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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 OPUBSS Server and locations to store electronic files:  Only the system administrator and authorized personnel can access these locations.
· Filer1/BLSNetShares 
· OPUBSS SharePoint Site:   (Records Retention Notice:  any document in its final form needs to be copied from SharePoint to a more permanent location and retained for the appropriate period.)

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.

	
A. Planning 


	
1. Program Subject Files
Records include correspondence, internal memos, drafts, planning documents, task force reports, internal explanatory statements (regarding objectives, strategy, and methodology), progress reports, documentation related to procedural problems and recommendations, study reports or other methodological or analytical statements used in reviewing or revising procedures or operational processes during revision cycles, and reference copies of BLS published

a. Associate and Assistant Commissioner, Deputy Commissioner, and Special Assistant Files

	
A1a. Permanent.
Cut off files annually and screen for non-record materials.  Transfer paper records to the Washington National Records Center (WNRC) or appropriate regional records center 5 years after cutoff or when an individual leaves the agency, whichever is sooner.  Pre-accession electronic records to the National Archives and Records Administration (NARA) with associated files 5 years after cutoff.  Transfer legal custody of all records to NARA 15 years after cutoff in accordance with 36 CFR 1235 as applicable.
(N1-257-11-1, Item A1a)
	
Adrionne Chatman
	
1970-Prst



	
Central Files Suite 4110
	
Paper
	
No
	
Associate Commissioner’s Program Subject Files



	
	
	
	
Michael Levi 
	
1970-Prst



	
Suite 4110 (Michael Levi office)
	
Paper
	
No
	
Associate Commissioner’s Program Subject Files


	
	
	
	
Kathy Mele
	
Unknown



	
Suite 4110 (Kathy Mele office)
	
Paper
	
No
	
Deputy Associate Commissioner’s Program Subject Files


	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

	
Schedules of Daily Activities

	
Calendars, appointment books, schedules, logs, and diaries.

a. Records containing substantive information relating to official activities, the substance of which has not been incorporated into official files, EXCLUDING records relating to the official activities of high Government officials.
	
Temporary. 
Cut off files annually.  Destroy when 2 years old. 
(GRS 23, Item 5(a))



	
Michael Levi


Kathy Mele
	
Unknown
	
Outlook
	
Electronic
	
No
	Outlook Email and Archive Email Folders

	
Schedules of Daily Activities
	
Calendars, appointment books, schedules, logs, and diaries.

b. Records documenting routine activities containing no substantive information and records containing substantive information, the substance of which has been incorporated into organized files.

	
Temporary. 
Cut off files annually.  Destroy when no longer needed for convenience of reference. 
(GRS 23, Item 5(b))
	
All other staff
	
Unknown
	
Outlook
	
Electronic
	
No
	Outlook Email and Archive Email Folders

	
Committee Records
	
Committee Records

BLS Sponsored Committees
For organization/subcommittees for which BLS provides the chairperson or coordinator.  Documentation includes but is not limited to agendas, minutes and reports and related records created by or documenting accomplishments.  

Note:  BLS employees participate in a number of Professional Organizations.  Presentations given by BLS employees when representing the BLS are records and should be filed as part of the individual’s subject files.  Professional Organization Files are considered non-records by the National Archives.  
	
Admin Bucket Item 6.3.1
Unscheduled as Potentially Permanent.
Cut off files annually or upon termination of committee.  Submit to NARA upon termination of committee.
	
Michael Levi

	
CRB 
2003 – Prst




SMRP
2014 –  Prst

	
CRB
Filer1\BLSNetShares




SMRP
Unknown

	
Electronic
	
No
	
Customer Relations Board (CRB):  The RMT obtained information that shows Mr. Levi as the chair for the CRB

Social Media Review Panel (SMRP):  Michael Levi does chair this committee.  The SMRP has not been active since the Commissioner’s Order and Administrative Procedure were authorized.  Currently there are no other records for this committee.

It is the suggestion of the Records Management Team to include this item in the file plan for future committee meetings.

	
Committee Records
	
Substantive Committee Records – Non-Grant Review
Records documenting the establishment and formation of committee’s and their significant actions and decisions.  Records may be maintained at any level within the sponsoring agency/ department.  Only one copy of each record is considered permanent.  Not all records described may be created for all committees.  Records may include but are not limited to:
· Records related to the establishment of the committee (charters, legislation, organizational charts, bylaws)
· Records related to committee membership (memos of how and why members were selected, rosters, appointment letters, resignation letters)
· Records of committee meetings and hearings (determination to close meeting to public, agendas, briefing books, background materials, presentations, meeting minutes, public comment, testimony, transcripts)
· Records related to committee findings and recommendations (final reports, memoranda, agency letters, recommendations, presentations)
· Records created by committee members (substantive correspondence, including email)
· Records related to research collected by or created by the committee (studies, projects, including unpublished materials – may include electronic data) 
· Documentation of subcommittees (i.e., working groups / subgroups) of advisory committees (decision documents, membership, statement of purpose, minutes, transcripts, reports, briefing materials, substantive correspondence – including email)
· Records that document activities of subcommittees, including recommendations (meeting minutes, transcripts, reports, briefing materials
· Records related to committee termination 

