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REQUEST FOR RECORD. ISPOSITION AUTHORITY LEAVE BLANK

_lelrsyal A

(See Instructions on reverse) 10B NO

NC1-NU-82-1

TO GENERAL SERVICES ADMINISTRATION,

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 SATE RECEWED

1 FROM (AGENCY OR ESTABLISHMENT)
Department of the Navy

October 15, 1981

2 MAJOR SUBDIVISION
Chief of Naval Operations (Op-09Bl)

NOTIFICATIONkO AGENCY

3 MINOR SUBDIVISION
Navy Civilian Personnel Command
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT
Ens. C. Culbertson
Mrs. M. Damede 695~1925 te it of the United Statens

6 CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby

that the records proposed for disposal in this Request of
this agency or will not be needed after the retention periods specified

LA

certify that | am authonzed to act for.this agency in matters pertaning to th
page(s) ar

Request for immediate disposal.

posal of the agency’s records;
now needed for the business of

] B Request for disposal after a specified penod of time or request forpermanent

retention

C DATE

0@1

Records and

7
ITEM NO

8 DESCRIPTION OF ITEM
(With iInclusive Dates or Retention Periods)

D SIGNATUAE OF A NCY REPRESENTATIVE E TITLE z
[~ . d
Director, Nava
InformationgManagement Division

10
SAMPLE OR
JOB NO ACTION TAKEN

CHAPTER 12
CIVILIAN PERSONNEL RECOREE
SSIC 12000-12999 &

27
The records described in thi# chapter relate to

the administration of civil#
throughout the Department
used for this series folJows that of the Federal
Personnel Manual (FPMl/rssued by the Office of
Personnel Management OPM) , and not necessarily
that of the remaind-f of this directaive.
Therefore additiongand deletions are made in
accordance with tlfe FPM

(/n personnel function
# the Navy. The formg

SECNAV
INST
P5212.5C
(12000)

S
t

115-107

STANDARD FORM 115

Revised April, 1975

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11 4



CHAPTER 12—

CiviLiIAN PERsomwmNEL RECORDS

$S1C_12000_=_12099

CIVILIAN PERSONNEL_RECORDS (GENERAL)

(1) PRIMARY PROGRAM RECORDS: general correspondence files including
reports end,other papecrss of the Assistant Secretary of the Navy

(Panpouer&" cserve Affairs apro-—toeerstdes) anc the 0ffice of Civilian

ranpower Management that document‘the developmentse establishment,

and execution of policicse plans and procedurcs for the organization

and administration of civiliar manpower menagecment functionse.
(?) GEMERAL CCRRESPONDENCE FILES: the official (green) outgoing

correspondence; the incoming correspondencei and other background
material reloting to personnel operations and procedures.

SSIC_12200-12299

PERSONNEL PROVISIONS RCCORDS_(GENERAL)
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(1) BASIC COKCEPTS AND DEFINITIONS of personnel provisionse.

SSIC 12211

(1) RECCFDS FERTATINING TO ENTITLEMENT TO PREFERENCEs administration
of preference anua preference prescrveds losts or changed.

SSIC_12212

CCFPETITIVE SERVICE AND COMPETITIVE STATUS

(1) RECORDS PRELATING TO THE DXTENT OF COMPETITIVE SERVICE AND
VARTATIONSs the effect of incumpent and legislation on posi-
tione

(2) ELIGIBILITYs DETERMINATION AND CANCELLATION OF COMPETITIVE

Permanent. Transfer to
Federal Records Center
(FRC)Y when 3 years old.
Offer to National Ar-
chives (NARS) when 20
years olds

Destroy when 3 years.
olde (GRS 1(3)(ale.)

Destroy when superseded
or obsoletee.

File on right side of official

Personnel Folder (0PF}).

File on rigoht side of OPF,

File on right side of OPF,

=n

a%
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STATUS.
SSIC_12213

EXCEPIED_SERVICE_RECORDS

(1) CORRESPOMNDENCE AND REPORTSs MEMORANDAs and other records relating
to employment proyrams and functions of excepted positionse.

SSIC_12230

(1) RECORDS RELATING TO PLANNINGe ORGANIZINGs DIRECTING COORDINATING,
AND CONTROLLING ALL PERSONNEL management programs conducted within
the Department of the Navy.

SSIC_122580

(1) GENERAL POLICY ON CIVILIAN MANPOWER MANAGEMENT establishing
civilian personnel offices policy regarding interservice
support and guidelines for logistics support of civilian
personnel officese

(1) RECORDS CONSISTING OF WRITTEN COMMUNICATIONS MLETINGS and con-
ferencesy special programsey informal techniques and practicese

PROFESSIONAL OR_OTHER_ASSOCIATIONS RECORDS

(1) GENERAL FROVTSIONS{ Oepartment of the Navy®s relationship with
professional associations and allotment of dueses

§81C 12271

DEVELNPING POLICIESs PROCEDURLSs PROGRAMS_AND_STANDARDS_RLCORDS

L.

Destroy when S5 years old,.

(GRS 1 (3)(a).)

Apply pare.

Apply pare

Apply pare

Apply pare

12000¢1).

12000¢1).

12000(2).

12000(2).
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(1) PRIMARY PROGRAM RECORDS relating to objectives and concepts of
standards development such as classifications qualification and
physical standarcs and the use of personnel measurement methods,

SSIC 12212

PFRSONNEL_POLICY FORMULATION_AND_PERSONMEL I1SSUANCES_RECORDS

(1) OFFICIAL ORGANIZATION CHARTSe NARRATIVE HISTORIES AND RELATED
RECORDS WHICH DOCUMENTS THE ORGANIZATION AND FUNCTIOMS OF THE
OFFICE.

(b) ALl_other_coplies N

(2) DIRECTIVE CASE FILES

(a) Record _copy _with_ supporting case_tiles 4f anys documenting
{mportant aspects of the development of the 1issuance

(b) Workina_papers_and_background materials

INSPECTIONSs SURVEYSs AND AUDITS_RECORDS

(1) CORRESPONDENCE FILES RELATING TO INSPECTION PROCEDURES AND
REPORTS OF IKSPECTIONS or related correspondence

(1) CASE FILES relatina to invatid incumbency of positions wrongful
actions or failure to acts restoration after invalid adverse actiony
recording circumstances and consistency of actionse.

SSIC_122715

S

Permanentes Transfer to
FRC when 4 years olds
0ffer to NARS when

25 years old.

Permanents Transfer to FRC
when superseded or obsoletes
Offer to NARS when 20 years
Oldo

Destroy when superseded or
obsoletes

Apply par. (1) (a) abovee.

Destroy 6 months after final
action on project report or
3 years after completion of
report 1f no final action

is takene

Destroy when obsolete
or superseded. (GRS
1€7)(c) 1) (b)e

Destroy 4 years after
case is closed.
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EVALUATION AND ASSESSMENT _OF PERSONNEL PROGRAMS _RECORDS

(1) NAVY AND OFFICE OF PERSONNEL MANAGEMENT (OPM) EVALUATIONS OF
OF CIVILTAN PERSONNEL MANAGEMENT PROGRAMS:

(a) Reports _and_related_documents_as_the_result of a Navy on-=

site_revicwe

1. At activitiesy major claimants and/or other higher
echelonse. (These reports are essential to CMNO (Op-~140R) for
analyses and assessments).

2s At CNOs O0p-140R

(b) Reports_and_reloted documents_as_the_result of an_acti-
vity self-evaluation reviews

1. &2t activitiesy major claimants and/or other higher
echelons.

tc) Reports_and _related_documents_as_the_result of an OPM
Reglon_M"aeneral inspection

le At activitiess major claimants and/or other higher
echelonse (These reports are essentiatl for CNO (Op-140R)
analyses and assessments)e.

2. At CNOy Op-140R

(d) Pecports_and related documents as_the result of an OPM

Realon "special_ incuiry”.

1. At activitiess major claimants and/or other higher
echelons

SSIC 12290

PERSONNEL IMFORMATION_RECORDS_-_ GENERAL

rECORDS DESIGNED TO GUIDE AGENCIES IN THE USE OF AUTOMATED DATA
PROCESSING AND pERSONNEL ADMINISTRATION

(1) GENERAL CORRESPONDENCE FILES

Y

Destroy upon receipt
of a new report

Destroy when no lLonger
needed for administra-
tive or reference
puUrposese.

Retain the Llast two
reports and destroy
the oldest upon re-
ceipt of a new re-
port or at the end
of 4 yearssy which-
ever occurs first.

Destroy upon receipt
of a new report

Destroy when no longer
needed for administra-
tive or reference
purposess

Destroy when 4
years olde.

