requests, fonns, 

Servicmg Personnel 
Office 

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

correspondence, and statemen f NOTE 2) 
reasons for passing over a 
preference eligible and selecting 
a nonpreference ehgible r-. AUTH (GRS 1, Item 5) (1400/R13) 

14 APPLICA TION OF Correspondence and other Cut off when posinon IS abohshed 
CLASSIFICA TION records relatmg to application of or superseded Destroy 5 years after 
STANDARDS standards for classificanon of cutoff 

positions 
~ 

AUTH (GRS 1, Item 7a(2)(a» 
(1400/R14) 

15 POSITION Record copy of official position Servicing personnel". Cut off when positron IS abohshed 
DESCRIPTIONS descnptions which Include 

mformation on title, senes, grade, 
office ~od 

ff 
Destroy 2 y"'" aft" 

dunes and responsrbihnes, and 1, Item 7b) (1400/R15) 

related documents 

16 CLASSIFICATION 
SURVEY REPORTS 

Reports on vanous positions 
prepared by classificanon 
speciahsts, mcludmg penodrc 

Cut off at ~ year
Destroy 3 year fter cutoff 
AUTH (GRS 1, Item c(1» (140DIR16) 

reports 

17 PROGRAM 
EVALUATIONS 

Correspondence relatmg to 
program evaluations and 

Cut off when posmon is ~ 
or superseded Destroy at cu 

mspections performed by review AUTH (GRS 1, Item 7d(2» (14001R 

teams 

7 



DFAS 5015 2-M
 

SCHEDULE 1400 I 
CIVILIAN PERSONNEL FILES I 

A B C	 D 

CUTOFF! DISPOSITION! 
~ E \.RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY
 

18 Case files of classification Cut off when case ISclosed
 ~CATION
S appeals	 Destroy 3 years after cutoff 

AUTH	 (GRS 1, Item 7d(1» (1400fR18) 

19 Certificates of classificanon	 Cut off and destroy when posrtion IS
OPMCER~OF CLASSI ATION	 Issued by OPM abohshed or superseded 

AUTH	 (GRS 1, Item 7d(2» (1400/R19) 

20	 PERFORMANCE "- Copies of case files forwarded to Cut off when case ISclosed
 
RATING BOARD ~latmg to performance Destroy I year after cutoff
 
FILES oard reviews AUTH (GRS 1, Item 9) (14001R20)
 

21 RESERVED -,
 
22 POSITION Cut off upon approval or
RecordSU~~IDENTIFICA TION summary data each position disapproval Destroy I year after 

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

23	 EMPLOYEE Servicing Personnel Cut off upon approval orC"" files mcludmg ~ 
PERFORMANCE recommendations, approve Office disapproval Destroy 2 years after 
AWARD CASE FILES nommations, correspondence, cutoff 

reports, and related handbooks AUTH (GRS 1, Item 12a(1» (1400/R23) 

pertaining to incentive awards, 
Within-grade ment Increases, 
suggestions, and outstandmg 
performance 

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

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

25	 SICK LEAVE Records includmg ~ awards Cut off upon 
AWARDS correspondence, reports, or disapproval Destroy I 

computations of Sick leave, and cutoff 
list of awardees RS 1, Item 12b) (1400/R25) 

26	 AWARD LISTS OR Lists of nominees and winners Cut Offan~Wh,n 
INDEXES and Indexes of nom matIOns superseded 0 bsolete 

AUTH	 (GRS 1, It 12d) (1400/R26) 

27	 NOTIFICA TION OF Chronological file of Standard Cut off at end of fisc ear
 
PERSONNEL Form 50,mcludmg fact sheets, Destroy 2 years after cu ff
 
ACTIONS	 documentmg all individual AUTH (GRS 1, Item 14a) (14 1R27) 

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

8 



DFAS 5015 2-M
 

SCHEDULE 1400 I 
CIVILIAN PERSONNEL FILES I 

A B C D 

~ 
CUTOFF/ DISPOSITION/ 

E r-...RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

28 Statistical reports relating to Cut off at end of calendar year 
NS personnel Destroy 2 years after cutoff 

~L AL AUTH (GRS 1, Item 16) (1400/R28) 

R 

29 RETENTIO~
REGISTERS -

Registers and related records 
used to effect reducnon-in-force 

Cut off when all RIF actions are 
complete Destroy 2 years after 

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

30 RETENTION 
REGISTERS -

~ from which no 
nom-force actions have 

Servicing Personnel 
Office 

Cut off and destroy when 
superseded or obsolete 

NON-RIF en, and related records AUTH (GRS 1, Item 17b(2)) (1400/R30) 

31 PERFORMANCE 
APPRAISALS -

Forms .~<oro,
documentm rformance which 

Cut off at end of calendar year 
Destroy 4 years after cutoff 

ACCEPTABLE IS acceptable 0 above AUTH (GRS 1, Item 23a(4)) (1400/R31) 

32 PERFORMANCE Forms and related re~ Cut off at end of calendar year 
APPRAISALS - documentmg performan which Destroy I year after cutoff 
UNACCEPTABLE IS unacceptable but which not AUTH (GRS 1, Item 23a(1)) (1400/R32) 

accompamed by demotion or 
removal action 

33 PERFORMANCE Forms and related records Cut off on completion of written 
APPRAISALS - documentmg a ratmg of notice of proposed action Destroy 
PROPOSED unacceptable where demotion or when employee completes 1 year of 
ADVERSE ACTION removal IS 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 IS 

APPRAISALS - documentmg a ratmg of ~I"''' records on left "de 
REMOVAL unacceptable performance where send to NPRC 

removal IS effected 1, Item 23a(3)(a)) 
) 

35 PERFORMANCE Forms and related records Cut off Wh~ action rs 
APPRAISALS - documentmg a ratmg of complete Des oy 4 years after 
DEMOTION unacceptable where demotion IS appraisal 

effected AUTH (GRS 1, Ite 3a(4)) 

36 PERFORMANCE 
APPRAISALS - SES 

Forms documentmg ratmgs of 
members of the Semor Executive 

(1400/R35) 

Cut off at end of ",en~ 
Destroy 5 years after cuto 

Service AUTH (GRS 1, Item 23b(3) (1400 36) 

9
 



DFAS 5015 2-M
 

SCHEDULE 1400 I 
CIVILIAN PERSONNEL FILES I 

A B C D 

R 
U 
L CUTOFF! DISPOSITION! 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

~ 
I 

LABOR! 
<, MANAGEMENT 

~TIATIONS 

Records documentmg 
negotiations including 
correspondence, memoranda, 

Servicmg Personnel 
Office 

Cut off on expiration of agreement 
Destroy 5 years after cutoff 
AUTH (GRS 1, Item 28a(1)) (1400/R37) 

reports, and other records relatmg 
to the relanonship between 

management and employee 

I ~ unions 

38 ARBITRA TIO.~E Correspondence, forms, and Cut off on resolution of case 

FILES background papers relatmg to Destroy 5 years after cutoff 
~or arbitration cases AUTH (GRS 1. Item 28b) (1400/R38) 

39 GRIEVANCE CASE Reco pertammg to gnevances Cut off when case IS closed 
FILES (EXCL ING EEO complamts) Destroy 4 years after cutoff 

mcludmg s ments of AUTH (GRS 1. Item 30a) (1400/R39) 

witnesses, repo of mterviews 
and hearmgs, exam r's 
findings and recommen nons, a 
copy of the ongmal decisid . 
related correspondence and 
exhibits, and records relatmg to a 

reconsideranon request 

40 ADVERSE ACTION Case files and records related to Cut off when case IS closed 
CASE FILES adverse actions and performance- Destroy 4 years after cutoff 

based actions (removal, AUTH (GRS 1. Item 30b) (1400/R40) 

suspension, reduction-in-grade, 
furlough) agamst employees 
The file includes a copy of the 
proposed adverse action WIth 

supportmg documents, 
statements of WItnesses, 
employee's reply, hearmg 
notices, reports and decisions, 
reversal of action and appeal 
records EXCLUDING letters of 
reprimand whtch are filed In the 

OPF 
41 PROMOTIONS Records of indrvidual promotion Servicing Personnel Cut off when promotion action IS 

actions mcIudmg work records, Office complete or upon completion of an 

17 
Job analysis, qualification 
standards, evaluation methods, 

OPM 
years 

formal evaluation 
after cutoff 

Destroy 2 

selection procedures, evaluation 
of candidates, and similar 

AUTH (N1·507·93·2, 
(1400/R41) 

Item 21) 

records 

10
 



DFAS 5015 2-M
 

SCHEDULE 1400 I 
CIVILIAN PERSONNEL FILES I 

A B C D 

R 
U 
L CUTOFFI DISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

~ Official discnrnmanon case files Cut off upon resolution of case 
contammg complaints WIth Destroy 4 years after cutoff 

~ AUTH (GRS 1, Item 25a) (1400/R42)
~:,reports, 

otices, 
p cords of 

hearmgs and meetmg~ 
srrmlar records 

43	 EEO BACKGROUND FIles contaimng background Cut off at end of fiscal year r-----------
FILES'	 records not related to the official ~after cutoff 

discnmmation complaint case AUTH (GRS 1, .,~ 

files 
44 WAGE Wage schedules and other pay Purge file annually of mdividual 

ADMINISTRA TION adjustment authonzation documents no longer needed 
resulting from legrslation or other AUTH (N1-507-93-2, Item 24) 

18	 (1400/R44)across-the-board adrrumstrative 
action which constitute the baSIS 
for personnel actions which may 
require reconstruction at a later 
date 

45 APPLICANT SUPPLY Employment applications from DIspose of accordmg to the federal 
FILE persons seeking appointment personnel manual and other OPM 

outside of OPM registers or as a guidance
19 result of local delegated hmng or AUTH (N1-507-93-2, Item 25) 

(1400/R45)examimng authonties, rosters 
indexed to the apphcattons, 
authonzed racial and ethmc 
idennflcanons, and related data 

46 AFFIRMATIVE Committee minutes, program DFAS EEO offices Cut off at end of fiscal year m 
EMPLOYMENT acnvmes, records of community and/or EEO which superseded or obsolete 

20 contacts, reports, and supporting complaint Destroy 3 years after cutoff 
papers regardmg status of management offices AUTH (N1-507-93-2, Item 26) 

(1400/R46)employment 

47	 PRIORITY "Stopper lists" received and Servicing Personnel Cut off when registrant ISremoved 
PLACEMENT records of any posrtion In the pay Office from the program Destroy 2 years 
ACTION FILES category senes and grades on the after cutoff 

21	 "stopper list" dunng the time lists AUTH (N1-507-93-2, Item 27) 
(1400/R47)are In force, case files of 

employees affected by pnonty 
placement action ..~ ...\,'P SHARING Information submitted or Cut off at end of year m which 

RECORDS rltmo from a request or leave transfer effort IS completed or 
contnbutron 01 ,<;'''" termmated Destroy I year after 

cutoff 
,,, ..... 1	 Item 37) (14001R48) "u -


11 



DFAS 5015 2-M 

SCHEDULE 1400 I 
CIVILIAN PERSONNEL FILES I 

A B C D 

R 

U
 
L CUTOFF/ DISPOSITION/
 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
 

DISCRlMINA TlON Ongmanng Agency file OFAS EEO offices Cut off at end of year of case 
COMPLAINT CASE contaimng 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 
heanngs and meetings, and other 
records as descnbed 10 29 C F R 
Part 1614 Cases resolved withm 

the agency, by EEOC, or by a US 
Court 

50 PRELIMINAR Y FIL~ Records documenting complaints Cut off at end of year Destroy 2 
~t do not develop mto Official years after cutoff 

u~matlOn Complamt Cases AUTH (GRS 1, Item 25c(2» (1400/R50) 

51 COMPLIANCE RevleW~aCkgrOUnd documents, Cut off at end of year Destroy 7 
REVIEW RECORDS and corresp dence relating to years after cutoff 

contractor cmp ment practices AUTH (GRS 1, Item 25d(1» (1400/R51) 

52	 EMPLOYMENT Employment stattstlc~mg to Cut off at end of year Destroy 5
 
STATISTICS FILES years after cutoff
 race and sex "'" 

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

53	 FEDERAL DRUG- Drug testing program records "" Human Resources
 
FREE WORKPLACE created under Executive Order fice
 
PROGRAM FILES 12564 and PublIc Law 100-71,
 

Section 503 (10 I Stat 468), 
EXCLUDING consolidated 
statistical and narrative reports 
concermng the operation of 
agency programs, mcludmg 
annual reports to Congress, as 
required by Pub L 100-71, 503 
(f) 

5301	 Agency copies of plans and Destroy en 3 years old or when 
procedures, With related drafts, superseded obsolete (See Notes 
correspondence, memoranda, and 3 and 4) 
other records pertammg to the AUTH (GRS 1, lie Sa) 

(1400/R53 01)development of procedures for 
drug test 109 programs, mcludmg 
the deterrmnation of test 109 

incumbents 10 designated 
posinons 

12
 



DFAS 5015 2-M
 

SCHEDULE 1400 
CIVILIAN PERSONNEL FILES 

A B C D 

CUTOFF/ DISPOSITION/ 
RECORD SERIES	 DESCRIPTION MAINTAINED IN AUTHORITY 

Employee acknowledgment of Destroy when employee separates 
notice forms Forms completed from testmg-designated position 
by employees whose posinons (See Notes 3 and 4) 
are designated sensitive for drug AUTH (GRS 1, Item 36b) 

(14001R53 02) testmg purposes acknowledging 
that they have received notice 

t the rna be tested 
5303	 Selec scheduhng records Destroy when 3 years old 

Records re to the selection (See Notes 3 and 4) 
of specific emplo /apphcants AUTH (GRS 1, Item 36c) 

(14001R53 03) for testmg and the sche of 
tests Included are lists of 
selectees, notification letters, and 
testm schedules 

5304	 Test results Records Positive Results Destroy when 
documentmg mdrvidual test employee leaves the agency or 
results, including reports of en 3 years old, whichever IS 
testing, notifications of later 
employees/apphcants and Negative 
employing offices, and 
documents relating to follow-up 
testmg 

NOTES 
I If the transfer of the employee ISinternal, follow local procedures for transfer or destruction of the record 
2 Ongmal ts returned to OPM 
3 Dtsciplmary action case files pertaining to actions taken against employees for drug use, drug possession, failure to 
comply With drug testmg procedures. and Similar matters are covered under Schedule 1400, Rule 40. which authonzes 
destruction of records 4 years after the case ISclosed 
4 Any records covered by rule 53 01 - 5304 that are relevant to htiganon or discrplmary actions should be disposed of no 
earher than the related hngation or adverse action case fiJe(s) 

13
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SCHEDULE 3000
 
PLANNING
 

Tlus schedule governs disposition of records accumulated in connection WIth planmng DFAS actions 
It includes records accumulated in planning the development and execution of programs for the 
performance of the DFAS missions It also includes records pertaining to plannmg for the wartime role 
ofDFAS as well as records pertammg to planning for unusual srtuations such as natural disasters 

SCHEDULE 3000 I
 
PLANNING
 I 

A B C D 

R 
U 
L CUTOFF! DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
1 PROGRAMMING Documents relatrng to program OFAS Arlmgton Permanent Cut off at end of 

plannmg, review and analysis to calendar year Transfer to the 
rnclude program guidance National Archives m 5-year 

22 documents, operations plans and blocks when latest record in 
programs, pohcies and related block IS 20 years old 
background material, documents AUTH (Nl-507-93-2, Item 29) 

(3000/R1)created to revise or adjust existmg 
programs, and Similar documents 

1 01 OFAS Site offices	 Permanent Cut off at end of 
calendar year Transfer to the 
National Archives m 5-year 23 
blocks when latest record m 
block IS 20 years old 
AUTH (N1-507-93-2, Item 30) 
(3000/R 1 01) 

2 PROGRAM REVIEW Documents created dunng review Penn anent Cut off at end of 
of progress in program calendar year Transfer to the 
accomphshment, mcludmg National Archives m 5-year 
progress reports, cost and blocks when latest record In 

24 performance reports, statements of block IS 20 years old 
analysis, summaries, drrected AUTH (Nl-507-93-2, Item 33) 

(3000/R2)actions, and other documents 
which reflect actual performance, 
progress, accomplishment, 
deficrencies, and problems in 
relation to program goals 

201 OFAS Site offices	 Permanent Cut off at end of 
calendar year Transfer to the 
National Archives in 5-year 25 blocks when latest record In 

block IS 20 years old 
AUTH (Nl-507-93-2, Item 32) 
(3000/R2 01) 
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SCHEDULE 3000 I 
PLANNING I 

A 

R 
U 
L 
E RECORD SERIES 
3 DFAS COUNCIL 

ACTIONS 

26 

301 

27 

4 HQWARANO 
MOBILIZATION 
PLANS 

28 

29 

5 SITE WAR AND 
MOBILIZA TION 
PLANS 

6 CONTINGENCY 
PLANS 

30 

/ !NGENCY 
TRAINING FILES 

8 

DESCRIPTION 
Documents relatmg to the 
establishment, functions, agenda, 
rnmutes, recommendations, and 
other official actions of formal 
councils, mcludmg significant 
background and supporting 
documents accumulated and/or 
created by the council In fulfillmg 
Its mISSIonrelative to program 
review and analysis 

Master set of DFAS war and 
mobrhzation plan, planning 
concepts, contmuity of operations 
plan, survival, recovery and 
reconsntution plans, augmentation 
plans, and other related plans, 
essential source material, annexes, 
appendices, tabs, and all changes 

BaSICwarnme plans, operations 
plans and orders, augmentation 
plans, contmurty of operations 
plans, and srrmlar media WIth 
essential source material 

Contingency master plans, 
operational plans and orders, 
augmentation plans, and srmilar 
media which provide essential 
guidance and requirements for 
conunuity of operations m the 
event of destruction or major 
damage to a OFAS component 
Records pertammg to plannmg and 

,~t ... n trammg to ensure the 
successful execution u. a 

contingency, includes mdivrdual 
traimng documents 

C 

MAINTAINED IN 
DFAS Arlington 

DFAS SIte offices 

DFAS planning or 
program management 
offices, as mdicated 

OFAS planmng 
offices 

DFAS 5015 2-M
 

D 

CUTOFF/ DISPOSITION/ 
AUTHORITY 
Permanent Cut off at end of 
calendar year Transfer to the 
National Archives m 5-year 
blocks when latest record In 

block IS20 years old 
AUTH (N1-507-93-2, Item 33) 
(3000/R3) 

Permanent Cut off at end of 
calendar year Transfer to the 
Nanonal Archives In 5-year 
blocks when latest record m 
block IS20 years old 
AUTH (N1-507-93-2, Item 34) 
(3000/R301) 
Permanent Cut off when 
superseded or obsolete 
Transfer to National Archives 
m 5-year blocks when latest 
record m block IS20 years old 
AUTH (N1-507-93-2, Item 35) 
(3000/R4) 

Permanent Cut off when 
superseded or obsolete 
Transfer to National Archives 
In 5-year blocks when latest 
record in block IS20 years old 
AUTH (N1-507-93-2, Item 36) 
(3000/R51 

Permanent Cut off when 
superseded or obsolete 
Transfer to National Archives 
In 5-year blocks when latest 
record In block is 20 years old 
AUTH (N1-507-93-2, Item 37) 
(3000/R6) 

Cut off when superseded or 
obsolete Destroy 5 years 
after cutoff 
AUTH (GRS 1, Item 29a(1)) 
\VVVV' " 
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SCHEDULE 3000 I 
PLANNING I 

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 descnbmg the srtuanon, such as providing assistance regarding the disaster has been 

31 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, 

(3000/R8) 
Item 39) 

NOTE If a "Lessons Learned" summary document IScreated when the disaster ISover, file WIthdocuments covered In 

Rule Ior I 01 
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SCHEDULE 3001
 
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 Arhngton or DFAS SItes to study a problem, srtuation, or opportunity 
WIthat least Agency or Site-wide impact. Cornrmttees referred to here should not be confused WIth 
routine, ad hoc working groups, total quality management teams, or similar groups. 

SCHEDULE 3001 I 
COMMITTEES, BOARDS, AND CHARITABLE CAMPAIGN RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I COMMITTEE Recorders' records which consist DFAS SIte offices Permanent Cut off upon 

RECORDS	 of case files of each approved termmation of the committee 
committees, including (but not Transfer to the National 
hrmted to) direcnve or executive Archives in 5-year blocks 
approval estabhshmg the when latest document IS20 
committee, charter, hstmg of years old 

32	 members and all changes, resume AUTH (N1-507-93-2, Item 40) 
(3001/R1)of major points of Interest 

concernmg committee heanngs 
and Its general operations, waivers 
10 committee rules, studies, 
analyses, final committee report 
and findmgs, termmatmg direcnve 
and sirmlar papers relatmg to the 
establishment, accomplishments. 
or termmation of formal 
committees 

2 ADMINISTRATIVE Records that facihtate and support Cut off upon terminanon of 
SUPPORT RECORDS the responsibrhty of the the committee Destroy no 

chairman/recorder and staff later than 2 years after cutoff 
acnvmes designated as AUTH (N1-507-93-2, Item 41) 

(3001/R2)representatives for or to 
33 boards/committees, mcluding 

copies of mmutes, maihng lists. 
agendas, reports, correspondence, 
and other related papers reflecting 
the position taken on policy 
development or other 
board/committee dehberanons 

3	 REPORTS OF Annual reports of DFAS DFAS Arlington Permanent Cut off at end of 
EXISTING committees in existence calendar year to which report 
COMMITTEES - accumulated at DFAS Arlmgton pertains Transfer to the 
DFAS Arlington National Archives In 5-year 34 

blocks when latest document 
IS 20 years old 
AUTH (N1-507-93-2, Item 42) 
(3001/R3) 
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SCHEDULE 3001 I
 
COMMITTEES, BOARDS, AND CHARITABLE CAMPAIGN RECORDS I
 

A B C D 

R 
U 
L CUTOFF/ DISPOSITIONI 
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 pertams 
COMMITTEES - SITE Site which may be feeder reports to Destroy 2 years after cutoff 
LEVEL DFAS Arlmgton AUTH (Nl-507-93-2, Item 43) 

(30011R4) , rH-lhlD RAISING Records accumulated while Cut off upon completion of the 
CAMPAiGNs- --~enng the Combmed campaign Destroy 3 months 

Federal cnr"t" ~. (rFC), after cutoff or upon 
mcluding correspondence, re -. completion of next equivalent 
invoices, and related records campaign 

~ .23 Item 7c) ----- l3001/R5) ~ 
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SCHEDULE 4105
 
CONTRACTING RECORDS
 

This schedule governs disposition of records pertaining to contracting matters. 

SCHEDULE 4105
 
CONTRACTING RECORDS
 

A	 B C D 

CUTOFF/ DlSPOSITION/ 
RECORD SERIES DESCRIPTION	 MAINTAINED IN AUTHORITY 
GENERAL Contracts, reqursitions, purchase Maintained in DFAS Cut off upon final payment 
PROCUREMENT orders, lease and bond surety Contractmg Offices Destroy 6 years, 3 months 
FILES records, includmg correspondence	 after cutoff. 

and related papers pertammg to	 AUTH (GRS 3, Item 3a(1)(a)) 
(41051R1)award admmistration, 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 
Fe I Acquisition Regulations 
(FAR) e defining "srmphfied 
acquisition eshold") and that 
exceed the sim ified acquismon 
threshold and all c trucnon 
contracts exceeding $ , 00 

1.01	 Transactions dated on or aft uly Cut off upon fmal payment. 
3, 1995 (the effective date ofth Destroy 3 years after cutoff 
Federal Acquisinon Regulations AUTH (GRS 3, Item 3a(1)(b)) 

(4105/R1 01) (FAR) rule defining "simphfied 
acquisition threshold") and at or 
below the SImplified acquisition 
threshold and all construction 
contracts at or below $2,000 

1.02	 Transactions dated earher than July Cut off upon final payment. 
3, 1995, and that uttlize other than estroy 6 years, 3 months 
small purchase procedures and all a cutoff. 
construction contracts exceeding AUT RS 3, Item 3a(2)(a» 

(4105/R1$2,000. 
1.03 Transactions dated earlier than July DFAS Contractmg Cut off upon a1payment 

3, 1995 and that utilize small Offices Destroy 3 years a r cutoff. 
purchase procedures and all 
construction contracts under 

AUTH (GRS 3, Item 38 
(4105/R1 03) 

(b» 

$2,000. 
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SCHEDULE 4105 
CONTRACTING RECORDS 

A 8 C D 

CUTOFF/ DISPOSITION/ 
DESCRIPTION MAINT AINED IN AUTHORITY 
Federal Procurement Data System Cut off at end of fiscal year. 
(FPDS) Files Data submitted to Destroy 5 years after cutoff 

e Federal Procurement Data AUTH (GRS 3. Item 3d) 

System Electronic file (4105/R1 04) 

mamtamed by fisca 
contammg unclassified records 0 

all procurements, other than small 
purchases and consisting of 
mforrnation required under 48 CFR 
4.60 I for transfer to FPDS 

105 Transactions documenting use of Any DFAS office Cut off upon final payment 

36 
the government-wide 
purchase card 

commercial Destroy 6 years, 3 months 
after cutoff 
AUTH (Nl-507-02-1. Item 11) 
4150/Rl 05 

SOLICITED AND Bid or proposal and supporting DFAS Contractmg 
UNSOLICITED BIDS documents for contracts and Offices 
A ROPOSALS transactions 
FILES 

nsuccessful Bids and Proposals 
So I d and unsohcited bids and 
proposals ich are unsuccessful 
and which are ed In the 
Federal Acquisinon R 
CFR, Part I3 

201 Small Purchases Cut off when contract IS 

awarded. Destroy I year after 
date of award or final 

2.02 Large Purchases 
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SCHEDULE 4105 I 
CONTRACTING RECORDS 

A B C D 

R 
U 
L CUTOFF! DISPOSITION! 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

CANCELLED Formal solicitanons of offers to DFAS Contracting Cut off when cancellation is 
SOLICIT ATION provide products or services, such Offices complete. Destroy 5 years 
FILES as Invitations for Bids, Requests 

for Proposals, or Requests for 
Quotations, which were cancelled 

after cutoff. 
AUTH (GRS 3, Item5c(1» 
(4105/R3) 

prior to award of a contract Files 
include presolicttation 
documentation on the requirement, 
any offers that are opened pnor to 
the cancellation, documentation on 
any government action up to the 
time of cancellation, and evidence 
of the cancellation 

3.01 ned bids Bids received Return to bidder. 
solicitation of offer IS AUTH (GRS 3, Item 5c(2)) 

ed and the bid ISunopened (4105/R301) 

4. ACCEPTABLE 
BIDDER LISTS 

Lists o~~ 

bidders 

files of acceptable 

"" 

Cut off and destroy when 
superseded or obsolete 
AUTH (GRS 3, Item 5d) 
(4105/R4) 

5 CONTRACT Contract appeals ca files arising DFAS Contracting 
APPEALS CASE under the Contracts DI ute Act, Offices 
FILES consisting of notices of a eal and 

acknowledgements thereof, 
correspondence between partie • 
copies of contracts, plans, 
specificatrons, exhibits, change 
orders, amendments. transcripts of 
hearmgs, 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 I year after 

cutoff. 
AUTH (GRS 3, Item 15b) 

'\(4105/R5) 
501 Records created before September DFAS Contracting 

30, 1979, relatmg to contracts Offices 
involved m appeals handled by the 
Board of Contract Appeals, 

6, CONTRACTOR'S Contractor's Statement of Cut off and de oy when 
STATEMENT OF Contingent or other fees or superseded or obs ete 
CONTINGENT OR statement m lieu of the forms, filed AUTH (GRS 3, Item 1 

OTHER FEES separately from the contract case (4105/R6) 

file and mamtained for 
enforcement or report p~oses 

21
 



DFAS 5015 2-M
 

SCHEDULE 4105 I 
CONTRACTING RECORDS 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

-r-- SMALL AND Correspondence, reports, studies, Cut off at end of fiscal year. 
goal statements, and other records Destroy 3 years after cutoff. 

~BUSINESS 
UTILIZATION FILES 

relatmg to the small and 
~ss utilization 

AUTH (GRS 3. Item 17) 
(4105/R7) 

program, as re 
507 

~ 

8 CONTRACT 
NUMBERING 
ASSIGNMENT FILES 

Logs, hsts, and Similar means of 
controlhng contract numbermg, 
change notifications, master serial r---------- Cut off on completion of all 

contracts listed. Destroy 6 

number register, and Similar forms 
or records ~ ) 

) 

9 CONTRACTOR Historical records of contractor Cut off on termmation of 
PERFORMANCE performance data prepared by contract Destroy NLT I year 

37 FILES contract officer on completed or after cutoff 
terminated contracts which are AUTH (Nl-507-93-2. Item 49) 

defined above in 4105/R 1 and (4105/R9) 

RI02 
10. PROCUREMENT Reports of irregulanties In Cut off when case IS closed 

38 
FRAUD CASE FILES procurement prepared by FBI or 

OSI, includmg correspondence and 
related records. 

Destroy 5 years after cutoff. 
AUTH (Nl-507-93-2. Item 50) 
(4105/R10) 

II DESIGNATION AND Request for designation or Cut off on termination of 
TERMINA TlON OF termination, statement of appointment Destroy 3 years 

39 
CONTRACTING 
OFFICERS AND 

qualrfications, and the designation 
or termmation and 

after cutoff 
AUTH (N1-507-93-2. Item 51) 

REPRESENTATIVES acknowledgement of receipt (4105/R11 ) 

thereof 
12 CONTRACTORS Insurance policy and/or plans and DFAS Contractmg Cut off when premium 

40 
INSURANCE 
PROGRAM FILES 

amendments to, mcludmg 
correspondence and related 

Offices accounting has been finalized 
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 outstandmg Destroy when clearances are 
CLAIMS exceptions, unsettled claims by or obtamed, 

41 against the Government, 
incomplete mvesnganons, 

AUTH (N1-507-93-2. 
(4105/R13) 

Item 53) 

htiganons, or requests made by the 
US Comptroller General 

14 RETIREE Affidavits and related records filed Cut off upon final action or 

42 
AFFIDA VITS FILES by persons seeking to do busmess 

With the Government Within 3 
decision Destroy 6 years 
after cutoff 

years after separation 
retirement 

or AUTH (N1-507-93-2, 
(4105/R14) 

Item 54) 
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SCHEDULE 4105 I 
CONTRACTING RECORDS 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
15. CONTRACT All records accumulated during Cut off when all termination 

TERMINATION AND termmatron and settlement phase settlement activities are 

43 SETTLEMENT FILES of a contract complete. Destroy 6 years 
after cutoff. 
AUTH (N1-507-93-2, Item 55) 
(41051R151 

16 ACQUISITION Copies of contracts, specifications, Cut off upon completion of 
QUALITY contract changes and amendments, contract Destroy 1 year after 
ASSURANCE FILES records, forms. and other media cutoff. 

44 
used In planmng, conducting and 
recording the results of product 

AUTH (N1-507-93-2, 
(4105/R16) 

Item 56) 

inspection, auditing of quality 
assurance systems and procedures, 
and effectmg clearances of 
deficiencies 

17. CONTRACTOR Records reflectmg current financial OFAS Contracting Cut off upon completion of 
FINANCIAL DATA capabilmes of present and potential Offices contract. Destroy I year after 
CASE FILES contractors such as credit records, cutoff 

cash flow sheets, backlog reports, 
requests for financial clearance 

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

WIth supportmg attached 

45 
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 
incorporanon and financial 
analyses, newspaper reports and 
related ~ers and correspondence 

18 CONTRACT Contract status, expediting and Cut off upon final payment. 

46 
PROGRESS production surveillance records Destroy 6 months after cutoff 

AUTH (N1-507-93-2, Item 58) 
(4105/R18) 

19 ENGINEERING Rejected engmeermg change Cut off upon final payment 

47 CHANGES proposals Destroy 6 months after cutoff. 
AUTH (N1-507-93-2, Item 59) 
(4105/R19) 

20 LABOR RECORDS Labor comphance records Cut off upon final payment 
48 including Equal Employment 

Opportumty records 
Destroy 3 years after cutoff 
AUTH (N 1-507-93-2, Item 60) 
(4105/R20) 
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SCHEDULE 4105 t
 

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 contammg documents relating to superseded or obsolete. 49 INFORMATION no specific contract, more than one AUTH (Nl-507-93-2, Item 61) 

(4105/R21)contract, or the contractor In a 
general way 

NOTES 
1 For contracting records pertaming 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 Admimstration (NARA) approved the postponement of destruction for FMS records These records 
may be required to defend the Government In hnganon 
2. Given the cornplexmes of the rules on procurement. agencies should mvolve procurement officials when deciding which of the 
sub-Items to apply to a particular senes of records 
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SCHEDULE 4110
 
SUPPLY RECORDS
 

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

SCHEDULE 4110 I 
SUPPLY RECORDS I 

A	 B C D 

~ 
L CUTOFF/ DISPOSITION/ 
E ~DSERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I.	 Complete inventory lists of all DFAS Supply Cut off when superseded orCONTR~ supply Items Offices	 obsolete Destroy 2 years after 

cutoff 
AUTH (GRS 3, Item 9a) (41101R1) <, 

2 SUPPLY Re srtions submitted for	 Cut off at end of fiscal year in 
REQUISITIONS	 orderm plies and supportmg which requisition is completed 

records sue shipping orders, or cancelled Destroy 2 years 
purchase requests, ipping after cutoff 
records, status records, d similar AUTH (GRS 3, Item 8a) (411 OIR2) 

documents 
3 SUPPLY CATALOG	 Complete catalog of supplies ~ Cut off and destroy when
 

mcluding Identification and coding superseded or obsolete
 
of items (Nonrecord)
 

4. SUPPLY STATUS	 Cards, hstmgs, 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	 ~, .. m9b)(41101R4) 
purposes m controlling supply 
levels 

5 SUPPLY	 Flies contaimng information on cutOff"end~
MANAGEMENT FILES	 supply requirements and Destroy 2 years afte tofT 

procurement matters used for AUTH (GRS 3, Item 4a) (4 IRS) 
supply management J)urposes 
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50 

51 

52 

SCHEDULE 4140
 
EQUIPMENT MANAGEMENT AND MAINTENANCE FILES
 

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

SCHEDULE 4140 I 
EQUIPMENT MANAGEMENT AND MAINTENANCE FILES I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

I EQUIPMENT Complete inventory of all DFAS Equipment Cut off and destroy when 
CONTROL FILES equipment Items to Include Management Offices superseded or obsolete 

supporting records AUTH (N1-507-93-2, 
(4140/R1) 

Item 65) 

L ,rUleT P-.FILES Maintenance records, warranties, Cut off when vehicle IS 
CUlU l<.r records pertammg to a disposed of. Destroy I year 
vehicle accumulated durIng "", after cutoff. 
useful life of the vehicle AlITI-! IGRS 10, Item 2b) 

(4140/R2) 
3 EQUIPMENT Daily transaction register; Cut off and destroy individual 

CUSTODIAN FILE custodian request log; weapons documents within the file 
senal number hstmg, information when outstanding actions are 
file on office machmes, temporary complete. 
issue receipts, requests for 
purchase; warranty, guarantee 

AUTH (N1-507-93-2, 
(4140/R3) 

Item 67) 

records, adjustment records, 
records pertaimng to Inventory 
actions such as government 
property lost or damaged or reports 
of survey, issue/rum-in 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, requisinons, custody Destroy I year after cutoff 

receipt, requests for Issue or tum-In 
and related records, shipping and 

AUTH (N1-507-93-2, 
(4140/R4) 

Item 68) 

receiving documents, reports of 
survey, statements of charges, 
schedule of collections, and SImilar 
records accumulated In managmg 

, 
11 Y 

the unit's equiJ>ment needs. 
Requisitions for equipment Items DFAS Equipment Cut off upon completion or 

REQUISITION FILc~ lVI '"""ntory Management Offices cancellation of requisition 
Destroy 2 years after cutoff 
4I.lTH(GRS 
(4140/R5) 

3, Item 8a) --
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SCHEDULE 4140 I 
EQUIPMENT MANAGEMENT 

A 

R 
U 
L 
E RECORD SERIES 

6 EQUIPMENT 
DEFICIENCY 
RECORDS 

53 

54 

7 EQUIPMENT 
MOVEMENT FILES 

55 

8. REPROGRAPHICS 
EQUIPMENT 

56 
9 COPIER OPERA TTNG 

NOTICES 

AND MAINTENANCE FILES I 
B 

DESCRIPTION 

Notices of unsatisfactory 
conditions experienced, including 
those instances in which the 
equipment does not fully or 
effectively serve the purpose 
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 
Files pertaining to actions 
involving Internal movement of 
equipment 

Forms and related records that 
document history of reprographics 
equipment (the requirements 
evaluations requests, approval, 
acquisition, maintenance, 
production volume, transfers, and 
disposal) 
Notices posted at or near copiers 
which hst local operating rules, 
identify key operators, or provide 
other Similar Information 

C 

MAINTAINED IN 

Any DFAS Office 

DFAS Equipment 
Management Offices 

DFAS Reprographics 
Equipment 
Management Offices 

D 

CUTOFF/ DISPOSITION/ 
AUTHORITY 

Cut off when corrective action 
is complete. Destroy 1 year 
after cutoff 
AUTH (N1-5D7-93-2. Item 69) 
(414D/R6) 

Cut off when move is 
complete. Destroy 2 years 
after cutoff 
AUTH (N1-507-93-2, Item 70) 
(4140/R7) 
Cut off at end of fiscal year In 
which equipment is disposed 
of Destroy 1 year after 
cutoff 
AUTH (N1-507-93-2, Item 71) 
(4140/R8) 

Cut off and destroy when 
superseded or obsolete 
AUTH (N1-507-93-2, Item 72) 
(41401R9) 
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SCHEDULE 4160
 
PROPERTY DISPOSAL
 

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

SCHEDULE 4160 I 
PROPERTY DISPOSAL I 

A 

R 
U 
L 
E RECORD SERIES 

TURN-IN OF EXCESS 
~ --. 

