NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-057-08-001

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 10/12/2022

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to

disposition records. It is the responsibility of the user to verify the items are still
active.

All other items remain active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided below as a courtesy. Some items listed here may have been previously
annotated on the schedule itself.

Item 101-04b2 was superseded by DAA-0048-2013-0001-0001
Item 102-02 was superseded by DAA-0048-2013-0008-0004
Item 202-01c was superseded by DAA-0048-2013-0001-0013
Item 301-01e was superseded by DAA-0048-2013-0001-0013
Item 303-01a was superseded by DAA-0048-2013-0001-0011
Item 303-05¢ was superseded by DAA-0048-2013-0001-0010
Item 303-08a was superseded by N1-057-11-001, item 303-08a
Item 303-08c was superseded by N1-057-11-001, item 303-08c
Item 303-08d was superseded by N1-057-11-001, item 303-08d
Item 303-08e was superseded by N1-057-11-001, item 303-08e
Item 306-03 was superseded by DAA-0048-2013-0001-0001
Item 306-04 was superseded by DAA-0048-2013-0001-0011
Item 306-05 was superseded by DAA-0048-2013-0001-0001

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 10/12/2022



NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Item 306-06 was superseded by DAA-0048-2013-0001-0002
Item 401-01 was superseded by DAA-0048-2013-0001-0004
Item 401-02 was superseded by DAA-0048-2013-0001-0004
Item 404-04 was superseded by DAA-0048-2013-0001-0004
Item 404-06 was superseded by DAA-0048-2013-0001-0004
Item 404-12m was superseded by DAA-0048-2013-0001-0004
Item 405-01a was superseded by DAA-0048-2013-0001-0004
Item 405-01b was superseded by DAA-0048-2013-0001-0004
Item 408-01a was superseded by DAA-0048-2013-0001-0004
Item 408-01b was superseded by DAA-0048-2013-0001-0005
Item 408-01c was superseded by DAA-0048-2013-0001-0004
Item 408-06a was superseded by DAA-0048-2013-0001-0004
Item 409-07 was superseded by DAA-0048-2013-0001-0005
Item 412-01 was superseded by DAA-0048-2013-0001-0005
Item 412-04 was superseded by DAA-0048-2013-0001-0004
Item 413-01a was superseded by DAA-0048-2013-0001-0013
Item 413-01b was superseded by DAA-0048-2013-0001-0005
Item 413-01c1 was superseded by DAA-0048-2013-0001-0013
Item 413-01c2 was superseded by DAA-0048-2013-0001-0005
Item 413-01d was superseded by DAA-0048-2013-0001-0014
Item 413-01e was superseded by DAA-0048-2013-0001-0004
Item 413-02a was superseded by DAA-0048-2013-0001-0005
Item 413-03 was superseded by DAA-0048-2013-0001-0005
Item 415-01b was superseded by DAA-0048-2013-0001-0005
Item 415-01d2 was superseded by DAA-0048-2013-0001-0005

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

As of 10/12/2022
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CHAPTER 100. ORGANIZATIONAL, HISTORY, ADMINISTRATIVE
MANAGEMENT, AND PROGRAM POLICY AND MANAGEMENT RECORDS

Because of the nature of the activities documented in this section, most of these records have a
continuing value to the bureau and are vital to the history of the USGS and care should be taken
to ensure that they are preserved and transferred according to this disposition schedule.

Chapter 100 Topics. This section provides for the disposition of the following:

101 Organizational, History, Administrative Management, and
Commissions/Councils/Boards/Committee Records

102 Program Management, Director’s, Project, and Oversight Records

103  Bureau Directives and Federal Register Notices

101. Organizational, History, Administrative Management, and
Commissions/Councils/Boards/Committee records include the following records:

101-01

101-02

101-03

101-04

Organizational Functions and USGS Histories - Official organizational and
reorganization documents, narrative histories, and related records.

Agency Management Plans, Surveys, Studies, Strategies, and Initiatives - Records
that contribute to increasing efficiency and improving performance.

Final Agency-Level Strategic and Performance Plans — Strategic and performance
plans which state bureau goals, objectives, performance indicators, and strategies
for accomplishment.

Temporary Commissions, Councils, Boards, Committees, and Conference
Records — Includes Federal Advisory Committee Act (FACA) records,
interagency, international, advisory, and high-level internal committees, and all
other committee records. Also, includes conference materials which document
the conference.

102. Program Management, Director’s, Project, and Oversight Records include the
following records:

102-01

102-02

102-03

102-04

102-05

102-06
102-07

Program Mission Files — Relates to the primary function of the USGS. To be
used only with the authorization of the USGS Records Management Officer.
Correspondence Control System — Electronic tracking system for bureau
controlled correspondence.

Bureau Director’s Files — Copies of signed Director’s Office correspondence.
Program Policy, Direction, and Decision Case Files - Case files which document
major policies and other decisions not documented in a misston-related directives
case file.

Project Records — Records reflecting the complete history of projects not covered
in a USGS mission-specific records schedule.

Oversight Files — Files pertaining to oversight responsibilities.

General Reports and Correspondence Files — Miscellaneous reports and matertals
and any copies of records found in this chapter.




| 103. Bureau Directives and Federal Register Notices include the following records:

103-01  Bureau Directives Files — Records of both temporary and permanent bureau
directives.

103-02  Bureau Directives Management Program Files — Records relating to program
oversight.

103-03  Bureau External Directives Case Files - Records documenting notices open to the
public and rules scheduled for review.

What records in
this chapter are
important or
considered
permanent
USGS records?

What records in
this section are
considered
temporary
USGS records?

Questions?

. & & & o 9 o

Official organizational charts, narrative histories, studies, and related
records that document the internal organization/reorganization and
functions of the USGS.

Record copies of bureau Strategic and other high-level bureau
Performance Plans.

Records documenting Federal Advisory Committee Act (FACA)
Advisory Commissions.

Internal bureau records documenting interagency, international,
advisory, and high-level internal committees related to the bureau
mission.

Program mission files.

Director’s Office correspondence.

Program policy, direction, and decision case files.

Project case files.

Bureau internal directives and Survey Manual chapters.

Agency management plans, surveys, studies, strategies, and initiatives
which contribute to increasing efficiency and improving performance.
Committee records of committees established under FACA.

All other internal bureau committee records.

Conference records.

Supporting project records.

Oversight files.

General correspondence records.

Bureau directives management program and copies of bureau directives
and Survey Manual chapters.

Federal Register related files.

Semiannual Agenda files.

Contact the USGS Records Manager or your discipline or regional Records
Liaison Qfficer - http://internal.usgs.gov/egio/irmy/fimassis2. html



http://internal.usgs.gov/gio/irrn/fmassis2.html

CHAPTER 100. ORGANIZATIONAL, HISTORY, ADMINISTRATIVE
MANAGEMENT, AND PROGRAM POLICY AND MANAGEMENT RECORDS

RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

101. Organizational, History,
Administrative Management, and
Commissions/Councils/Boards/Committee
Records. Official organization charts,
narrative histories, studies, and related records
that document the internal organization/
reorganization and functions of the USGS.
Commissions/Council/Board/ Committee
records related to the establishment,
organization, accomplishments, and eventual
termination.

101-01. Organizational Functions and
USGS Histories. Records, created for and/or
maintained at the Director’s, Associate
Director’s, and Regional Director’s levels,
relating to the establishment of and changes in
organization, functions, and relationships of
bureau activities. Included are official
organization charts, narrative histories
(including oral history projects), studies,
reorganizations, and related records that
document the internal organization a
functions of the bureau. Include-oral history
interviewee release fo and any existing
transcripts of intervr€éws. Do not include

1 SGS documents made for

PERMANENT. Cutoff at
the end of the fiscal year
in which the project is
completed. Transfer to the
Federal Records Center

5-year blocks when 20
years old. Transfer
original or earliest
generation recordings in
appropriate format, and a
copy for reference, if one
exists, directly to NARA
when 10 years old.

inistration (NARA) in

N1-57-01-04, Item
101-01a(1)

101-02. Agency Management Plans,
Surveys, Studies, Strategies, and
Initiatives. Documents bureau plans,
surveys, studies, strategies, and initiatives
which contribute to increasing efficiency
and improving performance. These could
result from shifting strategic directions
mandated activities such as fr.

which may involve workforce implications.
May include bureau planning documents,

Cutoff at the end of the
fiscal year in which plan,
survey, study, strategy, or
initiative is implem

after cutoff or when
superseded, obsolete, or
no longer needed,
whichever is later.

N1-57-01-04, Ite
101-02




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

inventories, workload studies, administrative
task force files, benefit and risk analysis,
reports, team minutes, and action plans.

101-03. Final Agency-Level Strategic and
Performance Plans. Developed for
establishment of performance goals, final
agency level performance reports, and annual
performance plans as related to strategi

Director, Department o i ,

ators, and strategles for accomplishment.

PERMANENT. Cu

ar blocks 20 years after
cutoff.

N1-57-01-04, Item
101-05a(2)

101-04. Temporary Commissions,
Councils, Boards, Committees, and
Conference Records.

o (Contains directives, correspondence, and
reports relating to the establishment,
organization, membership, policy, and
termination of temporary commissions,
boards, councils, and committees. In the
case of interagency bodies, covers the
records maintained by the designated
secretariat as well as records accumulated
by other commission members. Arrange
alphabetically by subject.

e Conference materials that document the
conference.

101-04a. Advisory Commissions, Councils,
Boards, Committees, and Other Groups
Established under the Federal Advisory
Committee Act (FACA). Established by
statute or reorganization plan; established or
utilized by the President; or established or
utilized by one or more agencies or officers of
the Federal Government.

101-04a(1). Records Documenting the
Commission’s Establishment, Membership,
Policy, Organization, Deliberations,
Findings, and Recommendations. Includes
such records as original charter; mi
testimony; transcript Ings; reports;
studies; ets; posters; publications;
speeches; key correspondence; research

PERMANENT. Transfer
to NARA on termination
of the Commissi
Earliertransfer is
authorized for
commissions operating for
3 years or longer.

New Item - GR
2




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
records; questionnaires; surveys; raw data; NOTE: Priorto

and records created to comply with the termination consult NARA

provisions of the Government in the Sunshine | to review web site records

Act (annual reports to Congress). and electronic records.

101-04a(2). Records that Relate to Day-to- | Destroy when 3 years old. | New Item — GR
Day Commission Activities. Records which
do not contain unique information of
historical value, including working files,
pictures of members and staff, extra copies of

records, and routine records.

NOTE: Prior to destruction, NARA, in
consultation with Commission staff, will
review records covered by this item and may
identify files that warrant permanent retenti
Such records will be transferred to N
the time that related permanent yecords are
transferred.

at

Administrative records generated by an

subject of those records (i.e., budget,
personnel).

101-04a(3). Committee Management
Records.

101-04a(3)(a). Records Maintained by the | Destroy when 6 years old. W
Agency Committee Management Officers //
for Committees Established under FACA.

Records include the establi -

a members, and operation and

termination of chartered FACAs.

101-04a(3)(b). Committee Records not Destroy when 3 years old | New Item —
Maintained by the Agency Committee M

Management Officers.

NOTE: Records of an international

committee held by the U.S. member or
representative when the U.S.1 the
sponsor or Secretari ould be described on

submitted to NARA for
drsposition authority.

101-04b. Agency Committees and
Conference Records.




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
101-04b(1). Record Copy. Interagency, PERMANENT. Transfer | RCS/Item 2
international, advisory, and high-level internal | to FRC 5 years after M
committees related to the bureau’s mission termination. Tra ) 57-81-2, Item
and agency conference records. Agendas, N #r5-year blocks 20 | 6a(1)

minutes, electronic mail (e-mail), word years after termination.

processing records, final re all

related records

acc isfiments of official boards and

committees. Maintained by the office of

committee origin. Examples: Executive

Leadership Team, Regional Leadership Team,

and the Federal Geographic Data Committee.

101-04b(2). All Other Agency Committee Destroy when 3 years old | RCS/Item 201-
Records and Conference Records. Any or when no longer needed | 02a(2) and NC1-
other records created by agency committees as | for reference. 57-81-2, Item
well as any records created by internal 6a(2)

committees. Also, any copies of conference
materials that document the purpose,
activities, and results of agency conferences.

102. Program Management, Director’s,
Project, and Oversight Records.

102-01. Program Mission Files. Program
mission records, maintained anywhere
throughout the bureau, that directly relate to
primary functions of the USGS and definitely
do not fit within the authorized USGS
discipline mission-specific records disposition
schedules. Program mission records include,
but are not limited to, research in biology,
geology, topography, geochemistry,
hydrology, geophysics, oceanography, and
related sciences; inventorying national
mineral, energy and water resources;
classification of Federal lands for mi
waterpower potential; surveyipg and mapping;
publication of maps and peports detailing the
results of these actiyitfes.

nagement Officer.

PERMANENT. Cutoff at
the end of the fiscal year.
Transfer to FRC 5 years
after break. Transfer to
NARA in 5-year blocks
years after file bre

N1-57-01-04, Item
102-0la

102-02. Correspondence Control System.
Located in the USGS senior level executive

PERMANENT. Transfer
electronic records to

New Item




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
offices. These electronic files provide a NARA every 3 years with

correspondence locator, follow-up control and | any related

subject reference for correspondence received | documentation, finding

in the Office of the Director. The files contain | aids, and related

document numbers assigned to information as specified in
correspondence, subjects, dates, and action 36 CFR 1228.270 or

office information. Input is from incoming according to standards

and outgoing correspondence on a daily basis. | applicable at the time of

Completed files are retired from the master transfer.

file.

NOTE: Official files in the Director’s File

Room are specifically identified in Item 102-

03 below.

102-03. Bureau Director’s Files. Copies of | PERMANENT. Cutoffat | N1-57- :
signed Director’s Office correspondence. 102-01b(1)

m——————_

W
tansfer to FRC 3 years

after cutoff. Transfer to

NARA 20 years after file

break.
102-04. Program Policy, Direction, and PERMANENT. Cutoff at | N1-57-01-04, Ite
Decision Case Files. Case files, arranged by | the end of the fiscal year M

program activity name, containing
documentation of major policy and other
decisions that are not documented in a
misston-related directives case fil

rection and other important actions.

or if accumulation is
W
7s. Transfer to FRC 10
years after cut-off.

Transfer to NARA 30
years after cutoff.

102-05. Project Records.

102-05a. Project Case Files. Files reflect
complete history of each project and may
include planning documents, records of
appraisal, evaluation, or review; test and trial
results; reports; scientific peer review records;
original observations, laboratory notes,
notebooks, equipment printouts, and models;
sampling methods; final results; copies of

drawings, specifications, and
designed items; technicatand progress
reports; notic completion or cancellation,
and orrespondence or other action or

Cutoff upon completion of
the project. Transfer to
FRC 2 years after cutoff.
Destroy 30 years after
cutoff.

diScussion affecting the development of the

RCS/Item 202-02

and NC1-57-84<Z,
Item



https://co,,u.i.HS

RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

project. Related records may include
computer disks and other electronic media and
information. This item should not be used if
the project case file is covered more
specifically in a USGS mission-specific
records schedule. Copies of records may also
be cross-filed in the bureau, discipline,
regional, or office budget and accounting files
if expenditure or receipt of funds is involved
within their area.

102-05b. Supporting Project Technical
Information. Includes incidental project
information not appropriate to the official
project case file, i.e., not necessary to the
official history of the project or are not of
sufficient value for the incorporation into the
project case files. Includes preliminary data
and information, administrative
correspondence, project reports, records
containing technical and scientific data that
has been duplicated in the project case file.

Destroy when project final
results are published.

New Item

102-05¢. Project Summary. Copy of the
project’s key information such as proposal,
formal work plan, summary of project
finances, listing of key contacts, presentation
materials, and final report retained in the
Project Chief/Scientist files.

Destroy when no longer
needed for reference.

New Item

102-06. Oversight Files. Correspondence
and related materials pertaining to oversight
responsibilities, i.e., Regional or
Administrative offices. Includes, but not
limited to, internal and/or external
correspondence; records s of oversight
ject or location); and general
tds relating to oversight responsibilities.

Cutoff at the end of the
fiscal year. Destroy 6
years after cutof]

RCS/Ttem 102-
-57-82-4,

Item 2B

102-07. General Reports and
Correspondence Files. Miscellaneous
reports and any materials or any copies of
records, for all areas contained in this chapter.

Cutoff at the end of the
fiscal year. Destroy 2
years after cutoff.

New Item

103. Bureau Directives and Federal
Register Notices.

103-01. Bureau Directives Files. The USGS
directives system is comprised of both




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

temporary and permanent directives.
Temporary directives are in effect for a short
period of time. The USGS manual system is a
permanent record of written policy and
procedural instructions consisting of
directives indexes, manual sections, manual
supplements, handbooks, and handbook
supplements. All Survey Manual (SM)
issuances at the bureau, discipline, and
regional level, with supporting documents, if
any, document important aspects of
development. These directives announce
major changes in bureau policies and
procedures. Also, included are all
Departmental Manual issuances, developed by
the bureau, that document the organizational
structure of the USGS.

103-01a. Bureau Internal Directives Case
Files. Record copy and supporting
documentation of directive related to bureau
program functions, organizations, etc., issued
through the SM or discipline Operating
Manuals or organizational issuances

Maintained b
res ib1€ for directives control and
distribution in the originating office.

PERMANENT. Cutoff at
the end of the fiscal year.

Retire to FRC when
W
ic foot. Transfer to
NARA in 5-year blocks
when 20 years old.

N1-57-89-1, Item

203-0la

103-01b. Temporary Issuances. Issuances
related to routine administrative functions
(e.g., payroll, procurement, personnel,

property, vehicles, budget, forms, repo
mail, and printing). intat y the
originati ice.

Destroy when issuance is

superseded, canceled
W
reference. Destroy any
supporting documentation

when issuance 1S
destroyed.

N1-57-02-
-01b

103-02. Bureau Directives Management
Program Files. Correspondence and material
accumulated as a result of managing the
directives program established to develop
mternal policy and procedural instru
Includes preparatlon fi evision,

ation, dlsmbunon and sales
fistructions and releases.

Cutoff at the end of the
fiscal year. Destroy 3
years after cut

etr needed for
administrative purposes,
whichever is later.

cn

N1-57-02-0

103-03. Bureau External Directives Case
Files.




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

103-03a. Federal Register Notices. Material
documenting the processing of notices
announcing committee meetings, including
meetings open to the public under the
Government in Sunshine Act (5 U.S.C.
552b(e)(3)); hearing and investigations; filing
of petitions and applications; issuance or
revocation of a license; grant application
deadlines, the availability of certain
environmental impact statements; delegations
of authority; and other matters that are not
codified in the Code of Federal Regulation.
(See note below).

(Note: Agency files documenting t

appfaisal to determine their appropriate
disposition.)

Destroy when 1 year old.

N1-57-02-02, Ite
205-02c

103-03b. Temporary Issuances of

Destroy when reference

N1-57-89-1_ Item

Regulations/Notices Maintained-for
Reference.

need expires.

203-08c

103-03c. Semiannual Agenda.

103-03¢c(1). Information on rules scheduled
for review or development during the
subsequent 6-month period and on the status
of those rules previously schedu I

information is to the Office of
gement and Budget for publication in
the Federal Register.

Destroy when no longer

needed for reference

N1-57-87-
-08d

103-03¢(2). Files documenting the processing

of semiannual regulato -

Cutoff at the end of th i N1-57-62=021tem
iscal year. Destroy when | 205-02¢(2)

2 years old.

10




U.S. Geological Survey

May 2008

Chapter 100. Organizational, History, Administrative Management, and

ITEM NUMBER SUBJECT

101

101-01

101-02

101-03

101-04

101-04a

101-04a(1)

101-04a(2)

101-04a(3)

101-04a(3)(a)

Program Policy and Management Records

Cross Index

SUPERSEDED CITATION
Organizational, History, Administrative
Management, and Commissions/Councils/
Boards/Committee Records
Organizational Functions and USGS Item 101-01a(l)
Histories N1-57-01-04, Item 101-01a(1)

(Estimated volume ~ less than 1
cubic foot per year)

(Combined 101-01a(1) and 101-01b(1))

(Combined 101-02, 101-04a, and

Agency Management Plans, Surveys, Item 101-02

Studies, Strategies, and Initiatives N1-57-01-04, Item 101-02
101-05b))

Final Agency-Level Strategic and Item 101-05a(2)

Performance Plans N1-57-01-04, Item 101-05a(2)

(Estimated volume — less than 1
cubic foot per year)

Temporary Commissions, Councils,
Boards, Committees, and Conference Records

Advisory Commissions, Councils, Boards
Committees, and Other Groups Established
Under the FACA

Records Documenting the Commission’s New Itern — GRS 26/2a

Establishment, Membership, Policy,
Organization, Deliberations, Findings, and
Recommendations

(Estimated volume — 5 cubic feet per year)

Records that Relate to Day-to-Day New Item — GRS 26/2b

Commission Activities

Committee Management Records

Records Maintained by the Agency New Item — GRS 26/4

Committee Management Officers for



101-04a(3)(b)

101-04b

101-04b(1)

101-04b(2)

102

102-01

102-02

102-03

102-04

102-05

102-05a

102-05b

102-05c¢

Committees Established under FACA

Committee Records not Maintained
by the Agency Committee Management
Officers

Agency Committees and Conference
Records

Record Copy
(Estimated volume — 10 cubic
feet per year)

All Other Agency Committee
Records and Conference Records

Program Management, Director’s, Project

and Oversight Records

Program Mission Files

(Estimated volume — less than 1
cubic foot per year)

Correspondence Control System

Bureau Director’s Files
(Estimated volume — 5 cubic feet

per year)
Program Policy, Direction, and Decision
Case Files
(Estimated volume - less than 1 cubic
foot per year)

Project Records

Project Case Files

Supporting Project Technical Information

Project Summary

New Item — GRS 26/3

Item 101-06a(1)
RCS/Item 201-02a(1) and
NC1-57-81-2, Item 6a(1)

Item 101-06a(2)

RCS/Item 201-02a(2) and
NC1-57-81-2, Item 6a(2)
(Combined 101-06a(2) and 101-06b)

Item 102-01a
N1-57-01-04, Item 102-01a

New Item

Item 102-01b(1)
N1-57-01-04, Item 102-01b(1)

Item 101-03
N1-57-01-04, Item 101-03

Item 102-02

RCS/Item 202-02 and NC1-57-81-2,
Item 32

(Combined 102-02 and 102-07b)

New Item
(Combined 102-03, 102-04,
102-06a, 102-06b, and 102-07a)

New Item
(Combined 102-05a, b, and ¢)



102-06

102-07

103

103-01

103-01a

103-01b

103-02

103-03

103-03a

103-03b

103-03¢

103-03¢(1)

103-03¢(2)

Deleted Items

Oversight Files

General Reports and Correspondence Files

Bureau Directives and Federal
Register Notices

Bureau Directives Files

Bureau Internal Directives Case Files

(Estimate of volume of records on hand
is less than 1 cubic foot; estimate of
volume of records created yearly is
less than 1 cubic foot)

Tempoary Issuances

Bureau Directives Management Program

Files

Bureau External Directives Case Files

Federal Register Notices

Copies of Regulations/Notices
Semiannual Agenda
Information on Rules Scheduled

Files Documenting the Processing of
Semiannual Regulatory Agenda

RCS/Item 102-02b & NC1-57-82-4,
Item 2B

New Item

(Combined 101-01a(2),
101-01b(2), 101-04b, 101-05a(1),
and 101-05c¢)

Item 205-01a
N1-57-89-1, Item 203-01a

Item 205-01b
N1-57-02-02, Item 205-01b

Item 205-03
N1-57-02-02, Item 205-03

Item 205-02¢
N1-57-02-02, Item 205-02¢

Item 205-02d
N1-57-89-1, Item 203-08¢c

Item 205-02¢(1)
N1-57-87-2, Item 203-08d

Ttem 205-02¢(2)
N1-57-02-02, Item 205-02¢(2)

e 102-01b(2) — Microfiche copies of the Bureau Director’s files.
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U.S. Geological Survey

Chapter 200. Chief Information Officer, Security Program, Information
Resources Management, Bureau Directives, Telecommunications, Computer,
and Electronic Records

Cross Index

ITEM NUMBER SUBJECT

201

201-01

201-02
201-03
201-04
201-05
201-06
202
202-01
202-01a

202-01b

202-01c

202-02

202-03

202-03a

202-03b

202-03b(1)

Federal Chief Information Officer’s Files

Information Technology (IT) Program
Planning Records

Enterprise Architecture Records

IT Capital Investment Records

Legal and Regulatory Compliance Records

CIO Committee Records

CIO Subject and Office Records

IT Oversight and Compliance Files
Oversight and Compliance Files
Performance Measures and Benchmarks

All Other Oversight and Compliance
Records

General IT Files

IT Facility, Site Management, and
Equipment Support Services Records

IT Asset and Configuration Management
Files

Inventories of IT Assets, Network

Circuits, and Building or Circuitry Diagrams

Management and Planning Records

Data and Detailed Reports on

SUPERSEDED CITATION

New Item —~ GRS 27/1

New Item — GRS 27/2
New Item — GRS 27/3
New Item — GRS 27/4
New Item — GRS 27/5

New Item — GRS 27/6

New ltemm — GRS 24/1a

New ltemm — GRS 24/1b

New Item

New Item —~ GRS 24/2

New Item — GRS 24/3a

New Item — GRS 24/3b(1)



202-03b(2)

202-04

202-05

202-05a

202-05b

202-06

202-06a
202-06b
202-07

202-07a

202-07b

202-07c

202-08

202-09

202-09a

202-09b
202-09¢
202-10

202-10a

Implementation of Systems, Applications,
and Modifications

Records of Routine IT Maintenance on
the Network Infrastructure

System Backups

Files Related to Maintaining the Security
of Systems and Data

System Security Plans and Disaster
Recovery Plans

IT Risks

User Identification, Profiles, Authorizations,

and Password Files, Excluding Records
Relating to Electronic Signatures

System Requiring Special Accountability
Routine Systems

IT Operations Records

Records Related to IT Operations

Problem Reports and Related Decision
Documents

Reports on Operations

IT Customer Service Files
IT Infrastructure Design and
Implementation Files

Records for Projects that are not
Implemented

Records for Projects that are Implemented
Installation and Testing Records
IT Security Data Files

Statements of Responsibility

New Item — GRS 24/3b(2)

New Item — GRS 24/4a(1)(2)
(Combined 4a(1) and (2))

New Item — GRS 24/5a
(Changed Disposition)

New Item — GRS 24/5b

New Item — GRS 24/6a

New Item — GRS 20/1¢

New Item — GRS 24/8a

New Item — GRS 24/8b

New Item — GRS 24/8c

New Item — GRS 24/10a and b
(Combined)

New Item - GRS 24/11a

New Item — GRS 24/11b

New Item — GRS 24/11c¢

Item 201-10a
N1-57-02-02, Item 201-10a
(Combined 201-10a and 10b)



202-10b

202-10c

202-10d

202-10e

202-10f

202-10g

202-10h

203

203-01

203-02

203-03

203-04

203-05

203-06

203-06a

203-06b

Computer Security Incident Reports
Access to IT Systems

Firewall Access Requests

Secure Room Sign-in Sheets

IT Security, Contingency Plans, and
Risk Assessments

IT Policies and Procedures

IT Audit Logs

Management Control Records

Policy, Procedure, and Guidance Files
Management Control Plans
Risk Analyses

Annual Reports and Assurance
Statements

Tracking Files

Review Files
Review Files Maintained by Office with
Responsibility for Coordinating Internal

Control Functions

Copies Maintained Elsewhere

Item 201-10c¢
N1-57-02-02, Item 201-10c

Item 201-10d
N1-57-02-02, Item 201-10d

Item 201-10e
N1-57-02-02, Item 201-10e

Item 201-10f
N1-57-02-02, Item 201-10f

Item 201-10g
N1-57-02-02, Ttem 201-10g
(Combined 201-10g, h, and 1)

New Item

New Item

Item 301-01a
RCS/Item 202-10a and GRS 16,
Item 14a

Item 301-01b
RCS/Item 202-10b and GRS 16,
Item 14b

Item 301-0O1c
RCS/Item 202-10¢ and GRS 16,
Item 14c¢

Item 301-01d
RCS/Item 202-10d and GRS 16,
Item 14d

Item 301-Otle
RCS/Item 202-10e and GRS 16,
Item 14e

Item 301-011(1)
RCS/Item 202-10f(1) and GRS 16,
Ttem 141(1)

Item 301-01£(2)



203-07

204

204-01

204-02

204-03

204-04

204-05

204-06

204-07

204-08

205

205-01.