Destroy when 3 years olde
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SSIC 12291

PERSONNEL REPORTS

(1) RECORDS PERTAINING TO RECURRING REPORTS required by office
of Personnel Managcment to develops improves or maintain certain
proarams such as notification of Personnel Actions EEQO Actions
plansy etce

S$1€ 12292

(1) RECORDS PERTAINING TO THE STANDARDIZATION QOF DATA ELEMENTS in
order that 1dentical date in various systems are uniformly
identifieds cefinedy coded and sequenced.

SSIC_12293

(1) THE OFFICIAL PERSONNEL FOLDER OF A CIVILIAN EMPLOYEE OF THE
FEDERAL GOVERNMENT DURING HIS OR HER TENURE OF SERVICE WITH THE
GOVERNMENT.

ta) Long_term _(so=-called perranent) records which _are filed
on_the _rioht or_permanent _side_of_the Folder (SF=66).

l. Folders covering periods of emptoyment terminated after
December 31s 1920+ excludinu those selected by the National Archives

and Records Service for permanent retention.

as Transferred employeese.

Separated employees.

b

Destroy when 5 years olds
or earlier if no longer
neededs

Destroy when 5 years old
or when superseded which-
ever is earlier.

See Federal Personnel Manual
for instructions relating to
folders of employees trans-

ferred to another agencye.

Transfer folder to National
Personnel Records Center
(CPR) Ste Louise Missouris
30 days after separatione
NPRC will destroy 7% years
after birth date of employee
or 60 years after the date
of the earlist document in
the folder if the date of
birth cannot be ascertain-
edy provided the employee
has been separated for at
least 5 yearse.
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(b) Iempcrary records_which_are_filed on_Lleft side_of_the
fclders
l. At naval activities in accordance with FPM Supplement
293-31s FPM 2934 and CMMI 293.

Upon scparation of employees by resignationy retire-

2
Le or deaths or by transfer to another government

ments remova
agencye

bse For current employees

cs Upon separation of employees by transfer to
arnother naval activity or for military services.

(2) OFFICIAL PERSONNEL FOLDERS FOR NON-CITIZEN EMPLOYEES AT ACTIVITIES

LOCATED OUTSTDE THE S50 UNITED STATES AND THE DISTRICT OF COLUMBIA:
Long term (sc~called permanent) records which are filed on the right
side of the Folder (SF-66) and temporary records which are filed on
the Left side of the Folder.

ta) At naval_actavities_Iin_accordance with FPM_293. CMMI
293 and FPM Supplement 293-31.

1. Folders for non-citizen employces under the Canal
2one Merit System

N
I

ALL other folders

Remove temporary
material and de~
stroy when final
action 1s completed.

Destroy when employee 1is
separated or transferred
to another agency for
unwarranted or unjusti-
fied actions which
should be removed when
that decisfon is made
and letters of cautionse
warnings admonishmente
reprimand and simitar
disciplinary actions
must not be kept

Longer then 3 years
unless an exception

has been granted.

Leave the required
temporary material
in the Folder.

Retain untit (but not more
than) 2 years after separa-
tion and then transfer to
National Personnel Records
Center (CPR)y Ste. Louiss
MOe Destroy 3 years after
transfer (NPRC will return
SF 31701},

Transfer to National Personnel
Records Center (CPR)y St. Louiss
MOesee 1 year after separation.
Destroy 3 years after transfere
(NPRC will return SF 3170.)
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(%) OFFICIAL PERSONNEL FOLDERS FOR NON=-CITIZEN INDIGENOUS IN-DIRECT-
HIRE EMPLOYEES AT ACTIVITIES LOCATED OQUTSIDE THE S0 UNITED STATES

AND THE DISTRICT OF COLUMBIA: Ltong term (so-callcd permanent) records

which are filed on the riaoht or permanent side of the Folder (SF=66)

and temporary records which are flled on the left side of the Folders

(a) At _naval_activities_ip_occordance wlth FPM=293s CMMI
293 and FP™ Supplement 293-31.

(4) PERSONNEL SUMMARY CARD RECORDS.

(a) Emplcyee_record card_(SF=7B).,

1. Maintained by operating officials at naval activities
in accordance with FPM Supplement 253-31,

(b)) Service record card (SF=7).

1. ©Established and maintained at naval activities 1n
accordance with FP# Supplement 253-31« Cards for employees
separated or transferred on or after 1 January 1948.

(S) LOCATOR FILES CARDS:

1. At naval activities (used to locate employees)o

SSI1C 122354

AVATLABILITY OF QOFFICIAL_INFORMATION RECORDS

(1) RECORDS WHICH SET FORTH POLICYe« RESPONSIBILITIES AND PROCEDURES
fcr making Department of the Navy records available to the
publice

SSIC_12295

Purge and destroy temporary
material and transfer folder

to NPRC (CPR)s Ste. Louisse MO

2 years after separation (ser-
vice of employee no longer
utilized by the Naval Establish-
ment)e. Destroy 3 years after
transfere. (NPRC will return

SF 31704)

Destroy upon transfer

or separations (except
that form may be trans-
ferred with the Official
Personnel Folder when
employee moves within
the Naval Establish~-

ment).

Destroy 3 years after
year of employee®s
scparation or trans~-
fer to another agency.
(GRS (1)(2)(b)).

Destroy when employee
is separated from
activity.

Destroy when superseded
or cancelled.
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PERSOMNIL _FOPHAS_AND _DOCUMENTS _RECORDS

OPERATING PERSOMNEL OFFICC RECORDS RELATING TO INDIVIDUAL
EMPLOYEES NOT MAINTAINED IN OFFICIAL PERSONNEL FOLDERS AND
NOT PROVIOLD FOR ELSEWHtRE IN THIS SCHEDULE (GRS 1(17)).

(1) CORRESPOANDENCE AND FORMS RELATING TO PENDING PERSONNEL
ACTION.

(2) RETENTION REGISTERS

(e) Reristers from which reduction_in_force_ actjons

have been_taken,

(b) Recisters from which no reduction in_force actions

(3) ALL OTHER CORRLCSPONDENCE AND FORMS.

SSIC_12296

PROCESSING _PEZRSONNEL ACTINN_AND NATA _RECOFDS

(1) NOTIFICATION OF PERSONNEL ACTIONe EXCLUSIVE OF THOSE IN OFFICIAL
PERSONNEL FOLDERS (GRS 1(14)).

1. At naval activities (in accordance with Federal Personnel
Manual Supplement 293-31).

(b) ALl_other copies_(exclusive of fiscal copies)

1. At naval activities (in accordance with Federal Personnel
Manual Supplement 293-31).

PROTECTION_OF PRIVACY_AND PERSONNEL_RECORDS

(1) RECORDS WHICH SET FORTH POLICY ON THE PROTECTION OF INDIVIDUAL
PRIVACY 4n regarc to personnel records card files maintained
with Department of the Navye.

$§s1C 12238

FEDERAL_WORKFORCE INFORMATION SYSTEM_RECORDS

(1) AUTOMATED FILF OF INDIVIDUAL PECORDS FOR MOST FEDERAL CIVILIAN

g

Destroy when
is completed,

Destroy when

Destroy when
or obsolete.

Destroy when
olde

Destroy when

Destroy when

Destroy when
or obsoletes

Destroy when

action

2 years old.

superseded

& months

2 years olde

1 year olde.

superseded

superseded,
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EMPLOYEES MAINTAINED BY AGENCY CONTINUOUS INPUT which provide
capability for obtaining status or dynamic outputs in a com=-
prehensive and timely manner.

SSIC 12300

EMPLOYMENT RFCORDS_GENERAL

(1) OFFICE OF PERSONNEL MANAGEMENT (OPM) RECORDS

ta) OPM_applicationss_examinations_paperss_and_related

papers_for_ Federal_erployment in_the field.

1. Cancclled or submitted by ineligible applicantse appli-
cants whose eligibility has expiredsy or applicants on expired eligible
registers.

1. Fstablished after open competitive examination for
positions in all aroupse.

(23 CERTIFICATES OF ELIGIBLES FILES: Certificates of eligibles
with related requests forms correspondences and statement of
reasons for passing over a preference eligible and selecting a
nonpreference cligibles

() REQUESTS FOR PERSONNEL ACTION: SF-52 and related papers per=-
taining to actions not consummated (exclude any copies required to
be filed as permanent or temporary records in Dfficial Personnel
Folder).

{4) REQUEST FOR CERTIFICATION: Request to the Office of Per-
sonnel Management for certification of eligible for OPM registerso

(S) EMPLOYMENT AND FINANCIAL INTEREST:
prescribed by SECNAVINST 5370.2L .

