	DOL / BLS / OPLC / Producer Price Index (PPI)
Office of the Assistant Commissioner
File Plan: (9/2016)

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


	
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 PPI/Assistant Commissioner shared information, website information and electronic file locations:    Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  The shared drive information – is listed in the storage location column.
· SharePoint Site:   (Records Retention Notice:  any document in its final form needs to be copied from SharePoint to a more permanent location and retained for the appropriate period.)

Note:  Records stored on personal hard drive (the C: / drive) should be moved to the shared network drive.   The C: / drive is unsupported and not backed up.

	Statistical Program Records:   The Statistical Program Records category is to be used by all BLS Statistical Programs for the records that deal with the unique concerns of their survey programs.

	
A. Planning 


	
1. Program Subject Files
Records include correspondence, internal memos, drafts, planning documents, task force reports, internal explanatory statements (regarding objectives, strategy, and methodology), progress reports, documentation related to procedural problems and recommendations, study reports or other methodological or analytical statements used in reviewing or revising procedures or operational processes during revision cycles, and reference copies of BLS published products. 

c. Associate and Assistant 
Commissioner, Deputy Commissioner, and Special Assistant Files

	
[bookmark: _GoBack]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.


	
Jeff Hill
	
\\Filer1\PPI\PPImangement\PPIMG 
	
2005-Prst
	
E
	
N
	









#95: Producer Price Index Revision (PPIR) Development Files 

#96a: PPIR Development Committee Files – Record Copy Set

(Office is ready to transfer items #95 and #96a)

	
	
	
	
Kim Hill
	
\\Filer1\OA\DMS\Programreviewteamdocument\programreviewPPI 
	
2012-Prst
	
E
	
N
	

	
	
	
	
Francia Washington
	
Suite 3840
FC 1 Drawer 4
FC 2 Drawer 1-4
	
1976-1981
	
P
	
N
	

	[bookmark: OLE_LINK1]
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.
	
Jeff Hill
	
www.bls.gov\PPI\methodology.HTM 
	
1988-Prst
	
E
	
N
	




#94: Weighting and Related Methodology Historical Files

	
	
	
	
Francia Washington
	
Suite 3840
FC 1 Drawer 1-3
	
1938-1974
	
P
	
N
	

	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)
	
Budget Team
	
C:\Users\GUCCINI_J\Desktop\P-Card Monthly Documentation

F:\BLS Purchase Card Program\Sitter.Christopher

Jeff Guccini’s cube (hard copies)
	
8/1/2016 to Present (electronic)




10/1/2006 to Present (paper)
	
E






P

	
	
We switched over to electronic records for P Card documentation last year.  Previous years are stored in hard copy form.


	
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)
	
Budget Team
	
\\Dppssrv3\budget
	
10/1/94 to Present
	
E
	
	


	
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))

	
Jeff Hill
	
X: Drive \\filer5\staff 
	
1999-Prst
	
E
	
N
	
Do these file contain the Flexi place/telework agreements?

	
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)
	
Jeff Hill
	
Mailbox – PPIMGRS@bls.gov 
	
2015-Prst
	
E
	
N
	
Are these records included in the Supervisor Personnel Files?


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

	
2.0 
Human Resources Management 
	
2.5 Employee Compensation and Benefits
Time and Attendance Source Records
All time and attendance records upon which leave input data is based, such as time or sign-in sheets; time cards (such as Optional Form (OF) 1130); flexi time records; leave applications for jury and military duty; and authorized premium pay or overtime, maintained at duty post, upon which leave input data is based. Records may be in either machine-readable or paper form.

	
Temporary.
Cut off files annually. Destroy 6 years after Government Accountability Office 
(GAO) audit or when 3 years old, whichever is appropriate for the record type.
(GRS 2, Item 7)


	
Francia Washington
	
Suite 3840
FC 3 Drawer 1-2
	
2003-2014
	
P
	
N
	
Sign-in/Sign-Out Sheets
Note:  Sign-in/Sign-Out Sheets are currently under a records freeze and must be maintained.







	BLS / OPLC / Division of Industry Producer Price Index (DIPPI) / 
Branch of Program Development and Process Measurement (BPDPM)
File Plan: (08/2016)

	
BLS Records Categories and Series
	
Program/Office Information


	
Record Category

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

	Storage Location  (Electronic Path or Physical Site):
.
The following are OPLC/DIPPI/BPDPM shared information, website information and electronic file locations:  Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  \\Filer1\PPI\BPDPM_Branch     
· SharePoint Site:   (Records Retention Notice:  any document in its final form needs to be copied from SharePoint to a more permanent location and retained for the appropriate period.)

Note:  Records stored on personal hard drive (the C: / drive) should be moved to the shared network drive.   The C: / drive is unsupported and not backed up.