205-01a

205-01b

205-02

206

206-01

206-02

206-03

Management Control General Records
Security Program Support Records

Federal Information Security Management
Act (FISMA) Files

Security Program System Certification
and Accreditation (C&A) Files

Patch, Change, and Configuration
Management Files

Program Plan of Action and Milestones

(POA&M) Files

Security Program Support Files

IT Security Scorecard Files

Computer Incident Response Team Files
Security Program General Files

A-76 (Performance of Commercial
Activities) Competitive Sourcing Records

Reviews and Studies

Case Files Maintained by the Office
Conducting the Study

Records Maintained by Other Offices

Records Documenting the USGS
Implementation of A-76

IRM Files

IRM Oversight Files

IRM Policies and Procedures

IRM Feasibility Studies and Program Files

RCS/Item 202-10£(2) and GRS 16,
Ttem 14£(2)

New Item

New Item
New Item
New Item
New Item

New Item
New Item
New Item

New Item

New Item — GRS 3/18

New Item — GRS 3/18b

New Item

Item 201-06
N1-57-02-02, Item 201-06

Item 201-02
N1-57-02-02, Item 201-02

Item 201-05a
N1-57-02-02, Item 201-05a
(Combined 201-04 and 201-05a)



206-04

207

207-01

207-02

207-03

207-04

207-05

207-06

207-07

208

208-01

208-02

208-03

208-04

208-04a

General IRM Files

Records Management, Forms, and
Information Collection Budget Files

Records Management Filing Systems
(Estimated volume — less than 1

cubic foot per year)

Records Management Files
Records Holding Files

Microform Inspection Records

Vital Records

Forms Case Files

Information Collection Budget Files

Telecommunications Files

General Telecommunications
Management Files

Telecommunications Management Policies
and Procedures Files

Telecommunications Equipment
Management Files

Telephone Use (Call Detail) Records

Telephone Listings of Called Telephone

Item 201-01
N1-57-02-02, Item 201-01
(Combined 201-01 and 201-03)

Item 201-05b
N1-57-02-02, Item 201-05b

Item 205-06a(2)
N1-57-02-02, Item 205-06a(2)
(Combined 205-06a(1) and (2))

Item 205-07a
N1-05-02-02, Item 205-07a
(Combined 205-07a and 07b)

Item 205-09b

RCS/Item 203-06b and GRS 16,
Item 10b

(Combined 205-09a and 205-09b)

Item 205-10
N1-05-02-02, Item 205-10

Item 205-05a

RCS/Item 203-02a and GRS 16,
Item 3a

(Combined 205-05a and 05b)

Item 201-03b
RCS/Item 203-10 and GRS 16,
Item 12

Item 203-01
N1-57-02-02, Item 203-01

Item 203-02
N1-57-02-02, Item 203-02

Item 203-05
N1-57-02-02, Item 203-05



208-04a(1)

208-04a(2)

208-04b

208-05

208-05a

208-05b

208-05¢

208-06

208-06a

208-06b

208-06¢

209

209-01

209-01a

209-01b

209-02

Numbers

Computer-Generated Listings

Paper Copies

Records Relating to the Location of
Telephones and Assignments to Employees

Telephone Calling Card Records

General Records
Lists or Rosters
Case Files

Radio Communications Systems

Correspondence and Related Materials
Lists or Rosters

Radio Frequency Authorization Files
Computer Files

Bureau-Level Software, Hardware, and
Computer System Files

Key Maintenance Information

Key System Documentation

User Support and Liaison Files

Item 203-07a(1)
N1-57-02-02, Item 203-07a(1)

Item 203-07a(2)
N1-57-02-02, Item 203-072(2)

Item 203-07b
N1-57-02-02, Item 203-07b

Item 203-08a
N1-57-02-02, Item 203-08a

Item 203-08b
N1-57-02-02, Item 203-08b

Item 203-08c
N1-57-02-02, Item 203-08¢

Ttem 203-09a
N1-57-02-02, Item 203-09a

Item 203-09b
N1-57-02-02, Item 203-069b

Item 203-10a
N1-57-02-02, Item 203-10a

Item 201-07a(1)

N1-57-02-02, Item 201-07a(1)
(Combined 201-07a(1), 201-07b(1),
201-08a, and 203-11a)

Item 201-07a(2)

N1-57-02-02, Item 201-07a(2)
(Combined 201-07a(2), 201-07b(2),
201-08b, 203-11b)

Item 201-09
N1-57-02-02, Item 201-09



210

210-01

210-01a

210-01b

210-01c

210-02

210-02a

210-02a(1)

210-02a(2)

210-02a(3)

210-02a(4)

210-02b

210-02¢

Electronic Records

Files and Records Relating to the Creation,

Use, and Maintenance of Computer

Systems, Applications, or Electronic Records

Electronic Files Created Solely to Test
System Performance

Electronic Files Used to Create or Update
a Master File

Electronic Files and Hard-Copy Printouts
Created to Monitor System Usage

Input/Source Records

Hard-copy Documents Used Solely
to Create, Update, or Modify the
Records

Hard-Copy Documents that NARA has
Specifically Designated as Permanent

Hard-copy Records Previously Approved
As Permanent that are Converted
To Electronic Records

Hard-copy Documents that Contain
Information not Captured in the Electronic
Version

Hard-copy Documents Other than
Those Covered by Items 210-02a(1)
Through 210-02a(3)

Electronic Records, Except as Noted in

210-02c, Entered into the System during an

update Process and not required for Audit
and Legal Purposes

Electronic Records Received from Another

Agency and used as Input/Source Records

by the Receiving Agency, Excluding Records

GRS 20, Item 1a

GRS 20, Item 1b

GRS 20, Item 1¢
{Changed Disposition)

GRS 20, Item 2a(1)

GRS 20, Item 2a(2)

GRS 20, Item 2a(3)

GRS 20, Item 2a(4)

GRS 20, Item 2b

GRS 20, Item 2¢

Produced by Another Agency Under the Terms

of an Interagency Agreement, or Records

Created by Another Agency in Response to

the Specific Information Needs of the
Receiving Agency



210-02d

210-03

210-03a

210-03b

210-03b(1)

210-03b(2)

210-03b(3)

210-03b(4)

210-03b(5)

210-03¢

210-04

210-05

210-06

210-07

210-08

Computer files or Records Containing
Uncalibrated and Unvalidated Digital or
Analog Data Collected during
Observation or Measurement Activities or
Research and Development Programs and
Used as Input for a Digital Master File or
Database

Electronic Records that Replace Temporary
Hard-copy Records

Scanned Images

Electronic Formats other than Scanned
Images

Records Covered by Temporary Items in
the GRS, except those listed

Records Listed which are Covered

Digital Versions of Pictures, Sound
Recordings, Motion Picture Film, and
Video Recordings

Program Records Approved for
Destruction in a Previously Approved
Schedule that 1s Media Neutral and does
Not Explicitly Exclude Electronic Records

Program Records Maintained in an
Electronic Format that are not Covered
By Items 210-03a, 03b(1), 03b(3), or
03b(4)

Electronic Records that Replace Permanent
Hard-Copy Records

Data Files Consisting of Summarized
Information

Records Consisting of Extracted
Information

Print File

Technical Reformat File

Backups of Files

GRS 20, Item 2d

GRS 20, Item 3a

GRS 20, Item 3a(1)
GRS 20, Item 3a(2)

GRS 20, Item 3a(3)

GRS 20, Item 3a(4)

GRS 20, Item 3a(5)

GRS 20, Item 3.1
GRS 20, Item 4
GRS 20, Item 5
GRS 20, Item 6

GRS 20, Item 7

GRS 20, Item 8



210-08a

210-08b

210-09
210-10
210-11
210-11a

210-11a(1)

210-11a(2)

210-11b

210-12

210-12a

210-12b
210-12¢
210-13
210-14
210-15

210-15a

210-15b

210-16

Deleted Records

File Identical to Records Scheduled for GRS 20, Item 8a

File Identical to Records Authorized for GRS 20, Item 8b
Disposal by NARA

Finding Aids (or Indexes) GRS 20, Item 9
Special Purpose Programs GRS 20, Item 10
Documentation

Data Systems Specifications GRS 20, Item 11a
Documentation Relating to Electronic GRS 20, Item 11a(1)

Records that are Scheduled for Destruction
in the GRS or an Approved Records Schedule

Documentation Relating to Electronic GRS 20, Item 11a(2)
Records that are Scheduled for Permanent
Retention in the GRS or an Approved

Records Schedule

Copies of Records Relating to System GRS 20, Item 11b
Security

Downloaded and Copied Data GRS 20, Item 12

Derived Data Used for Ad Hoc or One-Time GRS 20, Item 12a
Inspection, Analysis, or Review

Derived Data which Provide User Access GRS 20, Item 12b

Metadata or Reference Data GRS 20, Item 12¢
Word Processing Files GRS 20, Item 13
Electronic Mail Records GRS 20, Item 14
Electronic Spreadsheets GRS 20, Item 15
When Used to Produce Hard-copy that GRS 20, Item 15a

Maintained in Organized Files
When Maintained only in Electronic Form GRS 20, Item 15b

Hard-copy Printouts Created to Meet GRS 20, Item 16
Ad Hoc Business Needs



203-03 — Telecommunications Management Reports — Entire section including 203-03a
and 203-03b

203-04 - Telecommunications Voucher Files — Entire section including 203-04a, 203-
04b, and 203-04c

203-06 — Telecommunications Operations Files — Entire section including 203-06a and
203-06b

203-09c — Case files relating to investigations of alleged lost, stolen, or misused agency
radios.

203-10b — Radio Logs

204 — Year 2000 (Y2K) Files — Entire section including 204-01, 204-01a, 204-01b, 204-
0lc, 204-02, 204-03, 204-03a, and 204-03b

205-02a — Regulations Case Files

205-02b — Federal Register Documents

205-04 — Bureau Directives Index Database Files

205-05¢c — Bureau internal non-official forms, such as routing slips.

205-06b — Extra copies and routine correspondence and memoranda.

205-08 — Reports Control Files

206 — Electronic Mail and Word Processing System Copies — Entire section including
206-01, 206-01a, and 206-01b.

Revised the entire 210 section to conform with the revision of the GRS Schedule 20,
Electronic Records in December 2007 and March 2008

10
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CHAPTER 200. CHIEF INFORMATION OFFICER, SECURITY
PROGRAM, INFORMATION RESOURCES MANAGEMENT,
TELECOMMUNICATIONS, COMPUTER, AND ELECTRONIC
RECORDS
All aspects of the Chief Information Officer’s activities, including information technology,
enterprise architecture, capital planning, IT security, and management control are covered. In
addition, records for the bureau security program, competitive sourcing activities, information

resources management responsibilities, telecommunications program, and computer and
electronic files.

Chapter 200 Topics. This section provides for the disposition of the following:

201. Federal Chief Information Officer’s Files

202. Information Technology (IT) Oversight and Compliance Files

203. Management Control Records

204. Security Program Support Records

205.  A-76 (Performance of Commercial Activities) Competitive Sourcing Records
206. IRM Files

207. Records Management, Forms, and Information Collection Budget Files

208. Telecommunications Files

209. Computer Files

210. Electronic Records

201. Federal Chief Information Officer’s Files include the following records:

201-01  IT Program Planning Records — Records relating to the development of agency IT
programs.

201-02  Enterprise Architecture Records — Records identifying the IT systems and
networks required to perform the agency’s mission.

201-03  IT Capital Investment Records — Records documenting the integration of IT
investments with agencywide strategic planning, budgeting, procurement, and
management.

201-04  Legal and Regulatory Compliance Records — Records documenting agency
complhance with Federal IRM laws and regulations.

201-05  CIO Committee Records — Records maintained to document CIO designated
committees, councils, and other such policy bodies.

201-06  CIO Subject and Office Records — Other CIO records not identified in this
schedule.

[ 202. IT Oversight and Compliance Files include the following records:

202-01  Oversight and Compliance Files — Records for managing IT operations relating to
compliance with IT policies, directives, and plans.

202-02  IT Facility, Site Management, and Equipment Support Services Records —
Records for offices maintaining IT equipment, systems, and storage media.




202-03

202-04

202-05

202-06

202-07

202-08

202-09

202-10

IT Asset and Configuration Management Files — Includes all records for IT
maintenance, planning, and management.

System Backups — Backups maintained for potential restoration.

Files Related to Maintaining the Security of Systems and Data — Includes system
security and disaster recovery plans, and records associated with identifying and
analyzing IT risks.

User Identification, Profiles, Authorizations, and Password Files, Excluding
Records Relating to Electronic Signatures — includes systems requiring special
accountability.

IT Operations Records — Consists of records related to IT operations.

IT Customer Service Files — Includes records related to providing help desk
support.

IT Infrastructure Design and Implementation Files — Records of individual
projects designed to provide and support new agency IT infrastructure, systems,
and services.

IT Security Data Files — Covers program assurances that adequate security is
provided.

203. Management Control Records include the following records:

203-01

203-01

203-02
203-03
203-04
203-05
203-06

203-07

Management Control Records — Records created to perform evaluations of agency
accounting and administrative controls to prevent waster, fraud, and
mismanagement.

Policy, Procedure, and Guidance Files — Copies of internal directives outlining
policy and procedure for performing management reviews.

Management Control Plans — Records documenting efforts to ensure compliance.
Risk Analyses — Files documenting review of program areas.

Annual Reports and Assurance Statements — Copies of USGS reports.

Tracking Files — Files used to ensure the completion of reports.

Review Files — Records that identify program internal control weaknesses and
corrective actions taken.

Management Control General Files — Records relating to the general
administration of the mandate.

| 204. Security Program Support Records include the following records:

204-01

204-02

204-03

204-04

204-05
204-06

204-07

Federal Information Security Management Act (FISMA) Files — Includes records
on the implementation of IT security to safeguard Federal information.

Security Program System Certification and Accreditation (C&A) Files — Records
on USGS systems for C&A certifications.

Patch, Change, and Configuration Management Files — Records that provide patch
management capabilities and bureau configuration management files.

Program Plan of Action and Milestones (POA&M) Files — Files used to manage
and track all IT security weaknesses and activities.

Security Program Support Files — Files to support enterprise security architecture.
IT Security Scorecard Files — Files that measure the effectiveness of agency
implementation of FISMA.

Computer Incident Response Team Files — Files of events of suspected incidents.




204-08

Security Program General Files — Records relating to the general administration
and oversight of the bureau security program.

205. A-76 (Performance of Commercial Activities) Competitive Sourcing Records include
the following records:

205-01
205-02

Reviews and Studies — Records relating to reviews of USGS activities.
Records Documenting the USGS Implementation of A-76 — Records on bureau
implementation procedures.

| 206. Information Resources Management (IRM) Files include the following records:

206-01
206-02

206-03

206-04

IRM Oversight Files — Records relating to oversight of the bureau IRM program.
IRM Policies and Procedures — Records pertaining to policies and procedures
governing the IRM program.

IRM Feasibility Studies and Program Files — Records of studies conducted to
analyze improvements before the installation of technologies or equipment
associated with information management systems.

General IRM Files — Records relating to the general administration and oversight
of the IRM program.

207. Records Management, Forms, and Information Collection Budget Files include the
following records:

207-01

207-02

207-03
207-04

207-05
207-06
207-07

Records Management Filing Systems — Any materials used to assist the bureau in
numbering and filing of official records.

Records Management Files — Records containing information on scheduling,
records storage, and dispositions.

Records Holding Files — Reports of agency holdings.

Microform Inspection Records — Copies of bureau inventories, logs, and reports
documenting microform record inspections.

Vital Records — Inventories of vital record holdings.

Forms Case Files — Record copies of bureau forms.

Information Collection Budget Files — Reports and associated records for project
oversight.

| 208. Telecommunications Files include the following records:

208-01

208-02

208-03

208-04

208-05

General Telecommunications Management Files - Records relating to the general
administration and oversight of the bureau telecommunications program.
Telecommunications Management Policies and Procedures Files — Policies and
procedures relating to telecommunications management activities.
Telecommunications Equipment Management Files — Records related to the
installation, operation, maintenance, and management of telecommunication
equipment.

Telephone Use (Call Detail) Records — Copies of telephone listings of called
numbers.

Telephone Calling Card Records — Records relating to the allocation, use, and
distribution of agency telephone calling cards.




208-06

Radio Communications Systems — Records related to the installation, operation,
maintenance, and management of radio equipment.

| 209. Computer Files include the following records:

209-01

209-02

Bureau-level Software, Hardware, and Computer System Files - Records related
to bureau-level software development, hardware physical equipment and
components, office computer system operations, maintenance, installation, and
operation.

User Support and Liaison Files — Records relating to user support and liaison.

210. Electronic Records include the following records:

210-01

210-02

210-03

210-04

210-05

210-06
210-07

210-08

210-09
210-10

210-11
210-12

210-13
210-14

210-15
210-16

Files and Records Relating to the Creation, Use, and Maintenance of Computer
Systems, Applications, or Electronic Records — Disposable records created or
received by the bureau. Covers certain master files and certain files created from
master files.

Input/Source Records — Electronic records used to create, update, or modify the
records.

Electronic Records that Replace Temporary Hard-copy Records — Electronic
versions of records

Data Files Consisting of Summarized Information — Records that contain
summarized or aggregated information.

Records Consisting of Extracted Information — Records extracted from a single
master file or database.

Print File — Used to produce hard-copy printouts.

Technical Reformat File — Consists of data copied from a complete or master file
or database for information interchange.

Backups of Files — Record retained in case of the master file or database being
damaged or inadvertently erased.

Finding Aids (or Indexes) — Used to provide access to records.

Special Purpose Programs — Application software to use or maintain a master file
or database.

Documentation — Documentation relating to a master file or database.
Downloaded and Copied Data — Derived data and data files which are copied,
extracted, merged and/or calculated from other data.

Word Processing Files — Documents recorded on electronic media.

Electronic Mail Records — Employee versions of e-mail messages that meet the
definition of a Federal record.

Electronic Spreadsheets — Supports administrative functions.

Hard-copy Printouts Created to Meet Ad Hoc Business Needs — Derived from
electronic records for reference purposes.




What records in
this chapter are
important or
considered
permanent
USGS records?

What records in
this section are
considered
temporary
USGS records?

Questions?

A-76 or Competitive Sourcing study records.

Records management filing systems.

Records management files containing information on location or storage
of records.

Electronic records which NARA has designated as permanent records.

Federal Chief Information Officer’s files.

IT oversight and compliance files.

IT facility, site management, and equipment support services records.
IT asset, configuration management, planning, and system backup files.
Files related to maintaining the security of systems and data.

IT operation, customer service, infrastructure design and
implementation, and security data files.

Management control records.

Security program support files.

Records documenting the USGS implementation of A-76.

IRM files.

Records management, forms, and information collection budget files.
Telecommunications, telephone, and radio communications files.
Computer files.

Disposable electronic records.

Contact the USGS Records Manager or your discipline or regional Records
Liaison Officer - http://internal.usgs. gov/gio/irm/fmassis2.html



http://intemal.usgs.gov/gio/irm/fmassis2.html

CHAPTER 200. CHIEF INFORMATION OFFICER, SECURITY
PROGRAM, INFORMATION RESOURCES MANAGEMENT,
TELECOMMUNICATIONS, COMPUTER, AND ELECTRONIC

RECORDS

RECORD ITEM/DESCRIPTION

DISPOSITION

201. Federal Chief Information
Officer’s Files.

201-01. Information Technology (IT)
Program Planning Records. Records
relating to the development of agency IT
programs. Included are records that
document agencywide IT goals; specify
milestones to be achieved; identify
performance measures for the agency’s IT
portfolio; or summarize the underlying
principles and approach by which the
agency will plan for and manage its IT
resources. Records may include strategic
and tactical plans documenting the
1mplementat1on and maintenance of IT

concurrence, comments, clearances,
justifications, and-Gther issuance records.

NOTE: ‘Fhis item does not apply to the
data<ontent or design of individual IT
systems.

Cutoff at the end of the fiscal
year. Destroy when 7 years
old or when no longer needed,
whichever is later.

201-02. Enterprise Architecture
Records. Records identifying the IT
systems and networks required to perform
the agency’s mission and the transitional
processes required to implement
comprehensive programs to support that
mission. Records may include te
reference models, dia 7 graphics,
models, and ives that describe the
aseline architecture, target
architecture, and related sequencing plans.

Cutoff when superseded by a
new iteration of the enterprise
architecture. Destroy whe

201-03. IT Capital Investment Records.
Records documenting the integration of IT
investments with agencyw1de strate
plannin ocurement, and
management. Records include routine

CutofY at the end of the fiscal

W
of when no longer needed,

whichever is later.

AUTHORITY

New Item — GR

New Item —
27/

| New Item — GRS~




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

and periodic reports on IT capital
investments; capital asset plans; privacy
impact assessments; business cases for
major investments, systems, acquisitions,
or operational assets identified in the
agency’s capital investment portfolio; and
clearance and review records.

NOTE: Records needed to support
contracts are scheduled in Chapter 800.

201-04. Legal and Regulatory
Compliance Records. Records
documenting agency compliance with
Federal Information Resources
Management (IRM) laws and regulations,
including systems and reports created to

~and other Federal IRM and IT
oversight agencies.

Cutoff at the end of the fiscal
year. Destroy when 5 years
old.

New Item —
27/

201-05. CIO Committee Records.
Records maintained by committees,
boards, task forces, conferences, or other
IT advisory, governing, or policy bodies
for which the CIO has designated
sponsorship, leadership, or recordkeeping
responsibilities. Records include meeting
minutes, summaries, agendas, and
transcripts; reports, studies, and
publications; membership rec :
hd distribution
ministrative

gement Council and Investment
Review Boards.

Cutoff at the end of the fiscal
year. Destroy when 5 years
old.

New Item — G
27/5

201-06. CIO Subject and Office
Records. Records not otherwise
identified in this schedule that include
briefings, reports, presentations, studies,
correspondence, and other doc
created to suppo ogram objectives;
§ to and decisions on matters
affecting the IT program; or operational

| Cutoff at the end of the fiscal

ear. Destroy when 5 years

y
7




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

and managerial guidance to all
organizational segments of the agency.

NOTE: Official agency policy records
generated by the CIO are not covered by
this item.

202. IT Oversight and Compliance
Files.

202-01. Oversight and Compliance
Files. Records in offices with bureauwide
responsibility for managing IT operations
relating to compliance with IT policies,
directives, and plans including recurring
and special reports, responses to findings
and recommendations, and reports of
follow-up activities.

202-01a. Performance Measures and
Benchmarks.

eyt

Destroy when 5 years old or 1
year aft t ice
determines there are no
unresolved issues, whichever
is longer.

| New Jtem—GRS—
24/1a

202-01b. All Other Oversight and
Compliance Records. Includes
certification and accreditation of
equipment, quality assurance reviews and
reports, reports on imple ron of
plans, ¢ 1a1Ice reviews, and data
Measuring or estimating impact and
compliance.

Destroy when 3 years old or 1
ear after responsible office

y
determines t §)
olved issues, whichever

is longer.

[ New Tiem RS~

202-01c. General IT Files. General
correspondence, miscellaneous reports,
newsletters, and other records relating to
IT topics not otherwise covered in this
schedule.

Cutoff at the end of the fiscal
year. Destroy 3 years after
cutoff.

New Item

202-02. IT Facility, Site Management,
and Equipment Support Services
Records. Records maintained by offices
responsible for the control and operation
of buildings and rooms where IT
equipment, system orage media
including files identifying IT
facilities and sites, and files concerning

Destroy when 3 years old or
when superseded or obsolete,
whichever is longe

implementation of IT facility and site

New Item — GR




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

management and equipment support
services provided to specific sites,
including reviews, site visit reports,
trouble reports, equipment service
histories, reports of follow-up actions, and
related correspondence.

202-03. IT Asset and Configuration
Management Files.

202-03a. Inventories of IT Assets,
Network Circuits, and Building or

Circuitry Diagrams. Includes equi
cont as databases of

barcodes affixed to IT physical assets.

Destroy 1 year after

completion of the
1 ory.

a

202-03b. Management and Planning
Records. Records created and retained
for asset management, performance and
capacity management, system
management, configuration and change
management, and planning, follow-up,
and impact assessment of operational
networks and systems. Includes, but is
not limited to:

202-03b(1). Data and detailed reports on
implementation of systems, applications,
and modifications; application sizing,
resource and demand management;
documents identifying, requesting, and
analyzing possible changes, authorizi
changes, and documenti
implementati Changes;

fitation of software distribution
and release or version management.

Destroy 1 year after
termination of the system.

New Item — G
24/3

202-03b(2). Records of routine IT
maintenance on the network infrastructure
documenting preventative, corrective,

| adaptive, and perfective ent
maj clions, including requests
for service, work orders, service histories,
and related records.

Destroy when 3 years old or 1

year after terminatio
—whiChever is sooner.

W
73b(2)

202-04. System Backups. Backups
maintained for potential restoration in the

Destroy backups when

superseded by a b
ackup is verified as

successful, or when no longer

event of a system failure or other
unintentional | xcludes Lotus
€s backups).

W
4a(1)(2)

needed for system restoration,




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

NOTE: Lotus Notes backups are
maintained according to the policy set up
by the USGS Collaborative
Communication Infrastructure Team.

See 210-08 for backups of master files
and databases.

whichever is later.

202-05. Files Related to Maintaining
the Security of Systems and Data.

202-05a. System Security Plans and
Disaster Recovery Plans.

Destroy when superseded or
obsolete.

New Item- GRS
24/5a

202-05b. IT Risks. Documents
identifying IT risks and analyzing their
impact, risk measurements, and
assessments, actions to miti

im 10n of risk action plan,
service test plans, test files, and data.

3,

Destroy 1 year after system is

svperseded ]

W
5b

202-06. User Identification, Profiles,
Authorizations, and Password Files,
Excluding Records Relating to
Electronic Signatures

202-06a. Systems requiring special
accountability, e.g., those containing
Information that may be needed for audit
or investigative purposes aj at
contain red Tecords.

Destroy inactive file 6 years

after user account |
i or password is

altered, or when no longer
needed for investigative or
security purposes, whichever
is later.

Ne
24/6a

202-06b. Routine systems, i.e., those not
covered by 202-06a above.

i~

Destroy when the bureau
determines

needed for administrative,
legal, audit, or other
operational purposes.

ger

| New Item ~GRS—

20/1c

202-07. IT Operations Records.

202-07a. Consists of records related to IT
operations, including workload schedules,
Tun reports, s mmtenance and
support activities, problem reports, reports
on operations, and related records.

Destroy when 1 year old.

New ltem —
24/8a

202-07b. Problem reports and related

Destroy 1 year after problem

New Item — GRS

decision documents relating to-the—
software infrastructure of the network or

rsTesoived:

system.

24/8b

10




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

202-07c. Reports on operations, including
measures of benchmarks, performance
indicators, and critical success factors,

error and exception reporting, self-
assessments, perfi onitoring; and
ement reports.

Destroy when 3 years old.

-

New Item — GRS

248 ——

202-08. IT Customer Service Files.
Records related to providing help desk
information to customers; help desk logs
and reports, and other files related to
customer query and problem response;
query monitoring and clearance; and
customer feedback records; and related
trend analysis and reporting.

Destroy when 1 year old or
when superseded, obsolete, or
no longer needed, whichever
is later.

New Item — GRS
24/10a and 10b

202-09. IT Infrastructure Design and
Implementation Files. Records of
individual projects designed to provide
and support new agency IT infrastructure,
systems, and services. Includes records
documenting (1) requirements for and
implementation of functions such as
maintaining network servers, desktop
computers, and other hardware, installing
and upgrading network operating systems
and shared applications, and providing
data telecommunications; (2)
infrastructure development and
maintenance such as
acceptance/accreditation of infrastructure
components, analysis of component
options, feasibility, costs and benefits, and
work associated with implementation,
modification, and troubleshooting; (3)
models, diagrams, schematics, and
technical documentation; and (4) quality
assurance reviews and test plans, data, and
results.

202-09a. Records for Projects that are

Destroy 1 year after final

New [tem — GRS

not Implemented. decision is made. 24/11a
202-09b. Records for Projects that are | Destroy 5 vyears after project is | New Item — GRS
Tmplemented. terminated. 24/11b

202-09¢c. Installation and Testing

Destroy 3 years after final

New Item — GRS—

Records

decision on acceptance is
made.

24/11c

11




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

202-10. IT Security Data Files. Security
program assures that adequate security is
provided for all bureauwide information
collected, processed, transmitted, stored,
or disseminated in general support
systems and major application systems.

202-10a. Statements of Responsibility.
Signed original to be filed on the left side
of the Official Personnel Folder. All other
copies to be maintaj cal IT

I 1cer.

Destroy 1 year after separation

or transfer of employee.

N1-57-02-02, I
-T0a

202-10b. Computer Security Incident
Reports. Used to document and report all
IT security incidents. Incidents involving
physical and personnel complaints and
violations are reported to the local IT
Security Officer. Incidents involving IT
resources that result in the loss o
technology, fraud com Ise, or

Cutoff at the end of the fiscal
year in which the incident

occurs. Destroy 5 years aft
cutoff.

N1-57-02-02
201-

re o the Bureau IT Security

Manager.

202-10¢c. Access to IT Systems. Destroy 1 year after separation | N1-57-02-
Documentation of requests for access, | or transfer of employee— | 201-10d
changes to ac ers, and

revocations.

202-10d. Firewall Access Requests. Cutoff at the end of the fiscal | N1-57-
Forms and supporting documentation for | year upon inati 201-10e

access through USGS firew
networks and systems.

access. Destroy 1 year after
cutoff.

202-10e. Secure Room Sign-in Sheets.
Documentation showmg authonzed entry

to a computer inst i S
0 are not directly involved in managing

or operating the facility.

Destroy 6 months after last

N1-57-02-02, I
-10f

202-10f. IT Security, Contingency
Plans, and Risk Assessments. Security
plans providing an overview of the
security and privacy requrrements ofa
sensitive system or major a and
contingenc ich document
actronis following a major disaster to
ensure that all the IT resources needed for
mission and business critical functions

Destroy when replaced by an
updated plan.

N1-57-02-02
g

12




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
will be available. Risk assessments which
evaluate the IT assets and vulnerabilities
of a system, identify potential threats to
the system, and propose safeguards for the
system.
202-10g. IT Policies and Procedures. Cutoff at the end of the fiscal | New Item
Policies and procedures pertinent to future | year. Place in inactive file
and continuing actions for IT activities. when canceled, superseded, or
revoked. Destroy when no
longer needed for reference
purposes.
202-10h. IT Audit Logs. Audit trails of | Retain for 90 days or for the New Item

activity sufficient to reconstruct security
relevant events. Includes the identity of
each entity accessing the system, time and
date of access (including activities
performed using a system administrator’s
identification), and activities that could
modify, bypass, or negate the system’s
security controls.

period specified in your v
System Security Plan (SSP),
whichever is longer.

203. Management Control Records.
Records created in accordance with
procedures mandated by the Office of
Management and Budget (OMB) Circular
A-123, Internal Control Systems, and
Public Law 97-255, the Federal
Managers’ Financial Integrity Act. Under
these authorities, agencies are required to
perform evaluations of their accounting
and administrative controls to prevent
waste, fraud, and mismanagement.

203-01. Policy, Procedure, and
Guidance Files. Copies of internal
directives maintained by the agency’s
internal control staff (but not those copies
maintained in the agency’s official file of
internal directives); external direettves

procedure for performing management
IeViews.

Destroy when superseded,
obsolete, or no longer needed.

R

RCS/Item 20
16, Item

14a

203-02. Management Control Plans.

RES/tem 202-10b

€omprehensive plans documenting the

and GRS 16, Item

13




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

agency’s efforts to ensure compliance
with OMB Circular A-123.

14b

203-03. Risk Analyses. Reports and
supporting materials used to document
review of program areas for susceptibili
to loss or un 3 ¢ of resources,
grrors in reports and information, and
illegal and unethical actions.

Cutoff closed files at the end

of the fiscal year.
fiext review cycle.

RCS/Ite

and GRS 16, ltem
14c¢

203-04. Annual Reports and Assurance
Statements. Created by USGS

organizational components and compi
by the USGS i i tnified report
for direct submission to the President and

Congress.

Cutoff closed files at the end

of the fiscal year.
€Xt reporting cycle.

RCS/Ite

and GRS 16, Item
14d

203-05. Tracking Files. Files used to
ensure the completion and timeliness of
submission of feeder reports, including

schedules of evaluations, interi
reporting, li S Tequired to report,
and correspondence relating to the

performance of the reviews.

Destroy 1 year after report is
completed.

oo

RCS/Item 202-10
6, Item

14e

203-06. Review Files. Correspondence,
reports, action copies of audit findings,
and other records that identify program
internal control weaknesses, and
corrective actions taken to resolve such
problems. Since OMB Circular A-123
provides for alternative internal control
reviews under OMB Circulars A-76, A-
127, or A-130, this item also applies to
copies of these reviews, provided they are
identified as alternative reviews in the
management control plan.

203-06(a). Review files maintained by

office with responsibilit i
mternal control functions.

Cutoff when no further
 COTTECTiVE action is necessary. |

Destroy 5 years after cutoff.

RCS/tem202—
10(1) and GR,
16, Item 14£(1)

203-016(b). Copies maintained by other
offices as internal reviews.

S

Cutoff when no further

corrective action is necessar
Destroy 1 cutoff.

