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INSTRUCTIONS FOR APPLY ING THE BLS 
RECORDS D ISPOSITION SCHEDULE 

I .  GENERAL 

A .  and 

Thi s Schedu l e  i s  the so l e  author i ty i n  the BLS off i ces covered 
control l i ng the preservat ion and d i sposal  of BLS record s .  I ts 
prov i s i ons have been concurred i n  by the General Accou nt i ng Offi ce 
and approved by the Archi v i st of the Uni ted States .  I t  compl ies  wi th 
a l l l aws and regu l ations govern i ng the d i spo s i t i on of records .  I t  
rep l aces the prev ious Schedu l e  for B L S  approved i n  197 1 .  

Duri ng the records survey , upon wh ich  th i s  
an effort was made to exam i ne each f i l e  i n  the 

H eadquarters Offi ces  of the off i ces covered . The wordi ng of the 
descr i pti on of each fi  l e  i ncl uded and of the retent ion  peri od 
ass igned to each f i l e  was devel oped wi th and approved by t he 
operati ng off i c i a l havi ng the pri mary i nterest i n  t he records . 

The Schedu l e  prov ides a l l 
authori ty to transfer or 

d i spose of papers in accordance wi th the retent i on peri od 
prescri bed for each fi l e .  I t  s hou l d  enab l e mos t  off i ces to 
conduct the i r  current bu s i ness wi th a reduced vol ume of f i l es 
he l d i n  the i r  space . 

Retenti on Peri ods Incl uded. The retenti on per i od stated for the 
i tems of the Schedu l e  are mandatory . Thi s means that they 
pro vi de for a mi ni mum t i me peri od after wh i c h  records can be 
destroyed , but not sooner . 

The Schedu l e  has two types of retent ion per i ods for record s of 
temporary val ue , dependi ng on the type of record s concerned-
t hose w ith  a fi xed peri od of t i me ,  and those dependent on 
comp l et ion of a certa i n  cond i t i on s .  An examp l e  of the fi xed type 
of retent i on period wou l d  be "Destroy after f i ve year s . " An 
examp l e  of the cond i t i onal type wou l d  be , " De stroy after a l l 
e ssenti al i nformati on h as been tabu l ated or pub l i shed . "  

I t  i s  possi b l e  to retai n records longer than the f i xed t i me 
per i ods stated i n  the Schedu l e  but only i f  an  adequate 
justi f i cati on for such an extens i on can be made . If the proposed 
extens ion i nvo lves a l e ngthy peri od of t ime and/or a s ig ni f i cant 
vol ume of records , the off i c i al respons i b l e  for t he records 
s hou l d  contact the BLS Records Management Offi cer .  The Records 
Management Offi cer wi 1 1  take  the necessary step s to attempt to 
o btai n approval for the ex tens i on of the retent ion  per iod from 
the Nati onal Arch ives  and Records Admi ni strati on as requ ired by 
t he Federal Property Management Regul at i ons ( 36 CFR 1 228 . 72 ) . 

-1-

1 .  of Records. 
Schedul e i s  based , 

2 .  Economies 
operati ng off i c i a l s  wi th conti nuou s  

Background Scope. 

Survey 

Through Application. 
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4 .  	 Non-Record Material s. Non-record mater i a l s  compri se those 
recorded materi al s whi ch u nder l aw (44 USC 330 1 ) can be d i  sposed 
of i n  off ices wi thout authori zati on from the Nat i ona 1 Arch i ves 
and Records Schedul e . The i r  d i spos al i s  at the opt i on of t he 
off i ce concerned after the i r  usefu l ne ss i s  ex hausted .  

Examp les  of non-record materi al s i nc l ud e :  

0 Extra copi es of documents preserved on ly  for conveni ence of 
reference . Th i s  group i ncl udes " read i ng f i l e" cop i e s ,  or 
11 ti ck l er1 1  or 11fol l ow-up 11 cop i es ,  if the i r  u se i s  temporary . 

0 Carbons or qu i c k  cop i e s  of i nformati onal memoranda and 
i ncom i ng transmi ttal l etters wh i c h  do not affect or ai d i n  
determi ni ng the acti on to be taken on the documents 
transmi tted . 

0 Pre l i mi nary draft s or work sheets that do not repre sent 
s i gni fi cant steps i n  the preparat ion  of other documents . 

0 Stock of bl ank forms , publ i cat i on s ,  and processed documents . 

0 Surpl us cop ies  of m i meographed , mu l t i l i ted , d i ttoed , pr i nted , 
or processed ci rcu l ars , memoranda , or forms . 

0 Short hand and other note s ,  tape s ,  d i sk s ,  and d i ctati on 
records that have been transcri bed . 

0 L i brary and museum materi al made  or acqu i red and preserved 
sol ely for reference or exh i b i t i on purposes . 

0 Memoranda or ot her papers that do  not serve as the bas i s  of 
off i c i a l  act ion;  for exampl e ,  char i ty appeal s and not i ces of 
act i v i t i e s  of Government as soci at ions or un ions . 

B .  of the Schedul e. 

The key to remov i ng i nact i ve records from expens i ve off i ce space i s  
to app ly  the approved BLS Records D i spos i t i on Schedu l e  systemat i cal l y  
and cont i nual ly  i n  al l offi ces  whi ch i t  covers . As a mi n i mum,  each 
off i c i a l res pons ib le for record s shou l d  appl y  t he retent ion  per i ods  
of the Schedul e to the records of the off i ce concerned at l east once 
a year , preferably duri ng the same month each year .  The Schedu l e  
s hou l d  be app l i ed more often than once a year to those record s havi ng 
a Sched u l e  retent ion per i od of l ess than a year .  

Many of the BLS record s are not very 
short-l i ved enough that they may be ma i nta i ned 

i n  offi ce space unt i l  thei r retent ion  per i ods have  l apsed , and 
they can be destroyed i n  off i ces  as trash .  The Schedu l e  
retenti on peri od for these types of record s w i l 1 i nd i  cate to 
destroy them after a t i me per iod .  

- i i -

C .  Methods of the Schedul e. 

1 .  Records i n  Offi ces. 
vol umi nou s or are 

Yearly Application 

Applying 

Destroy 
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2 .  Transfer to the Records Center. Certai  n B LS 
records are vol umi nou s and mu st be reta i ned for l ong per iods of 
t ime . The retenti on per i od on the Schedu l e for_ th i s  type of 
record wi l l  i nd i cate to retai n i n  the off i ce for a t i me peri od 
and then transfer to the Was h i ngton Nat i ona l Record s Center at 
Su i t l and (WNRC ) where the records wi l 1 be destroyed after B LS 
approva l has been obtai ned . 

B LS no longer has a central on- s i te record s hol d i ng area i n  i ts 
headquarters off ices for the temporary storage of such types of 
records . Certai n  off i ces , however ,  do have sma l l on- s i te storage 
fac i l  i t i es for temporary record s storage .  

3 .  	 Transfer to the Archives of the Uni ted States. A few col l ect i ons 
of record s are cons i dred to be of permanent v al ue and h i stor i cal  
i nterest and necessary to document the acti v i ti es of the BLS . 
The retenti on periods on the Schedu l e  for th i  s type of record 
wi l l  i nd i cate that record s are permanent and to be tran sferred to 
the Archi ves of the Uni ted States at agreed -upon t i me per i ods . 

4 .  	 Microfilm  to Reduce Records Volume. Certai n type s of mach i ne
readabl e records ,  as i nd i cated on the Schedu l e ,  are bei ng 
m i crof i lmed by Computer Output Mi crof i l mers . Mi crof i l mi ng 
reduces the amou nt of potent i al l y  vol umi nou s paper records to 
permi t these records to be economi ca l ly reta i ned i n  off i ce space 
for l ong t i me per i ods before remova l .  

D .  	 D i stribut ion of the Schedul e. 

Thi s Schedu l e  i s  be i ng stocked by the B LS Records Management Off i cer ,  
and i ts d i str i but ion wi l l  be contro l l ed by that off i c i a l . Cop i es 
wi  l 1 be d i stri buted to appropr i ate off i ci al s or recordk eepers as 
requ i red i n  the off i ces covered . Rev i sed or new pages resu l t i ng from 
Schedu l e  changes wi l l  be d i stri buted to ho l ders of t he Schedu l e  
together wi th appropr i ate i nstructi ons  for i nsert i on i nto t he 
Schedu l e .  To fac i l i tate the f i l i ng of needed rev i s ions , the Schedu l e  
i s  be i ng i s sued i n  loose- l eaf format . 

I I .  F INDING YOUR OFFICE SEGMENT OF THE SCHEDULE 

The Sched u l e i s  arranged organi zati onal l y .  The tabl e of contents i n  
front of the Schedu l e  l i sts the page numbers for each of the D i v i s i on s  or 
other organ i zat ional un its  covered .  Before try i ng to app ly  the Sched u l e ,  
b e  sure t o  check the tabl e of contents and then l ook through the 
p arti cu l ar i tems of the Schedu l e  cover i ng your offi ce records . I f  you 
h av e  troub l e  f i nd i ng an item that covers certai n  of the record s i n  your 
off ice ,  contact the B LS Records Management Offi ce on 523- 1468 for hel p .  

- i  i i 

Suitland, Maryland 



C_ /1040145 3 :  BLS 

I I I. D ISPOSAL OF TEMPORARY RECORDS FOR WHICH THE RETENTION 
PERIODS OF THE SCHEDULE HAVE LAPSED. 

A .  Records i n  Offi ce or Offi ce Fac i l  i t ies. 

At the t ime the Schedul e i s  app l i ed i n  an off i ce ,  i t  i s  the 
respons i b i l i ty of the off i c i a l  i n  charge to determi ne whi ch of the 
temporary record s of the off i ce are ready for d i sposal  becau se the 
retent i on peri ods  of the Schedu l e  coveri ng those records have 
l apsed . Recordkeepers shou l d  bri ng the ex i stence of such records to 
the attenti on of the off i c i al i n  charge . 

1 .  Obsol ete Records. 

a .  	 Unrestricted Records. 

I f  the obso l ete paper records do not contai n i nformat ion ,  the 
rel ease of wh ich  wou l d  v i o l ate the pl edge of confi dent i a l i ty 
g i ven to Bureau reporters and the vo 1 ume i s  sma1 1  , they 
shou l d  be pl aced i n  wastebasket s .  I f  t he vol ume i s  l arge ,  
they shou l d  be pl aced i n  contai ners marked 11TRASH , 11 and put 
i n  the hal l for regu l ar trash p i ck-up . 

b .  	 Confi dent ial Records 

I f  the records contai n i nformati on ,  the re l ease of whi ch 
wou l d  v i o l ate the Bureau ' s  pl edge of conf i dent i al i ty to i ts 
reporters , they shou l d  be pl aced i n  contai ners and taken to 
the appropri ate shredd i ng mach i ne for de struct i o n .  Contact 
the Bureau Record s Management Offi cer on 523- 1468 for 
i nformati on as  to the l ocat i on of shredd i ng mach i nes i f  
unknown , or for mak i ng other poss i b l e  arrangements for the 
safe destruct ion  of these records .  

2 .  	 Machine-Readabl e Records. Obsol ete i nformati on i n  mach i ne-
readabl e  format , after be i ng author ized for d i sposal  by the 
Schedul e and the appropri ate offi ci al , i s  scratched by the 
computer fac i l i ty to permi t reu se of the mag neti c  tapes or d i sk 
track s .  

3 .  	 Volume D ata .  The fol lowi ng data are he lpfu l i n  est imati ng t he 
vol ume of records d i sposed or the number of boxes requ i red for 
Center transfers :  

1 ful  l l egal  fi l e  cab i net drawer = 

2 cub i c  feet 


1 ful l l etter f i l e  cabi net drawer = 

1 1/2 cub i c  feet 


1 ful l shel f f i le  = 3 cub i c  feet 

7 magneti c tape s = 1 cu bi c foot 

1 Records Center box = 1 cub i c foot 


- i v-

(DESTRUCTION) 

Space Storage 

Paper (Hard-Copy) 
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B .  
 of Obsol ete Records Stored at WNRC. 

Bureau po l i cy requ i res that obsol ete record s stored at the Wash i ngton 
N at ional Record s Center (WNRC) at Su i t l and , Maryl and cannot be 
destroyed by Center personnel w i t hout the Center f i rst obta i n i ng the 
wri tten c l earance of the appropr i ate Bureau off i c i a l s .  The Center 
sends Form 70 15 . 1 1Not ice  of I ntent to Destroy Record s 11 to the B LS 
Records Management Offi cer descri bi ng any stored record s for whi ch 
the retenti on peri od of the Schedu l e has l apsed . The B LS Records 
Off i cer wi l l  contact the appropri ate off i c i al respons i b l e for the 
records to obtai n the neces sary cl earance.  I f  the Bureau does  not 
respond wi th i n  90 days of the rece i pt of the Not i ce ,  the Center i s  
automat i cal ly  authori zed to d i spose of the record s i n  quest ion .  

IV . 	 TRANSFER OF OFF ICE RECORDS TO THE WASHINGTON NATIONAL 
RECORDS CENTER 

Records transferred to the WNRC rema i n  i n  the l egal  custody of the 
Bureau . The Center,  however , wi l l  only deal w i t h  the Bureau Records 
Manager ' s  Off i ce regard i ng stored records ,  and a l l matters i nvo l v i ng the 
transfer ,  retr i eval , or d i sposal  of stored record s must be c l eared wi th 
t hat Off i ce , Room 205 1 GAO Bu i l d i ng ,  tel ephone 523- 1468 . Further,  the 
Center stri ctly enforces its  regu l at ions regard i ng what records i t  wi 1 1  
accept for storage ,  how they wi l l  be packed • how they wi l l  be descri bed , 
how they wi l l  be retri eved , and how they wi l l  be d i sposed o f .  To have 
any records stored i n  the Center , the B LS Record s Manager must comp ly  
w ith  al  l appl i cabl e  Center regu l at i on s .  

A c l au se coveri ng the proposed transfer of i nact i ve records to WN RC 
has been i ncl uded i n  the retent ion  peri od of the D i spos i t ion  Schedu l e  
for each f i l e  whi ch appears to warrant Center storage . Typi ca l l y ,  
the Center w i  1 1  not accept for storage any records that d o  not have 
such a statement i n  the Schedu l e  retent ion  peri od .  Unl es s  enough 
paper record s are on hand to f i l l  at l east one records center box ,  
(one cub i c  foot ) , they shou l d  not be offered for transfer . 

At pre sent , the Center wi l l  on ly  accept record s that wi l l  be stored 
for at l east three years .  I t  wi l l  not present ly  accept the 
fol l owi ng :  ( 1 ) non-record materi al s ;  12) records that are not 
adequately  descri bed on approved transfer forms i n  accordance wi th 
t he D i sposi t i on Schedu l e ;  ( 3 )  col l ect ions that i ncl ude heavy mi xtures 
of record and non-record materi al s ;  (4) any records whi ch have not 
been i ncl uded on an approved D i spos i t ion  Schedu l e ; ( 5 ) col l ect i ons 
that conta i n  mi xtures of record s w i t h  d i fferi ng schedu l ed retenti on 
per i ods  i n  each of the boxes ;  or ( 6) any col l ect i on of temporary 
records for whi ch a speci f i c d i sposal  date cannot be set by the 
agency i n  accordance wi th i ts Schedu l e .  

A .  Records For Center Transfer. 

B .  of Records Boxes. 

Any record s to be stored i n  WNRC must be packed i n  approved records 
storage boxe s .  Any off i ce w i s h i ng to store records i n  WN RC shou l d 
contact the Bureau Record s Management Off i ce to obtai n such boxes . 

-v-

Disposal 

HEADQUARTERS 
(WRNC) 

Acceptable 

Availability Approved Storage 
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Approved records storage boxes for 
(f l at) when they are del i vered to 

the Bureau Record s Manager . Typ i cal l y ,  the type of box that i s  
ava i l ab l e  i s  the 1 1 tuck bottom"  box that does not requ i re tapi ng 
to sea 1 the bottom when packed . See Ex h i  b i t 1 at the back of 
these i n struct ions for an i 1 1 us trat ion  cover i ng how to as semb l e  
t h i  s type of approved box . 

Even i f  an off ice i s  p l ann i ng to store record s i n  avai l abl e on
s i te temporary storage , the approved boxes shou l d  be used , as 
such record s may l ater be proposed for transfer to WNRC . 

A spec i al Center box has been de s i gned 
storage of pl ast i c contai ners hou s i ng 

mag neti c  tape . The box hol ds up to 13  standard 10  1/2- i nch ree l s  
of magneti c tape i n  protect i ve p l ast i c  conta i ners .  Ree l s  shou l d  
b e  packed o n  end , paral l e l  t o  the front of the box . F i l l  empty 
space w it h cush ion i ng to prevent sh i ft i ng or cru sh i ng .  Seal the 
box with fi l ament tape to keep ou t dust . 

C .  Records Transfers. 

1 .  of Records. 
p aper record s are u nassembl ed 

2 .  
for the transfer and 

E st imate the number of record s storage boxes your off i ce wi l l  request 
from the Bu reau Records Manager by referr i ng to the records contai ner 
vol ume chart on page i v  of th i s Instruct i o n .  When pac k i ng paper 
records in boxes , l etter s i ze record fol ders are p l aced faci ng t he 
12- i nch s i de  of the box . Legal  s i ze fo l ders  face the 14  3/4- i nch 
s i d e  of the box .  Do not tape the top of the boxe s .  The f l aps need 
on ly  to be tucked over each ot her . Each box hol ds 1 cub i c  foot of 
records .  

The Center requ i res that each box be packed to conta i n  records wi th 
t he same retent ion  peri od . Th i s ru l e  may cau se occas i o na l ly  a box to 
be only  part i al ly f i l l ed .  I f  necessary , p l ace cu sh ioni ng i n  these 
boxes to hol d  records i n  pl ace .  

D .  Records To Be Transferred to from Offi ce -
General 

Any off ice  transferri ng i nact ive record s ei ther to on- s i te storage 
space i f  avai l abl e ,  or to the Wash i ngton Nati onal Records Center 
( WRNC ) i f  the D i sposi ti on Schedu l e  proposes such a transfer , need s to 
retai n i n  i t s  offi ce f i l e s  adequate i nformat ion  descri bi ng the 
transferred records .  Wi thou t such detai l ed box- by-box d escr i pti ve 
l i st i ngs of box contents , an offi ce wi l l  not know wh i ch record s have 
been stored , or where t he stored boxes are l ocated , i f  the stored 
records must be found at a l ater t i me .  

I n  add i t i on ,  such box-by-box content l i st i ng s  w i l l  be needed by t he 
Bureau Record s Management Off ice  when i t  prepares the SF  135  11 Records 
Transmi ttal and Rece ipt "  form requ i red for transferri ng any records 
to WNRC.  The Bureau Records Management Off i ce w i l l  send a copy of 
t h i s form (See Exhi b it  2) to the offi ce request i ng the transfer to 
WNRC . 

-v i  
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E .  Records To Be Transferred to WNRC 

Assume the fo l l ow i ng :  ( 1 )  An off i ce has checked the Schedu l e  and i t  
has on-hand one or more col l ect i ons of i nacti ve records for whi ch the 
Schedu l e  retenti on peri od s propose transfer to the WNRC ; ( 2 )  that a 
def i n i te date can be g i ven to the Center , i n  accordance wi th the 
Schedu l e , as to when the record s can be destroyed there ; and ( 3 )  that 
the requ i red number of boxes to hou se t he i nact i ve stored records 
have  been rece i ved from the Bureau Record s Management Off i ce .  

To  properly descr i be the contents of  boxes to  be  packed , t he off i ce 
wi l l  prepare the fo l l owi ng l i st i ng :  

1 .  	 Format. Use b l ank paper for the l i st i ng descri b i ng t he 
records . At l east one copy shou l d  be kept i n  the off i ce f i l es 
and one copy s hou l d  be sent a l ong wi th the boxed records to t he 
Bureau Record s Management Off i ce .  

2 .  How to Pre are the Descri tive Box-b -Box Content Li sti See 
Exh ibit 3 • As an examp l e , assume that i n  t he Off i ce of 
Assoc i ate Commi ss ioner of the Off ice of Pub l i cati ons there are on 
hand some ten boxes of i nact i ve Program Management Su bject F i l e s ,  
I tem 264 of the Schedu l e . These have a l ready been screened from 
t he i ntermixed admi n i strati ve subject fi l e s and cover the peri od 
1973 to 198 3 .  

a .  Enter the date of Off i ce Ident i f i cat i on and Contact 
on the bl ank to start the 

For examp l e :  
11 0ctober 30 , 1987 
Off ice of Associ ate Commi ss ioner ,  
Off ice of Pub l i cati ons 
Contact : John Doe , Room 2800 GAO B l d g ,  523-2000. 11 

b .  Enter on the i tem f i l e  and i nc l u s i  ve 
dates of the fi l e .  

Look on the Sc he du l e  to determi ne the appropri ate i tern ( s )  
that provi des d i sposa l authori ty for the record s col  l ect i o n ,  
and check the record s t o  determ i ne the i nc l u s i ve d ates 
covered by the materi al s to be transferred to the WNRC . 
Enter on the l i st i ng the Schedu l e  i tem number , the f i l e  
t i t l e ,  and the i nc l u s i ve dates of the f i l e .  Under th i s  
head i ng wi l l  be l i sted the seri al ly  numbered boxes compri s i ng 
the col l ect ion .  

For 	examp l e :  
11 I tem No.  263 . Assoc i ate Commi s s i oner 1 s 
Adm i n i strat i ve Mana ement Sub"ect Fi  l e  Pro 
Se ment , 1973- 1982 1 1 •  

-v i i -
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c .  Enter on under one or more f i  l e  the 
numbered box content 

As a m i n i mum , to descri be the contents of each seri al ly  
numbered box f i tt i ng under the head i ng ,  l i st the  box number ,  
the total number of boxes , and a descr i pt i o n  of the beg i nni ng 
and end i ng fo lder capti ons or records i n  the box ,  i f  the f i l e  
i s  i n  a usab l e  arrangement . I f  the f i l e  i s  not we l l  
arranged , i t  may be neces sary to l i st  each fo l der capti on or 
each record to descri be the box content s .  Al so , for cl ar i ty ,  
i t  may be neces sary to show the i nc l u s i ve d ates of the 
records i n  each box . If the record s are confi dent i a l , 
i nd i cate that fact on the l i st i ng .  

For exampl e ,  i n  the case of th i s  part i cu l ar program subject 
f i l e ,  i t  wou ld be adv i sabl e to i nd i cate the i ncl u s i ve d ates 
of the record s i n  each  box after the head i ng and to l i st each 
of the fo lder capt i ons  wi th i n  each box . 

Examp l e :  

11 Box 1 of 10 , As soci ate Commi s s i oner '  s 
Adm i n i strat ive Mana ement Sub'ect F i  l e  Pro ram 

1973- 1977 . 

Art i c l e s  
Averagi ng 
BRAC 
Commi ttees-General 
Commi ttee A 
Commi ttee B 
Commi ttee C 
Commi ttee F 
Commi ttee S 
Conferences-General 
Conference A 
Conference D 
Conference F 

Box 2 of 10 , As soci ate Co111T1i s s i oner 1 s  Pro ram- Admi  ni  strati ve 
Mana ement Sub · ect F i l e  Pro ram Sub · ect Se ment , 197 3-
1977 .  

Conference L 
Conference S 
Consumer Pri ce I ndexes 
Consumer Pri ce Research 
Emp l oyment - General 
Emp l oyment - Pr i vate 
Emp l oyment - Pu bl  i c  
Federal Departments - General 
Department A 
Department C 

-v i i i -
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Department E 
Department L11 
{ and cont i nue through Box 10)  . 

F .  Boxes Prior to the Bureau Records 
Off i ce. 

Off i ces requesti ng storage of records at WN RC do not have  ava i l ab l e  
certa i n  of the i nfonnat ion  requ i red a s  box l abe l s  by the Nati onal 
Arc h i ves and Records Admi ni strat i on .  Such i nformati on on Center 
acces s i on numbers i s  centra l l y  ma i nta i ned at the Bureau Records 
Management Offi ce , and on ly that offi ce can app l y  f i nal box l abel 
mark i ng s .  

Therefore , on ly temporary box mark i ng s  can be app l i ed t o  f i l l ed boxes 
at the requesti ng off ice pri or to p i ck-up . Us i ng a penci l ,  a 
request i ng off i ce shou l d  mark on the 12- i nch s i de of each box of a 
proposed Center transfer the fol l ow i ng i nformat ion :  

1 .  	 The name of the off i ce requesti ng the storage . 

2 .  	 The i tem number of the Schedu l e  cover i ng the record s .  

3 .  	 The box number of the s h i pment . 

For examp l e :  for the 10 boxes of the As soci ate Co1T1Ti i s s i oner 1 s  
Program Subject Fi l e ,  each  box shou l d  be marked w i t h  penci l as 
fol lows : 

1 .  	 "Offi ce of the Assoc i ate ColTITi i s s i oner , Offi ce of 
Publ i cati ons . 

2 .  	 I tem No . 264 

3 .  	 Box 1 of 10 { Box  2 of 10) , etc .  1 1 

G .  Packed WNRC Boxes to the Bureau Records Offi ce. 

After comp l et i ng the pack i ng and temporary l abel i ng of boxes to be 
stored at WNRC and prepar i ng at l east two cop i es of the offi ce box
by- box  descr i pt i ve content l i sti ng ,  tel ephone the Bu reau Records 
Management Off i ce ,  { 523-1468) , to arrange for them to p i ck up t he 
boxes , al ong wi th one copy of the box content l i st i ng .  

When the Bu reau Records Management Off i ce prepares  the requ i red SF 
135 , " Records Transmitta l and Rece i pt Fonn , 1 1  to arrange for t he 
send i ng of the boxes to the Center,  i t  wi l l  send a copy of the fonn 
to the requesti ng off i ce.  

H .  Records Stored in  WNRC. 

Cal l the B LS Record s Management Off i cer,  on 523-1468 whenever a 

record stored at WN RC i s  needed . To ensure prompt de l i very of the 

wanted record s ,  refer to your off ice copy of the transfer docume nt s ,  


- i x
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and i nd i cate , i f  po ss i b l e ,  the d ate of the transfer , t he acces s i on 
numbe r ,  the box number, and the capt i on of the wanted records i n  a 
box . 

