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	Record Name
	Record Schedule
	Disposition
	Location (paper or electronic)
	Date Range

	Operations Records
	Destroy 3 years after final action, but longer retention is authorized if required for business use.
	
	

	Building management
	GRS 5.4, 010
	
	DIGITAL: Agency Repository “Administrative Files” Alliance Tower folder 
	2019

	Excess property records
	GRS 5.4, 040
	
	DIGITAL: Agency Repository “Administrative Files”  Inventory folder
	2017-2019

	Time and attendance records
	GRS 2.4, 030
	
	DIGITAL: Agency Repository
FY 2019 “Administrative Files”  Time and Attendance folder
PAPER: 2016-2018 File Cabinet in DO  
	2016-2019

	Continuity planning and emergency planning records
	GRS 5.3, 010
	
	DIGITAL: Agency Repository
“Administrative Files” Coop folder 
	2016-2019

	Mail, printing, and telecommunication records
	GRS 5.5, 010 and 030
	
	DIGITAL: Agency Repository
“Administrative Files” folders
	2016-2019

	General IT Management Records
	Destroy 7 years after final action (system superseded, obsoleted, decommissioned, or abandoned), but longer retention is authorized if required for business use.
	
	

	IT operations and maintenance records (including account creation and deletion forms)



	GRS 3.1, 020
	
	DIGITAL: Agency Repository 
 “Administrative Files”  IT Requests folder

	2018-2019

	Finance and Budget Records
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use.
	
	

	Financial transaction records
	GRS 1.1, 010, 011,030,050
	
	DIGITAL: Agency Repository 
FY 2019 “Administrative Files”  
PAPER: 2013-2018 File Cabinet in DO  
	2013-2019

	Routine Correspondence (GAF/ABC/Monthly file)
	GRS 6.4
	Temporary. Dispose or delete 1 year after final action.
	PAPER: File cabinets in DO 
	2015-2019

	Documentation of Enforcement Interventions (Case files)
	N1-155-2011-0003, item 3a
	Temporary. If the official recordkeeping copy is: 
Paper: Transfer to Federal Records Center 3 years after final action. Dispose of 12 years after final action.
Electronic: Delete 12 years after final action.
	PAPER: File cabinets in DO
	2016-2019

	Back Wages and Civil Money Penalties
	N1-155-2011-0003, item 1
	Temporary. If the official recordkeeping copy is:
Paper: Destroy 3 years after date of last action
Electronic: Delete 3 years after date of last action
	PAPER: File cabinets in DO
	2016-2019

	Significant Plans and Reports
Initiative planning
Must be maintained electronically as of 1/1/2020
	N1-155-2011-0002, item 2a
	Permanent. Pre-accession electronic records when five years old and transfer legal custody to the National Archives when 15 years old.
	DIGITAL:  Agency Regional Office SharePoint Portal, WHD/SW/RO/Shared/Regional/Plans & Reports
	

	Routine (non-mission) training materials
	N1-155-2011-0003, item 7b
	Temporary. Cut-off inactive records after course or material is superseded. Destroy 3 years after file closure.

	PAPER: Files in Administrative Specialist (Carrie Purdy) file.  
	2016-2019

	Administrative Records 
(Supplies, Minutes, Awards etc...)
	GRS 5.1, 010,020,030
	Temporary. Destroy when business use ceases
	DIGITAL: Agency Repository 
FY 2019 “Administrative Files”  
Admin Liliana Dorado, Admin Carrie Purdy folders 
	2018-2019

	Supervisors’ Personnel Files
	GRS 2.2, 080
	Temporary. Review annually and destroy superseded documents. Destroy remaining documents 1 year after employee separation or transfer.
	DIGITAL: Agency Repository
Supervisor’s electronic files on their electronic drive.
	2019

	 Occupational Safety & Health Records

 
	GRS 2.7, 020, 030
	Temporary. Destroy 6 years old, but longer retention is authorized if needed for business use. 
	DIGITAL: Agency Repository
“Administrative Files” Safety folder
	2017-2019

	Records Management Records
	GRS 4.1, 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: Agency Repository
“Administrative Files” FRC folder and SharePoint Portal: WHD/SW/RO /Records Management
	2013-2019

	Information Access and Protection of Records 
(FOIA requests, correspondence associated with requests) 
	GRS 4.2, 001, 010
	Temporary. Destroy when 3 years old, but longer retention is authorized if needed for business use.
	DIGITAL: Agency Repository
“Administrative Files” FOIA  folder
	2018-2019



