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REQUEST FOR RECORDS DISPOSITION AUTHORITY

JOB NUMBER

N/-CGRS-04-2

To:  NATIONAL ARCHIVES & RECORDS ADMINISTRATION
8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001

Date received // /9\5 /03

1. FROM {(Agency or establishment)
National Archives and Records Administration

NOTIFICATION TO AGENCY

2. MAJOR SUBDWVISION

3. MINOR SUBDIVISION

In accordance with the provisions of 44 U.S.C. 3303a, the
disposition request, including amendments, is approved
except for items that may be marked “disposition not
approved” or “withdrawn” in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER go . g%'—_{s'aggg‘ﬁ NUMBER
Aimee M. Felker e

DATE ARCHIWIST w UN STATES
¢ -29-04 Z;Z éﬁl/

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 3 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 of Federal Agencies,

v

< is not required [ is attached; or [[] has been requested.
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
{1-25- 20 03 ;M,’f. M/ D;NC"D"- NiuMe
9. GRS OR
7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPQSED DISPOSITION SUPERSEDED JOB 18}\%3?1]0'; T/::<LEYN
CITATION ( SE ONLY)

attached 3 pages.

Reasonable Accommodation Request (RAR) Files: See

115-109
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STANDARD FORM 115 (REV. 3-91)
Prescribed by NARA 36 CFR 1228



1. This general records schedule covers information created and maintained while receiving, coordinating,
reviewing, processing, approving, and reporting requests for reasonable accommodation from federal
employees and applicants under the Rehabilitation Act of 1973 and Executive Order 13164. A reasonable
accommodation is a change in the work environment or in the way things are customarily done that would
enable an individual with a disability to enjoy equal employment opportunities. The three categories of
reasonable accommodation are:

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

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

3. Modifications or adjustments that enable employees with disabilities to enjoy equal benefits and
privileges of employment, such as removing physical barriers in an office or cafetenia.

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

a. General Files

Agency-wide and departmental procedures for receiving, processing, and appealing requests for
reasonable accommodation by employees and applicants. Files may include, but are not limited to,
instructions, directives, notices, forms, timetables and guidelines for requesting, processing and approving
requests and for appealing decisions for reasonable accommodation. Also included are records notifying
the Equal Employment Opportunity Commission (EEOC), the agency’s collective bargaining
representative(s) and the agency’s Equal Employment Opportunity office of the agency’s reasonable
accommodation request and processing procedures as well as modifications to established procedures.

Disposition: Destroy three years after supercession or when no longer needed for reference whichever is
later.
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b. Employee Case Files

Individual employee files that are created, received, and maintained by EEQ reasonable accommodation
or diversity/disability program or employee relations coordinators, immediate supervisors, CAP
administrator, or HR specialists containing records of requests for reasonable accommodation and/or
assistive technology devises and services through the agency or CAP that have been requested for or by an
employee. This series also includes, but is not limited to, request approvals and denials, notice of
procedures for informal dispute resolution or appeal processes, forms, correspondence, emails, records of
oral conversations, medical documentation, and notes.

Disposition: Destroy three years after employee separation from the agency or all appeals are concluded
whichever is later.

Note:
These records are neither part of an employee’s Official Personnel File (OPF) nor part of a supervisor’s
unofficial personnel file.

¢. Supplemental Files

Records created, received, and maintained by EEQ reasonable accommodation or diversity/disability
program or employee relation coordinators, while advising on, implementing or appealing requests for or
from an individual employee for reasonable accommodation. Some requests may involve HR matters,
including but not limited to changes in duties, reassignments, leave usage, and performance issues. Files
may include, but are not limited to, policy guidance, resource information about accommodation
providers, forms, emails, notes.

Disposition: Destroy three years after end of fiscal year in which accommodation is decided or all appeals
are concluded, whichever is later.

Note:
These records are neither part of an employee’s Official Personnel File (OPF) nor part of a supervisor’s
unofficial personnel file.

d. Tracking System

Records and data created, received, and maintained for purposes of tracking agency compliance with
Executive Order 13164 and Equal Employment Opportunity Commission (EEOC) guidance.

Disposition: Delete/destroy three years after compliance report is filed or when no longer needed for
reference.
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e. Electronic Mail and Word Processing System Copies.

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

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

Destroy/delete within 180 days after the recordkeeping copy has been produced.

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

Destroy/delete when dissemination, revision, or updating is completed.
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