

Women’s Bureau 

Records Management File Plan
(As of October 31, 2019)
	Women’s Bureau File Code
	Document/Folder Title 

and Other Information
	File Arrangement

and Disposition
	File Location/ Custodian/Medium

	DOL  DOL/WB  Func  Schd Disp

ORG Function  Code  Item Item
	
	
	

	WB
	ADM
	Administrative Files

	WB
	ADM
	01
	030   Staff Directories and Locators

	
	
	
	
	
	Label: WB Phone Listing – (Date)
Date(s):  Date of Update

Describe/Content: Master Copy.  Official WB phone listing produced in Microsoft Word. 

	Order:  Chronological by Date  

Cut-off:  When superseded
Dispose: TEMPORARY.  Update when obsolete.  Destroy/delete when no longer needed.

Authority:  GRS 5.7, item 
	Filed:  O-Drive
Custodian(s): 

Medium:  Electronic



	WB
	ADM
	02
	010   Administrative Office Files

	
	
	
	
	
	Label: Title or Subject

Date(s):  Date of Document

Describe/Content: Administrative Subject Files.  Copies of memoranda, reports, and other documents usually sent to all DOL agencies.  Does not include WB program documents.
	Order:  Alphabetically by Subject  

Cut-off:  End of fiscal year.

Dispose: TEMPORARY.  Destroy 2 years after cut-off or when 2 years old.

Authority:  GRS 5.1, item 010 (DAA-GRS-2016-0016-0001)
	Filed:  Central Files (includes O-Drives)

Custodian(s):  Paris Mack
Medium:  Media-neutral



	WB
	DOL
	Personnel Records

	WB
	DOL
	01
	080
	Supervisor’s Personnel Files

	
	
	
	
	
	Label: (Employee’s Name)
Date(s):  mm/dd/yyyy – mm/dd/yyyy
Describe/Content:  May include correspondence, position descriptions, Notices of Personnel Actions, award nominations, and other documents including those that may duplicate the Official Personnel Folder (OPF) records.

	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year or when employee leaves the position, whichever is sooner.
Dispose:  TEMPORARY.  Review annually and destroy superseded or obsolete documents or destroy file relating to an employee within 1 year after separation or transfer.
Authority:  GRS 2.2, Item 080

	Filed:  Supervisor’s Office (Locked)
Custodian(s): Paris Mack, Tiffany Boiman, Joan Harrigan-Farrelly, Regional Administrators 
Medium:  Media-Neutral


	WB
	DOL
	01
	070
	Employee Performance Appraisals and Elements – Non-SES

	
	
	
	
	
	Label: (Employee’s Name)

Date(s):  (Appraisal Period)

Describe/Content:  Includes performance appraisals ratings, correspondence, supporting documents, performance elements and standards.


	Order:  Alphabetically by Employee Name

Cut-off: End of performance year or when employee leaves the position, whichever is sooner.

Dispose:  TEMPORARY.  Destroy 4 years after date of appraisal
Authority:  GRS 2.2, Item 070

	Filed:  Supervisor’s Office (Locked)

Custodian(s):  Paris Mack, Tiffany Boiman, Joan Harrigan-Farrelly, Regional Administrators

Medium:  Media-Neutral



	WB
	DOL
	01
	035
	Equal Employment Opportunity (EEO) Records

	
	
	
	
	
	Label: Name of the Report (i.e., FY2016 Disabled Veterans (DV) Affirmative Action Program (APP) Plan Certification and FY2016 Accomplishment Report)
Date of Report:  

Describe/Content:  WB Official Record.  EEO/Affirmative Action Plans and Certification.  Includes incoming request for certification and accomplishments, coordination grid, signed certification and accomplishment report. 

	Order:  Alphabetically by Report Title
Cut-off: End of fiscal year
Dispose:  TEMPORARY.  Destroy 5 years from date of feeder plan or when administrative purposed have been served, whichever is sooner.

Authority:  GRS 2.3, Item 035

	Filed:  Central Files – Personnel Records

Custodian(s):    Paris Mack
Medium:  Media-Neutral



	WB
	DOL
	01
	052
	Labor Arbitration General and Case Files

	
	
	
	
	
	Label: Labor Management Relations/Arbitration Case File – Employee Name

Case Date Range:  MM/DD/YYYY – MM/DD/YYYY

Describe/Content:  Includes correspondence, forms, and background papers relating to labor arbitration cases.
	Order:  Alphabetically by Employee Name

Cut-off: End of fiscal year
Dispose:  TEMPORARY.  Destroy 5 years after final resolution of case.

Authority:  GRS 2.3, Item 052

	Filed:  Central Files
Custodian(s):   Paris Mack, Tiffany Boiman, Regional Administrators
Medium:  Media-Neutral



	WB
	DOL
	01
	010
	Training Management and Administration 

	
	
	
	
	a
	Label: Training – General (Year) 

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Correspondence, memoranda, agreements, authorizations, reports, requirement reviews, plans, relating to the establishment of training courses, seminars, or conferences for WB staff.

	Order:  Alphabetically by Course/Topic

Cut-off: End of fiscal year or when course is cancelled or no longer approved.  Dispose:  TEMPORARY.  Destroy/delete when 5 years old or 5 years after completion of a specific training program.

Authority:  GRS 2.6, Item 010
	Filed:  Workstation – Active 

Central Files - Closed

Custodian(s):  Nicole Rubens (Training Officer) 
Directors of OPP and OISS

Medium:  Media-Neutral



	
	
	
	030
	b
	Label: Employee’s Name (Year)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Correspondence, memoranda, reports, and other records relating to the availability and employee participation in training programs sponsored by other government agencies and non-Governmental institutions.

	Order:  Alphabetically by Employee Name
Cut-off: End of fiscal year. 

Dispose:  TEMPORARY.  Destroy/delete when 5 years old or superseded or obsolete, whichever is sooner.

Authority:  GRS 2.6, Item 030

	Filed:  Workstation – Active 

Central Files - Closed

Custodian(s): Nicole Rubens (Training Officer) and 

Directors of OPP and OISS

Medium:  Media-Neutral



	
	
	
	
	c
	Label:  (Course Name) – (Date)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Staff Copy.  Non-record copy of training materials which may include photos, syllabuses, manuals, textbooks, etc., as well as authorizations and correspondence.  

	Order:  User Preference
Cut-off: When no longer needed
Dispose:  NON-RECORD.  Destroy/delete immediately after cut-off
Authority:  Not Applicable

	Filed: Workstations 

Custodian(s): All WB Staff

Medium:  Media-Neutral

	WB
	DOL
	01
	060
	Administrative Grievance, Disciplinary, and Adverse Actions

	
	
	
	
	
	Label:  (Title of Memo)

Date(s):  (Memo Date)

Describe/Content: Includes correspondence and memoranda, agreements, and other supporting documents related to a grievance.


	Order:  Chronologically by Date

Cut-off: End of fiscal year 

Dispose:  TEMPORARY.  Destroy 7 years after case is closed.

Authority:  GRS 2.3, Item 060

	Filed: Central Files
Custodian(s):  Paris Mack, Tiffany Boiman, Regional Administrators
Medium:  Media-Neutral

	WB
	DOL
	02
	Payroll and Pay Administration Records

	WB
	DOL
	02
	030
	Time and Attendance Files 

	
	
	
	
	a
	Label:  Time and Attendance Source Records 
Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Daily Sign-in Sheets,  Overtime sheet   Used to document attendance and to verify T&A data in the payroll system.
	Order:  Chronological by date

Cut-off: End of leave year
Dispose:  TEMPORARY.  Destroy 3 years after cutoff
Authority:  GRS 2.4, Item 030
	Filed: Binders – Active

 Central Files - Closed

Custodian(s):  Paris Mack, Timekeepers
Medium:  Paper 


	
	
	
	
	b
	Label:  WebTA Time and Attendance  
Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  T&A data in the payroll system.


	Order:  Chronological by date

Cut-off: End of leave year

Dispose:  TEMPORARY.  Destroy 3 years after cutoff
Authority:  GRS 2.4, Item 030
	Filed: WebTA System – Active

Custodian(s):  Paris Mack, Timekeepers
Medium:  Electronic 



	WB
	DOL
	03
	Procurement, Supply & Equipment Records

	WB
	DOL
	03
	010
	Contract Management and Procurement Files

	
	
	
	
	a
	Label: (Contract Name) - (Year)

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Contracts that exceed $100,000.  Contains contract, purchase order, specifications, bids, deliverables, Request for Proposals, invoices, Statements of Work, reports and correspondence.


