This File Plan/Crosswalk was merged into the Assoc/Asst Commissioner – OA Front Office File Plan / Crosswalk – no global changes were made to this document

	Bureau of Labor Statistics
OA Front Office File Plan for Paper and Electronic Records (02-24-2012)

	
Record Category

	
Item Description / Title
	
Retention
	
Location
	
P/E
	
Vital
	
Inclusive Dates
	
Volume
	
Comments

	Location: Active Files of the Office may be filed in the Office of the Associate Commissioner, The Deputy Associate Commissioner, the Program Analysts or the front office central files. As the active use of the file decreases, it should be incorporated into the front office subject/correspondence files or EEO files, and if warranted, the historical segment.

	
Administrative Records Category (Official Copies)
	
The Administrative Records Category is reserved for bureau wide administrative records that fall under the General Records Schedule (GRS) and are held in OA offices..  

	[bookmark: OLE_LINK1]
Program Direction

	
1. Subject/Correspondence Files
These files contain incoming and outgoing correspondence pertaining to unique program affairs, weekly & monthly progress reports, direction and reference files maintained by the division may vary depending on unique management techniques & requirements of the program.  These files can also included such materials as copes of correspondence, reports, newsletters, clippings and notes. 
 
a. Associate and Assistant 
Commissioner, Deputy Commissioner, and Special Assistant Files

Active = Temporary

Historical = Permanent
	
Proposed:
Permanent.  Cut off files annually and screen for non-record materials.  Transfer paper records to the Washington National Records Center (WNRC) or appropriate regional records center 5 years after cutoff or when an individual leaves the agency, whichever is sooner.  Pre-accession electronic records to the National Archives and Records Administration (NARA) with associated files 5 years after cutoff.  Transfer legal custody of all records to NARA 15 years after cutoff in accordance with 36 CFR 1235 as applicable.
	
	
	
	
	
	
Item 103 – 

Disposition is temporary

Active Segment: Break files annually, bring active materials forward to current year. Destroy unneeded reference materials, duplicates, transmittals and non-reference items.  Destroy when 5 years old or no longer needed for current business. 

Historical Files (reference value lasting over 5 years) - Permanent.  Transfer to WNRC when no longer need for reference.  Transfer to NARA when most recent is 20 years old.

	
Program Direction





	
1. Subject/Correspondence Files

b. Division Director Files

Below the Associate/Assistant Commissioner Level (includes EEO)
	
Proposed:
Temporary.  Cut off files annually.  Delete/destroy 10 years after cutoff.

	
	
	
	
	
	
Item 110

	
Program Direction




	
1. Subject/Correspondence Files

c. Branch Chief, Project Manager and Team Leader Files  
	
Proposed:
Temporary.  Cut off files at the end of the calendar year.  Destroy/ delete 5 years after cutoff.

	
	
	
	
	
	


	
Program Direction


	
1. Subject/Correspondence Files

d. Other Staff Members
	
Proposed:
Temporary. Cut off files annually.  Delete/destroy 3 years after cutoff.
	
	
	
	
	
	

	
Organizational Policy and Procedures Files
	
Policy and Procedures (Non-Routine) - Records include correspondence relating to the establishment and reorganization of the BLS mission, function, and changes in organizational directives; functional statements; delegations of authority, including headquarters, regional and field offices.

These files contain materials considered to have a more historical reference use concerning administrative actions and policies of the Bureau.  
	
Proposed:
Permanent.  Cut off files when superseded or obsolete.  Transfer to WNRC 5 years after cutoff.  Transfer to NARA 15 years after cutoff.  Electronic records should be transferred with all applicable finding aids and indexes in accordance with 36 CFR 1235 as applicable.
	
	
	
	
	
	
Item 103b

	
Organizational Policy and Procedures Files
	
Policy and Procedures (Routine) – 
These files contain standard operating procedures and other types of guidance related to routine administrative functions.
	
Temporary.  Delete/destroy when superseded or obsolete
GRS 16, Item 1a.
	
	
	
	
	
	

	
Personal Activity Files
	
Personal Activity Files –
This file reflects primarily activities which the Associate/Assistant Commissioners’ has personally participated in.

