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01 Foreign Service Grievance Files.

a. Subject files consisting of correspondence, memoranda, reports, regulatory and procedural
material, legislative and workshop records, and any other documents of a policy or precedent
nature concerning the submission, handling, or resolution of grievance cases. Cut off annually.

(1) Recordkeeping copy (paper).

DISPOSITION: Temporary. Retire to RSC 5 years after cutoff. Destroy 15 years after cut off.
Obsolete’ These i bems
-2)Electranic version of records created by electronic mail and word processing applications. refleet a priat 2ad fle
. - Q;,parhd m A&la
DISPOSITION: Temporary. Delete within 180 days after recordkeeping copy has beem produeed: pputerk. %ombeﬂ”fv" 0

b. Case files consisting of all papers accumulated in connection with any informal grievance,
including the grievant's original letter, or referral memorandum with attachments from the Foreign
Service Grievance Board, acknowledgment of grievant's letter, further correspondence,
memorandum of findings by the Grievance Staff, and reply to grievant; and cases involving
administrative review of the grievance of a separated employee; informal name file, consisting of
correspondence indicating potential grievances that may be filed; and formal name file, consisting
of a letter from a grievant or memorandum from the Foreign Service Grievance Board indicating
that the grievant intends to file a formal grievance, with material pertinent to the Board's action, its
remedial order and any correspondence indicating compliance. EXCLUDES THE RECORDS OF
THE FOREIGN SERVICE GRIEVANCE BOARD.

(1) Recordkeeping copy (paper).

DISPOSITION: Temporary. Retire to RSC 1 year after case is closed for transfer to WNRC.
Destroy 15 years after case is closed. (NC1-59-77-18, item 4b)

~{2)rElestronicversion of records created bycelectronic mail and word processingapptications. Olbso‘f-ft F Qe
ébouc. note

0 0 0 0 0—006-00-00 o 0
DISPOSITION: Tempo?'ar(;'?f)%le(t)g %?tﬁm 160 ayg%%%? re%gf'}dkeepmg cop)r; ‘g‘asg%?:?n%% Red  J/8019

c. General Subject Files.
Consist of routine administrative and operational correspondence regarding grievance matters.
(1) Recordkeeping copy (paper).

DISPOSITION: Temporary. Destroy when 2 years old or when no longer needed for reference
purposes, whichever is sooner.

9)-Efectronic versiomof Tecordscreated-by-etectronic-mait-and-word-processing-appheations— Ohsolete © See
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Obxlqj—c’: These items
reflect 3 pount and F‘C

2 Vg e . (oY
DISPOSITION"Femporary-Detete-withim186-days-afterrecordkeeping-eopy-has-been-produced. Qti; ched on 218110
by Mark Sgembeifera

02 Grievance Files on Civil Service Employees.

a. Subject files consisting of policy and precedent material, including correspondence,
memoranda, reports, and copies of pertinent documents in precedent cases. Cut off files annually.

(1) Recordkeeping copy (paper).
DISPOSITION: Temporary. Retire to RSC 5 years after cutoff. Destroy 15 years after cutoff.

—(2)yFteetzonic-version of records created bycelectronic mailand word processingapptications. (Dlxsolete « Se
¢ note

00,0 @ 00—0 abov
DISPOSITION: Tempgrar)? ]j%?etg b 001% 8g)%°af%r recordkeepinge&%?%g%%t%rﬁ%g&d__ Jlgna

. e files consisting of correspondence with grievant and/or his representative; legal
depositr earing transcripts; and documents of a derogatory nature removed from employee's

official PersonmeiXolder; all other papers relating to the employee's grievance.

. (1) Recordkeeping copy (p2

DISPOSITION: Temporary. Retire to R ear after case is closed for transfer to WNRC.
Destroy 7 years after the case is closed. (GRS 1,1

rd processing applications. Obsdete : See
aboUL no te
DISPOSITION: Temporary. Delete within 180 days after recordkeeping cody ‘%Eien produced. J1&NAQ
(GRS 1, item 43a) *

(2) Electronic version of records created by electronic mail an

03 Grievance Tracking System.
This on-line system tracks the status of grievance cases.

DISPOSITION: Temporary. Delete entry when related records are destroyed.





