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• ... ----,..~ REa~ST.t~ RECORDS DISPOSITION AUTHORITY	 ,LEAVE BLA~,..~--~,(Se, Instructions on reverse)l	 JOB NO , 

: 

NCI- 453-76-2 
TO	 GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 

1 FROM (AGENCY OR ESTABLISHMENT) SE:P 1 ? 1976 
U.S. Comnission on. Civil Rights NOTIFICATION TO AGENCY 

2 MAJOR SUBDIVISION 
In accordance with the provIsions of 44 usc 3303a the disposal re 
Quest. Including amendments. IS approved except for Items that may 

3 MINOR SUBDIVISION	 be stamped "disposal not approved" or "withdrawn" In column 10 

4 NAME OF PERSON WITH WHOM TO CONFER	 5 TEL EXT 

!/l-19-7& ~ ~~~D 
Ruth M. Ford	 254-6274 Date j An 1111,,' of till' Um{(,lTSllIl('\ 

6 CERTIFICATE	 OF AGENCY REPRESENTATIVE 

I hereby certify that I am authonzed to act for this agency In matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal In this Request of 9 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods speCified. 
o	 A Request for Immediate disposal. 

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

COATE	 E TITLE 

97 8 DESCRIPTION OF ITEM	 10SAMPLE ORITEM	 NO (With Inclusive Dates or Retention Perrods) ACTION TAKENJOB	 NO 

1-40	 Attached are descriptions and disposition standards for 
records of the U.S. Corrrnissionon Civil Rights. Records 
designated pennanent in this schedule will be offered to 
the National Archives and Records Service when 20 years 
old, unless otherwise stated. 

_	 • .::t'-

STANDARD FORM 115 
Re vr s e d Apro I, 1975 
Prescrrbed by General Services 

Adrrnrustratron 
FPMR (41 CFR) 101-11 4 

115-107 
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RECORDS RETENI'ION SCHEDUlE 

U.S. Corrmission on Civil Rights 



· ,	 " 

OFFICE OF 'mE STAFF DIBECrOR 

A. Executive Office 

1.	 Minutes of Camri ssion 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 t:rNo (2) years or sooner if volUIJawarrants.
 
Transfer to Federal Records Center when 10 years old.
 

2.	 Correspaldence of the Cmmi ssioners, consisting of correspondence
relating to a.genr;y policy and activity on Civil rights issues. 

Pexmanent 
File alphabed call y by naIIe of Camri ssioner . 
Transfer to Federal Records Center en departure of Ccmnis-
sicner fran office or when ten (10) years old, whichever is 
earlier. 

3.	 Correspoo.dence and plogram managE!DElt files of the Staff Director 
and his Deputy, consisting of correspondence, IlEIIDI'anda, and re-
ports relating to the coorc:1:i.nation of a.genr;y programs and the 
exeolt; an of a.genr;y policy. 

Pm:manent
 
File by subject.
 
Break files acnual.l.y.

Transfer to Federal Records.
 
Center when' five (5) years old.
 

4.	 Offjce activity reports and acCaDpaIlylngcorrespondence, consisting
of periodic narrative reports and correspa1dence sul:mi.tted to the 
Office of the Staff Director on program accaIplishnents and program
issues requiring executive direction. ' 

Pennanent
 
File according to originating office.
 
Break files annual1y.
 
Transfer to Federal Records.
 
C'alter when five (5) years old.
 .J 
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5.	 Proj ect developaent reports and accompanying correspondence, con-
sisting of periodic reports and correspondence subnitted to the 
Office of the Staff Director on the developaent and status of re-
ports, conferences and other proj ects. 

Permanent
 
File accord:iIlg to originating office. .\
 
Break files upon caIlpleticn of project. ,'.
 
Transfer to Federal Records Center when five years old.
 

B.	 9?ngressional Liaison Unit . 

6.	 Legislative proj ect files consisting chiefly of reference material 
and printed matter relating to legislative proposals and executive 
orders which contribute to the developmmt of congressional testi-
tJXXly. 

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

7.	 Correspondence with 11E!mbersof Congress. 

File alphabeti cally by name.
 
Break files perlodically.

Transfer to FRC when Congressman leaves office or when five
 
(5) years old whi.cheve.r is earlier. 
Destroy when ten (10) years old. 

8.	 Correspondence with ccmDittees of Congress concerning legislative
proposals on civil rights matters. 

PeJ:mal'1eI1t _
 
File by subj ect.
 
Break files periodically.

