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


	[bookmark: OLE_LINK1]
Record Category

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

	Storage Location  (Electronic Path or Physical Site):

The following are OPLC/DPINR shared information, website information and electronic file locations:  Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  Electronic information regarding the Share Drive Files and their related folders can be found on:  \\filer6\OPLCSRV2  (Volume 1.72 TB)
A spreadsheet of the share drive folders and associated Subject Matter Experts can be found in the following document.  



· SharePoint Site:  http://oplc.sp.bls.gov/PINR/default.aspx .  This site has not been updated since 2010.
Note:  Records stored on personal hard drive (the C: / drive) should be moved to the shared network drive.   The C: / drive is unsupported and not backed up.	


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

	
A. Planning 

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

b.     Division Director Files
	
A1b.  Temporary.  
Cut off files annually.  Delete/destroy 10 years after cutoff.
	
Anna Sanders
	
UNKNOWN




	
TBD
(R. Bradley)



	
E




	
N
	
Electronic Folders

CPIRDB (formerly owned by Kogan)
PINR (Monthly Reports and Work Accomplished) 

	
	
	
	
	File Room 3330
FC #7/Drawers 3/5
	1990-2000
(R. Bradley)


	P


	
	

	
A. Planning 


	
1. Program Subject Files

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

Theodore To
	
Shared Drive and/or Share Point Site
	
2014-Prst


2014-Prst
	
Electronic
	
N
	

	
B. Concepts and Methods

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

a. Office Copy of Final Reports and 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.
	
Branch Chiefs
	
Shared Drive folder (Transmit)
and/or Share Point Site
	
2004-Prst
	
Electronic
	
N
	
Branch Chiefs are setting up working files and a permanent file location to maintain the final reports and presentations.

There may be BLS final reports and/or publications mixed in with item B2b listed below.

Segregate final reports/pubs and file as permanent under this item.

	
B. Concepts and Methods

	
1. Research and Program Development Files
b.     Articles Published in Professional Journals and Conference proceedings.
	
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.
	
Anna Sanders
	
File room 3330
FC# 4/Drawers 3-5 

	
1956-1997


	
P
	
N
	
Research Papers
(Submitted and Not Submitted)

	
	
	
	
	
File room 3330
FC# 5/Drawer 2
	
1972-2008

	
	
	

	
	
	
	
	
File room 3330
FC# 5/Drawers 3(partial), 4 and 5

FC# 6/
Drawers 1 and 3
Drawer 3 = Comment/Review 
	
1970-1998




	
	
	

	
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.
	
DPINR staff
	
Share Drive and/or Share Point Site
	
1997-Prst
	
E
	
N
	
Electronic Folders listed below by name and subject matter expert contain research work done for various statistical programs within CPPI.

fmlywork (T. Garner)
Housing Hedonics (R. Verbrugge)
AlternativeDataClass (T. To)
BigRetailers (I. Sung)
cpsdat (G. Kurtzon)
FormTest (R. Bradley)
In-KIND paper LUX JSM (T. Garner)
Logitudinal_Weights (T. Garner)
Research Resources (T. To)
TGTemp (T. Garner)
Archives (I. Sung)
CRC Concise Encyclopedia of Mathematics (Tim)
HHSmed (R. Bradley)
Medstat (R. Bradley)
Nielsen Homescan Old Version (G. Kurtzon)
RetailApparelChain (R. Bradley)
a-team (T.To)
CPI Housing Database (R. Bradley)
Disease_Indexes (R. Bradley)
Housing (T. Garner)
meea (R. Bradley)
scfces (T. Garner)
Vehicle Flow of Services (T. Garner)
AUTODATA (T. Garner)
eks (T. Garner)
Old RDB Files (G. Kurtzon)
Organic (M. Gudrais)
storcer (R. Bradley)

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

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.  Delete/destroy after information has been transferred to the master file and verified.  (GRS 20, Item 1b)
	
Ralph Bradley
	
Unknown
	
Unknown
	
E
	
N
	
Data is collected internally and externally via Excel Spreadsheets and SAS data files.

	
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.
	
Ralph Bradley
	
Unknown
	
Unknown
	
E
	
N
	
Data is collected internally and externally via Excel Spreadsheets and SAS data files.

	H. Dissemination of Survey Results

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

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.

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
	
Anna Sanders

OR

Division Director

AND/OR

Branch Chiefs
	
Shared Drive or Share Point Site

BLS Intranet or
BLS Internet
	
2013-Prst.
	
