INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-269-92-002

All items in this schedule are inactive. Items are either obsolete or have been
superseded by newer NARA approved records schedules.

Description:

During a comprehensive rescheduling effort beginning in 2016 and culminating in 2019. All
authorities on this schedule were superseded by this body of disposition authorities.

Office of General Counsel Records (269.2) DAA 0269 2016 0001

Budget, Finance, and Contractor Management Program Records (269.3) DAA 0269 2016 0004
Office of the Inspector General (269.4) DAA 0269 2015 0002

Civilian Board of Contract Appeals Program Records (269.5) DAA 0269 2016 0002
Professional Services To and With Other Agencies (269.6) DAA 0269 2016 0012
Internal Information Technology Services to GSA (269.7) DAA 0269 2016 0011
Program Management Records (269.11) DAA 0269 2016 0006

Communications Records (269.12) DAA 0269 2016 0007

Legislative and Congressional Affairs Records (269.13) DAA 0269 2016 0008
Audit Resolution Program Records (269.14) DAA 0269 2016 0003

Customer Service / Business Development Records (269.15) DAA 0269 2016 0013
Human Resources Program Records (269.16) DAA 0269 2016 0009

Security Records (269.17) DAA 0269 2016 0010

Public Building Service Records DAA 0121 2015 0001

Date Reported: 04/02/2019

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE
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OAD P 1820.2 CHGE

CHAPTER 24. ETHICS AND CIVIL RIGHTS PROGRAM RECORDS

1. General. This chapter gives instructions for records related to the Ethics and Civil Rights Program. The
instructions are contained in:

a. Appendix 24-A. Civil Rights Program Records

b. Appendix 24-B. Ethics Program Records
2. Microfilming records. The records described in this chapter may be converted to microfilm and the original
paper records destroyed if provided that the requirements and standards of the HB, GSA Micrographics
Management Program (OAD P 1882.1), chs. 3-1 and 3 and 4, are met.
3. El nic r

a. The temporary records described in this chapter that are outputs of systems scheduled in chapter 27 of this
handbook are eligible for disposal in both hard copy and electronic form. Electronic records designated for

permanent retention must meet the requirements outlined in chapter 4 for transfer to the National Archives.

b. The terms "document” and "information,” as used throughout this chapter, refer to electronic as well as
paper records.

c. Iftemporary paper, microfilm, or electronic records described in this chapter are produced by a data base
management system, the data base must be scheduled in chapter 27 of this handbook.

land 2



(Date signed) OAD P 1820.2 CHGE

This appendix describes records related to the Civil Rights program. The program is concerned with ensuring equal
opportunity in Federal employment and with nondiscnmination in Federal Financial Assistance Programs without
regard to race, color, religion, sex, age, physical or mental handicap, or national origin, and reprisals. The records
are created under title VII of the Civil Rights Act of 1964; the Equal Opportunity Act of 1972; title VI of the Civil
Rights Act of 1964; section 504 of the Rehabilitation Act of 1973; the Age Discrimination in Employment Act of
1967 ; section 606 of the Federal Property and Administrative Services Act of 1949, Executive Order 11478; and
rules and regulations implementing these authorities. The records are accumulated by the Civil Rights Division of
the Office of Ethics and Civil Rights staff, Employee Appeals and Review staff; Office of the Administrator, Heads
of Services and Staff Offices in Central Office and regional EEO Offices conducting Federal programs and

activities.

RECORD

SYMBOL DESCRIPTION OF RECORD AUTHORIZED DISPOSITION

24A1- Reserved. Note: The records described under pars.

24A20. 24A40, 24A110, 24A115, 24A120, 24A130
and 24A135 qualify as vital records (see ch.
5-2).

The records described under pars. 24 A22,
24A40 and 24A110 are subject to the
Privacy Act of 1974 and must be maintained
and disposed of in accordance with this act.

24A21. Equal employment opportunity counselors (NC1- Destroy when superseded or obsolete.
269-81-1). Documents appointing or designating
individuals by name, organization, and location to
serve as EEO counselors.

24A22. ent opportunity counseling files Forward to Offiee’of Ethics and Civil Rights
(NC1-269-81-1). ents created in counseling when complainant decides to file a formal
employees in regard to complaints of discnmination. erfiplaint or destroy when no longer
Included are copies of GSA Fo : needed.

