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COMMISSION RECORDS (COMMISSIONERS)
EEOC RCS No. 13

The EEOC has a five-member Commussion appoimnted by the President and confirmed by
the Senate Commussioners are appointed for five-year, staggered terms The President
designates a Chairman and Vice Chairman The Commissioners make equal employment
opportunity policy and approve most litigation not otherwise delegated. The Executive
Secretariat serves the Chairman as the focal point for the receipt, documentation, review,
coordination and monitoring of all policy development and related activities, and decision
documents that flow to and from the Chairman, Commuissioners, and program offices

A. General Correspondence. Public inquiries and complaints sent to the
Chairman

1. Correspondence Responded to by the Chairman. Incoming
correspondence, the Chairman’s response, and signed declarations

Disposition” PERMANENT. Cut off at end of tenure of each
Chairman. Transfer to Federal Records Center (FRC) five years after
cut off. Transfer to National Archives ten (10) years after cut off

Supersedes EEOC Order 201, Appendix A, Item 13A [Job No. NC1-
403-79-1, Ttem 13A] [NOTE New items A(1) and A(2) have been
split from the same 1tem, 13A]

2. Correspondence Responded to by other Offices. These files
contain copies of correspondence received by the Chairman’s office
and fowarded to field offices or other offices at headquarters for reply.

Disposition. TEMPORARY. Cut off at end of tenure of each
Chairman Destroy two years after cut off.

Supersedes EEOC Order 201, Appendix A, Item 13A [Job No. NC1-
403-79-1, Item 13A] [NOTE New items A(1) and A(2) have been
split from the same 1tem, 13A]

B. Chairman’s Chronological Files. Replies to internal correspondence to the
Chairman and copies of all internal communications signed by the
Commuission Chairman

Disposition  TEMPORARY. Cut off at end of tenure of each Chairman.
Destroy three (3) years after cut off.

Supersedes EEOC Order 201, Appendix A, Item 13B [Job No NC1-403-79-1,
[tem 13B]



C. Commission Meetings. Files documenting both closed Commission
meetings and those open to the public The closed meetings concern sensitive
1ssues or deliberations related to case files referred to the Commission from
field offices The open meetings involve policy-making processes of the
Comnussion and 1ssues of a non-numsterial nature. Video recordings of open
Comnussion meetings are transcribed and those transcripts are mcluded n the
meeting file.

1. Agendas, Meetings, and Background Material. Agendas imclude a
summary of topics to be discussed at Commission meetings and a
statement indicating whether the meeting 1s open or closed to the
public The open meeting transcript contains a complete summary of
the subjects discussed at the meeting, including actions taken, reasons
for the actions, views expressed on any items and any vote(s)

Disposition. PERMANENT. Cut off at end of tenure of each
Chairman. Transfer to National Archives twenty-five (25) years after
cut off.

Supersedes EEOC Order 201, Appendix A, Items 13C(1) and (2) [Job
No. NC1-403-79-1, Items 13C(1) and (2)]

2. Meeting Minutes combined with 13C(1) above.
3. Recordings. Audio and video recordings of Comnussion meetings.

Disposition PERMANENT. Cut off at end of tenure of each
Chairman If the Chairman serves more than one term, cut off at the
end of each term. Transfer to National Archives one (1) year after cut
off

Supersedes EEOC Order 201, Appendix A, Item 13C(3) [Job No.
NC1-403-79-1, Item 13C(3)(a)]

D. Commission Decision Files. These files document Commission positions
and decisions about EEOC policy as well as discrinunation complaints under
Title VII of the Civil Rights Act of 1964 (Title VII), Equal Pay Act (EPA),
Age Discrimination in Employment Act (ADEA), Americans With
Disabilities Act (ADA), and other laws which EEOC administers Files
include the decision cover sheets, decision documents and background
materials

Disposiion PERMANENT. Cut off at end of tenure of each Chairman
Transfer to National Archives twenty-five (25) years after cut off.

