
, 1C>1{~/4{ • • 
REQUEST FOR RECORD, ISPOSITION AUTHORITY LEAVE BLANK 

(See Instructions on reverse) JOB NO 

-r-O--G-E-N-E-R-A-L-S-E-R-V-'-C-E-S-A-O-M--'N-I-ST-R-A-T-1-O-N-,------------------~NCl-NU-82-1 

___ N_AT_I_ON_A_L_A_R_CH_'_VE_S_A_N_D __ RE_C_O_RD_S__ SE_R_VI_C-.:E,_W_A_S_H'_N_GT_O_N,;...'_DC__ 2_04__ 08 -I DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) 

Department of the Navy 
2 MAJOR SUBDIVISION 

Chlef of Naval Operations (Op-09Bl)
3 MINOR SUBDIVISION 

Navy Civilian Personnel Command 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT 

Ens. C. Culbertson 
Mrs. M. Daymude 695-1925 

6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for. this agency In matters pertaining to th posal of the agency's records;
that the records proposed for disposal In this Request of page{s) ar now needed for the business of 
this agency or will not be needed after the retention periods specified 

o A Request for Immediate disposal. 

o B Request for disposal after a specified penod of time or permanent
retention _____....... 

~..!!!=9~z:~,,----_-+-E TITLE Director, Nav 
Information 

and 

7 8 DESCRIPTION OF ITEM 9 10 
ITEM NO (With Inclusive Dates or Retention Penods) SAMPLE OR 

JOB NO 
ACTION TAKEN 

CHAPTER 12 SECNAV 
CIVILIAN PERSONNEL RECO INST 

SSIC 12000-12999 P·5212.5C 

The records descrlbed in th' relate to 
(12000) 

the administration of civil' 
throughout the Department f 
used for this serles fol ws 

n personnel functio 
the Navy. The form 
that of the Federal 

s 
t 

Personnel Manual (FPM) ssued by the Office of 
Personnel Management PM), and not necessarily
that of the remaind of thlS directlve. 
Therefore addltlon and deletions are made in 
accordance wlth FPM 

STANDARD FORM 115 
Revr sed Apr.!, 1975 
Prescnbed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 

115-107 



12-

(1) PPIMARY PROGRAM R~CORD~: general correspondence files including
re~orts andA.other papers. of the Assistant Secretary of the Navy
(ranpo~er~~Keserve Affairs ana LBAlstiGs) ana the Office of Civilian 
~anpower M&naqement that document the deveLopment, estabLishment,
and execution of poLicics, plans and procedures for the organization
and administration of civiLiar manpower management functions. 

(?) GENEPAL CORRESPONDENCE FILES: the official (green) outgoing
correspondence; the incoming correspondence; and other backqround
material relating to personnel operations and procedures. 

(1) BASIC CO~CEPTS AND UEFINITIONS of personnel provisions. 

(1) RECOPDS rERTAPnNG TO E1-.TITLrr~ErJTTO P~EFERErJCE. administration 
of preference ana preference preserved, lost, or changed. 

(1) q[C~pn5 ~ELATI~~ TO THE [xT[~T OF CO~PETITIV[ SERVICE A~D
 
VARIATIONS, the effect of incumoent and legislation on posi-
t ion.
 

(2) ELIGIBILITY, DETER~INATION AND CANCELLATION OF CO~PETITIVE 

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

Destroy when 3 years.
old. (GRS 1(3)(a).) 

Destroy when superseded
or obsolete. 

File on right side of official 
Personnel Folder (OPF). 

File on right side of OPF. 

File on right side of OPF. c 



I
 

STATUS. 

(1) CORRESPO~DENCE AND REPORTS, MEMORANDA. and other records relating
to employment programs and functions of excepted positions. 

(1) RECORDS RELATI~G TO PLANNING. ORGANIZING, DIRECTING COORDINATING. 
AND CONTROLLING ALL PERSONNEL management programs conducted within 
the Departme~t of the Navy. 

(1) GENERAL POLICY ON CIVILIAN MANPOWER MANAGEMENT establishing
c1vilian personnel offices policy reQarding interservice 
support and guidelines for logistics support of civiLian 
personnel offices. 

(1) RECORDS CONSISTI~G OF WRITTEN COMMUNICATIONS M[ETINGS and con-
ferences, special proqrams, informal techniques and practices. 

(1) GENERAL FROVTSIONS~ Department of the Navy's relationship with 
professional associations and allotment of dues. 

Oestroy when 5 years old. 
(GRS 1 (3)(a).) 

Apply par. 12000(1). 

Apply par. 12000(1). 

Apply par. 12000(2). 

Apply par. 12000(2). 



(1) PRIMARY PROGRAM RECORDS relating to objectives and concepts of Permanent. Transfer to 
standards de~elorment such as classification. Qualification and FRC when 4 years old. 
physical standarcs and the use of personnel measurement methods. Offer to NARS when 

25 years old. 

(1) OFFICIAL ORGANIZATION CHARTS. NARRATIVE HISTORIES AND RELATED 
RECORDS ~HICH DOCUMENTS THE ORGANIZATION AND FUNCTIONS OF THE 
OFFICE. 

(2) DIRECTIVE CASE FILES 

(a) Rf£Q!2-££Q~_~iih_~llQQ£riin£_£~~~_111£~if any. documenting
important aspects of the development of the issuance 

(1) CORRESPO~DENCE FILES RELATING TO INSPECTION PROCEDURES AND 
REPORTS OF INSPECTIONS or related correspondence 

Per~anent. Transfer to FRC 
when superseded or obsolete. 
Offer to NARS when 20 years
old. 

Destroy when superseded or 
obsolete. 

Apply par. (l)(a) above. 

Destroy 6 months after final 
action on project report or 
3 years after completion of 
report if no final action 
is taken. 

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

(1) CASE FILES relatin? to invalid incumbency of position. wrongful Destroy 4 years after 
action. or fuilure to act. restoration after invalid adverse action, case is closed. 
recording circumstances and consistency of actions. 
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(l) NAVY AND OFFICE OF PERSONNEL ~ANAGEMENT (OPM) EVALUATIONS OF 
OF CIVILIA~ PERSO~NEL MANAGEMENT PROGRAMS: 

(a) ~££Qrl~_EnQ_r~12i~Q_QQ£~m~rri~_E~_ih~_r~~~ti_Q1_~_~~Y~_Qrr=
~ii~_r~~i£~~ 

l~ ~t activities, major cLaimants and/or other higher
echeLons. (These reports are essential to CNO (Op-140R) for 
anaLyses and assessment~). 

£~ At CNO. Op-140R 

(b) E~~Qri~_QnQ_r£1~i~g_QQ£~E~Qi~_~~_ih£_!~i~ti_Q1_~n_~ii=
~li~_~~11=~Y~1~~liQrr_!fYi~~~ 

1. At activities, major claimants and/or other higher
echelons. 

(c) EfgQri~_2nQ_r~1~1£g_Q2£~m£rri~_~~_lh~_r~~~11_Q1_~rr_Q~tl
E~iQrr_:~~D£r~l_jDi~~fliQD: 

l~ At activities. major claimants and/or other higher
echelons. (These reports are essential for eND (Op-140R)
analyses and assessments). 

£~ At CNO, Op-140R 

(d) E£2Qrli_QDQ_r~1~led_QQ£~m£Di~_Q~_ih~_r£~~li_Q1_QD_Q~tl
Ef£12D_~i2f£jQl_jD£~lrt~~ 

l~ At activities. major claimants and/or other higher
echelons 

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

(1) GENERAL CORRESPOND[NCE FILES 

Destroy upon receipt
of a new report 

Destroy when no longer
needed for administra-
tive or reference 
purposes. 

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

Destroy upon receipt
of a new report 

Destroy when no longer
needed for administra-
tive or reference 
purposes. 

Destroy when 4 
years old. 

Destroy when 3 years old. 



(1) RECORDS FERTAINING TO RECURRING REPORTS required by office Destroy when 5 years old.
 
of Personnel Management to develop. improve, or maintain certain or earlier if no longer

proqrams such as notification of Personnel Action. EEO Actions needed.
 
plans, etc.
 

f[R~Q~~(b_QAIA_~IAH~AEQl£AIlQ~_~~~Q&Q~ 

(1) RECORDS PERTAINING TO THE STANDARDIZATION OF DATA ELEMENTS in Destroy when ~ years old 
order that identical datd in various systems are uniformly or when superseded which-
identified. defined, coded and sequenced. ever is earlier. 

o 
(1) THE OFFICIAL PERSONNEL FOLDER OF A CIVILIAN EMPLOYEE OF THE
 
FEDERAL GOVERNME~T DURI~G HIS OR HER TENURE OF SERVICE ~ITH THE
 o	 GOVERNMENT. 

(a) bQng_i£~~_1~Q=£Qll~Q_Q~~~£n~nl1_r~£Q~Q~_~hl£h_£~~-111~Qo	 2n_lh£_ri2hl_2~_£~r~EDfD!_~iQ~_21_1h~_[Q1Q~r_l~[=ttl~ 

I. Folders coverino periods of employment terminated aftero	 December-31, 1920. excludin;' those selected by the National Archives 
and Rpcords Service for permdnent retention. 

o	 f~ Transfrrred employees. See Fpderal Personnel Manual 
for instructions relating to 
folders of employees trans-
ferred to another agency. 

