BLS / OPLC / Consumer Expenditure (CE) Survey
File Plan:  04/2016

	BLS Records Categories and Series
	Program/Office Information

	[bookmark: OLE_LINK1]
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)
	
Comments/
Examples

	Storage Location  (Electronic Path or Physical Site):

The following are DCES shared information, website information and electronic file locations:  Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  DCES-public (filer6/DCES)(P:)
· SharePoint Site:   http://oplc.sp.bls.gov/CE/default.aspx  (Does CE consider Share Point to be the repository of 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.

Note:  FU = File Unit Number (File Room 3745)

Need to identify the status of these old divisions – Ask Bill 
Old Division / Offices:  Consumer Price and Consumption Studies / Office of Field Operations

	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
[bookmark: _GoBack]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

Note:  Calendars and Schedule of Daily Activities for this series are covered under item 6.1.3 of the Administrative Program Records Schedule.
	
A1b.  Temporary.  
Cut off files annually. 
Destroy 10 years after cutoff.
	
Jay Ryan





	
Div. Director Office Desk
Lateral Dr. #2

	
2008 – Prst.




	
Paper/Elec.





	
No
	
#1: Division Chief Program File

#5: Division Subject Files on 1972-73 Consumer Expenditure Survey

Bill P. question:  What about the 1980’s CEX Files?  Need to check the description from #5 for type of content.

Files could also include planning documents related to Gemini Research (update/redesign CEX Survey) 

	
	
	
	
	
\\filer5\safir_a\_BRPD Mgmt\Jay Ryan USER directory 12-10-15
	
	
	
	

	
	
	
	
Bill Passero
	
File Room 3745
FU #3/Dr. 5

	
1991


	
Paper
	
	

	
	
	
	
	
FU #9/Dr. 3

	
1950’s – 1990’s
	
	
	

	
A. Planning 


	
1. Program Subject Files

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

CE Branches:
Branch of Information & Analysis (Steve Henderson)
Branch of Production & Control (Troy Olson)
Branch of Research & Pgm. Dev. (Adam Safir)

Note:  Calendars and Schedule of Daily Activities for this series are covered under item 6.1.3 of the Administrative Program Records Schedule.
	
A1c.  Temporary.  
Cut off files annually. 
Destroy 5 years after cutoff.
	
Steve Henderson (BIA)

	
Share Point
CE Managers

http://oplc.sp.bls.gov/CE/Managers/default.aspx

Tracking Production Projects

http://portfolio.bls.gov/ceis/index.asp

	
2005 – Present

	
Electronic
	
No
	#4: Divisional Chronological File

#6: Branch Chief Program Subject Files

#12: Information and Analysis Branch Chief Program and Administrative Files
b. All Other Records


	
	
	
	
	
Ballwall
FC #S/Drs. 1-5

	
1980 – 1990’s
	
	
	

	
	
	
	
Troy Olson (BPC)

	
//filer/6DCES/DCES-public/production_and_control
	
2013 – Present
	
Electronic
	
No
	

	
	
	
	
Adam Safir (BRPD)
	
TBD
	
TBD
	
TBD
	
TBD
	

	
A. Planning
	
1.   Program Subject Files

d. Other Staff Member Files

	
A1d. Temporary.
Cut off files annually. Destroy 3 years after cutoff.
	
Bill Passero
	
File Room 3745
FU #3/Dr. 5
	
1991
	
P
	
N
	

	
B. Concepts and Methods


	
1. 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.

	
Bill Passero

	
File Room 3745
FU #6/Dr. 2 & 3

	
Family Budget
1930’s – 1950’s

	
Paper

	
No

	
Gemini Research (update/redesign CEX Survey).  Planning documents may also be found in the Division Director’s files.



	
	
	
	
	
File Room 3745
FU #7/Dr. 2
	
1980’s – 1990’s

	
	
	

	
	
	
	
Adam Safir


	
\\filer1\dces\dces-brpd\Research Library
	
2001 – Present
	
Electronic
	
No
	
CE Library contains presentations associated with BRPD Projects.  A copy of the presentations can also be found in their associated project file

	
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.

	
Bill Passero
	
File Room 3745
FU #6/Dr. 2 & 3
	
Family Budget
1930’s – 1950’s
	
Paper
	
No
	
Mixed within the permanent item listed above

	
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.

· Information Booklets related to CE Quarterly and Daily Interview Survey Questionnaires

	
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.



	
Bill Passero
	
File Room 3745
FU #11/Dr. 4

	
TBD


	
Paper
	
No
	
The Information Booklets will need to be segregated from the Survey Questionnaires and transfer under this item.

	
	
	
	
	
FU #15
	
1972 – 1996
	
	
	

	
	
	
	
	
FU #16

	
1998 – 2005

	
	
	

	
	
	
	
	
FU #17
	
2006 – 2013
	
	
	

	
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.

