BLS / Office of Employment and Unemployment Statistics (OEUS) / 
Statistical Methods Staff (SMS)
File Plan (5/2017)

	BLS Records Categories and Series
	Program/Office Information (N1-257-84-1 – Legacy Schedule)

	
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):
List all electronic file locations including website as applicable.
The following are the Statistical Methods Staff shared information, website information and electronic file locations:  Only the system administrator and authorized personnel can access these locations.
· Shared Drive: \\DOESSRV1\SMD ; \\filer6\OEUS_SMS ;  \\DASLTSRV1\SMS  
· 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.

	Statistical Program Records:   The Statistical Program Records category is to be used by all BLS Statistical Programs for the records that deal with the unique concerns of their survey programs.

	
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 products. 

b. Division Director Files
	
A1b.  Temporary.  
Cut off files annually. Delete/destroy 10 years after cutoff.

	
Larry Huff
	
2005-Prst
	
X: Email Archive
	
E
	
N
	
#311: Division Program Subject File


#318: Headquarters – Regional Coordination Subject File

	[bookmark: OLE_LINK1]
A. Planning 


	
1. Program Subject Files

c. Branch Chief, Project Manager,
Team Leader, and Subject Matter Expert Files  

	
A1c.  Temporary.  
Cut off files annually. Delete/destroy 5 years after cutoff.

	
David Byun (OES)
	
2011-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 
	
E
	
N
	
#312: Unit (Branch) Program Project Files


	
	
	
	
Ed Robison (CPS and LAUS)

	
1997-Prst
	
Email Archive
	
E


	
N
	

	
	
	
	
Vinod Kapani (JOLTS and QCEW)



	
2003-Prst (JOLTS)

2009-Prst (QCEW)
	
\\filer6\OEUS_SMS\APPS\JOTLS 

\\filer6\OEUS_SMS\APPS\JOTLS\QCEW  

	
E
	
N
	

	
	
	
	
Greg Erkens (CES)



	
2013-Prst
	
X: Drive
Email Archive
	
E
	
N
	

	
B. Concepts and Methods
	
1. [bookmark: _Toc283806865]Research and Program Development Files
Research and program development groups provide functional expertise in the areas of economic theory and practice, including trends in economics, effects of major economic events, developments in areas of interest to BLS programs, and general survey methodology.

a. Office Copy of Final Reports and Professional Presentations
Internal and external reports resulting from studies and projects may be formal or informal depending on the purpose of the project.  In some cases, the report is released to the public or research community.  Presentation records may include research paper abstracts, presentation slides, and handouts.

	
B1a.  Permanent.  Cut off files annually or upon project completion.  Transfer paper records to WNRC 5 years after cutoff.  Pre-accession electronic records to 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 B1a)
	
David Byun (OES)
	
2011-Prst



2015-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 

DBES LINX Server
	
E

	
N
	

	
	
	
	
All Staff (CPS)
	
1993-Prst

	
www.bls.gov/OSMR/osmr_catalog.htm 
	
E
	
N
	

	
	
	
	
All Staff (JOLTS)
	
2003-Prst
	
\\filer6\OEUS_SMS\APPS\JOTLS 

	
E
	
N
	

	
	
	
	
All Staff (QCEW)

	
2009-Prst
	
\\filer6\OEUS_SMS\APPS\JOTLS\QCEW  

	
E
	
N
	

	
	
	
	
All Staff (CES)


	
1993-Prst


	
www.bls.gov/OSMR/osmr_catalog.htm 

	
E


	
N


	

	
	
	
	
All Staff (LAUS)

	
1998-Prst


	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
B. Concepts and Methods
	
1. Research and Program Development Files

b. Articles Published in Professional Journals and Conference Proceedings 
Records consist of original manuscripts of program or mission-related articles written by BLS personnel and submitted to professional trade, technical, and commercial publications.
	
B1b.  Temporary.  Cut off files annually or upon publication.  Destroy 15 years after publication, or when no longer needed for business operations, whichever is later.
(N1-257-11-1, Item B1b)
	
David Byun (OES)
	
2011-Prst



2015-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 

DBES LINX Server
	
E

	
N
	


	
	
	
	
All Staff (CPS)
	
	
ASA Proceedings Page
	
E
	
N
	

	
	
	
	
All Staff (JOLTS)
	
2003-Prst
	
\\filer6\OEUS_SMS\APPS\JOTLS 

	
E
	
N
	

	
	
	
	
All Staff (QCEW)



	
2009-Prst
	
\\filer6\OEUS_SMS\APPS\JOTLS\QCEW  

	
E
	
	

	
	
	
	
All Staff (CES)


	
	
ASA Proceedings Page
	
E
	
N
	

	
	
	
	
All Staff (LAUS)

	
1998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
B. Concepts and Methods
	
2. Survey Methodology Files
Survey methodology groups, as well as other program staff members are responsible for producing procedures and providing technical direction for survey processes.  Records include procedural manuals, data user guides, technical memorandums, procedural alerts, data collectors’ training materials, and communication related to survey issues.

a. Procedural Manuals, Public User Guides and Interviewer Training Manuals
Records include, but are not limited to, forms and emails used to communicate with field offices about survey issues.

