. REQUEST FOR AUTHORITY
. . TO DISPOSE OF RECORDS

(See Instructions on Reverse)

'

gL R 269

. ‘LEAVE BLANK

DATE RECEIVED | ‘0B MG

TO GENERAL SERVICES ADMINISTRATION,

i

Julnt  NC-374-142

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 NOTIFICATION TO AGENCY

—_

FROM (AGENCY OR ESTAB.I.ISHMENT) .. .
General Services Administration

2 MAJOR SUBDIVISION
Management Services Division

drawn'’ tn column 10

3 MINOR SUBDIVISION
Records Management Branch

4 NAME OF PERSON WITH WHOM TO CONFER 5 TEL EXT

Martin Rogin 183-5132 | y1z-7/

6 CERTIFICATE OF AGENCY REPRESENTATIVE

Date

In accordance with the provisions of 44 US C 3303a the dis-
posal request, including amendments, 1s approved except for
items that may be stamped ‘disposol not approved'* or * with-

Archrvsst of the Unsted States

v

I hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency’s records, that the records proposed for disposol in this Request of

I Wi e donl ¥, Brorbiecr

Michael G. Barbour

page(s) ore not now needed for the business of this agency or will not be needed after the retention periods specified

Chief, Records Management Branch (BRAR)

(Date) (Signature of Agency Representative) (Title)
9
7 8 DESCRIPTION OF {TEM 10
ITEM NO (With Inclusive Dates or Retention Periods) SAMPLE OR

JOB NO  |ACTION TAKEN

Disposition System (OAD P 1820.2).

Files Descriptions and requested disposition author-
izations are contained in the attached proposed changes
to chap. 18, of the HB, GSA Records Maintenance and NN168-1?§L/

are identified by vertical lines in the right margin.

The proposed changes|NN169-44

58 [Ceins

STANDARD FORM 115
Revised November 1970
Prescribed by General Services

Administracion

115-105

FPMR (41 CFR) 101-114 ‘
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‘? 'iiww‘ CHAPTER 18, PERSONNEL PROGRAM FILLS
: oo s
i. General. This chapter provides for documentation, maintenance, and
disposition of personnel program files. These instructions are contained
in: ‘ "o
57a,' Appendix 18-A  General Personnel Files
i b. Appendix 18-B Classification and Compensation Program Files
g c. Appendix 18-C Employee Relations Program Files
i d. Appendix 18-D Incentive Awards Program Files
; e. Appendix 18-E Employment Program Files
j
g f. Appendix 18-F Training and Development Program Files
ﬁ g« Appendix 18-G  GSA Executive llanpower Resources Program Files
% h. Appendix 18-l Processing and Records Files
% i. Appendix 18-1 Health Service Unit Files
!
é. Reserved.
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This arpendix provides documentation, maintenance, and disposition instruc~-
tions for general personnel files. For the purpose of this appendix,
general personnel includes coocrdinating, conducting, reviewing, and report-
ing on personnel inspections, research, and actions that are not coverad in
other appendixes to this chapter. General personnel files are created ac-
cording to GSA orders and handbooks in the 6000 subject classification
series. They are accumulated in the Central Office by the Office of Person-
nel and its counterparts in regilonal offices.

{
{
|
!
t

- Appendix 18~A. General Personnel Files
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18A1. Personnel management evaluation files. Documents accumulated as a |
result of Civil Service Commission (C3C), joint, or GSA evaluations of
personnel management in GSA., Included are seif-evaluation checklists,
advance notices of evaluation, evaluation reports, notifications of com-
pliance, survey notifications, survey reports, and related papers. ]

" Cut off annually after completion of a survey cycle, hold until
superseded by another evaluaticn or survey cycle, and destroy. |

18A2 - 18A4, Reserved,

18A5. Personnel information systems. Documents accumulated in the devel-
opment and implementation of perscnnel and manpower information systems on
a local, agencywide, or Government-wide basis. Included are correspondence,
instructions, and other documents on the Manpower and Payroll Statistics
System (MAPS); the Central Personnel Data File (CPDF); and Interagency
Advisory Group work groups concerned with personnel data standards, person=-
nel statistics, or personnel management informations systems. Excluded

are specific reports generated under such systems.

Hold until termination of study, supersession or termination )
of system, or until documents are no longer needed for refer- -
ence purposes, and then destroy. B

1846, Special studies file. Documents created in preparing and conducting
personnel management studies (at the request of the Administrator, members
of the Congress, the Office of !faragement and Budget, or the Civil Service
Commission) to answer congressional inquiries, carry out training programs,
change personnel policies, and practices, or measure effectiveness of
personnel programs. Included are correspondence, questionnaires, work-
apers, studyv reports, and related papers. -
P pQ' _’S'tuc{,cﬁ pYe7(/,/'v/n6” 5055'[‘2;;%)7?& researeh with Y€/&C94 Cov';e_sﬁ'x/?’ttq
Cut off annually after completion of study, -hedd—3—years, /)f"‘fﬂmﬂ‘fﬂf

/& Ww;flmna/v"f youtine sCtvdies anef Y?/d'te’( paslers, 4
18A7 - 18A9f0 /izese’arzcd.”“t"’f 3 pears 3fter Comple t{a”’%sms[f K20 7Y
- & 1y
18A10. Appeal and grievance exeniner designations. DNocuments accumulated
in selecting and designating appeal and grievance examiners. Included are
recommendations for training, approvals, appointment and related papers,
but not appeal and grievance case records.