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.
	
TBD
	
TBD
	
TBD
	
TBD
	
TBD
	
#7: Census CE Memoranda Files


	
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.  Destroy 10 years after cutoff or when no longer needed for business operations, whichever is later.
(N1-257-11-1, Item B3)
	
Bill Passero















	
File Room 3745
FU #12/Dr. 5

	
2000 – 2002

	
Paper
















	
No
	
Gemini Research (update/redesign CEX Survey)

Test Questionnaires

#28c CEX System Specifications, Design, and Improvement Project (Other Records)

	
	
	
	
	
File Room 3745
FU #13/Drs. 4-6

	
1994

	
	
	

	
	
	
	
	
File Room 3745
FU #17

File Room 3745
FU #19


	
2002


1994 and 1999



	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
Adam Safir

	
\\filer1\dces\dces-brpd\Projects - In Progress

	
2011 – Present
(Projects In Progress)
	
Electronic
	
	

	
	
	
	
	
\\filer1\dces\dces-brpd\Projects - Finished
	
2006 – Present
(Projects – Finished)
	
	
	

	
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.  Destroy remainder of working file 5 years after cutoff or when no longer needed for business operations, whichever is later.
	
Bill Passero
	
File Room 3745
FU #14
	
1988 - 2005
	
P
	
N
	
#8: Reference File of CEX Manuals

#31: CEX Technical Reference – Working Files

Census Field Representative Manuals

	
C. Configuration Management Files

	
[bookmark: _Toc296004066]2.      System Requirements and 
Specifications Files
Records include computer system specifications and requirements.  Such projects may also generate temporary computer developmental data sets and programs related thereto as well as test runs, machine listings, manual tabulations, installation records, and testing records.

	
C2. Temporary. 
Cut off files annually or upon project completion.  Destroy after final decision on acceptance is made, when superseded or obsolete, or in accordance with the Office of the Chief Information Officer (OCIO) reporting requirements.
	
CEX Information Systems Branch
	
TBD
	
TBD
	
TBD
	
TBD
	
#28 CEX System Specifications, Design, and Improvement Project

a: Temporary Data Sets, Test runs, and Related Programs

b: Preliminary and Test Listing Sheets and Manual Tabulations



	
E. 
Data Collection
	
2.  Input Source Files
Statistical data are gathered from various Federal Government agencies and BLS national and regional survey respondents using paper questionnaires, web pages, computerized survey schedules, email, faxed information, telephones, and other recording mechanisms


3. Electronic Files or Records
Records are used to create or update a master file, including, but not limited to work files, valid transaction files, and intermediate input/output records.
	
E2c.  Temporary.  Delete/destroy after information has been transferred to the master file and verified.  (GRS 20, Item 1b)
(N1-257-11-1, Item E2c)

	
Janel Braltland
	
//filer1/DCES/DCES-Censusdocs.
	
2003 – Present
	
Electronic
	
No
	
Copies of the instruments of Census documents that re distributed to field representatives

	
E. Data Collection
	
2. Input Source Files
c. 
d. d. Source Background Files
Special background and data sources, such as publications are maintained to assist in developing the most accurate statistical data.  Data can be keyed directly into the database or application, and may be obtained from other sources such as the Bureau of Economic Analysis (BEA) and the Census Bureau.  Records can be related to the pricing of products and services (e.g. vehicles and houses); labor statistics (e.g. employee earnings and benefits data); or business establishments (e.g. employee listings, position descriptions, and organizational charts) or other areas of interest.  
	
E2d. Temporary. 
Cut off files at the end of the survey period.  Destroy 2 years after issuance of public data for the related survey period, or when no longer needed for business operations, whichever is later.
	
Neil Tseng
	
Census ???
	
2001 - Present
	
Electronic
	
No
	
#9 : Questionnaires Microfilm Files (from Census)

	
F. Data Preparation and Review

	
2. Production and Control Files
Records contain information and analysis of operations that occur during data preparation and review.

a.    Reports/Statistical Data, Includes Data Sets and Data Files
Records containing data that are needed to recreate or validate data series, ratios, or indexes in subsequent years such as regional ratio control files.
· Initial Edits System (IES)
· Edit Estimation System (EES)???
	
F2a. Temporary.
Cut off files annually. Destroy no sooner than 10 years after creation date, but no later than 25 years after all essential information has been analyzed, tabulated, edited, or when superseded or revised.
	
