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	Document/Folder Title & Other Information
	File Arrangement & Disposition
	File Location/Custodian/Medium

	CASE FILES

	File type – Open Case Files

	
	
	

	Label: Open Case Files
Date(s): approx.. 2014 - present
Describe/Content: Printed copies of active enforcement case files
	Order:  Alphabetical and then chronological within the folder. 
Cut-off: When case is closed or referred to DCAT.
Dispose: TEMPORARY.  Move to closed files when all violations are abated and all penalties are paid in full.  
Authority:   Active case files being worked on. But DAA-0100-2018-0002

	Location:  Open case files 2nd floor
Custodian(s): Administrative Staff
Medium:  Paper


	

	File type – DCAT Case Files

	

		Label: DCAT files
Date(s): various, depending on payplans and pursuit by DCAT/Treasury 
Describe/Content: Active case files that have been referred to Debt Collection for failure to pay penalties. 
	Order:  Alphabetical  
Cut-off: Return of case by DCAT upon penalty payment in full or returned as uncollectible by DCAT. 
Dispose: TEMPORARY.  Close files when advised by DCAT and move to Closed File drawers. 
Authority:  DAA-0100-2018-0002

	Location:  DCAT Case Files 2nd Floor 
Custodian(s): Administrative Staff
Medium:  Paper





	

	File type – Closed Case Files 

	Label: Closed Case Files
Date(s):  2016-present 
Describe/Content:  Closed Enforcement case files.
	Order:  Alphabetically by Company  
Cut-off:  3 years from current fiscal year.
Dispose: TEMPORARY.  Destroy 4th year after current fiscal year 
Authority: DAA-0100-2018-0002 

	Location:  Closed files 2nd Floor 
Custodian(s):  Administrative Staff

Medium:  Paper


	
	
	

	File type – Complaint Files
	
	

	Label: Complaint Subject
Date(s):  Date of case file
Describe/Content:  Copies enforcement complaint files, including non-formals, phone and fax files  memoranda, reports, and other documents usually sent to all DOL agencies.  Does not include WB program documents.
	Order:  Alphabetically by Subject  
Cut-off:  End of fiscal year.
Dispose: TEMPORARY.  Destroy 2 years after cut-off or when 2 years old.
Authority:  
DAA-0100-2018-0002
	Location:  Central Files (includes O-Drives)
Custodian(s):  Administrative Staff

Medium:  Paper


	
	
	

	Administrative Files

	File type – Budgetary Files

	Label: (PAO Administrative Budget Files)
Date(s):  FY 2014-2019
Describe/Content:  Includes Budget spreadsheets, purchasing records, travel records, GOV car records 

	Order:  Alphabetically by Topic and Employee Name
Cut-off: 2019 
Dispose:  TEMPORARY.  Keep for 3-6 years from current FY.  Review annually for disposal or archiving.  
Authority:  DAA GRS-2014-2019-0003-0001


	Location:  Secretary ‘s Area (Locked)
Custodian(s): Gabrielle Baxter
Medium:  Paper



	
	
	

	FOIA

	Label: (David Pang)
Date(s):  FY2014-2019
Describe/Content:  Includes correspondence, redacted and unredacted case files,

	Order: Alphabetical by company name
Cut-off: 6 years from present FY.  
Dispose:  6 years from present FY
Authority:  DAA-GRS-2014-2019-0002-0001-0003-0007

	Location:  Area office shared Q drive
Custodian(s): Kris Hoffman, AD
Medium:  electronic




