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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK (NARA use only)
: JOB NUMBER
(See Instructions on reverse) A/~ yag - 05 7/
T0: NALIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED _ / /é
WANINGTON, DC 20408 3//0/05
1. FROM (ARency or establishment) NOTIFICATION TO AGENCY

Equal EmployRent Opportunity Commission

In accordance with the provisions of 44

2. MAJOR SUBIYVISION U.S.C. 3303a the disposition request,

Office of Equal Offgortunity including amendments, is approved except

3. MINOR SUBDIVEEION for items that may be marked "disposition not
approved" or "withdrawn" in column 10,

4. NAME OF PERSO ITH WHOM TO CONFER 5. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES

Delphine Best {202) 6634223 WIT H D R wa N

6. AGENCY CERTIFICATIO

I hereby certify that I arfauthorized to act for this agency in matters pertaining to the disposition of its records
and that the records propo¥gd for disposal on the attached _____ 3 page(s) are not now needed for the business
of this agency or will not byneeded after the retention periods specified; and that written concurrence from the
General Accounting Office, uRder the provisions of Title § of the GAO Manual for Guidance of Federal Agencies,

[Z' is not required; l:l is attached; or |:| has been requested.
DATE SIGNATURE OF GE LY -\ PRESENTATIVE TITLE
11/8/2004 N NS Records Officer
V4 1
7. ! ) N 9. GRS OR 10. ACTION
ITEM 8.DE TION OF ITEM ANDRPROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)

1 |Internal EEO General Correspondence File

Except material that becomes part of an official charg@case file, the Office of Equal
Opportunity establishes and maintains a General Corre§gondence File for the Office of
Equal Opportunity. The file contains all the original incofy{ng communications and
initialed record copies of outgoing and interoffice correspQgdence arising from the
functions for which the Office of Equal Opportunity exists, r&ber than its intemal
administration or housekeeping activities. The Office of EquaRQpportunity arranges
the correspondence in the file chronologically and alphabeticalifypy Issue/subject.
EEO committee meeting records, including minutes and reports afyalso included in
the file.

The Office of Equal Opportunity establishes and malintains the incomingignd outgoing
correspondence and material related thereto in the General CorrespondeMye File for
one (1) year. After that, the Office of Equal Opportunity should destroy all URpfficial
files/copies when no longer needed for reference, and the Office’s official Gefyral
Correspondence File may be:

-Stored in a separate letter-size two through five-drawer metal vertical or lateral flli
cabinet with a lock in the Office of Equal Opportunity specifically for its closed Gene
Correspondence File material; or

-Moved to a NARA compliant commercial or other federal agency record storage facility
arranged by the Office of the Chief Financial Officer and Director of Administrative
Services; or

-Transferred to the Federal Records Center with the prior approval of the Office of the
Chief Financlal Officer and Director of Administrative Services.

When the officlal EEO General Correspondence File materials are three (3) years old, or
when superseded or obsolete, whichever is applicable, the Office of Equal Opportunity
either destroys or arranges for the destruction of these records then,
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2a

2b

Commissio¥l, The files consist of individual case files containing the record coples of
complaints alainst the Commission with related correspondence, reports, exhibits,
withdrawal nofges, copies of decisions, records of hearings and meetings, and other
records as descRped in 29 CFR 1613.222. Cases resolved within the Commission,
MSRP, FLRA, or bja U.S. Court.

Excluding duplicate c\ge files or documents retained in the Commission’s Officlal
Discrimination ComplaMy Case Files, OEO retains the resolved case files until they
four (4) years old after re3glution of the case to which the case file pertains to when
OEO automatically destroy®ocally the official discrimination complaint case file for
the resolved complaint.

Duplicate case flles or documentRkept by OEO until they are one (1) year old from the
date that the case to which the file ains to Is resolved when OEO automatically
destroys the duplicate case file.

Internal Equal Employment Opportunity ords-Preliminary and Background Official
Discrimination Complaint Files

OEO maintalns the Preliminary and BackgroundQfficial Discrimination Complaint
Case Files of the Commission. These files contaifybackground records related to
individual discrimination complaints that are not fil&y in the Official Discrimination
Complaint Case Files, including records documentinghgomplaints that do not develop
into Officlal Discrimination Complaint Cases.

OEO retains the background records that pertain to complRgts that have developed
Into Official Discrimination Complaint Cases but are not file the Official
Discrimination Compfaint Flles for two (2) years after the date & final resolution of the
case to which the record pertains to. After that, OEO automaticaly destroys the
records locally.

