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

	ADMINISTRATIVE FILES

	

	
	
	

	 Administrative Office Files 

	Label: Training and Education (TED)
Date(s):  Date of Document
Description/Content: Records documenting training required by division employees such as annual computer security, anti-harassment training, and training to develop job skills. Records may include: IDPs (Individual development plans, completion certificates or verification documents for mandatory training required of all division employees




	Order: Fiscal year/alphabetic by employee name
Cut-off: End of fiscal year
Dispose: Maintain for 3 years
Authority: DAA-GRS-2016-0014-0003
                    ADM 01-01-002
	Location:  Locked filing cabinet in Supervisory Analyst desk
Custodian(s):  Supervisory Analyst
Maintained by: Supervisory Analyst
Medium: Paper


	Label: Budget 
Date(s):  Fiscal year
Description/Content: Includes Visa statements, monthly/yearly reports for reconciliation, difference sheets, averaging, and projections.


	Order:  Fiscal Year  
Cut-off:  End of fiscal year.
Dispose: No sooner than 6 years.
Authority:  DAA-GRS-2015-006


	Location: Hard copy in division file cabinet on-line access in budget application (BUMS), Q-Drive
Custodian(s):  Budget Analyst
Medium:  On-line/Paper


	Label: Travel Vouchers
Date(s):  Fiscal Year/Date of Document
Description/Content: Employee travel vouchers
	Order:  Alphabetic by Employee Name/Document Number 
Cut-off:  End of fiscal year.
Dispose: Destroy after 3 years.
Authority:  n/a
	Location: Locked filing cabinets at Administrative Assistant’s desk area, Q-Drives
Custodian(s):  Area Director
Maintained by: Admin. Assistant
Medium:  Media-neutral

	Label: Property and Inventory
Date(s):  Fiscal year
Description/Content:


	Order:  Fiscal year, document date 
Cut-off:  No later than 5 years
Dispose: Destroy when 3 years old.
Authority:  DAA-GRS-2016-0011


	Location:  AIMS, Q-drive.
Custodian(s):  Area Director
Maintained by: Admin. Assistant, CSHO
Medium:  Media-neutral


	
	
	

	

	
	

	
	PERSONNEL RECORDS
	

	Employee Personnel Folders
	
	

	Label: Employee’s Name
Date(s):  Duration of Employment
Description/Content:  May include correspondence, position descriptions, award/award nominations.

	Order:  Alphabetically by Employee Name
Cut-off:  End of fiscal year or end of employment.
Dispose: 
TEMPORARY.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
Authority:  ADM 03-01-005


	Location:  Supervisory Analyst Office (Locked)
Custodian(s): Mary Moore, Acting ARA for Administrative Programs
Medium:  Paper



	
	
	

	



