
  
 

 

  
   

 

  

    
  

 
 
     

  
 

 
  

 
  

      
 

   
         
  

 
 

 

 

 

  

 

  

 

 

 
 

 

  

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-025-81-01 

Some items in this schedule are either obsolete or have been superseded by new 
NARA approved records schedules. This information is accurate as of: 1/30/2023 

ACTIVE ITEMS 
These items, unless subsequently superseded, may be used by the agency to 
disposition records. It is the responsibility of the user to verify the items are still 
active. 

All other items except those listed below are active. 

SUPERSEDED AND OBSOLETE ITEMS 
The remaining items on this schedule may no longer be used to disposition records. 
They are superseded, obsolete, filing instructions, non-records, or were lined off and 
not approved at the time of scheduling. References to more recent schedules are 
provided below as a courtesy. Some items listed here may have been previously 
annotated on the schedule itself. 

NC1-025-81-001 / 801/01 is superseded by DAA-0025-2017-0001-0022 

NC1-025-81-001 / 801/03, 801/07/b, and 801/09/b are superseded by DAA-0025-2017-0001-0023 

NC1-025-81-001 / 801/04 is superseded by DAA-0025-2017-0001-0001 

NC1-025-81-001 / 801/05 is superseded by DAA-0025-2017-0001-0012 and DAA-0025-2017-0001-
0013 

NC1-025-81-001 / 801/06/a/1 and 801/06/a/2 are superseded by DAA-0025-2017-0001-0016 

NC1-025-81-001 / 801/06/b/1 and 801/06/b/2 are superseded by DAA-0025-2017-0001-0017 

NC1-025-81-001 / 801/06/c/1 and 801/06/c/2 are superseded by DAA-0025-2017-0001-0018 

NC1-025-81-001 / 801/07a, 801/08, and 801/09 are superseded by DAA-0025-2017-0001-0019 

NC1-025-81-001 / 802/02, 802/03, 802/07/a, 802/12, and 802/15 are superseded by  DAA-0025-2017-
0001-0002 

NC1-025-81-001 / 802/04, 802/05, 802/06, 802/07/b, 802/08, 802/09, 802/10, 802/11, and 802/15 are 
superseded by DAA-0025-2017-0001-0023 

NC1-025-81-001 / 803/02, 803/03, and 803/04/a are superseded by DAA-0025-2017-0001-0002 

NC1-025-81-001 / 803/05, 803/06 and 803/09 are superseded by DAA-0025-2017-0001-0023 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 1/30/2023 NC1-025-81-01 



  
 

 

  
   

 

 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

NC1-025-81-001 / 803/08 is superseded by DAA-0025-2017-0001-0003, DAA-0025-2017-0001-0004 
and DAA-0025-2017-0001-0005 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
As of 1/30/2023 NC1-025-81-01 



--~~EQUEST FOR RECORti, ,,POSITION ~,UTHORITY LEAVE BLANK 
(See lnstructiu,,:. ·on reverse) JOG NO 

TO GENERAL SERVICES ADMINISTRATION, NCl-25-81-1 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGJON, DC 20408 DATE RECEIVED 

1. FROM (AGENCY OR ESTAl:3LISHMENT) October 10, 1980 
NOTIFICATION TO AGENCY!11A~L---LA1WR RELAT I 0!1S---JmARD 

2. MAJOR SUBDIVISION 
I ,, ,ordJrce wrth tre pr:ivrsrcns ot -1-1 iJ SC 3303d the disposal re 

• 
11EAuQUARTERS AND FIELD OFFICES 

4,e,t. ,c,cludrng ,rnendments. ,s aopraveo p,cept lo• ,terns that 01Jy 
GC ,r.1rnped "drsposa, rot aoproved" Jr "wrthdrawn" 1n co 1umn IO3. MINOR SUBDIVISION. 

4, NAME OF PERSON WITH WHOM TO CONFER Is. TEL EXT -,zi/11 ~~ )JL4,,/
i 254-9488 I flare Ar, ltn /\I of th,· f lllft•d Stt1tr,Dorothy::.. Davis 

6. CERTIFICATE OF AGENCY RErRESENTATIVE 

I hereby certify that I am authorized to act for this· agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 91 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods '.;pecified. 

D A Request for immediate disposal. 

GJ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE 

J0-1-80 

7. 
ITEM NO 

E. TITLE 
Ernest Russell 
Director of Ad~inistration 

8. DESCRIPTION OF ITEM 
(With Inclusive Oates or Retent,on Periods) 

This comprehensive records disposition schedule supersedes 
all previously approved records schedules of the National 
Labor Relations Board. Any record series created sub­
sequent to and/or not disposable by this schedule will be 
covered by supplementary records disposition authority to 
be obtained from the National Archives and Records Service 
NLRB records covered by the GSA General Records Schedules 
(GRS) arc cited in this schedule. 

This certifies that the microform records described in 
thi~ schedule will be microfilmed in accordance with the 
standards ..:;<:t forth in 41 CFR 101-11.506-3. 11achine­
readable ite~s marked permanent will be maintained in 
accordapce with provi~ions of 41 CFR 101-11.411-6. 

M"-s.s¾~at--~ v.rill .b~ ~V-l4-'M.:kJ '-k) f~ 
f" it-.:ft '--"'"'~ - ' 

9. 10.SAMPLE OR 
JOB NO 

ACTION TAKEN 

346-S19 
352-8254 
II Nl~A 67 
~;N J.63-16 
l':N 167-50 
NN 173-76 
NN 173-33 · 
NN 174-49 
NCl-25-78 1 

115-107 STANDARD FORM 115 
Revrsed Apr;I, 1975 
Prescribed by General Services 

lldm1n1strat1on 
FPMR (41 CFR) 101-114 
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STANDARD 
IWMOER DESCRIPTION OF RECORDS 

.______,...J,....,_,-------~~~":..~~~~--""'_'!..~~~~..._..._,.._.._..._...__.._-_..______...______...___....__.._..._______-· -------· -· 
CHAPTER 1. RECORDS COMMON TO HOST OJlFJCES 

This chapter lists those records and nonreco.rd materials 
which are accumulated in many offices of the NLllB. All 
offices must be thoroughly familiar with all items_in 
chapter 1, but they only need to know those sections of 
the later parts that arc appropriate to the mission of 
their particular off~ce. Records in this chapter can be 
conveniently divided into two sections. Section 1 is 
primarily a list of nonrecord material (extra copy fll~~ 
convenience files, reference material, etc.). Section 
2 list~ .th~ General Correspondence (Subject) Files. 
Remember· that files should be maintained in file drawers 
in the same sequenc~ as shown in these schedules. 

SECTION 1. NONRECORD AND TRANSITORY MATERIAL 

This Section (all schedule numbers beginning with 101) 
defines the types of materials which are considered as 
records of short-term value or nonrecord, and provides 
standards for disposing of such material in all NLRB 
offices. Noprecord materials consist of the following: 

{l) Copies of correspondence, reports, etc. re­
~ained in the office for information and re­
ference, (when the originals, which are the 
only official records, are maintained in a 
separate NLRB office having primary interest). 

(2) Printed or processed materials of which only 
th~ single master copy is considered official 
record. 

DISPOSAL INSTRUCTIOttS 
..._----~~-- . 

I 

http:nonreco.rd


STANDARD 
IWMOER DESCRIPTION OF RECORDS 

(3) Papers of n temporary nature which ceas(i to have 
any documentary or evidential value aftt!r their 
contents are incorporated or adequat~ly summar­
iz~d in other documents, e.g., prt!liminary 
drafts, shorthand notes, worksheets, etc. 

This type of material accumulates in offices 
convenience to p~rsonnel, but sh.ould be kept 

as 
tu 

a 
a 

minimum. Maintenance· of most of the file scrh•s des­
cribed in this Section is optional. Do not establish 
an extra copy convenience file unless there is a real 
need. ··~n the past, nonrecoTd material has been found 
interfil~d ~ith official papers. This is a poor files 
maintenance practice. Retention of nonTecord material 
is not required by iaw or regulation. When it is no 
longer needed it should be destroyed. Ideally much 
of this materia] should be destroyed without filing. 
If, however, nourecor<l material is filed, lt must be 
kept separately from official records. 

NOTE: No material in this Section should ever be sent 
to a Federil records center. 
--- --&..--- ---·· 

DISPOSAL INSTRUCTIONS 
. - - •. . ----.-...--.____-4 



STl\:iOI\RO 
I-IUMOER DESCRIPTION OF RECORDS DISPOSAL IttSTRUCTIONS 

·----------·---- -· ·- --
101-01 Files Maintenance and Disposition Documentation. NLRB 

Form 5027, NLRU Form 4955, NL~B Form 4977, and similar 
documents containing information concerning ~he files 
maintennnce and records disposition activities of the 
file stations. 

Destroy upon ~ompletion of a 
revised form. 

101-02 Records Retirement Lists, Copies of documents created 
in retiring files to Federal records centers or similar 
records ~torage areas: Included ~He Standard Forn,s 135 
or similar lists, and related papers. (N0TK: A record 
copy of these documents is retained by the NLRB Records 
0fficei;. in headquarters and by the records liaison 
officer in t·hc regional off.ices as provided in 203-08), 

Retain in active files until all 
records Jistl'd thereonhave been 
J£'stroyl•<l; or d<•~trc,y on discon­
ti11ua11c<.•, whlcl,cver is first. 

101-03 Suspense Files. Papers arr~nged in chronological order 
as a reminder that: 1. an action is required on a given 
date; or 2. a reply to action is expected and if not 
received, should be traced on a given date; also transi­
tory papers being held for reference which may be de-
1troyed on a given date. Examples of papers in suspense 
files are: 
a. A note or other reminder to submit a report or 

to take ~ome other action. 

b. The file 'copy, or an extra copy of an outgoing 
communication, filed by the date on which a reply 
is expected. 

Destroy after action is taken. 

Withdrnw papers when reply is 
rccc l v<.•d. If suspense copy is oti 
extra copy, destroy it; if it is 
the file copy, incorporate it 
~ith other papers for file. 

3 



STJ\:WARD 
IW~;DER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

"-----------------------------------------.-..--+------='-..--......-'-'.-.!"•. ·~--.?"".-----_--4 

c. Papers which may be destroyed in 30 days or less 
because they have no further value. 

101-04 rronsitorv Fil~s. Papers of short term interest wluch 
,ave no documentary or evidential value and normally 
heed not be kept more than 90 days. Examples of 
transitory correspondence are shown below: 

a .. Requests for Information or Publicntlon~. 
Rout inc requests .for informnt ion or publications 
which require no administrative action, no policy 
decisions, and no special compilations or research 
for r"eply, such as requests for publications or· 
other printed ma~erial. 

b. Letters of Transmittal. Letters of transmittal 
Lh:it do m,t add ;m:v infonnntlon to that ,:ontntncd 
in the trunsmltt,?d material. 

c. Quasi-Official Notices. Memoranda and other 
papers that do not serve as the basis of official 
actions, such as notices of holidays, charity and 
welfare fund appeals or bond campaigns, and 
similar papers. 

Recordkeepers sha 11 combine the types of ,temporary 
material shown above into one transitory file 
arranged chronologically. 

Dcstrot on date under which 
suspended. 

Destroy after 90 days. 

4 



STANDARD 
rw:,mER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

101-05 Office Organization Reference Files. Documents Destroy when superseded, obsolete, 
relating to the organization and function of an or no longer needed for reference. 
office. Included are copies of organization and 
functional charts and functional statements, docu­
ments relating to office staffing, and documents 
concerning functional assignments and changes. 
Also included are documents reflecting minor 
changes in the office organization or functional 
assignments which are made by the office chief. 

101-06 Office Administrative Files. Documents accumulated Cut off at close of fiscal year. 
by individual offices that relate to routine inter­ Destroy 2 years after cutoff. 
nal management or general administration rather 
than the function for which the office exists. 
ntese records may include copies of correspondence 
and reports which are prepared in the office and 
forwarded to higher levels and other materials 
that do not serve as official documentation. 
Also includes papers relating to obtaining house­
keeping type services from the offices responsible 
for providing them. I( volume warrants, these 
files may be arranged by the NLRB subject-numeric 
classification system or according to the type of 
material, as shown below: 

a. Office General Management Files. Include 
documents concerning internal office'procedures, 
hours of duty, participation on charitable affairs, 
security and protective services, safety, and 
involvement in similar matters not pertaining to 
the mission or function of the office. 

5 



,, ______,.._______________________________________________, 
STAiiDARD 

MUMtlER DESCRIPTION OF· RECORDS 

b. Office Facilities Flles. Include documents 
relating to custodian service, temperature con­
trols such as heating and air conditioning, 
telephone installation or change, requests for 
office space, office layouts, painting and 
renovation, and similar matters. 

c. Office Supply Files. Papers that relate to the 
ordinary supplies and equipment required by an 
office to carry out its functions. Includes 
documen~s such as requests for office supplies 
and receipts. requests for blank forms and 
directives or other papers r~lating to supply 
and distribution of these items. requests for 
repair of office machines. and similar papers. 

d. Office Financial Files. Papers that relate to 
the expenditure of funds incidental to the per­
formance of the mission of the office, such as 
cost estimates for travel and other papers con­
cerned with travel funds• documents concerning 
long-distance telephone call funds; printing 
expenses, and similar expenses; receipts and 
other papers concerning paychecks and savings 
bonds. 

DISPOSAL INSTRUCTIONS 

6 



STANDARD 
IWMOER 

101-07 

101-08 

101-09 

. 101-10 

DESCRIPTION OF RECORDS 
Employee Travel .Files. C~rrespo~dence, requests, 
travel authorizations ·and orders, itiueraries, and 
similar papers pertaining to employee travel exclusive 
of records maintained for accounting purposes (item 
,03-01); Arrnnged alphabetically by name of traveler. 

Travel Order Manual File. Cords prep,,red to record 
annual travel order numbers, supplemental orders, 
trav~l ndvances, and ·amount of monthly travel. Arrnn1~<:>d 
numerically by travel order number. 

Office General Personnel Files. Documents that 
relate t:o tbe day-to-day ·administration of personnel 
in individual.offices. Included are papers that· 
relate to attendance, copies of reports of attendar.ce 
and overtime, notices of holidays and hours worked; 
notices and lists of persons to ~ttend training 
sessions; papers concerning partic/pation in employee 
and community affairs; campaigns and drives; and com­
parable or related p~pers. ~rranged·as appropriate. 
If volume warrants, papers can be arranged by subject­
numeric class~fication system . 

Office Individual Personnel Files. Unofficial 
personnel folders ("opt!rating folders") maintained by 
REGIONAL OFFICES and other SPECIFICALLY DESIGNATED 
field offices. Consists of documents which .re 
duplicates of papers placed in official personnel 
folders maintained in the NLRB Personnel Office or 
which are not appropriate for inclusion in the offiiial 
personnel folders. Includes such papers as copies of 
security clearance, records reflecting training re­
ceived, awards received, letters of appreciation/ 
commendation, position descriptions, performance 
appraisa~and comparable papers. Folders arranged. 
alphabetically by employee name. NOTE: Headquarters 

7 

DISPOSAL INSTRUCTIONS 
- - ·• . -· . - . ,._..._______--_______--t 

Cut of~_at __ cl~se ~f _fiscal_year. 
Destroy 2 years after cutoff. 
I 

Cut off_nt close of_fiscal year. 
Destroy l year after cutoff. 

Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 

Review file periodically to 
destroy documents which have 
been superseded or are no 
longer appl~cable. Destroy 
entire file 1 year after 
transfer or se1,aration of 
employee. 

I 
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,.,_____.,.._____,___________________'"t-_________,____'-1 

STA:mARO 
1-IUMDER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

Offices and other offices not specifically designated 
to maintain operating folders MUST NOT create or 
maintain them. 

101-11 Office Personnel Locator Files. Documents reflect­
ing the name, address, telephone number, ond 
similar data for each office employee. Included 
are cards or sheets containing such information. 

Destroy on separation or 
of the individual. 

transfer 

101-12 Job Description Files. Documents describing 
positions in an office that are used in day-to-day 
supervisory relationships. Included are office 
copies of jo~ descriptions.· Record copies are 
maintained in the Personnel Branch. 

l>estroy on abollshment of posi­
tion, sup~rsession of job 
description, or when no longer 
needed for reference. 

101-13 Reading or Chronological Files. Extra copies of 
correspondence prepared and maintained by. the 
originating office, used solely as a reading or 
reference file for the convenience of personnel. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff, or 
after reference value has been 
exhausted, whichever is sooner. 

Exception: Applicable..-tQ Board Members' and the General 
Counsel's chro~ological files of outgoing correspondence. 
comprised of letters signed by the Chairman, members 
of the Board and the General Counsel. See Standard 201-
01. 

101-14 Policy and Precedent Reference Files. Copies of 
documents establishing policy or precedents per-
tinent to future and continuing actions. Normally, 
policy and precendent files are maintained at operating 
levels and consist of extra copies of operating proce~ 
durcs, statements of policy or procedure, examples of 
typical cases, and other documents duplicated in of­
fical files. Original or official record copies will 
NOT be placed in this file. This file consists.of.non­
~~cord copies muintained only for convenience of referen· 

Destroy when organizational unit 
1$ discontinued or when document~ 

'become obsolete or are no longer 
needed for operJting or referenc< 
purposes. 
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________ ________________________ _________ 

STANDARD 
HUMOER 

101-15 

101-16 

102-01 

DESCRIPTION OF RECORDS 
Alphabetical tiame· index. Kxtra copy files used as 
a finding aid for large-subject file collections; 
Consists of extra copies of outgoing letters of a 
distinctive color or·quick ·copies arranged a~phabetical­
ly by names of persons or organizations referred to in 
the outgoing correspondence. The name index copy is ; 
marked with same file'deeignation ae the official file 
copy. It is-used when records are frequently requested 
by.the names of indivJduals or organizations concerned 
rather than by subject. 

Reference Publication Files. Copies of NLRB internal 
and/or· ul·ernal directives; NLRB publications; and. 
publications· issued by other Government agencies and 
non-governmental organizations maintained for reference 
within an office. These files are normally kept in 
binders and filed in bookcas~ units. 