	
Statistical Program Records:   The Statistical Program Records category is to be used by all BLS Statistical Programs for the records that deal with the unique concerns of their survey programs.

	
A. Planning 


	
1. Program Subject Files
Records include correspondence, internal memos, drafts, planning documents, task force reports, internal explanatory statements (regarding objectives, strategy, and methodology), progress reports, documentation related to procedural problems and recommendations, study reports or other methodological or analytical statements used in reviewing or revising procedures or operational processes during revision cycles, and reference copies of BLS published products.

d. 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.
	
Tim Wu

Jesse Leifert
	
\\Filer1\PPI\BPDPM_Branch    
	
2006-Prst

2010-Prst
	
E
	
N
	


	
B. Concepts and Methods
	
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)
	
Tim Wu

Jesse Leifert
	
\\Filer1\PPI\BPDPM_Branch    
	
2008-Prst
	
E
	
N
	

	
C. Configuration Management Files

	
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)
	
Tim Wu 
	
· SharePoint
· IPS team SharePoint sites
· \\Filer1\PPI\BPDPM_Branch
	
2005-Prst
	
E
	
N
	


	
D. Frame Construction and Sample Selection

	
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.

b. Temporary Sample Refinement
Files
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.
	
Tim Wu

Jesse Leifert
	
\\Dppssrv4\BIPStaff\Analyst Production Tasks\Non-respondents List\
	
2012-Prst
	
E
	
N
	
#159: Reporter Delinquency Follow-up Files


	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

	
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))

	
Tim Wu

Jesse Leifert
	
Room 3175 Tim and Jesse Office
	
2006-Prst

2010-Prst
	
P
	
N
	
Do these file contain the Flexi place/telework agreements?

	
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)
	
Tim Wu

Jesse Leifert
	
Room 3175 Tim and Jesse Office
	
2006-Prst

2010-Prst
	
P
	
N
	
Are these records included in the Supervisor Personnel Files?

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

	
2.0 
Human Resources Management
	
2.5 Employee Compensation and Benefits
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)
	
Tim Wu

Jesse Leifert
	
Email Archive
	
2006-Prst

2010-Prst
	
E
	
N
	
Are these records included in the Supervisor Personnel Files?



	OPLC / DIPPI / 
Branch of Industry Pricing (BIP)
File Plan (7/2016)

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


	
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/DIPPI/BIP shared information, website information and electronic file locations:    Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  The shared drive information – is listed in the storage location column.
· SharePoint Site:   (Records Retention Notice:  any document in its final form needs to be copied from SharePoint to a more permanent location and retained for the appropriate period.)

Note:  Records stored on personal hard drive (the C: / drive) should be moved to the shared network drive.   The C: / drive is unsupported and not backed up.

	Statistical Program Records:   The Statistical Program Records category is to be used by all BLS Statistical Programs for the records that deal with the unique concerns of their survey programs.

	
A. Planning 





	
1. Program Subject Files
Records include correspondence, internal memos, drafts, planning documents, task force reports, internal explanatory statements (regarding objectives, strategy, and methodology), progress reports, documentation related to procedural problems and recommendations, study reports or other methodological or analytical statements used in reviewing or revising procedures or operational processes during revision cycles, and reference copies of BLS published products.

c.    Branch Chief, Section Chief, Project Manager, Team Leader, and Subject Matter Expert Files  
	
A1c. Temporary.  
Cut off files annually.  Delete/destroy 5 years after cutoff.

	
CET – Jayson Pollock



	
CET - \\dppssrv3\cet\IndustryStudies 

	
2011- Prst
	
E


	
N
	
#126 Team Leader Industry Study Files – see Team share directories
#127: Industry Analyst Industry Study Files – see Team share directories

Team share directories: CET, FOODS, NRBC, ATP, EEGT, MMPT, MTEP, CIFI, FIRE, THC, TRADE

Final Industry Study Documents: Publication Goals, Dutot Memos, Synopsis, Checklists, and ISDWS,

Price Sharing Procedures and Documentation







	
	
	
	
FOODS – Joseph Nunes


	
FOODS - \\Dppssrv3\foods\Industry Study Materials\


	
2011- Prst
	
E




	
	

	
	
	
	
NRBC – Joseph Kelly


	
NRBC - \\dppssrv3\construction\ 


	
2011- Prst
	
E


	
	

	
	
	
	
ATP – Amber Fink


	
ATP - \\Dppssrv3\atpc\Archive\IndustryStudies 

	
2011- Prst
	
E


	
	

	
	
	
	
EEGT – Fred Merkel



	
EEGT - \\DPPSSRV4\ElectronicTm\IndustryStudyMaterials> 

	
2011- Prst
	
E


	
	

	
	
	
	
