
INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-453-76-02 

All items in this schedule are inactive. Items are either obsolete or have been superseded by 
newer NARA approved records schedules. 

Description: 

Page 1 of Debra Leahy's January 11, 1982 appraisal memo for NC1-453-81-01 stated, 
"Once approved, the proposed schedule will supersede Job No. NC1-453-76-2, the 
current schedule for the Commission's records." 

Therefore, this schedule is obsolete, superseded in full by NC1-453-81-01. 

Date Reported: 11/30/2022 NC1-453-76-02 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 
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REQUiEST. t4 RECORD~ DISPOSITION AUTHORITY 
• (Se, Instructions on reverse}1 

,________LE_A_,.V~BLANK~-----~ 
JOB NO 

NCI-453-76-2 
TO GENERAL SERVICES ADMINISTRATION, 
__N_AT_I0_N_A_L_A_R_CH_IV_E_S_A_N_D_R_E_C_0R_D_S_S_E_RV_I_CE_,_W_A_SH_I_NG_T_0_N,_D_C_2_04_0_8__---1 

1 FROM (AGENCY OR ESTABLISHMENT) 

U.S. Conmission on Civil Ri ts 

DATE RECEIVED 

s~ 1? 1876 
NOTIFICATION TO AGENCY 

In accordance with the prov1s1ons of 44 USC 3303a the disposal re 
quest, 1nclud1ng amendments. 1s approved except for 1lems that may
be stamped "disposal not approved" or "withdrawn" m column l 0 

2 MAJOR SUBDIVISION 

---------------------------t 
3 MINOR SUBDIVISION 

4 NAME OF PERSON WITH WHOM TO CONFER 

Ruth M. Ford 

5 TEL EXT 

254-6274 
6 CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency mmatters pertammg to the disposal of the agency's records; 
that the records proposed for disposal m this Request of ~- page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods spec1f1ed. 

D A Request for 1mmed1ate disposal. 

[xl B Request for disposal after a specified period of time or request for permanent 
retention. 

C DATE 

7 
ITEM NO 

1-40 

E TITLE 

Mana ernent Technician 
8 DESCRIPTION OF ITEM 

(With Inclusive Dates or Retention Periods) 

Attached are descriptions and disposition standards for 
records of the U.S. Comnission on Civil Rights. Records 
designated pernanent in this schedule will be offered to 
the National Archives and Records Service when 20 years
old, tmless otherwise stated. 

. ' . 
,dlll ◄ ~*' .,.........,,., 

9 10 
SAMPLE OR ACTION TAKEN 

JOB NO 

115-107 STANDARD FORM 115 
Rev1Sed April, 1975 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11 4 
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RECORDS RETENI'ION SCHEDUI.E 

U.S. Corrmission on Civil Rights 



A. 

1. 

2. 

3. 

4. 

. \ 

Executive Office 

OFFICE OF mE STAFF DIBECTOR 

,.. . 

Minutes of CaDDi s~ion UEetings containing agenda and minutes ·, 
with supporting papers of staff UEetings at the divisional 
and higher organizational levels relating to substantive func­
tions of the Agency. 

Pamanent 
File chronologically. 
Break files every two (2) years or sooner if voluma warrants. 
Transfer to Federal Records Center when 10 years old. 

Correspaidence of the Cmmi ssioners, consisting of correspondence 
relating to agency policy and activity on Civil rights issues. 

Pe?:IDanent 
File alphabeti ca] 1 y by naIIe of ~ s~ioner. 
Transfer to Federal Records Center on departure of Ccmn:is­
sialer fran office or when ten (10) years old, whichever is 
earlier. 

Correspoo.dence and ptogram manageIElt files of the Staff Director 
and his Deputy, consisting of correspondence, mem,randa, and re­
ports relating to the coordination of agency programs and the 
exeoJti an of agency policy. 

Pm:manent 
File by subject. 
Break files acnuall.y. 
Transfer to Federal Records. 
Center when· five (5) years old. 

Office activity reports and accaDpanying correspondence, consisting 
of periodic narrative reports and correspaidence sul:mi.tted to the 
Office of the Staff Di.rector on program accooplishnents and program 
issues requiring executive direction. • 

Pe:nnanent 
File according to originating office. 
Break files arn:maJ 1y. 
Transfer to Federal Records. 
C'alter when five (5) years old. " 
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5. Project developaent reports and acccmpany:ing correspondence, con­
sisting of periodic reports and correspondence subni.tted to the 
Office of the Staff Director on the developDED.t and status of re­
ports, conferences and other projects. 