1. Committees & Professional Organization Records

a.  BLS Sponsored Committees
For organization/subcommittees for which BLS provides the chairperson or coordinator:  

	
Temporary.  Break files annual and bring active materials forward into current year.  


a. Write to CD 
(Electronic) or transfer to WNRC (Paper) when 5 years old, then destroy 10 years after group is discontinued.  .
	
	
	
	
	
	
Item 103??

	
Personal Activity Files
	
Personal Activity Files –
This file reflects primarily activities which the Associate/Assistant Commissioners’ has personally participated in.

1. Committees & Professional Organization Records

b. All Other Committees
	
Temporary.  Break files annual and bring active materials forward into current year.  


b. Delete/destroy 
when no longer needed for reference.
	
	
	
	
	
	
Item 103??

	
Personal Activity Files 
	
Personal Activity Files –

Speeches/Meetings or Conference/Travel                                                                                                             

	
Proposed:
Temporary.  Break files annual and bring active materials forward into current year.  Write to CD (Electronic) or transfer to WNRC (Paper) when 5 years old, then delete/destroy when 10 years old.
	
	
	
	
	
	
Item 103??

	
Working Project Files
	
Working Project Files
Documents such as drafts, extra copies, input and comment on the work of others or background materials in used in development of more formal program and administrative documents.

	
Proposed:
Temporary.  Cut off files annually.  Incorporate final work products into office files or publications.  Delete/destroy remainder of working files 5 years after cutoff or when no longer needed for business operations, whichever is later.  

	
	
	
	
	
	
Item 188

This needs to be consolidated in the new schedule to cover all offices at this level; this was written specifically for DAS

	
Technical Reference Files
	
Technical Reference Files
Contains extra copies of BLS work products, printed materials, outside publications, copies of manuals and memoranda, maintained by staff covering their assigned areas of expertise and maintained for easy of reference.  

	
Temporary.  Review files annually.  Delete/destroy when no longer needed for current business.  

	
	
	
	
	
	
Bucket Schedule

	
Civilian Personnel Records
	
Needs a description

	
Civilian Personnel Records
	
Reasonable Accommodation Request Records

	
Civilian Personnel Records
	
Reasonable Accommodation Request Records

General Files – 
Agency-wide and departmental procedures for receiving, processing, and appealing requests for reasonable accommodation by employees and applicants. Files may include, but are not limited to, instructions, directives, notices, forms, timetables and guidelines for requesting, processing and approving requests and for appealing decisions for reasonable accommodation. Also included are records notifying the Equal Employment Opportunity Commission (EEOC), the agency’s collective bargaining representative(s) and the agency’s Equal Employment Opportunity office of the agency’s reasonable accommodation request and processing procedures as well as modifications to established procedures
	
Temporary.
Destroy 3 years after supercession or when no longer needed for reference whichever is later.  
GRS 1, Item 24a
	
	
	
	
	
	

	
Civilian Personnel Records
	
Reasonable Accommodation Request Records

Employee Case Files – 
Records of requests for reasonable accommodation and/or assistive technology devises and services through the agency or CAP that have been requested for or by an employee. This series also includes, but is not limited to, request approvals and denials, notice of procedures for informal dispute resolution or appeal processes, forms, correspondence, emails, records of oral conversations, medical documentation, and notes.
	
Temporary.
Destroy 3 years after employee separation from the agency or all appeal are concluded whichever is later.
GRS 1, Item 24b
	
	
	
	
	
	

	
Civilian Personnel Records
	
Reasonable Accommodation Request Records

Supplemental Files – 
Records created, received, and maintained by EEO reasonable accommodation or diversity/disability program or employee relation coordinators, while advising on, implementing or appealing requests for or from an individual employee for reasonable accommodation. Some requests may involve HR matters, including but not limited to changes in duties, reassignments, leave usage, and performance issues. Files may include, but are not limited to, policy guidance, resource information about accommodation providers, forms, emails, notes.
	
Temporary.
Destroy 3 years after end of fiscal year in which accommodation is decided or all appeals are concluded, whichever is later.
GRS 1, Item 24c
	
	
	
	
	
	

	
Civilian Personnel Records
	
Reasonable Accommodation Request Records

Tracking System – 
Records and data created, received, and maintained for purposes of tracking agency compliance with Executive Order 13164 and Equal Employment Opportunity Commission (EEOC) guidance.
	
