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REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(See Instructions on reverse) 

ATIONAL ARCHNES and RECORDS ADMINISTRATION (NIR)
 
SHINGTON, DC 20408
 

NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 
U.S.C. 3303a the disposition request, 

Icatlons and Legislative Affairs	 including amendments, is approved except 
for items that may be marked "disposition not 
approved" or "withdrawn" in column 10. 

5. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

Delphine Best	 (202) 6634223 "vI,H DRAWN 
6. AGENCY CERTIFICATIO 

I hereby certify that I a uthorized to act for this agency in matters pertaining to the disposition of its records 
and that the records propo for disposal on the attached 3 page(s) are not now needed for the business 
of this agency or will not b eeded after the retention periods specified; and that written concurrence from the 
General Accounting Office, un r the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

D has been requested. 

DATE	 TITLE 

11/8/2004	 Records Officer 

7.	 9. GRSOR 10. ACTION 
ITEM	 SUPERSEDED TAKEN (NARA 
NO. JOB CITATION USE ONLY) 

General Correspondence File 

The Office of Communications and Legislative Affairs (0 ) establishes and
 
maintains a General Correspondence File for OCLA. The contains all the original
 
incoming communications and initialed record copies of ou ing and Interoffice
 
correspondence arising from the functions for which OCLA e ts, rather than Its
 
Internal administration or housekeeping activities. OCLA arra s the
 
correspondence in the fiie chronologically and alphabetically by ue/subJect
 

1a Record Copy 

Temporary. OCLA establishes and maintains the incoming and outgoi
 
correspondence and material related thereto in the General Correspond
 
one (1) year. After that, the Office's official General Correspondence File
 

- Stored in a separate letter-size two through five-drawer metal vertical or late	 filing 
cabinet with a lock in OCLA for its closed General Correspondence File materia 

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

1b All Other Copies 

Temporary. Destroy when no longer needed for reference. 

115-109 NSN 7540-00-634-4064 
PREVIOUS EDITION NOT USABLE 

115 (REV. 3-91) 
Prescribed by NARA 

ADMINISTRATIONl1PSG ELECTRONIC FORM 
36 CFR 1228 
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REQUEST FOR RECORDS DI~POSITION AUTHORITY _ CONTINUATION , JOB NUMBER 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
9. GRSOR 

SUPERSEDED 
JOB CITATION 

10. ACTION 
TAKEN (NARA

USE ONLY) 

OffIce of Communications and Legislative Affairs establishes and maintains the 
. latlve History File of the Commission containing the Commission's record copy 

ongresslonal bills and hearings; Committee reports; Public Laws; Executive 
and Memoranda concerning the Commission's statute and related statutes; 

s on current legislation; and other related documents. The material 
the file will be arranged by sessions of Congress. 

NC1-403-79-1 
15 C 

RCS, Item no. 

mmunlcatlons and Legislative Affairs establishes and maintains the 
d In the Legislative History File for two (2) years after the material's 

enactment. After that, the two (2) year old material In the 
emay be: 

The Office 0 

material cont 
date of Issuanc 
Legislative Hlsto 

• Stored In a separate 
cabinet with a lock In 0 
specifically for Its closed 

r-slze two through five-drawer metal vertical 
of Communications and Legislative Affairs 

Islatlve History File material; or 

or lateral 
the 

filing 

• Moved to a NARA compllan 
facility arranged by the Office 
Administrative Services; or 

0 

merclal 
Chief 

or other federal agency record storage 
Financial Officer and Director of 

• Transferred to the Federal Records 
Chief Financial Officer and Director of 

ter with the prior approval 
Inlstratlve Services. 

of the Office of the 

When four (4) years old, the Office of Com 
automatically transfers this material to the F 
of the Office of the Chief Financial Officer and 

icatlons and Legislative Affairs 
al Records Center with the approval 

ctor of Administrative Services to 
keep until they are ten (10) years old and then d y. 

