
	Name of Office

Office of Workforce Investment

Front Office


	Office Acronym

OWI/FO
	Date Prepared

6/27/18
	
	Page 1 of  7

	Name of Records Custodian 

Rochelle Martin


	Files Location

FPB, Rm. C-4526

Cabinet #OWI-FO-9000
	
	Approved by and Date

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1 
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A-E
	Temporary. Destroy when business use ceases.

	DAA-GRS2016-0016- 0001



	2 
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002

	3 
	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
	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.
	DAA-GRS-2014-0001-0001




	Name of Office

Office of Workforce Investment

Front Office


	Office Acronym

OWI
	
	
	     

	Name of Records Custodians

Rochelle Martin


	Files Location

FPB, Rm. C-4526

Cabinet # OWI-FO-9001
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A
	Temporary. Destroy when business use ceases.

Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A
	Temporary. Destroy when business use ceases.

Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002

	3
	1.2.010
	ARRA Implementation
	Grant Administrative (includes Lobbying Reports)
	Drawer A
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007

	4
	2.1.060
	ARRA Resumes
	Employment Applications
	Drawer A
	Temporary. Destroy 1 year after date of submission.
	DAA-GRS2014-0002- 0011

	5
	2.2.030
	ARRA S and E Awards
	Employee incentive award records
	Drawer A
	Temporary. Destroy when 2 years old or 2 years after award is approved or disapproved, whichever is later, but longer retention is authorized if required for business use. 
	DAA-GRS2017-0007- 0003

	6
	2.2.030
	ARRA S and E Awards
	Employee incentive award records
	Drawer A
	Temporary. Destroy when 2 years old or 2 years after award is approved or disapproved, whichever is later, but longer retention is authorized if required for business use. 
	DAA-GRS2017-0007- 0003

	7
	2.2.070
	ARRA Staff A - DA
	Employee performance file system records
	Drawer A
	Temporary. Destroy no sooner than 4 years after date of appraisal, but longer retention is authorized if required for business use.
	DAA-GRS2017-0007- 0008

	8
	2.2.070
	ARRA Staff De - L
	Employee incentive award records
	Drawer A
	Temporary. Destroy no sooner than 4 years after date of appraisal, but longer retention is authorized if required for business use.
	DAA-GRS2017-0007- 0008

	9
	2.2.070
	ARRA Staff  N - O
	Employee incentive award records
	Drawer A
	Temporary. Destroy no sooner than 4 years after date of appraisal, but longer retention is authorized if required for business use.
	DAA-GRS2017-0007- 0008

	10
	2.2.070
	ARRA Staff P - Z
	Employee incentive award records
	Drawer A
	Temporary. Destroy no sooner than 4 years after date of appraisal, but longer retention is authorized if required for business use.
	DAA-GRS2017-0007- 0008

	11
	2.4.030
	ARRA Timekeeping
	Time and attendance records
	Drawer A
	Temporary. Destroy after GAO audit or when 3 years old, whichever is sooner.
	DAA-GRS2016-0015- 0003

	12
	5.1.010

	ARRA Travel 
	Administrative records maintained in any agency office


	Drawer A
	Temporary. Destroy when business use ceases.

Temporary. 
	DAA-GRS2016-0016- 0001



	13
	5.1.020
	ARRA Authorizations/Vouchers
	Non-recordkeeping copies of electronic records
	Drawer A
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002


*ARRA and Hurricane Katrina files are on permanent executive record hold.  Files are not to be destroyed until hold is lifted.  Oil spill files are on litigation hold.  These requirements supersede the general record schedule for file retention.

	Name of Office

Office of Workforce Investment

Front Office


	Office Acronym

OWI
	Date Prepared

6/27/18
	
	Page 2 of 7     

	Name of Records Custodians

Rochelle Martin


	Files Location

FPB, Rm. C-4526

Cabinet # OWI-FO-9001
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1 
	4.2.001
	FOIA Annual Reports
	FOIA, Privacy Act, and classified documents administrative records
	Drawer B
	Temporary. Destroy when 3 years old, but longer retention is authorized if needed for business use.
	DAA-GRS2016-0013- 0003

	2 
	4.2.020
	FOIA Appeals Files
	FOIA, Privacy Act, and classified documents administrative records
	Drawer B
	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.
	DAA-GRS2016-0002- 0001