V .  REV IEW OF THE SCHEDULE 

Any Records D i spos i t i on Sc hedu l e  wi l l  l ose i t s  u sefu l ness  unl ess  
profess i ona l s ,  supervi sors , recordkeepers , or  other users  regul ar l y  
rev i ew for currency that port ion o f  the Schedu l e  that pertai ns t o  the i r  
records . A s  a mi n imum, such users shou l d  rev iew the Sc hedu l e  annual ly  i n  
accordance wi th Federal Property Management Regu l at i ons ( 36 C FR 1228 . 20 ) . 

I f  any changes appear to be needed as a resu l t  of the rev i ew ,  pl ease 
contact t he BLS Records Management Off i cer (523-1468) . 

I f  c hanges are needed , the Records Management Offi cer w i l l  take the 
neces sary steps to prepare and obtai n the requ i red approval s for them. 
After approval s are recei ved , the Record s Manager wi  1 1  reproduce and 
d i stri bute the pages of the Sched u l e  conta i n i ng revi s i on s .  A l l Schedu l e  
hol ders s hou l d  i nterf i l e  the revi sed pages i nto the Schedu l e ,  and destroy 
t he obsol eted pages . 

V I  . COORD INAT ION OF CURRENT FILING PRACTICES 

Un l ess  an off i ce i nsta l l s  approved current fi l i ng practi ces  that 
suppl ement and faci l i tate eventual d i spos i t i on of record s ,  i t  can be 
d i ff i cu l t  and t ime consumi ng to appl y  the retent ion  per i ods  of th i s  
Record Sched u l e .  For i nstance ,  i f  proper f i l  i ng practi ces  are adopted 
for records at the t ime they are fi l ed ,  i t  can be poss i bl e at d i sposi t i on 
t i me to take a l l  el  i g i b le  records out of a f i  l e  d rawer i n  tote as a 
b l ock , and pack the ent ire f i l e  i n  Federal Record s Center boxe s ,  i f  a 
Center transfer i s  i nd i cated . 

A .  Active Records from Inactive Records.  One way to make i t  
easy to d i spose of record s a s  a b l ock i s  to i ns ta l l f i l i ng procedures 
that wi l l  phys i ca l ly separate act i ve from i nact i ve record s .  If these 
f i l e  cut-off procedures are not i nstal l ed ,  i t  i s  necessary to go 
through indi v i dual fo l ders to p i c k  out the o l der record s ,  or to 
sel ect the i nd i v i dual fol ders ready for d i sposal  wi th i n  a f i l e . 
These are t ime wast i ng and unsati sfactory procedure s .  

1 .  Fi l es. For su bject f i l es arranged al phabet i cal ly  by 

subject or names or by coded symbol s ,  acti ve record s can be 
separated from i nacti ve record s by cutti ng off t he f i l e s  at the 
end of a f i scal or cal end ar year , and setti ng up  a new set of 
fol ders . I f  the fi l e  i s  smal l enough ,  i t  can be broken every 3 
years or every or every 5 years or so . Any materi al s that are 
sti l l  acti ve i n  the o l d  fi l e  can be brought forward to the new 
f i l e . 

For case or project fi  l e s ,  arranged 
e i ther al phabet ical l y  by names or by as s i gned numbers or symbol s ,  
a separate fi le  for c l osed cases shou l d  be estab l i shed . Whenever 

2 .  Case or Fi les. 

-x-
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a case i s  c l osed , the date of c l os i ng s hou l d  be marked on t he 
l abel and the fol ders shou l d  be f i l ed i n  the separate i nact i ve 
f i l e . 

B .  Short-term and Avo i d  
i ntermi ng l i ng short- term and long-term papers i n  the s ame f i l e .  
When papers that must be kept on ly  two years are f i l ed wi th 
others that mu st be kept f i ve year s ,  pract i cal cons i derat i ons 
general ly  requ i re retent ion  of al l of them for the l onger 
period .  By rev i ewi ng the Schedu l e ,  record keepers can acqu ai nt 
themsel ves wi th the s hort and l ong-term papers that most con111on ly 
occur i n  the i r  offi ces . Th i s  wi l l  enab l e  them to restructure 
t he i r  f i l es to separate papers havi ng d i fferent retenti on val ue s .  

Screen i ng of f i l es i s  
u sua l l y  uneconomi cal and t ime wasti ng .  I f  f i l e  breaks are adopted , 
or temporary f i l es are establ i s hed for papers of marg i nal  val ue , the 
need for screeni ng out and separati ng papers at d i spos i t i on t ime c an 
be greatly  reduced . 

p l edge of conf identi al i ty g i ven to Bureau reporter s ,  .w i t h  records 
open to the publ i c . At d i spos i t ion  t ime, d i fferent procedures are 
req u i red for each type.  For exampl e, i f  restri cted records are to be 
destroyed i n  the off i ce ,  they must be shredded to ensure t he 
mai ntenance of conf identi al i ty .  I f  re stri cted records are to be 
transferred to WNRC, they shoul d  be stored i n  a d i  fferent locati on 
t han for unrestri cted record s .  Non- restri cted record s can be 
d i sposed of as regu lar tras h or stored wi thout spec i  al securi  ty 
arrangements .  

C .  Avoid of F i l es. 

0. Avoid Interfi l of Restricted and Unrestricted Records. Do not 
i nterf i  l e  restri cted records, the rel ease of whi ch mi ght v i ol  ate t he 

E .  Avoi d  Non-Record and Record Materi al s .  Non-record 
mater i al s ,  as defi ned i n  IA 4 of th i  s I n struct i on, s hou l d  not be 

F .  Avoi d  Personal and Off icial Records. Off i ci al 
records are recorded materi al s made or recei ved e i t her i n  pursuance 

i ntermi xed w i t h  off i c i a l  records .  The retent ion  per i ods  of the two 
types of materi al s wi l l  be d i fferent . Non-records al so are not 
acceptabl e for storage at Federal Records Centers . 

of Federal l aw or i n  the transacti on of publ i c  bus i nes s .  Personal 
p apers are recorded mater i a l s  of a persona l or nonoff i c i a l  c haracter 
pertai n i ng only to empl oyees ' personal affai rs that are kept i n  an 
off i c i a l ' s  off i ce .  

To avo i d  i nterfi l i ng these two types of mater i a l s, personnel shou l d  
i dent i fy and c l ear ly  l abe l the i r personal papers, and keep them i n  
separate contai ners from offi c i al f i l es .  

Personal papers may be d i sposed at the opt i on of the offi c i al 
concerned . I n  no case shou l d  so many personal papers be ma i nta i ned 
as to cau se excess i ve s torage costs . 

-xi  -

I ntermi ng 1 i ng Long-term Papers. 

Paper-by-Paper Screening 

lin 

Interfiling 

Interfiling Papers 



./ 10401453 :  BLS 

V I I .  ASSISTANCE AVAI LABLE 

I f  add i t i onal adv i ce or ass i stance i s  needed on any matters i nvol v i ng 
records management or app l y i ng th i s Schedu l e ,  contact you r B LS Records 
Management Offi cer - Room 205 1 GAO Bu i l d i ng ,  Wash i ngton , DC , 523- 1468.  

-x i i -
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SAMPLE OF OFF ICE BOX-BY-BOX DESCRIPTIVE 
CONTEKT L ISTING 

1 .  D ate of Off i ce Contact Person . 

" October 30 , 1987 

Off i ce of Assoc i ate Commi ss i oner,  

Off i ce of Publ i cati ons  

Contact : John Doe , Room 2800 GAO B l d g ,  523-2000 . 11 


2 .  	 and Incl u s i ve Date s .  

" Item N o .  264 . 

Assoc i ate Commi ss i oner ' s Pro ram - Adm i n i strat i ve Mana ement Sub·ect 
F i l e  Pro ram Sub ·ect Se ent 1973-1982 . 11 

3 .  	 Box Total Boxes and Content of Each F i l e . 

" Box  1 of 10 ,  Associ ate Comn i s s i oner ' s  Mana ement 
Sub·ect F i l e  Pro ram Sub·ect Se ent 

Art i c l e s  
Averagi ng 
BRAC  
Commi ttees-General 
Commi ttee A 
Commi ttee B 
Commi ttee C 
Commi ttee F 
Commi ttee S 
Conferences - General 
Conference A 
Conference D 
Conference F 

Box 2 of 10 , As soci ate Commi s s i oner ' s  Pro ram - Adm i n i strat i ve Mana ement 
F i l e ,  Program Subject Segment , 1973- 197 7 .  

Conference L 
Conference S 
Consumer Pr i ce Indexes 
Consumer Pri ce Research 
Emp l oyment - Genera l 
Emp l oyment - Pri v ate 
Emp l oyment - Pub l i c  
Federal Departments General 
D epartment A 
Department C 
Department E 
Department L11 
( and cont i nue through Box 10) 

x i v-a 


Transfer, I dent if i cation, 

Filing Heading 

( 1, g J , g J gm 

Number, Description 

( ) . Program Administrative g 
J • g J gm 1973-1977. 

Subject 

http:1973-1982.11
http:523-2000.11
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Keep at l east one copy i n  off i ce fi l e s .  Send one copy a l ong w i th boxes 
to Bureau Records Management Off i ce .  Attach off i ce copy to SF 135 when 
i t  i s  recei ved from the Bureau Record s Management Off i ce .  

x i v- b  
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OVERALL ADMINISTRATIVE H ISTORY OF 

THE BUREAU OF LABOR STATISTICS 


A Bureau of Labor was establ i sh i n  the Department of the I nter i or by 23 
Stat . 60 of June 2 7 ,  1884,  headed by a Commi ss i oner of Labor.  It  was t he 
f i rst formal Federal organ iz at ion un it  estab l i shed for the speci f i c  pu rpose of 
co l l ect i ng and comp i l i ng i nformati on rel at i ng to l abor cond i t i ons  i n  the 
Un i ted States . The l anguage of the Act establ i s h i ng th i s Federal Bureau was 
based on an Act of June 23 ,  1869 , of the State of Mas sachusetts whi ch created 
the Massachu setts Bureau of Stat i sti cs of Labor . 

An  a resu l t  of a request made by the Kni ghts of Labor that a Department 
of Labor be created i ndependent of any of the federal department s ,  Congress  
passed the Act of  June 13 , 1988 ( 25 Stat . 182 )  estab l i sh i ng a Department of 
Labor wi thout  rank . The head of the Department reta i ned the t i t l e of 
Corrm i s si oner and cont i nued the same respons i b i l i t i e s  prov i d ed by the Act of 
J u ne 2 7 ,  1884 . These as s i gnment s  were cont i nued when the Department of Labor 
was i n  corporated as a bureau i nto the Department of Commerce and Labor,  new ly  
created by t he Act of  February 4 ,  1903 ( 32 Stat . 825 ) . About a year l ater , by 
the Act of March 18 ,  1904 , the t i t l e  of the Department of Labor was formal ly  
changed to  t he Bureau of Labor i n  th i s  newly  estab l i shed Department . 

The f i rst Commi ss ioner of Labor , named by Pres i dent Chester Arthur i n  
January 1 88 5 ,  was Carro l l  D .  Wr i g ht , formerly Ch i ef of the Mas sachusetts 
Bureau of Stati st ics  of Labor,  wh i c h  had served as a mode l i n  t he 
establ i s hment of the Federal Bureau of Labor . Mr.  Wr i g ht served as 
Corrm i s s i oner u nt i l  January 1905 . He qu i ck l y  moved to estab l i sh 
profess i onal i sm and impart i a l ly i n  the Nati onal Bureau . He  stressed the 
i mpart i a l  gather i ng of facts on the var i ous  matters affecti ng l abor . The 
facts were to be gathered i n  accord ance w i t h  stati st i cal  methodol ogy and were 
to be publ i s hed to be avai l abl e for al l to asses s and act upon . 

Und er Mr . Wri ght , duri ng h i s twenty year steward sh i p  of the Bureau , 
var i ou s  B u l l ent i n s  and Annual  and Speci al Reports were i ssued cover i ng such 
subjects as : i ndustri al depress ions , str i ke i nvest i gat i ons and i ndustri al  
re l at i on s , work i ng women and ch i l dren ,  urban and ethni c matters ,  tari ffs ,  
wages  and pri ces , and i nternat ional l abor matters . Mr . Wri ght al so 
part i c i pated i n  the sett l ement of var i ou s  l abor d i sputes . 

As  of 190 5 ,  Dr.  Charl es P .  Ne i l l  was appo i nted as the second corrm i s s i oner 
of the Bureau of Labor , wh i c h  after 1903 had become a Bu reau i n  the Department 
of Corrmerce and Labor. He had been a Professor of Pol i t i cal  Economy at t he 
Wash i ngton , D . C .  Catho l i c  Uni vers i ty .  He served as Corrm i s s i oner unti l 191 3 ,  
res i gn i ng shortly after the establ i s hment of a separate Department o f  Labor i n  
19 13 , and the change of the name of the Bureau from Bureau of Labor to Bureau 
of L abor Stat i st i c s .  

D r .  Ne i l l  conti nued the work begun by Mr . Wri ght dur i ng these formati ve 
years, and strengthened the headquarters-f i e l d  fact gather i ng and stati st i cal  
analys i s  work . Co l l ecti on of data on whol esal e and reta i l pri ces and empl oyee 
wage s were the pr i nc i pa l  concerns of the network of Bureau f i e l d  agents . I n  
keep i ng wi th the po l i c i es of Pres i dent Theodore Rooseve l t  and the progres s i ve 
movement , Dr . Nei l l  pl aced emphas i s on studi es for economi c and soc i al  reform, 
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study resu l t s .  Dr . 

such as  stu d i es of work i ng cond i t i ons  of women and ch i l dren and of i ndu stri al  
safety and hea l t h .  

A s  o f  Augu st 19 13 , Dr . Royal Meeker,  former ly  a professor a t  Pri nceton 
Un i vers i ty u nd er Woodrow Wi l son,  became the th i rd Corrmi s s i oner of Labor 
Stat i sti cs .  The Act of March 4 ,  19 13 , p l aci ng the Bureal of Labor St at i st i cs 
i n  the Department of Labor prov ided that the Bureau , u nder the d i recti on of 
the Secretary , s hou l d  co l l ect , col l ate , and report at l east once eac h  year , or 
oftener i f  necessary , ful l and compl ete stati st i c s  on the cond i t i ons of l abor 
and the products or d i stri buti on of the products created . 

Under Dr . Meeker the Bureau faced a prewar recess ion and a wart i me 
economy . To meet these cond i t i ons , report s on u nemp l oyment and empl oyment 
were begun as we l l  as stud ies  of cost of l i v i ng under the warti me i nduced 
i nfl at i onary pres sure s .  stud i es were u ndertaken .  As of 
19 1 5 , the per i od i ca l  1 was estab l i shed as a veh i cl e  for 
d i ssem i nat i ng Bureau Meeker res i g ned i n  1920 to work for 
the I nternati onal Labor Off ice of the newl y estab l i shed League of N at i ons i n  
Geneva . 

The next Commi s s i oner 1 Ethe l bert Stewart 1 served i n  the post-war peri od 
from 1920 to 19 32 . He had served i n  the BLS and i t s  predeces sor agenci es for 
some 33 years pr ior to hi s appo i ntment . The po l i t i ca l  c l imate d ur i ng th i s  
peri od of re l ati ve prosperi ty and end i ng w i t h  the Great Depres s i on was not a 
favorabl  e one for the Department of Labor and the BLS .  Mr.  Stewart worked to 
i mprove the trad i t i ona l stat i st i ca l  empl oyment , pr i ce ,  wage ,  and i ndustri al  
safety programs of the Bureau , and i nst i tuted new programs i n  the measurement 
of l abor product i v i ty .  

I n  192 1 ,  at the beg i nni ng of hi s term , the Bureau was organ ized as 
fo l l ow s :  the Off i ce of the Commi s s i oner;  the Off i ce of the C h i ef Stati st i c i an ,  
i nc l ud i ng D i v i s i ons  of Correspondence and F i l es ,  Accou nts and Suppl i e s ,  and 
Spec i a l F i e l d  I nvest i g at i ons ; the Stati st i cal D i v i s ion  i nc l u d i ng Secti ons for 
Wage s and Labor Cond i t i on s ,  Whol esal e Pri ces , Reta i l Pr i ces , Cost of L i v i ng ,  
I ndu stri al Acci dent s ,  Stri kes and Lockouts , and Vol ume of Emp l oyment ; an 
Ed i tor i a l  and Research D i v i s i on;  and a Law D i v i s i on .  Much of the t i me 
Corrm i s s i oner Stewart was concerned w ith  budgetary cut s and attempt s to 
ma i nta i n  the v ar i ous stati st i cal outputs and studi es of the Bu reau . Whi l e  h i s  
4 year term as Commi s s i oner ran u nt i l  December 1933 , Stewart , then 74 years 
ol d ,  was ret i red i nvol untari ly as of Ju ly  1932 . Charl es E .  Bal dwi n ,  Ass i stant 
Corrm i s s i oner under Stewart , served as Act i ng Commi ss ioner unti l the 
appo i ntment of I sador Lu bi n in July 1933 as Corrm i s s i oner of Labor Stat i st i cs .  

S i nce 1922 , I sador Lub i n  had taught and l ed economi c stud i es at the 
Broo k i ng s  I nst i tuti on in Wash i ngton , D . C .  Dr .  Lu b i n was promi nent among t he 
econom i sts who saw the need for an i ncreased rol e  for the Federal Government 
i n  economi c affai rs , especi al ly after the onset of the Depres s i o n .  Dr .  Lub i n  
was c l ose ly  as soci ated wi th Secretary of Labor Frances Perk i ns ,  and together 
they attempted to improve the Bureau 1 s staff and programs so as to prov i de 
re l i ab l e ,  econom i c  stat i sti cal  data for the var i ou s  Federal agenci es 
establ i shed under Pres i dent Rooseve l t  to foster econom i c  recovery from the 
Depres s i on .  Outs ide  consu l tants were brought i n  to prov i de ad v i ce concerni ng 
the method s ,  adequacy , usefu l ness , and general program of the BLS . Dr.  Lub i n  
and Mrs .  Perk i ns were al so act i ve i n  promoti ng the coord i nati on of Federal 
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Stat i s t i ca l  agenc i es . He hand l ed v ar i ous spec i a l  ass i g nments for t he 
Secretary ,  and through her was g i ven var ious  Wh i te Hou se ass i g nments . 

A s  of June 1940 , he was des ignated as Economi c Adv i sor to the head of t he 
Labor D i v i s i on of the Nati onal Defense Adv i sory ColTITl i s s i on ,  and by May 1941 
was appo i nted spec i a l stat i st i cal  as s i stant to the Pre s i dent . He  reta i ned t he 
t i t l e  of Commi ss ioner of Labor stat i st ics unti l 1946 ,  but as of June 1940 he 
des i gnated A .  Ford H i nr i chs , the Bureau ' s  Ch i ef Economi st , as Act i ng 
Conrn i s s i oner to carry out the work of the Bureau to provi de needed wart i me 
stat i st i cs .  

From 1933- 1946 under the Lu b i n-H i nr i chs Cammi ss  i oners h i  ps , many of the 
programs of the present BLS were enhanced or begun .  Emphasi  s was pl  aced on 
cost-of- l i v i ng i ndexes , standard fam i l y  budgets ,  wages and hourl y  earni ngs , 
who l esal e pr i ces , i ndu stri al re l at i ons , l abor producti v i ty and technol ogy , and 
i ndu stri al  safety and heal th . Further enhancement was made a l so i n  the 
establ i s hment of regi onal offi ces  for co l l ecti ng wage , pri ce ,  and empl oyment 
data . As of J u l y  1946 , when Mr. H i nri chs res i gned as Act i ng Commi s s i oner ,  t he 
Bu reau had some 1 , 700 empl oyees to carry out i ts programs . 

As  of August 1946 Ewan C l ague became Commi ss i oner ,  a post he hel d u nt i l  
1965 , except for a short i nterrupt ion dur i ng 19 54-55  when h i s renomi nat i o n  to 
anot her fou r  year term was he ld up . Dur i ng th i s per i od ,  h i s Deputy Aryness  
Joy Wi cken s ,  served as  Act i ng ColTITl i s s i oner . 

Mr.  C l ague ,  a d i st i ng u i sed econom i st had served s i nce 1940 as D i rector of 
the Bu reau of Emp l oyment Security and had numerou s previ ou s contacts wi th t he 
B L S ,  goi ng back as far as 1926 when he had worked for the Bureau i n  deve l op i ng 
l abor producti  v i  ty i ndexes . 

He  faced immedi ate budget probl ems duri ng the 1946 post-war budget 
redu ct ion  per i od ,  havi ng to let go some 700 of the Bu reau ' s  1 , 700 empl oyee s .  
Duri ng h i s  ColTITl i ss i onersh i p ,  the Bureau faced many proposal s ,  both i ns i d e  and 
outs i d e  the Department of Labor, for reorgani zati ons and add i ng or l o s i ng 
vari ou s  stat i st i ca l  funct i ons , and various  outs i de Conrn i s s i ons  stud i ed t he 
work of the Bureau . Much re imbursab l e  work was undertaken for other Bureaus 
of the Department of Labor , such as the Manpower Adm i n i strat i o n  and others . 

Emp has i s on the use of Bureau stati st i cs  as economi c i nd i cators for 
sett i ng nat i onal econom i c ,  po l i cy deve loped duri ng h i s terms of offi ce .  Such  
agenc i es as  the  newly  created Counci l of Economi c Adv i sors and t he 
Congress i onal Jo i nt Economi c ColTITli ttee were among the u sers . Al so i n  1948 an 
agreement between General Motors Co.  and the Uni ted Auto Workers U n i on cal l i ng 
for u se of the Consumer Pri ce I ndex and producti v i ty measures for adjust i ng 
wages i ncreased pub l ic  awarenes s of the Bureau ' s  stat i st i cal program s .  
Fo l l ow i ng th i s  agreement , many other pri vate and governmental org an i zat i ons 
began  u s i ng B LS pri ce i ndexes i n  wage adjustments , such as in u n i on contracts 
arri ved at through col l ect i ve bargai n i ng .  

Mr.  C l ague ,  therefore , pl aced great emp ha s i s on i mprovi ng the stati st i ca l  
rea l i ab i l i ty of  the Bu reau ' s  vari ou s i nd exes , despi te budgetary probl em s .  
Dur i ng th i s  peri od , cooperati ve agreements wi th states were pu t i n  p l ace 
i nvo l v i ng the co l l ecti on of empl oyment data by state agenc i es and the anal ys i s  
and pub l i cat i on of such data by the Bureau . Several major rev i s i ons  of  t he 
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Consumer Pri ce I ndexes were undertaken , i ncl ud i ng a major revision of i ts 
Market basket data i n  the 1961-2 per i od . Al so i n  the early 1960 1 s , the Bu reau 
undertook econom i c  growth studies for the ana l ys i s and project i on of econom i c  
growth trend s .  Others of the Bureau 1 s stat i sti ca l  programs were enhanced 
duri ng th i s per i od such as stati st i c s  coveri ng wages and i ndustr i a l  re l at i on s ,  
i ndu stri al safety and heal th , who l esale  pr i ces , 1 abor force ,  standard fami l y  
budgets , produ ct i v i ty and technology , and i nternat i ona l l abor cond i t i ons . 

Mr.  C l ague 1 s  work d i d  much to prov ide  the Bureau wi th an accepted pu b l i c  
image as  a non parti san professi onal organi zati on i s su i ng re l i ab l e  stat i s t i cs 
and i nc l uded the begi nn i ngs of the computer i zat ion  of the vari ou s  s tati st i cal  
programs of the Bureau . 

Under the next Commi ss ioner,  Arthur M .  Ross , who served as ColllTli s s i oner 
from October 1965 to Ju ly  1968 , work began to modern i z e  the Bureau and to 
furt her the u se of automat ic  data process i ng operat i ons as app l i ed to i ts 
major stat i st i ca l  systems . Dr . Ross had been a Profes sor of Labor Management 
Re l at i ons  at t he Uni vers i ty of Ca l i forn i a .  D r .  Ross emp l oyed t he management 
cons u l t i ng f i rm  of Booz -Al l en and Ham i l ton to propose a major reorgani zati on 
of the Bureau and i t s  operations . However , he res i gned as of J u l y  1968 , and 
Ben Burdetsky , h i s Deputy Conm i s s i oner , who had been ass i gned the tas k of 
manag i ng the reorgan i zat ion ,  was named Act i ng ColllTl i s s i oner . 

Mr .  Burdets ky served unti l March 1969 , when Geoffrey H .  Moore ,  of the 
Nati onal Bureau of Economi c Research and past pres i dent of the Amer i c an 
Stat i st i ca l  Assoc i at i on was named as Commi ss ioner.  Under the reorgani zati on 
of the Bureau by J anuary 1966 the pos i t i ons  of Ch i ef Stat i sti c i an and Ch i ef 
Economi st  were estab l i shed . By 1970,  the management of t he computer 
operat i ons w i t h i n the Bureau had been central i zed u nder an Offi ce of Data 
Co l l ecti on and Survey Operat ions , and the systems deve l opment work had been 
p l aced u nder the Ch i ef Stati st ic i an .  

Th i s central i zat ion  of fu ncti ons  foreshadowed the present d ay 
organi zati on of the Off i ce of Survey Process i ng and the Off i ce of Techno l ogy 
and Operat ions Rev i ew. By 1972 ,  however , the pos i t i ons  of Ch i ef· Economi st and 
Ch i e f  Stati st i c i an had been abol i shed ,  and a Spec i a l  Ass i stant for F i e l d  
Operat ions had been e s  tab 1 i s hed under the Deputy Cammi s s  i oner , Mr.  
Burd etsky . Th i s  pos i t i on was a foreru nner to today 1 s  central i z ed management 
of Reg i ona l Operat i ons u nder the present Off i ce of F i e l d  Operati on s .  

Commi ss i oner Moore resi gned as  of J anuary 197 3 ,  when h e  turned i n  h i s  
pro-forma res i g nati on as a pol i t i cal empl oyee and i t  was accepted . I n  Ju l y  
19 73 , J u l i u s  S h i sk i n ,  a n  economi st and stati st i c i an who was formerly head of 
the Off i ce of Sta ti st i cal Pol i cy of t he Offi ce of Management and Budge t ,  
became the next Corrm i s s i oner . 

