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JOB NUMBER 

REQUEST FOR RECORDS DISPOSITION AUTHORITY N1-064-01-.;? 

To:	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received
 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 /- 3/-d:?tJtJ/
 
FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

National Archives & Records Administration 

2 MAJOR SUBDIVISION 
Office of Human Resources and Information Services In accordance with the provisrons of 44 usc 3303a, the

disposition request, including amendments, IS approved 
1---=-3-.,-,M"""IN"'""O=R'""""'S:7U=B=D"'"IV"""'IS=I=O,...,-N---------------------1 except for Items that may be marked "disposition not 

Human Resources Services Division and approved" or 'withdrawn" In column 10 

Employee Relations and Benefits Branch 
4	 NAME OF PERSON WITH WHOM TO 5 TELEPHONE NUMBER
 

CONFER
 

(301) 713-6760Henry Leibowitz Ext. 259 

6.	 AGENCY CERTIFICATION \...) 
I hereby certify that I am authonzed to act for this agency m matters pertammg to the disposition of ItS records and that the 
records proposed for disposal on the attached _2_ page(s) are not needed now for the busmess for this agency or will not be 
needed after the retention penods specified; and that wntten concurrence from the General AccountIng Office, under the 
provisions of TItle 8 of the GAO Manual for GUidance of Federal Agencies, 

,/	 Is not required o IS attached, or o has been requested. 

DATE	 TITLE~<:::"~R.E (DA(F~INCY REPRESENTATIVE 

JAN 29 2001 ·J/AD!	 ALl£.<,P,"A~c----- NARA Records Officer ~	 'c ~ 

9 GRSOR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

See attached. 

Note: A deviation from General Records Schedule
 
(GRS) 1, item 31 is being requested for Item 6,
 
Personal Injury Files.
 

PREVIOUS EDITION NOT USABLE STANDARD FORM 115 (REV. 3-91) 
Prescribed by NARA 36 CFR 1228 

115-109 



eevision toNI-064-01-02 (April ~3,.) 

Item 1. File No. 306: Senior Executive Service (SES) Files: Official files related to management 
of executive resources at NARA. Included are subject files, official position descriptions, 
records of recruitments and recertifications, reference files, and employee performance files for 
SES appointees. 

a. [NEW] File No. 306-3: SES Recruitment Files: Records relating to recruitments of 
candidates for SES positions, EXCLUDING any records that duplicate information in the 
OPF or in any other personnel records. Included are records that document qualification 
standards, evaluation methods, selection procedures, and evaluations of candidates. 

Proposed Disposition: Cut off after the personnel action is completed. Destroy 2 years 
after cutoff or when no longer needed for reference, whichever is longer. 

b. 'rNEW] File No. 306-4: SES Recertification Files: Records related to recertifications of 
SES appointees. Included are correspondence, forms, and notes and recommendations of 
NARA's Performance Review Board. 

Proposed Disposition: Cut off upon completion of recertification. Destroy 4 years after 
cutoff. 

Item 2. [NEW] File No. 310-3: Family and Medical Leave Act (FMLA) Files: Records relating 
to approving and monitoring employees' requests for 3 days or more ofleave under the 
provisions of the FMLA. The files may include applications, medical documentation, and copies 
of Standard Forms 52, Request for Personnel Action, and Standard Forms 71, Request for Leave 
or Approved Absence. 

Proposed Disposition: Cut offwhen case is closed. Destroy 1 year after cutoff. 

Item 3. [NEW] File No. 329-3: Grievance, Disciplinary, and Adverse Action Files: Merit 
System Protection Board (MSPB) Appeal Case Files: Records relating to appeals submitted to 
MSPB by current and former NARA employees. These case files may include statements of 
witnesses, reports of interviews and hearings, court findings and recommendations, copies of 
original and final decisions, related correspondence and exhibits, and Optional Forms 283, Merit 
Systems Protection Board Appeal Form, 

Proposed Disposition: Place in inactive file after case is closed. Cut off inactive files
 
annually. Destroy 7 years after cutoff.
 

Item 4. File No. 336: Personal Injury Files: Forms, reports, correspondence, and related medical 
and investigatory records relating to on-the-job injuries, whether or not a claim for compensation 
was made, EXCLUDING copies filed in the Employee Medical Folder (file no. 333) and copies 
submitted to the Department of Labor. (GRS 1, item 31) 

Proposed Disposition: Cut off on termination of compensation or when deadline for filing a 
claim has passed. Destroy 5 years after cutoff. 
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aision to NI-064-01-02 (April q,2. 
Item 50 Word Processing Files and Electronic Mail (Email) Records 

a, [NEW] Word Processing Files: Documents such as letters, memoranda, reports, 
handbooks, directives, and manuals recorded on electronic media, such as hard disks or 
floppy diskettes, after they have been copied to an electronic recordkeeping system, paper, or 
microform for recordkeeping purposes. 

Disposition: Delete from the word processing system when no longer needed for updating 
or revision. 

b. [NEW] Email Records: Senders' and recipients' versions of email messages that meet the 
definition of Federal records, and any attachments to the record messages after they have 
been copied to an electronic recordkeeping system, paper, or microform for recordkeeping 
purposes. 

Disposition: Delete from the email system after copying to a recordkeeping system. 
NOTE: Along with the message text, the recordkeeping system must capture the names 
ofthe sender and recipients and date (transmission data for recordkeeping purposes) and 
any receipt data when required. 
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