BLS / OEUS / National Longitudinal Survey (NLS)
File Plan:  July 2017

	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 / Other)
	
Vital**
(Yes /No)
	
Comments/
Examples

	
Statement of Work Key (see comments field for details):
Task 1 = Management
Task 2 = Information Security Reporting Requirements
Task 3 = Technical Review Committee (meetings twice a year) – Final materials, minutes, projects from committee.  Use GRS 26, Item 1b.
Task 4 = Data Sets, File Maintenance, and User Services
Tasks 5, 6 and 7 = Data Files for NLSY79, NLSY79 Child/Young Adults, NLSY97 (All Rounds)
Task 8 = Questionnaire Design and Development for Round 12 of the NLSY97 – OMB Clearance Packages.  Use GRS 16, Item 6

	
Storage Location  (Electronic Path or Physical Site):
The following are the NLS shared drive information, website information and electronic records locations:  Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  \\filer1\oeus\oeussrv11\<subfolders
· BLS Public Website: NLS home page on the BLS public website is http://www.bls.gov/nls/.  This web location houses NLS news releases, data, tables, publications, NLS related links, and FAQ’s.  
· NLS Website – www.nlsinfo.org - Is a contractor maintained website (CHRR) used by the public and contains NLS investigator software that allows downloading of 30 years’ worth of data.  This website will be scheduled for dispositioning at a later date with a NARA-approved retention authority.
· NLS LABSTAT Files: http://download.bls.gov/pub/time.series/overview.txt
· Investigator website:  NLS public-use files can be accessed through the BLS public website or directly at http://www.nlsinfo.org/web-investigator/.  This stores data on the seven NLS cohorts.  
NLS Annotated Bibliography: The NLS Annotated Bibliography is an on-going effort to provide the public with an up-to-date searchable record of research based on data from all cohorts of the National Longitudinal Surveys. It contains citations and abstracts of NLS based journal articles, working papers, conference presentations, and dissertations.  It can be directly access at https://nlsinfo.org/bibliography-start.
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.

	[bookmark: OLE_LINK1]
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.

a. Associate and Assistant 
Commissioner, Deputy Commissioner, and Special Assistant Files
	
A1a.  Permanent.  
Cut off files annually and screen for non-record materials.  Transfer paper records to the Washington National Records Center (WNRC) or appropriate regional records center 5 years after cutoff or when an individual leaves the agency, whichever is sooner.  Pre-accession electronic records to the National Archives and Records Administration (NARA) with associated files 5 years after cutoff.  Transfer legal custody of all records to NARA 15 years after cutoff in accordance with 36 CFR 1235 as applicable.
(N1-257-11-1, A1a)

	
NLS Director, Currently Charles Pierret



	
\\filer1\oeus\oeussrv11\Correspondence with Upper Management


1 filing cabinet drawer, NLS File Room






	 
2000 – Present



Round 1 NLSY1997
(1997-1998)






	
Electronic




Paper
(2.0 cu. ft.)





	
No
	
All correspondence with Associate Commissioner.
 


1 Filing cabinet drawer.  NLS File room.  (This may contain memos about starting the survey.)




	
A. Planning 

	
1. Program Subject Files

b. Division Director Files
	
A1b.  Temporary.  
Cut off files annually. Destroy 10 years after cutoff. 
(N1-257-11-1, A1b)

	
Jennifer Cassidy-Gilbert
(TRC and QMM:  Agenda and minutes)


Chuck Pierret +Status Reports (Fielding reports)













Amanda Roose- Biweekly calls







Jennifer Cassidy-Gilbert
(R Materials






















Elizabeth Cooksey 



Jenn Cassidy-Gilbert












Holly Olson or Chuck
PreTest Report




	
Quarterly Management Meetings (QMM)
\\filer1\oeus\oeussrv11\QMM


Status Reports - Mgmt. Info. Sys. Tracking Costs and Progress/Status Reports
\\Filer1\oeus\oeussrv11:\NLSY97 (By Round)\Main Fielding\Weekly Fielding Reports
\\Filer1\oeus\oeussrv11:\NLSY79
(By round)\Main Fielding\Weekly Fielding Reports