Temporary.
Delete/destroy 3 years after compliance report is filed or when non longer needed for reference.  
GRS 1, Item 24d
	
	
	
	
	
	

	
Civilian Personnel Records
	
Equal Employee Opportunity  (EEO)

	
Civilian Personnel Records
	
EEO Official Complaint Case Files –
Originating agency's file containing complaints with related correspondence, reports, exhibits, withdrawal notices, copies of decisions, records of hearings and meetings, and other records as described in 29 CFR 1614. Cases resolved within the agency, by Equal Employment Opportunity Commission, or by a U.S. Court.
	
Temporary.
Destroy 4 years after resolution of case. 
GRS 1, Item 25a
	
	
	
	
	
	
Copies maintained at the DOL?

	
Civilian Personnel Records
	
EEO Copies of Complaint Case Files –
Duplicate case files or documents pertaining to case files retained in Official Discrimination Complaint Case Files
	
Temporary.
Destroy 1 year after resolution of case.  
GRS 1, Item 25b
	
	
	
	
	
	

	
Civilian Personnel Records
	
EEO Preliminary and Background File –
Not Filed in Official Case File
	
Temporary.
Destroy 2 years after resolution of case.
GRS 1, Item 25c1
	
	
	
	
	
	

	
Civilian Personnel Records
	
EEO Preliminary and Background File –
Complaints that do not develop into Official Discrimination Cases
	
Temporary.
Destroy when 2 years old.
GRS 1, Item 25c2
	
	
	
	
	
	

	
Civilian Personnel Records
	
EEO Compliance Records –
Review Files, background documents, and correspondence relating to contractor employment practices.
	
Temporary.
Destroy when 7 years old.
GRS 1, Item 25d1
	
	
	
	
	
	

	
Civilian Personnel Records
	
EEO Employee Housing Requests –
Forms requesting agency assistance in housing matters, such as rental or purchase.
	
Temporary.
Destroy when 1 year old.
GRS 1, Item 25e
	
	
	
	
	
	

	
Civilian Personnel Records
	
EEO Employment Statistics Files –
Employment statistics relating to race and sex.
	
Temporary.
Destroy when 5 years old.  
GRS 1, Item 25f
	
	
	
	
	
	

	
Civilian Personnel Records
	
EEO General Files –
General correspondence and copies of regulations with related records pertaining to the Civil Rights Act of 1964, the EEO Act of 1972, and any pertinent later legislation, and agency EEO Committee meeting records, including minutes and reports.
	
Temporary.
Destroy when 3 years old, or when superseded or obsolete, whichever is applicable.
GRS 1, Item 25g
	
	
	
	
	
	

	
Civilian Personnel Records
	
Affirmative Action Plans (AAPs)

	
Civilian Personnel Records
	
Agency Copy of Consolidated AAPs

	
Temporary.
Destroy 5 years from date of plan.
GRS 1, Item 25h1
	
	
	
	
	
	

	
Civilian Personnel Records
	
Agency Feeder Plan to Consolidated AAPs
	
Temporary.
Destroy 5 years from date of feeder plan or when administrative purposes have been served, whichever is sooner.  
GRS 1, Item 25h2
	
	
	
	
	
	

	
Civilian Personnel Records
	
Report of On-Site Review of Affirmative Action Programs

	
Temporary.
Destroy 5 years from date of report.
GRS 1, Item 25h3
	
	
	
	
	
	

	
Civilian Personnel Records
	
Agency Copy of Annual Report of Affirmative Action Accomplishments

	
Temporary.
Destroy 5 years from date of report.
GRS 1, Item 25h4
	
	
	
	
	
	

	
Administrative Management Records
	
Needs description

	
Administrative Management Records
	
Administrative Issuances –
 Notices covering Routine Administrative Functions
	
Temporary.
Destroy when superseded or obsolete.
GRS 16, Item 1a
	
	
	
	
	
	

	
Administrative Management Records
	
Administrative Issuances –
Case Files covering Routine Administrative Functions
	
Temporary.
Destroy when issuance is destroyed.
GRS 16, Item 1b
	
	
	
	
	
	

