BLS / Office of Employment and Unemployment Statistics (OEUS)
Office of the Associate Commissioner 
File Plan 

	BLS Records Categories and Series
	Program/Office Information (Legacy Schedule N1-257-84-1)

	
Record Category

	
Description / Title
(Record Schedule Item)
	
Disposition Instructions
	
Point of Contact
	
Date Range
	
Storage Location
(Electronic Path or Physical Site)
	
Type 
(Paper / Electronic)
	
Vital
(Yes /No)
	
Comments/
Examples

	Storage Location  (Electronic Path or Physical Site):
List all electronic file locations including website as applicable.
The following are AC Office shared information, website information and electronic file locations:  Only the system administrator and authorized personnel can access these locations.
· Shared Drive:  Filer1\OEUS\OEUS  2.63 GB (2006 – Present)
· SharePoint Site:   (Records Retention Notice:  any document in its final form needs to be copied from SharePoint to a more permanent location and retained for the appropriate period.)
Note:  Records stored on personal hard drive (the C: / drive) should be moved to the shared network drive.   The C: / drive is unsupported and not backed up.

	Statistical Program Records:   The Statistical Program Records category is to be used by all BLS Statistical Programs for the records that deal with the unique concerns of their survey programs.

	
A. Planning 

	
1. Program Subject Files
Records include correspondence, internal memos, drafts, planning documents, task force reports, internal explanatory statements (regarding objectives, strategy, and methodology), progress reports, documentation related to procedural problems and recommendations, study reports or other methodological or analytical statements used in reviewing or revising procedures or operational processes during revision cycles, and reference copies of BLS published products. 

a. Associate and Assistant 
Commissioner, Deputy Commissioner, and Special Assistant Files
	
A1a.  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.
	
Glenda Driggers

M. Horrigan



	
2000 – Prst


2003 – Prst
1999 – 2012
UNK


	
TBD


M. Horrigan Office Desk
M. Horrigan Office Behind Desk
File Cabinets in Office

	
Paper
	
No
	
#1: Associate Commissioner Program Executive Direction File

#4: Deputy Associate Commissioner, Program Executive Direction File



	
	
	
	
Previous AC Files
(Plewes & Gavin)

	
1983 – 2011




	
FC #1 / Dr. #3




	
	
	

	
	
	
	
Previous AC Files
(Gavin / Nardone)

	
2003 – 2011

	
M. Horrigan Office
2 Dr. File Cabinet
	
	
	

	Records Common to all BLS Offices:  The Records Common 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

	
1.0
Financial Management
	
1.2 Goods and Services Acquisition
Purchase Card Files
Documents contained in a procurement or contract file may include the purchase order, item specifications, bids and proposals, award documents, interagency agreement forms, modifications, statements of work, schedules of delivery, the initiating requisition, invoices, correspondence, and management reports.  Files may include, but are not limited to:
· BLS procurement and contract files
· Contracting Officer’s Representative (COR) files
· Purchase order/requisition files
· Reimbursable contracts 
· Interagency agreements
· Purchase card files
· External print requests (GPO SF-1; GPO SF2511; DOL Requisition Form DL-72)
· Successful and unsuccessful bids and proposals
	
Temporary.  
Cut off files annually. Delete/destroy 6 years after final payment or cancellation, whichever is appropriate for the type of record.  
(GRS 1.1, item 010)
	
Brent Hill
	
2007 – Prst
2015 - Prst
	
Brent Hill Office
FC / Dr. 3
Behind Desk 
	
Paper
	
No
	


	
1.0
Financial Management
	
1.3 Grants Management and Cooperative
Agreements 
This series covers files related to the administration and management of grants and BLS cooperative agreements with state agencies.  Files may include, but are not limited to:
· Grant subject files – Consist of administrative and subject files pertaining to the budget, cooperative agreements, correspondence, manuals, funding, property, training materials, financial monitoring, financial audits, and work plans.
· Grant administrative memoranda – Consist of memoranda directed to the BLS regional offices and/or state agencies.
· Cooperative agreement files– Consist of cooperative agreements between individual state agencies and BLS.  Files may include, but are not limited to the Federal Assistance Form (SF-424), budget information form, program work statement, budget variance request form, closeout transmittal and certification form, financial reconciliation worksheet, and financial reports.
	
