DAA-GRS2014-00010001

Audits

Grantees

2015 Room 6M12

GRS 6.1- 010 Email of Permanent. Cut off in
. Outlook Office 365 . ,
Capstone Email Managed under a Room 6M12 accordance with agency's
officials, Capstone Approach business needs, Transfer to
NARA 15-25 years after cutofT,
or after declassification review
(when applicable), whichever is
‘ later.
URS, N1-369-97- | Correspondence | While all correspondence is Room 6M12 and Temporary. Destroy when five
i, Item B entered into the Secretary’s SIMS/CTS years old. :
Information Management
System (SIMS) for tracking
purposes,[insert office
name}’s correspondence is
either routine or
administrative in nature;
¢ Incoming grant
application support
letters and copies of
the template-based
outgoing responses
e Any
correspondence/
responses related to
the operation of the
grant from the
grantee
DAA-GRS-2013-0008-0001
GRS 1.2-020 . . . ‘
gnancia} GEMS Temporary. Destroy 10 years
Management ETA-9130 after final action is taken on
and Reporting Room 6M12 .
Records file, but longer retention is
authorized if required for
business use.
DAA-GRS-2013-0008-0001
SAETA\2018
GRS 1.2- 020 . . . DFMAS\A-133 Audit TFemporary. Destroy 10 years
| Single Audits Resolution of Resolution after Oct after final action is taken on

file, but longer retention is
authorized if required for
business use.




GRS 1.2-030

ETA
Procurement
Forecasts and
Acquisition
Screening
Process

Procurement Forecast Packages
and Forms DL-2004

AMS
Room 6M12

DAA-GRS-2013-0008-0003
Temporary. Destroy when
business use ceases.

GRS 4.2 - 040

FOIA Case
Tiles

Records used to manage
program

H:\Directory
Electronic Files
Room 6M12

DAA-GRS-2016-0002-0004
Temporary. Destroy or delete 5
years after date of last entry,
final adjudication by courts, or
final action by agency (such as
downgrading, transfer or
destruction of related classified
documents, or release of
information from controlled
unclassified status), as may
apply, whichever is later; but
longer retention is authorized if
required for business use.

GRS 4.2 -020

FOIA Case
Files

Access & Disclosure Request
Files

H:\Directory
Electronic Files
Room 6M12

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 5.3 - 010

COOP

Covers all COOP Plans,
Rosters, GETS and AlertFind
Exercises, Drill

File Cabinets

.| Room 6M12

DAA-GRS-2016-0004-0001
Temporary, Destroy when 3
years old or 3 years after
superseded or obsolete,
whichever is applicable, but
longer retention is authorized if
required for business use.

GRS 5.4 -020

Real Property
for State
Property

State Disposition Letters

Annette Horton file
small cabinet
Room 6M12

DAA-GRS-2016-0011-0002
Temporary. Transfer to new
owner after unconditional sale
or Government release of
conditions, restrictions, -
mortgages, or other license

GRS 5.4 - 040

Excess
property,
equipment.

Records agencies create when
disposing of excess or surplus
personal property by sale,
donation, or destruction.
Includes: + « related
correspondence

Annette Horton file
small cabinet
Room 6M12

DAA-GRS2016-00110004
Temporary. Destroy when 3
years old, but longer retention
is authorized if required for
business use.




