File Plan – Government Contracts Branch 10/21/2019

	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 Cabinets in Room S-3006
Digital: https://usdol.sharepoint.com/sites/WHD/no/ogc/gce/Documents/ 

	Correspondence – General and Routine
	GRS 6.4
	Dispose or delete 1 year after final action
	Paper: File Cabinets in Room S-3006

Digital: https://usdol.sharepoint.com/sites/WHD/no/ogc/gce/Lists/Correspondence%20Log/AllItems.aspx 

	Debarment of Contractors – use “Sanctioned Employers / Significant Violators”
	WHD Mission – Item 6
	Temporary. If the official recordkeeping copy is:

Paper: Transfer to FRC two years after final action. Destroy five years after final action.

Digital: Delete 5 years after final action.
	Paper: File Cabinets in Room S-3006

Digital: https://usdol.sharepoint.com/sites/WHD/no/ogc/gce/Lists/Debarments/AllItems.aspx 

	Interpretive and Technical Guidance
	WHD Policy/ Item 3
	Permanent: Cut off annually at end of calendar year. Transfer official recordkeeping copy to National Archives one year later
	Paper: File Cabinets in Room S-3006
Digital: https://usdol.sharepoint.com/sites/WHD/no/ogc/gce/Documents/ - Sub regulatory guidance folder

	Training Records - Mission
	WHD Mission – Item 7a
	Disposition: Temporary. Cut-off inactive records after course or material is superseded. Destroy or delete records 16 years after file closure.
	Paper: File Cabinets in Room S-3006

Digital: https://usdol.sharepoint.com/sites/WHD/no/ogc/gce/Documents/  PRevailing Wage Seminar Instructor PowerPoints PDF

	Policy Records – Supporting and background materials.
	WHD Policy – Item 5
	Temporary. If the official recordkeeping copy is: Paper: Destroy after 16 years. Digital: Delete after 16 years.
	Paper: File Cabinets in Room S-3006

Digital: https://usdol.sharepoint.com/sites/WHD/no/ogc/gce/Documents/

	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	Temporary: Review annually and destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer.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: In Division Director’s Office


	Rulemaking – records of proposed rule development

(briefing papers, drafts, internal comments, stakeholder input, analyses, background and supporting materials)
	GRS 6.6, 010
	Temporary. Destroy 6 years after publication of final rule or decision to abandon publication, but longer retention is authorized if required for business use.
	Paper: File Cabinets in Room S-3006
Digital: 

	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.
	Paper: Staff members’ cubes
Digital: staff network drives and E2
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