
JOB NUMBER 
REQUEST FOR RECORDS DISPOSITION AUTHORITY N I-GRS-03- ~ 

To:	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received
 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001
 
1.	 FROM (Agency or establishment)
 

NOTIFICATION TO AGENCY
 National Archives and Records Administration 

2. MAJOR SUBDIVISION In accordance with the provisions of 44 U.S.C. 3303a. the 
disposition request. including amendments. is approved 

I-=----,=-===~=::-==~----------------__I except for items that may be marked "disposition not 
3. MINOR SUBDIVISION	 approved" or "withdrawn" in column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE NUMBER DATE A~VIST OF THE U~ STATE~ 

Teresa C. Sharkey 301.837.2973 12-~-C3pj~1JJ (~J 
6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the 
records proposed for disposal on the attached __ 1_ page(s) are not needed now for the business for this agency or will not be 
needed after the retention periods specified; and that written concurrence from the General Accounting Office, under the 
provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

~ is not required	 o is attached; or o has been requested. 

DATE SIGNATURE OF AGENCY REPRESENTATIVE	 TITLE 

Of:,-21rZ003 ~II'? ~~,/. Director , 
9. GRS OR I 10. ACTION TAKEN 7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

Alternative Dispute Resolution (ADR) Files: See attached
 
page
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f'1''"'i\Y-1 S' "'. +-ro /v ""-.\I,: ,1J ;;! ~ /iJ,JJ (I ~-;I'L.-VU 0 ~	 /-



Alternative Dispute Resolution (ADR) Files: Alternative Dispute Resolution (ADR) is any procedure, 
conducted by a neutral third party, that is used to resolve issues in controversy, including, but not 
limited to, conciliation, facilitation, mediation, fact finding, minitrials, arbitration and use of ombuds. 
The records covered by this schedule relate to techniques and processes used in an agency's ADR 
program in resolving disputes with or between its own employees. 

NOTE: This schedule does not apply to: 1. Administrative grievance files, 2. Adverse action files, 3. 
Formal and informal equal employment opportunity proceedings, 4. Traditional EEO counseling or 
other records included in the EEO file when a person chooses to go directly to ADR, or 5. Private party 
claims or EEOC's involvement with federal sector claims of non-EEOC employees against other 
federal agencies. These records are covered by other items in GRS 1. This schedule does not apply to 
ADR records that are produced as part of an agency's primary mission. 

a.	 General Files: General correspondence and copies of statutes, regulations, meeting minutes,
 
reports, statistical tabulations, evaluations of the ADR program, and other records relating to
 
the agency's overall ADR program.
 

Destroy when 3 years old. Longer retention is authorized if records are needed for agency 
business. 

b.	 Case Files: Records documenting ADR proceedings. These files may include an agreement to 
use ADR, documentation ofthe settlement or discontinuance of the ADR case, parties' written 
evaluations of the process and/or the neutral third party mediator, and related correspondence. 

Destroy 3 years after settlement is implemented or case is discontinued. 

c.	 Electronic Mail and Word Processing System Copies: Electronic copies of records that are
 
created on electronic mail and word processing systems and used solely to generate a
 
recordkeeping copy of the records covered by the other items in this schedule. Also includes
 
electronic copies of records created on electronic mail and word processing systems that are
 
maintained for updating, revision, or dissemination.
 

(l) Copies that have no further administrative value after the recordkeeping copy is made. 
Includes copies maintained by individuals in personal files, personal electronic mail directories, 
or other personal directories on hard disk or network drives, and copies on shared network 
drives that are used only to produce the recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been produced. 

(2) Copies used for dissemination, revision, or updating that are maintained in addition to the 
recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is complete. 
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