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REQUEST FOR DISPOSITION AUTHORITY 
(See Instructions on reverse) 

TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION 
WASHINGTON, DC 20408 

1 FROM (Agency or estabhshment) 
.S. Department of Labor (DOL) 

Of the Assistant Secretary for Administration and 

UNITED STATES 

LOVE, OASAM Records Manager 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in the matters pertammg to the disposition of ItSrecords and that the 
records proposed for disposal attachedif,age(s) are not needed for the busmess of this agency or will not be needed after the 
retention periods specified, and that written concurrence from the General Accountmg Office, under the provisions of Title 8 of the 
GAO Manuel for GUidance of Federal Agencies, 

X IS uested 
DATE 
9-15-2009 

7. 8. DESCRIPTION 9. GRSOR 10. ACTION 
ITEM SUPERSEDED TAKEN 
NO JOB CITATION (NARA USE 

See Attached Descriptive List for
 
US Department of Labor
 

Office of the Assistant Secretary for Administration and
 
Management (OASAM)
 

Human Resources Center (HRC)
 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91) 
PREVIOUS EDITION NOT USABLE Prescnbed by NARA 36 CFR 1228 

ould be left blank 



US Department of Labor
 
Office of the Assistant Secretary for Administration and Management (OASAM)
 

Human Resources Center (HRC)
 

Background: 
Mission To provide leadership, guidance, and technical expertise m all areas related to management of 
the Department's human resources, mcludmg recruitment and development of staff, management of 
personnel systems, and leadership m labor management partnership Provides services to Department of 
Labor employees to Improve and support work and family life, and direct human resource support and 
services for OASAM and OASAM client Agencies 

Functions: 

•	 Assists managers m attractmg, developmg, and retammg a highly qualified and diverse workforce 
Provides recruitment programs and mitiattves, orientation for entermg employees, and career 
counselmg and progression servrces and programs 

•	 Develops human resource programs and provides Departmental leadership and direct client services 
for staffing, classification, performance management, and pay admrrustratron 

•	 Assists DOL managers m executtve management and provides advisory services related to 
orgamzanonal design 

•	 Performs related program analysis and evaluation and manages supportmg automated systems 

•	 Represents the Department to the Office of Personnel Management and the Merit Systems Protectron 
Board m matters related to human resource Issues and related responsibilmes 

•	 Provides leadership and expert assistance m Departmental employee relations and labor management 
relations matters Adrmmsters DOL's collective bargairung agreements, provides policy and 
technical guidance regardmg employee and labor relations Issues Represents the Department of 
Labor III negonations and proceedmgs before various third parties 

•	 Provides leadership 111 the development of family and work life programs and mrtiatrves 

•	 Provides Departmental guidance and techrucal assistance 111 matters related to employee benefits and 
direct benefits counseling and services for employees of OASAM and client Agencies 

•	 Produces the Department's mternal commurucation media, mcludmg Labor Exchange and OASAM 
Newsletter, and dissemmates human resource management regulations and program information 
through paper and electronic media, e g , LaborNet 

•	 Promotes the Department's efforts to enhance customer service, streamline organrzations, and reduce 
costs, monitors the DOL Agencies' progress on remvennon mmatrves 

•	 PrOVIde facihties and related support services for use m trammg, meetmgs, and conferences 

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. 
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Administration: OASAMIHRC Records Pertaining to Administrative Functions 

Department of Labor Official Organization Charts. Records, mcludmg correspondence and 
background materials, relating to the departmental orgaruzatronal charts, functional statements 
and other related records 

Official Copy: 

a Paper 

Disposition: PERMANENT Cut-off mactive records when superseded 
Transfer to FRC 3 years after cut-off Transfer to the National Archives 
10 years after file cut-off 

or canceled 
m 5 year blocks, 

b. Electronic 

Disposition: PERMANENT Cut-off mactive records when superseded 
Transfer to the National Archives in 5 year blocks, 10 years after file cut-
accordance WIth NARA standards 

or canceled 
off m 

2	 Controlled and Major Correspondence (Blue Borders) - Senior Officials: Includes SIgned 
controlled and major correspondence that (1) significantly documents program activmes, and/or 
(2) was processed under special handlmg control procedures (Blue Borders) Case file consists of 
mcornmg letters, copies ofthe responses, enclosures, and supportmg matenal Also includes 
indexes to the correspondence 