£~ Seoarated employees.	 Transfer folder to National 
Personnel Records Center 
(CPR) st. Louis. Missouri. 
30 days after separation.
NPRC will destroy 75 years
after birth date of employee
or 60 years after the date 
of thp earlist document in 
the folder if the date of 
birth cannot be a~certain-
ed, provided the employee
has been separated for at 
least 5 years. 



(h) If~£££~£~_£~£Q!Q~_~hi£h_~!f_ii!fQ_Qn_lf!i_~iQf_Qi_ih~
E£!Qf£~ 

1~ At naval activities in accordance with FPM Supplement
293-31. FPM 293. and CMMI 293. 

~~ Upon separation of employees by resignation. retire-
ment. removal. or death. or by transfer to another government
agency. 

2~ For current employees 

£~ Upon separation of employees by transfer to 
a~other naval activity or for military service. 

(2) OFFICIAL PER~ONNEL FOLDERS FOR NON-CITIZEN EMPLOYEES AT ACTIVITIES 
LOCATED OUTSIDE THE 50 UNITED STATES AND THE DISTRICT OF COLUMBIA: 
lonq term (sc-called p~rmanent) records which are filed on the right
side of th~ Folder (SF-G6) and temporary records which are filed on 
the left side of the Folder. 

(a) CMMI~i_nE~~!_g£tl~iii£~_in_~££Q~Q~n£f_~lth_FP~_~~~~
293 and FPM Supple~ent ?93-31. 

1~ Folders for non-citizen employees under the Canal 
Zone Merit System 

2~ All other folders 

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

Destroy when employee 1s 
separated or transferred 
to another aqency for 
unwarranted or unjusti-
fied actions which 
should be removed when 
that decision is made 
and letters of cautions. 
warning. admonishment. 
reprimand and similar 
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 until (but not more 
than) 2 years after separa-
tion and then transfer to 
National Personnel Records 
Center (CPR). st. Louis. 
MO. Destroy 3 years after 
transfer (NPRC will return 
SF 3170). 

Transfer to National Personnel 
Records Center (CPR). st. Louis. 
MO •• 1 year after separation.
Destroy 3 years after transfer. 
(NPRC w1ll return SF 3170.) 
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(3) OFFICIAL PERSO~NEL FOLDERS FOR NON-CITIZEN INDIGENOUS I~-DIRECT-
HIRE EMPLOYEES AT ACTIVITIE~ LOCATED OUTSIDE THE 50 UNITED STATES 
AND THE DISTRICT OF COLUMBIA: long term (so-called permanent) records 
which are filed on the right or permanent side of the Folder (SF-66)
and temporary records which are filed on the left side of the Folder. 

(a) ~1_n2Y21_2£il~111£§_ln_~££QL£~n£~_~lih_EEtl=£2~~CMMI 
?93 and FPM Supplement 293-31. 

(~) PERSONNEL SUMMARY CARD RECORDS. 

1~ ~aintdined by operatinq officials at naval activities 
in accordance with FPM Supplement 293-31. 

1~ EstabLished and maintained at navaL activities in 
accordance with FPM Supplement 293-31. Cards for employees
separated or transferred on or after 1 January 1948. 

(5) LOCATOR FILES CARD~: 

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

(1) RECORDS ~HICH SET FORTH POLICY, RESPONSIGILITIES AND PROCEDURES 
fer ~aking Department of the Navy records avaiLable to the 
public. 

7 

Purge and destroy temporary
material and transfer folder 
to NPRC (CPR), st. Louis. MO. 
2 years after separation (ser-
vice of employee no longer
utilized by the Naval Establish-
ment). Destroy 3 years after 
transfer. (NPRC will return 
SF 3170.) 

Destroy upon transfer 
or s~paration. i£!~£Qi
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
separation or trans-
fer to another agency.
(GRS (1)(2)(b). 

Oestroy when employee
is separated from 
activity. 

Destroy when superseded
or cancelled. 



~ 

0 

0	 OPERATt~G PERSONNEL OFFICE RECORDS RELATING TO INDIVIDUAL 
E~PLOYEES ~OT MAI~TAINED IN OFFICIAL PERSONNEL FOLDERS AND 
NOT PROVIDlD FOR ELS[~HlRE IN THIS SCHEDULE (GRS 1(17». e 
(1) CORRESPO~DENCE AND FORMS RELATtNG TO PENDING PERSONNEL Destroy when action 
A(TIor,. is completed.

~ 
(2) RETENTIO~ REGISTERS 

" (a) E£:i~i£r~_irQm_~bi~h_r£Q~fliQn_io_fQrf£_~~liQn~	 Destroy when 2 years old. 
>,~E~£_Q£fn_1Et£n~ 

Q') 
(b) E££151£r~_frQm_~blfb_OQ_!fQ~fiiQn_ln_fQr~£_~fliQn~ Destroy when superseded

hE~L~££!:!_iE.!s£n~ or obsolete. 

il) (3) ALL OThER CORRCSPONDlNCE AND FORMS.	 Destroy when 6 months 
old. 

o 

D 

:;}	 (1) NOTIFICATION OF PERSONNlL ACTION, EXCLUSIVE OF THOSE IN OFFICIAL 
PERSOhNEL FOLDERS (GRS 1(14». 

:) 

1~ At naval activities (in accordance with Federal Personnel Destroy when 2 years old.:> Manual Supple~ent 293-j1). 

:> 
1. At naval activities (in accordance with Federal Personnel Destroy when 1 year old. 

Manual Supplement 293-S1 I.
:) 

! 

~ 

J 
(1) RECORDS WHICH SET FORTH POLICY ON THE PROTECTION OF INDIVIDUAL Destroy when	 superseded
PRIVACY in reqaro to personnel records card files maintained or obsolete.:;, w Hh De p a ,.t men t 0 f the rJ av y • 

;) 

~ E[QsE~k_HQEKEOR£(_!~EQE~~IlQ~_~r~l~tl_E~£QRD~ 

(1) AUTO~ATED FILF OF INDIVIDUAL P[CORDS FOR MOST FEDERAL CIVILIAN Destroy when	 superseded,
~ 

I 



e 
0 

E~PLOYEES MAINTAINED BY AGENCY CONTINUOUS INPUT which provide
capability for obtaining status or dynamic outputs in a com-

0 prehensive and tiMely manner. 

e 

0 

(1) OFFICE OF PERSONNEL MANAGEMENT (OPM) RECORDS0 
(a) Q£~_2QQlj£2ij~~~~_~~2~ln£ij~D~_Q~Q~r~~_~nQ_r~12i~QQ£Q~r~_1Qr_E~cer21_~!Q1Q1m~ni_ln_ih£_11~lQ~@ 

1~ CanceLled or submitted by ineLigible applicants. appli-
cants whose eligibiLity has expired, or applicants on expired eligible

~ registers. 

(b) Qrisjn21_Q1ii£~_Q1-E~r~Qnn~1_~~n2B~mfni_iQE~1_r~g~i£r~0	 2nQ_nQij£~i_lQ_~~i2~li~h_Qr_2i~QQ~~_Qi_Qiii£~_Qi_E~~Qnn£1_tl2n22~=mfni_iQ£~l_L£gi~i~r~ 

0	 1. Fstablished aft~r open competitive examination for 
position~-in alL groups. . 

0 
(2) CERTIFICATES OF ELIGIBLES FILES: Certificates of eligibles
with related requests forms correspondence, and statement of 

~	 reasons for passing over a preference eLigible and selecting a 
nonpreference eligible. 

Q	 (!) 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 Official PersonnelG	 Folder). 

0 
(4) REQUEST FOR CERTIFICATION: Reauest to the Office of Per-
sonnel Management for certification of eligible for OPM registers.

0 

(5) E~PLOY~E~T AND FINANCIAL INTEREST: Statment forms and documentsQ prescribed by SECNAVINST 5370.2l. 

Q 

Q 

, (f) PROCE~SI~G PECORDS OF INDIVIDUALS SELECTED FOR OVERSEAS EMPLOY-Q	 ~E~T: Cepies of TraveL Order, Rotation Aaree~ent, Overseas Recruit-
~ent Pecuisition (co~parable to SF-52), SF-~O, statement signed by

~"oloyee acknowLec~inq receipt anr. understanding of ~tatement of
Q 

• 

obsolete or no longer
needed. 

OPM Regional Director 
for disposal instruct-
ions. 

Consult appropriate OPM 
Regional Director for 
disposal instructions. 

Destroy when 2 years old. 
(GRS 1(5). 

Destroy requesting
office copies upon
completion of 
action; d~stroy
all other copies
after 1 year. 

Oestroy 2 years
after date of 
certificate. 

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

Destroy after 5 years
from roo date at the 
overseas activity or 
upon expiration of 



~ 

e 
Living and Wcrkin~ Conaitions for the overseas area. and miscell- an approved extension 
aneous correspondence developed during processing. (at OCP). to the 5-year foreign

~ service limitation. 
if applicable. 

