File Plan – Business Operations


	RECORD NAME
	RECORDS SCHEDULE
	DISPOSITION
	LOCATION

	Administrative records maintained in any agency office
	GRS 5.1, 010
	Temporary.

Destroy when business use ceases.
	Paper: File cabinet in Room S-3013F
Digital: SharePoint folder – “Administrative Files, Routine”

	Operations Records

· Building Management – General 

· Communications Records

· Motor Vehicle Maintenance and Operations 

	WHD GRS Bucket – Operations
	Temporary. Destroy 3 years after final action, but longer retention is authorized if required for business use.
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder – “Administrative Files, Routine”

	Correspondence – Routine
	GRS 6.4
	Temporary. Dispose or delete 1 year after final action.
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder – “Administrative Files, Routine”

	Employee Performance File System Records
	GRS 2.2 070 and 071
	Acceptable: Destroy no

sooner than 4 years after date

of appraisal, but longer

retention is authorized if

required for business use.
Unacceptable: 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.
	Digital: 

	Equal Employment Opportunity official discrimination complaint case files – Formal process.

	GRS 2.3, 032
	Temporary. Destroy 7

years after resolution of

case, but longer retention

is authorized if required

for business use.
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder – “Personnel”

	Pay and Benefits
	WHD GRS Bucket – Finance and Budget Records
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use.
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder – “Personnel”

	Plans and Reports - Routine
	WHD Administration and Management / Item 2 b
	Temporary. If the official recordkeeping copy is:

Paper: Destroy after 12 years.

Digital: Delete after 12 years.
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder – “Plans and Reports”

	Procurement
	WHD GRS Bucket – Finance and Budget Records
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use.
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder – “Procurement”

	Supervisor’s Personnel Files and Duplicate OPF Documentation
	GRS 2.2, 080 
	Temporary: Review annually and destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer. 
	Paper: Locked file cabinets in Branch Chief’s office in Room S-3015F

Digital:  

	Non-Mission Training Records
	WHD GRS Bucket - Operations
	Temporary. If the official recordkeeping copy is:

Paper: Destroy three years after final action.

Digital: Delete three years after final action.
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder – “Personnel”

	Travel and Transportation Records
	WHD GRS Bucket – Finance and Budget Records
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use.
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder – “Administrative Files”

	Continuity and Emergency planning files
	GRS 5.3, 010
	Temporary. Destroy

when 3 years old or 3

years after superseded

or obsolete, whichever is

applicable, but longer

retention is authorized if

required for business

use.
	Paper: File cabinet in Room S-3013F

Digital: SharePoint folder – “COOP”
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