MMPT – Thomas Betsock

	
MMPT - \\DPPSSRV4\MetalsFurn\SampleArchive 

	
2011- Prst
	
E

	
	

	
	
	
	
MTEP – Chris Anfang


	
MTEP - \\DPPSSRV4\TranEqTeam\Industrystudies 

	
2011- Prst
	
E


	
	

	
	
	
	
CIFI – Jason Carnival


	
CIFI - \\Dppssrv4\property & \\DPPSSRV4\banking  

	
2011- Prst
	
E

	
	

	
	
	
	
FIRE – Katie Frawley

	
FIRE - \\Dppssrv4\esc6282\ 

	
2011- Prst
	
E

	
	

	
	
	
	
THC – John Lucier

	
THC - \\dppssrv4\Lucierstuff

	
2011- Prst
	
E

	
	

	
	
	
	
TRADE – Michael Conforti

	
TRADE - \\DPPSSRV4\confortidocs\IndustryStudies  

	
2011- Prst
	
E

	
	

	
	
	
	
Final Industry Study Documents – Dinis Leal
	
Hardcopies are located in labeled cabinet just inside room 3860.

Electronic copes are in the Janus System

	
Unknown
	
P



E

	
	

	
	
	
	
	
\\Dppssrv4\Dutot


	
	
E


	
	

	
	
	
	
	
\\Dppssrv3\ppi


	
	
E


	
	

	
	
	
	
	
\\Dppssrv3\ppi\ArchivedNAICSMaterials\Synopsis     
	
	
E

	
	

	
	
	
	
	
\\Dppssrv3\ppi\NAICSNew  
	
	
E

	
	

	
	
	
	
	
Checklists

Translator and Collection System

	
	
E


	
	

	
	
	
	
	
\\Dppssrv3\ppi\ArchivedNAICSMaterials  


	
	
E

	
	

	
	
	
	
	
Sampling System 

	
	
E

	
	

	
	
	
	
	
Collection System

	
	
E

	
	

	
	
	
	
	
\\Dppssrv3\ppi\ArchivedNAICSMaterials\Isdws 


	
	
E


	
	

	
	
	
	
Price Sharing Procedures and Documentation – Dinis Leal
	
\\Ipsrv1\Price_Sharing 
	
2011- Prst
	
E


	
	

	
B. Concepts and Methods
	
4. Researcher and Staff Working 
Files

This series contains a mixture of BLS work products.  Documentation includes printed materials, notes, drafts, and copies of instruction manuals or memoranda maintained by economists or other program personnel covering their assigned areas of work.  
. 

	
B4.  Temporary.  
Cut off files annually.  

Incorporate final work products into office files or publications.  Delete/destroy remainder of working file 5 years after cutoff or when no longer needed for business operations, whichever is later.
	
Concepts and Methods Manual – Bonnie Murphy


Industry Study Manual – Dinis Leal


	
http://ppi.psb.bls.gov/ppi%20library/PPI%20Concepts%20and%20Methods%20Manual%208-05.doc
	
2005

	
E



	
N
	
Concepts and Methods Manual



Industry Study Manual




	
	
	
	
	
http://oplc.sp.bls.gov/DIPPI/ISIS/IndustryStudyManual/default.aspx

	
	
E



	
N
	

	
	
	
	
Industry Study Training – Dinis Leal

	
http://ppi.psb.bls.gov/dev/resources/IndustryStudyTraining/index.html

	
2016
	
E



	
N
	
Industry Study Training



	
	
	
	
Industry Study Schedule – Dinis Leal



	
http://oplc.sp.bls.gov/DIPPI/ISIS/IndustryStudyManual/Important%20Industry%20Study%20Link/Forms/AllItems.aspx
	
2016
	
E



	
N
	
Industry Study Schedule




	
	
	
	
PPI Training – Dee Bathgate
	

	
2014-Prst
	
E
	
N
	
PPI Training – please see PPI Training Inventory


	
D. Frame Construction and Sample Selection

	
1. Universe Databases for Frame 
Construction and Sample Selection

a. Alternative Source Frames
Source files purchased or obtained to provide a survey frame or supplement existing data sources.

	
D1d. Temporary.  Cut off and archive files when sample rotates out of the survey.  Delete/destroy 7 years after archived or when no longer needed for business operations.
	
Dinis Leal



	
Sampling system

Alternate Frames are also stored on Team Share Directories
	
2009-Prst
	
E
	
N
	
LDB and alternate frames are stored in the Sampling system.

	
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.   Delete/destroy 10 years after archived or when rotated out of the survey, whichever is later.
	
Dinis Leal
	
Sampling system
	
2006-Prst
	
E
	
N
	
Samples are drawn from frames in the Sampling system. 



