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RETENTION SCHEDULE 

400 Series RECORDS OF THE OFFICE OF EDUCATION AND 
TRAINING 

File number Title/Description 

EDT401 (Item 1) Original Training or Course Instructional Materials Produced by or Under the 
Direction of the Office ofEducation and Training 

One copy of original and recordkeeping training and course instructional 
materials developed to support the Office of Education and Training's mission 
and to provide for the training of FMCS mediators and other employees, or 
developed to support FMCS training offered to clients. Arrangement is 
alphabetically by subject, within each calendar year. Volume is 10 cubic feet. 
Accumulation is less than 2 cubic feet a year. 

Permanent. Cut off at the end of each calendar year. Retire to offsite 
storage in 3-year blocks. Transfer to NARA when 10 years old. Supersedes 
Nl-280-03-3, File Number EDT 401 (Item 1). 

EDT420 (Item 2) Employee Training Records 
Correspondence, reports, evaluations, and other records that document the 
training and educational accomplishments of FMCS employees, including 
records pertaining to the New Mediator Training Program and the SES 
Candidate Development Program, and related records. 

(a) Record copies of employee training records are submitted to the Office of 
Human Resources for filmg in employee Official Personnel Folders (OPF). 

(b) Copies retamed m the Office of Educat10n or Traming or in other 
departments for adm1mstrahve or reference purposes. 

Temporary. Destroy when 3 years old or when no longer needed for 
reference, whichever is sooner. Supersedes Nl-280-03-3, File Number 420 
(Item 2). 
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