Statment forms and documents

(¢) PROCESSING RECORDS OF INDIVIDUALS SELECTED FOR OYERSEAS EMPLOY-
MENT: Ccples of Travel Orders Rotation Aaoreements Overseas Recruit-
ment Pecuisition (comparable to SF=52)s SF-504 statement signed by
ernloyee ackrnowlecdning receipt and understanding of Statement of

@

obsolete or no longer
needed,

OPM Regional Director
for disposal instruct-
ionse

Consult appropriate OPM
Regional Director for
disposal instructionse.

Destroy when 2 years olde

(GRS 1(5)).

Destroy requesting
office copies upon
completion of
action; destroy
all other copies
aftter 1 year.

Destroy 2 years
after date of
certificate.

Destroy 2 years after
employee leaves a po-
sition in which a
statement 4is required,
or 2 years after
employee leaves the
agency whichever is
earlicr.

Destroy after % ycars
from fOD date at the
overscas activity or
upon expiration of
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Ltiving and Werkina Conacitions for the overseas areas and miscell-
aneous correspondence developed during processings (at OCP).

SSIC_12301

OVERSEAS _FFMPLOYMENT RECORDS

(1) CORRESPONDENCEs REPORTSs MEMORANDA AND OTHER RECORDS relating
to the recruitment and return placement from overseas positions.
(See also par. 12300(6))e.

$S1C_12302

EMPLOYMENT IN THE EXCEPTED SERVICE RECORDS

(1) CORRESPOMNDENCEsy REPORTSs MEMORANDA and other recérds retating
to excepted positions.

SSIC 12304

EMPLOYMENT_OF _EXPERIS_AND_CONSULTANIS_RECORDS

(1) CORRESPOADENCEs REPORTSy MEMORANOA and other records relating
to experts and consultants.

SSIC_12305

(1) STAFFING AND SELECTION RECORDS including the copy of vacancy

announcement and distribution List} qualification standardi ratings

rankina ana evaluation procecures applieds candidates’s evaluation
and ratingsy SF 171's and supplemental questionaires on all quali-
fied candidatess; supervisory appraisalsy obtained membership of

any panel/board appointed to review candidates cualificationse pro-

motion certificate (or comparable document)y and documentation of
nctification of selection/nonselection.

SSIC_ 12306

SELECTIVE PLACEMENT PROGRAMS RECQRDS

(1) FILES RELATING TO THE PROGRAMS AND POLICY ON HIRING of handi-

an approved extension
to the 5-year foreign
service Limitation,
if applicable.

Destroy when 5 years old.
(GRS 1(3)(b)).

Destroy when & years old.
(GRS 1(3)(b)).

Destroy when 5 years old.
(GRS 1(3)(b))e.

Destroy 2 years after a
competitive vacancy is
filled or until OPM
evaluationy whichever
occurs first or 2 years
after final disposition
of discrimination com-
plaint by Department

of the Navy.

Destroy when 2 years olde
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capped persorss disabled veterans and rehabilitated offenderse

SSIC_12307

TRANSITIONAL AND _VETELRANS READJUSIMEMT_APPOINTIMENIS RECORDS

(1) FILES RELATING TO THE GENERAL ADMINISTRATIOGN AND OPERATION OF

PERSOMNEL FUNCTIONS including selective placement of veterans
programse

S81€. 12308

STUDENT _EMPLCOYMENT AND_WNRK~-STUDY_PROGRAMS _RECORDS

(1) FILES RELATING TO THE GENERAL ADMINISTRATION AND OPERATION OF

PFRSONNEL FUNCTIONS including college proqramss special careers
(Summer Aids Intergovernment Aftfairs Fellowships stay in schoolys
etce) proaramse

SS1C_12308%

(See pare. 12208.)

EMPLOYMENT OF RELATIVES RECORDS

¢1) RECORDS GOVERNING THE LEGAL AND REGULATORY FRAMEWORK 1in the
erployment of relatives for the Federal Service.

SSIC_12311

THE_POWER_OF _APPOINTMENT_AND_REMOVAL_ RECORDS

(1) RECORDS CELEGATING AUTHORITY TO OFFICIALS to direct and
effect appoirtments ancd suspensions of civilian personnel.

(a) Chief_of Naval_fperations_and_Corrandants Marine_Corpse

(Files are arranged chronologicaelly; rate of accumulation is
1-3 cubit feet annually)

(b) Records of field activitiess

//

(GRS 1(3)(a).)

Destroy when 3 years old.

(GRS 1(3)(a).)

Destroy when 3 years old.

(GRS 1(3)(a).)e

Destroy when obsolete
or superseded.

Permanent. Transfer to
FRC when obsolete or
superseded. Offer to
NARS when 20 years olde

Destroy when superseded
or obsoletes



3

® @ O @ O O

® ¢ © © © © O 0 e 6 © © o e 0

SS1c_12312

POSITION MANAGEMENT RECORDS

(1) INTERNAL EVALUATION REPORT

(2) OTHER REPORTS required by SECNAVINST 5210.11
SSIC 12315

CAREER_AND CAREER-CONDITIONAL _EMPLOYMENT RECORDS

(1) RECORDS RELATED TO GENERAL ELIGIBILITY of post=-audits defini-
tion of noncompetitives corrective actions career appointments
probationary period and related recordse.

SSI1C_1231s6

a
JEMPORARY AMD INDEFINITE EMPLOYMENT RECORDS

€1) RECORDS MAINTAINED RY AGENCY IN THE OFFICTAL PERSONNEL FOLDER
so that inspectors may reconstruct the action and a review by
them will show qualifications standards useds necessary train-
ing and experience and facts which establish the correctness

of the action.

SSI1C 12330

RECRUITMENT. SELECTION_AND PLACEMENT RECORDS_(GENERAL)

(1) INTERVIEw AND EVALUATION RECORDS (EXCLUDING EXAMINATION PAPER
FILED IN DFFICIAL PERSONNEL FOLDEKS): Notess ctce made by the
interviewer. (GRS 1(8).)

ta) Made _on_employees who_are_not_selected or_who decline
employment_or_on_enployees who _are_hired.

1. rterit stafting
2s ALL others
(2) OFFERS OF EMPLOYMENT: Correspondences lLetters and tetegrams
offering appointments to potential empltoyeess (GRS 1(4),)
ta) Accepted_offers

(b) Declined offers

[

Destroy when 3 years old.

Destroy when 3 years old,

Destroy upon separation
or transfer of employee
or when 2 years old
whichever 1is eartier.

Apply par. 12293,

Destroy when 2 years olde

Destroy 6 months after
separatione.

Destroy immediately.



. 1. when name is received from certificate of eligiblese Return to OPM with reply

O
o
O and application.
o
o
2]

2« Temporary or excepted appointment. File inside application and
. dispose of in accordance
with pare 12330(3).

3. 4Ll others. Destroy immediatelyo

(3) APPLICATIONS FOR EMPLOYMENT: Applications and related papers Destroy upon receipt

excludina ta) records relating to appointments and requiring of OPM recport of in-
Senatorial cenfirmation and (b) applications resulting in appoint- spection or when 2

‘ ment filed in the O0fficial Personnel Folder which are retained for years olds providing
) N future use or required by the Applicant Supply Systeme (GRS 1(15).) requirements of FPM

. Chapter 333 and CPI
335 are observeds

.

SSIC 12331

(1) FILES RELATING TO GENERAL ADMINISTRATION AND OPERATION OF Destroy when 3 years old.
PERSONNEL FUNCTIONS dincluding examination informatione job in- (GRS 1(3)(a)e)de
formation and employment advisory service

SSIC 12332

PECRUITMENT _AND_SELECTION THROUGH_COMPETITIVE EXAMINATION RECORDS

(1) RECORDS RELATING TO GENERAL PROVISIONS geographic scope of Destroy when 3 years old.
competitions consideration for appointment recruitment methodss

) paces student training and summer employment and short range per-
sonnel employment

SSIC_12333

(See FPM 333 Appendix Al)
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(1) RECORDS PERMITTING FEJERAL CIVILIAN EMPLOYEES OF EXECUTIVE Destroy after term of temporary
ACENCIES T8 SERVE WITH STATE OR LOCAL GOVERMMENT, etcs. without appointment or when 2 years oldy

3
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toss of emplcyce rights or benefitse.

SSI1C_12335

PROMOTION _ANG_INTERNAL PLACEMENT

(1) NOTTFICATION OF PERSOMNMNCL ACTION (SF 50) documenting promo-
tions and transfer (in and out)e. {GRS 1(14)).

(a) Chronolonical_file copies maoterial by personnel offices

(b) ALl other copies maintained in personnel officese

(1) FORMS AND RECORDS such as examination resultss ratinas
certifications and SF 171y Personal Oualification Descriptionse

SSIC 12338

QUALIFICATION REQUIREMENTS RECQRDS (GENERAL)

(1) POSITION CLASSIFICATIONS STANDARD FILES (GRS 1(7).)

(a) Stapcardss CSC standards determining titles series

and agrade bascd on dutiess responsibitites and qualifications
requirements.

