Office Training Files

Reference: AR 24-400-2, The Army Modern Recordingkeep1ng Systems  (MARKS).

MARKS indicates that all general offices should maintain appropriate training files as indicated on the reverse.

Training documents in your    Official Personnel File
DD form 1556 (Training Request) and certificates of training are no longer filed in your Official Personnel File.  In 1997 the Office of Personnel Management rescinded the requirement for such documentation. Training information is now maintained in your Defense Civilian Personnel Data System (DCPDS) automated file.   The only way to ensure training is recorded in your DCPDS database is by completing a course evaluation. If you submitted your training request via the electronic DD 1556 system, used the evaluation in that system. Once you and your supervisor complete the evaluation the data automatically flows to your DCPDS database. If you submitted your training request on hardcopy DD 1556, you must forward us a hardcopy evaluation. We forward the evaluation to the SE CPOC and they ensure the data is input into DCPDS.  We strongly urge you to maintain a copy of all training records in your own personal file.
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690-400: GENERAL CIVILIAN EMPLOYEE PERFORMANCE AND UTILIZATION CORRESPONDENCE FILES.  Should include routine regulations, comments, directives, etc.: program and budget documents; request for information and replies; and other transactions of a general, routine and administrative nature.  Destroy after 2 years.

690-400a: 
CIVILIAN TRAINING PROGRAMS.  Information on establishing, managing, and evaluating local training programs for civilian employees.  Minutes of training committees. Training plans.  Higher headquarters approvals. Similar information.  Destroy after 2 years.

690-400b: CIVILIAN TRAINING MATERIALS.  Information used in training civilian employees through short term or on-post training courses.  Included are minutes of meetings, agendas, course outlines, handouts, and similar information.  Destroy after 2 years.

690-400c: CIVILIAN TRAINING REPORTS.  Information showing the status of civilian training. Included are reports and similar information.  Destroy after 5 years.

690-400d: INSTALLATAION TRAINING.  Information showing attendance and progress of employees in courses. Included are completed forms showing training attendance, ratings, training timetables, and similar information.  Destroy after 5 years.

690-400e: TRAINING AND PROMOTION AGREEMENTS.  Master Intern training plans. Destroy after 3 years.

690-400f: RESEARCH AND STUDY FELLOWSHIPS.  Information pertaining to the Secretary of the Army’s Research and Study Fellowships. Includes applications, recommendations, amendments to proposed study, approvals and disapprovals, minutes of meetings of staff providing final review, completed project reports and similar information.  Destroy after 2 years.

690-400g:  CIVILIAN TRAINING WAVIERS.  Information authorizing waivers of employee training.  Include requests, recommendations, approvals and similar information.
690-400h: NON-GOVERNMENTAL TRAINING CONTRIBUTIONS.  Information authorizing civilian employees to accept contributions from non-Government organization incident to training in non-Government facilities and to accept payment for travel, subsistence, and other expenses incident to attending at meetings.  Included are requests for approval of acceptance, certifications on tax-exempt status of the contributing organization, acceptance authorization and similar information.  Destroy after 3 years.

690-400i: FOREIGN TRAINING APPROVALS.  Information on approving use of foreign government facilities or international organizational facilities for training civilian employees.  Included are recommendations for such use, approvals, and similar information.  Excluded are contractual information and personnel assignment information. Destroy after 2 years.

690-400j: NON-GOVERENMENT TRAINING.  Information showing contract training of civilian employees in non-government facilities.  Included are requests for training, approvals, justifications, obligated service agreements, recommendations for waivers, approvals and similar information. Destroy after 3 years.

690-400k: RECORDS OF TRAINING.  Information showing individual trainee participation in off-the-job training courses.  Included are second copies of completed record of training forms (DD 1556, DA 145, etc.) and similar information Review annually and destroy portion on persons no longer employed at the installation.
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