2	 SALE OF SURPL~ 
PROPERTY 

201 

3	 EXCESS PERSONAL 
PROPERTY 
REPORTS 

4	 DONATION 
AGREEMENTS 

57 

5.	 PRECIOUS METALS 
RECOVERY58 

B 

DESCRIPTION 

Correspondence files pertaining to 
disposal of surplus property 
through Government redistribution 
channels, Includes various forms 
used for turn-In or acceptance 
purposes 
Case files on sales of surplus '§ compnsmg

acceptances, lists 
ence of sales, and 
dence 

Property valued ov~ 

Property valued under $25,000 

Reports initiated or received 
showmg progress on property 
utihzanon and disposal programs 

Formal donation agreements with 
Service Educational acnvines and 
orgamzanon eligible for donations 
pursuant to 10 USC 2572, and 
documents relatmg to each 
agt"eement 
Forms, reports, logs, accountability 
records, and correspondence 
pertaining to reclamation and use 
of precious metals 

C 

MAINTAINED IN 

DFAS Property 
Management Offices 

~ 

DFAS offices 
Involved In recovery 
programs 

D 

CUTOFF/ DISPOSITION/ 
AUTHORITY
 

Cut off at end of calendar
 
year Destroy 2 years after
 
cutoff
 
AUTH	 (GR54, Item 1) (4160/R1) 

Cut off at end of fiscal year In 
which final payment IS 

received Destroy 6 years 
after cutoff 
AUTH	 (GR5 4, Item 3a) 
14160/R21 

Cut off at end of fiscal year In 
which final payment IS 

~"troy 3 years 

54, Item 3b) 
II 

cutOffat'~ 
year. Destroy 3 y after
 
cutoff
 
AUTH	 (GRS 4, Item 2) (41601 

Cut off at end of calendar
 
year Destroy 2 years after
 
cutoff
 
AUTH	 (N1-507-93-2, Item 73) 
(4160/R4) 

Cut off at end of calendar
 
year Destroy 2 years after
 
cutoff
 
AUTH	 (N1-507-93-2, Item 74) 
(4160/R5) 
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SCHEDULE 4160 I 
PROPERTY DISPOSAL I 

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 

59 
MATERIALS 
PROGRAM 

Recyclable Matenals Program 
mcludmg scrap recycling program 

Offices year. Destroy 2 years after 
cutoff 

and resource recovery AUTH (N1-507-93-2. Item 75) 
(41601R6) 
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SCHEDULE 4165
 
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. 

SCHEDULE 4165 I
 
REAL PROPERTY OPERATIONS AND MAINTENANCE
 I 

A B C D 
R 
U 
L CUTOFFIDISPOSTIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I REAL PROPERTY Correspondence, reports, studies, DFAS Property Cut off on macnvanon of the 

CASE FILES	 maps, charts, drawmgs, copies of Management Offices mstallanon Destroy 10 years 
legal instruments, delegations of after cutoff 
authonty, excess real property AUTH (Nl-507-93-2. Item 76) 

60	 (4165/R1)declarations, disposal 
authorizations, real estate planmng 
reports and related data, records 
pertammg to annual summaries of 
real property transactions. 

FACILITIES	 Documents reflecting current and Cut off on termmanon of 
~	 future facilities planning, including assignment, or when lease IS 

plans for expansion, changes m cancelled, or when plans have 
use, renovation, and sirmlar overall been superseded or become 
plannmg matters accumulated in obsolete Destroy 2 years <.=n, development after cutoff 

oval, and revision of AUTH (GRS 11. Item 2a) 

r (4165/R2) 

3 FACILITIES	 Cut off on termination of Docum'n""I~
OPERATIONS	 operations acnvmes 0 unne assignment, or when lease IS 

nature (i e , routme mamtena cancelled, or when plans have 
and similar actrvmes) been superseded or become 

obsolete Destroy 2 years 
after cutoff. 
AUTH	 (GRS 11. Item 2a) r-...

J4165/R3) 
4.	 MAINTENANCE Requests for building and 

REQU1ESTS equipment mamtenance services cancellafl frequest 
Destroy 90 days r cutoff 
AUTH	 (GRS 11. Item 5 
(4165/R4):~

5.	 FACILITIES Documents relatmg to major repair DFAS Property Cut off on inacnvation of the 
MAINTENANCE - or replacement projects to Management Offices installation Destroy 10 years 

61	 MAJOR PROJECTS buildings and structures, grounds, after cutoff. 
fences, roads, hard surfaced areas, AUTH (Nl-507-93-2. Item 77) 

(4165/R5)and similar types of facilines 
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SCHEDULE 4165 I 
AND MAINTENANCE I 

B C 

DESCRIPTION MAINT AINED IN 

Documents relatmg to rodent and 
insect control programs, janitorial 
and refuse co es, and 
operations of internal repair and 
utilities shops. 

Documents relatmg to the
 
proposed acqumng of real property
 
of DF AS use; consideration of
 
possible sites, and related
 
proposals, EXCLUDES documents
 
directly Incident to an acquismon
 
of real~operty
 

Documents relating to acquisittons
 

of real property by lease, lease
 
terrmnations, and related
 
documents such as lease
 
agreements, nonces of renewal
 
releases, supplemental agreements,
 
notices of cancellation, appraisals,
 
and related documents
 

Documents relating to
 
detennmatton of the degree of
 
damage to facihties under any of
 
various causes
 

of real 
as to @~:~~s~~TG

d uses. 

REAL 

R 
U 
L 
E 

o. 

7. 

62 

8 

63 

~ 

10. 

11. 

12 

PROPERTY OPERATIONS 

A 

RECORD SERIES
 
.sr: ITJTIES
 

SERVICES 

PROPOSED 
ACQUISITIONS 

LEASING OF REAL 
PROPERTY 

DAMAGE 

~ 
REAL PROPERT~
 
UTILIZATION
 
REPORTS
 

REAL PROPERTY 
OUTGRANTS 

SPACE 
ASSIGNMENTS 

Documents relating to th~ 
temporary use of DF AS-control 
real property for outgrant by 

permit, lease, license, easement, 
and sirmlardocumentanon 
Documents relating to 
requirements for, assignment, and 
utilization of real property space, 
mcludmg requests to GSA for the 
assignment of general-purpose 

sI'ace 

<.after cutoff. 
AUTH (GRS 11. Item 2a) 
(4165/R11) 

s 
u 

) 
) 

~ 

D 

CUTOFFIDISPOSTIONI 
AUTHORITY 
Cut off at end of calendar 
year. Destroy 2 years after 
cutoff 
AUTH (GRS 11. Item 1) 
(4165/R6) 

Cut off at end of calendar 
year. Destroy 6 years after 
cutoff 
AUTH (N1-507-93-2. Item 78) 
(4165/R7) 

Cut off on termmation of 
lease Destroy 2 years after 
cutoff (See NOTE 1) 
AUTH (N1-507-93-2. Item 79) 
(4165/R8) 

Cut off when assessment is 
complete. Destroy 2 years 
after cutoff 
AUTH (GRS 18. Item 11) 
(4165/R9) 
Cut off at end of calendar 
year Destroy 2 years after 
cutoff. 
AUTH (GRS 11. Item 2a) 
(4165/R10) 

Cut off upon termination of 
outgrant Destroy 2 years 
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SCHEDULE 4165 I 
REAL PROPERTY OPERATIONS AND MAINTENANCE 1 

A B C D 
R 
U 
L CUTOFFIDISPOSTIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
13. REAL PROPERTY Documents relatmg to the Cut off at end of calendar year 

INVENTORIES mventory of real property, in which documents are 

64 
mcludmg reports, ledgers, 
correspondence, mach me hstmgs, 

superseded or become 
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 supportmg documents mamtained the real property disposal 

for each item or category of real action Destroy I year after 
property to provide a contmumg cutoff 

65 
record of the real property; i e , 
land and interests therem, 

AUTH (N1-507-93-2, 
(4165/R14) 

Item 81) 

leaseholds, buildings and 
Improvements or appurtenances, 
copies of transfers of new 
construction forms, complenon 
reports, and srrmlar 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, acnon Destroy I year after 

66 
mechanical and structural building 
plans; water distnbunon system, 
gasoline storage and fuel systems, 

cutoff 
AUTH (N1-507-93-2, 
(4165/R15) 

Item 82) 

roads, aprons and parkmg areas; 
storm dramage systems, and 
SImilar records 

16 CONSTRUCTION Program documents relating to OFAS Property Cut off at end of fiscal year In 

PROGRAMMING planned construction projects and Management Offices which program IS completed 

67 their priorities, mcludmg programs or cancelled Destroy 6 years 
on which actions have been taken, after cutoff 
proposed programs, and executed 
programs 

AUTH (N1-507-93-2, 
(4165/R16) 

Item 83) 
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SCHEDULE 4165 I 
REAL PROPERTY OPERATIONS AND MAINTENANCE I 

A B C D 
R 
U 
L CUTOFFIDISPOSTIONI 
E RECORD SERIES DESCRIPTION MAl NT AINED 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 authonzation, 
Justification, tests and 

cutoff 
AUTH (N1-507-93-2, 
(4165IR17) 

Item84) 

mvestigattons, specifications and 

68 
addenda, tracmgs, copies of "as IS" 

drawmgs. Progress photographs, 
mspections and completion reports, 
and related documents for the 
design and construction of 
facrhties; completion of repairs, 
maintenance and modrfications; 
and mstallation, repair or operation 
of utilities systems and equipment 

18 CONSTRUCTION Reports and related documents Cut off at end of fiscal year 

69 
PROGRESS REPORTS pertammg to progress of design 

and construction projects 
Destroy I year after cutoff. 
(See NOTE 2) 
AUTH (N1-507-93-2, Item85) 
(41651R18) 

19 UTILITIES Documents relating to the Cut off at end of calendar 
OPERATIONS operation of utility systems such as year. Destroy 2 years after 

70 
water, sewer, gas, electric, heatmg, 
boiler, etc, to mclude service 
economy reports, reports of fuel 

cutoff 
AUTH (N1-507-93-2, 
(4165IR19) 

Item86) 

consumpnon, and laboratory test 
reports 

20 UTILITIES Records maintained to provide a OF AS Property Cut off at end of life of the 

71 
OPERA TING LOGS continumg record of utilities 

systems and equipment operations 
Management Offices system to which the records 

pertam. Destroy at cutoff 
AUTH (N1-507-93-2, Item87) 
(41651R20) 

21 UTILITIES Correspondence, reports, surveys, Cut off when superseded or 
72 CONSERVATION poster designs, informational 

media, and related data 
obsolete. Destroy on cutoff. 
AUTH (N1-507-93-2, Item88) 
(41651R21) 

22 PARKING RECORDS Records pertammg to assigned Any OF AS office Destroy individual documents 

73 
parking space programs to mclude 
handicapped, executive, mission 
essential, key personnel, etc 

wrthm the file when 
superseded or obsolete 
AUTH (N1-507-93-2, Item89) 

~41651R221 

23. VEHICLE Vehicle decal and supportmg OF AS SIte designated Destroy individual documents 

74 
REGISTRA TION records used to register employees' 

vehicles for entrance to the 
mstallanon 

office within the file when 
superseded or obsolete 
AUTH (N1-507-93-2, Item90) 
(4165IR23) 
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SCHEDULE 4165 J 
REAL PROPERTY OPERATIONS AND MAINTENANCE I 

A B C D 

R 
U 
L CUTOFFIDISPOSTION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

24 PARKING TICKETS Record copy of a citanon Issued to Cut off at end of calendar year 

75 
the owner of an Illegally parked 
vehicle 

In which citanon Issued 
Destroy 2 years after cutoff 
AUTH (N1-507-93-2. Item 91) 

- j4165JR24t 
25 DRIVING/ CARPOOL Records pertaining to suspension Cut off at end of calendar year 

SUSPENSIONS of installation driving privileges or In which suspension IS 
76 revocation of assigned carpool termmated. Destroy 2 years 

parking space due to violanon of after cutoff 
motor vehicle laws or carpool 
policy 

AUTH (N1-507-93-2. 
(4165JR25) 

Item 92) 

NOTES 

I Do not destroy files which relate to an unsettled claim, incomplete investiganon, or pendmg htiganon 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
 

TRA VEL AND TRANSPORTATION RECORDS
 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ AUTHORITY 

E RECORD SERIES DESCRIPTION MAINT AINED IN 

1.	 FREIGHT Documents relating to carrier DFAS Cut off at end of fiscal year in which claim 
ACCOUNTS charges for transportation Transportation or mvestigation IS settled Destroy 3 years 

services. Included are claims Offices after cutoff (See NOTE) 
against earners for losses, AUTH (N1-507-93-2, Item 93) (4500/R1) 

damages, and shortages, 
Investigations, recommended 
settlements, and related 
informanon 

Documents relating to the Cut off at end of fiscal year in which 
receipt, packing, crating, account is closed. Destroy 6 years after 
shipping and stonng of cutoff. 
international household goods AUTH (GRS 9, Item 1c) (4500/R2) 

and effects Included are bills 

mventones, servic ers, 
dehvery 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 IS closed Destroy 6 years after 
THAN $100 the charges for any smgle bill 

of ladmg or passenger 
transportation requests IS less 
than $100, EXCLUDING 
those covered in Rule 7 
below. 
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SCHEDULE 4500
 
TRAVEL AND TRANSPORT ATION RECORDS
 

A	 B 

RECORD SERIES DESCRIPTION 
INTERSTATE AND Records governing payment 

TERNATIONAL for freight and passenger 
F GHT transportation charges for 
TRA RTATION interstate transportation and 

FILES international transportation 
by freight forwarders of 

naccomparned baggage or 
pr tely owned vehicles 

shippe arate from 
household g s, the charges 
for which are pu ed In 

tanffs lawfully on file h 
the Surface Transportation 
Board (STB) or based on 
tenders or quotations, 
pursuant to the ICC 
Termmation Act of 1995, PL 
104-88 (49 USC 701-725) 
offenng a reduction from the 
published STB tanffs, 
EXCLUDING those covered 
bv Rule 7 below 

5	 FREIGHT AND Records covenng payment 
PASSENGER for all other freight and 
TRANSPORTATION passenger transportation 
PAYMENT FILES charges not covered by Rules 

3 and 4 above L-_----''--	 --'--'....;.;..~ 

DFAS 50J5.2-M 

C	 D 

CUTOFF/ DISPOSITION/ AUTHORITY 
MAINTAINED IN 
DFAS Cut off at end of fiscal year ill which 
Transportation account is closed Destroy 6 years after 
Offices cutoff. 

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

account is closed Destroy 
cutoff 
AUTH	 (GRS 9, Item 1a) (4500/R5) 

_'__ ._. __ .'__----------------'J 
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SCHEDULE 4500 I 
TRAVEL AND TRANSPORTATION RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ AUTHORITY 
E RECORD SERIES DESCRIPTION MAINTAINED IN 

TRANSPORTATION Records covering payment Cut offat end of fiscal year in which 
OVERCHARGE/ for freight and passenger account is closed Destroy 10 years after 
OVERPA YMENT transportation charges for cutoff. 

LES services for which notice of AUTH (GRS 9, Item 1b) (4500/R6) 

overcharge has been or is 
expected to be Issued, or If a 
rail freight overpayment IS 
Involved, deduction or 
collection action has been 
taken. voucher contams 
inbound transit shipmenus), 

ent voucher has print of 
pal upplemental bill 
associ d; voucher has 
become I olved m htiganon, 
or any other nditron that 
requires the vou er to be 
retained beyond th or 6 
year disposal period. has 
detection of an undercha 

7. BILLS OF LADING ISSUingoffice copies of " 
Government bills of lading, 

DFAS 
ransportation 

Cut off at end of fiscal year in which 
account ISclosed Destroy 6 years after 

commercial passenger o ces cutoff 
transportation vouchers and AUTH (GRS 9, Item 1c) (4500/R7) 

transportation requests, travel 
authonzations, and 
supportmg_documents 

8. UNUSED TICKET Forms used to redeem unused Cut off when travel has been cancelled or 
REDEMPTION tickets date has passed. Destroy 3 years 
FORMS utoff 

.<GRS 9, Item 1e) (45001R8) 
9 LOSS AND Schedules of valuables Cut 0 end of fiscal year in which 

DAMAGE shipped, correspondence, account IS osed Destroy 6 years after 
SHIPMENT FILES reports, and other records cutoff 

relating to the admmistratron AUTH (GRS 9. Ite 2) (4500/R9) 

of the Government Losses In 

Shipment Act 
10 GENERAL 

AND 
TRAVEL Correspondence. forms, and 

related records pertaining to 
Cut off at end of calendarJ~r 
years after cutoff. 

D:estroy 2 

TRANSPORTATION 
FILES 

agency travel and 
transportation functions not 
covered elsewhere In thrs 
schedule 

AUTH (GRS 9, Item 4a) (45001R10) -, 
"'",,-
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SCHEDULE 4500 
TRAVEL AND TRANSPORTATION RECORDS 

D 

CUTOFF/ DISPOSITION/ AUTHORITY 

Cut off at the end of the fiscal year. 
Destroy 3 years after cutoff 
AUTH (GRS 9. Item 7) 
(4500/R11) 

------~---...--

A 

RECORD SERIES 
TRANSPORTATION 

TIVE 
PROGRA 
RECORDS 

B 

DESCRIPTION 
Documents In either paper or 
electronic form relating to the 
disbursement of 

~--"-ortatlon subsidies to 
employees, ing 
applications of emplo 
longer In the program, 
superseded apphcanons, 
cernficanon logs, vouchers, 
spreadsheets, and other forms 
used to document the 
disbursement of substdies 

c 

MAINTAINED IN 
TIP Program 
Management Office 
or TIP SIte POC as 
appropnate 

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

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

~shlp. 

SCHEDULE 5000 1 
LIBRARY RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

LIBRARY Requisrtions, purchase orders, OFAS Site Libraries Cut off at end of calendar year 

78 ACQUISITIONS packing lists, requests for Issue or 
tum-in, and similar records used 
for control 

Destroy 3 years after cutoff 
AUTH (N1-507-93-2, Item 94) 
(5000/R1) 

2 LIBRARY Inventory adjustment vouchers and Cut off at end of calendar year 

79 DISPOSITION FILES related records which document 
each Item withdrawn from 

Destroy 3 years after cutoff 
AUTH (N1-507-93-2, Item 95) 

..-'S-...... LIBRARY SHELF Manual or automated hstmg of 
permanent holdings 

Cut off on dissolution of library 

(5000/R2) 

material In the permanent Destroy I year after cutoff (See 
collection of OFAS hbranes set up NOTE) 
per rules of professional AUTH (N1-507-93-2, Item 96) 

(5000/R3)~---=--~--~--~~-----1
4 CARD CATALOG	 Manual o~ated author, title, Cut off on dissolunon of library. 

and subject Index to anent Destroy 1 year after cutoff. (See 
holdings of library collecnof NOTE) 
maintained per rules of AUTH (N1-507-93-2. Item 97) r-----
professlOnallibrarianshlp	 (5000/R4)~---=~--~~~~-------15.	 LIBRARY LOANS Automated or hard copy records ~ 
such as book cards, reserve cards, e 
and smular records of the charge- u 
out system 5) e 

~----~~~~~~~~~~----~--~~----~--~~ 
6 LIBRARY BALANCE Records containing total number of Cut off on transfer of the complete 

ON HAND Items In permanent library collection or dissolution ofthe 
80 collections to Include records of all library Destroy I year after 

additions and Withdrawals cutoff. 
AUTH (N1-507-93-2, Item 99) 
(5000/R6) 

7 LIBRARY REPORTS Reports of library contro I records Cut off at end of calendar year in 
OF AUDIT which all corrective action is 

81 complete Destroy I year after 
cutoff 
AUTH (N1-507-93-2, Item 100) 
(5000/R7) 

NOTE: If collection IStransferred,	 transfer WIthcollection 
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SCHEDULE 5001
 
CENTRAL FILES
 

This schedule governs disposition of the Central File copy of records WhIChhave 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 I
 
CENTRAL FILES I
 

A B C D 
R 
U 
L CUTOFF/ DlSPOSITlON/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
1 ROUTINE Documents pertammg to routine DFAS Site designated Cut off at end of fiscal year 

NONPOLICY nonpohcy matters and to the offices	 Destroy 10 years after cutoff 
CORRESPONDENCE overall or general Internal	 AUTH (N1-507-93-2, Item 139) 

(5001/R1)administration of the organization 
as opposed to the primary mission 
of the orgamzation These 

82	 Include routine approval actions, 
local office operations, equipment 
or system request and 
procurement actions, rounne 
budget and manpower acnons, 
Internal office management, 
travel, attendance at conferences, 
and similar information 

2	 MISSION POLICIES Documents pertaining to pohcy 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 

83 of the organization. latest record in block IS 20 years 
old 
AUTH (N1-507-93-2, Item 140) 
(5001lR2) 

3 INDEX FILES Index of central files PERMANENT Cut off at end of 
calendar year Transfer to 
National Archives along With the 84 
records to which they pertain. 
AUTH	 (N1-507-93-2, Item 141) 
(5001/R3) 
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SCHEDULE 5005
 
ADMINISTRA TIVE ORDERS
 

This schedule governs disposition of permanent and temporary orders. 

SCHEDULE 5005 I 
ADMINISTRATIVE ORDERS 

A B C D 
R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I PERMANENT Orders pertammg to appomtment Any OFAS office PERMANENT Cut off at end 

ORDERS	 of directors, assumption of of calendar year Transfer to 
command, awards and National Archives in 5-year 
decorations, memonahzanon blocks when latest records m 

85 program and dedicanon block are 20 years old. 
ceremonies and organizational AUTH (N 1-507-93-2. Item 101) 

(5005/R1)and installanon actions such as 
activation, redesignation, 
mactivanon, and SImilar acnons. 

2 TEMPORARY Orders pertainmg to civrhan Cut off at end of calendar 
ORDERS -LONG permanent change of station and year. Destroy 56 years after 

86 TERM dependent travel, assignment of cutoff 
contract personnel, and formal AUTH (N1-507-93-2. Item 102) 

(5005/R2)boards and committees. 
3	 TEMPORARY Orders pertammg to all types of Cut off at end of calendar 

ORDERS -SHORT temporary duty (TOY) travel, year. Destroy Iyear after 
TERM appomtment of investigating cutoff 

officers and boards, appointment	 AUTH (N1-507-93-2, Item 103) 87	 (5005/R3)of attendants and escorts, orders 
pertainmg to emergency or 
special leave, and miscelIaneous 
actions not covered elsewhere 
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SCHEDULE 5010
 
OFFICE ADMINISTRATIVE FILES
 

This schedule governs disposition of records accumulated by individual offices while carrying out the 
internal admuustration or "housekeeping" activities of the office. The records listed in this schedule are 
common to most DF AS offices. 

SCHEDULE SOlO I 
OFFICE ADMINISTRATIVE FILES I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

~ STAFFING RECORDS	 Records used to fill vacancies Any OFAS office Cut off at end of calendar 
such as requests for personnel year Destroy 2 years after 
action, interview questions, cutoff 
notification letters, etc AUTH (GRS 23. Item 1) r-, 

(5010/R1) 
2. COM ICATlONS Extra copies of messages sent	 Cut off at end of calendar 

(READ FIl':	 ) or received, or other type of year. Destroy 2 years after 
wntten correspondence which cutoff 
are filed by date released or AUTH (GRS 23. Item 1) 

(5010/R2)sent, organization sent to or 
received from, or some other 
Similar filing feature and used 

ck-reference or cross-
ce purposes 

3 EXPENDITURE OF FUNDS	 Record sed to develop and Cut off at end of calendar 
control the Ice budget such year. Destroy 2 years after 
as the call for e mates, cutoff 
budget reports, wo heets, AUTH (GRS 23, Item 1) 

(5010/R3)accountability ledger, d 
simrlar documents. 

4 ADMINISTRATION OF Records used in the day-to- ......... Cut off at end of calendar year 
OFFICE PERSONNEL day management of office Destroy 2 years after cutoff 

AUTH (GRS 23, Item 1) personnel to include training, 
(5010/R4)

travel, letters of appreciation, 
nommations for special 
recogmtion, such as Civihan 
of the Year or Soldier of the 
Quarter, and simrlar records 

5 OFFICE SUPPLIES AND Records used to acquire,	 t off at end of calendar 
EQUIPMENT	 momtor, and dispose of yea estroy 2 years after 

supplies and equipment such cutoff 
as the office equipment AUTH (GR 3, Item 1) 

(5010/R5)custodian file, requisinons, 
purchase requests, shipping 
records, requests for Issue or 
tum-in of equipment, and 
Similar records 
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SCHEDULE SOlO I 
OFFICE ADMINISTRATIVE FILES 

A
 

R
 
U 
L 
E	 RECORD SERIES 

"{ OFFICE SERVICES, SPACE 

" AND UTILITIES 

~, 
-, 

7	 WORKLOAD REPORTS 
" 

'-. 

8	 SAFETY RECORDS 

9	 TRANSITORY MATERIAL 

10.	 STAFF MEETINGS AND
 

CONFERENCES
 

II	 RECURRING OFFICIAL
 
VISITS
 

12.	 ONE-TIME OFFICIAL
 
VISITS
 

I 
B 

DESCRIPTION 
Records used to request. 
monitor, suspend, or manage 
office services, space, and 
utrhties such as requests for 
telephone service or repair. 
requests for rearrangement of 
systems furmture, long 
distance phone logs, changes 
to space requirements, and 
SImilar records 
Includes mdividual production 
reports, work in progress 
reports. activity reports. etc 

Records relating to the safety 
pro~ Within the office, 
such as 'safety VISitor accident 
reports ", 

-, 

Records that have no enduring 
value but may be rlbeded for 
reference purposes for \ short 
time Examples are retirement 
announcements. '.,'" 
advertisements for trammg 
sessions, and other Items of a 
similar nature 
Minutes of staff meetings 

Requests for permission to 
visit and reports of VISitS 
mcludmg findings, 
recommendations and follow-
up that are part of a formal 
recurring VIsit schedule. 
Requests for perrrussion to 
Visit and reports of VISItS 
mcluding findings, 
recommendations, and follow-
up, which are not part of a 
formal recurring VISIt, 
schedule 

C 

MAINTAINED IN 
Any DF AS office 

'-.. 

~ -,
 
'-

-, 
.............
 

-. 
'''-,,-

D 

CUTOFF! DISPOSITION! 
AUTHORITY 
Cut off at end of calendar 
year. Destroy 2 years after 
cutoff 
AUTH	 (GRS 23. Item 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. Item 11)
 
150101R81
 

Cut off at end of month 
Destroy 90 days after cutoff. 
AUTH	 (GRS 23. Item 7) 
(5010/R9) 

Cut off at end of calendar 
year. Destroy 2 years after 
cutoff. 
AUTH	 (GRS 23. Item 1) 
L501O/R10) 
Cut off when superseded by 
ext VISit Destroy upon 

23, Item 5b) 
) 

~ 
Cut off at en~ calendar 
year Destroy 2 ~rs after 
cutoff '" 
AUTH (GRS 23. Item 1)"-
(5010/R12)
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SCHEDULE SOlO I 
OFFICE ADMlNISTRA T1VE FILES I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

'" DELEGA nONS OF Records such as forms, Destroy mdividual documents 
correspondence, etc, which within the file when 

LDUTY task office personnel with a superseded or obsolete 
TS specific assignment beyond AUTH (GRS 23, Item 5b) 

~	 (5010/R13)the scope of their normal '~ work. 
14 OFFICE ORGANIZA Tt~ Office copy of manpower Any OFAS Office Destroy mdividual documents 

RECORDS ' ....,l'-2'tandards,manpower guides, withm the file when 
llnlt.~nmg documents, superseded or obsolete. 
orgaruz ~al chart, personnel AUTH (GRS 23, Item 5b) 

(5010/R14)charts and Slrh~ records 
which document tfte., 
organrzation of the office..., 

15 POLICY !PRECEDENT / Records used to document ''" "' ........ Destroy individual documents 
PROCEDURES Internal pohcies, precedents or 

"
" within the file when . 

....,.procedures such as operating	 superseded or obsolete 
instructions, checklists, " .	 AUTH (GRS 23, Item 5b) 

(5010/R1S)worksheets, correspondence,
 
typical cases, etc " .
 

16.	 INSPECTIONS Records such as mspection Destroy mdrvidual documents 
reports at Inspected activities within the file when 
and self-mspection checklists superseded or obsolete 

AUTH (GRS 23, Item Sb) -; 
(5010/R16) " 

17 SUPPORT AGREEMENTS	 Agreements made between Officeof Pnmary
 
two offices, organizations, Responsibility(OPR)
 
agencies, etc, for support or
 
cooperation, may also be
 
called host-tenant support
 
agreements, service level
 
agreements, or other Similar
 
names.
 

l'1iH- r------------ __Reimbursable Interservice Cut Off when superseded or 
Support Agreements and cancelled Destroy 6 years 
Intragovernmental Support and 3 months after cutoff 

~t:.~ents formally	 AUTH (GRS 6, Item 1a) 
(S0101R17 01) documei1nng~ements for 

supplying and/or recet\rm~ 
goods or services Also 
Includes Memorandums of ---"----- ...---""---.. 
Agreement (MOA) Involving 
transfer of personnel spaces 
and training 
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SCHEDULE 5010 I 
OFFICE ADMINISTRATIVE FILES I 

A B C D 

R 

U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

17.02 Non-reimbursable Destroy mdividual agreements 
Memorandum of withm the file when 
Understanding (MOU)/ superseded or obsolete. (See 

88 
Memorandum of agreement 
(MOA) for recurring 
mterservice and 

NOTE) 
AUTH (N1-507-93-2, 
(5010/R17 02) 

Item 104) 

intragovemmental support and 
cooperation where no funds 
are involved. 

~ ~IONS/ 
uiJ:NTS 

FORMS 

-- ------
Records used to requisition 
publications or forms; mcludes 
pubhcanon bulletins at the 

cusromer,offL<:~---
Any OF AS Office Destroy mdividual documents 

withm the file when 

superseded or obsolete. 
AUTH (GRS 23, Item 5b) 
(5010 R18) 

19. SUSPENSE CONTROL Any of a variety of forms, -. .-. --- , . Destroy individual documents 
RECORDS computenzed hstmgs, extra within the file when suspense 

copies, etc, used to monitor IS complete 
and control suspenses AUTH (G"'RS23,~) 

(5010/R19) -. -
20 WORK SCHEDULING AND Records created while Any DF AS office Destroy individual documents 

PLANNING RECORDS planmng, organizmg, directmg withm the file when 

89 
and controllmg the work of the 
office such as schedules, work 
plans for specific projects, 

superseded or obsolete. 
AUTH (N1-507-93-2, Item 105) 
(5010/R20) 

annual goals and objectives, 
etc. 

-n:-f-O,f.FICE
SE~-

INFORMATION 
__ 

Records pertammg to secunty 
clearances, management of 

Destroy individual documents 
WIthin the file when 

ADMINISTRA n(')"N-" --. . classified documents within 

ilie'offiee.. and srmilar records 
superseded or obsolete 
AUTH (GRS 23, Item 5b) 
(5010/R21) , 

22. MAIL CONTROL RECORDS Office level copy of forms 01'-' . Cut off at end of calendar 
other records pertammg to year Destroy 1 year after 
accountable or registered mall cutoff. 

AUTH (GRS 12; Item Sa) 
(5010/R22) -23 REFERENCE FILES Documents used to 

F ACI LIT A TE the 

performance of the office 
90 mission as disnnguished from 

those official records 
necessary to DOCUMENT 
performance of the mission. 
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SCHEDULE 5010 1 
OFFICE ADMINISTRATIVE FILES I 

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

Cards, listings, mdices, and Destroy when superseded, 
snmlar documents used to obsolete, or determined to be 
facihtate or control work	 of no further value, whichever 

IS sooner. 
AUTH (N 1-507-02-1. Item 30) 
(5010/R23) 

2301 Copies of rmssion-related and Destroy when superseded, 
similar reproduced rnatenals obsolete, or not longer needed 

91 that do not fall within the for reference 
descnption for reference AUTH (Nl-507-02-1.ltem 31) 

(5010/R23 01)pubhcations 
L:"+. InPROCESSING/ Spreadsheets recorded on Cut off when purpose has been 

SPREADSHEETWORK:INo ~Olll.~J!l~~~a_ used to served. Delete when no 
FILES produce or updatealimtcopy-. .~--~--~ longer needed to produce or - '"'¥_-.

mamtamed in the office file --'- - -- ...... update.a hard copy 
AUTH (GRS 26~n~) 

WORD PROCESSING/ Records produced by word Cut off records as prescnbed ~ 
processing or spreadsheet for hard copy records they 

E application software which are replace Delete records after 
maintained only In electronic expiranon of the retention 

~ penod for the hard copy 
~Of s records they replace 

AUTH (Nl-507-02-1. Item 32) 
(5010/R25) 

26	 ADMINISTRATIVE Databases that support Cut off and destroy when 
DATABASES - WORKING admrmstranve or superseded 
FILES housekeepmg functions that AUTH (Nl-507-02-1. Item 33) 

~are mamtamed for 
convenience only and contain 
information duplicated In hard 
copy files 

-	
~ 

L: I. ..A OMINISTRA TIVE Databases that support Any DFAS office Cut off records as prescnbed 
DATABA:st.-s"- .r,coRn adrmmstratrve or for hard copy records they 
COPIES -.. ~nctlons that replace Delete records after 

are maintamed o!iTynr---- ..-..	 expiration of the retention ---. ".--...electronic form and take the - .. period for the hard copy 
place of hard copy records - records they replace 

AUTH (GRS 20. Iferif3tlf2)) 

NOTE. The supervisor may determme 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
 

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

SCHEDULE 5011 I 
STUDIES I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED AUTHORITY 

IN 
MANAGEMENT Final written report and related OF AS Arlington, PERMANENT Cut off when 

ANAL YSES, STUDIES, documentation ofa major, formal OF AS SItes at SIte study is complete. Transfer to 

AND SUMMARIES study The final recommendanon director level National Archives m 5-year blocks 
will have agency-wide Impact or when the latest record In the block 
great hrstoncal significance. IS 20 years old 

92 
Studies done to design an enure 
new pay system or to restructure 

AUTH (N1-507-93-2. 
(5011/R1) 

Item 107) 

the entire organization are 
examples of this type of study 
Include the proposal and approval 
for the study, coordmanon, and 
similar records which have bearing 
on the Implementation of the 
program or system 

2 OFFICE PROJECTS Case files to include the final 
AND STUDIES written report and related records 

of a project or study done by an 
office to Improve methods of 
operation withm the office or 
functional area which mayor may 
not result in the Issuance of a 

93 pubhcanon 

Publication Any DF AS office Cut off when study IS complete 
Include the final report and 
pertment records with the record 

7"01- :0Publication 

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 5 years after cutoff. 
AUTH (GRS 16. Item 9) (50111R2 01) 

3 ADMIN ISTRA TIVE Final written repon-aoo.rclSl:.tE?d Adrmmstranve Cut off when study is complete 
SYSTEMS STUDIES records of studies done to assess '. functional area at Destroy 5 years after cutoff. 

the need for and recommend OF AS SItes AUTH (GRS 16, Item 9) (5011/R3) 

admuustranve system 
Improvements 
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SCHEDULE 5011 

STUDIES 

R 

U 
L 
E RECORD 

J 
I 

A 

SERIES 

4. SOURCE 

STUDIES 

DATA FOR 

94 

5 .rru:y STUDIES 

6 PRODUCTIVITY 
ENHANCEMENT 

95 STUDIES 

601 

96 

7 MANPOWER 
STANDARDS 
STUDIES 

97 

8 ORGANIZATIONAL 

STUDIES 

98 

B 

DESCRIPTION 

W orkmg papers, notes, feeder 
reports, results of research and 
similar background or source data 

gathered and analyzed during 
conduct of study 

Individual studies which rdentify 
~,!knesses WIth accident potential 
caus-e(r6Yl1l1maf}-factQ.~~~eslgn, 
trammg, operations, mamteruin~-
of equipment, etc. Includes 
supportmg records and plans for 
Improvement 
Feasibility studies, study 
proposals, study plans, requests. 
and related records 

Recommendation Approved 

Recommendation Disapproved 

Studies, memoranda, measurement 
plans and reports, and other source 
data such as standard data mput 
computation, measured man-hour 
records, workload factor records, 
work unit production records, 
concurrences and comments, final 
reports, and related records used to 
develop manpower standards 

Orgaruzational charts and 
reorganization studies, graphic 

illustrations that provide a detailed 
description of the admimstrative 
structure of the agency to include 
final recommendations, proposals, 
and staff evaluations 

C 

MAINTAINED
 
[N
 

Any DF AS office
 

Safety functional
 
area at DF AS SItes
 

------~---~ 

Any DF AS office 

Manpower
 
functional area at
 
DFAS SItes
 

Maintained at 
DF AS Arlmgton 

and manpower 
functional areas at 
DFAS SItes 

DFAS 50l5.2-M 

D 

CUTOFF/ DlSPOSITION/
 
AUTHORITY
 

Cut off when study is complete.
 
Destroy when information
 
contained has either been
 

incorporated mto the final report or
 
discarded as not pertinent to the
 
study
 
AUTH (Nl-507-93-2, Item 109)
 
(5011/R4)
 
Cut off when potential weakness IS 
ehmmated Destroy 3 years after 
cutoff (See NOTE I) 
AUTH (GRS 18. Item 9) (5011/R5) 

"-- ------_._-------------- '- -
Cut off at end of calendar year In 

which Implementation IS complete 
Destroy 3 years after cutoff 
AUTH (N1-507-93-2, Item 110) 
(5011/R6) 
Cut off when recommendation IS 
disapproved Destroy I year after 
cutoff. 
AUTH (Nl-507-93-2, Item 111) 
(5011/R6 01) 
Cut off at end of calendar year in 
which a manpower standard IS 

superseded or becomes obsolete. 
(See NOTE 2) Destroy I year after 
cutoff 
AUTH (Nl-507-93-2.ltem 112) 
(5011/R7) 

Permanent Cut off at end of 
calendar year Transfer to Nanonal 
Archives In 5-year blocks when the 
latest record m the block is 20 
years old 
AUTH (Nl-507-93-2, Item 113) 
(5011/R8) 
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NOTES: 
I. If an accident attributable to the identified weakness occurs during the 3-year retention penod, the file will be reopened and 
cut off again when the weakness causing the accident is ehmmated 
2 The file should remain open as long as the standard remains In effect, regardless of when It was estabhshed 
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SCHEDULE 5015 
RECORDS MANAGEMENT 

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

SCHEDULE 5015 I
 
RECORDS MANAGEMENT
 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
T.-~rnRDS Records pertaining to the DFAS Records Cut off at end of calendar year 

MANA~ development and establishment of Management Offices Destroy 6 years after cutoff. 
PLANNING r-me management program AUTH (GRS 16, Item 7) (5015/R1) 

to Include corresporenorts, 
authonzations and other r~ 
that relate to the management of r--__ .__._____ 
the agency's records not covered ------
elsewhere In this schedule 

K 

STAFF ASSISTANCE Cut off upon completion of VISItor 
VISITS assistance VISitsor records survey Destroy when superseded 

management surveys AUTH (N1-507-93-2, Item 135) 
(5015/R2) 

2. All records pertainmg to staff	 ---
RECORDS	 Records disposition schedules.
 

descnpnve mventones, disposal
 
authorizations, and reports 
Basic documentation of records 
descnpnon and disposition 
programs, including SF 115, 
Request for Records DISpOSitIOn ~. 

