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	GRS/
URS
	File Title
	Series and Brief 
Description 
	Location – E-350
	Disposition Instructions
	Disposition Authority

	
	DFMAS
	
	
	
	

	GRS 5.1
010
	Administrative Records 
	Records accumulated by individual offices that relate to routine day-to-day administration and management of the office rather than the mission-specific activities for which the office exists.
	E-350 Individual Unit Main filing station: DFMAS, DDG, DWI, DWS
	Temporary:
Destroy when business use ceases.
	DAA-GRS2016-00160001

	GRS 5.1
030
	Records of non-mission related internal agency committees
	Includes: documents such as letters, memoranda, reports, handbooks, directives, manuals, briefings, or presentations created on office applications, including those in Portable Document Format (PDF) or its equivalent • senders’ and recipients’ versions of electronic mail messages that meet the definition of Federal records, and any related attachments • electronic spreadsheets • digital still pictures or posters • digital video or audio files • digital maps or architectural drawings • copies of the above electronic records maintained on websites or web servers, but EXCLUDING web pages themselves 
	E-350 in respective unit filing stations or electronic records. DFMAS, DDG, DWI, DWS
	Temporary. Destroy immediately after copying to a recordkeeping system or otherwise preserving, but longer retention is authorized if required for business use. 

	DAA-GRS2016-00160002 


	GRS 1.2
010
	DFMAS Grant Working Files
	Record copies of papers (including correspondence), documenting actions taken during the history of each project
Grant and cooperative agreement program management records. Records related to the coordination, implementation, execution, monitoring, and completion of grant and cooperative agreement programs.
	E350 – Main Hallway File Cabinets
	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

	GRS 2.7
020
	Safety and Health
	Covers all safety and health related activities; inspections, annual OSHA reports 
	E-350 DFMAS Main Filing Station; Electronic Records Files; SIMS FOIA tracking system
	Temporary.  Destroy when 6 years old, but longer retention is authorized if needed for business use.
	DAA-GRS-2017-0010-0002


	GRS 4.2
	FOIA Access and disclosure request files. 
Case files created in response to requests for information under the Freedom of Information Act (FOIA), Mandatory Declassification Review (MDR) process, Privacy Act (PA), Classification Challenge, and similar access programs, and completed by: 


	granting the request in full • granting the request in part • denying the request for any reason including: o inability to fulfill request because records do not exist o inability to fulfill request because request inadequately describes records o inability to fulfill request because search or reproduction fees are not paid 
final adjudication on appeal to any of the above original settlements • final agency action in response to court remand on appeal Includes: • requests (either first-party or third-party) • replies • copies of requested records • administrative appeals • related supporting documents (such as sanitizing instructions) 



	E-350 DFMAS Main Filing Station; Electronic Records Files
	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-GRS2016-00020001 


	GRS 1.2
010
	Division of Demonstration Grants (DDG)
DDG Grant working files
	Record copies of papers (including correspondence), documenting actions taken during the history of each project
	E-350 Kept at FPO Desks; Electronic files; DDG Main Filing Station
	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

	GRS 1.2
010
	Division of Workforce Investment (DWI) Grant Working Files
	State Grant Files and Project
	E-350 FPO Desks; Electronic Files Records;
E-Grants System
	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

	GRS 1.2
010
	Division of Workforce Security (DWS) Grant Working Files
	Record copies of papers (including correspondence), documenting actions taken during the history of each project
	E-350 Kept at UI Specialists Desks; DWS main filing station
	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

	GRS 6.1
010
	Capstone
		Emails for Capstone Officials



	Outlook Office 365 – Capstone

	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


	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
	

	
	
	
	
	
	

	
	
	
	
	
	