~ 

~ 

®	 (1) CORRESPO~DENCE. REPORTS, MEMORANDA AND OTHER RECORDS relating Destroy when ~ years old. 
to the recruitment and return placement from overseas positions. (GRS 1(3)(b».
(See also ~ar. 12300(6».

~ 

0 

~ 
(1) CORRESPO~DENCE. REPORTS. MEMORANDA and other records relating Destroy when 5 years old. 
to excepted positions. (GRS 1(3)(b».

~ 

~ 

J 
(1) CORRESPO~DENCE, REPORTS. MEMORANDA and other records relating Destroy when 5 years old. 
to experts and consultants. (GRS 1(3)(b».

~ 

~ 

~ 
(1) STAFFING	 AND SELECTION RECORDS including the copy of vacancy Destroy 2 years after at announcement	 and distribution list; Qualification stardard; rating. competitive vacancy is 

~	 ranking ana evaluation proceaures applied, candidates. evaluation filled or until OPM 
and ratings; SF 171's and supplemental Questionaires on all quali- evaluation. whichever 
fied candidates; supervisory apprnisals, obtained membership of occurs first or 2 yearsG	 any oanel/bodrd appointed to review candidates aualifications. pro- after final disposition
motion certificate (or comparable document); and documentation of of discrimination com-
nctification of selection/nonselcction. plaint by Depart~ent 0	 of the Navy. 

~ 

G 
(1) FILES RELATING TO THE PROGRAMS AND POLICY ON HIRING of handi- Destroy when 3 years old. 

~	 /0 
9 
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capped persors. disabled veterans and rehabilitated offenders. 

IEA~~lllQ~Ab_ANQ_Y(l~EA~~_E~AQ~~~I~~tlI_AEEQl~!tl(~I~_E~£QEQ~ 

(1) FILES RELATING TO THE GENERAL ADMINISTRATION AND OPERATION OF 
PERSO~NEL FUNCTIONS including selective placement of veterans 
programs. 

(1) FILES RELATING TO THE GENERAL ADMINISTRATION .NO OPERATION OF 
PfRSONNEL FUNCTIONS including colle1e proqrams, special careers 
(Summer Aid, Interqovern~ent Affairs Fellowship, stay in school. 
etc.) pro~rarr.s. 

~Q~I!~2_~~EQ~LE(~_QE_E£Q~~Ab_2EA~I_EEQfrEAf~_E££Q~Q~
(See par. 12~08.) 

£~PbQYM~~I_Qf_E£bAIIY£~_B(£QEQ~ 

(1) RECORDS GOVERNING THE LEGAL AND REGULATORY FRAME~ORK in the 
e~ployment of rel~tives for the Federdl Service. 

1~_EQ~£E_QE_AEEQ!NI~£UI_ANQ_E[~QYAb_E££QRD~ 

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

(a) £hl~1_Qi_~iY2i_2Q~r2iiQn~_~~2_£QKK2~£~ni~_tl~rin~_£QrQ~~
(Files are arranged chronoloqically; rate of accumulation is 
1-3 cubit feet annually) 

(GRS 1(3)(a).) 

Destroy when 3 years old. 
(GRS 1(3)(a).) 

Destroy when 3 years old. 
(GRS 1(3)(a).). 

Destroy when obsolete 
or superseded. 

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

Destroy when superseded
or obsolete. 

•
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(2) 

C) , 
0 

0 

0 

0 

G 

0 

(j 

(1) INTERNAL EVALUATIO~ REPORT 

(?) OTHER REPORTS required by SECNAVINST 5210.11 

(1) RECORDS RELATED TO GENERAL ELIGIBILITY of post-audit, defini-
tion of noncompetitive. corrective action. career appointment.
probationary period and related records. 

"-I~tlEQE~E1_tNQ-INQ~EINII[_~tlE~Qltl(NI_E~~QEQ§ 

(1) RECORDS ~AINTAINED 8Y AGENCY IN THE OFFICIAL PERSONNEL FOLDER 
so that inspectors may reconstruct the action and a review by
them will show Qualifications standards used, necessary train-
ing and experience and facts which establish the correctness 
of the action. 

EL£E~lI~~NI~_~(l~fllQN_AN~Eb!£(tl(til_E(£QEQ~_lQ(~(E!ll 

(1) INT[RVIE~ AND EVALUATION RECORDS (EXCLUDING EXAMINATION PAPER 
FILED IN OFFICIAL PERSON~EL FOLDERS): Notes. etc. made by the 
interviewer. (GRS 1(8).) 

(a) ~£Q~_Qn_~mQ1Qlf~~_~hQ_2L~_OQi_li~1££igQ_Qr_~hQ_Q££lin~
fmQ1Qlm~oi_Q!_QD_f~Q1QX~~~_~hQ_~r£_hir£2~ 

!~ ~erit staffing 

2~ All others 

(2) OFFERS OF EMPLOYMENT: Correspondence. letters and teleqrams
offering appointments to potential employees. (GRS 1(4).) 

Destroy when 3 years old. 

Destroy when 3 years old. 

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

Apply par. 12293. 

Destroy when 2 years old. 

Destroy 6 months after 
separation. 

Destroy immediately. 

//)J 

•
 



l~ ~hen name is received from certificate of eligibles. 

g~ Temporary or excepted appointment. 

o ~~ All o t he r s , 

(3) APPLICATIONS FOR E~PLOYMENT: Applications and relatrd papers
excludinn (al records relatinq to appoint~ents and reQuirinq
Senatorial confirmation and (b) applications resulting in appoint-
ment filed in the Official Personnel Folder which are retained for 
future use or required by the Applicant Supply System. (GRS 1(15).) 

o 
(1) FILES RELATING TO GENERAL AD~INISTRATION AND OPERATION OF 
P[RSONNEL FUNCTIONS including examination information. job in-
formation and employment advisory service 

Es~R~lItls~I_~NO_~[~(~IIQH_ItlRQgfr~_~QtlE~IIIIYh_(!a~!~AI!QN-E[£QR~li 

(1) RECORDS RELATING TO GfNERAL PROVISIONS geographic scope of 
competition. consideration for appointment recruitment methods, 
pace. student training dnd summer employment and short range per-
sonnel empLoymento 

o· 

o 

Return to OPM with reply
and application. 

File inside application and 
dispose of in accordance 
with par. 12330(3). 

Destroy immediately. 

Destroy upon receipt
of OPM report of in-
spection or when 2 
years old. providing
requirements of FPM 
Chapter 333 and CPI 
335 are observed. 

Destroy when 3 years old. 
(GRS 1(3)(a).). 

Destroy when 3 years old. 

(1) RECORDS PER~rTTING FEJERAL CIVILIA~ EMPLOYEES OF EXECUTIVE Destroy after term of temporary
AGENCIES TO ~ERV~ WITH STATE OR LOCAL GOVERN~~NT. etc. without appointment or when 2 years old, 

1.3
 



0 

~ 
loss of e~plcyee rights or benefits.	 whichever is appropriate. 

e 

~ 

0	 (]) ~OTTFICATIO~ OF PERSONNEL ACTIO~ (SF 50) documenting promo-
tions and transfer (in and out). (GRS 1(14». 

0	 Destroy when 2 years old. 

(b) ~11_21h~!_£QQif~maintained in personnel offices.	 Destroy when 1 year old.
0 

0 

0 
(]) FORMS AND RECORDS such as examination results, ratina, Destroy 4 years after 
certifications and SF 171, Personal Oualification Descr1ptions. separation or transfer

0 of employee. 

0 

0	 QU~b!E!£~I!Q~_~[Q~I~s~IllI~_~I£Q~Q~_iQIN[~ALl 

(1) POSITION	 CLASSIFICATIONS STANDARD FILES (GRS 1(7).) Q 
(al ~l~ng~!Q~~ CSC standards determining title, ser1es Destroy 5 years after 

and grade based on duties, responsibilites and Qualifications position is abolished0 requirements. or description is 
~ suspended. 

0 (b) ·Develooment. Memoranda. correspondence and other records 
relatinq-t~-th;-d;~;loPMent of standards for classification of 
positions peculiar to the agency and CSC approval or d1sapproval.0 

l~ Case files: Destroy 5 years after 
position is abolished0 or description is sus-
pended. 

0 g~ Review files:	 Destroy when? years old. 

Q 

~ 

(1) RECORDS COVEPI~G PLANS, POLICIES AND PROCEDURfS for dcter- Destroy when obsolete0 

• 



~ 

G 
mining medical Qualification reQuirem~nts in connection with or supers~ded.
Federal rmployment.

