	Bureau of Labor Statistics – Division Management Services
File Plan for Paper and Electronic Records (7/24/2012)

	
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
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 include such materials as copies of correspondence, reports, newsletters, clippings and notes. 
 
a. Associate and Assistant 
Commissioner, Deputy Commissioner, and Special Assistant Files

	
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.
	
	
	
	
	
	
Bucket Schedule Description and Retention –

Most OA Offices have their own description.

The goal is to align the retention to 15 years.

	
Program Direction





	
1. Subject/Correspondence Files

b. Division Director Files
	
Proposed:
Temporary.  Cut off files annually.  Delete/destroy 10 years after cutoff.

	
	
	
	
	
	
Bucket Schedule Retention –


	
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.

	
	
	
	
	
	
Bucket Schedule Retention –



	
Program Direction


	
1. Subject/Correspondence Files

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

Bucket Schedule Retention –


	
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 historical reference 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.
	
	
	
	
	
	
Unscheduled



	
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 official 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:  Documentation includes but is not limited to agendas, minutes and report files.


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)
	
	
	
	
	
	
The Commissioner, Deputy Comm.; the Associate Commissioner’s and Deputy Assoc. Comm. have the permanent records.

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

1. Committees Records
For organization/subcommittees for which BLS does not provide the chairperson or coordinator:  Documentation includes but is not limited to agendas, minutes and report files.

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                                                                                                             

Records related to the preparation and presentation of materials reflecting the Associate Commissioner’s participation in various activities outside of BLS (e.g., Schools and Universities)


	
Proposed:
Temporary.  Break files annually 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.
	
	
	
	
	
	
Unscheduled

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 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.  

	
	
	
	
	
	
Unscheduled

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
(Assoc./Asst. Commissioner, Deputy Assoc/Asst. and Special Assistant)
	
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.  

(Examples of substantive information is based on meetings and activities with Heads of Agencies, White House and Congressional Officials, Outside Lobbyist, as well as, dates related to Travel, Testimony and Speeches)
	
Temporary.  Cut off files annually.  Delete/destroy 5 years after cutoff.
(N1-257-88-1, Item 103)

	
	
	
	
	
	


	
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)
	
	
	
	
	
	

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

	
Information Services Records
	
The Information Services Category covers certain records pertaining to informational services performed by Government agencies in their day-to-day affairs and in their relations with the public, including records created in administering Freedom of Information Act and Privacy Act (FOIA) programs.  Except as otherwise specified in individual items, it applies to copies of these records wherever located in an agency.  

GRS 14, Item 4 applies only to files maintained in the office responsible for the operation of the information activities of the agency or subdivision thereof.  

GRS 14, Items 11 through 15 describe the files accumulated in carrying out the provisions of the FOIA, and  GRS 14, Items 21 through 26 describe the files created in administering the provisions of the Privacy Act.  

GRS 14, Items 31 through 35 cover records created in response to requests for mandatory records declassification and are not included in this file plan.

	
Information Services Records
	
Information Project Files –
Information service project case files maintained in formally designated information offices.
	
Temporary.  Delete/destroy 1 year after close of file or 1 year after completion of project.
(GRS 14, Item 4)
	
	
	
	
	
	
Wasn’t on original file plan.

	
Information Services Records
	
Freedom of Information Act Files (FOIA) Request Files – Granting Access and Appeal Files

	
Information Services Records
	
FOIA Request Files – 
Files created in response to request for information under the FOIA, consisting of the original request, a copy of the reply thereto, and all related supporting files which may include the official file copy of requested record or copy thereof.

Granting Access – Correspondence and supporting documents (Excluding the official file copy of the records requested if filed herein).

FOIA Requests for Non-Existent Records (Not Appealed) – Responding to requests for non-existent records; to requesters who provide inadequate descriptions; and to those who fail to pay agency reproduction fees, where required.

FOIA Requests Denying Access (Not Appealed) – 
Denying access to all or part of the records Requested.
	
