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	BUDGET ADMINISTRATION: Financial Transaction Records Related to Procuring Goods and Services, Paying bills, Collecting Debts, and Accounting.  
	General Records Schedule 1.1: Item 010
	DAA-GRS-2013-0003-0001: Temporary.  Destroy 6 years after final payment or cancellation, but longer retention is authorized if required for business use.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch\Capital Planning
	Marc Huete

	BUDGET ADMINISTRATION: Budget Records.
	General Records Schedule 1.3: Item 50
	DAA-GRS-2015-0006-0007: Temporary.  Destroy when 3 years old, but longer retention is authorized if required for business use.
	Z:\1 - Division of Management and Administrative Programs (DMAP)\BFAS-Shared Directory\BFAS BUDGET - CONFIDENTIAL
	Martha Zapata 

	EMPLOYEE ACQUISTION RECORDS: Position Descriptions.
	General Records Schedule 2.1: Item 020
	DAA-GRS-2014-0002-0002: Temporary.  Destroy 2 years after position is abolished or description is superseded, but longer retention is authorized if required for business use.
	Z:\1 - Division of Management and Administrative Programs (DMAP)\HR Liaison Documents\Position Descriptions (HRL-02)
	Jasmine Davis-Taylor

	EMPLOYEE ACQUISTION RECORDS: Position Reviews and Classification Appeals.
	General Records Schedule 2.1: Item 030
	DAA-GRS-2014-0002-0004: Temporary.  Destroy 3 years after final decision, but longer retention is authorized if required for business use.
	Z:\1 - Division of Management and Administrative Programs (DMAP)\HR Liaison Documents\Classification Appeals (HRL-03)
	Jasmine Davis-Taylor

	EMPLOYEE ACQUISTION RECORDS: Recruitment Packages.
(Crediting Plans, Job Analysis, & Vacancy Announcements)
	General Records Schedule 2.1: Item 050 
	DAA-GRS-2017-0011-0001: Temporary.  Destroy 2 years after selection certificate is closed or final settlement of any associated litigation; whichever is later.
	 Z:\1 - Division of Management and Administrative Programs (DMAP)\HR Liaison Documents\Recruitment Packages (HRL-04)
	Jasmine Davis-Taylor

	EMPLOYEE MANAGEMENT RECORDS: Employee Performance File System Records. 
	General Records Schedule 2.2: Item 070
	DAA-GRS-2017-0007-0008: Temporary.  Destroy no sooner than 4 years after date of appraisal, but longer retention is authorized if required for business use.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch\Performance Appraisals;
	Marc Huete

	EMPLOYEE MANAGEMENT RECORDS: Unacceptable Performance Appraisals of Non-Senior Executive Service Employees.
	General Records Schedule 2.2: Item 071
	DAA-GRS-2017-0007-0009: Temporary. Destroy after employee completes 1 year of acceptable performance from the date of written advance notice of proposed removal or reduction-in-grade notice.  This disposition instruction is mandatory; deviations are not allowed.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch\Performance Appraisals;
	Marc Huete

	EMPLOYEE RELATIONS RECORDS: ADR Program Files.

	General Records Schedule 2.3: Item 010
	[bookmark: OLE_LINK1]DAA-GRS-2015-0007-0001: Temporary.  Destroy when 3 years old, but longer retention is authorized if required for business use.
	Z:\1 - Division of Management and Administrative Programs (DMAP)\HR Liaison Documents\ADR Files (HRL-07)
	Jasmine Davis-Taylor

	EMPLOYEE RELATIONS RECORDS: EEO Official Discrimination Complaint Case Files-Informal 
	General Records Schedule 2.3: Item 031
	DAA-GRS-2015-0007-0007: Temporary.  Destroy 3 years after resolution of case, but longer retention is authorized if required for business use.
	 Z:\1 - Division of Management and Administrative Programs (DMAP)\HR Liaison Documents\EEO Records (HRL-05a & b)
	Jasmine Davis-Taylor

	EMPLOYEE RELATIONS RECORDS: Labor Management Relations Records.
	General Records Schedule 2.3: Item 050
	DAA-GRS-2015-0007-0014: Temporary.  Destroy 5 years after expiration of agreement, but longer retention is authorized if required for business use.
	 Z:\1 - Division of Management and Administrative Programs (DMAP)\HR Liaison Documents\Labor-Management (HRL-06a-d)
	Jasmine Davis-Taylor

	EMPLOYEE RELATIONS RECORDS: Labor Management Relations Arbitration Records.
	General Records Schedule 2.3: Item 052
	DAA-GRS-2015-0007-0016: Temporary.  Destroy 5 years after final resolution of case, but longer retention is authorized if required for business use.
	 Z:\1 - Division of Management and Administrative Programs (DMAP)\HR Liaison Documents\Labor-Management (HRL-06a-d)\Labor Arbitration General & Case Files (HRL-06d)
	Jasmine Davis-Taylor

	EMPLOYEE RELATIONS RECORDS:  Administrative grievance files.
	General Records Schedule 2.3: Item 060
	DAA-GRS-2015-0007-0017:  Temporary. Destroy no sooner than 4 years but no less than 7 years after case is closed.
	Z:\1 - Division of Management and Administrative Programs (DMAP)\HR Liaison Documents\ADM Grievance, Disciplinary, & Adverse Action Files (HRL-08 & 09)\ADM Grievance Files (HRL-08)
	Jasmine Davis-Taylor

