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REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 

(See trustrirotrorre on reverse) N \ -"59 - 00- \5 
DATE RECEIVEDTO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 02.- \'3-"O-z..WASHINGTON, DC 20408 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 
Department of State 

2 MAJOR SUBDIVISION In accordance with the provIsIOns of 44 
USC 3303a the d i s p o s i t io n request,Bureau of Human Resources (HR) mcludmg amendments, IS approved except
tor Items that may be marked "disposition3 MINOR SUBDIVISION not approved" or "withdrawn" m column 10 Grlevance Staff 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE 

AllCe S. Rltchle (202) 26108511 

6 AGENCY CERTIFICATION 

.Ihereby certify that Iam authonzed to act for this agency 10 matters pertammg to t ~e.khsposihon of ItSrecords 
and that the records proposed for disposal on the attached __ page(s) are not now needed for the bus mess 
of this agency or WIn not be needed after the retentIonrenods sreClfIed, and that wntten concurrence from 
th€ General Accountmg Office, under the provISIOns 0 TItle 80 the GAO Manual for GUIdance of Federal 
Agencies, o IS not required, 0 IS attached, or o has been requested 

DATE . I SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

"i /~ ~'2,.... J Mar~a~;., G. Peppe ~ Department of State 
7y£.U~A.A1;~ Records Offlcer~'r;.t. a. rr~.lt LJ 

~ r: f If.I 
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ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA 
NO JOB CITATION USE ONLY) 

7 9 GRSOR 10 ACTION 

See Attached 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA ,,/J - 122836 CFR 
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01 Foreign Service Grievance Files. 

a Subject files consisting of correspondence, memoranda, reports, regulatory and procedural 
matenal, legislative and workshop records, and any other documents of a policy or precedent 
nature concermng the submission, handlmg, or resolution of gnevance cases Cut off annually 

(1) Recordkeepmg copy (paper) 

DISPOSITION Temporary Retire to RSC 5 years after cutoff Destroy 15,years after cut off 

(2) Electromc version of records created by electromc mall and word processing apphcations 

Delete within 180 days after recordkeepmg copy has been produced 

b Case files consisting of all papers accumulated in connection WIth any Informal gnevance, 
including the gnevant's ongmal letter, or referral memorandum WIth attachments from the Foreign 
Service Gnevance Board, acknowledgment of gnevant's letter, further correspondence, 
memorandum of findings by the Gnevance Staff, and reply to gnevant, and cases mvolvmg 
adrmrustrati ve review of the gnevance of a separated employee, informal name file, consisting of 
correspondence indicating potential gnevances that may be filed, and formal name file, consisting 
of a letter from a gnevant or memorandum from the Foreign Service Gnevance Board indicatmg 
that the gnevant intends to file a formal gnevance, With matenal pertinent to the Board's action, ItS 
remedial order and any correspondence mdicatmg cornphance EXCLUDES THE RECORDS OF 
THE FOREIGN SERVICE GRIEVANCE BOARD 

(1) Recordkeepmg copy (paper) 

DISPOSITION Temporary Retire to RSC 1 year after case ISclosed for transfer to WNRC 
Destroy 15 years after case ISclosed (NCI-59-77-18, Item 4b) 

(2) Electromc version of records created by electromc mall and word processing apphcations 

DISPOSITION Temporary Delete within 180 days after recordkeepmg copy has been produced 

c General Subject Flies 

Consist of routine adrmrustrative and operational correspondence regarding gnevance matters 

(1) Recordkeeping copy (paper) 

DISPOSITION Temporary Destroy when 2 years old or when no longer needed for reference 
purposes, whichever ISsooner 

(2) Electronic version of records created by electromc mall and word processing applications 



• 

DISPOSITION Temporary Delete within 180 days after recordkeepmg copy has been produced 

02 Grievance Files on CIvil Service Employees. 

a Subject files consistmg of policy and precedent matenal, including correspondence, 
memoranda, reports, and copies of pertment documents m precedent cases Cut off files annually 

(1) Recordkeepmg copy (paper)
 

DISPOSITION Temporary Retire to RSC 5 years after cutoff Destroy 15 years after cutoff
 

(2) Electromc version of records created by electronic mall and word processmg applications
 

DISPOSITION Temporary Delete within 180 days after recordkeepmg copy has been produced
 

se files consisting of correspondence WIth gnevant and/or his representative, legal 
deposuio . heanng transcnpts, and documents of a derogatory nature removed from employee's 
official Personn older, all other papers relatmg to the employee's gnevance 

DISPOSITION Temporary Retire to R ear after case lS closed for transfer to WNRC 
Destroy 7 years after the case lS closed (GRS 1, 30a) 

(2) Electronic version of records created by electrornc mad an 

DISPOSITION Temporary Delete within 180 days after recordkeepmg cop
 
(GRS 1, item 43a)
 

03 Gnevance Tracking System. 

Tills on-lme system tracks the status of gnevance cases
 

DISPOSITION Temporary Delete entry when related records are destroyed
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