BLS / Office of Administration (OA)
Division of Information Services (DIS)
File Plan 10/2015

	
BLS Records Categories and Series
	
Program/Office Information


	
Record Category

	
Description / Title
(Record Schedule Item)
	
Disposition Instructions
	
Point of Contact
	
Date Range
	
Storage Location
(Electronic Path or Physical Site)
	
Type 
(Paper / Electronic)
	
Vital
(Yes /No)
	
Comments/
Examples


	Storage Location  (Electronic Path or Physical Site):

The following are DIS file server(s) and electronic file locations:  Only the system administrator and authorized personnel can access these locations.
· (Insert file path)
· (Insert SharePoint location)
· [bookmark: _GoBack](Insert Website)

Note:  Records stored on personal hard drive (the C: / drive) should be moved to the shared network drive.   The C: / drive is unsupported and not backed up.

	
Unique Program Records:   The Unique Program Records category is to be used by BLS offices for records that fall under a Bureau of Labor Statistics Agency Schedule and/or the General Records Schedule (GRS) for the administration of their programs and electronic systems.

	
3.0
General Technology Management and Systems Security
	
3.2:  System Development (Analyst Work Files)
This series covers files related to the development of each IT system and software application through its various stages from initial planning to system acceptance.  System development case files include planning, decision making, requirements analysis and design, programming, verification and testing, evaluation, problem solving, installation and production, and procurement documents.  Files may include, but are not limited to:
· Project plans
· Feasibility studies 
Studies conducted before the installation of any technology or equipment associated with information management systems, such as word processing, copiers, micrographics, and communications. Studies and system analyses for the initial establishment and major changes of these systems. Such studies typically include a consideration of the alternatives of the proposed system and a cost/benefit analysis, including an analysis of the improved efficiency and effectiveness to be expected from the proposed system.
· Cost analyses
· Requirements documents and associated test plans
· Compliance documents including:
· Privacy Threshold Analyses (PTAs)
· Privacy Impact Assessments (PIAs)
· System of Record Notices (SORNs)
· Security Impact Analysis (SIA) documents
· Section 508 Accessibility checklists
· Office copies of procurement related documents
· Communications with contractors
· Deliverables
· Change control files
· Closeout files

	
Temporary. 
Cut off files annually or upon completion of project.  Delete/destroy 5 years after system is superseded by a new iteration, or is terminated, defunded, or no longer needed for IT administrative purposes or in accordance with the Office of the Chief Information Officer (OCIO) reporting requirements.  

Admin Bucket: 3.2

GRS 3.1, item 011

Supersedes:  NC1-257-88-1, items 25a 
	
	
	
	
	
No
	The information came from a previous inventory done in 2008.  If it no longer fits – delete the information.

Program Analyst Working Files
These files can include both hard copy and PC hard drives or floppy diskette machine readable files. The files can include both extra work copies and some record copies of materials.   Included are materials on such matters as the development, maintenance, or operations of the Operating Information System, the Financial Profile System, the Employee Position Information System, and the like, as well as materials on the development of printout instructional statements for users of the various Systems, and the answering of requests for ad-hoc reports to be generated by the various systems and extra copies of system documentation materials. 


	
3.0
General Technology 
Management and Systems Security
	
3.3:  Special Purpose Programs
This series covers computer software programs and applications developed by the agency solely to use or maintain a master file or database. These programs are needed to ensure access to, and use of, the electronic records in a system.  These programs do not store or maintain master files of their own and do not contain a database of records. The files are, in essence, ‘tools’ which primarily provide presentation of data in a read-only environment.

· Accounting Line Manual
The Accounting Line Manual provides definitions and valid values for various codes used in the budget formulation, monitoring and execution processes at BLS.  This manual includes concordances between some of these codes, as well as current information on cost center and program managers.  The Accounting Line Manual is considered a report.

· Profiles Reports  
The Profiles displays a current "snapshot" of the Bureau's financial status.  These reports allow users to compare approved operating budgets to the (1) obligation authority, (2) year-to-date obligations, and (3) projected obligations from the DOL financial management system.  

3. Accounting Line Generator  
The Accounting Line Generator is a tool for generating valid accounting codes.  The accounting code forms the basis for recording, summarizing and reporting financial transactions in the DOL financial management system.  