24A23. PIX Cut off atend of fiscal year; destroy 2 years
69 81-1). Dectments related to prov1dmg or after cutoff.

conduetifig training sessions, workshops, and

€minars related to the equal employment

opportunity program.

Reserved.
2 Affirmative Action Plans (AAP). Documents
containing numerical objectives (goals), timetables,
ies, and specifications designed to implement
affirma@i tion programs in the Central Office and
regional ;?fffmmﬂbted records.

a. Agency copy of consolidated
1/25h(1).

Destroy 5 years from date of plan.

b. Agency feeder plansto consolidated AAP(s) om date of feeder plan or
(GRS 1/25h(2). when administradvt?pu@ses have been
served. whichever is soonérs_

Appendix 24-A. Civil Rights Program Records
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RECORD

SYMBOL __ DESCRIPTION OF RECORDS

: -site reviews of Affirmatve Action
Programs (GRS 1/2

d. Agency copy of annual report of Affirmative

Action accomplishments (GRS 1/25h(4).
24A26- }
24A29.

Reserved.

24A30. Civil rights evaluations ( - - - ), Documents
accurnulated while evaluating civil rights programs
of organizational elements to determine (a) the extent
of regional efforts toward providing equal
employment opportunities (EEO) in hiring and
internal management of human resources, (b) the
areas in which personnel policies, procedures, and
practices are a deterrent to equal employment
opportunities; (c) the effectiveness and efficiency of
the administration of civil rights programs; and (d)
the effectiveness of the discnmination complaints
processing program.

24A31-
24A34.

Reserved.

4A35. Equal emplovment activity reports (N1-269-81-1 .
Documents accumulated in collecting, preparing, and
reporiing-data by race, national ongin, sex, or
handicap and informatios-on accessions;-separations
and promotions, training-and Gther employment
activities tded are printouts and related records:

Reserved.

Agency discrimination complaint case files.

A. Documents created in investgating or requesting
investigations of complaints of

iscrimination by employees of GSA and applicants
loyment with GSA, complaints,

ding or directing corrective action, and
rmation on the processing and

reporting
i iti ch case (GRS 1/25a).

disposition o

B. Duplicate case files or ddsuments pertaining to
investigation requests; corresporgence and reports
from operating officials, supervisorg, and other
employees that are requested as a consgquence of the
complaint; investigative reports; hearing\ranscripts
or summanes; notifications of disposition ef cases;
reports regarding the processing and disposition of

Appendix 24-A
2

(Date signed)

AUTHORIZED DISPOSITION

Destroy 5 years from date of report.

Destroy 5 vears trom datc-uf+eport.

a. Central Office: Cut off at end of fiscal
year; hold 2 years; and retire to FRC.
Destroy S years after cutoff.

b. Regional offices: Cut off at end of fiscal
year; destroy S years after cutoff.

a. Central Office: Cutoff-atendof fiscal
year; hold 2-yeafs; and retire to FRC.
[Jestroy 5 years after cutoff.

b. Regional offices: Cut off at end of fiscal
ear; destroy 1 year after cutoff.

A. Destroy 4 years after resolution of case.

B. Destroy 1 year after resolution of case.



(Date signed)
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RECORD

SYMBOL  DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
cach-eases-and-related records (GRS 1/25b).

24A41- Reserved.

24A44.

24 A45. Discrimination complaint status reports ( - - -). a. Central Office: Cut off at the end of the
Documents created in reporting data on the numbe fiscal year; destroy 5 years after cutoff.
of discrimination complaints on hand, received
during the reporting period, closed during the b. Regional offices: Cut off at the end of
reporting period, and number of cases in progress. the fiscal year; destroy 5 years after cutoff.
Included are status reports to the Equal Employment
Opportunity Commission, regional reports used in
preparing GSA consolidated reports, and related
records.

24 A46- Reserved.

24A49.

24A50. Equal employment statistics (NC1-269-81-1). Cut off at the end of the fiscal year; hold 2 -

Documents created in collecting, preparing, and
reporting data on employee opportunities regardless
of race, color, religion, sex, age, physical or mental
handicap, or national origin. Included are requests
for copies of special reports, responses to requests,
minority group reports, reports on the status of

ales, and the handicapped employees, and related

24A51-

25A59.

24A60. project records

ulated in

planning, administering, conducting, isti
special emphasis programs and projects n
that are not identified with other proj
programs listed elsewhere in this
9. Included are projects or pr.
requested by the Administedtor as a means of keeping
informed of local miperity, women, or handicapped
services pro

24A61-

24A64.

