OFFICE OF CONTRACTS MANAGEMENT
FILE PLAN
	Name of Office: OFFICE OF CONTRACTS MANAGEMENT

	Office Acronym: OCM
	Date: 
	Page 1 of  4

	Name of Records Custodian: 

· Lisa Taylor


	Files Location: N4636, N4643 & N-4649
	Approved By and Date 

	General Records Schedule (GRS)/ Unique Records Schedule (URS)
	File Title
	Series and Brief 

Description 
	Location
	Disposition Instructions

	URS N1-369-97-1,

Item 1A
	General Correspondence 
	OCM assigned/tracked correspondence for ExecSec controlled correspondence via Secretary’s Information Management System (SIMS).  Correspondence include letter and memo response to inquiries from the Congress, et al., addressed to Labor Secretary, ASET, or other DOL Officials
	Room N4649 
See Tyrone Wells Cabinet #1 
	N1-369-97-1 Temporary.

Destroy when 5 years old

	GRS 5.5,

Item 010
	Office, Administrative
	OCM Clearance of ETA Program Office initiated Meeting and Conference Requests
	Room N4643 
See Tyrone Wells
Cabinet #2
	DAA-GRS-2016-0012-0001 Temporary. Destroy when 3 years old, or 3 years after applicable agreement expires or is cancelled, as appropriate, but longer retention is authorized if required for business use.

	GRS 5.7,

Item 010


	Management Control Records 
	Information Notices/Electronic directives & Standard Operating Procedures to carry out OCM mission  
	Room N4643 File Cabinet and OCM S:\Drive (Shared Drive) Cabinet #3
	DAA-GRS-2017-0008-0001

Temporary. Destroy 1 year after submission or when superseded, as appropriate, but longer retention is authorized if required for business use.

	URS NI-369-97-1,
Item 1B
	Secretary’s Correspondence
	ExecSec controlled correspondence via Controlled Correspondence System (CTS). Correspondence include letter and memo response to inquiries from the Congress, et al., addressed to Labor Secretary, ASET, or other DOL Officials
	Correspondence Tracking System (CTS) Cabinet #4
	Temporary. Delete when file copy is generated or no longer needed for reference or updating.


OFFICE OF CONTRACTS MANAGEMENT

FILE PLAN
	Name of Office: OFFICE OF CONTRACTS MANAGEMENT


	Office Acronym: OCM
	Date Prepared: 
	Page 2 of  4

	Name of Records Custodian: 

· Lisa Taylor


	Files Location: N4636, N4643 & N4649
	Approved By and Date: 

	General Records Schedule (GRS)/ Unique Records Schedule (URS)
	File Title
	Series and Brief 

Description 
	Location
	Disposition Instructions

	GRS 5.4,

Item 010

	Inventory Files 
	OCM Inventory of Computer Laptops, Printers, Monitor, Network Copiers/Printer, GFE Mobile Devices
	H:\Directory, Electronic File
Cabinet #4
	DAA-GRS-2016-0011-0001 Temporary. Destroy when 3 years old or 3 years after superseded, as appropriate, but longer retention is authorized if required for business use.

	GRS 1.1, Item 010
	Financial Transaction Records 
	P-Card requisitions for office supply inventory and asset maintenance 
	Room N4643
See Lisa Taylor
Cabinet #4
	DAA-GRS-2013-0003-0001 Temporary.

Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use.


	GRS 4.2, Item 040
	Freedom of Information Act (FOIA)
	FOIA Controls and Requests
	Room N4643
See Chari Magruder
Cabinet #5
	DAA-GRS-2016-0002-0004 Temporary.

Destroy 6 years after final agency action or 3 years after final  adjudication by the courts, whichever is later


	GRS 3.2, 
Item 030
	System Access Records
	Personal Identity Verification (PIV)

ETA Contracts
	File Cabinet and Electronic File 
See Chari Magruder
Cabinet #6
	DAA-GRS-2013-0006-0003 Temporary.

Destroy when business use ceases.
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	GRS 1.1,

Item 011
	Procuring Good and Services
	OCM Contract Files
	File Room N4636
	DAA-GRS-2013-0003-0002 Temporary.

Destroy when business use ceases.

	GRS 1.1, Item 100
	Small and Disadvantage Business Utilization Files 
	OCM Small Business Correspondence
	Room N4643 
See Chari Magruder 
Electronic (Email)
	DAA-GRS-2018-00X-001 Temporary. 
Destroy when 3 years old, but longer retention is authorized if required for business use.

	GRS 1.1,

Item 011
	Audits
	GAO, OIG, & OMB A-123 Audits
	Room N4643 
See Chari Magruder
Electronic: H:\ Drive
	DAA-GRS-2013-0003-0002 Temporary. Destroy when business ceases.

	GRS 1.1,

Item 011
	ETA Procurement Forecasts and Acquisition Screening Process 
	Procurement Forecast Packages and Forms DL-2004
	Room N4643 Website: https://hallways.cap.gsa.gov/app/#/x/forecast-of-contracting-opportunities

	DAA-GRS-2013-0003-0002 Temporary. Destroy when business use ceases.

	GRS 1.1,

Item 011
	Contracting Officer Representative (COR)
	Active COR’s
	Room N4643
See Chari Magruder
Electronic (FAITAS) 
	DAA-GRS-2013-0003-0002 Temporary. Destroy when business use ceases.

	GRS 1.1,

Item 011
	Contract Review Board (CRB)
	Approval Forms and Minutes from CRB
	OCM/CRB S:\Drive (Share Drive) Room N4643
	DAA-GRS-2013-0003-0002 Temporary. Destroy when business use ceases.

	GRS 6.1
Item 010
	Capstone
	Emails for Capstone
	Outlook Office 365-Capstone
	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.
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	GRS 6.1

Item 010
	Capstone
	Emails for Capstone
	Outlook Office 365 - Capstone
	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.