(b)‘Develooment. Memorandas correspondence and other records

relating to the development of standards for classification of

positions peculiar to the agency and CSC approval or disapprovale.

ls Case files:

iny
le

Review files:

SSI1C_12339

QUALIFICATION REQUIREMFNTS (MEDICAL} RECORDS

(1) RECORDS COVEPING PLANSe POLICIES AND PROCEDURES for deter-

whichever 1s appropriatee.

Destroy when 2 years olde

Destroy when 1 year old.

Destroy 4 years after
separation or transfer
of employees

Destroy 5 years after
position is abolished
or description is
suspended.

Destroy & years after
position is abolished
or description is sus-
pendede

Destroy when 2 years oldes

Destroy when obsolete
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mining medical qualification requirements in connection with
Federal employment.

SS1C_12340

PART_TIME_EMPLOYMENT RECORDS

(1) EMPLOYMEMT RECORDS related to cmployment of part-time work
fcrce.

(3) CrvivAn PERsommEL PRomoTION CERTIFICATES, RoSTERS AMD
RATING SHEETS regu're[/ by CSC. ss1g 12351

REDUCTION~IN=-FORCE_RECORCS

(1) REDUCTION-IN-FORCE: Retention registerss cards and related
papers and which reduction-in force actions have been takens estab-
Lished and maintained in accordance with Chapter 3514 Appendix A

of the FPM.

~.

SSIC_ 12352

REEMPLOYMENT RIGHIS_RFCORDS

RECORDS GOVERNING THE RIGHTS TO REEMPLOYMENT GRANTED TO CIVILIAN
EMPLOYEES WHEN THEY TAKE OTHER CIVILIAN EMPLOYMENT SUCH AS TRANS-
FER TO INTERNATIONAL ORGANIZATIONS OR TRANSFER BETWEEN AGENCIES
DURING AN EMERGENCY.

(1) PCRSONNEL CORRESPONDENCE AND SUBJECT FILES consisting of

corresponoencecs reportse memoranda or other records relating to
reemployment richts.

SSIC_12353

RESTORATION T0_QUTY

(1) RECORDS GOVEPNING THE RESTORATION OF EMPLOYEES who sustain
a comrensable Job-relatecoc injury or disability.

SSIC_12361

CARTER IMTFRM PROCRAMS RECORDS

/5

or supersedede

Destroy 2 years
separation or t
of employees

Dest Nen &
fvvug%éi“ﬂifg n

after
ransfer

ﬁearj‘oﬁ/d l

has been made.,

ALL records mus
preserved intac
at least 1 year
date of 1issuanc
specific notice
the employees a
then destroyed.

Destroy when S
(GRS 1(3)(8)).

Destroy when S
(GRS 1€(3)(B)).

t be
t for
from
e of
s to
nd

years old.

years old
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(1) RECORDS OF CAREER INTERN DEVELCPMENT AND EVALUATION from
entry Level to full performance level (at activity)

SSIC_12362

(1) RECOROS GOVERNING THE PROCEDURES AND AOMINISTRATION OF THE
PRESIOCENTIAL MANAGEMENT INTERN PROGRAM established by Executive
Order 12008 1in Auqust 1977,

ta) Files retatinag to the general administration and operation
of personnel functions including smecial careers programs and
executive development programse.

(1) GENERAL CORRESPONDENCE FILESs including reports and other re-
Lated papers concernina civilian personnel trainina and develop~-
ments and the performance and utilization of personnele

SSIC_12410

M
L

~

RAINT
See a

(1) ACTIVITY-WIDE TRAINING PLANS: Computer print-outs or other
Listings covering all learning experiences planned for employees
on an annual basis (at preparing activities)e.

(2) TRADE TRAINING PLANS: Details of related instructions and
werk experierce requirerents of apprentices shop trainees helper-
tc-journeymars and other on-the-job traininaq programss including
authorizations to establish such programs (at preparing activi-

t ies and headquarters offices).

(2) CONTINUOUS RECORDS OF PROGRESS: Continuocus records of perfor=-
mance of apprentices and shop trainees in the related instructions
and work experience (at preparing activities).

e

Destroy when no Longer
neededes

Destroy when 3 years olde
(GRS 1(3)(a))e.

Destroy when S years olde
or earlier 1t superseded or
obsoletee (GRS 1(30)(c))o

Destroy S5 years after
compltetion of the
annual period or when
no longer required for
activity review and/or
analysis purposes.

Destroy when the
training programs
are no longer
needed or required
for reference or
programming pur=-
poseSe

Destroy 1 year after
apprentice or shop
trainee completes

or drops out of

the programe.
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(4) NOTICES AND WARNINGS OF UNSATISFACTORY PERFORMANCE: Written
notices and warinas of marginal or unsatisfactory progress of
apprentices and shoo truinees (at preparing activities)e.

Destroy when appren-
tice or shop trainee
satisfactorily com-
pletes the appren-
tice or shop trainee
years or 1 year after
the individual 1is
dropped from train-

® O
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(%) WORK EXPERIENCE SCHEDULES: Continuous appraisal which describes
the performance of apprentices and shop trainees in each element of
the trade (at preparing activities).

(€) QUARTERLY PROGRESS RECORDS: Quarterly appraisals of the per-
fcrmance of apprentices and shop trainees (at preparing activities)e.

(7) REQUESTS FOR TRAINING IN NON~-GOVERNMENT FACILITIES: AlLL forms
and related papers concerning requests for training 1n non-govern-
ment facilities (at preparing activities)e.

(&) ORLIGATED SERVICE AGREEMENTS: Documents which set forth the
period of obligated service for employee training in non-qovern-
ment facilitiess These documents are normally filed on the
temporary tLeft) side of personnel foluers but may be filed on

the permanent (right) side of the personnel folder if the employee
fafls to ful fitl srrvice obligations (at preparing activities).

(<) PERMANENT TRAINING RECORDS: Advance credit authorizations’
records of satisfactory compltetion of traininc agreement approved
by the CSC: scholarship or award authorizations authorization to
accept payrents in connection with attendance at meetings: waivers
of Limitations on trainina in non-yovernment facilitiesi cumula-
tive records of trainings anag correspondence civing recognition
for completicn of training (at preparing activities).

(10) KNOMINATIMNG DOCUMFNTS RELATING TO REQUESTS FOR LONG-TERM
(120 or More days) TRAINING: Nominating and/or endorsement letterss

ingsy whichever is
earlier.

Destroy 1 year after

apprentice or shop
trainee completes
the training or is
dropped from the
programe

File on permanent
side of Official
Personnel Folder
when apprentice
or shop trainee
completes the
program or 1s
dropped from
training.

Destroy 2 years
after completion
of atl training
or until all ob-
Ligated service
requirements have
been satisfieds
whichever 1s
Latere.

Destroy 2 years
after fulfill-
ment of service
aareements or
file on right
side of per-
sonnel folder.

File on right side

of personnel folder.

Destroy 5 yeears
after completion

/7
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transcriptse fundinag request formse resume®s and related documents
(at preparing activitics).

(11) OTHER FORMS AND CORRESPONDENCE: Forms and correspondence re-
Lating to traininai routine recquests for training information; and
documents of a transitory nature which are not authorized for filing
on the permanent side of personnel folders (at preparing activities).

€12) TRAINING AIDS:

(a) One_copy _of each manuals syllabuss textbooks and other

training aid developed by the activity

(b) Trairing_aids_from other_agencics_or_private institutions

(13) GENERAL FILE OF NAVY-SPONSORED TRAINING

(a) Correspondences _memoranday agreecmentss authorizationss
reportssy_reguirement reviewss planss_and _objectives relating to
the establishment and operation of trainings courses and
ccnferencese.

(b) Background_and_workspapers

(14) EMPLOYEE TRAINING FILES: correspondencesy memorandes reports
and other records relating to the availability of training and
employee participation in training programs sponsored by other
government agencies or non-government institutions.

(15) COURSE ANNOUNCEMENT FILES: Reference file of pamphletsy
poticess cataloys and other records which provide information
on courses or programs offered by yovernment or non-government
organizations.

SSIC 12412

EXECUTIVE DEVELOPMENT RECORDS

(1) SECNAV CAREER FELLOWSHIPS: Cocuments that contain nominations
for SECNAV Carecer Fellowships which contain employment experienceys
ecucation backgrounds identifying informations comments on signifi-
cant orofessional/civic activities/organizationss data on selected
educational dinstitutions training objectivess training through non-
gcvernment facilitiesy Summary Request for Support of Long-Term-
Trainings rominee?®s individual training and development plans under-
graduate college transcripts other transcriptss and other pertinent
items in support of the nomination and correspondence containing

endorsements of nominees and selection or non-celection by appropriate

Assistant SECNAV (used to sclect SECNAV Carcer Fellows at initiating
activity and receiving activity)le.