a.	 Signature-Level: Secretary of Labor and Other DOL Senior Officials - Paper. 
Disposition. PERMANENT Cut-off at the end of the calendar year Transfer to FRC 
3 years after cut-off Transfer to the National Archives WIth any related documentanon 
and external findmg aids 15 years after file cut-off 

b.	 Signature-Level: Secretary of Labor and Other DOL Senior Officials - Electronic. 
Disposition. PERMANENT Cut-off at the end of the calendar year Transfer to the 
National Archives WIth any related documentation and external finding ards, as specified 
in 36 CFR 1228 270 or standards applicable at the time, 15 years after file cut-off 

c	 Reference Copy Copynes) of the signature page of the official record copy returned to 
the signature seruor official filed as part ofthe reading file, subject file, or chronology 
file 

Disposition. TEMPORARY Delete/Destroy m accordance WIth the disposinon 
mstructions of the senes of which It becomes a part 

3	 Controlled and Major Correspondence (Blue Borders) - Division Directors: Correspondence 
mcludes SIgned controlled and major correspondence SIgned by DIVISIOnDIrectors and other 
personnel ' 

Signature-Level: Division Directors and Other HRC Personnel. 
Disposition. TEMPORARY Cut-off at the end of the calendar year Transfer to FRC 3 
years after cut-off Destroy 10 years after file cut-off 

4	 General Correspondence Files. Incommg letters and enclosures, and copres of all non-
controlled correspondence and memoranda relatmg to work accomplishments, personnel needs. 
and other routme activmes of the office 

Disposition. TEMPORARY Cut-off at the end of the calendar year Transfer to FRC 3 
years after cut-off Destroy 5 years after file cut-off 
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5	 Office of the Director Subject Files. Ongmal, convenience copies, extra copies, copies for 
mformation and reference of correspondence and other documents that are usually 
duplicated In program files and do not require action 

a.	 Official Copy. 

Disposition. TEMPORARY Cut-off at the end of the calendar year Destroy 
Immediately after cut-off 

b	 Reference Copy 

Disposition. TEMPORARY Destroy when no longer needed for current business 

6	 Meetings and Conferences Case Files. Memoranda, correspondence and reports concernmg 
Internal HRC meetings Includes All-Hands, staff meetings, managers meetmgs, 
regularly scheduled and/or ad hoc meetmgs 

Office-level or DOLIHRC-wide.
 
Disposition. TEMPORARY File by subject, and then chronologically Cut-off at the end
 
of the calendar year Destroy 3 years after cut-off Supersedes NC-174-76-1, item 1.
 

7	 Standard Operating Procedures (SOPs). Standard operating procedures for the office or a 
specific process 

Official Copy.
 
Disposition. TEMPORARY Review at the end of the calendar year Destroy when
 
superseded or obsolete Supersedes NC-174-76-1, item 1.
 

8	 WOFd PFoeessing Files and SPFeodskeets. DoeumeRts sueh as letters memoraRda, reports 
haRdbooks, dlreetlves, aAd maAuals produeed aRd reeorded OReleetroRle media 

Official Record Copy - Word Processing and Spreadsheets.
 
Disposition. TEMPORARY Cut off ",heR fiRahzed Move to a drive 'Nlth "Read OAly"
 
aeeess DISPOSltlOAISthe same as paper eoples aeeordlAg to subjeet matter lIsted IAthiS
 
sehedule GRS 20, Items 13 and 15
 

Audits and Surveys - Records Pertaining to Audits and Surveys 

9	 Audits, Investigations, Surveys Case Files. Consists of all documents pertammg to specific 
audits, accountability reviews, desk audits, etc except Audits of Contracts and those audits 
requmng a longer retention 

Official Copy.
 
Disposition. TEMPORARY Cut-off at the end of the calendar year Transfer to a FRC
 
when 3 years old Destroy when 6 years old Supersedes NCI-174-76-3, item 1.
 