SECTION 2~ PROGRAM CORRESPONDENCE FILES 
•• memoranda, 

Program Correspondence Files~ Correepondence,Areporte, 
forms, and .other records pertaining to the administra­
tion and opecation of NLRB activities but excluding· ·: :, •. 
files described elsewhere in this handbook. Arranged 
according to,t~e NLllB Subject File Classification 
System. 

a. Program Correspondence Files ~aintained at the 
division level or above in NLRB Headquarters 

of fices. 1'hese • f ilea are ·accumulated by the division 
directors and above in th~.;--~en~-ral C~un~el __ and, 
byz:theimmediate staffs.__ ···- : :: ~· _ 
They cument policy-maki~g decisions or signi-
fie t program management functions. 

Office of the 

DISPOSAL JNSTRUCTIOHS 
Destroy at t~e same time the 
related subject file is destroy­
ed, or earlier· if.no longer need­
ed fo~ refer~nce purposes. 

Destroy when superseded, obsolet1 
or no longer needed for referenct 
purposes. 

Permanent. Cut off at close of 
fiscal year. Hold 5 years. and 
trans fer to FRC. Offer to NARS 
20 years after cutoff, in 5-year 
blocks. 

• ' 

. -

""!"' members of the B.oard and thej:._r • &. ,~~... ••a,.___.._•.I 
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NUMoER DESCRIPTION OF RECORDS 

,. 

b. Program Corresponc!ence Flles llllllnt·atnecl be low 
the division level in the Office of the General 
counsel and by offices other than the immediate 
office of Member!i o( the Jloard. 

c. Correspondcmce of a non-policy nnturc maintained 
by units respcnsiblc for housckcep~ne Rnd admtnis­
tl;"ative functions, such as payroll and procurement, 
rclatinc to internal administration and opcrntlon 
of untt·. 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal yeRr. 
Hold 2 years and transfer to FRC. 
Destroy 6 years after cutoff. 

Cut off at end lJf fiscal year. 
Deotroy 2 years after cutoff, 

10 
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STANDARD 
HUi•:DER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

CIIAPTER 2. PLANNlNG AND _MANAGEMENT RECORDS 

SECTION 1. EXECUTIVE MANAGEMENT PILES 

• 
201-01 

201-02 

r ~ 
1c:,,11"'~ 

Executive Chronological Files. Chronological file 
consisting of copies of outgoing correspondence 
signed by Board Members or the Genernl Counsel. 

Committee Management Files. ·Documents created in 
reviewing and coordinating the establishment, con­
tinuan~e ~nd dissolution of joint, interagency, 
intra-agenc~., and extra-governmental committees, 

1including tas~ forces, councils, boards, commis-
~J.ons, panels, and comparable groups. The coordi­
nation and review is to prevent overlap and dupli­
cation, preclude committee establishment when 
normal staff action will suffice, and to apply 
other management practices to committees. Included 
are committee e~tabl\shment proposals, approvals, 
papers reflecting changes in committee membership, 
committee char,ters, reports on establishment and 
composition,'ond related papers. 

Cut off at close of fiscal year. 
Destroy 5 years after cutoff. 
(Record copy is maintained under 
102-01 - Program Correspondence) . 

l'cr111Jnent. l'lace in inactive 
Cll<.' upon discontinuance of 
committee or disapproval of 
establishment of committee. 
Cut off inactive file at close 
of fiscal year. Hold 2 years 
and retire to FRC. Offer to ·' NAK.S 20 yeara after cutoff, in 
5-year blocks. 

201-03 Committee Operations Files. Files may include, but are 
not limited to, a directive or charter establishing the 
committee, a resume of major points of interest con­
cerning committee meetings and the ge\,eral operations 
thereof, a terminating directive, and a final committee 
report and finding. They may also include copies of 
minutes-of meetings and other papers relating to the 
establishment, revision, or termination of individual 
studies and/or projects. Arranged by name of committee, 
thereunder by appropriate subject. 

11 



STANDARD 
1-Wt•iOER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIOHS 

202-01 

a. Files of conanittee chairman,· secretariat, or 
recorder which are designated as "office of 
record". 

b~ Committee Members' Files. 

SECTION 2. PROGRAM PLANNI~G, MANAGEMENT, 
AND EVALUATION FILES 

Management Objective Files..Documents that occumulote 
from the process of establishing short-, mid-, and long­
range manageme~t objectives for NLRB. Included are 
documents reflecting the establishment of schedules to 
accomplish objectives, the formulation of new concepts 
and requirements for planning purposes, and the evalua­
tion of progress and accomplishments in meeting the 
management objectives cstnblished by the plans. 

a. NLRB headquarters offices responsible for 
preparation of the plan. 

b. Commenting or coordinating offices. 

Permanent. Cut off upon comple­
tion of committee action or ter­
mination of committee, as appro­
priate. Transfa:-to FRC 5 years 
after cutoff, Offer to NARS 20 
year1 after cutoff, in 5-year
blocks. 

Destroy wlwn purpose has been 
!lCrvcd or .if tc1· 1 year' whichever 
Ls uou11er, except that informa­
tiono1 copies of minutes of meet­
ings which relate to another 
official file series will be dis­
posed of with the records to 
which they pertain. 

·Permanent. Cut off at close of 
fiscal year in which plan is 
superseded. Retire to FRC 5 
years after cutoff. Offer to _. 
NARS 20 year1 after cutoff, in 
5-year blocks • . 
File comments in program corres-
pondence f ilc and dispose of in 

12 



STANDARD 
MUM~ER 

202-02 

• 202-03 

202-04 

202-05 

DESCRIPTION OF RECORDS 
. . ------ •• ------ --

Organization Planning Files. Documents relating to the 
establishment of and changes in organization~ functions, 
and relationships of NLRB when such actions affect, or 
may affect, the management and operation of the agency.· 
Included are staff studies, reports of working groups anij 
minutes of committee or task force meetin~s and staff 
conferences, relating to overall functions and mission, 
copies of published directives implcmc:>nting establ1sl1111en1 
or change, and related or similar documents. ArranRcd 
as appropriate. 

Organization Planning Working Files. Background materi­
als, drafts interim.and progress reports, and relnted 
papers a~cumulated in organization planning projects and 
surveys. 

Program Evaluation Project Files. Documents accumulated 
in evaluating NLRB program efforts,tq determine if goals 
were achieved, to assess the effectiveness of the pro­
gram, and to identify successful nnd unsuccessful pro­
jects. Inclµded are copies of reports, questionnaire, 
and other data; evaluation of guidelines and procedural 
documents; progress reports and other papers reflecting 
status of project; working papers, background materials 
and similar papers; copy of ftnal evaluation report. 

Case 
Management Survey/Files. 'l1lese files consist of staff 
studies or man~gcmcnt improvement projects rcgardinB nn­
nlyscs of administrative policies and procc:>durcs, mnn­
power surveys, organization and methods surveys and stu­
dies, work simplification and standardization studies) 
workload and work distribution analyses, and similar 
studies. Includes papers authorizing_the project and 
describing its scope, purpose, and objectives; interme~--

DISPOSAL mSTRUCTIONS 
accordance with 102-01 . 

Permanent. Cut off at close of 
fiscal year in which case is com­
pleted, Hold 5 years and transfer 
to FRC. Offer to NARS 20 years 
after cutoff, in 5-year blocks. 

Destroy 6 months after final ac­
tion on project report or 3 
years after completion of report 
if no final action is taken. 

Cut off at close of fiscal year 
in which evaluation project is 
completed. Hold 3 years and 

transferto FRC. Destroy 10 years 
after cutoff. 

d-l•HC pro::.r,~~worts apd,..c,w-,.r.r;,f)p.QUs:.ucC; a~..fra!iJ.wni:oil'"'li'1'h~,..J',i~:a.-----------------' 
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---------------------------------·-----,------------------STANDARD 
IWMOER 

202-06 

202-07 

DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 
survey report and actions taken as a direct result of 
the survey. Accumulated by the office conducting the 
survey or the office sponsoring a contract for survey 

':
services. Arranged alphabetically by title of survey 
or name of office surveyed. • 

a. Office conducting the survey or office spon­
soring the contract to perfonu survey services 

b. Office surveyed. 

Management Survey Background Files. Documents created 
or accumulated in the collection of data for or during 
a management survey or staff study. Included are notes, 
statistical data; feeder reports, working papers, 
copies of directives and local operating procedures, 
charts, personnel data and similar material collected 
for factfinding or back-up purposes. Arranged alpha­
betically ~y_title or name of ~ffice sQrveyed. 

Audit Case Files. Documents accumulated in coordina­
ting GAO audits of NLRB operations and in the internal 
review and exami.nation of NLRB. operations· by NLRB 
auditors, to.ensure accuracy, propriety, legality,• and 
relia~ility of the use of assets. Included are com­
munications about scheduled audits, draft and final 
audit reports, responses, comments, and recommendations, 
reports on corrective actions planned and taken, and 
dire~tly related ·papers. Arranged by s_ubject. 

I 
I 
i 

P.ertnanent; Cut off at close of 
fisc&l year in which action 'is 
completed on survey. Hold 2 
years and transfer to FRC. 
0 f fer to NARS 20 y~ars after 
cptoff, in 5-year blocks. 

Destroy on ~ompletion of next· 
comparable survey or when no 
longer required. for reference. 

Cut off at close of fiscal year 
in which survey is completed.· 
Destroy when no longer needed 
for reference, except in no 
case will 'files be retained 
longer than 3 years after com­
pletion of all actions on 
·report. 

Cut off at close of fiscal year 
in which audit ·is completed. 

, ·.Retire to FRC 4 years a'f ter 
cutoff. Destroy 10 years 
after c'-'toff. 

------~"'---------------------------------"--·----------------- -· -
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NU1'13ER 

202-08 

203-01 

DESCRIPTION OF RECORDS 

. ' 

Audit Working Files. Documents 
lated in the collection of data 
internal or GAO audit. Included 
tical data, feeder reports, and 
papers. 

created or accumu­
for or during an 
are notes, statis­

other working 

SECTION 3. RECORDS MANAGEMENT FILES 

Records Liaison Officer Designations. Documents 
reflecting name and information about individuals 
designated to perform records management duties in 
specific organizational entities of NLRB, Includes 
designations for directives managemen~ officers, I 
records liaison officers, forms liaison repr~sen­
tatives, and similar representatives. Maintained 
in NLRB headquarters office with primary responsi­
bility for records management. 

I 
I 

'' 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year 
in which audit is completed. 
Destroy when no longer needed for 
reference or 3 years after comple­
tion of all action on audit 
report. 

Destroy when superseded by a new 
designation or when obsolete. 
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STANDARD 
IWMOER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

Cpse 
203-02 Directives (Issuance)/History Files. Files 

"containing the official file copy and supporting 
•documents of each NLRB internal or external directive 
or instruction. Directives include General Counsel's 
memoranda or Administrative Bulletins and Policy 
Circulars, manuals, Advice Memos, Staff Counsel Guides,etc. 
Supporting documents include material relating to the 
preparation, clearance, publication, and distribution of 
the directive. Arranged by name of directive and there­
under by directive number. 

a. Record copy 

b. Supporting documents 

Permanent. Place in inactive 
file when cance l;ed or superseded. 
Transfer to FRC when no longer 
needed for reference and sufficient 
volume has accumulated. Offer to 
NARS 20 years after transfer,in 
5-year blocks. 

Destroy 2 years after issuance. 

203-03 Records Management Project Files. Documents including 
reports, correspondence, authorizations, proposals, 
studies, and other papers relating to the development 
and implementation of programs to improve the management 
of records. Includes forms, reports, directives, corres­
pondence, mail, microfilm, automatic data processing, 
and records management. Arranged alphabetically by 
title of project. , 

Place in inactive file when pro­
ject closed. Destroy 6 years 
after the close of project. 

16 



S1ANOARD 
IWMOEPw, 

...DESCRIPTION OF RECORDS DISPOSAL JNSTRUCTIOHS 

203-04 Forms Master Files. A collection of forms, arranged by 
·functional classification, used to assist in taking 
. forms management actions such as determining whether new 
forms should be developed and approved and whether 
existing forms should be consolidated or replaced by 
other forms. Included are copies of each form used 
within the area served by the forms management office. 

Destroy upon·supersession or 
discontinuance of form . 

203-05 Forms·Historical Files. History files containing 
copies of each form and revision, request for approval 
and justification, copies of prescribing directive, 
clearance reprint authority, and related correspondence . 

.Arranged by form number. 

a p 1 d Oopy Pe!'lftafteftt. Place in inactive 
file when form is superseded or 
becomes obsolete. Cut off inac­
tive file at the close of the 
fiscal year .:i>,.•Jtr~a ta iRC 5 
years after cutoff. Qffe• te 
UAR:8 28 years afte5 QUtQff, ie 
§ year elaQk& ~s ,~ 'i4-c.... C#-Q... 

Qee&i:ey l years after j99usauce. 
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_____________________ __________ _ 

203-06 

203--09 

STA:-;OARO 
:w:,;orn 

203-Q7 

203-08 

..._ 

DESCRIPTION OF RECORDS 
Form Registers, . A register or card system used to 
record and control the asiignment of form numbers. 

. 

Records Disposition Authorizations. Documents created 
only by the NLRB Records Management Office in requesting 
authority from GSA-NARS for the disposal of records. 
Included are Standard Form 115, Request Jor Records 
D.isposit ion Authority, or similar forms, correspon<lc-nce, 
and related papers. 

Records Retirement Lists. Papers maintained by the NLRB 
Records Officer in headquarters and ~he records liai­
son officer in the regional offices documenting the 
retirement of the files to Feder~l records centers or 
similar storage areas. Included are Standard Form 135 
or similar lists and related papers. 

Case 
Reports Cont rol.(Files.. • • F il~s maintained for 
each report created, canceled, or superseded. Documents 
reflect actions taken in evaluating the requirements for 
approving and controlling spec1fic reports. Included 
are applications for approval of reports, copies of 
pertinent forms or descriptions of format; copies of 
requirement directive; preparation instructions; 
documents relating to continua~ce, revision, or other 
change to the report; and other correspondence, evalua­
tions, and similar papers relating to the reports. 
hles arc maintained by NLRB headquarters office with· 
reports control authority . 

DISPOSAL INSTRUCTIONS . ......-. - .. - -... ~~:~~~~......----.-.--,.,.____...( 

Destroy individual register sheets 
when all forms entered thereon are 
canceled, ~uperseded, or trans­
ferred to 11ew sheet or when· no 
~onger needed. 

Destroy when· superseded: 

Destroy when related records are 
destroyed or when no longer needec 
for reference,whichever is sooner. 

Cut off at close of fiscal year ir 
which report is discontinued. 
Destroy 2 years after cutoff. 

.j_ 
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SiJ\IWARD 
NU~:OER DESCRIPTION OF RECORDS DISPOSAL HISTRUCTIOilS1-------_-•!---------------·-----------·--..._....,~!"-.......,..._. ·- .•.• -·· ... -=~~-:• . -~••.·~ 

203-10 RL'ports Control Record Cnrds. C.inl files ::ihowing Cut of~ when report is d iscon-
pertinent information about the .report such as dates tinued, canceled, or superseded. 
initiated, approved, discontinued;· frequency; office of bestroy 1 year after cutoff. 
primary interest; preparing element; spccifit recipients 
and 'similar data, Filed numerically by Report Control 
Symbols, 

203-ll Reporting Requirements Register. Documents used for Withdrqw nnd place in an inactive 
perpetual inventory of all reports issued under the [ile on <lJscontinuancc of the re­
reports management system, ·included are card~, rccister porting requirement or on revisior 
sheets, catalogs, or similar documents. of the repo~t~_control symbo~. 

Cut off the inactive file at the 
end of the fiscal year and destro) 
when no longer needed for control· 
ling the assignment of new report! 
control symbols. 

203-12 Files Maintenance and Disposition Plans. Documents such Destroy upon receipt of revise~. 
os Form NLRB-5027, Files Maintenance and Disposition plan. 
Plan, which reflect file cat~gories,·disposal instruc-: 
tions, and other information about the files accumulated 
in individual file stations. This series is maintained 
by the NLRB Records Officer. Individual office file 
copies of Form NLRB-5027 are•maintained under disposi-
tion standard number 101-01. 

SECTION 11. AUTOMATIC DATA PROCESS I NG 
MANAGEMENT FILES 

ADP Systems Planning Project Files. Project files )< • Cut o'ff at close of 
document the installation of an ADP system from initial fiscal yeqr in which system is 
inception to final system operation. Files include stabilized. Hold 1 ye~r nnd then 
documents containing definitions of the system, auth­ transfer to FRC. Destroy 6 ye~rs 
orizing directives, source data, detailed studies re­ after cutotf. GKS,l&, item 11.,. 
flecting advantages and disadvantages of benefits,. out­
put :-equir.en:ent:;, schedule for completion. and .re.lated

-----------------------------L------------
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STA'.,DARD 
rw~:DER DESCRIPTION OF RECORDS 

p~pers. Arranged alphabetically·by title of ADP system, 

• 204-02 

204-03 

204-04 

204-05 

Syste~\O.pera~ion Specifications Files. Documents con­ Destroy one year after dis­
taining definitions of the system, including functional continuance of the syste~. 
requirements, data requirements, and system/subsystem GRS 20, I-2. 
specifications. 

Destroy when related data file 
and physical characteristics of each record, element, or 
File Specifications Files, Definitions of the logical 

is destroyed. GRS 20, I-6. 
item of data in the file, including names and tags or 
labels; relative position, form, format and.size of data 
elements (record layout); specifications of all codes 
used; cross reference code manual; security and privacy 
restrictions; and validity characteristics; update and 
access conditions; and recording medium and volume, 

User guides, Handbooks, guides to data availability, Destroy one year after dis­
and procedures for querying the files, and other infor­ continuance of the system. 
mation which sufficiently describes the functions of the I GRS 20, I-8.. 
system in non-ADP terminology so that users can deter­
mine its applicability and when and how to use it, 
Serves for the preparation of input data and the inter­
pretation of results. 

