BLS / Office of Price and Living Conditions / Consumer Prices and Price Index (CPPI)
File Plan:  September 23, 2016 
	BLS Records Categories and Series
	Program/Office Information (Legacy Schedule 87-1)

	[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 OPLC/CPPI shared information, website information and electronic file locations:  Only the system administrator and authorized personnel can access these locations.
· Shared Drives:  There are two shared drive locations:
1. Filer1\CPI-COOPData:  104 TB / Approximate date ranges 2004 to present (there could be older files)
2. Filer6\cpisrv3:  Volume:  7.20TB / Approximate date ranges 2002 to present (there could be older files)
· SharePoint Site:   Approximate date ranges of 2010 to present (some earlier materials could have been uploaded)
1. Backend Library:  484 MB / 40 folders / 1,043 files
2. Team Libraries:  3.62 GB / 7,102 folders / 17,306 files
3. Branch/Section Libraries:  1.36 GB / 1,233 folders / 6,319 files
4. 
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
[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.

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.
	
John Layng
Asst. Comm.

	
Suite 3130
FC # 3/Drawer 1
FC # 8/Drawer 3

	
2003 - Present
2006 – 2010

	
Paper

	
No

	

	
	
	
	
Various Past AC

	Suite 3130
FC # 1/Drs. 2, 3  & 5
FC # 2/Drs. 1-5
FC # 3/Drs. 2-5
FC # 4/Drs. 2-5
FC #5/Dr. 2 (Partial)
	
1991 – 2008
1990s – 2001
1981 – 2002
1981 – 2003
1992 - 1994
	Paper

	No
	FC #2:
Includes Testimony (1997)

FC #4/5: 
1987 CPI Revision Progress Reports


	
	
	
	
Rob Cage
Cost & Weights

	
Suite 3125
FC # 1/Drs. 2-5
FC #2/Drs. 2-4

Shared Drive

	

1982 – 1987 


1998 Revision

	
Paper



Electronic

	
No

	
FC1987 Revision Files
Documentation Index Folders #1 - #1522
Transfer to NARA


	
	
	
	
Steve Reed
Index Methods



	
Suite 3615
FC# 26/Drawer 2


FC# 29/Drawer 1

	
1994 – 2001



1920 – 1960

	
Paper

	
No

	
Responses to Public 
Written for Assistant Comm signature

Hearings


	
	
	
	
	FC# 35/Drawer 2

	1960 & 1990s

	Paper

	No
 
	Letters


	
	
	
	
Bill Cook
C&S
	
Room 3615
FC #83/Drawer 4
	
1997 - 2000
	
Paper
	
No
	
1998 CPI Revision Materials

	
A. Planning 
	
1. Program Subject Files

c. Branch Chief, Project Manager, 
Team Leader, and Subject Matter Expert Files  
· Crystal Konny (Branch of Consumer Prices)
· Mindy McAllister (Branch of Index Methods Analysis & Evaluation on (DCPPI)
· Robert Cage (Branch of Revision Methodology)
	
A1c.  Temporary.  
Cut off files annually. Destroy 5 years after cutoff.
	
C. Konny
C&S


Dan Gingsburg
(Prior Section Chief)

	
Suite 3615
C. Konny Office

	
2013 – Present



2012 – 2000

	
Paper
	
No
	

	
	
	
	
Mindy McAllister
Index Methods
	
Suite 3615
FC #39/Dr. 1
Bookcase #5/Shelf 1

	
1989 – 1997

1985 - 1997

	
Paper
	
No
	
Progress Reports

Quality Assurance Planning and Training (Internal)


	
	
	
	
Rob Cage 
Cost & Weights

	
Suite 3130
Office Drs. 2-4

Suite 3125
FC #7/Dr. 5

FC #7a/Dr 1-2

Share Drive/Share Point
	
8/2011 – Present

1970


1985 – 1998

8/2011 – Present
	
Paper







Electronic
	
No
	
Old Section Chief Files


Old Branch Chief Files (John Marcoot)

Separate 1998 revisions files and transfer to NARA


	
	
	
	
Kelly
Khatchadourian, 
C&S

	
Room 3615 / 08


Room 3615
FC #62/Drawer 1
FC #63/Drawers 1 – 2
FC #64/Drawer 2
FC #65/Drawer 2
FC #66/Drawer 1
FC #67/Drawer 1