Note: Alternative reviews
such as computer security

RCS/Item 202-
and GRS

16, Item 14£(2)

reviews and management and

14




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
consultant studies should be
cutoff when no further
corrective action is necessary.
They should be destroyed
when no longer needed. This
applies only to copies
maintained as internal
reviews.
203-07. Management Control General | Cutoff at the end of the fiscal | New Item
Records. Correspondence, memoranda, year. Destroy 3 years after
and other records relating to the cutoff.
performance of evaluations.
204. Security Program Support
Records.
204-01. Federal Information Security Cutoff at the end of the fiscal | New Item
Management Act (FISMA) Files. The year. Destroy 2 years after
FISMA sets forth the minimum cutoff or when no longer
requirements for implementing IT security | needed, whichever is later.
for safeguarding Federal information and
information assets. Includes, but not
limited to, bureau inputs to DOI on
specific action plans.
204-02. Security Program System Cutoff at the end of the fiscal | New Item
Certification and Accreditation (C&A) | year. Destroy 7 years after
Files. Files on USGS systems with cutoff or when the files are no
accompanying documentation such as longer needed, whichever is
system inventory, system security plans, later.
C&A packages, contingency plans,
assessments, and authorizations for the
system to operate. Often arranged by
system.
204-03. Patch, Change, and Cutoff at the end of the fiscal | New Item
Configuration Management Files. Files | year. Destroy 3 years after
include, but not limited to, use, test, and cutoff or when no longer
other assets that provide patch needed, whichever is later.
management capabilities; results of scans
of internal networks for vulnerabilities;
and bureau configuration management
procedure files for operating system
software, server, mainframe, desktop,
laptop, network devices and other
infrastructure components.
204-04. Program Plan of Action and Cutoff at the end of the fiscal | New Item

15
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RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
Milestones (POA&M) Files. Files which | year. Destroy when 3 years
manage and track all IT security old or when no longer needed,
weaknesses and activities. Includes, but whichever is later.
not limited to, reports to DOI and Exhibit
300 reviews and supporting
documentation.
204-05. Security Program Support Cutoff at the end of the fiscal | New Item
Files. Files such as waiver requests, e- year. Destroy 5 years after
authentication files, and DOI guidance cutoff or when superseded or
and informational documents. no longer needed, whichever
is later.
204-06. IT Security Scorecard Files. Cutoff at the end of the fiscal | New Item
Measures the effectiveness of agency year. Destroy 2 years after
implementation of the FISMA. cutoff.
204-07. Computer Incident Response Cutoff at the closure of the New Item
Team Files. Files of events of suspected | suspected incident. Destroy
incidents. when no longer needed.
204-08. Security Program General Cutoff at the end of the fiscal | New Item

Files. Correspondence, memoranda, and
other records relating to the general
administration and oversight of the
security program.

year. Destroy 3 years after
cutoff.

205. A-76 (Performance of Commercial
Activities) Competitive Sourcing
Records.

205-01. Reviews and Studies.
Correspondence, working papers,
tabulations, team records, and any other
records relating to individual reviews of
USGS activities and to productivity
reviews required under OMB Circular A-
76.

205-01a. Case Files. Maintained by the
office conducting the study.

Cutoff at the completion of the
study. Records should be
maintained as long as the
function being studied is
performed at the USGS.
Destroy at the end of the fiscal
year in which the function is
no longer performed.

New Item — GRS
3/18

205-01b. Records Maintained by Other
Offices, Including Information Copies

Cutoff at the end of the study.
Destroy 2 vears after cutoff

New Item — GRS
3/18b

and Background Material.

16




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

205-02. Records Documenting the
USGS Implementation of A-76.

Records consist of bureau implementation
procedures, including appeals procedures,
inventory of in-house commercial
activities, inventory of activities already
contracted out, documentation for various
A-76 reviews conducted, reports, plans,
and submissions to DOI and OMB.

Cutoff at the end of the fiscal
year. Destroy 10 years after
cutoff or when superseded,
obsolete, or no longer needed,
whichever is later.

New Item

206. IRM Files.

206-01. TRM Oversight Files.
Correspondence and related materials
pertaining to IRM oversight. Includes,
but not limited to, internal and/or external
correspondence; records ()
oversight 17ed by subject); and
general records relating to oversight
responsibilities.

Cutoff at the end of the fiscal

year. Destroy when 5 years
old or when T needed,
rchever is later.

N1-57-02-0

206-02. TRM Policies and Procedures.
Policies and procedures pertinent to future
and continuing actions for IRM activities.

i

Cutoff at the end of the fiscal
year. Place in inactive file
when ¢ - erseded, or
revoked. Destroy when no
longer needed for reference
purposes.

N1-57-02-02, Item

206-03. IRM Feasibility Studies and
Program Files. Studies conducted before
the installation of any technology or
equipment associated with information
management systems, such as word
processing and communications. These
studies typically include a consideration
of the alternatives to the proposed system
and cost benefit analysis of the improved
efficiency and effectiveness to be
expected from the proposed system.
Program records include correspondence
and related materials pertaining to overall
program promotion and improvement.

Cutoff at the end of the fiscal
year or project. Destroy 6
years after cutoff.

N1-57-02-02, item
201-05a

206-04. General IRM Files. General
correspondence, miscellaneous reports,

newsletters, and other record i
' otherwise covered in this

schedule.

Cutoff at the end of the fiscal

W
cutoff.

N1-57-02-
1-01

17




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

207. Records Management, Forms, and
Information Collection Budget Files.

207-01. Records Management Filing
Systems. Correspondence, handbooks,
index or guides, and other material related
to systems developed and prescribed by
the USGS for the numbering and fili
correspondence, repo ications, and
tich as drawings, maps,
books, audio visual, electronic files,
microfilm and directives.

PERMANENT. Place in
inactive file when superseded
canceled, or revoked—Cutoff
inacti € at the end of the
fiscal year. Transfer to the
Federal Records Center (FRC)
10 years after cutoff.
Transfers to the National
Archives and Records
Administration (NARA) 30
years after cutoff.

N1-57-02-02;
-05b

207-02. Records Management Files.
Files containing information on records
scheduling, location/details of records
storage, record inventories, records
receipts, and disposal authorizations.
Includes copies of completed forms such
as the SF-115, Request for Records
Disposition Authority; SF-135s and SF-
135a, Records Transmittal and Receipt;
Optional Form 11, NARA Reference
Requests, Federal Records Centers; NA
13000, Agency Review for Contingent
Disposal; NA 13001, Intent to Destroy
Records; NA 13016, Notice of Accession
Location Change, and related
documentation.

NOTE : Although this item has a
temporary retention, it is suggested all
documents under item be kept indefinitely
for reference purposes.

Destroy 6 years after the
related records are destroyed
or transferred to NARA,
whichever is applicable. (See
Note)

N1-57-02-02, Item
205-06a(2)

207-03. Records Holding Files.
Statistical reports of agency holdings,
including feeder reports from all offices
and data on the volume of records
disposed of by destruction and transfer.

Cutoff at the end of the fiscal
year. Destroy when 3 years
old.

N1-05-02-02, Item
205-07a

207-04. Microform Inspection Records.
Bureau copy of inventories, logs, and

For inspection of permanent
microform record
year after the records are

transferred to NARA. For

T fm records, as required by 36 CFR

RCS/Item 203-06b
16, Item
10b

18




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

Part 1230.

inspection of temporary
microform records, destroy
when 2 years old or when
superseded, whichever is later.

207-05. Vital Records. Inventories of
vital records data, relating to the
identification and protection of records
vital to the operation of USGS during
emergencies or which protect the legal or
financial rights of individuals or the
Federal Government. Inventories cite the
cycle durtng which the vital records

will be refreshed. Updates
inventory should oc
keep the inventory current. The entire
mv. y should be reviewed and revised
at least once every six years.

Destroy and replace with
current inventories as
superseded, or when 6 years
old, whichever is soong

N1-05-02-02,
205-1

207-06. Forms Case Files. One record
copy of each form created and approved
for use by the bureau with related
instructions, documentation, and
background materials. Maintained by the
office issuing the form.

Destroy 5 years after related
form is discontinued,
superseded, or canceled.

RCS/Item 203-02a
and GRS 16 Item
3a

207-07. Information Collection Budget
Files. Reports required by Office of
Management and Budget (OMB) under
the Paperwork Reduction Act regarding
the number of hours the public spe
fulfilling agency reportingTéquirements.
Include sociated feeder reports,
réport exhibits, correspondence,
directives, and statistical compilations.

Cutoff at the end of the fiscal
year. Destroy 7 years after

V

RCS/Item
S 16, Item

12

208. Telecommunications Files.

208-01. General Telecommunications
Management Files. General

correspondenc tds relating
0 communications management topics

not otherwise covered in this schedule.

Cutoff at the end of the fiscal

W

cutoff.

em
203-01

208-02. Telecommunications
Management Polices and Procedures

Files. Policies and procedures pertinent
future and contipni 1 or
communications management

Cutoff at the end of the fiscal

year. Place in inacti
celed, superseded, or

revoked. Destroy when no

N1-57-02-0
-02

longer needed for reference

19




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

activities.

purposes.

208-03. Telecommunications
Equipment Management Files.
Correspondence and related materials
pertaining to the installation, operation,
maintenance, and management of
telecommunications equipment used for
the transmission of voice and data signals
over hard wire or via satellite. Includes
such records as requirements for
acquisition, usage, consolidatio

tories; recurring charges; work
orders; plans, and studies.

Cutoff at the end of the fiscal
year. Destroy 10 years after
cutoff or if replaced before
then, destroy 2 years after
replacement.

N1-57-02-02, Item
203-05

208-04. Telephone Use (Call Detail)
Records. Telephone detail call records
and facsimile transmissions.

208-04a. Telephone listings of called
telephone numbers, dates, and specifics of
calls.

208-04a(1). Computer-generated listings.
Telephone call accounting data generated

Records maintained
e } € the official

=02, ltem
203-07a(1)

by the telephone 5 atically record. Delete when 3 years

colfected, and maintained on a standalone | old.

computer.

208-04a(2). Paper copies. Destroy when-netonger NT-57-02-02, Item
needed. 203-07a(2)

208-04b. Records relating to the location | The designated official

of telephones and records indicating
assignment of employee telephone
numbers. Included is Directory Service
(includes telephone directori at are
maintained ctronic form. Include
any records relating to the compilation of
the directory service listings.

electronic record copy of thes
records shou intained
year with accessibility to

a back-up copy.

N1-57-02-02

208-05. Telephone Calling Card
Records.

208-05a. General records relating to the

Cutoff at the end of the fiscal

N1-597-02-02. Hem

allocation use, and-distrtbttronrof agency
telephone calling cards.

year. Destroy 3 years after
cutoff.

203-08a

208-05b. Lists or rosters showing the

Cutoff at the end of the fiscal

N1-57-02-02 Ttem

current allocation of agency telephone

203-08b

year. Destroy 3 years after

20
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DISPOSITION
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calling cards issued.

cutoff.

208-05¢. Case files relating to

Cutoff at the end of the fiscal

N1-57-02-02, Item

investigations of alleged lost stolenox
misused telephone calling cards.

year—Destroy 3 years after the
close of the investigation.

203-08c

208-06. Radio Communications
Systems.

208-06a. Correspondence and related
materials pertaining to the installation,
operation, maintenance, and management
of equipment used for direct
communication, automation, or remote
control of either voice or data
transmissions. Incl ut not limited
to, mic , satellite systems, 2-way
fixed or mobile radios, leased services,
and cellular telephones.

Cutoff at the end of the fiscal
year. Destroy 2 years after

V

N1-57-02-02, 1
M

208-06b. Lists or rosters showing the

current allocation of ageneyradios—

Cutoff at the end of the fi
year. Destroy when 3 years

old.

- N1-57-02-02;Tterm
203-09b

208-06¢. Radio Frequency Authorization
Files. Includes radio frequency
authorizations and

agreements. Authorizations and use
agreements are reviewed every 5 years.

Destroy when replaced by a

| new authorization/agreenent. |

N1-57-02-02. 1
-10a

209. Computer Files

209-01. Bureau-Level Software,
Hardware, and Computer System Files.
Correspondence and related material
pertaining to bureau-level software
development, hardware physical
equipment and components in a computer
system, office computer systems technical
operations and maintenance, and
installation, operation, and maintenance of
equipment used in the supervision and
control of USGS systems by either direct
communication, automation, or remote
control.

209-01a. Key Maintenance

Cutoff at the end of the fiscal

; ain key maintenance
information for the life of the
system.

201-07a(1)

209-01b. Key System Documentation-

ta T1a 1 L4l ol ~+
Cuteffattheendof thefrstat

N1-57-02-02, Ttem
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

year. Retain key system
documentation for 5 years
after the system is replaced.

201-07a(2)

209-02. User Support and Liaison
Files. Correspondence and related
material pertaining to user support and
liaison. Includes computer user technical
assistance, establishing user su
groups, articles fi efters, user

} ata and notes, and technical

notes.

Cutoff at the end of the fiscal
year. Destroy 3 years after
cutoff.

N1-57-02-02

210. Electronic Records

210-01. Files and Records Relating to
the Creation, Use, and Maintenance of
Computer Systems, Applications, or
Electronic Records.

210-01a. Electronic files or records
created solely to test system performance,

as well as hard-copy printouts and rel
documentati ectronic files or

records.

Delete or destroy when no

longer needed for
mistrative, legal, audit, or

other operational purposes.

GRS 20, Item

210-01b. Electronic files or records used
to create or update a master file,

including, but not limited to, work
vali i S, and intermediate

input/output records.

Delete after information has

been transferred to
nid verified.

GRS 20, Item 1

210-01c. Electronic files and hard-copy
printouts created to monitor system usage,
including, but not limited to, log-in files,
password files, audit trail files, system
usage files, and cost-back files used to
assess charges for system use.

Delete or destroy when 1 year
old or when no longer needed

for administrative, legal, audit,
or other operational purposes,

whichever is later.

GRS 20, Item 1c

210-02. Input/Source Records

210-02a. Hard-copy (non-electronic)
documents used to create, update, or
modify electronic records when the
electronic records are retained to meet
recordkeeping requirements and are
covered by a NARA-approved schedule.
Included are such records as hard-copy
forms used for data input as well as hard-
copy documents that are scanned into an

electronic recordkeeping system (e.g.,
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

correspondence, reports, still pictures,
maps, etc.).

NOTE: The term hard-copy records or
non-electronic records as used in this
schedule includes, in addition to
traditional textual files: still picture
negatives, prints, slides, and
transparencies; aerial photography, maps,
charts, and drawings; motion picture film
and analog videotape; and analog sound
recordings.

210-02a(1). Hard-copy documents that
NARA has specifically designated as
permanent records that must be
transferred to NARA in h

even | ave been copied or
converted to an electronic format.

ormat,

PERMANENT. Transfer to

NARA in accordance wi
i pproved schedule.

GRS 20 Tim—
a(1)

210-02a(2). Hard-copy records
previously approved as permanent that are
converted to electronic records where the

electronic records do not meet NARA’s
transfer standards for
elec i ords in effect at the time of

conversion.

PERMANENT. Transfer to
NARA 1n accordance with
previously a edule.

GRS 20, Item

ay—

210-02a(3). Hard-copy documents that
contain information that is not or cannot

be captured in the electronic version
records (e.g., certai Titten
ions).

Apply previously approved
schedule.

2a(3)

210-02a(4). Hard-copy documents other
than those covered by Items 210-02(a)(1)
through 210-02a(3).

Destroy after the information
has been converted to an
electronic medium and
verified, when no longer
needed for lega
purpos f to support the
onstruction of, or serve as a
backup to, the electronic
records, or 60 days after
NARA has been provided the
notification required by 36
CFR 1228.31(b)(1)(1),
whichever is later.

GRS 20, Item

u

210-02

Deletewhen data ave been

b.—Electronic records; except as
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

noted in 210-02c, entered into the system
during an update process and not required
for audit and legal purposes.

entered into the master file or
database and verified, or when
no longer required to support
reconstruction of, or serve as
backup to, a master file or
database, whichever is later.

210-03¢. Electronic records received
from another agency and used as
input/source records by the receiving
agency, excluding records produced by
another agency under the terms of an
Interagency Agreemen ords created
Cy in response to the
specific information needs of the
receiving agency.

Delete when data have been
entered into the master file or
database and verified 7]
no lon €d to support
feconstruction of, or serve as
backup to, the master file or
database, whichever is later.

GRS 20, Item 2¢

210-03d. Computer files or records
containing uncalibrated and unvalidated
digital or analog data collected during
observation or measurement activities or

research and development pro
used as input f rgital master file or
d Se.

Delete after the necessary data
have been incorporated into a

GRS 20, Item 2d

GRS20.Tem 34—

210-03. Electronic Records that
Replace Temporary Hard-copy
Records. Electronic records that replace
temporary hard-copy records covered by
previously approved schedules that do not
explicitly exclude electronic records. (If a
previously approved schedule explicitly
excludes electronic records, an SF-115
must be submitted to NARA. None of the
authorities provided below may be
applied)

210-03a. Scanned Images.

Delete after the expiration of

GRS 20, Item 3a-

theretention period authorized
for the hard-copy records.

210-03b. Electronic Formats other
than Scanned Images.

NOTE: Items 210-03b(1) and 210-03b(3)
may be applied to electronic records
consisting of information drawn from
multiple previously scheduled hard-copy

series of administrative housekeeping
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

records. In such instances, the electronic
records must be retained for the longest
retention period specified in the
previously approved schedules.

Disposition authorities included in Item
210-03 may be applied to copies of
records maintained on agency web sites
only in the case of administrative
housekeeping records. These items may
not be applied to web site copies of
program records, which must be
scheduled separately.

210-03b(1). Records covered by
temporary items in the GRS other than
GRS 1, Item 21 (Employee Medical
Folders); GRS 1, Item 22 (Statistical
Summaries), GRS 1, Item 25f (Equal
Employment Opportunlt ics Files);
GRS 12, Ite €lecommunications
ational Files); and GRS 18, Item 5
(Top Secret Accounting and Control
Files) OR records covered by temporary
items in an agency-specific schedule that
pertain to administrative or housekeeping
activities.

Delete after the expiration of
the retention period authorized
for the hard-copy re

GRS 20, Ite

210-03b(2). Records covered by GRS 1,
Item 21 (Employee Medical Folders);
GRS 1, Item 22 (Statistical Summaries);
GRS 1, Item 25f (Equal Employment

Opportunity Statistics Files); GRS 12;
Item 3 (Telecommunieations Operational
Files); S 18, Item 5 (Top Secret

Accounting and Control Files)

Submit SF-115 to NARA.

s

GRS 20, Ite

210-03b(3). Digital versions of Delete after the expiration of | GRS 20, I
temporary still pictures, sound recordin | the retentionrperiod authorized | 3b(3)
WM for the hard-copy records.

210-03b(4). Program records approved Delete after the explratlon of | GRS 20 Item—
for destructlon ina prev1ously approved specified | 3b(4)

schedu fal and does in the previously approved

not explicitly exclude electronic records. | schedule.

210-03b(5). Program records maintained | Submit SF-115 to NARA. GRS 20, Item

in an electronic format that are not

I

covered by Items 210-03a-216-035(1), |

L
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

210-03b(3), or 210-03b(4).

210-03c. Electronic Records that
Replace Permanent Hard-Copy
Records. Electronic records that replace
hard-copy records approved as permanent
in a previously approved schedule.

NOTE: Electronic versions of permanent
records that are retained as recordkeeping
copies must meet the standards contained
in NARA guidance concerning the
creation, maintenance, and transfer of
permanent electronic records.

Item 210-03c may be applied 1
electronic records consist ef Information
drawn from multiple préviously scheduled
1 cases where the

anent hard-copy series, an agency
may apply Item 210-03c or submit an SF-
115 that proposes disposal of the records
if the agency believes the electronic
records do not warrant permanent
retention.

This item does not cover copies of
permanent records maintained on agency
web sites, which must be scheduled
separately.

PERMANENT. Submit
notification to NARA in

accordance with 36 CFR
1228.31(b)(1)(1).

GRS 20, Item 3.

210-04. Data Files Consisting of
Summarized Information. Records that
contain summarized or aggregated
information created by combining data
elements or individual observations from
a single master file or database that is
disposable under a GRS item or is
authorized for deletion by a dispositi
job approved by NARA a anuary 1,
1988, excluding iles that are created
as disclosure-free files to allow public

Ss to the data which may not be
destroyed before securing NARA

Delete when no longer needed
for administrative, legal, audit,
or other operational purposes.

GRS 20, Item 4

/
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

approval.

NOTE: Data files consisting of
summarized information which were
created from a master file or database that
is unscheduled, or that was scheduled as
permanent but no longer exists or can no
longer be accessed, may not be destroyed
before securing NARA approval.

210-05. Records Consisting of
Extracted Information. Electronic files
consisting solely of records extracted from
a single master file or database that is
disposable under the GRS or approved for
deletion by a NARA-approved disposition
schedule, excluding extracts that are:

a. produced as disclosure-
allow public acc the data; or

foduced by an extraction process
which changes the informational content
of the source master file or database;
which may not be destroyed before
securing NARA approval. For print and
technical reformat files see items 210-06
and 210-07 of this schedule respectively.

NOTES: (1) Records consisting of
extracted information that was created
from a master file or database that is
unscheduled, or that was scheduled as
permanent but no longer exists or can no
longer be accessed may not be destroyed
before securing NARA approval. (2) See
Item 210-12 of this schedule for other
extracted data.

Delete when no longer needed
for administrative, legal, audit,
or other operational purposes.

210-06. Print File. Electronic file
extracted from a master file or database

without changing it and used solely to
produce hard- rcations and/or
pTintouts of tabulations, ledgers, registers,

and statistical reports.

Delete when no longer needed
for administrative ; it;
€r operational purposes.

GRS 20
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

Electronic file consisting of data copied
from a complete or partial master file or
database made for the specific purpose of
information interchange and written with
varying technical specifications,
excluding files created for transfer to the
NARA.

for administrative, legal, audit,
or other operational purposes.

210-08. Backups of Files. Electronic
copy, considered by the agency to be a
Federal record, of the master copy of an
electronic record or file and retained in
case the master file or database is
damaged or inadvertently erased.

210-08a. File identical to records
scheduled for transfer to the NARA.

S

Delete when the identical
records have been captured
a subs Ckup file or
when the identical records
have been transferred to
NARA and successfully
copied.

GRS 20,1

210-08b. File identical to records

Delete when the identical

GRS 20, Item 8b

authorrzed-fordisposat ima NARA-
approved records schedule.

records have been deleted or
when replaced by a
subsequent backup file.

210-09. Finding Aids (or Indexes).
Electronic indexes, lists, registers, and
other finding aids used only to provide
access to records authorized for
destruction in this records schedule, in the
GRS, or a NARA-approved SF-115
excluding records containj Stracts or
] af can be used as an

records.

Delete with related records or
when no longer needed for
administrative, legal, audi

GRS 20, Item 9

210-10. Special Purpose Programs.
Application software necessary solely to
use or maintain a master file or database
authorized for disposal in a GRS item or
in a NARA-approved records schedule,
excluding special purpose software
necessary to use or maintain
unscheduled maste or database or any
master fi atabase scheduled for

sfer to NARA.

Delete when related master
file or database has been
deleted.

GRS 20, Item 1
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

210-11. Documentation.

210-11a. Data systems specifications, file
specifications, codebooks, record layouts,
user guides, output specifications, and
final reports (regardless of medium),
relating to a master file, database, or other
electronic records.

210-11a(1). Documentation relating to
electronic records that are scheduled for
destruction in the GRS or in a NARA-

approved agency schedule.

Destroy or delete upon

authorized deletion of the
related el tcTecords or
pon the destruction of the

output of the system if the
output is needed to protect
legal rights, whichever is later.

GRS 20, It

210-11a(2). Documentation relating to
electronic records that are scheduled for
p Torr i the orina
NARA -approved agency schedule.

PERMANENT. Transfer to
| NARA with the-permament |

electronic records to which the
documentation relates.

GRS 20, Item

e

210-11b. Copies of Records Relating to
System Security.

Refer to Item 202-05

GRS 20, Item 11b

210-12. Downloaded and Copied Data.
Derived data and data files that are
copied, extracted, merged and/or
calculated from other data generated
within the bureau when the original data is
retained.

210-12a. Derived data used for ad hoc or
one-time inspection, analysis, or review, if

the derived data ar po
€ results of the inspection, analysis, or

review.

Delete when no longer needed
for admini 1 5 It;
or other operational purposes.

GRS 20, Item 1

210-12b. Derived data that provide user

Delete when no longer needed

access in lieu of hard-copy reports that for administrative; togal, audit, |
t iSposal. or other operational purposes.

GRS 20, Ite

210-12c. Metadata or reference data, such
as format, range, or domain specifications
which is transferred from a host computer
or server to another computer for input,

updating, or transaction processing
operations.

NQOTE+—See Item 210-05 for other
extracted data.

Delete from the receiving
system or device when no

longer needed for processing:

GRS 20, Item 12¢

21U-13. Word Frocessing Fkiles.

Delete from the word

GRS 20, Ttem 13
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

Documents such as letters, memoranda,
reports, handbooks, directives, and
manuals recorded on electronic media
such as hard disks or floppy diskettes after
they have been copied to an electronic
recordkeeping system, paper, or
microform for recordkeeping purposes.

processing system when no
longer needed for updating or
revision.

210-14. Electronic Mail Records.
Senders’ and recipients’ versions of
electronic mail messages that meet the
definition of Federal records, and any
attachments to the record messages after
they have been copied to an electronic
recordkeeping system, paper, or
microform for recordkeeping purposes.

NOTE: Along with the mes
recordkeeping syste st capture the
names of the er and recipients and
date Smission data for recordkeeping
purposes) and any receipt data, when
required.

Delete from the e-mail system
after copyingto a
recordkeeping system.

GRS 20, Item 14

210-15. Electronic Spreadsheets.
Electronic spreadsheets generated to

support administrative functions
individual as background

materials or feeder reports.

R

210-15a. When used to produce hard-

copy that is maintained in organized file

Delete when no longer needed
uce hard-

copy.

210-15b. When maintained only in
electronic form.

Delete after the expiration of
the retention period authorized
for the hard-copy by the GRS
or a NARA-approved SF-115.

If the electronic version
replaces hard- fecords
ith-differing retention

periods and agency software
does not readily permit
selective deletion, delete after
the longest retention perniod
has expired.

GRS 20, Item 15b

—

Destroy when theagency

GRS 26, ftemr 16—
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

to Meet Ad Hoc Business Needs.
Printouts derived from electronic records
created on an ad hoc basis for reference
purposes or to meet day-to-day business
needs.

determines that they are no
longer needed for
administrative, legal, audit, or
other operational purposes,
provided the printouts do not
contain substantive
information, such as
substantive annotations, that is
not included in the electronic
records. (Printouts that
contain substantive
information should be
disposed of in accordance with
the NARA-approved schedule
that covers the series in which
they are filed).
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U.S. Geological Survey
Chapter 300. Administrative Support Records

Cross Index

ITEM NUMBER SUBJECT

301
301-01

301-01a

301-01b

301-01c

301-01d

301-01e

301-02

301-02a

301-02b

301-02¢

301-03

302

302-01

USGS.GOV Web Site

USGS.GOV Web Content

Records that contain web site change
requests from USGS content providers
and management, and ali clearances.
Electronic records that contain
USGS.GOV web site development

documents.

User Feedback

USGS.GOV Web Site Electronic Code

USGS.GOV Web Site Access Logs

USGS.GOV Reports, Statistics, Policies,
Guidance, and Planning Records.

USGS.GOV Reports

USGS.GOV Policy and Planming
Records

USGS.GOV Guidance and Instructional
Records

USGS.GOV General Files

Mail, Messenger, and Distribution Files

Messenger Service Files

SUPERSEDED CITATION

Item 302-01a
N1-57-02-02, Item 302-01a

Item 302-01b
N1-57-02-02, Item 302-01b

Item 302-01c¢
N1-57-02-02, Item 302-01c

Item 302-01d
N1-57-02-02, Item 302-01d

New Item

Item 302-04a
N1-57-02-02, Item 302-04a

Item 302-04c

N1-57-02-02, Item 302-04c
(Combined 302-04c, 302-03d,
and 302-03¢)

Item 302-05a
N1-57-02-02, Item 302-05a

Item 302-05b
N1-57-02-02, Item 302-05b

Item 303-01

May 2008


https://USGS.GOV
https://USGS.GOV
https://USGS.GOV
https://USGS.GOV
https://USGS.GOV
https://USGS.GOV
https://USGS.GOV
https://USGS.GOV
https://USGS.GOV
https://USGS.GOV

302-02

302-02a

302-02b

302-02¢

302-03

302-03a

302-03b

302-04

302-05

303

303-01

303-01a

303-01b

Post Office and Private Mail Company
Records

Records relating to incoming or outgoing
registered mail pouches, registered,
certified, insured, overnight, express, and
special delivery mail. :

Application for registration and
certification of declared value mail.

