
REQUEST .AUTHORITY
 
TO DISPOSE OF RECORDS
 

(See Instructions on Reverse) 

TO: GENERAL SERVICES ADMINISTRATION, 
NATIONAL ARCHIVES AND RECORDSSERVICE,WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
In accordance with the provisions of 44 U.S. C. 33030 the drs-GENERAL SERVICES ADMINISTRATION posal request, Including amendments, IS approved except for 
Items that may be stomped "disposal not approved" or "with-2. MAJOR SUBDIVISION 
drawn" In column 10. NATIONAL ARCHIVES AND RECORDS SERVICE 

3. MINOR SUBDIVISION 

OFFICE	 OF FEDERAL RECORDS CENTERS 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL. EXT. 

THOMAS	 HADLOH 13-35185 /f/--a -21 
6. CERTIFICATE OF AGENCY REPRESENTATIVE:	 Date 

I hereby certify thot I am authorized to oct for thiS ogency In matters pertcrmnq to the disposal of the agency's records, that the records proposed for duposol In thiS Request of 
_ ._ page(s) are not now needed for the business of thiS ogency or W111not be needed after the retention penods specified. 

(Signature of Agency Representative) 

9.7.	 8. DESCRIPTION OF ITEM SAMPLE OR 10.
ITEM NO.	 (With Inclusive Dates or Retention Periods) JOB NO. ACTION TAKEN 

.',.	 General Records Schedule I is hereby amended to provide

the ~ol~?wing new item:
 

1.	 Item 27. Records created in receipt and proceSSing of
 
complaints of discrimination by employees or
 
applicants for employment with Federal Civil
 
Service.
 

a. Official Equal Employment Opportunity
complaint case files, as described by 5CFR 
713.222: 

(1) \Alhencase is resolved within agency of 
origin; Dispose 7 years after final 
adjustment. 

(2) \'lhencase is resolved by U.S. Civil 
Service Commision, the official case file 
is retained by USCSC according to their 
records control schedule. 

b. All other copies of EEO complaint case files 
or duplicates of documents pertaining to case 
files whd.ch are included in files retained 
under Item 27 (~) above; Dispose 1 year after 
final adjustment. 

e. All background documents pertaining to the 
case but not included in case files retained 
under Item 27 (a) above; Dispose 3 years 
after final adjustment.

.	 STANDARD FORM 115 
Revised November 1970United Civil Service Co~mission by 

-t'-t:;.-'"-~~'---::::;-"7:" ...A.J>escribed by General ServicesDate: Administration 
----'-------=----'-+-------FPMR (41 CFR)101-11.4 

115-105 



:."	 e" 
Explanatory Notes GRS 1 Item 27 

a.	 The official complaint file is created to document the request for 

an investigation, or investigation of complaints of discrimination 

by employees of, or applicants for employment with Federal Civil 

Service, as described in 5CFR, Part 713, "Equal Opportunity". 

Included are complaints, investigation requests, correspondence and 

reports from operating officials, supervisors, and other employees, 

requested as a consequence of the complaint, final adjustmentf reports, 

wi th draw al notices, and similar or related documents. 

As long as the case is handled within the agency of origin the file 

remains a record of that agency. Once it is accepted by the U. S. 
c;tdj (.(c!:c..a.{;O(\ 

Civil Service Commission for ~~a1catien it is a record of the U. S."-.;;:"Sn ~= " 

Civil Service Commission and will be retained according to their
 

records control schedule.
 

The	 seven-year retention period is based on administrative use, and 

poss ible claims against the Government. The U. S. Ci vi 1 Servi ce 

Commission maintains a continuous review of Federal agency EEO programs, 

and	 complaint case files can provide useful information such as estab-

lishing possible patterns of discrimination. 

examiners find them useful for specific cases, by providing general 

information on a given unit of an agency. 
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Permanent documentation of an EEO program is retained in various 

~ 'statistical and written reports. The Civil Service Commission 

~ has determined which case files it believes are permanent. 

b. These are copies of documentsiin, or pertaining'to, the official 

case file. They are accumulated at various levels of the EEO 

complaint process, from the initial counseling through the final 

action of the case. Their administrative uses are purely as 

informational, convenience copies, and are exhausted once a final 

resolution of the case has been made. 
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~ ITEM ~, It"	 ti 
TITLE AND DESCRIPTION OF RECORDS	 CLASS AUTHORlZED DISPOSITION r: 

" I~_N_O_:~	 ~ +- ~ ,~~~ .
I	 

" , 

»tPLOYEE RELATIONS AND SERVICESI 
~ 

r;	 This functional group~g of records oonsist of col-• " 
I. ~ ~	 ", , " 

t

• lections of'papers and files relating to Government-, wide labor relations and employee organizations; ~ fair employment and discrimination; grievance pro-
.! 

, cedures; welfare and safet3; unemployment compensa-
,,	 1- •tion; physically "handi oapped pl.acement.j e'tc; .".- - " 

! , ~	 •. " ' 
t r SEE:	 LEGAL for. Hatch Act cases and appeals involvin
 

lawsui ts; APPEALS on all other types of appeal
 
L cases; INSURANCE for Group Health Insuranoe
 

; , Records j COMMITTEE MANAGEMENT for minutes of
 
Fair Eiaployment\Ikfclrd
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'. ,-1: ;" De~isiO~~> of the Fair' Employment Board ' Permanent Disposal not authorized.·	 
, t" 

o ••••• 

" ,. .. .	 Transfer to Central Reference
,/ ',. . I when file becomes inactive;''" 
!	 .. '.~., •2 Speoi,.! stl.ldiesof Fair Employment Board	 Permanent Disposal not authorized~ 

.. - '. '.1 . r ':. r •. .-	 Transfer to Central Reference'-, -A'"~';-' 
I ." ' ",,,;-,, 

~,	 when fiie becomes inactive. ir- ~"-e'",' 
I 

/'	 
I 
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mscrilnination appeal.case files Permanent Disposal not,authorized.
~ beUcally 

, . Transfer to Central Reference ," , 

J	 . - t'ile alpha-
". 

;,- I •

,
. 
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,	 when file becomes inactive • 
,. ,. t 

4 statistical and narrative reports from agencies on Permanent Disposal not authorized. 
\ d~sc~~nation appeals Transfer to Central Reference 

" .'
'I 

_when file becomes inactive. 
5 AgenCy bulletins concerning fair employment Permanent Disposal not authorized. 

~ practices I' .	 Transfer to Central ReferencE~ ~ 
......	 when file becomes inactive. ! 
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