File Plan – Division of Communications 2019

	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”

	Correspondence – Routine
	GRS 6.4, 020
	Temporary. Dispose or delete 1 year after final action.
	Paper: Copies in Chron file, Room S-3510

Digital: https://usdol.sharepoint.com/sites/WHD/no/ppet/com/Private%20%20Communications/

	Interpretive and Technical Guidance
· WHAMs

· AIs

· FABs
	N1-155-2011-2001 - Item 4

1558004000

	Permanent. Cut-off annually at end of calendar year. Transfer official recordkeeping copy to National Archives one year later.
	Paper: 

Digital: Draft Versions on OEA Shared Folder Final on Intranet or Web.
SharePoint - WHRL

	Plans and Reports – Routine
· Weekly Reports

· Cabinet Affairs Reports

· Policy Reports


	N1-155-2011-0002 - Item 2 b

1556002b00
	Temporary. If the official recordkeeping copy is:

Paper: Destroy after 12 years.

Digital: Delete after 12 years.
	Paper: OEA Shared Folder 

Digital: SharePoint system –Plans and Reports 
Weekly Reports on Intranet

Cabinet Affairs and Policy Reports on Wendy’s network drive.

	Plans and Reports - Supporting Materials
	N1-155-2011-0002 - Item 2 c

1556002c00
	Temporary. If the official recordkeeping copy is:

Paper: Destroy after 16 years.

Digital: Delete after 16 years.
	Paper: OEA Shared Folder 

Digital: SharePoint system – Plans and Reports

	Publications

· WHPS

· Archive copies

· Design files
	N1-155-2011-0003 – item 5a
	Temporary. Cut-off at the end of calendar year. Destroy or delete after 16 years.
	Paper: archive copies in pubs room/ warehouse
Digital: List of pubs on WHPS Electronic pubs on intranet & web Design files on individual hard drives.

	Substantive agreements with other entities.
· MOU’s

· AEU’s
	N1-155-2011-0003 - Item 10

1557010000
	Permanent. Cut-off annually at end of the calendar year in which the agreement expires. Transfer official recordkeeping copy to National Archives one year later.
	Paper: POEA Shared Folder  

Digital: Intranet or Web
SharePoint - https://usdol.sharepoint.com/sites/WHD/Shared%20Documents/Forms/ - Agreements with Other Entities folder

	Supervisor’s Personnel Files and Duplicate OPF Documentation
	GRS 2.2, 080
1550118a00
	Temporary: Review annually and destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer.
	 Paper Copies in File Cabinet in Michael’s office.

Electronic Copies of personnel files are on Michael’s personal hard drive.  

	Talking points, speeches
· Substantive speeches delivered to external conferences by Administrator or Deputy
	N1-155-2011-0002 – item 2a
	Permanent. Cut-off at the end of calendar year Transfer paper records to the National Archives in 5 year blocks when most recent records are 15 years old. Pre-accession electronic records when five years old and transfer legal custody to the National Archives when 15 years old.
	Digital: \\al-wh\OEA\Division of Communications


	Trackers: Press Releases, Translations, Strategic Communications, AEUs, Consultation Events
	GRS 6.4, 010
	Temporary. Destroy

when 3 years old, or no

longer needed,

whichever is later.
	Digital: on shared drive

	

	Web site content 
	N1-155-2011-2003 - Item 5 a

1557005a000
	Temporary. Cut-off at the end of calendar year. Destroy or delete after 16 years.
	Paper:

Digital: Web Team Archives. Some kept on OEA Shared Folder
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