Commi ss i oner Shi sk i n  emphas i zed the non po l i ti ca l  nature of t he work of 
the Bureau and the i mportance of mai ntai n i ng i t s  profess i onal i mage w i t h  the 
ever-growi ng u se of i t s  i ndexes as nat iona 1 econom i c  i nd i cators . By the n ,  
most Fed eral wages , reti rement , and enti t l ement programs as  we l l  as most u n i on 
co l l ecti ve barga i n i ng contract s had been l i nked wi th the Bureau 1 s  pri ce 
i ndexes for ad ju stment s needed to compensate for i nfl at ion .  Such i ndexati on 
requ i red compl ete conf i d ence of al l i n  the nonpo l i t i ca l  nature of the Bureau ' s  
operat i ons .  
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Commi ss i oner Shi sk i n  stated that he expected to compl ete h i s four year 
term and wou l d  not subm i t  a pro-forma pol i t i cal  res i g nati on .  He al so h ad 
i n s i sted on a regul ar schedu l e  of  rel ease of d ata wi th wr i tten pres s re l eases 
that h ad been i s sued at l east one hour before any po l i cy or pol i t i ca l  
co11111entary was to  be made .  

U nd er Commi ss ioner Sh i s k i n, major i mprovements were made  i n  the C P I , wi th 
deve l opment as of 1978 of the CP I -LI ( Urban) representi ng a much broad er 
coverage than the trad i t i onal CP I-W,  wh ich  was al so cont i nued . By 1976 , t he 
f i rst comprehens i ve revi s i on of the ol d Whol esal e Pri ce I ndexes was begu n ,  
wh i c h  resu l ted by 1983 i n  the i ssuance of the present Producer Pri ce 
I ndexes. Most of the trad i t i ona l stat i sti cal programs were al so enhanced . I n  
the wage are a ,  for examp l e ,  to meet the demand for a broad general wage 
measure to serve as an economi c i nd i cator , i n  19 76 , the Bu reau beg an quarter l y  
pub l i c at i on of i ts Emp loyment Cost I ndex , measur i ng qu arterly changes i n  wages 
and sa l ari es . The EC I  has s i nce been expanded i n  coverage over the years .  

By  1978 , Commi ss i oner Shi sk i n  had become seriou s l y  i l l ,  and he  d i ed i n  
off i ce as of October 1978.  The present Cammi ss i oner ,  Janet L.  Norwood , was 
named acti ng Co11111 i s s i oner dur i ng 1978 .  She h ad been Deputy Commi ss i oner ,  and 
had been assoc i ated wi th the Bureau s i nce 1963 i n  ever-i ncreas i ng pos i ti on s  of 
respons i bi l i ty primari ly  i n  the pr i ce offi ce . 

As  of March 1979 , Presi dent Carter nomi nated her as the f i rst woman to 
serve as  Co11111 i s s i oner . She has stres sed the need for rel i abl e and accurate 
stat i st i cs to be generated by t he Bureau rel evant to the country • s  econom i c  
and soc i al needs . 

A l t hough i n  F i scal Year 1982 , the Bureau faced a 12 percent budget cu t ,  
Co11111 i ss i oner Norwood was ab le  to protect the Bureau • s  core programs , and 
wi nnowed out certai n  other programs of l imi ted app l i cati on .  Up to t he t i me of 
th i s  wr i t i ng ,  i n  1987 , she has been ab le  to i mprove the scope and qual i ty of 
data on  consumer pr i ces , producer pri ces , empl oyment and u nemp l oyment ,  and 
wage and benefi t  cost s .  A comprehens i ve revi s i on of the C P I  was put i n  p l ace 
i n  198 7 ,  and mu l t i f actor product i v i ty stat i sti cs had been begun under h er 
l e ad er sh i p .  The bureau al so had assumed responsi bi l i ty for admi ni ster i ng t he 
Federa l /State Cooperat i ve nat ional l abor i nformati on program s .  

As  o f  198 7 ,  Mrs .  
Co11111 i s s i oner , cappi ng 

Norwood was 
her eff arts 

reappo i nted t o  
to assure that 

her t h i  rd four-year term as 
the work of the Bureau wi  11 

cont i nue u nd er the h i ghest pos s i  b l e  standard s of profess i ona l i sm and 
i ntegri ty .  

Binder of Schedul e  

T h i s Schedu le  i s  presented i n  a format refl ecti ng t he organ i zat i on o f  t he 
Bureau of Labor Stat i st i c s  Off i ces covered as  of the t ime of th i s  wri t i ng i n  
1987 . Its  d i spos it ion authori zati ons wi l l  remai n  i n  effect regard l ess of any 
future org an i z at i onal changes i n  the B LS Offi ces covered as long as the f i l es 
descri bed i n  i ts contents to accumu l ate and serve the same purpose . 
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EXPLANATORY STATEMENTS 

A .  Documentat i o n  of 

B LS systemi ca l ly documents the methodol og i cal approaches adopted i n  
deve l opi ng and i ssui ng i ts survey data i n  the fo l l ow i ng manner : 

1 .  Statement s .  A BLS Hand book of 
Met hods i s  publ  i shed and updated per i od i ca l  ly  to expl ai  n the s tati  st i ca l  
met hodo l ogy u sed i n  the various stati st i cal  programs of  the  Bureau . 

I n  add i t i on .  Techni ca l Notes are i ncl uded i n  the month ly  Bu l l et i ns 
prov i d i ng methodolog i cal exp l anat i ons  of the stati st i cal methodol ogy . 
The record cop i es of such pub l i cat i on s  are l i sted as permanent on t he 
Schedu l e  to ensure thei r appropri ate preservat i on .  

2 .  Mai ntenance of I nternal Stat i sti ca l  and Procedural Manua l s and 
Techn i cal  Memoranda .  The Offi ce of F i e l d  Operat i on s .  i n  col l aborati on 
w i t h  the part i cu l ar program off i ces i nvol ved . i s  respon s i b l e for t he 
pri nt i ng and d i stri but ion to Regi onal Off i ces  of such expl anatory 
mater i a l s  as i nternal stat i sti ca l  and procedura l manua l s  cover i ng t he 
detai l ed operati ons i nvol ved i n  sampl i ng .  co l l ecti ng .  and anal yz i ng t he 
d ata req u i red to i ssue the var i ous stat i st i ca l  reports and bu l l eti ns of 
the bu reau . The Offi ce of F i e l d  Operat ions a l so prov i des  such 
d i s tr i bu t i o n  servi ces  for the Techn i ca l  Memoranda i ssued document i ng the 
detai l ed procedures i nvo lved i n  carry i ng out spec i f i c  surveys  i nvol v i ng 
Reg i ona l Off i ces . The record copi es of such manual s and Techn i cal  
Memoranda are l i sted as permanent record s i n  the BLS D i sposi t i on 
Sched u l es for the Program Off i ces concerned rather than for t h i s schedu l e  
cover i ng certai n functi ons of the Off i ce of F i e l d  Operat i on s .  

I n  add i t i on .  the Offi ce o f  Techno logy and Operati ons  Rev i ew (OTOR)
covered by th i s  schedu l e  is  respons i b l e  for the operat i on s  of the LABSTAT 
system contai n i ng many of the permanent mach i ne readabl e t i me seri es 
resu l ts of B LS surveys . Th i s  Off i ce i ssues such manual s as  a user g u i de 
and a ser i e s d i rectory to as s i st users of mach i ne-readabl e  records . I n  
add i t ion .  OTOR servi ng as a computer support off i ce for the Management 
I nformati on System and other systems . provi des  deta i l ed d escr i pti ve 
documentati on for the computeri zed operat ions i nvo l ved . Such 
d ocumentat i on i s  l i sted as permanent on t h i s schedu l e .  

B .  Term Mai ntenance . 

B LS w i l l  provi de requ i red mai ntenance procedures to mach i ne-read ab l e  
record s transferred to WNRC for a per iod o f  more than f i ve years storag e .  A 
not i f i cati on system wi l l  be establ i s hed to i dent i f ied  those stored BLS tapes 
need i ng mai ntenance procedures in order to comp ly  with t he req u i rement s of 41 
CFR 36- 1207 coveri ng mai ntenance of mach i ne-read ab l e  records . 

C .  Record of B LS Pub l  i cati ons . 

The term 11 record copy" for pub l i cati on s  i s  used i n  th i s Schedu l e  to 
des i gnate the most comp l ete set of a BLS pu b l i cat ion  i n  the best phys i cal 
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cond i t i on  whi ch wi l l  be a permanent record for eventual  transfer to the 
Arch i ves of the Uni ted State s .  

D .  Pub l i cati on Stand ards .  

When m icrographi c pub l i cati ons are to be access i oned to the Arch i ves of 
the U n i ted States i n  l i eu of pri nted cop i e s ,  the m i crofi che are to be prepared 
i n  accordance wi th 36 CFR 1230 . 14 .  
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Irt4ED IATE OFFICE OF THE C<Ji4MISS IONER FOR THE 
BUREAU OF LABOR STATIST I CS 

The i 11111ed i ate Offi ce of the Commi ss i oner for the Bu reau of Labor 
Stat i st i cs present ly cons i sts of the Commi s s i oner ,  the Deputy Co11111 i s s i oner for 
Admi ni strat i on and I nterna l Operat i on s ,  two Spec i a l As s i stants to t he 
Co11111 i s s i oner , and the secretar ia l  staff .  

Three major categori es of  records cover i ng the  act i v i t i e s  of the  present 
Co11111 i s s i oner ex i st i n  the immed i ate Off i ce of the Co11111 i s s i oner . These are : 

1 .  	 F i l es ,  bot h current and noncurrent , d i rectly  attri bu tab l e to t he 
present Commi ss ioner.  

2 .  	 Current f i l es attr i butab l e  to  the present Deputy Cammi ss i o ner  for 
Adm i n i strat i on and I nternal Operati on s .  

3 .  	 Current and i nact i ve f i l es attr i butab l e  t o  the overa l l Offi ce o f  t he 
Commi s s i oner ,  i ncl ud i ng t1iose of the present Spec i a l  Ass i stant s and 
previ ou s  Spec i a l Ass i stants . 

Records of prev ious Comm i s s i oners pri or to 1978 have  a l ready been 
acce ss i o ned to the Nat ional Arch i ves of the Uni ted State s .  

Files Attributable to the Present Conmissi oner 

1 .  Commi s s i oner ' s General Offi ce F i l e s .  The pri mary co l l ecti on of 
record s ma i ntai ned by Mrs . Janet L .  Norwood , Co11111 i s s i oner for BLS at the t i me 
of th i s  wri t i ng ,  i s  known as the Co11111 i s s i oner 1 s General Offi ce f i l e .  On hand 
i n  t he Co11111 i s s i oner 1 s  out s i de Offi ce at the t ime of th i s  wr i t i ng are t he 
Cu rrent f i l e s  representi ng the current three years of these f i l e s  ( 1 98 5 - 1987 ) ,  
wh i ch are broken annua l l y .  I n  cab i nets i n  the Commi ss i oner ' s  study and i n  t he 
back room storage area are the i nacti ve general off i ce f i l es ,  ref l ect i ng Mrs .  
Norwood ' s  tenure pri or to 1985 . 

The f i l es cons i st of i ncomi ng and outgoi ng correspond ence , report s ,  
cop i es of proposed l eg i s l at i on ,  commi ttee record s ,  and other re l ated general 
correspond ence-types of documents .  The Genera l Off i ce f i l e  refl ects t he major 
off i ci al  act i v i t i e s  i nvo l v i ng the present Co11111 i s s i oner . 

The Genera l Off i ce f i l e  con s i sts  of three major segment s  - - the Out s i de 
Department of Labor A-Z segment, the Department of Labor segment , and t he B LS 
f i l e  segment .  Whi l e  each  segment i s  pr imar i ly  organi zed o n  the bas i s  o f  t he 
organi zati ons or persons i nvo lved wi th the Commi s s i oner , subject matter or 
i s sue-or i e nted fol ders are mai ntai ned as subarrangements wi th i n  t he 
organ i zati onal or al phabet i c  pri mary f i l e  arrangements .  

The Out s i de Department f i l e  segment con s i sts of materi al s ori g i nat i ng 
from or sent to persons or organi zati ons  outs i d e  t he Department of Labor.  I t  
i s  t he on l y  a l p habet i ca l ly arranged f i l e  segment.  I t  contai ns genera l A t o  Z 
fo l d ers  for correspondence not i nvol vi ng v arious  subject s or organ i zat i ons for 
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wh i ch separate fo l ders are mai ntai ned , as wel l as speci al subject or name 
fo l ders for i ssues ( su bjects ) or organi zati ons for whi ch enoug h records are 
generated to warrant speci al fol ders . 

Both  t he Department of Labor and the BLS f i l e  segments are arranged on 
the bas i s  of the organ i z at i onal u n i ts concerne d ,  starti ng wi th the Offi ce of 
the Secretary and the Offi ce of the CoRlll i s s i oner respect i ve l y ,  and then 
arranged by t he i r  pos i t ion i n  the organ i zat ional h i erarchy . As requ i red , 
wi th i n  t he f i l es estab l i shed for vari ou s organ i zat i onal Bureau s or Off i ces , 
separate i s sue or subject f i le  fo l ders may be set up when the vol ume of 
document s warrants such spec i a l  fo l ders .  

A s  req u i  red conti  nu i ng types of record s ,  such as those i nvol v i  ng 
coRlll i t tees or important pol i c i es may be brought forward from a c l osed year 1 s  
f i  l es to the current year 1  s fi l e s .  

Retenti on Peri od . Permanent . Rearrange ol der f i l es as requ i red to 
ensure appropr i ate f i l e  arrangement . Duri ng annual  f i l e  break bri ng 
forward to current year 1 s f i l es appropri ate precedent and i mportant 
pol i cy materi al s such as agreements , freedom of i nformati on precedent 
cases , etc . ,  and other acti ve materi a 1 s as req u i red . Offer for 
transfer to the Nat iona l Arch i ves of the Uni ted States wi th i n  two 
years of termi nat i on of the Commi ss i oner 1 s appo i ntment • . 

2 .  Commi ss ioner 1 s Persona l F i l es .  The Commi s s i o ner 1 s  personal f i l e  
ref l ects pri mar i ly act i v i t ies  i n  whi ch the Commi ss ioner h as personal l y  
part i c i p ated . The f i l e  i s  not broken year l y  as a whol e ,  as  i n  t he case of the 
General Off i ce F i l e , but there are some c hronol og i cal l y  arranged segments of 
the f i l e  whi ch h ave been cut-off and stored i n  the back room storage area.  

The fol l owi ng descri bes the contents of  the several major segments 
compri s i ng the Commi ss ioner 1 s Personal f i l e : 

a .  	 The Non-Governmental  Organi zati on-Commi ttee segment of the 
Personal F i l e  conta i ns documentat ion  refl ecti ng ma i n ly  the 
Commi ss i oner 1 s  personal parti ci pati on as an off i cer , coR111 i ttee or 
worki ng group chai rperson , or member of v ar i ou s  non-governmental  
nat i onal or i nternat i onal economi c ,  stat i st i cal , or academ i c  
organ i zat ions . The records cons i st of mater i a l s  on var i ou s  
meeti ng s ,  agend as ,  drafts ,  comments ,  reports o f  organi zat i on s ,  
bac kground materi al s o n  t h e  organ i zat i ons , membersh i p  record s ,  
and the l i ke .  

b .  	 The Governmental Organi zati on-Commi ttee segment of  the  Persona1 
F i l e  contai ns documentati on ref l ect i ng the CoR111 i ss i oner 1 s 
part i ci pati on i n  v ar i ous  i nternati onal  or other governmental 
org an i z at i ons , such as the Org an i zat i on for Economi c Cooperati on 
and Deve l opment . The records cons i st of mater i a l s of a s i m i l ar 
nature as those for non-government organi zat i on s .  

c .  	 The Speech-Meet i ng-Travel  chronol og ical  ly  arranged segment of the 
Personal F i l e  contai ns documentati on ref l ect i ng t he preparati on 
and presentati on of u npub l i shed speeches by the Commi s s i oner and 
attendance at meeti ng s or conferences ,  of var i ous organ i zat i on s ,  
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Retention Period . 
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for many of wh i ch the CoRlll i s s i oner may not have had a personal 
aff i l i at i on .  The records cons i st of such mater i a l s  as fu l l  texts 
of speeches , outl i nes only of speeche s ,  background materi al s ,  and 
mater i a l s  refl ecti ng trave l to and attendance at the meet i ngs or 
conferences i nvol ved . 

d .  	 The pub l i shed Art i c l e-Pub l i cati on-Speech chrono l ogi cal ly arranged 
segment of the Persona l F i l e  conta i n s  documentat ion  ref l ecti ng 
the preparat ion by the Commi ss ioner of these types of pub l i shed 
mater i a l s  as an offi ci al representati ve of the B LS .  Records of 
the f i l e  consi st of an i ntermi xture of both record and 
d i stri but ion  copi es of the pu bl i cat ions . 

e .  	 The Commi ss ioner ' s  personal corre spondenc e ,  emp l oyment h i story , 
and mi scel l aneou s personal matters segment of the Personal F i l e  
conta i ns documentat ion refl ecti ng persona l correspond ence 
prepared by the Commi ss ioner ,  the empl oyment h i story of the 
Commi s s i oner ,  and var i ou s  other personal act i v i t i e s  of the 
Commi ss ioner ,  such as b i ograph ical  sketches , photograph s ,  travel  
vouchers and the l i ke . 

Retenti on Per i o d .  

( 1 )  of art icles , and other 

( 2 )  All other records 
in a as a 

the Comm i s s ioner ' s  
level 

1 0o fficial . Trans fer to the WNRC when 
years old . Destroy when 2 0  years old .  

( 3 ) Records re flect ing personal non-government 
act ivities of the Comm i s s ioner covered by are not 
this schedule . 

3 .  B LS Off i ce and D i v i s i onal and Occas i onal 
Overv i ew s .  Cons i sts of the mont h ly  progress reports and occas i ona l overv i ews 
from Assoc i ate Commi s s i oners of the Bureau ' s  Off i ces and from the D i v i s i on 
Ch i efs  wi th i n  the Off i ces  compri s i ng the BLS . The reports are addressed to 
the Conm i s s i oner , and are arranged chronol og i cal ly  ( 19 78 - d ate) . 

Permanent . Trans fer to the WNRCF° Establ ish a new file  upon
for 

when 1 0  years
C appointment o f  Commiss ioner . O f fera new 

o f- n tedu- _ 

O  V f- A S  d '- D. 
*4.  SES  Standard s and F i l es .  The CoRlll i s s i oner 

ma i nta i ns spec i a l personnel h i story f i l e s  on the Bureau ' s  SES empl oyee s .  The 
f i  l e s  are arranged by year and by name of SES empl oyee thereu nder . Fol ders 
contai n cop i es of the empl oyee ' s  perfonnance standard s and the eva l u at i ons of 
the emp l oyee s .  

Th i s  f i l e  i s  covered by the Pri vacy Act . 
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Retenti on Per iod .  Destroy 5 years after date o f  apprai sa l .  (GRS 1 -
I tem 

5 .  F i l e  o n  Commi s s i oner ' s  
Jo i nt Economi c Conmi t tee Cons i sts o f  a separate f i l e  ma i nta i ned 
coveri ng statements and test imony of the Conm i s s i oner before congres s i onal 
conm i t tees i nc l ud i  ng mai nly statements regu l arly made to the Jo i nt Economi c  
Conm i ttee of the Congress . Certai n congres s i onal  i ssuances are al so 
i ncl  uded . 

Arranged pr imar i ly by dat e .  

Re tent i on P e r i od . Trans f e r  t o  t he WNRC when 1 0  y e a r s  

o l d . D e s t r o y  when 2 0  yea r s  o l d  . 


6 .  Commi s s i oner ' s  F i l e  on  Effort s Local 
Area Stat i st i c s .  Th i s i s  an i nacti ve f i l e  cover i ng the peri od 
1976- 1978 mai ntai ned the Conmi s s i oner concerni ng the Bureau ' s  i mprovement 
effort made duri ng that peri od pertai n i ng to the Local Area Unemp loyment and 
Labor Force Sta t i  st i cs  program .  The fi l e  i ncl udes month ly  fo l d ers  coveri ng 
the peri od J anuary to June 1978 , and covers vari ou s  stat i st i ca l  approaches 
cons i d ered to improve the 11 Handbook 11 method for deve lopi ng the se stati st i c s .  

No  overal l apparent arrangement . 

WNRCTrans fer t o  the 

o f  the United States  o  aeJ . 
7 .  Sel  ected Inacti ve Commi ss ioner ' s  Documents on Bureau 

and Matter s .  The f i l e  con s i sts  of 
se l ected documents mai ntai ned separate ly  i n  boxes ref l ect i ng on the h i  story , 
funct i on s ,  org an i zat ion  and po l i cy matters of the Bureau . The se documents 
appear to h ave  been se lected to provi de Cammi ss  ioners wi th cont i nu i ty and 
needed background i nformati on on the Bureau . The f i l e s  con s i st of such 
materi al s as early pub l i shed h i stor i es of the Bureau , Statements of the 
Secretary of Labor on the respons i b i l i t i es of the BLS Conm i s s i oner , fu ncti onal 
statements and organi zati onal charts , spec i a l  bri ef i ng books assembl ed on the 
act i v i t i es and programs of the Bureau for presentat i ons  by the Commi s s i oner to 
var i ou s  Secretar i e s  of Labor , offi c i al s of OMB , and the l i ke .  

No  apparent arrangement . 

Per iod . Permanent . Break f i l e  at end o f  a 
term and s t a rt new f i l e  . Br ing forward 

act ive material . Ret i re inact ive mat e r i a l  to the WNRC . 
Tran s fe r  to the Nat ional Archive s  <] 

8 .  and Art i c l e  F i l e of Fonner Commi ss ioners 
Arthur Ros s . Th i s sma l l  f i l e  consi st s  of three b i nders whi ch contai n  i n  
numeri ca l  order copi es of newspaper arti cl es attr i buted to these 
Conm i s s i oners , art i c les  in peri odi ca l s  prepared by the se Conm i s s i oners , and 
cop i es of speeches made  by these Commi ss ioners . The f i l e  appears to have been 
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spec i a l l y as semb l ed and organ i zed , and covers the peri od 1966- 1972 . 

Arranged numeri ca l ly. 

Retent ion Period . Pe rmanent . Trans fer to WNRC 

9 .  
 A 

smal l separate fi le  has been mai ntai ned for certa i n  Federal Co111T1i ttees i n  
wh i c h  the ColllTl i s s i oner has had an i nterest . Some of the f i l es d ate prev i ous l y  
to her appo i ntment a s  Co111T1 i ss i oner . The Commi ttee fol ders can conta in  such 
record s as correspondence , report s ,  membersh i p  determi nat ions , mi nutes and 
agendas of meet i ng s ,  comments on act ions taken and the l i ke .  

The sma l l f i l e  i s  i n  no apparent order and dates from 1969 to 198 5 .  

Retent ion Period . PERMANENT . Break f i le annua l ly . Bring 
forward active material . Retire to the WNRC when l  years 
o l d ,  or sooner if no longer needed for adminis trat ive use . 
Trans fer to the Nat ional Archives when 2 0  years old . 
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B .  Files Attri butabl e to the Present 
C011111i ssioner 	for Admi ni stration and 

I nternal 

10 .  Commi ss i oner ' s  Genera l Offi ce F i l es .  The Deputy Co11111 i s s i oner 
for Admi ni strati on and I nternal Operat i ons mai ntai ns a genera 1 off ice fi  l e  
arranged in  a s im i l ar manner as the  General Offi ce f i l e  of  the  Commi ss i oner.  
There i s  an Ou ts ide  Department A-Z fi l e  segment , a Department of Labor fi l e  
segment arranged organi zati onal ly , and a l arge segment for the BLS arranged
organi zati onal ly w ith  subject matter fol ders thereunder.  The fi l e  i s  not 
broken yearly ,  as i s  the case of the Commi ss ioner ' s Genera l  Off i ce 
correspondence f i l e , but covers the peri od 1982 to date .  

T he Deputy Coltlll i ss i oner is  pr imar i ly concerned wi th BLS Admi ni strati ve 
Management and I nterna l Operati ons act i v i t i e s .  Such top i cs as the fol l owi ng 
are covered i n  the f i l e : ADP Procurement , Laser Pri nt Proposal , Purchase of 
Mi crocomputers , Software Ma i ntenance , Computer Costs , E DS Contract , Regi onal 
Term i nal  Network ,  Computer Ass i sted Te l ephone I nterv i ews , Bu i l d i ng Secur ity ,  
Space ,  Budgets , Fore i gn  Trai ni ng ,  Loca l Area Network , Col l ect i ve Bargai n i ng 
Agreement ,  Department Awards Ceremony , Mer i t  Pay ,  Gri evance s ,  Advance 
Procurement P l an ,  and the l i ke .  

Bas i cal l y ,  th i s i s  a General correspondence fi l e  refl ect i ng an overal l ,  
h i gh - l evel i nterest i n  and d i rect i on of the admi ni strati on and i nternal 
operat i ons of the BLS ,  i nc lud i ng oversi ght as to the deve l opment and 
i nstal l at i on of automated systems for i nformati on hand l i ng and the generati on 
of stat i st i cal data. 

Retent i on Per iod .  Permanent . Break fi l e  at l east every fi ve 
years . Br i n  forward precedent mater i a l s  and act i ve and cont i nu i ng 
mater 1 a  s to the new 1 e as appropr 1 a  e .  Transfer to the 
Nat ional Arch i ves of the Un i ted States i n  5 year bl ocks when the most 
recent record i s O years o l d .  
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C .  F i l es Attri butabl e to the Overa l l Off i ce 
of the Conai ss i oner 

An Off ice chrono l og i cal 
of a l l mater i a l s  

prepared by the Commi ss i oner, the Deputy Commi ss i oner,  or the Speci al 
As s i stants to the Commi ss i oner.  These cop i e s ,  arranged by date , can i nc l ude 
cop i es of  personal correspondence of the Commi ssi oner.  

1 1 .  Off i ce of Co111T1 i s si oner Chronol o i cal F i  l e .  
f i  l e  i s  mai ntai ned wh i ch conta i ns cop ies  typ i cal ly green) 

forward act ive material . 

