


OCIA
200 Constitution Ave, NW
S2220	                      	Date: October 31, 2019	Records Custodian:
Washington, DC 20210			Glenda Manning	 			
	RECORD TITLE/ MEDIUM
	SERIES
	LOCATION
	CUT OFF/DISPOSITION
	DESCRIPTION OF RECORDS

	OWCP Casework Files/ Electronic

	DAA-0174-2013-0003-0001
	 OCIA’S O drive - O:\Records Management\OCIA Records\yr\correspondence/casework
	Cut off files at the end of calendar year -destroy after 3 years or 1 year after end of Administration
	Letters, faxes, phone logs and emails regarding OWCP casework sent to OCIA , used primarily as a reading or reference file. Filed alphabetical by state & member & chronologically by agency.

	VETS Casework Files/ Electronic

	DAA-0174-2013-0003-0001
	OCIA’S O drive
	Cut off files at the end of calendar year -destroy after 3 years or 1 year after end of Administration
	Letters, faxes, phone logs and email regarding VETS casework sent to OCIA , used primarily as a reading or reference file. Filed alphabetical by state, member & chronologically by agency.

	ODEP Casework Files/ Electronic

	DAA-0174-2013-0003-0001
	OCIA’S O drive
	Cut off files at the end of calendar year -destroy after 3 years or 1 year after end of Administration
	Letters, faxes, phone logs and emails regarding ODEP casework sent to OCIA , used primarily as a reading or reference file. Filed alphabetical by state & member & chronologically by agency.

	WHD Casework Files/ Electronic

	DAA-0174-2013-0003-0001
	OCIA’S O drive
	Cut off files at the end of calendar year -destroy after 3 years or 1 year after end of Administration
	Letters, faxes, phone logs and emails regarding WHD casework sent to OCIA , used primarily as a reading or reference fil. Filed alphabetical by state & member & chronologically by agency..

	MSHA Casework Files/ Electronic

	DAA-0174-2013-0003-0001
	OCIA’S O drive
	Cut off files at the end of calendar year -destroy after 3 years or 1 year after end of Administration
	Letters, faxes, phone logs and emails regarding MSHA casework sent to OCIA , used primarily as a reading or reference file. Filed b alphabetical by state & member & chronologically by agency.

	OSHA Casework Files/ Electronic

	DAA-0174-2013-0003-0001
	OCIA’S O drive
	Cut off files at the end of calendar year -destroy after 3 years or 1 year after end of Administration
	Letters, faxes, phone logs and emails regarding OSHA casework sent to OCIA , used primarily as a reading or reference file. Filed alphabetical by state & member& chronologically by agency.



	RECORD TITLE/ MEDIUM
	
SERIES
	
LOCATION
	
CUT OFF/DISPOSITION
	
DESCRIPTION OF RECORDS

	EBSA Casework Files/ Electronic

	DAA-0174-2013-0003-0001
	OCIA’S O drive
	Cut off files at the end of calendar year -destroy after 3 years or 1 year after end of Administration
	Letters, faxes, phone logs and emails regarding Employee benefits casework sent to OCIA , used primarily as a reading or reference file. Filed alphabetical by state& member& chronologically by agency. 

	Immigration Casework Files/ Electronic

	DAA-0174-2013-0003-0001
	OCIA’S O drive
	Cut off files at the end of calendar year -destroy after 3 years or 1 year after end of Administration
	Letters, faxes, phone logs and emails regarding Immigration, labor certifications casework sent to OCIA , used primarily as a reading or reference file. Filed alphabetical by state& member & chronologically by agency & chronologically by agency.

	Unemployment Insurance Casework Files/ Electronic

	DAA-0174-2013-0003-0001
	OCIA’S O drive
	Cut off files at the end of calendar year -destroy after 3 years or 1 year after end of Administration
	Letters, faxes, phone logs and emails regarding UI casework sent to OCIA , used primarily as a reading or reference file. Filed alphabetical by state & member & chronologically by agency.

