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DIR425CO 
REPORT NO. 15 

DIRECTORY 
RECORDS AND 

OF INFORMATION RESOURCES 
INFORMATION MANAGEMENT SYSTEM 

PAGE 001 RUN DATE 02/27/89 

SF 115 REPORT 

@ CONTROL NUMBER 'EFCF 03.01 

RECORDS SERIES NAME	 UNEMPLOYMENT COMPENSATION - CLAIMS 
FILES. 

DESCRIPTION	 CONSISTS OF WAGE AND SEPARATION INFORMATION FRDM USPS AND CORRESPONDENCE 
FROM STATE UNEMPLOYMENT AGENICIES USED TO VERIFY EMPLOYMENT AND 
UNEMPLOYMENT IN ORDER TO DETERMINE COMPENSATION. IF APPEALED. THIS BECOMES 
THE APPEALS FILE SAMPLE FORM PS 6803 

MAINTENANCE. TRANSFER	 AND DISPOSAL INSTRUCTIONS 

FILING	 CASE FILES. CHRONOLOGICALLY. BY DATE OF CUT OFF CUT OFF THIS FILE EACH ACCOUNTING 
ACTION MOVE TO A CLOSED FILE UPON PERIOD 
AWARD OR DENIAL OF COMPENSATION OR 
EXPIRAtION OF APPEAL DATE 

STORAGE'	 DISPOSAL DISPOSE OF 3 YEARS FROM DATE OF CUTOFF 

REPLACES NARA	 JOB NUMBER. 

\ 



DIR425CO DIRECTORY OF INFORMATION RESOURCES PAGE 001 RUN DATE 02/27/89
REPORT NO 15 RECORDS AND INFORMATION MANAGEMENT SYSTEM 

SF 115 REPORT 

CONTROL NUMBER EFCF	 12.01 

RECORDS SERIES NAME	 UNEMPLOYMENT COMPENSATION - APPEALS 
FILES 

DESCRIPTION	 CONSISTS OF FORMS AND CORRESPONDENCE FROM STATE AGENCIES, TO INCLUDE 
NOTICES OF APPEALS HEARING, COPIES OF TRANSCRIPTS, DECISION LETTERS,
EVIDENCE, COURT ORDERS, THROUGH ALL LEVELS OF APPEALS USED TO DEFEND THE 
POSTAL SERVICE POSITION IN UNEMPLOYMENT COMPENSATION APPEALS SAMPLE FORM. 
PS 6803 

MAINTENANCE. TRANSFER	 AND DISPOSAL INSTRUCTIONS 

F ILING	 CASE FILES - ALPHABETICALLY BY NAME OF CUT OFF CUT OFF THIS FILE EACH FISCAL YEAR. 
CLAIMANT MOVE TO A CLOSED FILE UPON 
FINAL DETERMINATION OR EXPIRATION OF 
APPEAL DATE 

STORAGE DISPOSAL	 DISPOSE OF 6 YEARS. 3 MONTH FROM DATE OF 
CUT OFF 

REPLACES NARA	 JOB NUMBER 
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DIR425CO DIRECTORY OF INFORMATION RESOURCES PAGE 001 RUN DATE 02/27/89
REPORT NO. 15 RECORDS AND INFORMATION MANAGEMENT SYSTEM 

SF 115 REPORT 

CONTROL NUMBER. FAAD.11.01 

RECORDS SERIES NAME' BUILDING SPACE MANAGEMENT FILES. 

DESCRIPTION	 RECORDS RELATING TO THE ALLOCATION, UTILIZATION, AND RELEASE OF BUILDING 
SPACE UNDER USPS CONTROL INCLUDES CORRESPONDENCE, REPORTS, BUILDING PLAN 
FILES, AND RELATED RECORDS USED IN SPACE PLANNING, ASSIGNMENT, AND 
ADJUSTMENT 

MAINTENANCE, TRANSFER AND DISPOSAL INSTRUCTIONS 

FILING MOVE TO A CLOSEO FILE UPON TERMINATION CUT OFF CUT OFF THIS FILE EACH CALENDAR YEAR 
OF 
OR 

ASSIGNMENT, CANCELLATION OF LEASE,
WHEN PLANS ARE SUPERSEDED OR 

OBSOLETE 

STORAGE RETAIN IN OFFICE, 00 NOT SENO TO FRC OISPOSAL OISPOSE OF 2 YEARS AFTER CUT OFF 

REPLACES NARA JOB NUMBER 

http:FAAD.11.01

