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3303a Ihe dtsposltion request, mcludlng
amendments, IS apprOYed except lor Items that 
may be marked "diSposition nol approved" or 
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6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this age matters pertaining to the disposhion of Its records and that the 
records proposed for disposal on the attacned . e(s) are not now needed for the business of this agency or will 
not be needed after the retention pertods specified, and th written concurrence from the General Accounting Office, 
under the provisions of Title 8 of the GAO Manual for Guicl e of Federal AgenCIes, 

[!J is not required, U has been requested 
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970116 

7 9 GRSOR 10 ACTION 
ITEM 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN(NARA

NO JOB CITATION USE ONLY) 

1. 
Admimstratrve and Management Records Disposition Schedule' 
#330-33 Administrative Grievance, Disciplinary, and Adverse 
Action Files. 

l a a. Administrative Grievance Files. Records relating to grievances 
raised by agency employees, except EEO complaints. These case files 
include statements of Witnesses, reports of interviews and hearings, 
examiner's findings and recommendations, a copy of the onginal 
decision, related correspondence and exhibits, and records relating to 
a reconsideration request 

GRS 1-30a 

Destroy 7 years after case is closed. 

Ib b Adverse Action Files and Performance-Based Action Files Case 
files and records related to adverse actions and performance-based 
actions (removals, suspensions, reductions-in-grade, furloughs, 
letters of reprimand) against employees The file may include any or 
all of the following. the proposed adverse action with supporting 
documents, statements of witnesses, employee's reply, heanng 
notices, wntten no~ces, reports and decisions, reversal of action, 
appeal recor~jetters of repnmand, firm choice letters, and leave 
letters 

GRS 1-30b 

Destroy 7 years after case IS closed 
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10 ACTION 

TAKEN(NARA
USE ONLy) 

I 

Ic c Counselmg Files Reports of interviews, counselmg 
sessions, analyses, and related records 

Destroy 5 years after terrrunation of counselmg 

Two copies, including onginal, to be submitted STANDARD FORM l1S-A (REV 3-91) 
to the National Archives and Records Administration Prescnbed by NARA 

)(1 CPR 1228 

115-205 



Redactions have been made to this record control schedule pursuant to 5 U.S.C. 552(b)(3) 
with the corresponding statute 50 U.S.C. 402, noting National Security Agency Act of 1959, 
which protects from disclosure "information pertaining to the functions or organization ofNSA 

and certain information pertaining to NSA employees." You will need to submit a Freedom 
of Information Act (FOIA) request to the Office of the General Counsel for the withheld 
information. Information on how to file a FOIA may be found here: 

http://www.archives.gov/foia/ 

http://www.archives.gov/foia