	Order:  Alphabetically by Task/Company Name – Documents within the folder should be in reverse chronological order (i.e., the most recent documents first)

Cut-off:  Upon final payment of task and/or contract.  Retire to FRC 3 years after cut-off.

Dispose:  TEMPORARY.  Destroy 6 years after final payment.

Authority:  GRS 1.1, Item 010

	Filed:  Workstation – Active 

Central Files – Closed

Off-site Storage - Retired

Custodian(s):  Contracting Officer Representative (COR)
Medium:  Media-Neutral



	
	
	
	
	b
	Label: (Contract Name) - (Year)

Date(s): mm/dd/yyyy – mm/dd/yyyy 
Describe/Content: Contracts below $100,000.  Contains contract, purchase order, specifications, bids, delivery orders, Request for Proposals, invoices, vouchers, Statements of Work, reports and correspondence.


	Order:  Alphabetically by Task/Company Name – Documents within the folder should be in reverse chronological order (i.e., the most recent documents first)

Cut-off:  Upon final payment of task and/or contract.  

Dispose:  TEMPORARY.  Destroy 6 years after final payment.

Authority:  GRS 1.1, Item 010

	Filed:  Workstation - Active 

Central Files – Closed

Off-site Storage - Retired

Custodian(s):  COR
Medium:  Media-Neutral



	
	
	
	
	c
	Label: (Contract Name) – (Year)

Date(s): mm/dd/yyyy – mm/dd/yyyy 
Describe/Content: Contracting Officer’s Technical Representative (COTR) Files.  Correspondence and other records related to the award, administration, inspection and payment of WB contracts which are used for documentation, performance and financial monitoring, day-to-day technical direction, oversight and evaluation activities.  May include logs and schedules, cost estimates, meeting notes, evaluation forms, contract amendments and modifications, supporting documentation, invoice approvals, comments provided to the contractor, feedback, etc. 


	Order:  Alphabetically by Task/Company Name – Documents within the folder should be in reverse chronological order (i.e., the most recent documents first)

Cut-off:  Upon final payment of task and/or contract.  Retire to FRC 3 years after cut-off.

Dispose:  TEMPORARY.  Destroy 6 years after final payment of the overall contract.

Authority:  GRS 1.1, Item 010

	Filed:  Workstation – Active

Central Files – Closed

Off-site Storage - Retired

Custodian(s):  COR
Medium:  Media-Neutral



	
	
	
	
	d
	Label: Major Purchases/Procurements - (Year)

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Transactions exceed $100,000.  Contains quotes, contract, purchase orders, specifications, bids, deliverables, proposals, invoices, Statements of Work, reports and correspondence.


	Order:  Alphabetically by Purchase or Vendor Name - Documents within the folder should be in reverse chronological order (the most recent documents first)

Cut-off:  Upon final payment of task and/or contract.  Retire to FRC 3 years after cut-off.

Dispose:  TEMPORARY.  Destroy 6 years and 3 months after final payment

Authority:  GRS 1.1, Item 010

	Filed:  Workstation –Active 

Central Files or Off-site Storage

Custodian(s):  Purchase Card Holders
Medium:  Media-Neutral



	
	
	
	
	e
	Label: Routine Purchases/Procurements - (Year)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Transactions below $100,000.  Contains quotes, contract, purchase order, specifications, bids, deliverables, Request for Proposals, invoices, Statements of Work, reports and correspondence.


	Order:  Alphabetically by Purchase or Vendor Name – then in reverse chronological order 

Cut-off:  Upon final payment of task and/or contract.  

Dispose:  TEMPORARY.  Destroy 6 years after final payment.

Authority:  GRS 1.1, Item 010

	Filed:  Workstation – Active

Central Files – Closed

Off-site Storage - Retired

Custodian(s):  Purchase Card Holders
Medium:  Media-Neutral



	
	
	
	
	f
	Label: Credit Card Statements - (Year)

Date(s):  mm/dd/yyyy – mm/dd/yyyy 
Describe/Content:  Includes vouchers, receipts, statements related to the purchase of supplies and services using a Government-issued credit card.


	Order:  Chronological by Month and Year

Documents within the folder should be in reverse chronological order (the most recent documents first)

Cut-off: Reconcile monthly.  Cut-off at End of fiscal year.

Dispose:   TEMPORARY.  Destroy 6 years after final payment.

Authority:  GRS 1.1, Item 010

	Filed:  Workstation – Active

Central Files – Closed

Off-site Storage - Retired

Custodian(s):  Purchase Card Holders, Travel Card Holders
Medium:  Media-Neutral

	WB
	DOL
	03
	010
	Requisitions for Services

	
	
	
	
	a
	Label:  Requisition for (Requested Service) 

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Official Record.  Requisitions (Form DL 1-72) for such services as printing, reproduction, custodial, moving, and other services.  Files include correspondence, requisitions, reports and related records and work orders billed to the Capital Working Fund.


	Order:  Alphabetically by service type and then in reverse chronological order by date of action within the folder.

Cut-off:  End of fiscal year (Completed)

Dispose:  TEMPORARY.  Destroy 3 years after completion/cancellation of requisition.

Authority: GRS 5.4, Item 010

	Filed: Workstations

Custodian(s):  Hattie Carson, Andrea Jones, Michelle Jones, James Canady, Angela Adams
Medium:  Media-Neutral



	
	
	
	
	b
	Label:  Requisition for (Requested Service)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Staff Copies.   Non-record copy of orders for services and/or supplies.  Files may include correspondence, requisitions, reports and related documents.


	Order:  User Preference

Cut-off: When no longer needed

Dispose: NON-RECORD.  Destroy/delete immediately after cut-off

Authority:  Not Applicable


	Filed: Workstations

Custodian(s):  Hattie Carson, Andrea Jones, Michelle Jones, James Canady, Angela Adams
Medium:  Media-Neutral



	WB
	DOL
	03
	010
	Requisitions for Supplies or Equipment

	
	
	
	
	a
	Label: Requested Supplies or Equipment – (Year)

Date(s):  mm/dd/yyyy – mm/dd/yyyy 
Describe/Content:  Includes requisitions/supply orders for equipment, quotes, reports, correspondence and documentation related to ordering supplies or equipment. 
	Order:  Alphabetically by item name and then in reverse chronological order by date of action.

Cut-off: Upon completion or cancellation

Dispose:  TEMPORARY. 3 years after completion or cancellation of requisition.

Authority:  GRS 5.4, Item 010

	Filed: Workstations – Active

Central Files - Closed

Custodian(s):  Hattie Carson, 

James Canady, Purchase Card Holders
Medium:  Media-Neutral

	
	
	
	
	b
	Label: Requests for Equipment - Quotes (Year) 

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Unaccepted Quotes.

	Order:  Alphabetically by Vendor Name

Cut-off:  When deemed unacceptable

Dispose:  TEMPORARY.  Destroy 3 years after cut-off.

Authority:  GRS 5.4, Item 010

	Filed:  Workstations

Custodian(s):  Sherry Webb

Medium:  Media-Neutral



	WB
	DOL
	03
	010
	Equipment and Supplies Inventory Files

	
	
	
	
	
	Label: Supplies and Equipment Inventory

Date(s):  mm/dd/yyyy – mm/dd/yyyy 
Describe/Content: Listing of cell phone and iPad, assignments; Supplies and Equipment.  Includes type, name, quantity and user. Packing and shipping slips received with ordered supplies.  Records related to warranty period, guarantee conditions obtained with and applicable to supplies and/or equipment. 
	Order:  Chronologically by date and then alphabetically by supply/equipment name

Cut-off: When obsolete or superseded, upon return of assigned equipment or when no longer needed.

Dispose:  TEMPORARY.  Destroy 3 years from date of list or when superseded or updated.

Authority:  GRS 5.4, Item 010

	Filed:  Workstations
Custodian(s):  Sherry Webb, James Canady, and Hattie Carson
Medium:  Media – Neutral



	WB
	DOL
	03
	10
	Telephone and Equipment Service Administration Files

	
	
	
	
	a
	Label: Telephone Service Files- (Year) 

Date(s):  mm/dd/yyyy – mm/dd/yyyy  
Describe/Content:  Includes requests for service/repairs; completion of service work orders.
  
	Order:  Chronological by request date

Cut-off: When work is completed

Dispose:  TEMPORARY.  Destroy 3 months after work is performed or requisition is canceled.

Authority:  GRS 5.5, Item 010
	Filed:  Workstation

Custodian(s):  Andrea Jones
Medium:  Media-Neutral



	
	
	
	071
	b
	Label: Equipment Service Files - (Year) 

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Includes dates, type and status of requests for equipment service/repairs.
	Order:  Alphabetically by Equipment Type 

Cut-off: When equipment is transferred, sold, replaced, etc.