Budget - Records Pertaining to the Preparation, Review, and Submission of the Budget 
Data, Including Estimates, Justifications, Policies, and Procedures 

10	 Financial Planning and Analysis General Correspondence Files. Consists of subjective 
general correspondence mamtamed at the Bureau level Records Include Items that refer to 
financial planrung/budgenng and analysis/procedures In general which would not be SUItable for 
filmg In a specific case file 
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Official Copy 

Disposition. TEMPORARY Cut-off at the end ofthe fiscal year Maintain In office 
Destroy 3 years after cut-off Supersedes NC-174-76-1, item 1. 

Equipment - Records Related to Equipment Use 
and Property Owned by the Department of Labor 

11	 Equipment Maintenance Records. Receipts and records of equipment maintenance and repairs 
used to reconcile monthly credrt charges for repairs 

Disposition. TEMPORARY Cut-off at the end of the fiscal year Destroy after final 
payment for service Supersedes NC-174-76-1, item 1. 

Event Management - Records Related to the Scheduling 
and Management of Departmental Programs and Events 

12	 Events, Seminars, Conferences, Meetings Case Files. Events Case Flies which Include records 
related to sponsorship or participanon In Departmental events, professional associations 
conferences, seminars Records consist of event materials, reports, agendas and arrangements, 
floor plans, evaluations, and other related documents 

Official Copy. 
Disposition. TEMPORARY Cut-off at the end of the calendar year Destroy 2 years after 
cut-off Supersedes NC-174-76-1, item 1. 

13	 Events Follow-up Action Files. Space and Events follow-up activmes May Include 
confirmanon of hospitahty services, extra copies of events material contained In the Official 
Events Case FIles The DIrector maintains the Official Events FIles Official record copies that 
result from these activrtres are Included In the Official Events Flies DOL Finance Office has 
SIgned copies of funding authorizations 

a Official Case Files 

Disposition. TEMPORARY FIle any record material chronologically 
name Cut-off when event IScompleted Destroy 2 years after cut-off 
174-76-1, item 1. 

by year and event 
Supersedes NC-

b All Other Material 
Disposition. TEMPORARY File non-record material chronologically by year and event 
name Destroy immediately after event IScompleted (cut-off) Supersedes NC-174-76-1, 
item 1. 

14	 Space and Equipment Leasing Case Files. Requests for space and equipment leasing Flies 
include applications for space, floor plans, seatmg arrangements, alcohol exemption, any audio-
VIsual needs 

Official Copy. 
Disposition. TEMPORARY Cut-off and the end of the fiscal year Destroy 3 months 
after cut-off Supersedes NC-174-76-1, items land 18. 

Facilities - Records Related to the Support and Space Reservations for Training 
Conferences and Meeting Facilities 

15	 Architectural and Engineering Drawings. Paper ongmal (not copies) architectural and 
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engmeenng drawings of U S DOL facihtres 

Disposition. PERMANENT Cut-off upon closing of building Transfer to NARA 
immedrately upon cut-off 

16	 Space and Building Renovation Files. Correspondence, memoranda, surveys, blueprints, 
drawings, reports and other documents relating to space and/or buildmg remodeling, repamng 
and maintenance Blueprints and drawings are copies -- not originals. See Record Senes Item 
16 for the disposition of ongmal architectural drawings, etc 

Disposition. TEMPORARY Cut-off at the end ofthe calendar year or at the completed 
renovation Keep for 3 years and then transfer to FRC Destroy 10 years after cut-off 

17	 General Services Administration (GSA) Public Building Service General Correspondence 
Files. General correspondence with the GSA's Publtc Buildmg Service 

Disposition. TEMPORARY Cut-off at the end of the calendar year Keep for 3 years and 
then transfer to FRC Destroy 5 years after cut-off Supersedes NC-174-76-1, item 7. 

Graphics and Printing - Records Related to the Design, Development and Printing of 
Poster, Brochures, Certificates and Other Documents 

18	 Publications, Brochures, Posters Files. Official record copy of each brochure, newsletters,
 
posters and other graphic and publtshed documents
 

Official Copy. 
Disposition. TEMPORARY FIle alphabetically by program and brochure name Cut-off 
when obsolete or superseded Destroy 3 years after cut-off Supersedes NC-174-96-4, item 
3. 

Human Resources Management - Records Pertaining to Human Resources Management 
That Are Not Covered by Other Functions. 