Destroy one year after discon­
put by title and tag, formal specifications, selection 
Output Specifications Files. Listing of each type of out~ 

t i_nuance of the system. 
criteria, volume and frequency, media, graphic displays GRS 20, I-9. 
and symbols, security and privacy conditions and dispo­
sition of output, used outside the computer center. 

jl9 



STNW).RD 
DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

,__________,__.,_C_H_A_P_T_E_R__-3-._AD_X_I_N_I_S_T_RA_T._I_V_E_S_U_P_P_O_R_T_R_EC""""·o7o:---.----.-1--c:1.~.--~--·- ---=-- . ~-~:-.".":'!~~---.-..---.-.-.--·-1 

301-01 

301-02 

302-01 

302--02 

302-'03 

Che re. 
SECTION 1. EMERGENCY PREPAREDNESS FILES ,I if not 

Case /\ Ir.a.Ster 
Emergency Planning /Files.,~ - Cons is~ of , '-I 
emergency operating plans which provide for continuity PERMAN 
of .:igency operations and .other background papers. such Transf. 
as changes to'plan, coordinating actions, and other 
documents. A~·ranged ,alphaqetically by type of emcri:~ 

1 
b. Case f 

record 
Emergency Test and Exe.rcise Fil.es. Consolidated or file ~ 
compre)~ens.ive reports reflecting agen_cy-widc results of , I 
tests conduc_ted under ~rnergency plans and other papers ~ DESTRO !/. 
accumulating from emergency operations tests such as ~ 
instruct~ons to participants, stnff assignments, message~ 
tests of communications and facilities, copies. of i:-eports-.J~

'\ PERM.-\ 
I 

• I• becom SECTION 2. TELECOMMUNICATIONS FILES , I
• ,when r 

Telephone Directory Files .. ~orrespondence, forms, and 
other records relating to the compilation of telephone 
listings and directories. (NOTE: Retain one copy c;,f 
each publish~d directory in accordance with 303-01). 

Original Messace (Teletype) Files. Copies of incoming 
and, original authentlcate<l copies of outgoing messages 
maintained for locator purpose~, transmission checks, 
evidence of receipt, and other-administrative purposes. 
Arranged chronologically. 

Teleehone Orders File~ Documents relating to the 
installation, repair, and cost. of telephone service. 
This file is maintained by the office with agency-wide 
re~ponsibility for telephone service and is arr~nged 
nu,aerically by order number. 

Destroy )·months after issuance 
of directory. 

Cut off monthly. Destroy after 
2 months.GRS 12, Item 3b. 

Close file when order is complet­
ed, Cut off closed file ot the 
end of each fiscal year. Destroy 
J years after cutoff,GRS 12, Item 
2b, 

I 20 
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303-04 

STANDARD 
iW~'.OER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS~----------~--------1--------------------------.-.-_......,..__________"!_____..__________..__..._.....___________________-.-. ..._.. 

303-01 

303-02 

303-03 

SECTION_)~ PUBLICAT~ONS MA?~AGEMENT, PRINTING, 
AND REPRODUCTION FILES 

Publications Master Files. Official file co~y of each 
NLRB publication sucl1 as technical reports, booklets, 
pamphlets, posters, monographs, or other issuances 
published by NLRB headquarters or regional offices. Official 
file copy is maintained by the office responsible for , 
the preparation and· i-ssuance; 
Publications in this flle will be di~tinctly marked 
"Record Set" and will not be charged out_. Two copies of 
each ~µblication will also be sent to the NLRB Library. 

Publication Manuscript Files. Editori,1 matter relating 
to the publication of a manuscript, including drafts, 
printer's copies of galley and page proofs, and other 
working or cont:rol data used in the p_reparation of 
publications. Arranged by publication ~ame or number. 

Library Catalog files. Cards showirig authors, titles, 
subject, cross-reference, etc., and indicating descrip-
tive details including location of items on the sheives. 

Job Control Registers. Registers used to control the 
receipt of requisitions and work orders for printing 
and duplicating jobs. 

Job or Project Files. Files·contain all papers and·data 
pertaining to the planning and execution of printing, 
binding, duplication, and distribution jobs. Includes 
requisitions, bills, samples, clearance, and related 
papers. Arranged numerically by control or requisition 
i:iumber ~ 

Permanent. Cut off when publica-
tion is superseded, canciled, or 
3 years after issuance, whichever 
is sooner. Offer to NARS 2 years. 
after cutoff. 

Cut off at close of fiscal year 
in which related publication is 
issued. Destroy 2 years after 
cutoff. 

Destroy when related items have 
been permanently removctl from the 
library collection. 

Cut off at close of fiscal year it 
which compiled or when register i! 
filled, whichever is applicable. 
Destroy 1 year after cutoff. 
GRS 13, ltem 4. 

21 

303-05 

http:workf.ng


STANDARD 
IW~IOER 

303-0f-

103-07 

DESCRIPTION OF RECORDS 
a. Files pc~t~ining to in-house _reproduction jobs or 

proj ccts, 

b. Files pertaining to reproduction jobs or projects 
performed.by Government Printing Office or outside 
contractor. 

Printing Plate 
Negative1Files. Files consisting of_ 'photographic neg~­
tives used for reproduction of major publications. 

Arranged by title or requisition number according to 
fiscal year. Negatives used for reprints are brought 
forward to current year. 

Job History Card Files, Cards maintained by the office 

DISPOSAL INSTRUCTror,s 
A~WV-~-------1 . -· 

Cut off at cl~se of fiscal year in 
which fob is completed, Destroy 
' ,1 year after cutoff. 

Cut off at close of fiscal year in 
which job 'is completed or requi­
sit!on i$ ca·nceled. Destroy 4 
years af~er cutoff. 

. Oe~troy at clo~e of fiscal year in 
ln which publication is discon­

tinued, superseded, or becomes 
obsolete, or after 5 years if the 
status of publication is unknown. 

Destroy after related publication 
responsible for printing and rep~oduction to reflect the 
reprint history of all major publications. 

303-08 Publication Stock Record Card Files.· Stock record cards 
or other documentation maintained to reflect the status 
of supply of qirectives, blank forms, and other pub~ica-
tions includ~ng data as to stock levels, quantities on 
hand, and quantities received and issued. Arranged 
alphabetically. by document type. 

303-09 Editorial Technical Reference Material. Publications, 
editorial manuals, guide a. equipment specifications, 
catalogs and other technical reference materials relat­
ing to editing and publiihing.· Arranged alphabetically 
by title ·of publication, 

is rescinded, discontinued, or 
becomes obsolete. 

Destroy when card is filled or 
when card is superseded or obso­

lete, whichever is earlier. 

Review annually and destroy mat­
erial which is superseded, obsol-
ete or no longer needed for 
reference. 

-22 
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IWMDER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

304-01 

304-02 

SECTION 4. ART, GRAPHICS, AND PHOTOGRAPH FILES 
Coptrol 

Graphic Services Job/Files. Files containing 
graphic services requisition forms, requester's notes 
or drawings or other instructions, notes to illustrators 
or graphic contractors. Arranged by job control number. 

Art or Graphic Service Illustration Files. Files 
consisting of artwork, illustrations, slides, charts, 
graphics, acetates, and other visual aids. 

Cut off at close of fiscal year 
in which job is completed. 
Destroy 2 years after cutoff. 

Destroy on printing of publica­
tion, except that artwork of 
continuing usefulness may be re­
tained until no longer needed. 

304:-03 

I 

Still Pictures Files. Still photographs, slide sets, 
filmstrips, posters, original artwork, and other picto­
rial records that: 

a. Provide documentation of the organization, functions, 
policies, procedures, and essential transactions of 
the NLRB, or contain information that is unique in 
substance, arrangement, or manner of presentation 
and unavailable in another form; or document events 
or phenomena which are significant; or utilize a 
significant new technology and represent an advance 
in the state of the art. No~ally these records 
consist of photographs of present and past Chairmen, 
Board Members, General Counsels, and key agency 
officials. For black and white photographs, file 
consists of the original negative and a captioned. , . .
print. For color photographs, file contains an 

Permanent. Break file every 5 
years. Offer to NARS when no 
longer needed for administrative 
use or when 10 years old. 

I 

original color transparency or color negative, a 
captioned print, and an internegative if one is 
available. Arranged alphabetically by title of 
photograph or name of subject photographed. 

23 
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HUMOER DESCRIPTION OF RECORDS DISPOSAL JNSTRUCTIOHS 

304-04 

b. Are included as part of a project file, case file, 
report, or a similar type of record. 

c. Are not permanent records as described under part 
a. of this standard. Included are photographs of 
social functions involving agency personnel, transi­
tory pictures of EEO programs and speakers, and 
widely available training-related slide-tape 
presentations. 

d. Are faulty or technically poor photography. 

Motion Pictures Files. Motion picture films including 
negatives, masters, and prints of productions and 
unedited outtakes and trims that: 

a. Provide documentation of the organization, functions, 
policies, procedures, and essential transactions of 
NLRB; or contain information that 1s unique 1n 
substance, arrangement or manner of presentation 
and unavailable in another form; or document actual 
events o~ phenomena which are significant; or 
utilize a signficant new technology and represent 
an advance in the state of the art. Normally these 
films relate directly to established NLRB program 
areas. Arranged alphabetically by title of picture. 

(1) NLRB sponsored films intended for distribution: 
the original negative or color original plus 
separate optical sound track, an intermediate 
master positive or duplicate negative plus 
optical sound track, and a sound projection 
print. 

Dispose of in acco.rdance with the 
instructions applicable to the 
records of which they are a part. 

Destroy when no longer needed for 
reference in accordance with FMPR 
101-42. 303-1. 

Destroy immediately in accordance 
with FPMR 101-42.303-1. 

Permanent. Offer to NARS when no 
longer needed for administrative 
use or when 5 years old. 
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S1ANDARD 
lrnMOER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

b. 

c. 

d. 

(2) Films produced by or for NLRB that are intended 
for internal staff use - the original negative 
or color original plus sound and a projection 
print. 

(3) Films acquired by NLRB - two projection prints. 

(4) Unedited outtakes and trims, the discards of 
film productions, which have been appropriately 
arranged, labeled, and described; the original 
negative or color original and a work print. 

(5) Films resulting from a visual or electronic 
transfer of video recordings. 

Are included as part of a project file, case file, 
report or a similar type of record. 

Are not permanent records as described under part a. 
of this standard. Included are standard widely 
avai-lable commercial films used for training in 
managemenF, office procedures and other subjects not 
directly related to NLRB programs. 

Are faulty or technically poor photography. 

Dispose or in accordance with the 
disposal instructions applicable 
to the records of which they are 
a part. 

Destroy when no longer needed for 
reference in accordance with 
FPMR 101-42.303-1. 

Destroy immediately in accordance 
with FPMR 101-42.303-1. 
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304-05 ·sound Recording Files. Sound recordings on tapes or 
, discs that: 

a. Provide documentation of the organization, functions, 
policies, procedures, and essential transactions of 
NLRB; or contain information that is unique in sub­
stance, arrangement or manner of presentation and 
unavailable in another form; or document actual 
events or phenomena which are significant; or utilize 
a significant new technology and represent an 
advance in the state of the art. Included are the 
administrative agenda tapes maintained by the 
Executive Secretary, which are arranged and numbered 
in chronological order. Other sound recordings 
generally ~re arranged alphabetically by title of 
recording. 

(1) Conventional mass-produced, multiple copy 
disc recordings - the master tape, matrix or 
stamper, and one disc pressing. 

(2) Magnetic audio tape recordings (reel-to-reel, 
~assette, or cartridge) - the original tape 
or the earliest generation of each recording

0 

and a "dubbing" if one ex~sts. 

b· Are included as part of a project file, case file, 
report or a similar type of record. 

c. Are not permanent records as described under part 
a. of this standard. 

d. Are faulty or technically poor recordings. 

Permanent. Offer to NARS when 
no longer needed for administra­
tive use or when 5 years old. 

Dispose of in accordance with the 
approved disposal instructions 

• applicable to the records of , 
which they are a part. 

Dispose of when no longer needed 
for reference. 

Dispose of immediately. 
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304-06 • Video Recordings Files. Video recordings that: 

a. Provide documentation of the organization, functions 
policies, procedures, and essential transactions of 
NLRB; or contain information that is unique in sub­
stance, arrangement or manner of presentation and 
unavailable in another fonn; or document actual 
events or phenomena which are significant; or utilize 
a significant new technology and represent an advance 
1n the state of the art. Includes videotapes on. 
representation case hearings and related matters. 
Included are the original or earliest generation of 
the recording. Arranged alphabetically by title of 
recording. 

b. Are included as part of a project file, case file, 
report or a similar type of record. 

c. Have been transferred by visual or electronic 
processes to motion picture film. 

d. Are not pe.nnanent records as described under part 
a. of this standard. Includes·tapes of transitory 
interest and tapes on standard widely-available 
topics 1n the areas of training and government 
operations. 

e. Are faulty or technically poor recordings. 

Permanent. Offer to NARS 
when no longer need for 
administrative use or when 5 
years old . 

Dispose oi in accordance with the 
approved disposal instructions 
applicable to the records of 
which they are a part. 

Dispose of after verifying the 
adequacy of the film copy. 

Dispose of when no longer 
needed for reference. 

Dispose of immediately. 
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304-07 'Audio-Visual Finding Aids And Production Documentation 
.Files. Consists of existing finding aids such as data 
sheets, shot lists, catalogs, indexes, and other textual 
documentation necessary for the proper identification, 
retrieval, and use of the above audiovisual records as 
well as production case files or similar files which 
include copies of production contracts, scripts, trans­
cripts, or other documentation bearing on the orgin, 
acquisition, release or ownership of the audiovisual 
production. Arranged alphabetically by title of related 
audio-visual record. 

SECTION 5. MAlL, MESSENGER AND DISTRIBUTION FILES 

Disposition should· be made 1n 
accord with instructions governing 
the audiovisual records to which 
these records relate. 

305-01 Postal Records. Files consist of Post Office forms and 
supporting pape.rs such as receipts for registered and 
certified mail, insured mail, and special delivery 
receipts and forms, reports of loss, etc. Arranged 
chronologically. 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 
GRS 12, Item 5. 

305-02 Mail Control Files. Files consist of statistical reports 
of postage used on outgoing mail, production reports of 
handled,.and related papers. Arranged chronologically. 

Cut off monthly or quarterly 
according to volume. Destroy 
1 year after cutoff. GRS 12, 
Item 6b and 6d. 

305-03 Messenger Service Files. Files consist of daily logs, 
assignment records and instructions, dispatch records, 
delivery receipts, route schedules, and related and 
similar papers. Arranged as approprite.

I 

Cut off monthly. Destroy 2 
months after cutoff. GRS 12, 
Item 1. 
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305-04 Publications Stock Record Card Files. Stock record 
cards or other documentation maintained to reflect the 
status of supply of directives, blank forms, and other 
publications including data as to stock levels, quantities 
on hand, and quantities received and issued. 

Destroy when card 1s filled or 
when cared is superseded or 
obsolete whichever'is earlier. 

305-05 Mailing Lists and Related Material. 

a. Correspondence, request forms, and other records 
relating to changes in mailing lists. 

b. Cards. 

c. Plate or Stencil Mailing Lists. 

SECTION 6. SECURITY FILES 

Destroy after appropriate revision 
of mailing list or after 3 months, 
whichever is earlier. GRS 13, Item 
Sa. 

Destroy individual cards when can­
celed, revised, or case closed. 
GRS 13, Item 5 b. 

Dispose of plates or stencils when 
canceled, revised, or case closed. 
GRS 13, Item Sc. 

306-01 ·Personnel Sec~rity Clearance Case Files. Documents 
relating to investigations of personnel employed by or 
seekiAg employment with NLRB or whose relationship 
otherwise with NLRB requires a security clearance, 
but exclusive of copies of investigative reports and 
related papers furnished to NL~B by the Civil Service 
Commission or its successor, the Office of Personnel 
Management (CSC/OPM), for which maintenance and dispositioTI 
instructions are provided in Chapter 1-2 of the Federal 
Personnel Manual. 

Destroy upon notification of death 
or not later than 5 years after 
separation or transfer of employee 
or not later than 5 years after 
contract relationship expires, 
whichever is applicable. GRS 18, 
Item 23a. 
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STANDARD 
NUMBER 

306-02 

306-03 

306-04 

DESCRIPI'ION OF RECORDS 

Personne 1 Security Clearance Status Files. Records 
maintained in the security unit to show the security 
clearance status of individuals. Records may be in the 
form of lists, rosters, or cards. 

Security Violations Files, Papers relating to investi­
gations of alleged security violations. Included are 
investigative reports and related papers. Excludes 
papers placed in official personnel folders. 

a. Files relating to alleged security violations 
of a sufficiently serious nature to be classed 
as felonies. 

b. Other files relating to alleged security violations. 

Safety and Security Inspection Case Files, Documents 
concerning the inspection and follow-up thereof of 
facilities, to assure the adequacy of protective and 
preventive measures taken against hazards of fire, 
explosion, and accidents, and to safeguard information 
and facilities from sabotage and unauthorized entry. 

a. Government-owned facilities. 

b. Privately owned facilities. 

DISPOSAL INSTRUCTIONS 

Destroy when superseded or 
obsolete. GRS 18, Item 24. 

Cut off at close of fiscal year 
in which final action is taken. 
transfer to FRC 5 years after 
cutoff. Destroy 20 years after
cutoff. 

Cut off at clos~ of fiscal year 
in which final corrective or 
disciplinary action is made. 
Destroy 2 years after cutoff. 
GRS 18, Item 25. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 
GRS 18, Item 10. 

Cutoff at close of fiscal year. 
Destroy 4 years after ~utoff. 
GRS 18, Item 11. 
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JU6-05 ,.VistoI_Control Files. Registers or logs used to. 
rl!cord name:; of vj:.;itors, such as outside cnntrac'tors, 
SL'rvice pl!1·:,;on11el, and vendur's rl'p1·escntatives. 

Cut off at close of fiscal year: 
or after final entry in re~ister, 
as appropriate. Destroy 2 years 
after cutoff. GRS 18, Item 18. 

I 
l 

·1 
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STANDARD 

,w~mER DESCRIPTION OF RECORDS1-----~---···..."-----....-----......---.."----·..... ,..., ,.,.__"'!""-........,....._~..... 

306-06 

)06 -07 

I 306-· 08 

306- 09 

3C7-0l 

307-02 

307-.03 

IJentification Files. Includes buildings and visitors, 
pas8es, employee identification cards, credentials, 
applications, listings, and similar records., 

Property Pass Files. Documents authorizing removal of ' 
property or materials. Arranged alphabetically by name 
of individual. 

