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	GRS/
URS
	File Title
	Series and Brief 
Description 
	Location – 
	Disposition Instructions

	




GRS 1.1  011
	P-Card Procurements
	Visa Card Statements -  Make Simplified Acquisition Methods and Government Wide  purchases
	William Kea’s
Desk – Room 638
	DAA-GRS2013-0003 0002 

Temporary.  Destroy when business use ceases/when no longer needed 

	
        

GRS 1.1  011
	P-Card Procurements
	Visa Card Statements – Make Simplified Acquisition Methods and Government Wide  purchases 
	Shawaan Caridine’s
 Desk Cabinet – Near Bay 602 
		DAA-GRS2013-0003 0002

Temporary. Destroy  when business use ceases/when no longer needed




	


GRS 1.1  011
	Procurements
	Contracts
Requisitions
RWA’s
Purchase Orders 
	S:\WfS\ADMINISTRATION\Internal Support\Purchasing\Visa
	DAA-GRS2013-0003 0002 

Temporary.  Destroy when business use ceases/when no longer needed 
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GRS 2.7  020

	DL1-156
	Incident Reports -Reporting instances of suspected or actual fraud, abuse or criminal conduct are vital. States, local governments and grantees may become aware of actual, potential or suspected fraud; gross mismanagement or misuse or program funds; conduct violations; violations of regulations; and, abuse.
	S:\WfS\ADMINISTRATION\Controlled Correspondence\Incident Reports
	DAA-GRS-2017-0010-0002
Temporary.    Destroy when 6 years old, but  longer retention is authorized if  needed for   business use.


	



GRS 2.7  020

	Safety and Health
	Covers all safety and health related activities; inspections, SIP, FW and ZM rosters,  annual OSHA -3001 reports, flyers, meetings and documentation that is placed on the Safety and Health Website
	S:\WfS\ADMINISTRATION\Internal Support\Safety and Health
	DAA-GRS-2017-0010-0002
Temporary.  Destroy when 6 years old, but longer retention is authorized if needed for business use.

	
GRS 4.1  010

	File Plans
	ETA File Plans
	S:\WfS\ADMINISTRATION\Internal Support\Records Management
	DAA-GRS-2013-0002-0016
Temporary.  Destroy when no longer needed.

	

GRS 4.2  020

	FOIA 
	FOIA – Freedom of Information Act, Information Access and Protection Records
	S:\WfS\ADMINISTRATION\Controlled Correspondence\FOIA
	DAA-GRS-2016-0002-0001
Temporary.  Destroy when 6 years old, but longer retention is authorized if needed for business use.
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GRS 5.3
010
	COOP
	Covers all COOP/PI related information; Plans, Rosters, GETS and AlertFind, Exercises, Drills and Meetings (Vital Records)
	S:\WfS\ADMINISTRATION\COOP\COOP2018
	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 5.7.10
	Regional SOPs
	All documentation placed on the SOP website is located here for all ETA offices
	
S:\WfS\ADMINISTRATION\SOPs
	DAA-GRS-2017-0008-0001

Temporary
Destroy when superseded or obsolete.


	
GRS 4.1  010

	File Plans
	ETA File Plans
	S:\WfS\ADMINISTRATION\Internal Support\Records Management
	DAA-GRS-2013-0002-0016
Temporary.  Destroy when no longer needed.


	




                     


GRS 6.1
010
	Capstone 
	Emails for Capstone Official 
	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
	DAA-GRS-2014-0001-0001
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.
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	URS 369, DAA-0369-2013-0003, Item
1
	Electronic Records - created by electronic mail and word processing applications.

	Secretary’s Information Management System (SIMS) - incoming/outgoing official correspondence, all sources [system being phased out]
	S:\WfS\ADMINISTRATION\Controlled Correspondence\CTS & SIMS

	DAA-GRS-2013-0008-0006

Temporary. Destroy 3 years after final action is taken on file, but longer retention is authorized if required for business use.

	URS 369,DAA-0369-2013-0003, Item
2
	Electronic Records - created by electronic mail and word processing applications
	Correspondence Tracking (CTS) - incoming/outgoing official correspondence, all sources [successor to SIMS]
	S:\WfS\ADMINISTRATION\Controlled Correspondence\CTS & SIMS

	DAA-GRS-2013-0008-0006

Temporary. Destroy 3 years after final action is taken on file, but longer retention is authorized if required for business use.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	