3 Congressional Inquiries 

IIshes and maintains the 
alns all the original 

espondence arising 
. The Office of 
responses thereto 

The Office of Communications and Legislative Affairs e 
Congressional Inquiries file of the Commission. The file 
Incoming and record copies of the outgoing and Interoffice 
from all Inquiries received by the Commission from the Cong 
Communications and Legislative Affair arranges the Inquiries 
In the file by the Congressional member's last name. 

NC1-403-79-1 
15 D (1) 

RCS, Item no. 

When the materials In these files are two (2) years old after the Com 
action In response to the Congressional Inquiry, the Office of Commu 
Legislative Affairs may automatically destroy them locally then, or earli 
otherwise needed for administrative purposes. 

4 Office of the President File 

The OffIce of Communications and Legislative 
Office of the President File of the Commission. 

Affairs establishes 
The file consists 

and maintains 
of all material 

NC1-403-79-1 
15 D (2) 

RCS, Item no. 

Involving direct relations with the President, Vice President or their first echelon 
aldes/secretarles regarding the status of discrimination charges, or general Inquiries 
about the Commission. The material In this file Is arranged alphabetically by Issue 
and chronologically by the date of the material. 

When the official record copies of the materials In this file are two (2) years old, they 
may be automatically destroyed then or when no longer needed for administrative 
purposes. All other copies are destroyed when no longer needed for reference. 

5 Federal Agency File 

The Office of Communications and Legislative Affairs establishes and maintains the 
Federal Agency File of the Commission. The file consists of all the official record 
copy of correspondence, memoranda, rules or regulations other Information received 
from other Government agencies which related to the operations of the Commission. 

When the official record copies of the materials contain In this file are two (2) years 
old, they are automatically destroyed then or when no longer needed for 
administrative purposes. All other copies are destroyed when no longer needed for 
reference. 

115-109 Two copies, including original, to be submitted STANDARD FORM 11 - (REV. 3-91) 
to the National Archives and Records Administration. Prescribed by NARA 

36 CFR 1228 



FOR RECO~DS DI~POSITION AUTHORITY - CONTINUATION •
 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

6 

of Communications and Legislative Affairs (OCLA) establishes and
 
malnti"!! Press Advisory/New Releases file of the Commission. This file consists
 

record copy of each press advisory or news release Issued by the
 
COlmmllslllln to the public and news media announcing the activities of the
 
comnnlsls~" OCLA arranges these records chronologically.
 

6a NC1-403-79·1RCS, Item no. 
10 A (1) 

""'_."'11 official record copies of the press advisories or news releases 
old, OCLA should automatically break them at time and then 

• Stored In a separate ISIIBr-lSIZetwo through flve-drawer metal vertical or lateral filing
 
cabinet with a lock In for Its closed Press Advisory/News Releases
 
File material; or
 

• Moved to a NARA compliant .... m"'r,.I"1 or other federal agency record storage
 
facility arranged by the Office Financial Officer and Director of
 
Administrative Services; or
 

• Transferred to the Federal Records with the prior approval of the Office of the

Chief Financial Officer and Director of Inl.,tra'tlvAServices.
 

When the press advisories or news two (2) years old, OCLA automatically
 
transfers them to the Federal Records the approval of the OffIce of the
 
Chief Financial OffIcer and Director of AOlmllnlS Services to keep until they are
 
ten (10)years old.
 

After that, OCLA, through Office of the Chief FIn"m::""
 

Administrative Services, automatically offers the ten
 
news releases to NARA for permanent retention.
 

6b All Other Copies 

Temporary. OCLA may destroy all other copies, Including 
locally when obsolete or no longer needed for reference. 

7 Speech File 

The Office of Communications and Legislative Affairs establishes and
 
Speech File of the Commission. The file consists of the official record
 
speech given by the Chair or other high ranking officials on significant
 
dealing with the Commission's programs. OCLA arranges these copies In
 
File chronologically and thereunder alphabetically by name of official.
 