Note:  Sponsoring agencies need to designate the recordkeeping copy of permanent committee records.  Records should be arranged by committee and transferred to NARA
	
Admin Bucket Item 6.3.3.1
Permanent.  
Transfer when records are 15 years old or upon termination of committee, whichever is sooner.
(GRS 6.2, Item 010)
[bookmark: _GoBack]Superseded GRS 26, Items 2a, 2c1 in part


	
Kathy Mele
	
2010-2015



	
Central Files Suite 4110
	
Paper
	
No
	
Commissioner’s Data User Advisory Committee (DUAC)

	
Human Resources
	
Supervisors' Personnel Files
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 destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer. 
(GRS 1, Item 18(a))

	
Adrionne Chatman
	
2011-Prst
	
Central Files Suite 4110
	
Paper
	
No
	

	
Human Resources

	
Travel Files (Original Receipts)
Copies of 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 other authorized by law to travel
	
Temporary.  Cut off files annually.  Destroy 6 years after cutoff.
(GRS 1.1, Item 010)
	
Adrionne Chatman
	
2011-Prst

2010-Prst
	
Central Files Suite 4110
	
Paper
	
No
	
DUAC Travel

Michael Levy Travel

	
Human Resources
	
Time and Attendance Source Records
All time and attendance records upon which leave input data is based, such as time or sign-in sheets; time cards (such as Optional Form (OF) 1130); flexi time records; leave applications for jury and military duty; and authorized premium pay or overtime, maintained at duty post, upon which leave input data is based. Records may be in either machine-readable or paper form.

	
Temporary.  Cut off files annually.  Destroy after GAO audit or when 6 years old, whichever is sooner. 
(GRS 2, Item 7)


	
Adrionne Chatman
	
2008-Prst
	
Central Files Suite 4110
	
Paper
	
No
	
Sign-in/Sign-Out Sheets

Note:  Sign-in/Sign-Out Sheets are currently under a records freeze and must be maintained.




	
Human Resources
	
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.  Cut off files annually.  Destroy after GAO audit or when 3 years old, whichever is sooner
(GRS 2, Item 6b)
	
Adrionne Chatman
	
N/A

	
WebTA
	
Electronic
	
No
	
Records are now maintained through WebTA system.

	
Human Resources
	
Flexiplace Administration Program Files 
Files contain the signed flexiplace agreement form (either Local 12, NCFLL, or non-bargaining unit forms (which may be found in related flexiplace handbooks), self-certification safety checklists, the BLS Managers’ Security Checklist, and a brief narrative of off-site work.  Includes Approved and  Disapproved Requests
	
Temporary.
Destroy 1 year after the end of participation in the program or date of rejection.
(GRS 1, Item 42a/b)
	
Adrionne Chatman
	
N/A

	
WebTA
	
Electronic
	
No
	
Signed forms are maintained in the Supervisor Personnel files

Flexiplace forms dated from August 30, 2003 to present are currently under a records freeze and must be maintained.

	
Financial Management
	
Purchase Card Files
Contract, requisition, purchase order, including correspondence and related papers pertaining to purchase card transactions. Examples include:     
· Purchase Cards
· Statements
· Vendor Invoices
· Invoice Reconciliation Reports
· EPS Shopping Cart
	
Temporary.  
Cut off files annually.  Destroy 3 years after final payment.
(GRS 1.1, Item 010)
	
Ebony Davis
	
1990-Prst



2011-Prst
	
Suite 4110 
(Ebony Davis office: File cabinets and Binders)
	
Paper
	
No
	
Mixed with subject files



Binders

	
Financial Management
	
Budget Background Records
Cost statements, rough data and similar materials accumulated in the preparation of annual budget estimates, including duplicates of budget estimates and justifications and related appropriation language sheets, narrative statements, and related schedules; and originating offices' copies of reports submitted to budget offices.
	
Temporary.
Destroy 1 year after the close of the fiscal year covered by the budget. 
(GRS 5, Item 2)
	
Michael Levi

	
1995-Prst
	
Suite 4110 
(Michael Levi office)
	
Paper
	
No
	

	
Reports Control Files (OMB Clearance)
	
OMB Report Files
Case files maintained for each agency report created or proposed, including public use reports. Included are clearance forms, including OMB 83 (formerly SF 83); copies of pertinent forms or descriptions of format; copies of authorizing directives; preparation instructions; and documents relating to the evaluation, continuation, revision, and discontinuance of reporting requirements.
	
Temporary.
Destroy 2 years or after previous expiration date. 
(GRS 16, Item 6)
	
Adrionne Chatman
	
1970-Prst

	
Central Files Suite 4110
	
Paper
	
No
	
The OMB reports are inter-filed with the Associate Commissioner Program Subject Files.
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