	EMPLOYEE RELATIONS RECORDS:  Adverse Action files.
	General Records Schedule 2.3: : Item 061
	DAA-GRS-2015-0007-0018:
Temporary. Destroy no sooner than 4 years but no less than 7 years after case is closed.
	Z:\1 - Division of Management and Administrative Programs (DMAP)\HR Liaison Documents\ADM Grievance, Disciplinary, & Adverse Action Files (HRL-08 & 09)\ADM Disciplinary & Adverse Action Files (HRL-09)
	Jasmine Davis-Taylor

	EMPLOYEE RELATIONS RECORDS: Telework: Forms, Requests, or application to Participate in Telework.
	General Records Schedule 2.3: Item 081
	DAA-GRS-2015-0007-0022: Temporary.  Destroy 1 year after end of employee's participation in the program, but longer retention is authorized if required for business use.
	 Z:\1 - Division of Management and Administrative Programs (DMAP)\HR Liaison Documents\Telework (HRL-10a-c)
	Jasmine Davis-Taylor

	TECHNOLOGY MANAGEMENT: Technology Management Administrative Records.
	General Records Schedule 3.1: Item 001
	DAA-GRS-2016-0013-0002: Temporary. Destroy when 5 years old, but longer retention is authorized if needed for business use.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch
	Marc Huete

	TECHNOLOGY MANAGEMENT: Infrastructure Project Records.
	General Records Schedule 3.1: Item 010
	DAA-GRS-2013-0005-0006: Temporary. Destroy 5 years after project is terminated, but longer retention is authorized if required for business use.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch
	Marc Huete

	TECHNOLOGY MANAGEMENT: System Development Files.
	General Records Schedule 3.1: Item 011
	DAA-GRS-2013-0005-0007: Temporary. Destroy 5 years after system is superseded by a new iteration, or is terminated, defunded, or no longer needed for agency/IT administrative purposes, but longer retention is authorized if required for business use.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch
	Marc Huete

	TECHNOLOGY MANAGEMENT: Configuration and Change Management Records.
	General Records Schedule 3.1: Item 030
	DAA-GRS-2013-0005-0005: Temporary. Destroy 5 years after system is superseded by a new iteration, or is terminated, defunded, or no longer needed for agency/IT administrative purposes, but longer retention is authorized if required for business use.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch
	Marc Huete

	TECHNOLOGY MANAGEMENT: Information Technology Oversight and Compliance Records.
	General Records Schedule 3.1: Item 040
	DAA-GRS-2013-0005-0010: Temporary. Destroy 5 years after the project/activity/ transaction is completed or superseded, but longer retention is authorized if required for business use.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch
	Marc Huete

	INFORMATION SYSTEMS SECURITY RECORDS: Systems and Data Security Records.
	General Records Schedule 3.2: Item 010
	DAA-GRS-2013-0006-0001: Temporary. Destroy 1 year(s) after system is superseded by a new iteration or when no longer needed for agency/IT administrative purposes to ensure a continuity of security controls throughout the life of the system.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch;
File cabinets
	Marc Huete

	INFORMATION SYSTEMS SECURITY RECORDS: Computer Security Incident Handling, Reporting and Follow-up Records. 
	General Records Schedule 3.2: Item 020
	DAA-GRS-2013-0006-0002: Temporary. Destroy 3 year(s) after all necessary follow-up actions have been completed, but longer retention is authorized if required for business use.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch\Security
	Marc Huete

	INFORMATION MANAGEMENT: Records Management.
	General Records Schedule 4.1: Item 020
	DAA-GRS-2013-0002-0007: Temporary. Destroy no sooner than 6 years after the project, activity, or  transaction is completed or superseded, but longer retention is authorized if needed for business use.
	Z:\Records Management
	Martha Zapata

	INFORMATION ACCESS/PROTECTION: FOIA/Privacy Act Administrative Records.
	General Records Schedule 4.2: Item 001
	DAA-GRS-2016-0013-0003: Temporary. Destroy when 3 years old, but longer retention is authorized if needed for business use.
	Z:\3 - FOIA
	Martha Zapata

	GENERAL OPERATIONS SUPPORT: Administrative Records Maintained in Office.
	General Records Schedule 5.1: Item 010
	DAA-GRS-2016-0016-0001: Temporary. Destroy when business use ceases.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch; 
file cabinets
	Marc Huete

	GENERAL OPERATIONS SUPPORT: Continuity and Emergency Planning Records.
	General Records Schedule 5.3: Item 010
	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.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch\Continuity Planning; and 
File cabinets
	Marc Huete

	GENERAL OPERATIONS SUPPORT: Employee Emergency Contact Information.
	General Records Schedule 5.3: Item 020
	DAA-GRS-2016-0004-0002: Temporary. Destroy when superseded or obsolete, or upon separation or transfer of employee.
	\\al-of\ofccp national\Division of Management and Administrative Programs (DMAP)\IT Branch\Continuity Planning; and 
File cabinets
	Martha Zapata 

	GENERAL OPERATIONS SUPPORT: Security Records: Property Pass.
	General Records Schedule 5.6: Item 040
	DAA-GRS-2017-0006-0005: Temporary.  Destroy 3 months after expiration or revocation, but longer retention is authorized if required for business use.
	Z:\1 - Division of Management and Administrative Programs (DMAP)\IT Branch\Security
	Martha Zapata 
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