DOL / BLS / OPLC / International Price Programs (IPP) 
File Plan:  04/2017

	
BLS Records Categories and Series
	
Program/Office Information (Legacy Schedule 85-2)


	Storage Location (Electronic Path or Physical Site):

The following are IPP shared information, website information and electronic file locations:  Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  As listed in the individual records series identified below 
· SharePoint Site:  http://oplc.sp.bls.gov/CE/default.aspx  
Note:  Records stored on personal hard drive (the C: / drive) should be moved to the shared network drive.   The C: / drive is unsupported and not backed up.

Notes:
1)  IPP databases are: 1) Unified Database (UDB = Production Environment); 2) IPP Prod2 Database; 3) Sample Production Application (SPA); 4) Forms Database w/in IPP Production (Pricing from scanned into the database which reads the scanned image and puts the information into the appropriate fields); 5) IPS Production (containing IPS Initiation, IPS Estimation, and IPS Bridge)
2) IPP Production is archived every 2nd Sunday (IPP Archive Database) and contains all the text files w/all data, meta data and RII.
3) For specific details see the crosswalks for the individual units listed.



	
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

	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 

IPP Management

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

Note:  Calendars and Schedule of Daily Activities records are covered in the Administrative Program Records Schedule under item 6.1.1
	
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.
(N1-257-11-1, Item A1a)

Crosswalk Item:  
IPP #1
IPP #2a
	1
Asst. Comm
	2
All Assistant Commissioner Files are kept on the Program’s SharePoint site.
	3
1995 to Prst



	4
E
	5
N/A
	6
All Assistant Commissioner Files are kept on the Program’s SharePoint site.

	
A. Planning 

IPP Management

	
1. Program Subject Files

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

Note:  Calendars and Schedule of Daily Activities records are covered in the Administrative Program Records Schedule under item 6.1.4
	
A1c.  Temporary.  
Cut off files annually.  Destroy 5 years after cutoff.
(N1-257-11-1, Item A1c)

Crosswalk Items
IPP #4
IPP #15
IPP #42b
IPP #74a and b
IPP #75
IPP #77

IPP feels these record descriptions overlap with records identified elsewhere in the inventory.  Can Records Management elaborate on the 5 IPP files listed in this row?

	
Branch Chiefs
	
IPP #15, #42, #74, #75

Notebooks in the office assistance cubicle cabinet as well as the file cabinets located near the office assistance cubicle

IPP #77
Within the supervisor desk file cabinets 

All files are paper.

	
2000 - Prst

	
P
	
N/A

	
All Branch Chief Program Direction and Reference Files, Branch Chief Administrative Program Subject Files, IPP Branch Program Subject Files, and IPP Branch Correspondence Chronological Files 

Most files are retained indefinitely.  

The Inactive IPP Branch Program Subject Files 

Are shredded upon non-use of information

	
B.

Concept and 
Methods

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

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

	
B1a.  Permanent.  Cut off files annually or upon project completion.  Transfer paper records to WNRC 5 years after cutoff.  Pre-accession electronic records to NARA with associated files 5 years after cutoff.  Transfer legal custody of all records to NARA 15 years after cutoff in accordance with 36 CFR 1235 as applicable.
(N1-257-11-1, Item B1a)

IPP had this item listed as temporary – need to discuss with Phil T.

Crosswalk Items: None
	
Information and Analysis
	
Presentations on I&A Shared Folder
	
15 years
	
E
	
N/A
	
Prior to that, research teams fell under the respective production steering committees, where the final reports should be stored in the steering committees SharePoint sites or shared folders.

Any presentation materials that I&A has done in the past 15 years are located on the I&A shared folder.

Prior to that, the materials were generally not in electronic files and have not been retained.

	
	
	
	
	I&A Shared Folder


	2010-Prst
	P/E

	N/A

	

	
B. Concepts and Methods

Info. & Analysis
	
1. Research and Program Development Files

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

Crosswalk Items: None
	
Information and Analysis
	
I&A shared folder

	
2005-Prst

	
E
	
N/A
	
All published articles by members of the IPP staff are put on the external website.  Any article that was published by BLS are retained the I&A shared folder.

MLR articles are stored on the ERB shared folder, and posted on the BLS website.

	
	
	
	
	BTN on I&A Shared folder

	2010-Prst

	
	
	

	
	
	
	
	Monthly Labor Review (MLR) articles on ERB shared folder on IPSRV11
	2004-Prst
	
	
	

	
B. 
Concepts and 
Methods

Initiation Unit

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

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

	
B2a.  Permanent.  
Cut off files when the document is superseded or made obsolete.  Transfer paper records to WNRC 5 years after cutoff.  Pre-accession electronic records to NARA with associated files 5 years after cutoff.  Transfer legal custody of all records to NARA 15 years after cutoff in accordance with 36 CFR 1235 as applicable.
(N1-257-11-1, Item B2a)

Crosswalk Items:
IPP #13a
IPP #39a
	
Initiation Unit
	
1. DCP: \\ofoweb\bipdocs\DCP\DCP.pdf

2. User Guide and User Contact Guide:
\\ipsrv11\InitProd\Procedures

3.  Initiation User Procedures and Internal User Training: \\ipsrv11\IA\TrainPlan (public)

4.  Business Process Flows:
\\ipsrv11\InitProd\Process Inventory

5. Field Training from OFO (CBT = Computer Based training):
Stored at BIPWeb-  http://ofoweb/bip/Training.htm
	
2004-Prst
	
E
	
N/A
	
Training is updated on an ongoing basis, approximately once per year.