1 2 .  Commi ss i oner '  s Off ice Contro l Hard F i l e .  The 
F i  l e  cons i  st s of b i nders and other records conta i n i ng form records rel at i ng to 
contro l over the recei pt ,  referra l and answeri ng of i ncom i ng correspondence 
wi th i n  the Off i ce of the Co111T1i s s i oner . Much of the correspondence i s  routed 
throughout the Bureau for preparat i on of repl i e s  for the si gnature of the 
Conm i s s i oner . 

Mach i ne readab l e  data fi l es are al so mai ntai ned as part of the 
correspondence control system. 

Retenti on Per iod .  Destroy when 3 years o l d .  

1 3 .  Conmi ss i oner 1 s  Off ice Mach i ne Readab le  Contro l 
F i l e .  As part of the overal l Co111T1 i ss i oner 1 s  Correspondence Control system, 
i dent i fy i ng i nformati on on  each document be i ng contro l l ed i s  entered i nto a 
data f i l e  presently  be i ng mai ntai ned under the Wang system, but i n  the near 
future to be ma i ntai ned as a data f i l e  on  the d i s k of the f i l e  server for the 
centra l  Bureau LAN system. Such mach i ne readabl e  data fi les  are u sefu l i n  
ana lyz i ng over a t ime peri od the Bureau ' s  performance i n  promptly rep lyi ng to 
i ncomi ng correspondence rece i ved at the Offi ce of the Co111T1 i s s i oner . 

1 4 .  Off i ce of the Co111T1 i s si oner Time and Attendance and T ime D i stri buti on 
F i l e .  Cons i sts of var ious form records i nvol v i ng the ma i ntenance of time and 

Retenti on Per iod .  Scratch when 5 years o l d .  

attendance and t ime d i stri buti on f i l es for the off i ce of the Commi ss ioner .  
These  f i l es i nc l ude b iweekly t ime and attendance forms and t i me d i stri but i on 
sheets , fl ex i t ime l og records ,  and earni ng and l eave statements .  

T he  record copy of  these f i l es are mai nta i ned i n  t he  central Off i ce of 
Admi ni strat i on of the Bureau . 

3 
3 .  

The f i l es 
cons i st 

Ret ent i on Dest r o y  a fter GAO audit o r  when 
y e a r s  o l d ,  wh i cheve r i s  s oone r ,  as pe r GRS 2 ,  I t em 

1 5 .  Work F i l es of Ass i stants to the Commi ssi oner.  
pr imar i ly  of such materi al s as work i ng papers , extra cop i es ,  

background mater ia l s ,  records refl ecti ng work o n  ass i gned i ssues , cop i es of 
speeches or test imony i n  which i nput has been made , budgetary materi al s ,  
c l earance records , mach i ne pri ntouts ,  and the l i ke ma i nta i ned by present and 
past Spec i al Ass i stants to the Commi ss ioner.  
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No record cop i es of f i nal products produced by spec ia l  assi stants are 
ma i nta i ned i n  t hese fi l es .  The record copy of any of such materi al s wou l d  be 
i n  the f i l es mai ntai ned by the Commi ss ioner or poss i b ly the Deputy 
Corrm i s s i oner . 

Any documents whi ch a speci al as si stant mi ght s i gn wou l d  be i ncl uded i n  
the offi ce chrono l og i cal f i  l e . 

Retenti on 
bus i ness .  

Peri od . Destroy when no longer needed for current 

16 .  Revi ew and Comment F i l e  Mai ntai ned 
Ass i stant Ne l son .  Wh i l e  rev i ews and comments o n  l eg i sl at i on affecti ng 
the Bureau are currently mai ntai ned i n  the general off i ce fi l e ,  f i l es on th i s  
act i v i ty are o n  hand that were kept separate ly  by former Spec i al Ass i stant 
Myrt l e  Ne l son for the period 1974-1980. The fi l es typi cal l y  consi st of 
request for corrment forms from the Sol i c i tor ' s  Off i ce of the Department of 
Labor , and corrments and statements of the Off i ce of the Corrmi s s i  oner on 
proposed l eg i s l ati on affecti ng the Bureau . Arranged pri mari l y  by date • 

. 

{;). 0  tJ ....................... 


1 7 .  Techn ical Reference Off i ce of  the Commi ss ioner .  Tht 
Corrm i s s i oner , Deputy Commi ss ioner ,  and Spec i a l  Ass i stants ma i nta i n  background 
tech n i ca l  reference materi al s fi l e s ,  typ i ca l l y  on shel vi ng or i n  bookcases .  
These f i l es cons i st o f  extra cop i e s ,  var i ous peri od i cal s or si ng l e  
publ i cati ons and pr i nted mater ia l s ,  cop i es of i nstruct ional manua l s  coveri ng 
vari ou s  BLS programs of i nterest to these offi ci al s , mach i ne l i sti ngs ,  and 
cop i es of var i ous i nstructi onal manu al s coveri ng computer i zed operat i on s ,  
stat i sti cal  procedures , and stat i st i ca l  methodol ogy . 

18 .  Mach i ne Readabl e Word D i s k Off i ce of the 
Corrm i s s i oner . A stand-al one Word Process i ng System i s  mai ntai ned i n  the 
Offi ce of the Conmi ssi oner for the preparati on of both i ndi vi dual 
correspondence , or as requi red , for the preparat ion of per i od i c  types of 
l e ngthy documents requ i ri ng updati ng ,  such as budgetary mater i a l s ,  mater i a l s  
o n  the BLS Centenn ia l  , and the l i ke .  D i sks are u sed a s  t he record i ng med i a  
for the system.  

Retent i on Peri od . Scratch when no longer needed for current 
bus i nes s .  
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OFFICE OF THE C0"4ISSIONER 
MANAGEMENT INFORMAT ION SYSTEMS STAFF 

The Management Informat ion Systems Staff of the Offi ce of the 
Conm i s s i oner , BLS ,  at the t ime of thi s wr i t i ng ,  cons i sts of a Program 
D i rector , two Program Ana lysts and an off i ce secretary . The staff i s  
respons i b l e  for such matters a s  the overal l management , deve lopment ,  
enhancement , and uti  l i zat i on of the various  automated management ,  f i nanc i al 
management , and personne l ut i l i zati on Management I nformati on Systems requ i red 
for effect i ve operat ions with i n the BLS. 

Much of the work of the MIS Staff i s  undertaken cooperat i ve ly  wi th teams 
of personne l cons i sti ng of representat i ves of other BLS staff,  program , and 
support offi ce s .  In  order to contro l the many projects carr i ed out by the M I S  
Staff ,  a Project P l ann i ng and Management Contro l System has been i n stal l ed .  
Th i s  system prov ides for p l ann i ng ,  schedu l i ng ,  manag i ng ,  mon i tor i ng ,  and 
docume nt i ng of the vari ou s  forma l projects that have been estab l i shed to 
refl ect the as si gned tasks of the MIS  Staff . 

1 9 .  D i rector F i  l e .  The D i  rector of the 
Management I nformati on Systems Program mai ntai ns a program subject fi  l e  
ref l ect i ng h i s  program respons i b i l i t i e s  for manag i ng the Management 
I nformat ion  Systems for the BLS . The f i l e  cons i sts of vari ou s  pri ntouts ,  
drafts , correspondence , conmittee record s ,  task  force reports , cop ies  of 
reports from M IS Systems and the l i ke .  Both act i ve and i nacti ve f i l e  segments 
are i nc l uded , and the fi l e s  al so ref l ect some of the D i rector 1 s  acti vi t i es 
wh i l e  serv i ng prev ious ly  as Execut i ve As si stant to the Commi ss ioner of B LS .  

I nc l uded i n  these fi l es  are documents perta i n i ng t o  such matters as 
contractor 1 s  reports i nvol v i ng certa i n  of the systems ,  pri ntouts of reports 
generated by systems , tra i n i ng personnel i n  use of the systems , progress 
reports made to the Cammi ss ioner , budget formu l at i on and execut i on ,  LABSTAT
NT IS act i v i t i e s ,  Bureau f i nanci al management systems , equ ipment i nventory 
system s ,  procurement systems ,  project p l ann i ng and contro l systems , extra 
copi es of system documentati on mater ia l s ,  and the l i ke .  

Current hard copy program p l ann i ng fi les  are ma i ntai ned under a numer ical  
4-d i g i t cod i ng scheme as mach i ne readab l e  PC Hard D i s k f i l es  or as fl oppy 
d i  skette s .  

Retenti on Period .  

longer needed for current business ,  whichever i s  

sooner . 


b .  Machine Readable Files . Scratch when no longer 

The i nternal work load of the M I S  
Staff and cooperati ng Bureau organ izat ions i nvol ved w i t h  the M IS staff i s  
i dent i fi ed ,  documented , and contro l l ed under a deta i l ed automated project 
managment system , known as the Project P l ann i ng and Management Control System , 

a .  Hard F i les . Break file every 5 -d    
Trans fer to the WNRC . ••••· Destroy when 1 0  years old, or when no 

needed for current business . 

20.  M I S  Staff Off i ce F i l es .  
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Project 



l onger needed for current bus i nes s .  

2 1 .  MIS Offi ce Adm i n i strat ive F i  l e .  The secretary to 
the D i  rector of the Management I nformati on System Program ma i nta i ns an offi ce 
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wh i ch U ses  Pri mavera and RAM IS program packages .  Each project i s  i denti fi ed 
by a d i  st i nct i ve project number , and the detai l ed work i n  carry i ng out each 
project i s  subd i v i ded i nto forma l acti v i t i es ,  w i th each acti v i ty of a pro ject 
al so bei ng ass i gned an i dent i fyi ng number pr i or to beg i nni ng work on project . 

Many of the projects of the MIS Staff i nvol ve vari ous  Bureau Staff ,  
admi n i strati ve ,  program, or  support offi ce s ,  and teams of persons from a l l 
offi ces concerned are as semb l ed to carry them out ,  i f  such i s  the case . 

Project records are mai ntai ned i n  both mach i ne readab l e  and hard copy 
formats .  Severa l types of project mach i ne readabl e  record s may be mai ntai ned , 
depend i ng on vol ume or other factors , such as data mai ntai ned on i nterna l hard 
d i sk s of off i ce P . C . s ,  data pl aced on f l oppy d i s kettes , or i f  very vol um i nou s ,  
data mai ntai ned at the central Bureau Computer fac i l i ty .  

T he hard copy paper records o n  projects are mai ntai ned under the 
numeri ca l cod i ng system, w ith  separate ly  numer ical ly coded fol ders estab l i shed 
for each act i v i ty i nto whi ch the work of a project has been estab l i s hed . 

The Project P l ann1 ng and Management Contro l System prov i des for deta i l ed 
contro l s  over both the schedu l i ng of the comp l et i on of each act i v i ty of a 
project and a l so the mai ntenance of the records wh ich  are generated by a 
project . A detai l ed i nventory of a l l projects  under the System i s  ma i ntai ned 
on d i sk fi  l e s  of the central Bureau Computer fac i l  i ty .  

Typ i cal ly  projects can i nvo l ve the deve l opment or enhancement of a 
part i cu l ar M IS System , the preparat i on for a speech or conference , or any 
other of the i nternal tasks  undertaken by the MIS  staff,  e i ther on i ts own , or 
i n  conjuncti on w i th  other organi zati onal un i ts of the BLS. 

Retenti on Period 

a. Hard Records .  Set up  a separate f i l e  for hard copy records 
i nvol v i  ng i nacti ve projects . Destroy when superceded obso l i ted , 
or when no longer needed for current bu s i ness . 

b .  Mach i  ne Readab le  F i  l es .  Scratch when superceded or when no 

admi n i  strat1 ve program subject fi l e  ref l ect i ng pr imar i ly  the admi n i  strati ve 
act i v i t i es for whi ch she has respons i b i l i ty .  

T he general correspondence f i l e  and rel ated materi al s  i s  i n  two 
segments . The f i rst segment coveri ng 1984 to date i s  an al phabet i cal ly  
arranged subject fi l e  cons i sti ng of correspondence ,  reports ,  pr i ntouts ,  task 
force record s ,  commi ttee records and the 1 i ke . It covers such subjects  as 
Performance Standards and Apprai sa l s ,  Procurement P l an ,  F l ex i t ime and T ime and 
Attendance , Commi ss i oner ' s Correspondence Control System , GAO Management
Revi ew ,  and the l i ke .  

T he prev i ous  year ' s  f i l es cover i ng the per iod 1979- 1983 , refl ecti ng 
s i mi l ar type subjects were mai ntai ned under a 4-d i g i t  numeri cal cod i ng scheme . 

10 


Copy 

Program Subject 



fo rward act i ve mat e r i a l s  to new f i l e s  . 

a .  Admin i s t rat ive Records . D e s t roy when 5 years old . 
. 

b .  Reco rds . Tran s fe r  to t he WNRC when 5 
y e a r s  o l d .  Destroy when 1 0  years o l d• 

for 

22 .  Offi  ce BLS I nterna l Memoranda F i  l e .  

bus i ness .  

2 3 .  Off i ce F i l e .  
Program mai ntai ns i n ,  bi nders 

2 4 .  Off i ce Word D i  skette F i l es .  
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Record cop i es of adm i n i strat i ve records are mai ntai ned i n  the Central 
Bureau Off i ce of Adm in i strat i on . 

Re tent i on P e r iod . Break fi le eve ry 5 years . B r i ng 

The secretary to the 
D i rector mai ntai ns a sma l l  f i l e  i n  b i nders for i ncom i ng i nternal BLS memoranda 
rece i ved i n  the off i ce .  The f i l e  i s  chronol og i cal ly  arranged .  

Retent i on Peri od . Destroy when no l onger needed for current 

The Secretary to the D i rector of the M IS  
an  extra copy chrono l og i ca l  read i ng fi l e  

cons i st i ng o f  cop i es of documents prepared i n  the offi ce . 

Rentent ion Peri od .  Destroy when 1 years ol d .  

I n  connect i on w i t h  the Word 
Process i ng of documents for the M I S  Staff , mach i ne readabl e d i skettes are 
generated by t he MIS  Staff secretary . Such d i skettes are worki ng med i a  used 
to fac i l i t ate  the producti on or revi s i on of hard copy documentat ion  of the M I S  
Staff .  

Retenti on Period .  Scratch when no longer needed for current 

Part i cu l arly the Seni or 
Program Analyst , but a l so other M I S Staff Program Analysts as requ ired 
ma i nta i n  mi xed Program Subject - work fi l es  ref l ect i ng the i r  ass i gned 
respons i  b i  1 i t i  es i n  the management of var ious M IS Systems .  These f i les  can 
i nc l ude both hard copy and PC hard d i sk or f l oppy d i s kette mac h i ne readab l e  
fi l es .  The f i l es can i ncl ude both extra work copi es and some record cop i e s  of 
materi a l  s .  

I nc l uded are mater ia l s on such matters as the deve l opment ,  mai ntenance ,  
or  operat i ons of the Operati ng I nfonnat ion System , the  F i nanc i a l  Profi l e  
System , the Empl oyee Pos i t ion lnfonnat i on System , and the l i k e ,  a s  wel l as 
materi al s on the devel opment of pr i ntout i nstructi onal statements for users of 
the var i ous Systems , and the answer i ng of requests for ad-hoc reports to be 
generated by the vari ous systems , extra cop i es of System documentati on 
materi al s ,  and t he l i ke .  

a .  Record of documents .  

Retenti on Period :  

Such as i n struct i ona l statements to 
u sers and system deve lopment record s .  Destroy when 10  years ol d .  

bus i nes s .  

2 5 .  F i  l es .  

1 1  


Program 
OF -wheu 110 

J,onger needed c1irceBt business, whichever ls 
S.GQR8J: J6(tiJ 

Incoming 

Reading 

Processing 

Program Analyst Program Subject-Work 

copies 



28 . M IS  Data Bases - Data Sets . 

b .  Extra work f i l es .  
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Destroy when superceded or when no l o nger 
needed for current bu si ness . 

c .  	 Machi ne Readab l e  F i l es . Destroy when superceded or when no 
l onger needed for current bus i ness .  

Program Analysts ma i nta i n  
copi es o f  current b iweek ly ,  or month l y ,  or other peri od i c  o r  ad-hoc report 
pr i ntouts produced from computer runs of the var i ous M IS Systems .  These 
pri ntouts of System reports are rece ived from the M I S  Staff Support Offi ce and 
the program managers d i stri bute them to the vari ous Offi ci al s of the B LS 
author i zed to rece i ved them . 

Rentent ion  Period : 

26.  M I S  Pri ntout F i  l e s .  

a .  Period i c  Pri ntouts . Destroy when superceded by more 
current pri ntouts 

b .  	 Ad-Hoc Run Pri ntouts . Destroy when no l onger needed for current 
bus i ness .  

at the Central Bureau Computer faci l i ty .  Separate books are mai ntai ned for 
ru ns i nvo l v i ng such systems as EP IS and Prof i l es ,  and for m i sce l l aneous 
computer accounts , and the l i ke. 

Retenti on Period .  Destroy when 3 years o l d .  

Certai n of the var i ous data 
bases or data sets  i nvol ved i n  t he MIS management or fi nanc i a l and personnel 
management report i ng systems are mai ntai ned on t he hard di sk s of the PC ' s  of 
the M I S  staff wi th d i skette back up as requ i red , such as the data base for t he 
Project P l ann i ng and Management Contro l System of the M IS  Staff , ma i ntai ned 
under Premavera and RAMIS  program packages ,  or data  sets for var ious  system 
deve l opment or enhancement project s .  

The vo l umi nous data bases , however,  for t he  var ious M IS  management ,  
f i nanc i a l and personnel management systems under the purv i ew o f  the M IS Staff 
are ma i ntai ned at the Central Bureau Computer fac i l i ty by the D i v i s i on  of 
Management I nformat ion Systems of OTOR . These i nc l ude such systems as : t he 
Empl oyee Pos i t ion  I nformat ion System , the Operat i ng Informat ion  Budget System, 
the F i nanci al  Prof i l e  System, the Resource Avai l ab i l i ty System , the Labor 
Market I nformati on Payment System , the Staff Uti l i zati on System, the 
Account i ng I nput System, the MIS Umbre l l a  System and Account i ng Code Manual , 
the Pr i nti ng I nformat i on System , the Equ i pment and Procurement I nformati on 
Systems and such other MIS  Systems as requ ired . 

These data bases and re l ated data sets are typi ca l ly  mai ntai ned on d i sks  
at  t he Central Bureau Computer Fac i l i ty wi th per iod i c  tape back  up . 

The M IS Staff has overal l respons i b i l i ty for deve l opment ,  debugg i ng ,  and , 
as requ i red , enhancement of these Systems ,  some of wh i c h  are the operati ng 
responsi bi l i ty of other Staff offi ces ,  such as the D i v i s i on of F i nanci al  
P l anni ng and Management ,  the Off i ce of Pub l i cati ons , t he D i v i s i on of Personnel 

2 7 .  M I S  Run F i  l e s .  Computer Run Log Book f i  l e s  are 
ma i ntai ned by the MIS  Staff to document authori zed requests for .computer runs 
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obsol ete materi al s .  Destroy when superseded , obsol eted , or no l onger 
needed for current bu si ness as appropri ate .  

30. M IS Intermed i ate Machi  ne F i l es .  Cons i sts of 

Retenti on Period :  

4ir D i s k Data Bases - Data Sets . 
l onger needed for current bus i ness , 

29 . Technical  Reference Fi  l es .  
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and Organ i zat i on Management , or the D i v i s i on of Admi ni strati ve Serv i ces , and 
the l i ke .  

Scratch when superseded or when no 
as appropri ate .  

These are extra copi es ,  pri nted 
materi al s ,  copi es of art ic l e s  from profess i onal magaz i nes , var i ous  
peri od i ca l s ,  copi es of i nstructi onal manual s and the l i ke  mai ntai ned by M I S 
Staff personne l cover i ng thei r ass i gned areas of work as wel l as computeri zed 
operat ions , and stat i st i ca l  procedures and methodo l ogy , and the l i ke .  

Retenti on Period .  Rev i ew f i l es at l east annua l ly  to identi fy 

i ntermed i ate process i Dg d i sk ,  tape , or d i s kette fi l es pertai ni ng to t he 
deve l opment or mai ntenance of vari ous  MIS  program systems or other M IS  Staff 
projects . Such f i l es are defi ned by General Records Schedu l e  20 ,  and i nc l ude 
work fi l es ,  test fi l es ,  i nput source fi l e s ,  i ntermed i ate i nput/output fi l es ,  
va l i d transacti on f i l es ,  and the l i ke cover i ng the mach i ne readab l e  records 
not speci fi ca l ly  l i sted under other schedu l e  i tems for the M IS Staff or t he 
M I S  D i vi s i on of OTOR . 

Ret ent i o n  P e r i od . App l y  GRS 2 0 ,  I tem 1 as appropr i ate . 
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OFFICE OF F I ELD OPERATIONS 
BUREAU OF LABOR STATISTICS 

a .  M i s s i on 


To prov ide support for al 1 Bureau program and pro ject off i ces by
ensur i ng t ime ly  co l l ect ion of accurate and qual i ty data by Bureau 
personnel work i ng i n  Bureau Reg i onal Offi ce s ,  and by state government 
personnel ( contractors ) ;  to d i rect the co l l ect i on act i v i t i es  of 
Reg i ona l Offi ces ;  to prov ide  program re l ated trai ni ng ( i . e . , i n struct 
data co l l ectors on the purpose and object i ves of programs serv i ced 
and techn iques assoc i ated wi th acqu i r i ng data) ; and prov ide  other 
adm i n i strat ive support to f i e l d  components .  

b .  Funct ions 

( 1 ) 	 Prov ides l eadersh i p  and po l i cy di rect ion  to the Bureau ' s  
Reg i onal Off i ces and prov i des appropri ate nat i onal offi ce 
superv i s ion to the Regi onal Off i ces on  admi ni strat i ve matters 
re l ated to p l ann ing , schedu l i ng , and mon i tor i ng data col l ect i on ;  
budget i ng ;  staff al l ocat ion ;  and rel ated adm i n i strat i ve matters .  

( 2 ) 	 Serves a s  a condu i t  for Reg i onal Off i ces on quest i ons/answers 
go i ng to or needed from project off i ces  on profess i onal concerns 
re l ated to stati st ics  and/or economi cs . 

Part i c i pates wi th the project and program offi ces  i n  t he 
pl anni ng of al l f i e l d  co l l ecti on programs by advi si ng on 
11workabi l i ty 11 of proposed method s ,  adv i s i ng on how real i st i c  are 
the proposed timetab l e s ,  etc . 

( 4 )  	 Prov ides di rect ion to the D i vi s i on of F i e l d  Col l ect ion  Act i v i 
ti es and the D ivi s i on of Cooperat i ve Program Coord i nati on i n  
pl anni ng ,  schedul i ng ,  and control l i ng admi ni strati ve aspects of 
work done by BLS ' regi onal staff and state government 
(contractor) personnel .  

( 5 ) 	 Deve l ops consol idated reg i onal est imates of workl oad and re
sources requi red for reg i ona l and state programs .  Rev i ews 
proposed staff i ng patterns and request s for funds from t he 
Reg i onal Off i ces and makes recommendat i ons on  resource 
al l ocati on .  Ass ists Reg i onal ColTlll i s s i oners i n  e st i mat i ng budget 
needs for l ong-range proposa l s .  

( 6) 	 I n  accordance wi th program pl ans  and overa l l Bureau pri or i t i es , 
al l ocates resources to the reg i ons and mon i tors the i r  use .  

( 7 ) 	 Eval uates performance of Reg iona l Offi ces ; rev i ews act i v i t i es to 
ensure that they are carri ed out i n  cost effect i ve manner ;  
performs program analysi s/qual i ty assurance for data co l l ecti on 
act i v i  ty .  

14 
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(8)  	 Determi nes and eva l uates tra i n i ng needs of Off i ce of F i e l d  
Operat ions staff, provi des tra i n i ng on data col l ect i on methods 
for those who need i t . 

( 9 )  	 Assi sts the pub l i c  rel at ions program i n  the Regi onal Off i ces by 
emphas i z i ng and encouragi ng the extens i on of BLS serv ices to 
l abor, i ndustry ,  and communi ty organ i zat i ons . 

( 10)  	Prov i des , as requested , adm i n i strat i ve serv i ces and ensures 
l ogi st i c  support for Bureau conferences and meet i ngs . 

( 1 1 )  Serves on the Bureau ' s  Executi ve Commi ttee . 

15  
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OFF ICE OF THE ASSOCIATE COMMISSIONER 
FOR F IELD OPERATIONS 

The fi l es of the Offi ce of the Assoc i ate Corrrn i s s i oner for F i e l d  
Op er at i ons refl ect the d i  re ct ion and coord i nati on by the Off i ce of F i e l d  
Operat i ons of the act i v i t ies of the BLS Reg i ona l Off i ces and Area Off i ces i n  
prov i d i ng support to a l l  Bureau program and project offi ces  as needed . 

Current l y ,  the pri nc i pal fi l es of the Associ ate Corrrni s s i oner are i n  hard 
copy . Work i s  u nder way , however , at the f aci 1 i t  i es of the Bureau ' s  Loca1 
Area Network ( LAN)  System, gradual ly  to i nstal l mach i ne-readab l e  record i ngs  of 
the correspondence type of f i l es current ly  ma i nta i ned i n  hard copy by the 
Associ ate Corrrn i s s i oner ref l ect i ng Headquarters-Reg ional re l at i onsh i p s .  
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re l ated documents ref l ect i ng ,  pri mari l y ,  communi cati ons to or from var i ous  
organi zati onal un its  compri s i ng the BLS nat iona l off i ce .  Certai n fol ders of 
th i s  a l p habet i cal ly  arranged fi l e  segment contai n copi es of memoranda sent 
from i nd i v i dual  reg ions to various B LS program offi ces through OFO ,  or cop i es 
of memoranda sent to BLS Reg ional Off i ces  by BLS program off i ces through OFO . 

A l so i nc l uded are fol ders for Department of Labor , BRAC , LRAC , and the 
1 i ke . 

The second fi le  segment covers i nternal correspondence from or to t he 
Associ ate Comniss i oner ' s  offi ce i nvol vi ng the vari ous organi zati onal 
su bord i nate un its  of OFO . 

The th i rd fi l e  segment , l abel l ed "Reports " contai ns such materi al s as 
Federa 1 /State memoranda from or to OFO from states or reg i on·s ; Bureau of 
Nati onal Affai rs memoranda ; monthly or weekly progress reports recei ved by t he 
Associ ate Comni ssi oner from subord i nate organi zati onal uni ts of OFO ,  or copi es 
of month ly  reports of program BLS offi ces ; as we l l  as morn i ng reports rece i ved 
from t he Off i ce of Pub l i cati ons .  

