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TERNAL MEMORANDUMS.

Arranged alphabetic Department of Labor component agency.
Contains documents prepared by dividual Department of Labor
component agencies.

Annual accumulation: 5 Cubic Foot (varies by Secretary).

PERMANENT, Cut off at end of calendar year. Transfer to
Washington National Records Center 1 year after cut off.
Transfer records to the National Archives in four year blocks
when twelve (12) years old.

IDENTICAL/SIMILAR DOCUMENTS. withdaum

Arranged a etically. Consists of documents by that component
that are identica similar in content and sent to multiple

addresses.
Annual accunmulation: 3 Cubic Feet es by Secretary).
PERMANENT. cCut off at end of calendar year.
Washington National Records Center 1 year after cut off:

Transfer records to the National Archives in four year blocks
when twelve (12) years old.

GENERAL CORRESPONDENCE. withdaause

Arranged abetically. Consists of all documents sent to and
signed by or ehalf of the Secretary of Labor or the Deputy
Secretary of Labori~_These records also include the TRACKING
SYSTEM INDEX which is nged alphabetically by subject.

Annual accumulation: 100 Cubic Feet
PERMANENT. Cut off every three months. Transfer

National Records Center when 1 year old. Transfer re
National Archives in four year blocks when twelve (12) yea

Washington

4. NEWS RELEASES (Electronic or hard copy)

Information copy for reference purposes. The Office of
Information and Public Affairs maintains the record set.

TEMPORARY: Destroy paper copy and delete electronic version when
no longer needed.

L +
5. BRIEFINJ“&A?‘E?IA%S‘ 1441 - Jan. 1943.
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Arranged chronologically and/or alphabetically. Consists of all
materials relating to the Secretary's or Deputy Secretary's
meetings. These records include agendas, comments, and notes.

Annual Accumulation: 5 Cubic Feet {varies—by—Ssoretary)

PERMANENT: Transfer to Washington Federal Records Center 1 year
after completion of term. Offer to National Archives when—twelve_

—“2)—years—old—- in 1386.
TRAVEL SCHEDULES withdrauen
Arranged chr ically and/or alphabetically. Consists of
daily activities, dars, and trip schedule materials related
to speaking engagements, ngs etc.
Annual Accumulation: 5 Cubic Feet (va by Secretary)
PERMANENT: Transfer to Washington Federal Records
after completion of term. Offer to National Archives when
(12) years old.

PEECH/TESTIMONY FILES wathdra
Arranged chronolo and/or alphabetically. Consists of
invitations, and speeches/testi ies and other related

materials.

TEMPORARY: Destroy copy when no longer needed

8. MISCELLANEOUS SUBJECT FILES, 1991 - Jan. 1993.

Extra copies of correspondence, agency semiannual briefing files, correspondence
routing slips, and other miscellaneous records.

DISPOSITION: Destroy upon approval of this schedule.