Temporary.
Delete/destroy 6 years after date of reply.
(GRS 14, Item 11a3a)

Merged together and used longest retention

	
	
	
	
	
	
Supersedes:
N1-257-88-1,
Items 224(a1), 224(a2a) & 224(a3a)

	
Information Services Records
	
FOIA Requests – Official Copy –
Official File Copy of Requested Records.  
	
Temporary.
Delete/destroy in accordance with approved agency disposition instruction for related records or with the related FOIA request, whichever is later.
(GRS 14, Item 11b)
	
	
	
	
	
	
Supersedes:
N1-257-88-1,
Item 224(a4)

	
Information Services Records
	
FOIA Appeals - Correspondence & Supporting Documents – 
Correspondence and supporting documents (EXCLUDING the file copy of the records under appeal if filed herein).  

FOIA Requests for Non-Existent Records (Appealed) – Responding to requests for non-existent records; to requesters who provide inadequate descriptions; and to those who fail to pay agency reproduction fees, where required.

FOIA Requests Denying Access (Appealed) – 
Denying access to all or part of the records Requested.
	
Temporary.
Delete/destroy 6 years after final determination by agency, 6 years after the time at which a requester could file suit, or 3 years after final adjudication by the courts, whichever is later.
(GRS 14, Item 12a)

Merged together same retention
	
	
	
	
	
	
Supersedes:
N1-257-88-1,
Items 224(1a), 224(a2b) & 224(a3b)

	
Information Services Records
	
FOIA Appeals - Official File Copy – 
Official File Copy of Records Under Appeal.  
	
Temporary.
Delete/destroy in accordance with approved agency disposition instruction for related records or with the related FOIA request, whichever is later.
(GRS 14, Item 12b)
	
	
	
	
	
	
Supersedes:
N1-257-88-1,
Item 224(1b)

	
Information Services Records
	
Freedom of Information Act Files (FOIA) Administration Files

	
Information Services Records
	
FOIA Control Files (Registers or Listings) –
Files maintained for control purposes in responding to requests, including registers and similar records listing date, nature, and purpose of request and name and address of requester.
	
Temporary.
Delete/destroy 5 years after date of last entry. 
(GRS 14, Item 13a)
	
	
	
	
	
	
Supersedes: 
N1-257-88-1,
Item 224(2a)

	
Information Services Records
	
FOIA Control Files (Other) – 
Files maintained for control purposes in responding to requests, including registers and similar records listing date, nature, and purpose of request and name and address of requester.
	
Temporary.
Delete/destroy 5 years after final action by the agency or after final adjudication by courts, whichever is later. 
(GRS 14, Item 13b)
	
	
	
	
	
	
Supersedes: 
N1-257-88-1,
Item 224(2b)

	
Information Services Records
	
FOIA Reports Files – 
Recurring reports and one time information requirements relating to the agency implementation of the Freedom of Information Act, EXCLUDING annual reports to the Congress at the departmental or agency level.
	
Temporary.
Delete/destroy when 2 years old
(GRS 14, Item 14)
	
	
	
	
	
	

	
Information Services Records
	
FOIA Administrative Files – 
Records relating to the general agency implementation of the FOIA, including notices, memoranda, routine correspondence, and related records.
	
Temporary.
Delete/destroy when 2 years old.  
(GRS 14, Item 15)
	
	
	
	
	
	

	
Information Services Records
	
Privacy Act Request Files (PA) Request Files – Granting Access and Appeal Files


	
Information Services Records
	
Privacy Act Requests Files
Files created in response to requests from individuals to gain access to their records or to any information in the records pertaining to them, as provided for user 5 U.S.C. 552a(d)(1).

a. Privacy Act Requests (Granting Access) 
 Correspondence and supporting documents (EXCLUDING the official file copy of the records requested if filed herein) granting access to all requested documents.

b. Privacy Act Requests – (Non Existent 
Records)  
Responding to requests for nonexistent records; to requesters who provide inadequate descriptions; and to those who fail to pay agency reproduction fees.

c. Privacy Act Requests – (Denying 
Access) – 
Correspondence and supporting documents denying access to all or part of the records requested
	
Temporary.
Delete/destroy 5 years after date of reply.
(GRS 14, Item 21)

Merged together and used longest retention

	
	
	
	
	
	


	
Information Services Records
	
Privacy Act Requests -Non Existent Records – (Requests Appealed) – 
Correspondence and supporting documents responding to requests for nonexistent records; to requesters who provide inadequate descriptions; and to those who fail to pay agency reproduction fees.