19	 Training Records - Program Specific Materials Official record copy of manuals, syllabuses, 
textbooks, and other trainmg ards developed by the agency 

Disposition. TEMPORARY Cut-off at the end of the calendar year In which trammg IS 
completed Keep for 3 years and then transfer to FRC Destroy when 5 years old, or 5 years 
after completion of the trairung Supersedes NC-174-76-1, item 16. 

20	 Determining Examining Case Files (below GS-14). Indivtdual case files of mdrviduals eligrble 
for exarmnanon May Include correspondence, certificate of ehgibihty, exarmnmg and 
recruitment operations, test materials and related matenals 

Disposition. TEMPORARY FIled alphabetically by last name Cut-off at the end of the 
calendar year and then transfer to FRC Destroy 3 years after cutoff 

21	 Determining Examining Log Books. Statrstical data on delegated exammmg activities used to 
subrmt the quarterly report to OPM 

Disposition. TEMPORARY Cut-off at the end of the calendar year Destroy 3 years after 
submission to OPM 

22 Employee Award Files - Department-Level. Records relatmg to department-level awards 

Disposition. TEMPORARY Cut-off at the end of the calendar year Destroy when 3 
years old Supersedes NC-174-76-1, items 12,13, and 14. 
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23	 Employee Performance Records - <Presidential Appointees). Performance records pertammg 
to Presidential appointees are not covered by GRS 

Disposition. TEMPORARY Cut-off at the end of the calendar year or when appomtee 
leaves the pOSItIOn Keep for 3 years and then transfer to FRC Destroy 5 years after date of 
appraisal 

Information Technology - Records Related to the Operation of Information Technology 
(IT) Services within the Human Resources Center. 

24	 InfeFmation Systems PFojeet Files Implemented. Reeords doeumentlAg eaeh InformatIOn 
System prOjeet vilthln the U S DOL Eaeh prOjeet typleally lAeludes the followlAg 
doeumentatlon, as well as related eorrespoAdeAee and explaAatof)' reeords StatemeAt oP)/ork 
(SOW), PrOjeet PlaAs, COAfiguratloA MaAagemeAt PlaA, Seeunty PlaA, BuslAess Case/Plan, 
FUAetlOAal/TeehAleal RequlremeAts, Test PlaA, TralAlAg PlaA, ImplelfleAtattoA PlaA, aAd ChaAge 
MaAagemeAt Plan 

Moderate to Comple~i:prOjeets may also lAelude Risk AssessmeAt PlaAs, Qualtty Assuranee 
PlaAs, ExtefAal DeslgA DoeumeAt, IAtefAal DeslgA DoeumeAt, Operator's MaAual, User's MaAual, 
MalAteAaAee PlaA, aAd COAverslOAPlaA IAeludes prOjeets sueh as e ClearaAee, e LeafAlAg, e 
TralAlAg, e Reerult, DOORS 

Disposition. TEMPORARY Cut off\'t'heA prOjeet ISeompleted or termlAated Keep for 3 
years aAd theA transfer to FRC Destroy 5 years after prOjeet ISeompleted or termlAated 
GRS 24, Item 11b 

25	 InfeFmation Teehnology (IT) PFojeet Management Files Not Implemented. 
Reeords of IAdlVldual prOjeets deSigned to prOVide aAd support new ageAey IT systems, and 
servl6es This lAeludes all hardviare, software (sueh as operatlAg systems aAd shared 
appheatIOAs), and any servlees Aeeessaf)' to deslgA, Implement, test, vahdate, aAd 
malAtaln said Items IAeludes reeords doeumentlAg ReqUirements for aAd ImplemeAtatlon of 
fUAetloAssueh as malAtalAlAgnetwork servers, desktop eomputers, and other hardware, 
IAstalltng aAd upgradlAg network operatlAg systems and shared appheatlons, aAd prOViding data 
teleeommunleatlOns 

System developmeAt and malntenan6e sueh as aeeeptanee/aeereditation of IAfrastruehire 
eomponents, analysIs of 60mponent options, feaslblhty, eost aAd beAefits, aAd "'lOrkassoelated 
'Nlth ImplemeAtatlOA, modlfieahon, and trouble shooting 

a	 Models, diagFams, sehematies, and teehnieal doeumentation 

Disposition. TEMPORARY Cut off at the end of the ealendar year 'Nhen the final 
deelslon ISmade DestroylDelete 1 year after eut off GRS 24, Item 11a 

b.	 Quality aSSUFanee Feviews and test plans, data, and Fesuits. 

