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REQUEST FOR RECORDS LnJ~)OS1TION AUTHORITY 

~ 1\l6MBER ''''-50., -o~ - f3(See lnstructtons on reverse) 

DATE RECE'lVEDTO	 NATIONAL ARCHIVES and RECbRDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 

1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 
Department of State 

2. MAJOR SUBDIVISION In accordance With the provisions of 44 
Office of the Legal Adviser USC 3303a the disposinon request,

mcluding amendments, IS approved except
3	 MINOR SUBDIVISION for Items that may be marked "disposiuon

not approved" or "withdrawn" in column 10Legal Adviser for Ethics and Employment Law 

4. NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

Margaret E Keapproth	 (202) 663-2170 

6 AGENCY CERTIFICATION 
I hereby certify that I am authonzed to act for this agency m matters pertammg to the disposiuon of ItSrecords 
and that the records proposed for disposal on the attached 6 page(s) are not now needed for the busmess
of this agency or will not be needed after the retention penods specified: and that wntten concurrence from
the General Accounting Office, under the provisions of Title 8 of the GAO Manual for GUidance of Federal 
Agencies, 

ISnot required; ~attached/	 has been requested. 
~ 

DATE SIGNATURE OF A~C.YRE.PR~7TIVE TITLE 
Department Records OfficerTasha M ThIan a/c-: 

7 9 GRS OR 10 ACTION 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO JOB CITATION USE ONLY) 

Please see attached pages 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3-91)
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 
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Legal Adviser for Ethics and Employment Law 

1. Ethics and Employment Law Case Files 

Description:	 Legal Briefs and other legal documents, including 
depositions, trial and/or hearing transcripts, and exhibits; 
memorandums, telegrams, correspondence, court 
documents, and other legal documentation accumulated 
while providing advice in support of litigation brought 
against the Department. Arranged by name of Individual 
and case number 

a. EEO Complaints In EEOC, OFO, and federal court. 

Disposition:	 Temporary. Retire to records center 6 months after 
Department's final response. Destroy 10 years after 
Department's final response. 

b. Merit System Protection Board cases. Includes Foreign 
Service and Civil Service. 

Disposition:	 Temporary. Retire to records center 6 months after 
Department's final response. Destroy 10 years after 
Department's final response. 

DispAuthNo:	 New Item 

~nnel Grievance Cases. 

(1) Civlr-..servlce Employees.'~'-
Disposition:	 Temporary. R~e~ records center 6 months after 

Department's fina~.Ronse. Destroy 7 years after 
Department's final response. 

DispAuthNo: GRS 1, Item 30a & b <, 
d. Personnel Grievance Cases. 

(2) Foreign Service Employees (exception from GRS 1 
Item 30a & b). 

Disposition: Temporary. Retire to records center 6 months after 
Department's final response. Destroy 20 years after 
Department's final response. 

DispAuthNo: Nl-59-95-11, Item 29c (2) 



Disposition: 

Disposition: 

DispAuthNo: 

Disposition: 

DispAuthNo: 

,,,. 

e. Unfair Labor Practices and other Union Disputes. 
Includes: (1) Civil Service Employees; (2) Foreign Service 
Employees; (3) Union Institutional matters; (4) 
Investigative Cases. 

Temporary. Retire to records center 6 months after 
Department's final response. Destroy 10 years after 
Department's final response. 

f. Labor Arbitrations. 

Temporary. Retire to records center 6 months after 
Department's final response. Destroy 10 years after 
Department's final response. 

New Item 

g. Touhy Regulation Cases 

Temporary. Retire to records center 6 months after 
Department's final response. Destroy 5 years after case 
ISclosed. 

New Item 

2. Employment Law Subject Files 

Description: Telegrams, memorandums, draft statements, quidance, 
facsrrmhes, interpretation of laws and regulations, and 
other documentation used to provide advice concerning 
personnel Issues to client bureaus In cases that mayor 
may not result in litigation. 

Disposition: Permanent. Retire to records center as space 
requirements and frequency of use dictate. Transfer to 
the National Archives when 25 years old. 

DispAuthNo: Nl-59-95-11, Item 30 

3. Ethics Subject Files 

Description:	 Telegrams, handwritten notes, memorandums, 
statements, quidance, facsrrnihes. laws and regulations, 
and other documentation used to provide advice 
concerning ethical Issues to client bureaus. 