7a Record Copy 

Permanent. When the speeches In the file are one (1) year old, OCLA may: 

• Store the speeches In a separate letter11ze two through flve-drawer metal vertical or
 
lateral filing cabinet In OCLA with a lock; or
 

• Move the speeches 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
 

• Transfer the speeches to the Federal Records Center with the prior approval of the
 
OffIce of the Chief Financial Officer and Director of Administrative Services.
 

When the speeches are two (2) years old, OCLA automatically transfers them to the
 
Federal Records Center with the approval of the Office of the Chief Financial Officer
 
and Director of Administrative Services to keep until they are ten (10) years old. After
 
that, OCLA, through OffIce of the Chief Financial Officer and Director of Administrative
 
Services, automatically offers the speeches to NARA for permanent retention.
 

115-109 Two copies, Including original, to be submitted .3-91) 
to the National Archives and Records Administration. Pre,scribed by NARA 

36 CFR 1228 



'. 
REQUEST FOR RECORDS DI~POSITION AUTHORITY ~ CONTINUATION • JOB NUMBER 

9.GRSOR 10. ACTION 
8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA

JOB CITATION USE ONLY) 

Tem • The Office of Communications and Legislative Affairs may destroy all
 
other~' cord copies of the speeches, Including background Information, locally
 
when on l year old or no longer needed for reference, whichever Is sooner.
 

8 Publication '~t 
","lit.

The Office of CO'!ltJ]unlcation and Legislative Affairs establishes and maintains the
 
Publications File ~~e Commission. The file contains the official record copy of each
 
publication created'~or for the Commission that contributes to an understanding of
 
the organization, fun~~ns, policies, and procedures of the Commission. The
 
publications are arrang~n the file alphabetically by publication.
 

8a Record Copy ~ NC1-403-79-1 
RCS, Item no. 10 A (3) 

Permanent. When the official "~Of the publications In the file are one (1) year old, 
the Office of Communications Ii "egislative Affairs may: 

~ • Store the record keeping copies otplt publications In a separate letter-size two
 
through five-drawer metal vertical or.~~~al filing cabinet with a lock in OCLA; or
 

• Move the record keeping copies of the p /ications to a NARA compliant commercial
 
or other federal agency record storage fac q~lrranged by the OffIce of the Chief
 
Financial OffIcer and Director of Administrat1~,~rvices; or
 

• Transfer the publications to the Federal Recordf t;~nter with the prior approval of the
 
Office of the Chief Financial Officer and Director oCA ministrative Services.
 

When the publications are one (1) and six (6) months'6 OCLA automatically offers
 
the official record copies of the publications, through i~ce of the Chief Financial
 
Officer and Director of Administrative Services, to NARA ~:rmanent retention.
 

" 

8b All Other Copies ~ 

Temporary. The Office of Communications and Legislative Affairf
 
other copies of the publications locally when revised, superseded)
 
longer circulated.
 

GRS 14, Item no. 1
 
9 Information Requests File (Information Subject File) ~,
 

The Commission's Information Requests File is maintained by the Office :r~
 
Communications and Legislative Affairs. The files consist of all requests front e
 
public for information and copies of replies thereto, Involving no administratlv"
 
actions, no policy decisions, and no special compilations or research and requeJ '
 
and transmittals of publications, photographs, and other information literature.
 

When the incoming and outgoing correspondence In the Information Requests File are
 
three (3) months old, the Office of Communications and Legislative Affairs
 
automatically destroys them on site.
 

10 Acknowledgment File 

The Office of Communications and Legislative Affairs establishes and maintains the
 
Acknowledgment File of the Commission. These files contain the official record copy
 
of the Commission's acknowledgment and transmittals of Inquiries and requests from
 
the public that have been referred elsewhere for reply.
 

Three (3) months after acknowledgment and referral, the Office of Communications
 
and Legislative Affairs automatically destroys the acknowledgment.
 

