NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-059-00-013

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 2/25/2021

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These items, unless subsequently superseded, may be used by the agency to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 except the ones listed below are active

SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 25 is superseded by DAA-GRS-2017-0011-0002

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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SECTION 11 CAREER DEVELOPMENT AND ASSIGNMENTS
Presidential Appointments
041101 Presidential Appointment Precedent and Policy Files.

Consist of correspondence, reports, studies, etc. documenting policies, procedures and precedents
concerning the appointment and process of presidential appointments.

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. (NC1-59-77-19, item 1a and b)
i : . . . . Objole e. These 1fems
—b—Elestronic. version of records created by electronic mail and word processing applications. 1, flect s prnt and /; le

pProcess.
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy k12:1STEE‘:n“[:ﬂ't)f!’ezeeekl (epocted m L8N by
Mack Sambtﬁ'“_ d

041102 Ambassador Appointments.

Consist of documentation on bilateral/multilateral ambassadorial appointments, as well as ranks
and personal ranks of ambassador. Includes memoranda to and from the White House, bio data,
press releases, nominations, clearance materials, agreement communications, Congressional
correspondence, letters of resignation and Presidential letters of acceptance, and clearance
materials. [Note: Original letters of resignation and Presidential acceptance letters are on file at
the White House or appropriate Presidential Library.]

a. Recordkeeping copy (paper).

DISPOSITION: Permanent. Retire to RSC when 8 years old for transfer to WNRC. Transfer to
the National Archives when 25 years old. (NC-59-77-19, item 3a and b)

“~b—Eleetronic version of records created by electronic mail and word processing applications. O’lso‘&"&-hg&
abeve no

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beemprodused.___ A&Na

041103 Miscellaneous Department of State (DOS) Appointments.

Documentation on the appointments of Principal Officers in the DOS and individuals to Boards
and Commissions under the jurisdiction of the DOS, e.g., fishery commissions, United Nations
bodies, independent agencies. Includes memoranda to and from the White House, bio data,
clearance materials, press releases, nominations, agreement communications, Congressional
correspondence, letters of resignation and Presidential letters of acceptance.



a. Recordkeeping copy (paper).

DISPOSITION: Permanent. Retire to RSC when 8 years old for transfer to WNRC. Transfer to
the National Archives when 25 years old. (NC1-59-77-13, item 2a and b)

Obsslete . These items

—b-Blectronic version of records created by electronic mail and word processing applications. (eflect 8 prot 2ud fe

(oLeSs .

[}
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy &:ﬁggﬁd :,{:: by
“041104—Reserved-for futureuser
041105 Presidential Nominations.

Copies of nominations of individuals for public office sent by the President to the United States
Senate.

DISPOSITION: Permanent. Retire to the RSC when 7 years old for transfer to WNRC. Transfer
to the National Archives when 25 years old. (NC1-59-77-19 items 2a and b)

041106 Foreign Service Appointments/Promotions/Assignments.

 Documentation of all aspects of appointments, promotions, and consular assignments of Foreign

Service Officers, including interdepartmental correspondence, memoranda to and from the White
House, nomination/authorization lists, and Congressional correspondence.

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. (NC1-59-77-19, item 3a and b)

—b-Electronic version of records created by electronic mail and word processing applications. (Dbsolete. See

above note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced: J1844

041107 Oaths of Office.

Appointment Affidavit (SF-61), executed by individuals appointed by the President for public
office.

DISPOSITION: Permanent. Retire to RSC when 15 years old for transfer to WNRC. Transfer to
the National Archives when 25 years old. (NC1-59-77-19-4a and b)
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041108 Senate Resolutions on Presidential Appointments.

Original resolutions providing advice and consent of the United States Senate to the appointment
by the President of individuals to public office.

DISPOSITION: Permanent. Retire to RSC when 5 years old for transfer to WNRC. -Transfer to
the National Archives when 25 years old. (NC1-59-77-19, item 5a and b)

041109 Presidential Appointment Law Books.

These books contain summaries of the laws establishing positions, boards, commissions, etc. to
which the President makes appointments. Appointment data, e.g., name, appointment date, term, is
also entered into the law books.

DISPOSITION: Permanent. Retire to the RSC when 15 years old for transfer to WNRC. Transfer
to the National Archives when 25 years old.

041110 Card File Index.

Contains appointment data on Presidential appointments i.e., Foreign Service appointments,
promotions, and assignments; ambassadorial appointments; Cabinet officers; all other civil officers
appointed by the President whose commissions are not required by law to be issued under another
seal.