Dispose:  TEMPORARY.  Destroy 3 months after work is performed or requisition is canceled.

Authority:  GRS 5.4, Item 071 


	Filed:  Central Files

Custodian(s):  Hattie Carson, James Canady, and Sherry Webb

Medium:  Media-Neutral



	WB
	DOL
	05
	Budget Records

	WB
	DOL
	05
	010
	Budget Preparation and Background Records

	
	
	
	010

040

041
	
	Label: (Fiscal Year) – Budget Preparation

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Budget preparation materials including talking points, issue papers, 1st cut goals and funding estimates, program mandates projections, authorities, correspondence and memoranda, and budget background materials.


	Order:  Chronological by Fiscal Year and then alphabetically by subject  

Cut-off:  End of fiscal year covered by the budget

Dispose: TEMPORARY.  Destroy/delete 2-6 years after close of the fiscal year covered by the budget.

Authority:  GRS 1.1, Item 010 (6 yrs.)
                  GRS 1.1, Item 040 (2 yrs.)

                  GRS 1.1, Item 010 (2 yrs.)

	Filed:  Workstation – Working Files 

Central Files - Active

Custodian(s): Nicole Rubens, Joan Harrigan-Farrelly
Medium:  Media-Neutral

	WB
	DOL
	05
	030
	Budget Reports

	
	
	
	
	a
	Label: (Fiscal Year) – WB Performance Budget

Date(s):  mm/dd/yyyy – mm/dd/yyyy  
Describe/Content: WB Record Copy - Final.  Consolidated budget submission forwarded to the Office of Chief Financial Officer.  Used to respond to Congressional inquiries, provide background and/or reference for future budgets; and to administer the present budget.


	Order:  Chronological by Fiscal Year 

Cut-off:  End of fiscal year covered by the budget.  Do not retire to FRC.

Dispose: TEMPORARY.  Destroy 5 years after cut-off.

Authority:  GRS 1.3, Item 030

	Filed:  O: Drive, Workstations 
Custodian(s): Nicole Rubens, Paris Mack, Joan Harrigan-Farrelly, Tiffany Boiman
Medium:  Media Neutral

	
	
	
	031
	b
	Label: (Fiscal Year) –  Budget and Performance Management Review

Date(s):  mm/dd/yyyy – mm/dd/yyyy  
Describe/Content: 

	Order:  Chronological by Fiscal Year 

Cut-off:  End of fiscal year covered by the budget.  Do not retire to FRC.

Dispose: TEMPORARY.  Destroy 3 years after cut-off.

Authority:  GRS 3.1, Item 031

	Filed:  O: Drive, Workstations, Central Files, Sarah Miller, Danielle Ballard, Tiffany Boiman
Custodian(s):  Nicole Rubens
Medium:  Media Neutral


	WB
	DOL
	06
	Accountable Officers’ Accounts Records

	WB
	DOL
	06
	001
	Accounting Administrative Files

	
	
	
	
	
	Label: Leave Audit - Employee Name  

Date(s):  mm/dd/yyyy – mm/dd/yyyy  
Describe/Content:  Administrative Audits.  Correspondence, reports and relating to administrative audits of leave for donated leave participants and other leave anomalies that require an internal audit.


	Order:  Alphabetically by Employee Name 

Cut-off:  End of leave year covered by the audit.  

Dispose: TEMPORARY.  When 3 years old.

Authority:  GRS 1.1, Item 001

	Filed:  O: Drive
Custodian(s):   Paris Mack

Medium:  Media-Neutral



	WB
	DOL
	07
	Expenditure Accounting Records

	WB
	DOL
	07
	010
	Appropriations and Allotments

	
	
	
	
	a
	Label: (Fiscal Year) – Detail Fund Reports; Operating/Analysis Budget Reports
Date(s):  mm/dd/yyyy – mm/dd/yyyy  
Describe/Content: WB Record Copy.   Departmental Accounting System printout sent from the Budget Office showing obligations and allotments under each authorized appropriation.
Official Record Copy.  Reported by Regions on a monthly basis on the status of appropriations and apportionment.  Includes budget activity reports, Detailed Performance Summary, Final Departmental Management (DM) Report and other reports not previously specified.


	Order:  Chronological by Fiscal Year 

Cut-off:  End of fiscal year covered by the budget

Dispose: TEMPORARY.  Destroy 6 years and 3 months after the close of the fiscal year involved. 

Authority:  GRS 1.1, Item 010

	Filed:  O-Drive – Budget Execution Folder 
Custodian(s):  Nicole Rubens, Paris Mack

Medium: Media-Neutral



	WB
	DOL
	09
	Travel and Transportation

	WB
	DOL
	09
	010
	Travel Files

	
	
	
	
	a
	Label:  Director/Deputy’s Travel Files – (Fiscal Year)

Date(s):  

Describe/Content: Director’s Travel.  Copies of travel orders, authorizations, receipts for tickets, lodging, rental vehicles, per diem vouchers, and other supporting documents relating to reimbursable official travel for domestic or international travel.  


	Order:  Chronologically by date of travel

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy when 6 years old.

Authority:  GRS 1.1, Item 010

	Filed:  Director’s Suite – Active

Off-site Storage - Closed

Custodian(s): Andrea Jones, Deborah Verter

Medium:  Media-neutral

	WB
	DOL
	14
	Information Services Records

	WB
	DOL
	14
	020
	Freedom Of Information Act (FOIA) Requests

	
	
	
	
	a
	Label: FOIA Requests – (Fiscal Year)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: 
Granted – Not Appealed.  Incoming requests made under the Freedom of Information Act (FOIA) and copies of responses and requested materials and related supporting documents.
Nonexistent Records – Not Appealed.  Responses to requests for nonexistent records.  Also includes responses to requests with inadequate descriptions, or to requestors who fail to pay reproduction fees.
Denial – Not Appealed.  Responses to requests denying access to all or part of the requested records.
	Order:  Chronologically by year and month of reply (most recent first)

Cut-off:  End of fiscal year 

Dispose: TEMPORARY.  Destroy 6 years after reply date. 

Authority: GRS 4.2, Item 020

	Filed:  SIMS-FOIA System, Outlook, Workstation, FOIA Central Files
Custodian(s):  Cheryl Edwards Medium:  Media-Neutral



	
	
	
	001
	d
	Label: FOIA Administrative Files (Year)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Official Record Copy.  Records relating to the general implementation of the FOIA, including notices, memoranda, routine correspondence, and related records.


	Order:  Chronologically by year and month of request and in reverse order of date within the folder.

Cut-off:  End of fiscal year.

Dispose:  TEMPORARY.  Destroy when 3 years old.

Authority:  GRS 4.2, Item 001

	Filed:  SIMS-FOIA System, Outlook, Workstation, FOIA Central Files
Custodian(s):  Cheryl Edwards Medium:  Media-Neutral



	
	
	
	070

	e
	Label: FOIA Reports (Year)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  WB Copy.  WB submission to the Office of the Solicitor reporting FOIA activity and statistics.


	Order:  Chronologically by year and month 

Cut-off:  End of fiscal year.

Dispose:  TEMPORARY.  Destroy when 2 years old.

Authority:  GRS 4.2, Item 070

	Filed:  SIMS-FOIA System, Outlook, Workstation, FOIA Central Files
Custodian(s):  Cheryl Edwards Medium:  Media-Neutral



	WB
	DOL
	16
	Administrative Management Records

	WB
	DOL
	16
	020   Records Management and Disposition Files

	
	
	
	
	a
	Label: WB Records Schedule

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Approved.  Records Schedule approved by the National Archives and Records Administration (NARA) and used to manage WB Records.  Includes Administrative, Programmatic, Permanent, and Temporary records located at National and/or Regional office.  Applies to records regardless of media, i.e., paper, electronic, photographs, audiovisual, etc.


	Order:  Approval Date

Cut-off:  When obsolete or superseded.

Dispose:  TEMPORARY.  Destroy 6 years after supersession.

Authority: GRS 4.1, Item 020
	Filed:  O: Drive – Administrative Management – Records Management and Disposition

Custodian(s):  Cheryl Edwards, Paris Mack

Medium: Media-Neutral 



	
	
	
	
	b
	Label:  WB Records File Plan

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Plan describing file codes, folders, custodians, locations, medium, records date ranges, cut-off instructions and disposition.


	Order:  Approval Date

Cut-off:  When obsolete or superseded.

Dispose:  TEMPORARY.  Destroy 6 years after supersession.