0 

0 

e 
(1) E~PLOYMENT RECORDS related to employment of part-time work Destroy 2 years after 
ferce. separation or transfer

0 of employee.
On CIVIL/liN	 PER50IJ/UtL fJ/(0t110T/OJ} C£R77F1C/lT£S) !POST£I(5 A!1if) Oe51-rO(./ tAJIJen ~ qea r.5 sid 

f,rov/cled esc	 il1?;ie-ciz--cfh0	 RI7 IltUG- 5HE£TS YetUiret! by esc. ~.HL!£351 1105 been /hcu/e, 

0 

(1) REDUCTIO~-IN-FORCE: Retention registrrs. cards and related All records must bec	 papers anrl which r~duction-in force actions have been taken. estab- preserved intact for 
lished and maintained in accordance with Chapter 351. Appendix A at least 1 year from 
of t he Fpr~. date of issuance of

0	 specific notices to 
the employees and 
then destroyed.

0 

0 

E[[~E~Qr~k~I_Elfr~I§_E[£QRQ~
Q 

RECORDS GOVERNING THE RIGHTS TO REEMPLOYMENT GRANTED TO CIVILIAN
 
E~PLOYEES ~HrN THEY TAKE OTH[R CIVILIAN EMPLOYMENT SUCH AS TRANS-
e	 FER TO I~TERNATIONAL ORGANIZATIONS OR TRANSFER BET~EEN AGENCIES 
DURING AN E~lRGENCY. 

Q	 (1) PERSONNEL CORRESPONDENCE AND SUeJECT FILES consisting of Oestroy when 5 years old. 
ccrrcsponorncc. reports. memoranda or other records relating to (GRS 1(3)(8». 
reemploymrnt riohts.

0 

0 

Q 
(1) RECORDS GOVEr~ING THE RESTORATION OF EMPLOYEES who sustain	 Destroy when 5 years old

• a comrensable Job-relatea injury or disdbility. (GRS 1(3)(B».

~
 

Q 

Q 

•	 IS-



(1) RECORDS OF CAREER I~TERN DEVELOPMENT A~D EVALUATION from Destroy when no longer
entry level to full performance level (at activity) needed. 

(1) RECOR9S GOVEPNING THE PROCEDURE~ AND ADMINISTRATION OF THE 
PRESIDENTIAL MANAGEMENT INTERN PROGRAM establi~hed by Executive 
Order 12008 in August 1977. 

(a) Files relatinq to the general administration and operation
of personnel functions including snecial careers programs and 
executive development programs. 

Destroy when 
(GRS 1(3)(a». 

3 years old. 

(1) GENERAL CORRESPONDENCl FILES, including reports and 
lated papers conccrnino civiLian personnel training and 
ment. and the performance and utilization of personnel. 

other re-
develop-

Destroy when 5 years old, 
or earlier if superseded or 
obsolete. CGRS l(30)(c». 

) 

IRAl~ltiQ_Rb£fRQ~
(See also GR~ 1(30).) 

(1) ACTIVITY-WIDE TRAINING PLANS: Computer print-outs or other 
listinqs covrrinq all learning experiences planned for employees
on an annuaL basis (at preparinq activities). 

(2) TRADE TRAINl~G PLANS: Details of related instructions and 
wcrk experierce reQu;rp~ents of apprentice. shop trainee, helper-
tc-journeymar, and other on-the-job trainin~ programs. including
authorizations to estabLish such programs Cat preparing activi-
ties and heaPQuarters offices). 

C~) CONTINUOUS RECORDS OF PROGRE5S: Continuous records of perfor-
mance of apprentices and shop trainees in the related instructions 
and work experience Cat preparing activities). 

I~ 

Destroy 5 years after 
completion 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-
poses. 

Destroy 1 year after 
apprentice or shop
trainee completes
or drops out of 
the program. 



(4) ~OTICES AND WARNINGS OF UNSATISFACTORY PERFORMANCE: Written Destroy when appren-
notices anc warinos of marginal or unsatisfactory progress of tice or shop trainee 
apprentices and shoo trdinees (at preparing activities). satisfactorily com-

pletps the appren-
tice or shop trainee o	 year, or 1 year after 
the individual is 
dropped from train-
ing, whichever is 
parlier. 

(~) WORK EXPERIENCE SCHEDULES: Continuous appraisal which describes	 Destroy 1 year after 
the performance of apprentices and shop trainees in each element of	 apprentice or shop
the trade (at preparing activities).	 trainee completeso	 the training or is 

dropped from the 
program. 

(~) QUARTERLY PROGRESS RECORDS: Quarterly appraisals of the per-	 File on permanent
formance of apprentices and shop trainees (at preparing activities).	 side of Official 

Personnel Folder 
when apprentice
or shop trainee 
completes the 
program or is 
dropped from 
training. 

(7) REQUESTS FOR TRAINING IN NON-GOVERNME~T FACILITIES: All forms Destrey 2 years
D and related papers concerning requests for training in non-govern- after completion

ment	 facilities (at prePdr;ng activities). of all training
or until all ob-
ligated service 
requirements have 
bpen satisfied. 
whichever is 
later. 

(P) OnLIGAT[D SERVICE AGREEMENTS: Documents which set forth the Destroy 2 years
period of obLigated service for employee training in non-~overn- after fulfill-
ment facilities. These documents are normally filed on the ment of servicec	 temoorary (lett) side of personnel tolaers but may be filed on a9reement. or 
the p~rmanent (riqht) side of the personnel tolder if the employee file on right
fails to fulfill s"rvicc o~ligations (at preparing activities). side of ppr-o	 sonnel folder. 

(S) PERMANENT TRAINING RECORDS: Advance credit duthorizations; File on right side 
records of satisfactory completion of training agreement dPproved of personnel folder. 
by the CSC; scholarship or award authorization. authorization to 
accept pay~cnts in connection with attendance at meetings; waivers 
of limitntions on trainino in non-~overnment facilities; cumula-
tive records of training; ana correspondence giving recognition
fer completion of training (at prepdring activitie~). 

(10) ~OMINATl~G DOCUMrNTS RELATING TO REQUESTS FOR LONG-TERM Of'stroy 5 years
(120 or ~ore days) TRAl~ING: No~inatin~ and lor endorsement letters. after completion 

11 



~ 

e 
transcripts. fundinQ rPQuest form~. resume'. and related documents 
(at preparing activities) ••~ 
(11) OTHER FORMS AND CORRESPONDENCE: Forms and correspondence re-
lating to training; routine requests for training information; and

0	 documents of a transitory naturr which are not authorized for filing
on the per~anent side of personnel folders (at preparing activities). 

~	 (12) TRAINING AIDS: 

(a) gn~_fQ~~_Ql_~2~hmanual. syllabus. textbook. and other0 training aid developed oy the activity 

~ 

(13) GENERAL	 FILE OF NAVY-SPONSORED TRAINING3 
(a) £Qr[f~~Q~Q~nff~_~~~QrsnQ2~_a2[~~m~ni~~_~~ihQ[1Is11Qn~~

[fQQ[1~~_[£g~1[~~~ni_[£~i£~~~_Q1Qn~~_QllQ_Q£lffli~ti torelatinq
0 the establishment and operation of training. courses and 

ccnferences. 

~ 

(14) lMPLOYEE TRAINING FILES: correspondence. memoranda. reports0	 and other records relating to the availability of training and 
employee participation in training programs sponsored by other 
government agencies or non-government institutions.0 
(15) COURSE ANNOUNCEMENT FILlS: Reference file of pamphlets.
potices. catalogs and other records which provide information 

D	 on courses or programs offered by government or non-government
organizations. 

@ 

~ 

9	 (1) SECNAV CAREER FELLOYSHIPS: Cocuments that contain nominations 
for S[CNAV Career Fellowships whiCh contain employment experience.
eoucation background, identifying information. comments on signifi-

~	 cant orofess;ondl/civic activities/organizations. data on selected 
educational institution. training objectives. training through non-
gcvernment facilitles. Summary Request for Support of Long-Term-

~	 Training, nominee's individual training and development plan, under-
graduate colLege transcript. other trdnscripts. and other pertinent
items in support of the nominatlon and correspondence containing

~	 endorsements of nominees and selection or non-~election by appropriate 
Assistant SEC~AV (used to select S[CNAV Career Fellows at initiating
activity and receiving activity).e 

~ 

•	 
Ig 

of training. 

Destroy after 
completion or 
discontinuance 
of training. 

Submit SF 115, Request for 
Dis~osition Authority. 

Destroy when obsolete or 
superseded. 

Destroy when 5 years old. 
or 5 years after comple-
tion of a specific train-
ing proqram. 

Destroy when	 3 years old. 

Destroy when 5 years old. 
or sooner if superseded
or obsolete 

Destroy when superseded
or obsolete. 

Destroy 2 years after 
notification of 



approval of nominee. 

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

(2) PERSONNEL CORRESPONDENCE AND SUBJECT FILES relatinq to Destroy when 3 years old. 
executive dpvelopment prOQrams. 

(1) OFFICIAL PERFORMANCE RATINGS: 

Ca) bY£1~£liQn~_~nQ_r~lin£li_Qi_~ul~12nQiog~_hlghll-li211li!2~=
lQ£Y~_1~li~iQ£lQ£Y_Q!_~£rQin~1_£~riQrm2n~_~11b_~~££Q~ii~g_QQ~~m~~i~
Qi_1Y~11!i£211Q~(procrssed in accordance with FPM 430, CMMI 430.C 
and activity instructions). 

