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REQUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK (NARA use only)
. JOB NUMB
(See Instructions on reverse) ﬁ [-403 05~
ATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED / /
LASHINGTON, DC 20408 3//0/65
1. FRO@A (Agency or establishment) NOTIFICATION TO AGENCY

In accordance with the provisions of 44
2. MAJORQBDIVISION U.S.C. 3303a the disposition request,
Office of Resfiirch, Information and Planning including amendments, is approved except

3. MINOR SUSLVISION for items that may be marked "disposition not
approved"” or "withdrawn" in column 10.
4. NAME OF PERYAN WITH WHOM TO CONFER 5. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES

" (202) 663-4223 WITHD RAWN

6. AGENCY CERTIFICAT
I hereby certify that authorized to act for this agency in matters pertaining to the disposition of its records
Ascd for disposal on the attached 8 page(s) are not now needed for the business
of this agency or will noM@e needed after the retention periods specified; and that written concurrence from the

General Accounting Ofﬁce pder the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies,

|Z| is not required; |:| is attached; or D has been requested.

DATE SIGNATURE OF AGCY REPRESENTATIVE TITLE
11/8/2004 ' Records Officer
L
7. / 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM ANMCROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. b JOB CITATION USE ONLY)

1 |General Correspondence File

ORIP establishes and maintains a General Correspofjfience File for ORIP. The file
contains all the original incoming communications arkiipitialed record coples of
outgoing and interoffice correspondence arising from Y@ functions for which the ORIP
exists, rather than its internal administration or housekedfling activities. ORIP
arranges the correspondence in the file chronologically arkgy Iphabetically by issue/
subject.

ORIP establishes and maintains the Incoming and outgoing cofg gpondence and
material related thereto in the General Correspondence File for S¢i\ (1) year. After that,
ORIP should destroy all unofficlal files/coples when no longer nec@d for reference,
and the Office’s officlal General Correspondence File material may &g

-Stored in a separate letter-size two through five-drawer metal vertical {iia
cabinet with a lock in the Office of Research, Information and Planning S@cifically for
its closed General Correspondence File material; or

-Moved to a NARA compliant commaercial or other federal agency record sto :
arranged by the Office of the Chief Financial Officer and Director of Administrajike
Services (OCFO/AS); or

e facility

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

When the official General Correspondence File material are three (3) years old, ORIP
either destroys or arranges for the destruction of these records then.

115-109 NSN 7540-00-634-4064 D FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA
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REQUEST FOR RECORDS DISPOSITION AUTHORITY - CONTINUATION  [OBNUMBER - |PAGE

7. 9. GRS OR 10. ACTION
8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA

» JOB CITATION USE ONLY)
* anagement Control Policy, Procedures, and Guidance Files GRS 16, Item no. 14(a)

P maintains the Policy, Procedures, and Guidance Files for the management
| records of the Commission. These files contain the record keeping of Internal

$ilp record keeping coples of the material contained in these files until
they are supliseded. After that, ORIP should destroy the expired materials locally.

GRS 18, Item no. 14 (b)

GRS 18, Item no. 14 (c)

%Y
ORIP maintains the Risk Analyse&.file of the Commission. This file consists of the
official copy of record of the reportbﬁhd supporting materials used to document
review of program areas for susceptn‘hﬁ to loss or unauthorized use of resources,
errors In reports and information, and lilggal and unethical actions.

ORIP cuts off closed files annually and au

4
}i'}l tically destroys the material in the file
after completion of next review cycle. a,)

»

5 | Management Control Annual Reports and Assurgficp Statements GRS 18, ltem no. 14 (d)
N,

ORIP maintains the Annual Reports and Assurance ?ﬁtements file of the Commission.
The reports and statements contained in the file are b' adquarters and field offices

that the Commission compiles into a single unified rep
President. Excluded are the official copies of record of thg Eonsolidated final reports
submitted directly to the President.

ORIP cuts off annually and automatically destroys the materia
completion of the next review cycle, as appropriate.

6 Management Control Tracking Files GRS 16, item no. 14 (e)
ORIP maintains the manual and automated Tracking Files of Commissig

managing the Commission’s carrying out of OMB Circular A-123, and the
Managers’ Financial Integrity Act.

