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	Files Locations: C5311-C5321, SharePoint, FOIA SIMS,  Electronic shared drives

	Approved 

	GRS/
URS
	File Title
	Series and Brief 
Description 
	Location 
	Disposition Instructions

	GRS 1.1
011
	Contracts
	Contracting Officer Representative (COR) Contract Files -  documentation of contractual administrative requirements submitted by contractors such as status reports, correspondence and papers pertaining to award, administration, receipt, inspection of and payment for goods and services 
	C5311 COR Filing Cabinet


	Temporary.  Destroy when business use ceases.

	GRS 1.2, Item
010
	Grant and cooperative agreement program management records
	Records related to the coordination, implementation, execution, monitoring, and completion of grant and cooperative agreement programs, such as: 
· background files
o Program Announcements
o Notice of Funding Availability or Funding Opportunity Announcement, including Federal Register notices
o Requests for Proposals
· application packages (blank forms, instructions, guidelines, templates, checklists, evaluation criteria, etc. for a specific funding opportunity) 
· application evaluation files (panel composition, correspondence, instructions, etc. for a specific funding opportunity)

	C5311
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.

	GRS 1.2, Item
020
	Successful grant application and cooperative agreement case files
	Official record of applicant case files held in the office of record.  Case files containing records relating to individual grant or cooperative agreements. Records include, but are not limited to: 
· applications, forms, and budget documents
· funding amendment requests and actions, if any
· periodic and final performance reports (progress, narrative, financial)
· audit reports and/or other monitoring or oversight documentation
              summary reports 
	C-5311 and E-grants (electronic system)
	Temporary. Destroy 10 years after final action is taken on file, but longer retention is authorized if required for business use.

	GRS 1.2, Item
022
	Grant working files
	Copies of grant files used for administrative or reference purposes; not the official record.
	N-4673
	Temporary. Destroy when business use ceases.

	GRS 2.1 
090
	Interview Records
	Interview records. Case files related to filling job vacancies.
	N-4653, Director’s File Cabinet
	Temporary. Destroy 2 years after case is closed by hire or non-selection, expiration of right to appeal a non-selection, or final settlement of any associated litigation, whichever is later.

	GRS 2.2
070
	Employee performance file system records

	Performance records for employees as defined in 5 U.S.C. 4301(2)).
	C5321, Director’s File Cabinet and H Drive (electronic)
	Temporary. Destroy no sooner than 4 years after date of appraisal, but longer retention is authorized if required for business use.

	GRS 2.2  080
	Supervisors' personnel files
	Records on positions, authorizations, pending actions, position descriptions, training records, individual development plans, telework agreements, award recommendations, and records on individual employees not duplicated in or not appropriate for the OPF. 
	C5321, Director’s File Cabinet and H Drive (electronic)
	Temporary. Review annually and destroy superseded documents. Destroy remaining documents 1 year after employee separation or transfer.

	GRS 2.8

	Title 29 CFR 29.12  Non-EEO Complaints

	Case files of apprentice complaints related to apprenticeship labor standards. This may include controversies or differences arising out of the apprenticeship agreement.  Instances of controversies or disagreements might include, e.g., the term of apprenticeship, training approach, supervised work experience and training on the job with time allocation spent in each major work process, organized related instruction in technical subject of the occupation, periodic wage increases consistent with skill acquired, and probationary period.

Labor standards provisions are found in Title 29 CFR Part 29.5(23): Standards of Apprenticeship/Recording and maintenance of all records concerning apprenticeships as may be required by the Office of Apprenticeship or recognized State Apprenticeship Agency and other applicable law.
Title 29 CFR 30.8 (e) Maintenance of records, the sister companion regulation of Title 29 CFR 29.  The records required by this part and another information relevant to compliance with these regulations shall be.  
	C5311
	maintained for 5 years and made available upon request to the Department or other authorized representative

	GRS 2.8

	Title 29 CFR 30 EEO Complaints
	These case files contain documents reflecting complaints of contractor or sponsor personnel regarding equal employment opportunity.   Included are such materials as complaints,, transmittals, investigative summaries and data, fact-finding statements, final disposition reports, acceptance statements, withdrawal notices or similar papers.

	C5311
	Maintained for 5 years and made available upon request to the Department or other authorized representative.

	GRS 4.1
010
	National Guideline Standards

	These case files `document the certification of Guidelines for registration of apprenticeship programs sponsored by any person, association, business, or other organization by the Department of Labor (DOL), Employment and Training Administration (ETA), Office of Apprenticeship (OA).  Included within these files are correspondence, reports, forms, etc., created and maintained in approving apprenticeship programs as conforming to the Department’s criteria for apprenticeable occupations and standards of apprenticeship.
	C5311 S Drive
	Paper document signed by employer and OA Administrator
Bulletin:  Electronic File under S:/DSNIP/Bulletin/Fiscal Year/Bulletin Numbered according to date issued. 
Permanent
Close case upon discontinuance of program by sponsor/employer or OA or if sponsor/employer no longer exists or if program has been determined to be inactive by OA or successor organization.  Place in closed case file series.  Cut-off closed case file series at end of fiscal year.   Determine recordkeeping media.
If paper: Transfer cut-off closed case file to off-site storage. Transfer to National Archives and Records Administration five years after cut-off.
If electronic: If necessary Destroy paper documents after the information has been converted into an electronic medium, backed up, and verified.  Transfer copy of cut-off closed electronic record to National Archives and Records Administration-three years after cut-off.  At the time of transfer, NARA and FMCSA will determine medium and format in which records will be transferred.