DISPOSITION: Permanent. Retire to RSC when 10 years old for transfer to WNRC. Transfer to
the National Archives when 25 years old. (NC-59-77-19, item 13)

041111 Great Seal of the United States.

a. Subject Files. Historical records on the Great Seal of the United States, include speeches, tapes,
and photos, etc.

(1) Recordkeeping copy (paper).

DISPOSITION: Permanent. Retire to RSC when 10 years old for transfer to WNRC. Transfer to
the National Archives when 20 years old.

Obsolete ; These ifems

~—2)Electronic version of records generated by electronic mail and word processing applications. (eflect 4 priat and file

process.:

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beenpreduced.—_ Qepor ted o cL/B114
by Mack %dﬂlbbﬂ'ﬂ“

b. Working File. Working and information file consisting of material duplicated from the Great
Seal of the United States Subject File.

(1) Recordkeeping copy (paper).



.

3.

DISPOSITION: Destroy when no longer needed for reference purposes.

. . . . . o ifems
on of records generated by electronic mail and word processing a.pphcatlons.(rD &).’zoc ‘: ee,]; rﬂn)fé:n j

ﬁ\{, rocess.
Qc_pot,‘)hcl m &N by

Mark seam befferd

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has
041112 Presidential Appointment Commission Books.

These books contain the typed texts of the appointment commissions of Cabinet Officers, DOS
Principal Officers, heads of independent agencies, White House commissioned staff officers and
other individuals appointed by the President to public office.

a. Recordkeeping copy (paper).

DISPOSITION: Permanent. Retire to RSC when 15 years old for transfer to WNRC. Transfer to
the National Archives when 25 years old.

~b-—Elestronic version of records generated by electronic mail and word processing applications. Obsslete. See
above note J18/14

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beemr produeed--
= Tved 10 ure

Title and Rank
041116 Title and Rank Card File.
Includes data on all aspects of title and rank actions at a particular post.

DISPOSITION: Permanent. Retire to the RSC 2 years after separation or transfer of
employee for transfer to WNRC. Transfer to the National Archives when 25 years old.

041117 Title and Rank Policy Files.

Correspondence, reports, forms and other documentation dealing with general and specific
country policies, procedures, precedents, agreements, etc. concerning diplomatic and consular
titles for Foreign Service and other Federal agency personnel.

a. Recordkeeping copy (paper).

DISPOSITION: Permanent. Retire inactive files to RSC when 10 years old for transfer to
WNRC. Transfer to the National Archives when 25 years old. (RRP-NN-464-6, item 3a)

~b-Eleetronic version of records created by electronic mail and word processing applications. (Dbsolete . See
dhove Aote
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beem produeed— ] 818019

1Y 041118 Title and Rank Case Files.
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Correspondence, working papers and other documentation conceming the approval of titles
for specific positions at Foreign Service posts.

a. State Department personnel.
(1) Recordkeeping copy (paper).
DISPOSITION: Destroy when 2 years old. (NN-173-176, item 3a)

“(2)Eteetronic.version of records created by electronic mail and word processing applications. Obselete: See

below note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy Has-been-preduced.. 2N A

b. Other Federal agency personnel.
(1) Recordkeeping copy (paper).
DISPOSITION: Destroy when 1 year old. (NN-173-176, item 3b)

~{2)Elestronic version of records created by electronic mail and word processing applications. Obsolete! See

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beer produeed:- belew m;‘fg/;q
041119-20-Reserved-for-futureuse-
Career Development and Training
041121 General Subject Files.
a. Major policy and procedural files documenting program management and policy-making
pertaining to the Department's career counseling and assignments functions.
(1) Recordkeeping copy (paper).
DISPOSITION: Retire inactive material to the RSC when 10 years old for transfer to WNRC.
Destroy when 15 years old. (NN-172-202, item 1a)
~(2)yEleetronicversion of records created by electronic mail and word processing applications. n_oftﬁl:k;r,gh :ﬁ_ ﬁ:ﬂ(
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy hamprodueeé.-—[?ﬁlgorw m Hena

by Matk Saémbiﬂw

b. Administrative and operational correspondence files pertaining to the Department's career
counseling and assignments functions.

(1) Recordkeeping copy (paper).

DISPOSITION: Destroy when 3 years old. (NN-172-202, item 1b)



" (2) Eleetronic-version of records created by electronic mail and word processing applications.%'ﬁf:‘,

6.

lebe . These items
apoatend fle

prau.ss-

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has be , Reported m 2180 by
Mok SaéMbLHM'°

c. Departmental circulars, printed and processed reference material, and other information or
working papers relating to internal administration or program subjects.

