File Plan – Document Management

	RECORD NAME
	RECORDS SCHEDULE
	DISPOSITION
	LOCATION

	Administrative records maintained in any agency office 
	GRS 5.1, 010
	Temporary.

Destroy when business use ceases.
	Paper: File cabinet in Room S-3013F

Digital: BDM SharePoint folder – “Administrative Files, Routine”

	Correspondence – Significant and Controlled

· Correspondence controlled by the DOL Executive Secretariat

· Congressional correspondence

Classification Code: 1557005000
	WHD Mission Records Schedule – Item 5(b)
	Paper: Cut-off annually at end of calendar year. Transfer to Federal Records Center after 3 years. Destroy after 12 years. (Supersedes N1-155-96-1) 

Electronic: Cut-off annually at end of calendar year. Delete after 12 years. (Supersedes N1-155-96-1)
	Paper: File cabinet in Room S-3013F

Digital: WHD Controlled Correspondence SharePoint library & CTS

	Freedom of Information Act

· FOIA request

· FOIA responses

· FOIA appeals files

· FOIA tracking records/ FOIA logs

Classification Code: 1556001000
	GRS 4.2, 020
	Temporary: If the official recordkeeping copy is: 

Paper: Transfer to Federal Records Center 2 years after final action.

Destroy seven years after final action.

Digital: Delete 6 years after final action. 
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder--- FOIA

	Plans and Reports – Routine
15560012a0
	WHD Administration and Management / Item 2 b
	Temporary. If the official recordkeeping copy is:

Paper: Destroy after 12 years.

Digital: Delete after 12 years.
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder – “Plans and Reports”

	Records Management program  records

· ARCIS

· Disposal authorization, schedules, and reports.

· Federal Record Center ( FRC )

· File Plans

15504-1020
	GRS 4.1: Records Management Records—Item 020
	Temporary: Destroy no sooner than 6 years after the project, activity, or transaction is completed or superseded, but longer retention is authorized if needed for business use.
	Digital: SharePoint folder ---Records Management.

	Supervisor’s Personnel Files and Duplicate OPF Documentation
	GRS 2.2, 080 
	Temporary: Review annually and destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer.
	Paper: Locked file cabinets in Branch Chief’s office in Room S-3013F



	Transitory Files 
 
	GRS 5.2, 010 
	Temporary: Destroy when no longer needed for business use, or according to agency predetermined time period or business rule 
	S-3013F 
Branch Chief Office & Analyst Cubicles 

	Travel and Transportation Records 
 
 
 
 
 
	WHD GRS Bucket - Finance and Budget 
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use. 
	S-3013F
Branch Chief Office & Analyst Cubicles 
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