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SERIES 
NO. 

 
 

RECORDS SERIES TITLE  
AND DESCRIPTION OF SERIES 

OPR 
or 

OFM 
PRIMARY  

RECORD COPY 
SECONDARY  

RECORD COPY 

DISPOSITION 
AUTHORITY  

NUMBER 
(DAN) 

 
 

SPECIAL AND/OR 
DISPOSITION INSTRUCTIONS 

2 COLLECTIVE BARGAINING CONTRACT AND 
AGREEMENT NEGOTIATIONS FILES 
 

OFM Until approval of negotiated 
agreement - Potential 
archival value - See remarks 

Destroy when obsolete 
or superseded 

GS50-04E-04 Please contact your Regional Archivist 
before disposing of this record.  
Records from this series may be 
selected to be transferred to and 
preserved at a Regional Archives 
branch subject to any restrictions 
provided by collective bargaining 
contracts and agreements. 

3 GRIEVANCES AND APPEALS – PERSONNEL – 
EMPLOYEE RELATIONS 

OPR Resolution plus 6 years Destroy when obsolete 
or superseded 

GS50-04E-03  

4 UNION ARBITRATION FILES 
Case histories of disputes between agency and 
union settled through arbitration. 

OPR 6 years Destroy when obsolete 
or superseded 

GS50-04E-06  

5 UNION ORGANIZATION LISTS OFM Destroy when obsolete or 
superseded 

Destroy when obsolete 
or superseded 

GS50-04E-05  
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SPECIAL AND/OR 
DISPOSITION INSTRUCTIONS 

1 APPLICATION FOR EMPLOYMENT WHEN 
APPLICANT IS NOT HIRED 

OFM 3 years Destroy when obsolete 
or superseded 

GS50-04B-01  

2 CUMULATIVE LEAVE RECORD OFM 3 years Destroy when obsolete 
or superseded 

GS50-04B-02  

3 DRUG TEST RESULTS (AGENCY 
EMPLOYEES) 

OPR Termination of employment 
plus 6 years 

Destroy when obsolete 
or superseded 

GS50-04B-27  

4 EMPLOYEE & VOLUNTEER FINGERPRINT 
PROCESSING LIST 
Listings of newly hired employees fingerprinted for 
criminal background checks. 

OPR 6 years Destroy when obsolete 
or superseded 

GS50-04B-11  

5 EMPLOYEE ASSISTANCE PROGRAM – 
SUPERVISOR REFERRAL DOCUMENTATION 
Documentation of referrals and completion of 
treatment by employees referred to the Employee 
Assistance Program by their supervisors to 
resolve work-related problems. 

OPR Termination of employment 
plus 6 years 

Destroy when obsolete 
or superseded 

GS50-04B-27  

6 EMPLOYEE ASSISTANCE PROGRAM FILES 
Quarterly reports, contracts, RFPs. 

OFM 4 years Destroy when obsolete 
or superseded 

GS50-04B-19  

7 EMPLOYEE CONTRACTS – FINAL 
Includes riders issued. 

OPR 6 years Destroy when obsolete 
or superseded 

GS50-04B-12  

8 EMPLOYEE CONTRACTS – SUPERSEDED 
Contracts superseded within fiscal year. 

OFM 3 years Destroy when obsolete 
or superseded 

GS50-04B-13  
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SPECIAL AND/OR 
DISPOSITION INSTRUCTIONS 

9 EMPLOYEE CORRECTIVE ACTION AND 
PROBATION DOCUMENTS 

OPR 6 years after completion of 
probation or disciplinary 
action, or destroy according 
to the provisions of collective 
bargaining contracts and 
agreements 

Destroy when obsolete 
or superseded 

GS50-04B-15  

10 EMPLOYEE DIRECTORY/ROSTER 
 

OFM Destroy when obsolete or 
superseded – Potential 
archival value – See 
remarks 

Destroy when obsolete 
or superseded 

GS50-04B-14 Please contact your Regional Archivist 
before disposing of this record.  
Records from this series may be 
selected to be transferred to and 
preserved at a Regional Archives 
branch. 

11 EMPLOYEE HEALTH HISTORY FILES 
Documentation of physical examinations and 
tests, which verify that individual employees meet 
the physical condition requirements established in 
their terms of employment. 

OPR Termination of employment 
plus 6 years 

Destroy when obsolete 
or superseded 

GS50-04B-26  

12 EMPLOYEE HISTORY 
This record may be kept as part of item #37.  May 
include all or some of the following:  Details on 
employee application, start of employment, 
employment status, position description, job 
classification, evaluations, raises, criminal history 
and background checks, investigations, 
retirement or disability resulting in employment 
termination, and evaluation of applications of 
recognition of non-college credit courses. 
ESSENTIAL RECORD - Needs security backup - 
See remarks. 

OFM Termination plus 6 years – 
See remarks 

Destroy when obsolete 
or superseded 

GS50-04B-03 Retention may be subject to restrictions 
provided by collective bargaining 
contracts and agreements. 
 
May be kept as a permanent record (if 
considered necessary) instead of 
keeping the entire file.  This record 
should be protected from damage or 
loss by off-site storage of a security 
copy, or by keeping a list that identifies 
the location of other copies inside and 
outside the agency. 