‘ DAA~GRS-2016-0011-0014
Jeffery Rasbury file Temporary. Destroy 3 years
. Vehicle usage log and cabinet after separation of employee or
GRS 5.4- 010 GSA Vehicle correspondents Room 6M12 3 years after rescission of
authorization to operate
vehicles or equipment,
whichever is sooner,
DAA-GRS-2013-0002-0007
Record Temporary, Destroy no sooner
Me F;i: ;:Sment Annette Horton file than 6 years after the project,
GRS 4,1-020 R a % Records Management/Files small cabinet activity, or transaction is
Ce;(-)rs N ndence Room 6M12 completed or superseded, but
OIrespo longer retention is authorized if
needed for business use.
Forms management records.
Records involved with ensuring
EZfoysii?ﬁ?fs?ﬁﬁihm DAA-GRS2013-0002000969
effective record-keeping and
ensuring that Federal standard zggﬁzﬁnﬁéz?iizéiie;rs
forms are available and used as :
. superseded, or cancelled, but
appropriate to support Federal 1 o hotized if
record-keeping requirements. onger r;ter;tlop 1s authorized 1
Includes: » registers or ) Annette Horton file needed for business use.
GRS 4.1-040 Forms databases used to record and small cabinet
control the numbers and other Room 6M12
identifying data assigned to
each form « official case files
consisting of the record copy of
each agency-originated form
with related instructions and
documentation showing
inception, scope, and purpose
of the form + background
materials and specifications
DAA-GRS-2016-0012-0002
L Temporary. Destroy when 1
,};211; ?;ﬁ; ::Jiica Annette Horton file year old or when superseded or
GRS 5.5-020 tion Service Forms and Correspondence small cabinet obsolete, whichever is
Momt. Records Room 6M12 applicable, but longer retention
gmt. ‘ is authorized if required for
business use.
Management _ DAA-GRS-2016-0015-0003
GRS24-030 | Records of Timesheets WEBTA Temporary. Destroy afier GAO
Timesheets Room 6M12 au ‘1t or when 3 years old,
whichever is sooner.




DAA-GRS-2013-0003-0001

Financial Temporary. Destroy 6 years
_ Management E2 after final payment or
GRS 1.1-010 and Reporting Travel Room 6M12 cancellation, but longer
Travel Records retention is authorized if
required for business use,
Incident Carol Andry DAA-GRS-2016-0016-0001
GRS 5.1-010 Reports DL -1-156 Room 6M12 Temporaw. Destroy when
business use ceases.
GRS 5.1-010 Cotrespondence siened b DAA-GRS-2016-0016-0001
Correspondence Reoi P © SIE Y Room 6M12 Temporary. Destroy when
egional Administrator .
business use ceases,
DAA-GRS-2017-0008-0001
GRS 5.7 -010 . Temporary. Destroy | year
Audits OIG, & OMB A-123 Audits Room 6M12 after submission or when

superseded, as appropriate, but

longer retention is authorized if

required for business use.




DAA-GRS-2013-0008-0001

i‘/inancial ; E-Grant Electronic Temporary. Destroy 10 years
GRS 1.2-020 anagemen Mods to fund Grants rant &lec after final action is taken on
and Reporting Systems C
Record file, but longer retention is
ecords authorized if required for
‘ business use.
SAETA2017 Work
GRS 5.1-030 Work Plan Annual Work plans by Plans, SAETAWRegion | /e 0 000 008
> © Division and Office Work Plan 2018, A e
SMOSS\Work Plan )
SAETA\Flexi-place DAA~GRS~2017TOOO7-0012
Temporary. Review annually
Agreement, and destroy superseded
Telework Resources and agreements SAETA\Telework L
. documents. Destroy remaining
GRS 2.2-080 agreements for Teleworking Agreement and Home
. ) . documents 1 year after
Inspection Checklist - .
- ) employee separation or
Trial Period
transfer.
Emergenc SAOSS\Emergency DAA-GRS-2016-0016-0003
GRS 5.1-030 gency Staff Resources Preparedness Temporary. Destroy when
Preparedness .
Room 6M12 business use ceases.
Systems Staff svstem certification SAETAR017 DAA-GRS-2013-0006-0003
GRS 3.2-030 certifications forms 4 Recertification E-grants | Temporary, Destroy when
{E-Grants etc.) . Room 6M12 business use ceases.
Conference Regional conference DAA-GRS-2016-0016-0003
GRS 5.1-030 Apnrovals approval forms and requests S:\Various locations Temporary. Destroy when
PP PP 4 Room 6M12 business use ceases
DAA-GRS-2017-0007-0012
Temporary. Review annually
Position Current Staff Position SAETA PD's an desezi)sy %E:?eded ..
GRS 2.2-080 o Descriptions Room 6M12 OCUMEIHS. oy remaming
. Descriptions documents 1 year after
employee separation or
transfer.
SAETASOPs,
SAETA\REGION IH
Atlanta Employment '
GRS 5.1-010 SOPs Standard Operation Handbook, ?fnﬁggiff%)eisi}ggﬁggm
) Procedures for R3 Staff S\ETAZ016 SOPs, busine ’
SAOSS\ETA, Usiness Use ceases.
SMOSS\Office Files
Room 6M12
DAA-GRS-2016-0016-0001
A 3 &
GRS 5.1-010 SOP SOP Workgroup S:80P Workgroup Temporary. Destroy when
Workgroup 2016 .
business use ceases.
, DAA-GRS-2016-0016-0001
) Standard Operating SMOSSWR3TA
GRS 5.1-010 R3TA Procedure Workgroup Room 6M12 Ten?porary. Destroy when
‘ business use ceases.
Training provided to staff b SAETA017 Training, | DAA-GRS-2016-0016-0001
GRS 5.1-010 Staff trainings £p Y SAETA\Training Temporary, Destroy when
external contractors .
Room 6M12 business use ceases.