ORIP retains the material in the tracking files for one (1) year after the report I&
completed and then automatically destroys them on site. ’
7 Program Performance and Review Files NC1-403-79-01 RCS, Item no.
ORIP maintains the Program Planning and Control Files of the Commission. These

files consist of the official copy of record of documents supporting the program

performance goals identified in Performance Plans required by the Government
Performance and Results Act (GPRA) and other specific plans.

The record copies of the documents In the Program Performance and Review Files are
kept in the files as active records until the close of the fiscal year to which they pertain
to. After the close of the fiscal year to which they pertain, ORIP may:

-Store them in a separate letter-size two through five-drawer metal vertical or lateral
filing cabinet with a lock maintained in ORIP specifically for the Commission’s closed
Program Performance and Review File materials; or

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

36 CFR 1228
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8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION

9. GRS OR
SUPERSEDED
JOB CITATION

10. ACTION
TAKEN (NARA
USE ONLY)

8b

8c

N Blove the closed files to a NARA compliant commercial or other federal agency record
Wz ge facllity arranged by the Office of the Chief Financial Officer and Director of

;";5- , ORIP automatically destroys or arranges for the destruction of the
closed records ";p__; rever they are temporarily kept.
# )
Research and Survey Files- EEO-1, Employer Information Reports
ORIP maintains the re '%:oples of all EEO-1, Employer Information Reports, received
by the Commission in t esearch and Survey Files of the Commission. The reports
are by private employers with 100 or more employees regarding their work force that
include information Title Vil kuires them to provide annually to the Commission.

The Information In the reports l%des number of employees, races, sex, job
occupation, and number of perso é)pcluded in each category. [The EEO-1, Employer
Information Report is a joint requiremgnt by the Commission and OFCCP (Dept. Of
Labor) and Small Business Administrafion]

Hard Copy (Paper) and Microfilmed Repgﬁ\_Temporary. When ORIP receives paper
reports, ORIP may microfilm the paper repogls upon their recelpt. When ORIP verifies
the paper reports have been microfilmed, ORW. ay then destroy the paper reports
that have been microfilmed and: ;

-Store the microfilm in separate letter-size two throué' flve-drawer metal vertical or
lateral filing cabinets with a lock specifically for EEO mployer Information Reports;
or »

-Move the microfilm to a NARA compliant commercial or oz?leg‘(ederal agency or other
Federal Records Center arranged by the Office of the Chief Fi cial Officer and
Director of Administrative Services ; or

-Transfer the microfilm to the Federal Records Centeor with the prior'gfgroval of the
Office of the Chief Financial Officer and Director of Administrative Se s.

When the microfilm is ten (10) years old, or when no longer needed for r'qference.
whichever is later, ORIP automatically destroys or arranges for the destru‘%@?n of the
expired microfilm,

Non-microfilmed Reports. Temporary. Where ORIP receives paper reports and thg
reports are not microfilmed, upon compilation of the data in the reports ORIP may:

-Store the paper reports in separate letter-size two through five-drawer metal vertical
or lateral filing cabinets with a lock specifically for EEO-1, Employer Information
Reports; or

-Move the paper reports to a NARA compliant commercial or other federal agency or
other Federal Records Center arranged by the Office of the Chief Financial Officer and
Director of Administrative Services ; or

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

When the paper reports are ten (10) years old after their due date, or when no longer
needed for reference, whichever is later, ORIP automatically destroys or arranges for
the destruction of the expired paper reports.

ADP Tape or other Electronic Media. Permanent. As stipulated In prior agreements
between NARA and the Commission will annually offer to NARA all EEO-1, Employer
Information Reports, ADP tape or other NARA approved substitute electronic media for
permanent retention, ORIP should make all such offerings through the Office of the
Chief Financlal Offlcer and Director of Administrative Services.

NCI-403-75-01 RCS, Item no.

12B1(a)

’ NCI1-403-75-01 RCS, Item no.
. | 12B (1)(a)3

RCS, item no. 12B(1)(a)4

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

to the National Archives and Records Administration.