Biweekly Calls - Regularly Scheduled Conf. Calls
a. Agenda and advance materials (Final Version)
b. Minutes
CHRR\\chrr\nls\profiles\aroose\


R Materials:  
Respondent Materials:  
Advance letters, 
permission forms, 
pamphlets, 
thank-you letters, 

Respondent newsletters for off years
other materials to be given to respondents prior to or during the field.
\\Filer1\oeus\oeussrv11:\NLSY79 (By Round)\Main Fielding\Respondent Materials

\\Filer1\oeus\oeussrv11:\NLSY97
(By round)\Main Fielding\Materials Review\

\\filer1\oeus\oeussrv11\NLSY79 Child & Young Adult\ 


Newsletters sent to respondents during “off” years from the survey
N:\NLSY79\Respondent Newsletter

N:\NLSY79 Child & Young Adult\Respondent Newsletter



Pretest Debriefing Reports
\\filer1\oeus\oeussrv11\NLSY79( By Round)\pretest\

\\filer1\oeus\oeussrv11\nlsy97\ (by Round)\pretest\
	
2009- Present




2009 - Present















2009 - Present









2009-Present
















1997 – Present









2007 – Present
(Rounds 19, 20, 21, 22 in the field.)


2007 – Present
(Rounds 19-22)

2007 – Present
(Rounds 19-22)


2005 – 2011


2007 - Present



	
Electronic































	















	
No








	
National Longitudinal Survey Program Subject Files

NLS – Director Files

Task 1(1) Management and Staffing Plans
Task 1(2) Mgmt. Info. Sys. Tracking Costs
Task 1(3) Progress/Status Reports

Task 1(7) Regularly Scheduled Conf. Calls
a. Agenda and advance materials (Final Version)
b. Minutes

Task 7.2(2)
Advance letters, permission forms, pamphlets, thank-you letters, and any other materials to be given to respondents prior to or during the field.

Task 7.3(2)
Advance letters, permission forms, pamphlets, thank-you letters, and any other materials to be given to respondents prior to or during the field.

Task 10.1(1),(2)
Plan describing methods by which NLSY79 sample members will be contacted and materials to be provided to sample members. (Drafts/Final Versions)




Plan how R’s contacted (no longer created)

Management and Staffing Plans – this is part of the contract and then it is not updated as a plan, but in the weekly status report.

Supersedes 88-1, #332


	
A. Planning 


	
1. Program Subject Files

c. Branch Chief, Project Manager, 
Team Leader, and Subject Matter Expert Files  
	
A1c.  Temporary.  

Cut off files annually. Destroy 5 years after cutoff.  
(N1-257-11-1, A1c)

	
Mark L
	\\filer1\oeus\oeussrv11\Correspondence with Upper Management

	
2009-Present
	
Electronic
	
No
	
ERPDS Branch Chief 
(Sr. Research Economist)

	
A. Planning

	
2. [bookmark: _Toc296004057]Historical Reference Segment of Program Subject Files

This segment contains a separate section of the program files and may be maintained after initial retention period has been met.  The files are arranged by subject or project and contain materials that are considered to have a more historical reference use concerning actions, policies and products of the program.  This segment may be drawn from planning or methodology files, as well as program subject files at varying levels, based on the business needs of the office.  Only copies of records from a permanent series can be included in this temporary segment.  All original files must be retained with their original record series.

	
A2. Temporary.  
Screen files every five years to bring forward materials of continuing value. Destroy when no longer needed for reference.  
(N1-257-11-1, A2)
	
Julie Yates and Jenn Cassidy-Gilbert
	
NLS File Room contains the paper history of the NLS
3 Book cases and 2 filing cabinets. 


	
NLSY97:
1998 - 2004

NLSY79:
1979 - 2004


Old/Young Men
1966-1983 +1990 Old Men resurvey

Mature/Young Women 1967-2001


	
Paper
(34.0 cu. ft.) 














	
No
	
Questionnaires, training manuals, response cards.