(b) E~iQLm£D££_2Q£L~i~21~ of unsatisfactory, recommending
reassignment but not removal or demotion 

(c) Ef£lQr~2o£g_2Q£L~i~fl~of unsatisfactory, recommending
demotion or removal whtn such action is not effected 

(d) ~~~Ql~£Dlgi_iQLffi~or material that accompdny the DON 
~ppraisaL Form and which indicate an employee'S strengths, weak-
nesses or accOMpLishments 

(e) ~~lQ~at~:_iii£~ which contain same or similar information 
as that containeD on the OON Perfor~ance Appraisal Form 

/9
 

Upon approval, the DON 
Performance Aopraisal Form 
indicating such ratings
will be placed in a sepa-
rate envelope and filed in 
the employee's official 
personneL folder, or a 
separate folder will be 
established for the pur-
pose of retention of per-
formance records. This 
Employee Performance 
Folder C[PF) will be re-
tained in the same office 
(personnel) that maintains 
the official personnel
folders. 

Retain for 5 years and place
in the EPP or OPF (envelope)
as appropriate. 

PLace in [PF or OPF (envelope)
as appropriate and then de-
stroy after the employee
has completed 1 year of 
acceptable performance. 

Retain for 1 year; then 
destroy. 

Destroy when 5 years old. 
(Retention beyond 5 years
permissible so long as 
oata is not used in re-
searching a decision 
affectin9 an employee
where the manual copy 



(2) PERFCR~ANCE RATINGS RECORDS: 

(a) maintained thisf~riQrm~n£~_~£nr~i&~!_r~£QrQ~ under 
syste~ at ti~e empLoyee transfers or is resi~ncd. 

(4) PERFORMANCE RATING DOCUMENTATIJN needed in connection with 
probabLe cau~es for litigation. 

(a) EfriQrm2D£~_2£Qr2i&21_QQ£~m~u12ijQnneeded in connection 
with on-going administrative, guasl-jud1cial or judicial pro-
ceedinas. 

[~EkQr((_R[£Qr,N!!!QN_~NQ_!~£I~!lY[~_EI£QRQ~
(See aLso ~ar 5305). 

of the appraisal has 
been or should have 
been destroyed.) 

Destroy within 1 year after 
employee's departure from 
federal service or after 
the empLoyee transfers to 
another agency. (Aecause
performance appraisals re-
cords are not considered 
permanent in nature. they
will not be sent to another 
agency when an empLoyee
transfers nor wilL they be 
sent to the National Per-
sonneL Records Center when 
an ewpLoyee leaves Federal 
Service. 

upon employee'S reassign-
ment, records are forwarded 
to gaining Civilian Per-
sonnel Office (CPO) by
Losing CPO. 

Destroy when no Longpr needed 
in order to properLy adjudicate
the pending case(s). 

Destroy 4 years after 
case ;s closed. (GARS
1(31)(b». 

GRS 1(12) and (l~)
appLies. 



!~f[~IIY~_~~~RD~_~(£Q~Q~
(See par. 12450.) 

e 

(1) GENERAL CORRESPONDENC[ FILES relating to the Navy beneficial 
suggestions program, involving proqrdm standards. organization.
procedures, and ~wdrds. 

(2) BENEFICIAL SUGGESTION CASE FILES: (See par. 12450.)o 

E(R~Q~~[b_E~~LAR~~_ERQ~RAtl~_A~Q_Q~~QU~IR~I!Q~_ERQ~~(I~
(RESERVED)o 

...., 

EQ~1!lQN_£l!~~lE!fAI!Qt~_E!1~_!NQ_AbbQ~!N£~_E~£U~~~_~_~~N~R!b 

(1) ~AGE AND CLASSIFICATIO~ CONTROL CARD RECORDS: progress or 
or control records reflecting action taken on requests for wage
rates and on reports for classificdtion action. 

(?) RECEIPTS FOR CHECKS: 

(a) TIiyi~iQn~i_£h~£1_£~£~i~1~_fQ£_£iQ£1~_Qi_£h~£1~_1Q£_Q~~£~=o ii!l.9.-!:!!lii h 

o 
(~) VISIBLf INDEXES OF ALL EMPLOYEES, giving names. divisions. and 
check distribution codr numbers, or other simiLar information. 

IIpply par 12450. 

Retain until end of 
calendar year follow-
ing that in which 
action was taken. 

Oestroy when 
1 month old. 

Oestroy when 
3 months old. 

Df!stroy when 
1 year old. 

Destroy when in-
dividual index 
record is super-
seded or obsolete. 

c2/
 



") 

~ 

~ 

1} 

!) 

) 

lo!. Standards. OPII s t an d a ros determining title, series,
ard grade based on duties. responsibilities. and Qualifications
requ i rement s , 

£.!. memoranda. 
lopment of 
agency and 

Development. OPM drafts of classification standards 
correspondence and other records relating to the deve-
standards for classification of positions peculiar to 
OPM aporoval or disapproval. 

or 

the 

po?it,cm/Destroy 2 years after~series 
is abolished or sepies is 
superseded. 

Destroy 5 years after 
standard is issued. 

i.) 

l) 
J 

Qo!. At participating activitips Destroy when 
is published. 

new standard 

:1 

;) 

j 

:> 

Files 
title. 

describing established 
series. 9r~de. duties 

1.!. Re cor d cop y. 

£o!. All other copies. 

positions including
and responsibilities. 

information on 

Destroy 5 years after 
position is abolished 
or description super-
seded. 

Destroy when position
is abolished or des-
cription superseded. 

:> 

;) 

) 

) 

1.!. Classification Survey Reports. Survey reports
various positions prepared by classification specialists,
periodic r~ports such as Annual ~hitten Amendment report
Annual Supergrade Position Report. 

~.!. Office of origin. 

on 
including

and 

Oestroy when 3 years old 
or 2 years after regular
inspecation whichever is 
sooner. 

) 

:) 

memoranda. 
surveys. 

£.!. Inspection. Audit and 
reoortsd and other records 

desk audits and evaluations. 

Survey Files. Correspondence,
relating to inspections. 

Destroy when 
or superseded. 

obsolete 

:J 
1.!. Case files relatinq to classification appeals. Destroy

case is 
3 years
closed. 

after 

:> 

:) 

..
 



.,
 
~ 

~Qfi_~1A~~AIl£~_ll~D~R_ELQ~EAb_~Ali~_~r~I~~~(See par. 12~11.)
;) 

~ 

:!) 
(1) RrCORDS COVERING THE GASIC POLICIES AND PRINCIPLES of general
QPneral pay rates and .ystems, annual reports of pay comparabiLity.

~ speciaL rates for recruitment and retent10n. and special pay rates. 

~ 

[} 
(1) RECORDS GOVERNING POLICIES AND PROCEDURES for determining rate 
of basic pay. pay adjustments for supervisor~. within-grade

:) increase and saldry r~tention. 

o 

:J 

(1) JOG GRADING ACTIONS AND APPEALS: correspondence from activi-o	 ties, job description. audit and evaluation reports. organization
charts. and other supporting documentation (at eND (Op-141E) fieLd 
d1vision~ and preparing activities).

0 
(?) JOB GRADING STANDARDS: OPM draft of job qrad1ng standards and 
pertinent correspondence.o 

0 

0 

0	 (~) DEPAkT~E\T OF NAVY ~UPPLEME~TARY JOR GRADI~G GUIDANCE: 
(~AVSO-P~ooO'sl ~uidance reqarding specidL1zed rating approved
fer use hy acativities and reLateo correspondence at CNO Op-141C.

0	 :\CPC field d tv t s i ons and o t he r activities. 

(41 ILWR G~AUING STA~DAR~S: guidancp regard ina Lithographic
Q and nrinting joh<; in Washington. O.C. ared and pertinent correspon-

cence (at CNC (Op-141EI. NCPC. 

g	 (~I YAGE ArEA SURVlYS: wdge change survey computation forms. speci-
fications. reco~mendations and reLatea correspondence (at C~O (Op-141E) 

Q 

(t 

Destroy when	 2 years old. 

Apply par. 12532. 

Destroy when occupation
is superseded or abo-
lished. 

Oestroy 5 years
after standard 
is published. 

Destroy when 
standa rd is 
published. 

Destroy when super-
seded by a published
revision. 

Destroy when standards 
are aboLished or 
superseded. 

Destroy after completion
of 1 subsequent fuLL 
scalp wage survey. 



A
 

~
 

~
 

G 

e 

® 

0 

~ ; 

~ 

~ 

~ 

0 

9 

~ 

3 

~ 

3 

~ 

)
 

~
 

~
 

(6) AREA SCHEDULE OF WAGES: wa~e schedules for NdVY employees in 
trades and l~bor occupation. (len~thy retention period necessary
in order to provide OPK's 9ureau of Retirement wage information 
on wa~e board employees who retired on disability and have other 
income) 

(7) CIVILIAN MARINE WAGE SCHlDULES AND INSTRUCTIONS: WdgC sche-
dules. hours of work and other instruction for civilian marine 
employees eTployed on MSC ships and related correspondence (at
C~O (Op-141~), COMSC and other MSC activities). 

