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SECTION 10 POLICY COORDINATION

041001  Personnel Policy Historical File.

Originals and copies of reports, studies, surveys, orders, circulars, bills, acts, hearings,
committee documents, other papers on policies, plans organization, program procedures,
systems and other matters relating to personnel administration of the Department and the
Foreign Service.

(1) Recordkeeping copy (paper).

DISPOSITION: Permanent. Retain in the Policy Coordination Office (DGP/PC) for 10 years.
Retire inactive files when 10 years old to RSC for transfer to WNRC. Transfer to the National
Archives when 25 years old. (RRP-NN-464-7)

(2) Electronic version of records created by electronic mail and word processing applications.

DISPOSITION: Des:troy/delete within 180 days after recordkeeping copy has been produced.
041002-4 Reserved for future use. -
041005  Project Reports on Personnel Policy and Planning.

a. Master.

(1) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC when 10 years old for transfer to WNRC. Transfer to the
National Archives when 25 years old.

(2) Electronic version of records created by electronic mail and word processing applications.
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.
b. All other copies.

DISPOSITION. Destroy when no longer needed for reproduction or distribution purposes.
041006  Project Working iPapers.

Consist of questionnaires, copies of memoranda, reﬁorts, printed and processed materials,
notes, and drafts collected or created in connection with each planning or policy project.

a. Recordkeeping copy (paper).
DISPOSITION: Destroy when project is completed.
b. Electronic version of records created by electronic mail and word processing applications.

DISPOSITION: Destroy/delete within 180 daysl after recordkeeping copy has been produced.



ju} 041007  Legislative Files.

General subject files on personnel legislation. Includes draft bills and related memoranda,
correspondence and supporting briefing data.

a. One copy of each draft justification, cost estimate and briefing data.

(1) Recordkeeping copy (paper)

Termporary. Deshon whe S o\d -
DISPOSITION: WM%Me
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(2) Electronic version of records created by electronic mail and word processing applications.
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.
b. All other papers..

DISPOSITION: Destroy when superseded or obsolete.

041008-11 Reserved for future use.

041012 Labor Management Relations Files.

a. Labor Management Relations General and Case Files.

Correspondence, memoranda, reports and other records relating to the relationship between
management and employee unions or other groups:

(1) Office negotiating agreement.
(a) Recordkeeping copy (paper).
DISPOSITION: Destroy 10 years after expiration of agreement.

(b) Electronic version of records created by electronic mail and word processing applications.
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.

ther offices. - . -
DISPOSI . Destroy when superseded or obsolete. (GRS 1, item 28a(2)).
b. Labor Arbitration eral and Case Files.

Consist of correspondence, for d background papers relating to labor arbitration cases.

(1) Recordkeeping copy (paper).

DISPOSITION: Destroy 5 years after final resolutior of case. (GRS 1, item 28b).



(2) Electronic verst records created by electronic mail and word processing applications.

DISPOSITION: Destroy/delete within 18 er recordkeeping copy has been produced. ( (.A&7L p
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