Disposition. TEMPORARY Cut off at the end of the ealendar year 'Nhen the final 
deelslOA ISmade DestroylDelete 1 year after eut off GRS 24, Item 11c 

26	 Web Related Project Case Files. Project files relatmg to the development and design ofHRC 
Internet, Intranet, and extranet web sites includmg the development of portals, browser Interfaces 
used to access mformation systems and applicanons withm the U S DOL, and mformanonal 
pages 

Disposition. TEMPORARY Cut-off at the end of the calendar year In which the project IS 
completed or terminated Keep for 3 years and then transfer to FRC Destroy 5 years after 
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cut-off 

27	 IafeFmatioa Teehaology (IT) Equipmeat Support SeR'iees Files. Reeords related to the 
eontrol and operation of Bl:llldlngand rooms ,....here IT eqt:llpment, systems, and storage media are 
loeated Files Identlt)'lng IT faelhtles and Sites, and Files eoneernlng ImplementatIOn of IT 
faelhty and site management and eqmpment St:lpport servlees provided to spe6lfie Sites, Ineludlng 
reViews, site VISitreports, trot:lBlereports, eqt:llpment servlee hlstofles, reports of fol\o'"" t:lp 
aetlOns, and related eorrespondenee 

Iaeludes: LAN aeeess aad equipmeat; audiol ..'isual equipment; eomputeF laiJoFatOFYaeeess 
and Felated seFVieeslequipmeat. 

Disposition. TEMPORARY Ct:lt off at the end of the ealendar year Destroy 3 years after 
et:lt off, or ,....hen st:lperseded or OBsolete, whlehe'ler ISlonger GRS 24, Item 2 

28	 UseF Identifieation, PFofiles, and l.t.. uthoFii!atioas Files. User IdentlfieatlOn and aeeess reeords, 
Inelt:ldlng t:lser profiles 

Dispositioa. TEMPORARY Ct:lt offwhen s~'stem t:lser information ISt:lpdated or 
terminated, or ,....hen no longer needed for seet:lflty pt:lFposes, whlehever IS later Destroy 
Immedlatel~' t:lpon et:lt off GRS 24, Item 6 

Emergency Planning - Records Pertaining to the Development of Plans for the 
Continuous Operations and Other Emergency Plans and Actions. 

29	 Continuity of Operations (COOP) Plan Files. Contains contmuity of operattons (COOP) plans 
and directives for the continued operation of DOL In times of an emergency or disaster 
Includes related background documents such as correspondence, reports and mstructions, charts 
and plans used In defense mobihzanon planning, evacuation shelters, emergency relocation and 
the Vital records protection program 

Continuity of Operations (COOP) Plan or Directive. 
Disposition. TEMPORARY Cut-off inactive records when superseded or cancelled 
Keep for 3 years and then transfer to FRC Destroy 5 years after file closure 

30	 Pandemic Influenza Planning Case Files. Records relating to programs/acnvitres to ensure 
DOL maintains ItSability to function With minimal/no mterruption dunng an Influenza 
pandemic Records Include DOL Pandemic Influenza Preparedness and Response Plans, 
implementauon plans, Standard Operating Procedures, documents resulting from coordination 
actrvrties of Planning Group, telework testing and table top exercises, workforce awareness and 
preparedness efforts and LaborNet Web Page mformation Also Includes Interagency cooperative 
policy development and guidance, state pandemic plans and Community 

Part of the DOL Continuity of Operations Plan. 
Disposition. TEMPORARY Cut-off inactive records when superseded or cancelled 
Keep for 3 years and then transfer to FRC Destroy 5 years after file closure 

Policy - Records Pertaining to All Aspects of Department-wide 
Policy Guidance for Human Resources Management Programs and Activities. 