STANDARD FORM 115-A (REV, 3-91)

Prescribed by NARA
36 CFR 1228
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. 9. GRS OR 10. ACTION
M 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA

JOB CITATION USE ONLY)

9 esearch and Survey Flles- EEO-2 Apprenticeship Information Reports

maintains the record coples of all the EEO-2 Apprenticeship Information Reports
re d by the Commission in the Research and Survey Files of the Commission.
Join or-management apprenticeship committees file the reports regarding their
appre ship programs that include information Title Vil requires them to provide
annuall the Commission. The information In the reports includes number of
apprentic@® races, ethnic groups, sex, trade and year of apprenticeship and number of
persons in ed In each category.

9a |Hard Copy (Pafffix). Temporary. Upon compilation of the data In the paper (hard copy) | NC1-403-75-1 RCS, tem no. 1
reports, ORIP m 2B(1)(b)1

-Store the record cofiies of the paper reports In separate letter-size two through five-
drawer metal vertical Jgjateral filing cabinets with a lock specifically for EEO-2
Apprenticeship Informa Reports ; or

-Move the record coples o paper reports to a NARA compliant commercial or other
federal agency or other Federsl} Records Center arranged by the Office of the Chief
Financial Offlcer and Director dministrative Services; or

-Transfer the record copies of the fiper reports to the Federal Records Center with the
prior approval of the Office of the ChIgf Financial Officer and Director of Administrative
Services.

When the record copies of the paper repot® are ten (10) years old after their due date,
or when no longer needed for reference, whithever is later, ORIP automatically
destroys or arranges for the destruction of thi¢ipxpired record copies of the paper
reports.

9b | ADP Tape or other Electronic Media. Permanent.
between NARA and the Commission ORIP will annuafly offer to NARA all EEO-2, 12B (1) (b) 2
Apprenticeship Information Reports ADP tape or othe RA approved substitute
electronic media for permanent retention. ORIP should fjake all such offerings
through the Office of the Chief Financial Officer and Directg} of Administrative
Services.

stipulated in prior agreements NC1-403-75-1 RCS, Item no.

10 | Research and Survey Files- EEO-2E, Apprenticeship Information:Reports

ORIP malntains the record copies of all the EEO-2E ApprenticeshipThformation
Reports received by the Commission in the Research and Survey FlT f the
Commission. Private employers operating apprenticeship programs e reports
regarding their apprenticeship programs that include information Title V%xequlres
them to provide annually to the Commission. The information In the repoti.includes
number of employees, races, sex, ethnic groups, trade and year of apprentigaship, and
number of persons Included in each category.

NC1-403-75-1RCS, ltem no.

10a |Hard Copy (Paper). Temporary. Upon compliation of the data in the paper (hard Do
ha 12B(1)(c)1

reports, ORIP may:

-Store the record copies of the paper reports In separate letter-size two through five- L
drawer metal vertical or lateral flling cabinets with a lock specifically for EEO-2E
Apprenticeship Information Reports ; or

-Move the record copies of the paper reports to a NARA compliant commercial or other
federal agency or other Federal Records Center arranged by the Office of the Chief
Financial Officer and Director of AdmInistrative Services; or

-Transfer the record copies of the paper reports to the Federal Records Center with the
prior approval of the Office of the Chief Financial Officer and Director of Administrative
Services.

When the record coples of the paper reports are ten (10) years old after thelr due date,
or when no longer needed for reference, whichever is later, ORIP automatically
destroys or arranges for the destruction of the expired record coples of the paper
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
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10b

11

11a

11b

12

12a

Tape or other Electronic Media. Permanent. As stipulated In prior agreements
bet?@ien NARA and the Commission ORIP will annually offer to NARA all EEO-2,
Appré@iceship Information Reports ADP tape or other NARA approved substitute
electro edia for permanent retention. ORIP should make all such offerings
through ce of the Chlef Financial Officer and Director of Administrative
Services.

Research and ey Flles- EEO-3, Local Union Reports

ORIP maintains th\Z‘ bcord copies of the EEO-3, Local Union Reports in the Research
and Survey Files of ¢ ommission. The reports are by unions that include
Information Title Vil reqiires them to provide biennially to the Commission. The
information in the reports cludes membership, referrals and applicants by race/
ethnic group and gender.