	
2006 – Present


1970 – 2014

	
Paper

	
No

	



Dan Ginsberg 
(Working Files)


	
	
	
	
Tod Reese and Bryan Richardson
C&S
	
Suite 3615
FC #9/Drawer 1
FC #11/Drawers 1 -2

FC #57/Drawer 1
FC #58/Drawer 1

Over Head #60 & #61

	
1960 – 1993






1965 – 2011

	
Paper

	
No

	
Subject Branch Files

New Car Quality Adjustments
(Models by Year)
Used Cars –Branch Subject
Quality Change – Memo’s

Quality Adjustments Models


	
	
	
	
Dave Knudsen
C&S
	
Suite 3615
FC #43/Drawers 4 (partial) & 5
FC #44/Drawers 2 (partial), 3, 4, and 5
FC #45/Drawers 2 and 4

	
1988 – 2014

	
Paper

	
No

	

	
	
	
	
Charles Young
C&S
	
Room 3260
FC #48/Drawer 2 (partial)


Room 3260
FC #52/Drawer 2 (partial)

	
1985 – 1994

	
Paper

	
No

	
Monthly Notes:
Following Estimation 
Explaining Changes in Estimates


Folder of Meeting Minutes
(Legal Size)
1 Red folder
(Charles Young Working File)


	
	
	
	
Bill Cook
C&S
	
Room 3615
FC #80/Drawers 1 and 2
FC #81/Drawers 3 and 4
FC #82/Drawers 2-4
FC #83/Der 1
FC #83/Drawer 2
FC #83/Drawers 3 and 5
FC #83/Drawer 4


FC #84/Drawer 1


Room 3615
Cabinets inside Bill Cook’s office
FC #1/Drs 1, 3, and 4

Room 3615
Cabinets inside Bill Cook’s office
FC #2/Drawers 1-5

	
1971 - 2013
	
Paper
	
No
	
Team Meeting Files on share
Mixed Subject Files
CIG Working Group Files
Program Evaluation (Internal)
Mixed Subject Files
Research Papers(Visiting Researcher)
Miscellaneous Files


Working Files


	
A. Planning
	
1. Project Subject Files

d. Other Staff Member Files
	
A1d. Temporary.
Cut off files annually. Destroy 3 years after cutoff.
	
Mindy McAllister
Index Methods
	
Suite 3125 or 3615?
FC #14/Drawer 2
	
1995 – 1998
	
Paper
	
No
	
McEnearney Working Files
(Old Employee)

	
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 and 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.

	
Rob Cage
Cost & Weights

	
Room 3125
FC #3/Drawer 4

	
1995

	
Paper

	
No

	
CPOPS/TPOPS
Presentations / Final Reports
Training Courses


	
	
	
	
Charles Young
C&S
	
Room 3260
FC #48/Drawer 2 (partial)

	
1983 – 1990’s

	
Paper

	
No

	
Market Study
Research from outside sources


	
	
	
	
Tod Reese and Bryan Richardson
C&S
	
Suite 3615
FC #54/Drawer 1
	
1980’s
	
Paper
	
No
	
Market Studies
(House and Transportation)


	
	
	
	
Kelly
Khatchadourian,
C&S 
	
Suite 3615
FC #66/Drawer 2
	
1984
	
Paper
	
No
	
Market Studies
(Dan Ginsberg)

	
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.
	
Rob Cage
Cost & Weights

	
Room 3125
FC #3/Drs 1, 3, 4






Room 3125
FC #4/Drawer 3
	
Prior to 2002
1995 - 2002







2000 – 2007
	
Paper


	
No


	 
TPOPS / CATI/User Guides
CPOPS/CE-EWOS/TPOPS Files
User Guides
Requirements/Specifications
CPOPS/TPOPS Files
Presentations / Final Reports
Training Courses

TPOPS
Interviewer Training Modules


	
	
	
	
Jeff Wilson
Index Methods

	
Suite 3615
FC# 36/Drawer 2

	
1950’s

1947 – 1950’s

	
Paper

	
No

	
Instruction Manual & News Releases

Separate Binders


	
	