Reports of loss, rifling, delayed, wrong

delivery, or other improper treatment of mail

Mail and Delivery Service Control Files

Statistical Reports and General Files

Directories and Other Records Relating
to Mail Delivery to Individuals

Metered Mail Files

Postal Irregularities Files

Travel and Transportation Files

Commercial Freight and Passenger
Transportation Files

Original Vouchers (Domestic, Foreign,
and Relocation Travel)

Records Covering Payments

RCS/Item 305-01 and GRS 12,
Item 1

303-02a

RCS/Item 305-02a and GRS 12,
Itemn 5a

(Combined 303-02a and 303-03f)

Item 303-02b
RCS/Item 305-02b and GRS 12,
Item 5b

Item 303-02¢
RCS/Item 305-02¢ and GRS 12,
Item 5c¢

Item 303-03¢g

RCS/Item 305-03g and GRS 12,
Item 6d and 6g

(Combined 303-03a, 303-03b,
303-034, and 303-03g)

Item 303-03h
RCS/Item 305-03h and GRS 12,
Item 6h

Item 303-04
RCS/Item 305-04 and GRS 12,
Item 7

Item 303-05
RCS/Item 305-05 and GRS 12,
Jtem 8

Item 304-0la
RCS/Item 308-01a and GRS 9, Item la

Item 304-01b
RCS/Item 308-01b and GRS 9, Item 1b



303-01c

303-01d

303-0Ole

303-02

303-03

303-04

303-04a

303-04b

303-05

303-05a

303-05b

303-05¢

303-06

303-06a

303-06b

303-07

303-08

303-08a

303-08b

Issuing Office Copies

Obligation Copy of Commercial
Passenger Transportation Vouchers
Unused Ticket Redemption Forms
Lost or Damaged Shipments Files

Foreign Travel Records

Reimbursable Travel Files

Travel Administrative Office Files
Obligation Copies

General Travel and Transportation Files

Routine Administrative Records
Accountability Records

Routine Relocation Records
Non-Federally Funded Travel Files

Agency Copies of Semiannual Expense
Reports for Non-Federally Funded Travel

Compilation Records

Federal Employee Transportation Subsidy
Records

Records Relating to Official Passports

Application Files

Passport Registers

Item 304-01c
RCS/Item 308-01¢c and GRS 9, Item 1c¢

Item 304-01d
RCS/Item 308-01d and GRS 9, Item 1d

Item 304-Ole
RCS/Item 308-0le and GRS 9, Item le

Item 304-02
RCS/Item 308-02 and GRS 9, Item 2

Item 304-03a
N1-57-02-02, Item 304-03a

Item 304-04a
RCS/Item 308-04a and GRS 9, Item 3a

Item 304-04b
RCS/Item 308-04b and GRS 9, Item 3b

Item 304-05a
RCS/Item 308-05a and GRS 9, Item 4a

Item 304-05b
RCS/Item 308-05b and GRS 9, Item 4b

New Item

Item 304-06a
N1-57-02-02, Item 304-06a

Item 304-06b
N1-57-02-02, Item 304-06b

Item 304-07

N1-57-02-02, Item 304-07 and
GRS 9, Item 7

Item 304-08a
RCS/Item 308-05¢c and GRS 9, Item 5a

Item 304-08c



304

304-01

304-02

304-03

304-03a

304-03b

304-04

304-04a

304-04b

304-05

304-06

305

305-01

305-02

305-03

305-04

305-05

305-06

306

Self-Service Store Operations Files

Self-Service Store Operations General
Files

Stores Invoice Files

Inventory Requisition Files

Reston Supply Service Center (RSSC) Copy
All Other Copies

Inventory Files

Inventory Records

Report of Survey Files and Other Papers
Stores Accounting Files

Stores Accounting Background Files

Natural Science Network (NSN) Program
NSN Program Operations Files

NSN Program Planning Files

NSN Finding Aids

NSN Information Requests, Referrals,
and Acknowledgement Files

NSN State Agreements
IBiS System

Library Records

RCS/Item 308-05¢ and GRS 9, Item 5c

Item 305-10
N1-57-02-02, Item 305-10

Item 305-02 .
RCS/Item 309-02 and GRS 8, Item 2

Item 305-03a
N1-57-02-02, Item 305-03a

Item 305-03b
N1-57-02-02, Item 305-03b

Item 305-04a
N1-57-02-02, Item 305-04a
(Combined 305-04a and 04b)

Item 305-04c
N1-57-02-02, Item 305-04¢

Item 305-05
RCS/Item 309-03 and GRS 8, Item 3

Item 305-06
RCS/Item 309-04 and GRS 8, Item 4

New Item
New Item
New Item

New Item

New Item

New Item



306-01

306-02

306-03

306-04

306-05

306-06

306-07

306-08

306-09

307

307-01

307-01a

307-01b

307-02

307-03

308

308-01

308-01a

308-01b

308-01c

Library Operations
Library Materials

Interlibrary Borrowing Requests
Library Purchase Transactions

Library Reference Inquiries and Document
Delivery Field Requests

Library Management Records
Library Statistical Reports
Library Historical Records
Library Catalogue

Internal and External Audits
Audit Files

Audit Case Files
All Other Copies
Office of the Inspector General Contact

Reports Files

General Audit Files

Schedules of Daily Activities
Schedules of Daily Activities

High-Level Agency Records Incorporated
in Official Files

Records Documenting Routine Activities

High-Level Agency Records Not

Incorporated in Official Files

(Estimated volume — less than 1
cubic foot per year)

Item 309-10
N1-57-02-02, Item 309-10

Item 309-11
N1-57-02-02, Item 309-11

New Item
New Item

New Item

New Item
New Item
New Item

New Item

Item 306-O1la
N1-57-02-02, Item 306-01a

Item 306-01b
N1-57-02-02, Item 306-01b

Item 306-02
N1-57-02-02, Item 306-02

Item 306-03
N1-57-02-02, Item 306-03

Item 307-01a
RCS/Item 102-04a and GRS 23, Item 5a

Item 307-01b
RCS/Item 102-04b and GRS 23, Item 5b

Item 307-01c
NC1-57-89-1, Item 102-04c



309

309-01

309-02

309-63

309-04

309-05

309-06

309-07

309-08

309-09

309-10

309-11

309-11a

309-11b

310

310-01

310-01a

Records Common to Most Offices

Files Maintenance and Disposition Plans

Reading or Chronological Files
Policy and Precedent Reference files
Temporary Files

Routine Tracking and Control Files
Agency Directives and Publications -

Reference and/or Circulating Copies

Administrative Announcements

Directives and Publications of Other
Government Agencies

Non-Government Publications

Office Administrative Files

Delegations of Authority Files

Approving Office

All other offices

Administrative Databases and Electronic

Spreadsheets

Administrative Databases

When Hard Copy Records are Retained to

Meet Requirements.

Item 309-01
N1-57-02-02, Item 309-01

' Item 309-02

N1-57-02-02, Item 309-02

Item 309-03
N1-57-02-02, Item 309-03

Item 309-04
N1-57-02-02, Item 309-04

Item 309-05
RCS/Item 101-07 and GRS 23, Item 8

Item 309-06
N1-57-02-02, Item 309-06

Item 309-07a
NC1-57-81-2, Item 4a
(Combined 309-07a and 07b)

Item 309-08
N1-57-02-02, Item 309-08

Item 309-09
N1-57-02-02, Item 309-09

Item 309-12
NC1-57-81-2, Item 1

Item 309-13a
NC1-57-84-4, Item 03a

Item 309-13b
NC1-57-84-4, Item 03b

Item 308-01la
N1-57-02-02, Item 308-01a and
GRS 20, Item 3b(1)



310-01b When the Database takes the place of Item 308-01b
Hard-Copy Records N1-57-02-02, Item 308-01b and
GRS 20, Item 3b(2)
310-01¢ Hard-Copy Printouts Created for Item 308-01c¢
Short-term Administrative Purposes N1-57-02-02, Item 308-01c and
GRS 20, Item 3b(3)
DELETED RECORDS

302-01a — Records that contain web site change requests from the USGS webmasters and USGS
leadership, and all clearances.

302-02a — Correspondence, records, and related materials pertaining to information on the
location of servers, technical operation, maintenance, system upgrade data, and operational
procedures for USGS.GOV web servers located throughout the USGS.

302-02b — Software.

302-02¢ -~ Accessibility Issues.

302-02d — Correspondence and related materials pertaining to the physical equipment and
components in the computer system housing USGS.GOV websites or used in its daily activities.
302-03b — Correspondence, announcements, flyers, warnings, and related materials pertaining to
potential or ongoing security incident reports.

302-064b — User support and liaison.

303-03c — Requisitions for stamps (exclusive of copies used as supporting documents to payment
vouchers).

305-07 ~ Cost Accounting Reports — Entire section including 305-07a and 305-07b.

305-08 — Cost Report Data Files — Entire section including 305-08a, 305-08b, 305-08b(1), 305-
08b(2), and 305-08b(3).

305-09 — Stores Control Files.

310 ~ Entire section including 310-01, 310-01a, and 310-01b.
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CHAPTER 300. ADMINISTRATIVE SUPPORT RECORDS

Records relating to various aspects of bureau administrative support and records common to
most offices.

Chapter 300 Topics. This section provides for the disposition of the following:

301. USGS.GOV Web Site

302. Mail, Messenger, and Distribution Files
303. Travel and Transportation Files

304. Self-Service Store Operations Files

305. National Science Network (NSN) Program
306. Library Records

307. Internal and External Audits

308. Schedules of Daily Activities

309. Records Common to Most Offices

310. Administrative Databases

301. USGS.GOV Web Site records include the following records:

301-01  USGS.GOV Web Content — Web site change requests, developments documents,
feedback from Web site users, electronic code, and access logs.

301-02  USGS.GOV Reports, Statistics, Policies, Guidance, and Planning Records —
Reports, statistics, policy, guidelines, and planning records.

301-03  USGS.GOV General Files — Correspondence of a general nature and other related
items not found elsewhere in the schedule.

[ 302. Mail, Messenger, and Distribution Files include the following records:

302-01  Messenger Service Files — Daily logs, assignment records, dispatch records,
delivery receipts, route schedules, and related records.

302-02  Post Office and Private Mail Company Records — Forms and supporting papers,
exclusive of records held by the United States Postal Service.

302-03  Mail and Delivery Service Control Files — Statistical and general files relating to
the administration of mail room operations and mail delivery.

302-04  Metered Mail Files — Reports and related papers.

302-05  Postal Irregularities Files — Records relating to irregularities in the handling of
mail.

| 303. Travel and Transportation Files include the following records:

303-01  Commercial Freight and Passenger Transportation Files — Supporting documents
covering commercial freight and passenger transportation charges.

303-02  Lost or Damaged Shipments Files — Records relating to the administration of the
Government Losses in Shipment Act.

303-03  Foreign Travel Records — Records created related to foreign travel.
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303-04

303-05

303-06

303-07

303-08

Reimbursable Travel Files — Records relating to reimbursing individuals and other
supporting documents relating to official travel.

General Travel and Transportation Files — Records pertaining to commercial and
foreign travel and transportation and freight functions not covered elsewhere in
the schedule.

Non-Federally Funded Travel Files — Records on payments made to the agency
from non-Federal sources for travel, subsistence, and related expenses.

Federal Employee Transportation Subsidy Records — Records relating to the
disbursement of transportation subsidies.

Records Relating to Official Passports — Documents relating to issuance of
official passports.

304. Self-Service Store Operations Files include the following records:

304-01

304-02
304-03
304-04
304-05
304-06

Self-Service Store Operations General Files — Routine records relating to bureau
self-service store stock, operations, or other areas not covered in the schedule.
Stores Invoice Files — Records used for stores accounting.

Inventory Requisition Files — For supplies and equipment inventories.

Inventory Files — Records on inventories.

Stores Accounting Files — Includes reports and records on returns.

Stores Accounting Background Files — Working files used in accumulating stores
accounting data.

] 305. National Science Network (NSN) Program Files include the following records:

305-01
305-02

305-03

305-04

305-05
305-06

NSN Program Operations Files — Records on the management of NSN.

NSN Program Planning Files — Records which support the program planning such
as studies, analysis, reports, and other related documents.

NSN Finding Aids — Inventories, indexes and other documents used to assist the
researcher.

NSN Information Requests, Referrals, and Acknowledgement Files — General
requests for information, acknowledgements, or referrals for reply.

NSN State Agreements — Case files to monitor and track agreements.

IBiS System — Supports in the distribution of all USGS published materials.

| 306. Library Records include the following records:

306-01
306-02
306-03
306-04
306-05

306-06

306-07
306-08

Library Operations — Records related to general library activities.

Library Materials — Reference circulating materials.

Interlibrary Borrowing Requests — Requests for interlibrary loans.

Library Purchase Transactions — Records from time of order to receipt.
Library Reference Inquiries and Document Delivery Field Requests — Files on
reference inquiries and deliveries.

Library Management Records — Records related to overall management of the
library.

Library Statistical Reports — Compilations of library activities.

Library Historical Records — Summary records of events of historical importance
to the library.




306-09

Library Catalogue — Database records for books, journals, maps, microforms,
videocassettes, CD-ROMs, and pamphlets.

| 307. Internal and External Audit Records include the following records:

307-01
307-02

307-03

Audit Files — Case files.

Office of the Inspector General Contact Reports Files — Employee reports of
contacts or meetings with the Inspector General personnel.

General Audit Files — Routine administrative records not covered elsewhere in the
schedule.

[ 308. Schedules of Daily Activities Records include the following records:

308-01

Schedules of Daily Activities — Calendars, appointment books, and other records
documenting meetings, appointments, telephone calls, trips, visits, and other such
activities.

[ 309. Records

Common to Most Offices include the following records:

309-01

309-02

309-03

309-04
309-05

309-06

309-07

309-08

309-09

309-10

309-11

Files Maintenance and Disposition Plans — File plan that documents records held
in an office or individual’s files.

Reading or Chronological Files — Extra copies of correspondence maintained
solely as a reading or reference file.

Policy and Precedent Reference Files — Copies of policy or other such documents
maintained only for convenience.

Temporary Files — Short-term interest files.

Routine Tracking and Control Files — Documents used to track work flow,
recording of actions taken, or other processes.

Agency Directives and Publications — Reference and/or Circulating Copies —
Extra copies of local internal and external releases.

Administrative Announcements — Copies of short-term guidance and information
concerning operating procedures.

Directives and Publications of Other Government Agencies — Copies of other
Government publications maintained for reference.

Non-Government Publications — Copies of non-government publications
maintained for reference.

Office Administrative Files — General records of an administrative nature and not
covered elsewhere in the schedule.

Delegations of Authority Files — Delegations designating coverage of individuals.

| 310. Administrative Databases and Electronic Spreadsheets include the following records:

310-01

Administrative Databases — Databases that support administrative or
housekeeping functions.




What records in
this chapter are
important or
considered
permanent
USGS records?

What records in
this section are
considered
temporary
USGS records?

Questions?

Official Government Passports — they must be returned to the
Department of State upon expiration or upon the separation of the
employee.

Historical Records of the Library.

Schedules of USGS officials including the Director, Deputy Director,
Assistant Directors, and may include other high-level USGS officials
who report to either the Director or the Deputy Director.

USGS.GOV Web site records.

Mail, messenger, mail delivery, and postal files.

Travel and transportation files.

Lost or damaged shipments files.

Routine relocation files.

Non-federally funded travel files.

Federal Employee Transportation Subsidy files.

Official passport application files.

Self-service store operations files.

National Science Network (NSN) program, information requests,
referrals, acknowledgements, and agreements files.

IBiS System files.

Original machine-readable records of the Inventory of Cartographic
Databases.

Library records, including operations, borrowing and purchase requests,
inquiries, management, statistical and catalogue records.

Internal and external audit files.

Schedules of daily activities.

Records common to most offices.

Administrative databases.

Contact the USGS Records Manager or your discipline or regional Records
Liaison Officer - http://internal.usgs.gov/gio/irm/fmassis2.htm]
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CHAPTER 300. ADMINISTRATIVE SUPPORT RECORDS

RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

301. USGS.GOV Web Site. The USGS
website 1s a highly complex site with many
sub-sites and sub-sub-sites emerging. It
contains ephemeral bulletin board postings,
official agency publications, original
materials not captured elsewhere in the
recordkeeping systems, and other USGS
business created interactively in real time.

301-01. USGS.GOV Web Content

301-01a. Records that contain Web site
change requests from USGS content

PW

clearances.

Cutoff at the end of the

. toy when
2 years old or when no
longer needed, whichever
is later.

302-01a

301-01b. Electronic Records that Cutoff at the end of the W
Contain USGS.GOV Web Site fiscal year. Destroy wh =

Development Documents. Examples W

include specifications, list of change. ;7| longer needed, whichever
M is later.

t server to the production server.

301-01c. User Feedback. Records that Cutoff at the end of the N1-57-02-02, Ttem

contain all comments, questions, and
feedback from Web site users.
Correspondence and related material
pertaining to user support and liai
Included are tetser technical
rstance, help files, and technical notes

fiscal year. Destroy when

2 years old or w
geded, whichever

1s later.

302:-01—

301-01d. USGS.GOV Web Site
Electronic Code. Electronic code (HTML,
JavaScript, ASP, etc.) that contains the

information to produce the US
website at rverrpoint in time. Files
uploaded through local Andrew File System

Current code is superseded
on an ongoing basis as new
info 10R on the
Web site. The code will be
deleted when no longer
needed for agency

N1-57-02-02, Ite

(AFS) servers then replicated to the USGS | business.

Web. All part of the USGS National Web

Server System (NATWEB) which manages

web hosting,

301-01e. USGS.GOV Web Site Access Cutoff at the end of the New Item

Logs. Web access logs, including all the
information that Web browsers send when
they request a Web page, such as name,

fiscal year. Destroy when
2 years old or when no
longer needed, whichever

domain, and numerical Internet address of

is later.
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

the host computer; date and time of the
access; Internet address of the referring
Web page; page requested; User Agent
Information; and so forth.

301-02. USGS.GOV Reports, Statistics,
Policies, Guidance, and Planning
Records. Reports, statistics, policy,
guidelines, and planning records pertaining
to the USGS.GOV Web sites.

301-02a. USGS.GOV Reports. All
reports that pertain to the USGS .GOV Web
sites. Examples include, but not limited to,
web log analysis reports, statistical reports,
compliance reports with OMB, DOI, USGS
and other Federal agencies regardin
ibihity reports,

ility, and daily load reports.

Cutoff at the end of the
fiscal year. Destroy when

3 years old or when no
longer needed, whichever
18 .

N1-57-02-02, Item
302-044

\

301-02b. USGS.GOY Policy and
Planning Records. Records created or
approved by the USGS leadership or
designated officials that document efforts
taken to identify strategies, plans, criteria,
etc., for improvements or upgra
USGS.GOV Web sit
search engi anning and USGS.GOV

1gn planning.

Cutoff at the end of the

fiscal year. Place in

inactive file when

canceled fseded, or
oked. Destroy when no

longer needed for reference

purposes.

N1-57-02-0
3 €

301-02¢. USGS.GOV Guidance and
Instructional Records. Correspondence,
handbooks, guidelines, and other
instructional material related to the
publication of USGS information on the
USGS.GOV Web sites. Included are such
things as Visual identity instructions and

artment of the Interior, USGS, and
other Federal policies regarding Web sites.

Cutoff at the end of the
fiscal year. Destroy when
superseded, obsolete, or no
longer needed.

N1-57-02-02, Ite
302-05a

301-03. USGS.GOV General Files.
Correspondence of a general nature

Cutoff at the end of the
fiscal vear
2 years old or when no

N1-57-02-02, Ite
-05b

pmmHMQSﬁW
(imternal or external Web sites), accepted

longer needed, whichever
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

bureau rules of behavior for the Web, and
other related items not found anywhere else
in this schedule.

is later.

302. Mail, Messenger, and Distribution
Files.

302-01. Messenger Service Files. Daily
logs, assignment records and instructions,
dispatch i Ipts, route
schedules, and related records.

Destroy when 2 months

jod. ]

RCS/Ttem 305-01

and GRS 12, Item 1

302-02. Post Office and Private Mail
Company Records. Post Office and
private mail company forms and supporting
papers, exclusive of records held by the
United States Postal Service.

302-02a. Records relating to incoming or
outgoing registered mail pouches,

registered, certified, insured eht;
expr ial delivery mail including

receipts and return receipts.

Destroy when 1 year old.

R a
and GRS 12, Item
S5a

302-02b. Application for registration and
certification of declared value mail

Destroy when 1 year old.

RCS/Item 305-02b
and GRS 12, Item

5b

302-02c. Reports of loss, rifling, delayed,

wrong delivery, or other improper treat
ofamaitk:

Destroy when 1 year old.

RCS/Ttern 305-

__ ————— |and GRS 12, Item

5c
302-03. Mail and Delivery Service
Control Files.
302-03a. Statistical Reports and General | Destroy when 1 year old or W
Files. Statistical reports, records of receipts | when superseded or S 12, Item
for mail and packages, and any other W 6d and 6g

general correspondence ;
directivess guidelines relating to the
administration of mail room operations.

applicable.

302-03b. Directories and other records
relating to mail delivery to individuals.

R ——

Destroy 5 months after
separation or transfer of
obsolete, whichever is
applicable.

RCS/Item 305-03h
and GRS Tem
6b

302-04. Metered Mail Files. Official

Destroy when 6 vears old

LT AT W |
RCSI,It\AH AV LAVE 4

metered-mati-reportsand all relafed papers.

and GRS 12, Item 7

302-05. Postal Irregularities Files.

Destroy 3 years after

RCS/Item 305-05

Memoranda, correspondence, reports;-and—

other records relating to irregularities in the

compietion of
investigation.

and GRS 12, Item 8
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

handling of mail, such as loss or shortage of
postage stamps or money orders, loss or
destruction of mail, or evidence of
tampering.

303. Travel and Transportation Files.
Originals should be filed in the office
responsible for paying the voucher. Copies
of records may also be cross-filed in the
bureau, discipline, division, or office
budget and accounting files if expenditure
or receipt of funds is involved within their
area.

303-01. Commercial Freight and
Passenger Transportation Files.

303-01a. Original Vouchers (Domestic,
Foreign, and Relocation Travel).
Supporting documents covering
commercial freight and passenger
transportation charges of settled fiscal
accounts, including registers and other
control documents (except for those in 304-
01b).

Destroy 6 years 3 months
after the period of the
account.

RCS/Item 308-01a
and GRS 9, Item 1a

303-01b. Records Covering Payments.
For commercial freight and passenger
transportation charges for services for
which (1) notice of overcharge has been or
1s expected to be issued, or if a rail freight
overpayment is involved, (2) deduction or
collection action has been taken, (3)
voucher contains inbound transit
shipment(s), (4) parent voucher has print of
paid supplemental bill associated, (5) t
voucher has become involved in litigation,

etection of overcharge.

Destroy when 10 years old.

RCS/Ttem 308-01b
and GRS 9, 1b

303-01c. Issuing Office Copies. Consists
of government or commercial bills of
lading, commercial passenger
transportation ; transportation
requests, travel authorizations, and

Destroy 6 years after

pertod of the ac

RCS/Item
and GRS 9, Item 1c¢




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
supporting documents. |
303-01d. Obligation Copy of Destroy when funds are ' RCS/Qteny-3068-01d—

Commercial Passenger i
ouchers.

[gated.

and GRS 9, Item 1d

303-01e. Unused Ticket Redemption
Forms.

Destroy 3 years after the

RCS/Item 308-0le—

year in which the
transaction is completed.

and GRS 9, Item le

303-02. Lost or Damaged Shipments
Files. Schedules of valuables shipped,

; tanda, reports, and
other records relating to the administration
of the Government Losses in Shipment Act.

Destroy when 6 years old.

I —

RCS/Item 308-02

and GRS 9, Item 2

303-03. Foreign Travel Records. Forms,

reports, briefing statements,

correspondence, and other records created

for programmatic, nati ty, or
Teasons.

Cutoff at the end of the

fiscal year. Destroy 7
W

N1-57-02-02, Item

30403

303-04. Reimbursable Travel Files.
Copies of records relating to reimbursing
individuals, such as travel orders, per diem
vouchers (domestic, foreign, and
relocation), and all other supporting
documents relating to official travel by
employees, dependents, or others
authorized by law to travel.

303-04a. Travel Administrative Office Destroy when 6 vears old RCSHten308=044
Eiles— and GRS 9, Item 3a

303-04b. Obligation Copies.

Destrov when funds are

RCS/Ttem 308-04b

obligated.

and GRS 9, Item 3b

303-05. General Travel and
Transportation Files.

303-05a. Routine Administrative
Records. Relating to travel, including
correspondence, notices, memorandums,

reports, and related records pertaini
commercial and forei €l and
tra 160 and freight functions not

covered elsewhere in this schedule.

Cutoff at the end of the

fiscal year. Destroy w
2 year. -

RCS/Ite
RS 9, Item 4a

303-05b. Accountability Records.
Includes individual employee travel case
files, containing copies of per diem
vouchers and related receipts, mai

by other as field offices, for
accountability purposes. NOTE: For

Destroy 1 year after all

RCS/Item 308-0
, Item 4b




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
routine relocation (permanent change of

duty station) records see 305-05¢ below.

303-05c. Routine Relocation Records. Cutoff at the end of the New Item

Contains copies maintained for fiscal or
accountability purposes.

fiscal year. Destroy 3
years after cutoff

303-06. Non-Federally Funded Travel
Files.

303-06a. Agency Copies of Semiannual
Expense Reports for Non-Federally
Funded Travel. Submitted by all
Executive Branch agencies to the Office of
Government Ethics. Reports summarize
payments made to the agency from
Federal sources for trave istence, and
related expen an employee who
meeting or similar function
relating to official duties.

Destroy when 4 years old.

—

N1-57-02-02, Ite
304-0

303-06b. Compilation Records.
Statements, forms, and other records used
to compile Semiannual E

ally Funded Travel.

or

Destroy 1 year after
submiss]

Office of Government
Ethics.

N1-57-
304-06b

303-07. Federal Employee
Transportation Subsidy Records.
Documents in either paper or electronic
form relating to the disbursement of
transportation subsidies to employees,
including applications of employees no
longer in the program, supersed
applications, certificgtienr1ogs, vouchers,
other forms used to
ent the disbursement of subsidies.

Destroy when 3 years old.

/

N1-57-02-02, Ite
304-07 S9,
m 7

303-08. Records Relating to Official
Passports.

303-08a. Application Files. Documents
relating to the issuance of official passports,
including requests for passports and
transmittal letters.

NOTE: Official passports should be
returned to the Department of State upon
expiration or upon the separation of the
employee.

Destroy when 3 years old.

RCS/Item 308-05c¢
and GRS 9, Item 5a

303-08b. Passport Registers. Registers

Destroy when superseded

RCS/Ttem 308.05¢

and Tists of agency personnel who have

or obsolete.

and GRS 9, Item 5S¢

10




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

official passports.

304.
Files.

Self-Service Store Operations

304-01. Self-Service Store Operations
General Files. Routine administrative
records including any correspondence or
announcements relating to
servic , operations, or other
areas not covered elsewhere in this
schedule.

Cut-off at the end of the
fiscal year. Destroy w

2 f when no
longer needed, whichever
is later.

N1-57-02-02

304-02. Stores Invoice Files. Invoices or

Destroy when 3 years old.

RCS/Item 309-02—

A4
equivalent papers-tused-for-stores

accounting, including receiving reports.

and GRS 8§, Item 2

304-03. Inventory Requisition Files.
Requisitions for supplies and equipment for
current inventory.

304-03a. Reston Supply Service Center

Destroy 2 vears after

L0 TIY 5 Lo T 1
N1-57-62-02;Htenr

(RSSE)-Copy:

completion of requisition.

305-03a

304-03b. All Other Copies. Destroy when 6 months N1-57-02-02 Item—
old. 305-03b
304-04. Inventory Files.
304-04a. Inventory Records.— | Destroy 2 years from-date [ N1-57.02-02, Ttem—
of list. 305-04a
304-04b. Report of Survey Files and Destroy 2 years after date | N1-57-02-02Fenr
Other Papers. Used as evidence for fort or date of | 305-04c
am posting medium.
otherwise covered in this schedule.
RCOCSA

304-05. Stores Accounting Files. Stores

Destroy when 3 years old

4 fa TATA W 4T3
T tCNT OT=UD

accounting returns ard TEporis.

and GRS §, Item 3

304-06. Stores Accounting Background

Files. Working files used in accumulati
S Ing dafa.

Destroy when 2 years old.

RCS/Ttem 309-04

and GRS 8§, Item 4

305. Natural Science Network (NSN)
Program. A nationally linked network of
USGS data, information, and knowledge.

305-01. NSN Program Operations Files.
Relates to the management of the NSN.
Includes correspondence, reports,
evaluations, working papers, reference
materials, and related papers.

Cutoff at the end of the
fiscal year. Destroy when
3 years old.

New Item

305-02. NSN Program Planning Files.

Cutoff at the end of the

New Item

Includes program objectives, projections for

fiscal year. Destroy when

11




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

future activities, and program planning
which support the agency’s mission.
Includes studies, analysis, statistical data,
correspondence which documents current
and long-range plans, and working papers
preliminary to final reports.

7 years old.

305-03. NSN Finding Aids.

Destroy in agency when no
longer needed for
reference.

New Item

305-04. NSN Information Requests,
Referrals, and Acknowledgement Files.
Requests for information and copies of
replies thereto, involving no administrative
actions, and no policy decisions.
Acknowledgements and transmittals of
inquiries and requests that have been
referred elsewhere for reply. May include
chronological list and electronic index to
the records and may be maintained in
different media and formats. Therefore,
this series is written to authorize the
disposition of records in any media (media
neutral). Electronic systems in use include
the Customer Inquiry System (CIS),
Customer Inquiry Label System, and the
GSanswers e-mail application.

Cutoff at the end of the
fiscal year. Destroy S
years after cutoff.

New Item

305-05. NSN State Agreements. Case
files maintained to monitor and track
agreements. A typical file contains the
agreement, correspondence, progress
reports, agreement amendments and
renewals, and similar records.

Cutoff at expiration of the
agreement. Place in
inactive file. Destroy when
no longer needed for
reference purposes.

New Item

305-06. IBiS System. Supports the NSN
in the distribution of all USGS published
matenials such as maps, books, and
scientific reports. Other Federal agencies
such as the Bureau of Land Management,
Forest Service, and the National
Geospatial-Intelligence Agency provide
products that are also distributed from the
IBiS System. Files consist of the scanned
original customer correspondence for
orders, copies of checks, and deposit slips.

Cutoff at the end of the
fiscal year. Destroy 6
years and 3 months after
cutoff.

New Item

12




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
306. Library Records.
306-01. Library Operations. Cutoff at the end of the

Correspondence and records related to
normal activities performed for

acquisttions, cataloguin i ords,
reff —circulation, and document

delivery.

| fiscal year. Destro
T cutoff.

N1-57-02-
-10

306-02. Library Materials. Reference
circulating copies of books, pamphlets,
journals, catalogues, and similar materials.

Arrangement as a iate—ThiS material
of be kept in the office files.

Destroy when superseded,

obsolete, or no longer
 pecded-forrereienee. |
Refer items of potential
value to librarian for

N1-57-02-02, Tte

disposition.
306-03. Interlibrary Borrowing Cutoff at the end of the New Item
Requests. calendar year. Destroy 3
years after cutoff.
306-04. Library Purchase Transactions. | Destroy when 5 years old. | New Item
Transactions for books, periodicals, and
databases from time of order to receipt.
306-05. Library Reference Inquiries and | Destroy after 6 months. New Item
Document Delivery Field Requests. _
306-06. Library Management Records. | Cutoff at the end of the New Item
Correspondence and records related to the | fiscal year. Destroy when
policies, procedures, and staffing of the 5 years old or when
library and its relations with other libraries, | obsolete, superseded, or no
committees, and organizations. longer needed, whichever
is later.
306-07. Library Statistical Reports. Cutoff at the end of the New Item
Yearly compilations, including but not fiscal year. Destroy 20
limited to, monthly reference service, years after cutoff.
document delivery, circulation, cataloging,
and serials check-in activities.
306-08. Library Historical Records. Cutoff at the end of the New Item
Summary records of events of historical event. Destroy when no
importance to the Library. Examples longer needed for
include, but not limited to, open houses, reference.
dedications, significant donations, and
disasters. NOTE: For historical
purposes, it is suggested
that all documents be
retained indefinitely.
306-09. Library Catalogue. Database Destroy when obsolete, New Item

containing over 325,000 records for books,

superseded, or no longer

journals, maps, microforms, videocassettes,

needed, whichever is later.

13




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

CD-ROMs, and pamphlets. Online
citations describe items that have been
added to the library since 1975 plus all of
the publications of the USGS. The
catalogue identifies how many copies of
each title are in the collection, where the
copies are located, and whether they are
currently charged out or available.

307. Internal and External Audits.

307-01. Audit Files.

307-01a. Audit Case Files. Case files of
internal audits of agency programs,
operations, administrative and technical
procedures reviews, and other reviews of
USGS programs and of external audits of
contractors and grantees. Consists of the
official audit reports, correspondence
memoranda, and supporting
maintained by the o conducting the
audit, revie evaluation. Also, includes
re created by streamlining and other
teams established to evaluate processes and
procedures.

Cutoff at the end of the
fiscal year in which case is
closed. Destroy 8 years
after cut-off.

N1-57-02-02, Ite
306-01

307-01b. All Other Copies.

[

Cutoff at the end of the
fiscalyear. Destioy 2|
years after cutoff or when
no longer needed for
reference value, whichever
1S sooner.

| N1-57-02-02-FftenT—
306-01b

307-02. Office of the Inspector General
Contact Reports Files. Employee reports
of contacts or meetings with Inspector
General personnel, includi report
fo randums, and related
correspondence.

Cutoff at the end of the

fiscal year. Destro
cut-off.

N1-57-02-
-02

307-03. General Audit Files. Routine
administrative records i i
correspondence and related records
pertaining to bureau internal or external
audits or inspector general information, not
covered elsewhere in this schedule.

Cutoff at the end of the
fiscal year, Destroy when |
2 years old or when no
longer needed, whichever
is later.

306-03

308.

Schedules of Daily Activities.
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

308-01. Schedules of Daily Activities.
Paper and/or electronic copies of calendars,
appointment books, schedules, logs, diaries,
and other records documenting meetings,
appointments, telephone calls, trips, visits,
and other activities by Federal employees
while serving in the positions of bureau
Director, Deputy Director, Regional
Directors, Associate Directors, and may
include other high-level bureau personnel
who report to the Director or Deputy
Director. Files should not include materials
determined to be personal or non-record.

