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Name of Records Custodian: Files Location: N-4702 N- | Approved By and Date F-12 »[7
Jonathan Chudson 4470 :
File GRS/ File Title Series and Brief Location Disposition '
Number | URS Description Instructions
GRS 1.1- |General Carrespondence Trust Fund Memo ETA Main File DAA-GRS-2016-
001 Station 0013-0001
001 NHT02, Destroy 5 years
after period
|covered by
account.
GRS 1.1- DAA-GRS-2016-
001 \\eta-940- 0013-0001
01.eta.dir.labor.gov\sS
002 Vetting Vetting hared\OFAS\ACCTNG\ | Destroy 5 years
GLCM - Do not after period
delete\4. VETTING covered by
account,
GRS 1.1- \\eta-940- DAA-GRS-2013-
010 . 01.eta.dir.labor.gov\s 0003-0001
hared\OFASS\ACCTNG
003 Scanned Checks Copies of Checks \AP AR DM Travel - Do Des.t roy when
not delete\Accounts | business use
Receivable\Check ceases.
Documents Maintained
‘indefinitely.
GRS 1.1, - DAA-GRS-2013-
010 \eta-940- 0003-0001
O1.eta.dir.labor.gov\s
Incoming Check Register hared\OFASS\ACCTNG
004 Check Deposit Lists and Logs [ \AP AR DM Trave! - Do Ees_t roy when
Master Check Log not delete\Accounts USIess use
Receivable\Check ceases.
Documents Maintained
indefinitely.




GRS 1.1 -
010

\\eta-940-
OI\OFASNACCTNG\AP
AR DM Travel - Do not

DAA-GRS-2013-
0003-0001

Destroy when

005 Pay.gov Log Check Deposit Lists and Logs | delete\Accounts busi
Receivable\Check usiness use
Documents\FY ceases.
2019\Flectronic Maintained
Receipts indefinitely.
GRS 1.1- \\eta-240- DAA-GRS-2013-
010 Ql.eta.dir.labor.goV\s 0003-0001
hared\OFAS\ACCTNG
: AP AR DM Travel - Do Destrov when
006 Federal Debt Collections Check Deposit Lists and Logs | not delete\Accounts busi y
Receivable\Check usiness use
Documents\FY cea-ses..
2018\FedDebt Maintained
Collections indefinitely.
GRS 1.1 - DAA-GRS-2013-
010 \eta-040- - 0003-0001
Oi.eta.dir.labor.gov\s '
. . hared\QFASN\ACCTNG\
007 21;? Accounts Receivable Write A/R Writeoffs AP AR DM Travel - Do !I;)es‘troy when
not delete\Accounts usiness use
Receivable\Write off's | €635€S-
and Adjustments Maintained
indefinitely.
GRS 1.1- DAA-GRS-2013-
010 \eta-940- 0003-0001
01 eta.dir.labor.gov\s
Accounts Receivable Journal hared\OFASNACCTNG) | Destroy when
008 Vouchers A/R Journal Vouchers AP AR DM Travel - Do | business use
not delete\Accounts | ceases.
Receivable\)V Process Maintained
indefinitely,
GRS 1.1 - \\eta-840- DAA-GRS-2016-
001 0l.eta.dirlabor.gov\s [0013-0001
L Obligations and hared\OFAS\ACCTNG)\
009 General Ledger Obligations Reconciliations GLCM - Do not Destroy when
delete\1, GENERAL business use
LEDGER ceases.
GRS 1.1 - \\eta-940- DAA-GRS-2016-
010 0Leta.dirlabor.gows |0013-0001
010 ' interagency Payment and Reporting and FBWT hared\QFAS\ACCTNG\
Collections {IPAC} & Analyses Reconciliations GLCM - Do not Destroy when
delete\2. CASH business use
MANAGEMENT

ceases.




GRS 1.1-

QJC Accrual and SUIESO

DAA-GRS-2013-

010 Accrual \\eta-940- 0003-0001

Ol.eta.dir.labor.gov\s
010 Payroll Reclass & Journal Voucher hared\OFAS\ACCTNG\ | Destroy when
Analyses GLCM - Do not business use
delete\3. JOURNAL ceases.
YOUCHERS Maintained
indefinitely.

GRS 1.1 - Y\eta-540- DAA-GRS-2013-

020 Oletadirlaborgovs |0003-0011
hared\OFAS\ACCTNG\

o1 PMS to NCFMS Reconciliation PMS to.l\..ICFMS GLCM - Do not

Recancitiation delete\L GENERAL | DCotroY when
LEDGER\A. NCFMs. | PUsiness use
PMS RECONCILIATION | “®3Ses.
GRS 1.1 - \\eta-940- DAA-GRS-2013-
020 Ql.eta.dirJabor.gov\S 10003-0011
hared\QFAS\ACCTNG\
012 AMS to NCFMS Reconciliation - AMS to. NC].:MS GLCM - Do not D h
Reconcillation delete\1. GENERAL es‘troy when
LEDGER\G. NCFMS. | usiness use
AMS RECONCILIATION | “635€5-
GRS 1.1 - \\eta-840- DAA-GRS-2013-
030 Ol.eta.dirJabor.goVS | 0003-0004
Capitalized Property listing, Capitalized Property listing, | hared\OFAS\ACCTNG\
Internal Use Software records, internal Use Software -

. disposal support records, disposal support gzgte? :::z:mt Destroy when
business use
ceases,

GRS 1.1 - Inventory Packages DAA-GRS-2013-
040 0003-0012
014 Real Property Physical ETA.NEam File Destroy 6 years
Inventory Station .
after period
NY470 covered by
account.
GRS 1.1 - -040- DAA-GRS-2013-
020 Quarterly Capitalized %}xi%%f&%fabor. oS |0003-0011
Capitalized Personal Property Person:?l‘ P;:operty hared\OFASN\ACCTNG\
015 e Reconciliations (CIP, IUQE,
Reconciliations EPMS. Software in GPA - Do Not Destroy when
DeveI;pment) Delete\Property\Fixed | husiness use
. Asset FY19\Recons | eases.
GRS 1.1- \\eta-940- DAA-GRS-2013-
020 01\OFAS\ACCTNG\GP | 0003-0011
- E-Grants to NCFMS A-Do Not
016 E-Grants to NCFiMS Reconciliation Reconciliation W \Grants\Grants Destroy when

FY19\E-Grants
Reconciliation FY 2019

husiness use
ceases.




GRS 1.1- \\eta-240- DAA-GRS-2013-
020 0I\OFAS\ACCTNG\G | 0003-0011
017 ETA PMS to NCFMS Sync Report Reconciliation | PA - Do Not
Reconciliation ETA Delete\Grants\Gran |Destroy when
s FY19\Sync business use
Reports ceases.
GRS 1.1 - \\eta- -
eta-940 DAA-GRS-2017-
080 OINOFAS\ACCTNG\A 0005-0001
P AR DM Travel - Do
018 TORT CLAIMS Tort Claims not delete\Accounts
: : - Destroy when
Payable\Third Pa business use
and Off-line
o ceases.

Payments