Permanent 
File accordi:ng to originating office. . 

' 
Break files upon CaI1pletion of project. ,•. 
Transfer to Federal Records Center when five years old. 

B. Q:,ngressional Liaison Unit • 

6. Lagislative project files consisting chiefly of reference material 
and printed matter relating to legislative proposals and executive 
orders which contribute to the developrrent of congressional testi­
m:,ny. 

File by subject or control tlL1IIlber. 
Transfer to Federal Records Center when three (3) years old. 
Destroy when records are seven (7) years old. 

7. c.orrespondence with ne:nbers of Congress. 

File alphabetlcally by name. 
Break files pe:riodically. 
Transfer to FRC when Congressman leaves office or when five 
(5) years old wbichever is earlier. 
Destroy when ten (10) years old. 

8. C'm:respaidence with cc:mni.ttees of Congress ccnceming legislative 
proposals on civil rights matters. 

Pe:cmanent -
File by subject. 
Break files periodically. 
Transfer to Federal Records Center when five (5) years old. 

C. Equal Opportunity Unit 

9. Staff Q:mplaints, records contain grie:vances, affidavits, recan­
mmdati.als and related dcv:,m,ents pertaining to equal employment 
opportunity. 

Governed by General Records Schedule l (Item No. 26) . 

10. Ca!plaints fmn the geceral public al Jeging denial of equal pro­
t~ of .the 1a.w based on race, color~ reJigi,o,, sex or nadonal 
origin, ana action taR.en on each ccmplaint. 
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File alphabetically by nama of ca:nplainant and by the nama 
of agency, organization or person the ca:nplaint is against. 
Inactive file retained for one (1) year. 
Destroy when five (5) years old. 

D. Public Affairs Unit 

11. Record set of for.mal informational releases, including press re­
leases, official speeches, press conference transcripts, relating 
to agency policy and research activity. 

Penmnent 
Ci1e copy filed in chronological order according to subject. 

12. Biographical Information Files - Biographical data on O:mnissioners 
staff n:enbers, and resource persons. 

Filed alphabetically by individual. 
Destroy one (1) year after separation or transfer to another 
agency. 

13. Photographic File 

Still photographs of officials, events, and activities relating 
to c.atmission functions and programs. 

a. The original negative and a captioned print for each 
black and white image and the original color transpar­
ency or color negative, a captioned print, and an inter­
negative (if one exists) for each color image. 

Penmnent. Offer to the National Archives when five 
years old or when no longer needed, whichever occurs 
first. 

b. Additional duplicate prints of (a.) 

Destroy when five years old, or when no longer needed, 
whichever occurs first. 

14. .Audiovisual records used for educational and informational purposes. 

M:>tion picture films - the original-negative or color 
original plus separate optical sound track, an inter­
tIEd:iate master positive or duplicate negative plus optical 
sound track, and a sound projection print of each mtion 
picture. ~RMANEND See Item l4e below for precise 

-~ disposition. 
Sound recordings - the master tape, matrix or stamper, and 
one disc pressing for each conventional mass-produced mul­
tiple copy disc recording and the original tape for each 
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~ See Item 14e 
magnetic audio tape recording.~recise disposition. 

c. Video recordings - the original or the earliest gen­
eration of .~ch record!ng or a kinescope of the re­
cording. ~NT See Item 14e below for precise 

- disposition. 
d. Other pictorial records such as posters, original 

~rk, slide sets, and filmstrips - the original. 
and a reference print of each item. EE.R.MANB:Nll See Item 14e 

belew for precise disposition. 
e. Finding Aids and Production Documentation - existing: 

Finding Aids such as data sheets, shot lists, catalogs, 
indexes, and other textual ClOC1JlD=A~tion necessary for 
the proper identification, retrieval, and use of the 
audiovisual records as v.1ell as production case files 
or sjmi 1ar files which include copies of production con­
tracts, scripts, transcripts, or other documentation 
bearing on the origin, acquisition, release or owner­
ship.of the audiovisual production. 

PERMANENI'. Offer to the National Archives when five 
years old or when no longer needed, whichever occurs 
first. 

f. Additional duplicate prints of items identified in (a.) 
and (d.). 

Destroy when five years old or when no longer needed, 
whichever occurs first. 

g. Additional duplicate recordings of items identified in 
(b.) and (c.). 

Destroy when five years old or when no longer needed, 
whichever occurs first. 

