
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: Nl-059-00-007 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 3/10/2021 

ACTIVE ITEMS 

These items, unless subsequently superseded, may be used by the agency to 

disposition records. It is the responsibility of the user to verify the items are still 

active. 

All items remain active except item 1. 

SUPERSEDED AND OBSOLETE ITEMS 

The remaining items on this schedule may no longer be used to disposition records. 

They are superseded, obsolete, filing instructions, non-records, or were lined off and 

not approved at the time of scheduling. References to more recent schedules are 

provided below as a courtesy. Some items listed here may have been previously 

annotated on the schedule itself. 

Item 1 

Superseded by DAA-GRS-2018-0008-0003 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 
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LEAVE BLANK NARA use only)
REQ�EST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 

(See Instructions on reverse) N\- °\-00-0, 
DATE RECEIVED TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) 

WASHIN'GTON, DC 20408 .., aoo 1 
1. FROM (Agency or establishment) 

In ac cordance with the provisions of 44 
U.S.C. 3303a the disposition reques t, 
including amend ments, is approved except 
for items that mal be marked "disposition 3. MINOR SUBDIVISION not approved" or 'withdrawn" in corumn 10 . 

. :Recruitment Examination 
4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE DATE 

Marria Braden 202 261-8339 1-3./--o I 
6. AGENCY CERTIFICATION 
I hereby certify that I a:I_I\ authorized t<:> act for this agen� in matters pertaining to disposition of its records 
and that the records proposed for disposal on the attached __ page(s) are not now needed for the business 
of this agency or will not be needed after the retentionferiods s ecified; and that written concurrence from rthe General Accounting Office, under the provisions o Title� o the GAO Manual for Guidance of Federal 
Agencies, .-. 

is not required; D is a•ched; or . 0 has been r�quested. 
DATE SIGNATURE OF AGENCY REPRESENTATIVE l;�t of. state 

'Records Officer�cJJ�-
7. 9. GRSEOR 10.A 

ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN(NARA
NO. JOB CITAT.ION USE ONLY) -1----------------------------+-------

See attached 

NSN 7540-00-634-4064 STANDARD FORM-115 (REV. 3-91) 
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

, /, 7 /, _ ,� 36 CFR 1228�;a,: N�1tJINM e:,tJttJ/1JDC 

... 

0 
NOTIFICATION TO AGENCY 
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SECTION 2 RECRUITMENT, EXAMINATION AND EMPLOYMENT 

Recruitment and Employment 

040201 Recruitment and Employment General Subject Files. I. 

Correspondence, reports, and other reference material pertaining to the operation and administration of recruitment and employment functions. 
a. Recordkeeping copy (paper). 
DISPOSITION: Destroy when 10 years old. (NCl-59-80-5, item 1) t?bSoli:fc.: Thl.Se. ite.m.s re./11.d b j)ri M ititi fIt.of records created by electronic mail and word processing applications. �roc.1.�. 

{2.e.poriul ot\ .:l fa-/1 OI 
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy l:>'/ Marie.. s8

aMbe-ff-«-a 
fl . 040�0� &eser:Yetl-fer fllt11re 11se. 

a, 040203 Trip Files. 

Correspondence, reports, and other documentation of recruitment trips, conferences, and speaking 
engagements. 
a Recordkeeping copy (paper). 
DISPOSITION: Destroy when 5 years old. (NCl-59-80-5, item 2) 

(.) hsole.-k.. ! Se.e.ecords created by electronic mail and word processing applications. a 1,ovc. V\oft,; 
J/fl/1 G\ DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has 

r employment (SF 171 or similar form) related forms, and correspondence, i.e. 

DISPOSITION: Destroy upon receip OPM inspection report or when 2 years old, whichever is 
earlier, provided the requirement of the OP erating Manual Guide to Recordkeeping is 
observed. (GRS 1, item 15) 
b. Electronic version of records created by electronic mail 
DISPOSITION: Destroy/delete within 180 days after recordkeeping co 
(GRS 1, item 43a) 

1 

·o. Eeetfemi;: version has been p:rodtiG8<i 

---

· b. fitectrome i.tersjan of r been produced. 

https://porh!.cl
https://tJbSolt-.fc
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0402115:ti Reservedlorliifure use. 