Neil Tseng
	
/phase2data/interview/y2001/m12 (CERSCH)

	
1999-01 to Present
	
Electronic
	
No
	
SAS Datasets (diary and interview) are received from Census

Original data is maintained (date range 2001-01 to present)

System saves three copies (snap shots/ diary and interview ) 1999-01 to present)

	
	
	
	
	
/phase2data/diary/y2001/m12 
(CERSCH)

	
	
	
	

	
F. Data Preparation and Review
	
2. Production and Control Files
Records contain information and analysis of operations that occur during data preparation and review.

b.     Reports/Statistical Data, includes 

Data Sets and Data Files
These data sets and data files are of short-term value and are only used until the estimates are developed.  Examples include, but are not limited to:
· Management and reference listings
· Edit and review listings
· Adjustments listings
· Preliminary-intermediate processing listings sheets and text drafts.
· Estimation reports and control files
· Preliminary data sets
· Batch files
· Data problem reports
· Response rate tables
· Variable levels
· Birth and death data sets

	
F2b.  Temporary.  
Cut off files at the end of the collection period.  Destroy 2 years after essential information has been analyzed, tabulated, edited, or when superseded or obsolete.
	
Neil Tseng





	
http://ceweb/ods/PPhase2/Interview/yeafr/ibund1<month>.pdf 


	
1999-01 to Present




	
Electronic





	
No
	
#11: Production and Control Regular Machine Listings
b. Edit and Review Listings

Done via link to Census

	
	
	
	
Bill Passero
	
File Room 3745
FU #5/Drs. 3-5
	
2003 – 2007
	
Paper
	
	

	
F. Data Preparation and Review

	
3. Data Revision Files 
Consist of data revision requests and tracked conversations, such as Fix Request Report forms sent from BLS programs with instructions for corrections, adjustments, substitutions, and additions to data processed for entry into the various BLS databases.  Additional requested changes relate to statistical and procedural problems and regional requests regarding methodology and data collection.  Forms include, but are not limited to, the SO 50 Request for Statistical Services and SO 608 Nell Forms.
	
F3.  Temporary.  
Cut off files at the end of the survey period.  Destroy no earlier than 1 year after issuance of publication or data for the related survey period or when no longer needed for business or operational purposes.

	
Neil Tseng
	
No Applicable

	
2012 – Present

	
Electronic

	
No

	
#29: Fix Request Report (Data Revision) Files
Includes questionnaire changes

	
	
	
	
Janel Braltland
	
//filer6/DCES/DCES-public/teams/questionnaire-redesign
	
2001 – Present
	
Electronic
	
No
	
Questionnaire changes to Census Docs 


	
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. 
Cut off files annually. 
Destroy when all essential information has been analyzed, corrected, adjusted, and tabulated, as appropriate.
	
Bill Passero


	
File Room 3745
FU #3/Dr. 5

	
Variance Tables
TBD (old)

	
Paper
	
No
	
#15:CEX Data Comparison Files


	
	
	
	
	
File Room 3745
FU #6/Dr. 3


	
Family Budget
1980  – 1983


	
	
	

	
	
	
	
	
File Room 3745
FU #12/Dr. 1
	
Variance Tables
(1982 – 1985)
	
	
	

	
G. Data Analysis and Estimate Production

	
2. Data Sets (Input/Output)

b. Extracted Data Sets: (Original Estimates/Unchanged Data)

(1) Historical estimation data sets 
(master original) containing data for original estimates that are unadjusted and/or unaligned and contain no RII. 
· CE Production????
· CERSCH (Research SAS DataSets)
	
G2b(1).  Permanent. 
Cut off and archive data sets at the end of each update.  Pre-accession data set to NARA 5 years after cutoff.  Transfer to NARA 25 years after cutoff in accordance with 36 CFR 1235 as applicable.

	
Meaghan Smith
	
CE Production ??

CE Research Database
	
2015Q1–2015Q2
	
Electronic
	
No
	

	
G. Data Analysis and Estimate Production

	
2. Data Sets (Input/Output)

b. Extracted Data Sets (Original Estimates/Unchanged Data)

(2) All other extracted data sets. 
	
G2b(2).  Temporary. 
Cut off files annually.  Destroy when business use ceases.
(GRS 4.3, Item 031)


	
Scott Curtin
(Phase 4)
	
TBD
	
TBD
	
TBD
	
TBD
	

	
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. 
(2) All other adjusted data sets

	
G2c2.  Temporary.
Cut off files annually.  Destroy 10 years after all essential information has either rotated into the next phase for processing or been published.
	
Scott Curtin
(Phase 4)
	
TBD
	
TBD
	
TBD
	
TBD
	

	
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.