Task 8(1)
Meetings on questionnaire design and methodology issues (meetings, agenda and advance materials, minutes): NLSY79 1998 redesign conference

	
A. Planning 
	
3. Commissioner Briefing Packets
This series contains briefing packets which describe program status, proposed directions and other options that assist the Commissioner with short- and long-term decision-making.

	
A3.  Permanent.  
Cut off files annually and screen for non-record materials.  Transfer paper records to WNRC 10 years after cutoff.  Pre-accession electronic records to NARA with associated files 10 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, A3)

	
Holly Olson
	
N:\Chuck\ADMIN\Commissioner Program Memos
* rename folder
N:\Correspondence with Upper Management\Commissioner Program Memos
	
2004-2014
	
Electronic
	
No
	
Not Part of SOW

	
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, B1a)

	
Julie Yates

	
\\filer1\oeus\oeussrv11\NLS outreach\NLS Talks, Speeches, International Training
	
1997-Present
	
Electronic
	
No
	
These are the presentations that you give, including PowerPoint slides etc.

Not Part of SOW

	
B. Concepts and Methods
	
1. Research and Program Development Files

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

	
All Staff
	
\\filer1\oeus\oeussrv11\outreach\MLR

\\filer1\oeus\oeussrv11\research

	
2000 – Present

2002 – Present
	
Electronic
	
No
	
MLR Articles


Staff member professional journal articles and research


Not Part of SOW

	
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.  (N1-257-11-1, B2a)
	
Julie Yates
	File Room 
BC #1
Women Survey

BC #1
Men/Youth Survey

BC #2
NLSY79 Survey

BC #3
NLSY97

BC #4
Child/Young Adult Survey

	
1969 – 2005


1966 – 1983


1979 – 1998


1997 – 2004


1988 – 2000
	
Paper
	
No
	
Pending Transfer
Women / Mature / Young and Combined


Men/Youth Survey
Pending Transfer (cross reference to NN3-257-01-13)

	
B. Concepts and Methods
	
4.0 Survey Methodology Files

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, B2a)
	
Discontinued
Handbook


Discontinued
General User’s Guide


Amanda Roose at CHRR

















































Amanda Roose at CHRR


Rosella Gardecki at CHRR


Amanda Roose at CHRR
	
NLS file room


NLS file room



E (Web based)
\\https://www.nlsinfo.org/content/getting-started/intro-to-the-nls



NLS File Room


Electronic
N:\NLSY79\Round 22\2006-04-07 FI Manual


NLS File Room

Electronic
N:\NLSY79\Round 25\FI Manual



NLS File Room Rd 1 – 8 

N:\NLSY97\NLSY97 Round 9\Manuals and Home Study\FI Manual

N:\NLSY97\NLSY97 Round 10\Materials Review\I Manual_R10_main_v3.pdf

N:\NLSY97\NLSY97 Round 11\FM and FI manuals

NLS File Room, 
Rounds 12, 13, 14, 15


https://www.nlsinfo.org/content/access-data-investigator

\\chrr\nls\Profiles\gardecki\My Documents\My docs\NLSY97\97_Created_Variables

C:\My Documents\NLSY79\ROUNDX
	
1986 – 2005


1992 - 1995



Present, most recent version only




1979 - Round 21 (2004)


Round 22



Rd 23, 24


Rd 25




1998 – 2004

2006



2007





2008



TBD



1979 – Present


1997-Present




1997-Present
	
Paper 
(2.0 cu. ft.)

Paper



Web based






Paper



Electronic



Paper


Electronic




Paper

Electronic




Electronic




Electronic



Paper



Electronic



Electronic




Electronic
	
No
	
NLS Handbook [Discontinued
 - Paper  versions ]

Task 4(6)
NLS User’s Guide covering all NLS cohorts (on-line)