~~horIty, SF 135, Records 
Tralls5d Receipt, SF 258, 
Agreem to Transfer Records to 
National Arc ::aof the United 
States; and relate 'documentation 
SF 115s that have been~~oved Agency Records Cut off upon supersession .byNARA	 -<,<, Management Office Destroy 2 years after cutoff. 

AUTH (GRS 16. Item 2a(1» (5015/R3) 
........ 

301 SF 135s Forms and related Any'DF AS office Cut off at the end of the year In-...~correspondence used to transfer which applicable records are 
records 

'.<, -; destroyed Destroy 6 years after 
'.- cutoff- 'AVTH (GRS 16, Item 2a(2» 

(501S1R301) 
SF 258s covering agency records Maintain m agency Cut off atkr the related recordshave 

transferred to the National Records Management been transferied.to the National 
Archivesof the UintedStates Destroy Archives Office after records 
6 years after cutoff have been transferred 
AUTH (GRS 16, Item 2a(2)i--_~ 

to the custody of the (5015/3 02)	 - .........
National Archives 
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SCHEDULE 5015 I 
RECORDS MANAGEMENT 

A B C D 

R 
U 
L CUTOFFilllSPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY ------- Routine communications 

4 SYSTEM NOTICES Repo~ -~-ers, 
correspondence and form~ 
document announcement of 

DFAS Records 
Management Offices 

DF AS Records 
Management Offices 

-r---__ 

Cut off at the end of the year Destroy 
2 years after cutoff
AUTH (GRS 16. Item 2b) (S01S/R3 03) 
Cut off at end of calendar year In 

which notice IS published In the federal 
register Destroy I year after cutoff 

100 

proposed records schedules and 
changes to existing ones, 10 the 
Federal Register. 

5. FILE PLANS A document contammg the 
identifymg number, trtle or 
descnption, and disposmon 
authonty of files held In an office 

--- -----

Any DF AS office 

_(§_eeNOTE 1)
AOTFtiGRS.t6.ltem 13a) (50151R4) '-- -'- . . 

Destroy when superseded or obsolete
(See NOTE 2)
AUTH (N1-507-93-2. Item 137) 
(5015/R5) 

~ REPORTS CONTROL Case files mamtamed for each DF AS Reports Cut off when report IS discontinued 

" FILES agency report created or proposed, Control Offices Destroy 2 years after cutoff
AUTH (GRS 16. Item 6) (S01S/R6) mcluding public use reports 

Included are clearance forms, 
including, i e SF 83, copies of 

~ pertinent forms or descriptions of
 
., format, copies of authonzmg
 

.........direcnves, preparation mstructions,

i'asd documents relating to the
 
i evali:!atJ.?n. contmuanon, reviston, 

and dlscOhtJ.Quance of reporting 
requirements "<, 

7 INFORMATION Reports required 6~e Office of Cut off at end of fiscal year Destroy 7 
COLLECTION Management and 8ud~nder the years after cutoff (See NOTE 3)

AUTH (GRS 16. Item 12) (5015/R7)BUDGET FILES	 Paperwork Reduction Act aoo~
 
the number of hours the public -.....
 
spends fulfiIling agency reporting ....."
 
requirements Included are
 
associated feeder reports, report
 
exhibits, correspondence,
 
directives, and statistIcal
 
compilations
 

8	 INFORMA nON Requests for mformanon and DFAS Records Cut off at the end of quarter; 
REQUESTS copies of replies thereto, mvolvmg Management Offices destroy 3 months after cutoff 

no adrmrustratrve actions, no (AUTH GM 14. Item 1) (50515/R8) 
policy decisions. and no special 
compilations or research and 
requests for and transmittals of 
publications, photographs. and 
other mformation literature 

NOTES 
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1.	 For disposition on systems notices covenng Pnvacy Act records, please see Schedule 5020 
2.	 The file plan file folder should be the first one in the first drawer of the first cab met (mamtamed many DFAS office) 

The DFAS RMO should maintain completed SF 258s as a permanent part of operatmg records held onsrte Attached to 
the SF 258 should be a copy of the governing SF 115 (or an extract thereof) and any SF 135s which onginally transferred 
the records mto NARA holdmgs Such a collection will prove to be of mvaluable assistance to researchers and provide 
legal protection to both DFAS and the National Archives 
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SCHEDULE 5020
 
PRIV ACY ACT AND FREEDOM OF INFORMA nON ACT RECORDS
 

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

SCHEDULE 5020 I
 
PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS I
 

A B C D
 

R
 
U
 
L CUTOFFI DISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY-. PRIVACY ACT Approved Privacy Act Systems DFAS PA or FOIA Cut off when notice is 

GENREAL Notices offices discontinued. Destroy 2 years 
DMINISTRA TIVE after the close of the CY in 

F S which notice IS discontinued 
AUTH (GRS 14. Item 26) (50201R1) 

1 01	 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) 

(5020/R1 01) and related records.
 
2 PRIVACY ACT " Files crated In response to requests
 

REQUESTS FILES mdrviduals to gam access to 
their ords or to any mformation 
m the rec ds pertaming to them, as 
provided for der 5 U.S C 
5S2a(d)(I). File ontam ongmal 
request, copy of rep thereto, and 
all related supporting do ments, 
which may mclude a ~ 0 e 
records requested 
Correspondence and supportmg <, Cut off at end ofCY in which 
documents (EXCLUDING the request is granted Destroy 2 
official file copy of the records years after cutoff. 

~ requested if filed herem) Granting	 AUTH (GRS 14, Item 21a(l)) 
(50201R2)access to all the requested records <,

2.01	 Responding to requests for <, Cut off at end of CY in which 
" nonexistent records, to requesters ,-

<, response IS made. Destroy 2 
who provide Inadequate -,years after cutoff. 
descnptrons: and to those who fail AtJ~GRS 14. Item 21a(2) (a» 

(502 201)to pay agency reproduction fees 
Requests not appealed "-

2.02	 Responding to requests for DFAS PA or FOIA Destroy as authorized under
 
nonexistent records, to requesters offices Item 3 02 ,
 

who provide Inadequate
 
descriptions, and to those who fail
 
to pay agency reproduction fees.
 
Request appealed.
 -, 
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SCHEDULE 5020 I 
PRIVACY ACT AND FREEDOM 

A 
R 
U 
L
 
E RECORD SERIES
 

205 

3	 PRIVACY ACT 
AMENDMENT CASE 
FILES 

301 

OF INFORMATION ACT RECORDS I
 
B C D
 

CUTOFF/ DISPOSITION/ 
DESCRIPTION MAINTAINED IN AUTHORITY 
Denymg 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/R203) 

Denymg access to all or part of the Destroy as authonzed under 
records requested Requests Item 3c 

AUTH	 (GRS 14, Item 21 a(3)(b)) appealed. 
(5020/R2 04) 

Official file copy of requested	 DIspose of m accordance WIth 

records.	 approved Agency disposition 
instructions for the related 

records 
AUTH	 (GRS 14, Item 21 b) 
.(5020/R2 05) 

FIles relapng to an individual's 
request toamend a record 
pertaining to tkat Individual as 

provided for unde~ 
5 USC 552a(d)(2J;to the 
individual's request for ",,-revIew of 
an agency's refusal of the 
individual's request to amend-a 
record as provided for under 5 
USC 552s(d)(3); and to any civrl > 
action brought by the mdividuals 
agamst the refusmg agency as 
provIded under 4 USC 552a(g) 
Requests to amend agreed to by DIspose of in accordance WIth 

agency Includes individual's the approved disposition 

request to amend and/or revrew mstructions for the related 

refusal to amend, copies of subject mdividual's record or 4 

agency's repltes thereto, and ~ years after agency's agreement 
related matenals. "to amend, whichever IS later 

AlJ't;H	 (GRS 14, Item 22a) 
(5020/R3) • 

Requests to amend refused by DFAS PA or FOIA Dispose'of m accordance WIth 
agency Includes mdividual's offices approved dlsposrtion mstructions 

requests to amend and to review for the related'subject 
refusal to amend, copies of individual's record, 4 years after 
agency's repltes thereto, statement final determmation by agency, or 
of disagreement, agency 3 years after final adjudication 
justifications for refusal to amend a by courts, whichever IS later. 
record, and related matenals AUTH (GRS 14, Item 22b) ", 

(5020/R301)	 " 
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DFAS 50J5.2-M
 

SCHEDULE 5020 I 
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
 

Appealed requests to amend Dispose of in accordance with 
Includes all files created In the approved disposition 
respondmg to appeals under the mstructions for related subject 
Privacy Act for refusal by any mdivtdual's record or 3 years 
agency to amend a record. after final adjudication by courts, 

whichever is later. 
AUTH (GRS 14, Item 22c) 
(5020/R3 021 

4 Files maintained under the	 Dispose of in accordance With PRIVACYA~ 
ACCOUNTING provisions of5 U.S C 552a(c) for the approved disposttion 
DISCLOSURE FIL an accurate accounting ofthe 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 

or t nother agency, including which the accountability was 
forms showing the subject made, whichever is later. 
mdividua name, requester's AUTH (GRS 14, Item 23) (5020/R4) 

name and ad ss, purpose and 
date of disclos and proof of 
subject mdividual' onsent when 
applicable 

5 PRIVACY ACT Files mamtamed for co~
 
CONTROL FILES purposes In respondmg to re ests,
 

including registers and similar
 
records listing date, nature of 
request, and name and address of ~. 
requester 

501 Other files DFAS PA or FOD\, Destroy 5 years after final action 
offices '''" by the agency or final 

-adjudrcanon by courts, 
wht.chever IS later 
AUTH ...(GRS 14 Item 24b) 

_L5020!R5.011 

6. PRIVACY ACT (See NOTE) Recurrmg reports	 Cut off at end of Calendar year. 
REPORTS FILES	 and one-rime Information Destroy 2 years after cutoff 

requirements relatmg to agency AUTH (GRS 14, Item 25) (50201R6) 

implementation, including biennial 
reports to the Office of 
Management and Budget (OM B), 
and the Report on New Systems at 
all levels 
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SCHEDULE 5020 I 
PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS I
 

A B C D
 

R
 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

K FOIA Records relating to the general Cut off at end of calendar year 
ADMINISTRATIVE agency implementation of the Destroy 2 years after cutoff 
FILES FOrA, mcludmg notices, AUTH (GRS 14. Item 15) (5020/R7) 

memoranda, routine 
correspondence, and related 
records-. 

8.	 Flies created in response to
 
INFORMA ON ACT requests for mformanon under the
 FREE:~
REQUEST	 FOIA, consisting of the original
 

request, a copy of the reply thereto,
 
and all related supporting files
 

~:Ch may include a copy of the 
uested record. 

c~' and supporting 
docum ts (Excluding the official 
file copy the records requested If 
filed herem)' 

Cut off at end of calendar year in Granting '''''~U''''drecords	 which response is made 
Destroy 2 years after cutoff 
AUTH	 (GRS 14 Item 11a(1) 
(5020/R8) 

8.01	 Respondmg to requests for i~ DFAS PA or FOIA 
nonexistent records, to requesters offices 
who provide inadequate 
descnptions, and to those who fall 
to pay agency reproduction fees 
Requests not appealed Cut off at end of calendar year m 

which response is made 
Destroy 2 years after cutoff 
AUTH (GRS 14. Item 11a(2)(a)) 
(5020/R8 01) 

802	 Request appealed Destroy as authorized under Item 

~GRS 14, Item 12) 
802) 

9	 FOIA APPEALS Flies created in responding to 
FILES	 adrmmstranve appeals under the
 

FOIA for release of tnformanon
 
demed by the agency, consistmg of
 
the appellant's letter, a copy of the
 
reply thereto, and related
 
supporting documents, which may
 
include a copy of records under
 
appeal
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SCHEDULE 5020 I 
PRIVACY ACT AND FREEDOM OF INFORMATION ACT RECORDS I 

A B C D 

R 
U 

<, 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

Correspondence and supportmg 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 adjudicanon by 
the courts whichever IS later. 
AUTH (GRS 14. Item 12a) 
(5020/R9) 

901 <, Official file copy of records under	 Dispose of in accordance with 
approved agency disposmon 
Instructions 
AUTH (GRS 14. Item 12b) 

~ (5020/R9 01) 
10 FOIA CONTROL Files mamta d for control DFAS PA or FOIA 

FILES	 purposes in resp ding to requests, offices
 
including registers a Similar
 
records listing date, nat and
 
purpose of request and nam d
 
address of requester
 

.....,Registers or listing	 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, 

~ver IS later 
GRS 14. Item 13b) 
1001) 

II. FOIA REPORTS (See NOTE) Recurring reports	 Cut offa nd of calendar year. 
FILES	 and one-time information Destroy 2 ye after cutoff. 

requirements relatmg to the agency AUTH (GRS 14, 14) 
(5020/R11)implernentanon of the Freedom of 

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 
blocks when most recent records 
are 20 years old 
AUTH (N1-507-93-2, Item 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 Umted States by subrruttmg an SF 115 to NARA
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SCHEDULE 5025
 
PUBLICA TIONS AND FORMS
 

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

SCHEDULE 5025 I 
PUBLICATIONS AND FORMS 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I RECORD SET- The record set of each pubhcation, OFAS Pubhcation 

PUBLICA nONS regulation, manual pamphlet, Management Office 
visual aid, etc, to Include backup 
documenting the approval process, 
such as coordmation, pertinent 
federal laws, studies, and sirrular 
records 
DoD-Level (MIssion-Related) Permanent Cut off when 
Issuances for which OFAS ISthe publication ISrescmded, 

102 POC superseded, or obsolete Place 
In an Inactive file which IScut 
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) 

101 DFAS Arhngton/Agency-wide Penn anent. Cut off when 
coverage (MISSIonRelated) pubhcanon ISrescinded, 

superseded, or obsolete Place 
In an mactive file which is cut 

103 
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 01) 

1.02 Individual DFAS SIte Coverage OFAS Site offices Permanent Cut off when 
(MISSion-Related) pubhcation ISrescinded, 

superseded, or obsolete. Place 
in an inactive file which IScut 
off annually on December 31. 

104 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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SCHEDULE 5025 I 
PUBLICATIONS AND FORMS 

A B 

R 
U 
L 
E RECORD SERIES DESCRIPTION 

105 
103 Case files related 

1.02 above 
to I 01. through 

104	 Case files related to DF AS 
coordination on higher level non-
mission-related Issuances (I e DoD 

106	 Drrecnves, DoD Instructions, DoD 
Regulations and Manuals, OSD 
Adrmrustratrve Instructions 

Administrative Issuances 
~ and other types of 

Issuances related to routine 

adrmmstrative functions. 
2 RECORD SET - FORMS	 ReC'o" of each form to 

mclude request wor 
redesigned form, all jusn tea 
and approvals, all supportmg 
documents and correspondence 
copies of old forms. when 
applicable, and drawings, sketches, 
or designs 

3	 FORMS Documents relatmg to reports on 
MANAGEMENT progress m forms management, 
REPORTS included are reports. work sheets, 

r------------ Notices 

107 
and correspondence directly 
related to the reports 

3.01 

108 

4 r'-.,.~· -"'I1IMRER	 Documents used to record and 

REGISTERS .I...the assIgnment ofform 

numbers, consiStmgufatHm~_llL 
the register 

5	 ACCOUNTABLE Documents reflecting the receipt or 
FORMS RECEIPTS Issue of accountable blank forms,109 AND ISSUES	 mcluded are receipt forms, listings, 

and registers 

6	 ACCOUNTABLE SIgnature cards identifymg 

FORMS mdivtduals authonzed to receive110 AUTHORIZA TIONS	 accountable forms 

C 

MAINT AINED IN 

Any DF AS office 

Forms Management
 
Offices
 

DF AS Publication
 
Management Office
 

Field SIte office 

DF AS Publication
 
Management Office
 

" .. .~-.	 .. ", .. 
" 

DFAS 50J5.2-M
 

D 

CUTOFF/ DISPOSITION/ 
AUTHORITY 

Cut off and transfer WIth the 
issuance to which the 
individual file pertains 

Cut off at close of fiscal year 
m which applicable 
publication IS published 
Destroy 4 years after cutoff. 
AUTH	 (N1-507-02-1, Item 42) 
(5025/R1 04) 

Destroy when superseded 
obsolete. 
AUTH (GRS 16, Item 1a) 
(5025/R1 05) 

or 

Cut off when form IS 
discontmued, superseded, or 
cancelled. Destroy 5 years 
after cutoff. 
AUTH (GRS 16, Item 3a) 

'i002.lijR2)-... .. 
'" 

.. 
Cut off at end of fiscal year. 
Destroy 5 years after cutoff. 
AUTH (N1-507-93-2. Item 146) 
(50251R3) 

Cut off at end of fiscal year. 
Destroy 2 years after cutoff 
AUTH (N1-507-93-2, Item 147) 
(5025/301) 
Cut off when all forms entered 
on the page are discontmued 

or obsolete Destroy upon 

cutoff 
AUTH' (GRS 16, Item 3b)
 
(50251R4) .. " -Cut off at end of calendar
 
year Destroy 2 years after
 
cutoff.
 
AUTH (N1-507-93-2, Item 148)
 
(5025/R5) 
Cut off at end of calendar 
year Destroy 2 years after 
cutoff 
AUTH (N1-507-93-2, Item 149) 
(50251R6) 
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SCHEDULE 5025 I 
PUBLICA TIONS AND FORMS 

A B C D 

R 

U 
L CUTOFF/ DISPOSITION! 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

7 GENERAL REFERENCE Any publication which IS not the Cut off when publication 

111 
AND PUBLICATIONS record copy and is mamtamed 

reference purposes 
for becomes 

obsolete 

superseded or 
Destroy upon cutoff 

AUTH (Nl-507-93-2, Item 145) 
(5025/R7) 

'<, FORMS 

~OVALS 

REQUESTS Background matenal accumulated 
durmg design of form 

Functional 
responsible 

area 
for the 

Cut off when 
discontmued, 

related form 
superseded, 

IS 

or 
form cancelled Destroy upon 

~ ..-........~ 
<, 

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

9 FORMS AND Dscuments relatmg to pnntmg of OF AS Publication Cut off at end of fiscal year m 
PUBLICATIONS forms ana..publIcatlons to include Management Offices which requismon is filled or 
PRINTING FILES requisinon, InVOICe, specifications, item IS cancelled Destroy 3 

and related papers years after cutoff. 
AUTH (GRS 3. Item 6a (5025/R9) 

10. REQUISITION Pubhcations requirements and Pubhcanons Cut off at end of fiscal year in 
STOCKING, AND distnbutron Distnbution Office which request IS filled. 
DISTRIBUTION FILES (PDO) Destroy 1 year after cutoff 

AUTH (GRS 13, Item 3) (Nl-507-
93-2, Item 142) (5025/R10) 

1001 Forms requirements and Destroy when related form IS 

distribution discontmued, superseded, or 
cancelled 
AUTH (GRS 16, Item 3b) (N1-
507-93-2, Item 143) (5025/Rl 001) 
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DFAS 5015.2-M
 

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 I 
AUDIOVISUAL INFORMATION 

A 

R 
U 

K 
L 
E RECORD SERIES 

PRODUCTION FILES 

~ 

1.01 

2	 FINDING AIDS 

3,	 REQUESTS FOR 
AUDIOVISUAL 
SERVICES 

.sT1T .r 
PHOTOGRAPH Y 

AND GRAPHICS I 
B 

DESCRIPTION 
Project files that document ongm, 
development, acquisition, use. and 
ownership of audiovisual 
production projects, Includes 
scnpts, cue sheets. production 
reports, production contracts, and 

r=0rdS documenting 
ofa project 

Non-rmssioir ............ 

~.'-

~..., 
MISSIOn 

AIds such as data sheets. shot 
lists, catalogs. Indexes, review 
sheets, lists of captions, and other 
textual documentation necessary 
for the proper identificanon. 
retrieval, or use of audiovisual 
information records 
Requisrtions or other requests for 
audiovisual products or service 

Non-mission. Stili photography 
A, not reflect the mission of 

DF AS, such as photogri1p"o> 
routme award ceremomes, social 
events, or strmlar activittes 

C 

MAINTAINED IN 
DF AS Audiovisual 
Informatron and 
Graphics Office 

'--,<,... , 
...... ,-.. .,..... 

" .....-. 

DF AS Audiovisual
 
Information and
 
r.r~hICS Office
----- ..._- .......
 

D 

CUTOFF! DISPOSITION! 
AUTHORITY 

Cut offon completion of the 
production Dispose of 
according to the instructions 
covering the related AV records 
AUTH	 (GRS 21, Item 28) (5040/R1) 
(PENDING) Contact Records 
Manager . 
Cut offwhen superseded or 

"obsolete Destroy according to 
instriicnons covenng the related 
records , 

AUTH	 (GRS 21, lietn-2.9) (5040/R2)
"-. 

<, 
'- , -. 

Cut off at end of calendar year.
 
Destroy I year after cutoff
 
AUTH (N1-507-93-2, Item 151)
 
(5040/R3) 
Cut off at end of calendar year. 
Destroy I year after cutoff. 
AUTH (GRS 21, Item 1) (5040/R4) 

.~~.--~.. - -~----.. - -
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SCHEDULE 5040 I 
AUDIOVISUAL INFORMATION AND GRAPHICS I 

A B C D 

R 

U 

L CUTOFF! DISPOSITION! 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

4.01	 Mission Still photography that PERMANENT. Cut off at end 

pertams to DF AS mISSIOn, of calendar year. Transfer to 

mcludes official portraits of semor National Archives m 5-year 
agency officials; agency blocks when newest record m 

113	 pubhcanons, exhibitions. or other block IS 20 years old 

media productions, documentary AUTH (N1-507-93-2. Item 152) 
(5D4D/R4 D1) photographs shot for fact-findmg 
(See NOTE) 

purposes, or slides that depict the 
mission of DF AS (See NOTE) 

BRIEFING AIDS Overhead transparencies, or other DF AS Audiovisual Cut off at end of calendar year~ 
bnefing ards, used m trammg, Information and Destroy I year after cutoff 
bnefings, public affairs Graphics Office AUTH (GRS 21. Item 5) (5040/R5) 

presentations, etc~ 
6.	 ARTWORK Cut off upon final pubhcation of 

r product. Destroy I year after 
s cutoff 

~~' 

AUTH	 (GRS 21. Item 6) (5040/R6) 
7.	 PHOTO- Lines and half-tone neganves, Cut off when no longer needed 

MECHANICAL screened paper pnnts and offset for publication or repnnt 
REPRODUCTION lithographic plates used for photo- Destroy at cutoff. 

mechanical reproduction	 ~(GRS 21. Item 7) (504D/R7) 

8	 LINE COPIES Lme copres of graphs and charts. Cutoffu~
 
Destroy 1 year after
 
AUTH	 (GRS 21. Item 8) {5040 

9 POSTERS	 MISSIOn-related posters and non- DF AS Audiovisual
 
rmssion-related posters (including lnformation and
 
related production records) Graphics Office
 
distnbuted locally, agencywide, or
 
to the public
 

9.01	 Non-mission Cut off on completion of the 
production Destroy 1 year after 
occurrence of event or 114 completion of program bemg 
documented 
AUTH	 (N1-507-93-1.ltem 153) 
(504D/R901) 

'T.UZ- ---- MISSIon	 (PENDING) Contact Records - r--__ Manager 

10 TRAINING Productions iUio·j'n"ogtllms...to. ___ .	 Cut off when no longer bemg 
w _..... -.-.PROGRAMS	 include any type of film, shdes, --- used for trammg purposes 

video or audio media used for 

Oo ----- .. i-Dest[Q}LJ...)'ear after cutoff. 
trammg personnel AUTH (GRS2l:"1terns44..amiJ 

(5040/R10)	 '-
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SCHEDULE 5040 I 
AUDIOVISUAL INFORMATION AND GRAPHICS L 

A B C D 

R 
U 
L CUTOFF/ D1SPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
II. AUDlO- VISU AL Motion picture photography, 

PRODUCTIONS videotapes, and related audio 
recordings that reflect functions 
performed within DFAS; includes 
mISSIOnbriefings and srmtlar 
products 

115 
Non-mission Cut off on completion of the 

production. Destroy I year after 
occurrence of event or 
completion of program being 
documented 
AUTH (N1-507-02-1. Item 46) 
(5040/R11) 

1101 MISSIon PERMANENT Cut offwhen 
superseded or obsolete. Transfer 
to National Archives in 5-year 

116 blocks when newest record In 

block is 20 years old. 
AUTH (N1-507-93-2. Item 154) 
(5040/R11 01) 

I*- (PENDING) Contact Records 
Manager 

~ ----~~-...-, .--'---
13 RECORDINGS OF Recordings of meetings rnade'": -- 0 -Any DFAS Cut off when transcnption IS 

MEETINGS exclusively for note taking or Aud~ovisIDlI -~ complete Destroy immediately 
transcription Information and 

Graphics Office 
'after-cutoff or erase for re-use. 
AUTH (GRS "2't."1tem..221
(5040/R13) --- - - - o. 

1"+. . 1I>-1'IV.SOUND Created during the course of a Any DFAS Cut off when purpose has been 
ELEMENTS monon , elezisionor 

radio production. 
Audiovrsual 
In1UCIIIlfiI6ft-anQ. 

Graphics Office 

_____ 

served. Destroy at cutoff. 
AUTH (GRS 21, Item 24) 
\'"'v·.v,,, 

NOTE Record Sets, Black and white photographs - ongmal negative and a captioned print; Color photographs - original 
color transparency or color negative, and a captioned pnnt, Slide sets - original and a reference set and the related audto 
recording and scnpt if one exists 
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SCHEDULE 5210 
SECURITY AND PROTECTIVE SERVICES RECORDS 

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

SCHEDULE 5210 

SECURITY AND PROTECTIVE SERVICES RECORDS I 
A B C D 

R 
U 
L CUTOFFI DISPOSITlONI 
E RECORD SERIES DESCRIPTlON MAINTAINED IN AUTHORITY r-. DOCUMENT 

FILES 
RECEIPT Records documenting the receipt 

and issuance of classified 
documents 

Mamtamed many 
DFAS office 

Cut off at end of calendar year. 
Destroy 2 years after cutoff. 
AUTH (GRS 18, Item 2) (5210/R1) 

2. 
~ION 

ATE FILES 

Certificates relatmg to the 
destruction of classified 

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

documents AUTH (GRS 18, Item 3) (5020/R2) 

3. CLASSIFI1~
DOCUMENT 

Forms, ledgers, or registers used 
to show identity, mternal routing, 

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

INVENTORY FILES and final drsposinon made of AUTH (GRS 18. Item 4) (5020/R3) 

~dooum,""
DING Top Secret 
ts 

4 TOP SECRET 

CONTROL REGISTERS 
R,g;,te"~1
pomts to mdic accountability 

Cut off when controlled documents 
are downgraded, transferred, or 

over Top Secret do ents, destroyed Destroy 5 years after 
reflectmg the receipt, atch, or cutoff 
destruction of the documen AUTH (GRS 18, Item 5a) (5020/R4) 

5 TOP SECRET Forms accompanying documen' Cut off and destroy when 
ROUTING to ensure contmumg control. controlled documents are 
DOCUMENTS showing names of persons downgraded, transferred, or 

handlmg the documents, Intra- destroyed 
office routing, and comparable AUTH (GRS 18, Item 5b) (5020/R5) 

data. 
6. ACCESS 

FILES 
REQUEST Requests and authonzations 

individuals to have access 
for 

to 
~:d of calendar year 

zation expires 
classified files ears after cutoff 

18, Item 6) (5210/R6) 
7 CLASSIFIED 

CONTAINER 
DOCUMENT 
FILES 

Forms or hsts used to record safe 
and padlock combmations, names 

cutOffmd'~when supersede obsolete 
of mdividuals knowing Destroy upon cutoff. 
combmanons, and comparable AUTH (GRS 18, Item 7a) ( O/R7) 

data used to control access mto 

classified document containers. 
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SCHEDULE 5210 

SECURITY AND PROTECTIVE SERVICES RECORDS I 
A B C D 

R 

U 
L CUTOFF/ D1SPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

"\ INSPECTION AND 
SURVEY FILES 

Reports of mspections or surveys 
of Government-owned facilities 
conducted to ensure adequacy of 

Cut off at end of calendar year 
Destroy 3 years after cutoff. 
AUTH (GRS 18, Item 9) (5210/R8) 

protecttve and preventive 
measures taken agamst hazards of 
fire, explosion, and accidents, and 
to safeguard mformatton and 
facihnes against sabotage and 
unauthorized entry 

9. INVESTIGATIVE ~ lnvestiganve files accumulating Cut off at end of calendar year 
from mvestiganons of fires, Destroy 2 years after cutoff 
explosions, and accidents AUTH (GRS 18, Item 11) (5210/R9) 

10. PROPERTY 

FILES 

PASS ~I'" authorizing
perty or materials 

Cut off and destroy individual 
documents within the file 3 
months after expiration or 
revocation. 
AUTH (GRS 18, Item 12) (521 O/Rl 0) 

II GUARD 
LEDGER 

ASSIGNMENT 
RECORDS 

Ledgers relatm~~ 
assignments and str h 

DF AS security 
offices 

Cut off at end of calendar year 
Destroy 3 years after cutoff. 
AUTH (GRS 18, Item 13a) 
(52101R11) 

12 GUARD POST Requests, analyses, reports~ DF AS security Cut off at end of calendar year 
ASSIGNMENT FILES change notices. and other pape offices Destroy 2 years after cutoff 

relating 
strength 

to post assignments 
requIrements. 

and AUTH (GRS 18, Item 13b) 
(5210/R12) 

13 KEY CONTROL Maximum secunty Files relatmg 
to accountability for keys for 
areas under maximum security -. Cut off upon turn-in of key. 

Destroy 3 years after cutoff. 
AUTH (GRS 18, Item 16a) 
(5210/R13) 

13 01 Other Files relatmg to AnYDFASO~ Cut off upon turn-in of key 

accountability for keys for areas Destroy 6 months after cutoff 
under less than maximum 
security 

~H (GRS 18, Item 16b) 
0/R13 01) 

14 VISITOR 
FILES 

CONTROL Registers or logs used to record 
names of outside contractors, 

Any DF AS Site 
designated offices cut~~y=Destroy ears after cutoff. 

service personnel, visitors, 
employees admitted to areas, and 

AUTH (GR 
(52101R14) 

8, Item 17b) 

reports on automobiles and 
passengers 

15. FACILITY CHECK Reports of routine after-hours Any DF AS Security Cut off at end of month.~ 
FILES security checks that do not reflect Office 1 month after cutoff. 

security violations AUTH (GRS 18, Item 18b) 
(52101R15) " 
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SCHEDULE 5210 

SECURITY AND PROTECTIVE SERVICES RECORDS I
 
A B C D
 

R
 
U 
L	 CUTOFF/ DISPOSITION/ 
E	 RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

SECURITY Higher Echelon Investiganons. Cut off when case ISclosed 
VIOLATIONS Case files of mvestigatrons of Destroy 5 years after cutoff. 

~	 alleged secunty violanons that are AUTH (GRS 18. Item 24a) 
(5210/R16)referred to the Department of 

Justice or Defense for 
mvestiganon and/or prosecution 

16.01	 Local Invesnganons Case files Any OFAS Secunty Cut off when case ISclosed
 
of investiganons of alleged Office Destroy 2 years after cutoff
 
security VIOlations,which remain AUTH (GRS 18, Item 24b)
 

(5210/R16 01)witlun DFAS channels for 
mvesnganon and/or prosecution 

17	 SECURITY "- Case files documenting the Any DFAS Secunty Cut off upon transfer or 
CLEARANCE CASE ocessmg of secunty clearance Office separation of employee or upon 
FILES or smve posinon contract expiranon (See NOTE 

mvesu nons on Federal	 1) Destroy not later than 5 years 
employee otennal Federal	 after cutoff 
employees, contractors to	 AUTH (GRS 18, Item 22a) 

(5210/R17)mclude quesno Ires, 
summaries ofrepo repared by 
the mvestigatmg agen and 
other records reflecting til 
processing of the mvestiganc 
and status of the clearance 

18 INVESTIGATIVE Investigative reports and related Cut off and destroy per the 
REPORTS documents furnished by mvesngatmg agency Instructions 

Investigative organizanons for use AUTH (GRS 18, Item 22b) 
(5210/R18)m making secunty/suitabihty
 

determinations
 

19 NONDISCLOSURE Copies of agreements (such as SF
 
AGREEMENT FILES	 312, Classified lnformation
 

Nondisclosure Agreement) signed
 
by employees with access to
 
mformation that ISclassified or
 
classifiable
 -. 
If maintained separately from the 

Cut off ~~dM year m mdividual's official personnel which statem t expires Destroy 
folder 70 years after cu if 

AUTH (GRS 18, Item 5 b) 
~5210/R191 

19.01	 If mamtamed in the individual's Apply the disposi uo n f~~
 
officral personnel folder official personnel folder
 

AUTH (GRS 18. Item 25b) 
(5210/R19 01) 

66
 



DFAS 50J5.2-M
 

SCHEDULE 5210 
SECURITY AND PROTECTIVE SERVICES RECORDS I 

A B 

R 
U 
L 
E RECORD SERIES DESCRIPTION 

20 ORIGINAL Master hsting by trtle and 
CLASSIFICATION orgamzanon of officials 

117 AUTHORITY designated to exercise this 
authority 

21	 DELETIONS FROM Requests to delete officials from 
ORIGINAL the master hstmg,118 
CLASSIFICA TION
 
AUTHORITY
 

22.	 CLASSIFICATION Challenges to classification and 
EVALUATION requests for mandatory review. 119 

23 ACCESS CONTROL Forms used to certify access to 
RECORDS classified mformanon or 

restricted areas such as access 120 hsts, authonty to open or close 
alarmed areas, and similar types 
of records 

NOTE' Destroy immediately upon notification of death of employee 

C 

MAINT AINED IN 

Any DFAS Secunty 
Office 

D 

CUTOFFI DISPOSITIONI 
AUTHORITY 
Cut off on supersession of 
Individual documents within file. 
Destroyupon cutoff 
AUTH	 (N1-507-93-2, Item 155) 
(5210/R20) 

Cut off when action is complete. 
Destroy 1 year after cutoff 
AUTH (N1-507-93-2, Item 156) 
(52101R21) 

Cut off at end of calendar year m 
which review IS completed 
Destroy 1 year after cutoff. 
AUTH (N1-507-93-2, Item 157) 
(52101R22) 
Cut off individual documents 
withm the file when superseded 
or obsolete 
AUTH (N1-507-93-2, Item 158) 
(52101R23) 
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SCHEDULE 5300
 
MAIL ACCEPTANCE, MOVEMENT, AND DELIVERY
 

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

SCHEDULE 5300 I
 
MAIL ACCEPTANCE, MOVEMENT AND DELIVERY I
 

A B C D
 

R
 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

"-.t. ACCOUNT ABILITY PS 3800, Receipt for Certified Any OFAS mall Site Cut off at end of fiscal year 
...........RECORDS Mail; PS 3806, Receipt for office Destroy I year after cutoff. 

Registered Mall, PS 3849A, AUTH (GRS 12. Item 5a) (5300/R1) 

Delivery Notice or Receipt, PS 
3849B, Delivery Reminder or 
Receipt, PS 3850, Record of 
Delivery, Registered, Numbered 
nsured, Certified and COD Mall, 

P 854, Manifold Registry 
Dispat ook, PS 3877, Firm 
Mailmg Bo or Registered, 
Insured, COD, jfied, and 
Express Mall, PS 38 Firm 
Delivery Book - Registcre , 
Certified and Numbered Insure 
Mall, DO 1384, Transportanon 
Control and Movement Document 

2	 MAIL Copies of mall contracts, mvoices, 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 governmg the ~UTH (GRS 12, Item 69) (5300/R2) 

admunstranon of mall "-..... 
management <,,-

" 3 OFFICIAL MAIL 
FINANCIAL 

Standard Forms 1034, Receipts, 
and other documentary transacnons 

Any OFAS OffiCial 
Mall Office 

Cut off at e05fiscal, 
Destroy 6 years, 

year
onths after 

RECORDS - between OFAS and the US Postal cutoff 
SUPPORT Service AUTH (GRS 6, Item 1a) (530 3) 

DOCUMENTS 
4 OFFICIAL MAIL Monthly postal accounts Cut off at end of fiscal year 

121 
FINANCIAL 
RECORDS -
ACCOUNTS 

reconcihanons required by 000 
Financial Management Regulation, 
Volume 10, Chapter 16 

Destroy 1 year after cutoff. 
AUTH (Nl-507-93-2, Item 115) 
(5300/R4) 

RECONCILIA nONS 
5 OFFICIAL POSTAGE PS Form 3601-A, License to Use Any OFAS office Cut off upon relocation or 

METER LICENSES Postage Meters using official postage termmation of postage meter 
122 meters operation. Destroy 2 years after 

cutoff 
AUTH (Nl-507-93-2, Item 116) 
(5300/R5) 
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SCHEDULE 5300 I 
MAIL ACCEPTANCE, MOVEMENT AND DELIVERY I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
6 POST AGE METER PS 3602-PO, Report of Meter Cut off at end of fiscal year in 

123 
REPORT Settmg, and supportmg records which report IS completed. 

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

7 POST AGE METER PS 3602-A, Dally Record of Meter Cut off at end of fiscal year m 
SUPPORTING Register Readings: PS 3603, which fmal entry is made. 
RECORDS Receipt for Postage Meter Settings, Destroy 2 years after cutoff 

PS 3604, Nonuse of Mailing 
PermitlMeter License, PS 3610, 

AUTH (N1-507-93-2, 
(53001R7) 

Item 118) 

124 
Record of Postage Meter Settmgs; 
copies of PS 3533, Application and 
Voucher for Refund of Postage and 
Fees, PS 3633-G, Dally Activity 
Recap for Official Mall, PS 3635-
G, Postage and Fee Adjustment for 
Official Mall. 

8. PERMIT IMPRINT PS Form 3600-PC, First Class DFAS Official Mall 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 I year after cutoff 

Statement of Maihng with Permit 
Imprmts First Class Mall; PS Form 

AUTH (N1-507-93-2, 
(5300/R8) 

Item 119) 

125 
3602-R, Statement of Mailing With 
Permit Impnnts Third Class Mail 
(Regular Rates Only); PS Form 
3602-PC, Statement of Mailing 
With Meter or Pre-Cancelled 
Postage Affixed Bulk Third Class 
Mall (Regular or Nonprofit Rates) 

9 POSTAGE RCS DD-P&L(Q) 1833 - Cut off at end of fiscal year in 

126 
EXPENDITURE 
REPORTS 

Quarterly Prepaid Postage Report. which report IS created. 
1 year after cutoff. 