Transfer to Federal Records Center when five (5) years old.
 

c.	 Equal Opportunity Unit 

9.	 Staff Q:mplaints, records contain grievances, affidavits, recan-
lJEldations and related documants perta:in:ing to equal employn:Elt 
opportunity . 

Governed by General Records Schedule 1 (Item No. 26) . .. 
10. ~1aints fran the general public alleging denial of equal pro-

t~ of the law based on race, color~ religim, sex or national 
or:LgJn, and actl.OIl taken on each canp1a:int. 
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File alphabetically by naae of complainant and by the narre
 
of agency, organization or person the complaint is against.

Inactive file retained for one (1) year.

Destroy when five (5) years old.
 

D.	 Public Affairs Unit 

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

Permanent
 
<he copy filed in chronological order according to subject.
 

12.	 Biographical Information Files - Biographical data on Ccmnissioners 
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 Ccmnission functions and programs. 

a.	 1be 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. 

Permanent. 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. 

a.	 M:>tionpicture films - the original-negative or color 
original plus separate optical sound track, an inter-
tIEdiate master positive or duplicate negative plus optical 
sound track, and a sound projection print of each mtion 
picture. ~RMANENDSee Item 14e belc.wfer precise 

~~ dispositien. 
Sound recordings - the master tape, matrix or stamper, and 
one disc press:ing for each conventional mass-producedm..U.-
tiple copy disc recording and the original tape for each 
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~NJl See Item 14e 
magnetic audio tape recording.r precise dispo5ition. 

c.	 Video recordings - the original or the earliest gen-
eration of each recording or a kinescope of the re-
cording. ~~ 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. Eli&MANENll See Item 14e 

be1ew for precise disposition. 
e.	 Finding Aids and Production Docunentation - exist:ing:

Finding Aids such as data sheets, shot lists, catalogs,
indexes, and other textual docinentatdon necessary for 
the proper identification, retrieval, and use of the 
audiovisual records as ~ll as production case files 
or simi' ar files which include copies of production con-
tracts, scripts, transcripts, or other doctm:ntation 
bearing on the origin, acquisition, release or owner-
ship -of the audiovisual production. 

PERMANENr. 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, 
whicheVeroccurs first. 

E.	 Vkmen'sRights ProgramUnit 

15.	 ProJect Files consist of interviews' with :individuals, proposals
and reports address:ing relevant issues relating to sex discrimi-
nation from which decisions are made for appropriate agency pro-
jects. 

~	 Filed by project _title and alphabetically by nameof agency
 
or :individual within each subject.

Transfer to FRCsix (6) nx:nths after publication of report
 
of other completion of project.

Destroy five (5) years after completion of project.
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OFFICEOFMANAGEMENr 

A.	 Office of the Director 

16.	 Administrative ManagementRecords relating to administrative 
managE!lIEltactivities of the agency - includes copies of manage-
ment :improvenEntreports, with related analysis and feeder reports. 

Break file every two (2) years.

Transfer to me when five (5) years old.
 
Destroy when ten (10) years old.
 

17. Record copy of each organizational chart and directory issued. 

Penmnent
 
File in chronological order.
 

18.	 Administrative Instructions consisting of a record copy of each 
directive issued by the Office of ManagE!lIEltwith 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.	 Procurement; and Supply Records, Governed by General Records 
Schedule 3. (It en 1 excluded) 

20.	 Property Disposal Records.
 
Governed by General Records.

Schedule 4, (It en 1 excluded)
 

21.	 Space and Maintenance Records.

Governed by General Records.

Schedule 11.
 

C.	 Budget and Finance Division 

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

Governedby 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.	 SoundRecordings of hearings before the Comnission, 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, which-
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, correspondencewith individuals and goverment 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 Programand Policy Review 

28.	 Project Files - Consist of interviews with individuals, reports
fran staff field investigations, correspondence with goverrment 
and private agencies regarding civil rights issues. 
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Filed by Project title, and alphabetically by IlaIIE of
 
agency or individual within each subject.
 
Transfer to Federal Records Center six (6) mxiths after
 
publication of report or other completion of project.
 
Destroy five (5) years after completion of report or com-
pletion of project.
 

29.	 Program Planning Files - Contain background infonnation 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 ale (1) year after report is published· or
 
ccmpletial of other event.
 
Destroy six (6) years after report is published {)r' completial

of event. ,.
 

Office of Federal Civil. Rights Evaluation 

30.	 Proj ect Files - contain appraisals of Federal poB c;es, research 
on adnrin; stratial orders and programs, policy and procedural is-
suances of other Federal Agencies which contribute the basis for 
reports to the President, Congress and the General Public. 

Filed Alphabetically by naDI! of agency.

