	Bureau of Labor Statistics - Division of Financial Management and Planning (DFPM) 
File Plan for Paper and Electronic Records (7/16/2012)
Note:  Electronic Information Systems have been moved to a separate file plan that includes both DFPM and DIS

	
Record Category

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

	
Administration (Unique Program Records)

	
The Administration Record Category is to be used by all BLS offices for the records that deal with the administration of their programs and electronic systems.  

	[bookmark: OLE_LINK1]
Program Direction





	
1. Subject/Correspondence Files

b.  Division Director Files
These files contain incoming and outgoing correspondence pertaining to unique program affairs, such as the budgets, operating budget committees, apportionment, reconciliation, training, and automatic data processing.  These files can also include copies of correspondence, reports, newsletters, clippings and notes. 


Note:  File should be reviewed at least annually to dispose of non-record items such as reference material.
	
Temporary.  
Cut off files annually.  Transfer to WNRC when 3 years old.  Destroy when 5 years old or when no longer needed for current business, whichever is later.
(N1-257-88-1, Item 156)
	
	
	
	
	
	
Need to align with the bucket schedule retention of 10 years


	
Program Direction




	
1. Subject/Correspondence Files

c.  Branch Chief, Project Manager and Team Leader Files  

Accounting Unit subject files consist of correspondence   pertaining to: reports, personnel, meetings, procedure, payroll, and the like.
	
Temporary.  
Cut off files annually. Transfer to WNRC when 3 years old.  Destroy/ delete 5 years after cutoff.
(N1-257-88-1, Item 165)

	
	
	
	
	
	
Aligns with the bucket schedule of 5 years.



	
Program Direction


	
1. Subject/Correspondence Files

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


	
Program Direction


	
1. Subject/Correspondence Files

Technical Reference – Chronological File
	
Temporary.
Cut off files annually.
Delete/destroy when superseded or no longer needed for current business or when made obsolete.
(N1-257-88-1, Item 150)
	
	
	
	
	
	

	
Program Direction


	
1. Subject/Correspondence Files

(Division Chief??)  Chronological File
These files consist of a copy of all outgoing correspondence arranged in chronological order.  They are used as a convenient reference or to flag a due date.
	
Temporary.
Cut off files annually.  Destroy when 1 year old.
(N1-257-88-1, Item 161)
	
	
	
	
	
	

	
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.
	
	
	
	
	
	

	
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.)
	
	
	
	
	
	

	
Official Activity Files
	
Official  Activity Files –
This file reflects primarily activities which the Division or Branch Chief has personally participated in.

1. Committees Records

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


Note:  BLS employees participate in a number of Professional Organizations.  Presentations given by BLS employees when representing the BLS are records and should be filed as part of the individual’s subject files.  Professional Organization Files are considered non-records by the National Archives.  
	
Proposed:
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.  
(GRS 26, Item 1b)
	
	
	
	
	
	

	
Official Activity Files
	
Official Activity Files –
This file reflects primarily activities which the Division or Branch Chief has personally participated in.

1. Committees Records

b. All Other Committees
	
Temporary.
Cut off files annually. Delete/destroy 3 years after cutoff.
(GRS 26, Item 3)
	
	
	
	
	
	

	
Official Activity Files
	
Official 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.
	
	
	
	
	
	
Note:  Currently researching all schedules for similar record series, and reviewing descriptions and retentions.

	
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.  

	
	
	
	
	
	
Pull all similar schedules and come up with a combined description and retention.


	
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
(Division/Branch Chiefs)
	
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)
	
	
	
	
	
	
Check for substantive information – if material is non-substantive use GRS item below.

PST files in outlook and Email.

	
Schedule of Daily Activities 
(All Other Staff)
	
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)
	
	
	
	
	
	

	
Operations Records Category (Official Copies)
	
The Operations Records Category is reserved for Bureau wide administrative records that fall under the General Records Schedule (GRS) and/or Bureau of Labor Statistics Agency Schedule are held in supporting offices.

