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Records Common to Most Organizational Areas

Correspondence - Thank You Letters and Letters of Appreciation

Letters of Thank You and Letters of Appreciation addressed to employees from members
of Federal or non-Federal organizations. The letters are sent to employees who have
provided “above and beyond” service to customers. Letters contain no significant
documentation of the rights of citizens, Government activities, and no records pertaining
to documenting the national experience. (EXCLUDES Department level correspondence)

a. Original letters
Disposition: TEMPORARY. Provide original letters to individual employee (addressee)
to use for framing, placement in scrapbooks or personal files. Destroy/delete letters when

two years old or when no longer needed for convenience of reference, whichever is later.

b. Copies of letters placed in official files, excluding copies filed in OPF. (Note: copies
placed in OPF are disposed of in accordance with disposition instructions for OPF.)

Disposition: TEMPORARY. Destroy/delete when 2 years old, or in accordance with
disposition instructions of files in which copies of letters are placed, whichever is later.