E. vkmer>.' s Rights Program Unit 

15. Project Files consist of interviews· with individuals, proposals 
and reports addressing relevant issues relating to sex discrimi­
nation from which decisions are ma.de for appropriate agency pro­
jects. 

" Filed by project title and alphabetically by name of agency 
or individual within each subject. 
Transfer to FRC six (6) nxnths after publication of report 
of other ccmpletion of project. 
Destroy five (5) years after ccmpletion of project. 

https://record.mg


5 

OFFICE OF MANAGEMENr 

A. Office of the Director 

16. Administrative Management Records relating to administrative 
ma:nagemmt activities of the agency - includes copies of manage­
ment :improvenEilt reports, with related analysis and feeder reports. 

Break file ever:, two (2) years. 
Transfer to FRC when five (5) years old. 
Destroy when ten (10) years old. 

17. Record copy of ea.ch organizational chart and directory issued. 

Pennanent 
File in chronological order. 

18. Administrative Instructions consisting of a record copy of each 
directive issued by the Office of Managemmt with approval of 
the Staff Director. 

Pennanent 
File in order, according to transmi.ttal number. 
Break files periodically. 
Offer to the National Archives when 20 years old or when 

no longer needed, whichever occurs first. 

B. Administrative Services Division 

19. ProcureD.Elt and Supply Records, Governed by General Records 
Schedule 3. (Iten 1 excluded) 

20. Property Disposal Records. 
Governed by General Records. 
Schedule 4, (Iten 1 excluded) 

21. Space and Maintenance Records. 
Govemed by General Records. 
Schedule 11. 

C. Budget and Finance Division 

22. Budget Preparation, Presentation and Apportiornnent Records. 
Governed:, by General Records. 
Schedule 5 (Itens 1-3 excluded) 
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23. Travel and Transportation Records 
Governed by General Records 
Schedule 9 (Items 2 and 5 excluded. 

D. Personnel Office 

24. Civilian Personnel Records. 
Governed by General Records Schedule 1. 

Office of General Counsel 

25. Sound Recordings of hearings before the Conmission, normally 
on audio tape (reel to reel). 

a. The original tape or the earliest generation of the record­
ing. 

PERMANENI'; Offer to the National Archives when five years old 
or when no longer needed for administrative purposes, T,,v[Uch­
ever occurs first. 

b. Transcripts of recordings identified (a.). 

PERMANENI'. Offer a copy of the transcripts to the National 
Archives with the recordings to which they relate. 

26. Hearing Files - contain reports of field investigations, interview 
reports, correspondence with individuals and goverrmait agencies, 
transcripts, charts, maps, bulletins relating to civil rights issues 
and administration of justice. 

File according to project. 
Transfer to.Federal Records Center one (1) year after publica­
tion of report. 
Destroy when ten (10) years old. 

27. legal Decisions, Opinions _and Interpretations. 

Permanent 
File by subject.
Break file as necessary. 

Office of Program and Policy Review 

28. Project Files - Q:nsist of interviews with individuals, reports 
£ran staff field investigations, correspondence with govenmsit 
and private agencies regarding civil rights issues. 



7 

' 1 

Filed by Project title, and alphabetically by naIIE of 
agency or individual within each subject.
Transfer to Federal Records Center six (6) m:,nths after 
publication of report or other canpletion of project. 
Destroy five (5) years after completion of report or com­
pletion of project. 

29. Program Planning Files - c.ontain background info:cmation on per­
tinent civil rights issues and denial of equal opportunity which 
detennine which studies will be undertaken. 

File by subject 
Start a new file every year. 
Transfer to FRC one (1) year after report is published· or 
ccmpletial of other event. 
Destroy six (6) years after report is published {)r' canpletial 
of event. ,• 

Office of Federal Civil Rights Evaluation 

30. Project Files - contain appraisals of Federal poHcies, research 
on adm:ini srra.tion orders and programs, policy and procedural is­
suances of other Federal Agencies which contribute the basis for 
reports to the President, Calgress and the General Public. 

Filed Alphabetically by !laDI! of agency. 
Transfer to FRC one (1) year after report is published. 
Destroy seven (7) years after report is published. 

Office of National Civil Rights Issues 

31. Project files - Consist of interview reports fran staff field 
investigatioos, private agencies and indivi.dJial s on current national 
civil rights is~s which foi:m the basis for preparing reports., pain­
phlets, and which dete:mine subjects for na.tiooal. or regional con­
ferences. 