Destroy 

AUTH (N1-507-93-2, Item 120) 
(5300/R9) 

10. MAIL CALLS OR DD 1115, Mailroom; USPS Label DFAS official mall Cut off when schedules are 

127 
HOURS OF 
COLLECTION 

55. Mall Collection Times activrties revised, destroy when new forms 
are posted 

NOTICES AUTH (N1-507-93-2, Item 121) 
(5300/R10) 

II 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. 

128 
RECEIPTS received via registered mall, 

dispatched or received via other 
activities AUTH (N1-507-93-2, Item 122) 

(5300/R11) 

than registered mail, or Via 

interoffice distnbution, and m 
pouches or other consolidated 
mailings 
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SCHEDULE 5300 I 
MAIL ACCEPTANCE, MOVEMENT AND DELIVERY I 

A B C D 

R 
U 
L CUTOFF/ D1SPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
12. ACCOUNTABLE Unsigned duplicate copies used for Cut off at end of month. Destroy 

129 CONTAINER 
RECEIPTS -

tracer and control purposes. 90 days after cutoff 
AUTH (N1-507-93-2, Item 123) 

SUSPENSE COpy (5300/R12) 

13 APPLICA nON FOR PS Form 3877 used to obtam a Official mail Cut off at end of calendar year. 

130 REGISTRA nON OR 
CERTIFICA nON OF 
OFFICIAL MAIL 

receipt for sealed accountable 
containers being dispatched via 
registered mail 

acnvities Destroy 2 years after cutoff. 
AUTH (N1-507-93-2, Item 124) 
(5300/R13) 

14. POSTAL ANALYSES Analysis/summary records from Postal acnvines Cut offat end of month Destroy 
AND SUMMARIES Transit TIme Information System 6 months after cutoff 

131 for Military Mail, Postal Activity 
Reporting System, Postal Net 

AUTH (N1-507-93-2, Item 125) 
(5300/R14) 

Alerts, and Container Receipt 
Summaries 

15. SMALL PARCEL Records generated by small-parcel Postal activities Cut off at end of fiscal year 

132 
SHIPMENT BILLING 
OR SHIPPING 

shippmg companies Destroy I year after cutoff 
NOTE) 

(See 

RECORDS AUTH (N1-507-93-2. Item 126) 
(5300/R151 

16 FMS SMALL Records for matenal sent as part of Cut off at end of fiscal year in 
PARCEL SHIPMENT the Foreign Military Sales/Security which shippmg or billing took 

133 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, 
(5300/R16) 

Item 127) 

17 CLAIMS PAID BY Claims Forms PS 542, lnqurry Postal acttvrties 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 
Parcel, PS 565, Registered MaIl 

AUTH (N 1-507-93-2, Item 128) 
(5300/R17) 

Apphcation for lndemnny/lnquiry; 
PS 673, Report of Rifled Parcel; PS 

134 1510, Mall Nondehvery 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 

135 
18. TRACERS Processmg Records PS 3830-A, 

Registry DIspatch Record, PS 
Cut off at end of fiscal year 
Destroy 2 years after cutoff 

3854, Registered Mail Dispatch 
Bill. 

AUTH (N1-507-93-2, Item 129) 
(5300/R18) 
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SCHEDULE 5300 I 
MAIL ACCEPTANCE, MOVEMENT AND DELIVERY I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 
19. REGISTRY DD 2261, Registered Mall - Cut otT at end of fiscal year. 

136 
BALANCE AND 
INVENTORY 

Balance and Inventory. Destroy 2 years after cutotT. 
AUTH (N1-507-93-2. Item130) 
(5300/R19) 

20 POSTAL BULLETINS Self-explanatory. Cut otT upon inclusion in an 

137 
USPS publicanon. 
cutotT 

Destroy at 

AUTH (N1-507-93·2. Item131) 
(5300/R20) 

21 DISTRIBUTION AND Mad dismbution scheme, MPO Cut otT upon revision or 

138 
LOCATION 
LISTINGS 

location lists, and related records mactivanon ofusmg activity. 
Destroy at cutotT
AUTH (N1-507-93-2. Item132) 

. (53001R21j 
22 INVENTORIES OF PS 1586, Supply Record, PS 1590. Cut off upon supersession 

139 POSTAL SUPPLIES 
AND USPS 

Supplies and Equipment Receipt Destroy at cutotT. 
AUTH (N1-507-93·2. Item133) 

EQUIPMENT (5300/R22) 

23 REQUISITIONS FOR PS 1567, ReqUISItIonfor Rubber Postal activities Cut off when requisition ISfilled. 
USPS EQUIPMENT, 
SUPPLIES, 
PUBLICATIONS, 

and Steel Stamps Only; PS 1578-B, 
ReqUISItIOnfor Non-Standard 
Facing Slips and Labels. PS 1957-

Destroy at cutoff 
AUTH (N1-507-93-2. 
(5300/R23) 

Item134) 

140 CODED TAGS AND 
LABELS 

C, Request for MIlitary Tags and 
Labels, PS 4686-A, Shrppmg 
Order, PS 4984. Repair Parts 
Requismon; PS 7380, Supply 
Center ReqUISItIOn,PS 7381, 
ReqUISItIOnfor Supplies, Services, 
or Equipment 

NOTE: If a longer retention period ISspecified m the contract, comply with the terms of the contract 
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141 

142 

143 

144 

145 

SCHEDULE 5400 
PUBLIC AFFAIRS 

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

SCHEDULE 5400 I 
PUBLIC AFFAIRS I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I PUBLIC AFFAIRS DFAS Arlington. All original DF AS Arlington PERMANENT Cut off at end of 

RELEASES releases to news media made by Public Affairs Office calendar year Transfer to 

DFAS Arhngton Public Affairs National Archives m 5-year 
office blocks when latest record is 20 

years old. 
AUTH (N1-507-93-2, Item 161) 
(5400/R11 

1.01 DFAS Sites Releases to news Any DF AS Public PERMANENT Cut off at end of 
media mcludmg statistical reports, Affairs Office calendar year Transfer to 

data sheets, news releases, speeches, National Archives 10 5-year 
scnpts, bnefings, answers to blocks when latest record IS 20 

queries, and similar records which years old 

are determined 
Affairs Officer 

by the Site Public 
to have lasnng 

AUTH (N1-507-93-2, 
(5400/R1 01) 

Item 160) 

Significance to the Site's mISSIOn 

102 DFAS Sites (Temporary) Releases Cut off at end of calendar year 
to news media mcludmg statistical Destroy 1 year after cutoff 
reports, data sheets, news releases, 
speeches, scnpts, briefings, answers 

AUTH (N1-507-93-2. 
(5400/R1 02) 

Item 159) 

to quenes, and Similar records 
which are determmed by the Public 
Affairs Officer to be routme or to 

have no lastmg significance to the 
Site's mission 

2 PUBLIC Speeches, addresses, or remarks DF AS Site Public PERMANENT Cut off 
RELATIONS FILES made by DF AS agency heads or Affairs Offices Individual files when superseded, 

other high-ranking DF AS officials Transfer to National Archives In 

at formal ceremonies or community 5-year blocks when latest record is 

functions 20 years old. 
AUTH (N1-507-93-2, Item 162) 
(5400/R21 

3 EXHIBIT CASE Information on the development, Cut off upon retirement of exhibit 
FILES acquisition, and use of DF AS Destroy when exhibit IS 

exhibits for public display refurbished or retired 
AUTH (N1-507-93-2, Item 163) 
(5400/R3) 
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SCHEDULE 5400 I 
PUBLIC AFFAIRS I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
4 BIOGRAPHICAL 

FILES 
BIOgraphical sketches, photographs. 
news chppmgs, and related 

Cut off upon separation or transfer 
of employee Destroy when 

146 correspondence reflectmg on the employee separates or transfers 
careers of OFAS employees who 
have performed outstanding service 

AUTH (N1-507-93-2. Item 164) 
(54001R4) 

to DFAS 
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148 

149 

150 

SCHEDULE 5500 
LEGAL ADMINISTRATION RECORDS 

This schedule governs disposition of records accumulated in carrying out the legal admmistration 
program. 

SCHEDULE 5500 I
 
LEGAL ADMINISTRATION RECORDS I
 

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 opimon which establishes Office calendar year Transfer to 
policy or precedent National Archives In 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 
opimon 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	 LEGISLA T1VE AND Records pertammg to legislation, Cut off at end of calendar year m 

CONGRESSIONAL executive orders, proclamations, and which superseded or obsolete. 
LIAISON RECORDS to liaison with Congress, excluding Destroy upon cutoff 

budgetary and appropriation matters	 AUTH (N1-507-93-2, Item 167) 
(5500/R2)Includes supportmg memoranda and 

comments reflecting DFAS position 
on legislative matters 

3. LITIGATION	 Records accumulated mordent to Cut off at end of calendar year In 

RECORDS	 lmganon ansmg out of tax disputes which case closed Destroy 6 
or other actions, legal actions years after cutoff 
mvolvmg OFAS, its personnel or AUTH (N1·507-05-1) (5500/R3) 

contractors; adrnmistranve 
proceedings, investigative reports, 
and legal processing affecting 
accomplishment of the DFAS 
mission ,

4 r	 Records pertammg to financial Cut ofTon date of filing Destroy 
~t;' _DISCLOSURE	 dIsclosure reports 17R ..... 6 years after date of filing (See 

REPORTS	 DO Form 1555, SF 450, etc ---..._ ..... _.---.- .NO~ ___ 
AUTH	 GRSUem .c. .. u/ "..." 

NOTE: Documents needed In an ongoing mvesnganon will be retained until no longer needed In the mvestrgation 

74
 



DFAS 5015 2-M
 

SCHEDULE 5545
 
CONGRESSIONAL INQUIRIES
 

This schedule governs disposition of records accumulated during correspondence with members of 
Congress. 

SCHEDULE 5545 I 
CONGRESSIONAL INQUIRIES I 

A B C D 

R 
U 
L CUTOFF/ D1SPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I NONROUTINE Non-routine mqumes and replies Hard copy to be PERMANENT Cut off at end of 

CONGRESSIONAL relating to or Involving DF AS maintained m calendar year Transfer to 

INQUIRIES policies, procedures, plans, DF AS-ArlIngton appropriate Regional Records 
classified information, and other Service Facility (or Washington 

151 matters of Importance, such as National Records Center) I year 
changes m status or location of after the close of a numbered 
DF AS organizations, acnvines or Congress) Transfer to National 
Installations, production facihtres, Archives In 5-year blocks when 
major procurement or allied latest record is 20 years old. 
matters. AUTH (N1-507-93-2. Item 170) 

(5545fR1) 

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 

unclassified mformatton such as 
Liarson Offices AUTH (N1-507-93-2. Item 171) 

(5545fR2) 

requests from DF AS employees 

152 for Congressional assistance In 

resolving problems relatmg to 
active duty, reserve, ANG, 
civihan, retired, annuitant pay and 

policies, DF AS CIVIlIan 
employment, and dependent 
support Issues 
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SCHEDULE 6055
 
SAFETY PROGRAM ADMINISTRA nON
 

This schedule governs disposition of records created or used by the OFAS Safety Program to include 

02-1, Item4) (6055/R4) 

safety and accident prevention. 

SCHEDULE 6055 

SAFETY PROGRAM ADMINISTRATION I 
A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
1. SAFETY PROGRAM Records pertaining to plannmg the DFAS Arlmgton Cut off at end of fiscal year 

153 PLANNING AND DFAS Safety Program, mcluding and other DFAS Destroy 5 years after cutoff (29 
ANNU AL REPORTS safety and health goals and 

objectives, measures, performance 
measurement, and reports 

sites CFR 196073) 
AUTH (N 1-507-02-1. Item59) 
(6055/R1) 

2. SAFETY AND Final reports and supporting Cut off at end of FY to which 

154 
OCCUPATIONAL 
HEALTH AUDITS, 

correspondence relatmg to findings 
and recommendations by safety and 

records relate and mamtain 
site Destroy 5 years after 

on-

SURVEYS, AND 
INSPECTIONS 

health professionals, addmonal duty 
safety personnel, safety monitors, 
supervisors and contractors 

cutoff (29 CFR 1960 73) 
AUTH (N1-507-02-1, Item60) 
(6055/R2) 

3 ACCIDENT REPORTS Reports and other records providing Cut off three years after the date 
AND nonfication and preliminary of the report Destroy 5 years 
SUPPLEMENTARY information about accidents after cutoff See Note) 

155 

INFORMATION Included are supervisor reports of 
mjury and illness reports, accident 
logs mamtamed In the Safety office, 

AUTH (29 CFR 196073 and 
Exception to GRS 1, Item31) (N1-
507-02-1, Item61) (6055/R3) 

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 in 

the Employee Medical Folder IS 

excluded and falls under medical 
recordkeepmg requirements 

4. ACCIDENT ACCident mvesnganon reports that Cut off at end of fiscal year 
156 INVESTIGATION 

REPORTS 
include documentation under 29 CFR 
196029 

Destroy 5 years after cutoff 
AUTH (29 CFR 2960 29) (N1-507-

1
-=~~"~r:1)~~,~r:~II~p'~A'T3IO~N~A~L~===r~L~or:g~Oif~Oc~c~U~P~~~lo~n~a~I~ln~~u~r~le~s~a~n~d~~~-1jc~u~t~O~ff~endof fiscal year INJURY/ILLNb:S:S and supplementary records Destroy 5 years after cutoff 

LOG. under 29 CFR I~()U vo, AUTH (29 CFR 1960) (GRS 1, Item 
"Supplementary Record of 34) 

Occupational Injunes and Illnesses" --- --_._ 
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SAFETY PROGRAM ADMINISTRATION I
 

A B 

R 
U 
L 
E RECORD SERIES DESCRIPTION 
6 FIRE PREVENTION Related records of inspections and 

AND PROTECTION tests157 

7 HAZARDS REPORTS	 Hazards reported under this program 
mcIude environmental, fire, health, 158 and safety hazards Hazard reports 
are logged m the safety office. 

8 HAZARD Records of plans, status of fundmg, 
ABATEMENT and efforts to ehminate hazards as 

159 well as related logs 

9 HAZARDOUS Records of hazardous materials, 
MATERIALS	 actions pertammg to management of 

hazardous matenals. hazardous 
waste, and hazard commumcation 
tram mg. 

9.01	 Material Safety Data Sheets (MSDS) 
and related records. Data may be 
centrally archived as the system 
grows 

160 

9.02	 Hazardous Communications Trammg 
Records Documentation of 
hazardous commumcanons trammg 
of employees storing, using, and 
transporting, hazardous matenals 
who may be exposed to, or 161 potentially exposed to hazardous 
matenals, 
Transferred employees 

C 

MAINTAINED IN 

Any DFAS Safety 
Office 

On-site at any 
OFAS activity 

By immediate 
supervisor as long 
as employee IS 

assigned to the 
Agency 

DFAS 50J5.2-M 

D 

CUTOFF/ DlSPOSITION/ 
AUTHORITY 
Cut off at end of calendar year 
Destroy 5 years after cutoff 
AUTH (0001 6055 1, 6055 5, 
6055 6 & 6055 7) (Proposed revisien 
to N1-507-93-2, Item 173) (N1-507-
02-1, Item63) (60551R6) 
Cut off when abatement IS 

complete. Destroy 5 years after 
cutoff. (See NOTE 2). 
AUTH (29 CFR 1960 26(c)(4» 
(6055/R7) 
Cut off at end of fiscal year m 
which hazard is corrected, 
maintain on-site and destroy 5 
years after cutoff. 
AUTH (29 CFR 196073) (N1-507-
02-1, Item65) (6055/R8) 

Cut off when the hazardous 
material is no longer used or 
stored, or upon transfer to an 
approved hazardous matenal 
accumulation site awaiting 
transport to an approved waste 
management site Destroy 50 
years from the date of the 
record (See NOTE 3) 
AUTH (000160505) (N1-507-02-1, 
6055/R901) 

Transfer to gaming agency in 
accordanceWithinstructions In 5 
CFR part 293. Subparte 
AUTH (N1-507-02-1) (6055/R9 02) 
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SCHEDULE 6055 
SAFETY PROGRAM ADMINISTRATION I 

A B 

R 
U 
L 
E RECORD SERIES DESCRIPTION 

Separated employees ~ 

~ 
........... '-......... ..... 

..........
,'<; 

' . ......... ~...
 '. .' ..........
 
" '-

10	 RESERVED 

II.	 HAZARDOUS Records documentmg employee's 
SUBSTANCE exposure to tOXICor hazardous 162 
EXPOSURE	 substances as defined in 29 CFR 

1910 
12.	 INDUSTRIAL Tests, surveys, evaluations, etc, 

HYGIENE AND which ascertain presence or absence, 
OCCUPATIONAL nature. and degree of occupational 
HEALTH RECORDS health hazards. 

163 

13 ENVIRONMENTAL Recommendations, plans and 
RECORDS supportmg data covenng pollution 

164 prevention and environmental 
preservation under the 40 CFR series 

"j2;-- Long-term medical records as 
) defined m 5 CFR, Part 293, Subpart 

~ ~ 
TransferreO'en.t' When an 
employee transfers to or fro >tJ-. _ 

Federal agency, the EMF must be 
transferred to the gaming agency at 
the same time as the employee's 
OPF, but not WIththe OPF 

C 

MAINTAINED IN 
By Immediate 
supervisor as long 
as employee is 
assigned to the 
Agency 

-. 
'. 

<, 

Medical treatment 
facihties supportmg 
any DFAS activities 

DFAS Safety 
Offices and 
Occupational 
Health Offices 

r----------

D 

CUTOFF/ D1SPOSITION/ 
AUTHORITY 
Include record of hazardous 
commumcanons trammg In 

employee medical folder (SF 
66d or comparable agency 
form) Transfer to NPRC (St 
LOUIS,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 ascertamed, or 30 years after 
latest separation, whichever IS 
later 
AUTH	 (GRS 1, Item 21 a(2)) 

Cut off on separation or transfer 
of employee Transfer for 
inclusion m record descnbed In 

Rule 9 above 
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 0001 6055 5, Industnal
 
Hygiene and Occupational Health)
 
(N1-507-02-1, Item 67) (60551R12)
 
Cut off 5 years after closmg
 
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 

-Safetv professional) 
AUTH	 ~ '~'4.'~ 
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DFAS 50J5.2-M 

SCHEDULE 6055
 
SAFETY PROGRAM ADMINISTRATION I
 

A B C D
 

R
 
U
 

I~ 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

Separated employees DFAS Safety Cut off 30 days after separation 
Offices and and transfer to NPRC, St. Louis, 
Occupational	 MO. NPRC WIlldestroy 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 
ISlater 

~	 AUTH GRS 1. 21a(2) 
14.02	 Temporary or short-term ~~ Destroy 1 year after separation 

defined In the Federal Personne or transfer of the employee. 
Manual (FPM) AUTH GRS 1. Item 21b 

1403	 Individual employee health case files ~~ Destroy 60 years after
 
created prior to estabhshment of the <, retirement to the NARA
 , 

"EMF system that have been retired to	 ...., Records Storage Facility. See 
a NARA record storage facility	 "Notes 4 and 5) 

AUTI1~GBS 1. Item 21c 

14.04	 Copies of statistical summanes and Destroy i}'e~ after the date of 
reports with related papers pertaimng the summary of~. (See 
to employee health that are retained NOTE 4) ....,-
by the reporting health unit AUTH GRS 1. Item 22 , 

NOTES: 
I. ACCIdentmformation mamtamed In the Safety Office ISdifferent from compensation claims information. Some of the 
information ISthe 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 IS Identified Original hazard reporting 
and abatement documentation shall be retained on-site for at least 5 years after the hazard(s) Is/are abated 
3 *Sectlon 103, P L 96-510. prescnbed 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 ISlater If the Administrator of the Environmental Protection 
Agency (EPA), the EPA regional administrator, the state or local environmental officials, or the OFAS 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 (I e., larger than 
8Yz"xII" 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 
disposinon for the EMFs (Rule 14 of this Schedule) X-ray films 8Yz"xl1" or smaller will fit within the EMF and are 
transferred or retired in the EMF Radrographrc results shall be Included In the EMF, with a notation of the location of any 
film not present in the EMF and how It 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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DFAS 5015. 2-M 

SCHEDULE 7040
 
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 I
 
COMPTROLLER, COST ANALYSIS, AND BUDGET RECORDS
 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I 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. 
165 RECORDS purposes ill developing or AUTH (N1-507-97-1) (7040/R1) 

Improving budget office systems 
programs 

COST TRACKING Reports, analyses, Cut off at end of fiscal year 
~ correspondence, and related data Destroy 3 years after cutoff 

which provide a chronology of AUTH (GRS 8, Item 6b) 
costs by organization and (70401R2) 

~ program element 
3 FORMAL BUDGET ............. Any DFAS Budget Cut off at end of fiscal year 

~dgetRECORDS	 ual budget Office Destroy 5 years after cutoff 
om DFAS AUTH (GRS 5, Item3a) 

on (7040/R3) 

4 BUDGET EXECUTION Internal reports and re~ Cut off at end of fiscal year. 
RECORDS to execute budget exhibits an Destroy 1 year after cutoff 

final annual budget packages. AUTH (GRS 5, Item2) 
(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 

~ =GRS 5, Item2)
5) 

6	 BUDGET Correspondence pertammg to 
CutOIf~CORRESPONDENCE routine Internal budget program Destroy 2 years cutoff 

RECORDS execution AUTH (GRS 5, Item 1) 
(7040/R6) 

7	 COST AND ANALYSIS Correspondence pertaimng to Any DFAS Budget Cut off at end of fiscal year. 
CORRESPONDENCE cost/economic analysis studies Office Destroy 3 years after cutoff 166 
RECORDS and estimating factors and	 AUTH (N1-507-93-2. Item184) 

(7040/R7)methods 
IS. . .Tn. r'lI..STRIBUTION	 Memoranda, from the Budget Cost offices Cut off at end of fiscal year 

VI... ,L'. nmrt distribution Destroy 6 years, 3 months 
records. after cutoff. 

I ITI. IGRS6. Item 1a) 
(7040/R8) 

1 



DFAS SOlS.2-M 

SCHEDULE 7205
 
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 I 
ACCOUNTING OPERATIONS - FINANCIAL RECORDS I 

A B c D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

GENERAL LEDGERS Manual and machine form Any DF AS Accounting Cut off at end of fiscal year 
ledgers, to include but not hmited Operations Office Destroy 6 years, 3 months 

to the Operating Budget Ledger after the later of either 
and Allotment Ledger pertaming closure of appropriate 

to current, expired, and closed account or liqutdation of all 
accounts obhgations m the closed 

account. 
AUTH (GRS 7, Items 2 and 3) 

2. SUBSIDIARY "<, Vanous forms and formats 

(7205/R1) 
Cut off at end of fiscal year 

LEDGERS overing allotments, obhganons, Destroy 3 years after cutoff 
ap ppnation sum manes, 
transa ons paid by and for 

AUTH (GRS 7, Item 4a) 
(7205/R2) 

others, a tments, suspense 
items, object ses, open 
allotments, indus . I funds, stock 

funds, and deposrt fu 
pertammg to current, exp d, and 
closed accounts 

3. SUPPORTING Budget Authonty ""'" Any DF AS Accounting Cut off at end of fiscal year 
RECORDS TO (BA)/Allotment, or authonzed erations Office Destroy 3 years after cutoff 
GENERAL AND 

SUBSIDIARY 
replacement, Obligation 
Authonty/Suballotment, 

AUTH (GRS 7, Item 4a) 
(7205/R3) 

LEDGERS subsidiary distribution of 
allotments and BAS to other 
SMAs, journal vouchers, and 
apphcable records pertaimng to 
recording commitments, 
obligations, accrued expenditures 
(paid and unpaid), report ofTDY 

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 

2
 



DFAS 5015. 2-M 

SCHEDULE 7205 I 
ACCOUNTING OPERATIONS - FINANCIAL RECORDS I 

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 Officers/MEO the asset. Destroy 6 years 
(PP&E) transactions and 3 months after cut off. 

167 including, but not hmited to, 
obhganon document, 

AUTH (N1-507-06-1) 
(7205/R3 01) 

receipts/vouchers, DFAS Form 
1413, DPAS/e-Blz Capttahzation 
Certification. 

3.02 Supportmg documentation for Cut off upon disposition of 
PP&E transactions mvolvmg Real the asset. Destroy I0 years 
Property, including, but not after cut off 

168 

limited to DD Form 1354, 
Transfer and Acceptance of 
Military Real Property, ENG 

AUTH (N1-507-06-1) 
(7205/R3 02) 

Form 3013, Work 
Order/Completion Report. 
construction contracts, work 
orders, and other documentation. 

3 



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.l4-R) 

SCHEDULE 7206 L 
ACCOUNTING OPERATIONS - AUTOMATED DATA PROCESSING RECORDS I 

A B C D 

R 
U 
L CUTOFF! DISPOSITION! 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 
1 DAILY DETAIL Listings used in dally operations, Any DFAS Cut off and destroy upon 

RECORDS i e , Daily Operating Budget Accounting completion of reconciliation 
Ledger!Allotment Ledger, Dally Operations Office process.169 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 

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

number of months for 
consolidatedplJl'Poses. 

3.	 TABULATIONS Documentation that includes but
 
IS not limited to edit lists,
 
transaction registers, ledgers,
 
reports, and audit lists File the
 
following separately.
 171 Daily Operations	 Cut offat 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 In 

which questions are resolved 
172 and annotations transferred. 

Destroy 3 months after cutoff 
AUTH (N1-507-97-1) 
(7206/R301) 

4. CONSOLIDATED Annual appropnations 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 appropnanons 
173	 not hmited to, selective are available for obhgation 

transaction history listing, usually AUTH (N1-507-97-1) (7206/R4) 

for an entire FY 

r----------- Consolidated tabulations for Cut ofTat end of fiscal year. 
expired accounts pertaining to Destroy 6 years, 3 months 
uIi!' . lated obhganons after the later of either closure 

~ 

......transferred from of appropriate account or 
appropriations produced fr;;-- r-------- hquidation of all obligations In 

monthly summary or other ~account 
records, usually for an entire FY. AUTH _\~ :e-e. ~ 

(7206/R4 01) 

4 



174 

DFAS 50J 5.2-M
 

SCHEDULE 7206 
ACCOUNTING OPERATIONS - AUTOMATED DATA PROCESSING RECORDS 

A 

R 
U 
L 
E RECORD SERIES 

402 

502 

B 

DESCRIPTION 
Consolidated tabulations for 
contmumg X or No-Year 
appropnations documents 

Computer hsnngs Including but 
not limited to. EOD IMR and 
GLAC update. dally 
FPMRJOCCR update and 
reconciliation, dally fuels division 
pu ut, base MCS transaction 
list, mves MACR status 
report and reconci list, 
equipment In use GLA up 
obligated and unobligated and 
due-out report, oeCR record list 
and summary, Investment 
equipment reconciliation GLAs 
14041, and other miscellaneous 
hstmgs, furnished to other 
orgamzanons or mcluded later In 

EOM roducts 
SF MACR status report, SF on 
order m-transit payable list, 
PFMR reports, EOM punch-out 
IS I F due-out list, LP 

o en item lists 
Dally, periodic and monthly 
summary automated records 

C 

MAINTAINED IN 

Any DFAS 
Accountmg 
Operations Office 

D 

CUTOFF/ DISPOSITION/ 
AUTHORITY 
Cut off at end of fiscal year in 
which mdivrdual or allotment 
account IS closed Destroy 4 
years after cutoff 
AUTH (N1-507-97-1) 
7206/R402 

Cut off and destroy upon 
transfer of annotations and 
receipt of new hstmg 
AUTH (N1-507-97-1) (7206/R5) 

Cut off at end of fiscal year. 
Destroy I year after cutoff 
AUTH' (GRS 6, Item Ib) 
(7206/R501) 

Cut off at end of month 
Destroy 30 days after cutoff 
A - 7-97-1) 
(7206/R502) 
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DFAS 5015 2-M 

SCHEDULE 7220
 
VENDOR PAY OPERATIONS - FINANCIAL RECORDS
 

This schedule governs disposition of records accumulated in Vendor Pay Operations. (Reference
 
Financial Management Regulation, DoD 7000.l4-R)
 

SCHEDULE 7220
 
VENDOR PAY OPERATIONS - FINANCIAL RECORDS
 

A B C D 

R 
U 

CUTOFFfDlSPOSITIONI 
DESCRIPTION MAINTAINED IN AUTHORITY 
Memoranda, Advice from the Any DFAS Vendor 
Accountmg Operations DIVISIon Pay Operations 
for fund distnbution records Office 

2	 OBLIGATION Obligation au
 
AUTHORITY IFUND comparable documents u
 
ALLOCA TIONS provide funds for commitment an
 

obligation purposes related to 
current, expired, and closed 
accounts 

3 COMMITMENTS Unobligated commitments 
175 cancelled durmg FY or when 

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

after the later of erther closure 
of appropnation account or 
liquidation of all obhgatrons m 
the closed account 
AUTH	 (GRS 6, Item 1a) 
(7220/R301 

4 OBLIGA nONS porting Cut off at end of fiscal year. 
undelivered orders 0 dmg Destroy 6 years, 3 months 
(UOO) and accrued expen after FY m which 
unpaid (AEU) pertammg to entitlement/lrabihty occurred. 
current, expired, and closed AUTH (GRS 7, Item 3) (7220/R4) 

a ro nations 
401 Obhgations cancelled as bemg Cut off at end of fiscal year. 

mvahd before fundmg stroy 6 years, 3 months 
appropnation closes after n which 

6 



DFAS 50J5.2-M
 

SCHEDULE 7220 

VENDOR PAY OPERATIONS - FINANCIAL RECORDS 

A B 

DESCRIPTION 
Ongmal records supporting 
accrued expenditures paid CAEP) 

--'''1n~w'll,g,,~to current, exprred, and 
closed appropirniiiaiTm~~ 

501 Retained copies 

176 

Record copies of ledgers and 
supporting records used to reflect 
appropnanon reimbursements, 
refunds, and credits to deposit fund 

d recei t accounts. 
601 Non d copies ofledgers and 

supporting r s used to reflect 
appropnation reirnb ents, 
refunds, and credits to deposi 
funds and recei t accounts. 

6.02 Ledgers and supporting records 
used to reflect appropriation 
reimbursements. refunds, and 
credits to deposit funds and receipt 
accounts related to expired and 
merged ("M") accounts 

7 REPORTS Copies of reports pertinent to 

177 Vendor Pay Operations. 

7 01 Documents reflecting payment 
required to be reported to IRS, 

178 including Treasury Department 
forms used to report payments (W-
2s . 
Receiving reports - Copies 

703 

C 

MAINTAINED IN 
Any DFAS Vendor 
Pay Operations 
Office 

DFAS Sites 

D 

CUTOFFIDISPOSITIONI 
AUTHORITY 
Cut off at end of fiscal year In 

which discrepancies Identified 
by servicing Sites have been 
corrected. if necessary, and 
final payment made Destroy 
6 years, 3 months after cutoff 
A Item 1a) 
7220/R5 

Cut off at end of fiscal year 
Destroy 1 year after cutoff. 
AUTH (GRS 6, Item 1b) 
(7220/R6 01) 
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DFAS 50J5.2-M
 

SCHEDULE 7220 I 
VENDOR PAY OPERATIONS - FINANCIAL RECORDS I 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
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 supportmg which final collection is 
records effected or any corrective 

179	 action IS 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,
 
postmg data transfer, similar forms
 
and speciahzed posting media for
 
machme apphcanons, used to
 180 
provide mput data to the 
accountmg operations 
No corrective action necessary Any DFAS Vendor Cut off at end of day Destroy90 

Pay Operations days after cutoff 
AUTH	 (N1-507-97-1) (7220/R9»Office

9.01	 Corrective action necessary Cut off at end of day Close 
file when all corrective actions 
have been taken. Destroy 90 

181	 days after file has been closed. 
AUTH	 (N1-507-97-11 
(7220/R901) 

IV. lDL lOGS Logs used to record disbursement	 Cut off at end of fiscal year 
.11 vouchers (e g.	 Destroy6 years, 3 monthsafter 

cutoff 
uuu 

manual payments for reportmg 
A IT~ IGRS 6, Item 1a)Prompt Payment Act) (7220/R10) 

11.	 BUYER INTERFUND Bills receipted and mterfund zero Cut off at end of fiscal year In 

BILLS - NON-FMS (See balance hsnngs, supply system which billed. Destroy 1 year 182 NOTE 1)	 updates, and related adjustment after cutoff 
vouchers AUTH (N1-507-97-1) (7220/R11). 

~RLIFT SERVICE InVOIceclaims to public, cash Industrial Fund Cut off at close ofFY in~ 
collection vouchers; ACC Offices which final collection ISINU~

REVENUE, BILL ~n authonzations, effected Destroy 6 years after 
AND RECEIVABLE transpo ...,carao movement cutoff (See NOTE 2). 

documents, MTAs & I AUTH (GRS 9, Item 1a);m.t,,/S. 

travel orders, voucher for tran~ 
between appropnation, and general r---------- (7220/R12) 

correspondence used as backup to 
bilhng ~ 

NOTES 
1. Seller and Buyer Interfund Records for Foreign Mihtary Sales are covered m Schedule 7360, Rule 9 
2. For other records related to foreign military sales, check remainder of rules contamed m Schedule 7360. 
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DFAS 50J5.2-M
 

SCHEDULE 7221
 
CENTRAL PROCUREMENT ACCOUNTING SYSTEM
 

SCHEDULE 7221 I 
CENTRAL PROCUREMENT ACCOUNTING SYSTEM I 

A B C 

R 
U 

L 
E RECORD SERIES DESCRIPTION MAINTAINED IN 

CENTRAL Diagnosnc hstmgs contaimng Database 
PROCUREMENT mfonnation used to balance system Adrmrnstration 

ACCOUNTING when an out-of-balance occurs, Location 
STEM (CPAS) hstings used by Data Manager. 

(Sysout, BRO, BRI, BR2, BR3, 
BR4, BR5, BR6, BR7, BR8, 8R9, 
3NI) 

101 Individual Submissions of Reports Mamtamed by Budget, 
used by CP AS customers to Item Manager, 

age stock fund weapons Resource Advisor, FO, 
sys s, FMS open/closed cases, other customer 
track I cial status, manage 

caprtal equ ent purchase, 
Identify donna urchase 
requests, research egular fund 
status, control ULOs 10,IGI, 
ILl, INI, IRI, 1R2, IR , R7, 
20A, 20B, 20C, 20 I, 204, 5, 
206,207,08,209, 2HI, 2H2, ~" 
2H3, 2H4, 2Jl, 212, 213, 2L1, 2L3,	 i'..,. 
30,3D3,3H,3N2,4AI,4HI,4LI, <, 

7A2, 701, lEI, 902, 9FI, 911) ',. 
1.02	 LISTINGS used to verify OFAS SItes 

transactions processed/interfaced, 
mismatched data, idennfy over-
obhgations, and assist in delivery 
reportmg (ERI, ER2, 101, IFI, 
\HI, 111, IR6, 2P6, 2TI, 2T2, 
9QI) 

103	 LISTINGS used to manage the 
Direct Disbursement function 
(lBI, IB2, IB3, 184, 111,112, 
lSI, lVI, IV2, IV3, 2WI, 3CI, 
3SI. 3VI. 4MI) 

D 

CUTOFFIDISPOSITION/ 
AUTHORITY 
Cut off/close at end of fiscal 
year In which auditors 

authorize disposal. Transfer to 
archive reserved for 6-year, 3-
month retentiorus). 
Delete/erase 6 years, 3 months 
after cutoff. 
AUTH (N1-507-02-1, Item 71) 
(7221/R1) 
Cut off after each mdividual 
subrmssion, delete/erase 30 
days after having been added 
to total cumulative database 
(l 06 below) 
AUTH (N1-507-02-01, Item 72) 
(7221/R1 01) 

Cut off/close and delete when 
superseded 
AUTH (N1-507-02-1, Item 73) 
(7221/R1 02) 

Cut off/close at end of fiscal 
year. Transfer to archive 
reserved for l-yean. 
retentionts). Delete/erase I 
year after cutoff -, ' -, 
AUTH (N1-507-02-1, Item 74)'-.., 
(72211R1 03) <, 
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DFAS 5015 2-M
 

SCHEDULE 7221 I 
CENTRAL PROCUREMENT ACCOUNTING SYSTEM I 

A B C D 

R 
U 
L CUTOFFIDISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

LISTINGS used to DFAS Sites 
validate/reconcile/adjust open 
Items, imnations, commitments 
and obligations, reconcile FMS 
case transactions to dehvenes, and 
balance at FY end (IU, IN I, 
2H2, 2H3, 2L2, 2P I, 2P2, 2P3, 
2P4, 2P5, 2P7, 2P8, 2P9, 3Tl, 
3T2, 8U, 8L3, 8NI, 9MI, 9PI, 

'"ge2,9Tl) 
LIs s not requiring corrections Cut off/close at end of fiscal 

year Transfer to archive 
reserved for 2-year 
retentionts) Delete 2 year 
after cutoff 
AUTH (N1-507-02-1, Item 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 hstmgs, 
Delete/erase 2 years after 
close of fiscal year In which 
corrections are made 

, ~.UTH (N 1-507-02-1, Item 76) 
(7221/R1 05) 

106 Total cumulative database Retain ln.electromc media for 6 
years, 3 months as part of an 
htstoncal database, Delete/erase 
the oldest year's d~thll the end of 
each fiscal year -,~ 
AUTH (N1-507-02-1, Item 
(7221/R1 06) 
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DFAS 5015 2-M
 

SCHEDULE 7225
 
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 I
 
VENDOR PAY OPERATIONS - AUTOMATED DATA PROCESSING
 
RECORDS
 I 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

INTEGRATED Interface program lisungs used DFAS Sites Cut off and destroy on 
ACCOUNTS primarily to review vendor supersession, provided all 

~ PAYABLE SYSTEM contracts, receipts, and payment questions have been resolved 
PS) transaction mterfaces (BCAS, and annotations transferred 

MEDLOG, SBSS) AUTH (N1-507-97-1) (7225/R1) 

102	 Optional program hstmgs used Cut off and destroy on 
pnmanly to review status of supersession, provided all 
vendor, contract appropnation questions have been resolved 

and annotations transferred ~abl"ecOnl"andto 
correct invoices and	 AUTH (N1-507-97-1) (7225/R1 02) 

corded in the lAPS 
s 

103 Cut off at end of fiscal year In
open",,"~vahdation/reco hation hstmgs,	 which bt1led Destroy I year 
i.e. Dormant Oblig on List,	 after cutoff 

AUTH (N1-507-97-1) (7225/R1 03) BQIIAPS Recon 
104 Prompt Payment Act inf~~ Cut off at end of fiscal year 

list used as report supporting Destroy I year after cutoff 
detailed mformation AUTH (N1-507-97-1) (7225/R1 04) 

105	 Listmgs produced by end-of-day Cut off and destroy on 
programs used to venfy supersession, provided all 
transactions processed, notices of quesnons have been resolved 
follow-up acnon, payment and annotations transferred. 
computation/forecast lists	 AUTH (Nl-507-97-1) (7225/R1 05) 

106	 Voucher control log produced by Cut off at end of fiscalyear 
end-of-day programs. ~ Y'''' 3months after 

GRS 6. Item 1a) 
06) 

107	 Dally Obhgation Vahdation DFAS Sites Cut off1ttY"""
Register.	 Destroy I ye after cutoff 

(NOTE I) 
AUTH (N1-507-97-1)' 25/R107) 

1.08	 Additional end-of-day program Cut off and destroy on ~ 
listings completion of corrective ac . n. 

AUTH (N1-507-97-1) (7225/R1 0 

11 



DFAS 5015 2-M
 

SCHEDULE 7225 I 
VENDOR PAY OPERATIONS - AUTOMATED DATA PROCESSING 
RECORDS I 

A 8 C D 

R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

I~
r'\.. 