4. Checkbook Reports
Checkbook Reports is a report that displays the commitments against each operating budget control number and the balance remaining in the control number.	

5. Assessment Reports
The Assessment Reports display commitments and operating budgets for common costs shared by all budget activities. Reports may be generated for all assessments, administrative assessments only, or information technology assessments only. Data are loaded by way of an electronic file output of the stand-alone Assessment Management Application managed by DFPM Branch of Grants and Funds Management.

6. Checkbook Comparison Reports
This suite of reports match obligations to commitments and show the differences. Data are derived from the MIS commitments table and the monthly extract of obligations from the DOL financial management system.

7. Operating Budget (OB) Reports Application
The Operating Budget (OB) Reporting Application tool provides reports from the Operating Budget Data Entry Application during all phases of the budget cycle (collection, review, approval, and execution) in key areas where managers have substantial spending control (computer services, printing, procurement, training and travel).
	
Temporary.  
Cut off files annually or when related master file or database is deleted.  Delete/destroy when related master file or database has been deleted.

Admin Bucket: 3.3

GRS 3.1, item 012

	
	
	
	
	
No
	


	
3.0
General Technology Management and Systems Security
	
3.4:  Information Technology Operations and Maintenance 
This series covers the activities associated with the operation and maintenance of basic systems and services used to supply BLS and its staff with access to computers and data telecommunications, including website administration. Included are activities associated with the control and operation of buildings and rooms where IT equipment, systems, and storage media are located, system performance testing; asset and configuration management; change management; and routine maintenance on the network infrastructure.  Files may include, but are not limited to:
· IT facility and site management
· Equipment support services provided to specific sites such as reviews, site visit reports, trouble reports, equipment service histories, reports of follow‐up actions and related correspondence
· Inventories of IT assets, network circuits, and building or circuitry diagrams
· Service requests, work orders, service histories, workload schedules and run reports
· Schedules of maintenance and support activities
· Problem reports and related decision documents relating to the software infrastructure of the network or system
· Electronic files created solely to test system performance, as well as related documentation
· Reports on operations including measures of benchmarks, performance indicators, critical success factors, error and exception reporting, self‐assessments, performance monitoring, and management reports
· Website/webserver administration to include frames, templates, style sheets, site maps, codes that  determine site architecture, change requests, site posting logs, clearance files, dynamic home pages and main content pages that change frequently and reflect temporal importance, requests for correction of incorrect links or content posted and requests for removal of duplicate information, user logs, search engine logs, and audit logs
· Files to allocate charges and track payment for software and services 
· Performance agreements, service level agreements, service support levels and third party agreements
	
Temporary.
Cut off files annually or upon completion of project.  Delete/destroy 3 years after agreement, control measures, or procedures are superseded or terminated; or files that have no outstanding payment issues; or project/activity/transaction is obsolete, completed, or superseded, whichever is appropriate. 

Admin Bucket: 3.4

GRS 3.1, item 020


	
	
	
	
	
No
	

	
3.0
General Technology Management and Systems Security
	
3.6:  Information Technology Oversight and Compliance Files 
This series relates to compliance with IT policies, directives, and plans. Files may include, but are not limited to:
· Recurring and special reports
· Responses to findings and recommendations
· Reports of follow‐up activities
· Oversight files including certification and accreditation of equipment, quality assurance reviews and reports, reports on implementation of plans, compliance reviews, data measuring or estimating impact and compliance
· Product Authorization System (PAS)
· Performance measures and benchmarks including:
· Statistical performance data for systems and networks
· System availability reports
· Sample performance indicators
	
Temporary.
Cut off files annually or upon completion of project. Delete/destroy 5 years after the project/activity/transaction is completed or superseded.

Admin Bucket: 3.6

GRS 3.1, item 040
	
	
	
	
	
No
	

	
3.0
General Technology Management and Systems Security
	
3.7:  Data Administration (System Documentation):  
This series documents activities related to the maintenance and support of data standards, corporate data models, registries, and data definitions and dictionaries.  Data administration also includes any documentation related to electronic files, whether the files are part of an electronic system or stand‐alone, that allows a user to understand or access the information.  Files may include, but are not limited to:  
· Data/database dictionaries
· Data systems specifications
· File specifications
· Code books
· Record layouts
· Metadata
· User guides
· Output specifications
· Finding aids

3.7b:  Documentation for Temporary Files 
Data administration files and documentation relating to electronic files listed above that are scheduled as temporary in this Administrative Programs Records Schedule or in a NARA‐approved BLS schedule.  Additional temporary files include:
· Software operating manuals
· Data standards
· Corporate data models
· Registries
	
Temporary.
Cut off and archive documentation with associated electronic records.  Delete/destroy 5 years after the project/activity/transaction is completed or superseded, or the associated system is terminated, or associated data is migrated to a successor system.