Key Control Files, o·ocumenti; relating to ilccountauillty 
for keys issued. Arranged by loG,ation. 

Lost and Found Files. Reports, loss statements, 
receipts, and other papers relating to non-NLRB lost 
and found articles. 

SECTION 7. PROPERTY AND SPACE MANAGEMENT FILES 

Equipment T2chnical Manuals and Operating Instructions. 
Includes parts lists, installation and maintenance 
instructions. Arranged by vendor name. 

Vendor Reference Materials Files. Documents listing 
supplies and services bv vendors. Includes catalo~s. 
brochures, pamphlets, mailing lists, and similar mat­
erial. Arran~ed ~y vendor name. 

Employee P~operty Issue Files, Card file documenting 
propurt~ and equipment charged out to personnel in­
cluding employee receipts, 

DISPOSAL INSTRUCTIONS 
....... -·- ... * .. -····~--------1 

DeGtroy 3 months after return to 
issuing off ice, GRS 11, I tern 4a . 

Cut off after expiration or 
revocation. Destroy 3 months 
after cutoff. GRS 18, Item 13. 

Cut Q(f after turn-in of kev. 
lkslroy 6 months after cutoff. 

GRS 18 , Item 1 7 • 

Cut off at close of fiscal year. 
Destroy 1 year after cutoff. 
GRS 18, Item 16b. 

Destroy when superseded, obsolete 
or when related equipment is re­
tired or disposed of. • 

Destroy when superseaed, obsolete 
or no longer needed for reference. 

Destroy when new ~ard is made 
provided i'tcm has been returned. 



STANDARD 
DISPOSAL INS'I'RUCTIONSNUMBffi DESCRIPI'ION OF RECORDS 

Cut off at close of fiscal year. 
requisition, issue, delivery, and receipt of supplies, 
Requisition Files. Documents showing evidence of307-04 

Destroy 2 years after cutoff. 
equipment, and services. 

Cut off at close of fiscal year. 
orders maintained as property receipt records. 

307-05 Property Record Receipt Files. Copies of purchase 
Destroy 2 years after cutoff. 

307-06 Supply Activity Reports. Reports on supply requirem~nts Cut off a~ close of fiscal year. 
and procurement matters submitted for supply management Destroy 2 years after cutoff. 
purposes. 

Cut off at close of fiscal year. 
document and control the acquisition, transfer, loan, 

307-07 Property Transmittal and Coding Sheets. Papers used to 
Destroy l year after cutoff. 

and disposition of non-expendable property .. 

Cut off when superseded by a new 
controlled property assets and property on loan. 

307-08 Inventory Lis ts. Inventories of capitalized and 
or revised inventory. Destroy
2 years after cutofI. 

307-09 Inventory Control Cards. ~nventory control cards used Place in inactive file upon dis­
for stock control and property maintenance. position or transfer of property. 

Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 

307-10 Property Claim Files. Reports and other documents 
relating to the damage, loss, or theft of property, 
arranged alphabetically. 

a .. Reports involving pecuniary liability. Place in inactive file upon-com­
pletion of final action. Cut off 
inactive file Qt close of fiscal 
years. Trans fer to FRC after 3 

years when volwne warrants. De­
stroy 10 years after cutoff. 

Place in inactive file upon com­
pletion of final action. Cut off 

b. All other reports. 

inactive file at close of fiscal 
year. Destroy 3 years after 
cutoff. 
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307-11 

307-12 

• 
307-i3 

307-14 

DESCRIPTION OF RECORDS.. . .. , FW 

DISPOSAL INSTRUCTIONS 
.......... . -·. ~-~- ·- .':"'•.~--------,---.-.-_-! 

Excess Person.:i 1 Property Files. ,Reports of excess Cut off at close of fiscal year. 
personal property and reports of the transfer of excess Destroy 3 years after cutoff. 
personal property.· GRS 4, Item S. 

Space Al location and Utilization Files, Documents . (;ut off at close of fiscal year in 
created or maintained by the NLRB headquarters office • which assignment is terminated, 
responsible for the allocatio~, use, and release of buil~ lease canceled, or when plans are 

lag sr-ace. :hc:luded are requests for space, record of sup~rsedeJ or become obsolete . 
;:issignr.1cnts, reports,- surveys, recorJs used for internal Oe!;troy 2 YL'ilr::; ;:ifter cutoff. 
space planning, requests for· a<lj ustmcnts, spJce l.1youts GRS 11, l Ll!m 2;1. 
and related papers. Filed by building and arranged 
by_geographical location. 

Work Requests for Building Maintenance~ Request· forms Cut off after work is performed 
or work orders for building maintenance work. or requisition canceled. Destroy

) months after cutoff. 

Space Reporting Files, Documents relating to reporting 
agency space requirements and holdings. 

a. Reports submitted to General Services Administraticxi~ Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 
GRS 11, Item 2b(l). 

b. Other re~orts and related work papers. Cut off at close of fisc~l year. 
Destroy 1·year after cutoff. 
GRS 11, Item 2b(2). 

SECTION 8. TRAVEL, TRANSPORTATION AND 
MOTOR VEHICLE FILES 

Employee Travel Files, See standard 603-01 for 
employee travel flles malntaJnc<l for accounting purposes 
See standard 101-07 for 01:1ployee t r;:.vcl files maintained 
for administrative purposes. 
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j t;G~~5ER DESCRIPTION OF R~CORDS I DISPOSAL INSTRUCTIONS 
. -- . .. ..... -- - - ...... .... ~-- .....---- .. ·-

JOS-01 Transportation Request Accountability Records. I Dest~~y one year after all entries 
·Records ducumenti11~ the issue or receipt of accourttablc on the records are cleared. 
·papers involved in travel and trnnsµortation functions, GRS 9, Item Sb. 
such as Standard Form 1120. Arranged by request type 

• and th~n chronologically. 

308-02 Bills of Lading Register Files. Registers used to Destroy 3 years after final entry 
account for bills of lading. Arranged numerically by on register. f.RS 9, Item le . 
.r~gistered number. 

308-0) Government Losses in S~mcnt Act Files. Freight Cut off at close of fiscal year. 
records relating to the Gov('rllml'llt Losse.s in Shipownt Ocstroy 3 years after cutoff. 
i\ct consisting of schedules of valuables shipped a:nct rel CHS 9, ltL•m 2. 
lated papers and reports. 

308-04 !Motor Vehicle Operator Files. Documents relating to I Cut off at close of fiscal year in 
individual employee operation of Government-owned I which operator is separated, trans~ 
vehicles, includin~ driver tests. authorization to use 1 ferred, or upon rescission of 
safe Jriving awards, violations, and related corrcsponi authorizatio~ to operate Government 
dence. Arranged alphabetically by name of operator. 

~otor Vehicle Report Files. 

a. Ace idcn t Reports 

l 
·1 

vehicle. Destroy 3 years after 
cutoff. GRS 10, Item 7. 

Cut off at close of fiscal year 
in which case is closed. Destroy 
6 years after cutoff. GRS 10, 
Item 5. 
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STANDARD 
l-iU~;3ER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIO'.lS 

t--••-.---------·-------------------------------..-.+-.--~=--- - ..7--:-.~..·~-~~-~~-------__....____~ 

308-06 

308-07 

b. Maintenance Reports. 

c, Operating Reports, 

d. Other Vehicle Rep'orts. 

Vehicle Release Files. Documents accumulated in tne 
transfer by sal~, d~nation, or exchange of motor 
vehicles. Arranged numerically by vehicle number. 

Operator Trip Reports Documents including Form NLRB-
4035, Daily Vehicle Usage Report, relating to motor 
vehicle trips. ~~ranged alphabetically by name of 
operator. 

Cut off at close of fiscal year. 
Destroy l year after cutoff. 
GRS 10, Item 2b. 

'Cut off at close of fiscnl year. 
Destroy 3 monthsafter cutoff. 
~RS 10, Item 2a. 

Cut off at close of fiscal year. 
Ul'Stroy 3 years after cutoff. 

K;RS 10, Item 4. 

Cut off at close of fiscal year 
in which vehicle leaves agency. 
Destroy 4 years after cutoff. 
GRS 10, Item 6. 

Cut off at close of fiscal year. 
Destroy l year after cutoff. 

I 
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STMIOARQ 
:w~'.~E~ DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIO;/s,-____________________________________....,,..._________+--.--~· _....... "'...•.~··---.-----.--_--__--4 

CllAPTER.4, PERSONNEL MANAGEMENT RECORDS 

SECTION 1, GENERAL PERSONNEL PROGRAM FILES 

401-01 Official Personnel Folders, Documents accumulated to 
provide an official record of personnel actions pertain­
ing to an employee's sta t'us and ·service. The Federal 
Personne·l Manual (FP.M) specifics the documents required 
for inclusion in official personnel folders. 

Follow instructions in FPM.a~ Folders of employees transferred to another agency. 

Transfer folders of employee to 
inactive file· in accordance with 
instructions in FPM. Transfer 
folders to National Personn~l 
Records Center (Civilian) (CP_!l_). 111 

b. Fold~rs·~f separated employees. 

Winnebago Street, St. Louis, 
Missouri 63318, 30 days after 
separation except as provid~d in 
the FPM. CPR will destroy fold- I 

ers 75 years after hirth date of 
l~mployee or bO years atccr the 
date of the earliest docu~eni in 
the folder if th~ d~te of birrh 
cannot be ascertained provided 
the employee has been sep~ratcd 
for at least 5 years. GRS 1, 
item lb(2), 

401-02 ·!.£.'!l.E.9rary Materials in Official Personnel Folders. Destroy afl~cr 1 year or upon 
Material maintained as temporary records on the left transfer (except in a trnnsfer of 
sid~ of the Official Personnel Folder in _accordance with functions) or separation of 
Federal Personnel Manual, Chapter 293, and Supplement employee, whichever is sooner. 
293-31.. GRS 1, Item 10. 



STMWARD 
IWMOER DESCRIPTION OF RECORDS DISPOSAL JNSTRUCTIOttS 

401-03 ,Employee Master Control File. Documents used to provide 
a comprehensive record of positions, employees, and 
personnel actions by organizational entitles. 

Place in in~ctive file after 
transfer or separation of employ­
ee. Got off inactive file at 
close of fiscal year. Destroy 
3 years after cutoff. 

401-04 Personnel Statistical Reports. Records created in the 
prepa_ration, coordination, and consolidation of regular 
and special personnel reports to the Office of Personnel 
Management (OPM) and its predecessor, the Civil Service 
Connnission (CSC). Included are reports on Federal 
civilian employment, acquisition of handicapped persons, 
and geographical distribution of employment; biennial 
reports on occupation; other comparable reports; and 
related papers. 

Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 
GRS 1, Item 16. 

401-5 • Employee Locator Files. Consisting of information such 
as: Name, social security number, submission date, 
current residence address, emergency locator information 
and office address, telephone numbers. 

Destroy when superseded or 
obsolete. 

401-06 Employee Record Cards. Used for informational purposes 
outside personnel offices (such as Standard Form 7-B 
and Form' NLRB-4623, Application Profile). 

Destroy upon separation of em­
ployee or forward to receiving 
office if employee transfers. 
GRS 1, Item 6. 

SECTION 2. EMPLOYMENT FILES 

402-01 Appointment Files. Correspondence, letters, and 
telegrams offering appointments to potential employees. 
Arranged alphabetically by name. 

a. Accepted offers. File on left side of official 
personnel folder. 

37 



. -
• 

SlANOARD 
HUMOER DESCRIPTION OF RECORDS DISPOSAL JNSTRUCTJOHS 

b. Declined offers. 

1. When name is received from certificate of' 
eligibles. 

I 
2. Temporary or excepted appointments. 

3. All others 

Return to 0PM with.reply and 
application. 

File inside application and 
destroy in accordance with 
402-03. 

Destroy immediately. 

402-02 

402-03 

Employment Applications Resulting in Appointment. 
SF 171, Personal qualifications Statements and related 
records. 

Inactive Applic~tions for Employment. Files established 
.when decision is made that an applicant is not qualified, 
declines, or will not be selected for appointment for 
other reasons. Included are applications for Federal 
employment, educational transcripts, resume interviP.w 
reports, and related papers. 

File in official personnel folder. 
GRS 1, Items 1 and 10 . 

Cut off at close of fiscal year. 
Destroy 2 ~ears after cutoff or 
upon receipt of CSC/OPM inspett­
ion whichever is earlier, provid­
ing the requirements in the 
Federal Personnel Manual are 
observed. GRS 1, Item 15. 
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STANDARD 
HUMOER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

402-04 Letters of Reference and Pre-emplo_ym~nt Credit 
Report Files. Correspondence and ot er documents 
regarding employment suitability. Includes letters to 
and replies from previous employers, personal and 
character references,retail credit checks, etc. 

a. Appointed applicants. 

b. Rejected applicants 

File on left side of official 
personnel folder. Destroy in 
accordance with Standard 401-02. 

File inside application. Destroy 
in accordance with Standard 
402-03. 

402-05 Certificate Files. Requests for certificates of eligibles 
and certificates of eligibles for appointment. 

Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 
GRS 1, Item 5. 
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ST/\NOARD
:w~mER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

402-06 Notification of Personnel Action Files. Copies Cut off monthly, Destroy 2 years 
exclusive of those in Official .Personnel Folders after cutoff. GRS 1, Item 14a. 
accumulated to provide a record for inspections, I 

statistics, reference, preparation of report:s, etc. 
Arranged chronologically and maintained by the NLRB 
Personnel Branch. 

Cut of( at close of fiscal year. 
tions, ratings, copies of registers, and selection 

402-07 lntern:il Promotion Plan Files. ·Announcements, applic~­
Destroy 2 years after cutoff 

papers maintained by personnel offices. Includes certi­ provl<lcd requirements of Federal 
ficates of best qualified applicants and letter to non­ Personnel Manual are observed. 
selectees. Arranged numerically by announcement number. 

402-08 Cut off ut close of fiscal year. 
promotion plan position vacancy notices maintained by 
Position Vacancy Announcement Files. Copies of 

Destroy 2 years after cutoff. 
the Personnel Branch. Arranged numertaally by 
announcement number. 

402-09 Reduction-In-Force Files. 

a. Retention Registers. These are lists or printouts Cut off at close of fiscal year. 
prepared before reduction-in-force for each competitive Destroy 2 years after cutoff, or 
level affected by the reduction. Arranged chronologi• if an appeal or court case is 
cally by re·gister date, pending, destroy after the case is 

res·olved. 

b, Work Cards. Used in compi~ing retention registers. Destroy after RIF is completed, 
unless they are used ns retention 
l:'e.gister. • 

Place one copy in official person­
Arranged chronologically.· 

c. Notice to Employees and related papers, 
nel folder of employe~. 
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STANDARD 
NUMBIB 

402-10 

403-101 

403-02 

4·03-03 

DESCRIPI'ION OF RECORDS 

d. Placement Files. Documents which result from 
attempts to secure new positions for displaced 
employees. 

Employee Examination Records. Files include completed 
test materials and test booklets in which answers have 
been recorded, and results recorded on test or quali­
fication records. 

SECTION 3. EMPLOYEE. PERFORMANCE AND 
UTILIZATION FILES 

Incentive Awards Case Files. Records documenting an 
employee suggestion or performance award. Arranged 
chronologically and/or by NLRB Region. 

Incentive Awards Report Files. Awards Program reports, 
including copies of feeder reports prepared within 
NLRB and copies of suunnary reports to Office of 
Personnel Management. 

Performance Appraisal Files. Docun1en.ts relating to the 
evaluation of the performance of individual employees. 
Includes evaluations, performance appraisals, career 
development appraisals, memoranda, and employee comments. 
Arranged alphabetically by name of employee. 

DISPOSAL INSTRUCTIONS 

Cut off at end of fiscal year 
when action of RIF is complete. 
Destroy 2 years after cutoff. 

Follow appropriate Office of 
Personnel Management regulations. 

Cut off upon close of fiscal 
year. Destroy 2 years after 
cutoff. GRS 1, Item 12a (1). 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 
GRS 1, Item 13. 

Cut off at the close of fiocal 
year. Destroy 2 years after 
cutoff. GRS 1, Item 23a. 
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STANDARD DISPOSAL INSTRUCTIOHSDESCRIPTION OF RECORDStrnMOER 

403-04 

403-05 

.. 

404-01 

404-02 
• 

, 

404-03 

~romotion Potential Appraisal Files. Documents relating 
to the evaluation of individuals' potential for posted 
positions. Arranged alphabetically by name of employee. 

Performance Rating Appeal Files. 

SECTION 4. POSITION CLASSIFICATION AND JOB 
EVALUATION FILES 

Position Description Files. Documents which describe 
duties, responsiblities, and supervisory relationships 
of each position within the NLRB. These include copies 
of position descriptions of General Schedule and Wage 
Board positions, position description amendments, certi­
fications, checklists or fill-in descriptions, multiple 
or standard destriptions, and related papers. Papers 
'in this series are maintained by the Personnel Branch. 
Office copies of position descriptions are covered 
by Standard 101-1).. 

Position Classification Survey Files. Documents created 
by performing systematic examination of the essential 
aspects of ~11 positions and position design and struc­
turing wi°thin an area. Included are position survey 
reports, recortls of classification surveys, position 
review certifications, recommendations, and related 
papers. Arranged by position number. 

Classification Appeal Files. Papers accumulated when 
an employee appeals a position'classification. Included 
are such items as the initial letter from employee 
stating the reasons for the appeal; copy of job descrip­
tion; classifier's notes and evaluation statement; and 
letter to employee advising of the outcome. Appeals to 
the Merit Systems Protection Board will become a case 
file, disposable under MSPB schedules. Arranged numeri­
cally bv oositioR number. 

Cut off at close of fiscal year\ 
Destroy 2 years after cutoff. 
GRS 1, Item 23 a. 

See Standard 405-01 

Place in inactive file when posi­
tion is abolished or superseded. 
Cut off inactive file at close 
of fiscal year. Destroy 5 years 
after cutoff. GRS 1, Item 7b(l). 

Cut off at end of fiscal year 
following completion of subse­
quent survey of each unit. 
Destroy 2 years after cutoff. 
Surveys which may be of contin­
uing value can be retained as 
nonrecord ·reference material. 
GRS 1, Item 7c. 

