Region 4

Office of Regional Administrators File Plan
ADM

01-01

Awards

Description/Content: Input for Region 4 DOL Awards program, PowerPoint information and tracking
Location:  Locked in the second drawer of the file cabinet in the small conference room 
02-01

Blank Forms

Description/Content: Various forms (ex. Hotel tax-exempt form, 1034’s, etc.)



Location: File left of my workstation
03-01

Calendar Items
Description/Content:   Leadership Weekly whereabouts as requested by the RA 
Location:  File left of my workstation
Currently transiting to an Electronic SharePoint Calendar
04-01

Control Correspondence System

Description/Content: System for tracking all correspondence/mail/emails coming into the RO
Location:
File left of my workstation
05-01
Control Correspondence Unit/Correspondence Tracking System (CCU/CTS)
Description/Content: Congressional/request coming in from the National Office

Location:
File left of my workstation
06-01

E-Correspondence


Description/Content: Tracking System from the National Office

Location: File left of my workstation
07-01

Equipment Instructions

Description/Content: How to use equipment for special projects.

Location:  Locked in the second drawer of the file cabinet in the small conference room 
08-01

Debt Collection


Description/Content: Debt collection cases received in the RO

Location: File left of my workstation
09-01

Managers Position Descriptions

Description/Content: Position Descriptions for Managers
Location:  Locked in the second drawer of the file cabinet in the small conference room
10-1

Settlement Tracker
Description/Content: Debt collection cases received in the RO

Location: File left of my workstation
BUD

01-01
Budget Expenditures 
Description/Content:  Tracking of expenses (procurement logs, credit card payments, budget processes, etc.) 
Location: File left of my workstation
MISC
01-01
Communication Center (Mail and Telephone) 

Description/Content:   Updated telephone numbers/directories
and mail processes

Location: File left of my workstation
02-01

Computer/IT

Description/Content: Computer tips, information on computer changes, updates, etc.

Location: File left of my workstation
03-01

Employee Issues

Description/Content: Computer tips, information on computer changes, updates, etc.

Location: File left of my workstation
04-01

Georgia Poison Control

Description/Content: Computer tips, information on computer changes, updates, etc.

Location: File left of my workstation
05-01
Office Operations
Description/Content:  Organizational & Procedure Guides – Office Procedures and organizational charts, operations within the Regional Office
Location: File left of my workstation
06-01

ORA Pink Sheets 
Description/Content:  The ORA section handling of requested actions. 
Location: File left of my workstation
07-01

Performance Evaluation/Standards

Description/Content:  Cover sheets of managers
Location: File left of my workstation
08-01

Scheduling

Description/Content – Rotational schedules in the RO
Location: Locked in the second file cabinet of the small conference room

09-01
Speech Request/Letters 
Description/Content: Request for speakers and other types of letters

Location: File left of my workstation
10-01
Significant Cases Information

Description/Content: Tracked Information pertaining significant cases 

Location: Locked in the second file cabinet of the small conference room

11-01

Vetting Request

Description/Content:   Processes used to exam different requested information (companies, similar violations, etc.)
Location: File left of my workstation
PER

01-01

Audit Information

Description/Content:   Information inference to the RO Audit
Location: Locked in the second file cabinet of the small conference room

02-01

IG Information

Description/Content: IG referrals
Location: Locked in the second file cabinet of the small conference room

03-01

Interview Information

Description/Content: Interview questions and responds, general sample questions

Location: Locked in the top file cabinet of the small conference room

04-01

Telework Agreements

Description/Content: Interview questions and responds, general sample questions

Location: Locked in the top file cabinet of the small conference room

05-01

Time & Attendance Information (WebTa)
Description/Content:  Tracking of managers/ORA time and attendance records
Location: File left of my workstation
06-01

Training
Description/Content:  Managers certificates of training completed
Location: Locked in top file of the small conference room 
TRAVEL

01-01

Travel Information

Description/Content:  Training information that related to travel
Location: Locked in second drawer of the file cabinet of the small conference room 
02-01

Kurt’s Travel Information
Description/Content:  RA’s travel file
Location: Locked in second drawer of file cabinet in the small conference room 