	
Procurement, Supply & Grant Records
	
Agency procurement and supply records document the acquisition of goods and non-personal services, controlling the volume of stock on hand, reporting procurement needs, and related supply matters which are part of daily procurement operations.  The basic procurement files reflect a considerable range of procedure, from simple, small purchases to complicated prime contractor and subcontractor operations. Other files related to the procurement and supply function include reports used for supply management purposes by the agency creating the records as well as the staff agency involved with Government-wide programs.  They also include local requisition and stock inventory files and other minor supply papers. Of a specialized character in the procurement field are the title papers documenting the acquisition of real property (by purchase, condemnation, donation, exchange, or otherwise).  These papers are required by the Government as long as the property remains in Government hands or if it has been sold or released -- conditionally or with recapture clauses.  When properties are disposed of by quitclaim deeds, this fact should be confirmed prior to the disposal of title papers, since the title evidence might be needed by the Government to defend the title in the event the properties were disposed of by deeds containing general or special warranties.  This file plan also includes some of the common agency records relating to grant programs.  Since many Federal agencies conduct grant programs which document projects contracted between the agency and an outside party, these records are included as an adjunct to the procurement and supply records.




	
Procurement

	
Procurement
	
Interagency Agreements –
File consists of interagency agreements with other government agencies for support and services, e.g., NIH Computer Facility, for computer support.  Contents of the files include Agreement, Status Reports, Reimbursable Agreement (BC 505A), Contract Obligation Form (DPPM 101), Official Cost Estimates and Acceptance, Monthly Expense Statements, Correspondence/Memoranda, Incoming and Outgoing.
	
Temporary.
Cut off files at the end of the fiscal year, in which the final payment is made.  Transfer to WNRC 3 years after final payment.  Delete/destroy 6 years and 3 months after final payment
(GRS 3, Item 3a1a)
	
	
	
	
	
	
Supersedes:
N1-257-88-1, 
Item 152

	
Procurement
	
Reimbursable Contracts – 

Transactions Exceeding the Simplified Acquisition Threshold
The file consists of reimbursable contracts with non-governmental organizations.  Documentation includes, but is not limited to: 
· Reimbursement or Advance of Funds Agreement
· Form OPM 110
· Award/Contract
· Reports
· Correspondence Incoming and Outgoing
· Obligating Actions
· Personnel Actions
· Administrative Material
	
Temporary.
Cut off files at the end of the fiscal year, in which the final payment is made.  Transfer to WNRC 3 years after final payment.  Delete/destroy 6 years and 3 months after final payment.
(GRS 3, Item 3a1a)
	
	
	
	
	
	
Supersedes:
N1-257-88-1,
Item 155a

Note from Karen to reword description.
Made minor changes to description check with Karen

	
Procurement
	
Reimbursable Contracts –

Transactions at or Below the Simpliified Acquisition Threshold

The file consists of reimbursable contracts with non-governmental organizations.  Documentation includes, but is not limited to: 
· Reimbursement or Advance of Funds Agreement
· Form OPM 110
· Award/Contract
· Reports
· Correspondence Incoming and Outgoing
· Obligating Actions
· Personnel Actions
· Administrative Material
	
Temporary.
Cut off files at the end of the fiscal years in which the final payment is made.  Delete/destroy 3 years after final payment.
(GRS 3, Item 3a1b)
	
	
	
	
	
	
Supersedes:
N1-257-88-1, 
Item 155b

Note from Karen to reword description.
Made minor changes to description check with Karen.

	
Procurement
	
Routine Travel Procurement Files –
Consists of agency copy of travel authorization forms and Zero dollar travel.  

(Note this series of files closed in 2006 when travel authorizations moved to the E-Travel System)  

Drop series after expiration of retention and all disposition requirements have been met.                    
	
Temporary.
Cut off files at the end of the fiscal year in which final payment is made.  Delete/destroy 6 years and 3 months after final payment.
(N1-257-88-1, Item 168)
	
	
	
	
	
	
Paper records should be eligible for disposition on 1/1/2013

All travel online or in OASAM.

	
Grants


	
Grants

	
Grants Management Subject Files –
Files consist of administrative and subject files pertaining to budget, Cooperative Agreements, correspondence, manuals, funding, property, coding, work plans, and the like.
	
Temporary.
Cut off files annually.  Delete/destroy when 5 years old or when no longer needed for current business, whichever is later.  Files should be reviewed at least annually to dispose of non-record items such as reference material.
(N1-257-881-, Item 159)
	
	
	
	
	
	
Deviates from GRS 3, Item 14 – used the 88-1 schedule.