¥
Hard Copy (Paper). Tempora Mpon compilation of the data In the paper (hard copy)
reports, ORIP may: %

-Store the record coples of the paperi:
drawer metal vertical or lateral filing cal
Union Reports; or

iports in separate letter-size two through five-
ts with a lock specifically for EEO-3, Local

-Move the record copies of the paper reports 03 NARA compliant commercial or other
federal agency or other Federal Records Centef anged by the Office of the Chief
Financlal Officer and Director of Administrative Ser})ices, or

-Transfer the record copies of the paper reports to the Faderal Records Center with the
prior approval of the Office of the Chief Financial Officer. Qnd Director of Administrative
Services. VR

When the record coples of the paper reports are ten (10) yearﬁald after their due date,
or when no longer needed for reference, whichever is later, ORIE" automatically
destroys or arranges for the destruction of the expired record copl‘e of the paper
reports. .}3\

Y

ADP Tape or other Electronic Media. Permanent. ORIP will annually :Bffe; to NARA all
EEO-3, Local Union Report ADP tapes or other NARA approved substitute ejectronic
media for permanent retention as stipulated in prior agreements between NARA and
the Commission. ORIP should make all such offerings through the Office of Q&e Chief
Financlal Officer and Director of Administrative Services.

Research and Survey Files- EEO-4, State and Local Government Information Repb{j{;
3

ORIP maintains the record copies of the Commission’s Research and Survey Files :}‘
EEOQ44, State and Local Government Information Reports. The reports are by State and
local governments regarding their work force that include information Title VI requires
them to provide the Commission. The information in the reports includes number of
employees, races, sex, Job occupation, and number of persons included in each
category. [The EEO-4, State and Local Government Information Report is a Joint
requirement by the Commission and the Department of Housing and Urban
Development, Department of Transportation, and Department of Justice.]

Hard Copy (Paper) and Microfilmed Reports. Temporary. When ORIP receives paper
reports, ORIP may microfilm the paper reports upon their receipt. When ORIP verifies
the paper reports have been microfiimed, ORIP may then destroy the paper reports
that have been microflimed and:

-Store the microfilm in separate letter-size two through five-drawer metal vertical or
lateral filing cabinets with a lock specifically for EEO-4, State and Local Government
Reports; or

-Move the microfilm to a NARA compliant commerclal or other federal agency or other
Federal Records Center arranged by the Office of the Chief Financial Officer and
Director of Administrative Services ; or

128 (1) (c) 2

128(1)(d) 1

NC1-403-75-1RCS, ltem no.
128 (1) (d) 2

Nc1-403-754 RCS, ltem no.
12 B(1)(e)1. zy“

%,

NC1-403-75-1RCS, ltem no.

NC1-403-75-1RCS, ltem no.

115-109

Two copies, including original, to be submitted
to the National Archives and Records Administration.

STANDARD FORM 115-A (REV. 3-91)

Prescribed by NARA
36 CFR 1228
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REQUEST FOR RECORDS DISROSITION AUTHORITY - CONTINUATION [JOBNUMBER |PASE

9. GRS OR 10. ACTION
8. DESCRIPTION OF ITEM AND PROPOSED D!SPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)
er the microfilm to the Federal Records Center with the prior approval of the
the Chief Financial Officer and Director of Administrative Services.
microfilm is ten (10) years old, or when no longer needed for reference,
ater, ORIP automatically destroys or arranges for the destruction of the
When the micrd is ten (10) years old, or when no longer needed for reference,
whichever is latefRRIP automatically destroys or arranges for the destruction of the
expired microfilm.
12b | Non-microfilmed Repo Temporary Where ORIP receives paper reports and the NC1-403-75-1RCS, Item no.
reports are not microfilm&@ upon compliation of the data in the reports ORIP may: 12B(1)(e)3

-Store the paper reports in sefgrate letter-size two through five-drawer metal vertical
or lateral filing cabinets with a Nk specifically for EEO-4, State and Local Government
Reports; or )

-Move the paper reports to a NARA cd
other Federal Records Center arranged
Director of Administrative Services ; or

ppliant commercial or other federal agency or
the Office of the Chief Financial Officer and

When the paper reports are ten {10) years old afte ’
needed for reference, whichever is later, ORIP autont:
the destruction of the expired paper reports.

elr due date, or when no longer
Bically destroys or arranges for

12c | ADP Tape or other Electronic Media. Permanent. ORIP Eannually offer to NARA all | NC1-403-75-1RCS, ltem no.
EEO<4, State and Local Government Report ADP tapes or otfiliy NARA approved 12B(1)(e)4
] In prior agreements