308-01a. Records containing substantive
information relating to official activities,
the substance of which has not been
incorporated into official files, excluding
records relating to the official activiti
fals (see 308-0lc

Destroy or delete when 2
years old.

e~

RCS/Item 102-04
M

Sa

308-01b. Records documenting routine
activities containing no substantive
information and records containing

substantive info 108; stance of
rciT has been incorporated into organized

files.

Destroy or delete when no

longer needed.

RCS/Item 102-
S 23, Item

5b

PIERAMANTINT 4, £ ot

308-01c. Records comtaimmyg substartive
information relating to the official activities
of high-level officials, the substance of
which has not been incorporated in the
official files. High-level bureau officials
include the Director, Deputy Director, and
other high-level USGS officials who report
to the Director or Deputy Director.

T EIIVIZNIEIN TS toffat
the end of the calendar
year. Offer to NARA 4
years after cut-off or
immediately upon leaving

position.

p w3 e g

NC1H57-89-1; Jtem—

102-04c

309. Records Common to Most Offices.

309-01. Files Maintenance and

Disposition Plans. Documents that reflect
file categories, di } i
other information about the files
accumulated at an individual file station.

2

Destroy upon receipt of a
r

evised plan or
iscontinuance of the plan.

N1-57-02-02, Item
- 309-6+—— |

309-02. Reading or Chronological Files.
Extra copies of correspondence prepared

Cutoff at the end of the

fiscal year. Destroy 1
pfierevtofrorafi |

N1-57-02-02, Ite

and maintained by the originating office

15



RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

used solely as a reading or reference file for
the convenience of personnel.

reference value has been
exhausted, whichever is
sooner.

309-03. Policy and Precedent Reference
Files. Copies of documents, establishing
policy or precedents pertinent to future and
continuing actions, are filed here.

Normally, policy and precedent files are
maintained at operating levels and consist
of extra copies of operating procedures,
statements of policy or procedure, examples
of typical cases, and other documents
duplicated in official files. Original or

Destroy when
organizational unit is
discontinued or when
documents become
obsolete or are no longer
needed for operati
ses.

N1-57-02-02, Item
309-03

309-04. Temporary Files. Papers,

Destroy immediately or

N1-57-02-02;

transmittal letters, and quasi-official notices | when no lon t | 309-04

(e.g., e-mail messages) of short-te eference.

interest th cumentary or

evidential value and normally need not be

kept more than 180 days.

309-05. Routine Tracking and Control Destray or delete when2 — | RESHtem =07

Files. Hard copy or electronic copy of
records and/or papers used to facilitate or
control work in progress, such as job
control records, status cards, routing slips,
work processing sheets, and records that
control work flow and record action taken
or serve as receipts for records charged out.

years old, or 2 years after
the date of the latest entry,
whichever is applicable.

and GRS 23, Item 8

309-06. Agency Directives and
Publications — Reference and/or
Circulating Copies. Extra copies, either
received electronically or on paper, of local
internal and external regulations, directives,
and publications; bureau and Department of
the Interior manual releases, bulletins,
circulars, pamphlets, and public relati

Keep copies at minimum
necessary for official
reference use. Destroy
when 2 years old, or w

N1-57-02-02, Ite
309-06

16




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

copy of the USGS Customer Service Plan.

309-07. Administrative Announcements.
Includes bureau, regional, and discipline all
employee memorandums and similar
announcements. These are issuances used
for short-term guidance and in T
policy or chan €rning operating

Destroy when superseded,
obsolete, or no longer

needed for reference-

NC1-57-81-2, Item

CTSTE 2 e

309-08. Directives and Publications of
Other Government Agencies. Copies of
such things as Congressional documents,
Office of Management and Budget

Circulars, Code of Federal Re 101,
Federal Regist 1ces, General Services
a ministration publications.

Destroy when superseded,
obsolete, or, when in the
case of bound vo
needed for
library purposes.

3

N1-57-02-02, Item

300-08—

309-09. Non-Government Publications.
Publications of commercial firms, private
institutions, and vendors, including
catalogs, brochures, price li imilar
publications: angement as appropriate.
This material should not be kept in the
office files.

Destroy when superseded

N1-57-02-0
-09

309-10. Office Administrative Files.

Only for records not covered elsewhere in
this schedule, ondence,
reports, forms, and other materials of a
general nature on a wide variety of subjects.

Cutoff at the end of the
| fiscal year Destroywhen |

2 years old or earlier if
purpose has been served.

NCI1-57-81-

309-11. Delegations of Authority Files.

309-11a. Approving Office.

DesToy 6 years afier ]

expiration of delegation.

03a

3

309-11b. All Other Offices.

Destroy upon expiration

NC1-57-84-4,Ttem

03b

310. Administrative Databases and
Electronic Spreadsheets.

310-01. Administrative Databases.
Databases that support administrative or
housekeeping functions, containing
mformation derived from hard-copy records
authorized for destruction herein.

Examples of these data bases include
accounting, supply management, excess
property management, and museum

property management.
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

NOTE: Electronic Information System
with long-term or permanent retention are
scheduled separately. Some of the items
covered under this schedule item include:
USGS Web Suite of Applications (GS
Answers, About USGS, and the such),
Federal Document Imaging System (FDI),
Personnel Resource Utilization System
(PRUS), Personnel Security Clearance
System (PSCS), Facility Maintenance
Management System (FMMS), Excess
Property System (XSP), Reston Supply
Service Center Inventory Control
(RSSCIC), Vehicle Reporting: Odometer
or Maintenance (VROOM), Aperture,
National Center Badging Identification
System (NCBIS), Facilities Budget Activity
Online (FBA Online), USGS Mail
Management System (WinMMS), Museum
Property Database Re: Discovery, Federal
Transportation Subsidy Program, BASIS+,
Training Management System, and IDEAS.

310-01a. When hard-copy records are
retained 1 ing

Delete information from
the database when no

Nt=57-02-02, ltem
308-01a and GRS

requirements. longer needed. 20, Item 3b(1)
310-01b.—Whenthe database takesthe | Delete after theexpiration | N1-57-02-02Z; Trenr
place of hard-copy records. of the retention period 308-01b and GRS

authorized for the hard-
copy file, or when no
longer needed, whichever
is later.

20, Ttem 3b(2)

310-01c. Hard-copy printouts created for

Destroy when no longer

N1-57-02-02, Item

shori-term-admintstrattve-purposes:

Tieeded.

308-01c and GRS

20, Item 3b(3)
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September 2008

CHAPTER 400. HUMAN CAPITAL PROGRAM (INCLUDING PAYROLL AND TIME
AND ATTENDANCE RECORDS), EQUAL EMPLOYMENT OPPORTUNITY, AND
EMPOYEE DEVELOPMENT RECORDS

Records relating to all areas involved in the oversight and management of Federal civilian
personnel.

Chapter 400 Topics. This section provides for the disposition of the following:

401. Human Capital Program Files

402. Official Personnel Folders (OPF)

403. Volunteer Personnel Files

404. Employment Files

405. Employee Performance and Awards Files

406. Position Classification and Job Evaluation Files
407. Employee Relations and Service Files

408. Benefits and Workplace Enhancement Program Records
409. Ethics and Employee Standards of Conduct
410. Federal Workplace Drug Testing

411. Special Appointment Files

412. Educational and Student Program Files

413. Employee Training Files

414. Employee Health Files

415. Labor Relations Files

416. EEO Files

417. Payroll and Time and Attendance Files

401. Human Capital Program Files include the following records:

401-01  Human Capital Program Plans and General Records — Correspondence, program
planning records, and other general administrative and operational records.

401-02  Human Capital Management Analysis, Statistical, and Other Reports —
Miscellaneous reports relating to Human Capital management activities.

401-03  Human Resources Initiatives (HRI) Proposal Awards — Files and related records
on project proposals and funding,.

] 402. Official Personnel Folders (OPF) include the following records:

402-01 OPF of Federal Employees — Records, copies, correspondence, and other forms
maintained in the OPF.

402-02  Supervisor’s Personnel Files and Duplicate OPF Documentation —
Correspondence and other related records on individual employees duplicated or
not appropriate for the OPF and maintained for convenience.

| 403. Volunteer Personnel Files include the following records:

403-01  Volunteer Files — Files and related documents for volunteer personnel.




403-02  Volunteer Program Administrative Files — General correspondence, reports, and
other materials which document the activities of the Volunteer Program.

| 404. Employment Files include the following records:

404-01  Appointment Information and Employment Staffing and Analysis Files —
Materials pertaining to appointments.

404-02  Offers of Employment Files — Correspondence related to offering appointments to
potential employees.

404-03  Certificates of Eligibles Files — Copies of certificates and related correspondence.

404-04  Employee Merit Promotion Case Files — Records relating to promotions.

404-05  Personnel Interview Records — Records relating to interviews.

404-06  Notifications of Personnel Actions — Records documenting personnel actions.

404-07  Employment Applications ~ Application records.

404-08  E-Mail Vacancy Notification System — USGS system which automatically sends
out notifications, by e-mail, whenever jobs are available that meet employee
specifications.

404-09  Vacancy Announcements (As Created and Maintained in Personnel Offices) —
Postings used to notify employees of available jobs.

404-10  Recruitment Packages — Packets containing promotional materials on the USGS.

404-11  Prehire Test Files — Records used to measure suitability for hire.

404-12  Employment Examination and Certification Records — Records which allow for
the examination and certification of applicants for employment.

404-13  Unemployment Compensation Records — Records documenting the
unemployment process.

404-14  Reductions-in-Force Files — Correspondence and other related records pertaining
to separation procedures.

404-15  Online Automated Recruitment System (OARS) — Computerized employment
application processing system.

404-16  Exit Interviews —~ USGS web-based system to conduct exit interviews and gather
statistical information from departing employees.

404-17  Volunteer for Science Program System — USGS system with information on
perspective volunteers.

| 405. Employee Performance and Awards Files include the following records:

405-01  Employee Awards Files — Case files on employee awards and copies of letters of
commendation and appreciation.

405-02  Employee Performance File System Records — Appraisal, performance plans, and
ratings along with supporting documentation,

| 406. Position Classification and Job Evaluation Files include the following records:

406-01  Classification Files — Position classification standards, guidelines, and other
review records.

406-02  FastClass ~ USGS web-based classification system that generates position
descriptions.




406-03

406-04

406-05

Wage Survey Files — Records and related correspondence pertaining to area
wages paid for employees.

Pay Comparability Records — Records documenting use of retention initiatives
such as recruitment bonuses.

Classification Appraisals (Pay) Files — Documents the comparison of salaries.

|i07. Employee Relations and Service Files include the following records:

407-01

407-02

407-03
407-04

407-05

Employee Relations Case Files — Records relating to disciplinary and adverse
actions.

Employee Investigative Files — Records of investigations conducted by and for
personnel offices.

Leave Program Files — Records associated with bureau leave programs.
Employee Concerns Program — Case files which document employee allegations
on such areas as environmental, safety, and health-related issues.

Conflict Resolution (CORE) Program — Records of program oversight and
mediation.

408. Benefits

and Workplace Enhancement Program Records include the following

records:

408-01 Physical Fitness Program — Records on all aspects of local and bureau programs
and employee reimbursements.

408-02  Alternate Worksite/Flexiplace Telecommuting Program — Miscellaneous records
and reports and employee agreement records.

408-03  Transportation Fringe Benefit Program — Miscellaneous records and employee
participation records.

408-04  Federally Run Day Care Centers — Records related to general administration and
operation of centers.

408-05  General Workplace Enhancement Program Files — Miscellaneous records relating
to employee programs.

408-06  Employee Assistance Program (EAP) Files — Program files and general records
relating to general health and wellness topics.

408-07  Federal Employees Health Benefits Program — Records related to eligibility.

408-08  Employee Benefits Files — Records on retirements and death cases.

L409. Ethics and Employee Standards of Conduct Records include the following records:

409-01

409-02

409-03

409-04
409-05

Ethics and Employee Standards of Conduct Files — Records related to general
standards of conduct and ethics topics.

Financial Disclosure Reports — Records and related documents submitted by
individuals required to submit reports.

Stock Holding Conflicts and Advisories — Guidance and case files regarding all
aspects of the USGS Conflict of Interest Policy and its compliance.
Conflict-of-Interest Files — Forms and records on outside work requests.
Serving in Official Duty Capacity in Outside Organizations — Employee records
on serving as officers or members of Boards of outside organizations.




409-06  Ethics Training Records — Records on required mandatory annual training
requirements for individuals filing financial disclosure reports.

409-07  Acreage Report Files — Miscellaneous reports related to individuals and
companies holding Federal oil, gas, or mining leases.

410. Federal Workplace Drug Testing Records include the following records:

410-01  Federal Workplace Drug Testing Program Files — Drug testing program records.
410-02  Federal Workplace Drug Awareness Program Files — General documents
pertaining to administration of the bureau drug awareness program.

| 411. Special Appointment Files include the following records:

411-01  Americans with Disabilities Act Files — Files describing and documenting work
environment issues.

| 412. Educational and Student Program Files include the following records:

412-01  Academic and Outreach Programs — Records that document educational outreach.

412-02  Apprenticeship Program Files — Records and related documents developed during
apprenticeship terms.

412-03  Tuition Reimbursement Records — Records relating to employees involved in a
tuition assistance program.

412-04  Student Recruitment System (SRS) — USGS system that allows students to learn
about the USGS.

412-05  Student Placement Assistance (SPA) System — Interactive website which assists
current students in locating alternate positions.

| 413. Employee Training Files include the following records:

413-01  Learning Management System (LMS) — Employee records of training.

413-02  Training Records — Records associated with the coordination of training courses.

413-03  USGS Programs Designed to Help USGS Employees — Records and other
documents related to employee programs.

413-04  Training Support Databases — System used to support administrative or
housekeeping functions.

| 414. Employee Health Files include the following records:

414-01  Individual Non-Occupational Health Record Files — Records documenting an
individual employee’s medical history.

414-02  Health Unit Control Files — Records reflecting visits to health units.

414-03  Employee Medical Folders (EMF) — Individual employee medical files.

414-04  Employee Health Statistical Summaries — Records pertaining to employee health
statistics and smoking issues and policies.

414-05  Worker’s Compensation Files — Records relating to on-the-job injuries.

414-06  Occupational Injury and Illness Files — Records documenting occupational
injuries and illnesses.

| 415. Labor Relations Files include the following records:




415-01

415-02

Labor Management Relations — Records relating to relationship between
management and employee unions or other groups.
Certification/Decertification Files — Files documenting management’s actions
relating to the response to union membership organizing drives.

[ 416. EEO Files include the following records:

416-01
416-02

416-03
416-04

416-05

416-06

EEO Official Discrimination Records — Case files of complaints.

EEO Compliance Records — Records relating to contractor employment practices
and reports on compliance.

EEO Employment Statistics Files — Records relating to employment statistics.
EEO Affirmative Action Plans (AAPs) — Records of reports and other related
documents.

Special Emphasis Programs and Project Records — Records on all aspects of
special emphasis programs and projects.

EEO General Files — General correspondence related to the EEO program.

| 417. Payroll and Time and Attendance Files include the following records:

417-01
417-02
417-03
417-04
417-05
417-06
417-07
417-08
417-09
417-10
417-11
417-12

417-13
417-14

Individual Employee Pay Records — Employee pay records.

Non-Current Payroll Files — Copies of non-current payroll data.

Time and Attendance — Leave Application Files — Approvals of employee leave
requests.

Time and Attendance Source Records — Records which leave input data are based
on.

Time and Attendance Input Records — Records used to input time into a payroll
system.

Flexitime Attendance — Background records used for time under flexitime
systems.

Leave Record Files — Records of employee leave.

Tax Files — Copies of employee tax information.

Savings Bond Purchase Files — Records regarding savings bond purchases.
Combined Federal Campaign and Other Allotment Authorizations — Employee
authorization records.

Payroll Levy and Garnishment Files — Official notices and related
correspondence.

Payroll Administration — Payroll System Reports — Reports and data used for
agency workload and/or personnel management purposes.

Payroll Adjustment and Change Files — Corrections or adjustments to pay.
Payroll Correspondence — Copies of correspondence between the USGS and
payroll and any general payroll records.

What records in e  All records that are filed in the OPFs of Federal employees.
this chapter are e  All records that are filed in the Official EMFs.

important or
considered
permanent

e Official payroll files found in an agency personnel/payroll system.

USGS records?




What records in Human Capital Program files.

this section are HRI proposal records.

considered ¢ Employee informational materials relating to personnel management,
temporary EEOQ, and payroll and timekeeping.

USGS records? Employee files which are created and do not belong in the OPFs.
Volunteer files.

Employment files.

Employment examination files.

Employee awards files.

Position classification files.

Wage and pay records.

Employee relations and service files.

Employee investigative files.

Employee concerns files.

Workplace enhancement program materials.

Employee benefits files

Employee Assistance Program files.

Standards of conduct files.

Ethics files.

Federal workplace drug testing files.

Special appointment files.

Educational and student outreach program records.

Employee training files.

Miscellaneous health files not pertaining or found in EMFs.

Labor relation files.

EEO files after resolution of cases and various compliance and review
files.

e Miscellaneous files relating to leave, time and attendance, and payroll.

*
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Questions? Contact the USGS Records Manager or your discipline or regional Records
Liaison Officer — http://internal.usgs.gov/gio/irm/fmassis2.html
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CHAPTER 400. HUMAN CAPITAL PROGRAM (INCLUDING PAYROLL AND TIME
AND ATTENDANCE RECORDS), EQUAL EMPLOYMENT OPPORTUNITY, AND
EMPLOYEE DEVELOPMENT RECORDS

RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
401. Human Capital Program Files.

401-01. Human Capital Program Plans and | Cutoff at the end of the N1-57-02-02,
General Records. Correspondence, fiscal year. Destroy 3 Item 401-01

memoranda, announcements, and other records
relating to the Human Capital Strategic Plan,
Human Capital Program plans, and general
administration and operation records of the
Office of Human Capital functions. Excludes
records specifically described elsewhere in this
schedule and records maintained at agency staff
planning levels.

years after cutoff, or
when no longer needed,
whichever is sooner.

401-02. Human Capital Management
Analysis, Statistical, and Other Reports.
Miscellaneous reports generated in the Office of
Human Capital and subordinate units relating to
Human Capital management activities.

Cutoff at the end of the
fiscal year. Destroy 2
years after cutoff, or
when no longer needed,
whichever is sooner.

RCS/Item 401-05
and GRS 1, Item
16

401-03. Human Resources Initiatives (HRI)
Proposal Awards. Project funds available for
the support of education and training by USGS
employees.

401-03a. Files and Records Related to the
USGS Process for HRI Proposal Awards.
These include, but are not limited to, records
such as criteria to be used for selections,
announcements to call for proposal
of a panel to review t Osals submitted,
and determimation of level at which approved
roposals are funded.

Cutoff at the end of the
fiscal year. Destroy 5

W

N1-57-02-0
5-03a

401-03b. HRI proposals received for
consideration from bureauwide call.

401-03b(1). Approved Proposals.

mm——

Destroy 3 years afte
W
funds have been
distributed.

Item 405-03b(1)

401-03b(2). Unapproved Propasals

Destroy Tyearafter
proposal is rejected.

N1-57-02-02,
Item 405-03b(2)

401-03¢c. Forms and other records generated by

Destroy when 1 yvear old

a WAl

O
N-57-62-62;

-the-ageneytotrackard evaluaie the process and

or when no longer

Item 405-03c




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

review the results from the proposals chosen for
conformance to criteria.

needed, whichever is
later.

402. Official Personnel Folders (OPF).

402-01. OPF of Federal Employees. Records
filed on the right side of the OPF. (See Item
402-01c below for temporary papers on the left
side of the OPF). Folders covering employment
terminated after December 31, 1920, excluding
those selected by the National Archives and
Records Administration (NARA) for permanent
retention.

402-01a. Transferred Employees.

-

See Chapter 7 of The
Guide to Personnel

Recordkegping-for
mistructions relating to

folders of employees
transferred to another
agency.

RCS/Ttem 401-

m

Item la

402-01b. Separated Employees.

Transfer folder to the
National Personnel
Records Center

St, rs; Missouri, 30
days after latest
separation. NPRC will
destroy 65 years after
separation from Federal
service.

2

RCS/Item 401-
0 S1,
Item 1b

402-01c. OPF Temporary Individual
Employee Records. All copies of
correspondence and forms maintained on the
left side of the OPF in accordance with Chapter
3 of The Guide to Personnel Recordkeeping,
excluding the Immigration and Naturahzafion
Service Form I-9 and ance-related
records.

Destroy when superseded
or obsolete, or upon
separation or trans
employee;uriless

ecifically required to be
transferred with the OPF.
See Item 402-01d for
disposition of I-9 forms
and Item 405-02 for
disposition of temporary
performance-related
records.

N1-57-02-02
W

402-01d. Immigration and Naturalization

Destroy 3 years after

Oyee separates from

service or transfers to

| NI-57-62-02,
Item 402-01d

another agency.




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

402-02. Supervisor’s Personnel Files and
Duplicate OPF Documentation.

402-02a. Supervisor's Personnel Files.
Correspondence, memoranda, forms, and other
records relating to positions, authorizations,
pending actions; copies of position descriptions
performance plans and reviews; requests for
personnel action, and records on individual
employees duplicated in or not appropetate for
the OPF. Also, include an ctronic copies of
correspondence oranda, forms, and such
ed on electronic mail (e-mail) and
word processing systems and printed solely for
recordkeeping copies.

3

Review annually and
destroy superseded or

ter separation or
transfer.

RCS/Item 401-
W
em 18a

402-02b. Duplicate Documentation. Other Destroy when 6 months RCS/Item 401-

copies of documents duplicated in OPFs L old— [ 04band GRS 1,
' where 1n this schedule. Item 18b

402-02c. Non-Supervisory Desk Copy Files. | Review annually and N1-57-02-02,

Duplicate copies of files found in Item 402-02a
above and maintained, for convenience, by

supervisor’s office human resou el,
with supervisor’ wledge.

destroy superseded or

| obsaletedocuments; or |
destroy file relating to an
employee within 1 year
after separation or
transfer.

| lenr407700c

403. Volunteer Personnel Files. Documenting
the administration and operation of the
volunteer program and the activities of
individuals or organized groups who voluntarily
and without compensation or reimbursement
provide services to USGS.

403-01. Volunteer Files. Personnel files as
described in FPM 308.7-6d containing volunteer
application, service agreement, perfo

evaluation, certi ppreciation,
cotrespondence, and related materials.

Cutoff at the end of the
fiscal year ] i
services are terminated.
Destroy 3 years after
cutoff,

N1-57-02-02-
Item 404-01a

403-02. Volunteer Program Administrative
Files. General correspondence, annual reports,

and other material documenting th i
administration;+ procedures, and general

activities of the volunteer program.

Cutoff at the end of the
fiscal year.
years after cutoff.

N1-57-02-
tem 404-01b

404. Employment Files.




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

404-01. Appointment Information and
Employment Staffing and Analysis Files.
Material pertaining to the appointment and
tenure or career, career-conditi ;temporary,
indefini yees and to employment
staffing methods, procedures, and practices.

Cutoff at the end of the

fiscal year. Destro
er cutoff.

N1-57-02-
eém 403-01

404-02 Offers of Employment Files.
Correspondence, including letters and
telegrams, offering appointments to potential
employees.

404-02a. Accepted Offers.

Destroy when

N1-57-02-02,

appointment is effective.

Item 403-03a and
GRS 1, Item 4a

404-02b. Declined offers for Federal
employment:

404-02b(1). When name is received from
certificate of eligibles.

e orcgs

Return to Office of
anagement
(OPM) with reply and

| N1-57-02-02—

Item 403-03b(1)
and GRS 1, Item

application. 4b(1)
404-02b(2). Temporary or Excepted File with application. N1-57-02-02,
Appointment. {Secttenr404-07). Item 403-03b(2)
and GRS 1, Item
4b(2)
404-02b(3). All Others. Destroy immediately. N1-57-02-02

———TTiem 403-03b(3)
] and GRS 1, Ttem
4b(3)
404-03. Certificates of Eligibles Files. Copies | Cutoff at the end of the RCS/Ite

obtained from OPM of certificates of eligibles

with related requests, forms, correspon ;
and statement T passing over a
preference eligible and selecting a non-

preference eligible.

fiscal year.
ears after cutoff.

and GRS 1, Item
5

404-04. Employee Merit Promotion Case
Files. Records relating to the promotion of an
individual that document qualification
standards, evaluation methods, selection
procedures, and evaluations of candidates.

Destroy after OPM audit
or 2 years after the
personnel action is
completed, whichever is
sooner. In instances
where a complaint has
been filed concerning an
action, file must be
retained for a minimum
of 2 years following
resolution of the case

N1-57-02-02,
Item 403-05

10




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

404-05. Personnel Interview Records.

Correspondence, reports, and
ing to interviews with employees.

Destroy 6 months after
€r or separation of

| RCS/Item-402-04—
and GRS 1, Item

employee. 8
404-06. Notifications of Personnel Actions. Cutoff at the end of the RCS/Item 402-
Federal SF-50 and if available, fact sheets, fiscal year. Destroy when | 07a and GRS 1,
documenting all individual personnel actions 2 years old. Item 14a

such as employment, promotions, transfers, and
separation, exclusive of the copy in the OPF or
in the supervisor’s reference file.

404-07. Employment Applications.
Applications, including OF-612, resumes, and
any other application that an agency may
develop for unique jobs with specialized
requirements, and related records, excludi
records relating to appomt equiring
Senatonal conf] fon and applications

in appointment which are filed in the

Destroy upon receipt of
OPM inspection report or

when 2 years
er is earher

RCS/1te =
RS 1, Item

15

404-08. E-mail Vacancy Notification System.
USGS system by which notifications are
automatically sent out by e-mail whenever the
kind of job a person desires opens in the USGS.

404-08a. Inputs. Electronic inputs consisting
of personnel e-mail addresses and their

preferences for any vacancies that i
criteria.

Delete or destroy after
input and 0
ata into master file or
when no longer needed to
support the reconstruction
of the master file,
whichever is later.

N1-57-
Item 403-09a

404-08b. Master File. Consists of a database
that contains all users’ current preferences and
the OPM’s USAJobs control numbers of the

vacancies that they have already been notified
about. Users update elements and/or entire
record as required, and delete their o

or becomes invalid.

Delete record at the
request of the user, or
when the user’s e-mai
address 1 onger valid,
ichever is sooner.

N1-57-02-02
W

404-08c. Outputs. E-mail notifications are
received by USGS employees who have

Destroy when
supersede
no longer needed.

NI1-57-
Item 403-09¢

registered w1th the system E-mail t
are a consolj of each new vacancy
af the USGS, found in the OPM’s USAJobs that

11




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
meets the criteria provided by the employee.
404-08d. System Documentation. All Cutoff when system is | N1-57-62-02;

material relating to the system resides on the

stroy any
printed documentation 6
years after cutoff.

Item 403-09d

404-08e. All Other Copies. Informational
copies of employee e-mails, announcements,
memoranda, and such relating to
implementation and use of the
Notificati

ancy

Cutoff at the end of the

fiscal year. Destroy 2
Mm

superseded, obsolete, or
no longer needed,
whichever is later.

N1-57-02-02

| lterr40300e

404-09. Vacancy Announcements (As
Created and Maintained in Personnel
Offices). Information used to notify employee
population of the avaﬂablhty ofa
opemng Postings ¢ ¢neral description
uirements, salary range, and cutoff
date for accepting employment applications.

Cutoff at the end of the

fiscal year. Destr
 cutoff.

W
tem 403-10

404-10. Recruitment Packages. Packets
containing original promotional material, blank
forms giving investigative authorizati

general philo its, and other
Imcentives.

Cutoff at the end of the
fiscal ¥ when
superseded, obsolete, or
no longer needed.

Itemm 403-11

404-11. Prehire Test Files. Prehire test files
consist of, but are not limited to, written and
practical job-skill/proficiency pass/fail tests
administered by labor management personnel to
measure suitability for hire. Includes pre-
placement physical examination.

404-11a. Successful prehire applicant test files,

Transfer to OPF after date

e fbe
AT UTiNg

where of employiment was made.

of hire.

FN-570202
Item 403-12a

404-11b. Successful prehire applicant test files, | Destroy 2 years after date—-NI~-57-02-02;
where-neo-employmemt offer was made. of test. Item 403-12b
404-11c—Unsuccessful prehire-applicant test— - Destroy 1 year after date - N1-57-02-02,

of test.

Item 403-12¢

404-12. Employment Examination and
Certification Records. Delegated agreements
and related records created under the authority
of 5 U.S.C. 1104 between the OPM and
agencies, allowing for the examination and
certification of applicants for employment.

404-12a. Delegated Agreements. Destroy 3 years after RCS/Ttem 402-
termination of agreement. | 09a and GRS 1,
Item 33a

12




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
404-12b. Correspondence concerning Cutoff at the end of the N1-57-02-02,
applications, eligibles certification, and all other | fiscal year. Destroy 1 Item 403-

examining and recruiting operations. Includes,—
bu 1T 0, correspondence from the
Congress, White House, and general public, and
correspondence regarding accommodations for

holding examinations and shipment of test
materials.

OlIl.

GRS 1, Item 33b

404-12c. Test Material Stock Control. Stock Destroy when test is | RCS/Item-462=—
control records of examination test material su olete. 09b and GRS 1,
including running invent fial In Item 33d

stoeke

404-12d. Application Record Card (OPM Form | Cutoff after examination. | N1-57-02-02, —

o lafer than 90
days after cutoff.

Item 403-13d and
GRS 1, Item 33e

404-12e. Examination Announcement Case
Files. Correspondence regarding examination
requirements, original drafts of examination,
and announcements issued excluding records
concerning qualification standards, job

specifications, and their de -

Cutoff after termination
of related register or
inventory or after final
action is taken on the

case examining
procedures. Destroy 2
years after cut off.

| certificate generated by |

N1-57-02-02,
Item 403-13e and
GRS 1, Item 33f

-

404-12f. Register of Eligibles (OPM Form
5001-C or equivalent, documenting eligibility of

an individual for Federal jobs).

Destroy 2 years after the
date on whi T
of inventory is

T

N1-57-02-
tem 403-13f and

GRS 1, Item 33g

terminated.
404-12g. Letters to applicants denying transfer | Cutoff at the end of the | N1-57-02-02,—
W year. Destroy 1 Ttem 403-13g and
year after cutoff. GRS 1, Item 33h
404-12h. Canceled and ineligible applications, | Cutoff at the end of the N1-57-02-02
supplemental forms, and attachments. fiscal-year—Destroy T | Item 403-13h and

pplemental forms, and attachments,

year after cutoff.

GRS 1, Item 33k

404-12i. Test Answer Sheets. Written test

answer sheets for both eligi .
iled by date of processing.

Destroy when 6 mon
old.

L N1-57-62=02,—
Item 403-131 and
GRS 1, Item 33i

404-12j. Lost or Exposed Test Material Case
Files. Records showing the circumstances
loss Ty action, and
corrective action required.

Cutoff at the end of the
- Destroy 5
years after cutoff.

| N1-57-02-02;—
Item 403-13;j and
GRS 1, Item 33j

404-12k. Eligible Applications.

404-12k(1). On Active Register.