Authority:  GRS 4.1, Item 020
	Filed:  O: Drive – Administrative Management – Records Management and Disposition; Workstations
Custodian(s):  Cheryl Edwards, Paris Mack

Medium:  Media Neutral



	
	
	
	
	c
	Label: SF-115 Files

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Approved.  Form SF-115 – Request for Records Disposition Authority that have been approved by NARA.


	Order:  Chronologically by approval date

Cut-off:  When superseded.

Dispose:  TEMPORARY.  Destroy 6 years after supersession.

Authority:  GRS 4.1, Item 020
	Filed:  RM Shared Drive; O: Drive – Administrative Management – Records Management and Disposition; Workstations
Custodian(s):  Cheryl Edwards, Paris Mack

Medium:  Media Neutral



	
	
	
	
	d
	Label:  SF-135 Files

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Approved.   Form SF-135 – Records Transmittal and Receipt that have been approved by NARA.


	Order:  Chronologically by approval date

Cut-off:  After applicable records have been transferred to Federal Records Center 

Dispose:  TEMPORARY.  Destroy 6 years after related records are destroyed or transferred to Federal Records Center.

Authority:  GRS 4.1, Item 020

	Filed:  RM Shared Drive; O: Drive – Administrative Management – Records Management and Disposition; Workstations
Custodian(s):  Cheryl Edwards, Paris Mack

Medium:  Media Neutral

	
	
	
	
	e
	Label:  SF-258 Files

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Approved.  Form SF-258 – Agreement to Transfer Records to National Archives. 

	Order:  Chronologically by approval date

Cut-off:  After applicable records have been transferred to the National Archives. 

Dispose:  TEMPORARY.  Destroy 6 years after related records are transferred to the National Archives.

Authority:  GRS 4.1, Item 020

	Filed:  RM Shared Drive; O: Drive – Administrative Management – Records Management and Disposition; Workstations
Custodian(s):  Cheryl Edwards, Paris Mack

Medium:  Media Neutral

	
	
	
	
	f
	Label:  NA -13001 Files

Date(s):  Date of Notice

Describe/Content:  Notice of Eligibility For Disposal.   Notice sent from Federal Records Center (FRC) that records will be destroyed by a certain date.
	Order:  Alphabetically by Record Series

Cut-off:  After signing/dating notice and annotating SF-135 with the destruction date. 

Dispose:  TEMPORARY.  Destroy 6 years after related records are destroyed.

Authority:  GRS 4.1, Item 020
	Filed:  RM Shared Drive; O: Drive – Administrative Management – Records Management and Disposition; Workstations
Custodian(s):  Cheryl Edwards, Paris Mack

Medium:  Media Neutral


	
	
	
	
	g
	Label:  Optional Form  (OF)-11

Date(s):  Date of Request

Describe/Content:  Optional Form. Reference Request to the Federal Records Center for:  (1) Copy of Records Only; (2) Permanent Withdrawal; (3) Temporary Loan of Records; (4) On-site Review; or (5) Other. 
	Order:  Alphabetically by Record Series or Description

Cut-off:  

Dispose:  TEMPORARY.  Destroy when 6 years old.

Authority:  GRS 4.1, Item 020
	Filed:  RM Shared Drive; O: Drive – Administrative Management – Records Management and Disposition; Workstations
Custodian(s):  Cheryl Edwards, Paris Mack

Medium:  Media Neutral


	
	
	
	020

030
	h
	Label: Records Management – General Files

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Correspondence, memoranda, reports, and other records relating to the management of WB records.  


	Order:  Chronologically by document date

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy when 6 years old.

Authority:  GRS 4.1, Item 020 (6 yrs.)
                  GRS 4.1, Item 030 (3 yrs.)


	Filed:  O: Drive – Administrative Management – Records Management and Disposition; Workstations
Custodian(s):  Cheryl Edwards, Paris Mack

Medium:  Media Neutral


	WB
	DOL
	16
	010   Management Control Records

	
	
	
	
	a
	Label: Policy, Procedure and Guidance

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: WB Copy.  Copies of policies, procedures, and guidance relating to evaluations and reporting of DOL agencies accounting and administrative controls to prevent waste, fraud, and mismanagement.


	Order:  Alphabetically by policy title

Cut-off:  When superseded

Dispose:  TEMPORARY.  Destroy 1 year after cut-off.
Authority:  GRS 5.7, Item 010
	Filed:  O: Drive 

Custodian(s):  Nicole Rubens, Paris Mack
Medium:  Media Neutral



	
	
	
	
	b
	Label: FY Internal Controls Entity-Level Self-Assessment Questionnaire

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: WB Copy.  Annual submission to the Chief Financial Officer as required by OMB Circular A-123 Appendix A, Internal Controls over Financial Reporting.


	Order:  Chronologically by submission date

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy 1 year after cut-off.
Authority:  GRS 5.7, Item 010
	Filed:  O: Drive, Outlook
Custodian(s):  Paris Mack, Nicole Rubens
Medium:  Media Neutral



	
	
	
	
	c
	Label: Financial Management Quarterly Certifications

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: WB Copy.  Quarterly reports and assurance certifications required by the Federal Manager’s Financial Integrity Act (FMFIA), the Federal Financial Management Improvement Act (FFMIA), and other related authorities. 

Files consist of signed certifications, memoranda, reports, attachments and background materials.


	Order:  Chronologically by Quarter

Cut-off:  End of fiscal year

Dispose: TEMPORARY.  Destroy 1 year after cut-off.
Authority:  GRS 5.7, Item 010

	Filed:  O: Drive, Outlook
Custodian(s):  Nicole Rubens, Paris Mack
Medium:  Media Neutral



	WB
	DOL
	18
	Security, Safety and Emergency Planning Records

	WB
	DOL
	18
	010   Safety and Emergency Planning Files

	
	
	
	
	a
	Label: Emergency Planning and Training Files

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:   Correspondence and other files relating to the Administration and operation of the WB emergency planning program.  Includes training records, also.


	Order:  Chronologically by Date

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy 3 years after cut-off.
Authority:  GRS 5.6, Item 010
	Filed: O: Drive, Y: Drive/DOL COOP CSD; Outlook Workstation
Custodian(s):  Cheryl Edwards, Paris Mack
Medium:  Media Neutral

	
	
	
	
	b
	Label: WB Continuity of Operations and Pandemic Flu Plan (COOP)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  WB COOP Plan.  Contains plans and directives for the continued operation of WB in times of emergency or disaster.  Includes correspondence, reports, instructions, charts and plans to be used in mobilization, evacuation, relocation and the protection of vital records.


	Order:  Chronologically by Date

Cut-off:  When superseded or obsolete

Dispose:  TEMPORARY.  Destroy 3 years 
Authority:  GRS 5.3, Item 010
	Filed: O: Drive, Y: Drive/DOL COOP CSD; Outlook Workstation
Custodian(s):  Cheryl Edwards, Paris Mack
Medium:  Media Neutral

	
	
	
	80

81
	c
	Label: Safety Coordination Files

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Reports of surveys and inspections of WB facilities conducted to ensure adequate protective and preventive measures taken against hazards of fire, accident, pests, life and limb.


	Order:  Chronologically by Inspection Date

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy 3 years after cut-off.
Authority:  GRS 5.6, Item 80 (5 yrs.)
                  GRS 5.6, Item 81 (5 yrs.)
	Filed: O: Drive, Y: Drive/DOL COOP CSD; Outlook Workstation
Custodian(s):  Cheryl Edwards, Paris Mack
Medium:  Media Neutral 

	
	
	
	
	d
	Label: DOL Safety/Security Plans and Procedures

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Memoranda and other correspondence, reports, etc. related to DOL-wide security and safety procedures, policies and activities.


	Order:  Chronologically by Date

Cut-off:  End of fiscal year 

Dispose:  TEMPORARY.  Destroy 2 years after cut-off.

Authority:  GRS 5.6, Item 010

	Filed: O: Drive, Y: Drive/DOL COOP CSD; Outlook Workstation
Custodian(s):  Cheryl Edwards, Paris Mack
Medium:  Media Neutral

	
	
	
	
	e
	Label: DOL Safety and Health
Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Memoranda and other correspondence, reports, etc. related to DOL-wide security and safety procedures, policies and activities.


	Order:  Chronologically by Date

Cut-off:  End of fiscal year 

Dispose:  TEMPORARY.  Destroy 2 years after cut-off.