13 | Research and Survey Files- EEO-5, Elementary and Secondary Staff prmation
Reports G

ORIP maintains the record copies of the Commission’s Research and Surve)
EEO-5, Elementary and Secondary Staff Information Reports. These reportsgre
elementary-secondary public school districts regarding their work force that Mkjude
information Title VIl requires them to provide biennially to the Commission. Thé
Information in the reports includes number of employees, races, sex, job occup.
and number of persons included in each category. [The EEO-5, Elementary and %
Secondary Staff Information Report is a Joint requirement of the Commission and th
Department of Education and Department of Justice.]

13a | Hard Copy (Paper) and Microfilmed Reports. Temporary. When ORIP receives paper
reports, ORIP may microfilm the paper reports upon their receipt. When ORIP verifles
the paper reports have been microfilmed, ORIP may then destroy the paper reports
that have been microfilmed and:

-Store the microfilm in separate letter-size two through five-drawer metal vertical or
lateral flling cabinets with a lock specifically for EEO-5, Elementary and Secondary
Staff Information Reports; or

-Move the microfilm to a NARA compliant commercial or other federal agency or other
Federal Records Center arranged by the Office of the Chief Financial Officer and
Director of Administrative Services ; or

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

When the microfilm is ten (10) years old, or when no longer needed for reference,
whichever is later, ORIP automatically destroys or arranges for the destruction of the
expired microfilm.

When the microfilm Is ten (10) years old, or when no longer needed for reference,
whichever Is later, ORIP automatically destroys or arranges for the destruction of the
expired microfilm.

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

STANDARD FORM 115-A (
to the National Archives and Records Administration.

Prescribed
36 CFR 1228
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13¢c

14

14a

14b

gen-microfilmed Reports. Temporary. Where ORIP receives paper reports and the
Rorts are not microfiimed, upon compllation of the data In the reports ORIP may:

-Transfer the pap: Bk
Office of the Chief k T ancial Officer and Director of Administrative Services.

When the paper repo
needed for reference,

ifare ten (10) years old after their due date, or when no longer
Hichever is later, ORIP automatically destroys or arranges for

ADP Tape or other Electroni W
EEO-5, Elementary and Second
approved substitute electronic
' ommission. ORIP should make all such offerings
through the Office of the Chief Flna iéjal Officer and Director of Administrative

Services.

Research and Survey Files- IPEDS-S (Fo ; erly EEO-6) Higher Education Staff
Information Reports }
ORIP maintains the record copies of the Com f“ ssion’s Research and Survey Files
IPEDS-S (Formerly EEO-6) Higher Education Staff Information Reports. These reports
are by public and private institutions of higher e liag ation regarding their work force
that include Information Title Vil requires them to p‘( vide biennially to the
Commission. The information in the reports includes;work face data by race and
ethnic categories, sex, length of contract, occupatlond?-categorles and annual salary.
[The IPEDS-S (Formerly EEO-6) Higher Education Staff| ‘ormation Report is a Joint
requirement of the Commission and Department of Education, Department of Justice,
and OFCCP (Dept. Of Labor.)

+9,
Hard Copy (Paper) and Microfilmed Reports. When ORIP recei}g: paper reports, ORIP
may microflim the paper reports upon their receipt. When ORIP)xerifies the paper
reports have been microfiimed, ORIP may then destroy the paper orts that have
been microfilmed and: ¥

-Store the microfilm in separate letter-size two through five-drawer mel { vertical or
lateral filing cabinets with a lock specifically for IPEDS-S (Formerly EEO: Higher
Education Staff information Reports; or

id
-Move the microfilm to a NARA compliant commercial or other federal agenc&y,#
Federal Records Center arranged by the Office of the Chief Financial Officer ang
Director of Administrative Services ; or

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

When the microfilm Is ten (10) years old, or when no longer needed for reference,
whichever is later, ORIP automatically destroys or arranges for the destruction of the
expired microflim.