3. 040207 Dossiers-Foreign Service Reappointment Candidates. 

a. Dossiers of Foreign Service Reappointment Candidates who took the oral examination. 
Correspondence and other documentation concerning reappointment to the Foreign Service 
including Qualifications Evaluation Report and report of oral examination. 

(1) Recordkeeping copy (paper). 

b. Dossiers of Foreign Service Reappointment Candidates who did not take the oral 
examination. Correspondence and other documentation concerning reappointment to the 
Foreign Service including Qualifications Evaluation Report. 

(1) Recordkeeping copy (paper). 

DISPOSITION: Destroy 2 years from the date of most recent documentation. 

sion of records created by electronic mail and word processing applications. C,bso le. +c. ." Su. 
abo\Jt. 11 of!.. 

:J./�/19DISPOSITION: Destroy/delete within 180 days after recordkeeping copy 

fM8H8-¼8-Bettel1¥8d-fer f11tt11 e ne:-

040211 Dossiers-Foreign Service Non-career Appointees. lf-, 
Includes correspondence and other documentation concerning appointment to the Foreign 
Service outside the examination process. 

a. Recordkeeping copy (paper). 

DISPOSITION: Destroy 2 years from the date of most recent documentation. 

of records created by electronic mail and word processing applications. �b�olt...·h .. : S.t1..e.. 
o\)ollt., f'I Otc..-

D ISPOSm ON: Destroy/delete within 180 days afterorecordkeeping copy s J /8/1q 

fMM½i Re11effeel for f11•11H-ase. 

5, 040213 Recruitment and Employment Policy and Procedure Files. 

Correspondence, reports, reference material, policy documentation, and procedural matters 
relating to the development and administration of Recruitment and Employment. 

2 

DISPOSITION: Retire to RSC 2 years after the year of reappointment for transfer to WNRC. 

Destroy when 7 years old. (NCl-59-80-5, item 5) 
Ob~o kke.: 1n~ ;t, MS 

-~:===~~1·~ o~n~o~f=r~ec~o~r~ds= =cre=at~e~diSJ~J~~~lc~s~11~&~1ll~· c;!i11d~:· ;an;as.v;e:sd:!l);Ji&:s:s:ss:in:g:S!:JD:p:a:· s:a:w~as;s :<c.ftc.d c> p•i"
1 

a

11

6 Fie. 
· ~,ou,!.S-

S S SS SS j SS S SSS fLo.l"''''° °" J/~/lq 

DISPOSITION: Destroy/delete within 180 days atter recor eeping copy as een pro "" ..,, bi µ, ,~ 5fi •• \iclt,.<11 

(2) lUecirauic yer has been preelaced. 

I• 

b. Eleeti=eAic v&sion ha 6eett produeee, 
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a. Recordkeeping copy (paper). 
DISPOSITION: Permanent. Retire to RSC when 10 years old for transfer to WNRC. Transfer to NARA when 20 years old. 

O\'.>so llh ·. Thi�e.-
6. Electrmtic ·ver,sign arrecorQ§<ereated by electronic mail andovordcprocessingcapplioationsoli'e..M� re,f1u;+ a prin-t 

---n- J :;,·1e. proc.t.�S.�-"�n-00 000 0 0 n-'7,'ft--
c0 c\DISPOSITION: Destroy/delete within 180 days afPe��8o�c&f��o o�Y��.__.£ ���rr�--�U:"'bt�r�" c'),/8/1&\ "'/' l"lhf" 

--a"" 

, , 040214 Diplomat-in-Residence General Subject Files. 

Consists of general information regarding the Diplomat-in-Residence Program, correspondence with university officials regarding the program, participants report on the program. 
a. Recordkeeping copy (paper). 
DISPOSITION: Destroy when 3 years old. 

ion of records created by electronic mail and word processing applications. 6bsoldc..: See. 
abovt. f\O.,..�

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy J/�/10\ 

1, 040215 Diplomat-in-Residence Case Files. 

Correspondence with university and ambassador regarding appointment ofDiplomat-in­Residence, and reports on evaluation of activities on campus. 
a. Recordkeeping copy (paper). 
DISPOSITION: Destroy when 3 years old. 