(1) Recordkeeping copy (paper).
DISPOSITION: Destroy when no longer needed for current operations. (NN-172-202, item 1c)

ion of records created by electronic mail and word processing applications.
Obsoetr: dee sbove

DISPOSITION: Destroy/delete within 180 days after recordkeeping has beg note 3(&MA

041122 Career Development Case Files on Foreign Service Officers and Staff Employees.

a. Records of long-term value on right side of folder, such as correspondence or memoranda
relating to assignment preferences, career development, transfer between cones, and training.

(1) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC 2 years after separation for transfer to WNRC. Destroy 7 years
after employee is separated from the Foreign Service. (NN-172-202, item 4a)

"~ (2) Blectrenicversion of records created by electronic mail and word processing applications.  Jheqlobe’ Seo

b note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has béen produced— ook aigha

b. Records of short-term value on left side of folder, such as telegrams relating to travel, etc.
(1) Recordkeeping copy (paper).

DISPOSITION: Destroy when 3 years old or upon transfer of folder to new counseling office or
inactive file. (NN-172-202, item 4b)

177

(2) Etectronic-version of records created by electronic mail and word processing applications. pgplete’ See

ABOJL note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beem produeed— a/8NA

041123 Front Pages showing FS assignments made by Panel B (Career FSO's) and Panel C
(Staff employees).

a. Master maintained by PER/CDA Office of Deputy Director.

(1) Recordkeeping copy (paper).



1g.

19,

DISPOSITION: Retire to RSC when 2 years old for transfer to WNRC. Destroy when 7 years
old. (NN-172-202, item 6a)

: . . . L 1o These 1tems
ion of records created by electronic mail and word processing apphcatlons.g[)ﬁik : prat and ﬁ le
$S.
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy X r(f:;oﬁu\ m AIENA by

- ek Sadmbdl’zré
b. Copies maintained by other offices.

DISPOSITION: Destroy when 1 year old. (NN-172-202, item 6b)

041124 Panel Agendas.

Information documenting transfer data of employees assigned to Foreign Service positions, i.e.,
assignments, estimate time of arrival at post, time of departure from post, length of tour of duty,
position numbers, etc.

a. Master agenda maintained by PER/CDA Office of the Deputy Director.
(1) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC when 2 years old for transfer to WNRC. Destroy when 7 years
old. (NN-172-202, item 7a)

~2)-Elestronic. version of records created by electronic mail and word processing applications. (Obsolebe ) et
dbove. notes
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produeed-— HEHA

b. All other copies.
DISPOSITION: Destroy when no longer needed for operating purposes. (NN-172-202, item 7b)

041125 Senior Assignments Board (SAB) records relating to Class 1 and 2 Foreign Service
Career Officers.

a. Memoranda recommending senior officer assignments and bearing approval of Director
General.

(1) Recordkeeping copy (paper).

DISPOSITION: Destroy when 4 years old. (NN-172-202, item 12a)

(2) Efectronie-wversion of records created by electronic mail and word processing applications. Obsolete | See

ahove note
AlsNa

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced——



{2 Eleetronic version of records created by electronic mail and word processing applications.

b. SAB assignment approval concerning key positions at posts or within the Department, (i.e.,
Ambassador Selection Committee and Deputy Chief of Mission Committee).

(1) Recordkeeping copy (paper).

DISPOSITION: Destroy when 4 years old. (NN-172-202, item 12b)

Obsolete , These tYems
reﬁu,{' 4 ponk and
file peocess.

DISPOSITION: Destroy/delete within 180 days after recordkeepinm Reported m /8N4 by
Mack 5gam\>eﬂ’6fd

¢. Memoranda approving change in assignments or tour of duty.

(1) Recordkeeping copy (paper).

DISPOSITION: Destroy when 1 year old. (NN-172-202, item 12c¢)

{2y Efeetrenic-version of records created by electronic mail and word processing applications. Opsplete i Seo

above note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beem produeed— . M BN

041126 Interagency Liaison Files.

a. Correspondence with agencies concerning available positions, assignments of FSQ's, and
agreements concerning such assignments.

(1) Recordkeeping copy (paper).

DISPOSITION: Destroy 3 years after agreement is terminated. (NN-172-202, item 13a)

~(2) Eleetronicversion of records created by electronic mail and word processing applications.  Ahsplete . Sea

. - dbove note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beemprodueed.—. a1gna

b. Memorandum re. assignment of FSQO's to functional bureaus of Department.
(1) Recordkeeping copy (paper).
DISPOSITION: Destroy when 3 years old. (NN-172-202, item 13b)
~(2)Etectrenic-version of records created by electronic mail and word processing applications. Obsolete, Sew

dhove note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beem produced—— A &NQ
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c. General Subject files relating to functions and administration of office.