Electronic
	
N
	
Need to determine the exact location of the working papers (BLS Economic Working Papers)

	
H. Dissemination of Survey Results

	
1. Output Files  
d. Publications
b. All Other Copies


	
H1d(1)b Temporary.
Cut off files at the end of for the calendar year in which the publication was issued. Destroy published data or publications no sooner than 5 years, but no later than 25 years after cut-off.
	
Anna Sanders
	
File Room 3330
FC#2/Drawers 1, 2 and 3 (Partial)


FC #2/Drawers 3 (Partial) and 4 and 5




FC#3 Drawers 1-4
	
1971-2012
	
P
	
N
	
FC #2 / Drs 1-3
Economic BLS Working Papers #1-463
All already transferred under
(LTI-02572015-0003/ [5 Boxes])

FC #2 / Drs. 3-5
Economic Working Paper (Copy only)
Drawer 3 / #’s1-51
Drawer 4 / #’s 70-131
Drawer 5 / #’s 132-190

FC #3 / Drs. 104
Economic Working Papers (Copy only)
Drawer 1 / #’s 191-236
Drawer 2 / #’s 237-262
Drawer 3 / #’s 263-301
Drawer 4 / #’s 302-451

	H. Dissemination of Survey Results

	1. Output Files  
e. The Monthly Labor Review (MLR) and Other Periodical Manuscripts
Programs and independent authors may submit reports or articles to periodicals such as the MLR for publication by BLS.  The MLR and these periodicals are permanent BLS records as described in sections H1d1 and H1d3.  The submission process involves an editorial review from the magazine staff and may result in draft manuscripts, comment and email communications, and final manuscript versions.

(1) Drafts and Related Comments and Correspondence

	
H1e(1).  Temporary
Cut off files annually.  Destroy when superseded or obsolete.
	
Anna Sanders
	
File Room 3330
	
Unknown
	
P
	
N
	
Supplemental Periodicals
1. Poverty Threshold
2. Disease Base Price Index
(Contents are the Excel Spreadsheet Analysis; Charts and Textual info.)

	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)
	
Anna Sanders
	
File room 3330
On top of FC# 2

	
FY12-FY16

	
P
	
N
	
Proposals


	
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)
	
Anna Sanders
	
Room 3105
FC# 1/Drawer 3

	
2007 and Prior
	
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))

	
Anna Sanders
	
File Room 3330
FC# 1/Drw 1
(Blank Forms)
Drawer 2
	
1991-Present
(Current)

2002-Prior
(Inactive)
	
P
	
N
	


	
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)


	
Anna Sanders
	
On top of FC# 2
	
2008-2014. 
	
P
	
N
	
Sign-in/Sign-Out Sheets
Note:  Sign-in/Sign-Out Sheets are currently under a records freeze and must be maintained.


	
5.0
General Operations Support

	
5.1 General Administration (Travel)
Routine administrative records including correspondence, forms, and related records pertaining to commercial and noncommercial agency travel and transportation
	
Temporary.
Cut off files annually. Destroy 2 years after cutoff.
(GRS 9, Item 4a)
	
Anna Sanders
	
Room 3105
FC# 1/Drawers 3 and 4
	
2007 and Prior
	
P
	
E
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Sheet1

				Directory		Subject Matter Experts (SME)		SIZE		Date Range				Directory		Subject Matter Experts (SME)		SIZE		Date Range				Directory		Subject Matter Experts (SME)		SIZE		Date Range				Directory		Subject Matter Experts (SME)		SIZE		Date Range				Directory		Subject Matter Experts (SME)		SIZE		Date Range

				~snapshot										AlternativeDataClass		T. To		929 MB		2015-Present				Archives		I. Sung		228 GB		1991-Present				a-team		T. To		648 KB		2006-2007				AUTODATA		R. Bradley		5.70 GB		2009-Present

				Backups										BigRetailers		I. Sung		768 MB		2016-Present				Budget		NOT DPINR								CPI Housing Database		R. Bradley		185 MB		2002-2004				CPI Initiative		NOT DPINR