Drug Testing Program Files. 
Drug tes rogram records created under Executive Order 12564 and Public Law 100-71, Section 503 ( tat. 468), EXCLUoDING consolidated statistical and narrative reports concerning the oper · of agency programs, including annual reports to Congress. 
[NOTES: (1) Disciplinary ac ase files pertaining to actions taken against employees for drug use, drug possession, failure to ly with drug testing procedures, and similar matters are covered by GRS 1, item 30b, which a · zes destruction of records between 4 and 7 years after the case is closed. (2) Any records red by item 040509 a-e that are relevant to litigation or disciplinary actions should be disposed earlier than the related litigation or adverse action case file(s)] 

a. Drug test plans and procedures, [Excluding documents that are fi "records sets" of formal issuances ( directives, procedures, handbooks, operating manuals, e like)]. 

3 

j 

fias been prodtteee. 

b. B!oelrO<lic ,rersioo of n:cmds created by electronic mail and word processing apPlications. 

DISPOSIDON: Destroy/delete wifuin 180 days after n:cordkeeping copy bas beW JilotlueeG, 

,I 

(; t>Stl leJe.-: ~e.£., 

6 \,o·Jt. M 1 !-
J / 8' /\ '1 
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onsist of copies of plans and procedures, with related drafts, correspondence, memoranda, 
other records pertaining to the development of procedures for drug testing programs, 

· g the determination of testing incumbents in designated positions. 

DISPOSITIO : estroy when 3 years old or when superseded, obsolete, or no longer needed, 
whichever is later. ee note (2).] (GRS 1, item 36a). 

(2) Electronic version o ords created by electronic mail and word processing applications. 

DISPOSITION: Destroy/delete "thin 180 days after recordkeeping copy has been produced. 
(GRS 1, item 43a) 

b. Employee Acknowledgment ofNotic 

Files contain forms completed by employees se positions are designated sensitive for drug 
testing purposes acknowledging they have receiv notice that they may be tested. 

(1) Recordkeeping copy (paper). 

DISPOSITION: Destroy when employee separates from tes designated position. [See 
note (2).] (GRS 1, item 36b). 

(2) Electronic version of records created by electronic mail and word 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy ha 
(GRS 1, item 43a) 

Records · g to the selection of specific employees for testing and the scheduling of tests. 
Included are hs electees, notification letters, and testing schedules. 

DISPOSITION: Destroy when 3 years 

(2) Electronic version of records created by electrom ·1 and word processing applications. 

DISPOSITION: Destroy/delete within 180 days after recordkeepin�'""" 
(GRS 1, item 43a) 

• 

Records relating to llection and handling of specimens. Consist of forms and other 
records used to maintain c 1 aud accountability of specimen from the point of collection to 
the final disposition of the spec1 ... _., __ 

4 

;,, ~produced. 

- iifiiiii - -
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Recordkeeping copy (paper). 

SITION� Destroy when 3 years old. [See note (2).] (GRS 1, item 36d(2)) 

(2) Electr ·c version of records created by electronic mail and word processing applications. 

DISPOSITIO . estroy/delete within 180 days after recordkeeping copy has been produced. 
(GRS 1, item 43a 

e. Test Results 

Records documenting indiv ual test results. Included are reports of testing, notifications of 
employees/applicants and emp · g office documents relating to follow-up testing. 

(1) Positive Results. 

(a) Recordkeeping copy (paper). 

DISPOSITION: Retire to RSC when 1 year for transfer to WNRC. Destroy when 10 
years old. (GRS 1, 36e(l)) 

(b) Electronic version of records created by electron mail and word processing applications. 

DISPOSITION: Destroy/delete within 180 days after reco eeping copy has been produced. 
(GRS 1, item 43a) 

(2) Negative Results. 

(a) Recordkeeping copy (paper). 

DISPOSITION: Destroy when 3 years old. (GRS 1, item 36e (2)) 

(b) Electronic version of records created by electronic mail and word processin 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been pr 
(GRS 1, item 43a) 

040217 Student Employment Program Database. i. 
This on-line system tracks applicants, selects and hires for each student program. It provides 
trend analysis, demographics, management reports to analyze pool and evaluates program 
results. Included in the system are applicants for Internships, Presidential Management 
Interns (PMI's), Foreign Affairs Fellowship Program Interns, Summer Hires, Stay-in-School 
(SIS) and Co-Operative Education Program (Co-Op). 

DISPOSITION: Cut off file every three years. Destroy 65 years after cutoff. 