Destroy 90 days after

N1-57-02-02,

termmratrorr of the register

or inventory, (except for

Ttem 403-13k(1)

and GRS 1, Item

13




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
those applications that 33I(1)
may be brought forward
to a new register or
inventory, if any).
404-12k(2). On Inactive Register- Cutoffattheemd of the NT-57-02-02,

fiscal year. Destroy 1
year after cutoff.

| Item 403-13k(2)

and GRS 1, Item

331(2)
404-121. Request for prior approval of Cutoff at the end of the | RCS/Atenr402-
personnel actions taken by agencies. Relating fis : Toy 1 09c and GRS 1,
to such matters as promotion ; year after cutoff. Item 330
rein ;Or change in status, submitted by
SF-59, OPM 6438, or equivalent form.
404-12m. Certificate Files. SF-39, SF-39A, or | Cutoff at the end of the N1-57-02-02,

equivalent, and all papers upon which the
certification was based: detailed rating
schedule, record of selective and quality ranking
factors used, list of eligibles screened for the
vacancies, rating assigned, availability
statements, and other documentation material
designated by the examiner of retention. It is
recommended that both the file copy and the
audited report copy of the certificate be kept in
this file. Files should be arranged to permit
reconstruction or validation of actions taken in
the event of appeal or legal action.

fiscal year. Destroy 2
years after cutoff date
unless litigation has
resulted. In those cases,
retain until further notice
from OPM.

Item 403-13m
and GRS 1, Item
33p

404-12n. Certification Request Control Index.

_Cutoff at the end-of the—]

fiscal year. Destroy 2
years after cutoff.

NT-57-02-02,
Item 403-13n and
GRS 1, Item 33q

404-120. Interagency Placement Program (IPP)
applications, registration sheet 5
ntation.

_E?fEEDLEBgnszqﬁnﬂﬁ»%——
of employee’s DEP

eligibility.

b

Item 403-130 and
GRS 1, Item 33r

404-13. Unemployment Compensation
Records. Records documenting all aspects of
the unemployment process from notification of
termination and administrative review to any
dispute hearings that may occur prior to or
immediately following the termination pr

efit amounts, and related working papers
between the compensating state and the
personnel office.

If filed separately, cutoff
at termination and

maintain for 3 years.
Link file to ated
fd follow the

disposition in Item 402-
01.

N1-57-02-02
o a3 Th

14




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
404-14. Reductions-in-Force Files

404-14a. Correspondence and Related Cutoff at the end of the | N1-57-02-02—
Materials. Correspondence and related Toy Item 403-15a

material pertaini ons-in-force (RIF)
and separation procedures, exit interviewing,
and resignation processes. Includes such things
as appeal procedures and actions, assignment
rights, scope of competition, competitive levels
involuntary separations and furloughs other than
military, surplus employee lists, and
reemployment rights.

years after cutoff.

404-14b. Retention Registers.

404-14b(1). Registers of eligibles and related

£§7 0O Q5

Destroy 3 years fro

records-used-toeffect RIF actions.

date the case closes.

I\‘Tl DT=UZ=U4,

Item 403-15b(1)
and GRS 1, Item
17b(1)

404-14b(2). Registers from which no RIF

Destroy when superseded

I B aYa B aVa
I\‘T} oT=0UZ-UL,

actions-have-beemrtakemand related records.

or obsolete.

Item 403-15b(2)
and GRS 1, Item
17b(2)

404-15. Online Automated Recruitment
System (OARS). A computerized employment
application processing system, which
electronically prescreens candidates and ranks
them according to specified criteria.

404-15a. Inputs. Electronic inputs consisting
of registrant, vacancy announcement, and
applicant information (a cy

Delete or destroy after
data into master file or
when no longer needed to
support the reconstruction
of the master file,
whichever is later.

| N1-57-02-02;—
Item 403-16a

404-15b. Master File. Consists of a database
that retains registrant, vacancy and applicant

information, and does not interface wi
other databa

Delete vacancy records

W
and registrant records that

have been inactive over 3
years.

N1-57-02-02
Item 403-16b

404-15c. Outputs. Provides management with
lists of vacancy questions and candidates
eligible to be considered for selection.

404-15¢(1). Electronic Copy.

T —

Delete after
€eping copy is

produced or no longer

Ttem 403-16¢(1)

needed for operational

15




RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
purposes, whichever is
later.

404-15¢(2). Recordkeeping Copy (paper). Cutoff at the end of the N1-57-02-02
fiscal'year. Destroy 3 Item 403-16¢(2)

years after cutoff.

404-15d. System Documentation. Consists of

user manuals.

Cutoff when system is
gplaced. Destroy 6 years

after cutoff.

| N1.57-02-02—
Item 403-16d

404-15e. All Other Copies. Informational

Cutoff at the end of the

N1-57-02-02;

copies of employee e-mails, announcements,
memoranda, and such relating to
implementation and use of the OARS and
related website.

fiscal year. Destroy 2
years after cutoff or when
superseded, obsolete, or
no longer needed,
whichever is later.

Item 403-16e

404-16. Exit Interviews. USGS web-based
tool to conduct exit interviews and gather
statistical information from departing USGS
employees.

404-16a. Inputs. Electronic inputs consisting
of survey information and answers to survey

questions that exiting employees fill o
they leave the -

Delete or destroy after

W
afa into master file or

when no longer needed to
support the reconstruction
of the master file,
whichever is later.

N1-57-02-02-
Item 403-17a

404-16b. Master File. Consists of a database
that houses the survey results and does not
interface with an

Delete records only when

| data isnolonger— |

statistically significant for
doing trend analysis.

N1-57-02-
tem 403-17b

404-16¢. Outputs. Provides management with
a copy of the survey provided by employees that
are leaving the USGS.

404-16¢c(1). Electronic Copy.

-

Delete after
recordkeepi

produced or no longer
needed for operational
purposes, whichever is
later.

N1-57-02-
tem 403-17¢(1)

404-16¢(2). Recordkeeping Copy (paper).

-

Cutoff at the end of the

fiscal year. Retire
r orage facility

2 years after cutoff.
Destroy 6 years after

N1-57-02-02

m

cutoff.

16




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

404-16d. System Documentation. Consists of

Cutoff when system i
a Raosoft EZSurve 1 - replaced. Destroy 6 years

after cutoff.

- NF-57-02<62
Item 403-17d

404-16e. All Other Copies. Informational
copies of employee e-mails, announcements,

memoranda, and such relating to
implementation € Exit Interview
Systeém and related website.

Cutoff at the end of the N1-57-02-
fiscal year. D em 403-17¢
ars after cutoff or when

superseded, obsolete, or

no longer needed,
whichever is later.

404-17. Volunteer for Science Program
System. USGS system with information on the
USGS Volunteer for Science Program.

404-17a. Inputs. Electronic inputs consisting
of applications from perspective volunteers to
apply for volunteer opportunities at the USGS
and opportunities from managers.

Delete or destroy after

input and verification

N1-57-02-
m 404-02a

data i f file or
when no longer needed to
support the reconstruction

of the master file,
whichever is later.

404-17b. Master File. Consists of a database

Delete records after 1

o 4 Va W aVa Y
N1-57-62=62;

thatcentains-volumnteer applications.

year.

Item 404-02b

404-17¢. Outputs Provides management with
volunteer application forms for consideration.

404-17¢(1). Electronic Copy.

L

Delete after
recordkeeping copy is

o 0 longer
needed for operational
purposes, whichever is
later.

404-17¢(2). Recordkeeping Copy (paper).

Cutoff at the end of the

fiscal year. Destroy 1
year after cutoff.

404-17d. System Documentation. Volunteer
Handbook is available for managers.

Applications are available online.
agree rgency care for minor forms

are available for managers.

Cutoff when system is

replaced. D
after cutoff.

404-17e. All Other Copies. Informational
copies of employee e-mails, announcements,
memoranda, and such relating to
implementation and use of the or
Science Pr Site.

Cutoff at the end of the

fiscal year. Destroy 2
MM

superseded, obsolete, or
no longer needed,
whichever is later.

17
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RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY

405. Employee Performance and Awards

Files.

405-01. Employee Awards Files.

405-01a. Case Files. Includes Cutoff at the end of the RCS/Item 403-

recommendations, nominations, memoranda, fiscal year. Destroy 2 0la(l) and GRS

correspondence, reports, and related handbooks
pertaining to agency-sponsored cash and non-
cash awards such as incentive awards, within-
grade merit increases, suggestions, outstanding
performance, length-of-service, and any awards
from other Federal agencies or non-Federal
organizations. Also, copies of letters of
commendation and appreciation. Examples of
internal awards include, but are not limited to,
Safety and Health Awards, Going the Extra
Mile Award, Unsung Hero Award. (Excludes
official copy in the OPF).

years after approval or
disapproval or after
cutoff, whichever is
sooner.

1, Items12a, 12b,
and 12¢

405-01b. Employee Awards Correspondence
and Reports. Copies of e-mails, memoranda,
reports, and any other correspondence relating
to the bureau Incentive Awards Program

Cutoff at the end of the
fiscal year. Destroy 3
years after cutoff.

RCS/Ttem 403-02
and GRS 1, Item
13

405-01c. Lists of, or Indexes to, Agency Destroy when RCS/Item 403-

Award Nominations, Lists of nominees-and superseded, obsolete, or 01d and GRS 1,

winners and indexes of nominations. no longer needed. Item 12d

405-02. Employee Performance File System

Records.

405-02a. Non-SES appointees (as defined in 5

U.S.C. 4301(2)).

405-02a(1). Appraisals of unacceptable Destroy after the RCS/ =

performance, where a notice of proposed employee 03a(1) and GRS
year of acceptable 1, Item 23a(1)

demotion or removal is issued but n -
and all relat 5.

performance from the
date of the written
advance notice of
proposed removal or
reduction-in-grade notice.

405-02a(2). Performance records superseded

through an administrative, judicial, or i-
judied '

Destroy when

Lsuperseded— |

RCS/Ite -

03a(2) and GRS
1, Item 23a(2)

405-02a(3). Performance-related records
pertaining to former employees.

405-02a(3)(a). Latest rating of record 3 years

Place records on left side

RCS/Item 403-

old or less and performance plan upen-whieh-it

of the OPF and forward

1s based, and any summary rating.

the OPF to gaining

03a(3)(a) and
GRS 1, Item

18




RECORD ITEM/DESCRIPTION

DISPOSITION AUTHORITY

Federal agency upon
transfer or to NPRC if
employee separates. An
agency retrieving an OPF
from NPRC will dispose
of these documents in
accordance with Item
405-02a(3)(b) below.

23a(3)(a)

405-02a(3)(b). All other performance plans and
ratings.

Destroy when 4 years old. | RCS/Item 403-

. —T03E3)(b)and
GRS 1, Item

23a(3)(b)

405-02a(4). All other summary performance
appraisal records, including performance
appraisals and job eleme

' are based.

Supon

RCS/
03a(4) and GRS
1, Item 23a(4)

Destroy 4 years after date

| of appraisak—""" |

405-02a(5). Supporting documents.

Destroy 4 years after date | RCS/Item 403-

of appraisal. 03a(5) and GRS

1, Item 23a(5)

405-02b. SES appointees (as defined in 5
U.S.C. 3132a(2)).

405-02b(1). Performance records superseded

through an administrative, judicial, or quasi- | superseded— |
Judiet €.

Destroy when RCS/Item 403-
03b(1) and GRS

1, Item 23b(1)

405-02b(2). Performance-related records
pertaining to a former SES appointee.

405-02b(2)(a). Latest rating of record that is
less than S years old and performance plan upon
which it is based and any summary rating.

RCS/Item 403-

03b(2
S 1, Item

23b(2)(a)

Place records on the left
side of the OPF and
forward the OPF to the
gaining Federa
upo er or to NPRC
it employee leaves
Federal service. An
agency retrieving an OPF
from NPRC will dispose
of those documents in
accordance with Item
405-02b(2)(b) below.

405-02b(2)(b). All other performance ratings
and plans.

Destroy when 5 years old. | RCS/Item 403-
. ——TO3()(b)and

GRS 1, Item

23b(2)(b)
405-02b(3). All other performance appraisals, | Destroy S years after date | RCS/Item 403
along with job elements and standards (job of appraisal. 03b(3) and GRS

19




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

expectations) upon which they are based,
EXCLUDING those for SES appointees serving
on a Presidential appointment (5 CFR 214).

1, Item 23b(3)

405-02b(4). Supporting documents.

Destroy 5 years after date

nF Qr\r\vl‘nnn]
el o st

RCS/Item 403-
03bt4)and GRS

1, Item 23b(4)

406. Position Classification and Job
Evaluation Files.

406-01. Classification Files.

406-01a. Position Classification Standards
Files. Standards and guidelines issued or
reviewed by OPM and used to classify and
evaluate positions (including GS/GM and wa
grade employees) within the 1s also
includes inte cla551ﬁcat10n guidance
mterpreting OPM classification guidelines.

Destroy when superseded
or obsolete.

RCS/Item 404-

| 0la¢and GRS

1, Item 7a(1)

406-01b. Position Descriptions. Record Destroy 2 years after RCS/Item 404-
copies of position descriptions that include W—Gﬁm
information on title, series escription is superseded. | Item 7b
respensmmm:ﬁw

406-01c. Classification Review Files. Position | Destroy when 3 years old | RCS/Item 404-

review and audit files including correspondence,

memoranda, reports and other records related
organizational and o i gviews, desk
audits; position evaluations.

or 2 years after re
ion, whichever is

sooner.

¢(1) and GRS

1, Item 7¢(1)

406-01d. Appeals Files.

406-01d(1). Case files relating to classification | Destroy 3 years after case | RCS/Item
appeals, excluding OPM classification i 01d(1) and GRS
ceﬁ-i—ﬁca:te.—””'/ 1, Item 7d(1)
406-01d(2). Certificates of classification issued | Destroy after the affected—RESAtem464=
by-OPM: position is abolished or 01d(2) and GRS

superseded.

1, Item 7d(2)

406-02. FastClass. USGS web-based
classification system that will generate position
descriptions.

406-02a. Inputs. Electronic inputs consisting
of duty and factor statements that are used to

Delete or destroy after
ifito master file or

when no longer needed to

support the reconstruction

of the master file,
whichever is later.

N1-57-02-02

em 406-02a

406-02b. Master File. Consists of a database

Dreteteposition

#
u
Yyn
N
e
o
O

H
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

that contains position descriptions of record and
standardized position descriptions. This system
interfaces with the task statements housed in the
OARS database.

descriptions of record 2
years after the position is
abolished or the
description is superseded.
Standard position
descriptions may be
deleted when no longer
needed.

Item 406-02b

406-02c. Outputs. Provides management with
position related documentation such as position
descriptions and position description
coversheets.

406-02¢(1). Electronic Copy.

-

Delete after
recordkeepi

produced or no longer
needed for operational
purposes, whichever is
later.

N1-57-02-0
em 406-02c(1)

406-02¢c(2). Recordkeeping Copy (paper).

S

Destroy record 2 years

abolished or description
1s superseded.

N1-57-02-
Ttem 406-02¢(2)

406-02d. System Documentation. Consists of
a user manual and developmental

documentation such as specifications and
requirements.

Cutoff when system is

replaced. Trans
Tds storage facility 1

year after cutoff. Destroy
6 years after cutoff.

N1-57-02-0
em 406-02d

406-02¢e. FastClass Related Files. Includes e-
mails, announcements, memoranda, and other

documents related to developing, impl g,
and using the Fas em and related

Cutoff at the end of the
fiscal ye

years after cutoff or when
superseded, obsolete, or
no longer needed,
whichever is later.

Item 406-02¢

406-03. Wage Survey Files. Wage survey
reports and data, background documents, and
related correspondence pertaining to area wages
paid for each employee class; background
papers establishing need, authorization,
direction, and analysis of wage surveys;

Destroy after completion
of second succeeding

W

sheets.

RCS/Item 7
a 1, Item
38
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

406-04. Pay Comparability Records. Written
narratives and computerized transact1on

reglsters documenting use
I. nd recruitment bonuses, allowances

and supervisory differentials under Federal
Employees Pay Comparability Act.

Destroy 3 years
 foMowingthe date of |
approval or upon
completion of the
relevant service
agreement or
allowance, whichever
is later.

RCS 8
and GRS 1, Item
41

406-05. Classification Appraisals (Pay) Files.
Files, which document the comparison of
salaries, paid locally and nationally to
established salary percentage 1ncrease
comparative grade studies €s, and
justification employee performance
a ments.

Cutoff at the end of the

fiscal year. Destro
years oft or when

Superseded, obsolete, or
no longer needed,
whichever is later.

N1-57- ;
em 417-12

407. Employee Relations and Service Files.

407-01. Employee Relations Case Files.
Records relating to disciplinary and adverse
actions, performance-based actions, appeals,
grievances, denials of within-grade increases,
and cases in which discussions were held but no
action was taken.

407-01a. Disciplinary and Adverse Action Files
(5 CFR 752) and Performance-Based Actions (5
CFR 432). Case files and records related to
adverse actions and performance-based actions
(removal, suspension, reduction-in-grade,
furlough) against employees. The file 1ncludes
a copy of the proposed adverse action
supporting documents; statements witnesses;
employee s reply; he notlces reports and

the OPF.

Destroy 5 years after date
of last entry.

RCS/Item 405-
W
-2, Item 15a
and GRS 1, Item

30b

407-01b. Appeals of Disciplinary/Adverse

Action Files (5 CFR 752) and Performance-
Based Actions5-CFR432)Casc files and |
records related to adverse actions and
performance-based actions (removal,
suspension, reduction-in-grade, furlough)

Destroy S years after date

| of last entey— |

RCS/1tem 4
0Olc and NC1-57-
81-2, Item 15¢

against employees. The file includes a copy of
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

the proposed adverse action with supporting
documents: statements of witnesses;
employee’s reply; hearing notices, reports and
decisions; reversal of action; and appeal records,
excluding letters of reprimand which are filed in
the Official Personnel Folder.

407-01c. Administrative Grievance Files (5
CFR 771). Records relating to grievances
raised by agency employees, except Equal
Employment Opportunity (EEO) complaints.
These case files include statements of witnesses
reports of interviews and hearings, examt
findings and recommendat;
original decisio ed correspondence and
exhibits;and records relating to a
reconsideration request.

Destroy 5 years after date
of last entry.

/

RCS/Item 40
01 Cl1-57-

81-2, Item 15d
and GRS 1, Item
30a

407-01d. Separation of Probationary

employees.

Destroy 5 years after
Separation.

| RCSHtem405-—
0le and NC1-57-
81-2, Item 15¢

407-01e. Cases in which no action was taken.

Destroy 1 year after date

RCS/Item 405-

of Tast contact or 6
months after employee’s
separation, whichever is
earlier.

01f and NC1-57-
81-2, Item 15f

407-02. Employee Investigative Files.
Records of investigations conducted by and for
the personnel office pertaining to allegations
violations and misc ployees

ive of EEO case files).

Destroy 1 year after case

W

RCS/Ttem 405-
1-57-81-

2, Item 17

407-03. Leave Program Files. Includes, but
not limited to, Family Friendly leave, restored
leave, jury duty, leave without pay, military
leave, and blood leave.

407-03a. General Administrative Records.
Correspondence or subject files in the office
responsible for overseeing employee leave
programs. Files should include such items as
bureau policy, procedures for i
corresponde ployees. Files should be
rated by program and filed alphabetically.

Cutoff at the end of the
fiscal year. Destroy 5
years after ¢ en
rseded, obsolete, or
no longer needed,
whichever is later.

N1-57-02-02,

Jtem 41709

407-03b. Correspondence or Subject Files.

Cutoff at the end of the

N1-57-02-02,

Forattotheroffices tiat teceive e-mmails;
correspondence, pamphlets, or information on

fiscat year—Destroy 2
years after cutoff or when

Ttermmr417-09b

these other leave programs. Files should be

superseded, obsolete, or
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

separated by program and filed alphabetically.

no longer needed,
whichever is later.

407-03c. Leave Transfer Program Case
Files. Case files documenting the receipt and
donation of leave for medical emergencies,
including recipient applications, agency
approvals or denials, medical or physician
certifications, leave donation record
Optional Form 630-A
timekeepe vals, leave transfer records,
oll notification records, and leave program
termination records.

Beginning in January
1994, destroy 1 year after

the end of the year in
which the tsTlosed.

RCS/Item 704-19

;;;Lgﬁgilrﬁenl

407-04. Employee Concerns Program. Case
files which serve to document employee
allegations of impropriety or inadequacy of
USGS and/or contractor-managed activities.
Subjects include, but not strictly limited to,
environmental, safety, and health-related issues;
fraud; waste; and abuse; personnel and
management matters; quality; security
conditions; or incidents of retaliation.
Supporting documents include employee
statements or declarations, witness testimonials,
investigation reports, and corrective actions to
mitigate potential risks to the public, the
environment, employees of the USGS, or
relevant contractor entities.

407-04a. Official Employee Concerns
Program Files.

407-04a(1). Concerns relating to security,

environmental, safet ;

Cutoff at the close of
iscal year in which the

case was closed. Destroy

| N1-57-02-02,—
Item 407-06a(1)

10 years after cutoff.
407-04a(2). All other concemns. Cutoff at the close of the | N1-57-02-
| fiscal yearin-whichithe ~ | Item 407-06a(2)

-

case was closed. Destroy
4 years after cutoff.

407-04b. Records Documenting Concerns
that do not Develop into Official Cases.

407-04b(1). Security-related concerns.

Cutoff at the end of the

N1-57-02-02,

fiscal year. Destroy 4
years after cutoff.

Ttem 407-06b(1)

407-04b(2). All other concems.

Cutoff at the end of the

N1-57-02-02,

fiscal year. Destroy 2

Ttem 407-06b(2)
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

years after cutoff.

407-05. Conflict Resolution (CORE)
Program. CORE Program offers an ideal
forum of opportunity for early resolution of
workplace conflicts.

407-05a. Mediation Files. CORE Program
Manager retains the following records: intake
form, agreement to mediate, noti

an 10RS; icipant evaluation form, and
original copy of written agreements.

Destroy 5 years after

| termination of medtatiomn. |

N1-57-02-
tem 407-07a

407-05b. All Other Records, Notes, Work

Products, or the Like Developed Duri
Mediati SS.

Destroy after the

_completiorofthe |

mediation process.

N1-57-02-
Item 407-07b

407-05c. Other Records. General
administrative records, memoranda, e-mails,
and such that pertain to tam and
1 §to USGS employees.

Cutoff at the end of the

fi - 0y
years after cutoff or when
superseded, obsolete, or
no longer needed,
whichever is later.

Item 407-07¢

408. Benefits and Workplace Enhancement
Program Records. Records relating to
employee retirement, life insurance, health
benefits, death benefits, and USGS programs
designed to improve work environment and to
help provide employees with the tools they need
to meet the USGS mission goals.

408-01. Physical Fitness Program. The
USGS is committed to providing its employees
with opportunities to achieve and maintain
physical fitness to the fullest extent possible
within budgetary constraints. The Physical
Fitness Program is designed to provide
interested employees access to fitness training
while not dictating the form and source of that
training.

408-01a. Physical Fitness Program Destroy when 3 years old | New Item
Handbook. Provides information on the USGS | or when superseded,

Physical Fitness Program for local obsolete, or no longer

implementation to meet the needs of USGS needed, whichever is

employees, regardless of their geographic later.

location.

408-01b. Copies of the Waiver and Informed | Cutoff at the end of the New Item

Consent Statement (Attachment 2 of

fiscal year. Destroy 6
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RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
Handbook) and substantiating years after cutoff.

reimbursement receipts. Maintain on file in

the office where approval for cost sharing or

employee reimbursement is exercised.

408-01c. Copies of Employee E-mails and Cutoff at the end of the New Item

Other Materials, Relates to the Physical
Fitness Program, including, but not limited to,
updates on the initiative received and actions
taken.

fiscal year. Destroy 2
years after cutoff or when
no longer needed,
whichever is later.

408-02. Alternate Worksite/Flexiplace
Telecommuting Program.

408-02a. Approved requests or applications
to participate in an alternate worksite/
flexiplace program. Includes agreements
between the agency and the employee and/or
telecommuting center; and records relatin
the safety of the worksite, the in fon and
use of equipment, har , and software, and
if required se of secure, classified

1 ation, or data subject to the Privacy Act.

Destroy 1 year after the
end of the employee’s
participation in

pro :

\

N1-57-02-02;
408-02a and

GRS 1, Item 42a

408-02b. Unapproved Requests.

Destroy 1 vear after

N1-57-02-02,

request is rejected.

Item 408-02b and
GRS 1, Item 42b

408-02c. Miscellaneous Forms and Reports.

Generated by the agency or the participatin
eW

worksite/flexiplace/telecommuting program.

Destroy when 1 year old,

onger
needed, whichever is
later.

| N1-57-02-02——
Item 408-02¢ and
GRS 1, Item 42c¢

408-03. Transportation Fringe Benefit
Program. For USGS employees who use
public transportation for commuting to and from
work, or who commute in a commuter highway
vehicle on a regular, ongoing basis and are
eligible to receive tax benefits for qualifying
transportation expenditures.

408-03a. Approved requests or applications to

Destroy 1 year after the

N1-57-02-

participate in the Transportation Fringe oyee’s Item 408-03a

N participation in the '
program.

408-03b. Unapproved requests. Destroy 1 year after N1-57-02-02,
request is rejected. Item 408-03b

408-03c. Forms and other records generated by | Destroy when 1 year old, | N1-57-02-

the agency and the participating employee in
evaluating the

needed, whichever is
later.

Item 408-03c
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

408-04. Federally Run Day Care Centers.
Correspondence, reports, and any other records
pertaining to the general administration,
operation, financing, budgeting; finel,
hirin associated with USGS
oversight or association with a Federally run
day care center.

Cutoff at the end of the

fiscal year. Destr
%mﬂmm

superseded, obsolete, or

no longer needed,
whichever is later.

N1-57-02-
em 408-04

408-05. General Workplace Enhancement
Program Files. Miscellaneous correspondence,
memoranda, e-mail, updates, reports, guides,
booklets, publications, and other records
relating to Workplace Enhancement Pro
for employees at the USGS. €s, but not
limited to Fe ployee Express and the
rft Savings Plan.

Cutoff at the end of the
fiscal year. Destroy 2
years after cutoff or
supers —obsolete, or
no longer needed,
whichever is later.

N1-57-02-02,

408-06. Employee Assistance Program
(EAP) Files.

408-06a. Files Concerning the Planning,
Coordination, and Direction of the EAP.

Cutoff at the end of the
fiscal year. Destroy 3
years after cutoff, or
when no longer needed
for reference, whichever
is later.

New Item

408-06b. Correspondence, memoranda, and
other records relating to general health and
wellness topics. Usually sent out by USGS
employee health units. Examples include, but
not limited to, notices of flu shots
announcements of ated topics and
visi ealth insurance information and

visits.

Cutoff at the end of the
fiscal year. Destroy 2

years after cutoff
€d, obsolete, or

no longer needed,
whichever is later.

N1-57-02-02,

ltom 414-647

408-07. Federal Employees Health Benefits
Program. Denied eligibility files consisting of
applications, court orders, denial letters, appeal
letters, and related papers.

408-07a. Health benefits denied, not appealed.

Destroy 3 years after

RCS/Ttem 407

denial.

07a and GRS 1,
Item 35a

408-07b. Health benefits denied, appealed to
OPM for reconsideration.

408-07b(1). Appeal successful - benefits
granted.

Create enrollment file in

T ection

| accordancewith Section |
/—/ 11 of the Federal

07b(1) and GRS
1, Item 35b(1)

Emplovee Health
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DISPOSITION

AUTHORITY

Benefits (FEHB)
Handbook.

408-07b(2). Appeal unsuccessful - benefits
denied.

NOTE: Pursuant to Section 11 of the FEHB
Handbook, enrollment files of spouses eligible

payment.

Destroy 3 years after
denial.

RCS/Ttem 407-
07 GRS

408-08. Employee Benefits Files.

408-08a. Retirement Case Files. Duplicate

copies of retirement applications and all oth:
forms fi or adjudication of

employee’s retirement.

Destroy 2 years after
t €0
retirement.

| RCS/Item405—
03a and NC1-57-
81-2, Item 20a

408-08b. Estimated Annuity Computations.

Destroy upon retirement.

RCS/Item 405-

03b and NC1-57-
81-2, Item 20b

408-08c. Retirement Assistance Files.
Correspondence, memoranda, and other records

used to assist retiring em Ivors
claym ance or retirement benefits.

Destroy when 1 year old.

Item 407-03¢ and
GRS 1, Item 39

408-08d. Death Case Files. Duplicate copies
of claim forms forwarded to OPM and the

Office of Federal Emplo
I or adjudication of survivor benefits.

Destroy 2 years after date

 of death—— |

| RCS/Item-465-—
03c and NC1-57-
81-2, Item 20c

409. Ethics and Employee Standards of
Conduct.

409-01. Ethics and Employee Standards of
Conduct Files. Correspondence, memoranda,
advisories, e-mails, and other records relating to
general standards of conduct and ethics topics
other than those referenced in Item 409-02
through Item 409-07 below. Topics 1

estimony, endorsements, Federal advisory
committees, fiscal law issues, fundraising, gift
acceptance, gambling, honoraria,
Intergovernmental Personnel Act employees,

Cutoff at the end of the
calendar year. Destroy 6

years after cutoff or
supersed
onger needed.

Solete, or

RCS/Item 405-
an 5, Item

1b
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

limitations while seeking employment,
lobbying, misuse of position, nepotism, outside
work, political activity, post-Government
employment, representational restrictions,
teaching, speaking and writing, technology
transfer, technical assistance agreements,
training, and the use of Government resources

409-02. Financial Disclosure Reports.

409-02a. Reports and related documents
submitted by individuals as required under the
Ethics in Government Act of 1978 (Public Law
95-521).

409-02a(1). Records, including SF-278A, for
individuals filing according to Section 201b of

the Act, and not subsequently confirmed by the
U.S. Senate.

Destroy 1 year after
nominee ceases to be

under consideratierrTor
mtment, except those

documents needed in an
ongoing investigation will
be retained until no
longer needed in the
investigation.

N1-57-02-0
9-02a(1)

and GRS 25, Item
2a(1), 2b(1), and
2¢(1)

409-02a(2). Public Financial Disclosure
Reports (SF 278) and Confidential
Supplemental Financial Disclosure Reports (DI-

278) as well as Confidential Financial
Disclosure Reports 0) and
Co rat Supplemental Financial Disclosure

Reports (DI-1993 and DI-1993-A).

Destroy when 6 years old,
except those documents
needed | ing
investigation will be
retained until no longer
needed in the
investigation.

N1-57-02-02,
M
and GRS 25, Item
2a(2), 2b(2), and
2¢(2)

409-03. Stock Holding Conflicts and
Advisories. The USGS Organic Act prohibits

USGS employees from owning stock in entities
holding substantial Federal leases for oil, gas, or
mining activities in the United States and other

stocks are subject to dollar limitations on the
value of shares that may be held, pursuant to

ensure they
1iewAarig their holdings or when changes occur
rough inheritance or gifts. When conflicts
arise, case files are created containing
information appropriate to the case. Depending

Cutoff at the end of the
calendar year in which
the case was closed.

Destroy 5 years a
cutoff.

on the aspects of the case, files could contain

N1-57-02-02
W
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

such things as written waivers, recusal
memoranda, divestiture orders and certificates
of divestitures, appeals, and remediation
information.

409-04. Conflict-of-Interest Files. These files
contain outside work requests (USGS Form 9-
1510); Reports of Payments from Non-Federal
sources (DI-2000); gift acceptance
documentation; and conflict-of-interest
determinations and ethics opinions for speci

Regulations (CFR), DOI and Survey Manual
requirements.