	ETA Casework/ Electronic
 
	DAA-0174-2013-0003-0001
	OCIA’S O drive
	Cut off files at the end of calendar year -destroy after 3 years or 1 year after end of Administration
	Letters, faxes, phone logs and emails regarding Job Corps, Apprenticeship, Training, Youth, SCSEP and/or WIA casework sent to OCIA , used primarily as a reading or reference file. Filed alphabetical by state & member & chronologically by agency 

	ETA TAA, VETS,  & Women Bureau Notifications/ Electronic
	DAA-0174-2013-0003-0002
	 OCIA’S O drive
	Cutoff files at the end of the project – destroy after 3 year
	Communications and correspondence received from and responded to members of Congress, State and Local governments, and the White House.  Used for notifications of Department of Labor’s awards/grants. Filed alphabetically by state chronologically by grant.

	
RECORD TITLE/ MEDIUM
	
OWNER
	
LOCATION
	
DISPOSITION
	
DESCRIPTION OF RECORDS


	ETA NEGs/Job Corps/WIA/ Youth/SCSEP Notifications State & Local/ Electronic

	DAA-0174-2013-0003-0002
	OCIA’S O drive
	Cutoff files at the end of the project- destroy after 3 years 
	Communications and correspondence received from and responded to members of Congress, State and Local governments, and the White House.  Used for notifications of Department of Labor’s awards/grants. Filed by state & chronologically by agency.

	OSHA  & ILAB Notifications/ Electronic

	DAA-0174-2013-0003-0002
	OCIA’S O drive
	Cutoff files at the end of the project - destroy after 3 years 
	Communications and correspondence received from and responded to members of Congress, State and Local governments, and the White House.  Used for notifications of Department of Labor’s awards/grants. Filed by state.

	EBSA & ODEP Notifications/ Electronic

	DAA-0174-2013-0003-0002
	OCIA’S O drive
	Cutoff files at the end of the project - destroy after 3 years 
	Communications and correspondence received from and responded to members of Congress, State and Local governments, and the White House.  Used for notifications of Department of Labor’s awards/grants. Filed by state.

	DOL Appropriations/Budget Legislative Work/Initiatives
	DAA-0174-2013-0003-0003
	OCIA’S O drive
	Cutoff files at the end of the fiscal year -  Destroy 3 year after cutoff
	Legislative initiatives, documents submitted to OMB and or transmitted to congressional/state staff, meetings, briefings and or conference call prep for technical assistance, policy proposals, or questions regarding DOL appropriations and/or budget.




	RECORD TITLE/ MEDIUM
	
SERIES
	
LOCATION
	
CUT OFF/DISPOSITION
	
DESCRIPTION OF RECORDS

	Confirmation Files
	DAA-0174-2013-0003-0004
	OCIA’S O drive
	Close at completion of nominee process. Cut-off closed files at end of year. Destroy 3 years after cut-off
	Memoranda created regarding nominee, nominee application, nominee progress, confirmation hearing, or question for the record. Arrange alphabetically by nominee.

	Non-Confirmation Files
	DAA-0174-2013-0003-0005
	OCIA’S O drive
	Close at completion of nominee process. Cut-off closed files at end of year. Destroy 3 years after cut-off
	Memoranda created regarding nominee, nominee application, nominee progress, confirmation hearing, or question for the record. Arrange alphabetically by nominee.

	Hearing Preparation Files
	DAA-0174-2013-0003-0006
	OCIA’S O drive
	Cut off at completion of hearing. Destroy 2 years after cutoff.
	Memoranda, working files, and background materials on program, regulatory and legislative matters. Filed by Committee/Subcommittee

	Assistant Secretary’s  (AS)(OCIA) Schedules Files/ electronic
	DAA-0174-2013-0003-0007
	OCIA’S O drive
	Cut off at the end of year. Destroy 6 years after cut-off.
	Daily schedules. Filed chronologically.

	Assistant Secretary’s (OCIA)  Phone Log Files /electronic
	DAA-0174-2013-0003-0007
	OCIA’S O drive
	Cut off at the end of year. Destroy 6 years after cut-off.
	Daily phone log containing incoming missed calls. Filed chronologically.