Authority:  GRS 5.6, Item 010
	Filed: O: Drive, Y: Drive/DOL COOP CSD; Outlook Workstation
Custodian(s):  Danielle Ballard, Paris Mack
Medium:  Media Neutral

	WB
	DOL
	24
	Information Technology Operations and Management Records

	WB
	DOL
	24
	DOL and WB Website Management and Operations

	
	
	
	08
	a
	Label: WB Website Management Files

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Includes files relating to designing, populating, testing, implementing and maintaining the WB web site.
	Order:  Chronologically by Date

Cut-off:  End of fiscal year

Dispose:  TEMPORARY. Delete/Destroy 1 year after cut-off. 

Authority:  DAA-0086-2014-0001-0027
	Filed:  Outlook Archive Folder, O: Drive, Workstations

Custodian(s): Victor Sewell, Sherry Webb, Manvi Drona 

Medium:  Media-Neutral



	
	
	
	
	b
	Label: WB Program Websites - Content Approval

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Content and subject matter review and approval files new (add new initiatives) May include reports, statistics, and procedures.


	Order:  Alphabetically by Program Name and then chronologically by approval date

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy 1 years after file cut-off.

Authority:  DAA-008602014-0001-0026

	Filed:  Outlook Archive Folder, O: Drive, Workstations

Custodian(s): Victor Sewell, Sherry Webb 

Medium:  Media-Neutral



	WB
	DOL
	25
	Ethics Program Records

	WB
	DOL
	25
	060   Financial Disclosure Reporting

	
	
	
	
	a
	Label: (Individual’s Name)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: For individuals not confirmed by US Senate or elected.  Disclosure reports and related records submitted by WB staff as required by P.L. 95-521.  Includes late filing fee payments, requests for public reporting waivers, comments sheets and responses, extension requests and other related documents.

	Order:  Alphabetically by Last Name

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy/delete when 1 year after nominee ceases to be under consideration for the position.

Authority:  GRS 2.8, Item 060

	Filed:  Central Files - Locked

Custodian(s): Paris Mack
Medium:  Media-Neutral



	
	
	
	
	b
	Label: (Individual’s Name)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: All Other Forms.  Disclosure reports and related records submitted by WB staff as required by P.L. 95-521.  Includes late filing fee payments, requests for public reporting waivers, comments sheets and responses, extension requests and other related documents.


	Order:  Alphabetically by Last Name

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy/delete when 6 years old; EXCEPT if documents are needed in an ongoing investigation which will be retained until no longer needed. 

Authority:  GRS 2.8, item 070

	Filed:  Central Files - Locked

Custodian(s):  Paris Mack
Medium:  Media-Neutral



	WB
	DOL
	25
	100   Ethics Agreements

	
	
	
	100

101
	
	Label: (Individual’s Name)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Records documenting review and issuance of agreements used to remedy the appearance of potential or actual financial conflicts of interest. 
	Order:  Alphabetically by Last Name

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy/delete 6 years after the waiver or other agreed-upon determination or action has been issued or undertaken or is no longer in effect, whichever is later.

Authority:  GRS 2.8, Item 100
                   GRS 2.8, Item 101


	Filed:  Central Files - Locked

Custodian(s):  Paris Mack
Medium:  Media-Neutral



	WB
	DOL
	25
	020   Ethics Employee Training and Education

	
	
	
	020
	
	Label: (Individual’s Name)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Records relating to the new employee ethics orientation, annual and other ethics training and education.  Includes plans, schedules, rosters, verification of training as well as materials provided to employees during ethics training.


	Order:  Alphabetically by Last Name

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy/delete when 6 years old.

Authority:  GRS 2.6, Item 020

	Filed:  Workstation

Custodian(s):  Paris Mack
Medium:  Media-Neutral



	WB
	DOL
	25
	Non-Federally Funded Travel Funds

	
	
	
	05
	
	Label: (Individual’s Name)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Expense reports and other records which summarize payments made to a non-Federal source for travel subsistence and related expenses while attending meetings or other functions relating to official duties.


	Order:  Alphabetically by Last Name

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy/delete 3 years after cut-off.

Authority:  GRS 2.8, Item 030

	Filed:  Workstation

Custodian(s):  Andrea Jones, Michelle Jones, Paris Mack
Medium:  Media-Neutral



	WB
	EVT
	WB Events, Conferences, Programs

	WB
	EVT
	01
	010   Speeches, Addresses, Comments

	
	
	
	
	a
	Label: (Event, City and State) – (Date)

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Official Record File.  Final speech, program agenda, original invitation and acceptance, speakers’ bios, organization background, trip reports, photos, presentations, publications, correspondence, other background research and advance work documents used to prepare the Director for the event.


	Order:  Chronological by Event Date

Cut-off:  End of fiscal year or when Director leaves, whichever is sooner.  

Dispose:  PERMANENT.   Retire to FRC when 5 years old.  Transfer to National Archives in 5 year blocks when 10 years old.  Delete electronic copies when the recordkeeping copy has been created.

Authority:  N9-86-00-01

	Filed:  O: Drive, Outlook
Custodian(s):  Administrative Staff, Communications Team, Regional Staff
Medium:  Media Neutral

	
	
	
	
	b
	Label: (Event, City and State) – (Date)

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Away Folder.  Trip folder used by the Director while attending an event.  Usually includes travel and hotel reservations, tickets, final speech or index cards, event program, contact information, itinerary, presentation and/or publications, and other materials pertinent to the event.


	Order:  Director’s preference

Cut-off:  When the Director returns

Dispose: TEMPORARY.  When Business Use Ceases
Authority:  GRS 4.2, Item 010

	Filed:  Director’s Suite/File Cabinet; O: Drive, Outlook 
Custodian(s):  Andrea Jones, Administrative Staff 

Medium:  Media Neutral


	
	
	
	
	c
	Label: WB Director’s Speeches – (Year)

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Background and Advance Work Material.  Usually includes the original invitation, draft agenda, speaker bios and organization background, program schedule, correspondence (including email), research materials, draft presentations, memoranda, travel vouchers, itineraries, reservations, and other related documents used to prepare for the event.
	Order:  Chronologically by event date

Cut-off:  Event completion

Dispose: TEMPORARY.  File background documents in the appropriate folders to complete the Official Record Files.   For example, travel voucher, passport information, hotel reservation, etc. should be filed in the Travel Records.  Original invitations, correspondence and authorizations and any trip reports should become a part of the event’s official file.

Authority:  GRS 4.2, Item 010
 
	Filed:  Director’s Suite File Cabinet; O: Drive, Outlook 
Custodian(s):  Administrative Staff 

Medium:  Media Neutral


	WB
	EVT
	02
	01
	Events Planning and Administrative Support

	
	
	
	
	a
	Label: (Event/Conference) (Year)

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Planning.  Event planning records developed during program reviews or as a result of changing focus, multi-year planning, identified needs.  Includes minutes, recommendations, financial and budgeting reports, logistic needs, strategic planning, etc. 


	Order:  Chronologically by date and then alphabetically by Event Title

Cut-off:  End of fiscal year.  

Dispose:  TEMPORARY.  Destroy 3 years after cut-off

Authority:  DAA-0086-2014-0001-0021
	Filed:  O: Drive/Shared Drive; Workstations, Outlook
Custodian(s):  Team Members, Administrative Staff

Medium:  Media-Neutral 


	
	
	
	
	b
	Label: (Events/Conferences) 

Date(s): Event Date(s)

Describe/Content:  Administrative Support. Records produced as a result of administrative and logistic support of WB Events.  Files include contact lists, vendors, space and equipment reservations, caterers, etc.

	Order:  Alphabetically by Event Title

Cut-off:  End of Event

Dispose:  TEMPORARY.  Destroy 1 year after event date.

Authority:  DAA-0086-2014-0001-0022
	Filed:  O: Drive/Shared Drive; Workstations, Outlook
Custodian(s):  Team Members, Administrative Staff

Medium:  Media-Neutral

	WB
	EVT
	03
	01
	WB Events, Conferences and Seminars

	
	
	
	
	a
	Label: (Name of Conference/Event) Case File

Date(s): Event Date(s)

Describe/Content:  Official Record.  Records relating to events either hosted or participated in by the Women’s Bureau.  Includes Event Summaries prepared in the Regional Offices. 
	Order:  Alphabetically by WB Program and then by Event Title

Cut-off:  End of fiscal year.  

Dispose:  TEMPORARY.  Destroy completed events 10 years after file cut-off.

Authority: DAA-0086-2014-0001-0021

	Filed:  O: Drive/Shared Drive; Workstations, Outlook
Custodian(s):  Team Members, Administrative Staff

Medium:  Media-Neutral

	WB
	ITL
	International Affairs

	
	
	01
	01
	a
	Label: International Visitors Files

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Official Record Copy.  Includes request from ILAB; group itineraries, presentations, photographs, reports, correspondence and other material pertinent to a visit from foreign individuals or groups.