	
Bill Passero
	
File Room 3745
FU #8/Dr. 4
	
1995

	
Paper
	
No
	
#14: Pre-Publication Analysis Detail Listings

#17: Information-Analysis Branch Preliminary-Intermediate Processing Listings Sheets and Text Drafts


#30: CEX Intermediate Printouts, Job Runs, Worksheets


	
	
	
	
	
FU #9/Dr. 2
	
1984 – 1994

	
	
	

	
	
	
	
	
FU #11/Dr. 2
	
1960 – 1961

	
	
	

	
	
	
	
	
FU #12/Dr. 3
	
1992
	
	
	

	
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.
	
Bill Passero
(Phase 4)

	
DCES Drives


	
1972 – Present


	
Electronic


	
N


	
#11: Production and Control Regular Machine Listings
c. Adjustment Listings
1. Interview Comparison Tables for Review of "Means Before and After Data Adjustments."  
2. Other Listings

	
	
	
	
Bill Passero
	
File Room 3745
FU #3/Drs. 3 & 4
	
1999 - 2001
	
Paper
	
N
	

	
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.

a.      Output Data Sets (Unpublished Data).  
These data sets may contain RII that is not routinely published and available to the public or data that did not meet quality standards for publication.  
· CE Data Sets (Excel, SAS, STATA, SPSS):  This data base is used by researchers and contains RII micro-data

	
H1a.  Temporary.  
Cut off and archive data set when the output is completed.  Destroy no sooner than 10 years but no later than 25 years after archived.
(N1-257-11-1, Item H1a)

	
Scott Curtin
(Phase 4)
	
CE Research Server
	
1980 Q1 to Present
	
Electronic
	
No
	


	
H. Dissemination of Survey Results

	
1. Output Files  

b. Output Data Sets (Public Data)
These data sets are available to the public and can be found on the BLS website by subject topic.  This includes, but is not limited to, major BLS time series data maintained in the LABSTAT database for distribution to and access by the public.

(1) Record Copy 
CE Data Sets (Excel, SAS, STATA, SPSS):  Posted to BLS Central

	
H1b(1).  Permanent.  
Cut off and archive changed data set annually.  Transfer legal custody to NARA 5 years after cutoff, in accordance with 36 CFR 1235 as applicable.
(N1-257-11-1, Item H1b(1))

	
Scott Curtin
(Phase 4)
	
CE Research Server 

CE Portion of BLS Central Website

LABSTAT


	
1996 – Present
	
Electronic
	
No
	
There are 4 different types of data sets (Excel; SAS; STATA; SPSS) that are provided to the public.  
· Interview data sets include 60 files
· Diary data sets include 15 files 

	
H. Dissemination of Survey Results

	
1. Output Files  

b. Output Data Sets (Public Data)

(2) All Other Copies

	
H1b(2). Temporary.  
Cut off and archive changed data set annually.  Destroy published data set no sooner than 5 years, but no later than 25 years after annual cut-off.
(N1-257-11-1, Item H1b(2))


	
Scott Curtin
(Phase 4)
	
TBD
	
TBD
	
Electronic
	
No
	

	
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.

c.      Final Data Sets (LABSTAT Load Files)
These data sets are used to prepare and load publication data, including Table Production Language (TPL) files and Excel tables.

Note:  Press Release / Data Dump are submitted to Web-Review (OPUBSS).  Bill Passero signs off on final and it is submitted to OPUBSS for posting to BLS Central.

SAS DataSets w/oRII are run via a program (Universal Publication System) to put data in requested format for input into LABSTAT.


	
H1c.  Temporary.  
Cut off files annually. Destroy immediately after data have been entered or otherwise incorporated into the master file or database and verified.
(GRS 4.3, Item 020)
	
Brett Creech

These are just the load files – tables with public data are listed under  Public Data (item H1b(1)

	
TBD

	
2011 – Present
	
Electronic
	
No
	
 #16: CES Survey Publication-Press Release Listing Sheet
a. Annual Survey Publications Listings
b. Quarterly or Annual Press Releases Listings.


	
H. Dissemination 

of Survey Results



	
1. Output Files


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.

(1)  Permanent publications include news/press releases, issuances and survey publications, the Monthly Labor Review (MLR) and other periodicals.

a. Record Copy 

	
H1d(1)a. Permanent.
Cut off files at the end of the calendar year in which the publication was issued.  Transfer legal custody of all records to NARA 5 years after cutoff in accordance with 36 CFR 1235 as applicable.
	
Bill Passero
	

	
TBD

	
Electronic

	
No
	



#13: Published-Duplicated Issuances Relating to Consumer Expenditure Surveys
a. Record Copy Set

#18: Family Budget News Releases, Bulletins, and Articles or Publications
a. Record Copy Set


.  


