Documentation retention
Aircraft files/records/forms are retained indefinitely, they are never purged and all documentation is filed together per aircraft Federal ID number.
Forms:
SF 122 – Non Federal Inventory items – Retain for 6 years 3 months.

SF 122 - Federal Inventory items – Retain as long as the asset is still in use/custody of the Agency and then an additional 6 years 3 months after final disposal year of the asset.

SF 120 – Retain for 6 years 3 months after final disposal year of asset.

AD 112 - Retain for 6 years 3 months after final disposal year of asset.

Inventory:
Retain for 6 years, keep 2 inventory years on file at all times.  So, if you have an inventory in 2000 you would retain that inventory until you certify the 2006 inventory.  Purge 2000 inventory records in 2006 after the 2006 inventory is certified by the FS.

· Inventory Worksheet – You may also use the FEPMIS Inventory Transaction Report that covers the whole 2 year time frame that the inventory records could have been adjusted, or a Cognos Inventory report if you have created one.
· Inventory Takers Certs – you need one from each state person who either took the inventory, made corrections to the inventory records in FEPMIS, and from the person signing the inventory certification statement.
· Any AD 112’s reporting property as lost/stolen/damaged/destroyed

· Any SF 122’s that were created for property that was found while conducting the inventory.

· PROP W02 report that was run after the reconciliation was completed in PROP.

· The certified inventory report in FEPMIS after the state certifies.

· Certification signature page from either PROP (W22B) or FEPMIS.
· Print screen from PROP when inventory is certified showing APO.

States only, no Federal requirements:

Agreements with VFD – there are no retention requirements for agreements other than having the most recent on file.  Your call.

DD 1348-1A – Retain for 6 years 3 months with any supporting documentation, i.e. shipping document or for large quantities, the break down of who got what.  

Shipping Document – file with the SF 122 and purge when the SF 122 is purged.