Admin Bucket: 3.7(b)

GRS 3.1, item 051

	
	
	
	
	
No
	

	
3.0
General Technology Management and Systems Security
	
3.8:  Information Systems Security
This series documents systems security functions pertaining to the protection of federal information and information systems from unauthorized access, use, disclosure, modification, or destruction, as well as the creation and implementation of security policies, procedures and controls.

3.8.1:  Systems and Data Security 
Files related to the maintenance of systems and data security.  Files may include, but are not limited to:
· System security plans
· Disaster recovery plans
· Continuity of Operations Plans (COOP)
· Risk analyses used in identifying IT risks and analyzing their impact
· Risk measurements and assessments
· Actions to mitigate risks
· Implementation of risk action plans
· Service test plans
· Test files and data
	
Temporary.
Cut off files annually or when superseded.  Delete/destroy 1 year after system is superseded by a new iteration or when no longer needed for agency/IT administrative purposes to ensure a continuity of security controls throughout the life of the system.

Admin Bucket: 3.8.1

GRS 3.2, Item 010
	
	
	
	
	
No
	

	
3.0
General Technology Management and Systems Security
	
3.8:  Information Systems Security

3.8.3:  System Access and Monitoring 
Files created as part of the user identification and authorization process to gain access to systems and monitor system usage.  Files may include, but are not limited to:
· User profiles
· Log‐in files
· Password files
· Audit trail files and extracts
· System usage files
· Cost‐back files used to assess charges for system use
	
Temporary.
Cut off inactive files annually.  Delete/destroy 1 year after user account is terminated or password is altered or when no longer needed for investigative or security purposes, whichever is sooner.

Admin Bucket: 3.8.3
 
GRS 3.2, item 030	

	
	
	
	
	
No
	

	
3.0
General Technology 
Management and Systems Security
	
3.8:  Information Systems Security

3.8.5  Backups of Master Files and Databases 
Backup copy of the master copy of an electronic file that is retained in the event that the master file or database is damaged or inadvertently erased.

Note:
The final backup for electronic files that are deemed permanent must be maintained until after NARA has accepted final custody of the master file or database.	
	
Temporary.
Delete/destroy immediately after the identical records have been deleted or replaced by a subsequent backup file. 

Admin Bucket: 3.8.5

GRS 3.2, items 050 and 051
	
	
	
	
	
No
	

	
4.0
Information Management
	
4.3: Data Administration (System
Documentation):  
This series documents activities related to the maintenance and support of data standards, corporate data models, registries, and data definitions and dictionaries.  Data administration also includes any documentation related to electronic files, whether the files are part of an electronic system or stand‐alone, that allows a user to understand or access the information.  Files may include, but are not limited to:  
· Data/database dictionaries
· Data systems specifications
· File specifications
· Code books
· Record layouts
· Metadata
· User guides
· Output specifications
· Finding aids

4.3.2:  Output Files
Output files are derived directly from a master file or database and used to produce hard-copy or electronic publications and/or printouts for ad-hoc reports, data extractions, tabulations, ledgers, registers, and statistical reports, unless covered elsewhere in this schedule.

Data Output/Ad Hoc Report Files
Data files, or copies of electronic files, created from system master files or electronic files for the purposes of information sharing or reference, as well as reports derived from electronic files or system queries created on an ad hoc, or one‐time, basis for reference.  This item includes ad hoc reports created from, or queries conducted across, multiple linked databases or systems. 
· Data files/reports consisting of summarized information 
· Electronic files consisting of extracted information 
· Print file – electronic files extracted from a master file or data base without changing it and used solely to produce hard‐copy publications and/or printouts of tabulations, ledgers, registers, and statistical reports
· Technical reformat files – electronic files consisting of copies of a master file or part of a master file used for information exchange

	
Temporary.
Delete/destroy when business use ceases. 