	
D. Frame Construction and Sample Selection

	
6. Sample Refinement Files

a. Final Sample Refinement 
Files
Snap-shot reports based on ever changing data which contains confidential information used for review during the refinement process.
	
D5a. Temporary. Retain in active storage for the life of the sample.  Delete/destroy reports when sample rotates out of the survey or when 10 years old, whichever is later.
	
Dinis Leal
	
Sampling system



	
2006-Prst
	
E
	
N
	






	
D. Frame Construction and Sample Selection

	
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.  Delete/destroy 2 weeks after cutoff or when no longer needed for business operations.
	
Dinis Leal
	
Sampling System
	
2014-Prst
	
E
	
N
	



	
E. Data Collection


	
2.  Input Source Files

 a.     Non-electronic Documents


	
E2a.  Temporary.
Delete/destroy after the information has been converted to an electronic medium and verified, or when no longer needed to support the reconstruction of, or serve as the backup to, the electronic records, whichever is later.  
(GRS 20, Item 2a(4))
	
Dinis Leal
	
Collection system
	
Unknown
	
E
	
N
	









	
E. Data Collection
	
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.  Delete/destroy when data have been entered into the master file or database and verified, or when no longer required to support reconstruction of, or serve as the backup to, the master file or database, whichever is later.  (GRS 20, Item 2b)

	
Dinis Leal
	
Collection system


Nonresidential Construction Models - \\dppssrv3\construction\ 
	
Unknown
	
E
	
N
	
Nonresidential Construction Model Data



	
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.  Delete/destroy 2 years after issuance of public data for the related survey period, or when no longer needed for business operations, whichever is later.
	
Dinis Leal
	
Collection system

Janus – Item based processing system 

Electronic copies of Company Literature stored on Team Shared Directories


Hardcopies  of Company Literature stored with IAs

Alternate Pricing Data stored on Team share directories
	
Unknown
	
E

E


E




P


E


E

E

E
	
N
	
#135: Company Literature

Automotive price, incentive, and weighting data obtained from:
1. Wards Automotive
1. Weekly Automotive News
1. Annual Automotive News
1. Blackbook


Alternate Pricing Data:


USDA Price Data is entered into Janus for Agriculture industries

State Casino Gaming reports

ISO (insurance)

Nonresidential Construction Vendor Price Updates


	
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.  Delete/destroy 5 years after cutoff or when no longer needed to evaluate statistical products and projections, whichever is later.
	
Dinis Leal
	
Collection  system


Collected data review reports- \\Dppssrv4\bip\BIPManagement\CollectedDataReviewTimeQueries   

	



	
E


E





	
N
	
Collected Data is stored in the Collection system.

Collected Data Review Reports



	
	
	
	
	
PPIQUES reports – local X drive

	
	
E

	
	
PPIQUES Reports


	
	
	
	
	
Collected data review days report – local X drive

	
	
E


	
	
Collected data review days report



	
	
	
	
	
Collection response rates reports – local X drive
	
	
E
	
	
Collection response rates reports



	
F. Data Preparation and Review
	
[bookmark: _Toc283806883]2.     Production and Control Files
Records contain information and analysis of operations that occur during data preparation and review.

a.     Reports/Statistical Data, Includes Data Sets and Data Files 
Records containing data that are needed to recreate or validate data series, ratios, or indexes in subsequent years such as regional ratio control files.
	
F2a.  Temporary.  Delete/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.

	
Bonnie Murphy
	
Janus – Item based processing system
	
2009-Prst
	
E
	
N
	
Repricing data is stored in the Janus – Item based processing system

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

a. Reports/Statistical Data, includes Data Sets and Data Files
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.  Delete/destroy 2 years after essential information has been analyzed, tabulated, edited, or when superseded or obsolete.
	
Bonnie Murphy
	
Janus – Item based processing system
	
2014-Prst
	
E
	
N
	



	
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.  Delete/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.

	

Bonnie Murphy
	
Janus – Item based processing system
	

2015-Prst
	

E
	

N
	




	
G. Data 

Analysis and Estimate Production

	
1. Survey Profiles (Saved group of 

variables, weights, and measures)
System modules often require input from users or other outside sources to be run, and in some cases, for the product to be understood.  Survey profiles can be used to record input variables into parts of the process, such as performance and data measurements, estimation impacts, and benchmarking.
	
G1.  Temporary.  
Delete/destroy when 5 years old or one year after responsible office determines that there are no unresolved issues, whichever is later.
	
Bonnie Murphy




	
Janus – Index review system
	
2011-Prst
	
E
	
N
	

	
G. Data Analysis and Estimate Production
	
2. Data Sets (Input/Output)
Records consist of the data sets and data files that are used in the process of creating and periodically adjusting estimates.  This includes aggregating the microdata, reviewing the quality of the estimates, and validating the survey and statistical data. 

c. Adjusted Data Sets and Data Files

(2)    All other adjusted data sets

	
G2c(2).  Temporary.  Delete/destroy 10 years after all essential information has either rotated into the next phase for processing or been published.
	