(P) ENVIRONMENTAL DIFFERENTIAL PAY: instruction, COMPTGEN and 
CSC decisions and relat€d correspondence (at CNO (up-141E)
other activities). 

,
(~) ~OTIFICATrON OF AFFIRMATIVE DETERMINATION OF ACCEPTABLE LEVEL 
OF CO~PETENCf FOR GENERAL SCHEDULE ~ITHIN-GRADE INCREASE: What-
ever form is used by individudl activities (at all activities)
and used to rotify employees of their acceptable level of compe-
tpnce and to notify civilian personnel offices of such a deter-
minatlon. 

(1) RECORDS COVERING DETERMINATION OF PAY FOR TRAINEES in govern-
ment hospitals and scipntific and professional positions re-
Quiring specially Qualified personnel. 

(1) RECORDS COVERING PROCEDURES FOR RlDUCTION-IN-GRADE AND CRITERIA 
FOR GRANTING SAVE GRADE AND PAY. Describe various methods and 
protection of affected civiliDn e~ploypes. 

Destroy 20 years
after superseded. 

Destroy 5 years
after superseded. 

Destroy 20 years
after superseded. 

Destroy When pertinent
EDP category 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 par. 12532. 

j 



(1) RECORDS CONCERNING PAY DETERMINATIONS IN COVERSION ACTIONS. o	 COVERSION TO GENERAL SCHEDULE, AND COVERSION TO PREVAILING 
RATES AND OTHER PAY SYSTEMS. 

o 

o 

o	 (11 MERIT PAY EVALUATION SUMMARY 

(2) MERIT PAY OBJECTIVE/PERFORMANCE RECORD SHEETo 

(~) SUMMARY WORKSHEET 

(4) BASIC PERFORMANCE APPRAISAL RECORDS (6S-12 AND WAGE GRADE 
EQUIVALENTS) 

o 

(~) PERFORMANCE APPRAISAL (NON-SES)o 
(a) r£ril_~£Y_£~~1~~li2D_~~~~QLl_~~Lf2L~~D£~_L~iiD9record 

ard the basic perfor~ance appraisal form for apprasing GS-12 
and wa~e grace e~ployees. 

o 

(c) £fLi£L~£D£~_£QQr~i~21_Q2£~!£D121i2Dneeded in connection
 
with onooin~ administratlve QUdSl-jud1cidl, or judiciaL proceedinqs
 

AppLy par. 12~32. 

Upon approvaL of rating. file 
in OPF (speciaL folders) or 
separate employee performance
foLder (EPF) tor 5 years.
(Where rating is Outstanding
this form will be kept as long
as employee remains with nON.) 

Forward to personneL office 
along with merit pay evalua-
tion. 

w-h~n oldDestroy a4+e-r 1 year". 

Upon approvaL of rating.
file in OPF or separate
employee performance
folder (EPF) tor ~ years.
(However, outstanding
rating are kept as long
as employee remains with 
DON.) 

Upon approvaL of the rating.
fiLe in OPF (speciaL envelope)
or in a separate employee per-
formance foLder ([PF) for 5 
years. (Where the rating is 
outstanding. the form will be 
kept as long as the employee
remains in the same position
in DON.' 

Forward to servicing personnel
office along with merit pay
evaLuation summary record. 
Destroy 1 year after transter. 

Retain as long as deemed 
appropriate. then destroy. 



0 

~ 
.. 

e 

0 

0 

D 

(1) RECORDS coverin~ arpas such as premium pay, lump sum payment
tor annual leave allotments and assignment of pay scverence 
pay. back pay and pay for irruguLar or intermittent duty
invoLving unusuaL ohysicaL hardship or hazard. 

Destroy when 4 years old. 

0 

Q 

0 

(}) RECORDS FERTAINING 
ISSUES related to the 

TO MANAGEMENT 
implementatio 

AND PROCfSSING 
of an act. 

OF EMPLOYEE Destroy when 6 years old. 

Q 

0 

0 

(1) RECORDS A~D FORMS (INCLUDING TRAVEL 
REIMBURSE~[NTS TRANSPORTATION REQUFSTS
RELATED TO OFFICIAL GOVERNM[NT TRAVEL 

ORDERS. REQUESTS FOR 
AND ASSOCIATED DOCUMENTS) 

Destroy when 6 years old. 

0 

0 

e" 
(1) TRAVEL RlCORDS such as travel 
expenses and per diem associated 
and interviews. 

requests. transportation requests,
with pre-employment recruitment 

Destroy when 2 years old. 

0 

0 

0 

0 

(1) PAY RECORDS 
allowances and 
and paympnt. 

governinq the 
differentials, 

establishment 
agencies and 

and maintenance of 
employees affected 

Destroy when 4 years old. 

~ 

Q 

• 



r-, 

0 

0 

0 

0 

Q 

0 

@ 

0 

0 

0 

0 

0 

~ 

() 

• 
Q 

Q 

Q 

\;lI 

G; 

~ 

(1) GENERAL CORRESPONDENCE dealinp with payment of allowances differi- Destroy when q years oLd. 
tials and living ~udrter~ allowanc~s while in foreign areas. 

(1) GENERAL CORRESPONDENCE related 
outside United States entitled to 
ssary. mess and laundry privilege~. 

to civilian 
subsistence 

employees
rights and 

stationed 
commi-

Destroy when q years oLd. 

(1) General correspondence
worn by civilian emoloyees
allowances authorized. 

dealing
woring 

with allowances for uniforms 
the Department of the Navy and 

Destroy when 2 years old. 

E~r~l£IA~~~_£OMEAEAfll~lIr_Ah~Q~A~£~_R~£QRQ~
(RESERVED) 

~II~::lQt~£Lll.~!Lhf.AYL'lLB.h£.QB.Q~{H~~B.A0(NOT
(D t:"rr-.Il 

LISTED IN FPM) 

(1) T1"[ ArlO ATTEr,DAtl:CF.:;SF-1l35. SF-1136 or similiar documents 
used to report c~ployee's ti~e and attendance and Maintained in 
o ey r o t l offices. 

(2) ~VlRTIPE ~UTH0RIZATION REQUESTS: NAVEXOS 246 or similar form 
(at all activities and used to officially order or approve over-
time). 

Destroy when 
(GRS 2(3)(a)) 

Destroy when 

q 

4 

years 

years 

old. 

old. 

27
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~ 

~ 
(t) DQCU~ENTS ~HOWING ALTERNATIVE WORK SCHEDULES SUCH AS FLEXITIME 
A~D COMPRESSED SCHEDULE~.e 

0 • 
9 

RECORDS cnVERING SUCH LEAVE AS COURT, FUNERAL. EXCUSED ABSENCE. 
LEAVE WITHOUT PAY, AND ~ATERNITY LlAVE. ALSO COVERED IN THIS 

3	 SERIES IS SHORE LEAVE FOR PERSONS ON VESSELS, HOME LEAVE FOR 
PERSONS WORKING OUTSIDl THE UNITED STATES AND MILITARY LEAVE 
FOR RESERVISTS. 

~ 
(1) ABSENCE AND LEAVE: aLL appLications for Leave and supporting
paper~. including report~ of ubsence without authority and tardi-

J	 nrss reports. suc~ as SF-71 and SF-1150. Used by employees to 
request leave. by SUpervisors to approve lea~e and which are main-
tained with employees' leave records. 

~ 

) 

~ 
(1) GENERAL CORRESPONDENCE FILES reLating to employee reLations 
and services. 

~ 

~ 

~ 
(1) COUNSELORS' CASE RECORDS PROVIDING BRIEF INTERVIEWS WITH 
EMPLOYEES A~D PERTINENT PERSONAL DATA: counselor's notes. 

d	 reports correspondence and related information concerning
employee counselee. These are filed alpha~etically by name 
of individual employee at OCP, commands. bureaus. offices 

~	 and field activities. 

(2) COUNSELORS' CASE RECORDS, OTHER RECORDS OF EMPLOYEE ASSIS-
)	 TANCE UNDER THE ALCOHOLISM, DRUG AOUSE AND RELATED PROGRAMS: 

counsplor~' notes. records. reports. corresponoence and reLated 
information concerning employee coun~eLed. These are fil~d 

~	 aLphabeticaLly by name of individual employee at OCP. commands,
bureaus. offices 

~ 

~ 

~ 

Destroy when 2 years old. 

Destroy when	 4 years old. 

Destroy when 2 years old. 

Destroy 2 years after 
close of case. 

Destroy 2 years after 
close of case. 

I 



~
 

..
 
~ 

(II lABOR RElATI~NS GENERAL FILES: correspondence. memoranda. re- Destroy when 2 years old. 
ports and other records rclatinq to the relationship between

:)	 man a 'J emen tar d lab 0 r 0 r<} iJn iz a tion s (LI n ion s). ,	 (?I lAROR RELATIONS BARGAINING UNIT RECORDS: correspondence,
memoranda. reports. records. negotidted aqreements and case 
files relatir~ to the rrlationshlP between management and unions 
representing employees in biJrgin;n" units.