	
B. 
Concepts and 
Methods

Estimation Unit

	
2. Survey Methodology Files

a. Procedural Manuals, Public User 
Guides and Interviewer Training Manuals
(See above description)
	
B2a.  Permanent.  
(See above disposition)

Crosswalk Items:
IPP #13a and b
IPP #39 a and b
	
Estimation Unit
	
Index Review and Estimation processes: \\ipsrv8\EstProd Documentation,    \\ipsrv11\IA\TrainPlan (public), and IPP share point.
	
2001-Prst
	
E
	
N/A
	
Procedures and manuals detailing the index review and index estimation processes are retained indefinitely on the IPP production server and on the IPP share point.

	
B.
Concepts and 
Methods

Repricing Unit

	
2. Survey Methodology Files

a. Procedural Manuals, Public User 
Guides and Interviewer Training Manuals
(See above description)
	
B2a.  Permanent.  
(See above disposition)

Crosswalk Items:
IPP #13a and b
IPP #39 a and b
	
Repricing Unit

	
DCP: \\ofoweb\bipdocs\DCP\DCP.pdf

	
2006-Prst
	
E
	
N/A
	
Online info for IPP respondents (4th link)

Further training info for our National Office economists handling our data is available in our repricing application Help System.

http://oplc.sp.bls.gov/IPP/QSC/TrainingTeam/default.aspx  is in SharePoint and http://www.ipp.bls.gov/IPPIntra/PandC/P&Cresources.htm for refresher training


	
	
	
	
	DCP:
IPP Intranet at:
File://ofoweb/bipdoscs/DCP


	2006-Prst



	
	
	

	
	
	
	
	IPP Process Inventory homepage
http://www.ipp.bls.gov/ippintra/qual/home.htm

	2002-Prst




	
	
	

	
	
	
	
	1. In-House
\\Ipsrv11\repricingbpt\Procedures

2. In-House
\\Ipsrv11\repricingbpt\Training

3. \\IPSRV11\RepricingBPT\IPP Pamphlets 

4. Online
http://www.bls.gov/respondents/mxp/home.htm

	1.
2010-Prst


2.
2005-Prst

3.
2006-Prst

4.
TBD
	
	
	

	
B. 
Concepts and Methods

Reweight Production Team
	
2. Survey Methodology Files

a. Procedural Manuals, Public User 
Guides and Interviewer Training Manuals
(See above description)
	
B2a.  Permanent.  
(See above disposition)

Crosswalk Items:
IPP #13a and b
IPP #39 a and b
	
Reweight Production Team

	
\\Ipsrv8\rpt\Procedures and Process Flows
	
2011–Prst

	
E
	
No
	
RPT Only

	
	
	
	
	\\ipsrv8\rpt\produprodu schedules
	
	
	
	

	
	
	
	
	\\Ipsrv8\rpt\HelpSystem

	
	
	
	

	
	
	
	
	\\Ipsrv8\rpt\Arbor Training

	
	
	
	

	
	
	
	
	\\ipsrv11\IA\TrainPlan (public)


	2009-Prst
	
	
	

	
	
	
	
	18-D Reweight Production (RPT)
	Current
	
	
	

	
	
	
	
	\\Ipsrv8\rpt\administrative & \\Ipsrv8\rpt\Mapping Challenges
	
	
	
	

	B. 
Concepts and Methods

Sampling Unit
	
2. Survey Methodology Files

a. Procedural Manuals, Public User 
Guides and Interviewer Training Manuals
(See above description)
	
B2a.  Permanent.  
(See above disposition)

Crosswalk Items:
IPP #13a and b
IPP #39 a and b
	
Sampling Unit

	
DCP: \\ofoweb\bipdocs\DCP\DCP.pdf

	
TBD


	
E
	
N/A
	


	
	
	
	
	Sampling Team:
sample refinement, initiation review, and remappings are located at \\Ipsrv8\p&c.  
	Current
	
	
	

	
	
	
	
	IPP Process Inventory homepage:   http://www.ipp.bls.gov/ippintra/qual/sampling.htm
	2005-Prst
	
	
	

	
B. 
Concepts and Methods

Initiation Unit
	
2. Survey Methodology Files

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

Crosswalk Items:  None
	
Initiation Unit
	
Operations Memos \\ofoweb\bipdocs\IPP_Ops_Memos_All_Samples

OFOWeb\BIP


Industry Summary Sheets: file://ipsrv11\regions 
Industry Summary Sheets: file://ipsrv11.dip.bls.gov/regions/

	
TBD
	
E
	
N/A
	

	
B. 
Concepts and Methods

Reweight Production Team
	
2. Survey Methodology Files

b. Technical Memorandums and  
Procedural Alerts
(See above description)
	
B2b.  Temporary.  
(See above disposition)

Crosswalk Items:  None
	
Reweight Production Team
	
TBD
	
TBD
	
E
	
No
	

	
B.
Concepts and Methods

Sampling Unit
	
3. Survey Methodology Files

b. Technical Memorandums and  
Procedural Alerts
(See above description)
	
B2b.  Temporary.  
(See above disposition)

Crosswalk Items:  None
	
Sampling Unit
	
IPPQUES Email: \\ofoweb\bipsec1/ipp_email.htm


\\ofoweb\ippcoll

	
TBD
	
E
	
N/A
	

	
	
	
	
	
Operations Memos \\ofoweb\bipdocs\IPP_Ops_Memos_All_Samples 

	
	
	
	

	
B. 
Concepts and Methods

Sampling Unit (Conf. Mgmt Section)

	
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)

Crosswalk Items:  None
	
Sampling Unit (Conf. Mgmt Section)

	
http://oplc.sp.bls.gov/IPP/Alpha/Documents/Sample%20Milestones

\\ipsrv8\spsdev

IPPPROD DB
	
TBD
	
E

	
No
	

	
B. 
Concepts and Methods

Info & Analysis

Sampling Unit
	
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.
(N1-257-11-1, Item B4)

Crosswalk Items:
IPP #24
IPP #37
IPP #72
IPP #86
IPP #137
	
Info & Analysis

Sampling Unit
	
Individual staff computer or shared folder for team work

\\ipsrv8\samprod

	
TBD

	
E
	
No
	
These are kept by the team or individual doing the research, but we don’t make any effort to retain them on a permanent basis.