Cutoff at the end of the
calendar year. Destroy 6

years after cutoff.

N1-57-02-02,
/2;;;4994??535/
S 25, Item 3

409-05. Serving in Official Duty Capacity in
Outside Organizations. Employees who serve
as officers or members of boards of Boards of
Directors of outside organizations in their
official USGS capacities, must have
Memorandums of Understanding (MOU.
between the USGS and the outsi
organizations, waiv conflict of interest
C. 208(b)(1) and recusal

Cutoff at the end of the
calendar year. Destroy 6

years after cutoff.

N1-57-02-02
’lggnxkﬁiiffy//

409-06. Ethics Training Records. Federal
regulations require that all individuals filing
financial disclosure reports must receive a

minimum of 1 hour of ethics trainin :
New employees Ive initial ethics
' ion training.

Cutoff at the end of the
calendar year. Destroy 6
years aff

N1-57-02-02,
I =06 and
GRS 25, Item 8

409-07. Acreage Report Files. The Ethics
Office uses from the Bureau of Land
Management (BLM) and the Minerals
Management Service (MMS) to compile a
consolidated report of individuals and
companies holding Federal oil, gas, or mining
leases.

Cut of at the end of the
calendar year. Destroy 6
years after cutoff.

New Item

410. Federal Workplace Drug Testing.

410-01. Federal Workplace Drug Testing
Program Files. Drug testing program records

created under Executive Order 12564 and
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RECORD ITEM/DESCRIPTION

"1 DISPOSITION

AUTHORITY

Public Law 100-71, Section 503 (101 Stat. 468),
including annual reports to Congress, as
required by Public Law 100-71, § 503(f).
Excluded are consolidated statistical and
narrative reports concerning the operation of
bureau programs.

NOTE: Any records covered by Item 410-01a
through item 410-0Ole, that are relevant to
litigation or disciplinary actions should be
disposed of no earlier than the related litigation
or adverse action case file(s).

410-01a. Drug test plans and procedures,
excluding documents that are filed in record
sets of formal issuances (directives,
procedures handbooks, operating manuals,
and the like). Bureau copies of plans and
procedures, with related drafts, correspo
memoranda, and other record 1
development of pro €s for drug testing
program uding the determination of testing
prctimbents in designated positions.

Destroy when 3 years old
or when superseded,

obsolete, or no longer
needed, whi eris
~{See NOTE above.)

RCS/Item 405-
06a S1,
tem 36a

410-01b. Employee Acknowledgment of
Notice Forms. Forms completed by employees
whose positions are designated sensitive for

drug testing purposes ing that they
ha ived notice that they may be tested.

Destroy when employee

separates from testi
€d position. (See

NOTE above).

RCS/Item 405-
and GRS 1,

Item 36b

410-01c. Drug Test Selection/Scheduling
Records. Records relating to the selection of
specific employees/applicants for testing and the
scheduling of tests. Included are li

selectees, notifi ¢rs, and testing

S €s.

Destroy when 3 years old.

(See NOTE above

RCS/Ite
cand GRS 1,

Item 36¢

410-01d. Records Relating to the Collection
and Handling of Specimens.

410-01d(1). “Permanent” Record Books.
Bound books containing identifying data on

each specimen, recorded at each collection si
in the order in which t s were

Destroy 3 years after date

W

N1-57-02-02
%reml’o'-'o'ﬁ(T)’
and GRS 1, Item
36d(1)

4T0‘0Td(2‘)—€ha'nrof€ustody'Records—Fonnr
and other records used to maintain control and
accountability of specimens from the point of

—Destroy-when3-years-old—

collection to the final disposition of the

N-57-02-02,——
Item 410-01d(2)
and GRS 1, Item

36d(2)
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RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY

specimen.

410-01e. Test Results. Records documenting

individual test results, including reports of

testing, notifications of employees/applicants

and employing offices, and documents relating

to follow-up testing.

410-01e(1). Positive Results.

410-01e(1)(a). Employees. Destroy when employee | N1-57-02-02,
leaves the e 310-

//’ when 3 years old, 0le(1)(a) and
whichever is later. GRS 1, Item
36e(1)(a)

410-01e(1)(b). Applicants not accepted for

employment. _____————— |

Destroy when 3 yea

L N1-57-02<02,
Item 410-
0le(1)(b) and
GRS 1, Item
36e(1)(b)

410-01e(2). Negative Results.

Destroy when 3 years old.

RCS/Item 405-

06d(2) and GRS
1, Item 36¢(2)

410-02. Federal Workplace Drug Awareness
Program Files. Materials pertaining to the
administration of drug awareness and control
programs. Includes such things as notices of

rug incident reporting.

Cutoff at the end of the

fiscal year. Destroy 3

W
Seded, obsolete, or

no longer needed,

whichever is later.

N1-57-02-0
0-02

411. Special Appointment Files.

411-01. Americans with Disabilities Act
Files. Files that describe and document work
environment issues related to employees with
disabilities.

411-01a. Routine Files. Contains employee

Cutoff at case closure.

| NI1-57-62-02,

411-0la

requests for reasonable accommodations, Destro T [tem
including related working files, reports cutoff.
and corrective acti i ordance with the

rcan with Disabilities Act.
411-01b. Originating Agency’s Files. Cutoff at case closure. N1-57-02-02,
Contains complaints-with-retated Destroy 4 years after Item 411-01b

correspondence, reports, exhibits, withdrawal
notices, copies of decisions, records of hearing
and meetings, and other records as described in

cutoff.
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RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
29 CFR 1613.222, in accordance with the

Americans with Disabilities Act.

412. Educational and Student Program Files.

412-01. Academic and Outreach Programs. | Cutoff at the end of the N1-57-02-02,

Records created to document educational
outreach program transactions between the
USGS and its contractors and schools, colleges,
universities, community groups, and various
State and Federal agencies for the purpose of
generating and tracking interest in careers with
the USGS and its contractors. Includes records
relating to the oversight of the program such as
informational guides, training aids, instructions,
and other related documents. Also, includes
records relating to tracking the impact of
educational programs on the people involved
and for measuring the success rate of each
program; contract or funding information
records such as MOUs with the schools,
colleges and any grant, scholarship, or budget
information; and records containing any contact
information with the school or community

group.

fiscal year. Destroy 6
years after cutoff or
project completion,
whichever is later.

Item 412-01c

412-02. Apprenticeship Program Files.
Apprentice program files consist of external
training classroom and practical instruction
records and reports of progress such as
correspondence, testing, evaluations, and other
pertinent information developed during the
apprenticeship term.

412-02a. Files of employees who successfully

complete all aspects of a 1 | transfer of employee.

Cutoff at separation or

Destroy 4 years after
cutoff.

| N1-57-02-02—
Item 412-02a

412-02b. Files of employees who terminate or

Cutoff at termination.

N1-57-02-02,

are terminated from the program prierte
completion.

Desttoy 10 years after
cutoff.

Item 412-02b

412-03. Tuition Reimbursement Records.

Records relating to tuition rei
employees taking part in a tuition assistance

program offered by the employers. The tuition
reimbursement is provided for work related
undergraduate certificate, and graduate level

Cutoff at the end of the
al'year. Destroy 6
years and 3 months after

cutoff.

H

Item 410-03

33




RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

courses taken at an accredited college,
university, or vocational school. The records
consist of original, signed tuition request forms,
notification of grades, proofs of payments, and
related correspondence.

412-04. Student Recruitment System (SRS).
A USGS system that allows students using the
Internet to learn about the USGS, explore the
benefits of working for the USGS and the
Federal Government, and view information
about applying for vacancies.

Destroy when no longer
needed for current
business.

New Item

412-05. Student Placement Assistance (SPA)
System. Interactive website designed to assist
current USGS student employees in locating
alternate positions in the event the students are
no longer available for their location, are
switching career fields, or when their current
appointment is scheduled to expire within the
next 120 days.

412-05a. Inputs. Electronic inputs consisting
of Federal Personnel Payroll System (FPPS)

data, student resumes and availability data, a
supervisor evaluation.

Delete or destroy after

into master file or
when no longer needed to
support the reconstruction

of the master file,
whichever is later.

N1-57-02-02;
tem 412-05a

412-05b. Master File. Consists of a database
that tracks students through their resignation or

conversion to permanent appoint

Delete records 5 years

W
0 a permanent

appointment or separated

from the USGS,
whichever is earlier.

N1-57-02-02

em 412-05b

412-05¢. Outputs. Provides management with

Delete after no longer

N1-57-02-
tem 412-05¢

electronic copies of student resumes for | needed by menagement |
consideration for for employment
consideration.
412-05d. System Documentation. Step-by- Cutoff when system is | N1-57-02-02,
step information is available electronically re . foy 6 years | Item 412-05d

directly on the website. Doc t §ed in
the d of the system as well as paper

copy user guides are available.

after cutoff.

412-05Se. All Other Copies. Informational

Cutoff at the end of the

N1-57-02-02

copies of employee e-mails, announcements;
memoranda, and such relating to

fiscatyear. Destroy 2
years after cutoff or when

Item 412-05¢
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implementation and use of the SPA System superseded, obsolete, or

Website as well as all aspects of students no longer needed,

working for the USGS. whichever is later.

413. Employee Training Files.

413-01. Learning Management System

(LMS). DOI employee record of training that

tracks all investment in training and

developmental experiences for Department

employees. It can be used to plan for employee

development via an Individual Development

Plan (IDP), obtain approval for training, register

students for training with the DOI-

provider/vendor, track training

investment/experiences, report employee

development investment information to

management, and obtain training investment at

various organizational levels.

413-01a. Inputs. Electronic inputs consisting | Delete or destroy after New Item

of training information that is on the SF-182. input and verification of
data into master file or
when no longer needed to
support the reconstruction
of the master file,
whichever is later.

413-01b. Master File. Consists of a database | Electronic records of New Item

of basic employee records that are uploaded individual employees are

from FPPS every two weeks. Upload allows inactivated as employees

identification of new USGS employees and are separated from the

flags employees who have left USGS in order to | agency. Records are

inactivate records. deleted 6 years after
inactivation, or when no
longer needed for data
analysis, whichever is
later.

413-01c. Outputs. Provides management with

all training requests for approval and reports on

what types of training and development is taken

and how much is invested on training and

development at the USGS.

413-01¢c(1). Electronic Copy. Delete after New Item

recordkeeping copy is
produced or no longer
needed for operational
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RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
purposes, whichever is
later.
413-01¢(2). Recordkeeping Copy (paper). Cutoff at the end of the New Item
fiscal year. Retire
records to storage facility
2 years after cutoff.
Destroy 6 years after
cutoff.
413-01d. System Documentation. Consists of | Cutoff when system is New Item
system requirements analysis and design replaced. Destroy 6 years
documents. after cutoff.
413-01e. All Other Copies. Informational Cutoff at the end of the New Item
copies of employee e-mails, announcements, fiscal year. Destroy 2
memoranda, and such relating to years after cutoff or when
implementation and use of the Learning superseded, obsolete, or
Management System website. no longer needed,
whichever is later.
413-02 Training Records. Records associated
with the coordination of courses excluding
records of formally established Office of
Employee Development programs including
Orientation, Mentoring, Supervisory/
Management, and Leadership.
413-02a. General files of agency-sponsored Destroy when 5 years old | RCS/Item 406-
training, excluding record copy of manuals, or 5 years after 0la(1) and GRS
syllabuses, textbooks, and other training aids | completion of a specific 1, Item 29a(1)
developed by the bureau. Correspondence, training program. and 29a(2)

memoranda, agreements, authorizations, reports,
requirement reviews, plans, working files, and
objectives relating to the establishment and
operation of training courses and conferences.
Examples include, but not limited to, Field
Water Quality Methods for Ground Water and
Surface Water and the Joint Fact-Finding
Seminar.

413-02b. Employee Training Other than
USGS. Correspondence, memoranda, reports,
and other records relating to the availability of

Destroy when 5 years old

or when supersed
~whichever is

RCS/Ite
and GRS 1,

Item 29b

training and employee partici ining | sooner.

programs s ¥ other Federal agencies

ornon-Federal institutions.

413-03. USGS Programs Designed to Help Cutoff at the end of the N1-57-02-02,

USGS Employees. Examples include the
Orientation Program, Mentoring Program,

fiscal year. Destroy 5

Item 413-02a

years after cutoff or when
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

Supervisory/Management Program, and
Leadership Program. Records include
information copies of employee e-mails,
announcements, memoranda, handbooks,
training materials, guidelines, instructions, and
any other material related to the program.

superseded, obsolete, or
no longer needed,
whichever is later.

413-04. Training Support Databases. PC-
based system used to support administrative or
housekeeping functions, containing information
derived from paper copy records or from other
electronic data systems disposable under the
NARA General Records Schedules or approved
agency records disposition schedule. Examples
of these databases include participant database
in Office of Employee Development (OED) —
sponsored/managed programs, course
listings/schedules for the web, and property
management.

413-04a. When the electronic record replaces

hard copy records that support administrati
1 fictions.

Use 210-03b(1)

GRS 20
3b(1)

414. Employee Health Files.

414-01. Individual Non-Occupational Health
Record Files. Forms, correspondence, and
other records, including summary records,
documenting an individual employee's medical
history, physical condition, and visits
Government health faciljties; for non-work
xcluding records covered by
14-03 of this schedule.

Destroy 6 years after date
of last entry.

RCS/ltem 407-
1, Item

19

414-02. Health Unit Control Files. Logs or
registers reflecting daily number of visits to
dispensaries, first aid rooms, and health units.

414-02a. If information is summarized on

Destroy 3 months after

RCS/Mtem 407

statistical report

last entry.

02aand GRS 1,

Item 20a
414-02b. If information is not summarized. Destroy 2 years after last | RCS/Item 407-
Atry: 62b-amd-GRS T,
Item 20b
414-03. Employee Medical Folders (EMF).
414-03a. Long-term medical records as defined
in 5 CFR, Part 293, Subpart E.
414-03a(1). Transferred employees. See 5 CFR, Part 293, RCS/Item 407-
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RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
Subpart E for 03a(1) and GRS
instructions. 1, Item 21a(1)

414-03a(2). Separated employees.

Transfer to NPRC, St.
Louis, Missouri, 30 days
after separation. NPRC

ears after date of the
earliest document in the
folder if the date of birth
cannot be ascertained, or
30 years after latest
separation, whichever is
later.

RCS/Item 407-

W
7Tlem 21a(2)

414-03b. Temporary or short-term records as Destroy 1 year after | RCS/Atem407-—

defined in the Federal Personnel Manual. m 03b and GRS 1,
employee. Item 21b

414-03¢. Individual Employee Health Case W—R@Sﬁm’

Files created prior to the establi refirement to FRC. 03c and GRS 1,

mm Item 21c

414-04. Employee Health Statistical Destroy 2 years after date W

Summaries. Miscellaneous statistical W nd GRS 1, Item

summaries and reports with related 22

pemﬁzﬁ

the reporting unit.

414-04a. Smoking Issues and Policies. Cutoff at the end of the N1-57-02-02,

Correspondence, memorandums, and other fiscal year. Destroy 5 | Item-414=046

records relating to USGS smoking issues and

years or when
superseded, obsolete, or
no longer needed,
whichever is later.

414-05. Personal Injury Files. Forms, reports,
correspondence, and related medical and
investigatory records relating to on-the-job
injuries, including volunteer-related incidents,
whether or not a claim for compensation was
made, excluding copies filed in the EMF and
copies submitted to the Department of Labor.

Cutoff on termination of
compensation or when
deadline for filing a claim
has passed. Destroy 3
years after cutoff or after
file is no longer active,
whichever is longer.

RCS/Item 407-05°
and GRS 1, Item
31

414-06. Occupational Injury and Illness
Files. Reports and logs (including volunteer

occupational injury and illness reports,
Occupational Safet ministration
orms 100, 101, 102, and 200, or

equivalents) maintained as prescribed in 29

Cutoff at the end of the

fiscal year. Dest
after cutoff.

RCS/Item 407-06
nd GRS 1, Item

34
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

CFR 1960 and OSHA Pamphlet 2014 to
document all recordable occupational injuries
and illnesses for each establishment.

415. Labor Relations Files.

415-01. Labor Management Relations.
Correspondence, memoranda, reports, case files,
and other records relating to the relationship
between management and employee unions or
other groups.

415-01a. General Correspondence.

-

Cutoff at the end of the

| fiscal year—Destroy S~ |

years after cutoff or when
no longer needed,

RCS/Item -
0la and N1-57-
87-2, Item 408-
Olaand GRS 1,

whichever is later. Item 28b
415-01b. Office Negotiating Agreement. Destroy § years after RCS/Item 408-
expiration of agreement 01b and N1-57-

or when no longer
needed, whichever is
later.

87-2, Item 408-
01b and GRS 1,
Item 28a(1)

415-01c. Negotiated Grievance Files (5 CFR
771). Records relating to grievances raised by
employees covered under a negotiated grievance
system. These case files include statements of
witnesses, reports of interviews an i
examiner's findings a mmendations, a
copy of t rginal decision, related
coffespondence and exhibits, and records
relating to a reconsideration request.

Destroy 5 years after date

OflaStentry/

N1-57- ;
€m 415-01d

415-01d. Labor Management Relations.
Reports required by OPM, the Department of
the Interior, or the bureau for management of
the program.

superseded. 408-01d(1)
415-01d(2). Labor Agreement Information Destroy when 5 years old | N1-57-87-2, Item
Retrieval System and Official Time Reports. or when no longer 408-01d(2)

needed, whichever is

later.
415-02. Certification/Decertification Files. Destroy 10 years after | N1-57-62=02,
These files document meeting minutes, ' [o1 Of the Item 415-03

correspondence, and ocumenting
ment’s actions relating to the response

union.

to union membership organizing drives.
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

416. EEOQO Files.

416-01. EEO Official Discrimination
Records.

416-01a. Official Discrimination Complaint
Case Files. Originating agency's file containing
complaints with related correspondence, reports,
exhibits, withdrawal notices, copies of
decisions, records of hearings and meetin
other records as described in 2 613.222.
i-the agency, by the DOI,

Commission, or by a U.S. Court.

Destroy 4 years after
resolution of case.

RCS/Item 4
GRS 1,

Item 25a

416-01b. Copies of EEO Complaint Case
Files. Duplicate case files or doc
' retained in official
iscrimination Complaint Case files.

Destro
resolution of case.

T

RCS/Item 409-
01b and GRS 1,
Item 25b

416-01¢c. EEO Preliminary and Background
Records.

416-01¢c(1). Background records not filed in the

official Discrimination ;

Destroy 2 years afte
resolution of case.

- RCSAHterm 409
0lc(1) and GRS
1, Item 25¢(1)

416-01¢(2). Records documenting complaints

that do not develop into official Discriminati

Destroy when 2 years old.

RCS/Item 409-
01¢(2) and GRS
1, Item 25¢(2)

416-01d. Discrimination Complaint Status
Reports. Documents created in reporting data

on the number of discrimination complaints o
hand, received during the i eériod,
clos i € reporting period, and number

of cases in progress.

Cutoff at the end of the

fiscal year. Dest
er cutoff.

N1-57-02-
em 416-01d

416-02. EEO Compliance Records.

416-02a. EEO Compliance Review Files.
Reviews, background documents, and

correspondence relating t
€ practices.

Cutoff at the end of the

fiscal year—Bestroy 7|

years after cutoff.

RCS
01d(1) and GRS
1, Item 25d(1)

416-02b. EEO Compliance Reports. Cutoff at the end of the RCS/Item 409
fiscal year. Destroy 3 01d(2) and GRS
years after cutoff. 1, Item 25d(2)

416-03. EEO Employment Statistics Files. Cutoff at the end of the RCS/Item 409-

Record copies of statistics relating to race and
sex. (See NOTE below).

fiscal year. De
gars after cutoff.

NOTE: Electronic master files and databases

and GRS 1,

Item 25f

40



https://meetin~...ar

RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

created to supplement or replace the records
covered by this sub-item are not authorized for
disposal under the General Records Schedule.
Such files must be scheduled on an SF-115.

416-04. EEO Affirmative Action Plans
(AAPs).

416-04a. Agency copy of consolidated AAPs.

Destroy 5 years from date

RCS/Item 409

ol plan.

01h(1) and GRS
1, Item 25h(1)

416-04b. Agency feeder plans to consolidated
AAPs.

-

Destroy S years from date
of fi en
administrative purposes
have been served,
whichever is sooner.

RC
01h(2) and GRS
1, Item 25h(2)

416-04c. Record copies of reports of on-site

reviews of AAPs,

Destroy 5 years fr
of report.

L RCSAtem409-—
01h(3) and GRS
1, Item 25h(3)

416-04d. Agency copy of annual reports of
Affirmative Action Acc -

Destroy 5 years from
ol report.

| RCSHtem409-—
01h(4) and GRS
1, Item 25h(4)

416-05. Special Emphasis Programs and
Project Records. Documents accumulated in
planning, administering, conducting, and
assisting in special emphasis programs and
projects nat10nw1de that are not identified W1th

local, regional, and national minority, women’s,
or disability services programs.

Cutoff at the end of the
fiscal year. Destroy when
no longer needed fi
adminis purposes.

N1-57-02-02
lem 41605

416-06. EEO General Files. General
correspondence and copies of regulations with

related records pertaining to the Civil Ri
Act 0f 1964, the E 2, any pertinent
] islation, and agency EEO Committee

meeting records including minutes and reports.

Destroy when 3 years old,
or when or
obsolete, whichever is
applicable.

| RCS/temr409-
0lg and GRS 1,
Item 25g

417.
Files.

Payroll and Time and Attendance

417-01. Individual Employee Pay Records.

417-01a. Pay record for each employee as

Update elements and/or

R {“Q Mtam—104—

O It U=

maintained-in-an-eleetronivdatabase. This

entire record as required.

database may be a standalone payroll system or

0la and GRS 2,
Item la
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

part of a combined personnel/payroll system.

417-01b. Individual Pay Record, containin

Transfer to the NPRC.

/T [ ¥a W
P\CSutcul TUS-

pay-data-oneactremployee within an agency. | Destroy when 56 years 01b and GRS 2,
This record may be in paper or microform but old. Item 1b

not in machine-readable form.

417-02.  Non-Current Payroll Files: Copyof —Destroy-15-years-after RCSAtem 704-02

non-current payroll data as maintained by
payroll service bureaus in either microform or
machine-readable form.

close of pay year in
which generated.

and GRS 2, Item
2

417-03. Time and Attendance - Leave
Application Files. SF-71, e-mails with
approval by supervisor for requested leave, or
any other equivalent plus any supporting
documentation for requests and approvals of
leave.

417-03a. If employee initials time card or

Destroy at end of

L RCSAHtem 764

GMW 03a and GRS 2,
Item 6a

417-03b. If employee has not initialed time Destroy after General RCS/Item 704-

card or equivalent. | Accounting Offiee— RS 2,
(GAO) audit or when 3 Item 6b

years old, whichever is
sooner.

417-04. Time and Attendance Source
Records. All time and attendance records upon
which leave input data are based, such as time
or sign-in sheets; time cards (such as OF 1130);
flexitime records; leave apphcatlons fs
and mllltary duty; and €d premium pay
intained at duty post, upon
which leave input data are based. Records may
be in either machine-readable or paper form.

Destroy after GAO audit
or when 6 years old,

whichever is so -

RCS/Item 704-04

| and GRSZ; Ttem

7

417-05. Time and Attendance Input Records. | Destroy after GAO audit | RCS/Item 704-05
Records in either paper or machine-readable —S;V‘}l;ﬁg_glgg_rﬁ_old.,/ , ltem
form used to input time and at whichever is sooner. 8
apaﬁeﬂwmﬁgﬁm

payroll processor.

417-06. Flexitime Attendance. Supplemental | De TN1-57-02-02,
time any other or when 6 years old, Item 417-06 and
background materials used for time accounting | whichever is sooner. GRS 2, Item 7

under flexitime systems.

417-07. Leave Record Files.

417-07a. Record of employee leave;-such-as

SF-1150, prepared upon transfer or separation.

. . s 9 3
Frle-onrightsrdeof the

RCS/Item /0U4-

OPF. See Item 402-01

06a and GRS 2,
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RECORD ITEM/DESCRIPTION DISPOSITION AUTHORITY
for disposition. Item 9a

417-07b. Creating agency copy, when Destroy when 3 years old. | RCS/Item 704-

maintained- 06b and GRS 2,
Item 9b

417-08. Tax Files.

------

ranra-after

cemﬁcate such as Internal Revenue Service
(IRS) Form W-4 and state equivalents.

Y
Ubouuy ﬂ' ]vux TqIToT

superseded or obsolete or
upon separation of
employee.

RCS/Item 704-
07a and GRS 2,
Item 13a

417-08b. Agency copy of employee wages and

tax statements, such as IRS Form W-2 and s
equivalents, maintai €ncy or payroll

Destroy when 4 years

07b and GRS 2,

Item 13b
processor.
417-08c. Agency copy of employer reports of | Destroy when 4 years old. W
Federal tax withheld, such as IRS Form W-3, ¢ and GRS 2,

with related papers including reports relatin
income and social securi ; state
equt 5, maintained by agency or payroll

processor.

S

Item 13c

417-09. Savings Bond Purchase Files.

417-09a. Authorization for Purchase and

Request for Change - ;
21527, or equivalent.

Destroy when supers
Ot after separation of

09a and GRS 2,

employee. Item 14a
417-09b. Bond registration files: issuing Destroy 4 months after RCSHterF64=
agent's-eeptesof bord Tegistrafion stubs. date of issuance of bond. | 09b and GRS 2,
Item 14b

417-09¢. Bond receipt and transmittal ﬁles

receipts for and transmi s
onds.

Destroy 4 months aft
ate of 1ssuance of bond.

09¢ and GRS 2,
Item 14c

417-10. Combined Federal Campaign and
Other Allotment Authorizations.

417-10a. Authorization for individual allotment

Destroy after GAO audit

RCS/Item 704

to the Combined Federal Campatgn:

or when 3 years old,
whichever is sooner.

10a and GRS 2,
Item 15a

417-10b. Other authorizations, such as union

dues and savings.

Destroy after GAQO audi
or when 3 years old,

whichever is sooner.

| RCSAtem 764
10b and GRS 2,
Item 15b

417-11. Payroll Levy and Garnishment Files.

Official Notice of Levy or Garnishm
quivalent), change slip, work

papers, correspondence, release and other
forms, and other records relating to charge
against retirement funds or attachment of salary
for payment of back taxes or other debts of

Destroy 3 years after
TSHIMent 1S
terminated.

| RCS/Item 70413
and GRS 2, Item
18
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RECORD ITEM/DESCRIPTION

DISPOSITION

AUTHORITY

Federal employees.

417-12. Payroll Administration - Payroll
System Reports.

417-12a. FError reports, ticklers, and system

Destroy when related

RCS/tem 704-

operation reports. actions are completed or | 14a and GRS 2,
when no longer needed, Item 22a
not to exceed 2 years.

417-12b. Reports and data used for agency | Cutoff at the end of the—RCS/Ttem 704-

worklo ement fiscal year. Destroy when | 14b and GRS 2,

purposes. 2 years old. Item 22b

417-12¢. Reports providing fiscal information | Destroy after GAQ audit—-RESAte764-—

on-ageney-payrot: or when 3 years old, 14c and GRS 2,
whichever is sooner. Item 22¢

417-13. Payroll Adjustment and Change

Files. Records forwarded to payroll operations

to direct a change or correction of an individual

pay transaction whether created and maintained

by paying agency or payroll processor.