The fi l e  i s  broken annual ly .!/ The current f i l e  covers the  peri od 1982 
to date and 2 cubi c feet a year are accreted . 

Retenti on Peri od . Permanent . Break f i l e  annual ly .  Transfer to the 
Arch i ves 

F i l e  consi sts of i ncomi ng and 
outgoi ng memoranda or communi cati ons to or from the OFO Associ ate Commi s
s i oner ' s  Off i ce i nvo l v i ng comnuni cat ions w ith i nd i v i dual B LS Reg i ona l Offi ce s ,  
typ i ca l l y  addressed to the Reg ional Comniss i oner . The f i l e  i s  arranged by B LS 
reg i on s  and wi th i n  reg ions by the part i cu l ar B LS program i nvo l ved , such as 

!; 	 After t he LAN System of e l ectroni c mai l and f i l i ng becomes fu l ly 
operati onal i nvol vi ng the OFO Assoc i ate Commi ss i oner ' s Off i ce and the 
Reg i onal Commi ssioner ' s  off i ces as we l l  as the top offi ci al s of the B LS 
nat i ona l off i ces , certai n  hard copy records of th i s f i l e , as wel l as of 
t he next three f i l es of the Off ice of the OFO Associ ate Comni ss i oner -
Schedu l e  I tem Numbers 31 and 32 , and 33 may no l onger be in hard copy 
format but may be e l ectroni ca l ly comnunicated and f i l ed .  

( See I tem 50 of thi s schedu l e for a descri pti on of the Reg ional 
Wash i ngton Offi ce LAN el ectroni c  ma i l  and f i l e  system now bei ng 
i mp l emented . )  

RECORDS OF THE 
OFF ICE OF THE ASSOCIATE C<J4MI SS IONER 

FOR FI E LD OPERATIONS 

3 1 .  OFO Bureau F i l e .  Thi s f i  l e  i s  i n  three segments .  
One i s  for i ncom i ng and outgoi ng i nternal memoranda,  correspondence and 

WNRC when 5 years o l d .  Offer for transfer to the Nati onal 
of the Uni ted States in b l ocks of 10 years when the l atest record i s  
20 years o l d .  

32 . OFO Fi  l e .  
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b .  

Permanent . Transfer to the WNRC in 1 9 9 0 . 
Transfer to the National Archives 

Records Dated 1 97 9  and Later .  
WNRC when 5 years old . Destroy when 1 0  years old . 

3 5 .  Associ ate Conmi ssi oner - Conference F i  l e .  Th i s  i s  a 

CCA/10401453 :  RecrdSche4 

Admi ni strat i on ,  Economi c Analysi s and Informat ion,  Federal /State , Operati ons
Wages ,  Operati ons-Pr ices ,  etc .  

T he  f i l e  i s  broken annual ly .  The current f i l e  covers the peri od 1982 to 
date and one cub i c  foot a year i s  accreted . 

Retenti on Period .  Permanent . Break f i l e  annual ly .  Transfer to the 
WNRC when 5 years o l d .  Offer for transfer to the Nati onal Arch i ves 
of the Un i ted States in 10-year b l ocks when the l atest record is 20 
years o l d .  

Cons i sts of cop i es of te l etypes or 
memorand a addressed to al l BLS Reg i onal Conmiss i oners from the OFO Assoc iate 
Conmi ssi oner . These ref lect the overal l d i rect i on by the Assoc i ate Commi s
si oner over t he BLS Regi onal Off i ces i n  schedu l i ng and managi ng the B LS 
Reg i onal Off i ces  comp l ex ,  primar i ly i n  carryi ng out the data co l l ecti on and 
Federa l /State cooperat ive act ivi ti es i nvol ved in  B LS programs . 

The f i l e  i s  broken annual ly .  The current f i l e  covers the peri od 1984 to 
date and one cub i c  foot a year i s  accreted . 

Retenti on Per iod .  Permanent . Break f i l e  annual ly .  Transfer to t he 
WNRC when 5 years o l d .  Offer for transfer to the Nati onal Arch i ves 
of t he Uni ted States in 10-year b l ocks when the l atest record is 20 
years o l d .  

3 3 .  OFO Commi ssioner Fi  l e .  

3 4 .  OFO Adm in i strat ive F i l e . Consi sts  of correspon
dence and rel ated documents of the Offi ce of the Associ  ate Conmiss i oner 
pertai ni ng to the management of the Reg i onal Off i ces as we l l  as the management 
of OFO and the B LS .  

Unl i ke the fi rst three fi les  descri bed here i n  of th i s  off i ce ,  t he Subject 
fi l e  i s  not broken annual ly .  The fi l e  i s  current ly i n  two segments .  One 
segment covers the peri od of 1979 to date ; an ear l i er segment has records 
dati ng back as far as 197 1 ,  al though there are some fo l ders dated l ater than 
1979 i n  the second segment , wi th gaps  i n  data coverage . 

The fi l es cover such subjects as : Awards , Confi dent i a l i ty ,  Budget ,  
Internat i onal Ass igrvnents , Mer it  Pay , Organi zati on-Reorgan i zat ion,  Regi onal 
Reorgani zat i on ,  Trai ni ng Agreements , LMI -OSH Grant Management , Meet i ngs 
coveri ng management - Organi zat iona l Rev i ews , Sc ience Management Reports ,  
Automati on Task Group , Organi zati onal Respons i b i l i t i e s ,  and Federal /State 
Memoranda of Understandi ng .  

I n  effect ,  th i s f i l e  contai ns se l ected mater i a l s  be l i eved t o  have pre
cedent - pol i cy imp l i cat ions . 
a .  Records Dated before 1 97 9  (Historical File)  . 

separate fi l e  mai ntai ned by the Associ ate Commi ss ioner to ref l ect attendance 
at meeti ngs  - conferences of i nterest to her . 
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presentati on notes , reports ,  and the 
Jv  wlv'lee 

Retenti on 10 years ol d .  

36 .  I nterna l - Personne l Associ ate Commi ss i oner . 
Cons i st of personne l name f i l es invo l v i ng Assoc i ate Conmiss i oner ' s  cop i es of 
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Many of the meet i ngs were OFO-sponsored meeti ngs  or conferences i nvol vi ng 
Reg i onal Commi ss ioners or other Reg i onal Off i ce superv i sors or managers .  Some 
of the f i l es i nvo l ve attendance of the OFO Assoc i ate Conm i s s i oner at var i ous  
meet i ngs  - conferences of an  economic  or stati st i cal nature , and at wh i c h  a 
presentati on may have been made. 

T he meeti ng f i l es cover such matters as agendas , sunmar ies  of event s ,  

correspondence and form record s i nvo l v i ng the Reg ional Commi ssi oners and 
Assi stant Reg iona l Conmissi oners at the BLS Reg i ona l Off i ces as we l l as 
nat i onal off i ce OFO emp loyees charged to the Assoc i ate Commi ssi oner ' s  cost 
center . 

A l so i ncl uded are i nterna l offi ce housekeep i ng correspondence ; extra copy 
and form records i nvo l v i ng such adm in i strat i ve matters as Assoc i ate 
Conm i s s i oner ' s  trave l vouchers , l ogs governi ng i ssuance and d i str i bution  of 
the Assoc i ate Commi ssi oner ' s Reg iona l  memoranda ,  l ogs  govern i ng l ocal trave l  
and bu s tokens , space management f i l es ,  and the l i ke .  

a .  

b .  

P e r s onne l Name F i l e s  . Destroy one year a ft e r  
separat i on or t ran s fe r  o f  emp l oyees conce rned . 

Comm i s s i oner ' s  Folde r s  . Dest roy when 2 
years o l d  or when no l onger needed for current 
bu s i ne s s . ( GRS 2 3 ,  Item 1 l .  

c .  F i l e s  . 

3 years o l d  . 

3 7 .  Associ ate Conmi ssi oner ' s  F i l e . 

Retent i o n  P e r i od . 

Dest roy when 

Consi  sts of 
cop i es of correspondence and rel ated records prepared i n  OFO or s i gned by the 
As soci ate Conmiss i oner ; fi led ��n t,te el;J  P'/  

tJrt.C 


Word D i skette Associ ate Commi ss i oner ' s Off i ce .  

Retenti on Per iod • ./i;'estroy when 5 years o l d .  


38 . 
Cons i st of d i skettes used i n  the Xerox word process ing system used i n  the 
secretar i a l  process of preparing documents i n  t he Off i ce of the Assoc i ate 
Conmi s s i oner . 

Retenti on Per iod .  Scratch d i skettes when no  longer needed for 
current bus i ness .  
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a .  	 M i s s i on . To prov ide the OFO Assoc i ate Co11111 i s si oner w i t h Adm i n i stra
t i ve support. 

b .  	 Funct i ons 

( 1 ) Control s ,  	moni tors , ensures correctness of , and otherwi se cl ears 
personne l act ions to Bureau Adm i n i strat i ve personnel . Moni tors 
Regi onal personne l i ssue s ,  consol i dates mer i t  pay proposal s for 
nat i onal off ice and fi el d  staff , etc . 

( 2 )  	Conso l i dates ,  mon itors expend i tures , and ass i sts i n  devel opment 
of OFO reg ional and nat i onal off ices • budgets .  

( 3 ) 	 I nterfaces wi th Off i ce o f  Technol ogy and Operati ons Revi ew on 
data transmi ss ion ,  te l ephone , and other such concerns of OFO 
reg i onal and nat i onal offi ces .  

( 4) 	 I nterfaces w i t h  Off i ce of Admi ni strat i on on space management and 
other such concerns of OFO reg ional and nati onal off i ces . 

( 5 ) Secures pr i nt i ng and forms des ign  serv i ces for OFO reg ional and 
nati onal off ices . 

20 
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RECORDS OF THE 

ADMINISTRATIVE STAFF 

OFFICE OF FI ELD OPERATIONS 

The Adm i n i strat ive Staff is headed by an Admi ni strati ve Off i cer . The 
staff works c l ose ly wi th the Off i ce of the Assoc i ate Conmiss i oner for F i e l d  
Operat i ons i n  supporti ng the act i v i t i es of the off i ce .  

There are two separate co l l ecti ons of f i l es mai ntai ned by the  Adm i n i stra
t i ve Staff . One col l ect ion i s  mai nta i ned cont iguous ly  to the f i l es of the 
Associ ate Conmiss i oner ; the other co l l ecti on i s  ma i nta i ned apart , in the Forms 
Des i gn Uni t ,  whi ch operates as a separate organi zati onal subd i v i s i on .  

Cons i sts of i ncom i ng and 
the Adm i n i strat ive  Off i cer 
from var ious  organi zati onal 

th i s f i l e  is somewhat 
dup l i cat i ve of the Bul"eau Correspondence Fi l e  of the Off i ce of the Assoc i ate 
Conm i s s i oner . The fi l e  is arranged by organ i zat ional subd i v i s ions of BLS . 

of Admi ni strati ve 
Offi ces i nvol v i ng 

T he f i l e  i s  arranged by Reg ional Off i ces  and by subord i nate organ i za
t i  ona 1 uni ts thereunder . The fi l e  dup l i cates to some extent the Reg i onal  
Correspondence F i l e  of the Office of the Associ ate Commi ss i oner OFO ( see Item 
No . 2 . ) .  

Gr ievance F i l  es . 
of records i nvo l v i ng Reg iona l 

Arranged by i nd i v i dual case. 
Per iod . D e s t roy 3 years a ft e r  c a s e  i s  

c l o s ed . ( GRS 1 ,  Item 3 0 ( a )  ) 

Admi ni strati ve and F i l e . 

Retenti on Per iod .  Destroy when 5 years o l d .  

4 1 .  Cons i st of the Adm i n i strat i ve Off i cer 1 s 
cop i es Off i ce personnel gri evances or appeal s .  

39 . Nati onal Offi ce Fi  l e .  
cop i es of outgo i ng correspondence ma i nta i ned by
i nvo l v i ng h i s  copi es of OFO correspondence to or 
un i ts of t he nat iona l BLS off i ce .  I n  effect ,  

Retent i on Per iod .  Destroy when 5 years o l d .  

40 . Offi ce F i l e .  Cons i sts 
Off i cer '  s cop i es of correspondence to or from the Reg i onal 
OFO d i rect i on or coord i nat ion of Reg i ona l Offi ce act i v i t i e s .  

42 .  Cons i sts of subject i ve l y  
fi l ed  correspondence and rel ated records of the Admi n i strati ve Staff coveri ng 
both i nternal housekeepi ng and program subject matters i nvol v i ng OFO d i recti on 
and coord i nati on of BLS Regi onal operati ons . The al phabet i cal  f i l e  covers t he 
vari ous stat i sti cal  BLS programs for whi ch Reg ional Offi ces co l l ect or ana lyze 
data , as wel l as a range of i nternal hou sekeep i ng acti v i ti es i nvol vi ng the B LS 
Reg i onal Off i ces . 

I nc l uded i n  the f i l e  are such subject capti ons  as F i e l d  Off ice Aud i t s ,  
Automobi l e s ,  Computer B i l l s ,  Contacts wi th State Agenc i e s ,  Federal /State 
Cooperat i on ,  F l exi time ,  FO IA , GSA Car Usage , Mai l ,  M i crofi che,  Permanent 
Pos i ti on s ,  separate fol ders for each regi on ,  State Departments of Labor ,  
Spac e ,  TOY-Trave l ,  and personnel name fi l e s  for f ie ld  operat i ons staff . 
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record i s  2 0  years o l d .  

Co111T1 i ss i oners , prov ides 
statement on month ly progress of a l l Reg i ona l Offi ce act i v i t i e s .  

Ret ent ion P e r i od . , 

a .  EA & I Individu a l  . ./ Des t roy when 5 
years o l d  . 

b .  EA & I Al l and 
Commi s s i oner Narrat ive 

Permanent . Trans fer to the WNRC when 1 0  
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Retent i on Per iod .  Break fi l e  every 5 years and bri ng forward acti ve 
mater i a l s  to the current fi l es  as needed . 

a .  	 Destroy Program Records when 10 years o l d  or when no l onger 
needed for current bu s i ness , wh i c hever i s  l ater . 

b .  	 Destroy Admi ni strati ve fi l es  when 5 years o l d  except that 
personnel name fi  l e s  s ha 1 1  be destroyed one year after 
termi nat i on or separati on of empl oyee , as app l i cabl e .  

The f i l es cons i st of two 
types of month ly reports made to OFO by the BLS Regi onal Off i ces . One type of 
these chrono l og i cal ly fi l ed reports i s  a stat i st i cal report on  Econom i c  
Analys i s  and I nformati on (EA & I }  acti vi t i es wi th i n  each regi on coveri ng 
te l ephone and wr i tten i nqu ir ies as wel l as d i str i but ion acti v i t i es .  Summari es 
of these reports from 1978 to date for al l reg i ons are i nc l uded . The other 

43 .  Off i ce Peri od i c  F i l es .  

report i s  from the 
 Reg i onal 
 and i t  
 narrati ve 
a 


"3 


yea r s  
o l d  . O f fer for t rans fe r  t o  t h e  Arch ive s o f  c 1 t  ed 
S t a t e s  in b l ocks o f  1 0  years when t he l atest 

44. B LS F i  l e  on  i n  the North Ameri can Conference on Labor 
Stat i st i cs .  The f i l e ,  whi ch i s  i n  two segments ,  ref l ects the B LS 
part i c i pat i on and l eaders h i p  i n  the annual North Amer ican Conference on Labor 
Stat i sti cs ( NACLAS } . 

The records are arranged by year and ci ty of the conferences that were 
he l d .  The f i rst segment of the f i l e  covers conferences from the peri od 1949-
1958 ; and the conference fol ders contai n  such mater ia l s as conference 
su111T1ar i e s ,  cop i e s  of BLS personnel presentat i ons , agendas ,  correspondence ,  and 
note s .  

T he second segment covers the peri od 1974-198 1 ,  and the fo l ders contai n  
many l etters s i gned by the B LS Co111T1i ss i oner , materi al s on s i te se lect i on ,  
aaendas . notes , speeches , and conference summari es . 

a .  

b .  

Recoras for the 1 94 9- 5 8  . Pe rmanent .Tran s fe r  to the WNRC . Trans fer to the Nat i onalArchives i n  1 9 9 6  . 

Records dated a ft e r  1 95 8  . Trans fer to the WNRCwhen 5 years o l d .  Destroy when 1 0  yea rs o l d  . 

Offi ce of OSH-SDS Numbered Memoranda .  4 5 .  Cons i sts 
of t he offi ce copy of the numbered Federa l /State OSH-SDS program numbered 
memoranda ,  i nc l ud i ng advance cop i e s ,  sent t hrough OFO to t he states and 
Regi onal Off i ces . Record copy i s  mai ntai ned by OSHS , whi ch prepares these 
memoranda .  F i l e  i s  mai ntai ned i n  3-ri ng b i nders . 

Retenti on Peri od . Destroy when no longer needed for current 
bus i ness .  

Regional Report 

Region Reports 

Region Summary Reports Monthly 
Regional Progress Reports. 

Participation 

period 

Copy Federal/State 



for current bus i ness ,  whi chever i s  l ater .  

47 .  Li st Records for Memoranda .  Cons i  st of l abe l s  
and card - correspondence records ref l  ecti ng mai l i ng l i sts for d i  str i but ion of 
Federa l  /State memoranda.  

Retenti on Peri od .  Destroy when 3 ol d ,  or when cance l l ed or 
rev i sed ,  as appropri ate . ( GRS Schedu l e  

/) J re-m 4a.,r.l,..-
48. Offi ce Records . Consi  st of 

bi nders contai  n i ng cop ies  of month ly  b i  l l  i ng records obtai ned from the central 

49 . F i  l e s .  

46.  
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Offi ce of BLS Off i ce Re l eases . Cons i st 
of cop i e s of Area Wage , Pr ice ,  Emp l oyment ,  OSH , and other program re leases 
i s sued by nat ional or Reg i onal Offi ce s ,  mai ntai ned for reference d i stri buti on 
purposes . 

Retenti on Per iod .  Destroy when 2 years o l d , o r  when no l onger needed 

Bureau computer faci l i ty cover i ng offi ce and Reg ional  Offi ce u sage of computer 
faci l i t i es .  

Retent i on Per iod .  Destroy when 3 years o l d .  

The OFO Admi ni strati ve Staff 

Retent i on Per iod .  Destroy when 3 years o l d .  

50 . Associ ate Co11111 i s s i oner ' s  LAN E l  ectron i c  Ma i l  -Record Fi  l e s .  
Wh i l e  the LAN Area System i s  a Bureau-wi de system of the 

rece i ves budget est imates from i nd i v idual  reg i ons and comp i l es summary budget 
est i mates as requ i red for presentati on to the centra l BLS Budget Offi ce 
coveri ng a l l reg i ons as part of the budget preparati on process . These are , i n  
effect , work i ng fi l e s .  

nati onal B LS offi ce ,  the OFO Assoc i ate Co11111 i s si oner has a spec i a l  i nterest i n  
the Reg i onal Commi ss ioner - OFO re l at i onsh i p  i nc l uded i n  the system. 

At t he t ime of th i s  wr i t i ng ,  th i s segment of the system i nvol ves e l ec
tron i c  ma i l  between the Reg i onal Co11111 i s si oners and the Off i ce of the O FO 
Associ ate Conm i s s i oner , u s i ng the magnet i c  d i sk storage of the central Bureau 
f i l e  server as an i n i t ia l  poi nt of entry .  Wi th access to the ass i gned space 
of O FO on the central LAN fi le  server ,  e l ectroni c ma i l  can be rece i ved u s i ng a 
PC computer i n  t he Assoc iate Commi ss i oner ' s offi ce . Such ma i l  may be not on l y  
from the Reg ional Offi ces ,  but al so from top offi ci al s  o f  the Bureau ' s  
nati onal off i ce .  

Sel ected documents recei ved v i a e l ectroni c ma i l  can be p l aced o n  f i l e  on 
the f i l e  server d i s k ,  or i n  the OFO Associ ate Conmiss i oner ' s  Offi ce PC d i s k ,  
or on  d i  skettes of the PC system. 

I t  i s  p 1 anned th i s  fi  sea 1 year to expand the system to i nc 1 ude more 
formal , establ i s hed el ectron ic  f i l es ,  on such magnet i c  med i a ,  of a s im i l ar 
type descr i bed i n  the Reg i onal Off i ce Records Schedu l e ,  I tem 4 ,  wh i ch are 
attached as an examp le  of LAN System e l ectroni c fi l e s .  
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Retenti on Per iod .  E l ectroni c f i l es of the Off i ce of the OFO 
Assoc i ate Commi ss i oner, when establ i s hed , wi l l  have s im i l ar retenti on 
per iods to thei r hard copy equ i val ents descri bed in I tems 3 1 ,  32 , and 
33  of the Offi ce of the OFO Associ ate Commi ss i oner Schedu l e .  
{ Magnet i cal ly recorded records that are retai ned for more than f i ve 
years on archi va l tapes or d i s kettes wi l l  be regenerated at 5-year 
i nterva l s  to ensure readabi l i ty . )  
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EXAMPLE OF LAN SYSTEM F I LES AT A REGIONAL OFF ICE 

4 .  Con111i s si oner-Ass i stant Con111 i s s i oner ' s  
F i l e s .  F i l e  may cons i st of the fol l owi ng types of top l eve l offi c i al s '  f i l es 
on t he LAN system ' s d i sks  or tapes . 

F i l e  ( 1 )  

The Reg i ona l Con111i s s i oner ' s  and the Ass i stant Reg i onal Con111 i ss i oner ' s  

i nd i v i dual chronol og ical fi l es from the el ectron i c  ma i l  system 

i nc l ud i ng chronol og i cal ly arranged , screened i ncom i ng messages from 

w ith i n the Reg i onal Off i ce or from OFON headquarters from each 

off i c i a l ' s  i ncom i ng ma i l box or screened cop i es of outgoi ng messages 

prepared on the terminal s of each of the top Reg i ona l Offi c i al s and 

arranged chrono l og i cal ly .  


F i l e  (2 ) 

A centra l i zed Regi onal Offi ce top offi ci al ( RC-ARC ' s ) chrono l og i cal  

f i l e  conta i n i ng screened i ncom i ng and outgo i ng messages ,  

chronol og i cal ly arranged , contai n i ng copi es from the i nd i v idual  top 

off i c i a l s '  chrono l ogi cal fi l es ( F i l e  1 ) . 


F i l e  ( 3 )  

I nd i v i dual top offi ci al s '  (RC-ARC ' s ) program and admi ni strati ve 

subject f i l es ,  contai ni ng screened cop i es of i ncomi ng and outgoi ng 

subject i vely fi l ed documents orig i nal ly  p l aced i n  the pri vate vol umes 

of each of these offi ci al s .  


F i l e  (4 )  

A central i zed Reg i onal Offi ce top off i c i a l  program and admi ni strati ve 

subject fi l e  conta i n i ng cop i es of subjecti ve l y  f i l ed documents from 

t he pub l i c  vo lumes of each of these top off i c i a l s  transferred to th i s  

central i zed pub l i c  vo l ume f i l e  for the Regi onal Off i ce .  


( F i l e s  1 through 4 are on the fi xed d i s k of the LAN System f i l e  

server and shou l d  be transferred to system tape cassettes at 6-month 

i nterval s . )  


Archi ves  Tape Cassette fi les  for each of the above i nd i v i dual top 

off i c i a l s  or the central i zed Reg i onal Off i ce f i l es l i sted as F i l es 1 

t hrough 4.  Such Arch i ves tape cassette f i l es s hou l d  be created by

transfers from the d i sk to the system ' s  tape cassettes at 6-month 

i nterval s  i f  space on the d i s k i s  adequate , or at regu l ar l e sser 

i nterval s  i f  d i sk space probl ems occur.  

Retenti on 
System. 

Peri ods  for these Tape Cassette Arch i ves  F i l es of  the LAN 

a. F i l e  1. Offi ci  al s '  Scratch 
when 3 years ol d .  

b .  F i l e  2 .  Off i ce 
Scratch when 5 years o l d .  
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c .  F i l e  3. To 
Sub ·ect F i l es 

Off i c i a l s '  I nd i v i dual  Pro ram 
Scratch when 10  years o l d .  

and Admi ni  strati ve 

d .  F i l e  4 .  Central i zed To Off i c i al s '  Pro ram and 
Sub ·ect F i l es Scratch when 1 5  years ol d .  

Admi n i  strati ve 

Note :  Tapes for f i  l es 3 and 4 shou l d  be  regenerated at  5-year i nterva l s  
to avoi d  drop-outs or other d im i nut ion  of the data.  



Retenti on Period . Scratch as needed 
d i scont i nued , superseded , or cancel l ed .  (

53 .  Un i  t and F i l es .  

54 .  Pr i nt Fi  l e  for Mechan i cal P i  n- Feed Forms . A separate 
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RECORDS OF 
FORMS DESIGN UNIT 

ADMIN ISTRATIVE STAFF 
OFFICE OF FI ELD OPERATIONS 

5 1 .  Pub l i c  Use - I nternal B LS Forms Contro l Fi l e s .  Cons i st of l arge 
enve l opes ma i ntai ned numeri cal ly i n  fl at f i l es contai ni ng t he camera-ready 
copy or a pri nt ,  or negati ve for B LS publ i c  use forms and for i nternal B LS SO,  
ADM , or OAM forms . These fi l es  are used for rev i s i on  or reproduct i on of forms 
as requ i red .  

As of 1986, thi s hard copy reproducti on f i l e  has  l argely  been rep l aced by 
mach i ne-readab l e  di skette f i l e  for forms created by GPO Compugraph ics  Serv i ce 
for BLS publ i c  use or any compl ex form. I n  add i t ion  i nternal B LS forms , when 
rev i sed , are now bei ng mai ntai ned on  the Department of Labor Xerox 8700 
System , be i ng recorded by form number.  

