Jacksonville District Office File Plan – 2019

	RECORD NAME
	RECORDS SCHEDULE
	DISPOSITION
	LOCATION

	Back Wages and Civil Money Penalties
· Back wage logs
· CMP logs
Classification Code: 1557001000
	WHD Mission – Item 1


Disposition Authority: N1/155/11/3/1
	TEMPORARY. If the official recordkeeping copy is:
PAPER: Destroy 3 years after final action.
DIGITAL: Delete 3 years after final action.
	PAPER: Investigator’s file cabinets.

DIGITAL: WHISARD and BCDS

	Correspondence –General
· ABA Referral Letters
· GAF (General Alphabetic Files)
· Reading files
Classification Code: 1559601100
	WHD General Correspondence – Item 1


Disposition Authority:
DAA-GRS-2013-00070001
	TEMPORARY: Break file at end of calendar year. Retain files in office for 3 calendar years, then retire to the Federal Records Center. Destroy file when calendar years old.
	PAPER: GAF file & Read file cabinet

DIGITAL:

	Correspondence – Significant and Controlled
· Correspondence controlled by the Assistant District Director
· Congressional correspondence


Classification Code: 1557005b00
	WHD Mission – Item 5 b






Disposition Authority: N1/155/11/3/5b
	TEMPORARY: If the official recordkeeping copy is:
PAPER: Cut-off annually at end of calendar year. Transfer to Federal Records Center after 3 years. Destroy after 12 years.
DIGITAL: Cut-off annually at end of calendar year. Delete after 12 years.
	PAPER: ADD Rodriguez’s Office for all of the DO

DIGITAL: 

	Documentation of Enforcement (Case Files) Interventions
· Full investigations
· Limited investigations
· Self-audits
· Desk audits
· Conciliations
· Joint Review Committee (JRC)
· Enhanced Compliance Agreements (ECA)
Classification Code:1557003a00
	WHD Mission – Item 3 a









Disposition Authority: N1/155/11/3/3a
	TEMPORARY: If the official recordkeeping copy is:
PAPER: Transfer to Federal Records Center 3 years after final action. Destroy after 12 years.
DIGITAL: Delete 12 years after final action.
	PAPER: Case File cabinets in DO File Room

DIGITAL: WHISARD



	Exit interviews (NOTE: Records not specific to an agency separation initiative.)
· Records documenting the general work process to release career, temporary, and political-appointment employees from employment status. Includes:
· Registers of separation or transfers such as SF-2807, SF3103, or similar records
· Retention registers and related records
· Reports, correspondence, and control documents
· Exit interview compilations identifying and tracking trends

Classification Code: 15502-5010
	GRS 2.5: Employee Separation Records – Item 010











Disposition Authority:
DAA-GRS-2014-0004-0001
	TEMPORARY: Destroy when no longer required for business use.
	PAPER: WHAS file cabinet
DIGITAL: 

	Facility, space, equipment, stock, and supply administrative and operational records.
· GSA (General Services Administration) files
· Inventories of property, equipment, furnishings, stock, and supplies
· Office space files
· Records tracking supply and procurement requirements
· Related correspondence
· Reports of survey regarding lost, damaged, missing, or destroyed property
· Requests for space using Standard Form 81 or equivalent 
· Requisitions for supplies and equipment


Classification Code: 15505-4010
	WHD GRS Bucket - Operations



















Disposition Authority:
DAA-GRS-2016-0011-0001
	TEMPORARY: Destroy when 3 years old or 3 years after superseded, as appropriate, but longer retention is authorized if required for business use.
	PAPER: WHAS file cabinet
DIGITAL: Outlook/SharePoint

	Interviews with prospective employees




Classification Code:1550108000
	GRS 1: Civilian Personnel Records – Interview records


Disposition Authority: 
NC1-64-77-10 item 8
	TEMPORARY: If the official recordkeeping copy is:
PAPER: Destroy 6 months after transfer or separation of employee.
DIGITAL: Delete 6 months after transfer or separation of employee.
	PAPER: DD’s Office

DIGITAL:

	Mail, printing, and telecommunication services control records.
· Phone bills
· Postage
· United Parcel Service receipts

Classification Code: 15505-5020
	GRS 5.5 – Item 020




Disposition Authority:
DAA-GRS-2016-0012-0002
	TEMPORARY: Temporary. Destroy when 1 year old or when superseded or obsolete, whichever is applicable, but longer retention is authorized if required for business use.
	PAPER: WHAS file cabinet

DIGITAL:

	Office Administrative Files
Records accumulated by individual offices that relate to the internal administration or housekeeping activities of the office rather than the functions for which the office exists. In general, these records relate to the office organization, staffing, procedures, and communications, including budget records, day-to-day administration of office personnel including training and travel; supplies and office services and equipment requests and receipts; and the use of office space and utilities. They may also include copies of internal activity and workload reports (including work progress, statistical, and narrative reports prepared in the office and forwarded to higher levels) and other materials that do not serve as unique documentation of the programs of the office.
Classification Code: 1552301000
	GRS 5.1, 010


















Disposition Authority:
GRS 23, Item 1
	TEMPORARY: Destroy when no longer needed..
	PAPER: WHAS file cabinet

DIGITAL: SharePoint

	Outreach and public contact



Classification Code: 1557005a00
	WHD Mission – Item 5 a



Disposition Authority: N1/155/11/3/5a
	TEMPORARY: If the official recordkeeping copy is:
PAPER: Destroy or delete after 16 years.
DIGITAL: Destroy or delete after 16 years.
	PAPER. 

Digital. CORPS  Share Point

	Supervisor’s Personnel Files and Duplicate OPF Documentation


Classification Code: 1550118a000
	[bookmark: _GoBack]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: DD & ADD File cabinets 

DIGITAL: Outlook

	TA Logs (Technical Assistance Logs)
Logs of the public calls received and answered by staff who are assigned technical assistance
Classification Code: 15504-1010
	GRS 4.1 – Item 010


Disposition Authority:
DAA-GRS-2013-0002-0016
	TEMPORARY: Temporary.  Destroy when no longer needed.
	PAPER: Held by WHTs

DIGITAL:




Page 3 of 4