(a) 1f_approveds

1§

of traininge.

Destroy after
completion or
discontinuance
of training.

Submit SF 115+ Request for
Diseos1t1on Authority.

Destroy when obsolete or
supersededes

Destroy when 5 years oldy
or 5 years after comple-

tion of a specific train-
ing programe

Destroy when 3 years old.
Destroy when 5 years olds

or sooner {1f superseded
or obsolete

Destroy when superseded
or obsoletees

Destroy 2 years after
notification of
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(b) 1f disapproved.

(2) PERSONNEL CORRESPONDENCE AND SUBJECT FILES relating to
executive development proaramse

SSIC_12430

PERFORMANCE APPRAISAL_FVALUATIOMN_RECORDS

(1) OFFICIAL PERFORMANCE RATINGS?

of justification (proccssed in accordance with FPM 430¢ CMMI 430.C

and activity instructions)e

(b) Perfcrmance appraisals of unsatisfactorys recommending
reassianment but not removal or demotion

(c) Perfermance appraisels of unsatisfactorys recommending
demotion or removal when such action is not effected

(d) Supplemental forms or material that accompany the DON
Appraisal Form ano which indicate an employee®'s strenathsy weak-
nesses or accomplishments

(e) dutorate-” files which contain same or similar information

as that containca on the 30N Performence Appraisal Form

/7

approval of nomineee.

Destroy 1 year after
notification of dis~-
approval of nominee.

Destroy when 3 years olde.

Upon approvals the DON
Performance Aopraisal Form
indicating such ratings
will be placed in a sepa-
rate envelope and filed 1in
the employeets official
personnel folders or a
separate folder will be
established for the pur-
pose of retention of per-
formance recordses This
Employee Performance
Folder (EPF) will be re-
tained in the same office
(personnel) that maintains
the official personnel
folderse

Retain for S5 years and place
in the EPP or OPF (envelope)

as appropriate.

Place in EPF or OPF (envelope)

as appropriate and then de-
stroy after the employee
has completed 1 year of
acceptable performances

Retain for 1 year$ then
destroy.

Destroy when 5 years old.
(Retention beyond 5 years
permissible so long as
aata is not used in re-
searching a decision
affectine an employee
where the manual copy
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(2) PERFCRMANCE RATINGS RECORDS:

syster at time employce transfers or is resiqgnede

(b) Current_ years_aopraisal_forms maintained by supervisor

(4) PERFORMANCE RATING DOCUMENTATION needed in connection with
probable causes for Litigation.

with on-going administratives guasi~judicial or Judicial pro-
ceedinase

SSIC_12432

REQUCTION IN_GRADE_AND_REMOVAL _BASED_ON_UNACCEPTABLE _PERFORMANCE

SSIC_12450

FMPLOYEE RECOGNITION_AND INCENTIVES RECOROS

(See also par 5305).

SSIC_12451

20

of the appraisal has
been or should have
been destroyede)

Destroy within 1 year after
employee®s departure from
federal service or after
the employece transfers to
another agency. (Because
performance appraisals re-
cords are not considered
permanent in naturees they
will not be sent to another
agency when an employee
transfers nor will they be
sent to the Mational Per-
sonnel Records Center when
an erployee leaves Federal
Servicee.

Upon employee®s reassign-
ments records are forwarded
to gaining Civilian Per-
sonnel O0ffice (CPQ) by
Losing CPO.

Destroy when no Longer needed
in order to properly adjudicate

the pending case(s)e.

Destroy 4 years after
case is closede (GARS
1(31)(b))e

GRS 1(€12) and (13)
appliese
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(See pare 12450.)

SSIC_12452

SUGGESTIGN_SYSTEM_RECORDS

(1) GENERAL CORRESPONDENCLC FILES retating to the Navy benefictal
suggestions programe involving program standardss organizations
proceduress and awardse

(2) BENEFICIAL SUGGESTION CASE FILES: (See pare 124504)

SSIC_12470

(RESERVED)

POSITION CLASSIFICATIONs PAYs AND ALLOWANCE RECORDS_-_GENERAL

(1) WAGE AND CLASSIFICATION CONTROL CARD RECORDS? progress or
ar control records reflecting action taken on requests for wage
rates and on reports for classification action.

(?2) RECEIPTS FOR CHECKS:

(a) Divicional check receipts_for btocks_of_checks for_opera-
ting_units.

(c) Records_of or_receipts for checks mailed_to _employeese

(2) VISIBLF INDEXES OF ALL EMPLOYEESs giving namess divisionse and
check aistritution code numberse or other simitar infarmation.

no unde(sco (e

a2/

Apply par 12450,

Retain until end of

calendar year follow=

ing that in which
action was taken,

Destroy when
1 month old.

Destroy when
3 months old.

Destroy when
1 year olde.

Destroy when in-
dividual 1index
record is super-
seded or obsoletes
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(a) Position Classification _Standards Filess

l. Standardss 0PN standarus determining titley sertfess
ard grade based on dutiese responsibilitiess and qualifications
requirementse.

2= Developments O0PM drafts of classification staondards or
memorandas correspondence and other records relating to the deve=-
Lopment ¢t standards for classification of positions peculiar to the
acency ancd OPM aporoval or disapprovale.

as At CNO (Op-141C)

o
e

At participating activities

(b) Position Pescriptionses

Files describing established positions including information on
titlees seriese grades duties and responsibilitiese.

1. Record copys

l. Classification Survey Reports. Survey reports on
various positions prepared by classification specialistss including
periodic reports such as Annual Whitten Amendment report and
Annual Supergrade Position Report,

as Otfice of origine.

v

be Inspectione Audit and Survey Filess Correspondences
memorandasy reoortsd and other records relating to inspectionss
surveysy desk audits and evaluations.

(d) Appeals_Files.

lsa Case files relating to classification appealse.

SSIC 12512

22

Poﬁ”ﬁdn//

Destroy 2 years afterAser1es
is abolished or sepieos—is
superseded.

Destroy 5 years after
standard is issued.

Destroy when new standard
is published.

Destroy 5 years after
position is abolished
or description super-
sedede

Destroy when position
is abolished or des~
cription superseded,

Destroy when 3 years old
or 2 years after regular
inspecation whichever is
soonere.

Destroy when obsolete
or superseded.

Destroy 3 years after
case is closeds
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JO0B_EVAULATICN UNDER_FEDERAL_WAGE SYSYEMS
(See pare 12%11.)

SSIC_12530

(1) RECORDS COVERING THE BASIC POLICIES AND PRINCIPLES of general
ceneral pay rates and systemsy annual reports of pay comparability.
special rates for recruitment and retentione and special pay ratese

$SIC_12531

(1) RECORDS GOVERNING POLICIES AND PROCEDURES for determining rate
of basic pays pay adjustments for supervisorssy within-grade
increase and salary retentione.

SSI1C_12532

(1) JGB GRADING ACTIONS AND APPEALS: correspondence from activi-
tieses job descriptione audit and evaluation reportss organization
chartss and other supporting documentation (at CNO (0Op=-141E) fietld
divisions anc preparing activities).

(?2) JOB GRADING STANDARDS: OPM draft of job grading standards and
pertinent correspondence.

(a) At CNO_(0p-141C) field divisione

(b) At participatips_activitiess

() DEPART“EANT OF NAVY SUPPLEMENTARY JOB GRADING GUIDANCES
(NAVSO~P209D0°*s) quidance regarding specialized rating approved
fer use by acativities and relatec corresponcence at CNO Op=141Co,
NCPC field divisions and other activities.

(4) 1LWD GRADING STANDARNS: guidaence regarding Lithographic
and nrinting Jobs in Washingtons D.Ce areca and pertinent correspon-
cence (at CNC (Op-141E)s NCPCe.

(%) WAGE AFEA SURVLYS: wage change survey computation formse speci-

ficationss recommendations and relatca correspondence (at CNO (Dp=141E)

3

Destroy when 2 years old.

Apply pare. 12532

Destroy when occupation
is superseded or abo-
tisheds

Destroy S5 years
after standard
is publishede.

Destroy when
standard is
published.

Destroy when super=-
seded by a published
revision.

Destroy when standards
are abolished or
superseded.

Destroy after completion
of 1 subscaquent full
scale wage survey.
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(6) AREA SCHEDULFE OF WAGES: waqe schedules for Navy employees 4n
trades and Llzbor occupation. (lLenathy retention period necessary
in order to provide OP#®s Bureau cof Ketirement wage information
on waace boarc employees who retired on disability and have other
income)

(a) At _CnO_(Cp=14)

tby At _activities and NCPC Hdgtrs_and _Field Divisions

(7)Y CIVILIAN MARIME WAGE SCHEDULES AMD INSTRUCTIONS: wage sche-
duless hours of work and other instruction for civilian marine
employecs erployed on MSC ships and related correspondence (at
CANO (Op=-141F)s COMSC and other MSC activities).

