BLS / OPLC / Office of the Associate Commissioner
File Plan - 12/02/2015

	
BLS Records Categories and Series
	
Program/Office Information


	
Record Category

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

	Storage Location  (Electronic Path or Physical Site):

The following are OPLC Associate Commissioner Front Office shared information, website information and electronic file locations:    Only the system administrator and authorized personnel can access these locations.
· OPLC Portion of BLS Central:  
· Shared Drive:  Olcsrv2 (\\FILER6)(Y:)  Used Space:  1.42TB / Free Space:  192GB
· SharePoint Site:  http://oplc.sp.bls.gov/default.aspx  OPLC Senior Mgmt considers the Share Point as the official repository for all final documentation

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. 

a. Associate and Assistant 
[bookmark: _GoBack]Commissioner, Deputy Commissioner, and Special Assistant Files

Note:  Calendars and Schedule of Daily Activities for this series are covered under item 6.1.2 of the Administrative Programs Records Schedule.
	
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.
	
Tiffany Johnson
(Assoc. Comm.
D. Friedman) 
	
Works on “C”
Backups to “X”
SharePoint 
    EMT Folder
	
7/2014 
(Acting AC)

6/2015 (AC)

	
Electronic
	
No



	
Emails can include correspondence / notes from meetings forwarded to OPLC Senior Staff for informational purposes.


	
	
	
	Robert Eddy


	SharePoint
    EMT Folder 
	2007 – Prst

	Paper/Elec. 
	
	

	
	
	
	Ken Dalton
(Previous AC)


	Suite 3120
FC #6 / Drs. 2-5


	1980 – 1989
(Eligible to be retired)

	Paper
	
	

	
	
	
	Michael Horrigan
(Previous AC)
	Suite 3120
FC #1 / Drs. 1-5
FC #2 / Dr. 2
FC #3 / Dr. 5
FC #4 / Drs. 2-4
FC #5 / Drs. 2-4
FC #7 / Dr. 2
	2007 – 2014
(Eligible to be retired)
	Paper
	
	

	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)
	
Tiffany Johnson
	
FC #3 / Dr. 2
	
2012-2015
	
Paper
	
No
	


	
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)
	
Laverne Thomas
	
FC #2 / Dr. 3


FC #3 / Dr. 5

Office File Cabinets

Shared Drive 
    Budget Folder
    TAPS Folder
	
FY2001 - FY 2010

1995

2003 – Prst.

2005 – Prst.
	
Paper/Elec
	
No
	
Paper records include copies of Inter-Agency Agreements used for budgeting purposes only.

Shared Drive TAPS folder (84.0 MB) used for budgeting purposes.

	
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))

	
Tiffany Johnson
	
FC #3 / Dr. 1
FC #3 / Dr. 3
	
2003 – 2009
2010 – Prst
	
Paper
	
No
	
These files are maintained by division – not by individual and include flexi-place agreements.


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

	
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)


	
Tiffany Johnson
	
FC #3 / Dr. 3

WebTa
	
2000 – 2015
	
Paper

Electronic
	
No
	
OPLC AC Front Office continues to create Sign-in / Sign-out Sheets.

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)

	
David Friedman
(Assoc. Comm.)
	
Email
	
6/2015 – Prst.
	
Electronic
	
No
	

	
2.0 
Human Resources Management
	
2.12 Employee Relations (Grievance Files)
This series manages and assists in the communications between BLS employees’ and their supervisors, including corrective actions and planning, disciplinary actions, and explanation and clarification of BLS policies and procedures.
	
UNSCHEDULED
Temporary.  
Cut off files annually or upon close of case.  Destroy 7 years after OPM audit or after personnel action is completed, whichever is appropriate for the record type.
(Admin Bucket 2.12)
	
Tiffany Johnson
	
FC #3 / Dr. 2
	
2009 – 2011
	
Paper
	
No
	
These records must be maintained until the suggested disposition has been approved by NARA

	
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) 
	
Tiffany Johnson
	
E2 system
	
6/2015 – Prst.
	
Electronic
	
No
	
Unable to obtain files are located in the E2 System

	
6.0 
Executive Leadership and Management 
	
6.3 Temporary Commissions, Boards, Councils, and Committees 

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.  

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.  

	
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)

	
Tiffany Johnson
(Assoc. Comm. 
D. Friedman)
	
Share Point
	
2012-2014 (Chair)

2015 (Co-Chair)
	
Electronic
	
No
	
Associate Commissioner has been assigned by BLS to the Voorburg Group (Int’l Committee) as part of his duties.

	
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 record created by or documenting the accomplishments of official boards and commissions.

Note:  This series does not cover BLS Teams and Working Groups.  Records created by teams or working groups should be filed in the appropriate project files.
	
Temporary. 
Cut off files annually. Destroy 3 years after cutoff, or when no longer required for business use, whichever is sooner. 
(GRS 26, Item 1a)

	
Robert Eddy
	
Share Point
	
2007 – Prst.
	
Electronic
	
No
	
CE/Census
IPP/PPI Joint Cmt Oversight

JEC Meetings (not active – files located on SharePoint site.)

FC #6 (.5 cu. ft.) Ken Dalton old files

	
General Administration
	
General Administration
Technical Reference Files
Contains extra copies of BLS work products, printed materials, outside publications, copies of manuals and memoranda, maintained by staff covering their assigned areas of expertise and maintained for easy of reference.  

	
Temporary.  
Review files annually.  Destroy when no longer needed for current business.  

	
Tiffany Johnson
	
FC #3 / Dr. 4.

Office Space behind file cabinets
	
1981-1993(1)

2005-2013(2)

	
Paper
	
No
	
(1)Copies from Deputy Commissioner Bill Barron  Congressional and OBM Budget Submissions

Request that OPLC forward these files to be incorporated into the OCOMM files for Mr. Barron

(2)Budget Briefing Books (Congressional / OMB / DOL) prepared by DFPM)

Request that OPLC forward these files to Records Mgmt for transfer to NARA.
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