Supersedes EEOC Order 201, Appendix A, Items 13D(1)(a); 13D(1)(b);
and13D(2)(a) [Job No NC1-403-79-1, Items 13D(1)(a); 13D(1)(b) and
13D(2)(a)]



OFFICE OF GENERAL COUNSEL
EEOC RCS No. 15

B. Appellate Services Case Files and Amicus Curiae Briefs

Appellate Services 1s responsible for conducting all appellate litigation where
the Commission 1s a party, and participates as amicus curiae in both appellate
and district court cases involving unusual 1ssues or developing areas of the
law. Appellate Services also represents the Commuission in the United States
Supreme Court through the Solicitor General

The records include appellate case files pertaining to EEOC’s enforcement
litigation under Title VII of the Civil Rights Act of 1964 (Title VII), Equal
Pay Act (EPA), Age Discrimination in Employment Act (ADEA), Americans
With Disabilities Act (ADA), and other laws which EEOC administers as well
as case files 1n all appellate litigation in which EEOC 1s a defendant The case
files include motions, briefs, court decisions and other similar legal
documents Records also include case files 1n litigation in which EEOC
participated as amicus curiae.

Disposition. PERMANENT. Cut off at the end of the fiscal year in which the
final court action occurred. Transfer to Federal Records Center (FRC) one (1)

year after cut off Transfer to National Archives ten (10) years after cut off in

ten (10) year blocks

Supersedes EEOC Order 201, Appendix A, Items 15B(1)(a); 15B(2)(a), 15B2
(b)(1); 15B(3)(a); 15B(3)(b) and 15B(3)(c)(1) [Job No. NC1-403-81-3, Items
15B(1)(a); 15B(2)(a); 15B2 (b)(1), 15B(3)(a), 15B(3)(b) and 15B(3)(c)(1)]



OFFICE OF FEDERAL OPERATIONS
EEOC RCS 16

A. Appeals Records

Records created 1n the Office of Federal Operations relating to appeal actions
taken under Title VII of the Civil Rights Act of 1964, as amended, Section 501 of
the Rehabilitation Act, as amended, the Equal Pay Act of 1963, the Age
Discrimination i Employment Act of 1967, and Americans with Disabilities Act
of 1990 and other laws which EEOC administers. Records include appeals and
supporting/opposition statements from the parties regarding a federal agency’s
final action on a complaint; appeals of a final decision of an agency, arbitrator, or
the Federal Labor Relations Authority on a grievance involving claims of
discrimination; petitions for review of decisions 1ssued by the Merit Systems
Protection Board involving claims of discrimuination; petitions for enforcement of
decisions 1ssued under the Comnussion’s appellate jurisdiction; and requests for
reconsideration of Commussion decisions

1. Significant Appeals Case Files
Significant appeals case files involve: (1) appellate decisions which were
circulated to the Commussioners and 1ssued under the signature of the
Comnussion’s Executive Officer that involve novel 1ssues or 1ssues of first
impression, establish legal precedent or new policies and procedures
regarding the laws, regulations and directives applied by the Commission,
or, gain national attention because of Congressional or public interest or
(2) other appellate decisions 1dentified by the Director of the Appellate
Review Programs and/or Director of the Office of Federal Operations as
involving significant matters.

Disposition PERMANENT. Cut off at the end of the fiscal year in which
the final EEOC decision occurs. Transfer to Federal Record Center (FRC)
after cut off. Transfer to National Arclives ten (10) years after cut off in
ten (10) year blocks.

Supersedes EEOC Order 201, Appendix A, Item 16A(1) [Job No NCI-
403-81-2, item 16A(1)]

2. Routine Appeals Case Files
Case files that do not meet the “Significant Appeals Case Files” criteria

Disposition. TEMPORARY. Cut off at the end of the fiscal year in
which the final EEOC decision occurs. Transfer to Federal Record Center
(FRC) after cut off Destroy four years after cut off.

Supersedes EEOC Order 201, Appendix A, Item 16A(2) [Job No. NC1-
403-81-2, item 16A(2)]



B. Control Cards and Logs - no longer created.
C. “Unsanitized” Decisions - no longer created.
D. “Sanitized” Decisions - no longer created.