Temporary.  Cut off files upon completion of grant or final agreement.  Destroy 10 years after final action taken.
GRS 1.2, all items
	
Glenda Driggers

Ann Forquer
	
2015 – 2016


1986 – 1993
	
FC #5 / Drs. 1 & 2


Ann Forquer Office FC / Dr. 4
	
Paper
	
No
	



LMI / Coop Agreements

	
1.0 
Financial Management
	
1.4 Budget Files
Budget Background Records
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 5 years after the close of the fiscal year covered by the budget.  
(GRS 5, Item 2)
	
Glenda Driggers


M. Horrigan



Ann Forquer


Brent Hill
	
2000 – 2004



2003 – 2013
1999 – 2012


1990 - 2000


2007 – Prst
2008 – Prst
	
FC #5 / Dr. 3



M. Horrigan Office Desk
M. Horrigan Office Behind Desk


Ann Forquer Office
FC / Drs. 2 & 3

Brent Hill Office 
FC / Drs. 3 & 4

	
Paper
	
No
	


	
2.0 
Human Resources Management
	
2.3 General Employee Management
Supervisors' Personnel Files
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. 
Cut off files annually. Delete/destroy 3 years after personnel action is completed, or date of appraisal, whichever is appropriate for the type of record. 
(GRS 1, Item 18(a))

	
Glenda Driggers


M. Horrigan



M. Horrigan
(Performance Appraisals)


	
2014 – Present


2003 – 2013
1999 – 2012


2007 – 2013

	
Desk Drawer



M. Horrigan Office Desk
M. Horrigan Office Behind Desk

M. Horrigan Office Behind Desk
	
Paper
	
No
	

	
2.0 
Human Resources Management 
	
2.5 Employee Compensation and Benefits
Time and Attendance Source Records
All time and attendance records upon which leave input data is based, such as time or sign-in sheets; time cards (such as Optional Form (OF) 1130); flexi time records; leave applications for jury and military duty; and authorized premium pay or overtime, maintained at duty post, upon which leave input data is based. Records may be in either machine-readable or paper form.

	
Temporary.
Cut off files annually. Delete/destroy 6 years after Government Accountability Office 
(GAO) audit or when 3 years old, whichever is appropriate for the record type.
(GRS 2, Item 7)


	
Glenda Driggers

	
2000 – 2014
	
FC #1 / Dr. 2
	
Paper

	
No
	
Sign-in/Sign-Out Sheets
Note:  Sign-in/Sign-Out Sheets are currently under a records freeze and must be maintained.


	
5.0
General Operations
Support
	
5.1 	General Administration:  
This series covers files related to the day-to-day activities such as administrative correspondence, subject files, and calendars of non-senior management staff and records relating to the internal management of the office.  Files may include, but are not limited to:
· Office administrative files
· Budget files
· Procurement files
· Travel files (excludes original receipts)
· Training files
· Security files
· Office copies of BLS and DOL directives (procedures)
· Property management
· Project control files
· Working files/technical reference
· Chronological, reading, and tickler files
· Review and redacted files
· Account and expenditures
	
Temporary.  Cut off files annually.  Destroy no sooner than 3 years after cutoff, but no later than 5 years after cutoff. 
GRS 1.1, item 011 and 012; GRS 5.1, item 010; GRS 5.6, item 010; GRS 4, item 1; GRS 10, item 1; GRS 16, item 5; GRS 23, items 1, 5a/b, and 7; GRS 27, item 7)
	
M. Horrigan



	
2003 -2013
1999 – 2012


	
M. Horrigan Office Desk
M. Horrigan Office Behind Desk


	
Paper
	
No
	

	
	
	
	
Previous AC Files
(Galvin / Nardone)
	
2003 - 2011
	
M. Horrigan Office
2 Draw File Cabinet
	
	
	

	
5.0
General Operations Support 
	
5.2 Travel and Transportation
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 1.1 item 010) 
	
Glenda Driggers
	
2012 – Prst

2009 – 2012
	
Glenda Driggers Desk

FC #2 / Dr. #3
	
Paper
	
No
	



	
General Administration
	
General Administration
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.  

	
M. Horrigan
	
UNK
	
M. Horrigan Office
Old OPLC Files
(7 moving boxes)

Mr. Horrigan Office
Old OPLC Files
File Cabinets
	
Paper
	
No
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