Chris Anfang
	
\\DPPSSRV4\TranEqTeam\Industrystudies 
	
2006-Prst
	
E
	
N
	
#133: Data Base on Quality Adjustments for Motor Vehicles

#134: Motor Vehicle Quality Adjustment Estimation Files

	
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.  Delete/destroy when no longer needed for business operations.

	
Janus Index Review - Bonnie Murphy

	
Janus – Index review system


	
2016-Prst
	
E


	
N
	




	
	
	
	
Steel Vessel Calculation – James Loughran
	
Steel Vessel Calculation – stored on local hard drive

	
2006-Prst
	
E
	
N
	
Steel Vessel Calculation



	
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.  Delete/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.
	
Bonnie Murphy


	
Janus – Index review system


	
1992-Prst
	
E

	
N
	
Janus – Index review system reports


Price Notes



Archived Price Notes



	
	
	
	
	
Price Notes: \\dppssrv3\Pnotes

	
	
E


	
	

	
	
	
	
	
Archived Price Notes: \\dppssrv3\Parchive 
	
	
E
	
	

	
G. Data Analysis and Estimate Production

	
5.    Estimate Production Audit Trail 
Files
Records consist of the final packet received after posting to the BLS Labor Statistics public database, LABSTAT.  Documentation includes press releases, LABSTAT job runs, final statistical tables, and sign off sheets.


	
G5.  Temporary.  
Cut off files annually.  Delete/destroy 10 years after publication of related data.
	
Bonnie Murphy
	
Janus – Index review system
	
2009-Prst
	
E
	
N
	

	
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.
	
Chris Anfang
	
http://www.bls.gov/ppi/motorvehicles.htm
	
1997-Prst
	
E
	
N
	
#132(1): Annual Motor Vehicle Quality Adjustment Press Release File (1) Record Copy




	
H. Dissemination of Survey Results


	
1. Output Files

d. Publications

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

b. All Other Copies
	
H1d(1)b. Temporary.  Cut off files at the end of the calendar year in which the publication was issued.  Destroy/delete published data set no sooner than 5 years, but no later than 25 years after annual cut-off.
	
Chris Anfang
	
http://www.bls.gov/ppi/motorvehicles.htm
	
1997-Prst
	
Electronic
	
	
#132(2):  Annual Motor Vehicle Quality Adjustment Press Release File (2)  All other copies





	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)
	
Bonnie Murphy
	
Bonnie’s FC
	
2016
	
P
	
N
	


	
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))

	
Bonnie Murphy
	
Bonnie’s FC
	
2013-Prst
	
P
	
N
	
Do these file contain the Flexi place/telework agreements?

	
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)
	
Bonnie Murphy
	
Email Archive
	
2013-Prst
	
E
	
N
	
Flexiplace forms dated from August 30, 2003 to present are currently under a records freeze and must be maintained.
(FlexiPlace Emails)






	OPLC / DIPPI / Branch of Index Methods and Analysis (BIMA) / 
Index Analysis and Public Information
File Plan:  8/2016

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


	
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/DIPPI/BIMA Index Analysis shared information, website information and electronic file locations:    Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  The shared drive information – is listed in the storage location column.
· SharePoint Site: (Records Retention Notice:  any document in its final form needs to be copied from SharePoint to a more permanent location and retained for the appropriate period.)

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 


	
2. 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.

c.     Branch Chief, Section Chief, Project Manager, Team Leader, and Subject Matter Expert Files 
	
A1c.  Temporary.  
Cut off files annually.  Delete/destroy 5 years after cutoff.
	
Branch Chief
	
Room 3840
	
Unknown
	
P
	
N
	
#148: Branch Chief Program and Administrative Subject, and Listing Sheet Files
a. Program Records

#149: Branch Correspondence Files


	
	
	
	
Scott Sager
	
Room 3845
	
1985-2005
	
P
	
N
	
Section Chief Program Subject Files

	
	
	
	
	
\\edrfiler2\infosect\production\newsrlse\procedures  
	
2005-Prst
	
E
	
	

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

b. 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.
	
Scott Sager
	
Room 3845
	
1985-2005
	
P
	
N
	
#151: Branch Internal Processing Instructions Files

	
	
	
	
	
\\edrfiler2\infosect\production\newsrlse\procedures  
	
2005-Prst
	
E
	
	

	
B. Concepts and Methods
	
4.       Researcher and Staff Working 
Files
This series contains a mixture of BLS work products.  Documentation includes printed materials, notes, drafts, and copies of instruction manuals or memoranda maintained by economists or other program personnel covering their assigned areas of work.  
	