Cut off annually, hold 4 years, and destroy.

18A11 - 18Al4. Reserved,



.

OAD P 1820,.2 CHGE

18A15, Military reserve status files, Documents created in reviewing the
reserve status of "key" emplovees and in certifying their essentiality to
the responsible milicary service for determination or removal of their
reserve status, Included are statements of military reserve status and
certificates of essentiality, reserve reports, and related papers.

Cut off annually, hold 6 months, and destroy.

" Appendix 18-A :

-,
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This appendix describes prorran files relating to the classification and
compensation function. Classification and conpensation are concerned vith
describing, classifying, allocatine, ﬂvaluatlnu, and structuring all nosi-
tions in GSA, including General Schedule and "'age Svsten positions and
those to which Civil Service Commission (CSC) classifications do not apply.
Files relating to payroll operations and the related recordine and report-
'ing of leave, time, and attendance are not included. Classification and
‘compensation documents are accumulated pursuant to GSA orders and hand-
books in the (000 and 6400 subject classification series, the GSA Adnmini-
‘strative fanual (OAD P 5410,1), and the Federal Personnel Manual. They
.are accunulated in the Compensation Division and Central 0ffice Operations
Division, Office of Personnel, OAD, and counterparts in the regional of-
‘fices. VYiles relating to classification and compensation accurmlated by
other offices are described in chap. 9 of this handbook.

{

I
|
|
|
|
i
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~ — —Appendix 18-B.. Classification and Compensation_Program. Files._ _ _ —
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18B1. Position descriptions. Documents created to describe official

duties, responsibilities, and supervisory relationships of each position
within the organization. Included are copies of position descriptions of

"OAD P 1820.2 CHGE

General Schedule and Wage System positions, position description amendments,
certifications, checklists or fill-in descriptions, multiple-level or stand-

ard descriptions, and related papers.

AR

Master position descriptions: Hold 5 years after position
: is abolished or superseded, then destroy.

Position description copies: Destroy when position is
abolished or superseded. -

18B2 - 18B4. Reservedo

1885, Position classification surveys. Documents created to record the

systematic examination of the essential aspects of all positions, position

design, and structuring within an area. Included are position survey

reports, records of classification surveys, position review certificationms,

Whitten Amendment review papers, recommendations, and related papers.

Cut off at end of yvear following completion of subsequent
survey, hold 3 years, and destroy.

18B6 - 18B9. Reserved.

18B10. Position classification appeals. Documents created when employees l

appeal classification, or Wage System job grade decisions. 1Included are
copies of appeals, supervisors' comments, supporting records, appeal
decisions, and related papers.

Cut off annually following final decision, hold 3 years, and
retire. Destroy after 4 additional years.

18B11 - 18Bl4. Reserved.

18B15. Position guidelines. Documents created in preparing, clearing, and

issuing guidelines for classifying General Schedule and Wage System posi-
tions. 1Included are classification guidelines, clearances, and related
papers.

Destroy when superseded, canceled, obsolete, or no longer
needed.

18B16. Schedule C files. Documents accumulated to record creation of
positions in the non~competitive service requiring approval of the Civil
Service Commission., Included are forms, letters, current position job

; . e e = {T¢ "Appendix 18-B . ' e e
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descriptions, copies of Civil Service Commission's approval of the positions
published in the Y¥Yederal Register, and related papers.

Destroy when superseded, obsolete or no longer needed. 2

18817 - 18E19., Reserved. | |

18B20. Classification recommendations and assistance. Documents created

in making recommendations and evaluations to the Central Office or the Civil
Service Commission regarding classification of positions, and in requesting
and providing guidance, decisions, advice, and assistance concerning clas-
sificaticn of positions. Included are recommendations, requests, background
papers, analyces, decisions, concurrences, other responses, instructional
and advisory communications, and related papers.

Cut off annually, hold 2 years, and retire. Destroy after
3 additional years. -

18321 - 18B24. ReSerVed. ‘ !

18B25. Classification and qualification standards reviews. Documents |_

created in presenting, reviewing, analyzing, experimentally applying, and
commenting upon proposed new and revised classification standards and sup-
plements. Included are initial and followup communications from the Central
Office and regional offices of both CSC and GSA.

Destroy when obsolete or no longer needed. |
' |
18B26 - 18829, Reserved. [
18B30. Wage surveys, schedules, and rates. Documents created in deter-
mining need for, requesting, authorizing, directing, conducting, and

analyzing wage surveys; developing and implementing wage schedules; and
requesting and avthorizing specific rates. Included are general wage I
|

correspondence, instructions, survey work sheets, GSA wage schedules, wage
schedules of other agencies, and related papers.

Destroy when obsolete or no longer needed.

[

18831 -~ 18B34. Reserved. : l!
|

|

|

|
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18B35. Report of Wage Svstem jobs and emplovees. Documents created in
reporting numbers of Vage System positions and incumbents, by pay plan,

grade, and rate affected by newly implemented local wage schedules.

cluded are detailed and summary reports, and related papers.

18836 - 18B39. Reserved.

Destroy when superseded.

In-

18B40. Pav administration assistance. Documents created to provide as-
sistance in interpreting and implementing pay administration programs.

Included are pay plans,

and related papers.

pay fixing rules, authorizations, reconsiderations,

Central Office: Cut off annually, hold 2 vears, and retire.

Destroy after 3 additional years.

Other offices: Cut off annually, hold 4 years, and destroy.

