Nashville District Office File Plan 2020-10-29

	RECORD NAME
	RECORDS SCHEDULE
	DISPOSITION
	LOCATION

	Administrative Files – Routine




Classification Code: 1556001000
	WHD GRS Bucket - Operations
	TEMPORARY: If the official recordkeeping copy is:
PAPER: Destroy three years after final action.
DIGITAL: Delete three years after final action.
	PAPER: File cabinets in DO

DIGITAL: Agency repository –
“Administrative Files” folder.

	Back Wages and Civil Money Penalties
	WHD Mission – Item 1
	TEMPORARY: If the official recordkeeping copy is:
PAPER: Destroy 3 years after date of last action.
DIGITAL: Delete 3 years after date of last action.
	PAPER: File cabinets in DO

[bookmark: _GoBack]DIGITAL: BCDS and in Agency repository – “Back Wage & CMP” folder.

	Correspondence – Significant and Controlled


· Correspondence controlled by the DOL Executive Secretariat


Classification Code: 1557005000
	WHD Mission – Item 5 b
	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.
DIGITAL: Cut-off annually at end of calendar year. Delete after 12 years.
	PAPER: File cabinets in DO 

DIGITAL: CTS and WHD SharePoint Controlled Correspondence area.

	Correspondence – General
	GRS 6.4, 020
	Temporary. Dispose or delete 1 year after final action.
	PAPER:  File cabinets in DO



	Credit Card Purchases / Payments




Classification Code: 15501-1010
	GRS 1.1 – Item 010
	TEMPORARY: If the official recordkeeping copy is:
PAPER: Destroy 6 years after final payment or cancellation.
DIGITAL: Delete 6 years after final payment or cancellation.
	PAPER: File cabinets in DO

DIGITAL: Nashville SharePoint/Documents/Operations

	Documentation of Enforcement Interventions
· Full investigations
· Limited investigations
· Self-audits
· Desk audits
· Conciliations
Classification Code:1557003a00
	WHD Mission – Item 3 a
	TEMPORARY: If the official recordkeeping copy is:
PAPER: Transfer to Federal Records Center 3 years after final action. Destroy after 12 years.
DIGITAL: Delete 12 years after final action.
	PAPER: File cabinets in DO

DIGITAL: WHISARD


	Plans and Reports, Routine
· No Surprises Report
· Weekly Report
· Staffing Report
· Budget reports
Classification Code: 1556002b00
	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 cabinets in DO

DIGITAL: Nashville SharePoint/Documents/Operations

	Plans and Reports, Supporting Materials
· SEAC (Strategic Enforcement Approach to Compliance)
Classification Code: 1556002bc0
	WHD Administration and Management – Item 2 c
	TEMPORARY: If the official recordkeeping copy is:
PAPER: Destroy after 12 years.
DIGITAL: Delete after 12 years.
	PAPER: File Cabinets in DO

DIGITAL: Nashville SharePoint/Documents/Enforcement

	Supervisor’s Personnel Files and Duplicate OPF Documentation


Classification Code: 1550118a000
	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 in supervisors’ offices

	Transitory Files




Classification Code: 1552307000
	GRS 5.2, 010
	TEMPORARY: Destroy immediately, or when no longer needed for reference, or according to a predetermined time period or business rule (e.g., implementing the auto-delete feature of electronic mail systems).
	PAPER: File cabinets in staff cubicles 
DIGITAL: Staff network drives
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