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	[bookmark: _GoBack]Comments Federal Register
Public comments, analysis, Federal Register notices, ANPRMs, NPRMs, ICRs and supporting materials, RFIs and any other rulemaking documents.  Also includes items related to rulemaking such as listening sessions, production schedules, semiannual and annual regulatory agendas, town hall transcripts and reports, webinar listening session transcripts and recordings.
	N1.448.01.2.02.a

	PERMANENT.
Break file at end of calendar year. Hold in office. Transfer to NARA when 10 years old.
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Memoranda of Understanding (MOU)
In addition to actual MOU record copy, also includes working copies and all other development and coordination documents such as with GSA, DOT, DOJ, DHS, EEOC, and TERO, that reflect coordination with OFCCP regarding EEO policies and procedures under Executive Order 11246, Section 503 of the Rehabilitation Act of 1973, and Section 4212 of the Vietnam Era Veterans Readjustment Assistance Act of 1974 (including clearance of regulations and manuals). 
	 N1.448.01.2.04.a

	PERMANENT.
Break file at end of calendar year. Maintain in office and retire to FRC when 5 calendar years old. Transfer to NARA when 20 calendar years old.
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Compliance Assistance Materials
Compliance assistance involving contractors, and other stakeholders that include materials such as compliance assistance guides, fact sheets, infographics, webinar training, webinar audio files, PowerPoint presentations, transcripts, and other stakeholder guidance materials
	N1.448.01.2.03.b
	TEMPORARY.
Maintain in office and destroy when superseded or obsolete. 

	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Directives 
National Office
Final record copy and agency official working copies of both external and internal agency guidance concerning policy, instructions, and guidance created by National Office.
	 N1.448.01.2.03.a.1
	PERMANENT.
Break file at end of calendar year.  Transfer to NARA when 15 years old
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Federal Contract Compliance Manual (FCCM)
Final version of FCCM to be followed by OFCCP personnel in administering Executive Order 11246, as amended, the Rehabilitation Act of 1973, as amended, and the Vietnam Era Veterans’ Readjustment Assistance Act of 1974, as amended.
	N1.448.01.2.05.a
	PERMANENT.
Break file at end of calendar year.  Hold in office.  Retire initial manual assurance and subsequent revisions and supplements to NARA when 15 calendar years old
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Internal Planning Reports
National Office internal plans and reports relating to the planning process to include those generated for the budget/planning process, Division Operating Plan, Strategic Plan, and 5 Year Learning Agenda
	 N1.448.01.2.06a
	TEMPORARY.
Break file at end of calendar year.  Maintain in office and destroy when 7 calendar years old.
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Legal Determination and Opinions 
Legal opinions rendered by SOL and other judiciary legal determinations and opinions concerning EO laws, rules, and/or regulations.  Also includes correspondence relating to legal and judicial matters not involving specific cases (law firms, SOL, etc.)
	 N1.448.01.2.34.a
	TEMPORARY.
Maintain in office.  Break file at end of calendar year.  Transfer to FRC 5 calendar years after superseded or canceled.  Destroy when 20 calendar years old
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Opinion Letters
In addition to formal “Opinion Letters, includes answers to email inquiries that clarify/interpret policy, procedures, and regulations.  This also includes supplemental materials related to the Help Desk and CRM system..
	N1.448.01.2.07.a
	TEMPORARY.
Cut off file at end of calendar year.  Maintain in office.  Destroy when no longer needed for administrative purposes.
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Policy Documents 
Documents which develop and establish new policies and program changes.  Includes standard operating procedures (SOPs), as well as decision, policy and program memoranda which cite new policies or changes to existing policies not directly related to rulemaking.  May also include records for town halls not related to rulemaking, listening sessions, focus groups, and other stakeholder consultation materials.
	N1.448.01.2.07.b
	TEMPORARY.
Cut off file at end of calendar year.  Maintain in office.  Destroy when no longer needed for administrative purposes
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Policy Statements and Interpretations
Policy research and analysis, interpretations, and clarifications of OFCCP regulations and other legal authorities that are non-legal in nature, commissioned reports and studies, congressional hearing transcripts, and follow-up responses.
	N1.448.01.2.07.a
	Temporary:
Cut off file at end of calendar year.  Maintain in office.  Destroy when no longer needed for administrative purposes
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Official Publications-Record Copy
National Office record copy of official publications, to include native files and Section 508-compliant versions. 
	N1.448.01.2.02.a
	Permanent
Break file at the end of calendar year.  Hold in office.  Transfer to NARA when 10 years old.
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Contractor Surveys 
List of contractors, letter/sent to contractors, completed surveys, spreadsheets of data, results of survey/report, preliminary reports, and OMB survey appeal documents
	N1.448.01.2.08.a
	Temporary
Cut off file at end of calendar year.  Maintain in office for 2 calendar years and destroy
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Training Materials
One copy of each manual, syllabus, textbook, agenda, and other training aid developed by the agency to include e-learning, webinar PPT slides, and webinar audio and written transcripts.
	N1.448.01.2.11.a
	Permanent
Cut off file at end of calendar year and hold in office.  Transfer to FRC 3 calendar years after cut off.  Transfer to NARA 7 calendar years after cut off.
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Records Disposition Files
Descriptive inventories, disposal authorizations, schedules, and reports. 

Basic documentation of records description and disposition programs, including SF 115, Request for Records Disposition Authority; SF 135, Records Transmittal and Receipt; SF 258, Agreement to Transfer Records to National Archives of the United States; and related documentation.
	GRS.16.2.a
	Temporary
Destroy 2 years after supersession
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good

	Non Records
Government-owned informational papers, materials, e-mails, or documents, regardless of physical form or characteristic, not meeting the definition of a Federal record and kept for convenience of reference or solely for exhibition, but no longer than 2 years.
	OFCCP.NONREC.2YMAX


	Delete or destroy when no longer needed, but no longer than 2 years
	Z:Division of Policy Planning and Program Development (DPPPD)\
	Tina Good
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