	
	
Tod Reese and Bryan Richardson
C&S
	
Suite 3615
FC #9/Drawer 2


FC #10/Drawer 2

	
1970’s



1984 – 1986

	
Paper

	
No

	
CPI Check List
LIFO
Data Collection Manuals

Planning & Market Studies


	
	
	
	
Charles Young
C&S
	
Room 3260
Cubical (Next to Charles Young Office)

	
2004

	
Paper

	
No

	
Training Manuals

	
	
	
	
Bill Cook
C&S
	
Room 3615
FC #75/Drawer 1 (partial)

	
1989 - 1991

	
Paper
	
No
	
Consumer Price Index 
Data Collection Manual


	
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.
	
Dave Knudsen
C&S



	
Suite 3615
FC #43/Drawer 2
FC #44/Drawer 1


	
1997 – 1999




	
Paper

	
No

	
Training for Field Collections


	
	
	
	
Charles Young
C&S
	
Room 3260
Cubical (Next to Charles Young Office)
	
1993 - 2000
	
Paper
	
No
	
Field Communications 

	
	
	
	
Tod Reese and Bryan Richardson
C&S

	
Suite 3615
FC #54/Drawer 2

	
1990’s

	
Paper

	
No
	
Field Collections
(Bryan Richardson)



	
	
	
	
Bill Cook
C&S
	
Room 3615
FC #81/Drawer 1
FC #84/Drawer 5
	
1995 – 2014
	
Paper
	
No
	
 Monthly Analysis
Confidential Reports from the field
Tech memo’s (Operation memos)


	
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.

	
Rob Cage
Cost & Weights


	
Room 3130
Bookcase Binders 
Shelf 3 and 4
	
1987 Redesign
	
Paper
	
No
	

	
	
	
	
	
Room 3125
FC #3/Drs. 2 - 5
FC #4/Drs. 1, 2 and 4
FC #5/Drs. 3 - 4
FC #6/Drawer 4
FC #7/Drawer 2

	
1974 – 2003
	
Paper
	
No
	
CPOP/TPOPS/EWPS

	
	
	
	
Jeff Wilson
Index Methods
	
Suite 3615 
FC #36/Drs. 1-2
	
1995
1962 - 1979
	
Paper
	
No
	
Brent Wooten old files
Department Store Inventory
(LIFO)


	
	
	
	
Mindy McAllister
Index Methods
	
Suite 3615
FC #39/Drawer 3-4
	
1992 - 2000
	
Paper
	
No
	
Testing

	
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.
	
Rob Cage
Cost & Weights

	
Room 3125
FC #5/Drawer 3
	
1994 – 2000
	
Paper
	
No
	
Old Email (MLS) Files


	
	
	
	
Jeff Wilson
Index Methods
	
Suite 3615
FC #/36 Drawer ?
	
Pending

	
Paper

	
No

	
Researcher & Staff
(Dave Callahan)

	
	
	
	
Steve Reed
Index Methods
	
Library Room 3615
FC# 35/Drawer 1
	
1995 – 1996
	
Paper
	
No
	
Staff working

	
	
	
	
Tod Reese and Bryan Richardson
C&S
	
Suite 3615
FC #55/Drawer 1
FC #55/Drawer 2
FC #56/Drawer 1-2

	
1980’s - 2004

	
Paper

	
No

	
Research Working and Review Listing (Joe Chelena)
Services (Elaine)
Researcher Working
(Tim L)
Researcher Working
(Jeff Keller)


	
	
	
	
Kelly K.
C&S 
	
Suite 3615
FC #68/Drawer 1
	
1991 - 2005
	
Paper
	
No
	
Price Notes
(Index Analysis)
Maybe RII?


	
	
	
	
Bill Cook
C&S
	
Room 3615
FC #84/Drawer 3
	
2004 - 2014
	
Paper
	
No
	
Working Files
(Old and of no value)

	
C. Configuration Management Files

	
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 tests 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 obsoleted, or in accordance with the Office of the Chief Information Officer (OCIO) reporting requirements.
	