B4.  Temporary.  
Cut off files annually.  Incorporate final work products into office files or publications.  Delete/destroy remainder of working file 5 years after cutoff or when no longer needed for business operations, whichever is later.
	
Scott Sager
	
\\edrfiler2\infosect\production\newsrlse\  

	
2015-2016
	
E
	
N
	
#162: PPI/PPIR Concordance File


	
	
	
	
	
\\dppsserv3\infosect_conf\production\newsrlse 
	
2005-2014
	
	
	

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

b. Reports/Statistical Data, includes 
Data Sets and Data Files
These data sets and data files are of short-term value and are only used until the estimates are developed.  Examples include, but are not limited to:
	

F2b.  Temporary.  
Cut off files at the end of the collection period.  Delete/destroy 2 years after essential information has been analyzed, tabulated, edited, or when superseded or obsolete.
	
Scott Sager
	
\\edrfiler2\infosect\production\newsrlse\  

	
2015-2016
	
E
	
N
	

#163: Control Team Producer Prices Final Machine Listings

#164a,b,c: Analysis Team PPIR Summary Level Analysis Machine Listing Sheets

	
	
	
	
	
\\dppsserv3\infosect_conf\production\newsrlse 
	
2005-2014
	
	
	

	
G. Data Analysis and Estimate Production
	
5. 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.  Delete/destroy when no longer needed for business operations.

	
Scott Sager
	
\\edrfiler2\infosect\production\newsrlse\  

	
2015-2016
	
E
	
N
	
#167: PPIR/PPI Intermediate Printouts, Job Runs, Worksheets

	
	
	
	
	
\\dppsserv3\infosect_conf\production\newsrlse 

	
2005-2014
	
	
	

	
G. Data Analysis and Estimate Production

	
6. 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)

	
Scott Sager
	
\\dppsserv3\pnotes 
	
Current Month
	
E
	
N
	
#166:  Price Notes Consolidated File

	
	
	
	
	
\\dppsserv3\parchive 
	
2000-Prst
	
	
	

	
H. Dissemination of Survey Results



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

d.      Publications
A variety of reports and statistical data released 

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

(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.
	
Scott Sager
	
Room 3845
	
1910-2007
	
P
	
N
	
#154: Record Copy of Monthly Press Release "Producer Price Indexes," Monthly Bulletin and Annual Supplement, "Producer Prices and Price Indexes
(1). The Record Copy Set of each of the three publications

#155: Tuesday Spot Market Index 

Publication Record Copy File
(1). Record Copy

· PPI News Release
· Monthly Books
· PPI Detailed Reports
· PPI Annual Supplement

	
	
	
	
	
\\edrfiler2\infosect\production\newsrlse\  


\\dppsserv3\infosect_conf\production\newsrlse 

	
2015-Prst



2005-2014
	
E
	
	

	
	
	
	
	
\\edrfiler2\infosect\production\detailed report\  



\\dppsserv3\infosect_conf\production\detailed report 

	
2015-Prst




1998-2014
	
	
	

	
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.  Delete/destroy when the agency determines that they are no longer needed for administrative, legal, audit, or other operational purposes.

	
	
\\edrfiler2\infosect\production\newsrlse\  

\\dppsserv3\infosect_conf\production\newsrlse


	
2015-Prst
1998-2014







	
E
	
N
	
#156:  Separates of Tables Published in the Monthly Bulletin or the Annual Supplement.

	
	
	
	
	\\edrfiler2\infosect\production\detailed report\  

\\dppsserv3\infosect_conf\production\detailed report


	
2015-Prst


1998-2014




	
	
	

	
	
	
	
	\\dppsserv3\infosect_conf\ptojects\MLR price highlights 
	1998-Prst



	
	
	

	

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.
	
	
\\edrfiler2\infosect\production\detailed report\  

\\dppsserv3\infosect_conf\production\detailed report

	
2015-Prst


1998-2014

	
E
	
N
	
#157: LABSTAT Machine-Readable Historical Producer Price Indexes

	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
	
1.4 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)
	
Scott Sager
	

	
2008-Prst
	
E
	
N
	


	
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))

	
Scott Sager
	
\\dppsserv3\ScottSager\SIAPI 

	
2008-Prst
	
E
	
N
	
Do these file contain the Flexi place/telework agreements?

	
	
	
	
	
Scott’s File Cabinet
	
	
P
	
	

	
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)
	
Scott Sager
	
Scott’s File Cabinet
	
2008-Prst
	
P
	
N
	
Are these records included in the Supervisor Personnel Files?

