NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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NC1-025-81-001 / 801/01 is superseded by DAA-0025-2017-0001-0022
NC1-025-81-001 / 801/03, 801/07/b, and 801/09/b are superseded by DAA-0025-2017-0001-0023
NC1-025-81-001 / 801/04 is superseded by DAA-0025-2017-0001-0001

NC1-025-81-001 / 801/05 is superseded by DAA-0025-2017-0001-0012 and DAA-0025-2017-0001-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NC1-025-81-001 / 801/06/a/1 and 801/06/a/2 are superseded by DAA-0025-2017-0001-0016
NC1-025-81-001 / 801/06/b/1 and 801/06/b/2 are superseded by DAA-0025-2017-0001-0017
NC1-025-81-001 / 801/06/c/1 and 801/06/c/2 are superseded by DAA-0025-2017-0001-0018
NC1-025-81-001 / 801/07a, 801/08, and 801/09 are superseded by DAA-0025-2017-0001-0019

NC1-025-81-001 / 802/02, 802/03, 802/07/a, 802/12, and 802/15 are superseded by DAA-0025-2017-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superseded by DAA-0025-2017-0001-0023

NC1-025-81-001 / 803/02, 803/03, and 803/04/a are superseded by DAA-0025-2017-0001-0002
NC1-025-81-001 / 803/05, 803/06 and 803/09 are superseded by DAA-0025-2017-0001-0023

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

NC1-025-81-001 / 803/08 is superseded by DAA-0025-2017-0001-0003, DAA-0025-2017-0001-0004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
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As of 1/30/2023 NC1-025-81-01



Y tedNcog PRI
REQUEST FOR RECOR&-*POS!TION AUTHORITY r‘“‘i' LEAVE BLANK

»

(See Instructivi:s’ on reverse) 708 NO

TO GENERAL SERVICES ADMINISTRATION,
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

NC1-25-81-1

DATE RECEIVED

1. FROM (AGENCY OR ESTABLISHMENT)

— NATICONAL -LABOR RELATIONS BOARD— —— — oo
2. MAJOR SUBDIVISION

1EADQUARTERS AND FIELD OFFICES

October 10, 1980

NOTIFICATION TO AGENCY

3. MINOR SUBDIVISION,

4. NAME OF PERSON WITH WHOM TO CONFER

Dorothy QR. Davis

254-9488

Hate

I's. TeL ext
]

I a4 cordance with the provisiens of 44 J S C 33034 the disposal re
Guest, including amendments, 1s approved except for items that may
ge stamped “disposar aot agproved” o “withdrawn™ in column 10

12/8)/ %) QAN W~

\ 4
Archuvest of the United States

6. CERTIFICATE OF AGENCY REPRESENTATIVE
| hereby certify that | 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

this agency or will not be needed after the retention periods specified.
] A Request for immediate disposal.

page(s) are not now needed for the business of

] B Request for disposal after a specified period of time or request for permanent

retention.
C. DATE D. S Y REPRESENTATIVE E. TITLE
Ernest Russell
lo-1-30 Director of Administration
T R Y 0
TEM' NO (With Ingiu[s)nss%‘::z:lc?rNRe(s)thitTgr:ﬁPenods) SﬁggLSOOR ACTION TAKEN
his comprehensive records disposition schedule supersedes|346-519
all previously approved records schedules of the National [(352-S254
Labor Relations Board. Any record series created sub- I1 NHA 674
scquent to and/or not disposable by this schedule will be |NN 163-16
covered by supplementary records disposition authority to |I'N 167-50
be obtained from the National Archives and Records Service|NN 173-76
NLRB records covered by the GSA General Records Schedules [NN 173-334
(GR8) arc cited in this schedule. NN 174-49
. NC1-25-78+1
This certifies that the microform records described in
this schedule will be microfilmed in accordance with the
standards set forth in 41 CFR 101-11.506-3. liachine-
readable items marked permanent will be maintained in
accordarce with provircions of 41 CFR 101-11.411-6.
MaSSM&MA Sheed will he Qvuu&J%FﬂCé, =99
1152107 w i AL k ’l"“"\%i;'d - = STANDARD Fﬁ%‘;+em
C ’0 w+ -3 SA— &: K J PR:slcs::nie‘:jprt;;',G]Zrz:ral Services

NV, SR N

Administration .
FPMR (41 CFR) 101-114



LIBRARY PECORDS
MG, an.

WASH. % . 20570
crPeq All:gg

HASHINE TS ng. 20570

APPENDIX |
NATIONAL LABOR RELATIONS BOARD

RECORDS DISPOSITION STANDARDS



coms @

(=]

[
lm
0l&
o,
RS
L
=i s
o 2
o =

23

op 1 25 PIR

l‘l"\". i
. o

101-01

101-02

101-03

101-04

101-05

101-06

101-07

101-08

101-09

101-10

101-11

101-12

101-13

TABLE OF CONTENTS

CHAPTER 1. RECORDS COMMON TO MOST OFFICES,

SECTION 1. NONRECORD AND TRANSITORY MATERIAL

Files Maintenance and Disposition Documentation.

Records Retirement Lists . . . .

Suspense Files . . . . . . . . .

Transitory Files . . . .

Office Organization Reference Files.

Office Administrative Files. . .
Employee Travel Files.
Travel Order Manual File . . . .

Of fice General Perannel Files .

Office Individual Personnel Files.

Office Personnel Locator Files .
Job Description Files . .

Reading or Chronological Files .

PACGES




PAGES

101-14 Policy and Precedent Reference Files . . . . « « ¢« ¢ « & &« « & 8
101-15 Alphabetical Name Index e e e e e e e e e e e e e e e e e 9
101-16 Reference Publication Files. . . « ¢ « ¢ v v ¢ ¢ ¢ o o o o o & 9
SECTION 2. PROGRAM CORRESPONDENCE FILES . . . « + « & « ¢ « & 9
102-01 Program Correspondence Files . . . . « . « ¢ + ¢ ¢ o o o o « & 9
CHAPTER 2. PLANNING AND MANAGEMENT RECORDS . . . . . « « « . 11
SECTION 1. EXECUTIVE MANAGEMENT FILES . . . . . « « . « « « +» 11
201-01 Executive Chronological Files . . . . . . + ¢« ¢ ¢« o ¢ ¢« « « « 11

201-02 Committee Management Files D 8

201-03 COIIIl'nitcee Opel'ations Files e 6 s o & s & o o e & & o e o o o o 11

SECTION 2. PROGRAM PLANNING, MANAGEMENT, AND EVALUATION FILES. 12

202-01 Management Objectives Files. . . . « ¢ v ¢ « ¢« o o «.6 o + « « 12

202-02 Organization Planning Files . . . . . « + + ¢« ¢« o o o+ & « « o 13

202-03 Organization Planning Working Files . . . . . . . . . . . . . 13

202-04 Program Evaluation Project Files . . . . ¢« « + ¢« ¢« ¢« « ¢« « « « 13

- 11 -



202-05
202-06
202-07

202-08

.203—01
203-02
203-03
203-04
203-05
203-06
203-07
203-08
203-09
203-10

203-11
203-12

Management Survey Case Files . . . . .
Management Survey Background Files .
Audit Case Files e v e e e e e

Audit Working Files, . . . . . . . . .
SECTION 3. RECORDS MANAGEMENT FILES .

Records Liaison Officer Designations . .
Directives (Issuance) Case History Files
Records Management Project Files . . . .
Forms Master Files . . . . . . . . « .« .
Forms Historical Files ., . . . . . . . &
Form Registers . . . . « . ¢« « « ¢ o &
Records Disposition Authorizations . . .
Records Retirement Lists . . . . . . . .
Reports Control Case Files . + . . .

Reports Control Record Cards . . . . . .

Reporting Requirements Register . . . .
Files Maintenance and Disposition Plans

- 111 -

PAGLES

13
14
14

15
15

15

16

16

16 O
l6 0L
17

17
17.
17

18

18
18



204-01

204-02

204-03

204-04

204-05

301-01

301-02

302-01

302-02

302-03

SECTION 4. AUTOMATIC DATA PROCESSING MANAGEMENT FILES.

ADP Systems Planning Project Files e v e e e e e e
Systems Operation Specifications Filles . . . . . .
File Specifications Files . . . « ¢« . . + ¢ « o« +
User guldes . . . « ¢ ¢« ¢ ¢« ¢ ¢ v ¢ ¢ 4 & o o o

Output Specifications Files. . . . . . . . « .

CHAPTER 3. ADMINISTRATIVE SUPPORT RECORDS. .

SECTION 1. EMERGENCY PREPAREDNESS FILES. . -

Emergency Planning Case Files ., . . . . . . « «

Emergency Test and Exercise Files . . . . . « .+ .« &

SECTION 2. TELECOMMUNICATIONS FILES . . . . . . . .
Telephone Directory Files . . . ¢« ¢« ¢« ¢ ¢ o o &+ o &
Original Message (Teletype) Files. . . . . . . . .

Telephone Orders File . . . . . . . « « « « « « .

- {v -

PAGES
18
18
19
19
19

19

20

20

20

20

20
20
20

20



303-01
303-02
303-03
303-04
303-05
303~-06
303-07
303-08

303-09

304-01
304-02
304-03
304-04

304-05

SECTION 3. PUBLICATIONS MANAGEMENT, PRINTING, AND
REPRODUCTION FILES . . . . . . « « ¢« « ¢ & o &

Publications Master Flles . . . . . . . . . . .
Publication Manuscript Files . . . . . . . . .
Library Catalog Files . . . « . . . . . . « . « .
Job Control Registers . . . « « ¢ « « &« « o 4 o o
Job or Pr@ject Files . . « « + o « ¢ o o o « o &
Negative Printing Plate Files . . . . . . . . .
Job History Card Files . . . . ¢« « ¢ &+ « o « &
Publication Stock Record Card Files . . . . . . .

Editorial Technical Reference Material . . . . .

SECTION 4. ART, GRAPHICS, AND PHOTOGRAPH FILES .
Graphic Services Job Control Files . . . . . . .
Art o;; Graphic Service Illustration Files . .

Still Pictures Files . . . . & « ¢ « v o o o o o

Motion Pictures Files . . ¢« « ¢ ¢ ¢ ¢« o« ¢ o o o &

Sound Recording Files . . . . . . . . « « « & &

PAGES

21

21
21
21
21
21
22
22
22

22

23
23
23
23
24
26



304-06

304-07

305-01

305-02

305-03

305-04

305-05

306-01

306-02

306-03

306~-04

306-05

306-06

306-07

Video Recordings Files . . . . . . . . . .

Audio-Visual Finding Aids and Production Documentation .

Files
SECTION 5. MAIL, MESSENGCER AND DISTR1BUTION FILES .

Postal Records . . . . . . . . . . + « «

Mail Control Files . . . . . . . . . .
Messenger Service Files . . . . . . . . .
Publications Stock Record Card Files . . . . . .

Mailing Lists and Related Material . .

SECTION 6. SECURITY FILES . . . . . . . « . .
Personnel Security Clearance Case Files . . . . . .
Personnel Security Clearance Status Files .
Security Violationg Files . . . . . . . . . ..
Safety and Security Inspection Case Files . , .
Visitor Contrel Files . . ¢« « . ¢ ¢« ¢« o v ¢ ¢ o o &
Identification Files . . . . . . « . . .« + .

Property Pass Flles . . . . . ¢ « « ¢ ¢ ¢« o o « &

-vi -

PAGES
26

27

27

27
27
27
28

28

28
28
29
29
29
30.
31

31



306-08

306-09

307-01
307-02
307-03
307-04
307-05
307-06
307-07
307-08
307-09
307-10
307-11
307-12
307-13

307-14

Key Control Files . . ., . . . . . ¢« ¢« . « o .

Lost and Found Files . . . . . . . « « «

SECTION 7. PROPERTY AND SPACE MANAGEMENT FILES

Equipment Technical Manuals and Operating Instructions
Vendor Reference Materials Files.

Employee Property Issue Files .

Requisition Files . . . . . . . . . « .+ «
Property Record Receipt Files ..

Supply Activity Reports . . . . . « . .« « .

Property Transmittal and Coding Sheets

Inventory Lists e s e e s e e e e e e e e
Inventory Control Cards . . . . + « « « « .+ &
Property Claim Files . . . . « ¢« ¢+ ¢« ¢« ¢ o« ¢ o ¢ o &
Excess Personal Property Files . . . . . . .

Space Allocation and Utilization Files

Work Requests for Building Maintenance

Space Reporting Files .

- vit -

PAGES

31

k)
31

31
i1
i1
32
32
32
32
32
32
32
33
33‘
33

i3



308-01
308-02
308-03
308-04
308-05
308-06

308-07

401-01
401-02
401-03
401-04
401-05

401-06

SECTION 8. TRAVEL, TRANSPORTATION AND MOTOR VEHICLE FILES .

Trangportation Request Accountability Records . .

Bill of Lading Register Files

Government Losses in Shipment Act Files

Motor Vehicle Operator Files
Motor Vehicle Report Files
Vehicle Release Files . . . .

Operator Trip Reports .

CHAPTER 4. PERSONNEL MANAGEMENT RECORDS

SECTION 1. GENERAL PERSONNEL PROGRAM FILES .

Official Personnel Folders .

Temporary Materials in Official Personnel

Employee Master Control File
Personnel Statistical Reports
Employee Locator Files. . . .

Employee Record Cards . .

- viil -

Folders

PAGES
33
34
34
34
34
34
35

35

36

36

36
36
37
37
37

37



402-01
402-02
402—03
402-04
402-05
402-06
402-07
402-08
402-09

402-10

403-01
403-02
403-03

403-04
403-05

SECTION 2. EMPLOYMENT FILES .

Appointment Files . . . . . .

Employment Applications Resulting in Appointment . . . . -

Inactive Applications for Employment

Letters of Reference and Pre-employment Credit

Certificate Files . . . .

Notification of Personnel Action Files

Internal Promotion Plan Files

Position Vacancy Announcement Files

Reduction-In-Force Files . . .

Employee Examination Records .

SECTION 3.
Incentive Awards Case Files .
Incentive Awards Report Flles

Performance Appraisal Files .