	C. Configuration Management Files

Configuration Mgmt.
	1. Asset Management, Performance and Capacity Management Records
Records are created and retained for asset management; performance and capacity management; system management; configuration and change management; and planning, follow-up, and impact assessment of operational networks and systems.  Serena ChangeMan Version Manager Software, Team Track, PVCS Version Manager and Tracker, and similar applications are used to track, maintain, and store the survey system or application changes. 

a. Data and Detailed Reports
Records relate to the implementation of systems, applications, and modifications; application sizing, resource and demand management; documents identifying, requesting, and analyzing possible changes, authorizing changes, and documenting implementation of changes; documentation of software distribution and release or version management.

	C1a.  Temporary.  Cut off files annually or upon completion of project.  Destroy 5 years after system is superseded by a new iteration, or is terminated, defunded, or no longer needed for agency/IT administrative purposes.
GRS 3.1, Item 030
(N1-257-11-1, Item C1a)

Crosswalk Items: 
IPP #50a/c
	Configuration Mgmt.
	
IPP Redmine: IPSRV1.

IPP Application Library:  IPSRV8.

	
TBD
	
E
	
N/A
	
IPP Redmine:  The Retention Policy for is a minimum of 1 year.

SVN IPS Version Manager Library System, which stores the IPP Application Library system with all application files needed for production builds and is located on IPSRV8.

IPP Version Mgr. Library System:  The Retention Policy for is a minimum of 1 year.

	C. 
Configuration 
Management

Initiation Unit

	
2. [bookmark: _Toc296004066]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.
(N1-257-11-1, Item C2)

Crosswalk Items:  None
	
Initiation Unit

	
1.  Mashups: http://ipsrv1//tmtrack/tmtrack.dll?LoginPage&Template=loginform&ParamsInUserCache=146.142.28.16720593

2. Current Version of Primo, ARTS, and RTS code saved in SVN Library/Configuration Management system.  (Marina Akers-Epps is contact for SVN system.)


	
2000-Prst
	
E
	
No
	
No requirement or specification files from the system development process exist for these applications. Since approximately the year 2000, IPP has used the Rational Unified Process (RUP) and Agile processes, which produce detailed requirements documentation, for newer applications and large-scale systems enhancements.  

	D. 
Frame
Construction and Sample Selection

Reweight Production Team
	
1. Universe Databases for Frame Construction and Sample Selection

b. Program-Specific Universe Databases 
Records consist of subsets of primary databases, such as the LEDB or Census databases that are specific to a particular program (e.g. National Compensation Survey Longitudinal Database).

	
D1b.  Temporary.  
Cut off and archive files when sample rotates out of the survey.  Destroy 10 years after archived or when no longer needed for business operations.
(N1-257-11-1, Item D1b)

Crosswalk Items:
IPP #78b
IPP #79
	
Reweight Production Team.
	
Maintained in database (CLASSIF_SYSTEM, TREE, MAP_CLASSIF, TSUSA_B_CLASSIF, ITEM_MASTER, and other tables that pertain to weights, etc.)
	
2012- Prst 
Past are archived
	
E
	
No
	
DBAT currently archives trees because they are part of the UDB.

The structures are built in the UDB.

	D. 
Frame Construction and Sample Selection

Sampling Unit (Sampling Team)

	
1. Universe Databases for Frame 
Construction and Sample Selection

b. Program-Specific Universe 
Databases 
(See Description above)
	
D1b.  Temporary.  
(See disposition above)

Crosswalk Items:  None
	
Sampling Unit (Sampling Team)

	
\\filer1\ipp\ippproject\prod\spa

	
TBD
	
E
	
No
	

	
D
Frame Construction and Sample Selection

Sampling Unit
(Sampling Team)
	
1. Universe Databases for Frame Construction and Sample Selection

c.  Input Files into the Universe Databases
Records or electronic files used to create or update a master file, including, but not limited to work files, valid transaction files, and intermediate input/output records.

	
D1c.  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

Crosswalk Items:  None
	
Sampling Unit (Sampling Team)

	
\\filer1\ipp\ippproject\prod\spa

	
TBD
	
E
	
No
	


	
D.
Frame Construction and Sample Selection

Sampling Unit
(Sampling Team)
	
2. Frame Construction Files
Data are extracted from universe databases containing information needed to identify respondents and product areas to determine appropriateness for inclusion in the sample.  Records include sample frame files.
	
D2.  Temporary. Retain in active storage for the life of the sample.  Cut off and archive files when the frame rotates out of the survey.  Destroy 10 years after archived or when rotated out of the survey, whichever is later.
(N1-257-11-1, Item D2)

Crosswalk Items:  None

	
Sampling Unit (Sampling Team)

	
\\filer1\ipp\ippproject\prod\spa

IPPPROD DB
	
TBD
	
E
	
No
	

	
D. 
Frame Construction and Sample Selection

Sampling Unit (Sampling Team)

	
3. Frame Refinement Files
Data are manipulated to refine the frame and produce datasets from which to draw a sample.  Records include tables used to load additional data, electronic datasets, and verification reports.