Jeff Wilson
Index Methods

	
Suite 3615
FC #37/Drawer 1

	
1970 – 1980’s

	
Paper

	
No

	
Various Projects
Systems Development and Testing


	
	
	
	
Bill Cook
C&S
	
Room 3615
FC #82/Drawer 1

	
1989 – 1992

	
Paper
	
No
	
System Development Projects Files ADP (System requirement files) Old systems

	
D. Frame Construction and Sample Selection

	
4.     Sample Selection Files
Records relate to a sample of business establishments, including State and local governments, or individuals selected to represent economic activity.  Records include electronic datasets (including final sample) and verification reports.
	
 D4.  Temporary. 
Retain in active storage for the life of the sample.  Cut off and archive files when sample rotates out of the survey.   Destroy 10 years after archived or when rotated out of the survey, whichever is later.

	
Rob Cage
Cost & Weights

	
Room 3125
FC #6/Drawer 3
	
1987 - 1996

	
Paper
	
No
	
CPOPS Legacy Processing
Data Review, Response Rates, Production Schedules

	
E. Data Collection
	
1. Master Database Files
The statistical data content in BLS databases are separated into the following subject categories:  expenditures and prices; labor force, including employment and unemployment; compensation and working conditions; and productivity.  The data can be classified as microdata, which include respondent identifiable information (RII) or personally identifiable information (PII), or aggregated data/non-confidential macrodata, which are data no longer containing RII.   

a.      Master Database Files Containing RII (Microdata)

(2)     All other master files


	
E1a(2).  Temporary.  
Cut off and archive when data have rotated out of the survey.  Destroy 10 years after cutoff.

	
Rob Cage
Cost & Weights
	
Room 3125
FC #5/Drawer 1

	
1989 
	
Paper
	
No
	
CPOPS Diskettes and print out
Review data (weighted and unweighted)

Cost and Weights/CPPI #45: CPOPS Microfilm Cartridge Reels (from Census)

Cost and Weights/CPPI #46 CPOPS Survey-Magnetic Microdata Tapes


	
E. Data Collection
	
2. Input Source Files

c. 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.
	
Tod Reese and Bryan Richardson
C&S
	
Suite 3615
FC #56/Drawer 2
	
1980 – 1990

	
Paper


	
No
	
Data Source
(NADA)


	
E. Data Collection
	
3. Data Quality Review and Performance Measures
Records relate to statistical reports, survey management and tracking systems and other materials and applications which identify and aid in evaluating data collection issues, such as response rate, collection progress, response quality, and thoroughness.  Survey management systems, such as SURMANS, contain features and business tools which provide resources to control activities, monitor assignments, track work flow, and perform quality measurement activities, as well as performing system administrative functions including collection and data analysis roles for schedules and assigning regions to schedules (schedule collection assignments) and batch review to validators.   Also includes reports that evaluate the accuracy of data and collection methods that economists use to select, sample, and compare data in order to perform statistical analyses.  Examples include:  data subsets, communications between collection personnel and respondents, generic leveling, and imputations where responses are missing or unusable.

	
E3.  Temporary.   
Cut off files at the end of the survey collection period.  Destroy 5 years after cutoff or when no longer needed to evaluate statistical products and projections, whichever is later.
(N1-257-11-1, Item E3)

	
Richard Kamalich
Index Methods

	
Suite 3130
FC #1/Drawer 1
FC #5/Drs. 4 - 5

Suite 3615
FC #13/Drawer 1
FC #14/Drs. 1 – 2

	
1987 – 1994



1992 – 2004

	
Paper

	
No

	
QA Monthly Data Process Monitors
Substitution Monitoring


	
	
	
	
Charles Young
C&S
	
Room 3260
FC #48/Drawer 2 (partial)

	
1995 – 1996
	
Paper
 
	
No
 
	
QA Monthly Data Process Monitors


	
	
	
	
Bill Cook
C&S
	
Room 3615
FC #83/Drawer 2 (partial)
	
Unknown
	
Paper
	
No
	
Collection documents (Checklist)


	
F. Data Preparation and Review
	
2. Production and Control Files

a. 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.
	
