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JOB NUMBER 

REQUEST FOR RECORDS DISPOSITION AUTHORITY IV J~c ~s-oL/-d-
To: 	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received 


8601 ADELPHI ROAD. COLLEGE PARK, MD 20740-6001 
 11/~s/03 
1. 	 FROM (Agency or establishment) 


NOTIFICATION TO AGENCY 
National Archives and Records Administration 

2. MAJOR SUBDIVISION In accordance with the provisions of 44 U.S.C. 3303a, the 
disposition request, including amendments, is approved 

1-------~-------------------i except for items that may be marked "disposition not 
3. MINOR SUBDIVISION 	 approved" or "withdrawn" in column 10. 

5. TELEPHONE NUMBER DATE4. NAME OF PERSON WITH WHOM TO CONFER AR9"f llST O~ THT ~NI STA1:._ES 
301.837.0663 

JAimee M. Felker 	 f/J•4 zv. I 
'/'/fl1'~ • - 

(/
6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the 
records proposed for disposal on the attached l page(s) are not needed now for the business for this agency or will not be needed 
after the retention periods specified; and that written concurrence from the General Accounting Office, under the provisions of 
Title 8 of the GAO Manual for Guidance ofFederal Agencies, 

igj is not required 	 Dis attached; or D has been requested. 

DATE SIGNATURE OF AGENCY REPRESENTATIVE 	 TITLE 

Di~c:-k>,,., A)l+JMLII· ZS"· 	2.0 0 3 ~""'· r~/. 
9. GRSOR 10. ACTION TAKEN 

7. ITEMNO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY)
CITATION 

Reasonable Accommodation Request (RAR} Files: See 

attached 3 pages. 


INACTIVE. ALL ITEMS SUPERSl~DED 


PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 115-109 
f. 	 " Ar D 	 Prescribed by NARA 36 CFR 1228
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INACTIVE • All ,...r~·,. ~UPERSEDED 

1. This general records schedule covers information created and maintained while receiving coordinating, 
reviewing, processing, approving, and reporting requests for reasonable accommodation m federal 
employees and applicants under the Rehabilitation Act of 1973 and Executive Order 13 64. A reasonable 
accommodation is a change in the work environment or in the way things are custom 'ly done that would 
enable an individual with a disability to enjoy equal employment opportunities. Th three categories of 
reasonable accommodation are: 

1. 	 Modification or adjustments to a job application process to permi individual with a 
disability to be considered for a job, such as providing applicati forms in large print or 
Braille; 

2. 	 Modifications or adjustments necessary to enable a qualifie individual with a disability to 
perform essential functions of the job, such as providing gn language interpreters; and 

3. 	 Modifications or adjustments that enable employees w· disabilities to enjoy equal benefits and 
privileges of employment, such as removing physic arriers in an office or cafeteria. 

This schedule includes all requests for reasonable acco odation and/or assistive technology devices 
and services offered through the agency or the Com ter/Electronic Accommodation Program (CAP) 
that are made by or on behalf of applicants, curre or former employees. Also included are medical 
records, supporting notes and documentation, as ell as procedures and records related to processing, 
deciding, implementing, and tracking request or reasonable accommodation(s). 

a. 	 General Files 

Agency-wide and departmental proce es for rece1vmg, processing, and appealing requests for 
reasonable accommodation by empl ees and applicants. Files may include, but are not limited to, 
instructions, directives, notices, fo , timetables and guidelines for requesting, processing and approving 
requests and for appealing decisi s for reasonable accommodation. Also included are records notifying 
the Equal Employment Op rtunity Commission (EEOC), the agency's collective bargaining 
representative(s) and the ag cy's Equal Employment Opportunity office of the agency's reasonable 
accommodation request an processing procedures as well as modifications to established procedures. 

Disposition: Destroy ee years after supercession or when no longer needed for reference whichever is 
later. 

Superseded by: 

G .., I (j I ht>1 7 
DATE (MM/DD/YYYV): 
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INACTIVE. ALL ITEMS SUPERSEDED 


PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 
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INACTIVE• ALL ITEMS SUPERSEDED 
I, 

b. Employee Case Files 

Individual employee files that are created, received, and maintained by EEO reason le accommodation 
or diversity/disability program or employee relations coordinators, immediate SUP. isors," CAP 
administrator, or HR specialists containing records ofrequests for reasonable a ommodation and/or 
assistive technology devises and services through the agency or CAP that hav been requested for or by an 
employee. This series also includes, but is not limited to, request approvals d denials, notice of 
procedures for informal dispute resolution or appeal processes, forms, co espondence, emails, records of 
oral conversations, medical documentation, and notes. 

Disposition: Destroy three years after employee separation from th agenc eppdal~:are concluded 
whichever is later. 0 7 O I / zo t7 · · · 

DATE (MM/DONVVY, 
Note: DIJ-4- 6-<L.s -~s ... aco 7 -OCJT.Q 
These records are neither part of an employee's Official P sonnel File (OPfi'} 1101 paxhtf-a-sttpervisor's 
unofficial p·ersonnel file. 

c. Supplemental Files 

Records created, received, and maintained by E 0 reasonable accommodation or diversity/disability 
program or employee relation coordinators, "le advising on, implementing or appealing requests for or 
from an individual employee for reasonabl accommodation. Some requests may involve HR matters, 
including but not limited to changes in d ies, reassignments, leave usage, and performance issues. Files 
may include, but are not limited to, po · y guidance, resource information about accommodation 
providers, forms, emails, notes. 

Disposition: Destroy three years 
are concluded, whichever is 1 r. 

Note: 
These records are neith part of an employee's Official Personnel File (OPF) nor part of a supervisor's 
unofficial personnel 

Records and ata created, received, and maintained for purposes of tracking agency compliance with 
Executive rder 13164 and Equal Emplo~ent Opportunity Commission (EEOC) guidance. 

Dis o "tion: Delete/destroy three years after compliance report is filen or when no longer needed for 
Superseaea by: 

refe nee. 07 / f!j I {2.Dt 7 
DATE (MM/DDNYYY). 
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INACTIVE. ALL ITEMS S 
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e. Electronic Mail and Word Processing System Copies. 

Electronic copies ofrecords that are created on electronic mail and word processing 
solely to generate a recordkeeping copy of the records covered by the other items in 
includes electronic copies ofrecords created on electronic mail and word processi g systems that are 
maintained for updating, revision, or dissemination. 

(1) Copies that have no further administrative value after the recordkeepin copy is made. Includes copies 
maintained by individuals in personal files, personal electronic mail dire ories, or other personal 
directories on hard disk or network drives, and copies on shared netwo drives that are used only to 
produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy ha 

(2) Copies used for dissemination, revision, or updating th are maintained in addition to the 
recordkeeping copy. 

Destroy/delete when dissemination, revision, or upd 

Superseded by: 

.tJ1/lc../2.al '< 
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