§:\2017 SIMS

Resources,
Correspondence | Secretary’s Information SAETAZ017 SIMS,
II}I;S;]TIII];G 6997 | Sims Management System “Letter | SAETA2018 SIMS, . T:;lspgil&ary. Destroy when five
’ Resources an Memo responses” S:AOSS\Public Letters, y )
SANOSS\SIMS
Room 6M12
DAA-GRS-2013-0008-0001
S:\2018 State Profiles,
: S:\OSS\Briefing- Temporary. Destroy 10 years
GRS 1.2-020 State Profiles Secretary's State Profiles Profile, S:\2017 State after final action is taken on
Profiles file, but longer retention is
Room 6M12 authorized if required for
business use.
SHOSS\OWMonitorin | DAA-GRS-2013-0008-0001
. £ Reports 7
}I\{I:Igfg}ggm r | Monitoring reviews GEMS Electronic Temporary, Destroy 10 years
GRS 1.2-020 por P & - rn~. 1 Systems, SAETA\2018 | after final action is taken on
ehensive performed by Regional FPOs . ‘ o
. WIOA Comprehensive | file, but longer retention is
Review OWI1 ; L ;
Reviews, authorized if required for
SAETA\Comprehensive | business use.
Reviews )
.. - - DAA-GRS-2016-0016-0001
FPO training Internal ETA training for SAETANFPO Training
GRS 5.1-020 materials FPOs Materials g emporary. Destroy when
usiness use ceases.
. DAA-GRS-2016-0016-0001
Internal ETA Operational $:1\08S
GRS 5.1-020 FPO Resources resources for FPOs Room 6M12. Ten.lporary. Destroy when
business use ceases.
DAA-GRS-2013-0008-0001
Grants Internal ETA Grant S:\OSS\Grants Temporary. Destroy 10 years
GRS 1.2-020 Management Management resources for Management after final action is taken on
resources FPOs Room 6M12 file, but longer retention is
authorized if required for
business use.
DAA-GRS-2013-0008-0001
: S:\OSS\GEMS, Temporary. Destroy 10 years
GEMS reports, | Internal GEMS tracking, SNOSS\Grants porary. Lesroy 10y
GRS 1.2 -020 after final action is taken on
files reports, files, Management L
file, but longer retention is
Room 6M12 o .
authorized if required for
business use.
Conference Registration forms, _ DAA-GRS-2016-0016-0001
GRS 5.1-020 Resources presentations, resources for 81088 Temporary. Destroy when
’ (SETA, R3, ’ P Room 6M12 . )
etc.) program related con erences business use ceases,
DAA-GRS-2013-0008-0001
. ; . ; Temporary. Destroy 10 years
I Grant modification S:AOSSWodifications o
GRS 1.2-020 Modifications documents for OSS Room 6M172 after final action is taken on

file, but longer retention is
authorized if required for
business use.




