
DISPECrPOR"S hEMOUNDU$dl NO. i los-06 

FROM: 

SUR.IFCT: IJnifclm~ed Services Emplogmeut and Reempioyrnent Wights Act 
(USEICRA) and Veterms' Preference (VP) Case File Retention 
and Disposal Procedmes 

1. I P u r p o ~ g  To amend CiSERKA Operations Manual Chapter %X,  Section 10. Pxagaph 3: 
to resend DM L -0 1 and TIM 1-0 1. Change I : arxd to issue guidanee for the retention and 
disposal ot ' I lSERM and &T easc files as described in the Federal Register on Sj~slexns 
of Records dated April 8, 3,002. 

II.  b<eference: Director's Memorandurn (TIM) 1-01. ""USE;;,RRA4 Operations Manual 
Revision; Ctoscd Case Review Responsibilitj ; Case Refe~als ,  Referral Repo&? and 
Hteassigslmcnt of'$ase O~mership to the Regional Office". October 4, 2000: DM 1-01. 
Change 1. November 8, 2000: IlSERRA <>perations Ma~xtaat: \ietcrans' Administrative 
IIandbi>ok; and FederaB Register ""Sysrcuras o f  Records'", ,April 8, 2002. 

II1. 13ackgrcau~td; 1)M 1-01 anended the I'SERWA b)peratiutns Marrmi to cutoif and rcrrao\e 
BrSERRA cases files froin the acti\e fife in tjscal year whea titig;aeiona is eamplctcd, eu 
nraa~sde~ case records to Isedcral Records center three years aRer cutalE ar?d destroy files 
&hen cases arc. ten years ctld. f'ilc cutoifs or fiic breaks arc convenient points kvithin a 
tiling pla~i'st/stem whenl tiles arc seprtrateci 4i)r puqoses of storage a ~ d i o r  dispstsition. 
For the. purpose of I:Sb;:'flR,$ c ;w fjlcs, the separation occurs at the end of'the fiscal year 

I)b4 $d% -01. ('hmge 1 anxcndeii thrs p;ariig~aph 2s foilo153. C'utoffax~d rcanove I 'SIIKKA 
edsr i'ik\ f"r0132 actiir. files in fiscni !ear uhcn case i\ cle>sed except i n  situatlcnc v+herc ;'P 

cl,ainlant has rcqucrted ref'co~dl to rhc i3itparrmcait of .$u.;r;se.e csr ko the OfIkc of Special 
Cynunscl In citu;ktio.aas where referr;pl.i ,ire reqlxeshed, cklloff and renaovc alSk:RRA case 
iiic4 ii-oa~i ac'iike files ru. tIscal >car ttt~rwi litigation i >  cornpalctc, \\hen represcratalrcjn 14 

tieciinccj or  cf;i~f~xarlt \\iihdravpij claim 44aaintain 'IJSi,RRl2 colse i i lcb f i k c  1e;m ZRCT 
cut%>ff ii7113 ~ h i w  dcitrit) 



N. Clarification and Guidance: 

In accordance with Federal Register on Systems of Records dated A p d  8,2002 defines 
the procedures for USE and VP Case files: 

Cutoff and removal from active file in fiscal year when litigation is colnpleted 
and transfer to Federal Records Center five ( 5 )  years after cutoff. DesQoy when 
ten f 10) years old. 

r Exception: USE pension cases are not to be destroyed until the claimant has 
retired or fifty years after cutoff, whichever is sooner. 

'V. Action Required: 

ediately, all USERRA and VP Case files shall be maintained as follows: 

r Cut off and remove from active files in fiscal year when case is closed except in 
instances where a claimant has reqwsted refell-a1 to the Departmer~t of Justice or the 
Office of Special Counsel. I11 instances where referrals are requested, cut off and 
remove &om active files in fiscal year when Litigation is complete, representation is 
declined or claimant withdraws claim. 

s All investigative case files should be transferred to the Federal Records Center five 
years after cutoff for proper disposition. Cases are destroyed when ten years old with 
the exception of USERRA pension cases where the claimant does not retire within 
five years after cutoff* These pension cases are not to be destroyed until the claimant 
has retired or fiftv years afier cutoff* whichever is sooner. 

VI. fnsuirzes: Questions can be directed to Rob Witson at (202) 693-471 9~ 

VIf. E>ipiration Date: rlntil superseded 