	GRS 4.1
010
	File Plans
	ETA File Plans
	C5321
	Temporary.  Destroy when no longer needed.

	GRS 4.1
040
	ESD 3 Forms
	Delete an existing user account (e.g. a user separates from DOL)
	C5311 H Drive
	Temporary.  Destroy 3 years after form is discontinued, superseded, or cancelled, but longer retention is authorized if needed for business use

	GRS 4.1
040
	ESD 2 Forms
	Update an existing user account (e.g. a user becomes a Capstone Official)
	C5311 H Drive
	Temporary.  Destroy 3 years after form is discontinued, superseded, or cancelled, but longer retention is authorized if needed for business use

	GRS 4.2
020
	Freedom of Information Act (FOIA)
	Freedom of Information Act Request and Correspondence  
	C5311, Electronic MS Outlook File and electronic FOIA SIMS. 
	Temporary. Destroy 6 years after final agency actions or 3 years after final adjudication by the courts, whichever is later but longer retention is authorized for business use.

	GRS 
5.1 
030
	Apprenticeable Occupations 

	List of Occupations Officially Recognized as Apprenticeable
Bulletins issued to inform Office of Apprenticeship and State Apprenticeship Agencies (SAA) staff, Registered Apprenticeship program sponsors, and other Registered Apprenticeship partners of a new apprenticeable occupation as per Title 29 CFR 29.4.

	C5311 S Drive
	Permanent:  Cut-off bulletin at the end of the fiscal year.  Determine recordkeeping media.
If paper: Transfer cut-off closed case files to off-site storage.  If necessary, transfer to National Archives and Records Administration five years after cut-off.
If electronic: If necessary Destroy paper documents after the information has been converted into an electronic medium, backed up, and verified.  Transfer copy of cut-off closed electronic record to National Archives and Records Administration-three years after cut-off.  At the time of transfer, NARA and FMCSA will determine medium and format in which records will be transferred 


	GRS 
5.1 
030
	Meeting Files 

 

	Meeting Files (Agendas, Minutes, Materials for OCCC Staff meetings and Records Management meetings)
	 C5321 H Drive


	Temporary. Destroy when business use ceases.


	GRS
5.1
020
	Memoranda of Understanding (MOUs)
	Tracking Log and electronic MOU-related documents
	C5311 File Cabinet Outside Director’s Office
SIMS
	Temporary. Destroy immediately after copying to a recordkeeping system or
otherwise preserving, but longer retention
is authorized if required for business use.

	GRS 5.1
020
	Functional Standard Operating Procedures (SOPs)/Trainings
	SOPs and trainings for OA-related functions
	C5321 H Drive
	Temporary. Destroy immediately after copying to a recordkeeping system or
otherwise preserving, but longer retention
Is authorized if required for business use.

	GRS 5.2
010
	Success Stories
	Success stories from ETA grantees to be used for Secretary briefing 
	C5311 H Drive
	Temporary. Destroy when no longer needed for business use, or according to agency predetermined time period or business rule.


	GRS 5.4

	Supplies and Equipment
	Office machines Repairs
Supplies
Equipment Purchase
	C5311 NCFMS
	Maintained per mentally

	GRS 5.4

	Employee Safety/Occupational Safety & Health

	Checklist for Office Safety Inspection
Fire Prevention Guidelines document
	ETA/Shared Drive C5311
	Maintained per mentally 

	GRS 5.6

	Registered Apprenticeship Partners Information Data System (RAPIDS)
	ll RAPIDS Generated Reports: Performance At A Glance (Welcome Page); Performance Scorecard: Quarterly, Yearly; Apprentice & Workload Related Reports; Program & Sponsor Related Reports; Compliance & Quality Assessment Reports

Categories of Code include the following identifying information on apprentices/trainees:  ATR Code, program number, State Code, DOT Code, Job Title, name, birthdate, sex, ethnic code, veteran code, accession date, previous experience date, expected completion date, career linkage, and wages

	C5311  Information is located in the RAPIDS System
	DOL/ETA-4 Data must be stored in the system for fie calendar years.  Then it will be archived in the system for two more years.  At the end of seven years, it will be saved to a CD-ROM or other more advanced electronic device.

	GRS 6.1
010
	Capstone
	Emails for Capstone Officials
	C5311 Outlook Office 365 – Capstone


	Permanent. Cut off in accordance with agency's business needs. Transfer to NARA 15-25 years after cutoff, or after declassification review (when applicable), whichever is later.

	GRS 6.1, Item
011
	Non-capstone official e-mail
	The e-mail of all OA employees, excluding the Administrator.
	The cloud.  

The Department’s e-mail is managed by OCIO using Office 365’s Outlook.
	Temporary. Delete when 7 years old, but longer retention is authorized if required for business use.

	URS N1-369-97-1
Item C
	Secretary’s Correspondence
	Electronic Records - created by electronic mail and word processing applications.

	Correspondence Tracking System (CTS)
	Temporary – Delete when file copy is generated or no longer needed for reference or updating
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