	
	
	
	
	
File Room 3745
FU #6/Drs. 1 & 3

	
Family Budget
1940’s – 1980’s

	
Paper
	
	

	
	
	
	
	
File Room 3745
FU #7/Drs. 2 & 3

	
1972 – 1973
1980’s – 1990’s

	
	
	

	
	
	
	
	
FU #8/Dr. 3

	
1993 – 1998

	
	
	

	
	
	
	
	
File Room 3745
FU #9/Dr. 1

	
Red Bound Pubs
1960 – 1961

	
	
	

	
	
	
	
	
File Room 3745
FU #11/Dr. 3

	
Red Bound Pubs
1935 – 1936

	
	
	

	
	
	
	
	
File Room 3745
FU #12/Dr. 2
	
1996 – 2001
	
	
	

	
H. Dissemination 


of Survey Results


	
1. Output Files

d. Publications

(2)  Temporary publications include tables, charts, pre-publications, comparison analysis packages, annual, quarterly and monthly reports, MLR Reprints and BLS marketing materials.

b. All Other Copies
· MLR Reprints 
· Pre-Publication Lists (FU #3)
· Review Listings (FU #3)
· Public Use-Internal Review (FU #3)
	
H1d(2). Temporary.  
Cut off files at the end of the calendar year in which the publication was issued.  Destroy when the agency determines that they are no longer needed for administrative, legal, audit, or other operational purposes.
	
Bill Passero
	
File Room 3745
FU #6/Drs. 1 & 3

	
Family Budget
1940’s – 1980’s

	
Paper
	
No
	
#13: Published-Duplicated Issuances Relating to Consumer Expenditure Surveys

b. Distribution and All Other Copies

#18: Family Budget News Releases, Bulletins, and Articles or Publications
b. All Other Copies

Family Budget mixed w/permanent items listed above


	
	
	
	
	
FU #2 / FU #7 / 
FU #8/Dr. 2
	
MLR Reprints
1993 – 2003
1986 – 1998


	
	
	

	
I. System Documentation

	
1. Types of Documentation

a.      Documentation Related to Permanent Master Database Files and Other Permanent Electronic Records

· Public Use – User Manual
· Public Use – Parameter Files
· Public Use – Data Dictionary
· Public Use - Tape Documentation
· CE Quarterly Interview Survey Questionnaires
· CE Daily / Diary Interview Survey Questionnaires

Note:  System documentation must be retained and disposed of in accordance with the approved schedule for the associated database or data file.
	
I1a.  Permanent. 
Cut off and archive documentation with associated electronic records.  Transfer to the National Archives with the permanent electronic records to which the documentation relates, in accordance with 36 CFR 1235 as applicable. 
GRS 3.1, Item 050

	
Scott Curtin
	
TBD
	
TBD
	
Electronic
	
N
	
Need to gather information on electronic documentations.

Transfer one blank questionnaire for both the quarterly and diary survey to NARA

These files include Information Booklets that will need to be pulled and transferred to NARA under item B2a.

Note: The remaining cubic feet will be considered reference after transfer one record copy is transferred to NARA

Public Use – Tape Documentation needs to be transferred with its related statistical data.

	
	
	
	
Bill Passero
	
TBD
	
TBD
	
Electronic
	
N
	

	
	
	
	
Bill Passero
	File Room 3745
FU #1
	Questionnaires
1991 – 1998 w/gaps
	
Paper
	
	

	
	
	
	
	File Room 3745
FU #15
	Questionnaires
1972 – 1996
	
	
	

	
	
	
	
	File Room 3745
FU #16
	Questionnaires
1998 – 2005
	
	
	

	
	
	
	
	File Room 3745
FU #4/Dr. 1-4
	Documentation
1960-1961
1972-1973
1982-1983

	
	
	

	
	
	
	
	File Room 3745
FU #7/Dr. 5
	Documentation
1982 – 1992
	
	
	

	
	
	
	
	File Room 
FU #11/Drs 1 & 2
	Documentation
1980’s
	
	
	

	
	
	
	
	File Room 3745
FU #12/Dr. 4
	Documentation
1997 – 2000 & 1988
	
	
	

	
	
	
	
	File Room 3745
FU #12/Dr. 6
	Questionnaire
1994
	
	
	

	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)
	
Shandon Brown
	
OPLC Suite 3985
Shandon Brown Cubical
	
FY2009 – Prst
	
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)
	
Steve Henderson (BIA)




	
\FILER5\henderson_s\My Documents\Excel
	
2000 – Present


	
Electronic


	
No


	

	
	
	
	
	
Backwall
FC #S/Dr. 4
	
1990’s
	
Paper
	
	

	
	
	
	
Troy Olson
	
X: Budget
	
2013 – Present
	
Electronic
	
	

	
	
	
	
Adam Safir
	
\\filer5\safir_a\_BRPD Mgmt\Budget
	
2010 – Present
	
	
	

	
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))

	
Shandon Brown
	
OPLC Suite 3985
Shandon Brown Cubical

	
2014 – 2015



	
Paper
	
No
	
CE Supervisors may also maintain a copy for their reference



	
	
	
	
	
OPLC Suite 3985
FC Dr. 4 
(located in the  Front Hall Aisle Area)
	
1970 – Prst.
	