Non-microfilmed Reports. Where ORIP receives paper reports and the reports are not
microflimed, upon compilation of the data In the reports ORIP may:

-Store the paper reports in separate letter-size two through five-drawer metal vertical
or lateral filing cabinets with a lock specifically for IPEDS-S (Formerly EEO-6) Higher
Education Staff Information Reports; or

-Move the paper reports to a NARA compliant commerclal or other federal agency or
other Federal Records Center arranged by the Office of the Chlef Financial Officer and
Director of Administrative Services ; or

NC1-403-75-1RCS, ltem no.

12B(1)()3

NC1-403-75-1RCS, ltem no.

12B(1)(N 4

NC1-403-75-1RCS, ltem no.
12B (1) (g) 1. 2.

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

to the National Archives and Records Administration.

STANDARD FG§

115-A (REV. 3-91)
escribed by NARA
36 CFR 1228
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14c

15

16

ansfer the paper reports to the Federal Records Center with the prior approval of
th{ Office of the Chief Financial Officer and Director of Administrative Services.

Wherkghe paper reports are ten (10) years old after their due date, or when no longer
neededifor reference, whichever is later, ORIP automatically destroys or arranges for
the destyction of the expired paper reports.

other NARA apfroved substitute electronic media for permanent retention as
stipulated in pridy agreements between NARA and the Commission. ORIP should
make all such offéiings through the Office of the Chief Financlal Officer and Director of
Administrative Ser/ges.

Research and Survey s- Data Sharing Agreements

ORIP malntains the recordigopies of the Commission’s Data Sharing Agreements with
other agencies In the ComM¥ssion’s Research and Survey Files. The agreements are
arranged in the flles alphabetRally by agency. The agreements are between the
Commission and other federal, {tate and local government agencies to share
statistical data on employment pRyctices and trends, according to Commission
prescribed data confidentiality reqigements.

When the record copies of the agree ts are one (1) year old, ORIP may:

-Store them in separate letter-size two thiugh five-drawer metal vertical or lateral
flling cabinets with a lock specifically for ity Commission’s closed Data Sharing
Agreements; or

-Move the record coples of the agreements to a RARA compliant commercial or other
federal agency or other Federal Records Center aRanged by the Office of the Chief
Financlal Officer and Director of Administrative Se

expiration ORIP automatically destroys or arranges for the deS¢ruction of the expired
data sharing agreements. ORIP may automatically destroy all &her nonrecord
keeping copies when no longer needed for reference.

Research and Survey Files- Research Project File

ORIP maintains the Research Project File of the Commission. The file 3gnsists of
folders for each project arranged alphabetically by subject. The folders ontain
record copies of all documentation refiecting a complete history of each pRaject
initiation through research and development to completion. This includes, When
created Commission personnel or contractors, procurement files, consisting §f a copy
of each

-contract or agreement for research services with related modifications, changes
addendums; initial and final proposals; project authorization documents;

-technical characteristics; progress reports; notice of completion or cancellation; and
correspondence influencing the course of action taken on a project. For example,
designs and specifications for EEO reports for survey contracts, and the monitoring of
the projects for adherence to the terms of the contract.

Upon the completion of a research project, ORIP may:
<Store the file folder for the completed project in a separate letter-size two through

five-drawer metal vertical or lateral filing cabinets with a lock specifically for the
Commission’s closed Research Project File folders; or

NC1-403-75-1RCS, Item no.
12B(1)(g) 4

NC1-403-79-1RCS, ltem no.
12B(2)

NC1-403-79-1RCS, ltem no.
128 (3)

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

to the National Archives and Records Administration.

STANDARD FQRM 115-A (REV. 3-91)

Prescribed by NARA
36 CFR 1228
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M3 the closed file folder and its contents to a NARA compliant commaerclal or other
federf@mgency or other Federal Records Center arranged by the Office of the Chief
Financi®q@Rfficer and Director of Administrative Services; or
J@losed file folders and their contents to the Federal Records Center with
the prior approfl of the Office of the Chlef Financial Officer and Director of
Administrative
When an closed Res h Project File folder Is five (5) years old following the
completion of the proj o which It pertains, ORIP automatically destroys or arranges
for the destruction of the'eg@mired project file folders and their contents. ORIP may
automatically destroy all otffek.non record keeping coples when no longer needed for
reference.
115-109 Two copies, including onginal, to be submitted STANDARD FORM 115-A (REV. 3-91)

to the National Archives and Records Administration. Prescribed by NARA
36 CFR 1228