Individual cohort User’s Guide



Task 7.2(1) FI’s  reference manuals
NLSY79

NLSY79 FI reference, paper



NLSY79 FI manual electronic




NLSY79 FI manual, paper


NLSY79 FI manual, electronic



Task 7.2(1) FI’s  reference manuals
NLSY97
NLSY97 FI manuals paper

NLSY97 FI manual electronic





NLSY97 FI manual electronic









Codebooks – connected to data!
Created when you “pull” the data

NLSY79 Codebooks
NLSY79 Child and Young Adult

NLSY97 Codebooks

NLSY97 weighting plans
NLSY97 created variable plan
NLSY97 geocode plans

NLSY79 weighting plans
NLSY79 created variable plan
NLSY79 geocode plans

Supersedes 88-1,#333

	
B. Concepts and Methods
	
3. Design and Improvement Project Files
Records relate to individual projects designed to provide support for or improvement of BLS survey and statistical systems and applications.  Project records include field collection forms; non-responses from potential or participating respondents; weighting factors; internal procedures for data correction, analysis, and adjustment; publication criteria; and publication procedures.
	
B3.  Temporary.  
Cut off files annually or upon project completion.  Destroy 10 years after cutoff or when no longer needed for business operations, whichever is later.  
(N1-257-11-1, B3)

	
Rosella Gardecki at CHRR and

Alison Aughenbaugh at BLS

Amanda Roose at CHRR
	
_N:\NLSY79\weighting plan

N:\NLSY97\weightingplan


server bacchus.chrr.ohio-state.edu
	
UNKNOWN
	
Electronic
	
No
	
Weighting Plan?



New SOW Task 8(2) or 8(3)
Report on Capi/Cadi requirements


Old SOW Task 5
History of disposition codes, contact infor – capi input files?

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

	
B4.  Temporary.  
Cut off files annually. Incorporate final work products into office files or publications. Destroy remainder of working file 5 years after cutoff or when no longer needed for business operations, whichever is later.  
(N1-257-11-1, B4)
	
Each Staff Member
	
N:\research_Staffmembername\
	
Present
	
Electronic
	
No
	
Each staff has their working files on their personal computer, and relevant documentation in their office.

Not Part of SOW

	
C. Configuration Management Files

	
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) 




	
Julie Yates via NORC and CHRR
	
\\filer1\oues\oeussrv11\Confidentiality and data security\NLS System Certification and Accreditation\Configuration Management\


\\filer1\oeus\oeussrv11\Confidentiality and data security\NLS System Certification and Accreditation\Contingency Planning





	
2009-Present







2009-Present

	
Electronic
	
No
	
Configuration management plan  (Includes hardware and software lists, change management plans)





Contingency planning


	
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, C2)
	
Julie A. Yates
	
B:\oa\dms\bmr-mcl\NLS\SSP

B:\oa\dms\bmr-mcl\NLS\Configuration Management

	
Present, accepted final copy ONLY.  Updated Quarterly
	
Electronic
	
No
	
Task 7.4-7.6(4) 
Server and software listings can be found in the Contingency Plan

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

a.      Master Database Files Containing RII (Microdata)

(1) Databases made available for research on a continuing basis

	
E1a(1).  Temporary.  
Cut off and archive files when the frame/sample rotates out of the survey. Destroy no sooner than 25 years after creation date, but no later than 50 years after all essential information has been analyzed, tabulated, edited or when superseded or revised.  (N1-257-11-1, E1a(1))
	
Julie Yates via CHRR
	
CHRR server
	
1979-Present
	
Electronic
	
No
	
National Longitudinal Survey of Youth (NLSY) Data Files

a. Basic NLSY public use
files for all samples

b. NLSY Geographic 
Microdata Files (Geocode File) containing geographic – environmental data not available in the public use data tapes.

Tasks 5, 6.1, 6.2, 7.4-7.6
All Survey Rounds
· Main Field Preliminary File
· Preliminary Public-Use Main and Event History Files
· Geocode CD
· Zip Code/Census Tract CD

Task 5 (1),(2 Prelim), (3),(4)
Task 6.1 (1),(3),(4)
Task 6.2 (2)
Task 7.4-7.6 (5),(6 Prelim), (7),(8)

Cleaned files containing RII made available for Research:

All non-public use files (geocode, zip code, census tract)

Supersedes 88-1, #333, #334a/b

	
E. Data Collection
	
1. Master Database Files

a.      Master Database Files Containing RII (Microdata)

(2) All other master files


	
E1a(2).  Temporary.  
Cut off and archive when data have rotated out of the survey. Destroy 10 years after cutoff.  
(N1-257-11-1, E1a(2))

	
Amanda Roose at CHRR

	
CHRR server as described in the CM plan
	
1979-Present
	
Electronic
	
No
	
National Longitudinal Survey of Youth (NLSY) Data Files

c. Basic NLSY public use
files for all samples

d. NLSY Geographic 
Microdata Files (Geocode File) containing geographic – environmental data not available in the public use data tapes.

