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TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DA
 

WASHINGTON, DC 20408
 

In accordance with the provisions of H 
U.S C 3303a the d is posrn on request.Bureau Human Resources including amendments, is approved except 

3. MINOR SUBDIVI	 for Items that mal be marked "disposrnon

not approved" or •withdrawn" In column 10
 Resource Management and Organization Analysis 

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE 

Marria Braden	 202 261-8339 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to disposition of its records 
and that the records proposed for disposal on the attached __ 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 
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, 

.r!:} is	 0 is attached; or 0 has been requested. 

Department of State 
cords Officer 

7.	 9. GRS OR 10 ACTION 
ITEM	 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY) 

NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91) 
PREVIOUS EDITION NOT USABLE Prescnbed by NARA 

115-109 
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SECTION 16 RESOURCE MANAGEMENT AND ORGANIZATION ANALYSIS 

Lawsuit Coordination Unit 
•
._V441·y~·,i.-p:~'

r ;{~
 

Class A'won Lawsuit Files\'1 041601 

Records include information from employee personnel files and other Department offices related 
to issues in the lawsuits (e.g., performance evaluations; assignments, promotions, training, pay 
actions, Foreign Service wntten and oral examination results. Documents are related to the 
implementation of lawsuit settlement agreements, including monetary, prospective, and individual 
(e.g., retroactive promotions, awards, or assignments) relief under the consent decrees. Included 
are correspondence with class members or their attorneys, Department Notices, cables, copies of 
court decisions and documents, legal briefs, records of hearings and meetings, deposition 
transcripts, consent decrees, reports, statistical analyses, exhibits, action and information 
memoranda . 

a. Recordkeeping copy (paper) 

DISPOSITION. Retire to RSC 4 years after resolution for transfer to WNRC Destroy when 15 
years old. 

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. 

041602-09 Reserved for future use. 

Resource Planning and Allocation 

[<? 041610 Correspondence Files. Arranged by bureau and chronologically. 

Documents relate to the allocation of personnel resources. Included are memorandums, copies of 
authorization notices relating to positions and employment ceilmgs, requests for funding, 
reimbursements, and related correspondence. ' 

a Recordkeeping copy (paper) 

DISPOSITION: Cut off at the end of the calendar year. Destroy when 5 years old. 

b. Electronic version of records created by electronic mail and word processing applications. 

DISPOSITION. Destroy/delete within 180 days after recordkeeping copy is produced. 
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f 13>	 041611 Statistical Reports. 

Copies of monthly and annual reports reflecting authorized positions and employment levels. 
Reports generated by PERlEXlIM 

\...T.l '"' ~'"' o-ce, ~ cl J.
 
DISPOSITION: Destroy I y@etf aft@f th@ year iS3tlee.
 

041612-19 Reserved for future use.
 

"Workforce Planning and Compensation 

£4} 041620 Staffing Patterns (Microfilm). 

Monthly tabulations of Foreign Service and Civil Service employees listed alphabetically by post, 
staff office or bureau in the Department. 

a. Master Set. 01esicular Copy) 

DISPOSITION' Retain in PERIRMA. Destroy when 50 years old or when no longer needed for 
reference purposes, whichever is sooner 

b. Copies maintained by other offices. 

DISPOSITION.	 Destroy on receipt of next month's copy. (NN-172-202, item 5)
 

Position Classification Appeals Files.
 

(1)	 ating to classification appeals, excluding OPM classification certificate.
 

ars after case is closed. (GRS 1, item 7d(1))
 

(2) Certificates of classification issue 

DISPOSITION: Destroy after affected position is a (GRS 1, item 7d(2)) 

~l 041622 Study/Project Files. 

Studies or projects relating to position classification, position management, occupational structure, 
compensation, workforce or resource pianrung etc. 

a. Recordkeeping copy (paper).
 

DISPOSITION: Retire to the RSC 5 ) ears after completion for transfer to \\!NRC. Destroy when
 
\.>< 10"1-

15 years old. Files may be maintained Longer if needed for administrative use. ~~~Jo\o 
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DISPOSITION: Destroy/delete within 180 days after recordkeeping copy is produced . 
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