Rob Cage
Cost & Weights



	
Suite 3130
FC #6/Drawers 3 and 4


Room 3125
FC #5/Drawer 5

Room 3125
FC #7/Drawer 4 and (partial of 5)

	
1994 – 2003


1999 – 2002



1980 – 1990s


	
Paper

	
No


	
Index Review Files (Seasonal)


EWPS Legacy
(review listings and data)


EWPS Review Listings


	
	
	
	
Dave Knudsen
C&S
	
Suite 3615
FC #43/Drawer 3

	
1980 – 1983

	
Paper
	
No
	
Data Tables

	
	
	
	
Charles Young
C&S
	
Room 3260
FC #47/Drawer 1
FC #48/Drawer 1

	
1999 – 2010

	
Paper

	
No

	
Review Listings
Prior to Estimation


	
	
	
	
Bill Cook
C&S
	
Room 3615
FC #82/Drawer 5
	
1987 – 1990
	
Paper

	
No
	
Computer Output files
(diary files)


	
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.

	
Charles Young
C&S
	
Suite 3260
FC #52/Drawer 2 (partial)

	
1995 – 1997

	
Paper
 
	
No
 
	

	
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.
Cut off files annually. Destroy 10 years after all essential information has either rotated into the next phase for processing or been published.
	
Dave Knudsen
C&S
	
Suite 3615
FC #45/Drawer 3
FC #46/Drawers 2 & 3

	
1986 – 2008

	
Paper

	
No

	
Microfiche: Aggregated Relative Listings



	
	
	
	
Charles Young
C&S
	
Suite 3260
FC #52/Drawer 2
	
1995 – 1997
	
Paper

	
No

	
Monthly Seasonal Adjustment Method (Unpublished Data)


	
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.

	
Dave Knudsen
C&S
	
Suite 3615
FC #46/Drawer 1

	
2014

	
Paper

	
No

	
Review Listing


	
	
	
	
Charles Young
C&S
	
Room 3260
FC #51/Drawers 1 and 2

	
2003 - 2014
	
Paper

	
No

	
Review Listing
During Estimation

	
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.
	
Rob Cage
Cost & Weights
	
Suite 3130
FC# 7/Drawers 1-5

	
1978 – 1993

	
Paper
	
No
	
Cost and Weights/CPPI #47: CPOPS Survey Machine Printouts


	
	
	
	
Jeff Wilson
Index Methods
	
Suite 3615
FC #18/Drs. 1 - 2
FC#38/Overhead/Brown box
	

1996 – 2007
1991 – 2015
 
	
Paper

	
No

	
Seasonal Adjustments
Pre Publications

Monthly Checklist for Seasonal Adjustments – Completed


	
	
	
	
Tod Reese and
Bryan Richardson
C&S
	
Suite 3615
FC #10/Drawer 1

	
2010 – 2011

	
Paper

	
No

	
Review Listing
(Final)


	
	
	
	
Mindy McAllister
Index Methods
	
Room 3125
FC #19/Drawer 1

	
1969 – 1973

	
Paper
	
No
	
4 Brown Clip folds Binder


	
	
	
	
Charles Young
C&S
	
Suite 3260
FC #52/Drawers 1 and 2 (partial)

	
1995 – 2000
	
Paper
	
No
	
Commodity Price Relative Analysis Listing – Geomeans (Published Data)

Final Index’s Run

	
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.  
	
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.
	
Steve Reed
Index Methods

	
Suite 3615
FC #25/Drawer 1
FC #27/Drawer 1
FC #27/Drawer 2


	
1980s

	
Paper

	
No

	
Hard copy of Historical Data
Index Values
CPI Vendor


	
	
	
	
Dave Knudsen
C&S
	
Suite 3615
FC #43/Drawer 1

	
1994 – 1997

	
Paper
	
No
	
Review and Adjustments
(Not Published) 

	
	
	
	
Bill Cook
C&S

	
Room 3615
FC #72/Drawers 1 and 2
FC #73/Drawers 1 and 2
FC #74/Drawers 1 and 2
FC #75/Drawer 2
FC #76/Drawer 1
FC #81/Drawers 2 and 5

	
1995 – 2011
	
Paper
	
No
	
Unpublished Data

	
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
	
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.
	