	
Grants

	
Administrative Memorandum –
File consists of memoranda directed to a region and/or states "for regional offices only" or "for states and regional offices" dealing with administrative matters, filed by type, FY, and sequence number.
	
Temporary.
Cut off files annually.  Delete/destroy 2 years after cutoff. 
(GRS 3, Item 14)
	
	
	
	
	
	
Supersedes: 
N1-257-88-1,
Item 160

	
Grants

	
State OSHS Cooperative Agreement Files –
Files consist of grants to states to support the BLS in the areas of safety and health.  The files contain the grant, surveys, reports, correspondence, and Federal Assistance Form SF 424.
	
Temporary.
Cut off files upon completion of grant.  Transfer to WNRC 3 years after completion of the grant.  Delete/destroy 6 years and 3 months after completion of grant.
(N1-257-88-1, Item 158)
	
	
	
	
	
	

	
Grants

	
LMI Cooperative Agreements –
File consists of LMI Cooperative Agreements, Requests for Signature Sheet, Closeout Review Form, Voucher Payment Record, Financial Reconciliation Worksheet, Letter of Credit, Cash Outlay Plan, and Contract Obligation Form.  Other cross reference and working files include:  Batch Support Material and Checklists 1984 1987, Daily Support Listings of TFCS Payments (Computer listing), Cooperative Statistics Financial Report (CSFR), Rejection Letter File, Statement of Transactions, and the like.
	
Temporary.
Cut off files at end of agreement period.  Transfer to WNRC 3 years after period covered by agreement; Delete/destroy 6 years and 3 months after period covered by agreement.
(N1-257-88-1, Item 180)
	
	
	
	
	
	

	
Budget Preparation, Presentation and Apportionment
	
Agency budget records are normally created at all levels of agency organization.  They show proposals from all operating levels as well as the bureau wide and agency-wide coordinating work done by formally organized budget offices.  Therefore the records consist of detailed work papers and budgetary statements developed by single operating units, the more significant budget statements and related papers representing consolidated submissions prepared at the bureau or equivalent level and forwarded to the agency budget officer, and the records at the highest level pertaining to the budget submission for the entire agency.

	
Budget Preparation, Presentation and Apportionment
	
Correspondence –
Correspondence files in formally organized budget office’s pertaining to routine administration, internal procedures, and other matters not covered elsewhere in this schedule, EXCLUDING files relating to agency policy and procedure maintained in formally organized budget offices.
	
Temporary.
Cut off files annually.  Delete/destroy when 2 years old.
(GRS 5, Item 1)
	
	
	
	
	
	
Supersedes:
N1-257-88-1, 
Item 163b

	
Budget Preparation, Presentation and Apportionment
	
Budget Background Files –
Cost statements, rough data and similar materials accumulated in the preparation of annual budget estimates, including duplicates of budget estimates and justifications and related appropriation language sheets, narrative statements, and related schedules; and originating offices' copies of reports submitted to budget offices.
	
Temporary.
Cut off files annually.  Delete/destroy 1 year after the close of the fiscal year covered by the budget.
(GRS 5, Item 2)
	
	
	
	
	
	
Supersedes:
N1-257-88-1,
Item 163b

	
Budget Preparation, Presentation and Apportionment
	
Budget Report Files (Annual Reports) –
Periodic reports on the status of appropriation accounts and apportionment.
	
Temporary.
Cut off files annually.  Delete/destroy when 5 years old.
(GRS 5, Item 3a)
	
	
	
	
	
	
Supersedes:
N1-257-88-1,
Item 163b

	
Budget Preparation, Presentation and Apportionment
	
Budget Report Files (All Other Reports) –
Periodic reports on the status of appropriation accounts and apportionment. Reports from RAS, MIS systems, Obligations, BRIO, or FDS from end of year obligation on share operating budget.
	
Temporary.
Cut off files annually.
Delete/destroy 3 years after the end of the fiscal year
(GRS 5, Item 3b)
	
	
	
	
	
	
Supersedes:
N1-257-88-1, 
Item 163b

	
Budget Preparation, Presentation and Apportionment
	
Apportionment –
Apportionment and reapportionment schedules, proposing quarterly obligations under each authorized appropriation.
	