Cut off at close of fiscal year 
in which action is completed. 
Destroy 3 years after cutoff. 
GRS 1, Item ld. 
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STANDARD 
NUMBER 

405-01 

405-02 

405-03 

DESCRIPI'ION OF RECORDS 

SECTION 5. EMPLOYEE RELATIONS AND SERVICES FILES 

Grievance and Appeals Files. Papers created and accu­
mulated in connection with the review of grievance and 
appeals raised by agency employees, except EEO com­
plaints. These files include statements of witnesses, 
reports of interviews and hearings, examiner's findings 
and reconunendatlons, a copy of the original decision, 
related correspondence and exhibits, and records rela­
ting to a reconsideration request. Arranged alpha-
betically by name of employee. • 

Adverse Action Files. Files relating to reviewing 
adverse actions (disciplinary or non-disciplinary 
removal suspension, leave without pay, reductlon-ln­
force) against an employee. Files include a copy of 
the proposed adverse action with supporting papers; 
statements of witnesses, employee's reply; hearing 
notices, reports, and decisions; reversal of action, 
and appeal records. Arranged alphabetically by name 
of employee. 

Employee Financial Statement Files. Files for outside 
employment and financial interest and related papers. 
Arranged alphabetically by employee name. 

DISPOSAL INSTRUCTIONS 

Place in inactive file when case 
ls closed. Cut off inactive file 
at close of fbical year. Destroy 
3 years after cutoff. GRS 1, 
Item 3 la. 

Place in inactive file when case 
ls clo6ed. Cut off inactive file 
at close of fiscal year. Destroy 
4 years after cutoff. GRS 1, 
Item 31b. 

Gut sf£ at elesa ef fiscal year 
1-R llhieh Employee leaves a pus :l 
t4oo far ,1h:i.'1k a statement h 
uguired, 91' wheu the empleyee 
N:a,,es !>lliR8, eF ataten1ent: is 
Sttpar&e~e~, ~AioAe¥eF 1& eerlieL 
De&ti;:oy 2 years aftet ci,~oU. 
G-ttS 1, Item ~-
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a. Reports and related documents submitted 

by individuals as required under the 

Ethics in Government Act of 1978 

(P. L. 95-521). 

1) Records including SF 278A for 

individuals filing according to 

Section 201b of the Act, and not 

subsequently confirmed_by the 

U.S. Senate. 

2) All other records including SF 278 

b. All other statements of employment 

and financial interests and related 

records 

\ 

4 o5-03 

Destroy 1 year after nominee 

ceases to be under considera-

tion for appointment; EXCEPT 

that documents needed in an 

on-going investigation will 

be retained until no longer 

needed in the investigation. 

Destroy when 6 years old; 

EXCEPT that doc~m~nts n~eded 

in an on-going investigation 

will be retained until no 

longer needed in the investi­

gation. 

Destroy 2 years after 

separation of employee or 2 

years after the employee 

leaves the position for 

which the statement is 

required. 



STANDARD 
NUMBEH 

405-04 

405-05 

405-06 

405-07 

405-08 

405-09 

DFSCRIP1'ION OF RECORDS 

Employee In"te~v iew Files. Documents which record 
counseling interviews, results of action taken, and 
separation interviews. Arranged alphabetically by 
employee name. 

Logs or Register of Visits to Dispensaries, First 
Aid Rooms, and Health U11its. Arranged chronologically. 

Health Statistical Summaries and Reports. Documents 
regarding employee health and related papers, retained 
by reporting unit. 

Individual Health Record Cards. Cards containing such 
information as date of employee's visit, diagnosis, and 
treatment. Arranged alphabetically by name of employee. 

Individual Health Record Files. Files containing corres­
ponaence, reports, forms, and other papers documenting 
employee medical history. Arranged alphabetically by 
employee name. 

a. Pre-employment physical examination, Health Quali­
fication Placement Records, disability retirement 
examination, and fitness for duty examination. 

b. All other papers. 

m.RB Employee Accident Investigation Files. Documents 
accumulated in reporting, investigating, and documenting 
job related injuries to NLRB employees. Arranged alpha­
betically by name of employee. 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year 
in which employee is transferred 
or separated. Destroy 6 months 
after cutoff. GRS 1, Item 8. 

Cut off at close of fiscal year 
in which last date on log or reg­
ister is entered. Destroy 2 year~ 
after cutoff. ~l{S 1, Item 20b. 

Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 
GRS 1, Item 22. 

Destroy 6 years after date of 
last entry. GRS 1, Item 19. 

Upon separation, place in a sealed 
envelope and file on right side 
of official personnel folder. 

Destroy 6 years after last entry. 
GRS 1, Item 21. 

Place in inactive file upon final 
action. Cut off inactive file 
at close of fiscal year. Destroy 
S years after cutoff. GRS 1, 
Item 32. 
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STANDARD 
IWMOER 

...DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

405-10 Motor Vehicle and non-NLRB Employee Accident Investiga-
1

tion Files. Documents accumulated in reporting, 
investigating and documenting motor vehicle accidents 
and personal injuries to non-NLRB employees. Arranged 
alphabetically by name. 

Place in inactive file upon final 
action. Cut off inactive file at 
close of fiscal year. Destroy 6 
years after cutoff. GRS 10, 
Item 5. 

405-11 Health Maintenance Program Records. Documents relating 
to employee participation in health maintenance programs 
(blood donor, diabetes, test, glaucoma tests etc.) 
Arranged alphabetically by employee name. 

Destroy 2 years after employee is 
separated or transferred. 

405-12 Standards of Conduct Files. Correspondence, memoranda, 
and other records relating to codes of ethics and 
standards of conduct. 

SECTION 6. EMPLOYEE TRAINING FILES 

Destroy when superseded or 
obsolete. GRS 1, Item 28. 

406-01 Individual Employee Training Files. ·Files containing 
applications for training, authorizations, schedules, 
reports of progress or attendance and related documents 
reflecting the training of individual employees. Arranged 
by office and thereunder alphabetically by employee name. 

Cut off at close of FY in which 
training is completed. Destroy 
5 years after cutoff. 

406-02 Training -Report Card Files. Training ajehie~ent records 
and cards showjng history of individual employees. 
Arranged alphabetically by employee name. 

Destroy individual records upon 
separation of employee. 

406-03 Training Report Files. Consist of documents reflecting 
actual training progress and accomplishments. Along 
with directly related papers, this file includes 
Quarterly, Semi-Annual, or Annual reports of training 
reports; ADP listings and reports of employee training; 
study reports; and coordinating actions. Maintained in 
Personnel Branch. 

Cut off at close of fiscal year. 
Destroy 5 years after cutoff or 
after OPM review, whichever is 
sooner. GRS 1, Item 30. 
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STANDARD 
NUMBER DESCRIPI'ION OF RECORDS DISPOSAL INSI'RUCTIONS 

406-04 Tuition Assistance Files. Documents rcf!ecting indivi­
dual employee participation in the tuition assistance 
program. Included are requests for and approvals or 
disapprovals for tuition assistance, college transcripts, 
grade reports, and related papers. Arranged by office 
and thereunder alphabetically by employee name. 

Cut off at close of fiscal year 
in which course is completed or 
2 years after date of last 
action, if completion is unknown. 
Destroy 5 years after cutoff. 

406-05 Career Development Files. Documents maintained on 
individual employees to record planned career progres­
sion and training course. Arranged alphabetically by 
employee name. 

Cut off when employee transfers 
or is separated. Destroy 6 
months after cutoff. 

406-06 Individual Training Files. Documents accumulated to 
record progress of individual employees participating 
in a formal professional, technical, or clerical train­
ing program. Included are evaluations, correspondence, 
and other papers showing progress of trainees. Arranged 
by name of program and thereunder alphabetically by 
name of employee. 

Place in inactive file upon com­
pletion of program. Cut off in­
active file at close of fiscal 
year. Destroy 5 years after 
cutoff. 

406-07 Training Courses and Programs. Documents accumulated 
in establishing and conducting training programs and 
courses, and in negotiating with OPM, other Federal 
agencies, and non-government organizations for the 
establishment and provision of training programs and 
courses. Includes contracts, records of meetings and 
discussions, announcements of training courses, course 
outlines and tests, handout material and instruction 
sheets. Arranged alphabetically by title of course 

Cut off when program is discon­
tinued or superseded. Destroy 
5 years after cutoff. GRS 1, 
Item 30b ( 1). 

or program. 

406-08 Training Background and Workpaper Files. 
relating to establishment and operation of 
courses and conferences. 

Papers 
training 

Destroy when 3 years old. 
GRS 1, Item 30b (2). 
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STANDARD 
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

SECTION 7. EQUAL EMPLOYMENT OPPORTUNITY FILES 

407-01 Employment Statistical Reports. Periodic and one-time 
statistical reports analyzing NLRB's workforce. 
Includes reports on minority status. Arranged by title 
of report and thereunder chronologically. 

Cut off at close of fiscal year. 
Destroy 5 years after cutoff. 
GRS 1, Item 26f. 

407-02 Affirmative Action Plan C~se Files. Documents relating 
to the preparation of NLR.B's affirmative action plan. 
Arranged chronologically.· 

Cut off at close of fiscal year. 
Destroy 5 years after cutoff. 
GRS 1, Item 26h. 

407-03 Egual EmploY'!Jlent Opportunity Counseling Records. 
Reports on equal employment opportunity counseling 
sessions with NLRB employees. Arranged alphabetically 
by employee name. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 
Papers relating to formal 
complaints of discrimination 
are filed in the discrimination 
complaint case file. Standard 
407-04. GRS 1, Item 27a. 



STANDARD 
lrnMOER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

407-04 Discrimination Complaint Case Files. Documents created 
in investigating or requesting the investigation of 

• formal and/or informal complaints of discrimination by 
NLRB. Included are copies of complaints, investigation 
reports, hearing transcripts or summaries, and related 
papers. Arranged alphabetically by name of complainant. 

Case resolved within NLRB> b'1 cE'OC. cr f.1 o. &A.S.
1C>c.w+ 

Destroy 4 years after resolution 
of the case. 

h, Caeas i;escl1ted 8y t?hc Equal Btapleyment 8ppoz tunit:, 
bSBIRtio Ii? j W2 

Gispsej ti cc j 5 in accordance Jibth 
8R8 1, L,e~ 26~. 

407-05 Discrimination Complaint Monitoring Files. Copies of 
documents maintained in the official discrimination 
complaint file-(Standard 407-04). Arranged alphabeti­
cally by name of complainant. 

Destroy 1 year after close of 
case. GRS 1, Item 26b. 

407-06 Discrimination Complaint Background Files. Background 
and working papers not appropriate for inclusion in the 
official discrimination complaint file, but related to 
discrimination complaints. Arranged alphabetically by 
name of complainant. 

Destroy 2 years after final 
resolution of the case. GRS 1, 
Item 26c. 
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STANDARD 
NUMBIB 

408-01 

408-02 

DF.sCRIPITON OF RECORDS 

.l~CTION 8. LABOR MANAGEMENT RELATIONS FILES 

~r Organization Recognition Files. Documents created 
in receiving requests for, granting, or denying recog­
nition of unions. Included are copies of requests for 
recognition, accordances, denials or withdrawals of 
recognition requests, elections, appeals, investigations, 
and final decisionsJ arbitration decisions or unit 
majority representation, and related papers. Arranged 
by union name or member. 

a. Recognized Unions. 

b. Unrecognized and Previously Recognized Unions. 

(ULP) 
Unfair Labor Practices/Complaint Files. Documents 
including memoranda, investigative reports, conunents, 
correspondence, and other papers relating to the 
charge and investigation of unfair labor practices. 
This file relates only to complaints filed by or against 
NLRB employee unions. Arranged by ULP number or by 
title of complaint. 

DISPOSAL INSTRUCTIONS 

Retain for duration of recogni-. 
tion. At the end of that time, 
dispose of in accordance with 
b. below. 

Cut.off annually after decision 
on withdrawal or denial of 
recognition. Destroy 3 years 
after cutoff . 

I t 
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STANDARD 
NUMBrn DESCRIPI'ION OF RF.CORDS DISPOSAL INSTRUCTIONS 

408-03 

a. Complaints resolved informally within NLRB and 
copies of documents maintained in IILRB which relate 
to complaints referred to the Federal Labor 
Relations Authority. 

b. Complaints referred to the Federal Labor Relations 
Authority. 

Labor Management Relations File). Documents relating 
to negotiating procedures, propriety of lite"rature 
distribution, membership campaign papers, dues with­
holding, requests for exceptions, and similar labor 
management subject areas. Arranged by name or number 
of NLRB Union. 

Place in inactive file when 
infonnal resolution is finalized, 
or complaint is referred to the 
Federal Labor Relations Authority. 
Cut off inactive file at close of 
fiscal year. Destroy 3 years
after cutoff. 

Disposition will be made in 
accordance with the Federal Labor 
Relations Authority schedules. 

Cut off at close of fiscal year. 
Destroy 3 years after cutoff. 
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S1ANDARD 
IWMQER 

--

501-01 

501-02 

501-03 

DESCRIPTION OF RECORDS 

. CHAPTER 5. INFORMATION AND PUBLIC RELATIONS 
RECORDS 

SECTION 1. PUBLICITY AND PROMOTION FILES 

Biographical Files. Biographies, photographs, news­
paper clippings, and related items pertaining to NLRB 
Board .Members and General Counsels. Arranged alpha­
betically by name. File is maintained in the Division 
of Information. 

Morgue Files. Newspaper, magazine, and press service 
teletype clippings. Arranged alphabetically by subject. 

Clippings regarding specific NLRB programs, activities, 
and personnel maintained by the Division of Informa­
tion. 

b. Other clippings of a general nature and all those 
maintained in other offices. 

Speech F1les. Copies of speeches and other papers 
created in th~ process of writing, reviewing, clear-
ing and delivering speeches by NLRB employees. Arranged 
alphabetically by the name of speaker and thereunder 
alphabetically by subject. 

a. Speeches delivered by NLRB 1 Board Members and 
the General Counsel and maintained 1n the Division 
of Information. 

DISPOSAL INSTRUCTIONS 

Permanent. Cut off when indivi­
ual leaves. Hold 4 years,then 
transfer to FRC. Offer to NARS 
20 years after cutoff, in 5-year 
blocks. 

Permanent. Cut off at close of 
fiscal yea~. Hold 4 years, then 
transfer t~ FRC. Offer to NARS 
20 years after cutoff, in 5-year 
blocks. 

Destroy after 1 year. 

'Permanent. Cut off at close of 
fiscal year. Hold 4 years, then 
transfer to FRC. Offer to NARS 
20 years after cutoff, in 5-year 
blocks. 
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S1ANOARO 
HUMOER DESCRIPTION OF RECORDS DISPOSAL TNSTRUCTIOttS 

b. All other speeches and all those maintained in 
offices other than the Division of Information. 

Cut off at c~ose of fiscal year. 
Destroy 3 years after cutoff. 

501-04 

501-05 

News Releases. Documents relating to the preparation, 
coordination, clearance, and dissemination of informa­
tion to any public communications media. The files 
include drafts, clearance documents, forms, press re­
leas~s, and related papers. Maintained in the Division 
of Information. 

a. Record copy of News Release. 

• b. Other papers. 

Information Request Files. Requests for information 
and copies of replies thereto, involving no administra­
tive actions, no policy decisions, and no special 
compilations or research and requests for and 
transmittals of publications, photographs and other 
informationa~ literature. Arranged chronologically. 
This material may also be maintained under Standard 
101-04. 

Permanent. Cut off at close of 
fiscal year. Hold 1 year, then 
transfer to FRC. Offer to NARS 
20 years after cutoff, in 5-year 
blocks. 

~ 

Destroy after 3 months. GRS 14, 
Item 3. 

Destroy after 3 months. GRS 14, 
Item 3. 
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STANDARD 
IWMOER DESCRIPTION OF RECORDS DISPOSAL JNSTRUCTJOHS 

502-01 

502-02 
I 

SECTION 2. CONGRESSIONAL RELATIONS FILES 

'Congressional Inve·st igation Files. Documents 
accumulated as a result of investiga,ions and 
studies of NLRB activities by congre,sional conunittees . 
Included are papers relating to the conduct of the 
investigations, information on the activities of 
investigating committees, analysis of committee reports, 
committee reconunendations, and NLRB replies. 

a. Records maintained in office responsible for 
Congressional liaison. 

b. Records maintained 1n other offices. 

Congressional and White House Correspondence Files. 
Correspoctdence, memoranda, reports, and other papers 
accumulated in the course of preparing replies to 
Congressional and White House inquiries. 

a. Papers containing policy and precedent and requ1r1ng 
extensive research which document relations with the 
Executive Office of the President and Congress. 

b. All other routine correspondence. 

Permanent. Place in inactive 
file when investigation is 
closed. Cut off inactive file 
at close of fiscal year. Hold 1 
year, then transfer to FRC. 
Offer to NARS 20 years after 
cutoff, in 5-year blocks. 

Cut off at close of fiscal year. 
Hold 2 years; then transfer to 
FRC. Destroy 6 years after cutoff 

Permanent. Cut off at close of 
fiscal year. Hold 2 years, then 
'trans fer to FRC. Offer to NARS 
20 years after cutoff, in 5-year 
blocks. 

Cut off at c1ose of fiscal year. 
Hold 2 years, then transfer to 
FRC. Destroy 6 years after cutoff 
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DESCKIPTION OF RECORDS 

502-03 •'tel! is lative ll is tor~ Fi !es. Printed and processed ID~stroy wh:~ -no- lon~er -needed for 
• materials compiled by the NLRB Library to document the reference purposes. 
legislative history of the National Labor Relations 
Act .:m<l NLRB appropriation bills . 

• I 

I 

l 
·1 
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STANDARD 
NUMBER DESCRIPI'ION OF RECORDS DISPOSAL INSTRUCTIONS 

SECTION 3. FREEDOM OF INFORMATION ACT FILES 

503-01 Freedom of Information Act (FOIA) Request Files. 
Files created in response to requests for information 
under the Freedom of Information Act, consisting of the 
original request, a copy of the reply thereto, and all 
related supporting files which may include official 
"file copy of requested record or copy thereof. 

GRS 14, I tern 16. 

a. Correspondence and supporting documents. (EXCLUDING 
the official file copy of the records requested if 
filed therein.) 