EMPLOYEE PERFORMANCE AND

Promotion Potential Appraisal Files. . . .

Performance Rating Appeal Files

- ix -

Report Files.

PAGES
37
37
38
38
jsa
s
39
39
39
39

40

40
40
40
40

41

. 41



404-01

404-02

404-03

405-01

405-02

405-03

405-04

405-05

405-06

405-07

405-08

405-09

405-10

405-11

405-12

SECTION 4.
FILES « « « .« &

Position Description Files

Position Classification Survey Files . ...

Classification Appeal Files .

SECTION 5. EMPLOYEE RELATIONS AND SERVICES

Grievance and Appeals Files .

Adverse Action Files . . .,

Employee Financial Statement Files

Employee Interview Files .

POSITION CLASSIFICATION AND JOB

Logs or Register of Visits to Dispensaries,

Rooms, and Health Units .

Health Statistical Summaries and Reports

Individual Health Record Cards

Individual Health Record Files

NLRB Employee Accident Investigation Files

Motor Vehicle and non-NLRB Employee Accident

Investigdation Files . . . .

Health Maintenance Program Records

Standards of Conduct Files.

EVALUATION

FILES

First

PAGES

41
41
41

41

42
42
42
42

43

43
43
43
43

43

44
44

44



406-01
406-02
406-03
406-04
406-05
406-06
406-07

406-08

407-01
407-02
407-03
407-04
407-05

407-06

SECTION 6. EMPLOYEE TRAINING FILES .
Individual Employee Training Files
Training Report Card Files

Training Report Files . . . . . .
Tuition Assistance Files

Career Development Files . .
Individual Training Files . . . . . . .
Training Courses and Programs . .

" Training
fBackgroohd and Workpaper Files

SECTION 7. EQUAL EMPLOYMENT OPPORTUNITY FILES .

Employment Statistical Reports . . . .

Affirmative Action Plan Case Files

Equal Employment Opportunity Counseling Records .

Discrimination Complaint Case Files .
Digcrimination Complaint Monitoring Files

Discrimination Complaint Background Files

- xi -

PAGES
44
44
44
44
45
45
45
45

45

46
46
46
46
47
47

47



SECTION 8. LABOR MANAGEMENT RELATIONS FILES .

NLRB
408—01’\Labor Organization Recognition Files . . . . ., . . .
408-02 Unfair Labor Practices (ULP) Complaint Files . . . .

408-03 Labor Management Relations FileS . . . . . . . . . .

CHAPTER 5. INFORMATION AND PUBLIC RELATIONS RECORDS .

SECTION 1. PUBLICITY AND PROMOTION FILES . . . . .
501-01 Biographical Files . . . . + + ¢ ¢« o ¢ o « o « o o &
501-02 Morgue Flles . . . v v ¢ v ¢« ¢« o o o o o o o « o s s
501-03 Speech Files . . . . v «v v o ¢ o v o o o« « o o« o o »
501-04 News Releases . o« + o+ « o « o o o o o o o o o o o

501-05 Information Request Files . . . . . « « . « .+ « &

SECTION 2. CONGRESSIONAL RELATIONS FILES . . . . .
502-01 Congressional Investigation Files. . .
502-02 Congressional and White House Correspondence Files .

502-03 Legislative History Files . . . . . « . « ¢ « & &

- xii -

PAGES
48
48
48

49

50

50
50
50
50
51

51

52
52
52

53



503-01
503-02
'503-03
503-04

503-05

504-01
504-02
504-03
504-04
504-05

504-06

601-01

SECTION 3. FREEDOM OF INFORMATION ACT FILES .

Freedom of Information Act (FOIA) Request Files.

FOIA Appeals Files . . . . « ¢« « ¢ o ¢ « o o o« &
FOIA Control Files . . . . « ¢« ¢ ¢ ¢ ¢« ¢ o « o &
FOIA Reports Files . . . . . . « ¢« . « « «
FOIA Administrative Files . . . . . . « . . . .
SECTION 4. PRIVACY ACT FILES . . . . . . .
Privacy Act Request Files . . . . . . .

Privacy Act Amendment Case Files . . . . . . . .
Privacy Act Accounting of Disclosure Files . . .
Privacy Act Control Files . . . . . ¢« « « + &
Privacy Act Reports Files . . . . . . . .

Privacy Act General Administrative Files .

CHAPTER 6. FINANCIAL MANAGEMENT RECORDS . . .

SECTION 1. GENERAL FINANCIAL FILES. . . . . .

Records of Case and Check Remittance§{Received and
Forwarded . . . . « . + ¢ o ¢ o v o v v 0 e

- xiil -

PAGES

54

54

55

55

56

56

56

56

58

59

59

59

60

61

61

61



601-02

601-03

602-01
602-02
602-03
602-04

602-05

603-01
603-02
603-03
603-04
603-05
603-06
603-07
603-08

603-09

Accounting Officer Designee Files . . . . . .

Federal Personnel Surety Bond Files .

SECTION 2. BUDGET FILES . . . . . . . .
Budget Administrative Files . . ., . . .
Report on Operating Budget Files. . . . . .
Budget Working Files . . . . . . . .
Budget Estimates and Justifications Files .

Budget Apportionment Files . . . . . .

SECTION 3. ACCOUNTING AND DISBURSEMENT FILES .

Passenger Transportation (Individual) Records .

Passenger Transportation (Carrier) Records

Freight Records (Carrier)

Paid Voucher File (Vendor File) . . . . . . .
Voucher and Schedule of Payments . . . . . .
Budget Reports Files . . . . . . « ¢« + « &
Regional Office Fiscal Files . . . . . . .

Records Relating to the Status of Funds .

Subsidiary Ledger Files . . . . . . « « « &

- xiv -

PAGES

61

61

61

61

62

62

62

63

63

63

63

63

63

64

64

64

65

65



603-10
603-11
603-12

603-13

604-01
604-02
604-03
604-04
604-05
604-06
604-07
604-08
604-09
604-10
604-11
604-12
604-13

604-14

Allotment Ledgers . . . . . . . + .« &
General Accounts Ledgers . . . .
Notice of GAO Exception Files o v e e

Certificates of Settlement Files . . .

SECTION 4. PAYROLL FILES ., . . . . . .
Individual Accounts Files . . . . . . .
Budget Authorization Reference Files. .
Time and Attendance Report Files . . .
Individual Authorized Allotments Files
Tax Flles . « « « . & ¢ v ¢« o o o « o &
FICA Reports. . « « ¢ o+ ¢ o o & o o« » &
Retirement Files. . . . . . . . . « . .
Leave Applications Files . . . . . . .
Leave Record Files . . . . . . . . . .
Leave Data Files . . . . . . . . . . .
Notification of Personnel Action Files
Payroll Files . . . . . « « « « o .

Payroll Control Files . . . . . . . . .

Payroll Change Files . . . . . . . . .

PAGES
65
65
65

65

67
67
67
67
67
68
69
69
69
70
70
70
71
71

71



604-15

604-16

604-17

604-18

604-19

604-20

701-01

701-02

701-03

Fiscal Schedules Files. . .

Administrative Payroll Report Files

Levy and Garnishment Files .
Wage Survey Files . . . . . .
Payroll System Master File .

Bond Files . « . « &« « + ¢ « &

CHAPTER 7. CONTRACTING AND PROCUREMENT RECORDS

SECTION 1. PROCUREMENT AND CONTRACT ADMINISTRATION FILES

Procurement/Contract Files .

Supply Management Files. . .

+01-04—YnsettettedProposal Files . .

701-0%

801-01

Interagency Agreement Case Files .

CHAPTER 8. NLRB PROGRAM RECORDS .

SECTION 1. GENERAL CASE-RELATED RECORDS

Production Statistics Files .

- xvi -

Sehiated and L(ns:“lau f—pd Q»al.s and Fr—c,oo_m/s
B*é'Files o o s

PAGES

72
72
72
72
73

73

74

74
74

75

. 75

76

76

76
76

76



801-02
801-03
801-04
801-05
801-06

801-07

801-08
801-09

802-01
802-02
802-03
802-04
802-05
802-06
802-07
802-08
802-09
802-10

802-11

Case Control RECOTAB « v v v v « & o o & o o o s o &
Duplicate Case F1les . . . + & ¢« « v « o o o o o o »
Undocketed Correspondence . . . . . & o o o« ¢ o o &
Advigory Opinions . . . . 4 ¢ 4o ¢ ¢ ¢ ¢ o ¢ v o o a
Board Agenda (Meeting) Files . . . . & « ¢ o « o «

m Publ ications L ] * . L] . L] L] L] . L] . 4 L] L] L] L] L] .

Bound Volumes of NLRB Briefs and Records o o « + o o« « o o o o
Index to the Bound Volumes of NLRB Briefs and Records . . . . . 80b

SECTION 2. UNFAIR LABOR PRACTICES, RECORDS RELATING
CHARGES FILED . ¢ & « ¢ v ¢ ¢ o o o o o o s o o o &

Cage Control Records . . . . . ¢ ¢« v ¢ ¢ o ¢ ¢ o o &
Official Case Files . . . . ¢« ¢ ¢ ¢ o ¢ ¢ ¢ o o o &
Charges . . . . ¢ ¢ ¢« v ¢« ¢ ¢ o ¢« o o o o o o o o »
Section 10(j) Memoranda e e e e e e
Certiorari Memoranda . . . . « ¢« ¢ + ¢ ¢ & ¢ o o o« &
Reject Files . . . . o ¢« ¢ v ¢ ¢ o« s o o o o o o o
Transcripts8 . . .« ¢ « ¢« ¢ ¢ ¢ 4 o 4 4 e e e . e

Administrative Law Judge Decisions . . . . . . . . .
Transfer Memoranda . . . . . . . . + « « ¢« ¢« « &

Settlements

Orders of the NLRB

- xvii -

PAGES
78
79
79
79
79

80
80a

81
81
81
81
81
82
82
82

82

. 82

83

83



STANDARD

DESCRIPTION OF RECORDS

NUMBER

Laa o o g
- e ———— e e - o ——

CUAPTER 1. RECORDS COMMON TO MOST OFFICES

This chapter lists those records and nonrecord materials
which are accumulated in many offices of the NLRB . 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 are appropriate to the mission of
their particular office. Records in this chapter can be
conveniently divided into two sections. Section 1 is
primarily a list of nonrecord material (extra copy flles
convenience files, reference material, etc.). Section

2 11ists the. General Correspondence (Subject) Files.
Remember that files should be maintained in file drawers
in the same sequence 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:

(1) Copies of correspondence, reports, etc. re-
tained in the office for information and re-
ference, (when the originals, which are the
only official records, are maintained in a
geparate NLRB office having primary interest),

(2) Printed or processed materials of which only
the single master copy is considered of ficlal
record.

DISPOSAL INSTRUCTIONS
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STANDARD
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

(3) Papers of a temporary nature which ceasc to have
any documentary or evidential value after their
contents are Incorporated or adequately summar-
ized in other documents, e.g., preliminary
drifts, shorthand notes, worksheets, etc.

This type of material accumulates in offices as a
convenience to personnel, but should be kept to a
minimum. Maintenance of most of the file scrles des-
cribed in this Section 1s optional. Do not establish
an extra copy convenience filc unless there 1is a real
need. -In the past, nonrecord material has been found
interfiled with official papers. This is a poor files
maintenance practice. Retention of nonrecord material
1s not required by law or regulation. When 1t is no
longer needed it should be destroyed. Ideally much

of this material should be destroyed without filing.
I1f, however, nonrecord material is filed, It must be
kept separately from official records.

NOTE: No material in this Section should ever be sent

to a Federal records center.
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DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

101-01

101-02

101-03
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Files Maintenance and Disposition Documentation. NLRB
Form 5027, NLRB Form 4955, NLRB Form 4977, and similar
documents containing information concerning the files
maintenance and records disposition activities of the
file stations,

Records Retirement Lists, Coples of documents created

in retiring files to Federal records centers or similar
records storage areas. Included are Standard Forms 135
or similar lists, and related papers. (NOTE: A record
copy of these documents is retained by the NLRB Records
Officer. in headquarters and by the records liaison
officer tn the regional offices as provided in 203-08).

Suspense Files. Papers arranged in chronological order
as a reminder that: 1. an action is required on a given
date; or 2. a reply to action 18 expected and if not
received, should be traced on a given date; also transi-
tory papers being held for reference which may be de-
stroyed on a given date. Examples of papers in suspense
files are:

a. A note or other reminder to submit a report or
to take some other action.
b. The file copy, or an extra copy of an outgoing

communication, filed by the date on which a reply
is expected.

-— o ——— -

Destroy upon ‘completion of a
revised form,

Retain in active files until all
records listed thereonhave been
destroyed; or destroy on discon-
tinuance, whichever is first.

Destroy after action is taken,

Withdraw papers when reply is
recelved, If suspense copy is an
extra copy, destroy 1it; if it is
the file copy, incorporate it
‘with other papers for file.
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NU BER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
¢c. Papers which may be destroyed in 30 days or less Destroy on date under which
because they have no further value. suspended.
101-04 ransitory Files. Papers of short term interest which Destroy after 90 days.

1ave no documentary or evidential valuc and normally
heed not be kept more than 90 days. Examples of
transitory correspondence are shown below:

F. . Requests for Information or Publications.

Routine requests .for information or publications
which require no administrative action, no policy
dectsions, and no special compilations or research
for reply, such as requests for publications or
other printed material.

b. Letters of Transmittal. Lectters of transmittal
that do not add any Information to that contained
in the transmitted 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 shall combine the types of .temporary
material shown above into one transitory file
arranged chronologically.
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101-05

101-06
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Office Organization Reference Files. Documents
relating to the organization and function of an
office. Included are coples of organization and
functional charts and functional statements, docu-
ments relating to office staffing, and documents
concerning functional assignments and changes.
Also incluyded are documents reflecting minor
changes in the office organization or functional
assignments which are made by the office chief.

Office Administrative Files. Documents accumulated
by individual offices that relate to routine inter-
nal management or general administration rather
than the function for which the office exists.
These records may include coples 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.

Algso includes papers relating to obtaining house-
keeping type services from the offices responsible
for providing them. If 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.