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 

115-109 
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BNUMBERREQUEST FOR RECORDS DI~POSITION AUTHORITY - CONTINUATION 

8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

11 

The Communications and Legislative Affairs maintains the Information 
Project the Commission. The file contains records created and maintained on 
external public service announcements for the media; seminars and forums; 
and other activities Involving public relations. The records In the Information 
Project File alphabetically by subject One (1) year after close of file or 
completion of the Office of Communications and Legislative Affairs 
automatically the records concerned on site. 

12 

The Office of .. O,"""U''' ... ' .. and Legislative Affairs establishes and maintains the 
Commendationl'comllllallAt M:rIISp,onldellceFile of the Commission. The file consists 
of the original anll)n,rmC)US of commendation received by the 
Commission from the record copy of the replies thereto, 
excluding those from which were made or administrative action taken 
and those Incorporated Into personnel records. The OffIce of 
Communications and Legislative automatIcally destroys these records when 
they are three (3) months old. 

13 Indexes and Check Lists 

The Office of Communications and Le!~lslatllvl establishes and maintains the
 
Indexes and Check Lists file of the Com consists of bibliographies,
 
checklists, and Indexes of the "omn~ISI510In·. and releases, excluding 
those relating to permanent records. When cOlnta,in~ldIn the file are 
superseded or obsolete, the Office of Comn~ur.lci.tloln Legislative Affairs 
automatically destroys them. 

14 Press Service File 

The Office of Communications and Legislative Affairs establish, 
Press Service File of the Commission. The file contains the: 

• Media Morgue. The Media Morgue consists of original clippings trU'''lIillll.!'jUr 

publishers or media (New York Time, Washington Post, National.ln",m,,'. 
Times, etc.), trade journals, and regional and minority press, relating 
Commission and its mission. The clippings are arranged In the Press 
subject and thereunder chronologically. 

• EEOCNews Clips (formerly, Clipboard). The EEOC News Clips Is a dally or 
compilation of news clippings relating to the Commission and its mission, selected 
and distributed Internally by the Office of Communications and Legislative Affairs. 

14a Record Copy 

Permanent. OCLA retains the Media Morgue original clippings In the Press Service 
File for one (1) year. After that, and the one (1) year old Media Morgue original 
clippings may be: 

• Stored in a separate letter-size two through flve-drawer metal vertical or lateral filing 
cabinet with a lock In OffIce of Communications and Legislative Affairs the 
specifically for its closed Press Service File; 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 Financial Officer and Director of Administrative Services. 

When the Media Morgue clippings are four (4) years old, OCLA, through the Office of 
the Chief Financial Officer and Director of Administrative Services, automatically 
offers the files containing the four (4) year old clippings to NARA for permanent 
retention. 

9. GRS OR 
SUPERSEDED 
JOB CITATION 

GRS 14, Item no. 4 

GRS 14, Item no. 5 

GRS 14, Item no. 6 

115-109 Two copies, including original, to be submitted STANDARD FORM 115·A 1) 
to the National Archives and Records Administration. Prescribed by NARA 

36 CFR 1228 



15 

REQUEST FOR RECORDS DI~POSITION AUTHORITY _ CONTINUATION , JOB N~MBER 

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

JOB CITATION USE ONLY) 

• OCLA destroys the one (1) year old EEOC News Clips compilations on 

NC1-403-79-01RCS,Item 
no.10G
 

The Office of munlcatlons and Legislative Affairs establishes and maintains the
 
Audiovisual Rec file of the Commission. The file contains the audiovisual and
 
related records er d by or for the Commission to promote and document
 
Commission progra excluding audiovisual records Included as part of a project
 
file, case file, report fi r similar record. The audiovisual records In the
 
Commission's Audlovls Records file are arranged by type of media and
 
chronologically and by tit
 

15a	 Stili Photographs. Permanen hen the official copies of record of photographs of 
the Chair, Commissioners, an er key Commission personalities, and other 
photographs documenting the or ization, functions, policies, and procedures, and 
essential transactions of the Comm on are no longer needed for administrative 
purposes or five (5) years old, the 0 of Communications and Legislative Affairs, 
through the OffIce of the Chief Financis cer and Director of Administrative 
Services, automatically offer them to NA or permanent retention. 

