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2019 File Plan

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

	FINANCE  

	File type – Financial Management 

	Label: Purchase Order
Date(s): 10/01/2015 – 09/30/2020
Describe/Content - Printed copy of Purchase Order and all documents associated with the processing of the Purchase Order, i.e.: SOW, IGCE, invoices, etc. 



Label: Budget execution records
Date(s):  10/01/2013 – 9/30/2019
Describe/Content printed copies of various budget documents received from the N.O. and reports created in the NYRO such as spending allocations, internal budget tracking, etc.



Label: Budget preparation
Date(s): 10/01/2013 – 9/30/2019
Describe/Content printed copies of anticipated budget estimates for use in preparing annual agency budget request.





Label: SUCCESSFUL - Grant & Cooperative Agreement case files
Date(s): Various, chronologically by document type per file 
Describe/Content - Notice of award, application documents, updated or corrected documents, amendments, one-time funding, quarterly financial reports, onsite visit reports, and emails.   




Label: UNSUCCESSFUL – Grant & cooperative Agreement case files
Date(s): Various, chronologically by document type per file
Describe/Content:  Notice of award, application documents, updated or corrected documents, amendments, one-time funding, quarterly financial reports, onsite visit reports, and emails



Label: Financial Transaction records
Date(s): 10/01/2013 – Current
Describe/Content:  Printed copies of monthly Citibank Statements & receipts, invoices,  recurring financial transactions, records of financing employee relocations, etc.
	Order:  Maintain by month in chronological order. 
Cut-off: End of fiscal year, then stored in wall file cabinets. 
Dispose - TEMPORARY.  Destroy or delete when business use ceases. 
Authority:  DAA-GRS-2013-0003-0002


Order:  Maintain by fiscal year.    
Cut-off:  End of fiscal year, then stored in wall file cabinets.
Dispose - TEMPORARY.  Destroy 2 years after close of fiscal year. 
Authority:  DAA-GRS-2015-0006-0005



Order:  Maintain by month in chronological order.    
Cut-off:  End of fiscal year, then stored in wall file cabinets.
Dispose - TEMPORARY.  Destroy 6 years after close of fiscal year. 
Authority:  DAA-GRS-2015-0006-0002



Order:  Chronological by fiscal year, grant type, then alphabetical by individual grantee.   
Cut-off: End of grant closeout period, or final action on each individual grant, whichever is later.  . 
Dispose - TEMPORARY.  Destroy 10 years after final action is taken on file, but longer retention is authorized if required for business use.  
Authority:  DAA-GRS-2013-0008-0001


Order:  Chronological by fiscal year, grant type, then alphabetical by individual grantee.   
Cut-off: Date grant applicant is notified they did not receive a grant award.  
Dispose - TEMPORARY.  Destroy 3 years after final action is taken on file, but longer retention is authorized if required for business use.  
Authority:  DAA-GRS-2013-0008-0006



Order:  Maintain by month in chronological order. 
Cut-off: End of fiscal year, then stored in wall file cabinets. 
Dispose - TEMPORARY.  Destroy 6 years after close of fiscal year.  
Authority:  DAA-GRS-2013-0003-0002









	Location: Current documents are maintained in file cabinet in Management Analyst cubicle. 
Custodian(s): Sandra Cheatham
Medium:  Paper





Location:  Current documents are maintained in a file cabinet in Management Analyst cubicle and electronically. 
Custodian(s):  Sandra Cheatham
Medium:  Paper - electronic




Location:  Current documents are maintained in a file cabinet in Management Analyst cubicle and electronically. 
Custodian(s):  Sandra Cheatham
Medium:  Paper - electronic





Location: Grants Administrator office and computer hard drive, then archive cage. 
Custodian(s): James Dickson
Medium:  Paper – electronic 







Location: Grants Administrator office and computer hard drive, then archive cage. 
Custodian(s): James Dickson
Medium:  Paper – electronic 







Location: Current documents are maintained in file cabinet in Management Analyst cubicle. 
Custodian(s): Sandra Cheatham
Medium:  Paper

	HUMAN RESOURCES

	File type – Employee Acquisition Records

	Label: Position Description
Date(s):  Various
Describe/Content Copies of received active position descriptions for all positions in the region.
	Order:  By position/section/office  
Cut-off:  N/A
Dispose TEMPORARY.  Destroy 2 years after position is abolished or description is superseded. 
Authority:  DAA-GRS-2014-0002-0002

	Location:  Maintained in wall file cabinet. 
Custodian(s):  Sandra Cheatham
Medium:  Paper - electronic




	File type – Employee Management Records

	Label: Supervisor Files
Date(s):  Various based on EOD
Describe/Content Copies of employee files that may contain (active position descriptions, telework agreements, awards, training records, IDP’s, current perf. appraisal and performance standards, etc.)
	Order:  By employee name  
Cut-off:  N/A
Dispose TEMPORARY.  Review annually and destroy superseded documents.  Destroy 1 years after employee separates or transfers. 
Authority:  DAA-GRS-2017-0007-0012

	Location:  Maintained in locked file cabinet. 
Custodian(s):  Babette Velez
Medium:  Paper 


	File type – Employee Relations Records

	Label: Employee Relations Records
Date(s):  Various depending on date of case
Describe/Content Copies of employee Reasonable accommodations, EEO files, grievances files, performance action, displaced, etc. 