DAA-GRS-2013-0008-0001

Temporary. Destroy 10 years

GRS 1.2 -020 Grant Award gfﬁcia} Gtrant Award §-Gtrz:2t Electronic after final action is taken on
ocuments ystems file, but longer retention is
anthorized if required for
business use.
DAA-GRS-2013-0008-0001
. . Temporary. Destroy 10 years
GRS 1.2-020 LMI 1.2-021 LMI.SpE?clﬁC files, reports, SAOSSWLML after final action is taken on
monitoring, stc. Room 6M12 L
: _ file, but longer retention is
authorized if required for
business use.
DAA-GRS-2013-0008-0001
. . Temporary, Destroy 10 years
GRS 1.2-020 Performance Grantee Performar}ce s pecific | S70SS after final action is taken on
files, reports, monitoring, etc. | Room 6M12 o
file, but longer retention is
authorized if required for
business use,
DAA-GRS-2013-0008-0001
. . Temporary. Destroy 10 years
GRS 1.2-020 NDWG 1.2:021 | NPWG specific files, reports, | SAOSSINDWG after final action is taken on
monitoring, etc. Room 6M12 L
file, but longer retention is
authorized if required for
business use.
Hurricane 8:\2018 Hurricane DAA-GRS-2016-0016-0001
GRS 5.1-010 State reporting Reports Temporary. Destroy when
. Reports .
Room 6M12 _business use ceases,
. DAA-GRS-2016-0016-0001
Common Office | FL Old meeting notes Room 6M12
GRS 5.1-010 Records Misc. DUA closeouts ' Temporary. Destroy when
business use ceases.
GRS 5.1-010 Common Office . e Room 6M12 DAA-GRS-2016-0016-0001
UI History, State Legislative
Records Temporary. Destroy when
files, UI data :
business use ceases.
; Strategic plan used for - . _ DAA-GRS-2016-0016-0001
GRS 5.1-010 IEI];L Q Strategic Regional planning and S(I:\ f;r_ 3%%0 Flan for Temporary, Destroy when

alignment

business use ceases.




Socnedul
GRS 5.1-020 Common Office | Reed Act, State files Room 6M12 DAA-GRS-2016-0016-0001
Records (ALFL,GAKY MSNC,SC, Temporary. Destroy when
TN), EUC files business use ceases.
GRS 3.1-020 Common Office | General state operations and ??rffr?s-%};:t;go Ew6;12?101
Records federal programs Room 6M12 aporary. Y
business use ceases.
GRS 5.1-020 DAA-GRS-2013-0608-0007
Temporary. Destroy 3 years
Common Office | General state operations, Room 6M12 after final action is taken on the
Records budget and UI files file, but longer retention is
authorized if required for
business use.
GRS 5.1-020 Common Office State operations for DAA-GRS-2016-0016-0001
ALFL,GA and KY; fact Room 6M12 Temporary. Destroy when
Records .
sheets business use ceases.
GRS 5.1-020 Common Office | State operations for Room 6M12 DAA-GRS-2016-0016-0001
Records MS,NC,8C,TN; phone and Temporary. Destroy when
zip codes books business use ceases.
GRS 5.1-020 Common Office Room 6M12 DAA-GRS-2016-0016-0001
Ul forms; general
Records Y Temporary. Destroy when
administrative documents . ‘
: business use ceases,
GRS 5.1-020 Common BTQ, BAM, TPS,DUA and N M1z ?AA-GRS-ZS)I%.OOM}-}OOOI
Office Records | time sheets oom oM emporary. Liesiroy when
business use ceases.
GRS 5.1-020 Common Office | State performance data, UI ?‘A;?-(ERS-%)I 6;0016;}0001
Records dockets DUA Room 6M12 emporary. Lestroy when
- : business use ceases.




Common Office

DAA-GRS-2016-0016-0001

Records States RIM/Budget Room 6MI12 Temporary. Destroy when
GRS 5.1-010 business use ceases.
DAA-GRS-2013-0008-0001
Performance GEMS Electronic Temporary, Pestroy 10 years
GRS 1.2-020 Data Performance Letter Systems after final action is taken on
Room 6M12 file, but longer retention is
authorized if required for
business use.
DAA-GRS-2013-0008-0001
Monitoring GEMS Electronic Temporary. Destroy 10 years
GRS 1.2-020 Reports Performance data Systems after final action is taken on
P Room 6M12 file, but longer retention is
authorized if required for
business use.
DAA-GRS-2013-0008-0001
ﬁziz;}eilnen ¢ _ E-Grant Electronic Temporary. Destroy 10 vears
GRS 1.2 -020 . Mods to fimd Grants Systems after final action is taken on
and Reporting oo
Records Room 6M12 file, bu_t ion'ger ret‘entlon is
authorized if required for
business use.
DAA-GRS-2013-0008-0001
. E-Grant Electronic Temporary. Destroy 10 years
GRS 1,2-020 Grant Award ggfzgﬁ]egtrsam Award Systems after final action is taken on
Room 6M12 file, but longer retention is

authorized if required for
business use.