	3 
	4.2.010
	FOIA Registers/Logs

(Control Files)
	FOIA, Privacy Act, and classified documents administrative records
	Drawer B
	Temporary. Destroy when 90 days old, but longer retention is authorized if required for business use.
	DAA-GRS2013-0007- 0001

	5
	1.2.010
	Hurricane Information 2005
	Grant Administrative Files (includes Lobbying Reports)
	Drawer B
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007

	6
	1.2.010
	Hurricane Information 2005
	Grant Administrative Files (includes Lobbying Reports)
	Drawer B
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007

	7
	1.2.010
	Hurricane Rita JC
	Grant Administrative Files (includes Lobbying Reports)
	Drawer B
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007

	8-11
	1.2.010
	Reintegration Katrina
	Grant Administrative Files (includes Lobbying Reports)
	Drawer B
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007

	12
	1.2.010
	Hurricane Information 2006
	Grant Administrative Files (includes Lobbying Reports)
	Drawer B
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007

	13- end
	4.2.020
	General information request files
	Files created in response to requests for information under FOIA, consisting of the original request, a copy of the reply, and all related supporting files
	Drawer C, D,E
	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.
	DAA-GRS2016-0002- 0001


*ARRA and Hurricane Katrina files are on permanent executive record hold.  Files are not to be destroyed until hold is lifted.  Oil spill files are on litigation hold.  These requirements supersede the general record schedule for file retention.

	Name of Office

Office of Workforce Investment

Front Office


	Office Acronym

OWI
	
	
	

	Name of Records Custodians

Rochelle Martin


	Files Location

FPB, Rm. C-4526

Cabinet # OWI-FO-9002
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office

Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002


	Name of Office

Office of Workforce Investment

Front Office


	Office Acronym

OWI
	Date Prepared

6/27/18
	
	Page 3 of 7     

	Name of Records Custodians

Rochelle Martin


	Files Location

FPB, Rm. C-4526

Cabinet # OWI-FO-9003
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A-E
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002

	3
	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
	DAA-GRS2016-0016- 0002


	Name of Office

Office of Workforce Investment

Front Office


	Office Acronym

OWI
	
	
	

	Name of Records Custodians

Rochelle Martin


	Files Location

FPB, Rm. C-4526

Cabinet #s OWI-FO-9004, 9005, 9006, 9007, 9008, 9009, and 9010
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A-E
	Temporary. Destroy when business use ceases.

Temporary. 
	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002


*ARRA and Hurricane Katrina files are on permanent executive record hold.  Files are not to be destroyed until hold is lifted.  Oil spill files are on litigation hold.  These requirements supersede the general record schedule for file retention.

	Name of Office 

Office of Workforce Investment

Division of National Programs, Tools, and Technical Assistance
	Office Acronym

OWI/DNPTTA
	
	
	

	Name of Records Custodian

Rochelle Martin
	Files Location

FPB, Rm. C-4526

Cabinet #s OWI-DNPTTA-9200-9201, 9204-9213, 9215-9239


	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	
	
	
	Empty
	Drawer A-E
	
	DAA-GRS2013-0008- 0007

	1-end
	6.2.010


	WIAC Advisory Committee
	FACA Files
	L:\02 - Policy and Legislation\WIOA\WIOA Implementation\FACA\WI Advisory Council
	Permanent. Transfer when records are 15 years old or upon termination of Committee, whichever is sooner.
	DAA-GRS2015-0001- 0001

	1-end
	6.2.050


	WIAC Advisory Committee
	FACA Files
	L:\02 - Policy and Legislation\WIOA\WIOA Implementation\FACA\WI Advisory Council
	Permanent. Transfer when records are 15 years old or upon termination of Committee, whichever is sooner.
	DAA-GRS2015-0001- 0001

	1-end
	6.2.060
	WIAC Advisory Committee
	FACA Files
	L:\02 - Policy and Legislation\WIOA\WIOA Implementation\FACA\WI Advisory Council
	Permanent. Transfer when records are 15 years old or upon termination of Committee, whichever is sooner.
	DAA-GRS2015-0001- 0001


