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

	GRS 1.1
011
	Regional Real-Time Technical Assistance Contract
	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 
	N-4653 COR Filing Cabinet

L:\05 - Technical Assistance\TA Individual Initiatives\Regional TAT

O:\6  - TAT
	DAA-GRS2013-0003- 0002
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
	DAA-GRS2014-0002- 0008
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)).
	N-4653, Director’s File Cabinet and H Drive (electronic)
	DAA-GRS2017-0007- 0008 
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. 
	N-4653, Director’s File Cabinet and H Drive (electronic)
	DAA-GRS2017-0007- 0012
Temporary. Review annually and destroy superseded documents. Destroy remaining documents 1 year after employee separation or transfer.

	GRS 4.1
020
	SF-115
	Request for disposition authority
	N-4711- Main File Station
	DAA-GRS-2013-0002-0007Temp 
Temporary.  Destroy no sooner than 6 years after the project, activity, or  transaction is completed or superseded, but longer retention is authorized if needed for business use.

	GRS 4.1
020
	SF-135
	Records transmittal and receipt
	N-4711 – Main File Station
	DAA-GRS-2013-0002-0007Temp 
Temporary.  Destroy no sooner than 6 years after the project, activity, or  transaction is completed or superseded, but longer retention is authorized if needed for business use.

	GRS 4.1
020
	SF-258
	Agreement to Transfer Records to NARA
	N-4711 – Main File Station
	DAA-GRS-2013-0002-0007
Temporary.  Destroy no sooner than 6 years after the project, activity, or  transaction is completed or superseded, but longer retention is authorized if needed for business use

	GRS 4.1
010
	File Plans
	ETA File Plans
	L:\01 - ETA Offices\OMAS\OCCC 
	DAA-GRS-2013-0002-0016
Temporary.  Destroy when no longer needed.

	GRS 4.1
010
	NA Form 13001
	Disposal Notification Report
	N-4711 – Main File Station
	DAA-GRS-2013-0002-0016
Temporary.  Destroy when no longer needed

	GRS  
4.1
020
	Optional Form 11 (OF-11)
	Reference request forms
	N-4711 – Main File Station
	DAA-GRS-2013-0002-0007
Temporary.  Destroy no sooner than 6 years after the project, activity, or  transaction is completed or superseded, but longer retention is authorized if needed for business use.

	GRS
2.5
020
	Exit Briefings for Senior Officials
	Individual employee separation case files.  
	L:\01 - ETA Offices\OMAS\OCCC
	DAA-GRS-2014-0004-0003
Temporary.  Destroy 1 year after date of separation or transfer, but longer retention is authorized if required for business use.

	GRS 4.1
040
	ESD 3 Forms
	Delete an existing user account (e.g. a user separates from DOL)
	L:\01 - ETA Offices\OMAS\OCCC 
	DAA-GRS-2013-0002-0009
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)
	L:\01 - ETA Offices\OMAS\OCCC 
	DAA-GRS-2013-0002-0009
Temporary.  Destroy 3 years after form is discontinued, superseded, or cancelled, but longer retention is authorized if needed for business use

	GRS 4.2
010
	Pagemaster
	Public inquiries concerning ETA
	L:\01 - ETA Offices\OMAS\OCCC 
	DAA-GRS-2013-0007-0001
Temporary.  Destroy when 90 days old, but longer retention is authorized if required for business use.

	GRS 4.2
010
	Workforce Innovation and Opportunity Act (WIOA) Mailbox
	Public Inquiries regarding WIOA, job training assistance, etc. Tracking log and instructions 
	L:\02 - Policy and Legislation\WIOA\WIOA Communication\WIOA Mailbox Tracking Log
	DAA-GRS-2013-0007-0001
Temporary.  Destroy when 90 days old, but longer retention is authorized if required for business use.