24A65. Nondiscrimination in federal financial assistance

general and specific records related to compliance
actions taken by the agency and recipients to ensure
nondiscrimination in federal financial assistance
programs.

Destroy when superseded or obso

programs (NC1-269-81-1). Documents reflecting the

years; and retire to FRC. Destroy 5 years
after cutoff.

estroy when no longer needed for
administrative purposes.

Appendix 24-A
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RECORD
SYMBOL __ DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

24 A66- Reserved.

Responsible officials of federal financial assistance Cut off at the end of the fiscal year; destro
1-269-81-1). Documents accumulated 3 years after cutoff.

that list officials of agency, State and local

overnments, and other officials responsible for

ensyring nondiscrimination in federally assisted

s. Included are descriptions of their

ts, functions, responsibilities, and general

24A71- Reserved.
24A74.

24A75. Recipient assurance recordNC1-269-81-1). Cut off at’the end of the fiscal year; destroy
Documents accumulated from™applicants or 3 years after cutoff.
recipients for determining compliagee with statutes
and regulations governing nondiscritrination.
Included are race and sex data of benefisjaries
served, compliance activities planned by the recipi
to ensure nondiscrimination, and related records

24 A76- Reserved.

24A79.
24 A80. Self-analysis records (NC1-269-8%4-1). Documents Cuts{f at the end of the fiscal year; destroy
accumulated from recipients’ self-evaluatons in 3 yearsafter cutoff.
administering the federal fipdncial assistance
programs, including plans‘from recipients detailing
recommendations to refiiedy deficiencies, and
progress reports of e6rrective actions.
24 A81- Reserved.
24 A84.
24 A85S. Data4nd information collection records (NC1-269- Cut off at the end of the fiscal year;destroy

8Y¥1). Documents accumulated by the agency to 2 years after cutoff.
identify the eligible population and measure delivery

of federal financial assistance programs benefits so

that the quality and quanuty of the benefits and

services delivered are on a fair and equitable basis.

Included are demographic data, race, ethnic statistics,

and other relevant records.

Reserved.

Appendix 24-A
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R RD
SYMBOL DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

24A90. Interagency cooperation and delegation agreement Destroy when no longer needed for

(NC1-269-81-1). Agreements between GSA and administrative purposes.

other Federal agencies to cooperate in administering AT

assistance or jointly coordinating compliance, and -

delegating lead agencies for compliance. Included -

are status reports from Federal agencies, cooperation

agreements for monitoring compliance, and related /
ds.

24A91-
24A94.

24A95.
24A100.

Cut off at the end of the fiscal year; destroy
7 years after cutoff.

Included are reports, copies
related records.

24A101- Reserved.
24A104.

24A105.

- ; Cut off at the end of the fiscal year; destroy
created in conducting onsite reviews of a recipient’s 7 years after cutoff.
performance. Included are evaluations, summanes,
copies of interviews, survey reports, and related
records.

24A106-  Reserved.

24A109.

24A110. Investigation complaintrecords( - - -). Cut off at the end the fiscal year after
Documents created in compiling the investigation completing action; hold 2 years; and retire
complaints file and establishing the investigative to FRC. Destroy 4 years after cutoff.

report. Included are written complaints alleging
discriminaton, analyses of information submitted by
complainant, reports, summaries of findings,
affidavits, determinations, and related records.

24A111- Reserved.
24A114.

24A115. Administrative sanction hearing records ( - - -). Cut off at the end of the fiscal year on
Documents accumulated in response to arequest by a  completing action; hold 2 years; and retire
respondent for an administratuve hearings. Included to FRC. Destroy 4 years after cutoff.
are requests to waive hearings, wrntten arguments for
the record, hearing transcripts, evidence, briefs, and
related records.