Privacy Act Requests (Denying Access -  Appealed) – 
Correspondence & supporting documents for requests appealed
	
Temporary.
Delete/destroy in accordance with the approved agency disposition instruction for the related records, 4 years after final determination by agency or 3 years after final adjudication by courts, whichever is later.
(GRS 14, item 22)

Merged together same retention
	
	
	
	
	
	

	
Information Services Records
	
Privacy Act Requests - Official File Copy –
Official file copy of requested records.
	
Temporary.
Delete/destroy in accordance with approved agency disposition instruction for the related records or with the Privacy Act request, whichever is later.
(GRS 14, Item 21b)
	
	
	
	
	
	

	
Information Services Records
	
Privacy Act Amendment Case Files

	
Information Services Records
	
Privacy Act Amendment Case Files – 

Request to Amend Agreed to by Agency – 
Requests to amend agreed to by agency.  Includes individual's requests to amend and/or review refusal to amend, copies of agency's replies thereto, and related materials.

Privacy Act Amendment Case Files – 

Request to Amend Refused By Agency – 
Requests to amend refused by agency. Includes individual's requests to amend and to review refusal to amend, copies of agency's replies thereto, statement of disagreement, agency justification for refusal to amend a record, and related materials.
	
Temporary.  Dispose of in accordance with the approved disposition instruction for the related subject individual's record, 4 years after final determination by agency, or 3 years after final adjudication by courts, whichever is later.  
(GRS 14, Item 22a/b)

Merged together similar retentions
	
	
	
	
	
	

	
Information Services Records
	
Privacy Act Amendment Case Files - Appealed Request to Amend –
Appealed requests to amend. Includes all files created in responding to appeals under the Privacy Act for refusal by any agency to amend a record.
	
Temporary.  Dispose of in accordance with the approved disposition instruction for related subject individual's record or 3 years after final adjudication by courts, whichever is later.  
(GRS 14, Item 22c)
	
	
	
	
	
	

	
Information Services Records
	
Privacy Act Administration

	
Information Services Records
	
Privacy Act Accounting of Disclosure Files – 
Files maintained under the provisions of 5 U.S.C. 552a(c) for an accurate accounting of the date, nature, and purpose of each disclosure of a record to any person or to another agency, including forms for showing the subject individual's name, requester's name and address, purpose and date of disclosure, and proof of subject individual's consent when applicable.
	
Temporary.  Dispose of in accordance with the approved disposition instruction for the related subject individuals records or 5 years after the disclosure for which the accountability was made, whichever is later.  
(GRS 14, Item 23)
	
	
	
	
	
	

	
Information Services Records
	
Privacy Act Control Files –
Files maintained for control purposes in responding to requests, including registers and similar records listing date, nature of request, and name and address of requester.

Registers, Listings or Other Files – 

	
Temporary.
Delete/destroy 5 years after date of last entry, or after final action by the agency or final adjudication by the courts, whichever is later.
(GRS 14, Item 24a/b)

Merged together similar retentions

	
	
	
	
	
	

	
Information Services Records
	
Other Files – 

	
Temporary.
Delete/destroy 5 years after final action by the agency or final adjudication by courts, whichever is later.
(GRS 14, Item 24b)
	
	
	
	
	
	

	
Information Services Records
	
Privacy Act Report Files – 
Recurring reports and one time information requirement relating to agency implementation, including biennial reports to the Office of Management and Budget (OMB), and the Report on New Systems at all levels.
	