	
D3.  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.
(N1-257-11-1, Item D3)

Crosswalk Items:  None

	
Sampling Unit (Sampling Team)

	
\\filer1\ipp\ippproject\prod\spa

IPPPROD DB
8\sample2
\\ipser8\sample

\\ipser
	
TBD
	
E
	
No
	

	
D. 
Frame Construction and Sample Selection

Sampling Unit (Sampling Team)

	
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.
(N1-257-11-1, Item D4)

Crosswalk Items:
IPP #54
IPP #56a
IPP #81

	
Sampling Unit (Sampling Team)

	
IPPPROD DB

\\ipser8\sample  

\\ipser8\sample2
	
TBD




	
E




	
No




	


	
D. 
Frame Construction and Sample Selection

Sampling Unit (Sampling Team)

	
5. Sample Refinement Files
Samples are examined to identify units that are similar in certain characteristics, and respondents are then eliminated or added, as appropriate, to the sample.  Records include overlap reports, sample spreadsheets, updated electronic sample files, and initiation sample screening sheets and materials such as confidentiality waivers and agreements. 

a. Final Sample Refinement Files
	
D5a.  Temporary.  Retain in active storage for the life of the sample.  Destroy reports when sample rotates out of the survey or when 10 years old, whichever is later.
(N1-257-11-1, Item D5a)

Crosswalk Items:
IPP #21
IPP #23
IPP #83a
	
Sampling Unit (Sampling Team)

	
IPPPROD DB


\\filer1\ipp\ippproject\prod\spa\rolrvw

\\ipsrv8\rolrvw

\\ipsrv8\p&c\sampling
	
TBD
	
E
	
No
	


	
D. 
Frame Construction and Sample Selection

Sampling Unit
(Sampling Team)
	
5. Sample Refinement Files

b. Temporary Sample Refinement Files[footnoteRef:1] [1:  (GAO Exception less than one year retention)] 

Snap-shot reports based on ever changing data which contains confidential information used for review during the refinement process.

	
D5b. Cut off files when sample is finalized and sent to the field offices.  Destroy 2 weeks after cutoff or when no longer needed for business operations.
(N1-257-11-1, Item D5b)

Crosswalk Items: 
IPP #83b
	
Sampling Unit (Sampling Team)

	
IPPPROD DB

\\filer1\ipp\ippproject\prod\spa\rolrvw

\\ipsrv8\rolrvw
	
TBD
	
E
	
No
	
RTS – Snap Shots (Confidential) paper snap shots destroy 1 week after sample hits the field. 

ROL – Regional Office Listing (Confidential) paper snap shots destroy 1 week after sample hits the field. 


	
E. 
Data Collection

Initiation Unit
	
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.


 a.     Non-electronic Documents
Records consist of survey both initiation and recurring questionnaires (schedules), response documents, or forms designed and used solely to create, update, or modify the records in an electronic medium and are not required for legal purposes.

	
E2a.  Temporary.
Cut off files annually.  Destroy immediately after verification of successful conversion.
GRS 4.3, Item 010
(N1-257-11-1, Item E2a)

Crosswalk Items:
IPP #59
IPP #61
IPP #68
	
Initiation Unit
	
Not retained; Field Economist destroys these temp records after data is entered into Primo application.

	
N.A.
	
P
	
No
	
Following the interview with the sampled company, the Field staff transfers data collected during the interview to the IPP application (using the PRIMO Application (Data Initiation System), then destroys the paper documents used in the interview.


	
E. 
Data Collection

Repricing Unit

Regional Offices
	
2.  Input Source Files

a. Non-electronic Documents
(See Description above)


	
E2a.  Temporary.
(See disposition above)

Crosswalk Items:  
IPP #59
IPP #61
IPP #68

	
Repricing Unit

Regional Offices 












	
TBD
	
TBD
	
E
	
N/A
	
Respondent fax repricing forms are retained by PSS for four months before being shredded.  



	E. 
Data Collection

Repricing
	
2. Input Source Files

b. Electronic Records
Records consist of materials described in section E2a in electronic form.  These records are entered into the system during an update process and not required for audit or legal purposes (except as noted in item in section E2c).

	
E2b.  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
(N1-257-11-1, Item E2b)

Crosswalk Items:
IPP #53
IPP #60


	
Repricing
	
TBD
	
TBD
	
E
	
N/A
	

	E. 
Data Collection

Initiation Unit
	
2.  Input Source Files

c. 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.  
Cutoff 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
(N1-257-11-1, Item E2c)

Crosswalk Items:  
IPP #53
IPP #60
	
Initiation Unit
	
1. Field Economist local drive.

2. “Text File” records of initiation data saved in UDB in the “I” tables that hold data currently in NO initiation review, including i_fsn_init, i_ecr_quote, i_item_master, i_price, etc.

3. Once the data has existed NO initiation review and has entered repricing, it is stored in UDB tables, including fsn_init, ecr_quote, etc.
	
TBD
	
E
	
No
	



	
E. 
Data Collection

Repricing
	
2.  Input Source Files

c. Electronic Files or Records
(See Description above)

	
E2c.  Temporary.  
(See disposition above)
. 
Crosswalk Items:
IPP #53
IPP #60

	
Repricing
	
https://idcf.bls.gov/
	
2003-Prst
	
E
	
No
	

	
E.
Data Collection

Reweight Production Team
	
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.
(N1-257-11-1, Item E2d)

Crosswalk Items:  None

	
Reweight Production Team
	
\\ipsrv8\RPT_Census_Data

\\ipsrv8\project\reweight

	
2008 – Prst
	
E
	
No
	
Products and Services

	
E. 
Data Collection

Sampling Unit
	
2. Input Source Files

d. d.    Source Background Files
e. (See Description above)

	
E2d. Temporary. 
(See disposition above)

Crosswalk Items:  None

	
Sampling Unit
	
\\Ipsrv11\regions

	
TBD

	
E
	
No
	

	E. 
Data Collection

Initiation Unit
	
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)

Crosswalk Items:
IPP #45
IPP #52
IPP #63a-d
IPP #65
IPP #67
IPP #318

	
Initiation Unit
	
1. OFO National Office, internal records

2. Regional Office, internal records
	
2010-Prst

	
E







E
	
No







No
	


	
E. 
Data Collection

Sampling Unit

	
3. Data Quality Review and 
Performance Measures
(See Description above)

	
E3.  Temporary.  
(See disposition above)

Crosswalk Items:
IPP #45
IPP #52
IPP #63a-d
IPP #65
IPP #67
IPP #318

	
Sampling Unit

	
http://www.ipp.bls.gov/IPPIntra/roinfo/eosrep.htm 

\\ipsrv8\prodqual

IPPPROD DB


	
TBD
	
E
	
No
	

	
F. Data Preparation and Review

Initiation Unit

	
2. [bookmark: _Toc283806883]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.
	