Admin Bucket: 4.3.2

GRS 4.3, items 030 and 031

Supersedes:  NC1-257-88-1, item 26
	
	
	
	
	
No
	

	
6.0
Executive Leadership and Management

	
6.1:  Program Direction Files

6.1.3:  Division Director Files
Files pertaining to the program affairs and functions of Division Directors.  These files contain incoming and outgoing correspondence, memoranda, progress reports, directions and reference files maintained by the various BLS divisions.  Documents may vary depending on unique management techniques and requirements of the program.  
	
Unscheduled:
Temporary. 
Cut off files annually. Delete/destroy 10 years after cutoff.

Admin Bucket: 6.1.3

Supersedes:  NC1-257-88-1, items 19a/b and 21a/b 
	
Division Director
	
	
	
	
No
	

	
6.0
Executive Leadership and Management




	
6.1:  Program Direction Files

6.1.4:  Branch Chief and Team Leader Files 
Files pertaining to the program affairs and functions of Branch Chiefs and Team Leaders.  These files contain incoming and outgoing correspondence, memoranda, progress reports, directions and reference files maintained by the various BLS branches and office units. Documents may vary depending on unique management techniques and requirements of the program.  
	
Unscheduled:
Temporary.  
Cut off files annually. Delete/destroy 5 years after cutoff.

Admin Bucket: 6.1.4

	
Branch Chief and Subject Matter Experts
	
	
	
	
No
	

	
6.0
Executive Leadership and Management
	
6.2:  Project Management Files
This series contains a mixture of BLS work products created during the management of projects.  Documentation includes printed materials, notes, drafts, and copies of instruction manuals or memoranda maintained by economists or other program personnel covering their assigned areas of work.  Files include but are not limited to:
· Project plans
· Project schedules
· User documentation
· Requirements
· Charters
· Progress reports
· Risk/issue lists
	
Unscheduled:
Temporary.  
Cut off files annually or upon completion of project.  Incorporate final work products into office files or publications.  Delete/destroy 5 years after cutoff or when no longer needed for business operations, whichever is later.

Admin Bucket: 6.2

Supersedes:  NC1-257-88-1, items 20a/b 

	
	
	
	
	
No
	MIS Staff Office Project Files
The internal workload of the MIS Staff and cooperating Bureau organizations involved with the MIS staff is identified, documented, and controlled under a detailed automated project management system, known as the Project Planning and Management Control System, which Uses Premavera and RAMIS program packages. 

Each project is identified by a distinctive project number, and the detailed work in carrying out each project is subdivided into formal activities, with each activity of a project also being assigned an identifying number prior to beginning work on project. 


Hard Copy Records
Set up a separate file for hard copy records involving inactive projects.

Machine Readable (Electronic) Files – such as data maintained on internal hard disks on office PCs, data placed on floppy diskettes, or if very voluminous, data maintained at the central Bureau computer facility.


	
6.0
Executive Leadership and Management
	
6.3:  Temporary Commissions, Boards, Councils, and Committees:  
This series covers files created and maintained by temporary commissions, boards, councils, and committees including continuing entities governed by renewable charters such as agency advisory committees.  In the case of interagency bodies, this schedule covers the records maintained by the designated secretariat as well as records accumulated by other commission members.

6.3.1:  BLS Sponsored Committees
This series covers files related to the agency’s mission and includes organization/subcommittees for which BLS provides the chairperson or coordinator.  Documentation includes but is not limited to agendas, minutes, presentations, and reports as well as related records created by or documenting accomplishments.

	
Unscheduled:
Permanent.  
Cut off files annually or upon termination of the committee.  Submit to NARA for review upon termination of committee.

Admin Bucket: 6.3.1
	
	
	
	
	
No
	

	
6.0
Executive Leadership and Management

	
6.3:  Temporary Commissions, Boards, Councils and Committees

6.3.2:  All Other BLS Committee Records 
Committees established by an agency for facilitative or operational purposes.  Records include committee charters, agendas, meeting minutes, final reports and related records created by or documenting the accomplishments of official boards and commissions.
	
Temporary.
Cut off files annually.  Delete/destroy 3 years after cutoff, or when no longer required for business use, whichever is sooner.