	GRS 4.2
020
	Freedom of Information Act (FOIA)
	Freedom of Information Act Request and Correspondence  
	FOIA File Cabinet, N-4655 A, Electronic MS Outlook File and electronic FOIA SIMS. 
	DAA-GRS2016-0002- 0001
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
010
	Pre-Awards
	To uncover any grant, contract or program issue that might adversely affect the Department’s contact with an individual or organization.
	L:\01 - ETA Offices\OMAS\OCCC 
	DAA-GRS-2016-0016-0001
Temporary. Destroy when business use ceases

	GRS 
5.1
010
	Vetting
	To uncover any grant, contract or program issue that might adversely affect the Department’s contact with an individual or organization.
	L:\01 - ETA Offices\OMAS\OCCC 
	DAA-GRS-2016-0016-0001
Temporary. Destroy when business use ceases

	GRS
5.1
010
	Litigation Hold
	Litigation Hold Materials
	L:\01 - ETA Offices\OMAS\OCCC
	DAA-GRS-2016-0016-0001
Temporary. Destroy when business use ceases.

	GRS 
5.1 
030
	Meeting Files 

 

	Meeting Files (Agendas, Minutes, Materials for OCCC Staff meetings and Records Management meetings)
	N-4653 and N4711 – Main File Station

S:\OCCC\9 - OCCC Admin\2. Team Meetings

L:\01 - ETA Offices\OMAS\OCCC\2 - Records\Meeting Notes
	DAA-GRS-2016-0016-0003
Temporary. Destroy when business use ceases.


	GRS
5.1
020
	Memoranda of Understanding (MOUs)
	In Process and Fully Executed Agreements



Tracking Log and electronic MOU-related documents
	File Cabinet Outside Director’s Office

L:\01 - ETA Offices\OMAS\MOU
	DAA-GRS-2016-0016-0002
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 OCCC-related functions
	L:\01 - ETA Offices\OMAS\OCCC 
	DAA-GRS-2016-0016-0002
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
	Hurricane and Disaster Reporting
	Hurricane and disaster reporting process and reports
	L:\03 - Cross-Agency Projects\Disaster Response
	DAA-GRS2017-0003- 0001
Temporary. Destroy when no longer needed for business use, or according to agency predetermined time period or business rule.

	GRS 5.2
010
	ETA State Profiles
	State Profiles for Secretarial visits which outline apprenticeships; state occupational licensing environment; Job Corps; WIOA/Wagner-Peyser (WP) funding and service levels; etc.
	L:\09 - Outreach\1 - ETA STATE PROFILES for OSEC
	DAA-GRS-2017-0003-0001
Temporary. Destroy when no longer needed for business use, or according to agency predetermined time period or business rule.

	GRS 5.2
010
	Success Stories
	Success stories from ETA grantees to be used for Secretary briefing 
	L:\09 - Outreach\Success Stories
	DAA-GRS-2017-0003-0001
Temporary. Destroy when no longer needed for business use, or according to agency predetermined time period or business rule.


	GRS 5.2
020
	Office of Regional Management (ORM) Historical Data
	Historical files from ORM

	L:\01 - ETA Offices\Regional Offices\7 - ORM N.O\Regional Management (ORM)\13- Historical Data for ROs
	DAA-GRS-2017-0003- 0002
Temporary. Destroy upon verification of successful creation of the final document or file, or when no longer needed for business use, whichever is later.

	GRS
5.7
050
	Paperwork Reduction Act (PRA)
	Paper Reduction Act - Eliminate unnecessary and duplicate forms and to combine or delete those forms that serve similar functions

	L:\01 - ETA Offices\OMAS\OCCC 
	DAA-GRS-2013-0002-0009
Temporary.  Destroy 3 years after form is discontinued, superseded, or cancelled, but longer retention is authorized if needed for business use.

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

https://usdol.sharepoint.com/sites/OASAM-DOLRECORDS/Lists/Official%20Capstone/AllItems.aspx?viewpath=%2Fsites%2FOASAM%2DDOLRECORDS%2FLists%2FOfficial%20Capstone%2FAllItems%2Easpx&useFiltersInViewXml=1&FilterField1=Agency&FilterValue1=ETA&FilterType1=Choice&FilterOp1=In 
	DAA-GRS-2014-0001-0001
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.

	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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