F2a.  Temporary.  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.
(N1-257-11-1, Item F2a)

Crosswalk Items:  None
	
N.A.
	
Initiation Processing Statistics Excel files: \\ipsrv11\InitProd\ProdQual\4.xls

\\ipsrv11\InitProd\ProdQual\8a.xls

\\ipsrv11\InitProd\ProdQual\8b.xls

Queries are stored at the following location:
\\ipsrv11\InitProd\ProdQual\ProdQual Queries

	
Measures the three months in the quarter.
	
E
	
No
	
The results of the “Process Inventory” processing statistics are kept indefinitely; the ProdQual reports in which the statistics are reported are also kept indefinitely.  

The ProdQual reporter includes similar statistics for all other business production teams.

	F. Data Preparation and Review

Estimation Unit

	
2. Production and Control Files

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. 
	
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. (N1-257-11-1, Item F2b)

Crosswalk Items:  None
	
N.A.







	
Run Submission
\\IPSRV8\ippapps





	
1995-Prst






	
E



	
N/A


	
Run Submission reads from IPP Prod and updates IPP Prod
(sets parameters for index run)


	
	
	
	
	Index Estimation
\\DPPSUN5
	1995-Prst
	
	
	Index Estimation follows parameters set in Run Submission.

Reads and writes to data that needs to be retained.

	
F. Data Preparation and Review

Initiation Unit
	
2. Production and Control Files

b. Reports/Statistical Data, includes 
Data Sets and Data Files
(See Description above)

	
F2b.  Temporary.  
(See disposition above)

Crosswalk Items:  None

	
N.A.
	
Error-Identification Queries: \\ipsrv11\InitProd\Procedures\PRIMO User Contacts Guide\Monthly Initiation Data Checks Revised.doc

	
2000-To Prst
	
E
	
No
	
No formal documentation maintained.  The BPT notifies the appropriate users of any issues identified with their data, and keeps track of the issues until they have been resolved.  The BPT also forwards list of schedules in review for very long time to SCs.


	F. Data Preparation and Review

Repricing Unit
	
2. Production and Control Files

b. Reports/Statistical Data, includes 
Data Sets and Data Files
(See Description above)

	
F2b.  Temporary.  
(See disposition above)

Crosswalk Items:  None

	
N.A.







	
TBD
	
TBD
	
E
	
N/A
	
The Reporter File is stored in the Reporter Table in the IPP Database, and contains reporter name, title, and contact information.  

The Price File is stored in the Price Table in the IPP Database, and contains reported price data. 

	F. Data Preparation and Review

Reweight Production Team
	
2. Production and Control Files

b. Reports/Statistical Data, includes 
Data Sets and Data Files
(See Description above)

	
F2b.  Temporary.  
(See disposition above)

Crosswalk Items:  None

	
N.A.
	
\\ipsrv8\RPT\
within the individual ref tree year folders
	
2001 – Prst

	
E
	
No
	

	
F. Data Preparation and Review

Reweight Production Team
	
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.
(N1-257-11-1, Item F3)

Crosswalk Items:
IPP #55
IPP #57
IPP #58
IPP #62

	
N.A.
	
\\ipsrv8\RPT\Mapping Challenges


	
2000 – Prst 
	
E
	
No
	


	
	
	
	
	\\ipsrv8\rpt\Judgmental Weights
	2006-Prst
	
	
	

	
F. Data Preparation and Review

Initiation Unit

	
3. Data Revision Files 
(See Description above)

	
F3.  Temporary.  
(See disposition above)

Crosswalk Items:  None

	
N.A.
	
Emails are stored in an Outlook Folder, accessible by following these steps: 
All Public Folders ->
IPP -> 12.Sampling Init.(Alpha)
->InitProd IPP Ques2

	
2000-Prst
	
E








	
No








	

	
G. Data Analysis and Estimate Production

Estimation Unit

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

Crosswalk Item:  
IPP #25
IPP #26
IPP #36
IPP #70
IPP #71
IPP #84
	
Estimation Unit


	
\\IPSRV8\ippapps
	
1999-Prst
	
E
	
N/A
	
Index Review displays indexes for analysis and other pertinent data. Includes rerun request info and user comments, which are deleted after validation. User comments (analyses of BEA index movements) and rerun request info are also temporarily stored on \\ipsrv11\ia\.

Late data reports are temporarily stored on \\ipsrv11\ia\.


	
G. Data Analysis and Estimate Production

Repricing Unit

	
3. Intermediate Reports
(See Description above)
	
G3.  Temporary.  
(See disposition above)

Crosswalk Item:  
IPP #25
IPP #26
IPP #36
IPP #70
IPP #71
IPP #84
	
Repricing Unit

	
\\IPSRV8\Windows\Win95\IPP Network

	
TBD
	
E
	
N/A
	
The IPP repricing and estimation process is now paperless, and no such intermediate reports exist.
 
Static comments entered into Index Review are retained indefinitely.

Previous sets of quarterly price notes (dating back to 1999) are stored on IPSRV8/Price Notes.


