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REQUEST FOR RECORDS POSITION AUTHORITY 

~" 

LEAVE BLANK~ (See" Instructions on reverse)	 . 
JOB NO 

NCl-403-8l-3 
TO GENERAL SERVICES ADMINISTRATION, 

tJATIONAl ARCHIVES AND RECORDS SERVICE, WASHING"fQN, DC 20408 DATE RECEIVED 

1.	 FROM (AGENCY OR ESTABLISHMENT) 
" July 15, 1981 

Equal Employment Opportunity Connnission_ NOTIFICATION TO AGENCY 
2. MAJOR SUBDIVISION 

.W ordance ""tn the prav'owns of 4,) iJ S C 3303d the d,;,po,al re Office of Administration ,Je,t, ,neludlng amendments. IS dpp'oved except for .tems that may 
3.	 MINOR SUBDIVISION ce -rarnped "disposal M spproved" or "mtn:lrawn" In co.umn 10. 

_"~dministrative Services & Recol;:ds}:Ia.nagrentDiv. 
4.	 NAME OF PERSON WITH WHOM TO CONFER 5. TEL EXT 

Gayle Lowe	 tj.../5~81634-6983 
DlIII' ~~1.l6!i 

6. CERTIFICATE	 OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorizedto act for this agency In ma~rs pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods spe ified. 
D A Request for immediate disposal. 

[!] B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE	 E. TITLE 

Thomas P. Goggin, Deputy Director7/9/81 for Records }:lanaement 
9.7. 8. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM NO (With Inclusive Dates or Retention Periods)	 ACTION TAKENJOB NO 

Amendment	 to EEOC Records Control Schedule, Item Numbers 
10, 14 and 15. (Only those paragraphs that have been 
changed, added, or repositioned in the text are included 
here. ) 

10.A.	 Press Advisory/News Releases. (Arranged chronologically 
(1)	 by date.) Formal informational releases announcing to
 

the public and news media the Connnission's activities
 
as provided under the Age Discrimination in Employment
 
Act (ADEA) , the Equal Pay Act (EPA), Title VII
 
of the Civil Rights Act of 1964, as amended, and/or r
 
the Rehabilitation Act, as amended. (s~(;<~~" /a.. r»
 

14.	 COMPLIANCE RECORDS. Covers records created in the
 
Connnission to carry out its mission to establish and
 
implement policy on eliminating job discrimination,
 
and to enforce the policy through operating activities
 
as required by the Age Discrimination in Employment
 
Act (ADEA), the Equal Pay Act (EPA), and Title VII
 
of the Civil Rights Act of 1964, as amended (Title VII).
 



•• 

-la-

10A(1) Press Advisories/News Releases. (~ fl I Pz,,.... bC-ri'l~) 
(a)	 Record Copy. (Program Office) 

PERMANENT. Break files annually. Transfer to FRC when 2 years 
old. Offer to NARS when 10 years old, in~ear blocks. 

iO 
(b) All	 other copies, including background material. 

Destroy on site when obsolete or no longer needed for reference. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RE1'ENTION PERIODS)	 ACTION TAKEN

JOaNO. 

/VCI-?'o3 ~ 14.A.	 PLANS Al~D POLICY. (Arranged alphabetically by subject.) 1q-l)Documents relating to the establishment of policy,
 
direction, guidance and assistance in the compliance
 ~ 

process. Records include guidelines enunciating ADEA, piA- (i)q,
EPA, and/or Title VII related policy, policy interpre- (ei)
tations of the equal employment opportunity laws and 
regulations, Commission rules and regulations published 
in the Federal Register, and other related matters to 
translate Commission ~ I" a1 ~ J.j-policy. (,	 tv ... I..J.:-

14.C.	 CHARGES. Records pertaining to the compliance process
 
which include receipt of complaints of job discrimi-
nation; investigation; conciliation with the employer,
 
union, employment agency or labor management appren-
ticeship programs; compliance review; Commissioner
 
charges; and general material pertaining to discrimi-
nation under ADEA, EPA, and/or Title VII.
 