All master files have RII and PII like name, address, names of employers, cell phones.

This includes:
All preliminary input files.  
All preliminary, raw, output files.

These are not made available for any public research, but are used by NLS employees.

Supersedes 88-1#334a/b

	
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.  
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) 




	
Lauren Seward at NORC
	
_NORC Server as described in CM plan.  This data is confidential and protected.
	
Present 
Maintain a year’s worth of input info only then destroy after preload.
	
Electronic
	
No
	
Task 7.1
CAPI/CATI Questionnaire

Our electronic questionnaire is always separate from the responses.  There are no completed electronic questionnaires containing data.

(Completed questionnaires containing data fall under, E2a (paper) or b (electronic) depending on the medium  

The paper questionnaires with data were destroyed as of August 16, 2011.  The last paper interview was in 1996.


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

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


	
Weekly Status reports (Chuck or Holly)












Validation Reports  - Chuck or Holly
	
Status Reports
\\Filer1\oeus\oeussrv11:\NLSY97 (By Round)\Main Fielding\Weekly Fielding Reports

\\Filer1\oeus\oeussrv11:\NLSY79
(By round)\Main Fielding\Weekly Fielding Reports



N:\NLS\NLSY97\ROUNDX\NLSY ROUNDX Final Report_Final

N:\NLS\NLSY79|ROUNDX\NLSY79 Round X Final Report






	
2009– Present





Rd 22, Rd 23, & 24,





2011-Present


2009 – 2013 (Next round is in field right now)
	
Electronic 



	
No
	
Task 7.3(3)
Current response rates by region and other respondent or interviewer

Task 7.3.(4)
Progress reports on data quality, data transmission and retrieval, and validation operations.

Response Rates – weekly status reports   [Mgmt. Info. Sys. Tracking Costs and Progress/Status Reports]

Final Report, found in each round folder.  Chapter 8, Post Data Processing

Final Repport, found in each round fold, Chapter 7 Data Preparation and Project Closedown Activities


	
F. Data Preparation and Review

	
3. Data Revision Files 
Consist of data revision requests and tracked conversations, such as Fix Request Report forms sent from BLS programs with instructions for corrections, adjustments, substitutions, and additions to data processed for entry into the various BLS databases.  Additional requested changes relate to statistical and procedural problems and regional requests regarding methodology and data collection.  Forms include, but are not limited to, the SO 50 Request for Statistical Services and SO 608 Nell Forms.

	
F3.  Temporary.  
Cut off files at the end of the survey period.  Destroy no earlier than 1 year after issuance of publication or data for the related survey period or when no longer needed for business or operational purposes.
(N1-257-11-1, F3)


	

Amanda Roose at CHRR
	
https://www.nlsinfo.org/content/cohorts/nlsy97/other-documentation/errata

https://www.nlsinfo.org/content/cohorts/nlsy79/other-documentation/errata
	

1997 – Present


1979 – Present
	

Electronic
Web based


Electronic
Web based
	
No
	
New SOW Task 4(1)

Error Corrections on data files and documentation


	
H. Dissemination of Survey Results

	
1. Output Files  

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

(1) Record Copy

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

	
Julie Yates
	
https://www.nlsinfo.org/investigator/pages/login.jsp


Pending Transfer
Women Survey
(Mature/Youth/Combined)

	
1979 – Present



1969 – 2005
	
Electronic
	
No
	
THE DATA!!

All surveys, all rounds.  Can download data, questionnaire, codebook 

Task 5, 6.1, 6.2, 7.4-7.6
All Survey Rounds
Final Version Public-Use Main and Event History Files

(Master database without PII)


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

	
Jennifer Cassidy-Gilbert







	
\\filer1\oeus\oeussrv11\NLS outreach\Press Releases\NLSY79 Releases


\\filler1\oeus\oeussrv11\NLS outreach\Press Releases\NLSY97 Releases


	
 Rd 17- Present




Rd 1 – Present




	
Electronic








	
No
	
Press Releases
First Y97 release was Rd 17.  Every 2 years.