	
G. Data Analysis and Estimate Production

Info & Analysis

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

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

Crosswalk Items:  
IPP #27
IPP #28
IPP #46

	
Info & Analysis

	
Server

I&A Shared Folder
	
2006-Prst

	
E


	
N/A


	
Records go back approximately 15 years
These are stored on the secure server, and older files are on the I&A shared folder

	
G. Data Analysis and Estimate Production

Reweight Production Team
	
4. Validation Reports
(See Description above)
	
G4.  Temporary.  
(See disposition above)

Crosswalk Item:  None
	
Reweight Production Team.
	
\\ipsrv8\RPT\Integrity Checks

UDB and \\Ipsrv8\rpt within the individual ref tree year folders
	
2013– Prst
	
E
	
No
	

	
H. Dissemination of Survey Results

	
1. Output Files  

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.

	
H1c.  Temporary.  
Cut off files annually.  Destroy immediately after data have been entered or otherwise incorporated into the master files or database and verified.
(GRS 4.3, Item 020)
(N1-257-11-1, Item H1c)

Crosswalk Items:  None
	
TBD
	
TBD
	
1974-Prst


	
E
	
No
	
In addition to transferring the updated time series files to LABSTAT each month, IPP archives the files indefinitely on the secure IPP publication server: \\edrfiler1\dipsecure\archives


	
H. Dissemination of Survey Results

Info. & Analysis

	
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.
(N1-257-11-1, Item H1d(1)a)

Crosswalk Items:  None
	
Info. & Analysis
	
Published on Public Domain and stored on \\edrfiler1\dipsecure






	
1970’s-Prst



	
P/E



	
No



	
These are all available on the IPP public web page.  In addition, we store both paper and electronic copies of news releases.  The electronic copies (2003 – present) are located on the secure server we use for publication (\\edrfiler1\dipsecure).  


Paper copies are only retained for the current month.  IPP archives the electronic versions indefinitely (beg. 2008) at \\edrfiler1\dipsecure\archives.


	
H. Dissemination of Survey Results

Info. & Analysis
	
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 year after cutoff.
(N1-257-11-1, H2b)

Crosswalk Items: 
IPP #16
IPP #31




	
Info. & Analysis











	
CIS and IPP Outlook folder
	
2005 – Prst











	
P/E
	
No
	
Public Request (CIS)

Email request in Outlook

A record copy of phone and email requests are stored by the Bureau via the BLS CIS.  In additional, we keep all information requests and responses that are emailed through email outlook folders.

	
	
	
Purchasing Power Parities
Works with Org of Econ Coop & Dev (OECD) and EUROSTAT.

	
Info. & Analysis 
	
PPP shared directory

I&A shared directory
	
1990’s-Prst

1980-Prior
	
E
	
No
	
PPP Files are located in the PPP shared directory and maintained by the I&A section.

IPP Submits price files to OECD based on requested item quotes.  Files contain either one or more years of data.

	
I. System Documentation

Configuration Mgmt
	
1. Types of Documentation

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

Note:  System documentation must be retained and disposed of in accordance with the approved schedule for the associated database or data file.

Contains (Micro-Data)
Once all databases have been aligned in Records Category “E Data Collection” to the appropriate database then the system documentation will be aligned.

	
I1a.  Permanent.  Cut off and archive documentation with associated electronic records.  Transfer to NARA with the permanent electronic records to which the documentation relates, in accordance with 36 CFR 1235 as applicable. 
GRS 3.1, Item 050

Crosswalk Item:  None
	
Configuration Mgmt





	
DB Location
Austria

Sys Documents
IPSRV8
	
TBD
	
E
	
No
	
The IPP Version Manager Library System stores IPP Application Library system with data system and file specifications, user guides, codebooks, and output specifications.  

The IPP Version Library is located on IPSRV8.  

This documentation is retained permanently.

	
I. System Documentation

Configuration Mgmt
	
1. Types of Documentation

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

Note:  System documentation must be retained and disposed of in accordance with the approved schedule for the associated database or data file 
	
I1a.  Permanent. 
(See disposition above)

Crosswalk Item:  
IPP#48

	
Configuration Mgmt.

	
http://www.ipp.bls.gov/dd3Test/dict.php
	
TBD
	
E
	
No
	
The IPP Data Dictionary File is stored indefinitely and updated on an as-needed basis.  It is stored at: http://www.ipp.bls.gov/dd3Test/dict.php and is included in the Windows server backups.

Data dictionaries serve as the principal end product for documenting the IPP system design work of the Branch.  There are two types of these computer- prepared listings, logical and physical data dictionaries.  The logical data dictionaries provide in a summary fashion and in layman's language an explanation of the steps involved in a proposed system.  They are primarily used to explain to DIP personnel and other requesters what a proposed system will entail.  The physical data dictionaries provide detailed specifics as to the various steps involved in a proposed system and are more of an internal development tool used by the designers to understand the system and to identify the various computer programs to be developed to implement a proposed system.
This record copy file consists presently of listing sheet binders on shelving, arranged by title of the systems covered.  Certain binders can include flow charts or precedent design statements reflecting the scheduling of the work involved in the system design efforts undertaken by the IPP systems support staff.


	
I. System Documentation

Initiation Unit
	
1. Types of Documentation

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

Note:  System documentation must be retained and disposed of in accordance with the approved schedule for the associated database or data file 
	
I1a.  Permanent. 
(See disposition above)

Crosswalk Item:  
IPP#48

	
Initiation Unit
	
Document stored in SVN library, which is maintained by Systems staff.
	