				CPIRDB		Formerly owned by Kogan (Separated Employee)		4.13GB		2005 - 2007				cpsdat		G. Kurtzon		420 GB		1999-Present				CRC Concise Encyclopedia of Mathematics		Tim		98.7 MB		2001-2004				Disease_Indexes		R. Bradley		297 MB		2007-Present				eks		T. Garner		15.8 MB		2004-Present

				fmlywork		T. Garner		133 MB		1997-2004				FormTest		R. Bradley		7.68 GB		1990-Present				HHSmed		R. Bradley		52.9 GB		1999-Present				Housing		T. Garner		5.34 GB		1999-Present				Housing Data Extractions		NOT DPINR

				Housing Hedonics		Formerly owned by Verbrugge (Separated Employee)		7.05GB		2005 - 2009				In-KIND paper LUX JSM		T. Garner		48.3 MB		2015-2016				IP Intergration*		M. Gudrais/M. Kim		4.21 MB		2007-2015				IPP-RDB*		M. Gudrais/M. Kim		177 GB		2008 - 2016				Admin Record Series to be determined                   IT Administration		I. Sung		43.2 GB		2004-Present

				Janus		NOT DPINR								Logitudinal_Weights		T. Garner		1.91 GB		2011				Medstat		R. Bradley		13.3 MB		2004				meea		R. Bradley		61.9 MB		2004				MLR		NOT DPINR

				newest_exp		NOT DPINR								Nielsen Homescan New Version		G. Kurtzon		25.9 GB		2012				Nielsen Homescan Old Version		G. Kurtzon		58.4 GB		2011-2012				OEP_FL3		NOT DPINR								Old RDB Files		G. Kurtzon		746 MB		2005-2014

				OPLC Assoc Comm		Front Office								Admin Record Series - to be determined                      OPLC Computers		R. Bradley/G. Kurtzon		418 MB		2009-2011				OPLC strategic plans		NOT DPINR								OPLCmgrs		NOT DPINR								Organic*		M. Gudrais		1.04GB		2009-2012

				��� �Outside_Research		Formerly owned by Randy Verbrugge (Separated Employee)		48.3 GB		2001-2011				PINR		(1) Anna Sanders		18.4 MB		2006-Present				PINRAdmin		(2) A. Sanders, R. Bradley, & I. Sung		3.08 GB		1988-Present				Ptacek		NOT DPINR								��RA-Work *		R. Bradley, T. To		190 GB		2011 - 2014

				Recruits		T. Garner		320 MB		2006-Present				Research Resources		T. To		916KB		2008 - 2009				RetailApparelChain		R. Bradley		3.05 GB		2009-2012				scfces		T. Garner		1.08 GB		2000-2004				storcer		R. Bradley		3.50GB		200-Present

				TAPS		NOT DPINR								TGTemp		T. Garner		1.98 GB		1997-2011				Transmit		(3) I. Sung		456 GB		2004-Present				Vehicle Flow of Services		T. Garner		24.8 MB		2005-2014



		(1):  This folder contains monthly reports and work accomplished - falls under (Division Director - Record Series A1b)

		(2):  This folder contains a mixture of administrative records (to be reviewed with the RM Team)

		(3): This folder contains the Permanent Records (Research Reports and Presentations - B1a)



		* IP Intergration Files (emails, word documents, reports, etc.  Most files dated 2007, a few 2010 & 2015). IPP-RDB: SME said that this file is no longer needed, project has been completed. Files (excel spreadsheets, word documents, data files, reports, programs, etc.  Dated 20011 - 2016) & Organic (  (excel spreadsheets, word documents, data files, reports, etc.  Dated 20010 - 2016). 

		�RA-Work -- Ralph, who monitor this now? Do we need to keep this directory? There are files listed under Sabetti's (separated employee) name dated 2013-2014. These directory includes: programs, data, presentations, tables, figures, JDPower, Webscraping, raw data, etc that have been captured by L. Sabetti.  On 12/1/15, F. Rowland sent out email to staff concerning these files on whether or not any of these files was worth keeping. He sent out a reminder on 12/3/15. Sent out email to T. To to see if any of these files would be consider  BLS Records. T. To responded on 12/4/16 to the "web scraping," and this particular folder was not considered as BLS records. No one else responded. I'm not sure who else Sebetti was doing projects for. 

Gudrais_M>Sticky> folder is empty.

		�Housing Hedonics -- SME use to be Randy Verbrugge (Separated Employee). I'm not sure who the SME person is for this directory. 

		�Outside_Research -- SME use to be Randy Verbrugge (separated employee). I'm not sure who the SME person is for this directory. 



\\Filer6\OPLCSRV2 Shared Directory
PINR Subject Matter Expert (SME)	
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