Temporary.
Cut off files annually.  Delete/destroy 2 years after the close of the fiscal year.  
(GRS 5, Item 4)
	
	
	
	
	
	
Supersedes:
N1-257-88-1,
Item 163b

	
Budget Preparation, Presentation and Apportionment
	
Formulation Files - Budget Policy –
Files consist of BLS Budget Actions for fiscal year 1978 through the present.  Contents of the files include:  Congressional Budget and Submissions, Congressional Hearings, Questions from the House and Senate, OMB Submissions, Budget Instructions, Press Briefing, Correspondence/Memoranda, Incoming and Outgoing, Briefing Books, and the like.
	
Permanent.
Cut off files annually.
Transfer to WNRC when 5 years old.  Transfer to NARA in 5 year blocks when the most recent record is 20 years old.
(N1-257-88-1, Item 163a)
	
	
	
	
	
	
Admin. Bucket
revise the 20 years to align with the bucket retentions of 15 years

	
Accountable Officers' Accounts Records
	
Accountable officers' accounts include record copies of all records concerned with the accounting for, availability, and status of public funds.  There are several types of "accountable officers," such as: (a) the collecting officer, who receives monies owed to the Federal Government and ensures that it is credited to the proper account; (b) the disbursing officer who is responsible for providing documentation to GAO, since he/she accomplishes the actual payment of public monies to proper Federal creditors; and (c) the certifying officer, whose signature on a summary attests to the authenticity of vouchers listed on the schedule.


	
Accountable Officers' Accounts Records
	
Voucher Payment File –
File consists of requests, authorizations, agreement, reimbursement documents (DL 1 101), Voucher for Transfers between Appropriations and/or funds (SF1080), Change Stats, Purchase Orders, Invoices, and memoranda.

Note:  Includes all payment invoices, copies of purchase orders and training forms.  Filed by FY and by name, then by purchase order number.
	
Temporary
Cut off files at the end of the fiscal year in which the account is closed. Delete/destroy 6 years and 3 months after period covered by account. 
(GRS 6, Item 1a)
	
	
	
	
	
	
Supersedes: 
N1-257-88-1, 
Item 170

	
Accountable Officers' Accounts Records
	
Accounts Receivable –
File consists of:  Collection Voucher (SF1114), Purchase Order Voucher, Xerox copy of treasury check, memorandum, reimbursement, Bill of Collection and Voucher, and Schedule of Withdrawals and Credits.  

Note:  Still used??  Duplicates voucher payment file?
	
Temporary.
Cut off files at the end of the fiscal year in which the account is closed.  Delete/destroy 6 years and 3 months after period covered by account. 
(GRS 6, Item 1a)
	
	
	
	
	
	
Supersedes: 
N1-257-88-1,
Item 175

	
Accountable Officers' Accounts Records
	
Allocations & Allotments for Consolidated Working Funds –
File consists of Notification and Approval of Fund Allotment (DL 1 183), Collection Voucher, and Xerox copies of checks payable to the Government.
	
Temporary.
Cut off files at the end of the fiscal year in which the account is closed.  Delete/destroy 6 years and 3 months after period covered by account. 
(GRS 6, Item 1a) 
	
	
	
	
	
	
Supersedes: 
N1-257-88-1,
Item 178

	
Expenditure Accounting Records
	
Expenditure accounting records are the ledgers and related documents maintained by all Federal agencies to show in summary fashion how their funds, appropriated and non-appropriated, are spent after allotment by the Office of Management and Budget (OMB), and the sources and nature of any receipts.  The key records are the general ledger accounts, which constitute, as a unit, the heart of the agency accounting system.  These ledgers summarize the financial status and financial transactions of the agency, showing the current status of funds available for expenditure, the amounts due and collected for the account of the Government, accumulated expenditures and liabilities, and the values of stock, equipment, and other property in agency custody.  They are controls that serve not only as central fiscal records, but also as a primary source of data for top management concerned with agency solvency, expenditures, and program costs.


	
Expenditure Accounting Records
	
General Accounting Ledgers –
General accounts ledgers, showing debit and credit entries, and reflecting expenditures in summary.
	