	
E
	
No
	


	
I. System Documentation

Reweight Production Team
	
1. Types of Documentation

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

Note:  System documentation must be retained and disposed of in accordance with the approved schedule for the associated database or data file 
	
I1a.  Permanent. 
(See disposition above)

Crosswalk Item:  
IPP#48

	
Reweight Production Team
	
In Mashups and  \\Ipsrv8\rpt: Arbor CC test documentation, Arbor Use Cases, CC Test Files

SVN library

\\IPSrv1\RPT_Archive$
	
TBD



2013-Prst
	
E
	
No
	
Tree Structure – part of UDB (2 year/3 month lag).  Information is received from Census, Customs, BEA and NAICS.

Does Arbor Developer Document include Arbor’s programming code?  (YES)

Is systems code a record? (YES)


	
I. System Documentation

Configuration Mgmt.
	
1. Types of Documentation

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

Note:  System documentation must be retained and disposed of in accordance with the approved schedule for the associated database or data file 
	
I1a.  Permanent. 
(See disposition above)

Crosswalk Item:  
IPP#48

	
Configuration Mgmt.
	
http://www.ipp.bls.gov/dd3Test/dict.php
	
TBD
	
E
	
No
	
This record information has been included above.

	
I. System Documentation

Configuration Mgmt.

	
1. 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.

Contains:  (Non-Confidential Macrodata)
Once all databases have been aligned in Records Category “E Data Collection” to the appropriate database then the system documentation will be aligned.
	
I1b.  Temporary.  Cut off and archive documentation with associated files.  Destroy 5 years after the project/activity/transaction is completed or superseded, or the associated system is terminated, or the associated data is migrated to a successor system.
GRS 3.1, Item 051

Crosswalk Item:  
IPP#21
IPP #50b

	
Configuration Mgmt
	
DB Location
Austria

Sys Documents
IPSRV8
	
TBD
	
E
	
No
	
The IPP Version Manager Library System stores IPP Application Library system with documentation associated with aggregated data.  

The IPP Version Library is located on IPSRV8.  

This documentation is retained permanently.


	
J. Information Technology (IT) Operations

Configuration Mgmt

	
1.  Routine IT Maintenance Records
Records relate to routine IT maintenance on the network infrastructure documenting preventative, corrective, adaptive and perfective (enhancement) maintenance actions, including requests for service, work orders, service histories, and related records.

	
J1.  Temporary.  
Cut off files annually or upon completion of project.  Destroy 3 years after agreement, control measures, procedures, project, activity, or transaction is obsolete, complete, terminated or superseded.
GRS 3.1, Item 020)

Crosswalk Items:  None
	
Configuration Mgmt.
	
LAN Committee Public folder 
8-F PatchInstalls
	
N.A.
	
E
	
No
	
IT Maintenance Records are maintained for 3 years or 1 year after termination of system.  These records are stored in the LAN Committee Public folder location.

	
J. Information Technology (IT) Operations

Configuration Mgmt.
	
2. System Backups
Backup tapes are maintained for potential system restoration in the event of a system failure or other unintentional loss of data.  Backup records are located in Washington headquarters and the Atlanta center.

a. Incremental Backup Tapes


	
J2a.  Temporary. 
Destroy when superseded by a full backup or when no longer needed for system restoration, whichever is later.
(GRS 3.2, Item 040)

Crosswalk Items:  None
	
Configuration Mgmt.
	
IPP Incremental Backup tapes are performed daily, and picked up by a contractor and stored offsite for 12 weeks.  

	
N.A.
	
E
	
No
	
The backups include all IPP production databases (UDB, IPP SPA, and Forms Database).

	
J. Information Technology (IT) Operations

Configuration Mgmt.
	
2. System Backups

b. Full Backup Tapes

	
J2b. Temporary.
Destroy when second subsequent backup is verified as successful or when no longer needed for system restoration, whichever is later, in accordance with DOL policy.
(GRS 3.2, Item 041)



	
Configuration Mgmt.
	

Tapes are stored by LAN Central and then submitted offsite.
	
N.A.
	
E
	
No
	 
The IPP Full backup tapes are performed weekly, and retained for 6 months for both Unix and Intel based systems.  Tapes are kept offsite at First Federal by a contractor.  

A CtoP Backup of IPPROPD (IPP production database) is performed monthly on the morning of IPP press release.  The data is stored on backup tapes and are archived for one year, except for the April tapes which are retained indefinitely.

A data archiving transfer is performed on the second Sunday of every month, in which specific data is copied from the IPP production database to the IPP archive database.  The data is stored as text files and are retained on the archive database permanently.  IPP determines what is saved on the archive database, and the list is stored in an Excel file labeled “arc_sp_summary.xls.”



	
J. Information Technology (IT) Operations

Configuration Mgmt.
	
3. Tape Library Files
Records include automated files and manual records used to control the location, maintenance, and disposition of magnetic media in a tape library including list of holdings and control logs.
	
J3.  Temporary. 
Destroy when no longer needed
(GRS 4.1, Item 010)

Crosswalk Items:  None
	
Configuration Mgmt.
	
The tape catalog information is retained until the tape is overwritten at the end of its retention cycle
	
N.A.
	
E
	
No
	
The tape catalog information is retained until the tape is overwritten at the end of its retention cycle (detailed above).

This retention cycle is posted on the IPP Intranet.    All backup takes are managed by LAN (IPP copies all data onto UNIX server, and LAN creates tapes).




	
J. Information Technology (IT) Operations

Configuration Mgmt.