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

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

DISPOSAL INSTRUCTIONS

b. Office Facilities Files. 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
ordinary supplies and equipment required by an
office to carry out its functions. Includes
documents such as requests for office supplies
and receipts; requests for blank forms and
directives or other papers relating to supply
and distribution of these items; requests for
repair of office machines; and similar papers.

d. Office Financial Files. Papers that relate
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.

the
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
101-07 | Employee Travel .Files. Correspondence, requests, " [cut off at close pf.fiscal'year.-
travel authorizations and orders, itineraries, and pestroy 2 years after cutoff.

similar papers pertaining to employee travel exclusive
of records maintained for accounting purposes (item
3-01). Arranged alphabetically by name of traveler.

101-08 Travel Order Manual File. Cards prepared to record  |Cut off at close of fiscal year.
annual travel order numbers, supplcmental orders, Destroy 1 year after cutoff,
travel advances, and -amount of monthly travel, Arranped

numerically by travel order number.

101-09 OffichCeqpral Personnel Files. Documents that Cut off at close of fiscal year.
relate to the day-to-day "administration of personnel Destroy 2 years after cutoff.
in individual offices. Included are papers that:
relate to attendance, copies of reports of attendance
and overtime, notices of holidays and hours worked;
notices and lists of persons to attend training
sessiong; papers concerning participation in employee
and community affairs; campaigns and drives; and com-
parable or related papers. Arranged-as appropriate.
If volume warrants, papers can be arranged by subject-
numeric classification system. :

.101-10 Office Individual Personnel Files. Unofficial Review file periodically to .

personnel folders (“operating folders'") maintained by destroy documents which have
REGIONAL OFFICES and other SPECIFICALLY DLESIGNATED been superseded or are no
field offices. Consists of documents which ae longer applicable. Destroy
duplicates of papers placed in official personnel entire file 1 year after
folders maintained in the NLRB Personncl Office or transfer or seyaration of

which are not appropriate for inclusion in the official |employece.
personnel folders. Includes such papers as copies of
security clearance, records reflecting training re-
ceived, awards received, letters of appreciation/
commendation, position descriptions, performance
appraisals and comparable papers. Folders arranged.
alphabetically by employee name. NOTE: Headquarters

- -
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STANDARD
HUMBER DESCRIPTION OF RECORDS DISPOSAL THSTRUCTIONS

Offices ;;5 other offices not specifically designated
to maintain operating folders MUST NOT create or
maintain them.

101-11 Office Personnel Locator Files. Documents reflect- - Destroy on separation or transfer
ing the name, address, telephone number, and of the individual.
similar data for each office employee. Included
are cards or sheets containing such information.

f 101-12 Job Description Files. Documents describing Pestroy on abolishment of posi-
positions in an office that are used in day-to-day tion, supersession ol job
supervisory relationships. Included are office description, or when no longer

{ copies of jup descriptions. Record copies are necded for reference,
maintained in the Personnel Branch.

101-13 Reading or Chronological Files. Extra copies of Cut off at close of fiscal year.

correspondence prepared and maintained by the
originating office, used solcly as a reading or
reference file for the convenience of personnel.

Exception: Appiicabiemto Board Memberg' and the General

{Counsel’s chronological files of outgoing correspondence

comprised of letters signed by the Chairman, members
of the Board and the General Counsel. See Standard 201-
01. ’

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-
dures, 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-

Egcord copies myintained only for convenience of referen-

Destroy 1 year after cutoff, or
after reference value has been
exhausted, whichever 1s sooner.

Destroy when organizational unit
is discontinued or when documents
‘become obsolete or are no longer
needed for operating or referencd
purposes.
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101-15 °

101-16

102-01

Alphabetical Name Index. Extra copy files used as

a finding aid for large subject file collections.
Consiste of extra coples of outgoing lettérs of a
distinctive color or quick ‘copies arranged alphabetical-
ly by names of persons or organizations referred to in
the outgoing correspondence. The nsme index copy is r
marked with same file ‘designation as the official file
copy. It is-used when records are frequently requested
by.the names of individuals or organizations concerned
rather than by subject.

Reference Publication Files. Copies of NLRB internal
and/or external 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 bookcase units.

PROGRAH CORRBSPONDENCE FILES

memoranda,
Program Corre;péndence Files. COrrespondence.Areports,
forme, and other records pertaining to the administra-
tion and opecation of NLRB activities but excluding’ '.:-
files described elsewhere in this handbook. Arranged
according to.the NLRB Subject File Claasification
System.

SECTION 2.

Program Correspondence Files maintained at the

‘Destroy at the same tinme the
related subject file is destroy-
ed, or earlier 1f no longer need-
ed for reference purposes,

Destroy when superseded, obsoletj
or no longer needed for referenc
purposes.

Cut off at close of

directors and above in the,Ceneral Counsel and
by the immediate staffs.
They document policy-making decisions or signi-
ficadt program management \functions.

Office of the

a. Permanent.
division level or above in NLRB Headquarters fiscal year.
offices. These files are 'accumulated by the division

Hold 5 years.and

transfer to FRC. Offer to NARS
20 years after cutoff, in 5-year
blocks.

members of the Board and their -

9
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Program Correspondence Files maintained below
the division level in the Office of the General
Counsel and by offices othar than the immediate
office of Members of the Board,

Correspondence of a non-policy nature maintained
by units respensible for housckeeping and adminis-
trative functions, such as payroll and procurement,
relating to internal administration and operation
of unirc.

Cut off at close of fiscal year,.
llold 2 years and transfer to FRC.
Destroy 6 years after cutoff,

Cut off at end of filecal year,
Destroy 2 years after cutoff.

10
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not limited to, a directive or charter establishing the
committee, a resume of major points of interest con-
cerning committee meetings and the geheral 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.

STANDARD
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
CHAPTER 2. PLANNING AND MANAGEMENT RECORDS '
SECTION 1., EXECUTIVE MANAGEMENT FPILES
201-01 Executive Chronological Files. Chronological file Cut off at close of fiscal year.
consisting of copies of outgoing correspondence Destroy 5 years after cutoff.
signed by Board Members or the General Counsel. (Record copy is maintained under
' . 102-01 - Program Correspondence).
201-02 Committee Management Files. ‘Documents created in Permanent, Place in inactive -
reviewing and coordinating the establishment, con- f1l¢ upon discontinuance of
tinuance and dissolution of joint, interagency, committee or disapproval of
1ntra-5genEy, and extra-governmental committees, establishment of committee.
fown ,1nc1ud1n task forces, councils, boards, commis- Cut off inactive file at close
oM ~—T"9Tons, panels)yand comparable groups. The coordi- of fiscal year. Hold 2 years
nation and review is to prevent overlap and dupli- and retire to FRC., Offer to
cation, preclude committee establishment when PABS 20 years after cutoff, in
normal staff action will suffice, and to apply 5-year blocks.
other management practices to committees. Included ’ !
are committee establishment proposals, approvals,
papers reflecting changes in committee membership,
committee charters, reports on establishment and
composition,’and related papers.
201-03 Committee Opérations Files. Files may include, but are

11
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIOMS
a. Files of conmittee chairman, secretariat, or Permanent. Cut off upon comple-
recorder which are designated as "office of tion of committee action or ter-
record". mination of committee, as appro-
priate. Transferto FRC 5 years
after cutoff. Offer to NARS 20
ears after cutoff, in 5-year
locks.

b. Committee Members' Files. Destroy when purpose has been
served or after 1 year, whichever
ls souner, except that informa-~
tional copics of minutes of meet-
ings which rclate to another
official file serles will be dis-
posed of with the records to
which they pertain,

SECTION 2. PROGRAM PLANNING, MANAGEMENT,
" AND EVALUATION FILES
202-01 Management Objective Files. Documents that accumulate

from the process of establishing short-, mid-, and long-
range management 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 mceting the
management objectives established by the plans.

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

b. Commenting or coordinating offices.

‘Permanent. Cut off at close of
fiscal year in which plan is
superseded. Retire to FRC 5

ears after cutoff. Offer to
‘ARS 20 years after cutoff, in
5-year blocks.

File comments in program corres-

pondence file and dispose of in

-
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HUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIOQNS
i - - = T T T T T T T T {accordance with 102-01.

202-02 Organization Planning Files. Documents relating to the } Permanent. Cut off at close of
establishment of and changes in organization, functions, ]| fiscal year in which case is com-
and relationships of NLRB when such actions affect, or pleted. Hold 5 years and transf
may affect, the management and operation of the agency. |} to FRC. Offer to NARS 20 years
Included are staff studies, reports of working groups and] after cutoff, in 5-year blocks.
minutes of committee or task force meetings and staff '
conferences, relating to overall functions and mission,
coples of published directives implementing establlshmenw
or change, and related or similar documents. Arranged
as appropriate, ’

202-03 Organization Planning Working Files. Background materi-] Destroy 6 months after final ac-
als, drafts interim and progress reports, and related tion on project report or 3
papers accumulated 1n organization planning projects and} years after completion of report
surveys. if no final action is taken.

202-04 Program Evaluation Project Files. Documents accumulated] Cut off at close of fiscal year
in evaluating NLRB program efforts,to determine if goals] in which evaluation project 1s
were achieved, to assess the effectiveness of the pro- completed. Hold 3 years and
gram, and to ldentify successful and unsuccessful pro- transfer to FRC, Destroy 10 years
jects. Included are coples of reports, questionnairesp after cutoff.
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 final evaluation report.

Case

202-05 _ |} Management Survey/Files. These files consist of staff ,
studies or management improvement projects regarding an-
alyses of administrative policies and procedurcs, man-
power surveys, organization and methods surveys and stu-
dies, work simpliftication and standardization studles
workload and work distribution analyses, and similar
studies. Includes papers authorizing the project and
describing 1its scope, purpose, and objectives; interme=-
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STANDARD
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DISPOSAL INSTRUCTIONS

202-06

202-07

DESCRIPTION OF RECORDS

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 perform 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 notesj
statistical data; feeder reports, working papers,
coples of directives and local operating procedures,
charts, personnel data and similar material collected
for factfinding or back-up purposes. Arranged alpha-
betically by title or name of aoffice surveyed.

Audit Case Files. Documents accumulated in coordina-
ting GAO audits of NLRB operations and in the internal

review and examination of NLRB operations by NLRB .

auditors, to ensure accuracy, propriety, legality, - and
reliability of the use of assets. Included are com-
munications about scheduled audits, draft and final
audit reports, responses, comments, and recommendationsl,
reports on corrective actions planned and taken, and
directly related -papers. Arranged by subject.

|

Permanent,” Cut off at close of
fiscal year in which action 'is
completed on survey. Hold 2
years and transfer to FRC.

Offer to NeRS 20 ars after
cutoff, in >-year gfocka.

Destroy on completion of next
compardble 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 after

cutoff., Destroy 10 years
after cutoff.

- ovm w e wnd
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STANDARD .

NUMBER | _DESCRIETION OF RECORDS . DISPOSAL INSTRUCTIONS

202-08 Audit Working Files. Documents created or accumu- Cut off at close of fiscal year
) lated in the collection of data for or during an in which audit 18 completed.
internal or GAO audit. Included are notes, statis-| Destroy when no longer needed for
tical data, feeder reports, and other working reference or 3 years after comple-
| papers. tion of all action on audit
report.

SECTION 3. RECORDS MANAGEMENT FILES

203-01 Records Liaison QOfficer Designations. Documents Destroy when superseded by a new
reflecting name and information about individuals designation or when obsolete.
designated to perform records management duties in
specific organizational entities of NLRB. Includes
designations for directives management officers,
records liaison officers, forms lialson represen-
tatives, and similar representatives. Maintained
in NLRB headquarters office with primary responsi-
bility for records management.




DESCRIPTION OF RECORDS

Case
203-02 Directives (Issuance)/;istory 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
7 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

- 203-03  { Records Management Project Files. Documents including

' reports, correspondence, authorizations, proposals,
studies, and qther papers relating to the development

and implementation of programs to improve the management
of records. 1Includes forms, reports, directives, corres-
pondence, mail, microfilm, automatic data processing,

R and records management. Arranged alphabetically by

title of project. ,

16
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DISPOSAL INSTRUCTIONS

Permanent. Place in inactive

file when canceled or superseded.

Transfer to FRC when no longer
needed for reference and sufficien
volume has accumulated. Offer to
NARS 20 years after transfer,in
5-year blocks.

Destroy 2 years after issuance.

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




203-05

DESCRIPTION OF RECORDS

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.

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==Record-Copy

l6a

DISPOSAL INSTRUCTIONS

e e

Destroy upon' supersession or
discontinuance of form.

Bermanent. Place in inactive
file when form is superseded or
becomes obsolete. Cut off inac-
tive file at the close of the
fiscal year.: Nt S

years after cutoff. Offer—te
NARS—20—years—aftoi—cutoffy—in
S—year—blocks. (RS |( ) item $a.

Bestroy—d—yaarsafter_issuance.




STANDARD

each report cqégted, canceled, or superseded. Documents
reflect actions taken in evaluating the requirements for
approving and controlling specific reports. Included
are applications for approval of reports, copies of
pertinent forms or descriptions of format; coples of
requirement directive; preparation instructions;
documents relating to continuance, revision, or other
change to the rcport; and other correspondence, evalua-
tions, and similar papers relating to the reports.

Files arc maintained by NLRB headquarters office with
reports control authority.

NUNBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIORS

203-06 = | Form Registers, . A register or card system used to * [Destroy individual register sheets
record and control the assignment of form numbers. when all forms entered thereon ar

canceled, superseded, or trans-
|ferred to new sheet or when no
Jlonger needed.

203-07 Records Disposition Authorizations. Documents created Destroy when superseded.
only by the NLRB Records Management Office in requesting
authority from GSA-NARS for the disposal of records.

Included are Standard Form 115, Request [or Records
Disposition Authority, or similar forms, correspondence,
and related papers. '

203-08 Records Retirement Lists. Papers maintained by the NLRB|Destroy when related records are
Records Officer in headquarters and the records liai- |destroyed or when no longer needed
son officer in the regional offices documenting the for reference ,whichever 1s sooner.
retirement of the files to Federal records centers or
similar storage areas. Included are Standard Form 135
or simlilar lists and related papers. '

Case . .
203-09 Reports ControllFiles. Files maintained for [Cut off at close of fiscal year inf

which report 1is discontinued.
Destroy 2 years after cutoff.