18841 - 18B44. Reserved.

18B45. Differentials and allowances. Documents created in commenting
(to CSC and other Federal agencies) on the development, interpretation,
and application of regulations and other papers concerning post dif-
ferentials, overseas allowances, evacuation payments, and comparable

matters.

and related papers.

Us.

v

3

Cut off annually, hold 2 years, and retire. Destroy after

3 additional years.

Included are authorizations, interpretations, reports, vouchers,
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This appendix provides documentation, maintenance, and disposition instruc-
tions for employee and labor relations program files. The employee and

labor relations program relates to informing, assisting, counseling, pro-
moting, and otherwise acting as liaison between GSA and its personnel regard-
ing employee organizations; employee performance, discipline, erievances,

and appeals; health, insurance, and retirement programs; charitable contri-
bution and savings bond drives; and employee services. These files are
created pursuant to the GSA Administrative llanual (OAD P 5410.1), Tederal l
Personnel 'lanual, and GSA orders and handbooks of the 3600, 6000, and 6200
subject classification series. They are accumulated by the Employee and
Labor Relations Division and the Central Office Operations Division, Office
of Personnel, OAD; by Personnel Divisions of the regions; and by offices of
individuals assigned responsibility for coordinating personnel matters omn

a service-wide or staff office-wide basis. This appendix is not applicable
to personnel files accumulated by other offices. Such files are covered in
chap. 9 of this handbook.

- — - — — - Appendix 18-C. Employee Relations Program Files —— ~— =~ ~ = -
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18Cl. Intramanagement communication and consultation. Documents created ]
in improving intramanagement communications and consultation with GSA super-
visors as individuals and for establishing a consultative relationship with
associations of supervisors. Included are minutes, resumes, letters, re-
ports, issuances, agreements, bylaws, membership lists, and related papers.

‘¢ "U'Cut off annually, hold 3 years, and destroy.
18C2 -~ 18C3. Reserved.

18¢C4., Adverse actions. Documents created in notifying employees of
hearings to be held, and related reports concerning them and in making
decisions regarding proposed suspensions, demotions, removals, and other
adverse personnel actions., Included are notices of proposed actions,
replies from employees concerning notices of decisions, and related papers.

Cut off annually after effective date of action, hold 3 years,
and retire. Destroy after 4 additional years.

18C5. Appeals files. Documents related to reviewing, hearing, and dis-
posing of employee appeals of major adverse personnel actions and disciplin-
ary measures but not necessarily filed in the official personnel folder.
Included are notices of proposed action, employee's replies, employee's
appeal notices of proposed adverse action, transcripts of hearings, desig-
nation of examiner or arbitrators, examiners or arbitrators reports, notices
of appelate decision, notices of termination of appeal, CSC reports, and
related papers.

Cut off annually after final decision, hold 2 years, and
retire. Destroy after 3 additional years.

18C6. Grievance files. Documents created in dealing with matters of dis-
satisfaction, concern, or complaint of employees, and the measures taken to
resolve these grievances according to regulatory requirements of the CSC.
Included are written communications, transcripts of hearings, depositions,
appointment of examiners or arbitrators, records of final decision, and re-
lated papers.

Cut off annually after final decision, hold 2 years, and
retire. Destroy after 3 additional years.

18C7 - 18C9. Reserved,
18C10. Labor organization files. Documents created in receiving requests

for, granting, or denying recognition of unions. Included are copies of
requests for recognition; accordances; denials or withdrawals of recog-

nition requests; elections, appeals, investigations, and final decisions

iy ~Appendix 18-C . ;
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regarding recognition; arbitration decisions on unit or majority represen-
tation; and related papers.

Recognized unions: Retain for duration of recognition.

Other documents: Cut off annually after final decision on
withdrawal or denial of recognition, hold 3 years, and destroy.

18C1l1 - 18Cl4. Reserved

18C15., Labor and management liaison. Documents accumulated in advising,
assisting, or otherwise acting as liaison between labor organizations and
GSA management, CSC, or Department of Labor. Included are documents
reflecting advice regarding negotiations of agreements and propriety of
literature distribution; membership campaign papers; complaints of unfair
labor practices and alleged standard of conduct violations; written agree-
ments, memorandums of understanding, requests for exceptions, and final
decisions; CSC reports; dues withholding documents; and related papers.

Negotiated agreements: Cut off at end of year following
termination, hold 3 years, and destroy.

Other documents: Cut off annually, hold 3 years, and destroy.

18C16. Employee associations and benefits files. Documents accumulated
to record actions taken to ensure that the interests of the Governnent,
GSA, and GSA employee members of the employee welfare and recreations as~
sociations are protected. Included are investigative reports, fund audits,
special reports, and related papers.

Cut off annually, hold 1 year, and destroy.

18C17. Employvee alcoholism and other drug related programs. Documents
accumulated in ensuring that persons afflicted with alcoholism or other
drug related problems receive the opportunity for treatment and rehabili-
tation. Included are correspondence, reports, lists of rehabilitation
facilities, telephone numbers of individuals to be contacted at the facili-
ties, lists of counselors on alcoholism, statistical reports, literature,
and related papers.

-

Destroy when superseded, obsolete, or no longer needed.

18C18 - 18C19,. Reserved i

18C20. Health and insurance. Documents created in informing, counseling,
and assisting empleyees and claimants regarding health, insurance, and
retirement programs. Included are contracts for health units, health unit
reports, notices of innoculation programs, and related papers.