All rounds.




	
	
	
	
Julie Yates
	
BC #4
NLS News Releases

File Room FC #1
NLS Reports
	
1998 – 2010


1995 – 2014
	
Paper
	
No
	
Why do we do this – why doesn’t OPub do this?

	
H. Dissemination of Survey Results

	
1. Output Files

d. Publications

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

Note:  These records are temporary ONLY if they are duplicates of part of the output data set or the publications listed in sections H1b or H1d(1).
	
H1d(2).  Temporary.  
Cut off files at the end of the calendar year in which the publication was issued. Destroy when the agency determines that they are no longer needed for administrative, legal, audit, or other operational purposes.
(N1-257-11-1, H1d(2))


	
Donna Rothstein – NLS News




Each Staff – Beyond the Numbers
	
\\filer1\oeus\oeussurv11\NLS outreach\NLS Newsletter\Finals of previous



\\filer1\oeus\oeussrv11\NLS outreach\Beyond The Numbers, Final
	
2002-Present





2012-Present
	
Electronic
	
No
	
Task 4(5) 
Quarterly Newsletters, which communicate information and developments related to the NLS program (Draft/Final)

Final copies, quarterly

Task 4 (7)
Detailed plan for marketing NLS Program, Education and Training for researchers  (Don’t do this anymore)

Just started these, 2 a year or so

	
H. Dissemination of Survey Results

	
1. Output Files  

e. 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.
(N1-257-11-1, H1e(1))
	
Each Staff
	
\\filer1\oeus\oeussrv11\NLS outreach\MLR
	
2013-Present

	
Electronic
	
No
	
MLR
Drafts and Related Comments and Correspondence



	
H. Dissemination of Survey Results









	
1. Output Files  

f. e.      The Monthly Labor Review (MLR) and Other Periodical Manuscripts
g. 
(2) Final Manuscripts (Program and Editorial Staff Copies)
	
H1e(2).  Temporary.  
Cut off files annually. Retain for 5 years after date of publication as part of the program record. After 5 years, authors may incorporate the manuscript into their personal files.  All other copies may be destroyed.
(N1-257-11-1, H1e(2))

	
Julie Yates
	
\\filer1\oeus\oeussrv11\NLS 
outreach\MLR

File Room
FC #2 / Dr. 3



	
2009



TBD

	
Electronic



Paper
	
No
	
MLR
Final Manuscripts (Program and Editorial Staff Copies)

FINAL published copies

	
H. Dissemination of Survey Results

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

a.     Standard Responses[footnoteRef:1]:    [1:  (GRS Exception has been sent to the Government Accountability Office (GAO))] 

Include information that is posted on the website or is drawn from published products.

	
H2a.  Temporary.  
Cut off files annually. Destroy 1 year after cutoff.
(N1-257-11-1, H2a)

	

Julie and Jenn
	
N:\NLS outreach\NLS_Info\Requests and Responses by Topic
	
2001-Present

	
Electronic
	
No
	

Information Requests
Standard Responses 

Need to copy over the more recent emails.

	
I. System Documentation

	
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. 
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) 



	
Julie, create when data created


Julie Yates
	
\\www.nlsinfo.org/investigator


File Room
BC #1
Women Survey

Men/Youth

BC #2
NLSY79

BC #3
NLSY97

BC #4
Child/Young Adult

	
1979-Present



1969 – 2005



1966 – 1983

1979 – 1998


1997 – 2004


1998 - 2000
	
Electronic
	
No
	
Codebooks (must be given with the data) are created when the data is created

NLS Documentation Electronic and Paper Files

c. Data file
Documentation 
and Keyword in Context files
1. Electronic Files

Tasks 5, 6.1, 6.2, 7.4-7.6
All Survey Rounds
· Main Field Preliminary File
· Preliminary Public-Use Main and Event History Files
· Geocode CD
· Zip Code/Census Tract CD