Temporary.
Delete/destroy when 2 years old.
(GRS 14, Item 25)
	
	
	
	
	
	

	
Information Services Records
	
Privacy Act General Administrative Files –
Records relating to the general agency implementation of the Privacy Act, including notices, memoranda, routine correspondence, and related records.
	
Temporary.
Delete/destroy when 2 years old.
(GRS 14, Item 26)
	
	
	
	
	
	

	
Information Services Records
	
Erroneous Release Files

	
Information Services Records
	
Erroneous Release Files – Including Official File Copy –
Files that include the official file copy of the released records.
	
Temporary.
Follow the disposition instructions approved for the released official file copy or destroy 6 years after the erroneous release, whichever is later.
(GRS 14, Item 36a)
	
	
	
	
	
	

	
Information Services Records
	
Erroneous Release Files - Excluding Official File Copy – 
Files that do not include the official file copy of the released records.
	
Temporary.
Delete/destroy 6 years after erroneous release.
(GRS 14, Item 36b)
	
	
	
	
	
	

	
Administrative Management Records
	
This file plan provides for the disposal of certain records relating to administrative management activities in Federal agencies, excluding records of operating personnel, budget, accounting, and printing functions, which are covered by other General Records Schedules.  Included within the scope of the schedule are disposable records created in the course of organizational planning, development, and simplification of procedures; records management activities; and administration of management improvement programs.  General Records Schedule 1 (Items 12 and 13) provide for the disposition of case files on individuals involved in incentive award and similar types of management improvement programs.  Any records created prior to January 1, 1939, must be offered to the National Archives and Records Administration (NARA) before applying these disposition instructions.


	
Administrative Management Records
	
Reports Control Files – 
File consists of correspondence relating to requests for approval for information collection/burden hours.  Examples of contents include but are not limited to:  
· OMB Clearance 
· Budget/Information Collection Clearance (Request for OMB Review - SF 83) 
· Concurrence for Clearance
· DMS’ Information Collection
· Paper Reduction Act Materials
· Review letters, Summaries, Instructions, Forms and Action Sheets 
	
Temporary.
Delete/destroy 2 years after the report is discontinued.
(GRS 16, Item 6)
	
	
	
	
	
	
Supersedes:
N1-257-88-1,
Item 225

	
Administrative Management Records
	
Management Control Records (Policy, Procedure, and Guidance files) – 
Records created in accordance with procedures mandated by OMB Circular A-123, Management Accountability and Control Systems, and Pub.L. 97-255, the Federal Managers' Financial Integrity Act.  Under these authorities, agencies are required to perform evaluations of their accounting and administrative controls to prevent waste, fraud, and mismanagement.  Also includes General information on the Management Control Program, Internal Review, Reports & Audits, External Reviews, Reports & Audit both GAO & OIG.
	
Temporary.
Delete/destroy when superseded.
(GRS 16, Item 14a)
	
	
	
	
	
	

	
Confidentiality Program

	
Confidentiality Program
	
Confidentiality Case Files –
File consists of BLS confidentiality legislation, interagency agreements, procedures, case histories, and the like.  Also, general confidentiality files including; laws, regulations, legislation, training and relations with DOL, other federal agencies and individual states.
	
Temporary.
Break files every 5 years and bring active materials forward to the new file as required.  Delete/destroy inactive materials when the latest records are 5 years old or when no longer needed for current business, whichever is sooner.
(N1-257-88-1, Item 216)
	
	
	
	
	
	

	
Confidentiality Program
	
Acknowledgement Form File – 
File consists of individually signed acknowledgements by BLS employees regarding the handling of BLS Sensitive Information, records filed by last name only.

Agent Agreements – 
Agent agreement records should be kept by the COR for the contract under which the agent is working.  However, DMS does keep a limited number for some more obscure situations, e.g. OIG inspectors.

Data Sharing Agreements – 
The official Data Sharing agreements are kept by OEUS.  DMS is responsible for the Official Clearance document from SOL which we file along with a copy of the agent agreement.
	