Admin Bucket: 6.3.2

GRS 26, Item 1a


	
	
	
	
	
No
	

	Management Information System (MIS) program serves as an umbrella program for two functional areas: 1) financial and 2) human resource (HR), providing administrative and operating in support of Agency programs and management responsibilities.  Master Database Files:  OA/DIS is considered the official record holders for the master database files found in the MIS applications.  DIS will obtain concurrence from the stakeholding office before destroying the data.

	
MIS Master Data Files (Financial Records)


Budget Preparation, Presentation and Apportionment

	
· Assessment Management Application (AMA)
Master Data Files:  
The Assessment Management Application maintains records of budget, disaggregation and assessment information for all of the IT and administrative assessments.  
		
· Operating Budget (OB) Data Entry Application 
Master Data Files:
The OB Data Entry Application’s appropriation is recorded in terms of budget amounts and obligations classified by program activity codes, cost centers, and object class codes.  When the fiscal year ends the current year is closed and kept for reference.

· Resource Availability Application (RAA)
Master Data Files: 
Data are organized by impacting events, identified by change numbers, which are in turn versioned to represent various points in the budget development cycle such as DOL Submittal, OMB Submittal, and Congressional Request. Thus, each change number contains one or more versions, which in turn house dollars and position modifications that or further broken down by program, cost center, and for dollars, object class. These budget modifications and availabilities reside in the the RAA database. 

· Financial Data Retrieval System (FDR)
Master Data Files:  
The FDR’s stores report data from the DOL financial management system.  The last entry in this retired MS Access database was made April 2011. Note: Database may contain PII information.
	
Temporary.  
Cut off files at the end of the fiscal year.  Delete/destroy 5 years after the close of the fiscal year covered by the budget.  

GRS 5, Items 1-4
	
	
	
	
	
	

	
MIS Master Data Files (Financial Records)

Accounting Information
	
· Obligations Reports Application 
Master Data Files:
The Obligations Reports Application maintains records of expenditures, accounts payable, undelivered orders, total obligations, cost center, program, activity, office, accounting code, document number, source of funds, MIS object class, major object class, DOL object class, and discrepancy ID.

· Post Checkbook Application 
Master Data Files:
The Post Checkbook Application maintains program, cost center, object class, control number, transaction number, postdate, description, operating budget, commitments, balance, reference number, document number. 


· Accounts Receivable Reporting and Tracking System (ARRTS) 
Master Data Files: 
ARRTS has its own database. Data are organized by the type of receivable agreement: Reimbursable Agreement, Data Sale, Foreign Training Agreement, or Refunds. Each data record can be further identified by program, cost center, and object class and contains information including the agreement entity, the start and expiration date of the agreement, total agreement amount, amount collected, and amount outstanding. 

· Mail Costs Application
Master Data Files: 
Data from Neopost system (metered mail) and CAPS (U.S. Postal Service).  Information is aggregated for the reclassification in the DOL financial management system.  Metered and CAPS data reside in a stand-alone database that captures the Transaction ID, Program, Cost Center, Object Class, Cost, and other details of each transaction.

· Data Warehouse
Master Data Files:  
The Data Warehouse has a database that is designed to be periodically refreshed with financial data that is drawn from existing MIS tables of commitments and obligations and HR data that is drawn from the BLS Employee Database (EDB). 

· Contractor Mail Services Reports (CMSR)
Master Data Files: 
The electronic invoice is loaded monthly into stand-alone database tables.  The reports list the contractor mail shipments by cost center, month, and year.  Data are added for each month as they become available.

	
Temporary.  
Cut off files at the end of the fiscal year.  Maintain in active database for 6 years after cutoff.

GRS 1.1, Item 010

Note:  Financial data files needed for historical reference will be preserved as agreed upon by the Division of Information Systems (DIS); the Divisions of Financial Management (DMF); and the Division of Budget (DOB).

	
	
	
	
	
	

	
MIS Master Data Files (Financial Records)

Grants Management and Cooperative Agreements
	
· Cooperative Agreement Financial Management System (CAFMS)
The CAFMS is a database management system designed to aid BLS staff in monitoring the financial performance of the LMI/OSHS programs.  Regional offices track each grant to monitor financial performance against planned obligation of resources.  CAFMS was designed to store, access, and present budget information and financial data in a graphical environment.  This MS Access database was retired from use in 2009, when it was replaced by E-Grants.  CAFMS continues, however, to be utilized as a legacy reporting tool. 