________________ (D5 » Appendix 18=C - ; !rat
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i

. Contract files: Cut off annually upon completion of the

; contract, hold 2 years, and retire., Destroy after 4 addi-
f tional years. .

|

Other papers: Cut off annually, hold 3 years, and destroy.

\)"'

18021 - 18C24 Reserved,

18025. Retirement and separation assistance. Documents related to as-~
'sisting retiring employees and surviving claimants regarding insurance and
retirement benefits to which they may be entitled., Included are annuity
estimates, separation checklists, and related papers.,

i Cut off annually, hold 1 year, and destroy.
| -

:18C26 - 18C29. Reserved.

f

‘18C30. Employee services. Documents created in informing and counseling
‘employees on available services and acting as liaison between employee
'services and employees. Included are complaints against credit union and
other creditors; emergency assistance fund applications, notes, approvals,
‘and related papers.

l

|

: Cut off annually, hold 2 years, and destroy.
l

,18C31 - 18C34. Reserved.

18C35. Charitable contribution campaigns. Documents accumulataed in man-
aging and coordinating charitable contribution drives such as the Combined
Federal Campaign and others. Included are coples of notices of campaigns,
i communications concerning the campaigns, and related papers.

| Cut off annually, hold 2 years, and destroy.

1

| :
. 18C36 ~ 18C39. Reserved

i

18C40. Savings bond promotion. Documents created in developing and dis-
seminating material and otherwise promoting and reporting on participation
_in the U,S. Savings Bond program, but excluding background papers to GSA
issuances pertalning to such programs. Included are copiles of posters,
flyers, and related papers.

f Cut off annually, hold 1 year, and destroy. ;
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This appendix provides documentation, maintenance, and disposition instruc-
tions for records created in preomoting and administering the incentive
avards pregram. Under this program employzes or groups of emplcyees are
recognized (either by cash payment or by honorary recognition) for sugges=-
tions, inventions, accomplishments, special services in the public interest,
or other personal efforts which contribute directly to efficiency, economy,
or increased effectiveness of operations. They are created by the GSA ]
Incentive Awards Cormittee, by offices delegated authorities and responsi-
bilities for the GSA incentive awards program, and by offices of individuals
responsible for cocrdinating incentive award matters on a service-wide or
staff office~wide basis, Incentive Awards Program files are created pur-
suant to issuances in the 3620 subject classification series, and OAD P l
3620.1. Excluded are files created by program officials in evaluating sug-
gestions or recommending awards. The former files are normally filed in

the related process, case, or project files concerned while the latter are
described in appendix 9=B of chap. 9.

Appendix 18-D. Incentive Awards Program Files
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18D1. Award committee meetings. Documents created
ings of meetings. Included are minutes of meetings,
members, recommendations, and related papers.
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to record the proceed-
agenda, lists of

Cut off at end of each ﬁ}scal yvear, hold 3 years, and destroy.

AN

18D2 - 18D4.

Reserved.

18D5. Award cerermonies.

ceremonies for the presentation of awards.

and related papers.,

Documents created in arranging and publicizing
Included are posters, placards,

Cut off at end of fiscal year, hold 3 years, and destroy.

18D6 - 18D9. Reserved.

18D10. Award controls.

Documents used in registering and controlling

enployee suggestions and performance award recommendations.

Included are

cards, logs, registers, and related papers.

18D11 - 18D14., Reserved.

18D15. Award case files.
for suggestions, special acts, service, or superior verformance.

Cut off at end of each fiscal year, hold 3 years, and destroy.

Documents created in the granting of awards,

Included

are suggestions, recommendations, acknowledgements, evaluations, notices
of adoption or rejection, letters of refusal or return of awards, and

related papers.

Cut off at end of the fiscal year following closing
of case, hold 2 years, and destroy.

18p16 - 18D19.

18D20. Award

Reserved.

reports.,

Documents created to provide statistical informa-

savings resulting

361-513 {Usaroverse {for LEFT PAGE?

tion on participation in, awards approved under, and
from the awards program. i

Cut off at end of fiscal year, hold 3 years, and destroy.

{
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This appendix provides documentation, maintenance, and disposition instruc-

tions for employment program files. The employment program is concerned
with recruiting, examining, placing, promoting, and assisting in separa-
E-ployment files are created pursuant to provisions of
GSA orders and handboolis in the 3800 and 6000 subject classification series,
the GSA Administrative ifanual (OAD P 5410.1), and the Federal Personnel
Manual. They are accurulated by the Manpower !lanagement Division, Special
Recruiting and Training Division and Central Office Operations Division,
Office of Personnel, OAD; counterparts in the regional offices; and by
Pffices of individuals assigned responsibility for coordinating personnel
patters on a service~wide or staff office-wide basis. Related documents
accumulated by other offices are not covered by this appendix but are
described in chap. 9 of this handbook.

tion of employees.
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18El. ' Active apolications. Documents created in receiving applications,
conducting interviews, making selections, and placing applicants qualified
and available for employment. Included are applications for Federal en-
ployment, qualification rating sheets, control logs, registers, applicant
referrals, and related papers.

RN AT
LS AN

Hold until applicant is selected, then transfer the selected
applicant application to the official personnel folder, transfer
the remainder of applications and related documents to the
inactive application file (18E5) for disposition.

{
]
i

18E2 - 18E4. Reserved,

18E5. Inactive applications. TFiles established when decision is made
that an applicant is not qualified or will not be selected for appointment
for other reasons. Included are applications for Federal employment and
related papers.