Temporary.
Delete/destroy 3 years after employee is transferred or released from government service.
(N1-257-88-1, Item 220)
	
	
	
	
	
	

	
Directives Management Program


	
Directives Management Program
	
DOL Manual Series Files – 
Files consist of revisions to DOL manuals and the like.  Distribution list is maintained by DMS.  Manuals and procedures are Security Orders, Records Management, Personnel Management, Financial Management, Travel and Audit Investigation.

DMS is responsible for coordinating the BLS clearance process of the DLMS directives issued by DOL.  DMS has a defined clearance process to ensure the timely processing of these critical policies.  The DLMS clearing process consists of review of proposed directives, indication of concurrence or non-concurrence (including comments), obtaining signatures for the DOL Clearance Sheet, and forwarding all documents to the DOL clearing office (OASAM).
	
Temporary.
Delete/destroy when superseded, revised or no longer needed for current business.
(N1-257-88-1, Item 217)


	
	
	
	
	
	
Why did we suggest (n1-257-88-1, Item 215) which has a 10 year retention period?

This series has its own schedule, Item 217

	
Directives Management Program
	
BLS Directives Chapters & Administrative Procedure – 
Case files having to do with the review and approval of BLS Directives and Administrative Procedures.

Secretary's Orders – 
Case Files having to do with review and approval.

Commissioner's Orders – 
Case Files having to do with review and approval.

Note:  Rearrange older files as required to ensure appropriate file arrangement.
	
Proposed:
Permanent.  Break files annually and bring forward materials determined appropriate for precedent and important policy materials such as agreements, Freedom of Information precedent cases, etc., and other active materials as required.  Offer for transfer to NARA within 2 years of termination of the Commission’s appointment. 
	
	
	
	
	
	
Unscheduled

	
Directives Management Program
	
Other Miscellaneous Policy Memoranda –
Case Files having to do with review and approval.

Active Files – 


Note:  Review files at least once a year and destroy unneeded reference materials, duplicate copies, transmittals, and other non-record items.
	
Proposed:
Temporary.  Break files annually and bring active materials forward to the current year as required.  Delete/destroy when 5 years old or when no longer needed for current business, as appropriate.  
	
	
	
	
	
	
Unscheduled

	
Directives Management Program
	
Other Miscellaneous Policy Memoranda –
Case Files having to do with review and approval.

Historical Files – 

	
Proposed:
Permanent.  Transfer to WNRC when no longer needed for reference.  Transfer to the National Archives when most recent record is 20 years old.
	
	
	
	
	
	
Unscheduled

	
Laws and Legal Issues  


	
Laws and Legal Issues  
	
Laws and Legal Issues –
File consists of legislation and regulations, OMB publications, Executive Orders, Ethics materials, legal cases, personnel issues and miscellaneous legal issues.
	
New Item
Proposed:

	
	
	
	
	
	
Unscheduled

	
Program Review Initiative


	
Program Review Initiative

	
Program Review Initiative –
File consists of:  General information on the Program Review Initiative
	
New Item
Proposed:

	
	
	
	
	
	
Unscheduled

	
Employee Survey Program  


	
Employee Survey Program  
	
List type of files here
	
	
	
	
	
	
	

	
Ethics Program  Records
	
This file plan covers records documenting the activities of executive branch agency ethics program offices and provides disposition for financial disclosure reports; ethics agreements; outside employment and activity records; referrals of violations of criminal conflict of interest statutes; ethics determination, advice, consultation, and training records; and other commonly held ethics program records.  Records pertaining to legislative branch and judicial ethics programs, the Hatch Act, the Whistleblower Protection Act, procurement integrity and other areas often associated with, but not expressly under the authority of executive branch ethics programs, are not covered by this schedule.


