FY 2019
	OFFICE FILE PLAN

	Division/Regional Office:                                                              OFCCP PACIFIC REGION

	Front Office/Branch/District/Area:                                             SEATTLE DISTRICT OFFICE

	

	SERIES TITLE & 
RECORD DESCRIPTION
	RECORD
 SCHEDULE
	DISPOSITION AUTHORITY & INSTRUCTION
	RECORDS
LOCATION 
	RECORDS CUSTODIAN




	EMPLOYEE RELATIONS:
	
	
	
	

	Administrative  Grievances, Disciplinary and Adverse Actions Files 

	GRS 2.3 
 (Item 060)
	DAA-GRS-2015-0007-0017 
Temporary:  Destroy no sooner than 4 years but no less than 7 years after case is closed. 
	Electronic/
NCFMS
	District Managers and Supervisors

	


Employee Incentive Awards
	GRS 2.2
  (Item 030)
	DAA-GRS-2017-0007-0003 Temporary:  Destroy when 2 years old or 2 years after award is approved or disapproved, whichever is later, but longer retention is authorized if required for business use.
 
	Electronic
	District Managers and Supervisors

	

Labor Relations Records 




	GRS 2.3 
 (Item 052)
	DAA-GRS-2015-0007-0016 Temporary:  Destroy 5 years after final resolution of case, but longer retention is authorized if required for business use.
 
	Electronic 
	District Managers and Supervisors


	Reviewed by: (Supervisor) Leigh Jones
Title:  District Director 
Date:  02/14/2019
	Approved by:  (Agency Records Officer)
[bookmark: _GoBack]Date: [image: ]02/15/2019
	Last Revised:  02/14/2019




	FACILITY: 

	
	
	
	

	Credentials and Passes










	GRS 5.6
  (Item 040)









	DAA-GRS-2017-0006-0016 Temporary:  Destroy mandatory and optional data elements housed in the agency identity management system and printed on the identification card 6 years after terminating an employee or contractor's employment, but longer retention is authorized if required for business use. 
	Manual
	National Office

	HEALTH, SAFETY & SECURITY:

	
	
	
	

	OSHA Requirements & Reporting (300A Forms)




	GRS 2.7
(Item 020) 
	DAA-GRS-2017-0010-0001 Temporary: Destroy when 6 years old, but longer retention is authorized if needed for business use.
	Electronic
	District Managers and Supervisors

	




Occupant Emergency Guide & Procedures
	GRS 5.3
  (Item 010)
	DAA-GRS 2016-0004-0001 Temporary:  Destroy when 3 years old or 3 years after suspended or obsolete, whichever is applicable, but longer retention is authorized if required for business use. 
	Electronic
	

https://Labornet.dol.gov/Region/EmergencyPrepardness/SanFran
Seattle/SFFBOEP.pdf





Labornet

	
	
	
	
	

	PERSONNEL MANAGEMENT:

	
	
	
	

	
Employee Performance Issues








	GRS 2.2
  (Item 071) 
	DAA-GRS-20117-0007-0009 Temporary:  Destroy after employee completes 1 year of acceptable performance from the date of written advance notice of proposed removal or reduction- in-grade notice.  This disposition instruction is mandatory; deviations are not allowed.
	Electronic 
	District Managers and Supervisors/OASAM

	Performance Standards 





	GRS 2.1
 (Item 020)
	DAA-GRS-2014-0002-0003 Temporary:  Destroy when position description is final, but longer retention is authorized if required for business use.
 
	Electronic 
	OPM,  OASAM, Employee File, Supervisor's File

	OFFICE CORRESPONDENCE:

	
	
	
	

	Log of Incoming Correspondence


	GRS 5.1
  (Item 010) 
	DAA-GRS-2016-0016-0001 Temporary:  Destroy when business use ceases.   (Common Office Records) 
	Electronic
	On Shared Drive

	Outgoing Correspondence



	GRS 5.1  
(item 010)
	DAA-GRS-2016-0016-0001 Temporary:  Destroy when business use ceases.  (Common Office Records ) General maintenance has been: Retain in office three calendar years after administrative/legal action (including judicial) is completed or case otherwise is closed; then transfer to FRC.  Destroy seven calendar years after case closure.
	Reading Files/Front Office
	District Managers and Supervisors

	PROPERTY MANAGEMENT:

	
	
	
	

	Equipment Inventories




	GRS 5.4 
 (Item 040)
	DAA-GRS-2016-0011-0004 Temporary: Destroy when 3 years old, but longer retention is authorized if required for business use.
	Electronic 
	District Managers and Supervisors

	Excess Property and Equipment




	GRS 5.4  
(Item 040)
	DAA-GRS-2016-0011-0004 Temporary: Destroy when 3 years old, but longer retention is authorized if required for business use.
	Electronic 
	District Managers and Supervisors

	
RECORDS MANAGEMENT:

	
	
	
	

	Administrative Guidance (Rec'd from N.O.) 