Supersedes 88-1, #335c1


	
J.  Information Technology (IT) Operations

	
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.  
[bookmark: _GoBack]Cut off files annually or upon completion of project. Destroy 3 years after agreement, control measures, procedures, project, activity, or transaction is obsolete, completed, terminated or superseded.
(GRS 3.1, Item 020)

	
Nick Ramser  at CHRR






Chuck Armstrong at NORC
	
syslog.chrr.ohio-state.edu : /syslog




Online in the NORC Change management system:
Footprings.norc.org
	 
3 years
	
Electronic
	
No
	
These file are available upon request, but NLS would prefer not to have to store them.

	
J. Information Technology (IT) Operations
	
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)


	
Nick Ramser at CHRR,








Chuck Armstrong at NORC
	
On the server bacchus.chrr.ohio-state.edu and on tape at 921 Chatham Lane, Columbus, OH 43221 in server room 234.


On the file server S061NPFS00933
	
Present only


	
Electronic
	
No
	I believe the contractor has these types of records.  

I think we should leave this item so that in the future NLS staff will be able to provide the contractors the appropriate information for these types of records.

These file are available upon request, but NLS would prefer not to have to store them.

	
J. Information Technology (IT) Operations

	
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)



	
Nick Ramser  at CHRR,








Chuck Armstrong at NORC
	
On the server bacchus.chrr.ohio-state.edu and on tape at 921 Chatham Lane, Columbus, OH 43221 in server room 234.	


On the file server S061NPFS00933
	
By quarter







By quarter
	
Electronic 

	
No
	
I believe the contractor has these types of records.  
I think we should leave this item so that in the future NLS staff will be able to provide the contractors the appropriate information for these types of records.

These file are available upon request, but NLS would prefer not to have to store them.

	
J. Information Technology (IT) Operations

	
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)

	
Nick Ramser at CHRR

Chuck Armstrong at NORC
	
On the server bacchus.chrr.ohio-state.edu

Online in the NORC Change management system:
Footprings.norc.org
	
By quarter


	
Electronic
	
No
	Neither NORC nor CHRR uses magnetic tapes for back up.

	
J. Information Technology (IT) Operations

	
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)

	
Julie Yates
	
\\filer1\oeus\oeussrv11\Confidentiality and data security\NLS System Certification and Accreditation\SSP\


\\filer1\oeus\oeussrv11\Confidentiality and data security\NLS System Certification and Accreditation\SCA

\\filer1\oeus\oeussrv11\Confidentiality and data security\NLS System Certification and Accreditation\Contingency Planning

	
2008-Present






2010-Present





2008 – Present.
	
Electronic 




	
Yes
	
System Security Plan.  Became a certified system in 2008






Security Controls Assessment audits (Every 3 years)





Contingency plans


Task 2
Periodic Reports and Updates
System Security Plans and Disaster Recovery Plans

	
J. Information Technology (IT) Operations

	
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)


	

Julie Yates

Jenn for Locating Room (Procedures)
	
\\filler1\oa\
dms\
	
UNKNOWN
	
Electronic
	
No
	
Documents Identifying IT Risks


	
J. Information Technology (IT) Operations

	
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)
	
	
\\filer1\oeus\oeussrv11\Confidentiality and data security\NLS System Certification and Accreditation\SSP\


\\filer1\oeus\oeussrv11\Confidentiality and data security\NLS System 

Certification and Accreditation\Contingency Planning

	
Present only.  Updated annually or as need arises
	
Electronic
	
Yes
	
Included in the SSP


Task 2

Periodic Reports and Updates




	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

	
Finance
1.0
	
1.0 Goods and Services
This series documents the acquisition or provision of goods and non-personal services including the control of on-hand stock volumes, the reporting of procurement needs, and daily procurement operations and BLS-provided services.  Procurement files reflect a considerable range of processes and procedures, from simple small purchases to complicated contracts that may have prime contractor and subcontractor operations.  The key procurement file is the transaction case file containing the formal contract or purchase order and all related papers.  