Archived/Purged Contracts List. Cut off on date of listing 
Destroy 6 years, 3 months 
cutoff 
AUTH (GRS 6, Item 1a) 
(7225/R1 09) 

after 

2 S NDARD LIstings used pnmanly to review DFAS SItes Cut off upon receipt of new 

MA EL supply transactions and their effect hsnng (Where annotation IS 

ACCO TING on the accounting records required, retain record until 
SYSTEM S) annotation has been transferred 

to new record.) Destroy on 

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

201 LIstings and reports used pnrnanly Cut off at end of fiscal year 
to support stock fund general Destroy I year after cutoff 

~Io reconcile with the 
nd to reconcile to 

AUTH (GRS 6. Item 1b) 
(7225/R201) 

anon and 
data m the General 

stem 

3. BUYER INTERFUND 
BILLS - NON-FMS 

8.1\, ,eceiPt:~nd 
balance hstmgs 

zero Cut off at end of fiscal 
which billed Destroy 

year in 
I year 

(See NOTE 2) after cutoff 
AUTH (N1-507-97-1) (7225/R3) 

4 AUTOMATED 
MATERIEL 

Listmgs used pnmanly t:~ 
supply transactions and their ect 

Cut off after 3 months 
receipt of new hstmg 

or upon 
(Where 

ACCOUNTING on the accounting records. annotation IS required, retain 
SYSTEM (AMAS) -. record until annotation has been 

transferred to new record) 
Destroy on cutoff 
AUTH (N1-507-97-1) (72251R4) 

401 Listings and reports used pnmanly DFAS es Cut off at end of fiscal year 
to support stock fund general Destroy I yeiir after cutoff 
ledger update, to reconcile WIth the 
tnal balance, and to reconcile to 

AUTH (GRS 6, Item 1b) 
(7225/R4 01) 

expense, obliganon and 

5. MATERIEL 

ACCOUNTS 

PAYABLE SYSTEM 

reimbursement data In the General 
Accountmg System 

Interface program hstmgs used 
pnmanly to review vendor 
contracts, receipts, and payment 

-,C§fYOOsuper sron, provided all 
question ave been resolved 

(MAPS) transaction Interfaces and annota ns transferred 
AUTH (N1-50 -1) (7225/R5) 

5.01 Optional program listings used Cut off and des on 
pnmanly to review status of supersession (See ~TE t) 
vendor, contract appropriation AUTH (N1-507-97-1) (7 IR501) 

summary table records, and to 
audit and correct Invoices and 
receIpts recorded in the database 

12
 



DFAS 50J5.2-M 

SCHEDULE 7225 I
 
VENDOR PAY OPERATIONS - AUTOMATED DATA PROCESSING
 
RECORDS I
 

A B C D
 

R
 
U 
L CUTOFF/DiSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

Open Items obligations hstmgs Cut off at end of fiscal year in 
, which billed Destroy I year ~ after cutoff 

AUTH (N 1-507-97-1) (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 I) 

~ transactions or open obligations AUTH (N1-507-97-1) (7225/R5 03) 

'", and payment transacnons used as 
~pport for Journal voucher 

504 Cut off at end of fiscal year 
list use adjust stock fund Destroy I year after cutoff. 
general ledg for unprocessed	 AUTH (N1-507-97-1) (7225/R5 04) 

supply payment erface 
transactions or open hgations 
and payment transactlo~ 

505	 Listmgs 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 list/materiel and annotanons transferred 
payment forecast ~~,	 AUTH (N1-507-97-1) (7225/R5 05) 

pro~;,~!~rnn'''oo 

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

-", cutoff 
~ (GRS 6, Item 1a) 

IR506) 
507	 Dally Obligation Vahdanon C~~lY'M'register	 Destroy I after cutoff 

(See NOTE I) 
AUTH (N1-507-97-1 225/R507) 

508	 End-of-day program listings Cut off and destroy 01~ 
completion of corrective ac n. 
AUTH (N1-507-97-1) (7225/R5 08 

NOTES-
I Destroy these records m annual blocks only If there are no outstandmg discrepancies for which corrective actions are 
prescribed 
2 Foreign Military Sales Seller and Buyer Interfund Bills are covered in Schedule 7360, Foreign MIlitary Sales 
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DFAS 50J5.2-M
 

SCHEDULE 7280 
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 I 
NONAPPROPRlATED FUNDS (NAF) FINANCIAL MANAGEMENT 

A 

R 
U 
L 
E RECORD SERIES 
I BUDGETARY DATA 

183 

1 01 

184 

2 FINANCIAL 

185 STATEMENTS AND 
REPORTS 

2.01 

186 

202 

187 

2.03 

188 

204 

189 

205 

190 

3. REPORTS 

191 

B 

DESCRIPTION 
Data on advanced approvals of 
expenditures for fixed assets, such as 
authorizations for improvements, 
addmons to buildmgs, purchase and 
mstallation of equipment, etc. 
Copies of documents described in 1a 
above 

Statements (mcludmg consolidated) 
reports of audit and of mspections 

Monthly and quarterly statements 
and reports, with substantiating data. 

Workmg papers, source documents, 
and other support data relatmg to 
statements and reports in 2a and 2b 
(1). 
Informational copies of unit fund 

statements and reports, WIth related 
correspondence (mcludmg retamed 
copres ofpreparmg activity reports) 
Computer hstmgs of command input 
compnsed of edrt, error, out-of-
balance and discrepancy data used 
for internalprocessmg 

Such as statement of financial 
condinon, 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 

RECORDS I 
C 

MAINT AINED IN 
Approving agency 

NAF activities 

Preparmg activmes 
above Accountable 
Station level 
At preparmg activines 
at Accountable 
Stations 

At other than 
preparmg activities 

Preparmg acnvrty 

Other than preparmg 
activities 

Processmg Center 

D 

CUTOFF/DISPOSITION/
 
AUTHORITY
 
Cut off at end of fiscal year.
 
Destroy 5 years after cutoff
 
AUTH (N1-507-97-1) (7280/R1) 

Cut off at end of fiscal year 
Destroy 1 year after cutoff. 
AUTH (N1-507-97-1) 
(7280/R101) 
Cut off at end of fiscal year. 
Destroy 5 years after cutoff. 
AUTH (N 1-507-97-1) (7280/R2) 

Cut off at end of fiscal year. 
Destroy 4 years after cutoff 
AUTH (N1-507-97-1) 
(7280/R2 01) 

Cut off at end of fiscal year. 
Destroy I year after cutoff 
AUTH (N1-507-97-1) 
(7280/R2 02) 

Cut off at end of fiscal year. 
Destroy I year after cutoff. 
AUTH (N1-507-97-1) 
(7280/R203) 

Cut off at end of fiscal year. 
Destroy I year after cutoff 
AUTH (N1-507-97-1) 
(7280/R2 04) 

Cut off at end of month 
Destroy 4 months after cutoff. 
AUTH (N1-507-97-1) 
(72801R2 05) 
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DFAS 5015 2-M
 

SCHEDULE 7280 I 
NONAPPROPRIATED FUNDS (NAF) FINANCIAL MANAGEMENT RECORDS I 

A B C D 

R 
U 
L CUTOFFIDISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

Command Consolidated Reports - OFAS Arlmgton Cut off at end of fiscal year 
Yearend and/or Subordinate Destroy 10 years after cutoff. 

activities AUTH (N1-507-97-1) (7280/R3) 
301 Command Consolidated Reports - Cut off at end of fiscal year 

192 Monthly & Quarterly Destroy 5 years after cutoff 
AUTH (N1-507-97-1) 
(72801R3 01) 

4 CLAIMS Reports of incidents, supportmg 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 

193 loss of funds. accidents, 
entnes/ormssrons in official records, 

AUTH (N 1-507-97-1) (7280/R4) 

military disciplinary actions and/or 
criminal actions, board proceeding 
data required to support a claim 

194 

5 BOARD 
PROCEEDINGS 

Reports, supportmg data', and related 
correspondence that relate to NAF 
losses and mvesugations thereof 

Cut off at end of fiscal year 
Destroy 3 years after cutoff 
AUTH (N1-507-97-1) (7280/R5) 

which do not support a claim 

195 

6 NAF CUSTODIAN 
CERTIFICATE 

Memorandum receipts of cash, other 
negotiable Instruments, certificates of 
inventories of assets and liabilities 
assumed by a temporary replacement 
or successor custodian 

Fmancial management 
offices 

Cut off on change of 
custodian Destroy 12 
years after cutoff. 
AUTH (N1-507-97-1) (7280/R6) 

7 INSURANCE Property, group life, accident and Fmancial management Cut off on discontinuance of 
health, theft. burglary/robbery, offices the fund Destroy 4 years after 

196 
money and security, Workman's 
Compensation and Employer's 

cutoff 
AUTH (N 1-507-97-1) (7280/R7) 

liability, 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. 

197 self-Insurance owed that are also 
used to compute the charges to be 

AUTH (N1-507-97-1) 
(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 
198 and related control data used for 

control of payments made, balances 
loan or grant. Destroy 5 years 
after cutoff 

due, etc AUTH (N1-507-97-1) (7280/R8) 

9 INVESTMENTS Savings bonds, treasury notes, bills, Cut off on transfer or 
(GOVERNMENT OR bonds and certificates, and liquidation of the security 

199 GOVERNMENT 
AGENCY 

documents used to negotiate transfer, 
reissue. deposu, and for redemption 

Destroy 5 years after cutoff 
AUTH (N1-507-97-1) (7280/R9) 

SECURITIES) of the secunties used for control of 
payments made, balances due, etc 
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DFAS 5015 2-M
 

SCHEDULE 7280 I 
NON APPROPRIATED FUNDS (NAF) FINANCIAL MANAGEMENT RECORDS 1 

ABC D 

R 
U 
L CUTOFFIDISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
10. GENERAL LEDGER Ledger sheets in accounting books of Cut off at end of fiscal year. 

final entry Destroy 6 years, 3 months 
after cutoff 
AUTH (GRS 7, Item2) 
(7280fRl0) 

II JOURNALS, Basic books of accounts wherein all Cut off at end of fiscal year. 
REGISTERS, AND classes of transactions are onginally Destroy 3 years after cutoff 

200 
LEDGERS recorded general journals, cash 

receipts, journals, check registers 

AUTH (Nl-507-97-1) (7280fRl1) 

(cash disbursement journals), 
voucher registers (accounts payable 
ledgers), recurnng or closing 
journals, payroll journals 

~ MACHINE LISTINGS Dally/monthly documents, mcludmg Financial Management Cut off on completion of 
............ accounts receivable (credit balance, offices reconciliation Delete 45 days 

statements, delinquent accounts list, after cutoff 
alphabetic sequence list), accounts AUTH (Nl-507-97-1) (7280fR12) 

payable (vendor list, abbreviated 
vendor list, released Invoice hst, 

dor analysis report, cash 
requi nts, agmg report, vendor 
change regi distnbutron joumal, 
voucher register), solidated 
banking (cash reconci n hst, 
conversion hst), general ledg hart 
of accounts, accounting penod list, 
reference code hst, detarl hst by 
account, detail hst by journal, year-
to-date summary, report file list-
OPRlBS, budget summary report, hst 
of assets), Inventory (Inventory 
master, file maintenance audit report, 
transaction journal, Inventory status 
report. crttical Inventory, out-of-
stock report, slow moving Item 

, 
.............. 

report, control ledger report) .~ 

13. WORKING FUNDS Reports, bank checks (tnphcate NAFFMB Cut off at end offiscal year or 

201 
copy), petty cash vouchers 
(duplicate), and copies of bank 
deposit slips reflecting all deposrts, 

hqurdation of the funds Destroy 
4 years after cutoff 
AUTH (N1-507-97-1) (7280fR13) 

reimbursements, and a runnmg 
balance of cash in the bank 

202 

14. MONTH-END 
WORKING PAPERS 

Records of bank (CBP) 
reconciliations and other audit 
working papers used for detarlmg 

FInancial Management 
offices 

Cut off at end of fiscal year 
Destroy 2 years after cutoff 
AUTH (Nl-507-97-1) (7280fR14) 

general ledger control account 
balances 
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DFAS 5015 2-M
 

SCHEDULE 7280 I 
NONAPPROPRIATED FUNDS (NAF) FINANCIAL MANAGEMENT RECORDS I 

A B C D 

R 
U 
L CUTOFF/DISPOSITIONI 
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 reflectmg In summary a report provided account IS clear.203 on cash and charge sales used to AUTH (N1-507-97-1) (7280/R15)
 

support entnes on the consolidated
 
dally report.
 

1501 Consolidated dally reports which are Cut off at end of fiscal year 
record copres used to support entries Destroy 3 years after cutoff, 

204 m cash receipt Journals and for provided account IS clear. 
postmg the subsrdiary accounts AUTH (N1-507-97-1) 

(7280/R15 01)receivable ledger 
16.	 ACCOUNTS lndividual subsidiary records of Cut off at end of fiscal year 

RECEIVABLE amounts due the fund, and supporting Destroy 4 years after cutoff 205 documents reflectmg 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 determme charges to be amortized Destroy 2 years after cutoff 
206 CHARGE)	 each month reflectmg the balance of AUTH (N 1-507-97-1) (7280/R 17) 

an expenditure carried forward to be 
written off In one or more followmg 
periods. 

DISBURSEMENTS Checks, separate accounts payable	 Cut off at end of fiscal year ~ 
vouchers WIth supportmg purchase Destroy 6 years, 3 months
 
orders, receiving report mvoices, after cutoff.
 
petty cash vouchers that reflect on AUTH (GRS 6. Item 1a)
 

(7280/R18)~ ~se of merchandise, supplies
 
rvices
 

19.	 COLLECTION Fmancial management Cut off at end of fiscal year. 
C~hOO~record copies re 'ng collection of offices Destroy 6 years, 3 months
 
NAF membership dues, cession after cutoff.
 
income and related collections AUTH (GRS 6, Item 1a)
 

(7280/R19) 

20 HOSPITAL FUND Ledgers, Journals, council books Cut ofT at end of fiscal year. 
ACCOUNTS cash/disbursement receipts, financial ~~ Destroy 6 years, 3 months 

statements, cash vouchers, vendors after cutoff. 
" <,invoices, contracts and purchase ~yTH (GRS 6, Item 1a) 

orders that reflect on the (7~~~ 

adrrumstration of activities financed '---,
 
by central and mdividual hospual "-.......~
 
funds
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DFAS 50J5.2-M 

SCHEDULE 7300
 
ORIGINAL DISBURSING ACCOUNTS
 

This schedule governs disposition of records pertaining to original source documents. (Reference:
 
Financial Management Regulation, DoD 7000. 14-R)
 

SCHEDU LE 7300 I 
ORIGINAL DISBURSING ACCOUNTS I 

A B C D 

R 
U 
L CUTOFF/DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
1. ORIGINAL Ongmal collection and disbursement 

ACCOUNTS	 vouchers, bond Issuance schedules,
 
applicable control registers and
 
hstmgs, statements of accountabilrty
 
and supporting records, Treasury
 
statements and reconcihanons,
 
certificates of deposit, DJMS-RC
 
mforrnation file (money lists),
 
summaries, and cover sheets, retiree
 
and annuitant substantiatmg
 
mformation, voucher hstmgs and
 
summanes, VA Class N summanes,
 
accounts receivable listmgs, and other
 
comparable data to mclude NATO
 
Infrastructure Program
 

"I--- Regular accounts DFAS SItes	 Cut off at end of month 
Transfer I year after cutoff. 
Destroy 6 years, 3 months after -------- cutoff. (See NOTES 1,2 and 
3) AUTH (GRS 6. Item 1s 
EAveI' J~1-507-97-1 ) 
(7300/R1) -

I 01 FMS cases	 Cut off at end of month m 
which final payment made. 
Destroy 30 years after final 
payment (See NOTE 3) 
AUTH (N1-507-97-1) (7300/R1 01 

accounts Accountable Stations	 Transfer cutoff records directly 
to RRSF on normal quarterly or 
fiscal year cycles for 

~ ------- Ongmal	 

apphcation of disposition 
instructions m I above. r-------- AUTH (GRS 6. 1a EXCEPTION) -
(N1-507-97-1) (7300/R1 02)
 r-------

1 03	 Accounts and Supporting Documents DFAS sites 
pertammg to Amencan Indians	 T 

) 
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DFAS 5015 2-M
 

SCHEDULE 7300 I
 
ORIGINAL DISBURSING ACCOUNTS I
 

A B C D
 

R
 
U
 
L	 CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY

N TRANSPORTATIO Original vouchers supported by Accountable Stations Cut off at end ofpenod of the 

I "'" N BY FOREIGN mternanonal English-language bills account. Destroy 6 years after 
for freight, passenger, and household cutoff (See NOTE 5) 
goods between foreign countries; and AUTH (GRS 9, Item 1a) 

vouchers for the same service from 

~	 foreign countnes to the US 
201	 Ongmal vouchers other than those Accountable Stations Forward to servicing DFAS
 

supported by international Enghsh- Site as directed
 
'~age bills for freight, passenger, (See NOTE 5).
 
and ho ehold goods between foreign AUTH (GRS 6, Item 1a)
 

countries, d vouchers for the same
 
service from ~ countries to the
 
US ~.....
 

3 DEFENSE TRAVEL Completed tnp recordS~Udmg DTS Archive Maintain in DTS Archive for 6 
SYSTEM (DTS)	 request, authorization, and a oved years and 3 months after final 

payment. Includes scanned ima of payment to traveler and travel 
all receipts for lodgmg and rental car vendors (See NOTE 6 and 7) 
expenses and all receipts for ~ AUTH (GRS 6, Item 1a) 
mdividual reimbursable expenses of I <,~ 
$75 or more ' ..... 

301	 Hardcopy travel receipts that have Authonzmg Oft.1~lal/ Cut off 90 days after Imaged 
been electronically attached to Traveler ' mto system Destroy or 
voucher submitted for approval and maintain as traveler's personal 
verified In DTS by Authorizing 'recctrds after cutoff. (See Note 
Official 7 and'i) 

AUTH iGRs 20, Item 2a) 
302	 Hardcopy travel receipts for DTS Traveler/ Authonzmg Cut OffUPon~payrnent to
 

travel performed prior to May 2004 Official traveler and trave ndors.
 
unless receipts are retroactively Destroy 6 years and 3 nths
 
scanned Into DTS. after cutoff (See NOTE .
 

AUTH ~GRS 6, Item 1a) " .......
 

NOTES' 
I. A copy of the NATO Infrastructure Program vouchers Will be kept Withthe pre-financed project files. 
2 See DoD 7000.l4-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, If 

freeze has caused retennon beyond normal disposal date. 
4 Not authorized for disposal Such records must be retained mdefimtely SInce they may be needed m litigation mvolvmg 

the Government's role as trustee of property held by the Government and managed for the benefit of Indians 
5.	 ThIS Item does not include vouchers covenng charges for which there ISa circumstance that prevents settling of the 

account; such vouchers are covered by GRS 9, Item Ib 
6	 Ifthere are outstandmg claims, exceptions, or pendmg htigation m connection With an account, the records must be 

retamed In the DTS-Archlve until settlement IS made 
7.	 Hard copy travel receipts must be maintained for 6 years and 3 months for DTS records generated prior to 

implementation of electromc attachment capability for receipts unless retroactively imaged mto system 
8 Travelers are advised to retam 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 workmg copies of records pertaining to the MAFR program; the 
disposition of original records is shown in Schedule 7300, Origmal Disbursing Accounts. (Reference: 
Financial Management Regulation, 000 7000.14-R) 

SCHEDULE 7305 I 
MERGED ACCOUNT ABILITY AND FUND REPORTING (MAFR) SYSTEMS RECORDS I 

A B C D 

R 

U 
L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

I TRANSITORY WORK Transitory MAFR control data Designated DF AS Cut off at end of month 

FILES having recurnng updates (such as Sites Destroy 30 days after month in 
appropriation master validation which created or when 
file, sales code file, Accountable superseded by files update. 

208 Station file), mterfund seller AUTH (N1-507-97-1) (7305/R1) 

address file, records location, 
master listings of edit error and 
out-balance listings, 
miscellaneous correspondence 

2 RCS 7112171 I3 Transitory reference data, EDP Cut off at end of fiscal year. 
ACCOUNTANT listings of reconciliation Destroy 2 years" after the FY 

WORKING FILES differences, DF AS-AAIDE In which created 

suspense by ADSN data, voucher AUTH (N1-507-97-1) (7305/R2) 

209 and DA 14-94 rejects. records 
mcludmg forms; other ADP 

listing used m normal processing, 

(Increase 
previous 

m retention 
guidance) 

over 

EDP master cycle, by other 
listing, 7138 data and PIN listing, 
MAFR error hstmg, and other 
related listings 

3 RCS 711217113 ADSN, 711217113 folders, mcludmg Designated DF AS Cut off end of fiscal year 
DCASR, CADC INPUTS, AUTODIN ltst and EDP listings Sites Destroy 2 years after the FY In 

DCMD of ADSN reports, 7138 cycle which created 
data, cash reports and DF AS- AUTH (N1-507-97-1) (7305/R3) 

AAIDE suspense, and other 

210 related EDP listmgs mcludmg 
adjustment voucher, automatic 
vahdanon and other related 

hstmgs and correspondence 

pertment to DAO cycle and 
month-end processmg, mcludes 

data peculiar to AMC 
transportation processing 
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SCHEDULE 7305 I 
MERGED ACCOUNTABILITY AND FUND REPORTING (MAFR) SYSTEMS RECORDS 1 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
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 m 
TRANSACTIONS FOR mcludmg but not limited to which created 

211 
AIR FORCE vouchers. EDP listings, 7110, 

7111, 7113, 8702 reports. SF 

AUTH (Nl-507-97-1) (7305/R4) 

1221/TFS 224 schedules of 
transactions, other comparable 
data, correspondence and related 
by-products 

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

212 
ladmg, and meal ncket, advice of 
rejecuon, reject listings, open 

which created 
AUTH (N1-507-97-1) (7305/R5) 

allotment ltstmgs and related 
documentation including 
correspondence 

6 INTERFUND BILLING EDP listing of AUTO DIN, 7113, Designated DFAS Cut off at end of fiscal year In 

TRANSACTIONS DD 1400, and seller and buyer Sites which created or reconciliation 
summary bilhngs; various Internal of charges is completed, 
EDP listings and reports such as whichever is later. Destroy 4 

213 unmatched sellerslbuyers, years after cutoff 
delinquent hstmgs, suspense AUTH (N1-507-97-1) (7305/R6) 

hstmg, 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 
214 appropnation control, Treasury reconcihation of charges IS 

cash report hstmgs, and other completed, whichever is later 
comparable data. AUTH (N1-507-97-1) (7305/R7) 

(*Increase In retentionover 
previousgUldance) 

8 ADJUSTMENT SF 1080. Voucher for Transfers Cut off at end of fiscal year in 
VOUCHERS Between Appropnanon and/or which created Destroy 10* 

215 Funds, and SF \081, Voucher and years after cutoff 
Schedule of Withdrawals and 
Credits. and related documents. 

AUTH (N1-507-97-1) (7305/R8) 
(*Jncrease In retention, exception 
to GRS 6, Item la) 

9 UNLIQUIDATED OR Copies of disbursements and Cut off end of fiscal year In 

216 DISCREPANT 
PAYMENTS AND 

collections made In support of 
DFAS contracts processed 

which created. Destroy 10 
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 OFAS Sites or Accountable Stations). (Reference: Financial 
Management Regulation, DoD 7000.14-R, Volume 5) 

SCHEDULE 7310 I 
INTERNAL CONTROL RECORDS, PHYSICAL LOSS OF FUNDS, AND ERRONEOUS PAYMENT CASE FILES I 

A B C D 
R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 
I TREASURY CHECKS Transfer of checks report and Accountable Stations Cut off at end of fiscal year 

AND SAVINGS BONDS related Internal control records Destroy 6 years after cutoff 217 
CONTROL	 AUTH (N1-507-97-11 (73101R1) 

1.01	 Records on returned and DFAS SItes and Cut off upon recording 
undelivered checks and bonds	 Accountable Stations disposition of the checks and 

bonds Destroy I year after 218 
cutoff 
AUTH (N1-507-97-1) 
(7310/R1 01) 

2.	 APPLICA TlONS 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 It pertains, 

AUTH	 (N 1-507-97-1) (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, daily summary of cash cleared Destroy I year after 

collections, cashier's dally cutoff 
summary, and related data AUTH (N1-507-97-1) (7310fR3) 

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 I year after 

cutoff 
AUTH	 (N1-507-97-1) 
(7310/R301) 

4.	 APPOINTMENT Adrrumstranve orders appomtmg DFAS SItes or Cut off at end of fiscal year in 
ORDERS	 individuals as the Accountable Accountable Stations which order is revoked or 

Official, Disbursmg Officers. cancelled or when action has 
Agents, and Cashiers written been taken to correct 
designations of Individuals withm discrepancies. Destroy 6 years 222 the office to execute certificates after cutoff. 
on vouchers and other records, AUTH (N1-507-97-1) (7310fR4) 

signature cards pertainmg to 
certifying officers, and related 
data 

22
 



I 

DFAS 50J5.2-M
 

SCHEDULE 7310 I 
INTERNAL CONTROL RECORDS, PHYSICAL LOSS OF FUNDS, AND ERRONEOUS PAYMENT CASE FILES 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
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) 

223 numbers of all checks for which 
they are accountable, name of 
installation, and serial number of 
check-signing equipment 

0 tor LOGS Forms used to provide reference Cut off when superseded or 
of Day records, obsolete Destroy 2 years 

negotiable Instruments, anu after cutoff. 
similar data "ITH IGRS 23. Item 8) 

(7310/R6) -
7 RETURNED CHECKS Ongrnal form ofretumed check Cut off at end of fiscal year. 

AND BONDS or bond records, or comparable Destroy 3 years after cutoff 

224 
forms used for venficanon, 
mformanon, accounting citation, 

AUTH (N1-507-97-1) (7310/R7) 

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 IS settled 

225 to Centers for use In processing Destroy I 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. 

226 
FOR CHECKING 
ACCOUNT 
DISCREPANCIES 

summation of discrepancies and 
overdraft or underdraft 
adjustments necessary to balance 
checking account 

Accountable Stations Destroy 5* years after cutoff 
AUTH (N1-507-97-1) (7310/R9) 
(*Increase in retentionover 
previous guidance) 

\0 TRANSMITTAL FORM Forms, such as voucher Cut off and destroy when 
transmittal sheets or comparable DAO accounts are destroyed 

227 forms, reflecting the first and last 
number of each sequence In the 

AUTH (N1-507-97-1) (7310/R10) 

voucher, the Accountable Station 
codes, voucher numbers 

II MAJOR PHYSICAL Documentation estabhshing 
LOSSES OF physical loss, convenmg authority 
APPROPRIA TED FUND appointment of mvestigating 

officer on board. reports of 
mvesnganon and associated 

228 papers containing factual loss 
information, convening authority 
recommendations, appeals, 
correspondence and 
recommendations, grant or denial 
ofrehef, rehef check information 

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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DFAS 50J5.2-M
 

SCHEDULE 7310 I 
INTERNAL CONTROL RECORDS, PHYSICAL LOSS OF FUNDS, AND ERRONEOUS PAYMENT CASE FILES j 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

II 01 Accountable Stations Cut off on date of last action. 
Destroy I year after cutoff 229 
AUTH (N1-507-97-1) 
(7310/R11 01) 

12	 MINOR PHYSICAL Certificanon, Investigatory
 
LOSSES OF reports, associated
 
APPROPRIA TED correspondence and
 
FUNDS recommendations, grant or dental
 230 of reltef, relief check information. 

DFAS SItes Cut off on date of last action. 
Destroy 5 years after cutoff. 
AUTH (N1-507-97-1) (7310/R12) 

1201 Accountable Stations Cut off on date of last action 
231 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 invesngatmg officers, reports
 
PAYMENT OF of invesnganons, appeals.
 
APPROPRIA TED requests for relief
 232 FUNDS.	 correspondence and
 

recommendations, grant or dental
 
of relief
 

DFAS SItes	 Cut off on date of last action 
Destroy 5 years after cutoff 
AUTH (N1-507-97-1) (7310/R13) 

1301 Accountable Stations	 Cut off on date of last action. 
Destroy I year after cutoff. 233 
AUTH (N1-507-97-1) 
(73101R13 01) 
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SCHEDULE 7315 
US SAVINGS BOND RECORDS 

This schedule governs disposition of records pertaining to US Savings Bonds. (Reference: Financial 
Management Regulation, DoD 7000 14-R, Volume 5) 

SCHEDULE 7315 I 
US SAVINGS BOND RECORDS I 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I TRANSMITTALS OR Forms used to receipt/transmit DFAS Sites or Cut off at end of payroll year. 

234 
RECEIPTS mscnbed or unmscnbed Senes EE 

bonds received/forwarded by Sites 
Accountable Stations Destroy on-site 2 years after 

cutoff 
AUTH (N1-507-97-1) (7315/R1) 

2 CLAIMS AND Correspondence concerning Cut off on completion of 
INQUIRIES nonreceipt of US savings bonds, tracer action. Destroy after 

235 used to trace disposinon of bond claimant has received bond or 
bond has otherwise been 
accounted for 
AUTH (N1-507-97-1) (7315/R2) 

3. APPLICATIONS AND Accountabihty records, used to Cut off at end of payroll year 

236 
CONTROL RECORDS control, verify and balance 

accountabihty and to answer 
Destroy 5 years after cutoff 
AUTH (N1-507-97-1) (73151R3) 

Inquiries 
4. CONTROL RECORDS Lists of inscribed bonds held in or Cut off at end of payroll year 

FOR BONDS released from safekeepmg at Destroy 5 years after cutoff 
237 Centers; used to maintain AUTH (N1-507-97-1) (7315/R4) 

accountabihty and include date and 
reason released 

238 
401 Quarterly history Cut off at end of payroll year 

Destroy 56 years after cutoff 
AUTH (N1-507-97-1) 
(73151R401) 

239 
5. SAVINGS BOND 

REPORTS 
Reports of bond sales Cut off at end of payroll year. 

Destroy 1 year after cutoff. 
AUTH (N1-507-97-1) (7315/R5) 
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DFAS 50J5.2-M 

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 I
 
DISBURSING AND COLLECTION RECORDS I
 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
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, dally voucher control, corrected Destroy I year, I 
cash collection record, dally voucher month after cutoff 240 
transmittal forms, and related data, AUTH (N1-507-97-1) (7320/R1) 

used by the Disbursing DiVISIonto 
provide summary information to the 
accounting operations division or to 
reflect dally transactions With other 
areas. 

2 MONTHLY CASH Forms such as statements of Cut off at end of fiscal year in 
ACCOUNT ABILITY accountability, statement of which discrepancies Identified 

designated depository account, by servicing Sites have been 241 
foreign currency reports With corrected Destroy 2 years
 
supporting records, schedules, and after cutoff.
 
related data AUTH (N 1-507-97-1) (7320/R2)


K
 SUBSIDIARY Subsidiary accountability forms and	 Cut off at end of fiscal year.
 
related records used to record check	 Destroy I year after cutoff 
Issue overdrafts and underdrafts,	 AUTH (GRS 6, Item 1b) 

(73201R3)funds m the hands of agents, 
overages and losses of funds ~ 

4.	 AGENT Cut off at end of fiscal year in 
ACCOUNT ABILITY s which agent transactions are 

I reflected m the accounts of the 
y pnnciple accountable station. 

s	 Destroy I year after cutoff ~ r---.,--. AUTH	 (GRS 6, Item 1b) 
-v, ---, (7320/R4) 

5	 IMPREST FUND Reimbursement vouchers and other Site designated "", Cut off at end of fiscal year m 
ACCOUNTABILITY related records held by or for cash offices which reimbursement is 

irnprest fund cashiers	 completed .Destroy I year 
after cutoff. 
AUTH (GRS 6, Item 1b) 

j7320/R5)	 ..... 
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DFAS 5015 2-M 

SCHEDULE 7320 I 
DISBURSING AND COLLECTION RECORDS I 

A B C D 

R 
U 
L CUTOFF/DISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

CASHIERING Receipt for transfer cash and voucher Cut off at end of fiscal year 
~ forms, daily summary of cash Destroy I year after cutoff. 

collections, cashier accountabihty AUTH (GRS 6. Item 1b) 
(7320/R6)documents, comparable forms, and 

~
 
,
 
s 
on 

~ n 
7 DEPOSITS	 Certificates of deposit forms (and--- Cut off at end of fiscal year in 

similar forms used for limned which deposits have been 
deposrtones), schedule of cancelled verified or upon resolution of r<..checks (except those covered m Rule 
2), lists of checks and negotiable '-- s 
mstruments, or copies of checks and 0 

Instruments deposrted, by-others m 

chargeback/credit back listings	 ~ ) 

8. SCHEDULE OF Schedule shows all deposrt activity Cut off at end of month 
242 DEPOSITS ofa specific day's busmess. Destroy 6 months after cutoff 

AUTH (N1-507-97-1) (7320/R8) 
~	 Dally forms and related mforrnanon Cut off at end of fiscal year 

used m the receipt of Treasury check Destroy I year after cutoff 
~ and for control of blank checks	 AUTH (GRS 6, Item 1b) 

(7320/R9)allotted for .,. Ion and Issuance 
9.01	 Month-end check Issue sU~"'J~ Cut off at end of fiscal year 

associated detail check Issue data Destroy 6 years, 3 months r---------
.Awhich mcludes outstanding check	 cutoff 

depository files	 AUTH(~"~~
(7320/901) 

10 SEQUENCE CHECK	 Breaks m check numbers for checks DFAS Site Cut off at end of day Destroy243 LISTING processed	 designated offices 6 years, 3 months after cutoff. 
AUTH (N1-507-97-1l (7320/R10l 

II CHECK ISSUE Every computer-produced military Cut off at end of day. Destroy 
244 LISTING payroll check Issued by the 6 years, 3 months after cutoff. 

Accountable Station. AUTH (N 1-507-97 -1) (7320/R 11) 

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 245 

accepted by DFAS-AD/DE 
Destroy on cutoff. 
AUTH (N1-507-97-1) (7320/R12) 

13 SUBJECT MATIER List for each SMA of checks Issued Cut off at end of day Destroy 
246 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) 

"glJArEMENT Application, unavailable check DFAS SIte office Cut off at end of fiscal year 
CHECK " >., advice of status, check Destroy 6 years, 3 months 

copies, and related documenl:> after cutoff. - -- "'_._4.'_. ·AlITH. (GRS 6, Item 1a) 
(7320/R14) -----
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DFAS 5015 2-M 

SCHEDULE 7320 I 
DISBURSING AND COLLECTION RECORDS I 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
15 TREASURY CHECK Check Issue data, payroll check DFAS SIte Cut off at end of fiscal year 

247 ISSUE LIST adjustments, and Treasury check designated offices Destroy I year after cutoff. 
adjustment report AUTH (N1-507-97-1) (7320/R15) 

16 FOREIGN Limited depository account form Cut off at end of fiscal year m 

248 CURRENCY 
CONTROL 

reports, foreign currency receipts 
control forms, disbursement control 

which created 
after cutoff. 

Destroy 1 year 

forms, and exchange ledger. AUTH (N1-507-97-1) (7320/R16) 

17. INTERN ATIONAL Summary payroll list Cut offat end of month 
249 BALANCE OF Destroy 6 months after cutoff 

PAYMENTS AUTH (N1-507-97-1) (7320/R17) 

18. DAIL Y MESSAGE Messages pertainmg to daily Cut off at end of fiscal year. 
REPORT reportmg of checks drawn on Destroy I year after cutoff 

250 Treasury of United States, report of 
large mdividual payments, report of 

AUTH (N1-507-97-1) (7320/R18) 

large individual collections, and 
related Information 

I~. . M~OIA Records (other than source records) 
sucn .." ~ _~ -e> rio -tTl'Iflsfers,and 

DFAS SIte 
designated offices 

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

similar forms, used to provide input 
data to accounting. 

AUTH (GRS
\1"~V/~-

7, Item 4a) 
. _ 

251 
20 J RECORD 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) 

~ LETTEROF Submitted Withongmal vouchers Cut off monthly Destroy 6 
years, 3 months after cutoff 
AUTH (GRS 6. Item 1a) 

~ (7320/R21) 
22. CONTINGENCY Cut off at end of fiscal year 

EXPENDITURES I a r Destroy 6 years, 3 months
after cutoff 
AUTH (GRS 6. Item 1a) 

funds, and supporting funds t----:::(7-3-20-/R::::2-2-)----,:---::-::----o:------i 

22.01 Intelligence contingency funds Cut off at end of fiscal year 
expenditure records ~~y 6 years, 3 months

after cUtdff- __ 
AUTH (GRS 6. Item-ta). 
(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 authonzed and unauthorized to AUTH (N1-507-97-1) (7320/R23) 

252 
convert, summary change listmgs, 
and Similar mformation when 
exchangmg dollar Instruments, 
foreign currencies, or mihtary 
payment certificates. 

253 
24. FOREIGN 

CURRENCY GAIN 
Detailed hst of all gains and losses 
generated during re-evaluation of 

Cut off dally. Destroy 1 year 
after cutoff. 