IPP/MCL
	
4. System Security
Copies of records relate to system security, and include records documenting periodic audits or review and recertification of sensitive applications, disaster and continuity plans, and risk analysis, as described in Office of Management and Budget (OMB) Circular No. A-130.


a. System Security Plans and Disaster Recovery Plans

	
J4a. Temporary. 
Cut off files annually.  Destroy 1 year(s) after system is superseded by a new iteration or when no longer needed for agency/IT administrative purposes to ensure a continuity of security controls throughout the life of the system.
(GRS 3.2, Item 010)

Crosswalk Items:  None
	
IPP/MCL
	
ipsrv8\ippsec

PPI share point

CSAM
	
Documents updated annually
	
E
	
Yes
	
All IPP system security documentation, including the IPP System Security Plan and the IPP Contingency Plan, is saved indefinitely in the IPP security share folder ( \\ipsrv8\ippsec), on the PPI share point site, and in DOJ’s Cyber Security Assessment and Management (CSAM) system.


The documents are updated annually.



	J. Information Technology (IT) Operations

Configuration Mgmt.

IPP/MCL
	
4. System Security

b. Documents Identifying IT Risks
Records are used to analyze IT risks and their impact, such as risk measurements and assessments, actions to mitigate risks, implementation of risk action plan, service test plans, test files, and data.
	
J4b. Temporary. 
Cut off files annually.  Destroy 1 year(s) after system is superseded by a new iteration or when no longer needed for agency/IT administrative purposes to ensure a continuity of security controls throughout the life of the system.
(GRS 3.2, Item 010)

Crosswalk Items:  None
	
IPP/MCL
	
ipsrv8\ippsec

PPI share point

CSAM
	
Documents updated annually
	
E
	
Yes
	
The IPP Plan of Action and Milestones and the IPP Risk Assessment document IT risks.  

These reports are saved indefinitely in the IPP security share folder ( \\ipsrv8\ippsec), on the PPI share point site, and in DOJ’s Cyber Security Assessment and Management (CSAM) system.

The Risk Assessment is performed annually and the POA&M is completed quarterly.


	
J. Information Technology (IT) Operations

Configuration Mgmt.

IPP/MCL
	
5. Emergency Planning Records
Records consist of documents accumulated during the formulation and implementation of contingency plans used by programs during emergency situations. These may include documents related to the planning of hot and cold site use, program relocation, system restoration, and vital document recovery plans.    

Note:  Record copies of each plan or directive, and consolidated and comprehensive reports of emergency operations testing are incorporated in the program files of the Office of Administration.

a. Emergency Planning Case Files 
Case files are accumulated by offices responsible for the preparation and issuance of plans and directives, and consist of a copy of each plan or directive issued, with related background documents.
	
J5a.  Temporary.
Cut off files annually.  Destroy 3 years after issuance of a new plan or directive.
(GRS 18, Item 27)

Crosswalk Items:  None
	
IPP/MCL
	
ipsrv8\ippsec

PPI share point

CSAM
	
Documents updated annually
	
E
	
Yes
	The IPP Contingency Plan is saved indefinitely on the IPP security share folder: ( \\ipsrv8\ippsec), on the PPI share point site, and in DOJ’s Cyber Security Assessment and Management (CSAM) system.


The offsite publication procedures (to be employed during an event that precludes entry into PSB) are included as an appendix in the IPP Press Release Procedures, stored on \\edrfiler1\dipsecure\\PRESS\Procedures.


	
J. Information Technology (IT) Operations

Configuration Mgmt.

IPP/MCL
	
5.  Emergency Planning Records

Note:  Record copies of each plan or directive, and consolidated and comprehensive reports of emergency operations testing are incorporated in the program files of the Office of Administration.

b.  Emergency Operations Test Files
Files accumulate from tests conducted under agency emergency plans, such as instructions to members participating in a test, staffing assignments, messages, tests of communications and facilities, and reports.
	
J5b.  Temporary. 
Cut off files annually.  Destroy when 3 years old. 
(GRS 18, Item 28)

Crosswalk Items:  None
	
IPP/MCL
	
ipsrv8\ippsec

PPI share point
	
Documents updated annually
	
E
	
Yes
	
Test files from the annual IPP Contingency Plan testing are stored indefinitely in the IPP security share folder ( \\ipsrv8\ippsec) and on the PPI share point site. 


	Records Common to all BLS Offices:  The Records Common Category is to be used by all BLS office for the records that deal with the routine administrative or housekeeping activities of the office rather than the functions for which the offices exists

	
1.0
Financial Management
	
1.2 Goods and Services Acquisition
Purchase Card Files
Contract, requisition, purchase order, including correspondence and related papers pertaining to purchase card transactions. Examples include:     
· Purchase Cards
· Statements
· Vendor Invoices
· Invoice Reconciliation Reports
· EPS Shopping Cart

	
Temporary.  
Cut off files annually. Delete/destroy 6 years after final payment or cancellation, whichever is appropriate for the type of record.  
(GRS 1.1, item 010)
	
Janice
	
\\Filer1\oa\DAS\BLSPurchaseCardProgram\Chism.Janice\Monthly Documentation

Janice Desk

	
2016 – Present


2014
	
E



P



	
No
	


	
2.0 
Human Resources Management
	
2.3 General Employee Management
Supervisors' Personnel Files
Correspondence, forms, and other records relating to positions, authorizations, pending actions, position descriptions, requests for personnel action, and records on individual employees duplicated in or not appropriate for the OPF.

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

	
Janice
	
Behind Janice File Cabinet

FC 2 / Drawers 1 and 2

FC 3 / Drawers 1 and 2
	
	
P
	
No
	
Includes Flexi place 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. Delete/destroy 6 years after Government Accountability Office 
(GAO) audit or when 3 years old, whichever is appropriate for the record type.
(GRS 2, Item 7)


	
Janice
	
Behind Janice File Cabinet

FC 2 / Drawer 3
	
2008 – 2014
	
P
	
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. Delete/destroy 6 years after Government Accountability Office (GAO) audit or when 3 years old, whichever is appropriate for the record type.
(GRS 2, Item 6a/b)

	
Janice
	
Email Archive
	
2016 – Present
	
E
	
No
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