	Order:  Alphabetically by Visitor’s Name

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Delete/Destroy 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0033
	Filed:  O: Drive/Shared Drive, Workstations
Custodian(s):  OPP Staff, Mallory Trachtenberg
Medium:  Media-Neutral 



	
	
	
	
	b
	Label: (As appropriate)
Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Responses to inquires initiated/coordinated by ILAB.  Final responses are not usually sent directly from Women’s Bureau.


	Order:  Chronological by Date

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy 5 years after response has been submitted.

Authority:  DAA-0086-2014-0001-0034
	Filed:  O: Drive/Shared Drive, Workstations; 
Custodian(s): Hattie Carson, OPP Staff, Mallory Trachtenberg
Medium:  Media-Neutral 


	
	
	
	
	c
	Label: Requests for Comments - International Issues

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Comments requested by Departmental action and other actions such as International Affairs concept papers.


	Order:  Chronological by Date

Cut-off:  End of fiscal year.

Dispose:  TEMPORARY.  Destroy 5 years after comments have been submitted to requestor.

Authority:  DAA-0086-2014-0001-0035
	Filed:  O: Drive/Shared Drive, Workstations,
Custodian(s):  Hattie Carson, OPP Staff, Mallory Trachtenberg
Medium:  Media-Neutral 



	
	
	
	
	d
	Label: (Name of Group/Committee)
Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  U.S.-Sponsored.  Documents resulting from WB participation on committees, boards, councils etc. that focuses on international issues.


	Order:  Alphabetically by Committee Name

Cut-off:  End of fiscal year

Dispose:   TEMPORARY.  Destroy when 3 years old.

Authority: Rescinded

	Filed:  O: Drive/Shared Drive, Workstations, CTS
Custodian(s):  OPP Staff, Mallory Trachtenberg
Medium:  Media-Neutral 



	WB
	LEG
	Legislative Affairs

	
	
	
	01
	a
	Label:  Requests for Comment

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Non-WB Related.  Comments on draft legislation which does not significantly affect the Women’s Bureau.  File includes controlled correspondence, email, background and research materials, coordination, comments, and final response.


	Order:  Alphabetical by Title

Cut-off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy 5 years after completion.

Authority:  DAA-0086-2014-0001-0037
	Filed: O: Drive/Shared Drive Workstation, CTS 
Custodian(s): Hattie Carson, OPP Staff

Medium:  Media-Neutral



	
	
	
	
	b
	Label:  (Legislation – Number and Name) (Year) 

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: WB-Related.  Legislation that significantly impact WB programs, mission, organization, or policies.  Includes copy of legislation and any pertinent background material.


	Order:  Alphabetical by Title

Cut-off:  End of fiscal year

Dispose: TEMPORARY.  Retire to FRC when passed, withdrawn or not acted upon by the present session of Congress.  Destroy 10 years after file cut-off.

Authority:  DAA-0086-2014-0001-0036
	Filed: O: Drive/Shared Drive Workstation, CTS 
Custodian(s): Hattie Carson, OPP Staff

Medium:  Media-Neutral



	
	
	
	
	c
	Label:  (Name of Legislation or Legal Study) (Year)

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Legislation Analysis Files.  Files related to the research, review and analysis of legislation or legal studies.


	Order:  Alphabetical by Subject

Cut-off:  End of fiscal year.

Dispose:  TEMPORARY.  Destroy 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0038
	Filed:  Workstation – Active

Central Files - Closed

Custodian(s):  OPP Staff

Medium:  Media-Neutral



	
	
	
	
	d
	Label:  Legislation Tracking and Review Files

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Files related to the tracking and review of pertinent legislation.


	Order:  Alphabetical by Subject

Cut-off:  End of fiscal year.

Dispose:  TEMPORARY.  Destroy 5 years after cut-off

Authority:  DAA-0086-2014-0001-0039
	Filed: O: Drive/Shared Drive Outlook; Central Files
Custodian(s):  OPP Staff

Medium:  Media-Neutral



	WB
	POL
	Policy and Directives Records

	WB
	POL
	01
	Women’s Bureau Policy and Directives

	
	
	
	
	b
	Label:  Standard Operating Procedures

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Internal directions for processes, procedures or tasks that are not maintained as the official WB policy/directives files.


	Order:  Alphabetical by Subject

Cut-off:  When superseded or obsolete

Dispose:  Destroy/delete when superseded.

Authority:  DAA-0086-2014-0001-0030

	Filed:  O: Drive/Shared Drive
Workstations

Custodian(s):   All WB Staff 

Medium:  Media-Neutral

	WB
	PRG
	Women’s Bureau Program Files

	WB
	PRG
	01
	010   EXECUTIVE SECRETARIAT- CONTROLLED/BLUE BORDERS CORRESPONDENCE

	
	
	
	01
	a
	Label: Subject of Correspondence

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Secretary of Labor Signature.   Correspondence assigned to WB by the Executive Secretariat to prepare for the signature of the Secretary of Labor.  WB is not the Office of Record.  May include invitations for the Secretary of Labor to attend women-related events, responses to correspondence addressed to the Secretary of Labor, the President, and/or Congressional letters and constituent referrals.

File includes incoming correspondence or memoranda, copy of the draft response and transmittal to Exec Sec, concurrence grid.  May include signed and dated copy of outgoing response once signed by The Secretary.


	Order:  Alphabetically by subject and then chronological by signature date within the folder

Cut-off: End of fiscal year 

Dispose:  Destroy 3 years after cut-off.

Authority:  DAA-0086-2014-0001-0003
	Filed:  CTS, Outlook, Workstation 
Custodian(s):  Hattie Carson and Administrative Staff

Medium:  Media-Neutral



	
	
	
	
	b
	Label: Requestor’s Last Name

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: WB Signature.  Routine requests for technical assistance, women-related information, or publications.  Correspondence is addressed to the Secretary of Labor or The President and assigned to WB for action by the Executive Secretariat and may be signed by the WB Director/Deputy Director, National Office Coordinator or the Chief, Information Support Services.

File includes incoming correspondence or memoranda, signed and dated copies of the response, yellow coordination grid, control form, and enclosures, if not too bulky.  A list of bulky and/or WB publications should be included.
Information Copies.  Correspondence addressed to the Secretary of Labor or The President and sent  to WB for information only


	Order:  Alphabetically by last name

Cut-off: End of fiscal year 

Destroy:  TEMPORARY.  90 days or when Business Use Ceases.  

Authority:  GRS 4.2, Item 010
                  GRS 5.2, Item 010

	Filed:  CTS, Outlook, Workstation
Custodian(s):  Hattie Carson, Administrative Staff

Medium:  Media-Neutral



	
	
	
	
	c
	Label: Subject of Correspondence

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Information Copies.  Correspondence addressed to the Secretary of Labor or The President and sent  to WB for information only


	Order:  Alphabetically by Subject

Cut-off: End of fiscal year 

Destroy:  TEMPORARY.  WB has determined to destroy these at cut-off. 

Authority:  GRS 5.2, Item 010

	Filed:  CTS, Outlook, Workstation
Custodian(s):  Hattie Carson, Administrative Staff

Medium:  Media-Neutral



	
	
	
	
	d
	Label:  Title of Document for Clearance

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Document Clearance Actions.   Document circulated for review and comment by the Office of the Executive Secretariat.

File consists of the signed and dated Document Clearance form with any comments provided by the WB.  Also includes WB assignment forms and control tickets; coordination grids; correspondence (including email); incoming memoranda or documents from the Office of the Executive Secretariat.


	Order:  Alphabetically by subject and then chronologically by signature date within the folder

Cut-Off: End of fiscal year

Dispose:  TEMPORARY.  Destroy 5 years after file cut-off.

Authority:  DAA-0086-2014-0001-0004
	Filed:  CTS, Outlook, Workstation
Custodian(s):  Hattie Carson, Administrative Staff

Medium:  Media-Neutral



	WB
	PRG
	01
	010
	EXECUTIVE CORRESPONDENCE

	
	
	
	
	a
	Label:  Title of Memoranda or Subject Matter

Date(s): Document Date

Describe/Content: Director/Deputy Signature.  Signed major correspondence that significantly documents program activities, decisions, policies, etc.  Files consists of any incoming documents (includes email), responsive letters or memoranda, background and supporting documentation, concurrences grid and any enclosures.  Also includes correspondence originated by the Director or Deputy that relates to WB programs, policies, or decisions.

	Order:  Chronologically by year then alphabetically by subject 

Cut-Off:  End of fiscal year

Dispose:  PERMANENT.  Retire to FRC 5 years after cut-off.  Transfer to National Archives 10 years after cut-off.