(1) Granting access to all the request~d records. Destroy
reply. 

2 years after date of 

(2) Responding to requests for nonexistent records; 
to requesters who provide inadequate descrip­
tions; and to those who fail to pay agency 
reproduction fees. 

(a) Request reply not appealed. Desfroy 2, years after date of 
rep y. 

(b) Request reply appealed. Destroy as authorized 
Standard 503-02. 

under 

(3) Denying access 
requested. 

to all or part of the records 

(a) 

(b) 

Request reply~ appealed. 

Request reply appealed. 

Des troy· 5 years after date of 
reply. 

Destroy as authorized under 
Standard 503-02. 
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STANDARD 
NUMBER DISPOSAL INSTRUCTIONSDF.SCRI?rION OF RF.cORDS 

Dispose of in accordance with 
approved NLRB disposition instru~ 
tions for the related 1ecords, 
or with the related FOIA request, 
whichever is later. 

b. Official file copy of requested recor.ds. 

GRS 14, Item 17.FOIA Appeals Files. Files created in responding to 
administrative appeals under the FOIA for release of 
information denied by the Agency, consisting of the 
appellant's letter, a copy of the reply thereto, and 
related supporting documents, which may include the 
official file copy of records under appeal or copy 
thereof. 

503-02 

Destroy 4 years after final 
the official file copy of records under appeal if 

a. Correspondence and supporting documents (EXCLUDING 
determination by NLRB or 3 years 
after final adjudication bythere in). 
courts, whichever is later. 

Dispose of in accordance with 
approved NLRB disposition instruc 
tions for the related record, or 
with the related FOIA requests, 
whichever is later. 

b. •official file copy of records under appeal. 

GRS -14, Item 18.FOIA Control Files. Files maintained for control pur­
poses in responding to requests, including registers 
and similar records listing date, nature and purpose of 
request, and name and address of requester. 

503-03 

a. Registers or listings. Destroy 5 years after date of• last entry. 

b. Other files, Destroy 5 years after final ac­
tion by the NLRB or after final 
adjudication by court·s, which-
ever is later. • 
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srANDARD 
NUMBER 

503-04 

503-05 

504-01 

DF.sCRI?I'ION OF RECORDS 

FOIA Reports Files. Recurring reports and one-time in-
formation requirements relating to iraplementation of the 
Freedom of Information Act, including annual reports to 
the Congress. 

a. Annual reports. (Agencywide) 

b. Other reports. 

FOIA Administrative Files. Records relating to the 
general implementation of the FOIA, including notices, 
memoranda, routine correspondence, and related records. 

SECTION 4. PRIVACY ACT FILES 

Privacy Act Request Files. Files created in response 
to requests from individuals to gain access to their 
reoords or to any information in the records pertaining 
to them, as provided for under 5 U.S.C. 522a(d)(l). 
Files contain original request, copy of reply thereto, 
and all related supporting documents, which llay include 
the official file copy of records requested or copy 
thereof. 

DISPOSAL INSTRUCTIONS 

GRS 14, Item 19. 

Permanent. Offer to NARS whe·n· 
15 years old. 

Desiroy when 2 years old. 

Destroy when 2 years old. GRS 14, 
Item 20. 

GRS 14, Item 25. 
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STANDARD 
NUMBER DESCRIPI'ION OF RECORDS DISPOSAL INSTRUCTIONS 

a. Correspondence and supporting documents 
(EXCLUDING the official file copy of the 
requested if filed therein). 

records 

(1) Granting access to all the requested records. Destroy 
reply. 

2 years after date of 

(2) Responding to requests for nonexistent records; 
to requesters who provide inadequate descrip­
tions; anJ those who fail to pay agency repro­
duction fees. 

(a) Request reply !!£1 appealed. Destroy 
reply. 

2 years after date of 

(b) Request reply appealed. Destroy as authorized under 
Standard 504-02. 

(3) Denying access 
requested. 

to all or part of the records 

(a) Request reply not appealed. Destroy 
reply. 

5 years after date of 

(b) Request reply appealed. Destroy as authorized under 
Standard 504-02. 

b, Official file copy of requested records. Dispose·of in accordance with 
approved NLRB disposition in­
structions for the related 
records, or with the related 
Privacy Act request, whichever 
is later. 
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STANDARD 
NUMBER DESCRIPI'ION OF RECORDS DISPOSAL INSTRUCTIONS 

504-02 Privacy Act Amendment Case Files. Files relating to GRS 14, Item 26. 
an individual's request to amend a record pertaining 
to that individual as provided for under 5 U.S.C. 552a 
(d)(2); to the individual's request for a review of an 
agency's refusal of the individual's request to amend 
a record as provided for under 552a(d)(3); and to any 

. civil action brought by the individual against the 
refusing agency as provided under 5 U.S.C. 552a(g). 

a. Request to amend agreed to by NLRB. Includes Dispose of in accordance with 
individual's requests to amend and/or review re­ the approved disposition instruc­
fusal to amend, copies of NLRB's replies thereto, tions for the related subject 
and related materials. individual's record, or 4 years 

after agency's agreement to 
amend, whichever is later. 

b. Request to amend refused by NLRB. Includes in­ Dispose of in accordance with 
dividual's requests to amend and to review re­ the approved disposition instruc­
fusal to amend, copies of NLRB's replies thereto, tions for the related subject 
statement of disagreement, NLRB justification for individual's record; 4 years 
refusal to amend a record, and related materials. after final determination by 

NLRB; or 3 years ·after final 
adjudication by courts, which­
ever is later. 

c. Appealed requests to amend. Includes all files Dispose of in accordance with the 
created in responding to appeals under the Privacy approved disposition instructions 
Act for refusal by NLRB to amend a record. for related subject individual's 

record or 3 years after final 
adjudication by courts, which­
ever is later. 
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S'l'ANDARD 
DISPOSAL INSTRUCTIONSNUMBER DESCRIPrION OF RECORDS 

504-03 Dispose of in accordance with the 
maintained under the provisions of 5 U.S.C. 552a(c) for 
Privacy Act Accounting of Disclosure Files. Files 

approved disposition instructions 
an accurate accounting of the date, nature, and purpose for the related subject indivi­
of each disclosure of a record to any person or to dual's records, or 5 years after 
another agency, including forms for showing the subject the disclosure for which the 
individual's name, requester's name and address, purpose accountability was made, which­
and date of disclosure, and proof of subject individual's ever is later. BRS 14, Item 27. 
consent when applicable. 

504-04 Privacy Act Control Files. Files maintained for control GRS 14, Item 28. 
purposes in responding to requests, including registers 
and similar records listing date, nature of request, 
and name and address of requester. 

a. Registers or listings. Destroy 5 years after date of 
last entry. 

b. Other files. Destroy 5 years after final 
action by the NLRB or final 
adjudication by courts, which­
ever is later. 

504-05 Privacy Act Reports Files. Recurring reports and one- GRS 14, Item 29. 
time information requirement relating to implementation, 
including annual reports to the Congt'ess of the United 
States, the Office of Management and Budget, and the 
Report on New Systems. 

a. Annua 1 reports. (Agency -wide) Permanent. Offer to NARS when 
115 years old. 

b. Other reports. Destroy when 2 years old. 
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STANDARD 
NUMBER DESCRIPI'ION OF RECORDS DISPOSAL INSTRUCTIONS 

504-06 Privacy Act General Administrative Files. Records 
relating to the general implementation of the Privacy 
Act, including notices, memoranda, routine correspon­
dence, and' related records . 

Destroy when 2 years old. 
GRS 14, Item 30, 
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DESCRIPTION OF RECORDS 

CHAPTER 6. fl NANCI /\L MANAGEMENT llECORDS 

SECTION l. GENERAL FIN/\."-JCIAL FILES 

601-01 Records of Cash and Check Remittances Received and 
Forwarded. RC'cords pertaining to the receipt of 
checks payable to the U. S. Treasury and the transmit 
tal of the checks to the NLR:B Central Office with 
primary responsibility for deposit with the Treasury. 

601-02 Accounting Officer Designee Files. Records relating 
to the designation nnd revocation of accountab]c 
officers. 

601-03 Federal Personnel Surety Bond Files. Copies of 
Federal personnel surety bonds and attached powers 
of attorney. 

a. Official copy. 

b. All ether copies. 

I SECTION 2. BUDGET FILES 
I 

I 602-01 Budget Administrative Files. Documents accumulated 
in offices of operating officials which serve as 
manageme~t tools in the preparation of budget esti-

l m.1U•s and in coo_rd1 nation .1nd cxccut ion of approved 
!:budgets. Includes work p~1pers> cost stat<.-'ments, nn<l 

rough d;1 ta. 

l 
1 

DISPOSAL INSTRUCTIONS 

Cut off at close of fiscal year. 
Destroy after 3 years. 
GRS 6, Item 4. 

Cut off at close of fiscal year in 
which revocation occurs. Destroy 
afl.l·r ,, year:, provided nccount is 
cleared by C./\0, 

GRS 6, item 6. 

Destroy 15 years after end of bond 
premium period. 

Destroy when bond becomes inactive 
or at end of bond premium period. 

Cut off at close of fiscal year. 
Destroy after 2 years. I 

·I 
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602-02 

602-03 

I 
602-04 

DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

. r-· 
Report on Operating Budget Files_, Computer print-outsl 
showing cost analyses, object classifi~ation statemen s, 
and allotment ledger statements, Arranged chronologi 
cally and by number therein, 

a. Endo( fiscal year reports; 
(l) Division of Administration fi~cal copy 

(2) Other offices, 

b. All other monthly reports: 
(1) Division of AdJltinistration 

(2) Other offices. 

fiscal copy 

Budget Working Files. Work papers, cost statements, 
and other data accumulated in preparation oC project~ 
ed fiscal programs and annual budget estimates and 
for budget revie~ purposes, including duplicates 
of papers included in file copies of budget estimates 

Budget Estimates nnd Justifications Files, 

Copies of budget estimates ond justifications 
prepared or consolidated in formally organized 
budget offices at the division or 
higher oq~anizati.onal level. Included are appro~ 
pri.1tiun L1ng11:1g(' sheets, n.1rr.1tivc st.1tcments, 
.md rcl.,ted sdit·dulC's .incl dat:1, 

Cut 

GRS S, Item 5~ 

off at close of fiscal year. 
Destroy 5 years after cutoff, 

Cut ofr. nt close of fiscal year, 
nl'~;troy 2 yenrs after cutoff. 

Cut ot'f at close of fiscal year, 
Destroy 3 years after cutoff, 

Cut off at clost of fiscal year. 
Destroy 1 year after cutoff, 

Cut off at close of fiscal ye~r. 
Destroy after 2 years, 
GRS 5, l tem 4, . 

Cut off at close o( fiscnl year, 
Transfer to F/\RC after 5 years, 
Destroy 10 years after cutoff, 
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STANDARD 
NUMBER DE:.SCRIPfION OF RECORDS DISPOSAL INSTRUCTIONS 

602-05 Budget Apportionment Files. Apportionment and reappor­
tionment schedules, proposing quarterly obligations under 
each authorized appropriation. 

SECTION 3, ACCOUNTING AND DISBURSEMENT FILES 

Destroy 2 years after the close 
of the fiscal year. GRS 5, Item 
6. 

603-01 Passenger Transportation (Individual) Records. The 
issuance office memorandum copies of transportation re­
quests, travel authorizations, transportation request 
registers and all supporting papers, relating to official 
travel of NLRB employees, dependents, or others authorize 
to travel. Arranged alphabetically by name of employee. 
This standard applies to records maintained in accounting 
office. See standard 101-07 for travel files maintained 
in other offices for administrative purposes. 

Cut off file at close of fiscal 
year. Destroy 3 years after 
cutoff. GRS 9, Item 3a. 

603-02 Passenger Transportation (Carrier) Records. Documents 
reflecting payment;~,.to-{;'!_)riers, consisting of memorandum 
copies of vouchers~~•m~fa?idum copies of transportation 
requests (SF 1169aJ; and all supporting documents. 

Cut off file at close of fiscal 
year. Destroy 3 years after 
cutoff. GRS 9, Item 3a. 

603-03 Freight Records (Carrier). Consisting of memorandum 
copies of vouchers (SF 1113a), memorandum copies of bills 
of lading and~f 1131a), and related supporting papers. 

(>F ll30a... %..l 

Cut off file at close of fiscal 
year. Destroy 3 years after 
cutoff. GRS 9, Item la. 

603-04 Paid Voucher File (Vendor File). Original copies of paid 
invoices and vouchers. Includes bills of lading, imprest 
fund vouchers and schedules and GSA Schedule 789. 
Arranged alphabetically by name of vendor, and are a part 
of the Accountable officers account records. 

Cut off at close of fiscal year. 
Hold 3 years and retire to FRC. 

(1) ~oeerds &5oatod pr19r to E1s­
eal Year 197e (Jwly l, 1~75) 
Bestr0y lQ years, ~ mQAth~. 
aftQr pi.rig" ~Qll.ll'.Pd by 
acco11nt 
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STANDARD 
NUMBER 

603-05 

601-06 

60)-07 

DESCRIFTION OF RECORDS 

Voucher and Schedule of Payments. Accounting and accom­
plished copies of Voucher and Schedule of Payments 
(SF 1166) documenting the disbursement of agency funds 
and used hy the General Accounting Office to audit agency 
financial procedures. These Accountable Officers Files 
include statements of transac'tions, statements of 
accountability collection vouchers, disbursements sched­
ules, disbursement vouchers, and all other schedules and 
vouchers or documents used as schedules or vouchers, 
exclusive of freight records and payroll records. 

Budget Reports Files. Periodic reports on the status of 
appropriation accounts and apportionment. 

a. Annual report (end of fiscal year). 

b. All other reports. 

Regional Office Fiscal files. Copies o[ lette~s of 
credit, vouchers, financial status reports, and other 
papers maintained as a control in Regions. Record 
copies are maintained in NLRB Central Office. 

DISPOSAL INSTRUG'TIONS 

(2) Reeords erefttee after Fiseal 
Year 197§ (Jyfte 30, 197§). 
Destroy 6 years, 3 months, 
after period covered by 
account. GRS 6, Item 1. 

Cut off file at close of fiscal 
year. Hold 3 years and transfer 
to FRC. 

(l) ~ecor~o owaatca pzioz to 
Fieeai ¥car 197& fdul; 1, 
~75,. Destroy 10 y@AtY, 3 
11111Ril!h; uftcz pcziod es.uo:rl 
Is; accuaat. 

¥eat 197f ( Ir:nc 30; l!9?S). 
Destroy 6 years, 3 months, 
after period covered by 
account. GRS 6, Item 1. 

Destroy 5 years after end of fis­
cal year. 

Destroy 3 years after end of fis­
cal year. GRS 5, Item 5. 

Cut off at close of fiscal year. 
Destroy after 2 years. 



STANDARD 
NUMBER 

603-08 

603-09 

• 
603-10 

603-11 

603-12 

603-13 

DESCRIPrION OF RECORDS 

Records Relating to the Status of Funds. Records re­
lating to the availability, collection, custody, and 
deposit of funds. Includes appropriation warrants, cash 
receipts ledgers, and accounting copies of certificates 
of deposit. 

Subsidiary Ledger Files. Records used as posting and 
control me<lia but subsidiary to the general and allotment 
ledgers, includes Accounting Data Input Code Sheets, 
Batch Control Sheets, Statements of Transactions, 
Financial Status Reports, Report of Federal Cash Trans­
actions, and Request for Advancements or Reimbursements. 

Allotment Ledgers. Computer printouts showing status of 
obligations and allotments under each authorized 
appropriation. 

General Accounts Ledgers. Computer printouts showing 
debit and credit entries and reflecting expenditures 
in swnmary. 

Notice of GAO Exception Files Consist of General 
Accounting Office notices of exception both formal and 
informal, and related correspondence. Arranged 
chronologically. 

Certificates of Settlement Files. Documents reflecting 
the settlement of accounts of accountable officers, 
statements of differences, and related papers. 

DISPOSAL INSTRUCTIONS 

Cut off at close Qf fiscal year. 
Hold 1 year and transfer to FRC. 
Destroy 3 years after cutoff. 
GRS 6, Item 4. 

Cut off at close of fiscal year. 
Hold 1 year and retire to FRC. 
Destroy 3 years after cutoff. 
GRS 7, Item 4. 

Cut off at close of fiscal year. 
Hold 1 year and retire to FRC. 
Destroy 10 years after cutoff. 
GRS 7, Item 3. 

Cut off at close of fiscal year. 
Hold 1 year and retire to FRC. 
Destroy 10 years after cutoff. 
GRS 7, Item 2. 

Cut off after exception is cleared 
by General Accounting Office. 
Destroy after 1 year. 
GRS 6, It em 2 . 

GRS 6, I tern 3. 
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STANDARD 
NUMBER DESCRIPI'ION OF RF.CORDS DISPOSAL INSTRUCTIONS 

603-13 Certificates of Settlement Files (continued) 
a. Certificates covering closed account settlements 

and final balance settlement. 

b. Certificatea showing periodic settlement. 

c. Schedules of Certificates of Settlement of Claims 
settled by GAO. 

Cut off at close of flscal year in 
which settlement is made. Destroy 
after 2 years, provided certifi­
cate is cleared. 

Destroy when subsequent certifi­
cate of settlement is received. 

Cut off at close of fiscal year 
in which claim is settled. 
Destroy after 2 years . 
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.-------------
~ I SiA'.';DARD 

• i,LiMoER DESCRIPTION OF RECORDS 

. ln1livi<lt1«l ~ounts File~. Individual cnrrdnti and 
:-J0t·,.,i,:•? cnr<l~;, ::uch '-1!; ~tan<l:1r"t Fotin ]};!7 ur l?'lui•Jn­

lent• 

·nudget Authorizption Reference 'Filen. 
, 

C.04-02 
Copies of budcct autl:orhntior~s in Oj)eratinr, pnycoll 
units used to control pt!r1;on;-1cl c~il ia~ a.-id personnel 
nctions. 

604-03 Time and Attl.!ndimcP. lh:port Fi lea. 
}'on:1 :JUc!t as stamle.ri! F,lr::: ll)u or equivalent. 

a. Payroll prepal".:ition nnd proct.!:ising cople:;. 

b. All other copies. 

ln.Jivirlunl Authorh.r.u c'.1l.ot111C\\tt1 ltilC!;. 