	
Administrative Management Records
	
Project Control Records –

	
Temporary.
Destroy 1 year after the year in which the project is closed.
GRS 16, Item 5
	
	
	
	
	
	

	
Administrative Management Records
	
Management Control Records (Mandated by OMB Circular 1-123) –
Policies, Procedures & Guidance
	
Temporary.
Destroy when superseded.
GRS 16, Item 14a
	
	
	
	
	
	

	
Office Administrative Files
	
The Office Administrative Records Category is to be used by all BLS office for the records that deal with the routine administrative or housekeeping activities of the office rather than the functions for which the offices exists
 

	
Office Administrative Files
	
Supervisor’s/Team Leader’s Records of Employees.  Records related to individuals while employed with BLS.
	
Temporary.  
Review annually and delete/destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer
GRS 1, Item 18a
	
	
	
	
	
	

	
Office Administrative Files
	
Alternative Worksite Records (Flexiplace)
Requests or applications to participate in an alternate worksite program.

a. Approved Requests


	
a. Temporary
Cut off files annually.  Destroy/ delete 1 year after end of employee's participation in the program.
GRS 1, Item 42a
	
	
	
	
	
	
I think we should merge these two items.

“… after end of participation in the program or  request rejection …”

	
Office Administrative Files
	
Alternative Worksite Records (Flexiplace)
Requests or applications to participate in an alternate worksite program.

b. Unapproved Requests
	
Temporary.  

b. Temporary
Cut off files  annually.  Destroy/ delete 1 year after request is rejected.
GRS 1, Item 42b
	
	
	
	
	
	
I think we should merge these two items.

“… after end of participation in the program or  request rejection …”

	
Office Administrative Files


	
Office Administrative Files 
These records relate to the office organization, staffing, procedures, and communications, including facsimile machine logs; the expenditure of funds, including budget records; day to day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities.  They may also include copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.

· Administrative Subject /Correspondence Files
· Time and Attendance File
· Procurement Files
· Travel Files (excludes original receipts
· Training Files
· Office Organization
· Office Copies of Department Directives (Procedures)
· Property Management
	
Temporary.  Cut off files annually.  Delete/destroy 2 years after cutoff.
GRS 23, Item 1
	
	
	
	
	
	
Note:  These records are maintained for convenience and are not the official record copy.  The official record copy is maintained with the office for whose those functions exist.

Insert Budget = should we do this for all the OA File Plans?

	
Office Administrative Files
	
T ravel Files (Original Receipts)
Copies of records relating to reimbursing individuals, such as travel orders, per diem vouchers, and all other supporting documents relating to official travel by officers, employees, dependents, or other authorized by law to travel.
	
Temporary.  Cut off files annually.  Delete/destroy when 6 years old.
	
	
	
	
	
	

	
Office Administrative Files
	
Post Office and Private Mail Company Records
Records relating to incoming or outgoing registered mail pouches, registered, certified, insured, overnight, express, and special delivery mail including receipts and return receipts.

	
Temporary.  Cut off files annually.  Delete/destroy 1 year after cutoff.
GRS 12, Item 5a
	
	
	
	
	
	

	
Office Administrative Files
	
Helpdesk Requests and Reports

a. Input/Source Records
Hard copy (non-electronic) documents used to create, update, or modify electronic records when the electronic records are retained to meet recordkeeping requirements and are covered by a NARA-approved schedule.  Included are such records as hard copy forms used for data input as well as hard copy documents that are scanned into an electronic recordkeeping system (e.g., correspondence, reports, still pictures, maps, etc.). 
	
a. Temporary
Temporary.  Delete/destroy after the information has been converted to an electronic medium and verified, when no longer needed for legal or audit purposes. 
GRS 20, Item 2a4
	
	
	
	
	
	

	
Office Administrative Files
	
Helpdesk Requests and Reports

b. Output/Print Files
Electronic file extracted from a master file or data base without changing it and used solely to produce hard-copy publications and/or printouts of tabulations, ledgers, registers, and statistical reports.                
	
b. Temporary
Delete/destroy when the agency determines that they are no longer needed for administrative, legal, audit, or other operational purposes.
GRS 20, Item 6
	
	
	
	
	
	

	
Office Administrative Files
	
Leave Audits

(Needs further discussion with Karen
	
Proposed
Temporary.  Cut off files annually.  Delete/destroy 6 years after cutoff 

(mirrors DOL disposition)
	
	
	
	
	
	

	
Office Administrative Files
	
Sign-In/Out Sheets (Time Keepers’ Copies)
All time and attendance records upon which leave input data is based, such as time or sign-in sheets; time cards

Note:  Currently these records are under a Litigation Freeze and may not be destroyed.                          
	