3 

:) 

~ 

:;) 

;) 

(II DISCRIMI~ATION COMPLAINT RECORUS
:.') 

(a) Ef£Q!Qi_£!t21fn_ln_L~££iQi_£nQ_£rQ££~~in~_Ql_inQi~iQllai
!~Q_£l~!~_£Q!Ql~inl!of ~iscriminatlon by employees or appli-

) cants as described by CFR 1613.222 andlor CFR 29 Pdrt 1613 
Subpart F. 

;)	 l~ ,t preparinq activities 

:;) 

:;:> 

a.o	 ~ lit ~JCPC (09 [) 0 p - 1'1e dnd EAR B 

0 

Q 
(b) E~£tsLQ~n£_£Q£~~~nl!_Q£r12ining_iQ_lb~_£2!~ notbut 

ircluced in case fiLes ~nd compLaint counselinq. status, and 
Q disposition reports and sum~arics. 

(1) At preparing activities. NCPC (09EI, Op-14C and 
(;J E ~RB. 

~ 
~HL121l2 

Q 

zq; 

Retain as long as needed to 
document history of barqain-
ing,relationship, then destroy 

Destroy when superseded or 
obsolete. 

Destroy 4 years after 
final administrative 
disposition unless 
nceded for litiga-
tion. (roay be trans-
ferred to Federal 
Records Center when 
1 year old.) 

Destroy 3 years after 
final administrative 
disposition. (Maybe
transferred to Federal 
Record Center when 1 
year old.) 

Destroy 3 years after 
final administrative 
disposition. 



o
 

(1) RECORDS CON~ISTING OF VOLUNTARY ACTIONS BEING INITIATED BY THE Destroy when 2 years old. 
E~PLOYEE that ~re not subject to procedures covered by par. 12152. 

nIt is the responsibiLity of the Deoartment of the Navy or processing
activity to ~dintain the compLete case fiLe to incLude aLL reLated 
records (i.e., merit promotion file) on aLL discrimination complaintc	 whiLe the compLaint is being processed." 

(1) MINORITY	 AND WOMEN CENSUS REPORTS: census data on minorityo	 ard women ~s of 31 March and 30 September. 

Destroy 5 years
after superseded. 

Destroy 3 years
after superseded. 

(2) PLANNED RESOURCES FOR EEO ADMINISTRATORS: annual planned and
 
aLlocation of resources.
 

(a) ~L'!'QQH£l	 Destroy 5 yearso	 after superseded. 

Destroy 3 years
after superseded. 

(3) CERTIFICATION OF QUALIFICATION OF EEO PROGRAM ADMINISTRATOR
 
OFFICIALS: ~nnual certification of EEO officials.
 

( a)	 ~L'!'.QEH£l Destroy 3 years
after superseded. 

Destroy 1 year
after superseded. 

(4) Sl~I-ANNUAL NARRATIVE REPORT OF AAP AND SIGNIFICANT ACCOMP-	 Destroy 1 yearc	 LISHMlNTS: status of AAP and other s'lgnlficant EEO achievements after superseded.
(at (OP14C), preparing major commands and prep~r;ng activities). 

(~) AFFIR~ATIVE ACTIONS PLANS: annuaL pLannrd action items. 

(a) ~i_'!'QEliIl_QDQ_Q~~Qa~jn£_!£lQ~_£Q~mQnQ~~(Agency copy of	 Destroy 5 years fromo	 consoLidated AAP) (GRS 1(26)(h)(l).) date of plan. 

(b) a!_Q!£Qa!jD~_££lj~111£~~ (Aqency feeder plan to consoli-	 Destroy 5 years from 
dated	 AAP(s» (GRS 1(26)(h)(2)') date of feeder plan

or when administra-
tive purposes have 

30 



o 

(~) NUMERICAL GOALS ESTAHLISHED: established goals for succeeding
F Y. o 

t a) 8LHEHU 

(7) NUMERICAL GOALS ACHIEVED: report of numerical goals proqram
(at (0P14C) rrcpiJring major commands and preparing activities). 

(P) UP~ARD M08ILITY PROGRAM REPORT: positions identified iJnd 
filled durino proceedino FY, by series. trainee lev~l, and targeto	 l eve t , 

(a) 8LHEH£l o 

o 
ee) HANDICAPPED PROGRAr REPORTS 

(il) ~LQEl!~ 

o 

o 

o 

o 
(1) RECORDS ESTABLISHING REQUIREMENTS FOR EMPLOYMENT BY THE GOVERN-
MENT concerning chilracter, reputation and fitness of persono	 under consideration. 

o 

o 

been served, which-
ever is sooner. 

Destroy 5 years
after superseded. 

Destroy 3 years
after superseded. 

Destroy :3 years after 
superseded. 

Destroy 5 years
after superseded. 

Destroy :3 years
after superseded. 

Destroy 5 years after 
superseded. 

Destroy :3 years after 
supersedf>d. 

Destroy 4 years after 
separation or transfer 
of employee. 

(1) P~RSONNEL SECURITY CASE FILES: Adjudications and writteno	 revte~s; office cf Personnel Managerent and Defense Inve~ti9at've 
Service reports of inve~tigatlon produced under the authority of 
Executivp Jrdcr 10450, dS amended. or ilny other security or loyalty
proqril!!'. 

Transfer to W~RC when no lonner 

3/ 



0 

~ 

e 
required for administrative pur-
poses. Destroy 15 years after 
due date of last action. 

0 

0 

0 

1. Investigative material furnished 
M~naacme~t and Defpnse Investigative Service 

(2) CERTIFICATE OF PERSO~NEL INVESTIGATION,
OPNAV Form 5520/20 (at dctivities). 

by office 

CLEARANCE 

of 

AND 

Personnel 

ACCESS: 

Dpstroy when purpose is 
served. 

Destroy 2 years after 
transfer or separation
of e~ployee. 

0 

0 

0 

0 

(1) POLICY A~D PROCEDURES GOVERNING 
ACTIVITIlS, POLITICAL CONTRIUUTIONS 
TAIN ELECTIONS. 

PERHISSIHLE A~D PROHIBITED 
AND EXCEPTIONS OF CER-

Destroy when 
or obsolete. 

superseded 

0 

0 

0 

0 

O· 

0 

0 

0 

(1) RECORDS COVERING STATEMENTS OF EMPLOYMENT AND FINANCIAL 
INTEREST AND CONFLICTS OF INTEREST SUCH AS MISUSE OF INFORMA-
TION, ACCEPTA~CE OF GIFTS (Use of government property. bri-
bery and graft. disloyalty and strlking.) 

(1) STANDARD~ OF CONDUCT FILES (GRS 1(28). 

(al £Q~rf~rrQD£QD£~~_m~mQ~2nQil_gnQ_Qlh~~_!Q£Q~Q~relating
to codes of ethics and stanoards of conduct. 

(2) CONFLICT OF INTEREST CASE FILES (GRS 1(25». 

(al ~1£i£~~nl_Qi_£D~lQ~mtQi_2QQ_iin~n£1~1_ini~L~i!and 
related records. 

Destroy when obsolete 
or superseded. 

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

0 

~ 

: I~Yh§Il~!IIQ~~_~h£Q~Q~
(See par. 12732.) 

Q 

~ 



o 

o 

o 

c 

(1) EMPLOYEE DISCIPLINARY ACTIONS: documents. reports of pre-action
i~vestigation and reLated correspondence on empLoyee discipLinary
actions. FiLeo by name of indiviouaL empLoyees other thun those 
o t sc t o t t n e ry records that must be fiLed on the right (permanent)
side of empLoyee's Official PersonneL FoLder. 

(?) SURVEYS A~D STUDIES: documents and reports relating to general
disciDLinary matters (dt offices, commands, bureau~ and activities). 

Destroy 

Destroy 

when 

when 

3 

5 

years 

years 

old. 

old. 

D 

o 

(1) ADVERSE ACTION FILES: (5CFR 752) Case fiLes and related records 
created in reviewing an adverse action (discipLinary or non-dis-
cipLinary re~ovaL, suspension, Leave without PaY, reduction-in-
force) against an empLoyee. The file incLudes a copy of the pro-
posed adverse action with s~pportiny papers; statements of 
witnesses; errpLoyre's reply; Leavinq notices, reports and deci~ions;
reversaL of action; and appeaL records, EXCLUDING Letters of 
reprimand. SSIC 1~75'f 

!lDVEA5E /ftTIOA)5 BY filE. oFFIcE ~ i11z{0AJ1-Et, tl1fltVlI-b£/vtEAJL-
(5ee- po. r. t:J.7~J.,I) 

I~E~Qr~h_QEl~Y~N£s~_~[£Q~Q~ 

(1) E~PLOY(E GRI[VANCES: the offlciaL records of the grievance
fiLe including (1) statement of ~r;evancp (2) records or copies
of records. (3) reports of interviews. (4) the record of the 
hearing if a hearing is held. (5) fact finder's report of 
findings and recommendation, if fact finding is conducted. (6)
the deciding official's decision, (7) other related correspon-
dence. 

Destroy
case is 

Destroy
case is 

4 years
cLosed. 

