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Financial Management &
Reporting Administrative Records
	



GRS 1.1; 001
	DAA-GRS-2016-0013-0001

Temporary. Destroy when 3 years old, but longer retention is
authorized if needed for business use.
	



File Room
	



Juan Linan

	

Procuring Goods & Services
	

GRS 1.1; 011
	DAA-GRS-2013-0003-0002

Temporary. Destroy when business use ceases.
	

File Room
	Juan Linan

	


Property, Plant, and Equipment
	



GRS 5.4; 040
	DAA-GRS-2016-0011-0004

Temporary. Destroy when 3 years old, but longer retention is
authorized if required for business use.
	



File Room
	Juan Linan

	




Employee Incentive Award Records
	





GRS 2.2; 030
	DAA-GRS-2017-0007-0003

Temporary. Destroy when 2 years old or 2 years after award is approved or disapproved, whichever is later, but longer
retention is authorized if required for business use
	





ADD Office
	Juan Linan

	



Employee Performance Records (Acceptable)
	




GRS 2.2; 070
	DAA-GRS-2017-0007-0007

Temporary. Destroy no sooner than 4 years after date of appraisal, but longer retention is
authorized if required for business use.
	




ADD Office
	Juan Linan
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Employee Performance Records (Unacceptable)
	







GRS 2,2; 071
	DAA-GRS-2017-0007-0009

Temporary. Destroy after employee completes 1 year of acceptable performance from the date of written advance notice of proposed removal or reduction- in-grade notice. This disposition instruction is mandatory;
deviations are not allowed.
	







ADD Office
	








Juan Linan

	




Supervisor’s Personnel Files
	




GRS 2.2; 080
	DAA-GRS-2017-0007-0012

Temporary. Review annually and destroy superseded documents. Destroy remaining documents 1 year after employee separation or transfer.
	




ADD Office
	





Juan Linan

	


Telework/Alternative Worksite Program Files
	



GRS 2.3; 080
	DAA-GRS-2015-0007-0021

Temporary. Destroy when 3 years old, but longer retention is authorized if required for business use.
	



ADD Office
	




Juan Linan

	

Forms, Requests or Applications to Participate in Telework/Alternate Worksite Programs
	




GRS 2.3; 081
	DAA-GRS-2015-0007-0022

Temporary. Destroy 1
year after end of employee's participation in the program, but
longer retention is authorized if required for business use.
	




ADD Office
	





Juan Linan

	
Time & Attendance Records
	
GRS 2.4; 030
	DAA-GRS-2016-0015-0003

Temporary. Destroy after
	
File Room
	

Juan Linan
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	GAO audit or when 3 years old, whichever is sooner.
	
	

	





Individual Training Records
	





GRS 2.6; 030
	DAA-GRS-2016-0014-0003

Temporary. Destroy when superseded, 3 years old, or 1 year after separation, whichever comes first, but longer retention is authorized if required for
business use.
	





ADD Office
	






Juan Linan

	

Tracking & Control Records
	

GRS 4.1; 010
	DAA-GRS-2013-0002-0016

Temporary. Destroy when no longer needed.
	

File Room
	


Juan Linan

	




Records Management Program Records
	





GRS 4.1; 020
	DAA-GRS-2013-0002-0007

Temporary. Destroy no sooner than 6 years after the project, activity, or transaction is completed or superseded, but longer retention is authorized if needed for business use.
	





File Room
	






Juan Linan

	



FOIA, Privacy Act
	



GRS 4.2; 001
	DAA-GRS-2016-0013-0003

Temporary. Destroy when 3 years old, but longer retention is
authorized if needed for business use.
	



File Room
	




Juan Linan

	

General Information Request Files
	

GRS 4.2; 010
	DAA-GRS2013-0007-0001

Temporary. Destroy when 90 days old, but longer retention is
	

File Room
	


Juan Linan




	
	
	authorized if required for business use.
	
	

	

Administrative Records Maintained
	

GRS 5.1; 010
	DAA-GRS-2016-0016-0001

Temporary. Destroy when business use ceases.
	

File Room
	


Juan Linan

	



Continuity Planning and Related Emergency Planning Files
	





GRS 5.3; 010
	DAA-GRS-2016-0004-0001

Temporary. Destroy when 3 years old or 3 years after superseded or obsolete, whichever is applicable, but longer retention is authorized if
required for business use.
	





File Room
	






Juan Linan

	

Facility, Space, Vehicle, Equipment, Supply
Administration & Operational Records
	




GRS 5.4; 010
	DAA-GRS-2016-0011-0001

Temporary. Destroy when 3 years old or 3 years after superseded, as appropriate, but
longer retention is authorized if required for business use.
	




File Room
	





Juan Linan

	


Key and Card Accountability Records
	



GRS 5.6; 020
	DAA-GRS-2017-0006-0002

Temporary. Destroy 3 years after return of key, but longer
retention is authorized if required for business use.
	



File Room
	




  Juan Linan

	

Accident and Incident Records
	

GRS 5.4; 140
	DAA-GRS-2016-0011-0017

Temporary. Destroy 3 years after case is closed, but longer
	

File Room
	
  Juan Linan




	
	
	retention is authorized if Required for business use.
	
	

	


Legal and Regulatory Compliance Reporting Recds.
	



GRS 4.2; 80
	DAA-GRS-2013-0007-0022

Temporary. Destroy 5 years after submission of report, but longer retention is authorized if
required for business use.
	




File Room
	




Juan Linan

	


Labor Mngt Relation Agreement Negotiation Recds
	



GRS 2.3; 52
	DAA-GRS-2015-0007-0015

Temporary. Destroy 5 years after final resolution of case, but
longer retention is authorized if required for business use.
	




File Room
	




Juan Linan

	





Compliance and Construction Review Files
	





N1-448-01-02;
Item 19a
	Temporary. Retain in office three calendar years after administrative
/legal action (including judicial) is completed or case otherwise is closed; then transfer to FRC. Break file at end of calendar year. Destroy seven calendar years after
case closure.
	






File Room
	






Juan Linan

	
	
	DAA-GRS-2015-0007-0012
	
	

	
	
	Temporary. Destroy 3
	
	

	
	
	years after being superseded or
	
	

	
	
	obsolete, but longer retention is
	
	

	Anti-Harassment Program
	
	authorized if required for
	
	

	Files
	GRS 2.3; 040
	business use.
	File Room
	  Juan Linan

	






Complaint Review Files
	





N1-448-01-02;
Item 32c
	TEMPORARY. Break file at the end of the calendar year. Retain in active files until case is resolved. Retire to inactive file for a period of four calendar years; in case of appeal of findings in the discrimination case. Maintain in
the office and destroy four calendar
	






File Room
	






  Juan Linan
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