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

	
5.0
General Operations Support
	
5.7 Management Controls and Oversight
OMB Report Files
Case files maintained for each agency report created or proposed, including public use reports. Included are clearance forms, including OMB 83 (formerly SF 83); copies of pertinent forms or descriptions of format; copies of authorizing directives; preparation instructions; and documents relating to the evaluation, continuation, revision, and discontinuance of reporting requirements.

	
Temporary. 
Cut off files annually. Destroy when superseded or 5 years after report is discontinued or no further corrective action is necessary. 
(GRS 16, Item 6)
	
Scott Sager
	
\\dppsserv3\infosect_conf\OMB 

	
2009-Prst
	
E
	
N
	





	OPLC / DIPPI / Branch of Index Methods and Analysis (BIMA) / Index Methods
File Plan:  8/2016

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


	
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 / DIPPI / BIMA/Index Methods shared information, website information and electronic file locations:    Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  file:///\\Dppssrv3\ (4.85 GB) - The shared directories contain mixed record series folders, organized by record series as outlined in the record series listed on this findings document.
· SharePoint Site:   (Records Retention Notice:  any document in its final form needs to be copied from SharePoint to a more permanent location and retained for the appropriate period.)

Note:  Records stored on personal hard drive (the C: / drive) should be moved to the shared network drive.   The C: / drive is unsupported and not backed up.

	Statistical Program Records:   The Statistical Program Records category is to be used by all BLS Statistical Programs for the records that deal with the unique concerns of their survey programs.

	
A. Planning 


	
1. Program Subject Files
Records include correspondence, internal memos, drafts, planning documents, task force reports, internal explanatory statements (regarding objectives, strategy, and methodology), progress reports, documentation related to procedural problems and recommendations, study reports or other methodological or analytical statements used in reviewing or revising procedures or operational processes during revision cycles, and reference copies of BLS published products.

c.     Branch Chief, Section Chief, Project Manager, Team Leader, and Subject Matter Expert Files  
	
A1c.  Temporary.  
Cut off files annually.  Delete/destroy 5 years after cutoff.
	
Rodger Hippen
	
file:///\\Dppssrv3\sim 

\\Dppssrv3\cet\Industry input indexes


	
2002-Prst
	
E
	
N
	
· 5 Yr. Weights
· Tri-Annual Sample
· FDID Index
· Net Output Ratios
· Seasonal Adjustment

	
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.

c. 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.  Delete/destroy no sooner than 2 years after cutoff, but no later than 10 years after superseded or when no longer needed for business operations.
	
Greg Kelly

Jon Weinhagen
	
file:///\\Dppssrv3\sim 

	
2002-Prst
	
E
	
N
	
· 5 Yr. Weights
· Tri-Annual Sample
· FDID Index
· Net Output Ratios
· Seasonal Adjustment

	
	
	
	
	
\\Dppssrv3\cet\Industry input indexes


	
	
	
	

	
B. Concepts and Methods
	
4.       Researcher and Staff Working 
Files
This series contains a mixture of BLS work products.  Documentation includes printed materials, notes, drafts, and copies of instruction manuals or memoranda maintained by economists or other program personnel covering their assigned areas of work.  
. 

	
B4.  Temporary.  
Cut off files annually.  Incorporate final work products into office files or publications.  Delete/destroy remainder of working file 5 years after cutoff or when no longer needed for business operations, whichever is later.
	
Greg Kelly

Jon Weinhagen
	
file:///\\Dppssrv3\sim 

	
2002-Prst
	
E
	
N
	
· 5 Yr. Weights
· Tri-Annual Sample
· FDID Index
· Net Output Ratios
· Seasonal Adjustment

	
	
	
	
	
\\Dppssrv3\cet\Industry input indexes


	
	
	
	

	
E. Data Collection
	
3. Input Source Files

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

Jon Weinhagen
	
American FactFinder
	
2002-Prst
	
E
	
N
	
· 5 Yr. Weights
· Tri-Annual Sample
· FDID Index
· Net Output Ratios
· Seasonal Adjustment

	
F. Data Preparation and Review
	
1. Databases and Export Files
Records include electronic files containing the raw microdata that feed that microdata into the next phase of the program process (e.g. estimation review, statistical summary production, and repricing).  Examples include but are not limited to: 
· Job Openings and Labor Turnover (JOLTS) National Database
· Mass Layoff Statistics (MLS) National Database
· American Time Use Survey (ATUS) Estimates Processing System (EPS) Database
· National Compensation Survey (NCS) Integrated Data Capture (IDC) System
  
	
F1.  Temporary.  Destroy no sooner than 7 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 F1)

	
Greg Kelly

Jon Weinhagen
	
file:///\\Dppssrv3\sim 

	
2002-Prst
	
E
	
N
	
· 5 Yr. Weights
· Tri-Annual Sample
· FDID Index
· Net Output Ratios
· Seasonal Adjustment

	
	
	
	
	
\\Dppssrv3\cet\Industry input indexes


	
	
	
	

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

a.     Reports/Statistical Data, Includes Data Sets and Data Files 
Records containing data that are needed to recreate or validate data series, ratios, or indexes in subsequent years such as regional ratio control files.
	
