DRAFT File Plan – Division of Information Technology – 2016-03-31

	RECORD NAME
	RECORDS SCHEDULE
	DISPOSITION
	LOCATION

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

Destroy when business use ceases.
	Paper: PPII file cabinets
Digital: (https://usdol.sharepoint.com/sites/WHD/no/po/it/ditop/ 

	IT Customer Service Files
	WHD GRS Bucket - General Information Technology Management Records
	Temporary. Destroy 7 years after final action (system superseded, obsoleted, decommissioned, or abandoned), but longer retention is authorized if required for business use.
	Paper: none

Digital: 
Email:

WHD-DIT-Solutions@dol.gov

	IT Asset and Configuration Management Files
	WHD GRS Bucket - General Information Technology Management Records
	Temporary. Destroy 7 years after final action (system superseded, obsoleted, decommissioned, or abandoned), but longer retention is authorized if required for business use.
	Paper: none

Digital: 

SharePoint: http://oasam-ocio-sharepoint/sites/whd/EngineeringSupport/CM/default.aspx
Rational:

https://rtc.esadev.dol.gov/ccm/web
https://rtc.esadev.dol.gov/rm/web
https://rtc.esadev.dol.gov/qm/web/console

	IT Operations Records
	WHD GRS Bucket - General Information Technology Management Records
	Temporary. Destroy 7 years after final action (system superseded, obsoleted, decommissioned, or abandoned), but longer retention is authorized if required for business use.
	Paper: none

Digital:

SharePoint:

http://oasam-ocio-sharepoint/sites/whd/EngineeringSupport/CM/GuidesCM/Forms/Published_Pdf.aspx
http://oasam-ocio-sharepoint/sites/whd/EngineeringSupport/CMPlans%20and%20Policies/Forms/Published_Pdf.aspx
http://oasam-ocio-sharepoint/sites/whd/EngineeringSupport/CM/Procedures/Forms/Published%20PDF.aspx
http://oasam-ocio-sharepoint/sites/whdEngineeringSupport/CM/DIT%20Processes/Forms/Published.aspx
http://oasam-ocio-sharepoint/sites/whd/pmo/default2.aspx
http://oasam-ocio-sharepoint/sites/whd/EngineeringSupport/CM/Strategic%20Plan/Forms/AllItems.aspx

	IT System Security
	WHD GRS Bucket - General Information Technology Management Records
	Temporary. Destroy 7 years after final action (system superseded, obsoleted, decommissioned, or abandoned), but longer retention is authorized if required for business use.
	Paper: none

Digital: 

SharePoint:

http://oasam-ocio-sharepoint/sites/whd/Security/Shared%20Documents/Forms/AllItems.aspx 



	Plans and Reports - Routine
	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: none

Digital:

SharePoint:

http://oasam-ocio-sharepoint/sites/whd/EngineeringSupport/CM/Plans%20and%20Policies/Forms/Published_Pdf.aspx
https://usdol.sharepoint.com/sites/WHD/no/po/it/Shared%20Documents/ 


	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: PPII 11-100 Room 11072

Digital: none
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