Retenti on Peri od . Destroy when re l ated form i s  d i scont i nued , 
superseded , or cancel led .  (GRS 16 ,  I temSil)

52. Mach i ne-Readabl e BLS Forms Control Fi  l e . S i nce 198'6 , the Forms 
Desi gn Uni t has been us i ng the GPO Compugraph i cs Forms Des ign  Servi ce for t he 
des i gn and compos it ion  of forms . I n  l i eu of camera-ready copy , the Forms 
Desi gn Un i t obtai ns di skettes from GPO conta i n i ng the des ign  data for many 
i nd i vi dua l  forms per d i skette . For exampl e ,  one d i skette contai ns the rev i sed 
forms des i gn data for the enti re 790 (CES ) and OSHS programs . S imi l ar ly  
revi sed forms for al l BLS programs are now be i ng mai ntai ned on  d i skettes .  
Un l ess  rev i s i ons  are very comp lex ,  the or i g i nal fl oppy d i sk can b e  u sed and 
revi sed as requ i red for prepar ing revi s i ons .  

when re l ated forms are 
GRS 16 ,  I tem5"'4'. )

The Forms Des ign  Un i t  
ma i ntai ns a requ i s i t i on fi l e  cons i st i ng of cop ies  of the pri nt i ng requ i s i t i ons 
and a hard copy of the resu l t i ng pri nted document for a l l types of forms or 
grap h i c work t hat i s  handl ed by the Un i t .  The f i l e  i s  broken on a f i scal  year 
basi s .  One except ion to thi s fi l e  i s  the - separate requ i s i t i on f i l e  ma i ntai ned 
for mechan i cal  p i n-feed forms . 

Log book s  i n  b i nders are al so mai ntai ned as control record s for the 
pri nt i ng requ i s i t i on f i l e .  

Record cop i es of requ i s i t i ons are mai ntai ned by the centra l Bureau 
Admi n i strati ve off i ces . 

Retenti on Period .  Destroy when 3 years o l d .  ( (;R.  1 3 /c!lav 
fi l e  i s  mai ntai ned for mechani cal p i n-feed form requ i s i t i ons and pr i nts 
s i mi l ar to t he Uni t fi l e  descri bed i n  the preced i ng i tem . Somet imes negat i ves 
may be i nc l uded for contractor-prepared pi n-feed forms . 
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Retenti on Period .  Destroy when 3 years o l d . 

An i nact i ve fi l e  has been mai nta i ned 
i n  b i nders consi st i ng of a copy of each pr i nted form handl ed by t he Forms 
Des i gn Uni t .  Th i s  f i l e  covers only the per iod 197 1- 1980 , after wh i ch i t  was 
no l onger acti ve ly  mai ntai ned . 

The f i l e  i s  arranged by the part icu l ar BLS program concerned . 

no longer needed for current 

The Uni t  creates and des igns 
graph i cs i n  fi ni shed form su itab l e  for reproduct ion .  Spec i f i c  products 
i nc l ude covers for manual s , art ,  charts ,  graphs , and i l l ustrat ions for 
presentat i ons , publ i cati ons , and the l i ke .  

The f i l e  consi sts of l arge enve lopes i n  fl at fi l e  drawers contai ni ng 
camera-ready copy or pri nts ,  or negati ves  for each graph i cs job undertaken . 

The f i l e  i s  arranged by program . 

Cop i e s  of photograph i c  pri nts 
have been rece i ved for storage at the Forms Des i gn Uni t from vari ou s program 
off i ces  of the Bureau . There is no control over whi ch photographs shou l d  be 
stored by t he Un i t .  In a few cases , for exampl e ,  for some Bureau compos i te 
photographs ,  negat ives of the photographs have been obta i ned . Many photo
graphs  may be d i ff i cu l t to i nterpret or i denti fy .  

Retenti on Peri od . Destroy when no longer needed for current 
bus i ness .  

Retenti on Peri od . Destroy when 
bus i ness .  (G,  I  &,/3 ) 

56.  Contro l F i l es .  

Retenti on Period .  Destroy when no longer needed for current )bu s i  ness 
or when rev i sed or superseded , as appropr i ate . (& R S  d. I / b 

57 .  Pri nt F i l es .  
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BRANCH OF PROGRAM RELATED TRAINING 
OFFI CE OF FI ELD OPERATIONS 

a .  	 M i s s i on .  To deve l op ,  p l an ,  and d i rect a program for the trai n i ng 
of Bureau and state government ( contractor ) personnel on Bureau 
programs , data col l ect ion method s ,  and other rel ated techn i cal 
and program re l ated trai n i ng ,  and to coord i nate ,  as ass i gned , 
Bureau conferences and meet i ngs . 

b .  	 Funct ions 

( 1 ) 	 Schedu les ,  secures advantageous room rates and otherwi se 
coord i nates admi n i strati ve aspects of techni cal , manager i a l , 
and other Bureau conferences and meeti ng s ,  as requested . 

( 2 ) 	 Des i gns , devel op s ,  conducts , and eva l uates a system of 
program re l ated tra i n i ng courses for Bureau , state 
government , and aff i l i ated personne l who co 1 1 ect , proces s ,  
analyze ,  and u se Bureau data . 

( 3 ) 	 Desi gns , develops ,  and eva luates sel f- i nstruct i ona l trai n i ng 
materi al s ,  courses , and manual s  used by reg i ona l offi ce 
personne l  . 

( 4 ) 	 Revi ews data col l ect ion  i nstructi onal manual s i n  deve l opi ng 
trai n i ng strateg i e s ,  courses ,  and support mater ia l s for 
Bureau program . 

( 5) 	 Assi sts program offi ces i n  the deve l opment of survey 
techni ques and manua l s  by revi ew i ng and co111T1enti ng on 
"workabi l i ty" i n  the f i e l d  of proposed data co l l ecti on 
method s and requ i rements and by prov i d i ng est imates of 
trai ni ng needs and costs to impl ement them . 

( 6) 	 Coordi nates ,  w ith  appropri ate outs i de tra i n i ng sources , to 
secure the career devel opment , ADP ,  and other non-program 
re l ated trai ni ng of the Offi ce of F i e l d  Operat i ons staff . 
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RECORDS OF THE 

BRANCH OF PRCXJRAM RELATED TRAIN ING 


OFFI CE OF FI ELD OPERATIONS 


Genera l 

I n  carryi ng out the responsi bi l i t i es ass igned by the foregoi ng m i s s i on 
and funct i ons statement , the BPRT i s  i nvo l ved annual ly i n  upwards of 200 
trai ni ng courses , conferences , and meet i ng s .  For s impl i c i ty ,  the term 
"courses " wi l l  be u sed generical ly to refer to such trai ni ng course s ,  
conferences ,  and meet i ngs . The course aud i ences may i ncl ude not on ly  B LS 
fi e l d and Washi ngton nat i onal (headquarters) offi ces  personne l ,  but a l so 
part i c i pants from state governments who are i nvol ved i n  BLS Federal /State 
Cooperat i ve ( stati sti cal ) Programs . 

Greater t han 50% of BPRT efforts are spent i n  deve l op i ng techn i cal ly  
accurate mater i a l s  for those courses presented by BPRT or  Regi onal staff .  As 
we l l  as i ncorporati ng accepted adu l t  educat i on pract i ces , th i s  means 
ma i nta i n i ng a h i gh degree of techni cal  profi ci ency on the programs i nvol ved .  
Th i s  techn i cal profi ci ency reaches beyond data col l ect ion  procedures to a l l  
part s of the programs i nc l ud i ng samp l i ng ,  econom ic  theory , nati onal and 
reg i onal off i ce processes ,  systems impact ,  and pub l i cati ons .  Changes i n  t hese 
areas are revi ewed from a trai ni ng v i ewpoi nt . 

To mai ntai n thi s profi ci ency , BPRT trai ners are act i v l ey i nvo l ved i n  
ongo i ng part i c i pati on i n  inter-offi ce task forces u sua l ly  l ed by 
representati ves  of the BLS program offi ce supported . The trai ners ' 
respons i bi l i t i es on  such task forces often i nc l ude prov i d i ng a f i e l d  
perspect i ve to the group and ident i fy i ng any potent i a l  prob l ems for 
imp l ement i ng proposed changes i n  rel at ionsh i p to ex i sti ng procedures . I n  
keep i ng wi th th i s ro l e , trai ners are a l so i nvo l ved i n  revi ew and c l ari f i cati on 
as other offi ces  w ith i n BLS are wri t i ng f i e l d  procedures . To be assured of 
keep i ng current on app l i cati on of procedures i n  "rea l wor l d "  s i tuati on s ,  
trai ners a l so provi de suppl emental data co l l ecti on support t o  the regi onal 
off i ces  when needed . 

Tra i ners are requ ired to se l ect and arrange for the most cost effecti ve 
s i te for t he i r  conferences .  Th i s  i nvol ves worki ng w ith hotel sal es , and 
cateri ng .  B PRT prov ides B LS with  meet i ng support for severa l non-trai ni ng 
meet i ngs as we l l  as the pl anned trai ni ng cal endar . 

The Branch al so provi des  a consi stent method of conference adm i n i strat i on .  A 
system of course announcements,  nomi nat i on procedures ,  and coordi nati on of 
reg i onal off i ce trai ni ng part i ci pati on i s  i n  p l ace . 
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The best known functi on of BPRT i s  actual c l assroom trai n i ng .  A fu l l  
cal endar of program re l ated courses i s  offered to Regi onal Off i ce staff.  More 
and more frequently nat i onal off i ce staff are al so bei ng trai ned on current or 
chang i ng procedures .  Courses are conducted at a var i ety of l ocat i ons 
nati onwi de . To improve trai n i ng efforts , eval uati on i s  conducted cont i nual l y .  

I nternal Branch 

The Branch staff are organi zed i nto : the i lTflled i ate off i ce of the Branch 
Ch i e f ,  supported by a Spec ia l  Projects staff ; and three Tra i n i ng Teams that 
support spec i f i ed BLS stat i st i cal programs , name ly :  ( 1 )  CP I Programs ; ( 2 )  Wage 
Programs ; and ( 3 ) I ndu stri al Pri ce/Cooperati ve Programs . Records pertai n i ng 
to the d i recti on and operati on of such stati st i cal programs are covered i n  
other Record Schedu l es .  

by t he Secretary to the Branch Ch i ef ,  these fi l es concern d i recti on of the 
programs and i nternal management act i v i t i es  of the Branch .  T hey perta i n  to 
such top i cs ( fo l der l abe l s )  as ADP Trai n i ng ,  Branch Staff Memos , F l ex i t ime , 
Gu i de l i nes for Trai ni ng Sessi on s ,  Performance Apprai sal s ,  Tra i n i ng of 
Trai ners , Budget ,  Conference Cost Est imates ,  Federa l /State Programs (e . g . ,  
LAUS and LMI ) ,  Pr i ce Programs , Wage Programs ,  Computer Tra i n i ng ,  Progress 
Reports ,  Personnel , Ti me and Leave , and the l i ke .  I nc l uded are such mater i a l s  
as : cop i e s  of i nter-BLS headquarters offi ces correspondence ; cop ies  of 
co11111u n i cat i ons w i th Reg i onal Off i ces ; correspondence w ith  sources of serv i ce s ,  
equ i pment ,  and suppl i e s ;  off ice copi es of l ocal transportati on vouchers ;  
offi ce cop i es of requ i s i t i ons ; meeti ngs/conferences schedu l es ;  equ i pment 
brochure s ;  Branch i nternal procedures ;  tra i n i ng author i zat ions ; and the l i ke .  

Cop i e s  o f  important correspondence prepared i n  the Branch w i 1 1  a l  so be 
forwarded to t he Assoc i ate Commi ss i oner ' s fi l e s .  

Retenti on Per iod .  Break fi l es every 5 years and br i ng acti ve 
mater i a l s  forward to new fi l es  as requ i red . Destroy i nact i ve 
mater i a l s  when l atest record i s  5 years o l d  or when no l onger needed , 
wh i chever i s  sooner . 

59 . Tra i n i n  Pro ram 
charges to 

Ex end i ture F i l es .  I ncl ude records o f  expend i ture 
( transacti ons var ious BLS programs for wh i c h  B PRT prov i des 
trai n i ng .  Cons i st of such materi al s  as l ogs  of expendi ture transacti ons and 
cop i es of  transact i on-type documents such as emp l oyee trave l author i zat i ons 
and vouchers ;  requ i s i ti ons for equ i pment , suppl i e s ,  and serv i ces ; and mach i ne 
pri ntout l i st i ngs  from the BLS MIS  showi ng transacti on data and fund statu s .  

These f i l es are arranged by f i scal  year and thereunder by B LS program . 

Record f i l es are ma i ntai ned by the Offi ce of Budget . 

Retenti on Per iod .  Destroy when 2 years o l d .  ( Keep current year p l us 
2 prev i ous  years . )  G R 5 7 / 4.Jl,._ 

58.  Branch Ch ief and Adm i n i  strat i ve F i  l e s .  Ma i ntai ned 
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emp l oyee .  

*61 . Branch T ime and Attendance F i  l e s .  

obsol ete , or when no longer needed for current bus i ness , as 
appropr i ate . 

6 3 .  Non- Fi  l e s .  Frequently ,  the 
Branch i s  cal  l ed on to arrange for BLS meeti ngs and conferences that do not 
d i rect ly provi de tra i n i ng .  The Branch Spec i  al Projects Staff mai ntai ns 
project f i l es perta i n i ng to arrangements wi th provi ders of accommodat i ons for 
non-trai ni ng meeti ngs/conferences throughout the Uni ted States . 

bus i ness .  

64.  F i l es of I nstructi on Mater i al s .  
the  courses for whi ch the BPRT i s  respons i b l e .  

P e r iod . 
years o l d ,  whi cheve r 

62 . Hote l Brochures Reference F i  l es .  
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*60 . Branch Personne l Name F i l es .  Cons i st of offi ce cop i es  of personnel 
name f i l es of present and former Branch emp l oyees , conta i n i ng such documents 
as not i f i cat ion  of personnel act ions ; requests for personnel act i ons ; resume s ;  
performance apprai sal s ;  tra in ing cert i fi cates ;  and correspondence . Off i c i al 
f i l e s  are ma i nta i ned at the D i vi s i on of Personnel Organ i zat i on and 
Management . Such records are covered by the Pri vacy Act . 

Retent i on Period .  Destroy 1 year after transfer or separat ion  of 

Cons i st of off i ce copi es of t ime 
and attendance documents such as bi -week ly  t ime cards and rel ated f l ex i t i me 
record s pertai ni ng to  Branch personnel . Mai ntai ned by Branch and Team 
T i me keepers . 

D e s t roy a ft e r  GAO Audit or when 3 
i s  sooner ( GRS 2 ,  I t em 3 ( b ) )  . 

The Branch i s  i nvol ved i n  mak i ng 
arrangements for some 200 meet i ngs , conferences , and trai ni ng sess i ons 
annu al l y .  As an i nfdrmati on source , f i l es are mai ntai ned of brochures and 
other materi al s regard i ng meet i ng and lodg i ng faci l i t i es i n  l i ke l y  l ocat i ons . 

Retenti on Per iod .  Destroy when rep l aced by updated mater i a l , or  when 

The f i l es contai n  such items as cop i e s  of pre l i mi nary correspondence wi th 
prov i ders ( such as hote l s ) , copi es of requ i s i t i ons sent to the BLS Contracti ng 
Off i cer ( D i v i s i on of Adm in i strat i ve Serv i ces ) to i s sue a purchase order, 
brochure s ,  meet i ng agenda ,  work sheets , l ong hand notes ,  etc . Typ i cal l y ,  a 
project fo l der ( s )  i s  mai ntai ned for each meeti ng/conference .  

Retenti on Peri od . Destroy when no l onger needed for current 

F i l es of i nstruct i on mater i a l s  for 
Ordi nari l y ,  up-to-date master 

sets are mai ntai ned by des ignated trai ni ng speci al i sts . 

Usual l y ,  the materi al s are consol i dated i nto course i nstructor gui de s .  
T h e  contents o f  these fi l e s ,  arranged by course ,  may i nc l ude such items as 
l ecture notes ;  cop i es of c l ass  exerc i ses , probl ems , etc . ,  and other handouts ;  
aud i o  v i sual  a ids  such  as overhead projector transparenc i e s ,  35mm s l i de s ,  
v i deo cassettes , and 1611111 f i lm;  and the l i ke .  Some of t he aud i o  v i sual ai ds 
are produced by BLS and some purchased from pri vate sources .  

I n  add i t ion to the master sets , other copi es may be mai ntai ned for 
c l as sroom use as wel l as for reference purpose s .  
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As ment ioned ear l i er ,  the tra i n i ng courses prov i de  veh i c l es for 
i nstruct i ng B LS personne l i n  the f i e l d  as wel l as i n  headquarters off i ces i n  
the app l i cat i on of BLS pol ic ies  and procedures that are publ i s hed i n  detai l i n  
such documents as BLS data co l l ect ion manua l s  and techni cal memoranda . The 
trai n i ng courses may al so be presented to state government emp l oyees who are 
i nvo l ved i n  data co l l ecti on and processi ng act i v i t ies  concerni ng B LS 
stat i sti ca l  programs . 

Such documents as the B LS data col l ect ion manual s and techn i cal 
memoranda ,  whi ch form the bases for these i nstruct i ona l materi al s ,  are covered 
i n  t he Record Schedu les  for the stat i sti cal  programs i nvol ved , w i t h  prov i s ions 
for record cop i es to be 
the Nati onal Archi  ves .  

des ignated as permanent and subsequent ly  offered to 

Sel  f- i nstruct ion workbooks are devel oped 
fo l l ow i ng Item 6 5  of thi  s Record Schedu l e . 

by the Branc h .  See the 

Retenti on Period .  

a .  I nstructi on Materi al s Master Set Records .  Destroy 5 years after 
bei ng superseded or 5 years after course i s  d i scont i nued , as 
appropr iate . 

b .  Other 
bus i ness .  

Destroy when no longer needed for current 

65 . Record Co of Se l f-I nstructi on Workbooks . The Branch of Program 
Re l ated Tra i n i ng BPRT deve lops se l f- i  nstructi on mater ia l  s such as workbooks 
that are , pr imar i ly ,  for use of personne l part i c i pat i ng in data co l l ecti on 
act i v i t i es for B LS stat i sti cal programs . Exampl es of such documents are the 
Standard I ndustry C l ass i f i cat ion ( S I C )  Cod i ng Workbook , the Consumer Pri ce 
I ndex N atural Gas Sel f- Instruct ion  Workbook , and the Area Wage Programmed
Instruct ion .  

These i ssuances provi de detai l ed i nstruct ions for B LS f i e l d  emp l oyees and 
are a l so avai l abl e for u se of state government personnel who parti c i pate i n  
BLS Federa l /State Cooperati ve Programs such as the Occupat i onal Safety and 
Heal th Stati st i cs and Empl oyment and Unemp loyment Stat i sti cs . 

T hese workbooks , or manua ls , supp l ement other detai l ed procedural manual s 
and techni ca l  memoranda for the stat i st i ca l programs concerned . They have 
been prepared by the BPRT staff and coordi nated w ith  the BLS program offi ce 
concerned . 

Ori g i nated at vary i ng dates , these se l f- i nstructi on documents are up
dated as requ i red . As of thi s wri ti ng ,  the vo l ume of record copi es on hand 
tota l s  l es s  than one cub i c  foot and annual accreti on i s  neg l i g i b l e .  Arranged 
by stati st i cal program.  

Retenti on Period .  

d i scont i nued , as appropri ate.  

a .  Master Set of Se lf-I nstruct ion Destroy 5 
years after be i ng superseded or 5 years after course i s  
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b .  A l  l other of Se l f - I nstructi on 
Destroy when no l onger needed for current bus i nes s .  

6 6 .  Course Fo l der F i l es .  For each trai n i  ng course ,  
conference , or other meeti ng for wh i c h  the Branch makes arrangements and/or 
conducts trai n i ng ,  a course case fo lder i s  prepared . Typ i cal l y ,  these f i l es 
may i nc l ude such items as a l i st of part i c i pants/student s ,  part i c i pant 
background i nformati on sheets ,  course eval uati on s heets ( by the part i c i pants ) ,  
i nstructor ' s  summary evaluat i on of i nvol vement by the part i c i pants , resu l t s of 
tests (when g i ven) , course announcements , agenda ,  cop i e s  of hote l arrangement 
l etter s ,  fac i l i t ies  brochures ,  i nstructor co111T1ents/observat i ons ,  and the l i ke .  

Mai ntai ned by each Tra i n i ng Team for courses conducted by i ts personne l ,  
the f i l es serve as val uabl e reference sources i n  p l anni ng tra i n i ng sess i ons 
and deve lopi ng or revi si ng trai n i ng materi al s .  

Mai ntai ned by each program 
Trai n i ng Team, these f i l es consi st pri mari ly  of such mater i a l s as extra cop i es 
of correspondence (cop ies  are al so fi l ed in the Branch Ch ief  Program and 
Admi n i strati ve Subject F i l es ) , course agenda , course announcements , and t he 
l i ke perta i n i ng to the Team act i v i t i es .  I nc l uded are cop i es of  "Hotel  
Letters" perta i n i ng to l ogi st i cal arrangements with  prov i ders of such 
serv i ces . 

Retent i on Period .  Destroy when 5 years o ld  or when no  l onger needed 
for current bus i ness ,  wh i chever i s  l ater . 

68 . Course Announcement Fi l e s . Consi st of reference cop i es of  trai n i ng 
course announcements mai ntai ned by some BPRT personne l ,  such as Trai n i ng Team 
Secretar ies  or Trai ni ng Techni ci ans .  Course announcements are al so routi ne l y  
p l aced i n  the Course Fol der F i l es ( I tem 66) . 

Retenti on Peri od . Destroy when no l onger needed for current 
bus i nes s .  

69 . Course Techn i cal Reference and 
F i l es .  I n  carry i ng out thei r dut i e s ,  such as des i gni ng and revi s i ng 

trai n i ng courses , conduct i ng trai ni ng ,  part i c i pati ng i n  BLS i nter-off i ce 
p l ann i ng task forces ,  devel op i ng tra i n i ng schedu l es ,  and mak i ng l ogi st i cal 
arrangements for tra i n i ng cl asses and other meet i ngs , trai n i ng speci al i sts and 
other Branch personnel at al l l evel s accumu l ate bac kground source data f i l es 
typ i ca l ly  rel at i ng to the i r  assi gned areas of respons i bi l i ty or to trai n i ng 
techno l ogy i n  general . 

These f i l es may i nc l ude such materi al s as extra cop i es of data co l l ecti on 
manu al s ,  techni cal memoranda , correspondence , or other deta i l ed procedural 
gu i d ance i ssued to B LS Reg i onal Offi ces  or headquarters off i ces .  I nc l uded 
a l so may be such i tems as extra cop ies  of other correspondence , pub l i shed 
art i c l es ,  news rel eases ,  drafts ,  profess i onal peri od i cal s ,  i ssuances , or other 
materi al s from other government or from private sources ,  note s ,  worki ng 
papers , and the l i ke .  

Retent i on Period .  Destroy when 5 years o ld  or when no  l onger needed 
for current bus i ness ,  whi chever i s  l ater(&RS I f  ;;;i q  ( 1)} .  

67 . Teams F i  l e s .  
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Th i s f i l e  i tem es  not cover those source data other f i l es that are 
l i sted as spec i f i c  i . 1s i n  th i s  Record Schedu l e . 

Retenti on Per iod .  Rev i ew f i l es at  l east once a year to ident i fy 

Teams mai ntai n records for readi ly  ident i fy i ng parti ci pants of courses 
conducted or managed by the Team . These fi l es  may i nc l ude l i sts of 
part i c i pants by course ,  or a manual reg i ster ( suppl emented by word process i ng 
med i a  f i l es )  of BLS fi e l d  personnel who part i c i pated i n  the Team ' s  courses .  
Such record s are i n  add i t i on to , and separate from, the Course Fol der F i l es 

d i sposab l e  materi al s .  Destroy when superseded , obso l ete , or no 
l onger needed for current busi nes s .  

70 .  Team Records of Course Some Branch Trai n i  ng 

( I tem 66 of th i s  Record Schedu le }  . 


7 1 .  

Ret ent ion Period . Destroy when 5 years o l d  or when no 

l onger needed for cur rent bu s i ne s s ,  whi chever is sooner 

( GRS 1,  I tem 2 9 ( a )  ( 1 ) ) . 

Team Admi ni strat i ve F i l e s .  Cons i st of sma l l 
admi ni  strati ve f i l es mai ntai ned by some BPRT Tra i n i ng Teams , i nc l ud i ng such 
materi al s as week ly  p l ans of Team members , budget i ng/cost notes and 
correspondence , cop ies  of travel authori zat ions , copi es of requ i s i t i on s ,  team 
work p l an s ,  i nd i v i dual  emp loyee week ly  report of act i v i t ies  accomp l i s hed and 
projected , and the l i ke .  

when 3 years o l d ,  or when no 
bu s ine s s ,  wh i cheve r i s  soone r 

D i  skettes or other word process i  ng 
storage med i a  used i n  prepari ng textua l , tabul ar ,  or other hard copy documents 
such as correspondence ,  tra i n i ng mater i a l s ,  course announcements , course 

and the l i ke .  

: Retent on Per iod . Dest roy 
l onger needed fo r current 
( GRS 1 ,  Item 2 9  ( a )  ( 2  ) )  . 

72 .  Word Med ia  Fi l e s .  

agenda , 

a .  Used t o  reduced hard c o  ma int a i ned i n  o r  an i z ed 

f les . De lete when no longe r needed t o  create a 
copy ( GRS 2 3 ,  I tem 2 (  a ) )  . 

b .  Mai nt a i ned i n  e lect ron i c  form . De lete after 
the o f  the pe r i od autho r i  zed 
for the hard copy b y  the GRS o r  a NARA approved 
S F- 1 1 5  ( GRS 2 3 ,  I tem 2 ( b ) )  . 

BPRT ETHERNET Mach i ne Readabl e F i l es .  The Branch , v i a73 .  
termi nal , accesses a central computer faci l i ty mai ntai ned by the Off i ce of 
Techno l ogy and Operat i ons Rev iew (OTOR } . Thi s ETHERNET System i s  u sed to 
generate hard cop i e s  of graphi cs and textual mater ia l s rel ated to trai n i ng .  
For grap h i cs work ,  t he ETHERNET System u ses  Xerox STAR software . 

Mach i ne readabl e f i l es are ma i ntai ned on  d i s k  at the centra l fac i l i ty by 
OTOR . 