2 years
closed. 

after 

after 

: 

(1) RrCORO~, JU~TIFICATIONS, CO~PLAINTS FORMS 
TION ASSCCIATEO WITH APPEALS SENT TO THE MSPB. 
RECEIVED FRO~ MSPB AND OECISIONS. 

AND BACKGROUND 
C0RRESPO~DENCE 

INFOR- Destroy 4 years
final decision 
issued. 

after 
is 
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RfCORDS COVEFNIN~ INFOR~ATION SERVICES. SPECIAL SERVICES.
 
FINANCIAL SERVICES, DECEDENT AFFAIRS AND CIVILIAN NON-
APPRIATEQ FU~DS.
 o 
(II EMPLOY[E~ OF CIVILIAN NAFIs: personnel, pay, health and on- Destroy 6 months after 
thp-job injury records (at the c np t o y tno NAFI). separation. 

(I) I~DIVIDUAL HEALTH RECORDS FILlS 

Cards which contain such 
diagnosis and treatment. 

information as date of employee's visit. Destroy
date of 

6 years after 
last entry. 

(2) HEALTH UNIT CONTROL FILES 

Logs or 
saries. 

re~isters 
first aid 

reflectin1 
rooms and 

daily
health 

number 
units. 

of visits to dispen-

Destroy 3 months 
Last entry. 

after 

Destroy 2 years
last entry. 

after 

o 

(~) INDIVIDU~L EMPLOYEE HEALTH CASE FILE: Forms correspondence
and other records relating to an employee's medical history.
occupational injuries or diseases. physical examinations. and 
all treat~ent received in the Health Unit. (!£L~Dlllipre-employ-
ment physicaL examinations and disabiLity retirement and fitness 
for duty examinations which are filed in Official Personnel Folder 
(OPF) upon separation of employee (Ref: FPMS 293_31). Those 
records not required for filinq in the OPF. if not retained by the 
agency. may be tr~nsferred to the local Federal Records Center. 
1~D££r_~2_£lr£~~~1~n££~~hould these files be sent to the National 
Personnel Records Center (CPR).) 

Destroy
entry. 

6 years after last 

o 

o 

(4) INDUSTPIAL HEALTH (CLINICAl) RlCORD (CASE) FILES: industrial 
health jackets of civilian employees (incLudinn non-U.S. citizens)
of the Navy or ~drine Corps. lncluaing £2£1_21 Certificate of 
MedicaL Examination (SF-78) (original is to be fiLed in empLoyee'S
Official Personnel Folder) and certain x-rays as specified in para.
12792(2) below. 

Destroy 6 years
after last est 
entry. 

o 
: 

Destroy when ~ years
old, ~'!~Q.i that 
x-ray 01 positive
pathological 1ind-
ings that are not 
stat t c in nature 



~ 

0 

Q I 

e 

0 

0 

(5) CIVILIAN EMPLOYEE ASSISTANCE PROGRAM RECCRDS
0 

(a) £Q!!~~QDQ~~~~~_r~£Qrf~~_!~~Q!i~_2nQ_~~!~~~~relating to 
generaL program ad~inistrat;on.

0 
(b) £~~~_1l1f~~_~Q~D~~11Dg_~Df_!£i£!!~1_!£~QrQ~ otherand 

materiaL rrlatinq to individual employees.e 

0 

0 
(1) CARRIfR COPIES OF HEALTH BENEFITS REGISTRATION FORM (such as 
S~-2807) on non-enrolled employees.

0 
(?) COPIES OF HEALTH BE~EFITS REGISTRATION FORM FOR ELIGIBLE 
l~PLOYEES (used to drter~ine employee eliaibility for health 

0 benefits upon retirement. 

0 

0 
• (1)	 PERSONAL INJURY FILES: compensation forms reports and relaed

0	 ~edical and investig~t;ve correspondence (other than copies in 
Official Personnel Folders and copies submitted to the Depart-
ment of Labor) relatin0 to on-the-job injuries.

0 

o 

G 
(1) FILE CJPIrS OTHER THIN COPIES IN OFFICIAL PERSONNEL FILES 

QU£._!£.Q.!£[£ni!!.=
1i~£_!=r!!.l of 
those that !l!.~ 
static in nature 
will be filed in 
and retained with 
employee's indus-
trial health 
(clinical) jacket. 

Destroy when 
2 years old. 

Destroy when	 2 years old. 

Destroy 2 years after 
separation of employee. 

Destroy immediately
upon receipt. 

File on right side of OPF. 

Destroy when	 5 years old. 

Destroy when 3 years old. 

Q 

Q 

8 



n
 c.~ ~ 

A~. 
0 

• - (1) G(~ERAL rORRESPOWDE~CE FILES Destroy when 3 years old. 

0 

~ 

0 

(1) RECORDS 
EMPLOYEES,
CLAI~S. 

COVERNING 
ELIGIBILITY 

U~EMPLOYMENT 
REQUIREMENTS 

BENEFITS FOR FEDERAL 
AND PROCEDURES FOR 

CIVILIAN 
FILING 

Destroy when 3 years old. 

0 

0 

0 

klE~_l~~~E~~£h_Rh£QRQ~(Spe par. 12293.) 

~ 

e 
E[Q[R~~_[~E~Qrhh~_tlh~kI~_lihNhEII~_R[£QR~~
(See par. 12792.) 

0 

0 

0 

0 

(1) MOBILIZATION 
cedures in the 
depre~sion and 

READINESS 
event of a 
utiLization 

RECORDS pertaining to emergency pro-
nuclear attack including reassignment.

of personneL. 

Destroy when 
or no longer 

superseded
needed. 

0 

0 

0 

(1) ~ILITARY SERVICE OBLIGATION RECORDS 
gation of departMent civiLian employees,
empLoyee and screening of reservists. 

reLating to 
designation 

rescue. 
of key 

obli-
federal 

Destroy when superseded
by annual screening of 
ready reserve. 

Q 

0 

~ 



.. ~.a J 

(1) STAFFI~G AND SELECTION RECORDS 

o 

o 

o 

o 

o 

o 

o 

(2) SES MEMBERS' PERFORMANCE RECORDS 

(a) ~[~_[Y~1~£ii~n_~~mm£rY_Qn£_Qhl££iiY£_QIrlQrmQn~£_rt~2rQ
~!!£~i.§. 

o 

(1) PRQGRA~ 
operations. 

RECORDS 
entrance 

covering
levpL. 

special
attorney 

examinations for motor vehicle 
and law cLerk positions. 

o 

o 

Q 

(1) POSITION IDENTIFICATION 
to provide summary data on 

STRIPS: Strips such as 
each position occupied. 

SF ID used 

t. 

Destroy 2 years after a 
competitive vacancy is 
filled (or until OPM 
evaluation, whichever 
occurs first) or 2 
years after final 
disposition of dis-
crimination complaint
by Department of the 
Navy. 

Upon approval of rating, file 
in DPF (special folder) or 
separate employee performance
folder (EPF). Destroy when 
15 years old. (If employee 
leave srs for other than 
presidential appointment
destroy no sooner than 30 
days nor later than 1 year 
from date of separation.) 

Destroy when 2 years old. 

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

Destroy when position is 
cancelled or superseded. 



0 

!') .. ~ -
«~ 

(1) PERSO~~EL CORRESPO~OENCE AND SUBJECT FILES: 

~ 0\ (~) Eilf~_~fl~tlQg_tQ_U£Q£~~l_~£~lnl~l~~liQn_~nd-Qn~~eliQn Destroy when 3 years old. 
of personnel f u n c t t o n s dn::Jt n cLu o t nn t ra t n t n c merit promotion
and eXE:'cutiv('dev('loprr!'nt pror,rdrr.. 

() 

0 

21k[~~IIQN_QE_E~E2QU~[k_t~I~Q~lII[~
0	 (RES ERVED) 

0 

0 

(}) FILES RELATING TO GENERAL ADMINISTRATION AND OPERATION OF Destroy when	 3 years old.
0	 PERSONNEL FUNCTIONS not specifically described elsewhere in 

the 12000 series. excluding those at agency staff planning
levels. 

0 
(7) DUPLICATING DOCUMENTATIO~ AND PERSONNEL FILES MAINTAINED OUT-
SIDE PERSO~NEL OFFICES
 

0 
t a ) suc c rv t s o r s s Pr-rso n n e L Files: c or r e sco no e n c e , memoranda. Review annually and destroy

ferms an~-~th~~-~;CO~d~-~;L;t1~u-t;-positions, authorizations. superseded or obsolete 
Q	 pending nctions; copies of positions descriptions; request for documents; or destroy

personnel action. and records on individual employees duplicated all documents relating
in or not ~ppropriate for the Official Personnel Folder. to an individual em-

0	 ployee 1 year after 
separation or transfer. 

0-' (h) 2~Qlj£21f_QQ£~~£nl~liQn~ Other copies of documents dupli- Destroy when 6 months old. 
cated in Cff1cal Personnel Folders not provided for elsewhere in 
this schedule.

0 

o 

0 
IJ o ; 

Q .. 

0 

,,",,\• 