Bill Cook
C&S
	
Room 3615
FC #75 Drawer 1 (partial)

FC #76/Drawer 2 (partial)

FC #77/Drawer 2 (partial)

FC #78/Drawer 2

FC #79/Drawer 2 (partial)

Room 3615
Cabinets inside Bill Cook’s office
FC #1/Drawer 5
	
1929 – 1978
	
Paper
	
No
	
Published Data
Black Binder Published Data

	
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.
	
Laverne Thomas






	
Room 3130






	
1972 – 2005






	
Paper

	
No

	
CPI Detailed Reports:
Eligible for transfer.  Office agrees to transfer.  Once transfer is complete the duplicate copies of the CPI Detailed Reports listed below become temporary Program Bucket H1d2.


	
	
	
	
Steve Reed
Index Methods

	
Room 3125

	
1976 – Present

	
Paper
	
No
	
Room 3125
Note:  Will need to organize by title and pull one copy for transfer to NARA.  Duplicate copies will become temporary Program Bucket H1d2.

	
	
	
	
Richard Kamalich
Index Methods

	
Suite 3615
Bookcase #6/Shelf 3

Share Point Site
http://oplc.sp.bls.gov/CPI/pubs/Publication%20Views/topicViews.aspx?catTag1=QQ&catTag2=QQ

	
1982 – 2013

	
Paper/Elec.

	
No

	
85-2 
#102(a)
QA Quality Quarterly Newsletter (“Quality Quarterly”) Record copy

Currently not being produced.  Expected to be revived as an SharePoint Blog once we move to SharePoint 2013
(This is an internal document – it is not produced for the public)


	
	
	
	
Mindy McAllister
Index Methods
	
Room 3125
FC #22/Drawer 1
	
1947 – 1991

	
Paper

	
No

	 
NSAAR/SAAR-Compound Annual Rate of Change
2 Brown boxes of printouts


	
	
	
	
Steve Reed
Index Methods

	
Suite 3615
FC# 26/Drawer 1-2 
FC# 28/Drawer 1
FC# 32/Drs 1, 2(partial), 3 and 5


FC# 28/Drawer 1
FC# 30/Drawer 2

FC# 31/Drawers 1-4
FC# 33/On top of 2 Drawer Lateral and Drawers 1-2

Library Room 3615
Shelf 1 

Shelf 2
Shelf 4


Office cubical

	
1970 - 1995






1970 – 1990


1995 – 2011




1991 – 2007


1992 – 2006
1996


1953 - 1990

	

Paper 

	

 No


	

CPI Detailed Reports






Relative Importance
(Weights of various categories)

News Releases 
(Pull one copy and Transfer to NARA)


CPI Detailed Reports

Relative Importance
Advisory Study of CPI Booking Report

News Releases


	
	
	
	
Bill Cook
C&S
	Room 3615
FC #76/Drawer 2 (partial)

FC #77/Drawer 2 (partial)

FC #79/Drawer 2 (partial)
	
1980 - 1985


1955 - 1968


1912 - 1947
	
Paper
	
No
	News Releases



Publications – Retail Prices of Food Bulletin 1197 thru 1632

Publications – Retail Prices
Bulletins No. 113 thru 938


	
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.  

Note:  These records are temporary ONLY if they are duplicates of part of the output data set or the publications listed in sections H1b or H1d(1).
	
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.

	
Jeff Wilson
Index Methods

	
Suite 3125
FC #24/Drawer 1

	
2001 – 2004


	
Paper

	
No
	
CPI Info Pamphlets
Understanding CPI


	
	
	
	
Steve Reed
Index Methods

	
Library Room 3615
Shelf 3


	
2012


	
Paper



	
No



	
Q&A Brochures




	
	
	
	
Bill Cook
C&S
	
Room 3615
FC #83/Drawer 2 (partial)

	
Unknown
	
Paper
	
No
	
MLR Reprints

	
H. Dissemination of Survey Results

	
1. Output Files

d. Publications

(3) Historical Publications include the 
final data sets and hard copies that have not been previously transferred to NARA.
	
H1d3.  Permanent.  
Cut off files at the end of the calendar year in which the publication was issued.  Transfer to NARA 15 years after cutoff, those records dated prior to regular publication via the BLS website.  This date varies by publication title.  Most paper publication ceased as of December 2009.  As of this date, only the Occupational Outlook Quarterly is regularly printed on paper.
	
