	District Office: 
	Boston District Office 
	Date:  
	10-30-19 


 
	Record Name 
	Record Schedule 
	Disposition 
	Location (paper or electronic) 
	Date Range 

	Operations Records 
	Destroy 3 years after final action, but longer retention is authorized if required for business use. 
	 
	 

	Building management 
	GRS 5.4, 010 
	
	Boston DO 
	2016 - present 

	Motor vehicle records 
	GRS 5.4, 010 
	
	Electronic – DD Matos laptop
	 2016 - present 

	Excess property and vehicle records 
	GRS 5.4, 040 
	
	Electronic – DD Matos laptop
	 2016 - present 

	Time and attendance records 
	GRS 2.4, 030 
	
	WebTA - electronic  
	2013 - present 

	Continuity planning and emergency planning records 
	GRS 5.3, 010 
	
	electronic 
	current 

	Mail, printing, and telecommunication records 
	GRS 5.5, 010 and 030 
	
	Boston DO 
	2016 - present 

	General IT Management Records 
	Destroy 7 years after final action (system superseded, obsoleted, decommissioned, or abandoned), but longer retention is authorized if required for business use. 
	 
	 

	IT operations and maintenance records (including account creation and deletion forms) 
	GRS 3.1, 020 
	
	Boston DO 
	2012- present 

	Finance and Budget Records 
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use. 
	 
	 

	Financial transaction records 
	GRS 1.1, 010 
	
	[bookmark: _GoBack]Philadelphia Regional Office – Back up in Boston DO 
	2012 - present 

	Routine Correspondence (GAF/ABC/Monthly file) 
	GRS 6.4 
	Temporary. Dispose or delete 1 year after final action. 
	Boston DO 
	2018 - present 

	Documentation of Enforcement Interventions (Case files) 
	N1-155-2011-0003, item 3a 
	Temporary. If the official recordkeeping copy is:  
Paper: Transfer to Federal Records Center 3 years after final action. Dispose of 12 years after final action. 
Electronic: Delete 12 years after final action. 
	Boston DO
 
FRC 
	2016 - present 
 
 
2007 - present 

	Back Wages and Civil Money Penalties 
	N1-155-2011-0003, item 1 
	Temporary. If the official recordkeeping copy is: 
Paper: Destroy 3 years after date of last action 
Electronic: Delete 3 years after date of last action 
	Electronic – SharePoint 
	2016-present 

	Significant Plans and Reports 
Initiative planning 
Must be maintained electronically as of 1/1/2020 
	N1-155-2011-0002, item 2a 
	Permanent. Pre-accession electronic records when five years old and transfer legal custody to the National Archives when 15 years old. 
	Electronic – SharePoint 
	2007 - present 

	Routine Plans and Reports 
 
	N1-155-2011-0002, item 2b 
	Temporary. If the official recordkeeping copy is: 
Paper: Destroy after 12 years 
Electronic: Delete after 12 years 
	Boston DO
	2007 - present 

	Plans and Reports - Supporting Materials 
 
	N1-155-2011-0002, item 2c 
	Temporary. If the official recordkeeping copy is: 
Paper: Destroy after 12 years 
Electronic: Delete after 12 years 
	Boston DO
	2007 - present 

	Routine (non-mission) training materials 
	N1-155-2011-0003, item 7b 
	Temporary. Cut-off inactive records after course or material is superseded. Destroy 3 years after file closure. 
	N/A 
	N/A 

	Personal Identification Credentials and Cards 
	GRS 5.6, 121 
	Temporary. Destroy after expiration, confiscation, or return. 
	N/A 
	N/A 

	Supervisors’ Personnel Files 
	GRS 2.2, 080 
	Temporary. Review annually and destroy superseded documents. Destroy remaining documents 1 year after employee separation or transfer. 
	Boston DO 
	2018 - present 

	Job Interview records 
copies of records in the job vacancy case file (maintained by OASAM), notes of interviews with selected and non-selected candidates, reference check  documentation 
	GRS 2.1, 050 
	Temporary. Destroy 2 years after case is closed by hire or non-selection, expiration of right to appeal a nonselection, or final settlement of any associated litigation, whichever is later. 
	Boston DO 
	2017 - present 

	Records Management Records 
	GRS 4.1, 020 
	Temporary. Destroy no sooner than 6 years after the project, activity, or transaction is completed or superseded, but longer retention is authorized if needed for business use. 
	Boston DO
	2013 - present 


 