(1) Policy and Procedural Files.
(a) Recordkeeping copy (paper).

DISPOSITION: Retire inactive files when 5 years old to RSC for transfer to WNRC. Destroy
when 20 years old. (NN-172-202, item 13d(1))
of records created by electronic mail and word processing applications.??ﬁiifz 'me S:,.:?;vi

Prot-LSS'
Regorted om J§h% by

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has
Mark Sgem beHets

(2) Routine administrative records.
(a) Recordkeeping copy (paper).

DISPOSITION: Destroy when no longer needed in current operations. (NN-172-202, item
13d(2)) ' :

ion of records created by electronic mail and word processing applications. (Obsolete | See
about note

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy 2/8NA

041127 Official Technician's Files.

a. Travel orders and related assignment correspondence on right side of folder consisting of Post
Assignment Travel Authorization (formerly TMFour) and revisions; requests from employee for
special travel approvals; requests for amendment to travel orders; Leave, Travel and Consultation
Sttus (DS-1707); Status of Quarters formerly TMTwo); Proposed Itinerary (formerly TMTwo);
Departure Notice (formerly TMFive); Arrival Notice (formerly TMEight); official Change in Tour
of Duty notifications; appointment or separation decoumentation (such as retirement approval);
notification of effective date of reassignment; document reflecting approval or termination of
Separate Maintenance Allowance; formal correspondence (telegrams, memos, etc.) related to
travel; documentation not kept in other official files in support of Request for Personnel Action
(SF52); Assignment Notification (formerly TMOne or TMThree) and revisions; courtesy travel
arrival notice (until official Arrival Notice is received); informal correspondence related to travel
or assignment (such as electronic mail); and worksheets or other working papers. (NN-173-105,
item 1a)

(1) Recordkeeping copy (paper).
DISPOSITION: Retire to RSC 2 years after separation from the Foreign Service or conversion to

Civil Service for transfer to WNRC. Destroy 4 years after file is retired to WNRC. (NN-173-105,
item 1a)



2,

. . . . . .  Obsolete’ These 1tems
WWM by electronic mail and word processing applications. re,?::.::l'h: print and Ale

process.

. ted m JisHia b
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been ; Eﬁ:\z é&:“muim !

b. Documents consisting of Foreign Service Residence and Dependency Report (OF-126) and all
supporting documentation on left side of the Official Technician file.

(1) Recordkeeping copy (paper).
DISPOSITION: Retire to RSC (on the left side) of the Official Technician File 2 years after

separation from the Foreign Service or conversion to Civil Service for transfer to WNRC. Destroy
4 years after file is retired to WNRC. (NN-173-105, item 1b)

~(2)—Eleetronic version of records created by electronic mail and word processing applications. (Jsdete ! See

sbove note /8114

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beenmprodused.—
041128 Post Correspondence Files.

Consists of routine communications with posts on administrative matters or issues affecting more
than one FS employee at post.

a. Recordkeeping copy (paper).
DISPOSITION: Destroy when 2 years old. (NN-172-202, item 17)

b—Flestronic version of records created by electronic mail and word processing applications. (Dbgplefe. See

3.

aboue note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produeed— /8N

041129 Training Files.

Training files relating to the development and evaluation of training policies and programs,
coordination of training plans with FSI, USIA, and AID.

a. General Subject Files.
(1) Policy and procedural files.
(a) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC when 10 years old for transfer to WNRC. Destroy when 25 years
old. (NN-172-202, item 19a(1))

10
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Obsolete These items

ion of records created by electronic mail and word processing applications. reflect aprnt and
Al process.

Leported m 3/5NA
" by )-rdrk Qgombelters

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy
(2) Records relating to the administration and operation of training functions; including
correspondence regarding the FSO's proposed training, and correspondence with training
organizations listing selections, available slots, etc.

(a) Recordkeeping copy (paper).

DISPOSITION: Destroy when 5 years old or when superseded or obsolete, whichever is sooner.
(NN-172-202, item 19a(2))

Wa&d by electronic mail and word processing applications. Obso lete ! See

a4

s - above note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produeed-— 218N A

b. Budget Estimate Files including correspondence, reports, statistical data, worksheets, etc.
concerning budgeting for FSO training including coordination with FSI, USIA and AID.

(1) Recordkeeping copy (paper).