17
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204-01

NUNBER DESCRIPTION OF RECORDS

203-10 Reports Control Record Cards. Card [iles showing " {Cut off when report is discon-
pertinent information about the report such as dates tinued, canceled, or supcrseded.
initiated, approved, discontinucd; frequency; office of pestroyl year after cutoff.
primary intercst; preparing element; specifitc reccipientsy, ‘ )
and similar data. Tiled numerically by Report Control
Symbols.,

203-11 Reporting Requirements Register. Documents used for Withdraw and place in an inactive
perpctual inventory of all reports issucd under the (ile on discontinuance of the re-
reports management system., Included are cards, register|porting requirement or on revision
sheets, catalogs, or similar documents. of the rcports_control symbol.

Cut off the inactive file at the
end of the fiscal year and destroy
when no longer needed for control-
ling the assignment of new reportg
control symbols.

203-12 Files Maintenance and Disposition Plans. Documents such|Destroy upon receipt of revised
as Form NLRB-5027, Files Maintenance and Disposition plan. )
Plan, which reflect file categories, -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
coples of Form NLRB-5027 are‘maintained under disposi-
tion standard number 101-01. :

SECTION 4. AUTOMATIC DATA PROCESSING
MANAGEMENT FILES
ADP Systems Planning Project Files. Project files

document the installation of an ADP system from initial
inception to final system operation. Files include
documents containing definitions of the system, auth-
orizing directives, source data, detailed studies re-
flecting advantages and disadvantages of benefits, out-
put requirements, schedule for completion, and related

DISPOSAL INSTRUCTIOIS

}oe—a— Cut off at close of

fiscal year in which system is
stabilized. Hold 1 year and then
transfer to FRC. Destroy 6 yezrs

after cutoff. GCRS,16, item 11,

18
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DESCRIPTION OF RECORDS

_DISPOSAL_INSTRUCTIONS

204-02

204-03

204-04

204-05

b - o m——

papers. Arranged alphabetically by title of ADP system.

SysteéiOperation Specifications Files. Documents con-
taining definitions of the system, including functional
requirements, data requirements, and system/subsystem
specifications.

File Specifications Files. Definitions of the logical
and physical characteristics of each record, element, or
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 Quides. Handbooks, guides to data availability,

and procedures for querying the files, and other infor-
mation which sufficiently describes the functions of the '
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.

OQutput Specifications Files. Listing of each type of out-
put by title and tag, formal specifications, selection
criteria, volume and frequency, media, graphic displays
and symbols, security and privacy conditions and dispo-
sition of output, used outside the computer center.

| GRS 20,

Destroy one year after dis-
continuance of the system.
I-2.

Destroy when related data file
is destroyed. GRS 20, I-6.

Destroy one year after dis-
continuance of the system.
GRS 20, I-8. '

Destroy one year after discon-
tinuance of the system.
GRS 20, I-9.
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N"u R D[SCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

T CHAPTER 3. ADMINISTRATIVE SUPPORT RECORDS K .

de One re
SECTION 1. EMERCENCY PREPARLEDNESS FILES i\ if not
Case l\ paster

301-01 Emergency Planning /Files. je— —— CGonsisv of !
emergency operating plans which provide for continuity PERMAN
of agency operations and .other background papers. such Transf
as changes to'plan, coordinating actions, and other
documents. Arranged -alphahetically by type of emergenc b, Case f

v record

301-02 Emergency Test and Exercise Files. Consolidated or file a
comprehen51ve reports reflecting agency-wide results of , l
tests conducted under emergency plans and other papers DESTRO 3.
accumulating from emergency operations tests such as direct
instructions to participants, staff assignments, mcssages .
tests of communications and facilities, copies of reportsl. g

| PERMA
SECITON 2. TELECOMMUNICATIONS FILES becom
\uhen

302-01 Telephone Directory Files.. Correspondence, forms, and |[Destroy 3 months after issuance
other records relating to the compilation of telephone |[of directory,.
listings and directories. (NOTE: Retain one copy of
cach published directory in accordance with 303-01).

302-02 Original Messape (Teletype) Files. Copies of incoming |[Cut off moanthly. Destroy after
and. original authentlcated copies of outgoing messages 2 months.GRS 12, Item 3b.
maintained for locator purposes, transumission checks,
evidence of receipt, and other - administrative purposes.

Arranged chronologically.

302-03 Telephone Orders File, Documents Yelating to the Close file when order is complet-
installation, repair, and cost.of telephone service, ed. Cut off closed file at the
This file is maintained by the office with agency-wide |end of each fiscal year. Destroy
respongibility for telephone service and is arranged 3 years after cutoff.GRS 12, Item

uwuiierically by order number, 2b,
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STANDARD

NUNBER DESCRIPRTION OF RECORDS DISPOSAL INSTRUCTIONS
SECTION 3, . PUBLICATIONS MANAGEMENT, PRINTING, '
‘ AND REPRODUCTION FILES

303-01 Publications Master Files, Official file copy of each [Permanent. Cut off when publica-
NLRB publication such as technical reports, booklets, ttion is superseded, canceled, or
pamphlets, posters, monographs, or other issuances J years after issuance, whichever
published by NLRB headquarters or reglonaloffices. Officiallis sooner. Offer to NARS 2 years.
file copy is maintained by the office responsible for .| a@fter cutoff.
the preparation and issuance; a
Publications in this file will be distinctly markad
"Record Sct" and will not be charged out. Two copies of
cach publication will also be sent to the NLRB Library.

303-Q2 Publication Manuscript Files. Editorial matter relating|Cut off at close of fiscal year
to the publication of a manuscript, including drafts, in which related publication 1is
printer's copies of galley and page proofs, and other issued. Destroy 2 years after
working or control data used in the preparation of cutoff.
publications. Arranged by publication name or number.

303-03 Library Catalog Files. Cards showing authors, titles, Destroy when related items have
subject, cross-reference, etc., and indicating descrip-~ |been permanently removed from the
tive details including location of items on the shelves.|library collection. :

303-04 Job Control Registers. Registers used to control the Cut off at close of fiscal year i
receipt of requisitions and work orders for printing which compiled or when register ig
and duplicating jobs. ' filled, whichever is applicable.

Destroy 1 year after cutoff. '
GRS 13, ltem 4.
303-05 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 nuierically by control or requisition
nunber.
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STANDARD

NUMBER ) DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
" 777 la. Files pertaining to in-house reproduction jobs or - [Cut of f atvciése.of'fiécal year iw
projects. o which job is completed. Destroy
1 year after cutoff.
b. Files pertaining to reproduction jobs or projects Cut off at close of fiscal year 1in
performed by Government Printing Office or outside |[which job'is completed or requi-
contractor, sition is canceled. Destroy 4
years after cutoff.
Printing Plate ’
303-06 NegativefFiles. Files consisting of photographic nega- |[Dcstroy at close of fiscal year i
tives used for reproduction of major publications. In which publication is discon-
Arranged by title or requisition number according to tinued, superseded, or becomes
fiscal year. Negatives used for reprints are brought obsolete, or after 5 years 1f the
forward to current year. - status of publication is unknown.
103-07 Job History Card Files, Cards maintained by the office |Destroy after related publication
responsible for printing and reproduction to reflect the|is rescinded, discontinued, or
reprint history of all major publications. : becomes obsolete.
303-08 Publication Stock Record Card Files.- Stock record cards|pestroy when card is filled or
or other documentation maintained to reflect the status |yhen card is superseded or obso- |
of supply of directives, blank forms, and other publica-|jete, whichever is earlier.
tions including data as to stock levels, quantities on 1
hand, and quantities received and issued. Arranged
alphabetically. by document type.
303-09 Editorial Technical Refercncc Material. Publications, Review annually and destroy mat=

editorial manuals, guides, equipment specifications,
catalogs and other technical reference materials relat-
ing to editing and publishing.” Arranged alphabetically
by title of publication.

erial which 1s”superseded,”obsol-
ete or no longer needed for
reference.
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STANDARD
HUMDER &
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DESCRIPTION OF RECORDS

SECTION 4. ART, GRAPHICS, AND PHOTOGRAPH FILES

or drawings or other instructions, notes to illustrators
or graphic contractors. Arranged by job control number.

304-02 ’ Art or Graphic Service Illustration Files. Files
consisting of artwork, illustrations, slides, charts,

. Control
304-01 Graphic Services Job fFiles. Files containing L
graphic services requisition forms, requester's notes

graphics, acetates, and other visual aids.

304-03 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. Normally these records
consist of photographs of present and past Chairmen,
Board Members, General Counsels, and key agency

I officials. For black and white photographs, file

consists of the original qegative and a captioned

print. For color photographs, file contains an

original color transparency or color negative, a

! captioned print, and an internegative if one 1is

photograph or name of subject photographed.

available. Arranged alphabetically by title of . ;

P o e e A R eS——
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DISPOSAL TNSTRUCTIONS

e

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.

Permanent. Break file every 5

years. Offer to NARS when no
longer needed for administrative
use or when 10 years old.




DESCRIPTION OF RECORDS

"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.
304-04 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 is unique in
' substance, arrangement or manner of presentation
and unavailable in another form; or document actual
events or- phenomena which are significant; or
utilize a signficant new technology and represent
P an advance in the state of the art. Normally these
films relate directly to established NLRB program

(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.

24
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DISPOSAL THSTRUCTIONS

Dispose of in accordance 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.

areas. Arranged alphabetically by title of picture.

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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DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

M

(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. H

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

(%) VUnedited 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.

.b. Are included as part of a project file, case file, Dispose of  in accordance with the
report or a similar type of record. disposal instructions applicable
to the records of which they are
a part.
c. Are not permanent records as described under part a. Destroy when no longer needed for
) of this standard. Included are standard widely reference in accordance with
' available commercial films used for training in FPMR 101-42.303-1.

management, office procedures and other subjects not
directly related to NLRB programs.

d. Are faulty or technically poor photography. Destroy immediately in accordance
with FPMR 101-42.303-1.
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304-05
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e

DESCRIPTION OF RECORDS

* 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 are 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,
<casgsette, or cartridge) - the original tape
or the earliest generation of each recording
and a ''dubbing'" if one exists.

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.

B ST m———.
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DISPOSAL INSTRUCTIONS

. T '

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.

o ots® -4 Pt oS Wpowt e o .o o8- -

DESCRIPTION OF RECORDS

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 fona; 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. 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. :

. Are included as part of a project file, case file,

report or a similar type of record.

. Have been transferred by visual or electronic

processes to motion picture film.

. Are not permanent records as described under part

a. of this standard. Includes:tapes of transitory
interest and tapes on standard widely-available
topics in the areas of training and govermment
operations.,

t

. Are faulty or technically poor recordings.
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DISPOSAL THSTRUCTIONS

Permanent. Offer to NARS
when no longer need for
administrative 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 after verifying the
adequacy of the film copy.

Dispose of when no longer
needed for reference.

| Dispose of immediately.
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305-01

305-02

305-03

STANDARD
HUMDER _

DESCRIPTION OF RECORDS

*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. MAIL, MESSENGER AND DISTRIBUTION FILES

Postal Records. Files consist of Post Office forms and
_supporting papers such as receipts for registered and

T

certified mail, insured mail, and special delivery
receipts and forms, reports of loss, etc. Arranged
chronologically.

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

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.

27

DISPOSAL INSTRUCTTOMS

F_ﬂM

Disposition should' be made in

accord with instructions governing

the audiovisual records to which
these records relate.

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

Cut off monthly or quarterly

according to volume. Destroy
1 year after cutoff. GRS 12,
Item 6b and 6d.

Cut off monthly. Destroy 2
months after cutoff. GRS 12,

Item 1.
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DISPOSAL INSTRUCTIONS
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DESCRIPTION OF RECORDS

305-04 Publications Stock Record Card Files. Stock record Destroy when card is filled or
cards or other documentation maintained to reflect the when cared is superseded or
status of supply of directives, blank forms, and other obsolete whichever 'is earlier.

publications including data as to stock levels, quantities
on hand, and quantities received and issued.

305-05 Mailing Lists and Related Material.
a. Correspondence, request forms, and other records Destroy after appropriate revision
relating to changes in mailing lists. of mailing list or after 3 months,
. . : : whichever is earlier. GRS 13, Item
Sa.
b. Cards. Destroy individual cards when can-
celed, revised, or case closed.
GRS 13, Item 5 b,
c. Plate or Stencil Mailing Lists. - Dispose of plates or stencils when

canceled, revised, or case closed.
GRS 13, Item 5c.

SECTION 6. SECURITY FILES

306-01 ‘Personnel Security Clearance Case Files. Documents Destroy upon notification of death
relating to investigations of personnel employed by or or not later than 5 years after
L seeking employment with NLRB or whose relationship separation or transfer of employee
otherwise with NLRB requires a security clearance, or not later than 5 years after
but exclusive of copies of investigative reports and contract relationship expires, ﬁ
related papers furnished to NLRB by the Civil Service whichever is applicable. GRS 18,

Commission or its successor, the Office of Personnel Item 23a.
Management (CSC/OPM), for which maintenance and dispositio

3 instructions are provided in Chapter 1-2 of the Federal

Personnel Manual.

SRS,
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NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
306-02 Personnel Security Clearance Status Files. Records Destroy when superseded or

maintained in the security unit to show the security obsolete. GRS 18, Item 24,

clearance status of individuals. Records may be in the

form of lists, rosters, or cards.

306-03 Security VvViolations Files. Papers relating to lnvesti-

gatlons of alleged security violations. Included are

investigative reports and related papers. Excludes

papers placed in official personnel folders.

a. Flles relating to alleged security violations Cut off at close of fiscal year
of a sufficlently serious nature to be classed in which final action is taken.
as felonles. Transfer to FRC 5 years after

cutoff. Destroy 20 years after
cutoff.

b. Other files relating to alleged security violations. Cut off at close of fiscal year
in which final corrective or
disciplinary action is made.
Destroy 2 years after cutoff.
GRS 18, Item 25.

