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DEPARTMENT OF ENERGY (DOE) 2.4:  Employee Compensation and Benefits Records 
 
Records created or received while conducting payroll functions and while managing specific programs that offer employees monetary or other tangible benefits. 
Additionally, this schedule includes records needed to support various departmental Health Programs that require records to be maintained for an extended 
period of time (75 years to 250 years).  See DOE/GRS 2.3 (Employee Relations Records) and DOE/GRS 2.7 (Employee Health and Safety Records) for other 
programs that provide intangible benefits, protections, or assistance to employees. 
 
Most payroll is processed electronically, with payroll system input records both electronic and paper (paper is usually scanned into the system).  This schedule 
covers only versions determined to be official payroll system records.   
 
NOTE:  Refer to GRS 2.4 for all other Employee Compensation and Benefits records not addressed in this schedule. 
 

Item Records Description Disposition Instruction  Disposition 
Authority 

 
Payroll 
 

020 
 
 

Time and Attendance Source and Input Records  
 
Records including sign-in/sign out records, 
timecards, leave applications and approvals of all 
types; overtime, compensatory, and credit time 
requests and approvals; premium pay 
authorizations; and other records documenting 
employees’ presence at or absence from work. 
 
 
 

Detailed records that include work locations 
 
Time and attendance source and input records 
that contain work locations for specific 
days/times, charge codes or other identifiers 
that could place an employee in a particular 
location or project/operation.   
 
Note: GRS 2.4, item 030 authorizes a longer 
retention for business use.  Records are needed 
to support various departmental Health 
Programs that require records to be maintained 
for a longer period of time. 

Temporary.  Destroy 
when 250 old. 
 
 

DAA-GRS-2019-
0004-0002 

EPI 
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Item Records Description Disposition Instruction  Disposition 
Authority 

025 
 
 

Records that do not contain work locations 
(Federal) 
 
Time and attendance source and input records 
that do not contain work locations for specific 
days/times, charge codes or other identifiers 
that could place an individual in a particular 
location, project, or operation. 
 
Note:  GRS 2.4, item 030 authorizes a longer 
retention for business use.  Records are needed 
longer to support the Office of Inspector 
Generals (OIG) mission of preventing fraud, 
waste and abuse in DOE programs and 
operations. 

Temporary.  Destroy 
when 10 years old.  
 
 

DAA-GRS-2019-
0004-0002 

030 
 
 
 

Records that do not contain work locations 
(Contractor) 
 
Time and attendance source and input records 
that do not contain work locations for specific 
days/times, charge codes or other identifiers 
that could place an individual in a particular 
location, project, or operation. 
 
Note:  GRS 2.4, item 030 authorizes a longer 
retention for business use.  Records are needed 
longer to support the Office of Inspector 
Generals (OIG) mission of preventing fraud, 
waste and abuse in DOE programs and 
operations. 

Temporary.  Destroy 
10 years after final 
payment.   
 
 

DAA-GRS-2019-
0004-0002 

  

EPI 

EPI 