} Cut off annually, hold 2 years or until receipt of CSC report
' of inspection, whichever is earlier, providing the requirements
in the Federal Personnel Manual are observed, and then destroy.

18E6 - 18E9. Reserved.

18E10. Promotions. Documents accurmulated in administering and evaluating
the GSA Promotion Plan. Included are temporary records of each promotion
made under the plan, such as positon identifications, vacancy announce-
ments, evaluations of candidates, listings of names of candidates as they
appeared in the final ranking, certifications showing referrals and selec-
tions, and other documents required to allow reconstruction of the pro=-
motion action.

Cut off annually, hold 3 vears or until receipt of CSC report
of inspection, whichever is earlier, providing the requirements
| in the Federal Personnel 1}Manual are observed, and then destroy.

'

18E1l - 18El4., Reserved. B

18E1l5. Career tenure listings. Documents used in determining retention
rights, eligibility for reemployment rights, or conversion to career or
career-conditional status. Included are listings, card files, and related
papers.

Listings from which reduction-in-force (RIF) actions have been
taken: Cut off annually, hold 2 years, and destroy.

Other listings: Destroy when superseded.
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18E16 -~ 18E19, Reserved.

18E20. Separations, demotions, and reduction in force actions., Documents

created in reviewing recommendations, determining actions, and notifying

employees regarding demotion, reduction in force, and termination of employ-

ment, but excluding documents required for filing in the appeals or griev-
ances files and the official personnel folder. Included are notices of RIF,
demotion, or removal actions, control record cards, letters of charges, and

related papers.

Cut off annually
and destroy.

18E21 -~ 18E24, Reserved

after final decision, hold 1 year,

!

18E25. Disadvantaged emplovee utilization. Documents created in coordina=-

ting a program for the maximum utilization of the capabilities of the
handicapped and underprivileged. Included are statistical reports, pro-
motional materials, and related papers.

Cut off annually
ever is soomner,

18E26 - 18E29, Reserved

18E30. Approval actions

» hold 2 years or until CSC inspection, which=-
then destroy.

. Documents accumulated by the Cffice of Person-

nel, OAD, in reviewing, processing, and controlling all personnel actions

which require Central Of

fice or CSC approval. Included are higher grade

placement actions, within grade raise actions, suspensions, demotions, and

removals; appointments o
ees; and related papers.

Cut off annually

18E31. Recruitment file

f experts, consultants, and uncompensated employ-

, hold 1 year, then destroy.

8. Documents accumulated relating to general

recruitment of personnel
ed are plans for special
special studies relating
rary appointments, other

' Cut off annually
l and retire. Des

18E32 ~ 18E34. Reserved

not identified elsewvhere in this chapter. Includ-
recruitment goals, general recruitment plans,

to recruitment problems such as the use of tempo-
problems as they may arise and related papers.

after completion of project, hold 1 year
troy after 3 additional vears.

t

18E35. llecruitment advertising. Documents created in preparing, review-

ing, and clearing propos

PAR

—— e e e e

ed paid advertisements and informational materials
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to attract prospective emnployees. Included are drafts, reports, advertising

plans, copies of advertisements and brochures, and related papers.
bl d
Cut off when superseded, canceled, or obsolete,
then destroy. BTN

18E36 - 18E39. Reserved. ;

18540. Collece recruitment. Documents created in planning, coordinating,
and conducting recruitment of college sraduates, including recruitment for
nanagement intern and cooperative workstudy programs. Included are plans
for visitation programs, surveys of college labor markets, reports, and
related papers.

{

!

i Cut off annually, hold 2 years, and destroy.

18E41 - 18E44. Reserved.

18E45. CSC certificates. Documents created in obtaining from CSC lists
of certificates of eligibles and reporting on action taken on certificates.
Included are requests for certification, certificates of eligibles, state-
ments of reasons for passing eligibles, and related papers.

i Cut off annually, hold 2 years or until after CSC inspection
whichever is sooner, and destroy.

18E46 - 18L49,., Reserved,

18E50. Applicant rosters. Documents accumulated to provide an index to
applications of qualified eligibles in terms of preference rating for em-—
ployment., Included are examination scores, evidence of military service
and previous employment, and related papers.

Cut off annually, hold 2 years or until after CSC inspection,
' whichever is soomer, and destroy.

18E51 -~ 18E54., Reserved. -

18E55. Examinations. Documents created in coordinating GSA employment
requirements with the Civil Service Board of Examiners in order that exam-
inations may be established, opened, or revised., Included are recom—
nendations, comments, and related papers.

Cut off annually, hold 2 years, and destroy.

18E56 ~ 18E59. Reserved., ' i
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18E60, Details. Documents accumulated in receiving and acting on requests
for approvals of tenporary assignment of GSA employees to other offices
within CSA, to other Federal agencies, to congressional committees, or to
world organizations vithout change in civil service status or pay status,
Included are requests for personnel actions, requests for extensions, refer-
rals, and related papers.

Cut off annually, hold 2 years, and destroy.

18E61 -~ 18E64. Reserved.

18E65. Youth opportunity employment. Documents accumulated in publicizing
and coordinating recruitment, training, and evaluation of the summer and
youth cpportunity employment programs. Included are applications, CSC
rosters, reports to the CSC, and related papers.

Cut off annually, hold 2 years, and destroy.

.18E66 -~ 18L69, Reserved.