Disposition: 

DispAuthNo: 

4. Nominations 

Description: 

Disposition: 

DispAuthNo: 

Disposition: 

DispAuthNo: 

S. Nominations 

Description: 

Disposition: 

DispAuthNo: 

'\ .\ 
" 

Temporary. Retire to records center as space 
requirements and frequency of use dictate. Destroy 2 
years after receipt by records center. 

Nl-59-95-11, Item 31 

Files 

Nomination papers;($Ea PSLand White House Personal 
Data Statement, campaign contribution forms, SFRC 
questionnaires, financial disclosure reports(SF .. :J..~S"\ 
correspondence, memorandums, instructions, and other-' 
documentation relating to nominations for Ambassadors 
to foreign countries, U.S. representatives to delegations 
of international organizations, and Senate confirmed 
nominees at the level of Assistant Secretary and above. 
Arranged overall by type and name of nominee. 

a. Confirmed Nominees. 

Temporary. Retire to records center 3 years after 
certification. Destroy 6 years after certification. Note: 
OGE Rule. 

Nl-59-95-11, Item 32a 

b. Unconfirmed Nominees. 

Temporary. Destroy 1 year after nominee is Withdrawn. 
Note: OGE Rule. 

Nl-59-95-11, Item 32b 

Summary Log 

A ledger used as a tracking record from beginning of
 
nomination to confirmation or non-confirmation.
 

Temporary. Destroy 6 years after last entry In log. 

Nl-59-95-11, Item 33 
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6. Pre-employment Clearance Files 

Description:	 Memorandums, position descnptions, financial disclosure 
reports, and other background material and other 
documents used to obtain pre-employment clearances for 
Individuals pnor to filling covered positions as required by 
the Ethics Government Act and Ethics Reform Act. 
Arranged In chronological order by month. 

Disposition:	 Temporary. Retire to records center 3 years after 
individual assumes position. Destroy 6 years after 
individual assumes position. 

DispAuthNo:	 New Item, Formerly Nl-59-95-11, item 34 

7. Master List of Annual SF-278, Public Financial Disclosure Report Filers 

Description: List of all employees required to submit an Incumbent 
financial disclosure report as required by Ethics and 
Government Act and Ethics Reform Act. Arranged In 

alphabetical order by last name. 

Disposition: Temporary. Retire to records center as space 
requirements and frequency of use dictate. Destroy 
years after receipt by records center. 

2 

DlspAuthNo: New Item 

8.	 cumbent, New Entrant, and Termination SF-278, Public Financial 
Disclosure Report 

Memorandums, position descriptron descriptions. financial 
disclosure reports, and other background information 

ed to analyze all financial holdings and outside 
POSI' ns disclosed on form to determine If an actual or ..... 
potent: conflict of interest exists. Arranged In 

alphabetic order by last name. 

Disposition: Temporary. Destr all other SF-278 reports when 6 
years old; Except do ents needed In an ongoing 
investigation which will retained until no longer needed 
In the investigation. 

DispAuthNo:	 GRS 25, Item 2(a) (2) 
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Incumbent 

Disposition: 

DispAuthNo: 

10. Ethics Training 

Descri ption: 

Disposition: 

DispAuthNo: 

11. Semi-Annual 

Description: 

Disposition: 

DispAuthNo: 

and New Entrant OGE-4S0, Confidential Financial Disclosure 
Report 

Memorandums, position descriptions, financial disclosure 
reports, and other background information used to 
analyze all financial holdings and outside positions 

"'" disclosed on form to determine If an actual or potential
 
","conflict of Interest exists.
 

Te porary. Destroy all other OGE Form 450s when 6 
year old; Except documents needed in an ongoing 
mvesti tion which will be retained until no longer needed 
In the InV tigation. 

Record 

Electronic listing of all employees who have taken ethics 
training In a calendar year. Arranged In alphabetical 
order by last name 

Temporary. Block annually. Destroy after 6 years. 

New Item 

Report of Acceptance of Non-Federal Funding for Travel 

listing of all bureaus or post employees who have been 
approved to accept non-federal funding for travel, 
lodging, or meals on behalf of the Department In an 
official capacity. Arranged In alphabetical order by 
bureau or post. 

Temporary. Destroy after 1 year of sending report to 
OGE. NOTE: OGE Rule. 

New Item 




