BLS / OEUS / Employment Research and Program Development (ERPD)
File Plan:  May 17, 2017

	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 OEUS/ERPDS shared information, website information and electronic file locations:  Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  Oeussrv11 (\\filer1\OEUS) (2)
· SharePoint Site: https//oeus.sp.bls.gov/default.aspx
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.
(N1-257-11-1, Item A1b)

	
Mark Lowenstein
	
2008–Prst.
	
Local Disk
OSDisk “C”
	
Electronic
	
No
	


	
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.
(N1-257-11-1, Item B4)
	
Anne Polivka


	
TBD–Prst.


	
Anne Office

Electronic Files:
Cifs.homedir (\\filer5) (X)
ILO-ICSE
ILO LFS Measurement Group

	
Paper


	
No
	
All final products resulting from the research work are maintained by the requesting program office.

BLS Teams:
Program Implementation
Time Series
International Labor Organization

	
	
	
	Research Staff
	1988–Prst




2006-Prst.



	Paper Files:  Maintained in individual offices.


Electronic Files:
Maintained in various locations
Personal “x” drive; 
Shared drive; SharePoint 
	




Electronic
	
	

	
H. Dissemination of Survey Results

	1. Output Files  
Output files are electronic files copied from a master file or database and are used solely to produce hard-copy or electronic publications and/or printouts of tabulations, ledgers, registers, and statistical reports.

d. Publications
A variety of reports and statistical data released on a specific reoccurring schedule through a variety of methods, including paper publications, web pages, and electronic transmission. This series covers the record copy of program publications that resides with the Office of Publications and Special Studies (OPUBSS) or the issuing office.

c. All Other Copies


	
H1d(1)b Temporary.
Cut off files at the end of for the calendar year in which the publication was issued. Destroy published data or publications no sooner than 5 years, but no later than 25 years after cut-off.
	
Glenda Driggers
	
Various
	
File Cabinet 3
Drawers 305
	
Paper
	
No
	
DPINR
Economic BLS Working Papers #1-463
All already transferred under
(LTI-02572015-0003/ [5 Boxes])

Review against the above listed transfer prior to destruction.  Contact Records Management and DPINR regarding those working papers that were not included in the transfer.


	[bookmark: _GoBack]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. Destroy 6 years after final payment or cancellation, whichever is appropriate for the type of record.  
(GRS 1.1, item 010)
	
Glenda Driggers
	
2011-Prst
	
Glenda Office
	
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. Destroy 5 years after the close of the fiscal year covered by the budget.  
(GRS 5, Item 2)
	
	
	
	
	
	
Discuss with Glenda

	
2.0
Human Resources Management
	
2.2 Staff Acquisition
This series establishes procedures for the recruitment and selection of high-quality and productive employees, in accordance with merit system principles. This function includes: developing a staffing strategy and plan; establishing an applicant evaluation approach; announcing vacancies, sourcing and evaluating candidates against the competency requirements for the position; initiating pre-employment activities; and hiring employees. This function also includes the design, development, and implementation of organizational and position structures.  Files may include, but are not limited to:
· Certificate of eligibles files 
· Delegated examining certificate case files 
· Certificate Control/Log System 
· Reports of internal annual review 
· Student and cooperative program files 
· College recruitment and cooperative agreement files 
· Recruitment files 
· Employment interview files (includes interview files for applicants not hired) 
· Examination and announcement case files 
· Position description files 
· Merit staffing selection files 
· Employment applications 
· Offers of employment 
· Upward mobility program
	
Temporary.  Cut off files annually.  Destroy 5 years after individual separation, completion of program or date of report, whichever is appropriate for the type of record.  
(GRS 1, items 4a, 5, 7, 8, 32, 33e, 33f, and 33p)
	
Glenda Driggers
	
15.5 cf.
	
File Cabinets
FC1, Drs 2 & 4 (2006/2007)

FC2, Drs. 1 thru 4
(2000-2003)

FC3, Drs. 1 thru 2
(2003-2004) 
	
Paper
	
No
	
These are known as recruitment files.  The files contain resumes of individuals who were interviewed during conferences, prior to BLS hiring procedures.

	
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. 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))

	
Mark Lowenstein

	
2008-Prst.


	
M. Lowenstein Office


	
Paper


	
No
	

	
	
	
	
Anne Polivka
	
2007
2013-Prst.


2008-Prst.
	
A. Polivka Office



Personal or Share Drive
	
Paper



Electronic
	
	

	
2.0 
Human Resources Management
	
2.3 General Employee Management
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. 
Cut off files annually. Destroy 3 years after personnel action is completed, or date of appraisal, whichever is appropriate for the type of record. 
(GRS 1, Item 42a/b)
	
Anne Polivka
	
2013-Prst.


2008-Prst.
	
A. Polivka Office


Personal or Share Drive
	
Paper


Electronic
	
No
	

	
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. 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)


	
Glenda Driggers
	
2000-2014
	

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



	
2.0 
Human Resources Management
	
2.5 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.  
Cut off files annually. Destroy 6 years after Government Accountability Office (GAO) audit or when 3 years old, whichever is appropriate for the record type.
(GRS 2, Item 6a/b)

	
Anne Polivka
	
2013-Prst.


2008-Prst.
	
A. Polivka Office


Personal or Share Drive 
	
Paper


Electronic
	
	

	
5.0
General Operations Support 
	
5.2 Travel and Transportation
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 when 6 years old.
(GRS 1.1 item 010) 
	
Glenda Driggers
	
2013
	
Glenda Office
	
Paper
	
No
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