306-04 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 faclilities.

b. Privately owned facilities.

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 cutoff.
GRS 18, Item 11.
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DESCRIPTION OF RECORDS

306-05

.Vistor Control Files. Registers or logs used to.

scrvice personnel, and vendor's representatives.

record names of visitors, such as outside contractors,

DISPOSAL INSTRUCTIONS

Cut off at close of fiscal year:
or after final entry in register,
as appropriate. DbDestroy 2 years
after cutoff. GRS 18, Item 18.
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NU\BER DESCRIPTION QF RECORDS DISPOSAL INSTRUCTIOJS

306-05 Identification Files. Includes buildings and visitors, |Destroy 3 months after rcturn to
passes, employec identification cards, credentials, issuing office, GRS 11, Item 4a.
applications, listings, and similar records.,

306 -07 Property Pass Files. Documents authorizing removal of '|Cut off after expiration or
property or materlals. Arranged alphabetically by name | revocation. Destroy 3 months
of individual. : after cutoff. GRS 18, Item 13.

306--08 Key Control Files. Documents relating to accountabillty] Cut Qff after turn-in of kev.
for keys issued. Arranged by location. Destroy 6 months after cutoff.

: ' GRS 18, Item 17.

306-09 Lost and Found Files. Repprts, loss statements, Cut off at close of fiscal year.
receipts, and other papers relating to non-NLRB lost Destroy 1 year after cutoff.
and found articles. ‘ GRS 18, Item 1l6b.

SECTION 7. PROPERTY AND SPACE MANAGEMENT FILES

3C7-01 Equipment Tzchnical Manuals and Operating Instructions. . Destroy when superseded, obsolete
Includes parfs lists, installation and maintenance or when related equipment 1is re-
instructions. Arranged by vendor name. tired or disposed of.

307-02 Vendor Reference Materials Files. Documents listing Destroy when superseded, obsolete
supplies and services bv vendors. 1Includes cataloes. or no longer needed for rcference.
brochures, pamphlets, mailing lists, and similar mat-
erial. Arranged by vendor name. .

307-03 Employec Property Issue Files, Card file documentiﬁg Destroy when new card is made

property and equipment charged out to personnel in-
cluding employee receipts,

proyided i'tem has been returned.

p




STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
307-04 Requisition Files. Documents showing evidence of Cut off at close of fiscal year.
requisition, issue, delivery, and receipt of supplies, Destroy 2 years after cutoff.
equipment, and services.
307-05 Property Record Receipt Files. Copies of purchase Cut off at close of fiscal year.
orders maintalned as property receipt records. Destroy 2 years after cutoff.
307-06 Supply Activity Reports. Reports on supply requirements [Cut off at close of fiscal year.
and procurement matters submitted for supply management |Destroy 2 years after cutoff.
purposes.
307-07 Property Transmittal and Coding Sheets. Papers used to Cut off at close of fiscal year.
document and control the acquisition, transfer, loan, Destroy 1 year after cutoff.
and disposition of non-expendable property.,
307-08 Inventory Lists. Inventories of capitalized and Cut off when superseded by a new
controlled property assets and property on loan. or revised 1nventor¥. Destroy
2 years after cutoft.
307-09 Inventory Control Cards. Inventory control cards used Place in inactlve 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.
Property Claim Files. Reports and other documents

307-10

relating to the damage, loss, or theft of property,
arranged alphabetically.

a. . Reports involving pecuniary liability.

b. All other reports.

Place in inactive file upom com-

pletion of final action. Cut off
inactive file at close of fiscal

years. Transfer to FRC after 3

years when volume warrants. De-
stroy 10 years after cutoff.

Place in inactive file upon com-
letion of final action. Cut off
nactive file at close of fiscal

year. Destroy 3 years after
cutoff.
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307-11 Excess Personal Property Files. Reports of excess Cut off at close of flscal year.
personal property and reports of the transfer of excess [Destroy 3 years after cutoff. '
personal property.’ GRS 4, Item s. .

307-12 Space Allocation and Utilization Files. Documents JCut off at close of fiscal year in
created or maintained by the NLRB headquarters office -|which assignment is terminated,
responsible for the allocation, use, and release of buildjleasc canceled, or when plans are

iag space. ncluded are requests for space, record of superseded or become obsolete.
assignments, reports, surveys, rccords used for internal{Destroy 2 years after cutoff,
space planning, requests for-adjustments, space layouts GRS 11, I[tem 2a.

and related papers. Filed by building and arranged

by geographical location.

307-13 Work Requests for Building Maintenance, Request-forms |[Cut off after work is performed
or work orders for building maintenance work. or requlsition canceled. Destroy

' : 3 months after cutoff.
307-14 Spacc Reporting Files. Documents relating to reporting

agency space requirements and holdings.

a. Reports submitted to Genéral Services Administration.

b. Other reports and related work papers.

SECTION 8. TRAVEL, TRANSPORTATION ANb

MOTOR VEHICLE FILES

Employee Travel Files, Sce standard 603—01 for
employee travel [lles maintalned for accounting purposes
See standard 101-07 for cmployce travel files maintained
for adwinistrative purposes.

Cut off at close of fiscal year.

Destroy 2 years after cutoff.
GRS 11, Item 2b(1l).

Cut off at close of fiscal year.
Destroy 1 year after cutoff.
GRS 11, Item 2b(2).
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DISPOSAL INSTRUCTIONS

KUMSER DESCRIPTION OF RzCORDS

J08-01 Transportatlion Request Accountability Records. Desﬁ}by one year after all entries
‘Records documenting the issue or receipt of accourdtable; on the records are cleared.
‘papers involved in travel and transportatlion functions, GRS 9, Item 5b.
such as Standard Torm 1120. Arranged by recquest type

yand then chronologically.

308-02 Bills of Lading Register Files. Reglsters used to Destroy 3 years after final entry
account for bills of lading. Arranged numerically by on register. OGRS 9, Item lc.
registered number,

308-03 Government Losses_in Shipment Act Files. Frelght Cut off at close of [iscal year.
records relating to the Government Losses 1in Shipment Destroy 3 years after cutoff.

Act consisting of schedules of valuables shipped and re~ CKS 9, ITtem 2,
lated papers and reports.

308-04 Motor Vehicle Operator Files. Documents relating to | Cut off at close of flscal year in
individual employee operation of Government-owned which operator is separated, trans+
vehicles, including driver tests, authorization to use) ferred, or upon rescission of
safe driving awards, violations, and related correspond4 authorization to operate Covernmeny
dence. Arranged alphabetically by name of operator. vehicle. Destroy 3 years after

cutoff. GRS 10, Item 7.
308-05 Motor Vehicle Report Files.
2. Accident Reports Cut off at close of fiscaloyear
' in which case is closed. Destroy
6 years after cutoff. GRS 10,
. Item 5.
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STANDARD

4035, Daily Vehicle Usage Report, relating to motor
vehicle trips. Arranged alphabetically by name of
operator. ‘

NUNBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIO!S
b. Maintenance Reports. ' Cut off at close of fiscal year.
Destroy 1 year after cutoff.
GRS 10, Item 2b.
c. Operating Reports, ‘[cut off at close of fiscal year.
: Destroy 3 monthsafter cutoff.
GRS 10, Item 2a.
d. Other Vehicle Reports. Cut off at close of fiscal year.
Destroy 3 years after cutoff.
GRS 10, Item 4.

308-06 Vehicle Release Files. Documents accumulated in the Cut off at close of fiscal year
transfer by sale, donation, or exchange of motor in which vehicle leaves agency.
vehicles, Arranged numerically by vehicle number. Destroy 4 years after cutoff.

GRS 10, Item 61
308-07 Operator Trip Reports Documents including Form NLRB- Cut off at close of fiscal year.

Destroy 1 year after cutoff.
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DESCRIPTION OF RECORDS

Material maintained as temporary records on the left
side of the Official Personnel Tolder in accordance with
Federal Personnel Manual, Chapter 293, and Supplemen
293-31.° . -

RUNDER DISPOSAL INSTRUCTIO!S
CHAPTER 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 status and service. The Federal
Personnel Manual (FPM) specifies the documents required
for inclusion in official personnel folders.
a. Folders of employees transferred to another agency. |Follow instructions in FPM,
b. Folders of separated employees. Transfer folders of employee to
. inactive file in accordance with
instructions in FPM. Transfer
folders to National Personneal
Records Center (Civilian)(CPR).l1l1
Winnebago Street, St. Louis,
Missouri 63318, 30 days after
separation except as provided in
the FPM. ¢PR will destroy fold-
ers 75 years after birth date of
employee or 60 years arcer the
date of the earliest document in
the folder if the date of birrh
cannot be ascertainced provided
. the employec has been separatced
for at least 5 years. GRS 1,
item 1b(2).
401-02 Temporary Materials in Official Personnel Folders. Destroy after 1 year or upon

transfer (except in a transfer of
functions) or separation of
employee, whichever is sooner.
GRS 1, Item 10,
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402-01

= 2= T

DESCRIPTION OF RECORDS

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

Personnel Statistical Reports. Records created in the
preparation, coordination, and consolidation of regular
and special personnel reports to the Office of Personnel
Management (OPM) and its predecessor, the Civil Service
Commission (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.

-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.

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

SECTION 2. EMPLOYMENT FILES

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

a. Accepted offers.

37
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DISPOSAL THSTRUCTIONS

Place in inactive file after
transfer or separation of employ-
ee, Qut off inactive file at

close of fiscal year. Destroy
3 years after cutoff.

Cut off at close of fiscal year.

i Destroy 2 years after cutoff,
| GRS 1, Item 16.

Destroy when superseded or
obsolete.

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

| File on left side of official
! personnel folder.
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402-02

402-03 §

DESCRIPTION OF RECORDS
b. Declined offers.

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

2. Temporary or excepted appointments.

3. All others

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

Inactive Applications 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 interview
reports, and related papers.
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DISPOSAL TNSTRUCTIONS

Return to OPM with reply and

i application.

File inside application and
destroy in accordance with

§ 402-03.

Destroy immediately.

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

Cut off at close of fiscal year.
Destroy 2 years after cutoff or
upon receipt of CSC/OPM inspeét-
ion whichever is earlier, provid-
ing the requirements in the
Federal Personnel Manual are
observed. GRS 1, Item 15.




STANDARD
NUMBER

402-04

402-05

DESCRIPTION OF RECORDS

Certificate Files. Requests for certificates of eligibles

Letters of Reference and Pre-employment Credit

Report Files. Correspondence and other 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

and certificates of eligibles for appointment.
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DISPOSAL INSTRUCTIONS

File on left side of official

f personnel folder. Destroy in

[ accordance with Standard 401-02.
File inside application. Destroy
in accordance with Standard
402-03,

Cut off at close of fiscal year.
Destroy 2 years after cutoff.
GRS 1, Item 5.




STANDARD

WUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

402—06 Notification of Personnel Action Files. Coples Cut off monthly. Destroy én;géf;
exclusive of those in Official Personnel Folders after cutoff. GRS 1, Item l4a.
accumulated to provide a record for inspections, '
statistics, reference, preparation of reports, etc.

Arranged chronologically and maintained by the NLRB
Personnel Branch.

402-07 Intcrnal Promotlon Plan Files. -Announcements, applice- |Cut off at close of fiscal year.
tions, ratings, coples of registers, and selection Destroy 2 years after cutoff
papers maintained by personnel offices. Includes certi- [providced requirements of Federal
ficates of best qualified applicants and letter to non- |Personnel Manual are observed.
selectees. Arranged numerically by announcement number.

402-08 Position Vacancy Announceﬁent Files. Copies of - Cut off at close of fiscal year.
promotion plan position vacancy notices maintained by Destroy 2 years after cutoff.
the Personnel Branch. Arranged numeridally by
announcement number.

402-09 Reduction-In-Force Files.

a. Retention Régisters. These are lists or printouts
prepared before reduction-in-force for each competitive
level affected by the reduction. Arranged chronologi: -
cally by register date.

b. Work Cards. Used in compiling retention registers.

c¢. Notice to Employees and related papers,
Arranged chronologically.-

Cut off at close of fiscal year.
Destroy 2 years after cutoff, or
i1f an appeal or court case is
pending, destroy after the case is
resolved.

Destroy after RIF is completed,
unless they are used as retention
register.-

Place one'copy in official persdn-
nel folder of employee.

39



http:re'gLst.er

STANDARD

NUMBER DESCRIPTION OF RECORDS3 DISPOSAL INSTRUCTIONS
d. Placement Files. Documents which result from | Cut off at end of fiscal year
attempts to secure new positions for displaced when action of RIV is complete.
employees. Destroy 2 years after cutoff.
402-10 Employee Examination Records. Files include completed Follow appropriate Office of
test materials and test booklets in which answers have Personnel Management regulations.

been recorded, and regults recorded on test or quali-
fication records.

SECTION 3. EMPLOYEE. PERFORMANCE AND
UTILIZATION FILES

403-01 Incentive Awards Case Files. Records documenting an Cut off upon close of fiscal
employee suggestion or performance award. Arranged year. Destroy 2 years after
chronologically and/or by NLRB Region. cutoff. GRS 1, Item l2a (1).

403-02 Incentive Awards Report Files. Awards Program reports, Cut off at close of fiscal year.
including copies of feeder reports prepared within Destroy 3 years after cutoff.
NLRB and copies of summary reports to Office of GRS 1, Item 13.

Personnel Management.

403-03 Performance Appraisal Files. Documents relating to the Cut off at the close of fiscal
evaluation of the performance of individual employees. year. Destroy 2 years after
Includes evaluations, performance appraisals, career cutoff. GRS 1, Item 23a.

development appraisals, memoranda, and employee comments.
Arranged alphabetically by name of employee.

40



https://Docun1en.ts

403-05

404-01

404-02

404-03

Sally

DESCRIPTION OF RECORDS

Promotion 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 des¢riptions, and related papers. Papers
in this series are maintained by the Personnel Branch.
Office copies of position descriptions are covered

by Standard 101-13.