	
Ethics Program  Records
	
Implementation, Interpretation, Counseling, and Development Files –
Records maintained by ethics program  offices relating to the development, review, implementation, and interpretation of proposed or established executive branch standards of ethical conduct and other ethics regulations; conflict of interest and other ethics related statues and Executive Order; and any agency supplemental standards of ethical conduct and other agency ethics-related regulations and directives

a. Records such as determinations 
regarding attendance at widely-attended gatherings which appropriate agency ethics officials determine are related to the routine, non-precedential application of settled legal standards to common factual situations and are not interpretations of the conflict of interest statutes, 18 U.S.C. '' 202-209, and other ethics statutes the violation of which may result in criminal penalties or civil fines.

b. All other records
	
Temporary.
Delete/destroy when 6 years old or when superseded or obsolete, whichever is later.
(GRS 25, Item 1a/b)

	
	
	
	
	
	
We might want to consider merging these two items together.

	
Ethics Program  Records
	
Financial Disclosure Reporting Files – (Not Confirmed)

· Executive Branch Personnel Public Financial Disclosure Reports (SF 278) and related records.  SF 278 reports for individuals filing in accordance with Section 101(b) or (c) of the Act, and not subsequently confirmed by the U.S. Senate or elected.
· Executive Branch Confidential Financial Disclosure Reports (OGE Form 450) and Confidential Certificates of No New Interests (OGE Optional Form 450-A) and related records. OGE Form 450s for individuals not subsequently confirmed by the U.S. Senate.
· Alternative or additional financial disclosure reports and related records.  Reports for individuals not subsequently confirmed by the U.S. Senate.
	
Temporary.
Delete/destroy 1 year after nominee or candidate ceases to be under consideration for the position; EXCEPT that documents needed in an ongoing investigation will be retained until no longer needed in the investigation.
(GRS 25, Items 2a1; 2b1; 2c1)

Merged together all are the same retention
	
	
	
	
	
	


	
Ethics Program  Records
	
Financial Disclosure Reporting Files – (All Other Records)

· All other SF-278
· All other OGE Form 450s and OGE Optional Form 450-As.
· All other alternative or additional financial disclosure reports.
	
Temporary.
Delete/destroy when 6 years old; EXCEPT that documents needed in an ongoing investigation will be retained until no longer needed in the investigation
(GRS 25, Items 2a2; 2b2; 2c2)

Merged together all are the same retention
	
	
	
	
	
	

	
Ethics Program  Records
	
Ethics Agreement Records – 
Records documenting the review and issuance of ethics agreements used to remedy the appearance of potential or actual financial conflicts of interest, including: Records relating to the review and issuance of recusals (disqualifications), resignations, reassignments, and divestitures.  Records relating to determinations, authorizations, and waivers under 5 C.F.R. '' 2635.502 and 2635.503.  Records relating to the review and issuance of waivers of disqualifications under 18 U.S.C. ' 208 (b)(1) and (b)(3).
	
Temporary.
Delete/destroy 6 years after the waiver or other agreed-upon determination or action has been issued or undertaken or is no longer in effect, whichever is later
(GRS 25, Item 3)
	
	
	
	
	
	

	
Ethics Program  Records
	
Referrals and Notifications of Violations of Criminal Conflict of Interest Statutes and Other Potential Violations Files – 
Referrals made to Inspectors General or the Department of Justice and notifications to OGE concerning ethics violations or suspected violations.  This item also covers related background materials, including copies of disciplinary and corrective actions and disposition documents such as declinations of prosecution.  
	
Temporary.
Delete/destroy when 6 years old.
(GRS 25, Item4)
	
	
	
	
	
	

	
Ethics Program  Records
	
Non-Federally Funded Travel Files –
Agency copies of Semiannual Expense Reports for Non Federally Funded Travel submitted by all Executive branch agencies to the Office of Government Ethics in accordance with guidance given at 31 U.S.C. ' 1353, as implemented by 41 C.F.R. chapter 304 and the use of Standard Form (SF) 326 and SF 326A.  

