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	Office Name
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	Name of Records Custodian 

Robert L. Mhoon
	Locations of Files

N4507, N4456 and N4463 of FPB, DOL
	Approver’s Signature             Date 

Edward Benton



	GRS/URS
	File Title/Division
	File Description
	Location
	Disposition of Files

	GRS 1.1 Item 010
	National Training Contractors (DES)
	Contract and program files for the Contracting Officer’s Representative (COR) for the NTCs.

Financial transaction records related to procuring goods and services, paying bills, collecting debts, and accounting.


	N4507/4456 COR cubical drawer. Sandye, Robert and Lawrence

S:\WPDOCS\CAREER TECHNICAL TRAINING LIBRARY\NTCs
	DAA-GRS-2013-0003-0001

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


	GRS 1.2 Item 010
	Grants Records (Front Office)
	Grant and Cooperative Agreements. A grant is an award of financial assistance in the form of money, or property in lieu of money, by the Federal Government to an eligible grantee. The principal purpose of such award is to transfer a thing of value from a Federal agency to a State or local government or other recipient to carry out a public purpose of support or stimulation authorized by Federal statute (31 U.S.C. 6304). A cooperative agreement is an award of financial assistance that is used to enter into the same kind of relationship as a grant.


	S:\WPDOCS\Grants Management 

	DAA-GRS-2013-0008-0007 
Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.


	GRS 4.2 Item 020
	Freedom of Information Act (FOIA)
	Freedom of Information Act and Privacy Act Request 
	FOIA SIMS 
	DAA-GRS-2016-0002-0001
Temporary. Destroy 6 years after final agency action or 3 years after final adjudication by the courts, whichever is later, but longer retention is authorized if required for business use. 

	GRS 5.1 Item 020
	General information request files
 (TPPS)
	Documents (requests for information and administrative actions for completion) under the Privacy Act received in the National Office of Job Corps that require acknowledgement, replies, and referrals of inquiries to other Regional Offices for response. 
· forms with the subject individual's name
· records of the requester's name and address
· explanations of the purpose for the request
· date of disclosure
· proof of subject individual's consent

	N4507 Current location file cabinet 10, Drawer One   Robert Mhoon cubical       
	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 Item 020
	Memoranda of Understanding (MOU) Front Office
	In Process and fully Executed Agreements.
	N4463 S:\WPDOCS\MOUs for 2019\MOU with BLS 3.20.19
	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.

	GRA 5.1 Item 020
	Functional Standard Operating Procedures (SOPs)/Training
	SOPs generated at the Departments of the National Office of Job Corps 
	Held in office overseeing SOP
	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 Item 020
	Non-recordkeeping copies of electronic records.  Survey Appeals (TPPS)
	Appendix 501, Attachment 4, and 5 Job Corps Appeal Form Quarter 2 and Quarter 4 Survey Earning Outcomes Requests 
	Survey appeals Q2 and Q4/N4507. Kelley Baker, cabinets #1, 2, 5, 7, and 8. Down center aisle, and far wall of office. S:\WPDOCS\1-Accountability\Surveys\6 & 12-month follow-up survey data appeals\PY 19 Appeals
	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 Item 030
	Meeting Files (Front Office)
	Meeting Files (agendas, Minutes, and Notes0
	N4463 outside Director office
	DAA-GRS-2016-0016-0003
Destroy when business use ceases. 

	GRS 5.4   Item 070
	Facility Surveys (DFAM)
	Surveys of Job Corps facilities and General Modification, Pay Request

	N4464/ Cabinets 1-7, 10, 14, 15, 16, 17, and 18 See Felicia Hamilton
	DAA-GRS-2016-0011-0008
Destroy when 3 years old, but longer retention is authorized if required for business use. 

	GRS 5.7 Item 050
	Paperwork Reduction Act (TPPS)
	Paper Reduction Act- Eliminate unnecessary and duplicate forms and to combine or delete those forms that serve similar functions. 
	S:\WPDOCS\1-Accountability\1-Paperwork Reduction Act
	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  Item 010
	Capstone (Front Office)
	Correspondence –NI-369-97-1
Item A or B. Capstone Official emails – Assistant Secretaries, Deputies, Administrators, Deputy Administrators, Chief of Staff, Staff/Executives Assistants to Assistants Secretaries, DAS.
	Outlook Office 365
	DAA-GRS-2014-0001-0001 Permanent. Cutoff 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 NC-369-76-1, Section V, item 43 #2
	Official Job Corps Record (TPPS)
	The record must include the sealed health record, death certificate, case notes and records, and autopsy and chemical analysis report if received. Student’s death, forward entire record to the Office of Job Corps within 10 days
	N4507 (old cubical of Johnetta #6) Store in a central location. Cabinets 1 and 2, and 7.  4456 Health cabinet/ Cabinet #9 
	Maintain three years after separation. (SORN) Destroy 75 years after date of birth of student

	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 



3