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)

	
Greg Kelly

Jon Weinhagen
	
file:///\\Dppssrv3\sim 

	
2002-Prst
	
E
	
N
	
· 5 Yr. Weights
· Tri-Annual Sample
· FDID Index
· Net Output Ratios
· Seasonal Adjustment

	
	
	
	
	
\\Dppssrv3\cet\Industry input indexes


	
	
	
	

	

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

b. Reports/Statistical Data, includes 
Data Sets and Data Files
These data sets and data files are of short-term value and are only used until the estimates are developed.  Examples include, but are not limited to:
	

F2b.  Temporary.  
Cut off files at the end of the collection period.  Delete/destroy 2 years after essential information has been analyzed, tabulated, edited, or when superseded or obsolete.
	
Greg Kelly

Jon Weinhagen
	
file:///\\Dppssrv3\sim 

	
2002-Prst
	
E
	
N
	
· 5 Yr. Weights
· Tri-Annual Sample
· FDID Index
· Net Output Ratios
· Seasonal Adjustment

	
	
	
	
	
\\Dppssrv3\cet\Industry input indexes


	
	
	
	

	
G. Data Analysis and Estimate Production

	
2. Survey Profiles (Saved group of variables, weights, and measures)
System modules often require input from users or other outside sources to be run, and in some cases, for the product to be understood.  Survey profiles can be used to record input variables into parts of the process, such as performance and data measurements, estimation impacts, and benchmarking.
	
G1.  Temporary.  Destroy when 5 years old or one year after responsible office determines that there are no unresolved issues, whichever is later.
(N1-257-11-1, Item G1)

	
Greg Kelly

Jon Weinhagen
	
file:///\\Dppssrv3\sim 

	
2002-Prst
	
E
	
N
	
· 5 Yr. Weights
· Tri-Annual Sample
· FDID Index
· Net Output Ratios
· Seasonal Adjustment

	
	
	
	
	
\\Dppssrv3\cet\Industry input indexes


	
	
	
	

	
G. Data Analysis and Estimate Production

	
2. Data Sets (Input/Output)
Records consist of time series data sets which may include related Statistical Analysis Software (SAS) code (or similar) used to extract or manipulate data, print outs and reports of data sets, and source documents used to contrast survey pre-publication data with comparable data to determine the validity of survey results prior to publication.

a.      Comparison Data Sets
Accepted data are used to perform screening/revisions and sent to national office staff or program for review.
	
G2a.  Temporary.  Destroy when all essential information has been analyzed, corrected, adjusted, and tabulated, as appropriate.
(N1-257-11-1, Item G2a)

	
Greg Kelly

Jon Weinhagen
	
file:///\\Dppssrv3\sim 

	
2002-Prst
	
E
	
N
	
· 5 Yr. Weights
· Tri-Annual Sample
· FDID Index
· Net Output Ratios
· Seasonal Adjustment

	
	
	
	
	
\\Dppssrv3\cet\Industry input indexes
	
	
	
	

	
G. Data Analysis and Estimate Production
	
2. Data Sets (Input/Output)

c. Adjusted Data Sets and Data Files
Records consist of the data sets and data files that are used in the process of creating and periodically adjusting estimates.  This includes aggregating the microdata, reviewing the quality of the estimates, and validating the survey and statistical data. 

(1) Historical estimation data sets (master aligned) containing no RII: 
· Non-aligned seasonally adjusted data 
· Aligned not-seasonally adjusted data
· Aligned seasonally adjusted estimates 
	
G2c(1).  Permanent.  Cut off and archive data sets when data will no longer be adjusted (final data).  Pre-accession data set to NARA 5 years after cutoff.  Transfer legal custody to NARA 25 years after cutoff, in accordance with 36 CFR 1235 as applicable.
(N1-257-11-1, Item G2c(1))

	
Greg Kelly

Jon Weinhagen
	
file:///\\Dppssrv3\sim 

	
2002-Prst
	
E
	
N
	
· 5 Yr. Weights
· Tri-Annual Sample
· FDID Index
· Net Output Ratios
· Seasonal Adjustment

	
	
	
	
	
\\Dppssrv3\cet\Industry input indexes


	
	
	
	

	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

	
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))

	
Rodger Hippen
	
Rm 3845.02
	
2006-2016
	
P
	
N
	
Flexi place logs are included.



File Plans (OPLC/DIPPI - 4/2017)