	Name of Office 

Office of Workforce Investment

Division of National Programs, Tools, and Technical Assistance
	Office Acronym

OWI/DNPTTA
	
	
	

	Name of Records Custodian

Rochelle Martin
	Files Location

FPB, Rm. C-4526

Cabinet # OWI-DNPTTA-9203


	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010 


	File Plan
	Administrative records maintained in any agency office


	Drawer A-C
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-C
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002

	1 - 18
	1.2.010
	Hurricane Katrina 
	Grant Administrative 
	Drawer C-E
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007


*ARRA and Hurricane Katrina files are on permanent executive record hold.  Files are not to be destroyed until hold is lifted.  Oil spill files are on litigation hold.  These requirements supersede the general record schedule for file retention.
	Name of Office 

Office of Workforce Investment

Division of National Programs, Tools, and Technical Assistance
	Office Acronym

OWI
	Date Prepared

6/27/18
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	Name of Records Custodian

Rochelle Martin
	Files Location

FPB, Rm. C-4526

Cabinet # OWI-DNPTTA-9214


	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority 

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A,C,D,E
	Temporary. Destroy when business use ceases.

Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0001

DAA-GRS2016-0016- 0002

	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A,C,D,E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002

	1 - end
	1.2.010
	American Recovery and Reinvestment Act
	Grant Administrative 
	Drawer B
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007


*ARRA and Hurricane Katrina files are on permanent executive record hold.  Files are not to be destroyed until hold is lifted.  Oil spill files are on litigation hold.  These requirements supersede the general record schedule for file retention.
	Name of Office 

Office of Workforce Investment

Division of National Programs, Tools, and Technical Assistance
	Office Acronym

OWI/DNPTTA
	
	
	

	Name of Records Custodian

Rochelle Martin
	Files Location

FPB, Rm. S-4209

Cabinet # OWI-DNPTTA-9240


	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A,C,D,E
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001

DAA-GRS2016-0016- 0002

	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A,C,D,E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002

	1 - end
	1.2.010
	American Reinvestment and Recovery Act Grants
	Grant Administrative 
	Drawer B
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007


*ARRA and Hurricane Katrina files are on permanent executive record hold.  Files are not to be destroyed until hold is lifted.  Oil spill files are on litigation hold.  These requirements supersede the general record schedule for file retention.
	Name of Office
Office of Workforce Investment

Division of Youth Services
	Office Acronym
OWI/DYS
	
	
	

	Name of Records Custodian
Phyllis Richardson
	Files Location
FPB – Cabinet 1 Front
Office N4508 & N4511
OWI-DYS – 9800- 9818
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A-E
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002


	Name of Office

Office of Workforce Investment

Division of WIA Adult Services and Workforce System


	Office Acronym

OWI/DWASWS
	Date Prepared

6/27/18
	
	Page 5 of 7

	Name of Records Custodian 

Rochelle Kirkley


	Files Location

FPB, Rm. S-4209

Cabinet # OWI-DWASWS -9600-9608
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010 


	File Plan
	Administrative records maintained in any agency office


	Drawer A-E
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002

	Name of Office

Office of Workforce Investment

Division of Indian and Native American Programs


	Office Acronym

OWI/DINAP
	
	
	

	Name of Records Custodian 

Rochelle Martin


	Files Location

FPB, Rm. S-4209

Cabinet # OWI-DINAP-9400
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority 

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A-E
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002


	Name of Office

Office of Workforce Investment

Division of Indian and Native American Programs


	Office Acronym

OWI/DINAP
	
	
	

	Name of Records Custodian 

Rochelle Martin


	Files Location

FPB, Rm. S-4209

Cabinet # OWI-DINAP-9401
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010

5.1.020
	
	Administrative records maintained in any agency office


	Drawer A
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002

	1 - end
	1.2.010
	ARRA Related Grants
	Grant Administrative 
	Drawer B
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007

	1 - end
	5.1.010

5.1.020
	Correspondence/

Memos 
	Administrative records maintained in any agency office

Non-recordkeeping copies of electronic records
	Drawer C
	Temporary. Destroy when business use ceases.

Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0001

DAA-GRS2016-0016- 0002

	1 - end
	6.2.010
	DINAP Bulletins
	Administrative records
	Drawer D
	Permanent. Transfer when records are 15 years old or upon termination of committee, whichever is sooner.
	DAA-GRS2015-0001- 0001

	1 - end
	6.2.010
	Advisory committee transcripts, minutes
	Administrative records
	Drawer E
	Permanent. Transfer when records are 15 years old or upon termination of committee, whichever is sooner.
	DAA-GRS2015-0001- 0001


*ARRA and Hurricane Katrina files are on permanent executive record hold.  Files are not to be destroyed until hold is lifted.  Oil spill files are on litigation hold.  These requirements supersede the general record schedule for file retention.

	Name of Office

Office of Workforce Investment

Division of Indian and Native American Programs


	Office Acronym

OWI/DINAP
	Date Prepared

6/27/18
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	Name of Records Custodian 

Rochelle Martin


	Files Location

FPB, Rm. S-4209

Cabinet # OWI-DINAP-9402, 9404-9409
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A-E
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002


	Name of Office

Office of Workforce Investment

Division of Indian and Native American Programs


	Office Acronym

OWI/DINAP
	
	
	

	Name of Records Custodian 

Rochelle Martin


	Files Location

FPB, Rm. S-4209

Cabinet # OWI-DINAP-9403
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office

Non-recordkeeping copies of electronic records
	Drawer A
	Temporary. Destroy when business use ceases.

Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0001

DAA-GRS2016-0016- 0002

	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002

	1 – end
	6.2.010
	DINAP FACA Records
	Posters
	Drawer A
	Permanent. Transfer when records are 15 years old or upon termination of committee, whichever is sooner. 
	DAA-GRS2015-0001- 0001

	1 - end
	6.2.010
	DINAP FACA Records
	Administrative Programs/handbooks/Program related materials 
	Drawer B
	Permanent. Transfer when records are 15 years old or upon termination of committee, whichever is sooner. 
	DAA-GRS2015-0001- 0001

	1 - end
	6.2.010
	DINAP FACA Records
	Internal materials for Advisory council and grantees
	Drawer C
	Permanent. Transfer when records are 15 years old or upon termination of committee, whichever is sooner. 
	DAA-GRS2015-0001- 0001

	1 - end
	6.2.010
	DINAP FACA Records
	Internal materials for Advisory Council and grantees
	Drawer D
	Permanent. Transfer when records are 15 years old or upon termination of committee, whichever is sooner. 
	DAA-GRS2015-0001- 0001

	1 - end
	6.2.010
	DINAP FACA Records
	Manuals and Directives
	Drawer E
	Permanent. Transfer when records are 15 years old or upon termination of committee, whichever is sooner. 
	DAA-GRS2015-0001- 0001


*ARRA and Hurricane Katrina files are on permanent executive record hold.  Files are not to be destroyed until hold is lifted.  Oil spill files are on litigation hold.  These requirements supersede the general record schedule for file retention.

	Name of Office

Office of Workforce Investment

Division of Strategic Investments 
	Office Acronym

OWI/DSI
	Date Prepared
6/28/18
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	Name of Records Custodian 

Darlene Towles
	Files Location

FPB, Rm. C-4518

Cabinet # OWI-DSI-9100
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A-E
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001

DAA-GRS2016-0016- 0002

	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A-E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002

	1 - end


	1.2.010
	ARRA Products
	Grant Administrative 
	Drawer E
	Temporary. Destroy 3 years after final action is taken on the file, but longer retention is authorized if required for business use.
	DAA-GRS2013-0008- 0007


	Name of Office

Office of Workforce Investment

Division of Strategic Investments 
	Office Acronym

OWI/DSI
	
	
	

	Name of Records Custodian 

Darlene Towles
	Files Location

FPB, Rm. C-4518

Cabinet # OWI-DSI-9101-9110
	
	

	File Number
	GRS
	File Title
	Brief Description
	Location
	Disposition Instruction
	Disposition Authority

	1
	5.1.010


	File Plan
	Administrative records maintained in any agency office


	Drawer A-E
	Temporary. Destroy when business use ceases.


	DAA-GRS2016-0016- 0001



	2
	5.1.020
	File Plan
	Non-recordkeeping copies of electronic records
	Drawer A,C,D,E
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use.
	DAA-GRS2016-0016- 0002