Position Classification Survey Files. Documents created
by performing systematic examination of the essential
aspects of all positions and position design and struc-
turing within 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-
_by_position number. :
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DISPOSAL INSTRUCTIONS

Cut off at close of fiscal year:
Destroy 2 vears after cutoff.
GRS 1, Item 23 a. r

See Standard 405-01

§Place in inactive file when posi-
{ tion is abolished or superseded.
YCut off inactive file at close

of fiscal year. Destroy 5 years
after cutoff. GRS 1, Item 7b(1).

>

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
lin which action is completed.
Destroy 3 years after cutoff.
GRS 1, Item Jd.




STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTREQTIONS
——
SECTION 5. EMPLOYEE RELATIONS AND SERVICES FILES
405-01 Grievance and Appeals Files. Papers created and accu- Place in inactive file when case
mulated in connection with the review of grievance and 1s closed. Cut off inactive file
appeals raised by agency employees, except EEQ com- at close of fiscal year. Destroy
plaints. These files include statements of witnesses, 3 years after cutoff. GRS 1,
"reports of interviews and hearings, examiner's findings Item 31la.
and recommendations, a copy of the original decision,

related correspondence and exhibits, and records rela-

ting to a recongideration request. Arranged alpha-

betically by name of employee. )

405-02 Adverse Action Files. Files relating to reviewing Place in inactive file when case
adverse actions (disciplinary or non-disciplinary 138 closed. Cut off inactive file
removal suspension, leave without pay, reduction-in- at close of fiscal year. Destroy
force) against an employee. Files include a copy of 4 years after cutoff. GRS 1,
the proposed adverse action with supporting papers; Item 31b.
statements of witnesses, employee's reply; hearing
notices, reports, and decisions; reversal of action,
and appeal records. Arranged alphabetically by name
of employee.

405-03 Employee Financial Statement Files. Files for outside Gut—off—at-clese—of—fiscat—year

employment and financial interest and related papers.
Arranged alphabetically by employee name.

42




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 05-03

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 vesrs old;
EXCEPT that documents needed
in an on-gcing 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.

GK.S.‘I.' em 25,




STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL TINSTRUCTIONS

405-04 Employee In¥erview Files. Documents which record Cut off at close of fiscal ycar
counseling interviews, results of action taken, and in which employee 1is traunsferred
separation interviews. Arranged alphabetically by or separated. Destroy 6 months
employe¢e naue. after cutoff. GRS 1, Item 8.

405-05 | Logs or Repister of Visits to Dispensaries, First Cut off at close of fiscal year
Ald Rooms, and Health Units. Arranged chronologically. in which last date on log or reg-

ister is entered. Destroy 2 yearsy
after cutoff. GRS 1, Item 20b.

405-06 Health Statistical Summnaries and Reports. Documents Cut off at close of fiscal year.
regarding ewmployee health and related papers, retained Destroy 2 years after cutoff.
by reporting unit. : GRS 1, Item 22.

405-07 Individual Health Record Cards. Cards containing such Destroy 6 years after date of
information as date of employee's visit, diagnosis, and last entry. GRS 1, Item 19.
treatment. Arranged alphabetically by name of employee.

405-08 Individual Health Record Files. Files containing corres-
pondence, reports, forms, and other papers documenting
employee medical history. Arranged alphabetically by
employee name.

a. Pre-employment physical examination, Health Quali- Upon separation, place in a sealed
fication Placement Records, disability retirement envelope and file on right side
examination, and fitness for duty examination. of official personnel folder.

b. All other papers. Destroy 6 years after last entry.

GRS 1, Item 21.
405-09 | NLRB Employee Accident Investigation Files. Documents Place in inactive file upon final

accumulated in reporting, investigating, and documenting
job related injuries to NLRB employees. Arranged alpha-
betically by name of employee.

action. Cut off inactive file

at close of fiscal year. Destroy
5 years after cutoff. GRS 1,
Item 32.
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405-11

405-12

406-01

406-02

406-03

DESCRIPTION OF RECORDS

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

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.

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

SECTION 6. EMPLOYEE TRAINING FILES

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.

Training ‘Report Card Files. Training qyéhiev%ent records
and cards showing history of individual employees.
Arranged alphabetically by employee name.

Consist of documents reflecting
Along

Training Report Files.
actual training progress and accomplishments.

with directly related papers, this file includes
Quarterly, Semi-Annual, or Annual reports of training
reports; ADP listings and reports of employee training;
Maintained in

study reports; and coordinating actions.
Personnel Branch.
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© DISPOSAL THSTRUCTIONS
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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.

Destroy 2 years after employee is
separated or transferred.

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

s

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

Destroy individual records upon
separation of employee.

Cut off at close of fiscal year.
Destroy 5 years after cutoff or
after OPM review, whichever 1is
sooner. GRS 1, Item 30.




STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

406-04 | Tuition Assistance Files. Documents reflecting indivi- Cut off at close of fiscal year
dual employee participation in the tuition assistance in which course 18 completed or
program. Included are requests for and approvals or 2 years after date of last
disapprovals for tuition assistance, college transcripts,| action, if completion is unknown.
grade reports, and related papers. Arranged by office Destroy 5 years after cutoff.
and thereunder alphabetically by employee name.

406-05 | Career Development Files. Documents maintained on Cut off when employee transfers

"| individual employees to record planned career progres- or is separated. Destroy 6
sion and training course. Arranged alphabetically by months after cutoff.
employee name.

406-06 Individual Training Files. Documents accumulated to Place in inactive file upon com-
record progress of individual employees participating pletion of program. Cut off in-
in a formal professional, technical, or clerical train- active file at close of fiscal
ing program. Included are evaluations, correspondence, year. Destroy 5 years after
and other papers showing progress of trainees. Arranged cutoff.
by name of program and thereunder alphabetically by
name of employee.

406-07 Training Courses and Programs. Documents accumulated Cut off when program is discon-
in establishing and conducting training programs and tinued or superseded. Destroy
courses, and in negotiating with OPM, other Federal 5 years after cutoff. GRS 1,
agencies, and non-government organizations for the Item 30b (1).
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
or program.

406-08 Training Background and Workpaper Files. Papers Destroy when 3 years old.

relating to establishment and operation of training
courgses and conferences.

GRS 1, Item 30b (2).




STANDARD
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
SECTION 7. EQUAL EMPLOYMENT OPPORTUNITY FILES
407-01 Employment Statistical Reports. Periodic and one-time Cut off at close of fiscal year.
statistical reports analyzing NLRB's workforce. Destroy 5 years after cutoff.
Includes reports on minority status. Arranged by title | GRS 1, Item 26f.
of report and thereunder chronologically.
407-02 Affirmative Action Plan Case Files. Documents relating |Cut off at close of fiscal year.
to the preparation of NLRB's affirmative action plan. Destroy 5 years after cutoff.
Arranged chronologically. " GRS 1, Item 26h.
407-03 Equal Employment Opportunity Counseling Records. Cut off at close of fiscal year.

Reports on equal employment opportunity counseling
sessions with NLRB employees. Arranged alphabetically
by employee name.

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.
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407-05

407-06

. Discrimination Complaint Case Files.

DESCRIPTION OF RECORDS

Documents created
in 1nvestigating 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.

#c Case resolved within NLRB, by EEOC or by a U.S.
; ) Y ) 9
Cbur+

br——Lasoi-Sasolusd—by—tire—Fqoai—Empleoyment—Opportantey
s . .
Discrimination Complaint Monitoring Files. Copies of

documents maintained in the official discrimination
complaint file-(Standard 407-04). Arranged alphabeti-

- cally by name of complainant.

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.
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DISPOSAL INSTRUCTIONS

f----ﬂc-w-----ﬂl-ﬂ'--"'=

Arranged alphabetically by name of complainant.

Destroy 4 years after resolution
of the case.

. .. .. i ith
SRl om—trr .

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

v
v

Destroy 2 years after final
resolution of the case.
Item 26c.

GRS 1,




STANDARD

DESCRIPIION OF RECORDS

DISPOSAL INSTRUCTIONS

408-01

408-02

N ECTION 8. LABOR MANAGEMENT RELATIONS FILES

JlLabor Organization Recognition Files. Documents created
"in recelving 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 decisionsy arbitration decisions or unit

ma jority 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, comments,
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.

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.
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STANDARD

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

408-03

a. Complaints resolved informally within NLRB and

coples of documents maintained in ELRB 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 literature
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
informal resolution 1is 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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STANDARD
RUMOER 1§

DESCRIPTION OF RECORDS

. CHAPTER 5. INFORMATION AND PUBLIC RELATIONS
RECORDS

SECTION 1. PUBLICITY AND PROMOTION FILES

501-01 Biographical Files. Biographies, photographs, news- Permanent. Cut off when indivi-
paper clippings, and related items pertaining to NLRB " Jual leaves. Hold 4 years, then
Board Members and General Counsels. Arranged alpha- transfer to FRC. Offer to NARS
betically by name. File is maintained in the Division 20 years after cutoff, in 5-year
of Information. ' blocks. q
501-02 Morgue Files. Newspaper, magazine, and press service
teletype clippings. Arranged alphabetically by subject. U
a. Clippings regarding specific NLRB programs, activities,]Permanent. Cut off at close of
and personnel maintained by the Division of Informa- fiscal year. Hold 4 years, then
tion. transfer to FRC. Offer to NARS
’ 20 years after cutoff, in 5-year
blocks.
b. Other clippings of a general nature and all those Destroy after 1 year.

. maintained in other offices.

501-03 Speech Files. Copies of speeches and other papers
created in the 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!’ Board Members and Permanent. Cut off at close of
the General Counsel and maintained in the Division fiscal year. Hold 4 years, then
of Information. transfer to FRC. Offer to NARS

! ~ 20 years after cutoff, in 5-year
blocks. )
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501-04

501-05

STANDARD
NUMBER ”i

DESCRIPTION OF RECORDS

. b. All other speeches and all those maintained in

offices other than the Division of Information.

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-
leases, 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
informational* literature. Arranged chronologically.
This material may also be maintained under Standard
101-04.
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DISPOSAL TNSTRUCTIONS

A L e

Cut off at clése of fiscal year.
Destroy 3 years after cutoff.

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.




STANDARD
NUMBER

502-01

502-02 '

DESCRIPTION OF RECORDS

SECTION 2. CONGRESSIONAL RELATIONS FILES

Congressional Investigation Files. Documents
accumulated as a result of investigations and

studies of NLRB activities by congressional committees.
Included are papers relating to the conduct of the
investigations, information on the activities of
investigating committees, analysis of committee reports,
committee recommendations, and NLRB replies.

a. Records maintained in office responsible for
Congressional liaison.

! b. Records maintained in other offices.

Congressional and White House Correspondence Files.
Corresporidence, 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 requiring
extensive research which document relations with the
Executive Office of the President and Congress.

b. All other routine correspondence.

DISPOSAL INSTRUCTIONS

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
‘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
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STANDARD | - '
DISPOSAL INSTRUCTIONS

WUMBER DESCRIPTION OF RECORDS
502-03 ‘Legislative History Files. Printed and processed Destroy when no longer needed for

‘materials compiled by the NLRB Library to document the|reference purposes.
legislative history of the National lLabor Relations
1 Act and NLRB appropriation bills.
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STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
SECTION 3. FREEDOM OF INFORMATION ACT FILES
503-01 Freedom of Information Act (FOIA) Request Files. GRS 14, Item 16.

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.

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

(1) Granting access to all the requested records.

(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.

(b) Request reply appealed.

(3) Denying access to all or part of the records
requested.

(a) Request reply not appealed.

(b) Request reply appealed.

Destroy 2 years after date of
reply.

Destroy 2- years after date of
reply.

Destroy as authorized under
Standard 503-02.

Destroy- 5 years after date of
reply.

Destroy as authorized under
Standard 503-02.

54




STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

b. Official file copy of requested records. Dispose of in accordance with
approved NLRB disposition instruct
tions for the related records,
or with the related FOIA request,
whichever is later.

503-02 FOIA Appeals Files. Files created in responding to GRS 14, Iltem 17,

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.

a. Correspondence and supporting documents (EXCLUDING Destroy 4 years after final

the official file copy of records under appeal if determination by NLRB or 3 years
therein). after final adjudication by
courts, whichever is later.

b. ‘0fficial file copy of records under appeal. Dispose of in accordance with
approved NLRB disposition instrucy
tions for the related record, or
with the related FOIA requests,
whichever is later.

503-03 FOIA Control Files. Files maintained for control pur- GRS ‘14, Item 18.

poses in responding to requests, including registers
and similar records listing date, nature and purpose of
request, and name and address of requester.

a. Registers or listings. -

b. Other files.

Destroy 5 years after date of
last entry.

Destroy 5 years after final ac-
tion by the NLRB or after final
adjudication by courts, which-
ever is later. .
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STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
503-04 FOIA Reports Files. Recurring reports and one-time in- | GRS 14, Item 19.

formation requirements relating to implementation of the

Freedom of Information Act, including annual reports to

the Congress.

a. Annual reports. (Agencywide) Permanent. Offer to NARS when

15 years old.

b. Other reports. Destroy when 2 years old.
503-05 FOIA Administrative Files. Records relating to the Destroy when 2 years old. GRS 14/

general implementation of the FOIA, including notices, Item 20.

memoranda, routine correspondence, and related records.

SECTION 4. PRIVACY ACT FILES

504-01 Privacy Act Request Files. Files created in response GRS 14, Item 25.

to requests from individuals to gain access to their
regcords or to any information in the records pertaining
to them, as provided for under 5 U.S.C. 522a(d)(1l).
Files contaln original request, copy of reply thereto,
and all related supporting documents, which way include
the official file copy of records requested or copy
thereof. *
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STANDARD

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

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

(1) Granting access to all the requested records.

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

duction fees.

(a) Request reply not appealed.
(b) Request reply appealed.

(3) Denying access to all or part of the records
requested.

(a) Request reply not appealed.

(b) Request reply appealed.

b. Official file copy of requested records.

Destroy 2 years after date of
reply.

Destroy 2 years after date of
reply.

Destroy as authorized under
Standard 504-02.

Destroy 5 years after date of
reply.

Destroy as authorized under
Standard 504-02.

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

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

504-02

Privacy Act Amendment Case Files.

Files relating to

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

.clvil 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
individual's requests to amend and/of'review re-
fusal to amend, copies of NLRB's replies thereto,
and related materials.