Documents contained in a procurement or contract file may include the purchase order, item specifications, bids and proposals, award documents, interagency agreement forms, modifications, statements of work, schedules of delivery, the initiating requisition, invoices, correspondence, and management reports.  Files may include, but are not limited to:
· BLS procurement and contract files
· Contracting Officer’s Representative (COR) files
· Purchase order/requisition files
· Reimbursable contracts 
· Interagency agreements
· Purchase card files
· External print requests (GPO SF-1; GPO SF2511; DOL Requisition Form DL-72)
· Successful and unsuccessful bids and proposals
	
Disposition:  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
	
Julie Yates
	
File Room
FC #2 /Dr. 2
Interagency Agreements

FC #2 /Dr. 3
Invoices

	


1998 – 2001

1993 – 2003
	


Paper
	


No
	

	
Human Resources
2.0
	
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)


	
Glenda Driggers
	
Filing cabinets in the back of suite 4945
	
2003 – June 2014
	
Paper
(TBD cu. ft.)
	
No
	
Sign-in/Sign-Out Sheets
Note:  Sign-in/Sign-Out Sheets are currently under a records freeze and must be maintained.

Flexi Time Records Input Source Files only



	
Information Management
4.0
	
Accounting and Control Files
Files documenting identity, internal routing, and maintained for control purposes for accountability of information access.  Files may include, but are not limited to:
· BLS and researcher files - Agent agreement files should be kept by the COR for the contract under which the agent is working
· Data sharing agreements 
· FOIA control files
· PA control files 
· Registers, lists, and other files
	
Temporary.  Cut off files annually in the year in which the information access request was made.  Destroy 5 years after date of last entry, final action by BLS or after final adjudication by courts, whichever is later.
(GRS 4.2, item 040)
	
Julie Yates
	
File Room
FC #3 /Dr. 3 & 4
Active LOAs

FC #4 /Dr. 2 & 3

	
2009 – Present


2000 – Present
	
Paper
	
No
	
Letter of Agreement
Memo of Understanding

	
Reports Control Files (OMB Clearance)
5.0
	
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) 


	
Holly Olson
	
NLSY79: N:\OMB Clearance Packages\OMB Clearances\NLS Youth 1979


NLSY97: N:\OMB Clearance Packages\OMB Clearances\NLS Youth 1997TBD
	
2000 – Present





2005 - Present
	
 Electronic
	
No
	
OMB Clearance Package

	
Executive Leadership and Management
6.0
	
Temporary Commissions, Boards, Councils and Committees 
This series covers files created and maintained by temporary commissions, boards, councils, and statistical program steering committees established under agency authority related to the agency’s mission and not subject to the Federal Advisory Committee Act.  

BLS Sponsored Committees:  This series covers files related to the agency’s mission and includes organization/subcommittees and statistical program steering committees for which BLS provides the chairperson or coordinator.  Documentation includes but is not limited to agendas, minutes, presentations, and reports as well as related records created by or documenting accomplishments.
· Technical Review Committee (TRC)
	
Unscheduled
Disposition:  Permanent.  Cut off files upon termination of the committee.  Transfer to NARA 15 years after cutoff.
	
Julie Yates
	
TRC
\\filer1\oeus\oeussrv11\NLS technical review committee

	
2010-Present
	
‘Electronic
	
No
	
Task 3
(all items)

List of candidates
Letters of invitation
Agenda and advance materials
Summary of discussion and recommendations of meeting to be sent to committee members

Technical Review Committee (TRC)

(BPMRM feel that these records warrant permanent retention)












	
Mixed Records Series
	
There are a number of file drawers that contain mixed records series related to NLS surveys
	
To be Determined
	
Julie Yates
	
File Room
FC #1 /Dr. 1

FC #1 /Dr. 2
(School Survey)

FC #1 /Dr. 3
(ASVAB)

FC #2 /Dr. 3

FC #3 /Dr. ??


	

1989

TBD


TBD


TBD

TBD
	

Paper
	

No
	




* ‘Date Range’ is optional for the offices to enter and serves as an aid in applying retention.
** ‘Vital (Y/N)’ can be left blank, if unknown. The RMT can assist with determining whether the records are vital or not.
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