OR LOSS REPORT currency AUTH (N1-507-97-1) (7320/R24) 
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DFAS 50J5.2-M
 

SCHEDULE 7320 I 
DISBURSING AND COLLECTION RECORDS I 

R 
U 
L 
E 

.f.:J 

A 

RECORD SERIES 
~n." :£)1 IrI-lFRED 
CHECK ISSUE OR 
UNVOUCHERED 
CASH COLLECTION 

254 

26 IMPREST FUND 
DISCREPANCIES 

255 

27 IMPREST FUND 
ACCOUNTS 

256 

257 

28 

29 

INTEGRATED 
PAYING AND 
COLLECTING (lPC) 
AUDIT FILE REPORT 
VOUCHER 
CONTROL LOG 

~ 
PAYMENT LISTING 

31 

32 

~ 
PAYMENT LISTING 
FOR OVER-
MAXIMUM 
TREASURY FILE 
AMOUNT 
SCHEDULES OF 
VOIDED CHECKS 
AND SPOILED 
CHECKS 

33 EFTPAYMENT 
LISTING 

B 

DESCRIPTION
 
DIsbursing and collection Journal
 

Information which reflects imprest 
fund shortages to include supporting 
and related mformation 

Informanon which reflects receipt 
and accounnng for imprest funds to 
Include copies of reimbursement 
vouchers and receipts for funds 
entrusted to agent officers mcludmg 
acknowledgment of return of funds 
and statement of balance 
Reflects all actrvity In the IPC system 
dunng a specific day's busmess 

Daily list of voucher numbers used,
 
voided, not used, and rmssmg for
 
each Service Member's Account
 
(SMA)
 
LIst of all checks Issued where
 
amount does not exceed maximum
 
treasury file reporting amount and
 
those checks paid In foreign
 
currency
 

n 
~~e 

Check number stored on the Data ............ 
Management CenterlData Processing 
Center (DMCIDPC) that are 
considered VOIdor spoiled for ~ 
Treasury reporting 
LIst of all EFT payments 

C D 

CUTOFFIDISPOSITIONI 
MAINTAINED IN AUTHORITY 
DFAS Site Cut off at end of fiscal year 
designated offices Destroy 6 years, 3 months 

after cutoff 
I1IITH IGRS 6. Item 1a) 
(7320/R25 

Cut off at end of fiscal year In 

which case ISclosed Destroy 
2 years after cutoff 
AUTH (N1-507-97-1) (7320/R26) 
Cut off at end of fiscal year 
Destroy 2 years after cutoff. 
AUTH (N1-507-97-1) (7320/R27) 

Cut off daily Destroy I year 
after cutoff 
AUTH (N1-507-97-1) (7320/R28) 

Cut off daily Destroy 3 
months after cutoff 
AUTH (N 1-507-97-1) (7320/R29) 

Cut off dally Destroy 6 years, 
3 months after cutoff 
AUTH (GRS 6. Item 1a) 
(7320/R30) 

Cut off daily. Destroy 6 years, 
3 months after cutoff. 
AUTH (GRS 6, Item 1a) 
(7320/R31) 

Cut off daily Destroy 6 years, 
s 3 months after cutoff. 

AUTH (GRS 6, Item 1a) 
(7320/R32) 

r-; 
cut~3 months after 
AUTH (GRS 6, Item 1a) 
(7320/R33) 
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DFAS 5015 2-M
 

SCHEDULE 7330
 
ADJUDICA nON 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, ODD 7000. 14-R) 

SCHEDULE 7330 I 
ADJUDICATION RECORDS 

A B C D 
R 
U 
L CUTOFFIDISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

ADJUDICATED PAY Records reflectmg development DFAS SItes Cut off on final action,
 
ANu "'''''l\NCE and adjudication of claims for pay Destroy 6 years, 3 months
 
CLAIMS AND ~" llnw~nces, travel and after cutoff
 
ALLOWED CLAIMS transportation anlllomvlnTC~ L AUTH (GRS, 6,Item 10a)
 
(MILITARY AND reimbursements for transportation --- (7330/R1)
 
CIVILIAN) of dependents, and shipment of ---r---

r-~ __-r~~~~~~~ ~h~o~us~e~h~ol~d~g~(o~o~ds~~~ ~	 ----- --
2	 DENIED PAY AND Records reflecting development Cut off on final action. 

ALLOW ANCE CLAIMS and demal of claims for pay and Destroy I 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 

..coRRECTED Records used to adjudicate and Cut off on final action 
MILIT AR Y t"AI ...."..., ~.,J.. .. final determmanon of Destroy 6 years, 3 months 
ALLOWANCES adjustment consistent IJl after cutoff 

U.S C	 1532, Correction of AUTH (GRS 6, Item 10a) 
(r,J,Jvrn.,,/Military Records 

4 DEPENDENCY Apphcations for baSICallowance 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 idennficauon AUTH (N1-507-97-1) (7330/R4) 

and pnvilege card, 
259	 correspondence and other matenal 

used to determme dependency 
upon or relationship to members 
and used to make determmations 
of dependency/ ehgibrhry 
entitlement to SAQ, dependent 
travel allowance, medical care for 
parents and parents-in-law, 
mcapacitated children, students 
between the ages of21 and 23, 
and all cases where relationship or 
dependency IS questionable 
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260 

261 

262 

263 

SCHEDULE 7330 I 
ADJUDICA nON RECORDS 

A 

R 
U 
L 
E RECORD SERIES 
5 CASUAL TV RECORDS 

6.	 MISSING-IN-ACTION 
INFORMA nON 

7	 PRISONERS-OF-WAR 
(POW) 

8	 MIA, KIA, POW USSDP 
ACCOUNTS 

o ~MTSSION/W AIVER 
OF INDEB ICUi' 

"7 

B 

DESCRIPTION 
Correspondence and other data 
required to determine appropnate 
beneficiary to facilitate 
expedinous payments, and replies 
to mqumes; used also for 
authonzmg field payments or 6 
month's death gratuity, and 
settlement of unpaid pay and 
a\1owances, and to adjust and 
prepare statements of unpaid 
accounts 
Payments and adjustment records, 
copies of correction of records, 
correspondence With dependents, 
divorce decrees, mamage 
certificates, beneficiary records, 
and all supportmg records for 
disbursements mamtamed until 
member's status changes 
Payments and adjustment records, 
copies of correction of records, 
correspondence WIthdependents, 
divorce decrees, marnage 
certificates, beneficiary records, 
and all supportmg records for 
disbursements mamtamed while 
m a POW status 
Quarterly cumulative records of 
mrssmg-in-acuon (MIA), kl1led-
in-action (KIA), and prisoner-of-
war (POW) uniformed services 
savmgs deposit program (USSDP) 
deposits/ WIthdrawals, individual 
settlement files and settlement 
listmgs used to determme status 
and history of member's USSDP 
accounts 
Applications from rmhtary 
members and CIVIlianemployees 
for remlSSluIIv. ""r of 
indebtedness to government, 
mcludmg all supportmg records 
and final determmation 

C 

MAINTAINED IN 

DFAS sites 

DFAS 5015 2-M 

D 

CUTOFFIDISPOSITIONI 
AUTHORITY 
Cut off on final action. 
Destroy 6 years, 3 months 
after cutoff 
AUTH	 (N1-507-97-1) (7330/R5) 

Upon determination of 
member's status, apply Rule 5 
or 7, as appropriate. 
AUTH (N1-507-97-1) 
(7330/R6) 

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 acnon 
Destroy 6 years, 3 months 
after final action 
AUTH (GRS 6, Item 11 a) 
''''''''lQlRQ)
\ 
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SCHEDULE 7330 I 
ADJUDICATION RECORDS 

A B C D 
R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

""-tJ""M - Copies of apphcations from Accountable Stations Cut off on final action 
milItary members and CIVIlian Destroy I year after cutoff 

"ei'1l1- -J . for remISSIOn or AUTH (GRS 6, Item 1b) 
walverofmdebtean"~,,,~ (7330/R901) 
government, includmg all _______ 
supporting records and final _____ 

determination~-----r----------~~~~-+~----~----~------~--~
10. FRAUD OR FORGERY Reports of mvestiganons and 

RECORDS correspondence created to 
establish amount ofmdebtedness, 

264 
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 

265 Destroy 1 year after cutoff 
AUTH (N1-507-97-1) 

"-l!. COMMERCIAL Information related to commercial DFAS SItes 
(7330/R10 01) 
Cut off on final action. 

mvorces and accounts agamst the Destroy 6 years, 3 months 

"~ 
US submitted to Claims DIVISIon, 
GAO. for settlement because of 
unresolved quesnons of law or 

after cutoff 
AUTH (GRS 6, Item 10a or Item 
1Ob(1» (7330/R 11) 

fact Included are copies of 
contractmg officers' reports, 
c es of recommendations, 
copies GAO decisions, 
recommen a s, and 

mformanon relati payment or 
nonpayment, and sirml 
mformanon 

12. COLLECTION CASE Records mmating collection Cut off on final action 

FILES action and supportmg Destroy 6 years, 3 months 
mdebtedness, including rebuttal after cutoff 
letters from member, AUTH (GRS 6, Item 10b(1) or 

correspondence concernmg 10b(3» (7330/R12) 

mdebtedness, and copies of 
applications for waivers for ~~ 
rmhtary members on active duty 

or out-of-service members whose 
mdebtedness was mcurred while ~ 
on active duty 
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SCHEDULE 7330 I 
ADJUDICA TION RECORDS 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
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 
mqumes and general 
correspondence concerning 
garnishment of wages from 

266 nuhtary members and DoD 
civilian personnel for alimony 
and child support, bankruptcy and 
commercial Indebtedness actions, 
also. apphcations 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) 

13 01 Accountable Stations Cut off on closure of case. 
267 Destroy I year after cutoff. 

AUTH (N1-507-97-1) 
(73301R1301) 

A.nMINISTRATIVE Documents relating to claims for Accountable Stations Cut off at end of FY in which 
CL~ money or property which were -aamnH~". .,. determined to be 

due and OWingthe United'S ""-- ----- the government's right to 
collect first accrued. Destroy 
10 years, 3 months after 

for which the Government's nght ----- cutoff 
to collect was not extended AUTH-~(2)(a» 

(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 I 

A B C D 

R 
U 
L CUTOFFfDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 
I FOLLOW-UP Listmgs 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 obhgations 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 IS processed 
Destroy on cutoff. 
AUTH (N1-507-97-1) 
(7333/R 1 01) 

2. VALIDATION For-Others Audrt List and Cut off at end of day. Destroy 
270 MANAGEMENT Edrt/Validanon List. 45 days after cutoff 

LISTINGS AUTH (N1-507-97-1) (7333/R2) 

201 Other hstings used to vahdate Cut off at end of day Destroy 

271 system update. I month after cutoff 
AUTH (N1-507-97-1) 

(7333/R201) 
3. OPTIONAL Listmgs used for tech meal Cut off and destroy when 

272 MANAGEMENT 
LISTINGS 

evaluation, research, andlor as a 
reference 

superseded or obsolete 
AUTH (N1-507-97-1) 
(7333/R3) 

4. QUARTERLY Listings used for the Accountable Stations Cut off at end of quarter 
273 MANAGEMENT reconcihanon of accountmg 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 

274 
INTERFACE FILES pertment mformation and/or 

accounting data from one system 
upload Destroy 5 workdays 
after upload. (NOTES 1,2,3) 

- to another AUTH (N1-507-97-1) (7333/R5) 
£ RECORD OF TRAVEL Central Travel HIstory record Designated DFAS Sites Cut off at end of fiscal year m 

PAYMtfl 1.... 
...:rut:; 

AUTOMATED 
(CTHR) of master travel record 
InIOll1I . Co. FIeld 

which payment was made. 
Destroy 6 years, 3 months 

TRAVEL RECORD Operation ATRAS databases. after cutoff 
ACCOUNTING 
SYSTEM (ATRAS) 

AUTH (GRS 6. Item 1a) 
(733J"'o) --7 OBLIGATION Document used to support a Designated DFAS Sites Cut off upon payment or 

275 
DOCUMENTS confinned reservation of funds, 

which establishes legal habthty 
deoblrganon of reserved 
funds Destroy I year after 

for payment by the government cutoff 
AUTH (N1-507-97-1) (7333/R7) 

34
 



DFAS 50J5.2-M
 

SCHEDULE 7333 I 
TRA VEL RECORDS I 

A B C D 

R 

U 
L CUTOFFIDISPOSITIONI - E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

-D r.LAIMS Document(s) that support the Cut off upon payment, dental 
submission of a doubtful travel or deobhgation of funds 

ciarrrr; Destroy I year after cutoff or, 
If paid, attach to travel 
voucher. 
AU ~ Item 1b)--(7333/R8) 

9 POSTING MEDIA Records, other than source Cut off when discrepancy IS 

records such as Journal vouchers, cleared Destroy 90 days after 

276 
posting data transfer, and 
specialized postmg media for 

cutoff 
AUTH (N 1-507-97-1) (7333/R9) 

rnachme apphcations, used to 
provide input data to the 
Accounts Management and 
Reconciliation Branch 

lu . \/1;"1 -VOUCHERS Copies of paid travel vouchers Cut off at end of calendar 
tn undate the General year Destroy 1 year after 

Accounting System cutoff 
AUTH (GRS 6, Item 1b) 
(733.m~ "'J 

II CONTROL LOGS DIsbursement and collection Cut off at end of fiscal year. 
277 travel voucher control logs Destroy 1 year after cutoff 

AUTH (N1-507-97-1) (7333/R11) 
12 NONAVAILABILITY Retained organizational copies Issuing/approvmg Cut off at end of day Destroy 

278 
OF GOVERNMENT 
QUARTERS AND 

of forms and related records authorities 1 year after cutoff 
AUTH (N1-507-97-1) (7333/R12) 

MESS 

1J ,HI:' 1 .FR CHARGE Reports and associated Integrated Card Cut off at end of year. 
CARD PROGRAM documents 

govern'i1i~ 

used to adrmrnster 
.@TJi_ 

Management Office, 
Contract Services 

Destroy 6 years, 
after cutoff 

3 months 

program which Includes the 

Indrvidually BIlled Accounts 
the Centrally BIlled Accounts 

--
and 

lDireetOiate. __ ~ _ 
---

AUTH (GRS 6, Item 1a) 
.(7~;33/R13)-- ..- - .. -. --- -. ..._-

13.01 Individual Cardholder FIles Integrated Card Place In Inacnve FIle when 

which include but are not hrmted Management Office, card is canceIled for nonuse or 

279 
to card applrcation, trammg 
certificate, Statement of 

Contract Services 
DIrectorate 

other reasons Place 
Accounts FIle when 

In Closed 

Understanding and any cardholder retires or separates 
correspondence or from DF AS, retain for one 
adrmmstratrve commumcations year, and then destroy 

AUTH (N1-507-06-2) 
(7333/R13 01) 

NOTES: 
I Workday equals one cycle 
2 The interface diskette used to update RITA tax table must be mamtamed for 1 year from date of upload 
3 The interface diskette used to update PDRMS IS mamtamed until replaced 
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SCHEDULE 7335 
CIVILIAN PAY RECORDS 

This schedule governs disposition of civilian employee pay records. (Reference: Financial Management 
Regulation, DoD 7000.l4-R) 

SCHEDULE 7335 I
 
CIVILIAN PAY RECORDS I
 

A B	 C D 

R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD DESCRIPTION MAINTAINED IN AUTHORITY 

I~ 
SERIES 
INDIVIDUAL Individual pay records, forms, reports 

or mechanized listmgs m lieu thereof, 
contaimng mformanon concernmg all 
earnmgs, deductions and adjustments 

~ tS~to each associate's pay during a 
&lJ..year 

Indlvldual'Psy. Record (lPR) Payroll Offices Cut off at end of payroll year...." 
'"

'~ or upon separation of 
<, , . 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 offat end of payroll year 
Destroy 6 years-after cutoff. 
AUTH (N1-507-9-1) 
(73355/R1 01) 

2	 INDIVIDUAL Forms, official records used in lieu of Payroll Offices Cut off at end of payroll year. 
LEAVE AND forms, for recordmg official annual Destroy 6 years after cutoff 
LEAVE accumulation and use of associate's (Exception. Retam mdivrdual 
TRANSFER leave to include records ofleave data records pertaining to claims 

PROGRAM transferred received pendmg settlement 
RECORDS (NOTES 2 and 3) 

AUTH (N1-507-97-1) (7335/R2) 

1. VI Timekeeper's area Cut off at end of payroll year. 
Destroy 3 years after cutoff. ------ ~V.It!jGRS 2. Item 9b)
(7335/Rn'f) --------- -

1--...:1.. INDIVIDUAL Source records suppornng the official Time and Attendance Cut off at end of payroll year. 
TIMe Al'IIu Day and leave records, mcludmg sign Approving Official's Destroy after audit or when 6 
ATTENDANCE 

SOURCE 

m/out s 

premium 
, ".hMlzatIOns 

pay, overtl~ 

for Area---- years old, whichever is sooner. 
(NOTES 2, 4, 5, and 6) 

RECORDS compensatory time, 
jury duty, and leave 

documentation for 
applications for 

AUTH (GRS 2. Items 7 and 8) 
'~""~"";3 -----rmlrtary duty and home leave 
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SCHEDULE 7335 

A 

R 
U 
L 
E RECORD 

SERIES 

APPLICA TIONS 
FOR LEAVE 

401 

402 

5 INDIVIDUAL 
RETIREMENT 
RECORDS 

501 INDIVIDUAL 
RETIREMENT 
RECORDS 

B 

DESCRIPTION 

Leave applications for other than 
rruhtary duty and home leave used by 
supervisor to approve/disapprove or 
venfy leave information 

C 

MAINTAINED IN 

Payroll offices 

employee's wages for retirement 
CIvil Service Retirement System 
(CSRS) and Federal Employee's 

Retirement System (FERS) 

under 

D 

CUTOFFIDISPOSITION/ 
AUTHORITY 

Cut off at the end of the pay 
period, Destroy at end of the 
followmg pay penod 

(NOTES 3 and 5) 
AUTH (GRS 2, Item 6a) 
(7335/R4 01) 

Cut off at end of pay period 
Destroy after audited or when 
3 years old, whichever IS 

sooner (NOTES 3 and 5) 
AUTH (GRS 2, Item 6b) 
7335/R402 

Cut off upon separation or 
transfer Forward all hard 
copy individual Retirement 
records to Office of Personnel 
Management (OPM) 
AUTH (GRS 2, Item 28) (7335/R5) 

Cut off upon separation or 
transfer. CSRS records for 
separations (to mclude 
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' 
fo d all FERS records to 
OPM, RS retirement 
records not transferred 
between pa II offices 
For CSRS/FER elated 
records, destroy up receipt 
of official OPM accep 
annual summary. 
AUTH (GRS 2. Item 28) 
7335/R501 
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SCHEDULE 7335 I 
CIVILIAN PAY RECORDS 

A 

R 
U 
L 
E RECORD 

SERIES 
502 

281 

.J.VJ 

504 

282 

5.05 

283 

6	 WAGE AND 
SEPARATION 
INFORMA TION284 
FILES 

7.	 FEDERAL 
EMPLOYEES 
HEALTH 
BENEFITS 

285 

I
 
B 

DESCRIPTION 

Copies of mdividual rettrement 
documents (SF 2806/SF 3100) 

MIcrofilmed copies of mdrvidual 
ment documents (SF 2806/SF 

3100) and c~ vo.f., s of 
separations and transfers (SF 280 II:::.r 
3103) used to recreate lost records, 
balance reports and answer mqumes 
Forms or comparable approved records 
used to control documents mamtamed 
ill connection WIth the retirement 
records, such as register of separations 
and transfers, adjustments, and 
comparable actions 
SF 2812, Report of Withholdmgs and 
Contnbutions for Retirement, Health 
Benefits and Life Insurance, IRCN 
1061 Quarterly Retirement 
Recapuulanon Reports, Annual 
Summaries of Retirement Fund 
Transactions or Statements of 
Accountabihty, and/or other 
comparable approved records used m 
connection WIth CSRS/FERS 
reconciliations of differences WIth 
correspondmg agency accountmg 
deposit/cleanng account records 
Forms or comparable records, notices 
of determmation, notices of refusal to 
work offer, and other related records, 
used m connection WIth unemployment 
compensation claims 
BIweekly reports or records which 
include: Summary Page of Gross-to-
Net Register, Health Benefit LIsts by 
CaITIer, SFs 2812 and 2812A Reports 
(Enrollees by CaITIer), Payroll Office 
Employee LIsts, Adjustments Made to 
Health Benefit Reports, Work Sheets of 
Adjustments Made, SF 2811 Reports, 
DIscrepancy Letters from Carners, and 
Semi-annual Headcount Reports 

C 

MAINTAINED IN 

Payroll Offices 

-- ------.-.--.~-

Payroll	 Offices 

Departmental 
Reporter 

Payroll	 offices 

Payroll	 offices 

D 

CUTOFFIDISPOSITIONI 
AUTHORITY 

Cut off upon separation or 
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) 
CZ335/R5 03) 

Cut off at end of payroll year 
Destroy 3 years after cutoff 
(NOTES 2 AND 7) 
AUTH	 (N1-507-97-1) 
(7335/R504) 

Cut off at end of calendar year 
Destroy 2 years after a 
complete Reconcihanon 
closeout WIth OPM has been 
accomphshed, and all SF 
28121 Agency Accounting 
System Out-of-balances 
DIfferences are 
corrected/cleared 
AUTH (N1-507-97-1) 
(7335/R5 05) 

Cut off at end of payroll year 
Destroy 2 years after cutoff. 
(NOTE 2) 
AUTH	 (N1-507-97-1) (7335/R6) 

Cut off at end of payroll year 
ill which last entry was made. 
Destroy 6 years after cutoff. 
(NOTE 2) 
AUTH	 (N1-507-97-1) (7335/R7) 
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SCHEDULE 7335 I 
CIVILIAN PAY RECORDS I 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
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 retirement, or death For 
status, and related actions transferred or separated 

employees, destroy 60 days 
after transfer or separation or 

286	 when updated forms have been 
received from the CIVIlian 
Personnel Office For retired 
or deceased employees, 
destroy 6 months after date of 
separation or death 
AUTH (N1-507-97-1) 

J?335/R7 01) 
8 INDIVIDUAL All other Treasury Department forms or Payroll offices Cut off at end of payroll year. 

EARNING DATA comparable forms and magnenc media Destroy 6 years after cutoff. 
used to record and report wages and (NOTE 7)287 
taxes withheld from employees' AUTH (N1-507-97-1) (7335/R8) 

earrungs, tax reconctlianons, and 
related actions 

9 INCOME TAX W-4 and/or state, county, or city Cut off when superseded or on 
WITHHOLDINGS equivalent withholding certificates used separation of employee 

288 to deterrmne rate of withholdmgs Destroy 6 years after cutoff. 
AUTH (N1-507-97-1) (7335/R9) 

901	 Payroll copy ofW-2, Wage and Tax Cut off at end of tax year. 
Statement Destroy June 30 followmg end 289 of tax year 

AUTH (N1-507-97-1) 
(7335/R901) 

~~THORIZED Forms or comparable records used as Destroy when new 
Dt'.l.,,-,~ authority for withholding or deductmg authorization has been 

---~Ioyee's wages for such received and master pay record 
purposes ngs bond authonzanon, (MPR) or master employee 
chanty donations, u es, savmgs, record (MER) updated. On 
Thnft-Savmgs Plan election fo , transfers. forward to gainmg 
electronic funds transfer sign-up form 1----__ payroll office when applicable, 

-----. ..__ ~~atlOns, destroy 30 
aays <met...~:.£...le~p;aratlOn 
AUTH (GRS ~ ....<A. 16, and 
17) (7335/R10) .__ 

II	 ALLOWANCES Forms or comparable records used to Cut off at end of payroll year 
AND authorize payment of allowances and when authorization is 290 DIFFERENTIAL differentials. term mated Destroy 3 years 
ELIGIBILITY after cutoff (NOTE 2) 
FILES AUTH (N 1-507-97·1) (7335/R 11) 
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SCHEDULE 7335 I 
CIVILIAN PAY RECORDS I 

A B	 C D 

R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD DESCRIPTION MAINTAINED IN AUTHORITY 

SERIES
 
PAYROLL Payroll control registers, basic records, Cut off at end of payroll year.
 ~ 

~-KOL including change slips and other related	 Destroy after GAO audit or 
REGI~ ~ed to authorize or change when 3 years old, whichever IS 

p Y .ro employees, bond Issuance sooner (NOTES 2 and 6) 
sChedules,~.! mary of year- AUTH (GRS 2, Item23a) 

(7335/R12)to-date Pay Record Accessi '-'~
 
Audit, used for payroll control
 
purposes, payroll cernfications and ~--summary controls, related reports, -....- ... --,

recapitulation of payroll data, and other , 

-'. - -- - ,


related actions.
 
13.	 POSTING MEDIA Records (other than source records) Payroll offices Cut off after 90 days or 90 '-

such as Journal vouchers, postmg data days after any discrepancy IS 
transfers, and other related specialized cleared Destroy on cutoff 291 postmg medra for mach me 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 
292	 deductions, insurance deductions, and (NOTES 2 AND 7) 

reports related to the pay operation AUTH (N1-507-97-1) (7335/R14) 

~ ~S, Records relating to claims, waivers, tax Cut off at end of payroll year 
WA 't:.K:S,~" ~amishments, bankruptcies, m which claim ISsettled 
INDEBTEDNESS statement v~ (includmg those Destroy 3 years after cutoff. 

resulting from re~rts ofsu. ~i" _	 (NOTE 2) r------___
other related cases, used for collecting, AUTH (GRS 2, Item18) 

deductmg, or repaymg actions on ~~£~~ 
employees'documents 

16 GAO OR OTHER Records relatmg to any exceptions Cut off when exceptions are 
AUDITORS taken by GAO or other auditors cleared. Destroy upon cutoff 

293 EXCEPTIONS (NOTE 2) 
AUTH (N1-507·97-1) (7335/R16) 

17 ~()' lOGS Records used for recordmg Cut off at end of fiscal year 
QJSuw~. collection vouchers Destroy I year after cutoff 

(NOTE 2) 
A UTI-! (GRS 6, Item 1b) 
(7335/R17) --.. 

18 YEAR-TO-DATE Biweekly listings of cumulative pay, Cut off biweekly Destroy 90 
LISTING deductions and leave data, used for days after cutoff (NOTE 2) 

294	 responding to mqumes, reissuing W-2 AUTH (N1-507-97-1) (7335/R18) 

forms, researchmg computer output 
messages, etc 
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SCHEDULE 7335 I 
CIVILIAN PAY RECORDS I 

A B C D 

R 
U 
L CUTOFFIDISPOSITIONI 
E RECORD DESCRIPTION MAINTAINED IN AUTHORITY 

SERIES 
1801 Last biweekly hstmg of each quarter for Cut off at end of quarter 

295 
cumulative 
data 

pay, deductions and leave Destroy 
cutoff. 

3 payroll years 
(NOTE 2) 

after 

AUTH (N 1-507-97-1 ) 
... -. LISTINGS 

COVERED 

ULES I 

NOT 
BY 

Products includmg but not limited to 
permanent change reject list. permanent 
change control totals, permanent 

(7335/R18 01) 

Cut off at end of fiscal year 
Destroy after GAO audit or 3 
years after cutoff, whichever IS 

T OUGHI8 change cards, time and attendance sooner. 
(T &A) card distribution 
T &A/temporary change 

list, 
card reject list, 

AUTH (GRS 2. Item 22c) 
(7335/R19) 

pay computation mformation list, 
FLSA worksheet, cycle transfer 
register. report of 6 months A WOP, 
6 eekly CIVilian manpower and 
fun report, supervisor's leave 
mforma n list, TO Form W-2 error 
summary, u d for edit of input data for 
postmg or upda g records listed m 
Rules 1 through 1 

1901 Products mcludmg b~Ullmlted to 
T&A register and tempor change 

Payroll offices Cut off when actions 

completed. Destroy 

are 

2 years 
list. management notice hst, after cutoff. 
weekly 
expense 

list, CIVIlian accounting a 
list, retirement mformanon 

AUTH (GRS 2. Item 22a) 
(7335/R19 01) 

report/hst, leave list, vanable balance 
list, employee directory, Internanonal 
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, venfy, and 

reconcile monthly, quarterly, or annual 
summanes 

1902 Products mcluding but not limited to Cut off when a~~s are 
master pay record prmt, bond master completed. Destro:>,'Zyears 
pnnt, used to ensure permanent change after cutoff -, -, 
actions are properly processed AUTH (GRS2, Item 22a) 

(7335/R19 02) ' ...... 
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SCHEDULE 7335 I 

CIVILIAN PAY RECORDS I 

A B C D 

R 
U 
L CUTOFFIDISPOSITION/ 
E RECORD DESCRIPTION MAINTAINED IN AUTHORITY 

SERIES 
20 BIWEEKLY Imtial, recycle, and intenm runs of Payroll offices Cut off on successful tape 

THRIFT acnve and mactive list and related error process mg. Destroy when 
SAVINGS PLAN lists data have been entered into the 
(TSP) master file or database and 

296 venfied, 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 Fmal run of active and macnve hst Cut off at end of payroll year 

297 
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, Destroy 2 years after a 
Employee Data/Payment! Adjustment complete reconcihation WIth 
Records, and/or other comparable the NFC has been 
approved records used in connection accomplished, and all 

298 WIthreconciliation ofTSP differences 
with corresponding agency accountmg 

NFC/agency Accounting 
System out-of-balance 

deposit and cleanng account records differences are 
corrected/cleared, or when no 
longer needed (whichever is 
later) 
AUTH (N1-507-97-1) 

'<'1 '"\, r~rTION Copies of vouchers and supportmg 
(7335/R20 02) 
Cut off at end of month 

AND uu\.' Destroy I year after cutoff. 
DISBURSEMENT 
VOUCHERS 

(NOTE 3) 
-"-- -AUItI (GRS 6. Item 

1b)(7335iFmr---- - .. -
22 OPTIONAL Copies of forms authonzmg deductions Cut off upon transfer or 

RECORD and entitlements used on an opnonal separation of employee Pull 
FOLDERS baSIS the mdividual's folder, 

299 disassemble It, put the various 
forms and records m a central 
file, then dispose of them per 
appropnate rules of this 
schedule 
AUTH (N1-507-97-1) (7335/R22) 

23. GROSS- TO-NET Record by employee of all entitlements Cut off on receipt of individual 

300 
REGISTER and deductions pay records 

cutoff 
Destroy upon 

AUTH (N1-507-97-1) (7335/R23) 
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NOTES 

1 Shippmg records to NPRC Include copies of payor 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, mterfile the forms used without regard to 
the differences In 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 inactivation or consolrdation of payroll offices, records that have not reached the age specified for disposal Willbe 
forwarded to the gaimng payroll office, which Will dispose of the records per this schedule Comply with the requirements of 000 
7000.14-R, Vol. 8. (For Decentralized Payroll Offices). 
3. Records containing discrepancies Identified by responsible OFAS Servicing Sites Will be held until corrective action has been 
taken, then apply disposmon as mdicated 
4 Fire protection and law enforcement personnel records are not authonzed for disposal They should be held mdefimtely, pendmg 
completion of htrganon 
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 
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, 000 7000.14-R) 

SCHEDULE 7340 I 
DEFENSE JOINT MILITARY PAY SYSTEM - ACTIVE COMPONENT (DJMS-AC) RECORDS I 

A B C D 

R 
U 
L	 CUTOFF/ DISPOSITIONI 
E	 RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

COLLECTION AND Copies Applicable DFAS Cut off at end of month in 
DISBURSEMENT Sites which all discrepancies or out-I~ r; of-balance conditions are 

created Destroy I year after 
cutoff 
AUTH	 (GRS 6, Item 1b) (7340/R1) 

2 DJMS-AC Substantiating records for DJMS- Accountable Stations Cut off at end of fiscal year. ~ 
SUBST ANTIATIN AC, mcludmg the original 
DOCUMENTS ument transmittal hstmg With Retain paper records for one 

detai mid-month and end-of- year after cut off, then transfer 
month pa 11hsnngs used for to a Federal Records Center 
mqumes and dvise financial where they Willbe destroyed 6 
organizations of d Sits made to years and 3 months after cutoff 
member's accounts, an portmg 
records such as reports of Ie If documents are scanned and 
transactions, military pay orders, maintained electronically, 
cadet pay orders, allotment retam electronic records for 6 
authonzanons, pay adjustment years and 3 months after cutoff 
authonzations, pay record 

(See also NOTE 1) accessibility roster, leave 
certifications, original forms AUTH	 (GRS 6, Item 1a) (7340fR2)
authonzmg local payment by ~ 
Accountable Stations mcludmg 
messages and letters, and TLA	 "'" '"'" .... 
entitlements ",-.... 

201 Hard copies of scanned Destroy 90 days-'1lt!erscanning, 
substannaung documents retained AUTH (GRS 20, Item '2I4.a) 

(7340fR201) "<,.... for verification of the accuracy of 
,

the scannmg process	 
"

" 

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 

301 transmissions Destroy 6 months after cutoff, 
AUTH	 (N1-507-97-1) (7340/R3 01) 

302 Data collection log prmt hstmgs of Cut off at end of month, 
302 all messages, commands, and Destroy 30 days after cutoff, 

systems activity AUTH (N1-507-97-1) (7340/R3 02) 
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SCHEDULE 7340 I 
DEFENSE JOINT MILITARY PAY SYSTEM - ACTIVE COMPONENT (DJMS-AC) RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

303 
4 TRANSMITTAL 

LETTERS 
Forms and form letters used to 
transmit military pay documents 

Cut off at end of pay penod. 
Destroy 60 days after cutoff 

J. 
.. 

TRANSACTIONS 
Detailed records of all transactIons 
recerved allY ,.,lrAn used for 

AUTH (Nl-507-97-1) (7340/R4l 
Cut off at end of fiscal year. 
Destroy 6 years, 3 months after 

inquiry/audit purposes 
___ 4 __ ~ ___ ~ __ cutoff. 

'AUTH lGRS'6~1tem 1-aW340/RS1. 
6 DAILY Detailed record of all transactions Input Source Cut off at end of day Destroy 

TRANSACTION received and actions taken by 6 months after cutoff 
304 LISTING AND Servicmg Sites AUTH (N 1-507-10-1) (7340/R6) 

DAILY 
TRANSACTION 
REGISTER (DTR) 

7 REJECTED Rejected transactions Cut off at end of month In 
TRANSACTION which all discrepancies or out-

305 
LISTINGS of-balance condinons are 

corrected Destroy 90 days 
after cutoff 
AUTH (N 1-507-97-1) (7340/R7) 

IS p.£MENT Data identifying transactions which DFAS SItes and Cut off at end of fiscal year 
NOTICES reqUIre ...~.~~. ,o,no Accountable Stations Destroy 6 years, 3 months after 

-. cutoff 
AUTH (ul'(~u. t .. " "" ... ," 

306 
9 MASTER MILITARY 

PAY ACCOUNT 
HIstory of member's leave/pay 
transactions and leave and earnings 

DFAS Sites and 
Accountable Stations 

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

(MMPA) data AUTH (N 1-507-97-1) (7340/R9) 

IV A.TT.OTMENT DATA Onginal accounts listmg of Cut off at end of month 
,!~~~ and foreign check Destroy 6 years, 3 months after 
vouchers,~ 
Insurance payments, Umformect----
Services Savings DepOSItProgram 
(USSDP) 

...... -. -.- ... '--'-
cutoff 
AUTH (GRS 6. Item 1a) 
(7340/Rl0) 

-- --~---.- -- -
\0 01 Operational copies of records In Cut off at end of fiscal year 

307 Rule 9 Destroy 3 years after cutoff 
AUTH (N 1-507-97·1 ) 
(7340/Rl0 01) 

\0 02 Transaction histones, blanket and Cut off at end of month 
308 VA voucher hstmgs, debu and Destroy 3 months after cutoff 

credit registers AUTH (Nl-507-97-1) 
(7340/Rl0 02) 

1003 Reference hstmgs and cumulative 6- Cut off at end of fiscal year 
309 month allotment histories. Destroy 6 years after cutoff. 

AUTH (Nl-507-97-1) 
(7340/Rl0 03) 
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310 

311 

312 

313 

314 

315 

SCHEDULE 7340 I 
DEFENSE JOINT MILITARY	 PAY SYSTEM - ACTIVE COMPONENT (DJMS-AC) RECORDS 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 fiscal year. 

EARNINGS leave and earnmgs Destroy 6 years, 3 months after 
STATEMENTS cutoff 
(LES) AUTH (N1-507-97-1) (7340/R11) 

12 DJMS-AC CENTRAL Listmgs by Accountable Station DFAS SItes Cut off at end of fiscal year 
PAYMENTS code of products concemmg Destroy 3 years after cutoff. 

amounts credited to financial AUTH (N1-507-97-1) (7340/R12) 

organizations 
1201 .'- Jra~~mittal register and star report OFAS Sites and Cut off at end of pay period. 

used for reference and balancing Accountable Stations Destroy I year after cutoff - .	 -._- .. 
purposes	 AUJH (GRS 6, Item 1b) 

(7340;:f2-0f) - --- -- _,. 

13	 CENTRAL OR Changes to service members' mid- Cut off at end of payroll year. 
LOCAL PAY month and end-month net pay Destroy 3 years after cutoff. 
AUTHORIZATIONS amounts, used for updanng central AUTH (N1-507-97-1) (7340/R13) 

payroll processing, balancing 
payrolls, and controllmg local pay 
authonzations 

r--t4--- ~MARY Transactions processed through Applicable OFAS Cut off at end of payroll year. 
ACCvur ....... lTA summary account subsystem and are Sites and Destroy 6 years, 3 months after 

products used for Accountable Stations cutoff 
AUTH (GRS 6, Item 1a) balancing accoun';I1~_ 
(7340/R14)preparing miscellaneous r---_

Indebtedness vouchers and	 -------- --. . -
' ..-reconciliation of clearing account	 , " 

- -. -analYSIS.	 -
1401	 Summanzed mformation to control DFAS Sites Cut off at end of fiscal year 

the MMP As used to report to the Destroy 5 years after cutoff 
fund manager on the financial AUTH (N1-507-97-1) 

(7340/R14 01)position of the rmhtary pay 
appropnations 

14.02	 Summarized mformation to control Cut off at end of fiscal year. 
the MMP As used to report to the Destroy 3 years after cutoff 
fund manager showing expenditures AUTH (N1-507-97-1) 

(7340/R14 02)by entitlements and deductions for 
the month. 

