File Plan – Financial Management Branch –2019-10-28

	RECORD NAME
	RECORDS SCHEDULE
	DISPOSITION
	LOCATION

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

Destroy when business use ceases.
	Paper: Files cabinets in C-5517

Digital: 

	Back Wages and Civil Money Penalties


	WHD Mission / Item 1
	Temporary: Delete three years after date of last action.
	Paper  Records:

Tax Documentation
File Room Patriots Plaza

BW and CMP Receipts
File Room Patriots Plaza

Digital Records:

Treasury Report on Receivable
Shared Drive \\al-wh\WHD National FMB- Financial Reports

Journal Vouchers 

Shared Drive \\al-wh\WHD National FMB- Financial Reports



	Budget – General


	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use.
	Shared Drive \\al-wh\WHD Budget Team



	Budget Apportionment Files


	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use.
	Shared Drive \\al-wh\WHD Budget Team



	Budget Report – Annual Report


	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use.
	Shared Drive \\al-wh\WHD Budget Team



	Budget Reports – Other Than Annual Report


	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use.
	Shared Drive \\al-wh\WHD Budget Team



	Cost Accounting Records and Reports


	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use
	Shared Drive \\al-wh\WHD National FMB- Financial Reports



	Procurement


	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use
	Patriot Plaza, Suite 11-100

375 E. Streets. SW, Washington DC 20024 (In the Individuals COR Cubical) ( Paper Files)

	Copies of Contracts/ Modifications Repository  FY13-Current Year( Electronic)
	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use
	Contracts Branch (\\al-wh\whd\national) (Z:)

	FY19  WHD Master Contract list Budget Est 
	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use
	Contracts Branch (\\al-wh\whd\national) (Z:)

	Contracts UDO’s FY11-19 Reports 
	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use
	Contracts Branch (\\al-wh\whd\national) (Z:)

	WHD Financial Management Branch 

Procurement Section Desk Reference


	WHD Administration and Management Schedule  /  Item 1 /  COR Files
	Stored Shared Point
	Contracts Branch (\\al-wh\whd\national) (Z:)

	WHD Estimates/Validations


	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use
	Contracts Branch (\\al-wh\whd\national) (Z:)

	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.
	Division chief’s office

	Travel and Transportation Records

	WHD GRS Bucket – Finance and Budget
	Temporary. Destroy 7 years after close of pertinent fiscal year, but longer retention is authorized if required for business use
	Division Director’s Office & Analyst Cubicles


	Accounting- General
	
	
	Digital Files:

Financial Management Certification Shared Drive \\al-wh\WHD National FMB- Financial Reports

SF-133 GTAS Certification 
Shared Drive \\al-wh\WHD National FMB- Financial Reports

UDO Certification
Shared Drive \\al-wh\WHD National FMB- Financial Reports

Fund Balance with Treasury Reconciliations (FBwT)

Shared Drive \\al-wh\WHD National FMB- Financial Reports

Obligation Analysis 

Shared Drive \\al-wh\WHD National FMB- Financial Reports

JV Analysis

Shared Drive \\al-wh\WHD National FMB- Financial Reports

Agency Financial Analytics (AFA)
Shared Drive \\al-wh\WHD National FMB- Financial Reports
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