
REQUEST FOR RECORDS, DI ITION AUTHORITY JOB oNU~ 

7J1- ,If 5-0';;;-/ 
To NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received
 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 ?--9- a z:
 
NOTIFICATION TO 

Administration 
In accordance with the provisions of 44 
disposition request, Including amendments, IS approved 
except for Items that may be marked "drsposmon not 

or "withdrawn" In column 10 

2 I 

Modem Records Program 

MINOR SUBDIVISION 

4 TELE NUMBER DATE4 NAME OF PERSON WITH WHOM TO CONFER 

Larry Baume 301-837-1505 / /-Z,"--o 

6 AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency In matters pertaimng to the d of ItS records and that the records 
proposed for disposal on the attached _3_ page(s) are not needed now for the business for this agency or will not be needed after the 
retention periods specified, and that wntten concurrence from the General Accountmg Office, under the provrsions of Title 8 of the 
GAO Manual for GUIdance of Federal Agencies, 

~ ISnot required o IS attached, or o has been requested 

10 ACTION TAKEN 
(NARA USE ONLY) 

SEE ATTACHED SHEET(S) FOR 

See Attached 

115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV 3-91) 
Prescribed by NARA 36 CFR 1228 



General Records Schedule 1
 
CIVIlian Personnel Records
 

GRSor 
Item Superseded 

Number TItle and Descrrpnon of Records Drsposinon Job Crtation 

~ eR'l}3loYR'l@RtAppllsatloRS 

33 Exammmg and Certification Records 

a. Delegated agreements 

b Correspondence concernmg apphcations, 
@liglbl@ss@Ftlfisatl9R certification of ehgibles, 
and all other exammmg and recruitmg 
operations Such correspondence Includes, but 
IS not limited to, correspondence from 
Congress, White House, and the general 
public, and correspondence regarding 
accomodations for holdmg exarnmations and 
shipment of test materials 

c. Correspondence or notices received from 
eligibles mdicatmg a change m name, address, 
or availability 

d. Test material stock control 
Stock control records of exammation test 
matenal mcludmg running mventory oftest 
material m stock 

e Application Record Card (OPM Form 
5000A, or equivalent) 

f. Exarrunatron Announcement Case 
Documentation Files 
Correspondence regardmg exammation 
requirments, oflglRal elfafts of @~.aRuRatloR, 
aReI aRROHRS@R'I@Rts eXbbYQIflo~GISSH@eI
f@SOfelSSORS@fAIRgEJHahfisatloR staRelafels, job 
s!3@slfisatloRs, aReItA@IFeI@y@lo!3FA@Rtfinal 
vesron of announcements(s) Issued, subsequent 
amendments to announcement(s), public notice 
documentation, ratmg schedule, Job analysis 
documentation, record of selective and quality 
ratmg factors, ratmg procedures, transmutation 
tables, and other documents associated With 

Q@StFO~'H!30RF@S@I!3tof GPM 
IRS!3@StIORF@!30FtOf ,,,t'I,\@Rh'I'o 
~'@aFSole!, ....'AISA@..'@fIS @aFII@F 
bHt off aRRHall~' Q@StFO),2 
~'@aFsaft@FsHtoff 

Delete 
GRS 

from 

Destroy 3 years after termmation 
of agreeement 

Cut off annually 
after cutoff 

Destroy 1 year 

Destroy 90 days after updatmg 
the appropriate record In the 
registry or mventory 

New 

Destroy when 
or obsolete 

test IS superseded 

Cut off after exammation 
Destroy no later than 90 days 
after cutoff 

Q@StFO~'§ ~'@afsaft@f t@FFAIRatloR 
of f@lat@e!F@gISt@fCut off after 
termmation of related register or 
mventory, or after final action IS 
taken on the certificate generated 
by case exammmg procedures 
Destroy 2 years after cutoff 

ReVISIOn 

•
 



General Records Schedule I
 
CIVIlIan Personnel Records
 

GRSor 
Item Superseded 

Number Title and Descrrpnon of Records Disposmon Job Crtanon 

the job announcement(s) and the development 
of the register/Inventory or case exammation 

g Register or Inventory of eligrbles (OPM 
Form 5001-C or equivalent, documenting 
eligibihty of an Individual for Federal jobs) 

h Letters to applicants denying transfer of 
ehgibility (OPM Form 4896 or equivalent) 

A. CaReelled aRd/er IReltglble aJ'lJ'llteatleRs, 
sMJ'lJ'llefReRtalfeffRS, aAd attaeAfAeAts 
IReliglble aJ'lJ'llteatI8ASfAay be retMfRed te tAe 
aJ'lJ'liteaRt'With tAe Aetlee ef IReitglbllty, MAless 
etAePNlse dlreeted by tAe leeal OPM area 
effiee 