Temporary.
Cut off files at the end of the fiscal year.  Delete/destroy 6 years and 3 months after the close of the fiscal year involved.  
(GRS 7, Item 2)
	
	
	
	
	
	
Not Previously Scheduled.  Treat as new item

	
Expenditure Accounting Records
	
Expenditure Accounting Posting and Control Files –
Records used as posting and control media, subsidiary to the general and allotment ledgers, and not covered elsewhere in this schedule.
	
Temporary.
Cut off files at the end of the fiscal year.  Delete/destroy when 3 years old.
(GRS 7, Item 4)


	
	
	
	
	
	
Not Previously Scheduled.  Treat as new item

	
Expenditure Accounting Records
	
Financial Accounting Reports – 
Record Copy - These computer generated reports contain a record of the total contract payments to date by accounts payable, accrued liability, and open obligations.  The reports are Summary Fund Report Program Costs and Obligations by Cost Center, Detailed Fund Report, Total BLS & National Office Unliquidated Obligations, Financial Management Report, Project Reporting System, and Detailed Fund for BLS, MSHA, and OSHA. Also included are Personnel/Payroll Interface Report, Current Action Separation Report, Health Insurance Change Report, Retroactive Separation Report, Transaction Audit Report, and the like.
	
Temporary.
Cut off files and the end of the fiscal year.  Delete/destroy 6 years and 3 months after the close of the fiscal year involved. 
(GRS 7, Item 3)

	
	
	
	
	
	
Supersedes:
 N1-257-88-1, 
Item 167a)

Is this generated from DOLARs View?

	
Office Administrative  Records 
	
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  Records 
	
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
· Budget 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.


	
Office Administrative  Records 
	
Supervisors’ Personnel Files /Team Leaders’ (Records of Employees)  
Records related to individuals while employed with BLS, records include correspondence, forms, and other records relating to positions, authorizations, pending actions, position descriptions, requests for personnel action, and records on individual employees duplicated in or not appropriate for the OPF.
	
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  Records 
	
Supervisor Alternative Worksite Records (Flexiplace)
Requests or applications to participate in an alternate worksite program, includes approved and unapproved requests.


	
Temporary
Cut off files annually.  Destroy/ delete 1 year after end of employee's participation in the program or after request is rejected.
(GRS 1, Item 42a)
	
	
	
	
	
	


	
Office Administrative  Records 
	
Travel 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.
(GRS 9, Item 3a)
	
	
	
	
	
	

	
Office Administrative  Records 
	
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  Records 
	
Helpdesk Requests and Reports
Help desk logs and reports and other files related to consumer query and problem response; query monitoring and clearance; and customer feedback records.
	
Temporary.  
Delete/destroy after the information has been converted and verified within the system or when the agency determines that they are no longer needed for administrative, legal, audit, or other operational purposes. 
(GRS 20, Item 2a4)
(GRS 20, Item 6)
	
	
	
	
	
	

	
Office Administrative Files
	
Leave Audits
Consists of all documents pertaining to specific audits, accountability reviews, desk audits, etc., EXCEPT Audit of Contracts and those audits requiring a longer retention.

Note:  OASAM Schedule will cover like files in Admin Offices for the Agency
	
Temporary.  
Cut off files at the end of the calendar year.  Transfer to a FRC when 3 years old.  Delete/destroy 6 years after cutoff.
(N1-174-09-03, Item 9)


	
	
	
	
	
	

	
Office Administrative  Records 
	
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 and includes flexiplace emails used for signing in and out.

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)
	
	
	
	
	
	


	
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.)

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

	
Office Administrative  Records 
	
Purchase Card Records

Contract, requisition, purchase order, including correspondence and related papers pertaining to purchase card transactions. Examples include:     
· Purchase Cards
· Statements
· Vendor Invoices
· Invoice Reconciliation Reports
· EPS Shopping Cart
	.                                                                                                                  Temporary.  
Cut off files annually.  Delete/destroy 3 years after final payment.
(GRS 3, Item 3a1b.)
	
	
	
	
	
	

	
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

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
· NCFMS
· MIS Check  Book
· EPS System
	
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

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
· NCFMS
· MIS Check  Book
· EPS System
	
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)
	
	
	
	
	
	

	
Technical Reference – Working 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.  

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

	
	
	
	
	
	
N1-257-88-1, 
Item 177, 182



	
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.   For example: Routine requests for information; Notices of non-work related activities, such as holiday parties; Tickler files and Task lists.

	
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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