Filed alphabetical Jy by subject or project. 
Transfer to FRC one (1) year after canpletial of project. 
Destroy six (6) years after canpletion of project. • 

Office of Research 

A. 0£:fice of the Director 

32. Files - Caitaining research data of a scientific and technical 
nature relative to the problems of minorities and vnIE!l. 

Filed by subject. 
Close files every three (3) years. 
Transfer closed file to FRC when two (2) years old. 
Destroy~ five (5) years old. 
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B. Nadaial Clear-fn,Jyuse Lib 
,I 

33. Publ:fcadcos of tba C4rnrission, iJlc1uding State Aim.scrry C::m:n:i.ttees. 
ca1taining results of imesd.gatia:ls, bea:riDgs, a:cd sttxJ:fes of vari­
ous civil rights issues. 

Per,,wne:re 
Cm copy filed in cl:u.wclogical order according to subject. 

Office of Field gpery,tja1s 

A. Headquarters 
,•. 

34. C:n:respaidecce flles wb:ich ca,sist of a.n::iesp::,cdence w.f.th P.egiaml 
D1:rectcrs rega:r:d:ing 11'E!mbersb:ip of State Aim.scrry C:muittees acd 
prcgra,m in'V0lv.itlg tbe Sacs. 

Pet IIHJlent 
Separate by 'Reg:fms acd file according to subject matter. 
Break :BJ es as mcessm:y. 
T:cansfer to FBC wben six (6) years old. 

35. Becba:cteri1lg flles - Includes bio data forms a:cd recoiiiHJdarims 
fer llE!!rberslti.p a1 State Aim.scrry u:mnittees .. 

File alpbabedcal Jy by Reg]m. 
Break SJes every tm (2.) years. 
Transfer to FBC when three (3) years old.. 
Desttcy wben five (5) years old. 

36. Program 'P'J anc:fng Files - <7.a:tt:ain fact::f:ind:ing i:cfonnad co ai per­
dnen:t civil -dghes issues and denial of equal opporttleity 'Wh:i.ch 
gecera:tes pi:og.c:an ideas fer Sac activity. 

rue by subject. 
Start a mw file every ,ear.. 
Transfer to FBC CD! 0.) year after repo.ct is published . 

or cmpledm of other: event. 
Desttcy s:f.x. (6) years after repoi:t: is pubJ :f shed or caq:iletia, 
of other evemt:. -~ 

37. Files ccnta:hring ageada and suppcrdng papers of Sac treedngs bald 
at the ~mal lewl to mfm:m: Sac oe,;cs of age.,cy procedures 
-i:egaxd:mg their pwgrams. 

File cl::r.c:1Ji0log:fca1Jy according to State. 
Transfer to FBC ..,_ ea, (2) ,ears old. 
~t:coy wbea. aw (S) ,ea:s old. 

... 
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38. O:'Jrrespocdenc files which a:nsist of eor:tespondence with Headquar­
ters, and with Sac oe1i-ers regard:iilg palicy and placntng for Sac 
activity en ~eat. civil rights isS'IJSS. 

Separate by State acd file chrccolJ,g:f ca] J y according to 
scbject.. 

Bceak files every tr«> (2) years. 
~ to FBC wbea. tb:ree (3) years old. 
Destmywbea. five (5) years old. 

39. Q::a\,la:fnt Files - 0::u4?laints fraB the gecm:al public al J egi:ng 
dei1aJ 0£ equal p:z:ct:ecd.cn of the. law based on race, color, neJig:jm, 
sex or nadmal or.ig:i:a. acd act:ial taken on each ~Jaint. 

File aJpbabedcaJJy by tJ.alE. of o::Jq?Ja1:nant, and by the :cam 
of age:JCY, organizatial or person the CCJq?laint is agai:nst. 
Break. am1naJ J y a.ad transfer to FBC. 
Destmy wbetl. five· (5) years old. 

40. Special ~ject Files - O::lcsist of interv.:Lews with indivich,aJ s; 
repar.ts fraB staf£ acd Sac n:erber S el d investiga.tials; cor.:e­
spcndence with. govet IHIE!Ut acd. privat:a agencies and hearing t:rac.­
scr.f:pts regard:i:cg cm::rent civil nghts issoes. 

Sepacate by state acd file by Pl:Oject title. 
'lraasfer to FBC s:fx nmtbs (6) after pu'f'\J 1catim of report: 

or aft.er car;,ledm of project. 
Destmy five (5) after publicadm of .cepcn:t or cai,plet:im 
of project. 

https://repar.ts
https://p:z:ct:ecd.cn