	
B2a.  Permanent.  
Cut off files when the document is superseded or made obsolete.  Transfer paper records to WNRC 5 years after cutoff.  Pre-accession electronic records to 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 B2a)


	
David Byun (OES)
	
2011-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 
	
E
	
N
	

	
	
	
	
Census Bureau (CPS)
	
1978-Prst
	
https://www.census.gov/programs-surveys/cps/technical-documentation/methodology.html 
	
E
	
N
	

	
	
	
	
All Staff (JOLTS)
	
2003-Prst
	
\\filer6\OEUS_SMS\APPS\JOTLS 

	
E
	
N
	

	
	
	
	
All Staff (LAUS)

	
1998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
B. Concepts and Methods
	
2. Survey Methodology Files

b. Technical Memorandums and Procedural Alerts
Records include, but are not limited to, forms and emails used to communicate with field offices about survey issues.
	
B2b.  Temporary.  
Cut off files annually as appropriate.  Destroy no sooner than 2 years after cutoff, but no later than 10 years after superseded or when no longer needed for business operations.
(N1-257-11-1, Item B2b)

	
David Byun (OES)
	
2011-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 
	
E
	
N
	

	
	
	
	
Ed Robison (CPS and LAUS)
	
1997-Prst
	
Email Archive
	
E
	
N
	

	
	
	
	
All Staff (JOLTS)


	
2003-Prst
	
\\filer6\OEUS_SMS\APPS\JOTLS 

	
E
	
N
	

	
	
	
	
All Staff (LAUS)

	
1998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
B. Concepts and Methods
	
3. Design and Improvement Project Files

Records relate to individual projects designed to provide support for or improvement of BLS survey and statistical systems and applications.  Project records include field collection forms; non-responses from potential or participating respondents; weighting factors; internal procedures for data correction, analysis, and adjustment; publication criteria; and publication procedures.
	
B3.  Temporary.  
Cut off files annually or upon project completion.  Delete/destroy 10 years after cutoff or when no longer needed for business operations, whichever is later.
	
David Byun (OES)



	
2011-Prst



2015-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 

DBES LINX Server
	
E

	
N
	
#313:  Machine-Readable Records and Related Printouts 

Pertaining to CPS Methodological Surveys

#314: OSH Hours of Work Statistical Methods Surveys

#315: ES 202, and OES Statistical Methods Surveys

#316: 790 Revision and Special Survey Statistical Methods Surveys

	
	
	
	
All Staff (LAUS)

	
1998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
	
	
	
Kathy Herring




	
1987-2007
	
Room 4985
FC #9 
Drawers 1-5

FC# 10
Drawers 3-5

	
P
	
N
	

	
B. Concepts and Methods
	
4.  Researcher and Staff Working Files
This series contains a mixture of BLS work products.  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.  
. 

	
B4.  Temporary.  
Cut off files annually. Incorporate final work products into office files or publications.  Delete/destroy remainder of working file 5 years after cutoff or when no longer needed for business operations, whichever is later.
	
David Byun (OES)
	
2011-Prst



2015-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 

DBES LINX Server
	
E

	
N
	
#317: Technical Reference Working Files



	
	
	
	
All Staff (CPS)


Sue Zimmerman

	



1970-Prst
	
CPS CompServer (Census)


File cabinet 1-6
	
E


P

	
N
	

	
	
	
	
All Staff (JOLTS)

	
1999-Prst
	
LINUX Server
	
E
	
N
	

	
	
	
	
All Staff (QCEW)

	
2005-Prst
	
LINUX Server 
	
E
	
N
	

	
	
	
	
All Staff (CES)



	
1998-Prst
	
SMS KEPLER Server
	
E
	
N
	

	
	
	
	
All Staff (LAUS)

	
1998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
	
	
	
Kathy Herring







	
1977-2009
	
Room 4985
FC #8
Drawer 1 –Supplies
Drawers 2-5

FC #10
Drawers 1-2

	
P
	
N
	

	
	
	
	
Paul Grden



	
TBD
	
Room 4985
FC #11
Drawers 1-5
	
P
	
N

	

	
G. Data Analysis and Estimate Production

	
1. Survey Profiles (Saved group of 
variables, weights, and measures)
System modules often require input from users or other outside sources to be run, and in some cases, for the product to be understood.  Survey profiles can be used to record input variables into parts of the process, such as performance and data measurements, estimation impacts, and benchmarking.
	
