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	Name of Records Custodian: Amy Allen
	Files Location: S5206
	Approved by & Date: Aung Htien

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

	2700
	GRS 2.4 

030
	Time and Attendance 


	OIST Sign in/out Book
	Main file cabinet 

S-52065
	DAA-GRS-2016-0015-0002

Temporary. Destroy after GAO audit or when 3 years old, whichever is sooner.

	2701
	GRS 2.3 

062
	Federal Employee Performance Plans


	Copies of Performance Plans
	Main File Cabinet

S-5206
	DAA-GRS-2015-0007-0023

Temporary. Destroy no

sooner than 4 years but

no later than 7 years after

case is closed.

	2701
	GSR 5.1
030
	Meeting Files – Staff and Office Correspondence


	Office Staff Meeting
	Main file cabinet

S-5206
	DAA-GRS-2016-0016-0003
Temporary. Destroy when business use ceases.

	2707
	GRS 1.1

001
	EPS Files


	E-Procurement
	File Cabinet near the water cooler.

S-5206
	DAA-GRS-2013-0013-0001

Temporary. Destroy after 3 years old, but longer retention is authorized if needed for business use.

	2708
	GRS 1.1
011
	Credit Card Statements

	Credit Card Statement
	File Cabinet near the water cooler.

S-5206
	DAA-GRS-2013-0003-0002

Temporary. Destroy when business use ceases.

	2709
	GRS 1.1

001
	EPS


	E-Procurement
	File Cabinet near the water cooler

S-5206
	DAA-GRS-2013-0013-0001

Temporary. Destroy after 3 years old, but longer retention is authorized if needed for business use.

	2710
	GRS 1.1

001
	EPS

	E-Procurement
	File Cabinet near the water cooler.
S-5206
	DAA-GRS-2013-0013-0001

Temporary. Destroy after 3 years old, but longer retention is authorized if needed for business use.

	2711
	GRS 1.1

011
	Travel 
	Travel Receipts
	File Cabinet in the back of the Office

S-5206
	DAA-GRS-2013-0003-0002

Temporary. Destroy when business use ceases.



	2711
	GRS 2.4
030
	Correspondence
	T & A
	File Cabinet in the back of the office.
S-5206
	DAA-GRS-2016-0015-0002

Temporary. Destroy after GAO audit or when 3 years old, whichever is sooner.

	2712
	GRS 1.1
011
	Credit Card Statements


	Office Equipment
	File Cabinet in the front of the office.

S-5206
	DAA-GRS-2013-0003-0002

Temporary. Destroy when business use ceases.

	
	GRS 6.1

010
	Emails for Capstone Offices
	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.