Appendix 24-A
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RECORD
SYMBOL  DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
24A116- Reserved.
24A119.
24A120. Decision and notices ( - - -). Documents related to  Cut off at the end of the fiscal year after
actions taken by the Administrative Judge (AJ) who completing action; hold 2 years; and retire
certifies the entire hearing record, which includes to FRC. Destroy 4 years after cutoff.
findings and a proposed decision to the
Administrator. The AJ transmits certified copies to
respondents, participants, the Special Counsel for
Ethics and Civil Rights, and recipient. Included are
written arguments to the Administrator and
information regarding the Administrator’s
acceptance, rejection, modification, and final
decision on the AJ’s recommended findings and
proposed decision.
24A121-  Reserved. B
24A124,
24A125. Technical guidance and training records (NC1-269- Destroy when superseded or obsolete.
81-1). Documents that reflect technical guidance and
training provided by the Office of Ethics and Civil B
Rights staff to the regions, services, and staff offices. o
24A126-  Reserved e
24A129. -
-
24A130. Conciliation record3INC1-269-81-1). Documents Cut off at the’end of the fiscal year after
created in notifying the Asgistant Attomey General, completing action; hold 2 years; and retire
Department of Justice, or Civdl Rughts Division on to/FRC. Destroy S years after cutoff.
noncompliance actions. Includetare summaries of
findings, plans to correct noncompliangce, and
notices to recipients or respondents.
24A131- Reserved.
24A134.
24A135. Admunistrative sanctions recerds (NC1-269-81-1). Cut offat the end of the fiscal year after

24A136-

Documents created as a ge<ult of actions taken by the
Director of Personnetdr the Admunistrator when a

t fail to-satisfy conciliation agreements.
inclyd€, but are not limited to, refusing to
deferming, terminating, or suspending
financial assistance to a respondent.

Reserved.

Compliance activity report records (NC1-269-81-1).

Documents reflecting the status of compliance
activities. Included are reports, evaluations, analyses,
and related records.

completing

g.action, hold 2 years, and retire to
FRC. Destro ears after cutoff. -

Cut off at the end of the fiscal year; hold 2
years; and retire to FRC. Destroy 3 years
after cutoff.

Appendix 24-A
6
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RECORD

SYMBOL __ DESCRIPTION OF RECORDS

24A141. Govermmentwide contract for investigating
qiscriminZIﬁon complaints and preparing

A

iv r
investigating discrimination complaints and resulting

- - -). Documents from

reports. Included are technical guidance,

modifications, amendments, and related documents.

24A142. Nondiscrimination in Federal programs and activities
(- - =), Documents accumulated from Heads of

Services and Staff Offices related to evaluating

GSA'’s programs to determine if there are barmers to

individuals with handicaps.

24A143. Information and resources material ( - - -).

Documents related to compliance and identifying

barriers.

24A144. Self-evaluation of Federal programs and activities

(- - -). Reports from GSA’s organization relating

whether there are barriers to individuals with

handicaps. Included are reports with target dates to

remove barriers.

24A145. Technical assistance guides ( - - --). Documents

related to sources from which information and aids
can be obtained to ensure access of handicapped

individuals to programs and activities conducted by

GSA.
24A146. Discrimination complants ( - - -). Copies of

complaints alleging discrimination with respect to

access to programs administered by GSA. Included
are complaints about architectural barriers in federal

owned or leased buildings.

94,4[#/4’ B.

Appendix 24-A
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AUTHORIZED DISPOSITION

Destroy when contract expires or 1s closed
out.

Destroy when no longer needed.

Destroy when no longer needed

Destroy 3 years after receipt 1f no barriers
old an additional 3 years

those reports wi
year later.

Destroy upon recieving yearly update.

Destroy 3 years after receipt and acceptance
of a complaint.
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This appendix provides maintenance and disposition wnstructions for the GSA Ethics Program required by the Ethics
in Government Act of 1978, the Ethics Reform Act of 1989, Executive Orders 12674 and 12731, and the conflict of
interest statutes at 18 U S.C., secs 202-209. The agency's responsibilities include supplementing Execunve branch

standards of conduct regulations, developing an agencywide training plan to ensure that all GSA employees are
briefed on standards of conduct annually, and providing guidance on ethics. The following records were created
under the authorities cited above.

The records are created by the Ethics Division of the Office of Ethics and Civil Rights, the Office of General
Counsel, the Inspector General, GSA Board of Contract Appeals. Office of Personnel, Heads of Services and Staff
Offices in Central Office and regional EEO Offices conducting Federal programs and activities.

RECORD
SYMBOL

24B1.

25B2.

24B3.

24B4.

24Bs5.

24B6.

24B7.

24B8

DESCRIPTION OF RECORD

List of deputy standards of conduct counsellors
(- - -). Documents designating GS/GM

employees and attorneys in the Offices of General
Counsel and Inspector General, and one attorney on
the GSA Board of Contract Appeals.