Master Data Files:
The CAFMS data are stored in a central database.   CAFMS is organized in modules – such as budget information, financial monitoring, modifications, system administration, and reports.  It contains both projected (budgeted) data and actual cost data. 
	
Temporary.  
Destroy 10 years after final action is taken on file, but longer retention is authorized if required for business use. 

GRS 1.2, item 020 

	
	
	
	
	
	

	
MIS Master Data Files (Human Resources)
	
Workforce Development and Training 
· Automated Training Request Application (ATRA)
Master Data Files:
ATRA contains data files that include the course information, time/date stamped supervisory authorization history, class and completion information, funding data, student information, and trainer/vendor information.

	
Temporary.  
Cut off files at the end of the fiscal year.  Maintain in active database for 6 years after cutoff.

GRS 1.1, Item 010 

Note:  Financial data files needed for historical reference will be preserved as agreed upon by the Division of Information Systems (DIS); the Divisions of Financial Management (DMF); and the Division of Budget (DOB).
	
	
	
	
	
	

	
MIS Master Data Files (Human Resources)
	
Workforce Development and Training 

· Conference and Training Center Room Reservation System
Master Data Files:
Consists of name of trainings provided or meetings held, room size reservations, approximate number of attendees, and audio/visual equipment and furniture utilized.   
	
Tempoary.  
Cut off files annually.  Delete/destroy when 5 years old or when superseded or obsolete, whichever is sooner.  

GRS 1, item 29(b)
	
	
	
	
	
	

	
MIS Master Data Files (Human Resources)
	
Human Resources Services, Compensation and Benefits
· Awards Management Application (AMA) 
Master Data Files:
AMA contains data files that include, but not limited to: type of award, date of award, amount,  award status, employee information, supervisor information, and award justification.

· Employee Separations Application 
Master Data Files: 
This application contains data fields relating to the BLS employee and their separation to include but not limited to: Employee Name, ID, Cost Center, Government Supervisor, Employer, Date of Separation, Reason for Separation.
			
· Separations Tracking Application
Master Data Files:
The Separations Tracking Application incudes, but not limited to, the following data fields: checklist data for DAS, DFPM, DIS and DHROM, date actions completed, outcomes  and comments.
	
Temporary.  Cut off files annually.  Delete/destroy 1 year after cutoff or within 1 year after employee separation or transfer.  

GRS 1, Item 12b and GRS 1, Item 18


	
	
	
	
	
	

	
MIS Master Data Files (Human Resources)
	
Human Resources Services, Compensation and Benefits

· Security Investigation Tracking Application (SITA)
b. Master Data Files: 
SITA data fields include data related to investigation query, but not limited to: Full name, social security number, date of birth, date of investigation, and requestor.
Note: Database holds protected Personally-Identifiable Information (PII).
	
Temporary.  
Cut off files annually.  Delete/destroy upon notification of death or no later than 5 years after separation or transfer of employee or no later than 5 years after contract relationship expires, whichever is applicable. 

GRS 18, Item 22 

	
	
	
	
	
	

	
MIS Master Data Files (Human Resources)
	
Workforce Staffing and Recruitment 
· BLS Employee Database (EDB)
Master Data Files: 
Most of the information in the database is extracted from the DOL human resources system. 
The Employee Database maintains data specific to BLS staff:
· Employee ID
· Employee Name
· Employee Location and  Cost Center
· Employee Grade
· Employee Start Date
Note: Database holds protected Personally-Identifiable Information (PII).
	
Temporary.  Review annually and destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer.  

GRS 1, Item 18a

	
	
	
	
	
	

	
MIS Master Data Files (Human Resources)
	
Workforce Staffing and Recruitment 
· Position Description Library (PDL)
Master Data Files: 
Standardized HR Position Descriptions for BLS positions.  Specifically included are Position Descriptions and Competencies, Optional Form-8s (OF-8s), Performance Standards, Evaluation Data, Job Analysis Worksheets, and DOL Online Recruiting System (DOORS) questions as well as Collateral Duties, Mission/Function
	
Temporary.  Cut off files annually.  Delete/Destroy 2 years after position is abolished or description is superseded.  ‘

GRS 1, item 7b
	
	
	
	
	
	

	
MIS Master Data Files (Human Resources)
	
Workforce Staffing and Recruitment 
· Exit Questionnaire Application
Master Data Files
This application retains data from the questionnaire and was retired with the last entry made in 2014.
	