DISPOSITION: Destroy when 5 years old or 5 years after completion of a specific training
program. (NN-172-202, item 19b)

—(2yEleetronic version of records created by electronic mail and word processing applications. (3bsolete. See
dbove note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beén produced: J&ha

041130 Mustang Program Files.

Files of Foreign Service and Civil Service applicants for entry into the Foreign Service Junior
Officer Career Candidate Program. Includes application, autobiography, information on college
training/written exam scores, the Board of Examiners' final integration form, and the signed tenure
statement.

a. Successful applicants.
(1) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC 2 years after year of appointment for transfer to WNRC. Destroy
when 7 years old. (NC-59-75-9, items 1a and b)

Wd by electronic mail and word processing applications. (Dbsolete. See

dbovt note

DISPOSITION: -Destroy/delete within 180 days after recordkeeping copy has H&MNA

11



b. Unsuccessful applicants.
(1) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC 2 years after year of Oral Assessment for transfer to WNRC.
Destroy when 7 years old. (NC-59-75-9, item 1c)

L] . » . . » . ]
~(2) Eleetronic-version of records created by electronic mail and word processing applications. %ﬁ:ﬂ'ﬁ; “ ﬂ?ﬁc’c\ ‘ﬁh{:

process.

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy nam eported om JBAA
by MMK Sgembettess

041131 Civil Service Upward Mobility Program Files.

Applicant files for the Upward Mobility Program. Files contain applications (SF-171); Supervisor
Appraisal of Employee Potential (DS-1782); Supplemental application; Performance Evaluation
and Rating; vacancy announcement; panel evaluation sheet; other pertinent correspondence.

(1) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC after 1 year for transfer to WNRC. Destroy when 5 years old.
(NC1-59-84-2)

{2 Etectrenic-version of records created by electronic mail and word processing applications. (Shelete . Set

dbovt note
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produced.— UENA

041132 Functional Specialization Files.

Files of Foreign Service and Civil Service applicants for career redirection training in a designated
specialty. Includes application, the Board of Examiners' narrative material, training/evaluation
data, and skill code changes.

a. Successful applicants.

(1) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC 2 years after year of appointment for transfer to WNRC. Destroy
when 7 years old.

2 Elcetronic-version of records created by electronic mail and word processing applications. Obeolefe, ' See.

dbove note
2E(19

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beemrprodused.—

b. Unsuccessful applicants.

12
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(1) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC 2 years after year of oral examination for transfer to WNRC.
Destroy when 7 years old.

. . . . . . . These items
~(2)Eteetronic-version of records created by electronic mail and word processing applications. Q}ﬁ lﬂ:‘;rmﬁ?:c\l Fie

Prou;ss.

DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beempreduced... Repockect m 2l%N1q
b1 Marck 530Mb£'HMd

o 2 041133 Developmental Assignments Program.

Files of Civil Service applicants for limited duration assignments into overseas Foreign Service
positions.

a. Successful applicants.
(1) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC 2 years after year of appointment for transfer to WNRC. Destroy
when 7 years old.

W w3 |

(2)Eleetrenicversion of records created by electronic mail and word processing applications. Obslede ! See
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has been produeed— 65‘3’;'8??;&

b. Unsuccessful applicants,
(1) Recordkeeping copy (paper).

DISPOSITION: Retire to RSC 2 years after year of Panel review of application for transfer to
WNRC. Destroy when 7 years old.

—(2)—Eleetrenicversion of records created by electronic mail and word processing applications. Obsol ebe s See
. ot : dbove nete
DISPOSITION: Destroy/delete within 180 days after recordkeeping copy has beemprodused.- 1804

3. 041134 Limited Non-Career (Conversion) Appointments.

Non-Competitive Case Files consisting of Department of State in-house Civil Service employees
only. Records include memoranda, telegrams, pre-employment conflict of interest clearance
request form (JF-1), position description, SF-171, Residence & Dependency Report, authorization
for medical examination, Notification of Personnel Action (SF 50), extension requests, etc.

13



(1) Recordkeeping copy (paper)- ‘

DISPOSITION: Retire to RSC 2 years after y
when 10 years old.

Wom of records create

DISPOSITION: Destroy/delete within 180 days after re

ear of appointment for transfer to WNRC. Destroy

d by electronic mail and word pro Obso\e)f{,: These 1toin
(eflu:\' a T,mr\Jr nc\
cordkeeping copy 1has BeeITproduesd=— Fle process:
Q_Lpod’&c\ m Ji&[a by
Mack gaambt“ pAd

cessing applications.
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