Retenti on Peri od . Scratch when no  l onger needed for current 

The BPRT i s  connected from 
i n-Branch personal computers to the B LS-wide  LAN System descri bed und er Item 
50 , the Associ ate Conmiss i oner (for OFO) LAN System E l ectroni c  Mai l F i l es .  As 
of th i s  wri ti ng ,  t he System was bei ng phased i n .  The Branch expects to u se 
the B LS LAN System for el ectronic  mai l connect ion wi th Reg i onal  Offi ces for 
such  purposes as cou rse announcements and other trai ni ng-rel ated matters . 

bus i ness .  

74 .  B PRT LAN Mach ine Readabl e F i  l e s .  
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I n  add i t i on ,  it is pl anned to p l ace trai n i ng materi al s ,  as pract i cabl e ,  
o n  t he LA N  System storage d i sks ( see Item 64 , F i l es o f  Course I nstructi on 
Materi al s )  . 

The LAN System machi ne readab l e  f i l es for the BPRT are mai ntai ned on 
as s i gned d i s k storage space of t he central f i l e  server . 

Retenti on Period .  

Whena .  E l ectroni c  F i l es o f  Course I nstructi on Materi al s .  
e stab l i shed , wi l l  have s i mi l i ar retenti on peri od s to the i r  hard 
copy equ ival ents descri bed i n  I tem 64,  F i l e s  of Course 
I nstructi on Materi al s .  ( Magnet i cal l y  recorded records that are 
retai ned for more than 5 years , on archi val tapes or d i skettes ,  
wi l l  be regenerated at 5-year i nterva l s  to ensure readabi l i ty . )  

Scratch , or otherwi se b .  Other BPRT LAN E l  ectron ics  F i  l es .  
destroy , when 5 years o l d .  
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DIVISION OF INTERNATIONAL TRAINING 
OFFICE OF PRODUCTIVITY AND TECHNOLOGY 

Funct i ons 

( 1 ) 	 Deve l ops and conducts Wash i ngton-based sem i nars for economi sts ,  
stat i sti c i ans ,  managers of l abor stat i st i cs programs , and u sers 
from devel op i ng countr ies .  

( 2 )  	 Deve l ops and conducts speci al i zed regi onal semi nars for same 
groups i n  As i a , Afri ca ,  and Lat i n  Amer i ca.  

( 3 ) 	 Prov ides courses i n  bas i c  l abor stati st i cs techn i ques for 
fore i gn  part i c i pants . 

( 4) 	 Deve lops and adm i n i sters programs for short-term v i s i tors ,  
rang i ng from one day to one month .  

( 5 ) 	 Deve l ops l abor stati st i c s  manual s for use by stat i sti c i ans i n  
underdevel oped countr ies  and by Ameri can consu ltants servi ng i n  
these countr ies .  

(6 )  	 Coord i nates recru i tment and se l ect i on of BLS staff for overseas 
techn i cal  ass i stance and tra i n i ng as s i gnments .  

( 7 ) 	 Part i c i pates i n  act i v i t i es concerned w ith  i nternat i ona l agenci es 
and fore i gn  organi zati ons , and wi th ! LAB , AI D ,  and other U . S .  
agenc i es ,  i n  techn i cal ass i stance programs . 
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RECORDS OF THE 

DIVISION OF INTERNATIONAL TRAINING 


OFFICE OF  PRODUCTIVITY AND TECHNOLOGY 


The Bureau of Labor Stati st i cs has been prov id i ng tra i n i ng to persons of 
other countri es s i nce 1946 . Each year, the Bureau ' s  I nternat i onal Trai ni ng 
Center , operated by the D i v i s i on of I nternati onal Tra i n i ng ( D IT)  , conducts i n  
Wash i ngton about 10 semi nars of three to ei ght weeks 1 durat ion  for such 
persons .  In Cal endar Year 1987, e l even semi nars were schedu l e d .  

The semi nars address  app l i ed stat i st i cs ,  ana lysi s ,  and u se s ,  as we l l  as 
data co l l ecti on and processi ng techn i ques .  As of thi s wri t i ng ,  most of the 
part i c i pants were experi enced economi sts , stati st i c i ans , and analyst s .  
Governments ,  un i vers i t i e s ,  trade un ions , pri vate emp l oyers , and empl oyer 
federati ons  have been represented . 

I n  deve l opi ng and conduct ing semi nars , the D IT  staff perform a vari ety of 
duti es . I n  add i t ion  to the logi sti cal and adm i n i strat ive  arrangements ,  they 
deve l op and ma i nta i n  trai ni ng materi al s and obta i n  guest l ecturers . The 
materi  a 1 presented i n  a semi nar does not address U . S .  Government forei gn 
po l i cy ,  but i t  re l i es l argely ,  but not enti re ly ,  on  materi al publ i s hed by t he 
Bureau or other government or pr ivate sources .  

I n  add i t ion  to the Washi ngton-based sem i nars ,  the B LS conducts semi nars 
overseas on request . Such semi nars may be hel d for e i ther an i nd i v i dual  
nati on or for cou ntri es of a reg ion .  The D iv i s i on of I nternati onal Trai ni ng 
faci l i tates the organi zati on and devel opment of these semi nars . 

A var i ety of sources prov ide fund i ng support for the semi nars such as t he 
Agency for Internat i ona l Deve l opment of t he State Department , t he 
Internat iona l  Labor Organi zation and other i nternat ional groups , and t he 
part i c i pants • own countries .  Record copi es of f i nanci al accounti ng records 
are ma i nta i ned in the Bureau ' s  central D i v i s i on of F i nanci al P l ann i ng and 
Management of t he Offi ce of Admi ni strat i on ,  a lthough some support i ng records 
are ma i ntai ned by the DIT  for the l atter ' s  i nterna l management and control . 

I n  add i t i on ,  each year , some 300-400 persons from other countri es come to 
BLS for speci f i c  i nformati on or d i scuss i ons w ith  var i ous experts i n  the 
Bureau . These vi s i tors may come for only a few hours or a few days , but some 
come for a week or two . The D IT arranges programs ( schedu l es )  and 
appo i ntments for them . Al so ,  such programs may be arranged for semi nar 
part i c i pants . 

Furthermore , the D IT may make arrangements for Bureau offi ci al s  and 
empl oyees to v i s i t  governments of other countries  or to serve as consu l tants 
overseas . 
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7 5 .  

r  A.V!>  r= t- R... i N f't  T E l lt:s. Dest roy 

Tran s fe r  t o  the WNRC when 5 years 
o l d .  Dest roy when 10 years o l d  o r  when no l onge r 
needed for current bu sine s s ,  whi cheve r i s  l at e r  . An 
i n i t i a l  s creening and de s t ruct i on o f  obs o l e t e  mat e r i a l  
s h o u l d  b e  made upon approval o f  t h i s  Re c o rd S chedu l e  . 

d i rect ion 


act i v i ty reports , wh ich  s hou l d  be destroyed when 5 years o l d  or no 
l onger needed for current bus i ness ,  whi chever i s  l ater . 

77 . D i v i s i on I nternal Fi  scal F i l es .  Ma i ntai ned by the 
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RECORDS OF THE D IVIS ION OF I NTERNATIONAL TRAINING 

under the D i v i  s i on Ch i ef Fi  l e s .  Mai ntai ned 
of the D i v i s i on Ch ief,  these f i l es conta i n  correspondence and 

the D i v i s i on re l ated documents perta i n i ng to the program act i v i t i e s  of 
el sewhere. Fol der l abe l s  i ncl ude 

that 

f i l ed 
are not 
 such ti tl es as Announcement 


Cab l es , Overseas Ass ignments , Commi ss ioner ' s  Control l ed Correspondence , 
H i story of I nternati onal Trai n i ng ,  Personne l , Labor Attaches , Reg i on s ,  
Countr i e s ,  and the l i ke .  

D i v i s i on Program and Admini strat ive F i l es for ear l i er years , pr ior to 
1986 , were combi ned . (See I tem 4 of thi s Record Schedu l e . ) 

* I TEM 7 5 : Ret ent ion P e riod . Break f i l e s  every 5 years . 

c i v _ ic 

T"C """ tv Rr C... • 

Bring act ive mat e r i a l s  forward as 
when 1 0  

years o l d .  

' Admi ni strati ve F i l es .  Mai ntai ned 76.  
 D i v i s i on 
 by the 

i nternal 
Admi ni strat i ve Staff of the D i v i s i on ,  these fi l e s  pertai n to such 

budget i ng ,  personnel , progress andhousekeepi ng 
 acti  v i ty 
matters 
as 
 reports ,  

schedu l i ng of rooms for semi nars and other meeti ng s ,  requi s i t i ons for serv i ces 
and supp l i es ,  i nternal off i ce procedures , and the l i ke .  

Retenti on Period .  Destroy when 5 years ol d ,  except for progress and 

Admi ni strati ve Staff, these fi l es pertai n  to D i vi s i on-l evel contro l of funds 
and expend i tures re l ated to the Internat ional Tra i n i ng Program. I nc l uded are 
such i tems as D i v i s ion cop i es of requ i s i t i ons for equ i pment , suppl i e s ,  
reprod ucti on ,  and other serv ices ( e . g . , i nterpreter serv i ces ) ; records of 
rece i pts of payments (funds ) recei ved and transmi tted to the Bureau ' s  central 
D i v i s i on of F i nanc i al P l anni ng and Management , Offi ce of Admi ni strati on ;  and 
copi es of mach i ne pri ntout reports of the status of fund s  rel ated to the 
D i v i s i on ' s  act i v i t i es .  

Record f i l es are mai ntai ned the D i v i s i on of F i nanc i a l  P l anni ng and 
Management . .J,,, l/.{.c,t WIJ/f6  'f 

Retenti on when 7 years o l d . 

78 .  Inacti ve D i v i s i on and Admi ni strati ve F i l es .  These 
f i l es contai n  documents dated from to 1985 ,  but primari ly  from 1972 to , 
1985 , re l ati ng to program and i nternal adm in i strat i ve act i v i t i es of t he 
D i v i s i on .  Only a few papers i n  the fi l es  are dated earl i er than 1972 .  

Retent i on Period . 
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*80 . Name Personne l Fi l es .  

emp l oyee . 

8 1 .  D i v i  s i on F i l es .  Consi st 
correspondence prepared i n  the D i v i s i on ,  arranged by date . 

for current bus i ness ,  whi chever i s  

82 .  Word Med ia  Fi  l e s .  

destroy when no 

83 .  Cabl e Fi  l es .  

a .  Cab l e  Fi  les .  A 
recei ved , arranged by date. 
conta i ned i n  other sect ions of the fi l e s .  

b .  Cabl e F i  l es .  
Program and Seminar Announcements . 

c .  and Cab l e s .  
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*79 . D i v i s i on Time and Attendance F i l es .  Cons i st of D i v i s i on cop i e s  of 
t ime and attendance and re l ated f l exi t ime records pertai ni ng to D i v i s i on 
personne l .  Off i c i al records are mai ntai ned i n  the central BLS Offi ce of 
Admi ni strati on .  Such records appear to be covered by the Pr i vacy Act .  

Retenti on Per iod .  Destroy when 3 years o l d .  

Cons i st of cop i es of personnel name fi l es of 
current and fonner emp loyees of the D i vi s i on ,  contai ni ng such documents as 
copi es of requests for personne l acti on , not i f i cat ions of personnel act i on ,  
performance appra i sal s ,  posi tion descri pt ions , i nc i dental correspondence , and 
the l i ke .  

Retenti on Per iod .  Destroy 1 year after transfer or  separat ion of 

of extra copi es of 
I ncl ude cop i e s  of 

co11111un i cat ions for the s i gnature of D i v i s i on personnel as we l l  as h i gher l evel 
offi ci a l s of t he Bureau . 

Retenti on Period .  Destroy when 5 years ol d o r  when no l onger needed 
sooner . 

Cons i st of  word process i ng central 
memory , d i s kettes , or other storage med i a  u sed to produce hard copy textual  
materi al s such as  correspondence , semi nar mater i a l s ,  mai l i ng l i st s ,  i n-house 
admi ni strati ve mater i al s ,  and the l i ke .  

Retenti on Per iod .  Revi ew at least quarterly and scratch or otherwi se 
l onger needed for current bus i ness .  

Cons i st of cop i e s  of cab les  t o  and from U . S . 
d i p l omat i c  posts i n  other countries  perta i n i ng to act i v i t i e s  of t he D i v i s i on 
of I nternati onal Tra i n i ng.  The messages are u sual ly  transmi tted v i a  State 
Department co11111uni cat ion fac i l i t i es and copi es are a l so f i l ed i n  that 
Department .  

The 	f i l es are d i v i ded i nto such secti ons as : 

centra l fi l e  of cab l e s  sent and cabl es 
Incl udes dup l i cates of messages 

Cab les  arranged by subject ,  other than 

Cop i es o f  cabl es that do not concern 
spec i f i c  semi nars , fi l ed by reg ion and thereunder by country .  

d .  	 M i sce l l aneous Cabl es .  Cab les  that d o  not apply  to a country or 
countri es . 

A separate fi l e  of Programs and Semi nar Announcement Cabl es i s  ma i ntai ned 
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84. Casual V i s i tors and Fi  l e s .  Duri ng a year, the 
D i v i s i on may recei ve some 350-400 persons from other countri es who come to B LS 
for spec i f i c  i nformati on or di scuss i on with  vari ous experts i n  t he Bureau . 
These v i s i tors may come for on ly a few hours or a few days , but some come for 
a week or two . 

Retenti on Destroy when 5 years o ld . 

8 5 .  Record of BLS I nternati onal News l etter F i  l e s .  S i nce 
1981 , the D i v i s i on of International Trai ni ng has i ssued a news l etter , u sual  l y  
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by a des i gnated Semi nar Coord i nator. See Item 87 .  
Retenti on Period . Destroy when 5 years o l d .  

The D i v i s i on arranges programs and appoi ntments for such persons , 
i nc l ud i ng meet i ngs with  BLS personne l and experts i n  other government agenci es 
i n  Wash i ngton and the fi el d .  In add i t ion ,  some programs of th i s  nature may be 
arranged for semi nar part ici pants .  

The f i l es conta in  such materi al s as  a program ( schedu l e }  for the  vi s i tor,  
a v i s i tor record card , v i s i tor bi ograph i cal data , i nc i dental correspondence ,  
and the  l i ke .  

quarterl y .  Prepared withi n the D i v i s i on ,  the news l etter i s  d i stri buted , 
pr imar i ly to former part i c i pants i n  the D i v i s i on semi nars .  Typi cal ly ,  the 
i s su es contai n i nformati on about such matters as upcom i ng semi nars ; other 
acti v i ti es and pl ans of the D i v i s i on ;  status of the D i v i s i on staff;  word from 
former part ic i pants as to the ir  status ,  locati on ,  accomp l i shments ,  etc ;  and 
the l i ke .  

D at i ng from the i n i t ia l  i ssue i n  March 198 1 ,  the f i l e s  contr i bute to the 
h i  story of the Bureau 1 s Internat i ona 1 Tra in i ng act i v  it  i e s .  Arranged by date 
i n  one 3 -r i ng bi nder , the vo l ume and annua l  accret ion are neg l i g i b l e .  

a .  Record Permanent . Transfer t o  the WNRC 
when 6 years o l d .  O f fe r  to the Ar es o f  the 
Un ited States in b l ocks o f  20 years - -

· the most 
recent record i s  10 years o l d .  

b .  Other Dest roy when no ded for 
current 

' 

86. Record of I nternati onal and Other 
Peri od i cal ly and a s  requ ired ,  the I nternati onal Labor 

Retenti on Period .  B Rt-IT K r- 1  t E  A fllN V L  '- '/. 

Stat i st i cs Program Center (operated by the D i v i s i on of I nternati onal Tra i n i ng}  
i ssu es announcements of its trai ni ng programs/semi nars . 

U sua l l y ,  these announcements i ncl ude an annual catal og and seasonal 
schedu l es (e .g . ,  spri ng} of semi nars provi d i ng such i nformat ion as the semi nar 
ti t l e ,  i ts target aud i ences , dates , object i ves , and course content , as wel l as 
other re l ated data regard i ng adm i s s i on procedures .  Cop i e s  o f  these i ssuances 
are d i stri buted to U . S .  d i p l omat i c  posts and to governments of other countri es 
throughout the wor ld . 
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Before that t ime , 

Arranged by date. 

Period .  Bf?rA- K F I LI: A tv l'I v 4 L L  Y 
a .  Record Permanent . Tran s fe r  t o  the WNRC 

when 5 years old . Of fer to the Archive s of the 

United States in b l ocks o f  15 years when the most 

recent record i s  15 years old . 

b .  Other Destroy when no l onger needed for 

current business . 

F i l e  of and Semi nar Announcement Cab l es .  
D i v i s i on Coordi nator, th i s  f i  l e  i nc l udes 
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The pract i ce of i ssu i ng catal ogs was started i n  197 7 .  
announcements were i ssued by cab le  and correspondence .  

A l t hough not as semb led as a col l ect ion,  there 

col l ect ion ,  and 


are p l ans to  establ i s h  such 
avai l ab l e .  date cop i es are genera l ly 
a 
 from 1978 


forward . Whi l e  

Cop i es  

some i ssues may be mi ss i ng ,  th i s f i l e  represents the most 
avai l abl e set of descri pt ions of the Bureau ' s  I nternat ional comp l ete 
 Trai n i  ng 

accret ion i s  Vol ume consi sts of less than 1 cubi c foot , and annual  
programs . 
negl i g i b l e .  

Retenti on Period .  Destroy when 5 years o l d .  

88. Internat iona l  Semi nar Case Fi l e s .  

Mai ntai ned by a 
des i gnated copi es of cabl es 
to se l ected State Department d i p l omati c posts , convey i ng announcements of the 
annual programs of i nternati onal semi nars ,  seasonal announcements , remi nders 
of upcom i ng sessi ons , and the l i ke .  

· 

87 . 

For each  semi nar managed by the 
D i v i s i on of Internati onal Tra i n i ng ,  a case f i l e  i s  constructed and depos ited 
i n  the D i v i s i on central fi l es .  Typi cal ly ,  for a semi nar, the fi l e  wi 1 1  
i nc l ude such materi al s as the agenda ; a l i st of part i c i pants , w ith  thei r home 
addresses ;  part i ci pant b iographi ca l  data ; correspondence on such matters as 
conf i rmati on of part ic i pant attendance , d i stri buti on of group photographs ,  
apprec i at i on to guest speakers , mai l i ng of tra i n i ng materi al s to parti ci pants ' 
home l oc at ions ,  etc . ;  travel authori zati ons for f i e l d  tr i p s ;  sem inar 
comp l et i on ceremony arrangements;  part i c i pants ' eval uati ons of the semi nars ;  
and the  l i ke .  I nd i v i dual  part ic ipant name fol ders are i nc l uded . 

Washi ngton Nat ional Records Center when 5 years o l d . 

Seminar Coordi nator and Notebook . 
some semi nar coordi nators mai nta i n  a P l ann i ng and 

Retenti on Peri od . Destroy when 15  years o ld . Transfer to the 

89 . For each 
ass i gned Acti v i  ty 
Notebook , wh i ch serves as a semi nar management too l . 

I ts contents  may i nc l ude such i tems as a copy of the agenda ;  a record of 
part i c i pant attendance ; a 1 i st of l ecturers/speakers and background 
i nformat ion  on such persons;  conf irmati ons of guest l ecturers/speakers 
co11111 i tments ;  cop i es of correspondence regardi ng arrangements for f i e l d  tri p s ;  
check l i st of semi nar management tasks ;  cop ies  of  l etters of  apprec i at i on ;  the 
coordi nator ' s  eval uati on report to the D i v i s i on Ch ief ;  and spec i al programs 
( appoi ntments)  for some part ic i pants to meet wi th B LS experts or 
representati ves  of other organizat ions . 
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Transfer to the WNRC when 5 years 

needed for current business ,  whichever is l ater . 

bus i nes s ,  prov ided that copi es 
transferred to the Internat iona l  

*90 . Sem i nar Data Base . 

bus i ness .  

92 .  F i l es of  of Sem i nar Mai ntai ned i n  3-ri ng 
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After completi on of a part icu l ar semi nar ses s i on ,  cop i es of s igni fi cant 
i tems wi l l  a l so be p l aced in the I nternati onal Semi nar Case F i l es ( I tem 88 ) .  

Retenti on Peri od . Destroy when no longer needed for current 
of appropri ate i tems have been 

Semi nar Case F i l e  ( I tem 88 ) .  

At a BLS centra l computer fac i l i ty ,  
a data base pertai ni ng to i nd i v i dual semi nar part ic i pants i s  mai ntai ned on 
d i sk storage . Data entry and access are accompl i shed , norma l l y ,  v i a tenni nal 
l ocated on-s i te in the I nternati onal Tra i n i ng Center . 

A part i c i pant record i nc ludes  such data e l ements at t he i nd i v i dual  1 s 
name , sex , and country ; h i s/her empl oyer or aff i l i at i on ;  year of semi nar; 
semi nar durat i on ;  i dent ity of sponsor; i f  i nterpreter requ i red ( i f so , 
l anguage i nvol ved) ; whether part i c i pated i n  other D i v i s i on sem i nar ( s ) . 

SAS software i s  used . Computer programs are mai ntai ned on d i sk storage 
and i n  hard copy pri ntouts . Al so ava i l ab l e  i s  a Part i c i pant Record Form that 
l i sts  and defi nes the aata e l ements .  

For securi ty and back-up purposes , d i sk-to-tape dump i s  performed twi ce 
week ly  at the computer fac i l i ty for poss i b l e  d i s k  regenerati on i f  requ i red . 

record 1 0  years 

Cons i st of h ard copy 
ma i l i ng address l i sts ,  by home country of fonner parti c i pants i n  I nternati onal 
Trai ni ng Center Semi nars . Current ma i l i ng l i sts are a l so mai ntai ned in word 
process i ng f i l es ( Item 8 of th i s  Record Schedu l e ) . 

Retenti on Peri od . Destroy when no l onger needed for current 

bi nders , contents cons i st of sti l l  p hotographs  pertai n i ng to se l ected 
semi nars , i nc l ud i ng group photographs of part i c i pants ,  guest speakers , and 
presentati ons of comp leti on of semi nar cert i f i cates by var ious B LS 
off i ci al s .  F i l e  dates from 1975 forward . The o l der photographs  are i n  b l ack 
and wh i te ; - those for l ater years i n  color.  Neaati ves  are not avai l abl e .  

Retenti on Period .  Scratch i nd i v i dual part ic i pant 
after i nd i v i dual 1 s  l atest attendance at a BLS sem inar . 

9 1 .  Manual F i l es of Address Li st s .  

Retention Period .
old. Destroy when 1 5  years old or when no longer 

are 

93 .  Seminar Instruct ion Materi al s F i l es .  Semi nar coord i nators are 
respons i bl e for mai ntai ni ng master sets of the i nstruct i on mater i a l s  
pertai n i ng t o  thei r assi gned semi nars .  Guest speakers/ l ecturers ( experts )  are 
used extens i ve l y ,  and the nature of i nstructi on i mparted and the types of 
re l ated course materi al s vary . Consequent l y ,  whi l e  some uni fonni ty ex i sts as 
to structure and content , ri gi d standard i zat ion does not . 
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I n  genera l , the tra i n i ng materi al s  for a semi nar sess ion may i ncl ude such 
i tems as the agenda, l ecture outl i nes (when obta i ned } , l ecture handouts ,  
exerci ses ,  and part ic i pant read i ng materi al s .  The materi al s may be 
categori zed as : ( 1 )  Semi nar Coord i nator instruct ion gu ide  i tems ; and ( 2 ) 
Part i c i pant Workbook (read i ng materi al s } . 

Much of the handouts and read i ng materi al s cons i st of repr i nts of B LS 
documents such as press re leases , publ i s hed stati st i cal bul l eti ns , Month l y  
Labor Revi ew art ic l e s ,  mathemati ca l - stat i sti cal  stud i e s ,  and procedural 
i nstru ct i ons , and copi es of materi al s  i ssued by other government agenci es or 
pri vate economics  i nformation sources .  Wh i l e  some aud i o  v i sual  ai ds are u sed , 
such as overhead projecti on transparenci es , only a smal l quant i ty are i n  the 
f i l es and are short- l i ved because of the constantly chang i ng content . Such 
f i lms  as are u sed cons i st of borrowed cop i e s .  For a peri od ( about 1978-84} 
v i deo cassettes were made of sel ected presentati ons , such cassettes be i ng used 
for background ori entati on of the D i v i s i on Staff and other B LS guest l ecturers 
( see I tem 94} . 

The V i deo cassettes are no l onger made .  

Guest speakers sel dom contr i bute thei r l ecture out l i nes , l ecture notes ,  
or aud io  v i sual  aids to the D i v i s i on 1 s f i l es .  

A part i cu l ar semi nar i s  ord i nar i ly presented once per year, and t he 
i nstruct i on materi al s are usual ly  revi sed annual l y ,  as requ i red . Repl aced 
materi al s are destroyed when they no l onger have reference val ue for trai ni ng 
purposes . 

The master fi les  of i nstruct i on materi al s are not central i zed ,  but they 
are mai ntai ned by the ass i gned coord i nators at var ious l ocat ions i n  t he 
D i  v i  s i on .  

Extra cop i es of some items such as handouts and read i ng mater ia l s are 
ma i ntai ned for d i stri but ion.  

Retenti on Per iod .  

a .  	 Master Fi l es  of I nstruct ion Mater i a l s .  Destroy rep l aced 
mater i a l s  when no l onger of val ue for trai n i ng purposes . For 
d i scont i nued semi nars,  destroy l atest master set 10 years after 
d i scont i nuance or when no l onger needed for current bus i ness ,  
whi chever i s  l ater .  

b .  	 Other Destroy when obsol ete or when no l onger needed for 
current bus i ness ,  as appropri ate . 

94 .  Reference Fi l e  of  Se lected V ideo Cassettes of  Semi nar Lectures . For 
a peri od 1978 to vi deo cassette records were made of se l ected 
semi nar presentati ons .  These records are used primari ly  for background rev i ew 
by t he I nternati onal Tra i n i ng Center staff . The cassettes are not d i stri buted 
outs i d e  the D i v i s ion,  a lthough t hey are ava i l ab l e  to other B LS guest speakers 
for rev i ew i n  prepar ing a l ecture . 
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for current bus i ness .  

9 5 .  Cl osed F i  l es .  