Request to amend refused by NLRB. Includes in-
dividual's requests to amend and to review re-
fusal to amend, copies of NLRB's replies thereto,
statement of disagreement, NLRB justification for
refusal to amend a record, and related materials.

Appealed requests to amend. Includes all files
created in responding to appeals under the Privacy
Act for refusal by NLRB to amend a record.

GRS 14, Item 26.

Dispose of in accordance with

the approved disposition instruc-
tions for the related subject
individual's record, or 4 years
after agency's agreement to
amend, whichever is later.

Dispose of in accordance with

the approved disposition instruc-
tions for the related subject
individual's record; 4 years
after final determination by
NLRB; or 3 years after final
adjudication by courts, which-
ever 18 later.

Dispose of in accordance with the
approved disposition instructions
for related subject individual's
record or 3 years after final

ad judication by courts, which-
ever is later.
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STANDARD
NUMBER

DESCRIPI'ION OF RECORDS

DISPOSAL INSTRUCTIONS

504-03

504-04

504-05

" consent when applicable.

Privacy Act Accounting of Disclosure Files. Files

maintained under the provisions of 5 U.5.C. 552a(c) for
an accurate accounting of the date, nature, and purpose
of each disclosure of a record to any person or to

another agency, including forms for showing the subject
individual's name, requester's name and address, purpose
and date of disclosure, and proof of subject individual'g

Privacy Act Control Files. Files maintained for control
purposes in responding to requests, including registers
and similar records listing date, nature of request,

and name and address of requester.

a. Regigters or listings.

b. Other files.

Privacy Act Reports Files. Recurring reports and one-
time information requirement relating to implementation,
including annual reports to the Congress of the United
States, the Office of Management and Budget, and the
Report on New Systems.

a. Annual reports. (Agency -wide)

b. Other reports.

Dispose of in accordance with the;
approved disposition instructions
for the related subject indivi-
dual's records, or 5 years after
the disclosure for which the
accountability was made, which-
ever is later. BRS 14, Item 27.

GRS 14, Item 28.

Destroy 5 years after date of
last entry.

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

GRS 14, Item 29.

Permanent. Offer to NARS when
15 years old. ¢

Destroy when 2 years old.
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STANDARD
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

504-06

Privacy Act GCeneral 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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| HUMBER DESCRIPTION CF RECORDS DISPOSAL INSTRUCTIONS

- . ——————

CHAPTER 6. TFINANCIAL MANAGEMENT RLECORDS
SECTION 1. GENLRAL FINANCIAL FILES

601-01 1 Records of Cash and Check Remittances Received and Cut off at close of fiscal year.
Forwarded. Records pertaining to the receipt of Destroy after 3 years.

checks payable to the U. S. Treasury and the transmit4 GRS 6, Item 4.

tal of the checks to the NLRB Central Office with
primary responsibility for deposit with the Treasury.

601-02 Accounting Officer Designee Files. Records relating | Cut off at close of fiscal year in
1 to the designation and revocation of accountable which revocation occurs. Destroy
of ficers. . after 4 years provided account is

cleared by GAO.

601-03 Federal Personnel Surety Bond Files. Copies of GRS 6, item 6.
Federal personnel surety bonds and attached powers
of attorney.

a. Official copy. Destroy 15 years after end of bond
premium period.

b. All cther copies. Destroy when bond becomes inactive
or at end of bond premium period.

SECTION 2. BUDGET FILES

602-01 Budget Administrative Files. Documents accumulated Cut off at close of fiscal year.
in offices of operating officials which serve as Destroy after 2 ycars.
management tools in the preparation of budget esti- !
mates and in coordination and exccution of approved

| ‘budgets. Includcs‘wqu papers, cost statements, and
rough data. ’
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-

602-02

602-03

602-04

. Report on Operating Budget Files, Computer prini—outs

DESCRIPTION OF RECORDS

'b. All other monthly reports:

Budget Working Files, Work papers, cost statements,

showing cost analyses, object classification statement
and allotment ledger statements, Arranged chronologiv
cally and by number therein,

a. End of fiscal year reports;

(1) DPivision of Administration fiscal copy

(2) Other offices.

(1) Division of Administration fiscal copy

(2) Other offices.

and other data accumulated in preparation of project~
ed fiscal programs and annual hudget estimates and
for budget review purposes, including duplicates
of papers included in file copies of budget estimates}

)
Budeet Estimates and Justifications Files, i

a. Coples of budget estimates and justificatlons
prepared or consollidated in formally organized
budger offices at the division or
higher organizational level. Included are appro-
priaction language sheets, narrative statcments,
and retated schedules and data,

DISPOSAL INSTRUCTIONS

GRS 5, Item 5,
S,

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

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

Cut off 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 year.
Destroy after 2 years,
GRS 5, Item 4, .

Cut off at close of {iscal year,
Transfer to FARC after 5 years,
Destroy 10 years after cutoff,
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STANDARD
NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

602-05 Budget Apportionment Files. Apportionment and reappor- Destroy 2 years after the close
tionment schedules, proposing quarterly obligations under| of the fiscal year. GRS 5, Item
each authorized appropriation. 6.

SECTION 3, ACCOUNTING AND DISBURSEMENT FILES

603-01 Passenger Transportation (Individual) Records. The Cut off file at close of fiscal
Issuance office memorandum copies of transportation re- year. Destroy 3 years after
quests, travel authorizations, transportation request cutoff. GRS 9, Item 3la.
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.

603-02 Passenger Transportation (Carrier) Records. Documents Cut off file at close of fiscal
reflecting paymen&&ﬁ;q1fa§riers, consisting of memorandum| year. Destroy 3 years after
copies of vouchers Yodhdun copies of transportation cutoff. GRS 9, Item 3a.
requests (SF 1169a9} and all supporting documents.

603-03 Freight Records (Carrier). Consisting of memorandum Cut off file at close of fiscal
coples of vouchers (SF 1113a), memorandum coples of bills} year. Destroy 3 years after
of lading and;‘SF 1131a), and related supporting papers. cutoff. GRS 9, Item la.

(5F 1130 anl
603-04 Paid Voucher File (Vendor File). Orlginal copies of paid| Cut off at close of fiscal year.

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.

Hold 3 years and retlre to FRC.
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STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
{)Reeords—erented—afterFiseel
¥ear—10i5—(tJune—30,-197S5) .
Destroy 6 years, 3 months,
after period covered by
account. GRS 6, Item 1.
603-05 Voucher and Schedule of Payments. Accounting and accom~- |Cut off file at close of fiscal
plished copies of Voucher and Schedule of Payments year. Hold 3 years and transfer
(SF 1166) documenting the disbursement of agency funds to FRC.
and used by the General Accounting Office to audit agency
financial procedures. These Accountable Officers Files C=fieeordamareated=pror—to
include statements of transactions, statements of Fismensdemiieprpelamntdady=]1 |
accountability collection vouchers, disbursements sched- PPy LU Years, 3
ules, disbursement vouchers, and all other schedules and PRy e r—perit——eresed
vouchers or documents used as schedules or vouchers, y—acevorne .
exclusive of freight records and payroll records.
2 =Rerrris—rretttdutrbtoiaiiiaail
Nt xaa Y ANCPNSETE T E
Destroy 6 years, 3 months,
after period covered by
account. GRS 6, Item 1.
603-06 Budget Reports Files. Periodic reports on the status of
appropriation accounts and apportionment.
a. Annual report (end of fiscal year). Destroy 5 years after end of fis-
cal year.
b. All other reports. Destroy 3 years after end of fis-
cal year. GRS 5, Item 5.
603-07 Regional Office Fiscal Fjles. Coples of letters of Cut off at close of fiscal year.

credit, vouchers, financial status reports, and other
papers maintained as a control in Regions. Record
copies are maintained in NLRB Central Office.

Destroy after 2 years.
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STANDARD
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

603-08

603-09

603-10

603-11

603-12

603-13

Records Relating to the Status of Funds. Records re-
lating to the availability, collection, custody, and
deposit of funds. 1Includes appropriation warrants, cash
receipts ledgers, and accounting copies of certificates
of deposit.

Subsidiary Ledger Files. Records used as posting and

control media 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 ﬁrintouts showing status of

obligations and allotments under each authorized
appropriation. ‘

General Accounts Ledgers. Computer printouts showing

debit and credit entries and reflecting expenditures
in summary.

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.

Cut off at close of 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, Item 2.

GRS 6, Item 3.
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STANDARD
NUMBER

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

603-13

Certificates of Settlement Files (continued)
a. Certificates covering closed account settlements
and final balance settlement.

b. Certificates showing periodic settlement.

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

Cut off at close of fiscal year in
which gsettlement is made. Destroy
after 2 years, provided certifi-
cate 1s 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.

66




_STANDARD

DISPOSAL INSTRUCTIONS

3. U,S. Savings bond Authcrization, Standard Form
1192 ov equivalart, and authoviracion fov in-
dividual allotment to the Combin:d Federal
Campaigns. .

(1) If record is waintained on earning record
caid,

nUMBER DESCRIPTION OF RECORDS
TTSECTION &, PAYROLL FILET T ™ o,
604-G1 | Individual saccounts Files, Individual carning and Transfer to the National Personnel
sevviae cards, such ou Standavd Toom 1127 or equiva- Records Center (NPRC), St, Louis,
leat, Missouri,

(a ) 1f filed in official personunel
folder (OPF) or ia individual pay
folder adjacent to OPF, Destroy

' with the OPF, .

(b ) If not in or filed adjacent to
to the OIF, Destroy 95 years after
thae date of the last eatry on the
cavd, Ui 2, Item 1,

604-02 Budeet Authorization Reference Files.
Copies of budget autlorinatiorns in operating paycoll Deotroy when superseded, GRS 2,
| units used to coutrol parsoninel ceiling aad personnel ! Item 12,
actious, )
604-03 Time and Attendance Report Files.
Form such as staunderd Feri: 113U or equivalent,
&, Payroll prepacation and processiny coples, Destroy after GAO audit ov when
3 years nld, vhichever 1s sooner,
4 b, All other copies. Destroy 6 months after ead of the
. . pay period. GRS 2, Itenm 3,
ons-u4 Individual Authorirvecd dllotwments Files,

Destroy when superseded or after
separation of empluyecc. If employe
transfers withiu aw ajency or

te
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STANCARD
| 1HUMBER

DESCRIPTION OF RECORDS

L04L-Ch

604-05

TSECTION 4. U PAYROLL FILES

.

Individual Author;gggkAllotment File. (continued)

.

.(2) If record is not maintained elsewhere.

savinegs.

(1) 1If record is mal.:tained on earming: recovd
card, . -

{(2) 1f racord is not maintained elscwhore.

Tax Files,

a. Withholding tax exemption certificates, such as
IRS Form W-4, and similar state tax exemption
forms. '

b. Returns on income taxes such as IRS Yorm W-1.

DISPOSAL INSTRUCTIONS

etween agenclies, these authoriza-
tiona must also be transferred. See
Treasury Fiscal Requirements 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.

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

b. All other authorizations including union dues anL

Destroy when superceded ox after
transfer or separation of employce,

Destroy 3 years cfter superse-sion
or 3} years after transfer or separa-
tion of employee. GRS 2, Item 4.

Destroy 4 vears after form is
superseded or opsolete. GRS 2,

Item 18a. !

Dastroy whew 4 vears ald,
GRS 2, Item 10h,
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STANDARD

DISPOSAL INSTRUCTIONS

NUMBER DESCRIPTION OF RECORDS
604-05 Tax Files. (continued)
c. Reports of withheld Federal taxes, such as IRS Form |Destroy when 4 years old. GRS 2,
W~3, with related papers, including reports relating }Item 18c.
to 1ncome and social security taxes.
d. Unemployment taxes (UCFE reports of withholdings). Destroy when 4 years old.
604-06 FICA Reports. Reports of FICA withholdings maintained Cut off at end of calendar year.
on annual basis, such as 941 reports. Destroy 3 years after cutoff.
GRS 2, Item 22,
604-07 Retirement Files.
/'OPM
a. Reports, such asCSC/ gummary of retirement, registers]Destroy when 3 years old.
or other control documents, and other records GRS 2, Item 2la.
relating to retirement, such as SF 2807 or equivalentw
b. Assistance Files. Correspondence memoranda, and Destroy when 1 year old. GRS 2,
other records used to assist retiring employees or Item 21b.
survivors claim insurance or retirement benefits.
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.

b.

If the time card has been initialed by the employee.

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 1s sooner.
GRS 2, Item 8.

1)




STANDARD

DISPOSAL INSTRUCTIONS

NUMBER DESCRIPTION OF RECORDS
604-09 Leave Record 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. Destroy when 3 years old.
b. Other copiles. 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. - File on right side of official
personnel folder. See standard
401-01.
b. Agency copy. 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 audited by GAQO or when 3 years
old, whichever is sooner. GRS 2,
Item 11.

See standard 402-06.
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STANDARD

NUMBER DESCRIPTION OF RECORDS 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 Destroy when Federal Records Cente
disbursement by Treasury disbursing offices, with receives second subsequent payroll
relating papers. or checklist covering the same

payroll unit,

b. All other copies.

(1) I1f earning record card is maintained. Destroy after GAO audit or when 3
years old, whichever is earlier.
(2) If earning record card is not maintained. Transfer to NPRC, St. Louis,
igssouri when 3 years old, Destroy
when 10 years old. GRS 2, Item 13.
604-13 Payroll Control Files. Payroll control registers, such Destroy after GAO audit or when 3
as SF 1125A, and payroll ledgers. . years old, whichever is sooner.
GRS 2, Item 14.
604-14 Payroll Change Files. Payroll change slips, exclusive

of those of the OPF, such as SF 1126.

a. Copy used in GAO audit.

b. Disbursing officer copy used in preparing checks.

c. All other copies.

Destroy when related pay records
are audited by GAO or when 3 years
old, whichever is sooner.

Destroy after preparation of check

Destroy 1 month after the end of
the pay period. GRS 2, Item 15.
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STANDARD .