Q4Qll8 lQ Pesen•ed for future use, 

5 
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Examination 

040221 FSO Written Examination Master File . q• 
Consist of one copy of the FSO Written Examination for each year. 
DISPOSITION: Permanent. Retire to RSC every 5 years for transfer to the WNRC. Transfer to the National Archives when 25 years old. (NCl -59-80-20, item la  and b) 

I(:), 040222 Master File of Agenda and Minutes of the Board of Examiners for the Foreign 
Service. 

a. Recordkeeping copy (paper). 
DISPOSITION: Permanent. Retire to RSC when 10 years old for transfer to WNRC. Transfer to the National Archives when 25 years old. (NCl-59-80-20, item 2) 

6bso /t-.fc:... ThI tSL c+ems 
. -· - . . f rdb. bieet1.=on1c vers10n o reco s create yre ectroruc ma1 llil wor processmgmpp cations.r p,rac:!.SS, 

(2. por-ru\ ll'VI J.{a(\q------;:-;:---.,.,...,._,_
DISPOSITION: Desfr�§/ci�feflifthfnr{s?j Jay� fdt�f lecAldk�Fqqp)t"����ftk�- � ,u1,,r1t 17ambe.tf,.rc1 

I \ • 040223 Examination General Subject Files. 

Arranged by subject. Includes correspondence and memoranda relating to preparation and grading of Written Examination by a contract testing service; procedures for oral examinations; lists of candidates designated for appointment; press releases or other publicity on examinations; and any other pertinent reports or studies. 
a. Recordkeeping copy (paper). 
DISPOSITION: Permanent. Retire to RSC when 5 years old for transfer to WNRC. Transfer to the National Archives when 25 years old. (NCI-59-80-20, item 3) 

ion ofrecords created by electronic mail and word processing applications. e>bsolt.+-t-: �u .. 
� bout- 11 err,.,DISPOSITION: Destroy/delete within 180 days after recordkeeping copy d-/8/lq 

040224 FSO Written Examination Results. 

Registers of candidates' names and statistical tabulations submitted by the contract testing service. 
DISPOSITION: Retire to RSC when 7 years old for transfer to WNRC. Destroy when 20 years old. (NCI-59-80-20, item 4b) 

1 . 040225 FSO Written Examination Applications and Answer Sheets. 

Applications for FSO Written Examination and answer sheets for applicants who take that examination. 
DISPOSITION: Destroy after 6 months. 

6 
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· b. Blecti:wic vers has been produced. 

https://6bsolt.7c
https://p,rac:!.SS
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040226 Dossiers-Successful FSO Candidates. 

Dossiers of officer candidates who were certified for and accepted appointment. Includes correspondence with applicant, report of Oral Assessment, and information on experience. 
a. Recordkeeping copy (paper). 
DISPOSITION: Retire to RSC 2 years after the year of appointment for transfer to WNRC. Destroy when 7 years old. (NCl-59-83-6, item 2) 

Ob.sole.ft-: Tlte.f.L i+t1n1s 

• • 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy 
sion of records created by electronic mail and word processing applications. rr-f[ui d pri "� �"6 {i It. proc.t.$S, a.e.por�e.t11V1 �-'� 1qtteea.-

1b'} J.Aar ..... ""ct�°'l)(,rrM"4' 
\ S. 040227 Dossiers-Unsuccessful FSO Candidates. 

a. Dossiers of officer candidates who, after having taken the Written Examination, were determined to be eligible for the Oral Assessment but were not appointed. Includes correspondence with applicant, report of any Oral Assessment, and information on experience. 
(1) Recordkeeping copy (paper). 
DISPOSITION: Retire to RSC 2 years after the year of the Written Examination for transfer to WNRC. Destroy when 7 years old. (NCl-59-83-6, item 3) 

b. Dossiers of officer candidates who, after having passed the Qualifications Evaluation Panel process, took the oral examination but were not appointed. Includes correspondence with applicant, report of the oral examination, and information on experience. 
(1) Recordkeeping copy (paper). 
DISPOSITION: Destroy 2 years from the date of the most recent documentation. 

