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RETENTION SCHEDULE

RECORDS OF THE PUBLIC AFFAIRS DEPARTMENT

These disposition instructions apply to all the described records regardless of
physical media, except as noted.

File Number Description/Disposition
PAO-301 Official FMCS Publications

Annual Reports, press releases, bulletins, published reports of
mediation or conflict resolution services and accomplishments,
and all other official publications produced by the Office of
Communications in support of the Agency’s mission and
activities. Recordkeeping copies of these records may exist as
hard copy publications, on digital media such as CD’s, or as
information posted to the FMCS website. Record copies of
official Agency publications and productions are generally
regarded as eligible for permanent retention. Retention and
preservation of permanently valuable publications depends on the
media they are recorded on as described below. Accumulation of
hard copy materials is less than 1 cubic foot a year.
Accumulation of analog or electronic objects is negligible. Date
range is approximately 1985 to present. Volume is
approximately 10 cubic feet. Arrangement 1s by calendar year
and date of issuance.

( I > a. Electronic or Digital Publications

Permanent. Cut off annually. Transfer to NARA 3 years
after cut-off in accordance with 36 CFR 1228.270 or
applicable NARA guidance for digital records.

KZ) b. Hard Copy Publications

Permanent. Cut off annually and maintain by subject in
chronological order. Transfer to NARA 3 years after cut-
off.
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Audio-Visual Records that are Mission Related or that Document
Personalines or Events of Significance

Still photographs, audio or video tapes, or other audio-visual
materials that can be identified and document significant events or
personalities in the Agency’s history, related to its mission and
accomplishments. Volume is small, about 5 cubic feet. Date
range for photographs is from about 1960 to the present; for
audio and video tapes, from about 1990. Arrangement is
chronological Annual accumulation is less than one half a cubic
foot a year.

Permanent.

»

Legacy Analog Data. Transfer legacy media immediately
upon approval of this schedule.

Future Analog data. Review for significance and cut off
annually. Transfer original or earliest generation copy
whether analog or digital plus one copy for reference, if
available to the National Archives three years after cut-off.
Legacy Still Pictures. Transfer Still Pictures dating prior to
2003 immediately upon the approval of this schedule.

Still Pictures dating after 2003. Cut-off at end of
calendar/fiscal year. Transfer still pictures to NARA 3 years
after cut-off. If digital, transfer in accordance with 36 CFR
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Finding aids for audiovisual records. Transfer with the

(?) 1228.270 or applicable NARA guidance for digital records.
€

records to which the finding aids relate.



PAO-310.2 6{) Production Files
Files that document the origin, development, acquisition,
use, or production, or ownership of permanent audio-
visual records.

Permanent: Transfer Production Files and Finding Aids
along with the audio-visual records to which they pertain.




FMCS Mediation History Files

These files are created to document the progress and
outcome of events in which FMCS mediators or services
play a prominent role, and which have national significance
or nterest. They consist of correspondence, press
clippings, statistics, reports, publications, and any other
materials selected to document the progress of dispute
resolution efforts. Annual accumulation 1s variable,
depending on the number of significant mediation events
and the amount of material collected to document them.
Generally less than 5 cubic feet. Current volume amounts
to about 30 cubic feet. Date range is approximately 1980 to
2002. They are filed by mediation case name and the year
the event occurred; material in individual folders is filed by
publication date, the most recent items at the front of the
tolders and the oldest at the back

Permanent. Cut off at the end of the calendar year in
which the files are created. If paper, retain in the Agency
until 3 years after cutoff, and then transfer to NARA. If
electronic, cut off annually. Transfer to NARA 3 years
after cut-off in accordance with 36 CFR 1228.270 or
applicable NARA guidance for digital records.



PAO-321407 Communication Reference or Convenience Files
Files accumulated by Office of Communications Directors or
other staff, including extra copies of publications, copies of
correspondence or memoranda, or similar documents that have no
direct business function or activity, that are kept only for
reference or convenience.

Temporary. Destroy when superceded no longer needed for
reference, whichever 1s sooner. Review for disposal at the end of
each calendar year.