(8) ENVIRONMENTAL DIFFERENTIAL PAY: dinstructiones COMPTGEN and
CSC decisions and related correspondence (at CNO (Up=-141E)
other activities?.

a,
(2) NOTIFICATION OF AFFIRMATIVE DETERMINATION QOF ACCEPTABLE LEVEL
OF COMPETENCE FOR GENERAL SCHEDULE WITHIN-GRADE INCREASE: what-
ever form is used by individual activities (at all activities)
and used to rotify employees of their acceptable Level of compe-
tence and to notify civilian personnel offices of such a deter-
mination.

PAY UNDER_OTHER SYSTEMS RECORDS

(1) RECORDS COVERING DETERMINATION OF PAY FOR TRAINEES in govern-
ment hospitals and scientific and professional positions re-
quiring specially gqualified personnel.

SSIC_1253¢

GRADE_AND_PAY RETENTION RECORDS

(1) RECORDS COVERING PROCEDURES FOR REDUCTION-IN-GRADE AND CRITERIA
FOR GRANTING SAVE GRADE AND PAY. ODescribe various methods and
protection of affected civilian employees.

SS1C_12539

Destroy 20 years
after supersedede.

Destroy S5 years
after superseded.

Destroy 20 ycars
after supersedede.

Destroy when pertinent
EDP catecory is abo-
Lished or superseded
with revised instruc-

tions.,.

Destroy when within
grade increase has
been effected and

employee has been

notified.

Apply par. 12532,

Apply pare 12532,
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(1) RECORDS

CGVERSION TO GENERAL SCHEDULEs AND COVERSION
RATES AND OTHER PAY SYSTEMS.

SSIC 12540

MERIT PAY_AND CASH _AWARDS

(1) MERIT PAY EVALUATIOM SUMMARY

CONCERNING PAY DETERMINATIONS IN COVERSION ACTIONS,

TO PREVAILING

(2) MERIT PAY OBJECTIVE/PERFORMANCE RECORD SHEET

(1) SUMMARY WORKSHEET

(4) BASIC PERFORMANCE APPRAISAL RECORDS (GS~-

EGUIVALENTS)

(£) PERFORMANCE APPRAISAL (NON-SES)

12 AND WAGE GRADE

(a) ¥Yerit pay _evaluation summary performance_rating record
ard the basic perforrance appraisal form for apprasing 6S-12
and waqge grace emrployeess

(b) Merit pay_objiective/performance_record_sheets

(c¢) Perfcrmance aporaisal docurentation nceded in connection

with onaoina

administrative quasi-judiciale

€SIC 12550

or judicial proceedings

25

Apply pare. 12532,

Upon approval of ratinge file
in OPF (special folders) or
separate employee performance
folder (EPF) for 5 yearses
(Where rating is Qutstanding
this form will be kept as Llong
as employee remains with DONJ)

Forward to personnel office
along with merit pay evalua=-
tion.

when ol
Destroy after 1 yeaﬁv
Upon approval of ratinge
fite in OPF or separate
employee performance
folder (EPF) for S yearses
(Howevers outstanding
rating are kept as Llong
as employee remains with
DON.)

Upon approval of the ratings
file in OPF (special envelope)
or in a separate employee per=-
formance folder (EPF)Y for S
yearses (Where the rating 1is
outstandinags the form will be
kept as Long as the employece
remains in the same position
in DON.)

Forward to servicing personnet
office along with merit pay
evaluation summary record.
Destroy 1 year after transfers

Retain as long as deemed
appropriates then destroye.
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PAY ADMINISTRATION RECORDS (GENERAL)

(1) RECORDS coverina areas such as premium pays lump sum payment
for annual lcave allotments and assfanment of pay severence

pays back pay and pay for irrugular or intermittent duty
involving unusual ohysical hardship or hazarda

(a) Informational copies_of_ payrolls

$S1C_12551

FAIR _LABCR_STANDARDS_ACT_RECORDS

(1) RECORDS PERTAINING TO MANAGEMENT AND PROCESSING OF EMPLOYEE
ISSUES related to the implementatio of an acte

SSIC 12510

TRAVEL _AND_TRANSPORTATION RECOROS_(GENLRAL)

(1) RECORDS AND FORMS (INCLUDING TRAVEL ORDERSe REQUESTS FOR
REIMBURSEMENTS TRANSPORTATION REQUFSTS AND ASSOCIATED OOCUMENTS)
RELATED TO OFFICIAL GOVERNMINT TRAVEL

SSIC 12571

TPAVEL AND_TRANSPORIATION FOR_PRE-EMPLOYMENT_IMTERVIEWS AND
BECRUITMENT

(1) TRAVEL RELCORDS such as travel requestss transportation requestse

expenses and per diem assocfated with pre-employment recruitment
ard intervicwse.

SSIC 12531

ALLOWANCES AND DIFFERENTIALS PAYABLE IN NON-FOREIGN_AREAS RECORDS

(1) PAY RECORDS coverning the establishment and maintenance of
allowances and differentialss agencies and employees affected
and paymente.

SSIC_12592

26

Destroy

Destroy

Destroy

Destroy

when 4

when 6

when 6

when 2

years

years

years

years

olde.

old.

old.

old.

Destroy when 4 years olde
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(1) GENERAL CORRESPONKDENCE dealing with payment of allowances differi-

tials and Living auarters allowances while in foreign arease.

SSI1C_12593

SUBSISTENCEs QUARTERSs AND _LAUNDRY RECORDS

(1) GENERAL CORRESPONDENCE related to civilian employees stationed

outside United Statcs entitled to subsistence rights and commi-
ssarys mess and laundry privilegess

SSIC_12594

(1) General correspondence dealing with allowances for uniforms
worn by civilian employces woring the Department of the Navy and
allowances authorized.

SSIC_12595

PHYSICIAN'S COMPARABILITY ALLOWANCE _RECORDS
(RESERVED)

SSIC 12600

[DE'(‘fn

SSIC_12610

HCUFS OF _DUTY _RECORDS

(1) TIvE AND ATTENRDANCED SF-1135y SF-1136 or simitiar documents
used to report erployee*s tire and attendance and maintained in
payroll officese.

€2) NVERTIME AUTHORIZATION REGQUESTSI NAVEXOS 246 or simitar form

(at all activities and used to officially order or approve over=-
time).

SSIC_ 12620

27

Destroy when 4 years olds

Destroy when 4 years olds

Destroy when 2 years olde.

D€6+ro«.( when A L;\QOL(S Old.

Destroy when 4 years olde.
(GRS 2(3)(a))

Destroy when 4 years olde
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(1) DOCUMENTS SHOWING ALTERNATIVE WORK SCHEDULES SUCH AS FLEXITIME Destroy when 2 years olde.
AND COMPRESSED SCHEDULESS

ABSENCE _AND_LEAVE RECORDS

RECORDS CNVERING SUCH LEAVE AS COURTe FUNERALs EXCUSED ABSENCES
LEAVE WITHOUT PAYs AND MATERNITY LEAVE. ALSO COVERED IN THIS
SERIES IS SHORE LEAVE FOR PERSONS ON VESSELSs HOME LEAYVE FOR
PERSONS WORKING OUTSIDE THE UNITED STATES AND MILITARY LEAVE
FOR RESERVISTS.

(1) ABSENCE AND LEAVE: all applications for lLeave and supporting Destroy when 4 years olde.
paperss including reports of absence without authority and tardi-

ness reportse such as SF=-71 and SF-1150. Used by employees to

request lecavey by supervisors to anprove leave and which are main-

tained with employees® leave recordse.

SS1£_ 12700

EMPLOYEE PRELATYIONS AND_SFRVICES_RECORDS _(GENERAL)

(1) GENERAL CORRESPONDENCE FILES relating to employee relattons Destroy when 2 years olde.
and servicese.

SSIC 12710
EMPLOYFE _PELATIONS RECORUS
(1) COUNSELORS® CASE RECORDS PROVIDING BRIEF INTERVIEWS WITH Destroy 2 years after
EMPLOYEES AND PERTINENT PERSONAL DATAZI counselor®s notesy close of casee.

reports correspondence and related information concerning
employee counselece These are filed alphabetically by name
of individual employce at OCPy commandse bureauses offices
and field activitiese.