Record copies of documents, including
 
forms and ADP data, created during the compliance
 
process of a discrimination complaint are maintained
 
in the official charge file. (Schedule applies to I k
 
Headquarters and Field OffiS~s.) (see. A'CI-rOJ)-71-1, ~ 'Ie) r:
 

o(,srC'~i"I1C'1<.So • 

:!leI ¥e3 ~ 14.C.	 Concurrent ADEA/EPA/Title VII cases where monetary 
(4) (a)	 benefits are realized. ~ .u.. 

~ '-

Retire to FRC one (1) year after date of last action.
 
Destroy two (2) years later.
 

14.C.	 All other negotiated settlements, including cases 
(4)(b)	 where equal payor age monetary benefits are not
 

realized.
 

Destroy one (1) year after the expiration of the
 
calendar year in which respondent submitted written
 
notice of having satisfied each obligation contained
 
in the contract, or date of signature of the contract,
 
whichever occurs later.
 

14.C.	 Files of Value. No Violation/No Cause files which ~/Ycl- ,/()3

(5)(a)~ are of value in the development of class action or =n-»,


pattern and practice for future capes. ./. }) ~ 3 'Irs; /lJcts·-)~' .'>
1:t::~.ft)- I='/? C I '1e41-r 14s;r_et_(.V_:n_~	

7~ 
~	 __ ,_e._.s;_--.: J':!-_--·-_.'-+~:77_=:~'-L"_.:::lll..~"Lrc::x...r_----

14.C.	 All Other No Violation/No Cause Files. Files having /,/el- 'Io3'-7}riJ; 
(5) (a)l no future value. .:c'lem.. jJ-IC(~"'C{)1
 

J>es~ I '1f!Cv(' ""f..Ie,r- '-/Iu.." Iju,,- cP "I1u-- fltsl-- (7vc>HN1-.
 
14.C.	 Letter of Violation/Cause. All documents in the A/C/-l/C3 -
(5) (b)	 charge file. 7'7-1/ 

=::;crs){J) 
GPO: 19U-O-711-917 

http:o(,srC'~i"I1C'1<.So


- -

• -2a-

l4A. Plans 

(1) 

(2) 

14C(5)(b). 

and Policy. (see p.2 for description). 

Record Cogy (Program Office) 

PERMANENT. Break files armually. Transfer to the PRC when 5 years
old. Offer to NARS 15 years after file break, in~year blocks.

10 
All other copies 

Destroy on site when 2 years old or when no longer needed for 
reference, whichever is earlier. 

. , 

Letter of Violation/Cause. (see p.2 for description) 

.-----
! Landmark Cases. (Filed alphabetically by 

respondent/issue) Record copy of cases 
which state-a principle of law and is so 
definite in its terms and so generally
acquiesced in and act on that it has 
come to be recognized as the accepted
rule on a given question, particularly 
where dEcision is made by a court of 
last resort construing a statute. (See
Item l5B for criteria of landmark cases.) 

PERMANENT. Transfer to-nearest Federal
 
Records Center two (2) years after final
 
court action. Offer to National Archives
 
ten -(10) years after final court action,:
 
(An. Vol. 2 cu. ft.)
 

~c p. v: iecl-1o-u.,/1 All Othe~Cause Files. (Arranged by year 
of closure and sequentially by charge-
number) 

Retire to Federal Records Center one (1)

year after the year of the last action,

including action in the Federal Courts
 
or the last compliance review (the

final report submitted by the respondent
 
after conciliation to indicate com-
pliance). Destroy after three (3)

additional years.
 

- - ~ ---- ...or-.-- -- .. # -. - - _. - _ ~~ __. ~_~ 
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7. 
ITEM NO. 

I4.C. 
(5) (b)l 

14.G. 

14.G. 
(1) 

I5.A. 
(2) (a) 

15.B 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.8. DESCRIPTION OF ITEM 10. 
SAMPLE OR(WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKEN

JOB NO. 