· version of records created by electronic mail and word processing applications. �bsole-h:,; �<.t 
abov� i\Otl..DISPOSITION: Destroy/delete within 180 days after recordkeeping copy as ;)/8119 

c. Dossiers of officer candidates who failed the Qualifications Evaluation Panel process or who, having passed that process, failed to take the oral examination. Includes correspondence with applicant and information on experience. 
(1) Recordkeeping copy (paper). 
DISPOSITION: Retire to RSC 2 years after the year of the oral examination for transfer to WNRC. Destroy when 7 years old. 

7 

· b. Blecttonic ver has 'oeen prod 

~ (2) Blo~c version of records created by electronic mail and word processing applications. c,1,solth,'. ,a,.e a\,o11t- no-re.-

DISPOSIDON: Destroy/delete within 180 days after recordkeeping copy lias been preduG@d. · di 8 /19 

(A} Inectramc h beett p1oduee<i, 

https://Ob.sole.ft
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Obsclt+e.: 1),lSt, tt'eMS 
oferecords created by electronic mail and word processing applications. n.f1.. �:t c. pr,11-1- cr'lc-

t1'- proc c.-..s. 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy :eed,. O.e.porhtl >rYI j/ff{lq by 
Mdr \t. S�oll'I bt.lt;i.r� 

jl,. 040228 Dossiers-Successful Specialist Candidates. 

Dossiers of specialist candidates who were certified for and accepted appointment. Includes 
correspondence with applicant, report of oral examination, and information on experience. 

a. Recordkeeping copy (paper). 

DISPOSITION: Retire to RSC 2 years after the year of appointment for transfer to WNRC. 
Destroy when 7 years old. (NCl-59-83-6, item 4) 

ion of records created by electronic mail and word processing applications. Obsoltke. ·. Se..e. 
a\:::,ouc.. 110-rc.. 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy d/8119 

r7. 040229 Dossiers-Unsuccessful Specialist Candidates. 

a. Dossiers of specialist candidates who, having passed the Qualification Evaluation Panel 
process, took the oral examination but were not appointed. Includes correspondence with 
applicant, report of the oral examination, and information on experience. 

(1) Recordkeeping copy (paper). 

DISPOSITION: Retire to RSC 2 years after the year of the oral examination for transfer to 
WNRC. Destroy when 7 years old. (NCl-59-83-6, item 5) 

b. Dossiers of specialist candidates who failed the Qualification Evaluation Panel process or 
who, having passed that process, failed to take the oral examination. Includes correspondence 
with applicant and information on experience. 

(1) Recordkeeping copy (paper). 

DISPOSITION: Destroy 2 years from the date of the most recent documentation. 

of records created by electronic mail and word processing applications. Obsolt--1-<-: &e. 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has een p 

j f> . 040230 Annual Report of the Board of Examiners for the Foreign Service. 

a. Recordkeeping copy (paper). 

DISPOSITION: Permanent. Retire to RSC when 10 years old for transfer to WNRC. 
Transfer to the National Archives when 25 years old. 

8 

· n of records created by electronic mail and word processing applications. 0 bSo ItJe, � S<!.e. 
abl\lt. tlo+e,

�/�Ill\ 

(2) Eleetnuuc version has been prodtl 

has been ptoduce&. 

(2) Eeewgaic vers10 
DISPOSITION: Desstroy/delete within 180 days afte,r recordkeeping copy bas been produced. 

(2) Ele&B"Emic version b roduced. 
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f d db 1 ·1 d d 1o recor s create y e  ectromc ma1 an war processmg app 1cat1ons. re.flu 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy 

Dbso It-te. : 

�(8(l l\ (lci'L 

. . · . 6b.sokl-c.: Tht.sc. ; �e.111c,; 

�U.- bdOLUf records created by electronic mail and word processing applications. 

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been pro uce . 

Vl 040231 Examination Policy and Procedure Files. 

Consist of correspondence, reports, reference material, policy documentation and procedural 
matters relating to the development and administration of the Examination process. 

a. Recordkeeping copy (paper). 

DISPOSITION: Permanent. Retire to RSC when 10 years old for transfer to WNRC. 
Transfer to the National Archives when 25 years old. 

..+°' prifl� anc\ Jte. 
�f0(.(.'Q5, 

lle:porho rtt �(8/iq
b� ,u,,rl<. D�aMbtJte.ra 
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b. Eeot;Eellic version o d d 

b. Eeoti:emc version has been pt odttoed. 

https://D�aMbtJte.ra