417-13a. Copies subject to GAO audit. Destroy after GAQ-audit— RCS/Ttem 704-
or when 3 years old, 15a and GRS 2,
whichever is sooner. Item 23a

417-13b. All Other Copies. Destroy 1 month after end | RCS/Item 704
of related pay period. 15b and GRS 2,

Item 23b

417-14. Payroll Correspondence. Cutoff at the end of the W’r&

Correspondence between agency and payroll fiscal year. Destro ] RS 2, Item

processor regarding general routine M 24

administrative issues that do not re
individual pa
ondence, e-mail, or memoranda to

employees on all aspects of bureau timekeeping.
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U.S. Geological Survey

September 2008

Chapter 400. Human Capital Program (Including Payroll and Time and
Attendance Records), Equal Employment Opportunity, and Employee

Development Records

Cross Index

ITEM NUMBER SUBJECT

401

401-01

401-02

401-03

401-03a

401-03b

401-03b(1)

401-03b(2)

401-03¢

402
402-01

402-01a

402-01b

Human Capital Program Files

Human Capital Program Plans and General
Records

Human Capital Management Analysis,
Statistical, and Other Reports

Human Resources Initiatives (HRI) Proposal
Awards

Files and Records Related to the USGS
Process for HRI Proposal Awards

HRI Proposals Received

Approved Proposals

Unapproved Proposals

Forms and Other Records

Official Personnel Folders (OPF)
OPF of Federal Employees

Transferred Employees

Separated Employees

SUPERSEDED CITATION

Item 401-01
N1-57-02-02, Item 401-01
(Changed disposition )

Item 401-02

RCS/Item 401-05 and GRS 1,
Item 16

(Changed disposition)

Item 405-03a
N1-57-02-02, Item 405-03a

Item 405-03b(1)
N1-57-02-02, Item 405-03b(1)

Item 405-03b(2)
N1-57-02-02, Item 405-03b(2)

Item 405-03c
N1-57-02-02, Item 405-03¢

Item 402-01a

RCS/Item 401-02a and GRS 1, Item la

Item 402-01b

RCS/Item 401-02b and GRS 1, Item 1b



402-01c

402-01d

402-02

402-02a

402-02b

402-02c

403

403-01

403-02

404

404-01

404-02

404-02a

404-02b

404-02b(1)

404-02b(2)

404-02b(3)

OPF Temporary Individual Employee
Records

Immigration and Naturalization Service
Forms

Supervisor’s Personnel Files and
Duplicate OPF Documentation
Supervisor’s Personnel Files
Duplicate Documentation

Non-Supervisory Desk Copy Files

Volunteer Personnel Files

Volunteer Files

Volunteer Program Administrative Files
Employment Files

Appointment Information and
Employment Staffing and Analysis Files
Offers of Employment Files

Accepted Offers

Declined Offers
When Name is Received from

Certificate of Eligibles

Temporary or Excepted Appointment

All Others

Item 402-Olc
N1-57-02-02, Item 402-01c¢

Item 402-01d
N1-57-02-02, Item 402-01d

Item 402-02a
RCS/Item 401-04a and GRS 1, Item 18a

Item 402-02b
RCS/Item 401-04b and GRS 1, Item 18b

Item 402-02¢
N1-57-02-02, Item 402-02¢

Item 404-Ola
N1-57-02-02, Item 404-01a

Item 404-01b
N1-57-02-02, Item 404-01b

Item 403-01
N1-57-02-02, Item 403-01
(Combined 403-01 and 403-02)

Item 403-03a
N1-57-02-02, Item 403-03a and
GRS 1, Item 4a

Ttem 403-03b(1)
N1-57-02-02, Item 403-03b(1) and
GRS 1, Item 4b(1)

Item 403-03b(2)
N1-57-02-02, Item 403-03b(2) and
GRS 1, Item 4b(2)

Item 403-03b(3)
N1-57-02-02, Item 403-03b(3) and



404-03

404-04

404-05

404-06

404-07

404-08

404-08a

404-08b

404-08¢c

404-08d

404-08e

404-09

404-10

404-11

404-11a

404-11b

404-11c

Certificates of Eligibles Files

Employee Merit Promotion Case Files

Personnel Interview Records

Notifications of Personnel Actions

Employment Applications

E-Mail Vacancy Notification System

Inputs

Master File

Outputs

System Documentation
All Other Copies

Vacancy Announcements (As Created and
Maintained in Personnel Offices)

Recruitment Packages

Prehire Test Files

Successful Applicant Test Files Where
an Offer of Employment was Made

Successful Applicant Test Files Where
No Employment Offer was Made

Unsuccessful Prehire Applicant Test

GRS 1, Item 4b(3)

Item 403-04
RCS/Item 402-01 and GRS 1, Item 5

Item 403-05
N1-57-02-02, Item 403-05
(Changed disposition)

Item 403-06
RCS/Item 402-04 and GRS 1, Item 8

Item 403-07a
RCS/Item 402-07a and GRS 1, Item 14a
(Combined 403-07a and 403-07b)

Item 403-08
RCS/Item 402-08 and GRS 1, Item 15

Item 403-09a
N1-57-02-02, Item 403-09a

Item 403-09b
N1-57-02-02, Item 403-09b

Item 403-09¢
N1-57-02-02, Item 403-09¢

Item 403-09d
N1-57-02-02, Item 403-09d

Item 403-09e
N1-57-02-02, Item 403-09¢

Item 403-10
N1-57-02-02, Item 403-10

Item 403-11
N1-57-02-02, Item 403-11

Item 403-12a
N1-57-02-02, Item 403-12a

Item 403-12b
N1-57-02-02, Item 403-12b

Item 403-12¢



N1-57-02-02, Item 403-12c

404-12 Employment Examination and
Certification Records

404-12a Delegated Agreements Item 403-13a
RCS/Item 402-09a and GRS 1, Item 33a
404-12b Correspondence Concerning Applications,  Item 403-13b
Eligibles Certification, and All Other N1-57-02-02, Item 403-13b

Examining and Recruiting Operations

404-12¢ Test Material Stock Control Item 403-13¢
RCS/Item 402-09b and GRS 1, Item 334d

404-12d Application Record Card Item 403-13d
N1-57-02-02, Item 403-13d and
GRS 1, Item 33e

404-12¢ Examination Announcement Case Files Item 403-13e*
N1-57-02-02, Item 403-13e and
GRS 1, Item 33f

404-12f Register of Eligibles Item 403-13f*
N1-57-02-02, Item 403-13f and
GRS 1, Item 33g

404-12¢ Letters to Applicants Denying Transfer Item 403-13¢g
of Eligibility N1-57-02-02, Item 403-13g and
GRS 1, Item 33h
404-12h Canceled and Ineligible Applications, Itemn 403-13h*
Supplemental Forms, and Attachments N1-57-02-02, Item 403-13h and

GRS 1, Item 33k

404-121 Test Answer Sheets Item 403-131
N1-57-02-02, Item 403-131 and
GRS 1, Item 331

404-12; Lost or Exposed Test Material Case Files Item 403-13;
N1-57-02-02, Item 403-13j and
GRS 1, Item 335

404-12k Eligible Applications

404-12k(1) On Active Register Item 403-13k(1)*
N1-57-02-02, Item 403-13k(1) and
GRS 1, Item 331(1)

404-12k(2) On Inactive Register Item 403-13k(2)*

N1-57-02-02, Item 403-13k(2) and



404-121

404-12m

404-12n

404-120

404-13

404-14

404-14a
404-14b
404-14b(1)
404-14b(2)
404-15
404-15a
404-15b

404-15¢

404-15¢(1)

404-15¢(2)

Request for Prior Approval of Personnel
Actions Taken by Agencies

Certificate Files

Certification Request Control Index
Interagency Replacement Program

Unemployment Compensation Records

Reductions-in-Force Files

Correspondence and Related Materials

Retention Registers
Registers of Eligibles and Related
Records Used to Effect RIF Actions

Registers from which no RIF Actions
Have Been Taken and Related Records

GRS 1, Item 331(2)

Item 403-131

RCS/Item 402-09¢ and GRS 1, Item 330

Item 403-13m*

N1-57-02-02, Item 403-13m and
GRS 1, Item 33p

(Changed disposition)

Item 403-13n*
N1-57-02-02, Item 403-13n and
GRS 1, Item 33q

Item 403-130
N1-57-02-02, Item 403-130 and
GRS 1, Item 33r

Item 403-14
N1-57-02-02, Item 403-14

Item 403-15a
N1-57-02-02, Item 403-15a

Ttem 403-15b(1)
N1-57-02-02, Item 403-15b(1) and
GRS 1, Item 17b(1)

Item 403-15b(2)
N1-57-02-02, Item 403-15b(2) and
GRS 1, Item 17b(2)

Online Automated Recruitment System (OARS)

Inputs

Master File

Outputs

Electronic Copy

Recordkeeping Copy (Paper)

Item 403-16a
N1-57-02-02, Item 403-16a

Item 403-16b
N1-57-02-02, Item 403-16b

Ttem 403-16¢(1)
N1-57-02-02, Item 403-16¢(1)

Item 403-16¢(2)
N1-57-02-92, Item 403-16¢(2)



404-15d

404-15e

404-16

404-16a

404-16b

404-16¢

404-16¢(1)

404-16¢(2)

404-16d

404-16¢

404-17

404-17a

404-17b

404-17¢

404-17¢(1)

404-17¢(2)

404-17d

404-17¢

System Documentation
All Other Copies

Exit Interviews

Inputs
Master File

Outputs

Electronic Copy
Recordkeeping Copy (Paper)
System Documentation

All Other Copies

Volunteer for Science Program System

Inputs

Master File

Outputs

Electronic Copy

Recordkeeping Copy (Paper)

System Documentation

All Other Copies

Item 403-16d
N1-57-02-02, item 403-16d

Item 403-16¢
N1-57-02-02, Item 403-16¢

Item 403-17a
N1-57-02-02, Item 403-17a

Item 403-17b
N1-57-02-02, Item 403-17b

Ttem 403-17¢(1)
N1-57-02-02, Item 403-17¢(1)

Item 403-17¢(2)
N1-57-02-02, Item 403-17¢(2)

Item 403-17d
N1-57-02-02, Item 403-17d

Item 403-17¢
N1-57-02-02, Item 403-17¢

Item 404-02a
N1-57-02-02, Item 404-02a

Item 404-02b
N1-57-02-02, Item 404-02b

Ttem 404-02¢(1)
N1-57-02-02, Item 404-02¢c(1)

Ttem 404-02¢(2)
N1-57-02-02, Item 404-02¢(2)

Item 404-02d
N1-57-02-02, Item 404-02d

Item 404-02e
N1-57-02-02, Item 404-02e¢



405

405-01

405-01a

405-01b

405-01c

405-02

405-02a

405-02a(a)

405-02a(2)

405-02a(3)

405-02a(3)(a)

405-02a(3)(b)

405-02a(4)

405-02a(5)

405-02b

405-02b(1)

Employee Performance and Awards Files

Employee Awards Files

Case Files

Employee Awards Correspondence
and Reports

Lists of, or Indexes to, Agency Award
Nominations

Employee Performance File System Records

Non-SES Appointees

Appraisals of Unacceptable Performance

Performance Records Superseded
Through an Administrative, Judicial, or
Quasi-Judicial Procedure

Performance-Related Records Pertaining
to Former Employees

Latest Rating of Record

All Other Performance Plans and Ratings

All Other Summary Performance

Appraisal Records

Supporting Documents

SES Appointees

Performance Records Superseded

Item 405-01a(1)

RCS/Item 403-01a(1) and GRS 1,

Item 12a, 12b, and 12¢

(Combined 405-01a(1), 405-01a(2),
405-01b, and 405-01c¢)

Item 405-02
RCS/Item 403-02 and GRS 1, Item 13
(Combined 405-01a(3) and 405-02)

Item 405-01d
RCS/Item 403-01d and GRS 1, Item 12d

Item 405-04a(1)
RCS/Item 403-03a(1) and GRS 1,
Item 23a(1)

Item 405-04a(2)
RCS/Item 403-03a(2) and GRS 1,
Item 23a(2)

Ttem 405-04a(3)(2)
RCS/Item 403-03a(3)(a) and GRS 1,
Ttem 23a(3)(2)

Item 405-04a(3)(b)*
RCS/Item 403-03a(3)(b) and GRS 1,
Item 23a(3)(b)

Item 405-04a(4)
RCS/Item 403-03a(4) and GRS 1,
Item 23a(4)

Item 405-04a(5)*

RCS/Item 403-03a(5) and GRS 1,
Item 23a(5)

Ttem 405-04b(1)



405-02b(2)

405-02b(2)(a)

405-02b(2)(b)

405-02b(3)

405-02b(4)

4006

406-01

406-01a

406-01b

406-01c

406-01d

406-01d(1)

406-01d(2)

406-02

Through an Administrative, Judicial, or
Quasi-Judicial Procedure

Performance-Related Records Pertaining
to a Former SES Appointee

Latest Rating of Record
All Other Performance Ratings and Plans
All Other Performance Appraisals

Supporting Documentation

Position Classification and Job Evaluation

Files
Classification Files

Position Classification Standards Files

Position Descriptions

Classification Review Files

Appeals Files

Case Files

Certificates of Classification

Fast Class

RCS/Item 403-03b(1) and GRS 1,
Item 23b(1)

Item 405-04b(2)(a)
RCS/Item 403-03b(2)(a) and GRS 1,
Item 23b(2)(a)

Item 405-04b(2)(b)*
RCS/Item 403-03b(2)(b) and GRS 1,
Item 23b(2)(b)

Item 405-04b(3)
RCS/Item 403-03b(3) and GRS 1,
Item 23b(3)

Item 405-04b(4)*
RCS/Item 403-03b(4) and GRS 1,
Item 23b(4)

Item 406-01a
RCS/Item 404-01a(1) and GRS 1,
Item 7a(1)

Item 406-01b
RCS/Item 404-01b and GRS 1, Item 7b

Item 406-01c(1)

RCS/Item 404-01¢c(1) and GRS 1,

Item 7c(1)

(Combined 406-01¢(1) and 406-01¢(2))

Item 406-01d(1)
RCS/Item 404-01d(1) and GRS 1,
Item 7d(1)

Item 406-01d(2)
RCS/Item 404-01d(2) and GRS 1,
Item 7d(2)



406-02a

4006-02b

406-02c

406-02¢(1)

406-02¢(2)

406-02d

406-02e¢

406-03

406-04

406-05

407

407-01

407-01a

407-01b

407-01c

Inputs
Master File

Outputs

Electronic Copy

Recordkeeping Copy (Paper)
System Documentation

Fast Class Related Files

Wage Survey Files

Pay Comparability Records
Classification Appraisals (Pay) Files

Employee Relations and Service Files
Employee Relations Case Files

Disciplinary and Adverse Action Files

Appeals of Disciplinary/Adverse Action
Files

Administrative Grievance Files

Item 406-02a
N1-57-02-02, Item 406-02a

Item 406-02b
N1-57-02-02, Item 406-02b

Item 406-02¢(1)
N1-57-02-02, Item 406-02c(1)

Item 406-02¢(2)
N1-57-02-02, Item 406-02c(2)

Item 406-02d
N1-57-02-02, Item 406-02d

Item 406-02¢
N1-57-02-02, item 406-02¢

Item 407-04
RCS/Item 704-22 and GRS 1, Item 38

Item417-11%
RCS/Item 704-08 and GRS 1, Item 41

Item 417-12
N1-57-02-02, Item 417-12

Item 407-01a

RCS/Item 405-01a and NC1-57-81-2,
Item 15a and GRS 1, Item 30b and
RCS/Item 405-01b and NC1-57-81-2,
Item 15b

(Combined 405-01a and 405-01b)
(Minor change in disposition wording)

Item 407-01c

RCS/Item 405-01c and NC1-57-81-2,
Item 15¢

(Minor change in disposition wording)

Item 407-01d

RCS/Item 405-01d and NC1-57-81-2,
Item 15d and GRS 1, Item 30a

(Minor change in disposition wording)



407-01d

407-01e

407-02

407-03

407-03a

407-03b

407-03c

407-04

407-04a

407-04a(1)

407-04a(2)

407-04b

407-04b(1)

407-04b(2)

407-05

407-05a

407-05b

Separation of Probationary Employees
Cases in which no Action was Taken
Employee Investigative Files

Leave Program Files

General Administrative Records
Correspondence or Subject Files
Leave Transfer Program Case Files

Employee Concerns Program

Official Employee Concerns Program Files
Concerns Relating to Security,
Environmental, Safety, and Health-Related

Issues

All Other Concerns

Records Documenting Concermns that do
not Develop into Official Cases

Security-Related Concern
All Other Concerns

Conflict Resolution (CORE) Program

Mediation Files

All Other Records, Notes, Work
Products, or the Like Developed During
the Mediation Process

10

Item 407-0le
RCS/Item 405-01¢ and NC1-57-81-2,
Item 15e

Item 407-01f
RCS/Item 405-01f and NC1-57-81-2,
Item 15f

Item 407-02
RCS/Item 405-02 and NC1-57-81-2,
Item 17

Item 417-09a
N1-57-02-02, Item 417-09a

Item 417-09b
N1-57-02-02, Item 417-09b

Item 417-08*
RCS/Ttem 704-19 and GRS 1, Item 37

Item 407-06a(1)
N1-57-02-02, Item 407-06a(1)

Ttem 407-06a(2)
N1-57-02-02, Item 407-06a(2)

Ttem 407-06b(1)
N1-57-02-02, Item 407-06b(1)

Ttem 407-06b(2)
N1-57-02-02, Item 407-06b(2)

Item 407-07a
N1-57-02-02, Item 407-07a

Item 407-07b
N1-57-02-02, Item 407-07b



407-05¢

408

408-01

408-01a

408-01b

408-01c

408-02

408-02a

408-02b

408-02c

408-03

408-03a

408-03b

408-03c

408-04

408-05

408-06

Other Records

Benefits and Workplace Enhancement

Program Records

Physical Fitness Program

Physical Fitness Program Handbook
Copies of the Waiver and Informed
Consent Statement and Substantiating

Reimbursement Receipts

Copies of Employee E-Mails and Other
Materials

Alternate Worksite/Flexiplace
Telecommuting Program

Approved Requests or Applications to
Participate in an Alternate Worksite/
Flexiplace Program

Unapproved Requests

Miscellaneous Forms and Reports

Transportation Fringe Benefit Program

Approved Requests

Unapproved Requests

Forms and Other Records

Federally Run Day Care Centers

General Workplace Enhancement Program

Files

Employee Assistance Program (EAP) Files

11

Item 407-07¢
N1-57-02-02, Item 407-07¢

New Item

New Item

New Item

Item 408-02a
N1-57-02-02, Item 408-02a
and GRS 1, Item 42a

{tem 408-02b
N1-57-02-02, Item 408-02b and
GRS 1, Item 42b

Item 408-02¢
N1-57-02-02, Item 408-02¢ and
GRS 1, Item 42¢

Item 408-03a
N1-57-02-02, Item 408-03a

Item 408-03b
N1-57-02-02, Item 408-03b

Item 408-03¢
N1-57-02-02, Item 408-03¢

Item 408-04
N1-57-02-02, Item 408-04

Item 408-05
N1-57-02-02, Item 408-05



408-06a

408-06b

408-07

408-07a

408-07b

408-07b(1)

408-07b(2)

408-08

408-08a

408-08b

408-08c

408-08d

409

409-01

409-02

409-02a

Files Concerning the Planning,
Coordination, and Direction of the EAP

Correspondence, Memoranda, and Other
Records

Federal Employees Health Benefits
Program

Health Benefits Denied, Not Appealed

Health Benefits Denied, Appealed

Appeal Successful
Appeal Unsuccessful

Employee Benefits Files

Retirement Case Files
Estimated Annuity Computations
Retirement Assistance Files

Death Case Files

New Item

Item 414-04a
N1-57-02-02, Item 414-04a

Item 414-08a
RCS/Item 407-07a and GRS 1, Item 35a

Ttem 414-08b(1)
RCS/Item 407-07b(1) and GRS 1,
Item 35b(1)

Item 414-08b(2)
RCS/Item 407-07b(2) and GRS 1,
Item 35b(2)

Item 407-03a
RCS/Item 405-03a and NC1-57-81-2,
Item 20a

«Item 407-03b
RCS/Item 405-03b and NC1-57-81-2,
Item 20b

Item 407-03c*
N1-57-02-02, Item 407-03¢ and
GRS 1, Item 39

Item 407-03d
RCS/Item 405-03¢ and NC1-57-81-2,
Item 20c¢

Ethics and Employee Standards of Conduct

Ethics and Employee Standards of
Conduct Files

Financial Disclosure Reports

Reports and Related Documents
Submitted by Individuals

12

Item 409-01
RCS/Item 405-05 and GRS 25, Item 1b



409-02a(1)

409-02a(2)

409-03

409-04

409-05

409-06

409-07

410

410-01

410-01a

410-01b

410-01c

410-01d

410-01d(1)

410-01d(2)

Records for the Individuals

Public Financial Disclosure Reports
and Confidential Supplemental Financial
Disclosure Reports

Stock Holding Conflicts and Advisories

Conflict-of-Interest Files

Serving in Official Duty Capacity in
Outside Organizations

Ethics Training Records

Acreage Report Files
Federal Workplace Drug Testing

Federal Workplace Drug Testing Program
Files

Drug Test Plans and Procedures Excluding

Documents that are Filed in Record Sets
of Formal Issuances

Employee Acknowledgment of Notice
Forms

Drug Test Selection/Scheduling
Records

Records Relating to the Collection and
Handling of Specimens

Permanent Record Books

Chain of Custody Records

13

Item 409-02a(1)
N1-57-02-02, Item 409-02a(1) and
GRS 25, Ttem 2a(1), 2b(1), and 2¢(1)

Item 409-02a(2)

N1-57-02-02, Item 409-02a(2) and
GRS 25, Item 2a(2), 2b(2), and 2¢(2)
(Combined 409-02a(2) and 409-02(b)

Item 409-03
N1-57-02-02, Item 409-03

Item 409-04
N1-57-02-02, Item 409-04 and
GRS 25, Item 3

Item 409-05
N1-57-02-02, Item 409-05

Item 409-06
N1-57-02-02, item 409-06 and
GRS 25, Item 8

New Item

Item 410-01a
RCS/Item 405-06a and GRS 1,
Item 36a

Ttem 410-01b
RCS/Item 405-06b and GRS 1,
Item 36b

Item 410-01c¢
RCS/Item 405-06¢ and GRS 1,
Item 36¢

Item 410-01d(1)
N1-57-02-02, Item 410-01d(1) and
GRS 1, Item 36d(1)

Item 410-01d(2)
N1-57-02-02, Item 410-01d(2) and



410-01le
410-01e(1)

410-01e(1)(a)

410-01e(1)(b)

410-01e(2)

410-02

411
411-01

411-01a

411-01b

412

412-01

412-02

412-02a

412-02b

412-03

412-04

Test Results
Positive Results

Employees

Applicants not Accepted for
Employment

Negative Results

Federal Workplace Drug Awareness
Program Files

Special Appointment Files
Americans with Disabilities Act

Routine Files
Originating Agency’s Files

Educational and Student Program Files

Academic and Outreach Programs

Apprenticeship Program Files

Files of Employees who Successfully
Complete Program

Files of Employees who Terminate
or are Terminated from the Program Prior

to Completion

Tuition Reimbursement Records
Student Recruitment System (SRS)

14

GRS 1, Item 36d(2)

Item 410-01e(1)(a)
N1-57-02-02, Item 410-01e(1)(a) and
GRS 1, Item 36e(1)(a)

Ttem 410-01e(1)(b)
N1-57-02-02, Item 410-01e(1)(b) and
GRS 1, Item 36¢(1)(b)

Item 410-01e(2)
RCS/Item 405-06d(2) and GRS 1,
Item 36e(2)

Item 410-02
N1-57-02-02, Item 410-02

Item411-0la
N1-57-02-02, Item 411-01a

Item411-01b
N1-57-02-02, Item 411-01b

Item 412-01c

N1-57-02-02, Item 412-01c¢

(Combined 412-01a, 412-01b, 412-01c,
412-01d, 412-01e, and 412-011)

Item 412-02a
N1-57-02-02, Item 412-02a

Item 412-02b

N1-57-02-02, Item 412-02b
Item 410-03

N1-57-02-02, Item 410-03

New Item



412-05

412-05a

412-05b

412-05¢

412-05d

412-05e

413
413-01
413-01a
413-01b
413-01c
413-01c(1)
413-01c(2)
413-01d
413-0le
413-02

413-02a

413-02b

413-03

Student Placement Assistance (SPA)
System

Inputs

Master File

Outputs

System Documentation
All Other Copies

Employee Training Files

Learning Management System (LMS)
Inputs

Master File

Outputs

Electronic Copy

Recordkeeping Copy (Paper)

System Documentation

All Other Copies

Training Records

General files of Agency-Sponsored
Training

Employee Training Other than USGS

USGS Programs Designed to Help USGS
Employees

15

Item 412-05a
N1-57-02-02, Item 412-05a

Item 412-05b
N1-57-02-02, Item 412-05b

Item 412-05¢
N1-57-02-02, Item 412-05¢

Item 412-05d
N1-57-02-02, Item 412-05d

Item 412-05e
N1-57-02-02, Item 412-05¢

New Item

New Item

New Item
New Item
New Item

New Item

Item 413-01a(1)*

RCS/Item 406-01a(1) and GRS 1

Item 29a(1) and 29a(2)

(Combined 413-01a(1) and 413-01a(2))

Item 413-01b*
RCS/Item 406-01b and GRS 1, Item 29b

Item 413-02a

N1-57-02-02, Item 413-02a

(Combined 413-02a, 413-02b, 413-03a,
and 413-03b)



413-04

413-04a

414

414-01

414-02

414-02a

414-02b

414-03
414-03a

414-03a(1)

414-03a(2)

414-03b

414-03c

414-04

414-04a

414-05

414-06

Training Support Databases

When the Electronic Record Replaces
Hard Copy Records that Support
Administrative Housekeeping Functions

Employee Health Files

Individual Non-Occupational Health
Record Files

Health Unit Control Files

If Information is summarized on
Statistical Report

If Information is not Summarized

Employee Medical Folders (EMF)
Long-Term Medical Records

Transferred Employees
Separated Employees

Temporary or Short-Term Records
Individual Employee Health Case Files
Employee Health Statistical Summaries
Smoking Issues and Policies

Personal Injury Files

Occupational Injury and Illness

16

GRS 20, Item 3b(1)

Item 414-01
RCS/Item 407-01 and GRS 1, Item 19

Item 414-02a
RCS/Item 407-02a and GRS 1, Item 20a

Item 414-02b
RCS/Item 407-02b and GRS 1, Item 20b

14

Item 414-03a(1)
RCS/Item 407-03a(1) and GRS 1,
Item 21a(1)

Item 414-03a(2)
RCS/Item 407-03a(2) and GRS 1,
Item 21a(2)

Item 414-03b
RCS/Item 407-03b and GRS 1, Item 21b

Item 414-03¢
RCS/Item 407-03¢c and GRS 1, Item 21¢

Item 414-05
RCS/Item 407-04 and GRS 1, Item 22

Item 414-04b
N1-57-02-02, Item 414-04b

Item 414-06
RCS/Ttem 407-05 and GRS 1, Item 31
(Changed disposition)

Item 414-07
RCS/Ttem 407-06 and GRS 1, Item 34



415
415-01

415-0la

415-01b

415-01c

415-01d

415-01d(1)

415-014(2)

415-02

416
416-01

416-01a

416-01b

416-01c

416-01¢(1)

416-01c(2)

416-01d

Labor Relations Files
Labor Management Relations

General Correspondence

Office Negotiating Agreement

Negotiated Grievance Files

Labor Management Relations
Bargaining Unit Status Reports
Labor Agreement Information
Retrieval System and Official Time

Reports

Certification/Decertification Files

EEO Files
EEO Official Discrimination Records

Official Discrimination Complaint Case
Files

Copies of EEO Compliant Case Files

EEO Preliminary and Background Records
Background Records not Filed in the

Official Discrimination Complaint Cases

Records Documenting Complaints that do
not Develop into Official Discrimination
Complaint Cases

Discrimination Complaint Status Reports

17

Item 415-01a
RCS/Item 408-01a and N1-57-87-2,
Item 408-01a and GRS 1, Item 28b

Item 415-01b

RCS/Item 408-01b and N1-57-87-2,
Item 408-01b and GRS 1, Item 28a(1)
(Combined 415-01b and 415-01c¢)

Item 415-01d
N1-57-02-02, Item 415-01d

Item 415-01(1)
N1-57-87-2, Item 408-01d(1)

Item 415-011(2)
N1-57-87-2, Item 408-01d(2)
(Changed disposition)

Item 415-03
N1-57-02-02, Item 415-03

Item 416-01a
RCS/Ttem 409-01a and GRS 1, Item 25a

Item 416-01b
RCS/Item 409-01b and GRS 1, Item 25b

Item 416-01c(1)
RCS/Item 409-01¢(1) and GRS 1,
Item 25¢(1)

Item 416-01¢(2)
RCS/Item 409-01c(2) and GRS 1,
Item 25¢(2)

Item 416-01d
N1-57-02-02, Item 416-01d



416-02

416-02a

416-02b

416-03

416-04

416-04a

416-04b

416-04c

416-04d

416-05

416-06

417

417-01

417-01a

417-01b

417-02

417-03

EEO Compliance Records

EEO Compliance Review Files
EEO Compliance Reports

EEO Employment Statistics File

EEO Affirmative Action Plans (AAPs)

Agency Copy
Agency Feeder Plans

Record Copies of Reports of On-Site
Reviews of AAPs

Agency Copy of Annual Reports of
Affirmative Action Accomplishments

Special Emphasis Programs and Project
Records

EEO General Files

Payroll and Time and Attendance Files
Individual Employee Pay Records

Pay Record for Each Employee as
Maintained in an Electronic Database
Individual Pay Record

Non-Current Payroll Files

Time and Attendance — Leave

18

Item 416-02a
RCS/Item 409-01d(1) and GRS 1,
Item 25d(1)

Item 416-02b
RCS/Item 409-01d(2) and GRS 1,
Item 25d(2)

Item 416-03
RCS/Item 409-01f and GRS 1, Item 25f

Item 416-04a
RCS/Item 409-01h(1) and GRS 1,
Item 25h(1)

Item 416-04b
RCS/Item 409-01h(2) and GRS 1,
Item 25h(2)

Item 416-04c
RCS/Item 409-01h(3) and GRS 1,
Item 25h(3)

Item 416-04d
RCS/Item 409-01h(4) and GRS 1,
Item 25h(4)

Item 416-05
N1-57-02-02, Item 416-05

Item 416-06
RCS/Item 409-01g and GRS 1, Item 25¢g

Item 417-0la
RCS/Ttem 704-01a and GRS 2, Item la

Item 417-01b
RCS/Item 704-01b and GRS 2, Item 1b

Item 417-02
RCS/Item 704-02 and GRS 2, Item 2



417-03a

417-03b

417-04

417-05

417-06

417-07

417-07a

417-07b

417-08

417-08a

417-08b

417-08c

417-09

417-09a

417-09b

417-09¢

417-10

Application Files

If Employee Initials Time Card or
Equivalent

If Employee has not Initialed Time Card
or Equivalent

Time and Attendance Source Records
Time and Attendance Input Records

Flexitime Attendance

Leave Record Files

Record of Employee Leave
Creating Agency Copy, When Maintained

Tax Files

Employee Withholding Allowance
Certificate

Agency copy of Employee Wages and Tax
Statements

Agency Copy of Employer Reports of
Federal Tax Withheld

Savings Bond Purchase Files
Authorization for Purchase and Request
for change

Bond Registration Files

Bond Receipt and Transmittal Files

Combined Federal Campaign and Other
Allotment Authorizations
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Item 417-03a
RCS/Item 704-03a and GRS 2, Item 6a

Item 417-03b
RCS/Item 704-03b and GRS 2, Item 6b

Item 417-04
RCS/Item 704-04 and GRS 2, Item 7

Item 417-05
RCS/Item 704-05 and GRS 2, Item 8

Item 417-06
N1-57-02-02, Item 417-06 and
GRS 2, Item 7

Item 417-07a
RCS/Item 704-06a and GRS 2, Item 9a

Item 417-07b
RCS/Item 704-06b and GRS 2, Item 9b

Item 417-10a
RCS/Item 704-07a and GRS 2, Item 13a

Item 417-10b
RCS/Item 704-07b and GRS 2, Item 13b

Item 417-10c¢
RCS/Item 704-07¢c and GRS 2, Item 13c¢

Item 417-13a
RCS/Item 704-09a and GRS 2, Item 14a

Item417-13b
RCS/Item 704-09b and GRS 2, Item 14b

Item417-13¢ .
RCS/Item 704-09¢ and GRS 2, Item 14c¢



417-10a

417-10b

417-11

417-12

417-12a

417-12b

417-12¢

417-13

417-13a

417-13b

417-14

Authorization for Individual Allotment to
the Combined Federal Campaign

Other Authorizations

| Payroll Levy and Garnishment Files

Payroll Administration — Payroll System
Reports

Error Reports, Ticklers, and System
Operation Reports

Reports and Data used for Agency
Workload and/or Personnel Management

Purposes

Reports Providing Fiscal Information
on Agency Payroll

Payroll Adjustment and Change Files

Copies Subject to GAO Audit

All Other Copies

Payroll Correspondence

*Changes made in GRS Transmittal #9, April 24, 2003

DELETED ITEMS
s 403-18 — Federal Employee Express - Entire section including 403-18a and 403-18b (408-05
covers these now)

¢ 403-19 — Thrift Savings Plan Files - Entire section including 403-19a and 403-19b (408-05 covers

these now)

407-03e — Retirement “Call-up” Cards
407-05 — Personnel Counseling Records — Entire section including 407-05a and 407-05b
408-01 —- Bright Ideas — Entire section including 408-01a and 408-01b.

412-04a, 412-04b, 412-04c¢, 412-04¢(1), 412-04d, and 412-04e — Breakout of Student

Recruitment System

Item 417-14a
RCS/Item 704-10a and GRS 2, Item 15a

Item 417-14b
RCS/Item 704-10b and GRS 2, Item 15b

Item 417-15
RCS/Item 704-13 and GRS 2, Item 18

Item 417-16a
RCS/Item 704-14a and GRS 2, Item 22a

Item 417-16b
RCS/Item 704-14b and GRS 2, Item 22b

Item 417-16¢
RCS/Item 704-14c and GRS 2, Item 22¢

Item417-17a
RCS/Item 704-15a and GRS 2, Item 23a

Item 417-17b
RCS/Item 704-15b and GRS 2, Item 23b

Item 417-18
RCS/Item 704-16 and GRS 2, Item 24

413-05 — Training Management System — Entire section including 413-05a, 413-05b, 413-05¢,

413-05¢(1), 413-05¢(2), 413-05d, and 413-05¢. Replaced by the Learning Management System.

413-06 — International Visitor and Training Files.
414-04b — Smoking Issues and Policies.

415-01e — Adverse Action Files.

415-02 — Seniority Rosters — Entire section including 415-02a and 415-02b.
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e 418 — Electronic Mail and Word Processing System Copies — Entire section including 418-01,
418-01a, and 418-01b.
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