NC/- J/O'3 - -;Jl,-~All Other Letter of Violation/Cause Files. (Arranged .~ I'le ( S){~:::.
 
by_year of c~osu e~nd c~arg~enumbeE~) kh--.fl.
e.auent.i.l:lllY,by

~ fo f'/~cL'f' o •..eeec ~) ~w T'VV../L 'A~:.jf. .() 9·

~Of.,~. c ~ •. ~ :3",-.JI.- "'-/~

GOVERNMENT EMPLOYMENT PROGRAMS. (Arrange a phabetically ,

by subject.) Documents generated in planning, developing,
 
and implementing programs which will facilitate actions
 
by Federal, State and Local governments and educational
 
institutions to bring their employment policies into
 
compliance with ADEA, EPA, Title VII, and the Rehabilitation
 
Act, as amended. Files include EEO matters, affirmative
 
action planning and programming in Federal, State and Local
 
governments and public educational institutions, affir-
mative action planning for employment and placement of
 
the handicapped and aged in the Federal Government,

and related reporting activiEies. ~ .. J 1 I , L' ,)
 

EEO General Files. (Arrang:d a{Pha~~ticallY b; subject.)
 
General correspondence, plans, procedures and related
 
records concerning all aspects of the equal employment
 
opportunity programs of ADEA, EPA, Title VII and Section
 
501 of the Rehabilitation Act, as amended. J.~_ .. ~~ .. ) \ 

{Stu- p,.3~ ~~/k~/

External Requests. One complete set of all opinions NCt - 'If) 3~ 71-11
 

issued on laws, rules and regulations as they affect
 
the Age Discrimination in Employment Act (ADEA), the ~d-)tt)

Equal Pay Act (EPA), Title VII of the Civil Rights

Act of 1964, as amended, (Title VII), the Rehabilitation
 
Act, as amended, or the agency. File includes opinions

on race, color, sex, national origin, religion and
 
age. It also includes supporting data, the original
 
request for the opinion and any related materials.
 

(..ru.. p,31t~~) kc..~)
LITIGATION. Material pertaining to cour~ litigation,

which includes court rules, court dockets, briefs,
 
orders, court decisions, ADEA cases, EPA cases, cases
 
under Sections 706 and 707 of Title VII, state cases in
 
discrimination litigation, and other legal court matters.
 
(See Item 12C(2) for computer tapes and printouts of
 
investigative material.)
 

c ~ f,~a.a;- ~/ fv·:'-j, 

GPO: 1963-0-71 1-917 



-)a-

14G(l) EEO General Files. (see p.) for description) 

(a) Record C~. (Program Office) 

Break files annually 0 Destroy when 3 years old or when 
material is obsolete or superseded, whichever occurs 
first. 

(b) All other copies 

Destroy when no longer needed. 

15A(2) (a) External Requests (see p.) for description)0 

1 Record Copy (Program Office) 

PERMANE lilT • Retire to FRC when 2 years old. Offer to NARS 
when 10 years old, L~~year blocks. 

102 All other copies 

Destroy when no longer needed for reference. 

15B Litigation. (see p. ) for description) 

J 

(1) General Litigation Files. (Arranged alphabetically
by issue/subject.) Litigation records initiated\ 
by or coordinated with other offices of the 
_Commission in which the Office of the General 
Counsel has an interest. Includes consent decrees-
motions, protecting orders, etc. (This file 
excludes material which becomes a part of the 
official charge/case_file.) 

(a) Record CoPY. (General Counsel) 

Break files ~nnually. Destroy when~-
years old. 

(b)	 All Other Copies. 

Destroy when no longer needed for-reference. 

(2)	 EEOC Defendant Case File. (Arranged alphabetically 
by name) Records of the litigation process in 
which EEOC is the defendant. Included are motions 
interrogatories~ bri-efings, consent aecrees, final 
orders of the court~ and other related legal
documents~ 

(a) *Landmark Cases. Record copy of cases that are! 
of	 continuing value for future processing. I 

I 
PERMANENT. Retire to Federal Records Center 
two (2) years after final court action. Offer 
to the National Archives ten (10) years after 
final court action) ",(An. Vol. ib cu. ~ 

______~~~_~:J~'11V b.\~L~ 



(b) All	 Other EEOC Defendant Case Files. 