15 VOUCHER Summaries ofDJMS-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 WIthcash accountability 
reports (MAFR) 
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SCHEDULE 7340 I 
DEFENSE JOINT MILITARY PAY SYSTEM - ACTIVE COMPONENT (DJMS-AC) RECORDS I 

316 

317 

318 

319 

320 

A B
 

R
 
U
 
L
 
E RECORD SERIES DESCRIPTION
 

~ ------- Subsidiary records used to reconcile 

16. EDIT, 
RECONCILIATION, 
OR CONTROL 
DATA 

16.01 

17 

1701 

FEDERAL INCOME 
TAX 
WITHHOLDING 
(FITW), FEDERAL 
INSURANCE 
CONTRIBUTION 
ACT (FICA), STATE 
INCOME TAX 
WITHHOLDING 
SITW) 

18. TDFORM W-2 

voucher balancing for 
ments and collections, 

Journal vouc ers; ,h"ets, 
adjustment authonzanons and OLI"" 

related data, used to reconcile 
pay/collection postmg WIth MMPAs 
or WIth MAFR 
Products used in correctmg rejects, 
reconcihanon data, and 
controlhnglbalancmg central 
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 
authonzations, checkwntmg totals, 
check transmittal hsts, error hsts, 
control totals, control cards. and 
simllarproducts. 
Products concernmg transrmssion of 
data VIa mag tapes, hstmgs, or other 
methods of transrmssion 

Amounts of FICA wages/deductions 
and FITW deductions for military 
members which are copies of 
quarterly reports sent to SOCIal 
Secunty Adrmmstratron, Internal 
Revenue Service, or State Taxmg 
Authorities 
Amounts of FICA wages/deductions 
and FITW/SITW deductions for 
rmhtary members which are copies 
used to determme benefits and 
answer inquiries 
Data printed on member's TD Form 
W-2, used for inquiry purposes and 
to recreate TD Forms W-2 

C	 D 

CUTOFF/ DlSPOSITION/ 
MAINT AINED IN AUTHORITY 
DFAS SItes Cut off when reconciliation is 

complete. Destroy 1 year after 
cutoff. 
AUTH (GRS 6. Item 1b) 
(7340/R15 01)----- ---. --~-

Applicable DFAS Cut offwhen purpose has been 
Sites and served. Destroy upon cutoff. 
Accountable Stations AUTH (Nl-507-97-1) (7340/R16) 

Cut offat end of month. 
Destroy 3 months after cutotT 
AUTH (Nl-507-97-1) 
(7340/R16 01) 
Cut off on payment of taxes 
Destroy 4 years after cutoff 
AUTH (Nl-507-97-1) (7340/R17) 

DFAS SItes	 Cut off at end of fiscal year 
Destroy 56 years after cutoff. 
AUTH (Nl-507-97-1) 
(7340/R17 01) 

DFAS Sites	 Cut otT at end of payroll year 
Destroy 4 years after cutoff 
AUTH (Nl-507-97-1) (7340/R18) 
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SCHEDULE 7340 I 
DEFENSE JOINT MILITARY PAY SYSTEM - ACTIVE COMPONENT (DJMS-AC) RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

rT()SED MMPA pnntouts, copies of pay Cut off at end of month.
 
SEPARAIIUr., .adiustment authonzanons, Destroy 6 years, 3 months after
 
REENLISTMENT correspon ,~.zelated records cutoff
 
DATA created at time of member's AUTH (GRS 6. Item 1a)
 

17 

(7340/R19)separanon/reenhstment that reflect 
payments made -.

20.	 MANAGEMENT Copies of dependency Cut off on term mati on of 
CASE FILES deterrmnations dependency. Destroy 6 months 321 

after cutoff 
AUTH (N1-507-97-1) (7340/R20) 

21	 REFERENCE DJMS-AC company code Cut off at end of fiscal year. 
MATERIALS directones, JFTR Indexes, DJMS- Destroy 3 years after cutoff 322 

AC locators, and sirmlar products.	 AUTH (N1-507-97-1) (7340/R21) 

NOTE-
1 Accounts and supportmg documents pertammg to American Indians are not authorized for disposal Such records must be retained 
indefinitely since they may be needed in litigation mvolvmg 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 I) 
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SCHEDULE 7341
 
TRAINEE MILITARY PAY SYSTEM (TMPS) RECORDS
 

This schedule governs disposition of records pertaining to basic mihtary trainees (BMT). (Reference: Financial 
Management Regulation, DoD 7000 14-R) 

SCHEDULE 7341 I 
TRAINEE MILITARY PAY SYSTEM (TMPS) RECORDS I 

A B C D 
R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 
I oo '<:'T-\1\ITIATING Ongmal or record transmittal ltstmg DFAS SIte Cut off at end of month. (See 

INFORMA TION ".. , ~ t in o records such as report designated offices NOTE 1) Destroy 6 years, 3 
leave transactions, MPus, anon months after cutoff 
authonzanons, pay adjustment AI'TH (GRS 6, Item1a) (7341/R1)----	'-..... -.. - ..authonzauons, and related matters -

2.	 MASTERBMT BMT history oftramee's leave/pay Cut off on separation or 
ACCOUNT transactions and leave and earnmgs graduation. Destroy 3 months 323 

data after cutoff 
AUTHJN1-507-97-1) (7341/R2) 

3 MANAGEMENT Detailed records of umt designanon, Cut off on graduation date 
324 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 Issued by Paying &	 Cut off on graduation payment 325 Collecting, used to provide payment to Destroy upon cutoff
 
BMT AUTH (N1-507-97-1) (73411R301)
 

302 VCR tape containing continuous	 Cut off at end of day Destroy326 pictures of each ATM transaction 60 days after cutoff
AUTH (N1-507-97-1) (734l1R3 02) 

303 Copies of separation paperwork Cut off on date of separation 327 Destroy6 months after cutoff
AUTH (N1-507-97-1) (7341/R3 03) 

304 Discrenonary files based on local Cut off on PCS, or When 
328 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 329 COLLECTION recycled, or rejected dunng 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 330 
LISTINGS	 (See NOTE 2)

AUTH (N1-507-97-1) (7341/R5) 

NOTES 

I All ongmal substantianng documents are submitted to Servicing SItes and retired as appropriate 
2. Records contammg discrepancies Identified by DFAS Sites will be held until corrective action has been taken, otherwise. destroy 
when ehgible. 
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SCHEDULE 7342 
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 1 
RESERVE OFFICER TRAINING CORP (ROTC) PAY RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

~ PAY ORDERS Copies. substantratmg documents DFAS Servicing Cut off at end of month 
and hstmgs, Sites Destroy 6 years, 3 months after 

cutoff 
~ AUTH (GRS 6, Item 1a)(7342/R11 

2 PAY REPORTS Cut off at end of fiscal year. 
~. Destroy I year after cutoff. 

AUTH (GRS 6. Item 1b) (7342/R2) 
3 SUMMARY OF Payroll hstings, cumulative ___ Cut off at end of fiscal year 

EARNINGS LISTINGS transaction hstmgs Destroy 3 years after cutoff. 
AUTH (GRS 6, Item 5b) (73421R3) 

4 COLLECTION AND Copies of vouchers and -------------- ~~ end of month 
DISBURSEMENT 
VOUCHERS 

supporting records mamtained 
centrally for research and audit 
purposes 

~~ after cutoff 
(See NOTE) -.-.. __ 
AUTH (GRS 6, Item 1b) (73'42tR4.l.., 

NOTE: Records contaimng discrepancies Identified by Servicmg Sites Will be held until corrective action has been taken, otherwise, 
destroy when eligible 
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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.l4-R)
 

SCHEDULE 7343 I 
CADET PAY RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I CADET PAY	 Mihtary pay records and other DFAS Sites Cut off on graduation or 

records pertammg to pay while in separation. Destroy 56 years 331 
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) (73431R2) 

3. ACCOUNTING Journal vouchers and other DFAS Sites and Cut off at end of fiscal year 
POSTING MEDIA related speciahzed posting media Accountable Stations Destroy I year after cutoff. 

333 for mach me operations used to AUTH (N1-507-97-1) (7343/R3) 

effect internal adjustment through 
accountmg system 

4.	 TAX AND INTEREST W-2 listings. quarterly FICA Cut off at end of calendar 
DISTRIBUTION reports and state tax vouchers year. Destroy 6 years after 334 

cutoff 
AUTH (N1-507-97-1) (7343/R4) 

5 TRANSMITTAL Receipt copy of document Cut off at end of fiscal year. 
335 LETTERS transmittal letters Destroy I year after cutoff. 

AUTH (N1-507-97-1) (73431R5) 
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 balancmg sheets to Cut off at end of fiscal year
 
337 SHEETS mechamzed system. Destroy 1 year after cutoff.
 

AUTH (N1-507-97-1) (7343/R7) 
8 TRUST LEDGERS Ledger of trust revolvmg Cut off on graduation 

338 computerized balancing system Destroy I year after cutoff 
AUTH eN1-507-97-1) (7343/R8) 

'n .T T':J UI:.. rX;RRS Tnal balance	 Cut off at end of fiscal year 
Destroy 3 years after cutoff. 

-.8J.lTH (GRS 7, Item 4a)
(7343fR9) ..__ .- .. - . -

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 
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 I
 
DEFENSE JOINT MILITARY PAY SYSTEM - RESERVE COMPONENT (DJMS-RC) RECORDS I
 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
1 DlMS-RC PAY - Ongmals 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 340 data for computerized payments, Accountable AUTH (N1-507-97-1) (7344/R1) 

drill pay Stations 
DlMS-RC PAY Central operational copies of Cut off at end of quarter 

~ ongmals of quarterly master Destroy I year after cutoff. 
history file, voucher and AUTH (GRS 6. Item1b) (7344/R2) 

transaction data for computerized <, payments, drill 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, I attendance AUTH (GRS 6, Item ta) (7344/R3) 

records, adjustment onzanons, 
correction of records, me 
certificates, line of duty 
determmations, accounts 
receivable closed case files for out-
of-service members, partial 
payment vouchers, officer Uniform ~ 
allowance certificate and 
maintenance forms, quarterly 

~~quality exams, earning statement
 
for manual payments and other <,


"'--.... -,related records 
4.	 FEDERAL INCOME Employer copies ofTD Forms W- Ail DFAS Sites Cut off on payment of taxes. 

TAX WITHHOLDING 2 and hstmgs, adjustment records, Destroy 4 years after cutoff. 
(FITW), STATE FICA extracts and other related AUTH (N1-507-97-1) (7344/R4) 

INCOME TAX records 

341	 WITHHOLDING 
(SITW), AND 
FEDERAL 
INSURANCE 
CONTRIBUTION ACT 
(FICA) 
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SCHEDULE 7344 I 
DEFENSE JOINT MILITARY PAY SYSTEM - RESERVE COMPONENT (DJMS-RC) RECORDS I
 

A B C D
 

R
 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAl NT AINED IN AUTHORITY 
5 SUBSIDIARY DATA	 Listmgs used to reconcile voucher Cut off at end of fiscal year in 

balancmg for disbursements and which all outstandmg 
collections, billmg records, and discrepancies are cleared. 
FICA, FITW, and SITW Destroy 1 year after cutoff. 342 
summaries, Journal vouchers, AUTH (N1-507-97-1) (7344/R5)
 

worksheets for schedule of
 
transactions, transcnpts, ledgers,
 
and other accountmg data
 

6.	 VOUCHERS- Copies of paid vouchers With Cut off at end of fiscal year in 
ACCOUNTING COPY supportmg records that are used for which all outstanding 343 accountmg 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 IS 

records), such as posting data Stations completed or all discrepancies 
344 transfers and Similar forms, used to are cleared Destroy 90 days 

provide mput data to accountmg after cutoff 
operations AUTH (N1-507-97-1) (7344/R8) 

9	 LISTINGS AND Included but not hrmted to edit Cut off and destroy upon 
TABULATIONS lists, transactions registers, ledgers, receipt of new hsting. 345	 reports mamtamed In AUTH (Nl-507-97-1) (7344/R9) 

monthly/quarterly/year-end 
Increments 

10 REFERENCE Locators, master tables, and other Cut off and destroy when 

346 MATERIALS Similar products used for reference record IS superseded or 
purposes becomes obsolete. 

AUTH	 (N1-507-97-1l (7344/R10l 
II MANAGEMENT Computerized listings used for Cut offat end of fiscal year. 

347 INFORMA TION 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
 

This schedule governs disposition of records pertairung to FHA case files. (Reference: Financial Management 
Regulation, DoD 7000.14-R) 

SCHEDULE 7345 I 
MILITARY FHA CASE FILES I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 
1.	 INDIVIDUAL CASE Request for certification of DFAS Sites Cut off when case is closed. 

FOLDERS ehgibrlrty forms, cernficanon of Destroy 3 years after cutoff 
termination (used for AUTH (N1-507-97-1) (7345/R1) 

discontmuance of loans and paid-
up loans), premium notice 
(indicatmg name, service number, 
case number, effective date. and 
amount of money paid to FHA) 
and copy of pay adjustment 
authonzation reflectmg 
mdebtedness to government 
received from rmhtary personnel 
through FHA relative to loans for 
purchase of private homes 
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349 

350 

351 

352 

353 

SCHEDULE 7346
 
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.l4-R) 

SCHEDULE 7346 I
 
MILITARY PAY RECPRDS CREATED PRIOR TO AUTOMATION I
 

A B C D
 

R
 
U
 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 
I ACTIVE DUTY PAY Military pay records and related Federal Records Cut off on conversion to 

RECORDS records Centers	 DJMS Destroy on October I, 
2033 (56 years after 
Implementation of JUMPS) 
AUTH	 (N1-507-02-1, Item 80) 
(7346/R1) 

2 DJMS-RC LEAVE Fmal leave balance (pnor to JUMPS) Cut off on conversion to 
BALANCES hstmgs 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 
(NO) PAY RECORDS declaration of benefits received and which created (See NOTE 1) 

warvers, 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	 contmue the pay of a retiree, to m which death occurred or on 

include retirement orders, data for removal from temporary 
pay of retired armed forces disabihty retired list Destroy 
personnel, statement of employment, 6 years after cutoff 
withholdmg certificates, Veteran AUTH (N1-507-97-1) (7346/R4) 

Affairs and Office of Personnel 
Management waivers, etc, and 
records such as medical reports, 
court appomted fiduciary and other 
related papers pertainmg to mentally 
mcompetent individuals 

5.	 ANNUITANT PAY Termmated due to death or Cut off at end of calendar year 
FOLDERS	 termination of annuitant ehgrbihty, m which term mated Destroy 

(See NOTE 2) 6 years after cutoff 
AUTH (N1-507-02-1, Item 81) 
(7346R/5) 

NOTES 
NO records not located at Regional Records Service Centers are located at the appropnate State Adjutant General 

2. limited income cases are subject to be reopened 
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354 

355 

356 

357 

SCHEDULE 7347 
RETIRED PAY RECORDS 

This schedule governs disposition of retired pay records maintained by DFAS Cleveland, as well as other 
systems contairung similar records at other DFAS Finance Sites. (Reference: Fmancial Management 
Regulation, DoD 7000. 14-R) 

SCHEDULE 7347 I 
RETIRED PAY RECORDS I 

A 8 C D 

R 
U 
L CUTOFF/ DISPOSITION! 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I RETIREMENT Retired pay case jacket documents DFAS Cleveland and Cut of at end of calendar year m 

DOCUMENTS/ consisting of the retirement order or at other DFAS Finance which death occurred or 
TRANSACTIONS equivalent transaction (automated), Sites terminated from retired pay 

Statement of Service, Tower system Destroy 6 years after 
Cernficanon, and pay data form cutoff 

AUTH (N1-507-97-1) (7347/R11 

2. ENTITLEMENT! Certificates of entitlement and Cut of at end of calendar year in 
ELIGIBILITY eligibility mcludmg birth certificate which death occurred or 
RECORDS (child), certificate of adoption term mated from retired pay 

(Child), affidavit acknowledging system Destroy 6 years after 
paternity (child), marriage cutoff 
certificate (new spouse), affidavit AUTH (N1-507-97-1) (7347/R2) 

supportmg common law mamage 
(spouse), and certification of 
annuitant identity 

3 THIRD PARTY Retired pay case Jacket records Cut of at end of calendar year in 
ACCOUNT covering rmmmum income which death occurred or 
MANAGEMENT individuals, incapacitated terminated from retired pay 
RECORDS mdividuals, and disabled/mmor system. Destroy 6 years after 

mdividuals These documents cutoff 
consist of guardianship papers, AUTH (N1-507-97-1) (7347/R3) 

power ofattomey, custodianship of 
mmor, 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 
COM PUTATION computation documents, mcludmg other DFAS Finance which death occurred or 
INFORMATION active duty death worksheets, VA Sites term mated from retired pay 

(Mmimum Income Widow) (MIW) system Destroy 6 years after 
accounts, Board for Correction of cutoff 
Mthtary Records (BCMR) cases, AUTH (N1-507-97-1) (7347/R4) 

social security statements 
(annurtant, offset), dependent's 
mdemmty compensation (annuitant, 
VA offset), and requests for other 
Income information (offset) 
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SCHEDULE 7347 I 
RETIRED PAY RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
5 DEBT RECORD Retired pay records relating to debt Cut off at end of calendar year m 

incurred by the member These which death occurred or 

358 
records mclude the completed Pay 
Adjustment Authonzatron (DO 

term mated from 
system Destroy 

retired pay 
6 years after 

Form 139), Request for Waiver of cutoff 
Indebtedness, and Waiver AUTH (N 1-507-97-1) (7347/R5) 

Determmation letter 
6 LEGAL RECORDS Two way memo mcluded m retired Cut off at end of calendar year in 

member case Jacket which death occurred or 

359 
term mated from 

system Destroy 
retired pay 
6 years after 

cutoff 
AUTH (N1-507-97-1) (7347/R6) 

7 TRUSTEE Source data used to establish and Cut off at end of calendar year m 

RECORDS FOR contmue payments to trustee m which term mated from retired pay 

MENTALLY behalf of mentally incompetent system Destroy 6 years after 

360 
INCOMPETENT member/retiree/annuitant term mated 

due to death, discharge, separation, 
cutoff 
AUTH (N1-507-97-1) (7347/R7) 

appomtment of legal representative 
or when member IS declared 
competent. 

8 SURVIVOR SBP certification and forms OF AS Cleveland and Cut off at end of calendar year ill 

BENEFIT PLAN consisting of Retired Serviceman's other OF AS Fmance which death occurred or 
(SBP) ELECTION Family Protection Program SItes term mated from retired pay 

CERTIFICA TIONS/ (RSFPP) Election, Reserve system Destroy 6 years after 
FORMS Component Survivor Benefit Plan cutoff 

(RCSBP) Election, Service AUTH (N1-507-97-1) (73471R8) 

361 
Secretary Dnven Election, SBP 
apphcation (MIW). SBP Plan 
Elecnon certificate, SBP Open 
Season, SBP Election (former 
spouse), and Deemed SBP Election 
(former spouse). 

9 DEA TH NOTICES Records documenting the death of a Cut off on death of member 
retired member. These include the Forward for mclusion m retired 

362 
Report 
1300). 

of Casualty (DO Form 
death certificates, and 

pay folder 
cutoff 

Destroy 6 years after 

coroner's reports (in case of AUTH (N 1-507-97-1) (734 7/R9) 

homicide) 
10. TAX RECORDS Retired member tax records which Cut off at end of tax year 

363 mclude the W-4, and the annual 
option certification and former 

tax Destroy 4 years after cutoff 
AUTH (N1-507-97-1) (7347/R10) 

spouse records which mclude the 
W-4P 
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SCHEDULE 7347 I 
RETIRED PAY RECORDS I 

A B C D 

R 

U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

~ ~S PAYMASTER Account identtficanon, entitlement OFAS Cleveland Cut off at end of calendar year 
FlLt:;i1t~J.U.R Y data, pay and allotment data, Destroy 10 years after cutoff 
(MICROFiCHE}--- ~ble, and transaction AUTH (N1-507-97-1) (7347/R11) 

MONTHLY/ ry 

11.01 QUARTERLY ---------- Functional areas at Cut off at end of month. Destroy 
-a~veland 

..~..----.-~ after receipt of next copies. 
AUTH (N1-507-97-1) (7347/R11 01) 

11.02 Central reference area - 'Cut offat end of quarter Destroy 
In OFAS Cleveland 56 years after cutoff 

AUTH (N1-507-97-1) (7347/R11 02) _ 
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SCHEDULE 7348
 
ANNUITANT PAY RECORDS
 

This schedule governs disposition of records 10 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 I
 
ANNUITANT PAY RECORDS I
 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 
I ' ....T1IJT.lIT ANT PAY Annuitant Pay Accounts (See Designated DFAS Cut off at end of calendar year 

ACCOUNTS - IVIf\TI... NOTE) Sites in which terminated due to 
IMAGE ROUTING death or termmation of 
AND OPTICAL	 -----_ .._---. eligibility. Destroy 6 years 
RECORDING SYSTEM itfter cuto ff 
(MIRORS) OPTICAL AUTH (N1-501-97-1H7348/RU 

101 DISKS Source data used to establish and Cut off at termination. Delete 
contmue payments to annuitants, 6 years after cutoff 
such as apphcation for annuity, AUTH (N1-507-97-1) 

(7348/R 1 01) Dependency Indemmty 
Compensation, Social Security 
information, certificate of 
contmued ehgibihty mmimum 
mcome claims, request for federal 
mcome tax wuhholdmg, 
custodianship certificate, 
correspondence, other 
documentmg evidence, retiree 
death gratuity mformanon, 
survivor benefit elections, 
emergency mformation, claim for 
arrears of retired pay, divorce 
decrees, death certificates, 
marriage certificates. 

~ Account idennficanon, entitlement Designated DFAS Cut off at end of calendar 
Y and pay data, accounts receivable Sites year. Destroy 10 years after 

C and transaction history cutoff 
~MONTHLY/	 AUTH (N1-507-97-1) (73481R2) 

2.01 QUARTERLY	 Functional areas at Cut off at end of month 
designated DFAS Destroy after receipt of next --"- ...sJte(s) month-end copies . ------------ ._---

AUTH iN 1-507-97-1 ) (7348/R2 01) 
2.02	 

---.~
Central reference"> _.. Cut off at end of quarter. 
area at DFAS	 Desftoy-.S6.years after cutoff. 

AUTH {N1-507;97--1}_._ 
(7348/R2 02) .-
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SCHEDULE 7348	 I 
ANNUITANT PAY RECORDS I 

A 8 

R 
U 
L 
E	 RECORD SERIES DESCRIPTION 

SUBSTANTIATING Indebtedness, payroll deduction 
~ ~A(PAY	 agreements, and other source data 

used to change the net pay of an AFF~ 
annuitant filmed with the 

~c Information 
t System (MIMS) 

4 VOUCHER DATA Annultantorl~ 
and summaries. blanket c ny 
and financial organization listings 
and summaries, and accounts 
receivable listmgs, check payment 
detail, and other related data. 

401 Operational copies of records in 
Rule 4 

5.	 RECONCILIA TIONS Subsidiary data used to reconcile 
voucher balances for disbursement 
and collections, uncleared 
transactions, lot proof hstmgs, pay 
status analysis, and other SImilar 365 
products used for research, 
corrections, review and 
reconciliation of rejects, 
conditions, or events to mclude 
edit and exception listings 

6.	 TAX DATA Federal income tax withholdmg 
records such as TD W2, W2Ps, 366 
W2P negative/zero balances, 
annuitant W2P control lists 

7 MANAGEMENT Data whrch reflects the acnvuy of 
DATA the annuitant pay systems mternal 367 exarmnation records, and other 

related records used for stansncal 
and managementj)l.l1]loses 

,VTIS	 ., A"n Record of purged document 
CONTROL SYSTEM conLIVI •• M]MS reelsUy", 

(WCS) (MICROFICHE) 

NOTE'	 Limited income cases are subject to be reopened 

C 

MAINTAINED IN 

1'---___ 
...... ~........... -

-'. , 

Central reference 
area at DFAS 

D 

CUTOFF/ DISPOSITION/ 
AUTHORITY 
Cut off on date filmed. 
Destroy 6 years, 3 months 
after cutoff 
AUTH (GRS 6, Item 1a) 
(7348/R3) 

Cut off at end of month. 
Destroy 6 years, 3 months 
after cutoff 
AUTH (GRS 6, Item 1a) 
(7348/R4) 

Cut off at end of fiscal year. 
Destroy I year after-cutoff 
AUTH (GRS 6, Item4 01) 
Cut off at end of fiscal year in 
which all questions have been 
resolved and annotations 
transferred. Destroy 1 year, I 
month after cutoff. 
AUTH (N1-507-97-1) (7348/R5) 

Cut off at end of tax year 
Destroy 4 years after cutoff 
AUTH (N1-507-97-1) (7348/R6) 

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 (NFW7'=9T-+t-{+348.IRB}", 
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SCHEDULE 7349
 
PA Y ACCOUNT RECORDS
 

This schedule governs disposition of records pertaining to the Marine Corps Total Force System
 
(MCTFS).
 

SCHEDULE 7349 I 
PA Y ACCOUNT RECORDS I 

A B C D 

R 
U 
L CUTOFFI DISPOSITION! 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I	 STANDARD PAY A copy of these records IS Office of Record Destroy upon supersession of 

DIRECT DEPOSIT (I e. distributed as follows' form or separation of 
SF 1199) individual member, whichever 368	 Bank (Ongmal) 

IS sooner
Member (copy 2) AUTH (N 1-502-02-1, Item 82) 
Unit (copy 3) (7349/R1) 

2 ALLOTMENTS/ Document used to create record Destroy after the record copy 
BOND copy IS created 

AUTH (N1-507-09-2, Item 1) 369 AUTHORIZA TIONS 
(7349/R2)(i e SF 1199) 

201 Record copy Cut off at end of fiscal year 
Destroy 6 years and 3 months 

370 after cutoff 
AUTH (N1-507-09-2, Item 2) 
(7349/R2 01) 

2.02	 All other copies Office of Record or Destroy when no longer 
Off-site storage needed.371 

AUTH (N1-507-09-2 Item 3) 
(7349/R2 02) 

COLLECTION AND	 Ongmal collection and Office of Record Cut off at end of month 
~ disbursement vouchers, Destroy 6 years, 3 months 

R statements of transactions, after cutoff 
statements of accountability, AUTH (GRS 6, Item 1a) 

(7349/R3)collection schedules, =:. 
~es •• ndOth" 

chedules or 
s 

4 MCTFS Substantiatmg records:~ Cut off at end of month 
SUBSTANTIA TlNG MCTFS, includmg the origmal Destroy 6 years, 3 months 1'---__
DOCUMENTS	 documents transmittal hstmg With after cutoff. 

detailed mid-month and end-of- ......- AUTH (GRS 6, Item 1a) -...... (7349/R4)month payroll hsnngs used for --- -- ',--..,.mqumes and to advise financial ", 
............organizations of deposits made to	 

" , -
member's accounts, and 
supportmg records	 --- ..' 

5 DAILY Detailed records of all Cut off at end of day Destroy 
TRANSACTIONS transactions received and actions 6 months after cutoff 372 taken, used for mquiry/audrt AUTH (N1-507-97-1) (7349/R5) 

purposes. 
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SCHEDULE 7349 I 
PAY ACCOUNT RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
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 (Nl-507-97-1) (7349/R6) 

lI.AANAGEMENT Data idennfymg transactions Cut off at end of month Place 
NOTICc::) __ ~WhlChrequire manual process mg. on microfiche and destroy 

source documents upon 
_____ venfication of the microfiche. 

Destroy microfiche 6 years, 3 
'i'irnnths-atler.. cuto ff 
AUTH (Nl-507-97- ~). 

r~77i05iIIFt-- ~~I!f!th~e~r~ec;ordsare no longer being 
'irhed, then----~.-.------------ -~. 

Cut off at end of month 
Transfer to RRSF 3 years after 
cutoff Destroy 6 years, 3 
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 
374 PAY ACCOUNT transactions and leave and Destroy 56 years after cutoff 

(MMPA) earnmgs data AUTH (N 1-507-97-1 ) (7349/R8) 

~~ALLOTMENT DATA Ongmal accounts hstmg of Cut offat end of fiscal year. 
domestic and foreign check Destroy 6 years and 3 months 
vouchers, blanket payments, after cutoff. 

~ ayments, uniformed 
services savmg~~ogram 
and transaction histories ____ 

AUTH (GRS 6. Item 1a) 
(7349/R9) 

10 LEAVE AND Monthly statement of member's ~ Cut off at end of fiscal year 
EARNING leave and earnmgs. --- __ ~y 6 years, 3 months 
STATEMENTS (LES) 

AUTH~ 
(7349/R10) -".- _ 

II. MCTFS PAYMENTS. Regular and special payments Cut off at end of fiscal year 

375 
issued to Manne Corps Active 
and Reserve members bt-

Destroy 50 years after cutoff. 
AUTH (Nl-507-97-1) 

monthly. (7349/R11) 

12 VOUCHER Summaries ofMCTFS payment Cut off when payroll has 
BALANCING transactions, used to reconcile achieved rmhtary pay 

376 RECONCILIATION payment postmg WIthMMP As voucher/registered (MPV /reg) 
balanced. Destroy 13 months 
after cutoff. 
AUTH (N1-507-97-1) (7349/R12) 
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SCHEDULE 7349 I 
PAY ACCOUNT RECORDS I 

A 8 C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
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 
377 (FITW), STATE deductions for military members after cutoff Destroy 56 years 

INCOME TAX used to determine benefits and after cutoff 
WITHHOLDING answer mqumes AUTH (Nl-507-97-1) (73491R13) 

13 01 (SITW), AND Federal Income Tax (FITW), Cut off at end of fiscal year. 
FEDERAL State Income Tax Withholding Destroy 4 years after cutoff 
INSURANCE 
CONTRIBUTION ACT 

(SITW), and Federal Insurance 
Contribution Act (FICA) Copies 

AUTH (GRS 2, Item 13b) 
(7349/R13 01) 

378 (FICA) of quarterly reports sent to Social 
Security Administration or 
Internal Revenue Service 
reflectmg amounts of FICA wage 
deductions, FITW and SITW 

I.. f'I()C:;:PD 
deductions for mihtary members 
MMPA printouts, copies of pay Cut off at end of month 

SEPARATIv['1 .adi ustment authonzations, Destroy 6 years, 3 months 
REENLISTMENT 
DATA ACCOUNT 

correspon .... related 
records created at time of - - after cutoff 

AUTH (GRS 6, Item 1a) 

member's separation reenlistment 
and reflect payments made. 

(7349/R14)r----. -
379 

15. DATA COLLECTION 
LISTINGS 

All transactions that processed, 
recycled, or rejected dunng an 

Cut offbi-monthly Destroy 6 
years, 3 months after cutoff 

update. AUTH (Nl-507-97-1) (7349/R15) 
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SCHEDULE 7360
 
FOREIGN MILITARY SALES CFMS) 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 I 
FOREIGN MILITARY SALES (FMS) RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
1.	 CASE FILES Ongmal or office copies ofFMS 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, pncmg years after cutoff (See 
data, correspondence, financial NOTE 2) 
analysis/ termmation liability AUTH (N1-507-97-1) (7360/Rl) 

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, shippmg/control 
records, management reviews, case 
closure documentation, reopened 
case documentation, and copies of 
disbursement vouchers 

101	 All FMS electronic nnagmg data Cut off/close at end of fiscal 
stored by FMS case designator year in which case closed. 

Transfer to an archive 381 
reserved for 10-year 
retennonts), Delete/erase 10 
years after cutoff 
AUTH (Nl-507-97-1) 
(7360/R1 01) 
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SCHEDULE 7360 j 
FOREIGN MILITARY SALES (FMS) RECORDS I 

A B 

R 
U 
L 
E RECORD SERIES	 DESCRIPTION 
2.	 FMSREPORTS Reports, such as detailed balance of 

payment transactions affectmg 
funds disbursed and/or collected, 

382	 FMS forecast of dehvenes report, 
part I-status of open cases quarterly 
report; part II-status of closed cases 
only annual report; and Reports of 
Status of Funds or Execution 

2.01 

383 

,) 
AC' Onginals or copies of 

ADMINISTRA Ti v r. n relatmg to 
BUDGET esnmatmg, distnbuting, arm 

executmg the budget 

301	 Equipment mventory records for 
Items purchased under the FMS 384 
Adrmmstrative Budget 

4	 FMS CONTRACT Copies of Paymg or Accounting 
FILES Office Contract files contaming 385 

FMS fund citanons 

5	 FMS COLLECTION Ongmal collection and 
AND disbursement vouchers386 DISBURSEMENT
 
VOUCHERS
 

J VI	 Copies of vouchers and supporting 
records maintained centrally for 
research ana auui Sr-

6	 FMS BILLING Copies of statements of FMS 
DOCUMENTATION transactions submitted to foreign 

387	 governments and supportmg 
documentation consisting of various 
computer hstings and related 
correspondence, delivery, and case 
control hstings 

C
 

MAINT AINED IN
 
OFAS FMS acnvines
 

DFAS SItes 

OFAS FMS activities 

D 

CUTOFF/ DlSPOSITION/ 
AUTHORITY 
Cut off at end of fiscal year 
Destroy 10 years after cutoff 
AUTH (Nl-507-97-1) (7360/R2) 

Cut off when superseded. 
Destroy upon cutoff 
AUTH (N1-507-97-1) 
(7360/R201) 

Cut off at end of fiscal year in 
which allocated Destroy 5 
years after cutoff. 
"IJTH(GRS 5, Item 3a) 
(7360/R3T- -- --. -
Cut off when superseded 
Destroy upon cutoff 
AUTH (N1-507-97-1) 
(7360/R301) 
Cut off at end of fiscal year In 

which contract ISclosed 
Destroy 10 years after cutoff 
AUTH	 (Nl-507-97-1) (7360/R4) 
Cut off at end of month in
 
which case ISclosed. Destroy
 
10 years after cutoff.
 
AUTH (N1-507-97-1) (7360/R5)
 
Cut off at end of fiscal year In
 

which reconcihanon complete.
 
Destroy 1 year after cutoff.
 
