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1112 RESOLVE - Alternative Dispute Resolution (ADR) Files

Records of the alternative dispute resolution (ADR) program for
NARA maintained by the Dispute Resolution Specialist, the
Director of RESOLVE, and supporting staff.

1112-1 Policy files.

Records documenting creation of the program and subsequent
policy-making activities and decisions of RESOLVE.

May include copies of statutes, regulations, NARA bulletins,
Notices, reports to senior staff, and program evaluations.

Cut off at end of fiscal year. Destroy when superseded, obsolete
and no longer needed for reference.

1112-2 Program adnumistration files.

VERSION OF GRS

Records and background materials ing to program administration or housekeeping
activities. May include co matenalsdistributed at ADR seminars, news and journal
articles, and other fials that do not serve as u e documentation of the program.

annually. Destroy when 2 years old. (GRS 23, item 1)

1112-3 Case files.

Records documenting mediation and facilitation proceedings.
May include agreement to mediate or facilitate, technical reviews,
and information on settlement or discontinuance of the ADR case

Place 1n inactive file when settlement is reached or request for
mediation is discontinued. Cut off annually. Destroy 5 years
after cutoff.

NOTE: Bring forward inactive files to active status in the event
of a breach of the terms of an agreement.
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1199 Word Processing Files and Electronic Mail (Email)
Records

1199-1 Word Processing Files.

Documents such as letters, memoranda, reports, handbooks,
directives, and manuals recorded on electronic media, such as
hard disks or floppy diskettes, after they have been copied to an
electronic recordkeeping system, paper, or microform for
recordkeeping purposes.

Delete from the word processing system when no longer needed
for updating or revision.

1199-2 Email Records.

Senders' and recipients' versions of email messages that meet the
definition of Federal records, and any attachments to the record
messages after they have been copied to an electronic recordkeeping
system, paper, or microform for recordkeeping purposes.

Delete from the email system after copying to a recordkeeping
system.

NOTE: Along with the message text, the recordkeeping system
must capture the names of sender and recipients and date
(transmussion data for recordkeeping purposes) and any receipt data
when required.