18E70. Congressioual correspondence. Documents created in obtaining and
transnmitting information for, and developing replies to, congressional in-
"quiries. Included are copies of congressional inquiries, replies, and

related papers.

Cut off annually, hold 1 year, and destroy.

Hote: This file is to be a reference iile. TNecord copies should
be filed in theilr appropriate functional categories.
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This appendix describes files accumulated in developing peolicies, proce-
dures, and guidelines for the training and development of GSA employees;
conducting agencywide surveys of training needs; planning and coordinating
agencywide training activigies in areas such as general crientation, office
skills, supervisory devalopment, niddle management, and exscutive develop-
ment; developing or assisting in the development of courses of instructions
for training; assisting in the develcpment of agencywide, regional, or
individual training agreements and negotiating them with thz Civil Service
Commission (CSC); preparing, reviewing, and commenting on proposed training
contracts; and reporting of training activities. This appendix also de-
scribes files accumulated as a result of assisting in the development and
conduct of training programs for personnel outside of GSA. These files,
hereafter referred to as training and development program files, are ac-
cumulated by the Office of Personnel and by regional Personnel Divisions.
They are also accumulated by offices of career development officers and
officials responsible for coordirating service-wide and staff office-wide
training activities. Instructions governing the creation of these files
are provided in 5 U.S.C. 1308 and 4101-4118 (the Government Employees
Training Act); the Federal Personnel Manual; the GSA Administrative Manual,
chap. 3, parts 4 and 5 (OAD P 5410.1); and the HB, Employee Develcpment
(OFA P 3610.1); and other GSA issuances in the 3610 subject classification
series, This appendix is not applicable to files created as a result of
training activities conducted by, and relating to program functions of,
services and staff offices. Files of this nature are described in the
chapters of this handbook applicable to the program functions concerned.

- Appendix 18~F. Training and Development Program Files
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18F1. Trainine administrative files. Documents created in the general

administration of employee training programs. Included are inventories of
available training resources, rcquests for information on training activ-

ities, and related papers not described elsewhere in this appendix.

... Cut off annually, hold 2 years, and destroy. '

PSS B A

18F2 - 18F4. Peserved.

18F5. Trainin~e authorization controls. Documents created to control and
record the assigmment of document numbers to employee training authoriza-
tions., Included are registers, log sheets or similar control documents,
and related papers.

|

* Cut off at end of fiscal year, hold 2 years, and destroy.

18r6. Training authorization and record. Documents reflecting numerical
identification of training authorization, name of trainee's organizational
element, training course title and description, concurrence and approvals
of responsible officials, and related pavpers. =

' -

' Cut off at end of fiscal year in which training is completed,

' hold 2 years, and destroy.
|

18F7 - 18F9. Reserved.

e dine

18F10. Training courses and programs. Documents accurmulated by personnel
divisions in establishing and conducting training courses and programs;
advising and assisting services and staff offices in establishing and
conducting training programs; and negotiating with the CSC, other Federal
agencies, and non-Government organizations for the establishment and pro-
vision of training courses and programs. Included are contracts, records
of neetings and discussions, announcements of training courses, course
outlines and tests, handout material and instruction sheets.

Cut off annually when superseded, training program or .
course is completed, or contract is terminated, :
, hold 2 years, and retire, Destroy after 3 additional years.

18F11. Federal executives traininn., Records accumulated in the selection
of candidates from GSA to participate in training programs sponsored by
Government agencies. Included are invitations from program sponsors to
GSA to submit names of candidates, letters of application, recommendations,
selection and rejection of candidates, personnel summaries, and related
papers.

Cut off at end of fiscal year, hold 2 years, and destroy.
Maintain list of selectees until no longer needed.
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18F12 - 18Fl4, Reserved,

18F15, Individual trainineg files. Documents accumulated to record per-
sonal data and progress of individual emplovees participating in the manage-
ment intern or other formal professional, technical, or clerical training
program under a training agreement. Included are evaluations, correspond-
ence, and other papers showing progress of traineesj training timetables;
and similar information as well as semiannual ADP listings of training
courses attended by individual trainees, and related papers.

Records of management interns, and other trainees: Cut off at end
of fiscal year following completion of training, hold 3 years, and
destroy. ~

ADP listings (record of employee training): Destroy when no
longer needed, ,

18F16 - 18F19. Reserved.

© hries

18F20., Trainine agreements. Documents accuruilated by the Office of
Personnel and regional personnel divisions in negotiating nationwuide,
Central Office, regional, or individual training agreements vith the CSC.
Included are correspondence, record copies of agreements, and related

papers.

et

——
Vo

When superseded or obsolete: Cut off annually, hold 1 year, and
retire, 1llold 3 additional years and destroy.

———

| 18F21 - 18F24. Reserved.

broscon biog for i o

e

. 18F25, Trainine needs and plans. Documents accumulated in conducting
studies to determine training needs, developing plans for training, and
recording major accomplishments. Included are progress reports, studies,

" correspondence, and related papers.

Cut off annually, hold 3 years, and destroy.

18726 - 18F29. Reserved.

18F30, Trainin~ reports. Documents reflecting actual training and accom-
plishments. Included are quarterly, semiannual, or annual reports of
training accomplishments; summary reports (including the annual report to
CSC); special training reports; study reports; and related papers.

Central Office: Cut off annually, hold 2 years, and retire. |
Destroy after 3 additional years. X
1 ! i
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18731 - 18F34, Reserved, ‘ PRI

i

-, . RN

'18F35. Trainine facilities and cquipment. Docunments accumulated in the
acquisition and use of treaining and conference rooms and training equip-
rient. Included are purchase requisitions, descriptive literature, and
related papers.