	
	

	
	
	
	
Steve Henderson (BIA)











	
\FILER5\henderson_s\My Documents\PDF
	
1997 – Present
	
Electronic


	
No
	


	
	
	
	
	
\FILER5\henderson_s\My Documents/Word
	
	



	
	

	
	
	
	
	
Steve H. Desk

Backwall
FC #S/Drs 3 & 4
	
Current

1990’s
	
Paper
	
	

	
	
	
	
Troy Olson


	
X: Staff


	
2006 – Present


	
Electronic


	
	

	
	
	
	
Adam Safir
	
OPLC Suite 3986
Adam S. (Office)
	
2004 – Present
	
Paper

	
	

	
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)
	
Shandon Brown
	
OPLC Suite 3985
Shandon Brown Cubical
	
2006 – Prst.
	
Paper
	
No
	
CE Supervisors may also maintain a copy for their reference

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






	
	
	
	
Troy Olson





	
OPLC Suite 3985
Troy Olson Desk




	
2013 – Present





	
Paper





	
	

	
	
	
	
Adam Safir
	
OPLC Suite 3985’
Adam Safir (Office)
	
2004 – Present
	
Paper
	
No
	
Includes Flexiplace / Telework agreements

	
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)


	
Shandon Brown
	
OPLC Suite 3985
FC Dr. 5
(located in the Front Hall Aisle Area)

	
2003 – 6/2014
	
Paper
	
No
	
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)

	
Shandon Brown
	
Email
	
Present
	
Electronic
	
No
	
CE Supervisors may also maintain 

	
4.0
Information Management
	
4.1.2 Records Management:  
Files cover activities related to the policies, procedures, and tracking of records documenting BLS business from creation to final disposition including destruction or transfer.  This function includes files created and maintained while planning, managing, evaluating, administering, and implementing the BLS records management program.  Files may include, but are not limited to:
· Descriptive inventories
· BLS records management program surveys or evaluations and related reports
· Disposal authorizations, schedules, and reports
· Records schedules
· Records transmittals and receipts
· Transfer requests
	
Temporary.  
Cut off files at the end of the project or activity.  Destroy 6 years after the project/activity/transaction is completed or superseded.
(GRS 4.1, item 020)

	
Steve Henderson
	
Backwall
FC #S/Dr. 2
	
1980 – 2000
	
Paper
	
No
	
Note:  Please contact the Records Management Team prior to destruction of these files.


	
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) 
	
Shandon Brown
	
E2 system
	
2007 – Prst.
	
Electronic
	
No
	


	
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)
	
Peggy Murphy
	
Shared Drive
(OMB Folder)
	
2009 – Prst.
	
Electronic
	 
No
	 
Includes OMB form 83-1; Notice of Actions; Federal Register Notices and Copies of Pertinent Forms.

	
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.  

	
All Staff
	
Various – depending on staff locations
	
Various – depending on staff holdings
	
Paper / Electronic
	
No
	
File Room 3745 contains a large volume of records that once the original documents have been dispositioned will then be considered reference. 

Specifically the Survey Questionnaires and Information Booklets.





	CE File Room 3745 (the following is a brief summary of the file room – full descriptions can be found in the file plan as identified in their associated records category

	File Unit (File Cabinet / Bookcase)
	Description
	Record Category/Series/Schedule
	Record Retention
	Comment / Status

	FU #1
	Interview / Diary Questionnaires
(1991 – 1998 w/gaps)
	System Documentation
Program Bucket, Item I1a

	Permanent 
	Pull one copy of each for transfer to NARA

	FU #2   
	MLR Reprints
	Dissemination
Program Bucket, Item H1d(2)
	Temporary
	Destroy when no longer needed

	FU #3: Drawer #1
	Mixed Publications
Specifications from Census
(TBD - old)
	Dissemination
Program Bucket, Item H1d(1a)
	Permanent (Publications)
Temporary (Specs from Census)
	Transfer CE publications to NARA

	FU #3: Drawer #2
	Mixed Record Series
SQ Error; PrePub Lists (1995); 
Review Lists (1991-1995)
	Dissemination
Program Bucket, Item H1d(2)
	Temporary
	Destroy when no longer needed

	FU #3: Drawers 3 & 4
	Public Use – Internal Review
(1999 – 2001)
	Analysis / Estimation (Validation)
Program Bucket, Item G4
	Temporary
	Destroy 10 years after publication

	FU #3: Drawer 5
	Mix Record Series
Variances Tables (TBD – old) 
Subject Files – Streamlining (1991)
	Analysis/Estimation (Variances)
Program Bucket, Item G2a

Planning (Subject Files)
Program Bucket, Item A1d
	Temporary
	G2a – Destroy when no longer needed

A1d – Destroy when 3 years old

	FU #4: 
Drawers 1-3 and 5 Empty
Drawer 4
	Public Use – Tape Documentation
(1960 – 1961; 1972 – 1973; 1982 – 1983)
	System Documentation
Program Bucket, Item I1a
	Permanent
	Transfer to NARA w/related statistical data.