I Test answer sheets 
Written test answer sheets for both eligibles 
and mehgibles FIled by date of processmg 

j. Lost or exposed test material case files 
Records showing the circumstances of loss, 
nature of the recovery action, and corrective 
action required 

k Cancelled and mehgible applicanons for 
positions filled from a register or Inventory 
Such documents Include Optional Form (OF) 
612, resumes, supplemental forms, and 
attachernents, whether In hard copy or 
electronic format 

I Eligible apphcations for POSitions filled 
from a register or Inventory, mcluding OF-612, 
resumes, supplemental forms. and 

CMteff reeerds eA IAvldMals With Revision 
teffRIAated eltglbllty anAMally 
Destrey 5 years after 6Mteff 
WAeA tile eAtlre register IS 
teffRlAated, destF8Y 5 years after 
teffRlAatl8A date Registers 
establtsAed MAderease 
eli:afAlAIAgDestre~' after audit b~' 
leeal OPM servlee eenter er 9(;) 
days after fiAal aetleR IStaken en 
tAe 6ertlfieate, wAleAever IS 
seeAer Destroy 2 years after the 
date on which the register of 
Inventory ISterminated 

Cut off annually Destroy I year 
after cutoff 

Destre~' IAeitglble aJ'lJ'liteatleAs Delete from 
Aet retMrned and eaAeeled GRS 
aJ'lJ'llteatI8AS9(;)days after date ef 
aetleA er wAeA register IS 
teffRlAated, v,'AleAever IS seener 

Destroy when 6 months old 

Cut off files annually Destroy 5 
years after cutoff 

Cut off annually Destroy I year New 
after cutoff 

Revision 



General Records Schedule I
 
Civihan Personnel Records
 

GRSor 
Item Superseded 

Number TItle and Descrrption of Records Disposmon Job Citatron 

attachements, whether m hard copy or 
electronic format 

(l) On active register or inventory 

(2) On macuve register or inventory 

m Ineligible or incomplete applications for 
positions filled by case exarmnmg Such 
documents include OF-612, resumes, 
supplemental forms, and attachments, whether 
in hard copy or electronic format 

n Eligible apphcations for positions filled by 
case exarmnmg that either are not referred to 
the hmng official or are returned to the 
exammmg office by the hmng official Such 
documents mclude OF-612, resumes, 
supplemental forms, and attachments, whether 
m hard copy or electronic format 

o. Request for prior approval of personnel 
actions taken by agencies on such matters as 
promotion, transfer, reinstatement, or change 
m status, subrrutted by SF-59, OPM-648, or 
equivalent form 

p Certificate files, mcluding SF-39, SF-39A, 
or equivalent, and all papers upon which the 
certificatIon was based aetaliea ratlRg 
seAeaHie, reeora of seieetl'le aRa qHah~' 
raRidRg faetors Hsea, the hst of eligtbles 
screened for the vacancies, ratings assigned, 
availbihty statements, the certificate of 
ehgibles that was Issued to the selecting 
official, the annotated certificate of eligibles 

Destroy Hf**t 90 days after 
termmation of register or 
inventory , (except for those 
apphcations that may be brought 
forward to a new register or 
inventory. If any) 

Destro~' i 12 FRORtASafter 
ehglBles are f3laeea OR IRastlve 
regIster, aef3eRalRg OR sfJaee 
ayalial:nltty aRa alffisHlty of 
refJiaelAg tHe afJf3iieatloA for 
restoratloA Cut off annually 
Destroy 1 year after cutoff 

Cut off annually Destroy 2 
years after cutoff 

Cut off annually Destroy 2 
years after cutoff 

Cut off annually Destroy I year 
after cutoff 

Cut off annually Destroy-S 2 
years after cutoff. 

New 

New 

Revision 



General Records Schedule 1 
Civihan Personnel Records 

GRSor 
Item Superseded 

Number Title and Descrrpnon of Records Disposmon Job Citanon 

that was returned from the selecting official, 
and other documentation matenal designated 
by the exam mer ef for retention H--H;. 
reeoFRFReRded that Both the file eOflYaRd the 
aHdlted reJ30rt of the eertlfieate Be I~eflt iR this 
file Files shoHld Be arraRgea to flBFFRlt 
reeoRstrHetloR OF\'ahaatloR of aetloRS taken IR 
the eyeRt of aflJ3eal or legal aetloR 

q. Certification request control Index 
Certificate control log system Records of 
Information (e g , receipt date, sertcs, and 
grade of positron, duty station, etc) pertammg 
to requests for lists of eligibles from a register 
or Inventory 

r Interagency Placement Program (IPP) 
apphcation and registration sheet 

s DEP control cards, If mamtamed 

t. Reports of audits of dlegated exammmg 
operations. 

Cut off annually Destroy..J.. 2 Revrsion 
years after cutoff 

Destroy 1I0pn expiration of 
employee's DEP ehgibrhty 

Cut off annually Destroy 2 
years after cutoff. 

Destroy 3 years after date of the 
report 