Kelly K.
C&S
	
Suite 3615
FC #64/Drawers 1-2
	
1930 – 1983
	
Paper

	
No

	
News Releases
(Fuels & Electricity)

	
H. Dissemination of Survey Results


	
2. Information Request Files
This series contains requests and responses to inquiries for additional information and clarifications from Federal, State, local governments, and the public.  Information is processed and tracked through OPUBSS and the Customer 
Inquiry System (CIS).  Additionally, requests may be responded to directly by the programs

b. Unique Responses: 
Include information that is manipulated and compiled to provide additional information or clarifications that are not found on the website or in published products.
	
H2b. Temporary.
Cut off files annually. Destroy 2 years after cutoff.

	
Tod Reese and Bryan Richardson
C&S
	
Suite 3615
FC #57/Drawer 2

FC #58/Drawer 2

	
1980’s


1953 – 1990’s

	
Paper

	
No

	
Info to BEA
(Average Prices)

Info to BEA
(Average Prices)


	
I. System Documentation



	
1. Types of Documentation

a. Documentation Related to Permanent Master Database Files and Other Permanent Electronic Records
	
I1a.  Permanent.
Cut off and archive documentation with associated electronic records.  Transfer to the National Archives with the permanent electronic
	
Rob Cage
Cost & Weights
	
Room 3125
FC #7 / Dr. 3
	
1977 – 1996
	
Paper
	
No
	
CPOPS Questionnaires
Agency Copy 

	
I. System Documentation

	
2. Types of Documentation

b. Documentation Related to Temporary Master Database Files and Other Temporary Electronic Records

Note:  System documentation must be retained and disposed of in accordance with the approved schedule for the associated database or data file.
	
I1b.  Temporary.  
Cut off and archive documentation with associated electronic records. Destroy 5 years after the project/activity/transaction is completed or superseded, or the associated system is terminated, or the associated data is immigrated to a successor system. 
GRS 3.1, Item 051
	
Rob Cage
Cost & Weights
	
Room 3125
FC #5/Drawer 4

	
1997 – 2003 
	
Paper
	
No
	
Data Dictionary


	
	
	
	
Mindy McAllister
Index Methods
	
Suite 3615
FC #41/Drawer 1-2
	
1985 - 2003
	
Paper
	
No
	
Maintenance Guides
System Doc from OTSP



	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)
	
Debbie Gale
Front Office
	
Front Office
Suite 3130

	
2007 – Present
	
Paper
	
No
	
2009 and prior can be destroyed

	
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
Thomson 


	
Suite 3120
AC FO


	
Current



	
Electronic



	
No 
	
As per Mr. Layng these files are maintained in the Associate Commissioner Front Office



	
	
	
	
Assoc. Comm
	
Suite 3130
FC #6/Drs. 1, 2 and 5
	
1983– 1990
	
Paper
	
No
	Budget Reports


	
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))

	
Debbie Gale
Front Office
	
Suite 3130
2 Drawer Lateral
Debbie’s Area

	
1985 – Present
	
Paper
	
No
	
2012 and prior can be destroyed




	
	
	
	
	





	





	
Paper

	
No
	
Performance Appraisals

	
	
	
	
	
Suite 3130
FC# 8 Drawer 4

	
2010

	
	
	

	
	
	
	
Mindy McAllister
Index Methods


	
M. McAllister Office
Suite 3130
Electronic:  “X” Drive

	
2006 – Present



	
Paper/Elec.



	
No



	

	
	
	
	
Kelly K. 
C&S


C. Konny
	
Room 3615 / 08



Suite 3615
C. Konny Office
	
2006 – Present



2013 – Present

	
Paper



Paper
	
No
	

	
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)
	
Debbie Gale
Front Office

	
WebTA

	
2012 – 2015

	
Electronic

	
No

	
Front Office and Branch Chiefs Senior Management may also maintain their own records

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




	
	
	
	
Branch and Section Chiefs



	
Appropriate Supervisor Office
OR
Appropriate Supervisory “X” drive

	
Various





	
Paper/Elec.