Authority:  DAA-0086-2014-0001-0005
	Filed:  CTS, Outlook, Workstation
Custodian(s):  Hattie Carson, Administrative Staff

Medium:  Media-Neutral



	
	
	
	
	b
	Label:  Office of the Solicitor Inquiries – (Year)

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: Official Record Copy.  Controlled correspondence signed by the Director of Office Policy and Programs (OPP) or the Director of Office of Information Support Services (OISS) or authorized surrogate in response to inquiries from the DOL Solicitor’s Office.


	Order:  Alphabetically by subject and then chronologically by signature date within the folder

Cut-Off:  End of fiscal year

Dispose:  TEMPORARY.  Retire to FRC 3 years after cut-off.  Destroy when 10 years old or 7 years after retirement.

Authority:  DAA-0086-2014-0001-0006
	Filed:  CTS, Outlook, Workstation
Custodian(s):  Hattie Carson, Administrative Staff

Medium:  Media-Neutral



	
	
	
	
	c
	Label: Editor-Writer Files

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Draft correspondence, memoranda, Quick Facts/Facts Sheets and other writing or editing tasks.


	Order:  Alphabetical by Subject

Cut-Off:  When finalized.  

Destroy:  TEMPORARY.  Delete/destroy 90 days, or when Business Use Ceases.
Authority:  GRS 4.2, Item 010
                  GRS 5.2, Item 010

	Filed: O: Drive, Outlook, Workstation, Central Files

Custodian(s): Angela Adams, 

Medium: Media-Neutral



	
	
	
	010
	d
	Label: (Correspondence Working Files - (Year)

Date(s): mm/dd/yyyy – mm/dd/yyyy

Describe/Content: WB staff copies.  Documents related to controlled correspondence.   Includes drafts, working documents, background materials, copies of:  concurrences and approvals, incoming letters, final responses, enclosures.


	Order: Chronologically by month/year and then by control number 

Cut-Off:  End of fiscal year

Dispose:  TEMPORARY.  Destroy after 90 days, or when Business Use Ceases.

Authority:  GRS 4.2, Item 010

	Filed:  Workstations, O: Drive, 
Custodian(s):  Administrative Staff, James Canady, WB Subject Matter Staff 
Medium:  Media-Neutral



	WB
	PRG
	01
	010
	WB-Controlled General Correspondence

	
	
	
	
	a
	Label: Requestor’s Last Name

Date(s): 10/01/2009 – 09/31/2010

Describe/Content: Official Record Copy.  Includes correspondence signed by the Admin Officer (OISS), Director of OPP, as well as the WB Director/Deputy Director, which provide general information and instructions only and does not significantly document WB programs and activities.  

Files usually contains:  Copy of the dated and signed response, yellow grid, WB Control Tickets and the incoming letter.  DO NOT FILE ENVELOPES. Tape any pertinent information (such as the return address) to the incoming letter.


	Order:  Alphabetically by last name and then by date of response.

Cut-Off:  End of fiscal year

Destroy:  TEMPORARY.  WB has determined to destroy these records 3 years after file cut-off.  

Authority:  GRS 5.2, Item 010

	Filed:  Workstations, O: Drive, Outlook, 

Custodian(s):  Administrative Staff, James Canady, WB Subject Matter Staff 
Medium:  Media-Neutral



	WB
	PRG
	02
	01
	Director’s Program Subject Files

	
	
	
	
	
	Label: Subject (i.e., WB Strategic Planning)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Copies of correspondence, reports, and other records accumulated by the Director and Deputy Director on a variety of subjects.

	Order:  Alphabetically by Subject  

Cut-off:  End of fiscal year or when the Director/Deputy Director leaves, whichever is sooner.

Dispose: TEMPORARY.  Destroy 3 years after cut-off.

Authority:  DAA-0086-2014-0001-0007
	Filed:  Director’s Suite and Deputy Director’s Office

Custodian(s):  Administrative Staff, Records Manager, Andrea Jones, Michelle Jones 
Medium: Media-Neutral



	WB
	PRG
	03
	         WANTO/Apprenticeship Grant Files

	
	
	
	01
	a
	Label: (Name of Applicant) Case Files 

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Successful Applicant Files.  Documents relating to the accepted application and award of one-year grants to community-based organizations to deliver technical assistance to employers and labor unions to prepare them to recruit, train, and employ women in apprenticeships and nontraditional occupations.  

Files consist of correspondence, applications, pre-award reviews, award documentation and reports.


	Order: Alphabetically by Applicant Name

Cut-Off:  End of grant  period

Destroy:  TEMPORARY.  Destroy 10 years after file closure.

Authority:  DAA-0086-2014-0001-0008

	Filed:  O: Drive, Outlooks, workstation
Custodian(s): Marzette Bedford-Billinghurst, Reeba Daniel  

Medium: Media-Neutral



	
	
	
	
	b
	Label: Unsuccessful WANTO Grant Applications

Date(s):  mm/dd/yyyyy – mm/dd/yyyyy

Describe/Content:  Unsuccessful Applicant Files.   Correspondence, reports, and other records that relate to rejected or withdrawn applications


	Order: Alphabetically by Applicant Name

Cut-Off:  Upon rejection decision.

Destroy:  TEMPORARY.  Destroy 3 years after rejection/withdrawal.

Authority:  GRS 1.2, Item 021

	Filed:  O: Drive, Outlook, Workstations, Central Files

Custodian(s): Reeba Daniel, Pat Humphlett, Marzette Bedford-Billinghurst 

Medium: Media-Neutral



	
	
	
	
	c
	Label: WANTO Grant Program Final Report

Date(s):  Date of Report

Describe/Content:  Official Record.  Formal evaluation of the grant program.


	Order: Alphabetically by Subject

Cut-Off:  End of the grant program

Destroy:  PERMANENT.  Transfer to the National Archives 10 years after file cut-off

Authority:  DAA-0086-2014-0001-0008


	Filed:  O: Drive, Outlook, Workstations, Central Files

Custodian(s): Reeba Daniel, Pat Humphlett, Marzette Bedford-Billinghurst 

Medium: Media-Neutral



	
	
	
	
	d
	Label: WANTO Grant Administration Files

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Official Record.   Correspondence and other documents related to the operation and daily activities in the administration of the Grant Program.
	Order: Chronologically by date of document

Cut-Off:  End of the grant program

Destroy:  TEMPORARY.  Destroy 3 years after cut-off.

Authority:  GRS 1.2, Item 010

	Filed:  O: Drive, Outlook, Workstations, Central Files

Custodian(s): Reeba Daniel, Pat Humphlett, Marzette Bedford-Billinghurst 

Medium: Media-Neutral



	WB
	PRG
	04
	         Military Spouse Project Files

	
	
	
	
	a
	Label:  Military Spouse Project 

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Successful Applicant Files.  Documents relating the Military Spouse project designed to provide assistance and address issues that may prevent military spouses from entering the workforce or grow their careers.  

Files consist of correspondence, applications, pre-award reviews, award documentation and reports.

	Order: Chronologically by call date

Cut-Off:  End of fiscal year.

Destroy:  TEMPORARY.  Delete/destroy 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0008

	Filed: O: Drives, Central Files, Custodian(s):  Kelly Jenkins-Pultz, Paris Mack, Military Spouses Team
Medium: Media-Neutral

	WB
	PRG
	05
	          RESTORE Opioid Grant Files

	
	
	
	01
	a
	Label: RESTORE Opioid Grant 
Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Successful Applicant Files.  Official Record Copy.  Records Related to the Re-Employment, Support, and Training for the Opioid Related Epidemic (RESTORE) grant to help provide skills development and employment services to women affected by the opioid crisis.
	Order: Alphabetically by Applicant Name

Cut-Off:  End of grant  period

Destroy:  TEMPORARY.  Destroy 10 years after file closure.

Authority:  DAA-0086-2014-0001-0008

	Filed:  O: Drive, Workstation and Central Files

Custodian(s): Pat Humphlett, OPP
Medium: Media-Neutral

	
	
	
	
	b
	Label: Unsuccessful Grant Applications

Date(s):  mm/dd/yyyyy – mm/dd/yyyyy

Describe/Content:  Unsuccessful Applicant Files.   Correspondence, reports, and other records that relate to rejected or withdrawn applications


	Order: Alphabetically by Applicant Name

Cut-Off:  Upon rejection decision.

Destroy:  TEMPORARY.  Destroy 3 years after rejection/withdrawal.

