SCA Wage Determination Branch File Plan

	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 cabinets in Room S-3028
Digital: \\al-wh\DWD\SCA Branch

	Collective Bargaining Agreements
	N1-155-2011-0003 – Item 8 a
	Disposition: Temporary. If the official recordkeeping copy is:

Paper: Transfer to Federal Records Center based on business requirements. Destroy 20 year after final action.

Digital: Delete 20 years after final action.
	Paper: File cabinets in Room S-3013-A

Digital: \\al-wh\DWD\SCA Branch

	Conformance Request and Responses
	N1-155-2011-0003 – Item 8 a
	Disposition: Temporary. If the official recordkeeping copy is:

Paper: Transfer to Federal Records Center based on business requirements. Destroy 20 year after final action.

Digital: Delete 20 years after final action.
	Paper: File cabinets in Room S-3013-A

Digital: SharePoint – SCA FY Conformance Logs (https://usdol.sharepoint.com/sites/WHD/no/ogc/sca/SitePages/Home.aspx)

	Correspondence – General
	GRS 6.4
	Temporary. Dispose or delete 1 year after final action.
	Paper: File cabinets in Room S-3013-A

Digital: \\al-wh\DWD\SCA Branch

	Correspondence - Controlled
	N1-155-2011-0003, item 5b
	Temporary. If the official recordkeeping copy is: 

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 cabinets in Room S-3013-A

Digital: WHD SharePoint – Controlled Correspondence library (until 2019)

CTS (2019 ->)

	Historical Survey Process Data
	N1-155-2011-0003 – Item 8 a
	Disposition: Temporary. If the official recordkeeping copy is:

Paper: Transfer to Federal Records Center based on business requirements. Destroy 20 year after final action.

Digital: Delete 20 years after final action.
	Paper: File cabinets in Room S-3028

Digital: \\al-wh\DWD\SCA Branch

	Plans and Reports - Routine
	N!-155-2011-0002 - Item 2 b
	Temporary. If the official recordkeeping copy is:

Paper: Destroy after 12 years.

Digital: Delete after 12 years.
	Paper: File cabinets in Room S-3028

Digital: \\al-wh\DWD\SCA Branch

	Reviews and Considerations
	N1-155-2011-0003 – Item 8 a
	Disposition: Temporary. If the official recordkeeping copy is:

Paper: Transfer to Federal Records Center based on business requirements. Destroy 20 year after final action.

Digital: Delete 20 years after final action.
	Paper: File cabinets in Room S-3013-A

Digital: \\al-wh\DWD\SCA Branch

	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 cabinet in Branch Chief’s office in Room S-3028



	Transitory Files
	GRS 5.2, 010
	Temporary: Destroy or delete immediately or when no longer needed
	Paper: analysts’ cubes in S-3028
Digital: analysts’ network or one drives

	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.
	Paper: analysts’ cubes in S-3028

Digital: analysts’ network or one drives

	Wage Determinations / Dockets
	N1-155-2011-0003 – Item 8 a
	Disposition: Temporary. If the official recordkeeping copy is:

Paper: Transfer to Federal Records Center based on business requirements. Destroy 20 year after final action.

Digital: Delete 20 years after final action.
	Paper: File cabinets in Room S-3013-A

Digital: https://usdol.sharepoint.com/sites/WHD/no/ogc/sca/Private%20%20Wage%20Determinations%20%20Service%20Contract%20Act/Forms/AllItems.aspx?RootFolder=%2Fsites%2FWHD%2Fno%2Fogc%2Fsca%2FPrivate%20%20Wage%20Determinations%20%20Service%20Contract%20Act%2FSCA%20Dockets&FolderCTID=0x0120008F2D1A43225DA445ACE88D9D19BDF133&View=%7BA70D470B%2D64B9%2D4451%2D91C6%2D1B72CCDA512C%7D 
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