Label: Telework-forms, request, applications to participate
Date(s):  01/2017 - Present
Describe/Content Copies of employee telework request forms


	Order:  By employee name  
Cut-off:  N/A
Dispose TEMPORARY.  Destroy 3 - 7 years after being superseded, or longer if required.  
Authority:  DAA-GRS-2015-0007-0004, DAA-GRS-2015-0007-0005, DAA-GRS-2015-0007-0006,  DAA-GRS-2015-0007-0007,  DAA-GRS-2015-0007-0008, DAA-GRS-2015-0007-0023, DAA-GRS-2015-0007-0019, DAA-GRS-2015-0007-0017


Order:  By Area Office 
Cut-off:  N/A
Dispose TEMPORARY.  Destroy 1 year after employee’s participation in the program.  Authority:  DAA-GRS-2015-0007-0022

	Location:  Maintained in locked file cabinet. 
Custodian(s):  Babette Velez
Medium:  Paper








Location:  Maintained in locked file cabinet. 
Custodian(s):  Sandra Franklin
Medium:  Paper






	File type – Employee Compensation & Benefits
	
	

	Label: Workers’ Compensation records
Date(s):  Various depending on date of claim 
Describe/Content Copies of CA-1, CA-2, CA-16, etc. associated with employee illness/injury during work.



Label: Time and attendance records
Date(s):  1/2008 – Present 
Describe/Content Copies of employee WEBTA timesheets, Dr. notes, JD notices, Military orders


Label: Transportation subsidy program administrative records
Date(s):  Present 
Describe/Content Copies of employee transportation subsidy forms


Label: Employee training records
Date(s):  Present 
Describe/Content Copies of employee training program records

	Order:  By year  
Cut-off:  N/A
Dispose TEMPORARY.  Destroy 3 – 15 years after compensation ceases or when deadline for filing a claim has passed.  
Authority:  DAA-GRS-2015-0007-0012


Order:  Name/Year  
Cut-off:  N/A
Dispose TEMPORARY.  Destroy 3 years 
Authority:  DAA-GRS-2016-0015-00032


Order:  Name/Year  
Cut-off:  N/A
Dispose TEMPORARY.  Destroy 3 years 
Authority:  DAA-GRS-2016-0015-0017



Order:  By Office  
Cut-off:  N/A
Dispose TEMPORARY.  Destroy 3 years 
Authority:  DAA-GRS-2016-0014-0001
	Location:  Maintained in wall file cabinet. 
Custodian(s):  Sandra Cheatham
Medium:  Paper – electronic





Location:  Maintained in locked file cabinet. 
Custodian(s):  Sandra Franklin
Medium:  Paper – electronic



Location:  Maintained in locked file cabinet. 
Custodian(s):  Sandra Franklin
Medium:  Paper 




Location:  Maintained in locked file cabinet. 
Custodian(s):  Katy Pierce 
Medium:  Paper - electronic

	File type – Employee Health and Safety Records
	
	

	Label: Occupational Injury and illness program records
Date(s):  2013 - present
Describe/Content Copies of OSHA 300 log, 301 incident reports, 300A summary or equivalent





Label: Employee drug test notices
Date(s):  Varies depending on effective date
Describe/Content Copies of notification letters, list of selectees, test schedules, results, acknowledgment of notice forms, etc.




Label: Occupational individual medical
Date(s):  Varies
Describe/Content Copies of CSHO pre-placement, annual/interim exam notices
	Order:  By year  
Cut-off:  N/A
Dispose TEMPORARY.  Destroy when 6 years old 
Authority:  DAA-GRS-2017-0010-0002






Order:  By office  
Cut-off:  N/A
Dispose TEMPORARY.  Destroy when 3 years old or when employee separates from TDP.  
Authority:  DAA-GRS-2017-0010-0016, DAA-GRS-2017-0010-0017, DAA-GRS-2017-0010-0019




Order:  By year  
Cut-off:  N/A
Dispose TEMPORARY.  Destroy 1 year when employee separates or transfer.  
Authority:  DAA-GRS-2017-0010-0010


	Location:  Maintained in wall file cabinet. 
Custodian(s):  Babette Velez
Medium:  Paper – electronic






Location:  Maintained in file cabinet in Management Analyst cubicle. 
Custodian(s):  Sandra Cheatham
Medium:  Paper - electronic




Location:  Maintained in file cabinet in Management Analyst cubicle. 
Custodian(s):  Sandra Cheatham
Medium:  Paper 

	INFORMATION MANAGEMENT 

	File type – Records Management 

	Label: General Information request files (FOIA)
Date(s):  1/1/2018 – End of year
Describe/Content Copies of FOIA request letters, received via fax/mail



 
	Order:  Chronological by month and year  
Cut-off:  N/A
Dispose TEMPORARY.  Destroy after 1 year  
Authority:  DAA-GRS-2013-0007-0001



	Location:  Maintained in file cabinet   
Custodian(s):  Sandra Franklin
Medium:  Paper







