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u.s. Department of Labor
 
Women's Bureau (WB)
 

Name of System: Women's Bureau Information Management System (WBIS) 

Dates of Operation: August 19, 2002 to Present 

Background: The Women's Bureau was established by Congress in 1920, to develop standards 
and policies which Improve workmg conditions, advance employment opportumties and promote 
the welfare of wage-earnmg women WBIS ISa web-based information management system 
used to document and track distributed publications, collect contact and services mformation of 
mterest groups/orgaruzations, and collect mformation about Women's imtiatives 

Note: The disposition instructions apply to records regardless of physical form or 
characteristics. Records may be maintained in any format or any medium. The records 
are media neutral unless otherwise noted herein. 

1.	 System Aeeess: 

a	 Web Aeeess Portal. Internal, online portal prO'/Ide access to 'NBIS Mam Menu, 
logm dIalogue bQ)(es, na'l1gatIOnal buttons to access functIOnal elements and 
reference matenals ConsIsts of graphIcal, wntten, and/or audIo content, style 
sheets, scnpts, and code supporting functIOnality of the 'Neb applicatIOn 

DispOSition TEMPORl\ARY. Delete/destroy screen shots and other elements 
when no longer needed for admmistratlve/operatIOnal needs 

*Withdrawn: Item does not need to be scheduled 

2.	 Inputs: 

a	 Teehnieall"Assistanee. InformatIOn on requests for rout me mformatIOn on \VB 
events, serVIce requests, research on vromen's Issues, publicatIOns, photographs, 
newsletters or contact mfonnatIOn (GRS 14, Item 1) 

DispOSition TEMPORARY. Destroy when 3 months old 

b	 'Vll Aetivities. InfonnatIOn on conferences, events programs and outreach 
activIties 'NhlChare partICipated m or sponsored by the Women's Bureaus (GRS 
20, Item 2b) 

DISpositIOn TEMPORARY. Delete '.",hendata have been entered 111tOthe 
master tile or database and venfied, or when no longer reqUired to support 
reconstructIOn of, or serve as backup to, a master file or database, whIChever IS 
later-



c UserID and Passwords. PlIes created to mOnItor password and user 
IdentIficatlOn admmistratlOn Also mcludes mformatIon on system usage, logm 
and audIt trails (GRS 20, Item Ie) 

DISposItIOn TEMPORARY. Delete/destroy when the agency detem1mes they 
are no longer needed for adminIstrative, legal, audit, or other operatlOnal 
purposes 

d	 Contaet Infurmatien. InfonnatIOn on mdividuals, groups, or organIZatIOns that 
have mteracted wIth the Women's Bureau (GRS 20, Item 2b) 

DISposItIOn TEMPORtA..RY. Delete when data have been entered mto the 
master file or database and venfied, or '.vhen no longer reqUIred to support 
reconstructlOn of, or serve as backup to, a master file or database, '.vhIChever IS 
later-

3.	 Master File/Database: 

a	 Master file. Contains information on contacts, mdividuals or organizations, 
events, WB conferences, speeches, special meetmgs, and exlubits, WB 
publication matenal hstmg, formattmg elements, and data codes used for 
tracking Contacts can be added, deleted, updated, and hyperhnked, as needed 
Events Include time, location and tOpICof the event Searchmg In the system for 
pubhcations will YIeld a hnk to pubhcations available from the WB website or 
other sources, which can be then be pnnted or downloaded 

Disposition TEMPORARY. Destroy when superseded or obsolete 

4.	 Outputs: 

a	 Reports. ',liB Program and \VBIS System performance mOnItonng mformatIOn 
WhIChmclude ',liB Accomplishment Report, Event Report, DuplIcate Contact 
Report, RegIOn Code DescnptIOn, PublIcatlOn Inventory, Subject Code 
DescnptIOn Report, WBIS Achvlty Summary Report (GRS 20, Item 6) 

DISpositIOn TEMPORA.RY. Delete 'Nhen the agency detem1mes they are no 
longer needed for admmistratIVe, legal, audIt, or other operatlOnal purposes 

*Withdrawn: The system no longer produces these reports (per email 5-26-11, 
MS) 

b	 Responses. Responses to requests for technICal assIstance, publIcatlOns usmg 
standard "thank you" and cover letters Uses MICrosoft Word Mail Merge tiles to 
comb me mailing lists entnes with form letters for maIlmg (GRS 14, Item 1) 

http:TEMPORA.RY
http:TEMPORtA..RY


DISposItIOn TEMPORARY. Destroy Vl'hen3 months old 

c DiFeetoF's COFneF. [Reserved] InfonnatIOn sent by the Dlfector to \VB staff
 
Messages have a start and end date and are automatICally deleted at the end date
 
(GRS 23, Item 71)
 

DISpOSItIOn TEMPOR,A ..RY. Destroy ImmedIately, or v.'hen no longer needed
 
for reference, or accordmg to a predetermmed time penod or busmess rule (e g ,
 
usmg the auto delete feature of electronIc maIl systems)
 
*Withdrawn: The system does not and has never contained this Item despite an
 
earlier intent (per telephone conversation on 5-24-11, MS)
 

d	 Tasl(-Sand Orders. InformatIOn on tasks aSSIgned to WB staff and status 
trackmg Use ISvoluntary and mostly used for convenIence and coordmatIOn of a 
temporary actIOn (GRS 23, Item 71) 

DIspOSItion TEMPOR,A,.RY. Destroy Immediately or when no longer needed 
for reference, or accordmg to a predetermmed tIme penod or busmess rule (e g , 
usmg the auto delete feature of electromc mall systems) 

5.	 System Documentation: 

a	 UseI' and System Administration Guide. System documentatIOn conSIsts of 
descfIptIOn and operatmg manuals for the software applIcatIOn, user manuals, 
description of the operatmg enVIronment, softvlare and hardvlare operatmg 
reqUIrements, admInIstratIVe procedures, system admInIstrator operatmg 
mstructIOns and procedures, busmess rules, and office operatmg procedures 
(GRS 20, Item 11al) 

DIspOSItion TEMPOR,A,.RY. Destroy or delete upon authofIzed deletIOn of the 
related electronIc records or upon the destructIOn of the output of the system If the 
output ISneeded to protect legal fIghts, 'NhlChever IS later 
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