	FU #5:
Drawers 1-2 Empty
Drawers 3-4
	Diary Survey Review Listings (2004 – 2007)
Interview Survey Review Listings (2003 – 2004)
	Data Preparation
Program Bucket, Item F2b
	Temporary
	Destroy 2 years after survey

	FU #6
Drawers 1-3
Drawers 4-5 Empty
	Family Budget and Poverty Measures 
(Late 1970’s)

(1) Publications Copies / Reports – News Releases (1966 – 1981)

(2) Research and Published Reports (1930 – 1950)

(3) Variances/Urban (1980 – 1983)
	Dissemination (Pubs/Releases)
Program Bucket, Item H1d(1a)

Concepts/Methods (Published Rpts)
Program Bucket, Items B1a and B1b

Analysis / Estimation  (Variances)
Program Bucket, Item G2a
	Permanent (Pubs/Releases)
Temporary = Published reports in Professional Journals
	Mixed record series – permanent items will need to be segregated from the temporary items and transferred to NARA.

Review against Record Schedule 87-1, Items 18 thru 27 for specific record series related to Family Budget.

	FU #7: Drawer 1
	Questionnaires
Research and Publications (1980’s – 1990’s)
	Mixed Record Series
	Permanent / Temporary
	Need to segregate record series

	FU #7:  Drawers 2 & 3
	Publications
Research/Presentations
(1980’s – 1990’s)

	Dissemination (Publications)
Program Bucket, Item H1d(1a)

Concepts/Methods (Presentations)
Program Bucket, Items B1a

	Permanent (Publications)
Temporary = Published reports in Professional Journals
	Transfer CE publications and presentations to NARA

	FU #7:  Drawer 4
	MLR Reprints (1993 – 2003)
w/o 1995
	Dissemination
Program Bucket, Item H1d(2)
	Temporary
	Destroy when no longer needed

	FU #7:  Drawer 5
	Public Use – Tape Documentation
(1982 – 1992)
	System Documentation
Program Bucket, Item I1a
	Permanent
	Transfer to NARA w/related statistical data.

	FU #8:  Drawer 1
	CE Internal
Source Selection
Processing Materials; Variances; Publications; Research
(1995 – Asset Liabilities)
	Mixed Record Series
	Permanent / Temporary
	Need to segregate record series

	FU #8:  Drawer 2
	MLR Reprints (1986 – 1998)
	Dissemination
Program Bucket, Item H1d(2)
	Temporary
	Destroy when no longer needed

	FU #8:  Drawer 3
	Quarterly Reports (1993 – 1998)
	Dissemination
Program Bucket, Item H1d(1a)
	Permanent
	Transfer CE publications to NARA

	FU #8:  Drawer 4
	Public Use Data Review Listings (1995)
	Analysis / Estimation  (Review Listings)
Program Bucket, Item G3
	Temporary
	Destroy when no longer needed

	FU #8:  Drawer 5
	Public Use Documentation (1990 – 1996)
	System Documentation
Program Bucket, Item I1a
	Permanent
	Transfer to NARA w/related statistical data.

	FU #9:  Drawer 1
	Publications (Red Bound – 1960 – 1961)
	Dissemination
Program Bucket, Item H1d(1a)
	Permanent
	Transfer CE publications to NARA

	FU #9:  Drawer 2
	Public Use – Review Listings (1984 – 1994)
	Analysis / Estimation  (Review Listings)
Program Bucket, Item G3
	Temporary
	Destroy when no longer needed

	FU #9:  Drawer 3
Drawers 4-5 Empty
	Division Subject Files (1950 – 1990)
	Planning Subject Files
Program Bucket, Item A1b
	Temporary
	Destroy when 10 years old

	Microfilm Cabinet:  Empty
	Not Applicable
	Not Applicable
	Not Applicable
	Not Applicable

	FU #10:  
Drawer 1: Empty
Drawers 2 – 4

	User Survey Reports (1990 – 1993)
Non-BLS Publications 
Stream Line Team (1995)
CE Staff 60-61 Survey
Integrations (Means) (1986)
Comparison Data (Commerce) (1989)
	Mixed Record Series
	Permanent / Temporary
	Need to segregate record series

	FU #10: Drawer 5
	John Rogers (staff files)
	Planning Subject Files
Program Bucket, Item A1d
	Temporary
	Destroy when 5 years old.