Temporary.  Cut off files annually.  Delete/destroy 3 years after cutoff.  

GRS 1, Item 3

	
	
	
	
	
	

	
MIS Master Data Files (Human Resources)
	
HR Policy and Oversight
· Performance Appraisal and Awards Application (PAAA)
Master Data Files: 
The Performance Appraisal and Awards application data consist of name, cost center, work schedule, pay plan, grade, salary, pool amount, etc.
	
Temporary.  Cut off files annually.  Delete/destroy when 2 years old.  

GRS 1, Item 12

	
	
	
	
	
	

	
MIS Master Data Files (Human Resources)
	
HR Policy and Oversight
· Customer Service Survey Applications  
Master Data Files:
This application retains responses to questionnaire items as data fields. Questions relate to the customer’s experience, overall satisfaction, and feedback for future improvements.
	
Temporary.  Cut off files annually.  Delete/destroy 3 years after cutoff.   
(N1-257-88-1, item 119)
	
	
	
	
	
	

	Records Common to all BLS Offices:  The Records Common Category is to be used by all BLS office for the records that deal with the routine administrative or housekeeping activities of the office rather than the functions for which the offices exists

	
2.0
Human Resources Management
	
Supervisors’ Personnel Files/Team Leaders’ (Records of Employees)
Records related to individuals while employed with BLS, records include correspondence, forms, and other records relating to positions, authorizations, pending actions, position descriptions, requests for personnel action, and records on individual employees duplicated in or not appropriate for the OPF.
	
Temporary.  
Review annually and delete/destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer

GRS 1, Item 18a

	
	
	
	
	
No
	

	
2.0
Human Resources Management
	
General Employee Management
Supervisor Alternative Worksite Records (Flexiplace)
Requests or applications to participate in an alternate worksite program, includes approved and unapproved requests.
	
Temporary.
Cut off files annually.  Destroy/ delete 1 year after end of employee's participation in the program or after request is rejected.

GRS 1, Item 42a
	
	
	
	
	
No
	

	
2.0
Human Resources Management
	
Employee Compensation and Benefits
Sign-In/Out Sheets(Time Keepers’ Copies)
All time and attendance records upon which leave input data is based, such as time or sign-in sheets, time cards and includes flexiplace emails used for signing in and out.

· Note:  Currently these records are under a Litigation Freeze and may not be destroyed.                          
	
Temporary.  
Delete/destroy after GAO audit or when 6 years old whichever is sooner.  

GRS 2, Item 7

	
	
	
	
	
No
	

	
2.0
Human Resources Management
	
Employee Compensation and Benefits
Leave Application Files
SF71 or equivalent plus any supporting documentation or requests and approvals of leave (includes request for leave or approved absence, request for leave without pay or advance sick leave.)

	
Temporary.  
Delete/destroy after GAO audit or when 3 years old, whichever is sooner.

GRS 2, Item 6b

	
	
	
	
	
No
	

	
2.0
Human Resources Management
	
Employee Compensation and Benefits
Leave Audits
Consists of all documents pertaining to specific audits, accountability reviews, desk audits, etc., EXCEPT Audit or Contracts and those audits requiring a longer retention.


Note: OASAM Schedule will cover like files in Admin Offices for the Agency
	
Temporary.  
Cut off files at the end of the calendar year.  Transfer to a FRC when 3 years old.  Delete/destroy 6 years after cutoff.

DOL Item:  N1-174-09-03, Item 9

	
	
	
	
	
No
	

	
5.0
General Operations Support
	
5.2:  Travel and Transportation
(Travel Files (Original Receipts)
Records relating to reimbursing individuals, such as travel orders, per diem vouchers, and all other supporting documents relating to official travel by officers, employees, dependents, or others authorized by law to travel.
	
Temporary.  
Cut off files annually. Delete/destroy when 6 years old. 

Admin Bucket: 5.2

GRS 1.1, item 010; GRS 9, item 7

Supersedes:  NC1-257-88-1, items 164, 168, and 173

	
	
	
	
	
No
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