G1.  Temporary.  Destroy when 5 years old or one year after responsible office determines that there are no unresolved issues, whichever is later.
(N1-257-11-1, Item G1)

	
David Byun (OES)
	
2011-Prst



2015-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 

DBES LINX Server
	
E

	
N
	

	
	
	
	
All Staff (CPS)
	
1987-Prst


2015-Prst
	
CPS CompServer (Census)


\\filer6\OEUS_SMS\CPS (Variances)
	
E
	
N
	

	
	
	
	
All Staff (JOLTS)

	
1999-Prst

2001-Prst
	
LINUX Server

\\DASLTSRV1\SMS_TABS 

	
E
	
N
	

	
	
	
	
All Staff (QCEW) 
	
2005-Prst
	
LINUX Server 
	
E
	
N
	

	
	
	
	
All Staff (LAUS)

	
998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
	
	
	
All Staff (CES)

	
1998-Prst
	
SMS KEPLER Server
	
E
	
N
	

	
G. Data Analysis and Estimate Production

	
2. Data Sets (Input/Output)
Records consist of time series data sets which may include related Statistical Analysis Software (SAS) code (or similar) used to extract or manipulate data, print outs and reports of data sets, and source documents used to contrast survey pre-publication data with comparable data to determine the validity of survey results prior to publication.

a.      Comparison Data Sets
Accepted data are used to perform screening/revisions and sent to national office staff or program for review.
	
G2a.  Temporary.  Destroy when all essential information has been analyzed, corrected, adjusted, and tabulated, as appropriate.
(N1-257-11-1, Item G2a)

	
David Byun (OES)
	
2011-Prst



2015-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 

DBES LINX Server
	
E

	
N
	


	
	
	
	
All Staff (CPS)
	
1987-Prst
	
CPS CompServer (Census)
	
E
	
N
	

	
	
	
	
All Staff (JOLTS)

	
1999-Prst

2001-Prst
	
LINUX Server

\\DASLTSRV!\SMS_TABS 

	
E
	
N
	

	
	
	
	
All Staff (QCEW)


	
2005-Prst
	
LINUX Server 
	
E
	
N
	

	
	
	
	
All Staff (CES)


	
1998-Prst
	
SMS KEPLER Server
	
E
	
N
	

	
	
	
	
All Staff (LAUS)

	
1998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
G. Data Analysis and Estimate Production
	
2. Data Sets (Input/Output)

c. Adjusted Data Sets and Data Files
Records consist of the data sets and data files that are used in the process of creating and periodically adjusting estimates.  This includes aggregating the microdata, reviewing the quality of the estimates, and validating the survey and statistical data. 

(1) Historical estimation data sets (master aligned) containing no RII: 
· Non-aligned seasonally adjusted data 
· Aligned not-seasonally adjusted data
· Aligned seasonally adjusted estimates 
	
G2c(1).  Permanent.  Cut off and archive data sets when data will no longer be adjusted (final data).  Pre-accession data set to NARA 5 years after cutoff.  Transfer legal custody to NARA 25 years after cutoff, in accordance with 36 CFR 1235 as applicable.
(N1-257-11-1, Item G2c(1))

	
David Byun (OES)
	
2011-Prst



2015-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 

DBES LINX Server
	
E

	
N
	

	
	
	
	
All Staff (CPS)
	
1987-Prst
	
CPS CompServer (Census)
	
E
	
N
	

	
	
	
	
All Staff (JOLTS)

	
1999-Prst

2001-Prst
	
LINUX Server

\\DASLTSRV!\SMS_TABS 

	
E
	
N
	

	
	
	
	
All Staff (QCEW)

	
2005-Prst
	
LINUX Server 
	
E
	
N
	

	
	
	
	
All Staff (CES)


	
1998-Prst
	
SMS KEPLER Server
	
E
	
N
	

	
	
	
	
All Staff (LAUS)

	
1998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
G. Data Analysis and Estimate Production
	
2. Data Sets (Input/Output)

c. Adjusted Data Sets and Data Files

(2)    All other adjusted data sets

	
G2c(2).  Temporary.  Destroy 10 years after all essential information has either rotated into the next phase for processing or been published.
(N1-257-11-1, Item G2c(2))

	
David Byun (OES)
	
2011-Prst



2015-Prst


	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 

DBES LINX Server
	
E

	
N
	


	
	
	
	
All Staff (CPS)

	
1987-Prst
	
CPS CompServer (Census)
	
E
	
N
	

	
	
	
	
All Staff (JOLTS)

	
1999-Prst

2001-Prst
	
LINUX Server

\\DASLTSRV!\SMS_TABS 

	
E
	
N
	

	
	
	
	
All Staff (QCEW)

	
2005-Prst
	
LINUX Server 
	
E
	
N
	

	
	
	
	
All Staff (CES)


	
1998-Prst
	
SMS KEPLER Server
	
E
	
N
	

	
	
	
	
All Staff (LAUS)

	
1998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
G. Data Analysis and Estimate Production
	
3. Intermediate Reports
Records consist of program listings, printouts, job runs, worksheets, and pre-publication listings used to review survey data.
	