·I:... U.S. Sevint:a nll1\cl .\uthr:r:l:~ntion, $tnnrlnr<l Form 
1192 <.•r c,1uivnlnr.t, a:1<l ~uth11ri;~."1tion L•t' in­
divi1ual al lot1i1c11t to tho Co:i,b.f.n:!d Federal 
Cnmpnigna; 

I (1) If record iG uvd.ntnincd on cnrnine record 
l CEn.•u • 

·1 

i DISPOSAL INSTRUCTIONS 

Transfer to the Hational .Personnel 
~lncor<l~ Center (NPRC), St. Louis, 
Missouri. 

(a ) If filed in official person11el 
foldc.n.· (OPJ:') or i~ iudividunl p3y 
folder adjacent to OPF, Destroy 
\Ii th the OPf. 

(b) If not in or filed adjacent to 
to the Ol'F, l),rn troy 'iG years a f tcr 
ti1c date of the hwt entry un tl11.! 
c[trJ. <.;;t::i 2, Item 1. 

Dt?otroy when super~e<led. GRS 2, 
Item 12. 

Destroy nfter GAO audit o\· wh,m 
J ::,ears nlJ, uhichcvt?r is soC'lner. 

Destroy 6 months nft2r end of the 
p<!y p.?riod. GRS 2, ltCl'l ). 

DcGtroy wl1cn supcrse<lc<l or 3ftcr 
~cparation of cnpluyec. If cMployeJ 
tr.1n~fer:; withi11 a.~ a~~cncy or 
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------------- ---~----♦--6---- .. ---------------

STANDARD 
DESCRIPTION OF RECORDSHUNBER 

Individual Authorized Allotment Fi le. (~ontinued)_ 

. 
(2) If record is not maintained elsewhere. 

b. All other authorizations including union dues an,! 

DISPOSAL INSTRUCTIONS 

between agencies, these authoriza­
tions must also be transferred. See 
Treasury Fiscal R~quirementa Manual, 
para. 6020.20e for instructions re­
lating to savings bonds authoriza­
tlons, and FPM Chapter 550, Subchap­
ter 3, Part 8, for instructions 
relating to CFC authorizations . 

Destroy 3 years after supersession 
or· 3 years after separation of 
employee. See (1) above for 
transfer instructions. 

savin~s. 

(1) .11 r~coril is mal.1tained on enrnln~ · 1.·1.1c•a·d 
card. 

(2) If rocord 1:; • no~ malntllined ~lscwh,1rc. 

IAo vn.~~. 
a. Withholding tax exemption certificates, such as 

IRS Form W-4, and similar state tax exem~tion 
forms. 

b. Returns on income taxes such as urn 1''orm W-1. 

l 
'I-

Uestroy when ~upcr~c<le~ o( after 
transfer or separation of employee. 

De:ltroy 3 year::i c ftc1· i.upcr:;c- slon 
or 3 years after transfer or separa­
tion of employee. GRS 2, Item 4. 

De:. trCly '• ycnrs ,11ftcr form is 
supereeoea or oo~ol~t~. uRS 2,, 
Item 18a. 

Do~t\·oy Hhon 4 years old. 
GRS 2, Itc,11 lCh. 
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STANDARD 
NUMBER DESCRI?l'ION OF RECORDS DISPOSAL INSTRUCTIONS 

604-05 Tax Files. (continued) 

C • Reports of withheld Federal taxes, such as IRS Fonn 
W-3, with related papers, including reports relating 
to income and social security taxes. 

d. Unemployment taxes (UCFE reports of withholdings). 

Destroy when 4 years old. GRS 2, 
Item 18c. 

Destroy when 4 years old . 

604-06 FICA Reports. Reports of FICA withholdings maintained 
on annual basis, such as 941 reports. 

Cut off at end of calendar year. 
Destroy 3 years after cutoff. 
GRS 2 , Item 2 2 . 

604-07 Retirement Files. 

OPM 
a. Reports, such as CSC / summary of retirement, registers 

or other control dcic'uments, and other records 
relating to retirement, such as SF 2807 or equivalent 

b. Assistance Files. Correspondence memoranda, and 
other records used to assist retiring employees or 
survivors claim insurance or retirement benefits. 

Destroy when 3 years old. 
GRS 2, Item 21a. 

Destroy when 1 year old. GRS 2, 
Item 21b. 

604-08 Leave Applications Files. Application for Leave, 
SF 71 or equivalent, and supporting papers relating 
to requests for and approval of taking leave. 

a. If the time card has been initialed by the employee. 

b. If the time card has not been initialed by the 
employee. 

Destroy at the end of the 
applicable pay period. 

Destroy after GAO audit or when 3 
years old, whichever is sooner. 
GRS 2, Item 8. 



STANDARD 
NUMBEH DESCRIPl'ION OF RE:CORDS DISPOSAL INS'TRUCTIONS 

604-09 Leave R~cord Files. Leave record cards maintained 
separately from pay and earnings records, including 
SF 1130 when used as a leave record 

a. Pay or fiscal copies. 

b, Other copies. 

Destroy wl~n 3 years old. 

Destroy 3 months after end of the 
period covered. GRS 2, Item 9. 

604-10 Leave Data Files. Records of leave data, such as 
SF 1150, prepared except as noted in the Federal 
Personnel Manual, 293-A-3. 

a. Original copy of SF 1150. · 

b. Agency copy. 

File on right side of official 
personnel folder. See standard 
401-01. 

Destroy when 3 years old. 
GRS 2, Item 10. 

604-11 Notification of Personnel Action Files. Copies of 
SF 50 or equivalent, not filed in the Official Personnel 
Folder. 

a. Pay or fiscal copy. 

b. All other copies. 

Destroy when related pay records 
are audlted by GAO or when 3 years 
old, whichever is sooner. GRS 2, 
Item 11. 

See standard 402-06. 
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STANDARD 
NUMBER DESCRIPI'ION OF RF.CORDS DISPOSAL INSTRUCTIONS 

604-12 Payroll files. Memorandum copies of payrolls, check 
lists, and related certification sheets, such as 
SF 1128A, or equivalents. 

a. Security copies of documents prepared or used for 
disbursement by Treasury disbursing offices, with 
relating papers. 

Destroy when Federal Records Cente~ 
receives second subsequent payroll 
or checklist covering the same 
payroll unit. 

b. All other copies. 

(1) If earning record card is maintained. Destroy after GAO audit 
years old, whichever is 

or when 3 
earlier. 

(2) If earning record card is not maintained. Transfer to NPRC, St. Louis, 
Missouri when 3 years old, Destroy 
when 10 years old. GRS 2, Item 13. 

604-13 Payroll Control Files. Payroll control register~such 
as SF U25AJ and payroll ledgers. , 

Destroy after GAO audit or when 3 
years old, whichever is sooner. 
GRS 2, Item 14. 

604-14 Payroll Change Files. 
of those of the OPF, 

Payroll change slips, exclusive 
such as SF 1126. • 

a. Copy used in GAO audit. Destroy when related pay records 
are audited by GAO or when 3 years 
old, whichever is sooner. 

b. Disbursing officer copy used in preparing checks. Destroy after preparation of check. 

c. All other copies. Destroy 1 month after the end of 
the pay period. GRS 2, Item 15. 
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Si.i;~.:Dr\RD 
HU,\!oER 

6C4-17 

D~SCRIPTION OF RECORDS 

Fiscal Schedules Files. Memorandum copies of fiscal 
schedules us~d in the OR~roJl process. 

a. Co;>y u:iec.l in Gi.u .1uJit, 

• b. All ot~1cr copier.. 

,. 
. A<lmi:-iintrnti..-e PP-:yroll R,~port Filcc. Rcpo1.·t:;, .stn-

tistics, with supporting and related records pertain­
ing to payroll operations and pay administration. 

Reports and data used for workload and personnel 
management purposes. 

b. ..\11 other r.?port~ ~nd dntn. 

Levy ~nd G•:rni.r.h1111?nt Filer.. Offir.f.nJ. Noticu of L~vy 
or Carnishmant (IRS Fon, 668A or equi.vnlc~1t), chance 
r.lip, workpnpcro, correupondcr,cc, release .:i~,d other 

• forn~, and other roconlr- rclntint to charao.? i.:;_Gfo!lt 

• r,~tt-re,n~nt fu11d1. or ~ttachMcnt of !lalary for pcy~cnt 
of hn~I~ i ,::~•no tn:-:<?c '-'1· c•th,1r ,lol,t'11 of 1-'cdc:?r.tl 
c111p loy/l,'?.'>. 

Wage Survey Files. Wage survey reports and data, 
, working papers and related correspondence pertaining 

to area wages paid for each employee class;· background 
papers establishing need, authorization, direction,,.• 
and analysis of wage surveys; development and imple­
rnention of wage schedules; and request for and autho­
rization of specific rates (excluding authorized wage 

DISPOSAL INSTRUCTIONS 

Destroy oftel· Gt.O audit or •,.rheL\ 3 
years olcl, whichever i:; soo;,er. 

Dc3 troy l month 11 fter the end of ·th ~ 
pny pe'dod. GRS 2, ltc111 16. 

w~troy when 2 ycar5 old. 

Dcatroy ,men 3 yc~rs old. 
G1S 2, It Cr.I 17 • 

l>ctitroy \/hen :3 ycarc olJ. 
CltS 2, ltC!tl 23. 

Destroy .iftcr cornplation o( :;ccc>n•l 
~vcccedln~ wncc Furv2y. 
Ga.5 2, Item 24. 

schedules and wage survey recapitulation sheets)._______....________________________________,________________________ 
72 
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SI'ANDARD 
NUMBER OESCRIPI'ION OF RECORDS DISPOSAL INSTRUCTIONS 

604-19 Payroll System Master File. Machine-readable media 
containing data used by the payroll office for payroll 
administration. 

Destroy in accordance with the 
instructions applicable to the 
paper copy listed in this section. 
GRS 20, III-1. 

604-20 Bond Files. 

a. Bond registration files. Issuing agent's copies 
of bond stubs. 

b. Bond receipt and transmittal files. Receipts for 
and transmittals of, US Savings Bonds and checks. 

c. Bond purchase files. Forms and reports·with related 
papers pertaining to deposits and purchases of 
bonds. 

Destroy when 2 years old. GRS 2, 
Item 5. 

Destroy 3 months after date of 
receipt. GRS 2, Item 6. 

Destroy when 3 years old. 
GRS 2 , Item 7 . 

73 



STANDARD 
NUMBER 

701-01 

• 

DESCRIPI'ION OF RECORDS 

CHAPTER 7. CONTRACTING AND PROCUREMENT RECORDS 

SECTION 1. PROCUREMENT AND CONTRACT ADMINISTRA­
TION FILES 

Procurement/Contract Files. Contract, requisition 
purchase order, lease, and bond and safety records, in­
cluding correspondence and related papers pertaining to 
award, administration, receipt, inspection and payment 
of routine procurement. 

a. Procurement or purchase organization copy, and 
related papers. 

(1) Transactions of more than $10,000 and all 
construction contracts exceeding $2,000, 
dated subsequent to July 25, 1974. 

(2) Transactions of $10,000 or less and construction 
contracts under $2,000, dated subsequent to 
July 25, 1974; and transactions of $2,500 or 
less dated prior to July 26, 1974. 

(3) Transactions of more than $2,500, dated prior 
to July 26, 1974. 

(4) Contracts for more than $25,000 which deviate 
from established precedents with respect to NLRB 
contract and purchase transactions regulations. 

74 

DISPOSAL INSTRUCTIONS 

Place in inactive file when closed 
or upon final payment. Cut off 
inactive file at close of Fiscal 
Year. Hold 2 years and transfer 
to FRC. Destroy 6 years and 3 
months after cutoff. 

Cut off at ~lose of fiscal year. 
Destroy 3 years, after cut off; 
except for those files on which 
actions are pending, which shall 
be brought forward to the next 
fiscal year's files for destruc­
tion therewith. 

Cutoff at end of fiscal year. De­
stroy 6 years after final payment. 

Place in inactive file when closed 
or upon final payment. Cut off 
file at close of fiscal year. 
Transfer to FRC after 2 years.
Destroy when 20 years old. 



701-01 

STANDARD 
NUMBER 

701-02 

701-03 

7-Ql 0/4 

-~ 

DISPOSAL INSTRUCTIONSDESCRIPI'ION OF RECORDS 

Procurement/Contract Files (continued) 

Destroy when funds are obligated.b. Obligation Copy. 

c. Other copies of records described above, used by the Destroy upon termination or com­
procurement office for administrative purposes. pletion. GRS 3, Items 1 and 4. 

Supply Management Files. Files of reports on supply 
requirements and procurement matters submitted for supply 
management purposes. 

a. Copies received by procu(ement units from other units Cut off at end of fiscal year. 
Destroy when 2 years old. 

b. Copies in other reporting ·units and related work Destroy when 1 year old. 
papers. GRS 3, Item 5. 

Solicited and Unsolicited Bids. .and Prooosa.ls Files, 
Vi 

a. Successfu1 bicls an:i PI"?Posal.s. 
a G'ru procurement file (701-0i). 

DESTROY with related contract case files (see
b item k of this schedule)• 

701-01 -

b. Solicited and unsolicited unsuccessful bids arxl 
proposals. 

l (l) 1-fuen filed separately frcm contract case file 
- - - . - " 

I 

( 

DESTROY whe1,1 related contract is completed. 

(2) When filed ldth contract case files. 
\ procurem~tfil~701-0l). 

DESTROY with related contract case files (see ; at~ • of seal ~r in
item Jr- of this schedule). 

e,,~nie:~ Dest y after 110,-01 . ____ __ C:«.~ 3 ,;~ 
- • - ---· J 
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STANDARD 
NUMBER DF.SCRIPI'ION OF RECORDS DISPOSAL INSTRUCTIONS 

~ 

701-0r/ Interagency Agreement Case Files. Files contain formal 
agreement between NLRB and other Federal agencies to 
perform services on a reimbursable basis. Documents 
include preaward data such as contract status control; 
request for contract action; basic inter-agency agreement 
and sub-agreement; modifications and supporting papers; 
cost estimates and related data; voucher transfers 
between appropriations and/or, funds; vouchers and 
schedules of withdrawals and credits; technical financial 
and other miscellaneous reports; press releases, 
information bulletins and related papers. 

File in inactive file when final 
payment is made. Cut off inactive 
file at close of fiscal year. 
Hold 2 years and transfer to FRC. 
Destroy 6 years after cutoff. 

801-01 

CHAPTER 8. NLRB PROGRAM RECORDS 

SECTION 1. GENERAL CASE RELATED RECORDS 

Production StatistiCSFiles. Reports, memoranda, and 
other papers documenting case activity and employee 
productivity. Includes such reports as~ 

NLRB-4537, Regional Staffing Report 
NLRB-4538 & 4538A, Regional Case Disposition Report 
NLRB-4637, Overage Compliance Case Reports 
NLRB-4644, Compliance Time Targets 
NLRB-4452-4456, Semimonthly Reports on Case Actions 
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STANDARD 
HUMOER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

801-01 ,Production StatistiCSFiles (continued) 

and various other reports showing th~ disposition of cases 
and office caseloads in headquarters 1and regional offices . 
Generally arranged by form number or name of report, and 
thereunder chronologically. 

a. Reports submitted to the Data Systems Branch 

(1) Data Processing Section copies 

(2) Issuing office copies 

b. Reports and other statistical tools maintained by 
headquarters and Regional Offices to measure 
productivity. 

c. Computer-generated reports issued by the Data 
Proc~ssing Section and Budget Section. 

Destroy after information has 
been satisfactorily transferred 
to magnetic tape. 

Cut off at close of fiscal year. 
Destroy l~year after cutoff. 

, 
Cut off at close of fiscal year. 
Destroy 2 years after cutoff. 

Cut off at close of fiscal year. 
Destroy monthly reports 1 year 
after cutoff and quarterly 
reports 2 years after cutoff. 
(This standard applies to the re­
cord copy only. All other copies 

, shall be treated as nonrecord 
material.) 
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~ S1;\:~DARD 
1.;u:,\OER DESCRIPTION OF RECORDS 

801-02 

t 

I• 

i 
I .~ 

Case Control Records. Case records cards, case history 
cards, visible-strip indexes, compliance record cards, 
dockets, indexes, and other case controls. 

' 
a. Case Control Index Cards maintained by Case Records 

Unit, Records Management Section. These cards are 
used as an index to record all cases assigned 
throughout the agency, by type of case and case 
nwnber. The cards are updated periodically to show 
the existence of a formal file on the case, case 
consolidations, severances, etc., and the final 
disposition of a case file when the case closes or 
a case reopens. 

b. y forms maintained 

C • Case Record Cards (NLRB-4203,4204), and Compliance 
Records (NLRB-4293), maintained in regional offices. 

d. Case history cards maintained· by all other head­
quarters units. 

e. Docket sheets or cards. 

f. Other case controls, case assignments, etc. 

ill 

DISPOSAL INSTRUCTIONS 

Destroy when no longer needed for 
administrative and reference 
purposes. 

wnHDRAWH 

Place in inactive file when aase 

l
is closed, cut off inactive file 

. at the end of calendar year. 
Transfer to FRC when volume 
warrants. Destroy 20 years after 
cutoff or when no longer needed 
for reference, whichever is sooner 

Cut off file of closed cases at 
end of calendar year. Destroy 
3 years after cutoff. 

Destroy 3 years after last entry, 
or sooner if no longer needed 
for reference. 

Destroy when superseded, obso­
lete, or no longer needed for 
reference. 

t.:.i:J:XACX:t¥:ir::lill:illh:1:9HIDiiLIIDnmf~.:z:&1C1i::m:K!INlllliaDIIIIClll.:IZll•Hsa-EJ1+11lMm:llalmlla!ZllCMID:a.la:lllflllilllCM■11111-IIIICM~-,_--lallllilal...S:;5.tlllllll!IISIAU:lllllam..-Sll--lmll:slla:l..lar:IIDClllll-:'lJ 
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STANDARD ....IWMOER DESCRIPTION OF RECORDS DISPOSAL JNSTRUCTJOHS 

801-03 

801-04 

. - 801-05 

801-06 

.Duplicate Case Files. Copies of case files and indi­
vidual case papers maintained by various units to 
facilitate case processing. 