Destroy vhen superseded or obsolete.

!
|
|
1

18¥36 - 18739, Reserved.

]

18740, 1Interancncv and other traininz. Documents accumulated in assisting
'in the development and conduct of training programs for cmployees of other
'Federal agencies, contract employees, enplovees of international organiza-
‘tions, and foreign nationals vho are engaged in activities of functional
‘Interest to GSA. Included are records of meetings and discussions about
.training activities, correspondence reflecting advice and assistance, re-
quests for information and replies, and related papers.

§ Cut off annually following completion of training program
? or course, hold 2 years, and destroy.

R £ » Appendix 18-F  ;.a: o 4
i Par unien Canter PAGS ahdlg}21efﬁln%ax T PAR

i
!
t
|
1
Ui o first eage of order OMLY T “*CHAPf 2 handboolk pa e bq
it DATE and ORECER NG enised at top anr aib odd pages other than page 1

oo

{Use roverse for LEFT PG (G H T

fny i

IR BANFLEA NG FIE | DO

i

we i

it



SHG 19 G256 -l {Use ravarse rar LEFT PAGE, ~

TUT TAGLE) 2% OTNET VAT

30T
H
T anenmag ol tt e v e e oaze ety 3047 cpp o and U0 Lo o :

£0NERAL SERYLCES ADWINIS D OAD P 1820,2 CIGE

" This appendix describes files accumulated in identifying, selecting, devel-
oping, and assigning candidates for GSA executive development prograns,
Files accumulated under the former APLX pronram are subject to disposition
instructions included in this appendix. Also included are all files created
by the GSA Career Development Program and related programs. Executive
manpover resources program files are created pursuant to orders and other
issuances in the 3610 subject classification series. They are accunulated
by the Office of Personnel and by rcgional Personnel Divisions. Pelated

documents accumulated by other offices are not covered in this appendix
but are described in chapter 9 of this handbook.

Appendix 13-G. GSA Executive lanpover Resources Progran Files . . ...
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8Gl. ' GSA National Executive llanpower Resources Board activities files.

D
B

ocunents created as a result of meetings of the GSA llational Lxecutive
oard and selection panels. These meetings were held to direct and review |

the lManpower Resources program, recomriend changes in the orogram, and

d
M
o

!

1

|
|
|
|
|
i
1

1

evelop plans for training and evaluating candidates. Includad are agenda,
inutes and reports of meetings, lists of members, and other documentation
f discussions held or actions taken.

GSA National Executive Manpower Resources Board: Cut off
annually, hold 3 years) and retire. Destroy after 5
additional years.

Selection panels: Cut off anﬁually, hold 3 years, and
destroy.

1

!
8G2 - 18G4. Peserved.

8G5. Program planning and promotion. Documents accurwulated in the devel-

oprment and execution of plans for the operation of executive development
programs, Included are plans for executive training and seminars, cor-

respondence and other documents used in announcing and promoting the
program and arranging for the allocation of funds or facilities, and

related papers. Excluded are formal issuances, including background papers,

which are described elsewhere in this handhbook.

;BGG - 18G9. DReserved.

Destroy when superseded or obsolete.

Pk o b vt

18G10. Executive corps rosters. Lists, cards. or registers showing names

of GSA Executive Corps members,

'

'
t

18G11 -~ 18Gl4,., Reserved. .

L

Destroy when superseded or obsolete.

18Gl5. Executive assionment anplications. Documents pertaining to indi-

v

idual candidates for, or members of the GSA Executive Corps. Included

are applications; recommendations; documents reflecting performance
evaluations, assignments, and results of executive training; and related

papers.

i
i
!

18G16 - 18Gl9., Reserved.

*

PR A S

'
)

Place in inactive file following separation from the agency,
hold 3 years, and destroy.
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18G20. Ixecutive assignment referral certificates. Listings of candidates
who were referred for consideration for executive assignment positions,

Cut off annually, hold 3 years, and destroy. j

18G21 - 18G24. Reservedo

18G25. Executive development trainine anreements. Asreements and other
docunments accunwulated in arranging for executive training.

Cut off annually vhen superseded, canceled, or obsolete,
hold 2 years, and retire. Destroy after 3 additional years.

i
18G26 - 18G29. Reserved.

18G30. Executive manpower staffing ~oal files. Docurients created to re-
cord the nunber of nigh=-potential midmanagers and incumbent executives
required to ensure qualified executive replacements. Included are routine
and special reports, evaluation studies, individual career plans, pamphlets,
agenda and minutes of meetings, and related papers.

SRTITARIN

‘

Destroy when superseded or obsolete.

i

LTI

18G31 - 18G34. Reserved.

AT

18G35., Career developnent files. Documents created in developing a
career plan program for individual participants. Included are staffing
requirements, career objectives, training programs consisting of formal
training, job rotation development details, cross=training assignments,
understudy assignments, correspondence, and related papers.

4

Destroy when superseded or obsolete.

L ALY &)

o

Ute b s

18G36 -~ 18G39. Reserved.

18G40., Career folders file. Individual folders maintained for each par-
ticipant containing personal data statement, summary of the counseling
session, the individual career plan, a tentative schedule of development
assignments, and related papers.

, Place in inactive file following separation, hold 1 year and
i destroy. i

. | ,
18G41 ~ 18G44. Reserved. .