	
No






	

	
	
	
	
Bill Cook
C&S
	
Room 3615
Cabinets inside Bill Cook’s office
FC #1/Drawer 2
	
Unknown
	
Paper
	
No
	
Personnel records


	
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)

	
Debbie Gale
Front Office
	
Suite 3130
FC# 1 Drawer 4
	
2002-2013
	
Paper
	
No
	
Sign-in/Sign-Out Sheets
Note:  Sign-in/Sign-Out Sheets are currently under a records freeze and 
must be maintained.

	
	
	
	
	
Suite 3130
FC# 8 Drawers 1 & 2
	
2000-2014
	
	
	

	
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)

	
Debbie Gale
Front Office
	
WebTA
	
Unknown
	
Electronic
	
No
	
Email or verbal 
Some Supervisors maintain their own


	
	
	
	
Branch and Section Chiefs 
	
Emails or verbal
	
Unknown
	
Electronic
	
No
	

	
	
	
	
	
Suite 3130
FC #1/Drawer 4
	
2002 - 2013
	
Paper
	
	

	
3.0
General Technology Management and Systems Security

	
3.4 Information Technology Operations and Maintenance 
This series covers the activities associated with the operation and maintenance of basic systems and services used to supply BLS and its staff with access to computers and data telecommunications, including website administration. Included are activities associated with the control and operation of buildings and rooms where IT equipment, systems, and storage media are located, system performance testing, asset and configuration management; change management; and routine maintenance on the network infrastructure. 

•Files to allocate charges and track payment for software and services 
•Performance agreements, service level agreements, service support levels and third party agreements

	
Temporary.
Cut off files annually or upon completion of project. Destroy 3 years after agreement, control measures, or procedures are superseded or terminated; or files that have no outstanding payment issues; or project/activity/transaction is obsolete, completed, or superseded, whichever is appropriate.
(GRS 3.1, Item 020)
	
Jeff Wilson
Index Methods
	
Suite 3615
FC #37/Drawer 2
	
1980’s
	
Paper
	
No
	
SCS and NIH Monthly Costing Reports Computer Usage

	
4.0
Information Management

	
4.1.1 Records Tracking and Control
Files related to the proper maintenance, tracking, and transfer of records to a NARA facility. BLS creates and maintains these records to provide access to and monitor official BLS documentation, which includes, record series, location, format, and dates. Files may include, but are not limited to: 
· Lists
· Registers
· Inventories
· Logs
· Reports
	
Temporary.
Destroy when no longer needed.
	
Jeff Wilson
Index Methods
	
Suite 3615
FC# 38/Drawer 2
	
2012 – 2014
	
Paper
	
No
	
Monthly Checklist for Seasonal Adjustment completed

	
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) 
	
CPPI
(Staff as applicable)
	
E2 system
	
Unknown
	
Electronic
	
No
	
Individuals maintain their own records


	
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 records created by or documenting accomplishments.  

CPPI Steering Committees:
· Collection Steering Committee
· Review Steering Committee
· Estimation Steering Committee
· Sampling Steering Committee
	
UNSCHEDULED
Permanent.  

Cut off files annually or upon termination of the committee.  Submit to NARA for review upon termination of committee. 

This series may contain potentially permanent records and should be reviewed by the BLS Records Management Team prior to the disposition of these records
	
Dave Knudsen
C&S



	
Suite 3615
FC #44/Drawer 2



	
2000 – 2007




	
Paper




	
No
	
 (Data Collection)
 
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.

	
	
	
	
CPI Steering Committee Chairs
	
Shared Drives / Share Point Site

	
Unknown
	
Paper (??)
Electronic
	
	

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

6.3.2 All Other BLS Committee Records
Copies of committee records, such as agendas, meeting minutes, final reports and related record created by or documenting the accomplishments of official boards and commissions excluding those kept by the sponsor or Secretariat.

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)

	
M. McAllister
Index Methods
	
“X” drive
	
2005 – Present
	
Electronic
	
No
	
Requirements and Testing User Group (RTUG).  BLS-wide Committee

	
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.  

	
Steve Reed
Index Methods
	
Suite 3615
FC’s 28 & 29
	
1900’s
	
Paper
	
No
	
BLS Bulletins (Hard Copy – Red Bound books) these are copies of bulletins that may have been transferred or are located in the OPUBSS library.


Do not destroy – offer to OPUBBS
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