Undocketed Correspondence. Correspondence, memoranda, 
and other papers relating to a company not currently 
involved in a case. Arranged alphabetically by name 
of company. 

Advisory Opinions. Petitions for advisory opinions 
questioning Board jurisdictional limits, the Board's 
response, and related papers. Arranged alphabetically 

Board Agenda (Meeting) Files. Arranged chronologically 
by date of meeting. 

a. Subpanel notes. Memoranda and other papers relating 
to Board subpanel decisions on possible disposition 
of cases ·appealed to the Board. 

(1) Record copy maintained by the Office of 
the Executive Secretary 

(2) Other copies 

Cut off file when case is closed. 
DESTROY 2 years after cutoff. 

DESTROY when 1 year old, except 
where petition or charge is subse­
quently filed, then merge with 
case. 

PERMANENT. Cut off file at end <>\­
fiscal year. Transfer to FARC 2 

-years after cutoff. Offer to 
NARS 20 years after cutoff, 1n 
5-year blocks. Where representa­
tion petition or unfair labor 
practice ~harge is subsequently 
filed, place copy of documents 
in official case file. 

PERMANENT, Cut off file at end 
of fiscal year. Transfer to FARC ' 
5 years after cutoff. Offer to 

'NARS 20 years after cutoff, 1n 
5-year blocks. 

Cut off file at end of fiscal 
year. DESTROY 2 years after 
cutoff. 
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STANDARD 
NUMOER 

801-06 

• 

• 

. '••DESCRIPTION OF RECORDS 

b. Panel notes. Memoranda and related papers concerning 
Board panel decisions on the disposition of cases 
appealed to the Board. 

(1) Record copy maintained by the Office of the 
Executive Secretary 

(2) Other copies 

c. Board agenda records. Minutes, notes, transcripts 
of oral arguments, and other records relating to 
full Board meetings to determine the disposition 
of cases appealed to the Board. 

(1) Record copy maintained by the Office of 
Executive Secretary . 

(2) Other copies 

DISPOSAL JNSTRUCTJONS 

PERMANENT. Cut off file at end 
of fiscal year. Transfer to FARC 
5 years after cutoff. Offer to 
NARS 20 years after cutoff, 1n 
5-year blocks. 

Cut off file at end of fiscal 
year. DESTROY 2 years after 
cutoff. 

PERMANENT. Cut off file at end 
of fiscal year. Transfer to FARC 
5 years after cutoff. Offer to 
NARS 20 years after cutoff, in 
5-year blocks. 

Cut off file at end of fiscal 
year. DESTROY 2 years after 
cutoff. 
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ST,\'.\OARO
I !WMQER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 
a 

NLRB Publications. Pamphlets, reports, leaflets, file 
manuals, and other published or processed documents, 
such as Decisions and orders of the National Labor Rela­

• 
tions Board, Court Decisions Relating to the National ~ 

Labor Relations Act, Annual Reports, Rules and Regulations/ 
Digest of Decisions of the National Labor Relations Board,~ 

801-07 

N.L.R.B. Office Style and Correspondence Manual, Classifie~: 
Index of National Labor Relations Board Decisions and Re- ~ 
lated Court Decisions, Administrative Policies and Pro- '· 
cedures Manual, Casehandling Manual, General Counsel's ~ 
Memoranda, Litigation Dockets, A<l~inistrative Bulletins, i 
Administrative Policy Circulars, Index of Court Decisions · 
Relating to the National Labor Relations Act, etc. ~ 

~ ,,
:; 

a. Record copy or master file. '!I See standard 303-01 

~ 

• 
b. Other copies. ~ Destroy when publication is super-

; seded, canceled, or no longer 
tneeded for reference or adminis­

r,: ~trative purposes. 

~ 

I
I 

, 
~ 

I 

l.:,:.Q:;iL:::a:a;ums:azuw11m!llimlr.:l.,1101a,aZ1m1011rmx:a1a •---·wn=---m~elillCIU11+~i,on:,o-11aa1111111a1~-----1111mmma:~~~■llaZDIMI 
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ST f\NDARD
1 IW"1QER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIOHSt 

Bound Volumes of NLRB Briefs and Records. Bound volumes o~ 
NLRB and opposing party briefs and records in closed cases~ 
relating to the National Labor Relations Act, as amended, ~ 

801-08 

j before the Supreme Court and the U.S. Courts of Appeals; ~ 
~ 1935 - present. This is the only such complete collection i 

in the U.S.A. ~ ~ 
I 

3 

~ 
f ,, 

i ' 
a. Record copy (bound paper volumes). ~ Permanent. Offer to NARS in blocks 

,•of 1,000 volumes when the latter~ ; ~are microfilmed, the microfilm is 
I 

~ 
i 

l 
~ 

• 
~ 
~ 
t 

~ 

; 
~ 

~ 

I 

~verified, and they are no longer 
;needed for reference purposes. 

b. Other copies L 
~ . 
:i;&l"tll£tlc.wf-, ,

(1) Master microfilm (silver halide original)(! copy)l rarisfer to FRC after each block of 
To be used for making additional diazo or ,i 1,000 volumes is micro£ilmed. Offe 
user copies as required. :to NARS 20 years after the fiscal 

')
,year in which they were microfilmed 

r;· 
(2) ·user or duplicate microfilm (diazo micro­ ~Destroy when no longer needed for 

film) (1 copy). ~reference. 

This certifies that the silver original micro­ I 
film shall be inspected every 2 years during 
its scheduled life in accordance with the 
standards set forth in 41 CFR 101-11.507-2. 

- INIDD/ CMS ,;M@IIIYPW.,l 
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I 
i 801-09 

~ 

! 
~ 

~ 

I 
' 

t 
~ 

;l 

I 
~• ;i 

r. 

~ 
Index to the Bound Volumes of NLRB Briefs and Records. ~ 
An alphabetical case title index, consisting of one ~ 

5" x 8" index card for each case, to the bound volumes of ~ 
NLRB Briefs and Records in closed cases before the Supreme 1-.; 
Court and the U.S. Courts of Appeals. Each case title · 
index card indicates the number of the bound volume in 
which the court documents pertinent to the case are to be 
found, as well as the specific individual documents in-
eluded in the bound volwne. 

Record copy (silver halide duplicate and one copy 
diazo microtilm) 

This certifies that the 
inspected every 2 years 
life in accordance with 

b. Other copies. in 41 

silver copy shall be 
during its scheduled 
the standards set forth 
CFR 101-11.507-2. 

(1) Paper copies (5" x 8" case title index cards) 

(2) Microfilm copies 

(a) Silver halide original (1 copy). 
To be used for making additional diazo 
or user copies ~s required. 

(b) User or diazo microfilm (1 copy). 

-

I 
,l 
~ 

~ 

~ 

~ 

I 
iPermanent. Offer to NARS with 

record copies of bound volumes of 
NLRB Briefs and Records (see 
801-08). 

'Destroy upon verification of micro­
·film and when no longer needed for 
reference purposes. 

_Destroy when no longer needed for 
;~uplication purposes. 

.. 
~Destroy when copy deteriorates 
Hrom use. 
·l.,
,; 

f 
,; 

' I LPi wwun+nsr:;;::rm- Mi WMNili?W-£ 
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STANDARD 
IWMGER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

802-01 

802-02 

SECTION 2. UNFAIR LABOR PRACTICES, RECORDS 
RELATING TO CHARGES- FILED 

Case Control Records. 

Official Case Files. All pape~s relating to the 
Agency's processing of chargesAumfair labor practices 
("C" cases). Arranged alphabetically by name of case 
while pending; by type of case and thereunder by case 
~ after case is closed. 
h1,<n-ibw 

a. Selected for permanent retention 

Between J and 3 pe~cent of all NLRB case files, these 
files illustrate significant developments in the 
administration of the National Labor Relations Act or 
otherwise represent the most important cases consider­
ed by the Board in a given year and are selected 
according to the following factors:. 

(1) The ~ature of the substantive or procedural issues 
involved, as constituting a landmark or lead 

, case; 

(2) The intensity of public interest and comment; 

(3) The impact upon the local or national economy of 
the actions giving rise to the'case; 

(4) • The unique character of the issues or procedures 
involved, as demonstrating the Agency's resource­
fulness; 

(5) The case's influence on the development of 
principle~, precedents, policies, or standards 

See standard 801-0lA 

Close case upon notification of 
fina~ action by Regional Direct<, 
the Board, or the Court, and 
in closed case file. Cutoff fie 
at close of calendar year. 

PERMANENT ..Transfer to Headquar 
ters Case Records Unit 2 years 
after cutoff. Case Records Unit 
will transfer merged cases to 
FARC 3 years after cutoff. Offi tr 
to NARS 20 years after cutoff. 
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STANDARD 
IWM[3ER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

of judgement in such matters as the definit!on of the 
jurisdiction of the Board arid the limits ·of interstate 
commerce; the meaning of unfair labor practices; the, 
implications of bargaining in good faith; the deter~ 
mination of what constitutes undue interference, 
restraint, or coercion; the unit appropriate for purpose 
of collective bargaining; and the pro6lem of inclusion 
in bargaining units of fringe groups or supervisory 
.employees; 

(.6) The numbers of workers affected or the size of the 
establishment shall not .be regarded alone as a 
criterion of importance, but attention should be 
given to the preservation of the history of the 
efforts to organize a given industry. 

b. Not selected for permanent retention Transfer to FARC 2 years after 
cutoff~ DESTROY 6 years after 
cutoff, 

802-03 

802-04 

Charges. Original copies of charges of unfair labor 
practices filed with the Regional Office in the area 
where alleged unfair labor practice was committed, by 
an employee, an employer, a labor organization 1 or. 
other person. Arranged numerically by case number, 

Section 10.(j) -Memoranda .. General Co~nsel ts recommenda­
tio11 to Board that it se'ek injunctive relief pendin•g 
Board decision in a case. (Record copy is filed in 
official case file.}_ Arranged chronologically, 

Place in case file when compla~n 
is issued or case is closed, 
whichever comes sooner. DESTROY 
with related case file. (see 
Standard 802-02). 

Cut off file at close of calenda ~ 
year, ,Destroy 2 ye;:irs after 
cutoff• 

I. 
I 
i 
I 

~ 
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STANDARD 
HUMOER 

802-05 

802-06 

-
802-07 

• 
802-08, 

802-09 

DES:RIPTION OF RECORDS 

,Certiorari Memoranda. Recommendations from the General 
Counsel to the Board respecting certiorari on adverse 
court decisions on l0(j) petitions. Arranged chronolo­
gically. (Record copy is filed in official case file.) 

Reject Files. Copies of appeals of Regional Directors' 
dismissals of cases, which have been rejected by the 
General Counsel because of inappropriate or untimely 
filing. Arranged by case number. 

Transcripts. Record of hearing before administrative law 
Judge on charge of unfair labor practice. Arranged by 
case number 

a. Record copy 

b. Other copies 

Administrative Law Judge Decisions. Copies of written 
judgments of merits of unfair labor practice charges. 
(Record 'copy is in official case file.) Arranged 
chronologicatly. 

Transfer Memoranda. Background memoranda frim Regional 
Directors on cases appealed to the Board.roi;y is in 
official case file. Arranged chronologically. 

DISPOSAL JNSTRUCTIOHS 

Cut off file ~t close of calendar 
year. Destroy 5 years after 
cutoff. 

Destroy after 6 months. 

Merge with related case file when 
case is closed. Destroy with 
related cise file (see standard 
802-02). 

Destroy when case is closed. 

Cut off file at close of fiscal 
year. Destroy 2 years after 
cutoff. 
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STANDARD .... DISPOSAL INSTRUCTIONSDESCRIPTION OF RECORDSHUMOER 

802-09 

-·' 802-10 -

802-11 

• 

"Transfer Memoranda (continued) 

a. Headquarters 

b. Regional Offices 

Settlements. Copies of settlements reviewed by the 
Board. Record copy is in official case file. Arranged 
alphabetically by case name. 

a. Solicitor's Office 

b. Office of the Executive Secretary 

Orders of the NLRB. Decisions of the Board on review of 
appeals of Administrative Law Judges' decisions. Record 
copy in official case file. Arranged alphabetically 
by case name. Orders are also printed in the bound 
volumes bf the Decisions and Orders of the NLRB. 

a. Copies of orders 

b. Other records relating to Board decisions and 
orders, maintained by the•Office of Representation 
Appeals and Advice. 

Cut off at close of calendar year. 
Destroy 2 years after cutoff. 

Cut off at close of calendar year. 
Destroy 1 year after cutoff. 

Cut off at close of calendar year. 
Destroy 4 years after cutoff. 

Cut off af close of calendar year. 
Destroy 1 year after cutoff. 

Cut off at close of calendar year 
Destroy 2 years after cutoff. 

Cut off at close of calendar year 
'Destroy S years after cutoff. 
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STANDARD 
HUMOER 

802-12 

802-13 

802-14 

802-15 

• 

... ,OES:RIPTION OF RECORDS 

Compliance Case Files. Copies of formal and informal 
case papers used to oversee compliance with Board 
Orders. Arranged by case number. 

Backpay Files. Data on job search and interim earning 
information on claimants, compiled to ensure compliance 
with Boarq orders for reinstatement of named individuals. 
Arranged by case.number and thereunder by name of 
claimant. 

Court Case Files. Documents rel•ting to pending litiga­
tion, used by the Solicitor's Office to advise the Board 
on questions of law, policy, and procedure. Arranged 
alphabetically.by case name. 

Court Briefs and Opinions. Maintained by Headquarters 
and Regional Offices involved in Agency litigation. 
Generally arranged alphabetically by case name . 

DISPOSAL JNSTRUCTJOHS 

Merge with official case file 
when case is closed. See 
standard 802-02 for further 
disposition. 

Merge with official case file 
when case is closed. See 
standard 802-02 for further 
disposition. 

File in closed court case file 
after final action. Cut off file 
at end of fiscal year. Destroy 
5 years af~er cutoff. 

See standard 101-16. 
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STANDARD· 
l~UMGER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS 

803-01 

803-02 

SECTION 3. REPRESENTATION PROCEEDING RECORDS 
RELATING TO PETITIONS FILED. . 

Case Control Records 

Official Case Files. All papers relating to the Agency's 
processing of petitions for certification and decertifi­
cation of representa~ives (Includes "R", "AC", ''.UC" and 
"UD" cases.) Arranged alphabetically by name of case 
while pending; by type of casE2and thereunder by case 
number after case is closed. 

a. Selected for permanent retention 

Between 1 and 3 percent of all NLRB case files, these 
files illustrate significant developments in the admin­
istration ·of the National Labor Relations Act or other­
wise represent the most important cases considered by 
the Board in a given year and are selected according t< 
the following factors: 

(1) The nature of the substantive or procedural issues 
involved, as constituting a landmark or lead'.cas~; 

(2) The intensity of public interest and.conunent; 

(3) The impact upon the local or national economy of th, 
actions giving rise to the case~ 

(4) The unique character of the issues or procedures 
involved, as demonstrating the Ageocy's resource~ 
fulness; 

(5) The case's influence on the development of princip­
les, precedents, policies, or standards of-judg~men 

See Standard 801-01, 

Close case·upon issuance of 
certification or dismissal of 
case, File in closed case file. 
Cut off file at close of calendar 
year. 

Permanent. Transfer to Head­
quarters. Case Records Unit 2 
years after cutoff, Case Records 
Unit will transfer merged case 
files to FRC 3 years after cut­
off. Offer to NARS 20 years 
after cutoff. 
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in such matters as the definition of the jurisdiction 
of the Board and the limits of interstate,commerce; 
the meaning of unfair labor p.rac tices; the implication's 
of bargaining in good faith; the determination of what 
constitutes undue interference, restraint, or coerciop; 
the unit appropriate for purposes of collective barg~ 
_aining; and the problem of incl~sion in bargaining 
units of fringe grou~s or supervisory employees;, 

(6) The numbers of workers affected or the size of the 
establishment shall not be regarded alone as a cr­
iterion of importance; but attention should be 
give~ to the preservation of the history of 
the efforts to organize a given industry. 

b. Not selected for permanent retention 

Petitions. Original e6py of petition 'for repre~entation 
proceedings filed with the Regional Office in the area 
where the unit of employees is located. Arranged 
numerically by case number. 

Transcripts. Verbatim record of hearing on representa­
tion questions raised by petition. Arranged 
numerically by case number. . 

a. Record Copy 

! ' 

Transfer to FRC 2 years after 
cut off. Destroy 6 years after 
cutoff. 

File in case file when notice 
of hearing is issued or case is 
closed, whichever comes sooner. 
Destroy with. related case file .. 
(See standard.803-02). 

Merge with case file when case i 
closed. Destroy with related ca e 
file. (See standard 803-02). 
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STANDARD 
NUMBER 

803-04 

803-05 

803-06 

• 
803-07 

803-08 

803-09 

DESCRIPI'ION OF RECORDS DISPOSAL IN~'TRUCTIONS 

Transcripts. (continued) 

b. Other copies Destroy when ~ase is closed. 

Decision-Writing Files. Copies of informal papers, such 
as the hearing officer's report, briefs, and transcripts, 
and all formal papers in a case, used by the decision 
writer following close of hearing. Arranged alphabeti­
cally by name of case. 

a. Headquarters Destroy when case is closed, 

b, Regional Offices Destroy when case 
Exception: where 
review of case is 
ward copies of 
to Headquarters. 

is closed. 
transferral of 
granted, for­

formal papers 

Regional Director's Decisions and Supplemental Decisions. 
Rulings on contested issues, directions for elections, 
and dismissals of requests. Arranged b¥ case number, (Thi~ 
is a convenience file; record copy is in official case 
file.) 

Cut off file at close of calendar 
year, Destroy 1 year after cutoff. 

a. Headquarters 

b. Regional Offices See standard 101-14. 

Election Dockets. See standard 801-02. 

Ballots. Original ballots cadt.in each election. Arranged Destroy when case is closed. 
alphabt!tically by case name. 

Certifications. Issued by election units in regional See standard 101-14. 
uffices to announce the results of representation 
elections. (This is a convenience file; record copy is in 
the official case fjle.) Arranged hy case nwnber. 
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