'

18G45, Executive interchanpe plan file. Documents created in broadening
the experiences and capabilities of GSA executives and potential executives

i
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a

through a variety of development experiences in GSA, other Federal agencies,
State and local governments, or in private industry. Included are exchange
agreements, nomination lists, and related papers. RN

l Cut off annually when superseded, canceled, or obsolete, hold
i 1 year, and destroy.

S R O A

i8G46 - 18G49. Reserved. .

18G50. EIxeccutive manpower proeram files. Documents created in reviewing
the GSA Executive Manpower Resources Program and recommendations to the
Adnministrator; assessing executive capability; coordinating nationwide
executive training for GSA executives; establishing priorities and az-
ranging for allocations of the necessary ceilings funds; providing train-
ing facilities to carry out program objectives; and related activities,
Included are correspondence on training arrangements, executive inventory
lists, applications, assignments, and related papers.

Cut off annually, hold 3 years, and retire. Destroy after
5 additional years.

18G51 -~ 18G54. PReserved.

18G55. Ixecutive manpowver resources reports. Documents accumulated in
evaluating the effectiveness of the manpower resources program objectives
and the requirements of the Civil Service Cormmission. Included are
Quarterly Lxecutive llanpower Resources Reports; Consolidated Service or
Staff Office Executive }anpower Resources Reports; special reports as
requested; and related papers.

! Cut off annually, hold 3 years, and destroy.
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Thlo appendix provides documentation, maintenance, and dispositlon instruc-
tions for files accumulated in processing personnel records, ‘llore specif-
ically, these files are accumulated in processing, controlling, and
naintaining official personnel folders; answering inquiries regarding
enplovees; controlling personnel reports; and technically reviewing person-
nel files maintained for independent agencies and cormissions., These files
are created pursuant to GSA orders and handbooks of the 6000 subject clas-
sification series, and the Federal Personnel llanual, They are accumulated
in the Processing and Records Branch, Central Office Operations Division,
Office of Personnel, 0OAD, and its counterpart in each regional office.

This appendix does not apply to personnel files accumulated by offices
engaged in other programs. IMaintenance and disposition instructions for

files of this nature are described in chap. 9 of this handbook.
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APprendix 13-H. _ Proceseinﬁ and Records Files
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©18H1. Official personnel folders., Documents accumulated to provide an
official record of personnel actions pertaining to an emplovee's status
and service. The Federal Personnel 'tanual specifies the documents required
for inclusion in official personnel folders.

Records filed on right sides of folder: When employee separates,
cut off, hold 30 days, and transfer to the !llational Personnel
Records Center, 111 ‘/innebaco St., St. Louis, !lissouri 63318,
except as provided in the Tederal Personnel !anual. %When employee
transfers, send to gaining office.
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} Records filed on left side of folder: Destroy if replaced

! or revoked, after 1 year, or before transferring folder, vhichever
1 is sooner.

i

iSHZ - 18114, Reserved.

18H5., Personnel action reports. Documents created in the preparation,
coordination, and consolidation of regular and special reports to the CSC.
Included are reports on Federal civilian employment, acquisition of handi-
capped persons, and geographical distribution of cmployment, biennial
reports on occupations; other comparable reports; and related papers.

} Cut off annually, hold 2 years, and destrov.
i

iSH6 - 1819, Reserved.

18110, Chronoloaical journal. Copies of notifications of personnel
action accumulated to provide a record for inspections, work measurement

statistics, reference, preparation of reports, and other purposes.
i

| Cut off annually, hold 3 years, and destroy.

18H15. Service control file. Docunents created to provide an official
sumnary of employment history for each employee maintained outside the
personnel folder to provide summary data on each position occupied. In-
cluded are service record cards or their equivalent, and position identi~
fication strips.

! Service record card or equivalent: Cut off annually, on

| separation or transfer of employee, hold 5 years, and destroy.

1
Position identification strip: Destroy after position is canceled
or new strip is prepared.
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This appendix provides documentation, maintenance, and disposition instruc~
tions for files accumulated by health service units, Health service units
are established to promote and maintain the physical and mental health of
Federal employees, Health service unit files are created only by GSA
health service units established and operated pursuant to 5 U.S5.C. 150 and
GSA orders and handbooks of the 6000 subject classification series,

Appendix 18-I, Health Service Unit Files
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1811. Health records files. Documents created to record individual em-
ployee medical history. TIacluded are forms, correspondence, record of
blood donations, and related papers. Excluded are documents relating to
pre-employment physical examinations, health qualification placements, dis-
ability retirement eraminations, and fitness for duty examinations which
become a part of the official personnel folder on separation of employee
but may be maintained separately prior to separation.

Cut off annually following transfer or separation, hold 6
years, and destroy (or transfer to gaining unit on request
of individuals).

‘1812 - 18I4., Reserved.

181I5. Health unit reports. Copies of statistical summaries, reports, and
papers relating to employee health.

Cut off annually, hold 2 years, and destroy. f

1816 - 1819, Reserved. :

'18110. Dailv health log. Documents created in recording individuzl treat-
ment given and other daily basic data regarding the operation of the
health facility, Included are logs, registers, and related papers.

When information is summarized: Destroy 3 moaths after last
! date on log or register,

When information is not summarized: Cut off annually, hold
2 years, and destroy.

Appendix 18-I - - .o

Lo ey -~ h e

R £ : o
Tt e e e e e == - - -3 and 4 - T i