Reports summarize payments made to the agency from non Federal sources for travel, subsistence, and related expenses of an employee who attends a meeting or similar function relating to official duties.  Includes statements, forms, and other records used to compile Semiannual Expense Reports for Non Federally Funded Travel.
	
Temporary.
Delete/destroy 3 years after submission of report to the Office of Government Ethics. (GRS 25, Items 5a/b)

Merged together descriptions and retentions using the longest retention.
	
	
	
	
	
	

	
Ethics Program  Records
	
Ethics Program Review Files –
Reports, correspondence, and other records relating to OGE reviews of agency compliance with executive branch ethics laws and regulations in such areas as financial disclosure, education and training, and advice and counseling.  OGE program review reports, agency 60-day response letters, and other follow-up records sent to OGE on the resolution of program deficiencies and all other records produced during OGE program reviews, including notes and background materials.
	
Temporary.
Delete/destroy 6 years after the date of the OGE program review report.
(GRS 25, Item 6a/b)

Merged together descriptions and retentions using the longest retention.
	
	
	
	
	
	

	
Ethics Program  Records
	
Annual Agency Ethics Program Questionnaire Files – 
Questionnaire completed by ethics officials on an annual basis in compliance with Section 402(e)(1) of the Ethics in Government Act of 1978, as amended, and associated records.  Including all other records related to responses to annual agency ethics program questionnaires.
	
Temporary.
Delete/destroy 3 years after submission of associated annual agency ethics program questionnaire.
(GRS 25, Items 7a/b)

Merged together descriptions and retentions, using the longest retention.
	
	
	
	
	
	

	
Ethics Program  Records
	
Ethics Program Employee Training and Education Files –
· Records relating to the administration of new employee ethics orientations, annual, and other types of ethics training and education.  Records include, but are not limited to, annual plans, schedules of classes, rosters of employees required to attend, verification of training completion and other related records.
· Record copy of materials used in providing new employee ethics orientations, annual, and other types of ethics training and education including, but not limited to, instructor’s guides, handbooks, handouts and other materials used in training classes, bulletins, and newsletters.
	
Temporary.
Delete/destroy when 6 years old or when superseded or obsolete, whichever is later.
(GRS 25, Item 8a/b)

Merged together descriptions and used longest retention
	
	
	
	
	
	

	
Ethics Program  Records
	
Ethics Program Procedures Files –
Procedures and related supporting records on the administration of ethics programs including, but not limited to, public and confidential financial disclosure reports systems, outside employment and activities approval systems, and referrals of violations of criminal conflict of interest statutes.
	
Temporary.
Delete/destroy when 6 years old or when superseded or obsolete, whichever is later.
(GRS 25, Item 9)
	
	
	
	
	
	

	
Temporary Commissions, Boards, Councils & Committees
	
Note: This schedule covers records created and maintained by temporary commissions, boards, councils and committees (including continuing entities governed by renewable charters such as agency advisory committees).  In the case of interagency bodies, this schedule covers the records maintained by the designated secretariat as well as records accumulated by other commission members.  


	
Temporary Commissions, Boards, Councils & Committees
	
Federal Advisory Committee Act (FACA) Files (Historical Value)
Records created by advisory commissions, committees, councils, boards and other groups established under (FACA).  

Files documenting the establishment, membership, policy, organization, deliberations, findings, and recommendations.  Documentation includes but is not limited to agendas, minutes, final reports, and related records documenting the accomplishments of official boards and committees.

	
Permanent.  Transfer to NARA upon termination of the Commission.  Earlier periodic transfers are authorized for commissions operating for 3 years or longer.
(GRS 26, Item 2a)

	
	
	
	
	
	

	
Temporary Commissions, Boards, Councils & Committees
	
Federal Advisory Committee Act (FACA) Files (Administrative)

Files related to the day-to-day Commission activities and do not contain unique or historical information.  
	
Temporary.
Delete/destroy when 3 years old.
(GRS 26, Item 2b)
	
	
	
	
	
	

	
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, including 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 others 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 – Below the Simplified Threshold

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 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 Description and Retention –


	
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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