13 EMPLOYEE SUGGESTION PROGRAM FILES 
Original suggestion forms, evaluation forms, 
recommendation form, and correspondence to 
document and process employee suggestion 
files. 

OFM 3 years after determination of 
suggestion 

Destroy when obsolete 
or superseded 

GS50-04B-20  

14 EMPLOYMENT INTERVIEW EVALUATION 
FILES 
Includes test results. 

OFM 3 years Destroy when obsolete 
or superseded 

GS50-04B-16  

15 EMPLOYMENT REQUISITION / PERSONNEL 
ACTION REQUEST 
May contain position specifications, needs 
analysis, and authorization signatures. 

OFM 3 years Destroy when obsolete 
or superseded 

GS50-04B-17  
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SPECIAL AND/OR 
DISPOSITION INSTRUCTIONS 

16 HEPATITIS B VIRUS (HBV) AND HUMAN 
IMMUNODEFICIENCY VIRUS (HIV) EXPOSURE 
REPORTS AND WAIVERS 
ESSENTIAL RECORD - Needs security backup - 
See remarks.  

OPR Termination of employment 
plus 30 years 

Destroy when obsolete 
or superseded 

GS50-04B-04 Reference 29 CFR 1910.1020. This 
record should be protected from 
damage or loss by off-site storage of a 
security copy, or by keeping a list that 
identifies the location of other copies 
inside and outside the agency. 

17 IDENTIFICATION BADGE RECORDS FOR 
CONTRACT AND TEMPORARY EMPLOYEES 
Photo ID badges and supporting paperwork to 
track badges issued to contract and temporary 
employees. 

OFM 1 year Destroy when obsolete 
or superseded 

GS50-04B-21  

18 JOB ANNOUNCEMENTS OR POSTINGS OFM 3 years Destroy when obsolete 
or superseded 

GS50-04B-18  

19 PERSONNEL FILE 
May include application for employment when 
applicant is hired; identification, criminal 
background checks; oaths of officials elected and 
appointed; bonds of officials elected and 
appointed; evaluation reports on job performance; 
investigation reports; records of employment 
status, position description and job classification; 
citations; letters of recommendation; personal 
history cards.   
ESSENTIAL RECORD – Needs security backup 
– See remarks. 

OFM Termination plus 6 years- 
See remarks 

Destroy when obsolete 
or superseded 

GS50-04B-06 Retention may be subject to restrictions 
provided by collective bargaining 
contracts and agreements. 
 
This record should be protected from 
damage or loss by off-site storage of a 
security copy, or by keeping a list that 
identifies the location of other copies 
inside and outside the agency. 

20 POSITION CLASSIFICATION STUDIES 
Details on specific role and position of each job 
title, duties, obligations, etc. 

OFM Destroy when obsolete or 
superseded plus 6 years 

Destroy when obsolete 
or superseded 

GS50-04B-07  

21 POSITION DESCRIPTION HISTORY FILES OPR PERMANENT Destroy when obsolete 
or superseded 

GS50-04B-08  

22 RECRUITMENT FILES 
Documents recruitment and selection process for 
each advertised position, including newspaper 
announcement, job description, working 
papers/notes, applicant list, interview questions 
and notes, selection documents, and employee 
applications. 

OFM 2 years Destroy when obsolete 
or superseded 

GS50-04B-22  

23 REQUESTS FOR LEAVE/OVERTIME 
 

OFM 3 years Destroy when obsolete 
or superseded 

GS50-04B-09  

24 SUPERVISOR'S EMPLOYEE PERFORMANCE 
BACKGROUND FILE 

OFM Destroy when obsolete or 
superseded 

Destroy when obsolete 
or superseded 

GS50-04B-28  

25 TEMPORARY AGENCY WORKER ACCOUNTS 
Tracks temporary agency workers hired using 
original request forms moved to individual 
departments. 

OFM Termination of employment 
plus 6 years  

Destroy when obsolete 
or superseded 

GS50-04B-23  
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SPECIAL AND/OR 
DISPOSITION INSTRUCTIONS 

26 VOLUNTEER APPLICATIONS OPR Termination of volunteer 
employment plus 6 years 

Destroy when obsolete 
or superseded 

GS50-04B-24  

27 VOLUNTEER FILES 
Document work history of individual volunteers as 
well as the agency's fulfillment of its 
responsibilities for each volunteer.   
ESSENTIAL RECORD - Needs security backup - 
See remarks. 

OPR Termination of volunteer 
employment plus 6 years 

Destroy when obsolete 
or superseded 

GS50-04B-10 This record should be protected from 
damage or loss by off-site storage of a 
security copy, or by keeping a list that 
identifies the location of other copies 
inside and outside the agency. 

28 WHISTLEBLOWER INVESTIGATION REPORTS 
Agency copies of investigations of allegations of 
fraud or violations of state laws or regulations. 

OPR Case closed plus 6 years Destroy when obsolete 
or superseded 

GS50-04B-25  

29 WORK ASSIGNMENT RECORD, SCHEDULE 
OR LOG 
Documentation of day-to-day tasks or projects 
assigned to and/or completed by individual staff 
or crews. 

OFM 3 years Destroy when obsolete 
or superseded 

GS50-04B-29  

 