Authority:  GRS 1.2, Item 13


	Filed:  O: Drive, Workstation and Central Files

Custodian(s): Pat Humphlett, OPP
Medium: Media-Neutral

	
	
	
	
	c
	Label: Restore Opioid Grant  

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Official Record Copy.  Final reports and other significant documents which document the Opioid Grant program activities and events.
	Order: Chronologically by date 

Cut-Off:  End of fiscal year.

Destroy:  PERMANENT.  Retire to FRC when 5 years old.  Transfer to NARA 5 years after retirement.

Authority:  DAA-0086-2014-0001-0008

	Filed:  O: Drive, Workstation and Central Files

Custodian(s): Pat Humphlett, OPP
Medium: Media-Neutral

	
	
	
	
	d
	Label: OPIOID Administration Files

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Official Record.   Correspondence and other documents related to the operation and daily activities in the administration of the Grant Program.
	Order: Chronologically by date of document

Cut-Off:  End of the grant program

Destroy:  TEMPORARY.  Destroy 2 years after cut-off.

Authority:  GRS 3, Item 14


	Filed:  O: Drive, Workstation and Central Files

Custodian(s): Pat Humphlett, OPP
Medium: Media-Neutral

	WB
	PRG
	06
	         Apprenticeship Team Project Files

	
	
	
	01
	
	Label:  Apprenticeship
Date(s):  10/01/2008 – 09/30/2009

Describe/Content:  Official Record.  Final reports sand other materials that document the activities and accomplishments of the project.

	Order: Chronologically by date 

Cut-Off:  End of fiscal year.

Destroy:  PERMANENT.  Retire to FRC 5 years after cut-off.  Transfer to NARA 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0008

	Filed: Workstation and

 Central Files

Custodian(s): Hari Chon Apprenticeship Team

Medium: Media-Neutral

	
	
	
	
	
	Label:  
Date(s):  10/01/2008 – 09/30/2009

Describe/Content: Official Record.  Final reports and other material that significantly document the activities and accomplishments of the program.

	Order: Chronologically by date 

Cut-Off:  End of fiscal year.

Destroy:  PERMANENT.  Retire to FRC 5 years after cut-off.  Transfer to NARA 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0008

	Filed: Workstation and 

Central Files

Custodian(s): Patricia Humphlett

Medium: Media-Neutral

	WB
	PRG
	13
	         Small Business

	
	
	
	01
	a
	Label: Outreach Reports

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  WB submission to DOL Small Business Programs Office reporting on outreach programs to targeted groups as required by an Executive Order, etc.


	Order:  Alphabetically by Title 

Cut-Off:  End of fiscal year

Destroy:  Delete/destroy 3 months after closure.

Authority:  Pending

	Filed: Outlook, Workstation

Custodian(s):Hattie Carson, 
Paris Mack

Medium: Media-Neutral

	WB
	PRG
	14
	         OTHER PROGRAM ADMINISTRATION RECORDS

	
	
	
	01
	a
	Label: Memoranda of Understanding (MOUs)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Administrative Copy.  Agreements between the Women’s Bureau and other DOL and/or Federal agencies, private institutions and organizations, executed according to DOL requirements and policy (DSMS 3-1700).  Includes MOU Clearance and Approval Form (DL 1-2226) and the signed MOU.


	Order:  Alphabetically by MOU Title

Cut-Off:  End of period covered by MOU

Disposition:  TEMPORARY. Delete/destroy 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0016
	Filed: O-Drive, O-Drive Workstations and Central Files

Custodian(s): Paris Mack, Joan Harrigan-Farrelly
Medium: Media-Neutral



	
	
	
	
	b
	Label: Interagency Agreements (IAAs)

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Official Record Copy.   Agreement between the Women’s Bureau and other Federal agencies.


	Order:  Alphabetical by IAA Title

Cut-Off:  End of IAA period  

Destroy:  TEMPORARY.  Destroy/Delete 5 years old after cut-off.

Authority:  DAA-0086-2014-0001-0016
	Filed: O: Drive, Workstations and Central Files 
Custodian(s):  Paris Mack, Joan Harrigan-Farrelly
Medium: Media-Neutral



	
	
	
	
	c
	Label: Presidential Proclamations

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Proclamations signed by the President related to women’s history or events.
	Order:  Alphabetically by Event Title

Cut-Off: End of proclamation period

Destroy: TEMPORARY.  Destroy/Delete 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0017

	Filed: Workstation and Central Files

Custodian(s): Angela Adams
Medium:  Media Neutral


	WB
	PUB
	01
	         WB Publications Records

	
	
	
	01
	a
	Label: (Publication Name or Type) 

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Official Record Copy.  Women’s Bureau newsletters, brochures, pamphlets, Fact Sheets, and other publications.  Does not include working papers and background materials.

	Order:  Alphabetically by Name

Cut-Off: When obsolete or superseded.

Destroy: PERMANENT.  Retire to FRC when 3 years old.  Transfer to NARA in 5 year blocks when 5 years old.

Authority:  N9-86-00-01

	Filed:  O: Drive/Shared Drive, Outlook, Central Files, Workstation
Custodian(s): Angela Adams, Communications Team, OPP
Medium: Media Neutral

	WB
	RPT
	
	WB Reports Records

	
	
	01
	010   Quarterly/Annual Reports

	
	
	
	
	a
	Label:  WB Annual Accomplishment Report 

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Official Record.  Report published annually summarizes and documents the WB initiatives and accomplishments, strategic goals, programs, services, and results.   


	Order: Chronological by Date

Cut-Off: End of fiscal year

Destroy: PERMANENT.  Retire to FRC 5 years after cut-off.  Transfer to National Archives 5 years after cut-off.

Authority: DAA-0086-2014-0001-0046
	Filed:  O: Drive/Shared Drive, Outlook, Central Files, Workstation
Custodian(s):  Sarah Miller,
Danielle Ballard
Medium: Media Neutral


	
	
	
	
	b
	Label: Annual Performance Report

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  
	Order: Chronological by Date

Cut-Off: End of fiscal year

Destroy: TEMPORARY.  Retire to FRC 5 years after cut-off.  Destroy/delete 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0045

	Filed:  O: Drive/Shared Drive, Outlook, Central Files, Workstation
Custodian(s):  Sarah Miller,
Danielle Ballard
Medium: Media Neutral


	
	
	
	
	c
	Label: Annual Strategic Plan and Performance Plan

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  


	Order: Chronological by Date

Cut-Off: End of fiscal year

Destroy: TEMPORARY.  Retire to FRC 5 years after cut-off.  Destroy/delete 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0042

	Filed:  O: Drive/Shared Drive, Outlook, Central Files, Workstation
Custodian(s):  Sarah Miller,
Danielle Ballard
Medium: Media Neutral


	
	
	
	
	e
	Label: Annual Acquisition Plan and Procurement Forecast for (Fiscal Year)

Date(s):  mm/dd/yyyy – mm/dd/yyyy  
Describe/Content:  WB Official Record.  Response to request sent to DOL agencies for internal reporting or other purposes.  Includes reports and correspondence relating to procurement/acquisition requirements submitted for supply/services management purposes as required by the Federal Acquisition Regulations (FAR).


	Order:  Chronologically by Fiscal Year

Cut-off:   End of fiscal year

Dispose:  TEMPORARY.  Destroy when 2 years old or 1 year after file cut-off.

Authority:  GRS 5.4, Item 010
	Filed:  O: Drive/Shared Drive, Outlook, Central Files, Workstation
Custodian(s):  Hattie Carson, Paris Mack
Medium:  Media-Neutral

	
	
	
	
	b
	Label: WB Program Statistical Report

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Used by the Strategic Planning Team.
	Order: Chronological by Quarter

Cut-Off: End of fiscal year.

Destroy:  TEMPORARY.  Destroy 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0048


	Filed:  O: Drive/Shared Drive, Outlook, Central Files, Workstation
Custodian(s):  Sarah, Miller
Danielle Ballard
Medium: Media Neutral


	WB
	RPT
	05
	         Operating Plan 

	
	
	
	01
	
	Label: Budget and Performance Management Review

Date(s):  mm/dd/yyyy – mm/dd/yyyy

Describe/Content:  Quarterly Review.  Quarterly Management Review of WB budget execution, performance goal status, management challenges, and strategic goals status.  Final quarter review provides summary data which may be used in budget formulation, strategic planning, and program development.


	Order: Chronological by Date

Cut-Off: End of fiscal year.

Destroy: TEMPORARY.  Destroy 5 years after cut-off.

Authority:  DAA-0086-2014-0001-0048
	Filed:  O: Drive/Shared Drive, Outlook, Central Files, Workstation
Custodian(s):  Sarah Miller; Danielle Ballard
Medium: Media Neutral
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