HUMBER DZSCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS .
604~15 Fiscal Schedules Files. Memorandum copies of fiscal
schedules used in the vavroll process. . ‘
ja. Copy unad in Giv audit, Destroy after GAO audit or <when 3
years old, whichever i: sooner,
1b., Al1 otiher copler, Deastroy 1 month after the end of ‘th
1 . pay period. GRS 2, Itewm 16.
604-10 : Adwninistrative Payroll Raport Filec. Reports, sta-
{tistics, with supporting and related records pertain-
ing to payroll operations and pay administration.
A, Reports and data used for workload and personnel bestroy when 2 years old,
management purposes. .
b, All other reports and data, Destroy vhen 3 years old,
GlS 2, Item 17,
6C4-17 ‘|Levy and Garnishment Files. Official Notlce of Lavy Destroy when 3 years old,
or Garnishment (IRS Forn 608A or equivaleat), change GRS 2, Ttem 23,
6lip, workpapers, correspounderce, release and other o
forna, and other recovds relating to charge azcinst
)| retirement funds or attachment of salary for peyment
of baclk iizame taxes or cthar debts of Federal
euployans,
604-12 |Wage Survey Files. Wage survey reports and data,

working papers and related correspondence pertaining
to area wages pald for each employee class; background
papers establishing need, authorlzation, directionm, -
and analysis of wage surveys; development and imple-
mention of wage schedules; and request for and autho-
rization of specific rates (excluding authorized wage
schedules and wage survey recapitulation sheets).

Destroy after cowpletlion of second
svcceeding wape srurvey.

GXS 2, Item 24,

X4
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STANDARD

DISPOSAL INSTRUCTIONS

NUMBER DESCRIPTION OF RECORDS
604-19 Payroll System Master File. Machine-readable media Destroy in accordance with the
containing data used by the payroll office for payroll ingstructions applicable to the
administration. 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.
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STANDARD

NUMBER DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS
CHAPTER 7. CONTRACTING AND PROCUREMENT RECORDS
SECTION 1. PROCUREMENT AND CONTRACT ADMINISTRA-
TION FILES
701-01 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.

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 close 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.
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STANDARD

DISPOSAL INSTRUCTIONS

NUMBER DESCRIPTION OF RECORDS
701-01 Procurement/Contract Files (continued)
b. Obligation Copy. Destroy when funds are obligated.
c. Other coples of records described above, used by the [Destroy upon termination or com-
procurement office for administrative purposes. pletion. GRS 3, Items 1 and 4.
701-02 Supply Management Files. Files of reports on supply
requirements and procurement matters submitted for supply
management purposes. '
a. Coples received by procurement 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.
— e — Ll
701-03 %Q Solicited end Unsolicited Bids and Proposals Files,
as Successful bids amd proposals | .
a - Prop * QR procurement file (701-0%).
DESTROY with related contract case file
. & (5ee
b item k of this schedule), (
701-0 -
be Solicited and unsolicited unsuccessful bids amd
proposals,
#6104 (1) When filed separately frem contract case fileL.

DESTROY when related contract is completed,

o |-

(2) When filed with contract case files.

item lr of this schedile),

DESTROY with related contract case files (see

t procuremgnt file 701-0%) .

i at end of scal yeur in
“bknied. DestRoy after 1

701 -0\ o B (€7 &) 3,;4'41
- - .......'r-l ——. .
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STANDARD

DESCRIPTION OF RECORDS

DISPOSAL INSTRUCTIONS

¢
701-09

801-01

Interagency Agreement Case Files. Files contain formal

agreement between NLRB and other Federal agencles to
perform services on a reimbursable basls. 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.

CHAPTER 8. NLRB PROGRAM RECORDS

SECTION 1. GENERAL CASE RELATED RECORDS

Production StatisticgFiles. 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

File in inactive file when final
payment 1s made. Cut off inactive
file at close of fiscal year.

Hold 2 years and transfer to FRC.
Destroy 6 years after cutoff.
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STANDARD
NUMBER
DT mag.cm

801-01

DESCRIPTION OF RECORDS

-Production Statistics Files (continued)

and various other reports showing thé disposition of cases
and office caseloads in headquarters and 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) 1ssuing 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
Processing Section and Budget Section.

77

DISPOSAL INSTRUCTIONS

.

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.)



Fyvgus

. 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
number. 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.

—

y forms maintained

Compute
by the Data §

ranch.

Case Record Cards (NLRB—4203,4204), and Compliance

Records (NLRB-4293), maintained in regional offices.

Case history cards maintained by all other head-
quarters units.

Docket sheets or cards.

Other case controls, case assignments, etc.
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Destroy when no longer needed for
administrative and reference

purposes.

Disposal rized. yHDRAWN

Place in inactive file when case
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.




W 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 .
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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 of
fiscal year. Transfer to FARC 2

-years after cutoff. Offer to

NARS 20 years after cutoff, in
5-year blocks. Where representa-
tion petition or unfair labor
practice charge 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, in

5-year blocks.

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




"STANDARD | : . '
HUMBER - DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS

801-06 '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 PERMANENT. Cut off file at end
Executive Secretary . § of fiscal year. Transfer to FARC
5 years after cutoff. Offer to
H NARS 20 years after cutoff, in
5-year blocks.

(2) other copies Cut off file at end of fiscal
year. DESTROY 2 years after -
cutoff.

c. Board agenda records. Minutes, notes, transcripts
of oral arguments, and other records relating to
full Board meetings to determine the disposition
r of cases appealed to the Board.
(1) Record copy maintained by the Office of PERMANENT. Cut off file at end
. Executive Secretary. of fiscal year. Transfer to FARC
5 years after cutoff. Offer to
NARS 20 years after cutoff, in
. . 5-year blocks.
(2) Other copies Cut off file at end of fiscal

year. DESTROY 2 years after
cutoff.
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NLRB Publications.

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, Administrative Bulletins,
Administrative Policy Circulars, Index of Court Decisions
} Relating to the National Labor Relations Act, etc.

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,é
N.L.R.B. Office Style and Correspondence Manual, Classified!

a. Record copy or master file.

b. Other copies.

A

!

& &iZ PGB LA e

» See standard 303-01

n

: Destroy when publication is super-
" seded, canceled, or no longer

{ needed for reference or adminis-

. trative purposes.
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"STANDARD
MUMOER f DESCRIPTION OF RECORDS

801-08 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,
before the Supreme Court and the U.S. Courts of Appeals;
1935 - present. This 1s the only such complete collectlon
in the U.S.A.

a. Record copy (bound paper volumes).
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b. Other copiles

To be used for making additional diazo or
user copies as required,

(2) "User or duplicate microfilm (diazo micro-
3 film) (1 copy).

This certifies that the silver original micro-
£i1lm shall be inspected every 2 years during
its scheduled life in accordance with the
standards set forth in 41 CFR 101-11,507-%,
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Permanent. Offer to NARS in blocks
s volumes when the latter

gare microfilmed, the microfilm is

‘verified, and they are no longer

needed for reference purposes.

[

4

g M&n¢n+-‘
(1) Master microfilm (silver halide original) (1l copy)x o FRC after each block of
1,000 volumes is microfilmed. Offer

-to NARS 20 years after the fiscal
.year in which they were microfilmed

P

A
&

JDestroy when no longer needed for
Ereference.

i
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[ JUoeR £ DESCRIPTION OF RECORDS

An alphabetical case title index, consisting of one
5" x 8" index card for each case, to the bound volumes of

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-
cluded in the bound volume.

801-09 g Index to the Bound Volumes of NLRB Briefs and Records.

a. Record copy (silver halide duplicate and one copy

diazo microfilm)
This certifies that the silver copy shall be
inspected every 2 years during its scheduled
life in accordance with the standards set forth
b. Other copies. in 41 CFR 101-11.507-2.

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

(2) Microfilm coples

R TV ARSI TR TN XY 2 37T VAT FEC A DU UI KLY 27 3 2 TR - T TN W MUY Il Pl oK LD

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

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

80b

NLRB Briefs and Records in closed cases before the Supreme

INSTRUCTIONS

e e . o¥ o~

O 2 IO

JPermanent. Offer to NARS with

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

Destroy upon verification of micro-
ifilm and when no longer needed for
reference purposes.

Destroy when no longer needed for
gduplication purposes.

‘Destroy when copy deteriorates
from use,

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

Case Control Records.

Official Case Files. All papexs relating to the

Agency's processing of chargesjunfair labor practices

("C" cases). Arranged alphabetically by name of case

while pending; by type of case and thereunder by case
after case 1s closed.

humbw

a. Selected for permanent retention

Between 1 and 3 percent 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 nature 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
principleg, precedents, policies, or standards

LN ISNAT PN el e
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See standard 801-01,

Close case upon notification of
final action by Regional Direct-
the Board, or the Court, and plg
in closed case file. Cutoff fi e
at close of calendar year.

PERMANENT, Transfer to Headquar'

ters Case Records Unit 2 years

after cutoff. Case Records Unig
will transfer merged cases to |
FARC 3 years after cutoff. Offe
to NARS 20 years after cutoff.
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DESCRIPTION OF RECORDS

of judgement in such matters as the definition of the
jurisdiction of the Board and 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 purposep

of collective bargaining; and the problem 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

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, or .
other person. Arranged numbrically by case number,

Section 10(j)-Memoranda. General Counsel's recommenda—
tion to Board that it seek injunctive relief pending
Board decision in a case. (Record copy is filed in
official case file.) Arranged chronoldgically,

Transfer to FARC 2 years after
cutoff, DESTROY 6 years after
cutoff,

Place in case file when complain{
is issued or case is closed, :
whichever comes sooner. DESTROYE
with related case file. (see
Standard 802-02).

. Cut off file at close of calendal
year, Destroy 2 years after
cutoff,
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STANDARD
NUMBER

Cut off file ‘at close of calendar
year. Destroy 5 years after
cutoff. '

_Certiorari Memoranda. Recommendations from the General
Counsel to the Board respecting certiorari on adverse
court decisions on 10(j) petitions. Arranged chronolo-

gically. (Record copy is filed in official case file.)

802-06 Reject Files. Copies of appeals of Regional Directors' Destroy after 6 months.
dismissals of cases, which have been rejected by the
General Counsel because of inappropriate or untimely
filing. Arranged by case number.
802-07 Transcripts. Record of hearing before administrative law
Judge on charge of unfair labor practice. Arranged by
case number
a. Record copy Merge with related case file when
. case is closed. Destroy with
related case file (see standard
802-02).
b. Other copies Destroy when case is closed.
802-08 . Administrative Law Judge Decisions. Copies of written Cut off file at close of fiscal
. judgments of merits of unfair labor practice charges. year. Destroy 2 years after
(Record copy is in official case file.) Arranged cutoff.
chronologicakly.
802-09 Transfer Memoranda. Background memoranda §$ m Regional
Directors on cases appealed to the Boardf%%py is in
official case file. Arranged chronologically.
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STANDARD
NUMBER

802-10

802-11

. DESCRIPTION OF RECORDS DISPOSAL INSTRUCTIONS |

‘Transfer Memoranda (continued)

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

a. Headquarters

Cut off
Destroy

at close of calendar
1 year after cutoff.

b. Regional Offices

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

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

a. Solicitor's Office

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

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 of the Decisions and Orders of the NLRB.

a. Copies of orders

Destroy 2 years after cutoff.

Cut off
‘Destroy

at close of calendar
5 years after cutoff.

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

83

Cut off at close of calendar year §




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

8 Backpay Files. Data on job search and interim earning
information on claimants, compiled to ensure compliance

with Board orders for reinstatement of named individuals.
d Arranged by case number and thereunder by name of

claimant.

Court Case Files. Documents relating 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.

84

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 after cutoff.

See standard 101-16.
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SECTION 3. REPRESENTATION PROCEEDING RECORDS
RELATING TO PETITIONS FILED .

B Case Control Records ' ' ? See Standard 801-01.

§ Official Case Files. All papers relating to the Agency's: Close case' upon issuance of
d processing of petitions for certification and decertifi- § certification or dismissal of
| cation of representatives (Includes "R', "AC", "UC" and § case. File in closed case file. }
§ UD" cases.) Arranged alphabetically by name of case § Cut off file at close of calendarf
® while pending; by type of caser and thereunder by case f vear.

" § number after case is closed. i

§ a. Selected for permanent retention o § Permanent. Transfer to Head-

i ? quarters. Case Records Unit 2

| Between 1 and 3 percent of all NLRB case files, these § years after cutoff. Case Records§
files illustrate significant developments in the admin- § Unit will transfer merged case

u'istration'of the National Labor Relations Act or other- ¥ files to FRC 3 years after cut-

§ wise represent the most important cases considered by § off. Offer to NARS 20 years

§ the Board 1n a given year and are selected according § after cutoff.
the following factors: '

(1) The nature 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 thd
actions giving rise to the casej

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

The case's influence on the development of prinbip—3
les, precedents, policies, or standards of - judgemenft
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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 practices; the implications

§ of bargaining in good faith; the determination of what

¢ constitutes undue interference, restraint, or coerciopn;

§ the unit appropriate for purposes of collective barg-

§ aining; and the problem 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 cr-
iterion of importance, but attention should be
given to the preservation of the history of
the efforts to organize a given industry.

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

L b. Not selected for permanent retention

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).

Petitions. Original eopy of petition for repreéentation
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. . T

*

Merge with case file when case i}
closed, Destroy with related ca:e
file, (See standard 803-02).

a. Record Copy
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STANDARD
NUMBER DESCRIPTTION OF RECORDS DISPOSAI, INSTRUCTIONS
803-04 Transcripts. (continued)
b. Other copies Destroy when case is closed.
803-05 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 is closed.
Exception: where transferral of
review of case is granted, for-
ward copies of formal papers
to Headquarters.
803-06 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.)
a. Headquarters Cut off file at close of calendar
year, Destroy 1 year after cutoff.
b. Regional Offices See standard 101-14.
803-07 Election Dockets. See standard 801-02.
803-08 Ballots. Original ballots cadk in each election. Arranged|Destroy when case is closed.
alphabetically by case nanme. :
803-09 Certifications. Issued by election units in regional See standard 101-14.
offices to announce the results of representation
elections. (This is a convenience file; record copy is in
the ofticial case file.) Arranged by case number.
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