I Record Copy • 

.Retire to Federal Records Center two (2)
years after final court action. Destroy
seven (7) years after final court action. 

2 All Other Copies~ 

Destroy on site when no longer needed 
for reference. 

(3) EEOC Pla±rtt±ff Case File. (Arranged alPhabeti~1 
by name) Record of the Commission's litigatio
process against a defendant, including motions,
interrogatories, briefings, consent decrees, fil~~~ 
court orders, and other related legal documents. 

__ 

(a) *Landmark Cases. Record 
of continuing value. 

copy of cases that 

PERMANENT. Retire to Federal Records Center 

(b) 

one (1) year after entry of final order dis-
missing action. ·Offer to the National 
Archives five (5) years after final dis-
missing action)~(An. Vo1.A 

2 cu. ft.)
. il\~~~')1W bloc,k..s. 

Permanent Injunction. Whe e a permanent
injunction is entered against a respondent. 

WRnt\ll~~;.. Retire to Federal Records -Cencex 
'&il79 (:l) ,aer9 8f'li@tl! L""'_ ......... €Li@nt iil~"----~""'P iQ. 
cillt!9z::zCt!z. Offe:e to ::21..o":Oflal Ai""L.lve.::t G.~tet 
fi:ree (5, yeaz:!3a (lift: !?al. G OW: f~ ; 

(c) All Other EEOC Plaintiff Case Files. 

1 Record Copy. 

Retire to Federal Records Center one (1)
year after entry of final order dis~issing
action. Destroy· four (4) years after 
entry of final order dismissing action. 

~ ~ All Otber Conies. 

Destroy on 
reference. 

site when no longer needed for 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORD8-Continuation Sheet 

7.
 
ITEM NO.
 

Foot-
note 

I5.D. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

Page A-48, 
read: 

Definition of IILandmark casesll changed to 

(5) cases of major economic impact; or 

An additional sentence will read: 

IIDesignations of landmark cases are made 
Office of the General Counsel. II 

by EEOC's 

CONGRESSIONAL/FEDERAL AGENCY RECORDS. Material involving
all Congressional matters, which include Congressional
developments, inquiries, testimonies, and committees 
which affect the Commission's responsibilities under 
ADEA, EPA, and/or Title II; and Government agency
inquiries relating to the operations of the Commission. 

(~f',.itL )~)r~ .\ 

;lCi~tj03 

7q-l/ 
~ 

i5j) 

~ 

GPO:I~711-917 



15D. Congressional/Federal Agency Records. (see p.4 for description) 

(1)	 Con essional Inquiries. (Arranged alphabetically by name of 
Congressional member. Correspondence, memoranda, and other 
material received from the Congress concerning the status of 
constituent complaints; requests for support material for 
legislation; and general inquiries about the Commission. 

(a)	 Record Copy. (Program Office) 

Break files every two (2) years. Destroy upon
file	 break, or when no longer needed for 
administrative purposes. 

(b)	 All Other Copies, including routine or general
information. 

Destroy when no longer needed for reference. 

(2)	 Office of the President Files. (Arranged alpha-
betically by issue) Material involving direct 
relations with the President, Vice President or 

.their	 first echelon aides/secretaries regarding
status of charges of discrimination, or general
inquiries about the Commission. 

(a)	 Record Copy. (Program Office) 

Break files every two (2) years. Destroy on 
site upon file break. or when longer needed11(1 

for	 admt nf st rar+ve purposes. 

(b)	 All Other Copies. 

Destroy when no longer pceded fur reference. 

(3)	 Federal Agency Files. (Arranged alphabetically by 
agency name) Correspondence, memoranda, rules or 
regulations or other information recejved from 
other Gover:-~en.t 2.gencies which relate to the 
operations of EEOC. 

(a) Record Couv. (Program Office) 

Break files every two years. Destroy on site 

j
 when two. (2) years old.
 

(b)	 All Other Copies. 

DestroY'when no .longer needed for reference. 