(2) COUNSELORS® CASE RECORDSs OTHER RECORDS OF EMPLOYEE ASSIS~ Destroy 2 years after
TANCE UNDER THE ALCOHOLISMe DRUG ABUSE AND RFLATED PROGRAMS: close of casee.
counselorst notesy recordsy reportss corresponcence and related

information concerning cmployee counselede These are filed

alphabeticelly by name of individual employee at OCP, commandsye

bureauss offices

SSIC_12711

LABOR-MANAGEMENT AND _EMPLOYEE RELATIONS RECORDS

28
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(1) LABOR RELATIONS GENLRAL FILES: correspondences memorandas re-
ports and other records relating to the relationship between
management ard Llabor oraanizations @nions%

(?2) LAROR RELATIONS BARGAIMING UNIT RECORDS: correspondencey
memorandas reportss recordss negotiaoted agreements and case
files relatinga to the relationship between management and unions
representing employecs in bargining unitse.

ta) Activity where_unit exists

(b) Other offices

SS1c 12713

(a) Records_created in receipt _and processing of_individual

and_class_corplaints of discrimination by employees or appli=~

cants as described by CFR 16134222 and/or CFR 29 Part 1613
Subpart F.

l. *t preparing activities

SH¢ At NCPC (09E) Op-14C and EARB

(b) Facksground documents_pertaining to_the case but not
frcluced in case files and complaint counselings statuss and
cdisposition reports and summaricse.

(1) At preparing activiticses NCPC (09E)s 0p-14C and
EARB

24

Destroy when 2 years old.

Retain as Llong as needed to
document history of bargain-
ing relationshipy then destroy

Destroy when superseded or
obsolete.

Destroy 4 years after
final administrative
disposition unless
needed for Llitiga-
tions (May be trans-
ferred to Federal
Records Center when

1 year old.)

Destroy 3 years after
final administrative
dispositions (Maybe
transferred to Federal
Record Center when 1
yecar olds)

Destroy 3 years after
final administrative
disposition.
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VOLUNTARY SEPARATIOM_AND REDUCTION_IM RANK OR_PAY_ RECORDS

(1) RECORDS CONSISTING OF VOLUNTARY ACTIONS BEING INITIATED BY TH
EMPLOYEE that are not subject to procedures covered by par. 12752

SSIC 12720

"It is the responsibility of the [epartment of the Navy or proces
activity to maintain the complete case file to include all relate
records (f.e.s merit promotion file) on all discrimination compta
while the complaint is being processed.”

(1) MINDRITY AND WOMEN CENSUS REPORTS: census data on minority
ard women as of 31 March and 30 Septembere

(a) At_NCPC

(b) At mejor_commands_and_activitiess

A

(2) PLANNED RESOURCES FOR EEC ADMINISTRATORS: annual planned and
allocation of resourcese.

(b) At _preparing_malor . commands_and_preparing_activities,

(2) CERTIFICATION OF QUALIFICATION OF EEQ PROGRAM ADMINISTRATOR
OFFICIALS: annual certification of EEO officialse

(a) At_(OPl14C)

(b) At _preparing_major_activities _and_preparing activities.

(4) SEMI~ANNUAL NARRATIVE REPORT OF AAP AND SIGNIFICANT ACCOMP~-
LISHMENTS: status of AAP and other significant EEQO achievements
(at (CP14C)y preparing major commands and preparing activities).
(%) AFFIRMATIVE ACTIONS PLANS: annual planned action items.

(a) At _(0P14C) and preparina_rajor_commandse. (Agency copy of
consolidated AAP) (GRS 1(26)(Ch) (1))

(b) At preparinn_activitiess. (Aagency feeder plan to consoli-

dated AAP(s)) (GRS 1(26)(h)(2).)

3

sing
d
int

3

Destroy when 2 years

Destroy S5 years
after superseded.

Destroy 3 years
aftter supersededs,

Destroy 5 years
aftter superseded.

Destroy 3 years
after superseded.

Destroy 3 years
after supersedede.

Destroy 1 year
after superseded.

Destroy 1 year
after superseded.

Destroy 5 years from

date of plan.

Destroy 5 years from
date of feeder plan
or when administra~

tive purposes have

olde
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(6) NUMERICAL GOALS ESTABLISHED: <ecstablished goals for succeeding
FYe

(0) AL (OP14C)

(b) At preparina_maejor commands_and_preparing_activities,

(7)Y NUMERICAL GOALS ACHIEVED: report of numerical goals program
(at (9P14C) rreparing major commands oand preparing activities).

(P) UPWARD MOBILITY PROGRAM REPORT: positions identified and
filled durina proceedina FYy by seriesy trainee levely and target
Levele.

(a) At _(OP14C)

(b) At _preparine_maojor commands_and_preparing_activiticss

(<) HANDICAPPED PROGRAM REPORTS

ta) At QpP14C

tb) At preparing_major _commands and _preparing _activitiese

SUITARILITY PECORDS

(1) RECORDS ESTABLISHING REQUIREMENTS FOR EMPLOYMENT BY THE GOVERN-
MENT concerning characters reputation and fitness of person

under consideration.

SSIC_12732

(1) PTRSONNEL SECURITY CASE FILES: Adjudications and written
reviews} office cf Personnel Managerent and Defense Investigative
Service reports of investigation produced under the authority of
Executive Jdrder 10450y as amendedy or any other security or Lloyalty
proarame

(ay At teval Civilian_ Personnel Command

been serveds which-
ever 1s soonere.

Destroy 5 years
after supcrsededs

Destroy 3 years
after supersededo

Destroy 3 years after
supersedede

Destroy 5 years
after supersedede.

Destroy 3 years
after superseded.

Destroy 5 years after
supersededes

Destroy 3 years after
superscdeda

Destroy 4 years after
separation or transfer
of employee.

Transfer to WMRC when no

Lonaer
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(b) At activities

1
n

Manaaocment and Defense Investigative Service

Investigative material furnished by office of Personnel

(2) CERTIFICATE OF PERSONNEL INVESTIGATIONs CLEARANCE AND ACCESS?

OPNAY Form 5520/20 (at aoctivities).

SSIC_ 12733

(1) PCOLICY AND PROCEDURES GOVERNING PERMISSIHLE AND PROHIBITED
ACTIVITIESs POLITICAL CONTRIBUTIONS AND EXCEPTIONS OF CER-
TAIN ELECTIONS.

EMPLOYEE RESPONSIBILITIES AND _CAONDUCT RECORDS

(1) RECORDS COVERING STATEMENTS OF EMPLOYMENT AND FINANCIAL
INTEREST AND CONFLICTS OF INTEREST SUCH AS MISUSE OF INFORMA~-
TIONs ACCEPTANCE OF GIFTS (Use of uovernment propertys bri-
bery and orafte disloyalty and strikinge.)

(1) STANDARDS OF CONODUCT FILES (GRS 1(28).

ta) Correspondences _memoranaa_and_other records relating

to codes of ethics and stancards of conducte.
(2) COMFLICT OF INTEREST CASE FILES (GRS 1(25)).

(a) Statement of epployment and financial_interests and

related recordse.

SSIC 12736

(See pare 12732.)

SSIC 12751

22

required for administrative pur-

posess Destroy 15 years after
due date of last action.

Destroy when purpose 1is
servede.

Destroy 2 years after
transfer or separation
of employees.

Destroy when superseded
or obsolete.

Destroy when obsolete
or superseded.

Destroy when superseded or
after separation of employee
or after employee leaves the
position for which the state-
ment s required.
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DISCIPLIME RECORDS

(1) EMPLGYFE DISCIPLINARY ACTIONS: documentss reports of pre-action
investigatior anc related correspondence on employee disciplinary
actionse. Fileo by name of indivicual employees other than those
disciplinary records that must be fited on the right (permanent)
side of emptoyee®s Officlal Personnel Folder.

(2) SURVEYS AND STUDIES: documents and reports relating to general
disciplinary matters (at officess commandss bureaus and activities).

SSIC 12752

PECORDS _OF _AQVERSE _ACTIONS_BY_AGENCIES

(1) AOVERSE ACTIOM FILES: (5CFR 7%2) Case files and related records
created in reviewing an adverse action (disciplinary or non-dis-
ciplinary rerovals suspensions leave without pays reduction-in-
force) against an employeee The file includes a copy of the pro-
posed adverse action with supporting papersi statements of
witnesses) erployce®s reply: teavinag noticesy reports and decisions}
reversal of action? and appeal recordss EXCLUDING letters of
reprimande. SSIC 13715¢

AVVERSE _Adions BY THE oFFicE SF YERS AEEMENT
(See par 13753.)

EMPLOYEE GRIEVAMCES _RECORDS

(1) EMPLOYFE GRILVANCES: the official records of the arifevance
file fncluding (1) statement of arievance (2) records or copies
of recordse (3) reports of interviewss (4) the record of the
hearing if a hearing 1s heldsy (5) fact findert*s report of
findings and recommendations if fact finding 1is conducteds (6)
the decidina official®s decisions (7) other related correspon-~
dence.