Internal Equal Employment Opportunity Records - EEQ Compllance Rgview Files

OEO establishes and maintains the official EEO Compliance Review FileQof the
Commission containing records that cover the Commission’s reviews, ba%ground
documents, and correspondence relating to a Commission contractor's emfoyment
practices. OEO may agree with the Office of the Chief Financial Officer and DRgector of
Administrative Services to share Commisslon contractor files that create such
records.

OEO retains Individual contractors’ file folders in the official Compliance Review Fi
for one (1) year following the date the Commission has taken final action concerning
the review to which the file pertains to. After that, such official Compliance Review
Files may be:

-Stored in a separate letter-size two through five-drawer metal vertical or lateral filing
cabinet with a lock In the office specifically for the Office’s closed Compliance Review
Files; or

-Moved to a NARA compliant commercial or other federal agency record storage
facllity arranged by the Office of the Chief Financial Officer and Director of
Administrative Services; or

-Transferred to the Federal Records Center with the prior approval of the Office of the
Chief Financial Officer and Director of Administrative Services.

When the official Compliance Review Files are seven (7) years old, the OEQ either
destroys or arranges for the Federal Records Center to destroy the seven (7) year old
records,

GRS 1, tem no.25a. b.

GRS 1, Item no. 25 c.

GRS 1, Item no. 25 d. (1)

115-109 Two copies, including original, to be submitted

to the National Archives and Records Administration.
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OEO estdfjlishes and maintains the official EEO Compliance Review Flles of the
Commissid@ containing records that cover the Commission’s reviews, background
documents, Y d correspondence relating to a Commission contractor's employment
practices. OEQ may agree with the Office of the Chief Financlal Officer and Director of
Administrative S@rvices to share Commission contractor flles that create such records.

Files may be:

-Stored in a separate letter s e two through five-drawer metal vertical or lateral filing
cabinet with a lock In the offiga specifically for the Office’s closed Compliance Review
Files; or

Moved to a NARA compliant com : 8erclal or other federal agency record storage
facility arranged by the Office of th d&hief Financial Officer and Director of
Administrative Services; or .

-Transferred to the Federal Records Cen bv;  with the prior approval of the Office of the
Chief Financial Officer and Director of AdniWhistrative Services.

When the official Compliance Review Files ven (7) years old, the OEO either
destroys or arranges for the Federal Records Cégger to destroy the seven (7) year old
records. )

automatically destroys them locally. OEO destroys all other nonre coples of the
reports when no longer needed for reference. ?

employment statistics relating to race and sex of Commission employees.

OEO retains the paper record coples of the statistics until they are five (5) years o 'Y
when OEO automatically destroys the locally. All other nonrecord copies are ’
automatically destroyed when no longer needed for reference.

[NOTE: Electronic master files and data bases created to supplement replace the paper

EEO employment statistics files of the Commission are not authorized for disposal
under this Governmentwide recordkeeping authority. All such electronic records must
be scheduled by OEO by submitting a SF 115, Request for Records Disposition
Authority, to NARA, through the Office of the Chief Financial Officer and Director of
Administrative Services, for their proper disposal.]

Internal Equal Employment Opportunity Records - EEO Affirmative Action Plans (AAP)

OEO maintains the record copies of the EEO Affirmative Action Plans of the
Commission, Including the Commission’s feeder plan for its consolidated AAP; locally
review reports of the Commission’s Affirmative Action Programs; and the Commission
record copy of its annual reports of Affirmative Action accomplishments.

EEO Affirmative Action Plans. OEO retains the record copies of the Commission's
EEO Afflrmative Plans until they are five (5) years old from the plan's date when OEO
destroys the aged plans locally.

GRS 1, Item no. 25 d. (1)

GRS 1, ltem no. 25 d. (2)

GRS 1, Item no. 25 f.

GRS 1, ltemRg. 25 h.

115-109 Two copies, including original, to be submitted

to the National Archives and Records Administration.
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8b | CommMgion AAP Feeder Plans. The Commission’s AAP feeder plans to Its
consolidNgd EEO AAPs are kept by OEO for flve (5) years from date of plans, or when
their adminf8¢ative purposes have been served, whichever is sooner.

8c |Locally AAP Re Reports. OEO retains the record copies of the Commission
locally Affirmative ion Program review reports until they have reached the age of
five (5) years from theNgport's date.

8d | Annual AAP AccomplishmBgts Report. OEO keeps the record copies of the
Commission’s annual AAP a®ypmplishments reports until they have reached five (5)
years old from the report's datefghen OEO automatically destroys the aged for five (5)
years reports.

115-109 Two copies, including original, to be submitted STANDARD FORM 115-A (REV. 3-91)
to the National Archives and Records Administration. Prescribed by NARA

36 CFR 1228