G3.  Temporary.  
Cut off files annually.  Destroy when no longer needed for business operations.
(N1-257-11-1, Item G3)

	
David Byun (OES)
	
2011-Prst



2015-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 

DBES LINX Server


	
E

	
N
	


	
	
	
	
All Staff (JOLTS)

	
1999-Prst

2001-Prst
	
LINUX Server

\\DASLTSRV!\SMS_TABS 

	
E
	
N
	

	
	
	
	
All Staff (QCEW)

	
2005-Prst
	
LINUX Server 
	
E
	
N
	

	
	
	
	
All Staff (CES)


	
1998-Prst
	
SMS KEPLER Server
	
E
	
N
	

	
	
	
	
All Staff (LAUS)

	
1998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	
G. Data Analysis and Estimate Production

	
4. Validation Reports
Records consist of reports and data sets used to validate survey data during analysis and estimate production.
.

	
G4.  Temporary.  
Cut off files annually.  Destroy no sooner than 10 years after archived or after associated data are published, but no later than 25 years after all essential information has been analyzed, tabulated, edited, or when superseded or revised.
(N1-257-11-1, Item G4)

	
David Byun (OES)
	
2011-Prst



2015-Prst
	
\\DOESSRV1\SMD 

\\DOESSRV1\SMD-New 

DBES LINX Server
	
E

	
N
	


	
	
	
	
All Staff (JOLTS)

	
1999-Prst

2001-Prst
	
LINUX Server

\\DASLTSRV!\SMS_TABS 

	
E
	
N
	

	
	
	
	
All Staff (QCEW)

	
2005-Prst
	
LINUX Server 
	
E
	
N
	

	
	
	
	
All Staff (CES)


	
1998-Prst
	
SMS KEPLER Server
	
E
	
N
	

	
	
	
	
All Staff (LAUS)

	
1998-Prst
	
\\filer6\OEUS_SMS\LAUS
	
E
	
N
	

	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

	
1.0
Financial Management
	
1.2 Goods and Services Acquisition
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. Delete/destroy 6 years after final payment or cancellation, whichever is appropriate for the type of record.  
(GRS 1.1, item 010)
	
Kathy Herring
	
2011-Prst
	
Kathy Desk Overhead
	
P
	
N
	


	
1.0 

Financial Management
	
1.4 Budget Files
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. 
Cut off files annually. Delete/destroy 5 years after the close of the fiscal year covered by the budget.  
(GRS 5, Item 2)
	
Edwin Robison
	
2014-Prst
	
Email Archive
\\Personalfolders2\ADMINKH 
	
E
	
N
	

	
2.0 
Human Resources Management
	
2.3 General Employee Management
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. 
Cut off files annually. Delete/destroy 3 years after personnel action is completed, or date of appraisal, whichever is appropriate for the type of record. 
(GRS 1, Item 18(a))

	
Larry Huff
	
2013-Prst
	
Larry’s Locked Drawer
	
P

	
N
	


	
	
	
	
Edwin Robison

	
1996-Prst
	
Ed’s locked Drawer
	
P
	
N
	[bookmark: _GoBack]Includes flexi place/telework agreements.

	
	
	
	
Greg Erkens
	
2014-Prst
	
Office FC #1 Dr. 3
	
P
	
N
	

	
	
	
	
Vinod Kapani


	
2001-Prst
	
Vinod’s Locked Drawer
	
P
	
N
	

	
	
	
	
David Byun
	
2011-Prst
	
Office FC #1 Dr. 3

X: Personnel
X: Performance Standards

	
P

E
	
N
	

	
2.0 

Human Resources Management 
	
2.5 Employee Compensation and Benefits
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. Delete/destroy 6 years after Government Accountability Office 
(GAO) audit or when 3 years old, whichever is appropriate for the record type.
(GRS 2, Item 7)


	
Jalaika Abdulali
	
2003-2014
	
Overhead cabinet (locked)
	
P
	
N
	
Sign-in/Sign-Out Sheets

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


	
5.0
General Operations Support
	
5.7 Management Controls and Oversight
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. 
Cut off files annually. Destroy when superseded or 5 years after report is discontinued or no further corrective action is necessary. 
(GRS 16, Item 6)
	
Vinod Kapani
	
2008-Prst
	
\\filer6\OEUS_SMS\APPS\JOTLS\OMB_doc 
	
E
	
N
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