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and that the records proposed for disposal on the attached ,3 _ page(s) are not now needed for the business
of this agency or will not be needed after the retention periods specified; and that written concurrence from
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files, political materials reference files.

Private materials brought into, created, ceived in the office that were not created or
received in the course of transaction Governmentbysiness. Examples include: material

documenting professional activities and outside businursuits like
manuscripts and drafts for articles and books, volunteer and co ity service records

not used in transacting agency business.

Destroy when no longer needed for reference not to exceed staff members position at the
Commission.

5. Staff Working Papers:

Telephone slips, notes, electronic mail messages that are substantive in nature, drafts
containing substantive changes in content, or memos for the record summarizing
substantive conversations, meetings, telephone calls, and the like, that are necessary to
substantiate a final product, document, or decision trail.

EXCLUDES: Working papers supporting record copies of organizational charts,
functional statements, and related records that document the essential organization and
staffing of the Commission (Reference N1-138-99-3).

NOTE: Working papers are filed separately from the Commission's official docketed
case file or other final products related to administration, management, regulation or other
Commission functions.



A.  Working Papers supporting official docketed case files.

1. Substantive working papers which add a proper understanding of the
formulation and execution of basic policies, decisions, actions or

responsibilities of the Commission. >
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DISPOSITION: Temporary. Transfer working papers to official,case file, maintained
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2. Non-substantive working papers not needed to document final
products, decisions or actions taken, and which do not contain
unique information relating to the final product.

DISPOSITION: Temporary. Destroy when final product has been approved.
B. Working Papers relating to other Commission functions.
DISPOSITION: Temporary.

Cut-off file when final product has been approved. Destroy 3 years after cut-off or when
no longer needed for administrative purposes, whichever is sooner.

6. 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.

A. Copies that have no further administrative value after the recordkeeping
copy is made. Includes copies maintained by individual 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.

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


https://lb\'\1..X'.fS

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

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