Temporary.  Delete/destroy after GAO audit or when 6 years old whichever is sooner.  
GRS 2, Item 7
	
	
	
	
	
	
(Supersedes: N1-257-88-1-181)

	
Office Administrative Files
	
Leave Application Files
SF71 or equivalent plus any supporting documentation or requests and approvals of leave (includes request for leave or approved absence; request for leave without pay or advance sick leave.)


	
a. Temporary.  
Delete/destroy after GAO audit or when 3 years old, whichever is sooner.
GRS 2, Item 6b
	
	
	
	
	
	

	
Office Administrative Files
	
Purchase Card Records

Contract, requisition, purchase order, lease, and bond and surety records, including correspondence and related papers pertaining to award, administration, receipt, inspection and payment (other than those covered in Items 1 and 12).  [See note after Item 3a(2)(b).]; 

Procurement or purchase organization copy, and related papers.            

· Purchase Cards
· Statements
· Vendor Invoices
· Invoice Reconciliation Reports
· EPS Shopping Card
	.                                                                                                                  Temporary.  Cut off files annually.  Delete/destroy 3 years after final payment.
GRS 3, Item 3a1b.
	
	
	
	
	
	

	
Schedule of Daily Activities
	
Schedules of Daily Activities Category includes calendars, appointment books, schedules, logs, diaries, and other records documenting activities by Federal employees while serving in an official capacity.  Excluding records relating to high-level Government officials.


	
Schedule of Daily Activities
	
Calendars/Appointment Books/Schedules (Substantive Information)
Records containing substantive information relating to official activities, the substance of which has not been incorporated into official files.  
	
Temporary.
Cut off files annually.  Delete/destroy when 2 years old.
(GRS 23, Item 5a)

	
	
	
	
	
	

	
Schedule of Daily Activities
	
Calendars/Appointment Books/Schedules (Non-Substantive Information)
Records documenting routine activities containing no substantive information and records containing substantive information, the substance of which has been incorporated into organized files.
	
Temporary.
Cut off files annually.  Destroy/delete when no longer needed for reference.
GRS 23, Item 5b
	
	
	
	
	
	

	
Electronic Housekeeping Systems
	
Electronic Housekeeping Systems category is to be used by all BLS offices for the records that deal with the routine housekeeping records and electronic systems.  These records are not unique to any particular program, but are common throughout BLS offices.  

	
Electronic Housekeeping Systems
	
Electronic Systems

a. Input/Source Records
Hard copy (non-electronic) documents used solely to create, update, or modify the records when the electronic records are retained to meet recordkeeping requirements and are covered by a NARA-approved schedule. 

· E2 Travel
· WebPARs
· MIS Check  Book
· EPS System
	
a. Temporary
Delete/destroy after the information has been converted to an electronic medium and verified, when no longer needed for legal or audit purposes. 
GRS 20, Item 2a4
	
	
	
	
	
	

	
Electronic Housekeeping Systems
	
Electronic Systems

b. Output/Print Files
Electronic file extracted from a master file or data base without changing it and used solely to produce hard-copy publications and/or printouts of tabulations, ledgers, registers, and statistical reports.                

· E2 Travel
· WebPARs
· MIS Check  Book
· EPS System
	
b. Temporary
Delete/destroy when the agency determines that they are no longer needed for administrative, legal, audit, or other operational purposes.
GRS 20, Item 6
	
	
	
	
	
	

	
Transitory Email and Other Files

	
Records of short-term interest (180 days or less), including in electronic form (e.g., e-mail messages), which have minimal or no documentary or evidential value. 

	
Temporary.
Delete/destroy immediately, or when no longer needed for reference, or under a predetermined schedule or business rule (e.g., implementing the auto-delete feature of “live” electronic mail systems).
GRS 23, Item 7
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