15b	 Slideltape Shows. Permanent When slldel shows created by or for the 
Commission to documents its history or signi t events are no longer needed for 
administrative purposes or ten (10) years old, th ce of Communications and 
Legislative Affairs, through the Office of the Chief ncial Officer and Director of 
Administrative Services, automatically offers them, uding the script and audio 
recording related thereto, to archive for permanent re ion. 

15c	 Sound Recordings. Permanent The Office of Communid ns and Legislative 
Affairs, through the Office of the Chief Financial Officer an ector of Administrative 
Services, automatically transfers to NARA sound recordings ignificant speeches, 
press conferences, committee meetings, and Congressional te ony of the Chair 
that are no longer needed for administrative use or when five (5) rs old to archive 
for permanent retention. Sound recordings of limited administrat 
e.g., internal training, orientations, mock litigation actions, and routi 
activities are automatically destroyed when no longer needed for adml 

15d	 Public Service Announcement Recordings. Permanent. When no longer 
administrative use or five (5) years old, the Office of Communications and slative 
Affairs, through the Office of the Chief Financial Officer and Director of Adml'l rative 
Services, automatically transfers to NARA the official record copy of recordin 
public service announcements of television and radio advertisements, and othe 
announcements promoting the Commission's programs and activities to archive 
permanent retention. 

15e	 Video Recordings. Permanent The Office of Communications and Legislative Affairs, "' 
through the OffIce of the Chief Financial OffIcer and Director of Administrative 
Services, automatically offers to NARA the official record copy of video recordings of 
significant events and documentation of the Commission that are no longer needed 
for administrative use or five (5) years old to archive for permanent retention. Video 
recordings of limited administrative use or Interest; e.g., Internal training, 
orientations, mock litigation actions, and routine Commission activities are 
automatically destroyed when no longer needed for administrative use. 

15f	 Motion Pictures. Permanent. When no longer needed for administrative purposes or 
five (5) years old, motion pictures created by or for the Commission to document 
significant Commission functions, policies, and procedures are automatically offered 
to NARA by the Office of Communications and Legislative Affairs to archive for 
permanent retention through the Office of the Chief Financial OffIcer and Director of 
Administrative Services. All other motion pictures of limited administrative use or 
interest, and of transitory or local interest only are automatically destroyed when no 
longer needed for administrative use. 

115-109 Two copies, including original, to be submitted 
to the National Archives and Records Administration. 

STANDARD FORM 115- EV.3-91) 
Prescribea by NARA 

36 CFR 1228 
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QUEST FOR RECORDS DISPOSITION AUTHORITY ....CONTINUATION • JOB NUMBER . . 

9. GRS OR 
8. DESCRIPTION	 OF ITEM AND PROPOSED DISPOSITION SUPERSEDED 

JOB CITATION 

nd Production Documentation. When no longer needed for 
adlnlnIslrafk.ifil according to the Instructions covering the related audiovisual 
records, of Communications and legislative Affairs automatically destroys 
the finding @ild production documentation related to the audiovisual records 
retained In the Alt~foylsual Records file of the Commission. The records, arranged by 
title, Include data sheets, shot lists, catalogs, Indexes, and other textual 
documentation nece~~a'Y for the proper Identification, retrieval, and use of the 
audiovisual records ofUut Commission and, production case files or similar files that 
Include copies of produdtlpJ' contracts, scripts, transcripts, or other documentation 
bearing on the origin, acqulfltlon, release or ownership of the audiovisual records. 
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115-109 Two copies, including original, to be submitted STANDARD FORM 115·A .3-91) 
to the National Archives and Records Administration. Prescribed by NARA 

36 CFR 1228 