	GRS 6.6  
(Item 020)
	DAA-GRS-2017-0012-0001 Temporary:  Destroy 6 years after publication of final rule or decision to abandon publication, but longer retention is authorized if required for business use.
	Electronic/repoint
	http://esa.esa.dol.gov/OFCCP/guidance/AG.htm.





SharePoint

	Forms (SF 135, OF 11, NA 13001)






	GRS 4.1  
(Item 020)
	DAA-GRS-2013-0002-0007  Temporary: Destroy no sooner than 6 years after the project, activity or transaction is completed or suspended, but longer retention is authorized if needed for business use. 
	ARCIS/NARA Website
	District Manager and Supervisors

	General Records Schedule (GRS)





	GRS 4.1  
(Item 020)
	DAA-GRS-2013-0002-0007  Temporary: Destroy no sooner than 6 years after the project, activity or transaction is completed or suspended, but longer retention is authorized if needed for business use. 
	NARA Website 
	General Records Schedule (GRS)

	CONTRACT COMPLIANCE:

	
	
	
	

	Administrative Closures








	N1-448-02-1 
 (Item 19A)
	Temporary:  Retain in office three calendar years after administrative/legal action (including judicial) is completed or case otherwise is closed; then transfer to FRC.  Destroy seven calendar years after case closure.
	File Cabinets/Back Office 
	District Manager and Supervisors

	Historical Records








	N1-448-02-1
  (Item 19A)
	Temporary:  Retain in office three calendar years after administrative/legal action (including judicial) is completed or case otherwise is closed; then transfer to FRC.  Destroy seven calendar years after closure.
	File Cabinets/Back Office 
	District Manager and Supervisors

	Complaints Investigated by OFCCP
	N1-448-02-1
Item 32c) 
	Temporary:  Retain in active files until case is resolved.  Retire to inactive file for a period of four calendar years; in case of appeal of findings in the discrimination case.  Maintain in the office and destroy four calendar years after case is resolved. 
	File Cabinets/Back Office 
	

District Manager and Supervisors

	Construction
	N1-448-02-1
 (Item 19a) 
	Temporary:  Retain in office three calendar years after administrative/legal action (including judicial) is completed or case otherwise is closed; then transfer to FRC.  Destroy seven calendar years after case closure.
	File Cabinets/Back Office 
	District Manager and Supervisors

	Functional Affirmative Action Plans
	N1-448-02-1
  (Item 31a) 
	Temporary:  Maintain in office and transfer to FRC when five calendar years old. Destroy when ten calendar years old. 
	File Cabinets/Back Office 
	District Manager and Supervisors

	Notification of Contract Awards
	N1-448-02-1  
(Item 14a) 
	Temporary:  Maintain in office and destroy when three calendar year old. 
(Note:  Now Contract Awards will be sent solely to RO so this record will not be maintained at the district level after FY 2018).
	File Cabinets/Front Office
	District Manager and Supervisors

	Supply & Service








	N1-448-02-1
  (Item 19a) 
	Temporary:  Retain in office three calendar years after administrative/legal action (including judicial) is completed or case otherwise is closed; then transfer to FRC.  Destroy seven calendar years after case closure.
	File Cabinets/Back Office 
	District Manager and Supervisors

	Corporate Management Compliance Evaluations (CMCE)
	N1-448-02-1
  (Item 19a)
	Temporary:  Retain in office three calendar years after administrative/legal action (including judicial) is completed or case otherwise is closed; then transfer to FRC.  Break file at end of calendar year.  Destroy seven calendar years after case closure.
	File Cabinets/Back Office 
	District Manager and Supervisors

	Progress Reports  (Folder #5)
	N1-448-02-1 
 (Item 22a)
	Temporary:  Maintain in office for three calendar years or until the agreement is satisfied whichever is longer, then destroy. (These are maintained in case files).
	File Cabinets/Back Office 
	District Manager and Supervisors

	Quality Audits 
	N1-448-02-1  
(Item 13a) 
	Temporary:  Maintain in office.  Destroy two years after end of calendar year or when no longer needed in current operation, whichever is earlier.  
	Electronic Record
	District Manager and Supervisors
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