Transfer to FRC one (1) year after report is published.

Destroy seven (7) years after report is published.
 

Office of National Civ.i.l Rights Issues 

31.	 Project files - Consist of interview reports fran staff field 
investigatia1S, private agencies and indivi.dt18l s on current national 
civ.i.l rights Lssuss which fcmn the basis for preparing reports" pam-
phlets, and which dete:tmiJ:lesubjects for na.tialal. or regional con-
ferences. 

Filed alphabet; cal 1y by subject or proj ect.
 
Transfer to FRC one (1) year after ccmpletial of project.
 
Destroy six (6) years after ccmpletion of project. '
 

Office of Research 

A.	 Office of the Director 

32. Files - Calta;nmg research data of a scientific and technical 
nature relative to the problems of minorities and YnIE1l. 

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.	 Naticca] 

33.	 Publica;dms of the Carmissial, mcl.ud;ng State As:Nisary Ca:rm:i.ttees. 
CCX'ta;n;ng results of inwsd.gat:i.als, hearings, and ~roies of vari-
ous civil. rights issues. 

'Petmanett
 
~ copy Bled :in clnwolog1cal order acccrd:ing to subject.
 

Offl ce of Field 9per$1a"S 

A.	 Headquarters 
,~. 

34.	 Correspccdence BJ es which CO"si se of cc:c:espocdence with Regialal 
Directors regarding 1II!Ilbership of State As:Nisary Cmmi ttees acd 
progx:aus :imclvillg the Sacs. 

Sepa:r:at:e by Regions and file acccrd:ing to subject matter.
 
Break 61es as necessary.
 
Transfer to FRe when six (6) years old.
 

35.	 Recbart:erll:lg files - Tnc1'roes bio data foJ::ms and reco!llendanms 
for 1II!Ilbership en State Advisory Ca:rm:i.ttees. 

File alpbabed call y by Reg; on.
 
Break B 1es every bJ) (2) years.

Transfer to FRCwhen three (3) years old.
 
Destroy when five (5) years old.
 

36.	 Program PIann;ng Files - Carta;n fact::f:md:ing infm:ma.t::i.al <Xl per-
tinent civil rf ghes issues and deni a1 of equal opportlJCity 'Which 
gecera.tes pLogLan ; deas fer Sac activity. 

File by subject.

Start a new file every ,ear •.
 
Transfer to FRCa2e (1) year after repo:c t is published .
 

or c:aDpl.edm of other event. 
Destroy six (6) ~ after report is published or caqlledat 
of other ewnt. -~ 

37.	 rues catta;Tting agmM aDd supporemg papers of Sac tIEednp held 
at the RegfmaJ level to infm:m Sac ae.iers of ageccy px:cc:edures
regar:dfllg their px:ogx:ams. 

File clu:wulog1cally acccrd:mg to State. 
Transfer to FBC lial OJ:) (2) ,ears old. 
~ T.vben a~ (5) ,ears old. 

http:infm:ma.t::i.al
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B.	 Offices 
.I 

38.	 CDrrespocdecce files which calSist of co:c:espondence with Headquar-
ters, acd with Sac IIHli ers regard:illg pclicy and pl arming for Sac 
activity en cunent civU rights issues. 

Separate by State aDd file chrccologi cal 1y acccrd:ing to 
subject:_

Break files evay biD (2) years.
transfer to FRC when three (3) years old. 
Destrcy ~ fi'ge (5) years old. 

39.	 ~laint FUes - ~la;nts £rem the general public alleging
delial of equal protectial of the law based al race, color, rpljg;m, 
sex or natfma1 origjn aDd act:ia:l taken en each ~laint. 

rue a1pbabetica1ly by ~ of catplainant, and by the nama
 
of Sf6BlCY, orgallizatial or person the caIlplaint is against.

Break amnml 1y and transfer to FRC.
 
Destrcy wher:t five- (5) years old.
 

40.	 Special Project: Files - Consist of iJ:1terv:i.ews with individual S; 
repax:ts £rem staff aDd Sac T1"f!!"IDer fi e1d investigat:i.al; cor...&-
spondence wit:l:t gavel I"lEnt aDd private ageoc:ies and hearing t:ran-
sc:r.fpts regarding current civil rights issues. 

Sepa:tate by state aDd file by Project title.
 
'traasfer to FRC six nmths (6) after publ j cati m of repor t:
 

or after caIlpl.etioo of project.
Desttoy five (5) after publ i cati m of repo:t t: or ca:cpleti.cn
of project. 

http:ca:cpleti.cn
http:investigat:i.al