	Assistant Secretary’s (OCIA) Travel Files/ electronic & paper
	DAA-0174-2013-0003-0007
	OCIA’S O drive
	Cut off at the end of year. Destroy 6 years after cut-off.
	Official travel files. Filed chronologically.

	Assistant Secretary’s (OCIA) Memoranda Files – electronic & paper
	DAA-0174-2013-0003-0008
	OCIA’S O drive (electronic) & Chron files located in S2220 (paper)
	Cut off end of calendar year. Maintain records as cut off for 15 years. Transfer to National Archives
	Memoranda to the Secretary, Deputy Secretary, Agency Assistant Secretaries, other Governmental Agencies, White House personnel, and Congress, providing legislative and policy recommendations/ information.  Filed chronologically.


	RECORD TITLE/ MEDIUM
	
SERIES
	
LOCATION
	
CUT OFF/DISPOSITION
	
DESCRIPTION OF RECORDS

	Assistant Secretary’s (OCIA) Subject Files
	DAA-0174-2013-0003-0009
	RM S2006 in AS office filing cabinet until end of term then filed in OCIA Filing cabinet RM S2006.
	Cut off when Assistant Secretary leaves office. Destroy 3 years after cut-off.
	Working documents including meeting notes, background materials, data analysis, policy analysis, formal and informal Departmental discussions arranged alphabetically by subject (Agency).
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RECORD TITLE /  MEDIUM  SERIES  LOCATION  CUT OFF/ DISPOSITION  DESCRIPTION OF RECORDS  

OWCP  Casework   Files /  Electronic    DAA - 0174 - 2013 - 0 0 03 - 0001    OCIA’S  O drive   -   O: \ Records  Management \ OCIA  Records \ yr \ correspondence /casework  Cut off files at the  end of calendar  year   - destroy after  3   years or 1 year  after end of Administration  Letters, faxes , phone logs   and email s   regarding  OWCP casework sent to OCIA , used primarily as a  reading or reference  file . Filed  alphabetical   by state   &   member   & chronologically by agency.  

VETS   Casework Files /  Electronic    DAA - 0174 - 2013 - 0003 - 0001  OCIA’S  O drive  Cut off files at the end of calendar  year  - destroy after  3   years or 1 year  after end of Administration  Letters,   faxes, phone logs and email regarding VETS  casework sent to OCIA , used primarily as a reading  or reference file . Filed  alphabetical   by state,  member   & chronologically by agency.  

ODEP Casework Files /  Electronic    DAA - 0174 - 2013 - 0003 - 0001  OCIA’S  O drive  Cut off files at the end of calendar  year  - destroy after  3   years or 1 year  after end of Administration  Letters, faxes, phone logs and emails regarding  ODEP   casework sent to OCIA , used primarily as a  reading or reference file . Filed  alphabetical   by state   &   member & chronologically by agency.  

WHD Casework Files /  Electronic    DAA - 0174 - 2013 - 0003 - 0001  OCIA’S  O drive  Cut off files at the end of calendar  year  - destroy after  3   years or 1 year  after end of Administration  Letters, faxes, phone logs and emails regard ing  WHD   casework sent to OCIA , used primarily as a  reading or reference fil . Filed  alphabetical   by state   &   member   & chronologically by agency. .  

MSHA Casework Files /  Electronic    DAA - 0174 - 2013 - 0003 - 0001  OCIA’S  O drive  Cut off files at the end of calendar  year  - destroy after  3   years or 1 year  after end of Administration  Letters, faxes, phone logs and emails regarding  MSHA casework sent to OCIA , used primarily as a  reading or reference file . Filed b   alphabetical b y  state   &   member   & chronologically by agency.  

OSHA Casework Files /  Electronic    DAA - 0174 - 2013 - 0003 - 0001  OCIA’S  O drive  Cut off files at the end of calendar  year  - destroy after  3   years or 1 year  after end of Administration  Letters, faxes, phone logs and emails reg arding  OSHA casework sent to OCIA , used primarily as a  reading or reference file . Filed  alphabetical  by state   & member & chronologically by agency.      