SS1¢C 12712

APPEALS _TO THE MERIT SYSTEMS_ PROTECTION PBOARD_RECORDS

(1) RECORDSs JUSTIFICATIONSs COMPLAINTS FORMS AND BACKGROUND INFOR=-
TION ASSCCIATED WITH APPEALS SENT TO THE MSPB. CNRRESPONDENCE
RECEIVED FROM MSPE AND DECISIONS.

33

Destroy when 3 years olde

Destroy when 5 years olde.

Y

Destroy 4 years after
case 1s closede.

Destroy 2 years after
case is closeds

Destroy 4 years after
final decision is
issuede.
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SERVICES TU _EMPLOYEES _RECORDS

RECORDS COVEFNING INFORMATION SERVICESe SPECIAL SERVICESS
FINANCIAL SERVICESs DECEDENT AFFAIRS AND CIVILIAN NON-
APPRIATED FUNDS.

(1) EMPLOYLCES OF CIVILIAN NAFIs: personnels paye health and on-
the-job injury records (at the erploying NAFI).

SSIC_ 121932

FEDERAL EMPLOYCES OCCUPATIONAL HEALTH_AND _COUNSELIMNG_PROGRAM_RECORDS

(1) INDIVIDUAL HEALTH RECORDS FILES

Cards which contain such information as date of employee®s visite
diaanosis and treatment.

(2) HEALTH UNIT CONTROL FILES

Loos or renisters reflecting daily number of visits to dispen=-
sariesy first aid rooms and health units.

ta) 1t information_is_summarized on_statistical rcportse

tby If intormation is _not summarizeds.

(2) INDIVIDUAL EMPLOYEE HEALTH CASE FILE: Forms correspondence
and other records retating to an employee's medical history,
occupational injuries or diseasessy physical examinationse and

all treatment received in the Health Unite EXCLUDING pre-cmploy-
ment physical examinations and disability retirement and fitness
for duty examinations which are filed in 0fficial Personnel Folder
(CPF) upon separation of employee (Ref: FPMS 293_31). Those
rccords not required for filing in the OPFs if not retained by the
agencys may be transferred to the local Federal Records Centere.
(Under _no _circumstances should these files bc sent to the National

Personnel Records Center (CPR).)

(4) INDUSTRIAL HEALTH (CLINICAL) RECORD (CASE) FILES:? industrial
health jackets of civilian employees (including non-U.S. citizens)
of the Navy or Marine Corpss Incluaing copy of Certificate of
Medical Examinatton (SF-78) (original is to be filed in employee's

oftficial Personnel Folder) and certain x-rays as specified in para.

12792(2) belowe.

(a) Xrays_ot_civilian employces.

Destroy 6 months after

separatione.

Destroy 6 years after
date of last entry.

Destroy 3 months after
Last entry.

Destroy 2 years after
Last entrye.

Destroy 6 years atter last
entrye.

Destroy 6 years
after Lastest
entry.

Destroy when 5 years
oldy except that
x-ray of positive
pathological find-
ings that are not
static in nature
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(b)Y Incustrial_health_report data_sheets (such as NAVMED-S576).

() CIVILIAN EMPLOYEE ASSISTANCE PROGRAM RECCRDS

(a) Corresponcdences recordsys _reports_and_surveys relating to

general program acministration.

tby C
material

ase_tilese _counselina_and _referral_records and other
relatina to individual employeese.

SS1C€_12800

ILSURANCE AND_ANNUITY RECORDS_(GENERAL)

(1) CARRIER COPIES OF HEALTH BENEFITS REGISTRATION FORM (such as
SF=2807) on non-enrolled employeese

(2) COPIES OF HEALTH BENEFITS REGISTRATION FORM FOR ELIGIBLE
EMPLOYEES (used to determine employee elisibility for health
benefits upon retirement.

SSIC 12810

INJURY COMPENSATION_ RECORES

(1) PERSONAL INJURY FILES: compensation forms reports and relaed
rmedical and investigative correspondence (other than copies in
Cfficial Personnel Folders and copies submitted to the Depart-
ment of Labor) relatina to on-the-job injuriese

SSI1C 12831

(1) FILE COPIFS OTHER THAN COPIES IN OFFICIAL PERSONNEL FILES

€SIC 12832

those that are
static in nature
will be filed in
and retained with
employee's indus-
trial health
(clinical) Jackete

Destroy when
2 years old.

Destroy when ? years old,

Destroy 2 years after
separation of employee.

Destroy immediately
upon receipte

Fite on right side of OPF.

Destroy when 5 years olde

Destroy when 3 years old,

35~
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(1) GENERAL CORRESPOWDENCE FILES
SSIC_12R50

UNEMPLOYMENT BENEFITS_RECORDS

(1) RECORDS COVERNING UNEMPLOYMENT BENEFITS FOR FEDERAL CIVILIAN
EMPLOYEES, ELIGISILITY REQUIREMENTS AND PROCEODURES FOR FILING
CLAIMS.

SSIC 12878

LIFE_INSUR
(See par.

£_RECORDS

ANC
12293.)

SSIC_12830

FEDERAL EMPLOYEES HEALTH BENEFIYS _RECORDS

(See pare 127%92.)

SSIC_1291¢0

MORILTZATION READIMESS RECORDS

(1) MOBILIZATION READINESS RECORDS pertaining to emergency pro-
cedures in the event of a2 nuclear attack including reassignments
depression and utilization of personnel.

SSIC 12915

(1) MILITARY SERVICE OBLIGATION RECORDS relating to rescues obli-
gation of department civilian employcess designation of key federal
employee and screening of reservistse.

SSIC_12920

36

Destroy when 3 years old.

Destroy when 3 years old.

Destroy when superseded ’
or no longer needede.

Destroy when superseded
by annual screening of
ready reserve,
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. (1) STAFFING AND SELECTION RECORDS

‘ (a) RKecords_establisked_and maintained as_prescribed by
. OPNAVINST 12520.1
LY

(2) SES MEMBERS?® PERFORMANCE RECORDS

(a) SES_Fvaluation summary and objecctive_performance _record

sheets -

SSIC_12930

(1) PROGRAM RECORDS covering special examinations for motor vehicle

operationses entrance levels attorney and law clerk positionse.

SSIC 12933

POSITIONS RECORDS

(1) POSITION IDENTIFICATION STRIPS: Strips such as SF 10 used
to provide summary cdata on each position occupiede.

$81C_12938

CLASSIFICATICN_ AND PAY OF SPECIFIC POSITIUN RECORDS

s

SS1C 128171

Destroy 2 years after a
competitive vacancy 1s
fi{lled (or until OPM
evaluations whichever
occurs first) or 2
years after final
disposition of dis-
crimination complaint
by Department of the
Navye

tUpon approval of ratinges file
in OPF (specfal folder) or
separate employee performance
folder (EPF}. Destroy when
15 years olde (If employee
Leave SES for other than
presidential appointment
destroy no sooner than 30
days nor Later than 1 year
from date of separation.)

Destroy when 2 years olde.

Destroy when position is can-
celted or new strip is pre-
pareds (GRS 1(3)(a).)

Destroy when position is
cancelled or superseded.

37



TRATNINGe FROMOTIUNS AYD EXECUTIVE DEVELUPMENT AGREEMENTS WITH

SFECIFIC At CIES

@ £ @ Eesisesia——masass
a (1) PERSONMEL CORRESPOLDENCE AND SUBJECT FILES:
.
o X ta) Files_relating to_acneral odministration_and operation Destroy when 3 years old.
of cersonnel functions ond inclucing treining merit promotion
0 and executive developrent programe
o ) SS1c_12381
DELEGATION OF PERSONNEL AUTHORITIES
o - (RESERVED)
O SS1C_12390
O GEMERAL_AND_YISCELLANEQUS_RECORDS
(1) FILES RELATING TO GENERAL ADMINISTRATION AND OPERATION OF Destroy when 3 years olde.
Q PERSONRNEL FURNCTIONS not specifically described elsewhere 1in
the 12000 seriese excluding those at agency staff pltanning
Levels.
&
(2) DUPLICATING DOCUMENTATION AND PERSONNEL FILES MAINTAINED OQUT~-
o SIDE PERSONNEL OFFICES
ta) Sucervisor®s Personnel Files: Corresponoences memorandas Review annually and destroy
fcrms and other records relating to positionss authorizationss superseded or obsolecte
] pending actionss copies of positions descriptions’ request for documents? or destroy
personnel actione and records on individual employees duplicated atl documents relating
in or not appropriate for the O0fficial Personnel Folder. to an individual em-
Q ployee 1 year after
separation or transter.
o (b) Duplicate Docurcntation: Other copies of documents dupti- Destroy when 6 months old.
\ cated in Cffical Personnel Folders not provided for elsewhere 1in A
- this schedule.
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