	FU #11:  Drawer 1 
	Reference and Resource (1980’s to 1990’s)
	Mixed Record Series

	Temporary
	Need to determine appropriate retention

	FU #11:  Drawer 1 
Drawer 2 (Part)
	Public Use Tape Documentation
Data Dictionary
(1980’s / 1985 – 1995)
	System Documentation
Program Bucket, Item I1a
	Permanent
	Transfer to NARA w/related statistical data

	FU #11:  Drawer 2
	Review Data Tables (1960 -1961)
	Analysis / Estimation 
Program Bucket, Item G3
	Temporary
	Destroy when no longer needed

	FU #11: Drawer 3
	Publications / Bulletins (Red Bound 1935 – 1936)
Mixed w/outside publications
	Dissemination
Program Bucket, Item H1d1a
	Permanent
	Pull outside materials – 
Transfer CE publications to NARA

	FU #11: Drawer 4
	Questionnaires
Information Booklets

	System Documentation (Questionnaires)
Program Bucket, Item I1a

Methodology (Booklets)
Program Bucket, Item B2a
	Permanent
	Transfer to NARA

	FU #11: Drawer 5
	Family Budget
	To Be Determined
	To Be Determined
	To Be Determined

	FU #11:  Drawer 6
	Jennifer Edgars (Xerox Box)
Individual Diaries; Feasibility Test (Spring/Summer 2000)
Field Rep Kickoff and Debrief Meeting
Respondent Evaluation Forms
	To Be Determined
	To Be Determined
	To Be Determined

	FU #12: Drawer 1 
	Variance Tables (1982 – 1985)
	Analysis / Estimation
Program Bucket, Item G2a
	Temporary
	Destroy when no longer needed

	FU #12: Drawer 2
	Publications (Ref. & CE)
(1996 – 2001
	Dissemination
Program Bucket, Item H1d1a
	Permanent
	Pull reference materials
Transfer CE publications to NARA

	FU #12: Drawer 3
	Ratios – processing (1992)
	Analysis / Estimation
Program Bucket, Item G3
	Temporary
	Destroy when no longer needed

	FU #12: Drawer 4
	Data Dictionary (1997 – 2000)
Public Use – Tape Documentation (84 – 88)
	System Documentation
Program Bucket, Item I1a
	Permanent
	Transfer to NARA with statistical data

	FU #12: Drawer 5
	Microfilm of Diary (2000 – 2002)
Test and Redesign Diary Part 5 Study
(7 tapes and cassette tapes)

	Methods / Concepts
Program Bucket, Item B3
	Temporary
	Destroy 10 years after project completion

	FU #12: Drawer 6
	State Identifiers (Diskettes 3.5 type)
Tape Identification
Mix of Public Use & Internal weight factors
	Mixed Record Series
	Permanent / Temporary
	Need to separate series and determine appropriate retention.

	FU #12: Drawer 6
	Diary Questionnaires (1994)
	System Documentation
Program Bucket, Item I1a
	Permanent
	Pull one copy of each for transfer to NARA

	FU #13: Drawers 1-3 – Empty
	Are these shelves empty
	
	
	

	FU #13: Drawers 4-6
	Need description
(1994)
	Concepts / Methods
Program Bucket, Item B3
	Temporary
	Destroy 10 years after project completion

	FU #14: 
	Census Training and Census Field Interview Manuals (1988 – 2005)
	Researcher / Staff Files
Program Bucket, Item B4
	Temporary
	Destroy when no longer needed

	FU #15 – 16 – 17:
	Questionnaires (Interview / Diary)
Information Booklets
	System Documentation (Questionnaires)
Program Bucket, Item I1a

Concepts / Methods (Info. Booklets)
Program Bucket, Item B2a
	Permanent
	I1a - Pull one copy of each for transfer to NARA

B2a – Transfer to NARA


	FU #17 
	5 Brown Boxes (2002)
	Design and Improvement (Test Questionnaires)
Program Bucket, Item B3
	Temporary
	Destroy 10 years after Project Completion

	FU #18: (2 Shelf bookcase)
	Field Rep Receipts (Survey)
	To be Determined
	To be Determined
	To be Determined

	FU #19: (2 Shelf bookcase)
	2 Brown Boxes (1994 & 1999)
	Concepts / Methods
Program Bucket, Item B3
	Temporary
	Destroy 10 years after project completion

	FU #19:
	Computer Asst Paper & Pencil (CAPI)
Field Manual & Training Materials
	To be Determined
	To be Determined
	To be Determined
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