See NOTE 3.
 
~~~m1b)
(7360/R5 0 --_ 

Cut off at end of fiscal year in 
which created Destroy 10 
years after cutoff 
AUTH (Nl-507-97-1) (7360/R6) 
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SCHEDULE 7360 I 
FOREIGN MILITARY SALES (FMS) RECORDS I 

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 supportmg years after cutoff. 
documentation consistmg of vanous AUTH (N1-507-97-1)388 (7360/R601)computer hsnngs and related 
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 hsts, which created. Destroy 10 389 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 In 

LOAD MATERIAL spread sheets, audit notes, FMS which created. Destroy 10 390 transactions, and related years after cutoff 
documentation AUTH (N1-507-97-1) (7360/R8) 

9	 INTERFUND BILLS Buyer and seller listmgs, Cut off at end of fiscal year in 
FORFMS transactions, and data. which bill clears Destroy 10 391 CUSTOMERS	 years after cutoff 

AUTH (N1-507-97-1) (7360/R9) 
10 ARMY INTERFUND	 Billing data which consists of Army DFAS FMS acnvincs Cut off at end of fiscal year In 

Input Totals List, rejected Army which bill clears. Destroy 10 
mterfund transactions, Army years after cutoff 
interfund unmatches by product AUTH (N1-507-97-1) (7360/R10) 

control number (PCN), register of 
delete out-of-balance actions taken, 
in-balance summary cards list, retail 392 stock loss allowance transactions. 
interfund zero balance listings, 
Unidentified input to Deputate for 
Security ASSistance converter, FMS 
mterfund summary transactions, 
history file, and other records 
pertaining to Army mterfund 

II.	 REPORTS OF Fmancial RODs and related Cut off at end of fiscal year 
393	 DISCREPANCIES correspondence after discrepancy is resolved. 

(RODs) Destroy 10 years after cutoff 
AUTH (N1-507-97-1) (73601R11) 
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SCHEDULE 7360 I 
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 mtragovernment Cut offat end of fiscal year m 

RECEIV ABLE AND accounts contammg basic which final action or payment 
PAYABLE CASE accounting records, related postmg is made and when all 
FILES records, reports, correspondence, corrective actions required by 

394 copies of agreements between US any audit have been 
and foreign countnes or accomplished Destroy 30 
International organizations years after cutoff (See 
(onginals at Department of State), NOTE 2) 
evtdence support rendered or AUTH (N1-507-97-1) (7360fR12) 

received, and collection and 
payment actions 

13. SHIPPING RECORDS Machine listings, material DFAS FMS activities Cut off at end of fiscal year in 

mspecnon and receiving report (DD which case closed. Destroy 10 
Form 250), country transaction years after cutoff. 

395 
report, and comparable and related 
records pertainmg to accountmg for 

AUTH (N1-507-97-1) (7360fR13) 

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 NCl-330-78-4 and 
NCI-330-78-6 
3 DIsposition of copies of disbursement vouchers m FMS case files is covered by Rule 1. 
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SCHEDULE 7400
 
REVOLVING FUND RECORDS
 

This schedule governs disposition of records pertaining to the revolving fund. (Reference: Financial 
Management Regulation, DoD 7000.14-R) 

SCHEDULE 7400 I 
REVOLVING FUND RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

1. INDUSTRIAL FUNDS Printing requisitions DF AS Sites and Cut off at end of fiscal year 
396 Accountable Stattons Destroy 1 year after cutoff 

AUTH (N1-507-97-1) (74001R1) 
1.01	 Ledgers (subsrdiary and detail), Cut off at end of fiscal year or 

registers, trial balances, requisrtions, when all outstanding 
movement records, and suppornng discrepancies, for which 

397	 books of original entry) corrective actions were 
prescnbed, have been cleared. 
Destroy 2 years after cutoff 
AUTH (N1-507-97-1) 
(7400/R1 01) 

2 STOCK FUNDS	 Subsidrary ledgers, Journal vouchers, Cut off at end of fiscal year or 
books of ongmal entry (includmg when all outstanding 
commissary Journals) discrepancies, for which 

398	 corrective actions were 
prescnbed, have been cleared. 
Destroy 2 years after cutoff. 
AUTH (N1-507-97-1) (7400/R2) 

-nn- Computer hstmgs of Accountable DF AS Sites offices Cut off at end of month. 
Station input comprised of Destroy 6 months after cutoff. ~ 
t'" lhnation, edit errors, stock	 AUTH (GRS 8. Item 7b(2» 

(7400/R201)record accoun "mnw>i.l. status, out-of-
balance, and m-balance~ 

3 GENERAL LEDGERS Books of final entry (manual and Cut off at end of fiscal year ---"-¥--~ 
-, , "-mach me form ledgers) -Destroy 6 years, 3 months 

after cutoff." " 
AUTH (GRS 7. Item 2)-(72t00lR3.).._ 

4. FINANCIAL Monthly, quarterly, semi-annual and	 Cut off at end of fiscal year 
STATEMENTS	 armual financial statements such as Destroy 5 years after cutoff 

statement of financial condition, AUTH (N1-507-97-1) (7400/R4)399 
change In capital of the fund, etc, 
and divrsion tnal balances 

401 Copies of statements. Accountable Stations Cut off at end of fiscal year. 
Destroy 1 year after cutoff400 
AUTH (N1-507-97-1) 
(7400/R4 01) 

402 Year -end statements Accountable Stations Cut off at end of fiscal year 
401 Destroy 5 years after cutoff 

AUTH (N1-507-97-1) 
(7400/R402) 
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SCHEDULE 7400 I 
REVOLVING FUND RECORDS 

A 
R 
U 
L 

E	 RECORD SERIES 
STANDARD 
MATERIEL 

CCOUNTING 
S	 EM (U I I OO/BJ) 
PROD TS 

5.01 

5,02 

503 

402 

504 

403 

I 
B 

DESCRIPTION 
Records used to Identify authorized 
users of the system and to list 
transaction validation tables at base 
level which consist of Fund Code 
Table (UEO), General, Ledger 
Account Descnpnon Table (UFO), 
List of Authorized SMAS Users 
(UMO), LIst of Modified SMAS 
Users (UM I), Proof of Accounts 

EHO),Sales Code
 
on Table (UGO),
 
on ID Code Table Report.
 

Records us to effect monthly 
reportmg, pe monthly 
reconciliations, or tlSfy research 
requirements which c ist of 
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 Reconcrhanon List 
(VMO), Follow-up to Depot File 
(OBJTDB), Medical Materiel 
Management Report FIle (OBJSV A), 
Selective Transaction History (SQO) 
Voucher for Transfers Between 
Appropnations and/or Funds (UAA) 
used to affect the transfer of funds 
(billmgs) 

Dally Transaction History (SOO),
 
Reject Suspense (TCO) used to
 
validate the results of daily
 
transactlonJlrocessmg
 
AF Stock Fund Report Requests
 
(UKO), Daily Processmg Summary
 
Section I (FLO), Dally Processmg
 
Summary Section 2 (FMO) used to
 
validate Interface transaction Input
 
and output.
 

C 

MAINTAINED IN 
DFAS SItes 

DFAS Sites 

DFAS 50J5.2-M
 

D 

CUTOFF/ DlSPOSITION/ 
AUTHORITY 
Cut off at end of fiscal year 
Destroy 2 years after cutoff 
AUTH	 (GRS 6, Item 5a) 
(7400/R5) 

Cut off at end of fiscal year. 
Destroy 3 years after cutoff 
AUTH (GRS 6, Item 5b) 
(7400/R5 01) 

t off at end of fiscal year, or 
wh discrepancies for which 
correcn actions are 
prescribed, ve been cleared. 
Destroy 6 year, months 
after close ofFY In hich 
final payment ISmade. 
AUTH	 (GRS 6, Item 1a) 
(7400/R5 02) 
Cut off at end of month 
Destroy 3 months after cutoff. 
AUTH	 (N1-507-97-1) 
(7400/R503) 

Cut off at end of month 
Destroy 3 months after cutoff. 
AUTH	 (N1-507-97-1) (7400/5 04) 
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SCHEDULE 7400 
REVOL V[NG FUND RECORDS 

A B C D 

CUTOFFI D1SPOSITIONI 
RECORD SERIES DESCRlPTiON MAINT AINED IN AUTHORITY 

Records used to perform and DF AS Sites Cut off at end of fiscal year. 
document requrred reconcihations Destroy I year after cutoff 
and provide SMAS database 
informanon to other users for further 

AUTH (GRS 6, Item 1b) 
(7400fR5 05) 

analysis which consist of Accounts 
Receivable Detail List (SNO), 
Accounts Receivable Summary List 
(SCO), AcqUISItIOn Fund Control 
Report (SSO), AF Stock Fund 
Approved Operatmg Program (SGO), 
AF Stock Fund Approved Operatmg 

rogram Status (SFO), AF Stock 
d IMRIGLA Reconcihanon 

(S1 AF Stock Fund Oblrganon 
Flash R ort (SKO), BIll Number 
Log (UBO, NR 150 Day Follow-
up List (VDO, NR 60 Day FoIlow-
up List (VCO). t of Operations 
DIVision Sales Repo (HFO), Daily 
Interfund Processing C trol List 
(VHO), Due-Out Reconci Ion 
Report (HBO), Follow-up to ot 
(VBO), Interfund Accounts Paya e 
Open Item List (VJO), Inventory 
Reconcihanon Report (HAO), 
MEDLOG Due-In vs. SMAS 

Interfund Detail Reconcihation List 
(VNO), MILSTRIP Research and 
Follow-up List (VEO), Reimbursable 
Issues/Sales & Creditable Returns 
Analysis (SOO). Stock Fund 
Inventory Management Report 
(STO), Transaction Stranficanon 
(SEO), Unprocessed Interfund Detarl 
Transactions (VGO), 

506 Stock Fund Proof of Accounts DF AS Sites Cut off end of fiscal year, 
(SHO), AF Stock Fund Tnal Balance provided a corrective action 
(SAO), Deleted Reject List (VTO), required by au it has been 
Medical Matenel Management accomplished. D troy 3 
Report (RCS HAF- years after cutoff 
SGS(M)7136)(SRO), Monthly 

Transaction History (SPO), Post 
AUTH (GRS 6, Item 5b) 
(7400fR506) 

Closm Audit Listm SIO) 
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SCHEDULE 7400 I 
REVOLVING FUND RECORDS 1 

A 8 C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

, VI Collection Voucher Log (UCO), 
u .~. .Voucher Log (UDO). 

Cut off at end of fiscal year 
Destroy 6 years, 3 months 
after cutoff. 
A UTH. lGRS 6. Item 1a) 
(7400/R507) 

6 STANDARD Matenel accountant errors/messages: Accountable Stations Cut off at end of month 

404 MATERIAL stock fund managers' Destroy 30 days after cutoff 
ACCOUNTING errors/messages. AUTH (N1-507-97-1) (7400/R6) 

601 SYSTEM (SMAS) Processing control Cut off at end of fiscal year 

405 Destroy I year after cutoff 
AUTH (N1-507-97-1) 
1.7400/R601) 

OV~ General ledger audit update Cut off at end of fiscal year 
Destroy 6 years, 3 months 
after cutoff 
A JTH (GRS 7. Item 2) 

j7400/R6 uz 

6.03 Tnal balance, proof of accounts Cut off at end of fiscal year or 
when all outstanding 

406 
discrepancres, for which 
corrective actions are 

, prescribed, have been cleared 
Destroy 2 years after cutoff 
AUTH (N1-507-97-1) 
(7400/R6 03) 

407 
604 Consolidated payment history list Cut off at end of fiscal year 

Destroy I year after cutoff 
AUTH (N1-507-97-1) 
(7400/R604) 

7 SELLER INTERFUND BIlls distributed to buyers Cut off at end of fiscal year m 
BILLS - NON-FMS which billed and durmg which 

408 corrective annotations have 
been made Destroy I year 
after cutoff 
AUTH (N1-507-97-1) (7400/R7) 

71
 



DFAS 5015 2-M
 

409 

410 

411 

412 

413 

414 

SCHEDULE 7600
 
INTERNAL AUDIT AND INSPECTION RECORDS
 

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 I
 
INTERNAL AUDIT AND INSPECTION RECORDS I
 

A B C D 
R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I AUDIT/INSPECTION Records pertainmg to plannmg. DFAS offices Cut off and destroy when 

PROGRAMMING orgamzmg, directing, and responsible for superseded or obsolete 
controlling the audit or inspection performmg audits or AUTH (N1-507-93-2. Item 185) 

(7600/R1)program Includes schedules, mspecnons 
resources planned or expended for 
the program, plans for the conduct 
of a specific audit, inspection 
rnneranes, team personnel rosters, 
and similar records. 

2.	 REPORTS OF AUDIT Report created upon completion of Cutoff when all deficiencies 
an audit to show findmgs, have been corrected Destroy 
recommendations, and Similar 2 years after cutoff. 
information and to track follow-up AUTH (N1-507-93-2, Item 186) 

(7600/R2)actions taken to correct Identified 
deficienctes. 

3 COMMANDER'S Reports of audit (held by Cut off and destroy when 
AUDIT PROGRAM installation commanders or their purpose has been served 

staft). AUTH (N1-507-93-2, Item 187) 
J?600/R3) 

4 RISK ASSESSMENTS	 Documented worksheets, mmutes Cut off on completion of 
of meetmgs, and reports addressing vulnerability assessment 
the risk of assessable units Destroy 5 years after cutoff 

AUTH (N1-507-93-2, Item 188) 
(7600/R4) 

5 STATEMENTS OF Letters statmg compliance or Cut off on completion of next 
ASSURANCE noncompliance With mternal comparable statement. 

control objectives Destroy 5 years after cutoff 
AUTH (N1-507-93-2. Item 189) 
(7600/R5) 

6.	 ANNUAL Annual reports mcluding DFAS Arlington Cut off on completion of next 
STATEMENT OF descnpnon of evaluation report of comparable statement 
ASSURANCE SENT matenal weakness, status of Destroy 5 years after cutoff 
TO SECDEF (RCS. DD- corrective action and other similar AUTH (N1-507-97-1) (7600/R6) 

COMP (AR) 1618) records. 
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416 

417 

418 

419 

420 
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SCHEDULE 7700
 
REPORTS OF SURVEY
 

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 7200.1O-M) 

SCHEDULE 7700 I 
REPORTS OF SURVEY I 

A B C D
 

R
 
U
 
L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
 

-r:-- Records used in heu of, and DFAS SItes Cut off at end of cycle
 

correspondence pertammg to, lost, Destroy 6 years, 3 months
 

damaged, or destroyed after cutoff 
gove -owned or leased 

~ 
AUTH (GRS 6, Item 1a) 
(7700/R1)property, m vestiga I.Ild 

reviews of facts and crrcu~ r---______mvolved, assessment of financial 
habihty and actions on waivers and -..-
appeals thereof, actions taken on --------- ---..-debts resultmg from assessments "-1.01	 Retamed copies of reports of Cut off on final action 
surveyor records and related Destroy 2 years after cutoff 
correspondence	 AUTH (N1-507-97-1) 

(7700/R 1 01) 
1.02	 Retamed copies of reports of Cut off on final action 

surveyor records used to support Destroy 2 years after cutoff 
supply system stocks inventory AUTH (N1-507-97-1) 

(7700/R 1 02) adjustment vouchers, or adjustment 
to m-use accountable property 
record Items 

103	 Retamed copies of reports of Cut off on final action 
surveyor records pertammg to Destroy 3 years after cutoff 
damage to government motor AUTH (N1-507-97-1) 

(7700/R1 03) vehicles 

104	 Retained copies of reports of Accountable Stations Cut off on collection of
 
surveyor records used to support assessment or VOIdance of
 
assessment of financial habihty financial habihty Destroy
 

year after cutoff 
AUTH (N1-507-97-1) 
(7700/R1 04) 

2 REGISTERS	 Form registers and comparable DF AS SItes and Cut off on termmation of 
forms that provide a complete Accountable Stations register Destroy I year after 
record of each report of survey. cutoff. 

AUTH (N1-507-97-1) (77001R2~ 

3 GAO NOTICES	 Notices of exceptions that are Cut off after GAO clearance 
issued by GAO agamst disbursing Destroy 1 year after cutoff 
and accounting officers charged AUTH (N1-507-97-1) (7700/R3) 

with apprO}'flated funds 
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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 I 
FINANCIAL PROPERTY ACCOUNTING RECORDS I 

A B C D 

R 
U 
L CUTOFFI DISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
T- ",&"uI'OMATED 

RECORDS 
Detail and summary records ----- -

DFAS Sites and 
Accountable Station 

Cut off and delete upon 
reconciliation 
AUTH (N1-507-97-1) (7705/R1) 

1.01 Listings and tabulations ____ r----____ Cut off and delete upon receipt 
-. of new hsnng 

AUTH (N1-507-97-1) 
(77051R1 01) - - -

2 BASIC Financial 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, 
Issue and tum-In shps, 

(I year increase in retention 
over previous guidance) 

reconcilianon and adjustment AUTH (N1-507-97-1) (7705/R2) 

vouchers, and other pertinent 
documents 

201 FIA monthly and/or quarterly Cut otT at end of fiscal year 

422 
reports, operatmg statements, 
special reports and analyses, and 

Destroy 2 years after cutoff 
(1 year Increase In retention 

other pertment reports. over previous guidance) 
AUTH (N1-507-97-1) 
(7705/R2 01) 
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423 

424 

425 

426 
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SCHEDULE 7710
 
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) 

SCHEDU LE 7710 I 
FINANCIAL STATEMENTS AND CONTROLLED REPORTS I 

A B C D
 

R
 
U
 
L	 CUTOFF/ DISPOSITION/ 
E	 RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 
J.	 CONSOLIDATED Records reflecting on allocations, DFAS SItes and Cut off at end of fiscal year. 

STATEMENTS AND appropnauons, net disbursements, Accountable Stations Destroy 10 years after cutoff. 
AUTH	 (N1-507-97-1) (7710/Rl)REPORTS	 reimbursements, tnal balances,
 

accountability, financial rnatenal,
 
violations, costs, expenses,
 
rnihtary and civilian pay, medical
 
Income and equipment data,
 
foreign military sales, real
 
property, supportmg records, and
 
related schedules
 

r-«, Consolidated statements and Accountable Stations Cut off at end of fiscal year in 
reports related to expired and which appropriate account IS 

merged ("M") accounts closed or all obligations in the 
closed account are liquidated 
Destroy 6 years, 3 months 
after cutoff 

~ ---------	 AUTH (GRS 6, Item 1a) 
(7710/Rl0ll1-----2 STATEMENT OF SF 1219, or comparable forms and	 Cut off at end of fiscal year 

ACCOUNT ABILITY	 supportmg records reflectmg ------- --------.... f-.I?estroy 6 years, 3 months 
summarizations of all collections, afte),-GU~ee NOTE) 
disbursements, and transfers for AUTH (GR ,el!l...1a)

(7710/R2) -------. ___
each account month 

3	 STATEMENT OF Onginal SFs 1149 and supportmg 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 
reconcihanon hsnngs, and related 
papers 

4 CONTROLLED Correspondence and other papers Cut off at end of fiscal year 
REPORTS relatmg to reports that mclude but Destroy 2 years after cutoff 

are not limited to survey code AUTH (N 1-507-97 -1) (771 0/R4) 

401 reports, surety bond report, Accountable Stations Cut off at end of fiscal year 
contaimng data required by DFAS Destroy I year after cutoff. 
for submission to other AUTH (N1-507-97-1) 
government agencies and (7710/R401) 

Congress 
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SCHEDULE 7710 l 
FINANCIAL STATEMENTS AND CONTROLLED REPORTS I 

A B C D 

R 
U 
L CUTOFF/ D1SPOSITION/ 
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. 

501 
(RAFAS) 

Accountable Stations 
AUTH (N1-507-97-1) (7710/R5) 
Cut off at end of calendar 

428 
year Destroy 2 years after 
cutoff 
AUTH (N1-507-97-1) 
(7710/R501) 

429 
6. USER CHARGES 

REPORTS AND 
Consolidated reports, feeder 
reports, correspondence, and 

Cut off at end of fiscal year 
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/R601) 

6.02 Reports WIthdiscrepancies Cut off on reconcihanon of 
discrepancies by servicing 

431 DFAS Finance SItes Destroy 
I year after cutoff 
AUTH (N1-507-97-1) 
(77101R602) 

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
 

This schedule governs disposition of records pertainmg to accountmg records at Logistics activities only. 
(Reference: Financial Management Regulation, DoD 7000. 14-R) 

SCHEDULE 7740 I 
LOGISTICS ACCOUNTING RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E	 RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 
I.	 BASIC Cost ledger sheets, control DFAS Logisnc Cut off at end of fiscal year 

TRANSACTIONS	 registers, pro rata registers, activities Destroy 1 year after cutoff. 
recapitulanon work sheets and AUTH (N1-507-97-1) (7740/R1)432 
reconciliations used to record one 
year's cost 

2 ELECTRONIC Dally detail transactions. Cut off when reconciliation 
ACCOUNTING with penodic summaries IS 

433 MACHINE (EAM) complete. Destroy upon 
TRANSACTIONS AND cutoff 
TABULATIONS AUTH (N1-507-97-1) (7740/R2) 

201 Penodic summary transactions Cut off at end of fiscal year 
(except budget justification cost Destroy I year after cutoff. 434 
summary transactions), tabulations	 AUTH (N1-507-97-1) 

(7740/R201)and correction sheets 
2.02	 Daily listings, when consolidated Cut off at end of month. 

435	 In monthly listmgs Destroy 90 days after cutoff. 
AUTH (N1-507-97-1) 
(7740/R202) 

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)436 
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 rehabrlitation Destroy 6 years after cutoff 
PAYABLE (MAP) projects on reimbursable rmhtary AUTH (N1-507-97-1) (7740/R4)437 
MAINTENANCE AND assistance sales
 
REHABILITATION
 
PROJECT RECORDS
 

5.	 R&D JOB ORDER Job order estimates and job order Cut off on completion of job 

438	 COST ACCOUNTING time sheets order Destroy 6 months 
SYSTEM (JOCAS) after cutoff 

AUTH	 (N 1-507-97 -lli77 40/R5J 

501 Records reflecting cost structure of Cut off when superseded. 
439 job order standard rates and man- Destroy I year after cutoff 

hour rates. AUTH (N1-507-97-1) 
j7740/R5011 
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SCHEDULE 7740 I 
LOGISTICS ACCOUNTING RECORDS I 

A B C D 

R 
U 
L CUTOFFI DlSPOSITIONI 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

502 JOCAS tables, register listings, DFAS Logisncs Cut off at end of fiscal year 

440 detailed hstmgs, and management 
reports 

acnvitres Destroy 1 year after cutoff. 
AUTH (N1-507-97-1) 
177 40/R5 021 

5.03 Monthly Job order register hstings Cut off at end of fiscal year 

441 other than last month of FY Destroy 1 year after cutoff 
AUTH (N1-507-97-1) 
(7740/R503) 

5.04 Job order master history hsnng Cut ofTat end of fiscal year. 
442 Destroy 4 years after cutoff 

AUTH (N1-507-97-1) 
(7740/R504) 

5.05 JOCAS tables, detailed hstmgs, Cut off at end of fiscal year 

443 
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/R505) 
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SCHEDULE 7750
 
FINANCIAL STATEMENTS, SCHEDULES AND CONTROLLED REPORTS
 

ThIS 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 I
 
FINANCIAL STATEMENTS, SCHEDULES AND CONTROLLED REPORTS
 1 

A	 B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY 

I CASH ACCOUNTING Reports and supporting records DFAS SItes Cut off at end of fiscal year 
showing cash accountability status Destroy 2 years after cutoff 
of financial acnvmes through AUTH fN1-507-97-1) (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. 
(foreign transactions) reports AUTH (N1·507·97-1) 

(7750/R1 01)commitments, obligations, 
disbursement and collections 

102	 Consolidated cernficanon and Cut off at end of fiscal year 
statement of reasons, countnes, and Destroy 5 years after cutoff 
amounts for contracts let In excess AUTH (N1-507-97-1) 

(7750/R1 02) currency countries paid m dollars 
report 

.~ APPROPRIATION	 Reports and supporting records Cut off at end of fiscal year 
portraying the status of appropnated Destroy 6 years, 3 months 
funds In terms of availabilrty, after closure of appropriate 
commitments, obligations, account or hquidanon of all 

~	 obligations In the closed F::"","ons account, whichever IS later. 
AUTH	 (GRS 6, Item 1a) 
(7750/R2) 

3	 APPROPRlA TION Reports of appropriati~ Cut offat end of fiscal year 
ACCOUNTING DA T A- reimbursements year-end finals. Destroy 6 years, 3 months 
YEAR-END FINALS reports of status of project by after closure of appropriate 

obhgation allotment code, year-end account or hquidation of all 
finals, report of budget execution obligations In the closed ~ 
finals, and annual report under ~t, whichever IS later 
Section 131 I , Supplemental AUTH \l3R~tem 1a) 

(7750/R3) ______Appropriation Act of 1955 (Public 
Law 663) -........ 

4 EXPENSE Reports and supportmg records Cut off at end of fiscal year 
ACCOUNTING DATA showmg the expense Incurred In Destroy 4 years after cutoff 

selected activities AUTH (N1-507-97-1) (7750/R4) 

401 Fourth quarter report of Cut off at end of fiscal year 
reimbursable property disposal Destroy 5 years after cutoff. 
expenses AUTH (N1-507-97-1) 

(7750/R4 01) 
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SCHEDULE 7750 
FINANCIAL STATEMENTS, SCHEDULES AND CONTROLLED REPORTS 

ABC D 

R 
U 
L CUTOFF! DISPOSITION! 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

FINANCIAL Reports and supportmg records Cut off at end of fiscal year 
TEMENTS showmg the financial position of Destroy 6 years, 3 months 

(GEN LEDGERS) DFAS and selected activities after cutoff 
AUTH (GRS 7. Item 2) 
7750/R5 

501 Fin . statements required by TD Cut off at end of fiscal year 
Circular 9 , Destroy 6 years, 3 months 
statements and sche r annual after cutoff 
budget estimate for mdustna 
stock fund statements and schedule 

AUTH (GRS 7. Item 2) 
(7750/R5 01) 

for annual budget estimate for stock 
fund. and consolidated mal balance. 

6 MISCELLANEOUS A vanety of reports and supportmg 
TYPE ACCOUNTING records not classified m Rules I 
DATA through 5 
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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 1 
LEDGERS, VOUCHERS, AND LISTINGS I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I. ~~. 

A I I S Ledgers, allocation files. and DFAS Accountable Cut off at end of fiscal year 
commanu lUCY - Stations Destroy 6 years, 3 months 

.after cutoff. 
AUTH (GRS I, Item L, " 

2 RECONCILIATION Credit and debit block registers, Cut off at end of month 

449 LISTINGS reconciled mechanical listings 
predetermmed and brought 

Destroy 6 months after cutoff 
AUTH (N1-507-97-1) (77551R2) 

forward, and lot~oof hstmgs. 

450 
3. DAILY AUDIT LISTS Reconciled mechamcal hsts Cut off at end of day 

I month after cutoff 
Destroy 

AUTH _(N1-507-97-12 (7755/R31 
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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 I 
DEFENSE CONTRACT FINANCING RECORDS I 

A B C D 

R 
U 
L CUTOFF/ DISPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 
I ADVANCE PAYMENT Documentation relatmg to DFAS Columbus Cut off on explration of 

POOL AGREEMENTS Advance Payment Pool Contract Government agreement Destroy 4 years 451 
Agreements WIth nonprofit Debt Office after cutoff
 
educational institutions. AUTH (Nl-507-97-1) (7800/Rl)
 

2	 INDEBTED Documentation pertaining to Cut off on date of final 
CONTRACTORS dehnquent debts of defense action Destroy 6 years after 452 

contractor	 cutoff. 
AUTH	 (Nl-507-97-1l (7800/R2) 
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SCHEDULE 7801 
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) 

SCHEDULE 7801 I 
MECHANIZATION OF CONTRACT ADMINISTRATIVE SERVICES (MOCAS) RECORDS I 

A 8 C D 

R 
U 
L CUTOFF/ DlSPOSITION/ 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

YING OFFICE Payment records for contracts DFAS Columbus Site Cut off on closure of contract --+--- ~A 
CO -FILES	 which may include DD Forms and Its off-Site Destroy 6 years, 3 months ---~baslc	 locations after cutoff. (See NOTE) 

AUTH (GRS 3. Item 3a(1 )(a) or 
3a(2)(a)) (7801/R1) 

contracts mo<trfie6uao~ 
contractor 1OVOIces,paynlenl----- ........
~~
vouchers and subvouchers, and --- -" -". - -
any other document required to 

"effect payment 
2. SHIPMENT CONTROL	 Documents marntamed to ensure Cut off on completion of the 

RECORDS	 prompt receipt of Matenal related contract; for those 
Inspection and Receivmg Reports relatmg to transferred 
and mvoices These may mclude contracts and contract number 

453 reports and listings	 changes, cut off on transfer or 
change 10 contract number. 
Destroy 1 year after cutoff 
AUTH (N1-507-97-1) (7801/R2J 

3 RECONCILIATIONS	 Subsrdiary data used to reconcile Cut off at end of fiscal year or 
voucher balances for when all outstanding 
disbursements and collections, Irregularities or discrepancies 
uncleared transactions, status have been cleared. Destroy 1 
analysis. and other similar year, I month after cutoff. 

454 products used for research,	 AUTH (N1-507-97-1) (7801/R3) 

corrections, review and 
reconciliation of rejects, 
condrtions, or events to mclude 
edit and exception hstmgs 

~ CONTRACT	 Locator cards, registers, data Cut off at end of fiscal year 
sheets, and summary hstmgs used Destroy 2 years after cutoff. 

~	 AUTH (GRS 23, Item 8) (7801/R4) ~on of contract 
s 

5.	 MANAGEMENT Statistical reports and -- ___ Cut off when superseded by 
INFORMATION management summaries ----..- ...--~-- .~ subsequent report/summary 

.~ 
' ..REPORTS	 generated from the MOCAS 

.... 

Destroy 2 years after cutoff 
database for reference and AUTH (GR$.J..ltem 4a) (7801lR5) 

management purposes -~--
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SCHEDULE 7801 I
 
MECHANIZA TION OF CONTRACT ADMINISTRATIVE SERVICES (MOCAS) RECORDS I
 

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	 LISTfNGS recycled, or rejected during an Destroy 2 months after cutoff. 
update AUTH (N1-507-97-1) (7801fR6) 

I. .TQ~T A NTIA TfNG Ongmal or record transmittal	 Cut off at end of month 
fNFORMATION . . .wrrh supporting records Destroy 6 years, 3 months 

thateffectchanges/auJ~"" •. after cutoff. 
the MOCAS database or related AUTH (GRS 6, Item 18) (7801fR7) 

matters. 

NOTE' FIles known to be pertinent to unsettled claims, Incomplete mvesnganons, or pending htigation will not be destroyed until 
settlement of the claim or completion of the mvestigation or hnganon 

84
 



DFAS 5015 2-M 

SCHEDULE 7900 
ELECTRONIC RECORDKEEPING 

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). 

SCHEDULE 7900 I
 
ELECTRONIC RECORDKEEPING I
 

A	 B C D 

R
 
U
 
L CUTOFF/DISPOSITION!
 
E RECORD SERIES DESCRIPTION MAINT AINED IN AUTHORITY
 

SYSTEM TEST	 Electronic files or records created Any DF AS Office Cut off when administrative, 
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 

Kr-; fiIes records	 AUTH (GRS 20, Item ta) 
(7900/R1) 

2	 MASTER FILE ~ Electronic files used to create or Cut off when Information has 
UPDATE been transferred to the Master ~ including but 

files, valid File and venfied Delete/destroy 

d intermediate at cutoff. 
s AUTH (GRS 20, 1b) 

(7900/R2) 

3 SYSTEM USAGE Electronic files and ~	 Cut off when no longer needed 
FILES	 printouts created to momto stem for admimstrative, legal, audit, or 

usage, mcluding but not hrmte other operational purposes 
log-in files. password files, audit tra Delete!destroy at cutoff 
files, system usage files, and cost- AUTH (GRS 20, Item 1c)r.
(7900/R3)
back files used to assess charges for
 
system use.
 

4 HARD-COPY Non-electroruc documents of forms Cut off when mformanon has
 
SOURCE RECORDS designed and used solely to create,	 been converted to electronic "'- , 

update, or modify the records m an meQ,lUm and venfied, or when no 
electronic medium and not required longer needed to support the 
for audit or legal purposes (such as reconstrucnon of, or serve as the 
need for signatures), and not backup to the itraster file, 
previously scheduled for permanent whichever IS later "~oy at 
retention m a NARA-approved cutoff. <. . agency records schedule	 AUTH (GRS 20, Item 2a) " 

(7900/R4) " 
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SCHEDULE 7900 I 
ELECTRONIC RECORDKEEPING I 

A B C D 

R 
U
 

L CUTOFFIDISPOSITIONI
 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY
 

ELECTRONIC	 Electronic records, except as noted m Any DF AS Office Cut off when data has been 
INPUT RECORDS	 rule 6, entered mto the system durmg entered into the master file or 

an update process and not required database and verified, or when no 
for audit and legal purposes longer needed to support the 

reconstruction of, or serve as back 
up to a master file or database, 
whichever IS later. Destroy at 
cutoff 
AUTH	 (GRS 20. Item 2b) 
(7900/R5) 

6	 ELECTRONIC "- Electronic records received from Cut off when data has been 

INPUT RECORDS " another agency and used as entered Into the master file or 
FROM ANOTHER ut/source records by the receivmg database and verified, or when no 
AGENCY age , EXCLUDING records longer needed to support 

produ by another agency under	 reconstruction of, or serve as 
the terms	 an Interagency backup to the master file or 
agreement, 0 ecords created by	 database, whichever IS later 
another agency response to the	 Delete at cutoff 
specific mformatid needs of the	 AUTH (GRS 20. Item 2c) 

(7900/R6)receivmg agency 

7 DIGITAL MASTER Cut off when necessary data hasComputer files or reco~r~ntaining 
FILE INPUT	 uncalibrated and unvahdate igital been incorporated mto a master 

or analog data collected during file. Delete at cutoff 
observation or measurement AUTH (GRS 20, Item 2d) 

(7900/R7)activities or research and 
development	 programs and used as 
Input for a digital master file or 
database 

8.	 MASTER FILES Files that replace In whole or In part Cutoff m accordance with the 
RELATED TO hard copy records governed by other cutoff mstrucnons for the records 
ADMINISTRA TIVE schedules In this manual they replace Delete after the 
FUNCTIONS expiration of the retention penod 

authorized	 for the disposable 
e or when no longer 
hever IS later See 

O,ltem3) 
!) 

9	 DATA FILES Files that contain summarized or Cut off when n longer needed 

CONSISTING OF aggregated information created by for adrmmstranve; egal, audit or 
SUMMARIZED combining data elements or other operational p ses 
INFORMA TION individual observations from a smgle Delete at cutoff 

master	 file or database that is AUTH (GRS 20, Item 4) 
(7900/R9)authonzed for deletion In other 

schedules in this regulation. 

86 



DFAS 50J5.2-M
 

SCHEDULE 7900 ) 
ELECTRONIC RECORDKEEPING I 

A 8 C D
 

R
 
U
 
L CUTOFFIDISPOSITIONI 
E RECORD SERIES DESCRIPTION MAINTAINED IN AUTHORITY 

~ EXTRACTED Electronic files consistmg of records Cut off when no longer needed 
extracted from a Single master file or for adrninistratrve, legal, audit, or 

r. 
" INFORMA nON 

database that ISauthorized 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/Rl0) 

II PRINT FILE ~ Electronic file extracted from a Cut off when no longer needed 
master file or database without for adrmmstrative, legal, audrt, or 
changing It and used solely to other operational purposes 

d-copy pubhcations AUTH (GRS 20, Item 6) 
(7900/R11)uts of tabulations, 

sters, and statisncal 

12 TECHNICAL Electronic file pnsrstmg of data	 Cut off when no longer needed 
REFORMAT FILE	 copied from a co lete or partial for admmistrative, legal, audit, or 

master file or databa made for the other operational purposes 
specified purpose of Info anon Delete at cutoff 
Interchange and written WIt arymg AUTH (GRS 20, Item 7) 

(7900/R12)technical specrfications 
EXCLUDING file created for 
transfer to the National Archives 

13. SECURITY BACKUP Electronic copy, considered by the	 Cut offwhen the identical records 
FILES	 agency to be a Federal Record, of the have been captured in a 

master copy 0 f an electronic record subsequent backup file or when 
or file and retained In case the master the Identical records have been 
file or database ISdamaged or transferred to the National 
inadvertently erased. FIle idenncal to " Archives and successfully copied 
records scheduled for transfer to the ~lete upon cutoff 
National Archives	 AUTT:I (GRS 20, Item Sa) 

(7900i~13) 
13.01	 Above Item 13 records, which are Any OFAS Office Cut off up~ deletion or update of 

authonzed for disposal in a NARA- master file (See NOTE 7 for 
approved schedule exception) Delete when the 

<,
identical records have.been 
deleted, or when replaced	 by a 
subsequent security backujr-tile, 
AUTH (GRS 20, Item Sb) <, 
(79001R13 01) "'" 

87
 



DFAS 50J5.2-M
 

SCHEDULE 7900 I 
ELECTRONIC RECORD KEEPING I 

A B
 

R
 
U 
L 
E	 RECORD SERIES DESCRIPTION 

FINDING AIDS	 Electronic indexes, lists, registers and 
other finding aids used only to 
provide access to computer files 
authonzed for destruction mother 
schedules In this regulation, 
EXCLUDING records containing 
abstracts or other mformation that 
can be used as an mformanon source 
apart from the related records 

15	 SPECIAL PURPOsg Application software necessary 
PROGRAMS <, solely to use or mamtam a master file 

r database authonzed for disposal 
e where m this regulation, 
EX UDING special purpose 
softwar ecessary to use or mamtam 
any unsch led master file or 
database sche led for transfer to the 
National Archiv 

16 DOCUMENTATION	 Data systems speci nons, file 
specificanons, codeboo , record 
layouts, user guides, outp 
specificanons, and final repo 
(regardless of medium) relating a 
master file or database that has bee 
authonzed for destruction elsewhere 
m this regulatton. 

1601	 Copies of records relatmg to system 
security, includmg records 
documenting periodic audits or 
review and recernficanon of sensitive 
applications, disaster and contmuity 
plans. and nsk analysis, as descnbed 
in OMB CIrcular No A-I30 

17 DOWNLOADED Denved data and data files that are 
AND COPIED DATA	 copied, extracted, merged, and/or 

calculated from other data generated 
Within the agency, when the ongmal 
data is retained Used specifically 
for ad hoc or one-time inspection, 
analysis or review, If the denved data 
ISnot needed to support the results of 
the inspection, analysis, or review 

C 

MAINTAINED IN 

Any DFAS'Qffice 

...., 

D 

CUTOFFIDISPOSITIONI 
AUTHORITY 
Cut off when purpose has been 
served Delete with related 
records or when no longer needed 
for administrative, legal, audit, or 
other operational purposes, 
whichever ISlater 
AUTH	 (GRS 20. Item 9) 
(7900/R14) 

Cut off when purpose has been 
served. Delete when related 
master file or database has been 
deleted 
AUTH	 (GRS 20. Item 10) 
(7900/R15) 

Cut off when purpose has been 
served Destroy or delete when 
superseded or obsolete, or upon 
authonzed destruction of related 
master file or database, or upon 
the destruction of the output of 
the system If the output is needed 
to protect legal rights, whichever 
IS latest. 
AUTH	 (GRS 20. Item 11a) 
(7900/R16) 
Cut off when superseded or 
obsolete Destroy or delete at 
cutoff (See NOTE 6) 
AUTH (GRS 20. Item 11b) 
··Q.900/R16 01) 

, 
' ....-, 

" "' Cut off Wh.tnno longer needed 
for admmisiranve, legal, audit, or 
other operanori purposes 
Delete at cutoff 
AUTH	 (GRS 20. Item a) 
(7900/R17) 
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SCHEDULE 7900 I
 
ELECTRONIC RECORDKEEPING I
 

A B C D
 

R
 

U
 
L	 CUTOFFIDISPOSITIONI 
E RECORD SERIES	 DESCRIPTION MAINTAINED IN AUTHORITY 

Above Item 17 records, which Cut off when no longer needed 
provide the user access In lieu of for adrmrustrative, legal, audit, or 
hard-copy reports that are authonzed other operational purposes 
for disposal Delete at cutoff 

AUTH (GRS 20. Item 12b) 
(7900/R17 01) 

1702	 Above Item 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 domam recervmg system or device at 
specificanons, which IStransferred cutoff 
from a host computer or server to AUTH (GRS 20. Item12c) 

(7900/R17 02)~other computer for Input, updating 
I o~nsactIOn processing operations 

18 WORD Docu nts such as letters, Cut off when no longer needed 
PROCESSING FILES	 memoran , reports, handbooks, for updanng or revision Delete 

directives, a manuals recorded on from the word processing system 
electronic medi uch as hard disks at cutoff 
or floppy diskettes er they have AUTH (GRS 20. Item 13) 

(7900/R18)been copred to an elec nIC 

recordkeepmg system, pa r, or 
microfilm for recordkeepmg 
purposes 

19 ELECTRONIC MAIL Sender's and recipients' versions ~~ Cut off after copying to a 
RECORDS electronic mall messages that meet ~ recordkeeping system. (See 

the definmon of Federal records, and '"", NOTE 8). Delete from the e-mail I 

any attachments to the record '., system at cutoff
 
messages after they have been copied "- AUTH (GRS 20. Item 14)
 

to an electronic recordkeepmg "'-
system, paper, or rmcroforrn for "",
 
recordkeepIng purposes ........
 

20. ELECTRONIC Electronic spreadsheets generated to	 " _,Cutoff when no longer needed to 
SPREADSHEETS	 support admmistranve functions or update or produce hard copy. 

generated by an mdtvidual as Defek. at cutoff 
background rnatenals or feeder AUTH (G~S 20. Item 15a) 
reports When used to produce hard . -. 
copy that ISmamtamed In organized <, 
files	 ', ...., 

2001	 Above Rule 20 spreadsheets when Cut off after the expiranon of the 
rnamtamed only In electromc form	 retention penod authori~ for the 

hard copy by this regulation..,(See 
NOTE 9) Delete at cutoff 
AUTH (GRS 20, Item 15b) 

NOTES. 
I This schedule Includes electromc versions of records created by electronic mail, word processing, and other office 
automation applicanons, such as spreadsheet and presentation apphcations 
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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 electromc mail, word processmg, and other office automation apphcanons Will be 
deleted when the file copy ISgenerated or when no longer needed for reference or updating, whichever ISlater 
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 It ISunserviceable or not reusable due to secunty 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 stansncs 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 ISunscheduled or disposmon that was scheduled as permanent records but no longer exists, or ISno longer 
accessible; all such records must be retained until their disposinon ISapproved 
7. If the backup copy ISfor 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 recordkeepmg system must capture the names of sender and recipients and date 
(transmission data for recordkeepmg purposes) and any receipt data when required. 
9. If the electromc version replaces hard-copy records with diffenng retention penods and agency software does not readily 
permit selective deletion, delete after the longest retention penod has expired 
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