31	 Policy, Directives, Guidance Documents. Includes all records that document major policy 
decisions and program operattonal procedures originated With each program office providmg 
mandates for overall and specific program direction and acnon Records consist of official policy 
decisions, delegations of authority, memoranda that set policy or Issue guidance, operating 
guidance, regulatory mterpretation, implementanon documents, and mandates 
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a.	 Paper 
Disposition. PERMANENT Close mactive records upon Issuance or pubhcation or 
when superseded Keep for 3 years and then transfer to FRC Transfer to the National 
Archives In 5 year blocks, 20 years after file closure 

b.	 Electronic 

Disposition. PERMANENT Close mactive records upon Issuance or pubhcation or 
when superseded Transfer to the National Archives In 5 year blocks, 20 years after file 
closure 

32	 Human Resources Directives, Policy and Guidance. Covers all Policy Advisory Notices, 
guidance documents and the background matenals and drafts necessary to fully document the 
development of the polrcy/directive WIth Human Resources Program/procedures apphcabihty 

Official Copy-Paper. 
Disposition. PERMANENT Review every 2 years for contmued apphcabihty Cut-off 
file once directrve IS Issued or superseded Keep for 3 years and then transfer to FRC 
Transfer to National Archives and Records Adnumstration 5 years after file closure 

Official Copy-Electronic. 
Disposition. PERMANENT Review every 2 years for continued apphcabihty Cut-off 
file once directive IS Issued or superseded Transfer to National Archives and Records 
Adrmmstranon 5 years after file closure, In accordance WIth NARA standards 

33	 Human Resources Directives and Policy Guidance Background Material. Background 
material that does not document the development of a directive, policy or guidance 

Disposition. TEMPORARY Review when directive IS Issued or superseded Destroy 
when no longer needed or once direcnve/pohcy ISsuperseded 

Program Management - Records Related to the Management of Programs. 

34	 Human Resources Management (HRM) Program Management Case Files. Records relate to 
specific Human Resources Programs that are not address elsewhere In this schedule Programs 
Include Management Development Program (MOP), Supervisory and Management Training 
Program (SMTP), MBA Fellows Program 

Disposition. TEMPORARY Cut-off at the end of the calendar year or the completion of a 
project, whichever ISsooner Keep for 3 years and then transfer to FRC Destroy 10 years 
after cut-off Supersedes NC-174-76-1, item 16. 

35	 HRM LOB and PMA Initiatives Program Management. Records related to the Human 
Capital Line of Business (LOB) and the President's Management Agenda (PMA) Imtiatives 
Includes Human Caprtal Scorecard and Proud To Be Reports, correspondence, studies, reports 
and other documents that relate to the DOL's compliance WIth these Government-wrde mmatives 

Surveys, Human Capital Scorecard, Proud To Be Reports, Interagency Agreements 
and Memoranda of Understanding; POAMS and related records.
 
Disposition. TEMPORARY Cut-off at the end of the calendar year Keep for 3 years and
 
then transfer to FRC Destroy 10 years after cut-off Supersedes NC-174-76-1, item 16.
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36 HRM Program Management Studies. Consists of workforce studies, analyses of 
admmistratrve policies and procedures, manpower surveys. organization and methods surveys 
and studies, activity, progress, management Improvement, and other reports and other related 
records 

Disposition. TEMPORARY Cut-off at the end of the calendar year Keep for 3 years and 
then transfer to FRC Destroy 10 years after cut-off Supersedes NC-174-76-1, item 16. 

Project Management - Records That Relate to Project Management. 

37 Project Management Case Files. Records relatmg to all aspects of the management and control 
of specific projects Includes project plans, cost benefit analysis, feasibihty studies, statements of 
concept, fisk management plans, and memoranda, reports and other records documentmg 
assignments, progress and completion of stages/project 

Disposition. TEMPORARY Cut-off at the termmation of the project Keep for 3 years 
and then transfer to FRC Destroy 5 years after the year in which the project IS 

completed/closed Supersedes NC-174-76-1, item 17. 

Safety and Health - Records Pertaining to Safety and Health Programs. 

38 Workforce Health and Safety Program Files. Records relatmg to the DOL programs to protect 
and promote the health and safety of US workforce Excludes records related to Pandemic 
Influenza. (Emergency Planning, Record Series Item 30). 

Disposition. TEMPORARY Cut-off mactive records when superseded or cancelled Keep 
for 3 years and then transfer to FRC Destroy 5 years after file closure 
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