Draft File Plan – Family and Medical Leave Act and Other Labor Standards Branch– 2019-10-07

	RECORD NAME
	RECORDS SCHEDULE
	DISPOSITION
	LOCATION

	Administrative records maintained in any agency office 




	GRS 5.1, 010
	Temporary.
[bookmark: _GoBack]Destroy when business use ceases.
	FMLA-OLS Branch cabinets 1, 2, 3, 4

	Briefings, Hearings, and Meetings of Special Committees


	WHD Policy – Item 2 
	Permanent. Cut-off annually at end of calendar year. Transfer official recordkeeping copy to National Archives one year later.
	FMLA-OLS Branch cabinet 2

	Correspondence – General

	GRS 6.4
	Dispose or delete 1 year after final action
	Cubicle 38

	Finding Aids (or indexes)

	GRS 4.1, 010
	Temporary: Destroy or delete when no longer needed
	OEP FMLA Shared Drive

	Guidance - Interpretive and Technical



	WHD Policy – Item 4
	Permanent. Cut off annually at end of calendar year. Transfer official recordkeeping copy to National Archives one year later.
	FMLA-OLS Branch cabinets 1,3, 4

	Policies - Development of 




	WHD Policy – Item 3
	Permanent. Cut off annually at end of calendar year in which final action was taken. Transfer official recordkeeping copy to National Archives one year later.
	FMLA-OLS Branch cabinets 1, 2, 3, 4

	Rulemaking
(dockets, transcripts related to hearings)


	WHD Policy – Item 1
	Permanent. Cut off annually at end of calendar year in which final action was taken. Transfer official recordkeeping copy to National Archives one year later.
	FMLA-OLS Branch cabinets 1, 2, 3, 4

	Rulemaking – records of proposed rule development
(briefing papers, drafts, internal comments, stakeholder input, analyses, background and supporting materials)
	GRS 6.6, 010
	Temporary.  Destroy 6 years after publication of final rule or decision to abandon publication, but longer retention is authorized if required for business use.
	

	Rulemaking – proposed and final documents published in the Federal Register
	GRS 6.6, 020
	Temporary.  Destroy 1 year after publication, but longer retention is authorized if required for business use.
	

	Rulemaking – public comments (public comments agency receives in response to a proposed rule, provided that agency retains a summary of those comments with the rulemaking docket in a docket management system.)
	GRS 6.6, 030
	Temporary.  Destroy 1 year after publication of final rule or decision to abandon publication, but longer retention is authorized if required for business use.
	

	Substantive agreements with other entities



	WHD Mission – Item 10
	Permanent. Cut off annually at end of calendar year in which final action was taken. Transfer official recordkeeping copy to National Archives one year later.
	FMLA-OLS Branch cabinets 1,2,3,4

	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.
	S-3516 PO6; 
Locked drawer in Branch Chief’s Office

	Policy Records – Supporting and background materials.



	WHD Policy – Item 5
	Temporary. If the official recordkeeping copy is:
Paper: Destroy after 16 years.
Digital: Delete after 16 years.
	FMLA-OLS Branch cabinets 1,2,3,4

	Time and Attendance Source Records (Including sign-in sheets)

	WHD GRS Bucket – Operations Records
	Temporary: Destroy after GAO audit or when 3 years old, whichever is sooner.
	S-3516 PO6

	Non-Mission Training Materials – 




	WHD GRS Bucket – Operations Records
	Temporary. Destroy 3 years after final action, but longer retention is authorized if required for business use.
	FMLA-OLS Branch cabinets 1, 3, 4

	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-3516
Branch Chief Office & Analyst Cubicles

	Mission - Training Records





	WHD Mission – Item 7a
	Disposition: Temporary. Cut-off inactive records after course or material is superseded. Destroy or delete records 16 years after file closure.
	FMLA-OLS Branch cabinets 1, 3, 4

	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-3516
Branch Chief Office & Analyst Cubicles
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