Statement of employment and financial interests (see
21A85).

Request To Inspect or Receive Copies of SE-278.

Financial Disclosure Report (OPM Form
201)( - - -). Docurnents containing requests by
individuals to review the SF 278.

Reserved.

Acknowledgment of Receipt of GSA Standards of
Conduct (GSA Form 2160) ( - - -) Documents
certifying that GSA employees have recetved a copy
of the GSA Standards of Conduct Included are
employees’ acknowledgements that they are familiar
with the standards and their duty to comply with
them.

Procurement Inteeritv Certification for Procurement
Officials (Optional Form 333)( - - -) Documents

collected from procurement officials under sec 27
(L) of the Office of Federal Procurement Policy
(OFPP) Act Amendments of 1988.

Ethics Opinions ( - - -). Infornation related to

employees’ or their supervisors’ request for
information on conflict of interest or standards of
conduct matters. Topics include conflicing financial
interests, gratuities, outside employment, post-
employment, and procurement integrity matters.

Audit reports and records (- - ). Documents

containing the findings of audit surveys of the ethics
program by the Office of Government Ethics (OGE),
the General Accounang Office (GAO), and the GSA
Office of Inspector General (J)

AUTHORIZED DISPOSITION

Destroy w hen superseded or obsolete.

Note: The records described under pars.
24BS, 24B6,24B7,24B9, 24B12 and 24B13
qualify as vital records (see ch 5-2).

Destroy 6 years after date of request.

Forward to Office of Personnel (Central
Office/regions) for filing in the official
personnel file.

Forward to Office of Personnel (Central
Office/regions) to be filed in the official
personnel file.

Review at end of fiscal year; destroy when
no longer needed.

Review atena or niscal year in which
recommendations were made, destroy 6
vears later or when no longer needed for
referencef whycdese. 4 £ =S

por MC e mJ

AR oAl o

Appendix 24-B  Ethics Program Records
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RECORD
SYMBOL

24B9.

24B10.

24B11.

24B12.

24B13.

24B14,

24B15.

24B16.

24B17.

24BI18.

DESCRIPTION OF RECORDS
Administrative hearing records ( - - -),

Documents generated dunng an administrative
hearing under the old post-employment restrictions of
18 U.S.C. sec. 207.

Onsite audit review (- - * ,, Documents resulting
from review of the ethics program in the Central
Office and regional offices. Included are evaluations,
summaries, copies of interviews, survey reports, and
related records.

Survevreports ( - - -). Annual documents filed

with OGE on the state of the agency’s ethics
program.

Certificates of Divestiture ( - - -) Documents

collected under sec. 1043 of the Internal Revenue
Code of 1986 and the Ethics Reform Act of 1989.
Stature implementing regulation to permit the
issuance of a certificate of divestiture to an "elibible
person” who is required to dispose of property to
comply with conflict of interest requirements.

Exemptions and waivers( - - -). Documents
collected under sections 203(d), 205(e), and 208(b)
of title 18, United States Code.

Ethics program files ( - - -). Files pertaining to
implementing the ethics’ program Tius category
does not apply to 9B30 reading files.

Reserved.

Travel review files ( - - -). Documents collected

under 31 U.S.C. sec. 1353, Govemmentwide
regulation, and internal GSA policy. Included are
documents which determine whether the agency can
accept travel expenses from a non-Federal source.

GSA’s Annual Training Plan (- - -) Documents

collected under secs. 301(b) and (c) of Executive
orders 12674 and 12731. The annual report must be
approved by the Office of Government Ethics.

Reserved.

Appendix 24-B
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AUTHORIZED DISPOSITION

Destroy 6 years after the decision 1s
rendered or when no longer needed for
reference, whu O oA K

besn'oy 6 years ifter tne report is issued O:J\.\,

when no longer needed for reference. wh

N IRLN

Destroy 6 years after the report is forwarded
to OGE.

Destroy 6 years after OGE 1ssues
Certificate.

Destroy 6 years after waiver is 1ssued

Review at end of fiscal year: destrov when
superseded or obsolete.e

Deswoy 6 years after request 1s filed with

the Special Counsel, except documents

needed in an investigaton must be kept unal

no longer needed in the 1nvestigahon

MOTE . DocwmenTs Cugh w e THe cAse
Wikt Re DESRMYED Wit ype R L DYE .

Review at end of fiscal year; destroy when

no longer needed.