F i  l es .  Copi es of 
to spec i f i c  regi ons or 

trai ni ng matters but not a speci fi c semi nar
documents pertai ni ng to an i ndi  v i dual  

establ i s hed and fi l ed under the reg i on .  

Retent ion Per iod .  Destroy when 5 years o l d  . 

I nacti ve Norman Root F i  l e s .  

current bus i ness ,  as appropri ate .  

99 . Techni ca l  Reference F i l es .  I n  carry i ng out t he ir  

CCA/10401453 :  RecrdSche4 

Thi s very l imi ted fi le  cannot be cons idered a documentat i on of trai ni ng 
acti  vi  ty . 

Retent ion Period .  Scratch or otherwi se destroy when no l onger needed 

Arranged by country , these f i l es consi st of 
copi es of cab l e s ,  l etters,  etc . , wi th rel ated documents concerni ng 
part i c i pat ion  of persons from other countr ies  i n  B LS i nternat iona l semi nars .  
I n  some i nstances , mater ia l s  rel ate to spec i al programs of acti vi ty for 
v i s i tors from such countri es . Contents date from 1970 to 1985 . 

Retent ion Period .  Destroy when 5 years o l d . 

96 .  correspondence and rel ated mater i a l s 
applyi ng countri es and concern i ng i nternati onal ( s ) . When warranted by the vo l ume 
of country ,  a country fol der may be 

9 7 .  A c l osed fi l e  cons i sti ng of mater i a l s  
accumu l ated by former BLS empl oyee Mr . Norman Root re l ated to vi s i ts to 
vari ous  countr ies ,  i nc l ud i ng Egypt and L i ber i a ,  to d i scuss  t he i r  l abor 
stat i sti cs act i v i t i e s .  I ncl uded are such materi al s as correspondence ,  worki ng 
papers , and cop i es of reports .  For the most part , the papers bear 1985 
date s .  They compri se 1 cubi c foot . 

d i rector i e s ,  brochures , pamph lets , correspondence , and the l i ke ,  contai ni ng 
i nformat ion about l odgi ng ,  transportati on serv i ces , etc . , i n  se l ected 
l ocal i t i es .  

Retenti on Per iod .  Destroy when obsol ete or no l onger needed for 

duti es rel ated to such act i v i t ies  a s  deve l opi ng and updati ng semi nar 
arrangements and i nstructi on mater i a l s ,  pl anni ng and manag i ng semi nars , and 
conducti ng tra i n i ng ,  semi nar coordi nators , economi sts ,  and other D i v i s i on 
personne l at al l l eve l s  accumu l ate bac kground reference fi l e s .  Typ i ca l ly ,  
such fi l e s  rel ate to  t he i nd i v i dual ' s  as si gned areas of respons i b i l i ty or to 
other BLS stat i sti cal  programs , or to trai ni ng technol ogy i n  general . 

These f i l es may i nc l ude such i tems as extra cop i e s  of BLS news rel ease s ,  
BLS publ i s hed reports of stat i sti ca l  data , BLS i nterna l procedures manual s ,  
copi es o f  arti c l es o n  economics  publ i s hed by BLS o r  other source s ,  
professi onal texts ,  peri od i cal s ,  extra copi es o f  correspondence , i ssuances of 
other goverrvnent or pri vate sources ,  long hand note s ,  work i ng papers ,  and t he 
l i ke .  

Ret ent i on Period .  Tran s fe r  t o  the WNRC . Destroy in 
1 9 92 , 

r .  

98 .  Hotel  Accommodati ons Reference F i  l e .  A smal  l reference fi  l e  of 

Country 

Region 

Background-Working 
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Th i s f i l e  i tem does not cover other f i l es that are l i sted as spec i f i c  
i tems i n  th i s Record Schedu l e .  

Retenti on Per iod .  Revi ew at l east annual ly  to i dent i fy d i sposab l e  
mater i al s .  Destroy when superseded , obsol ete ,  or no l onger needed 
for current bus i nes s ,  as appropri ate .  
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OFF ICE OF SURVEY PROCESSING 
OFFICE OF THE ASSISTANT CCJ4MISS IONER 

100 .  OSP Ass i  stant Co11111i s s i oner Fi  l e s .  
At the t ime of th i s  wri t i ng ,  there are two segments to t he Program
Admi n i  strat i ve subject fi l e  of t he Assi  stant Co11111 i s s i oner for the Off i ce of 
Survey Process i ng ,  the computer support offi ce for the OEUS, Pri ce , OW I R ,  OSH , 
and formerly  the OPT stati st i cal program of t he Bureau . These are the acti ve 
and i nacti ve f i l es of the Assi stant Co11111 i ss i oner for OSP . 

The act i ve f i l es ,  at present , from 1985 to date are presently ma i nta i ned 
by t he Ass i stant Commi ss i oner for the Offi ce of Techno logy and Operat ions ,  
Carl J .  Lowe , who serves a l so as Acti ng Ass i stant Co11111 i s s i oner for the Offi ce 
of Survey Process i ng .  Mr. Lowe mai ntai ns the fi l es  for the OSP as si gnment 
i ntermi xed wi th i n  h i s  Adm in i strat i ve Program Subject F i l e  for OTOR , whi ch i s  
descri bed i n  the Schedu l e  at the f i rst i tem under the OTOR subd i vi s i on .  I t  i s  
expected t hat an appoi ntment of an Ass i stant Commi ss ioner For Offi ce of Survey 
Processi ng may be de i n  the near future , at whi ch t ime a separate 
admi ni strati ve-program subject fi l e  i s  expected to be establ i s hed . 

The i nact i ve cl osed f i l e  of former Ass i stant Co11111 i s s i oner for OSP ,  
Wi l l i am E i senberg covers the peri od 198 1- 1985 . Th i s  general  correspondence 
and re l ated records fi-l e consi sts  pr imar i ly of i ncoming i nternal B LS memoranda 
from vari ous staff or program off i ces ; copi es of outgoi ng co11111un i cat i ons 
prepared by Mr . E i senberg or h i s Project Managers who head t he var ious  
D i v i s i ons  compri s i ng OSP;  cop ies  of vari ous reports on computer operat ions 
mai n ly i n  pr i ntout format coveri ng computer costs and detai l ed computer 
operat i ons ; Reg iona l Offi ce correspondence ; records of staff meeti ng s  and of 
vari ou s  BLS Commi ttees or task forces primar i ly  i nvo l v i ng computer support 
operat ions . 

The f i l e  i s  i n  three major segments ; ( 1 )  a chrono logi ca l  segment coveri ng 
t he detai led  computer process ing operations  for the Emp l oyment-Unemp l oyment, 
the Pr ice ,  the Wage- I ndustr ia l  Rel at i ons , and Safety and Hea l t h ,  and formerly  
t he  Producti v i ty Stat i sti cs programs of  BLS ; ( 2 )  a general background f i l e  on 
computer costs and operat i ons wi th i n  BLS ; and ( 3) an al phabet i c  subject fi l e  
o n  computer process i ng  operati ons coveri ng such topi cs as  Budget , Staff 
Meet i ngs , Procurement Management ,  F l ex i t ime,  Contracts , Pri vacy-Securi ty of 
BLS Data , Progress Reports , Trai ni ng ,  MIS  Systems , and t he l i ke .  

OSP i s  primar i ly an  operati ng support off i ce .  Acti v i t i es concerni ng 
Bureau pol i c i e s  on computer systems des i gn and computer operat ions are . 
presently more compl etely documented i n  the records of t he Deputy Co11111 i ss i oner 
For t he Off i ce of Admi ni stration and Internal Operati ons and i n  the f i l es of 

These are extra copi es of pri nted materi al s ,  bul l eti ns . art i c l e s ,  reference 
copi es of i nstructi onal manual s  and memoranda, and the l i ke mai ntai ned by the 
fonner Ass i stant Co11111 i ss i oner for OSP , and wh i c h  wou l d  be retai ned i n  the 

the Assi  stant Co11111 i ss i oner for Off i ce of Techno l ogy and Operat i ons Rev i ew .  I L  c&- A. tvN u  A t.  L '/• 
Retent ion to the WNRC when 5 
years old.  Destroy when 1 0  years old, or when no 
longer needed for current bus iness ,  whichever is  
sooner . 

101 ! OSP Assi  stant Commi ss ioner Techni cal Reference - F i l e . 
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Program-Administrative Subject 

ORE-AJI! 
Period.A Transfer -------

Working 



Dest roy one year a fter 

D e s t ro y  a ft e r  GAO 

audit or when 3 years o l d ,  wh i cheve r i s  s ooner 

( GRS 2 ,  It em 2b . )  . 

Al l other reco rds . T r an s fe r  t o  t he WNRC when 3 

years o l d . D e s t r o y  when 5 y e a r s  o l d . 

a .  

b .  

P e rs onnel Name F i l e s  . 
separat ion or t rans fer of emp l oyee . 

T ime and At tendance Re cords . 
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future when a separate Ass i stant Commi s s i oner for OSP may be appo i nted . Such 
f i l e s  cover var iou s  computer operati ons matters , stati st i cal  procedures and 
methodol ogy , as wel l as backgrou nd on var i ous  BLS programs for wh ich  computer 
support operat i ons are furni shed . 

Retenti on Peri od . Destroy when superseded , no l onger needed for 
current bus i nes s ,  or when made obso l ete , as appropr i ate . 

102 . OSP Adm i n i s trat i ve Offi cer Fi l e s :  The former Admi ni strati ve 
Off i cer i n  the Offi ce of the As si stant Commi ss i oner of OSP ma i ntai ned an 
Admi ni strati ve subject f i l e  cons i s t i ng pr imari ly of name f i l es coveri ng a l l 
OS P personnel  . Whi l e  some subject fol ders on vari ou s adm i n i strat i ve matters 
rema i n ,  the bu l k  of the fi l e  con s i st s of extra cop i e s  of personnel forms f i l ed 
al phabet i cal ly  by name . I t  i s  expected when a separate As s i stant Conm i s s i oner 
for OSP i s  appo i nted , that a s i mi l ar Adm i n i strat i ve Offi cer f i l e  wi l l  be 
establ i s he d .  

As  wi th a l l adm i n i strat i ve fi l e s  wi th i n  the program or support off i ce s  of 
BLS , t h i s f i l e  i s  not a record copy fi l e .  The record copi es of fi l e s  on 
admi ni strati ve matters are mai nta i ned by the appropri ate D i v i s i ons  of the B LS 
Offi ce of Admi n i strati on .  

Personnel name fi l e s  are covered by the Pri vacy Act . 

Retenti on Per iod .  

c .  
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OFF ICE OF ADMINISTRATION 
BUREAU OF LABOR STATISTICS 

The Ass i stant Co11111 i ss i oner , Offi ce of Admin i strat ion ,  acts for the 
Co11111 i s s i oner i n  p l ann i ng and d i recti ng a broad program of admi n i strati ve 
management i n  support of the Bureau ' s  economi c and stati st i cal survey , 
research , and analys i s  programs . The Assi stant Commi ss ioner prov ides 
l eadersh i p  and pol i cy d i rection to Bureau programs and operati ons re l ati ng to 
budget i ng and fi scal management ,  personnel organi zati on and management ,  
management ana lysi s ,  management systems , procurement ,  faci l i t i es management ,  
offi ce serv i ces and supp ly ,  emergency preparedness p l ann i ng ,  equal empl oyment 
opportun i ty ,  and the l i ke .  

T he Off i ce of  Admi ni strati on i ncl udes the immedi ate offi ce of the 
Ass i stant Co11111 i s s i oner , the D iv i s i on of Management Systems , the D i v i s ion  of 
Personne l Organ i zat ion and Management,  the D i v i s i on of F i nanci al P l ann i ng and 
Management , and the D i v i s i on of Admi ni strati ve Servi ces .  
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the Co11111 i s s i oner , BLS. 

0 1cE OF THE ASS ISTANT CCJ4MISS IONr 

103 . 
These document by Secretary to  the Ass i stant 

Ass i  stant Commi ss i oner ' s  Admi ni strati ve F i  l e s .  
f i l es ,  mai ntai ned the 

Co11111 i s s i oner for Adm in i strat ion,  ref l ect the i nterests of that off i c i a l in the 
d i rect ion  of the Admi ni strati ve Management programs and systems of the 
Bureau . Exampl es of top ics covered i nc l ude : Admi ni strati ve ( concerni ng such 
sub-top i cs as  Comb i ned Federal Campa ign;  comments on Draft B i l l  s ,  Regu l at ions , 
and Legi s l  at ion;  FO IA ; GAO Rev i ew; etc . )  , Awards ,  Budget , Management (wi th 
such sub-topi cs as I nternal Contro l ;  Move/Rel ocat ion; Pri nt i ng ,  Pub l i cat ion,
and Aud iovi  sual ; and Space ) , Organi zat ion ,  Labor Management Re l at i ons Pol icy ,
Personne l ,  P l ann i ng ,  Procurement , Reports , System Stud i e s ,  Tra i n i ng ,  and 
Travel . Arranged by subject , these fi l e s  have been broken annua l ly s i nce 1979 
al though ear l  i er f i l es are conso l i dated by subject . 

I n  add i t ion ,  a separate secti on of the f i l es i s  ma i nta i ned , arranged by 
subject ,  contai ni ng mater ia l s  cons i dered to have a more h i stori cal reference 
use concern i ng admi ni strat i ve act ions and pol ic ies  of the Bureau . Th i s  
h i stor i cal reference secti on ,  dat i ng from 1961 to 1979 , concerns such subjects 
as B LS Organ i zat ion and Functi ons ,  Aff irmati ve Act ion Pl an for Handi capped and 
Di sab 1 ed Veterans , BLS Personne 1 Management Serv i ces , B LS Upward Mob i 1  i ty , 
Labor Management Re l at ions ,  Po l i cy Correspondence- 1977 , Pol i cy on Rel ease of 
Mi crodata ,  and Projects (fol ders on such matters as BLS Eff i c i ency System) . 
Th i s  f i l e s  secti on compri ses about 6 cubi c feet,  and annual  accret ion i s  

annually  and bring 

neg l  i g i b l e .  

Retent ion Period . 

a .  Files . Break files 
material  forward to the current year as 

required . Destroy when 5 years old,  or when no 
longer needed for current busine s s ,  as 
appropri ate . Review files at least once a year
and destroy unneeded reference materia l s ,  
duplicate copies , transmittals ,  and other non
record items . 

b .  	 Historical Fi les . PERMANENT . Trans,., to  WNRC 
when no longer needed for reference . "t;;ansfer to 
the National Archives when most recent record is  
2 0  years old . 

F i l es .  
Offi ce of the Ass i stant 

s i gnature of off i c i a l s of that 

Period .  Destroy when 

* 105 .  T ime and Attendance F i l es .  

104 . Consi sts of extra cop ies  of communi cat i ons prepared 
i n  the Co11111 i ss i oner , arranged by date , for 
the 	 Off i ce or h i gher l eve l off i c i a l s such as 

5 years o l d . 

Consi st of off ice copi es of  i e and 
attendance l eave and earn i ngs , and rel ated fl ex i t ime records perta i n i ng to 
personne l f the Off i ce of the Ass i stant Co11111 i ss i oner . Off i c i a l  records are 
mai ntai ned at the D i v i si on of F i nanc i al P l anni ng and Management . Such records 
are covered by the Pri vacy Act . 

emp l oyee awards ceremonies ,  a l though a l so i ncl uded are a few at 
reti rement occas ions , and a few i nci dental photographs of former B LS 
personne l --some of whom are unidenti f i ed .  

Period . Destroy when 3 years o l d .  

106 .  F i l e  of from Awards and Other Ceremon i a l  Occasi ons .  
Th i s  c losed  f i  l e  consi  sts ,  primari l y ,  of cop i es of p hotographs tak en at  Bureau 

taken 
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Retention 

Retention 
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organi zati ons . 

Retent ion Period . 
active material forward to the current year as 
required . Transfer to the WNRC when the most 
recent record is  3 years old. Destroy when 5 
years old, or when no longer needed for current 
business ,  wh ichever is l ater . Files should be 
reviewed at least annual l y  to dispose of non
record items such as reference materials .  

*1 10 .  E EO Case Fi l e s .  Ma i ntai ned by the BLS EEO Coordi nator, these i l e s  con a i n dup l i cate :ecords of such  documents as EEO compl ai nts ,  i nv7s  i gat we reports , adm 1n i strat ive  process i ng act ions , and h i gher 1 eve l  dec 1 s 1 ons  as  appl icab l e .  Record copi es are mai ntai ned at the Department of Labor Off i ce of C i vi l R i ghts . 

Retenti on Period.  Destroy 4 years after reso l ut i on of case . 

51 

for current bus i ness ,  whi chever i s  l ater. 

1 08 .  Word Med i a  Fi  l e s .  

bus i nes s .  

109 . F i l es .  Mai nta i ned by the B LS 
EEO Coord i nator, these f i l es contai n such i tems as correspondence , report s ,  
and empl oyment stat i sti  cs (mach i ne l i  sti ngs )  rel ated to ethni c group and sex , 
aff i  rmat i ve acti on pl  ans ,  reference materi al s ,  and the 1 i ke ,  pertai n i ng to 
EEO/Affi  rmat ive  Acti on act i v i t ies  i n  B LS .  
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Retenti on Peri od . Destroy when 1 year o l d  or when 

for current bus i ness ,  whi chever i s  l ater((;. R S  :;). l / 
/ l onger needed 


* 10 7 .  Awards Co11111 i ttee Fi  l e s .  Mai ntai ned by the Executi ve 
Secretary of the BLS Awards Commi ttee , these fi l es i nc l ude such mater i a l s  as 
case f i l es ( i nc l ud i ng reco11111endat i ons ,  approved nomi nat i ons , etc . ) ,  memoranda ,  
correspondence , and reports pertai ni ng to B LS-sponsored cash and noncash 
awards such as qual i ty-step increases ,  super ior performances , suggest ions ,  and 
l etters of co11111endati on .  Incl uded al so may be correspondence and 

Government agenci es and pri vate regard i ng awards by other 
announcements 


Retention Period . Destroy when 2 years o ld  or when no l onger needed 

Word process i ng storage med i a,  such 
as d i skettes or other e l ectronic  memory used i n  prepar i ng hard copy textua l or 
tabu l ar materi al s such as correspondence , reports ,  or items for presentati on s .  

Retenti on Peri od . Scratch when no longer needed for current 

Break files annually and bring 

Employee 

Processing 

Equal Emplo.xment Opportunity Subject 
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DIVISION OF PERSONNEL  AND ORGANI ZATION MANAGEMENT 
BUREAU OF LABOR STATISTICS 

a .  M i s s i on .  
program 
devel opment for the Bureau . 

b .  Funct ions . 

To p l an ,  deve lop ,  i n i t i ate , and d i rect a comprehens i ve 
of personnel , organi zati on management , and emp l oyee 

( 1 ) 	 Adm i n i sters a program wh i c h  prov ides recru i tment , p l acement ,  
meri t staff i ng ,  pos i t i on cl assi f i cati on/management , empl oyee 
re l ati on s ,  organi zat i on pl anni ng , devel opment , and analys i s  
serv i ces . 

( 2 ) 	 Provi des consu l tat i ve serv i ces to Bureau managers i n  each of 
these program areas i n  s upport of thei r personne l management and 
work -force p l ann i ng acti v i t i es .  

( 3 ) 	 I nterpret s and i mpl ement s po l i c i es and procedures deve l oped by 
the Off i ce of Personne l Management , the Meri t Systems Protecti on 
Board , the Department ,  and other sources . Devel ops po l i ci es and 
procedures i n  support of programs i ni t i ated by or pecu l i ar to 
Bureau operati on s .  

( 4) 	 Conduct s broad management eng i neer i ng and other stu d i es 
i ndependently , or i n  conju ncti on w i t h  other areas of t he Offi ce 
of Adm i n i strat i ve Management wh ich  i ncl ude work l oad determi na
t i on ,  staff ut i l izat i on and projected staffi ng requ i rement s ,  and 
encompass the fu l l  range of management respons i b i l i t i e s  i n  major 
organi zati onal or functi onal areas i n  the Nati onal and Reg i onal 
offi  ce s .  

( 5 ) 	 Condu ct s comprehens i ve and spec i a l organi zat i onal  and 
occu pat i onal , pos i t ion  management or rel ated stud i e s ,  
i denti fy i ng probl ems , reconmendi ng so l u t i on s  and as s i st i ng ,  
where appropri ate , i n  the impl ementati on o f  approved 
reconmendat i on s .  

( 6) Prepares and ma i ntai ns  personne l record s and report s .  

( 7 )  	Provi des staff assi stance and adv i sory servi ces  t o  the Reg i onal 
Offi ces on personne l management matters wh i c h  have nat i onal 
impact and scope on a l l organi zati onal p l anni ng ana lys i s and 
deve l opmental acti vi ti es ,  and on the i r  re l at i onsh i p s  wi th 
Reg i onal Adm i n i strat ive  Offi ce s .  

( 8 ) 	 Coord i nates , d i rects , and prov ides gu idance and as s i stance to 
managers , superv isors , emp l oyees , and empl oyee organ i zat i ons 
wi th regard to l abor-management acti v i t i es .  
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( 9 )  	P l ans and deve lops programs and conduct s  stu d i es wh ich  ensure a 
f l ex i b l e  and appropr i ate cl as si fi cati on and staffi ng structure 
for the Bureau . 

( 10 )  Prov ides an i ntegrated organi zati on p l ann i ng system, i nc l ud i ng 
the analys i s  of proposed organi zati onal c hanges for sou nd ness 
and adequacy of documentat ion and as s i sts i n  the p l ann i ng and/or 
deve l opment of proposed reorgan i z at i ons ; mai ntai ns the Bu reau 
organi zati on manual . 

( 1 1 )  	Prov ides the i n i t i ati ve and serves as the focal  po i nt for the 
coord i nati on and i mp l ementat ion of organ i zat i onal  devel opment 
and improvement act i v i t i es .  

( 12 )  	Mai nta i ns l i ai son wi th the Off i ce of the Ass i stant Secretary for 
Admi ni strati on and Management and the Off i ce of Personnel 
Management on c l ass i f i cat ion  standard s and re l ated matters ,  
recru i tment , empl oyee re l at i ons , and a l l other personne l and 
management programs and i s sues requi ri ng Departmenta l approval . 

( 13 )  	Admi ni sters the Bureau ' s  empl oyee career devel opment and educa
t i on program . 

( 14 )  	Ma i nta i ns l i a i son wi th the Off i ce of the Ass i s tant Secretary for 
Admi ni strati on and Management on trai ni ng po l i cy procedures and 
re l ated matters part i cu l ar l y  regard i ng programs of a Department
wi de nature . 

( 15 )  Deve l ops and adm i n i sters 
nonprofessional empl oyees .  

Upward Mobi l i ty program for 

( 16 )  Rev i  ews and approves 
Department of Labor . 

nomi nati ons  for trai ni  ng ou ts ide  t he 

( 17 )  Prov ides ori entation programs for new emp l oyees .  

( 18 ) Deve l ops , arranges and conducts l ectures 
techn i cal and adm in i strat i v e  subjects . 

and sem i n ars on 

( 19 )  Ma i nta i ns trai ni ng record s for al l empl oyee s ;  prepares annual  
trai ni ng report and spec i a l reports as requ i red by OPM or the 
Department . 

( 20 )  Admi ni sters 	the Bureau ' s  Col l ege Recru i tment Program and other 
spec i al Emp loyment Programs such as Cooperat i v e  Educat i o n ,  
Student Vol unteer , Ju ni or Fel l ows h i p ,  H and i capped , Summer 
Emp l oyment , Stay- i n-Schoo l , Part-t i me Empl oyment and Speci al 
Emphasi s Programs such as B l ack H i story and H i spani c Heri tage . 
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as U pward Mob i  l i ty Program and erat i ve Educat i on Program . 
Retention Period . T<ransfer to the WNRC when -

3 years old . Destroy when 5 
years old t 

. Files  should be 
reviewed at least annually t o '  dispose of non-
record items such as re ference material . 

* 1 1 2 .  Techni cal Reference - Fi  l e .  
pr i nted mater i al s ,  work i ng papers, cop i e s  o f  manu al s 
l i ke ,  wh i c h  are mai nta i ned for D i v i s i on personne l use .  

Retenti on Peri od . Destroy when superseded , 
current bus i nes s ,  or when made obso l ete , as 

* 1 1 3 .  D i v i s i on 11 Chrono 11 Fi l e s  
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D I V I S I ON OF PERSONNEL AND ORGAN I ZATI ON MANAGEMENT 


The Personnel and Organ i zat ion  Management D i v i s i on staff i nc l udes 
personne l management speci al i st ,  emp l oyee deve lopment spec i a l i sts , and support 
personne l . They provide the Bureau of Labor Stat i sti cs wi th support i n  a l l  
aspe ct s of Personnel Management such as : career deve l opment , p l anni ng ,  
emp l oyee rel  at i ons , staff i ng ,  cou nsel i ng ,  and ot her personnel  and tra i ni ng 
fu ncti ons and acti v i t i es .  Each spec i a l i st i s  re spons i bl e for prov i d i ng a wi de 
range of personnel and emp l oyee devel opment serv i ces , wh i c h  i nc l ude 
recrui tment ,  p l acement , merit  staff i ng ,  pos i t i on cl as s i fi cat i on ,  emp l oyee 
re l ati on s ,  org an i zat ion pl anni ng ,  deve lopment , and ana l ys i s serv i ces . 

1 11 .  D i v i s i on and Adm i n i strat i ve Fi  l e .  These 
docume nt f i l e s ,  mai nta i ned by the Secretary to the Personnel Offi cer conta i n  
i ncomi ng and outgo i ng correspondence perta i n i ng to hou sekeep i ng and program 
affa i rs such as budget s ,  procu rement , travel , regu l at i on s ,  equ i pment/suppl  i e s ,  
and l abor rel at i ons correspondence . A l so i nc l uded are weekly  and month l y 
progress  reports and month ly tra i n i ng reports and program documentat i on ,  such 

-.......... [3 (.< f- 17 J<
• Fl LG 
/1-rlNUf.fLL Y. 

Cons i sts of extra cop 1 e !:> ,  
and memoranda , and the  

no l onger needed for 
appropr i ate . 

The Chrono/Concurrence 
Sheet F i l e .  These f i l es cons i sts o f  c arbon copi es of a l l outgoi ng 
correspondence , norma l ly arranged i n  chrono logi ca l  order (month/year ) .  
However,  a separate ( cros s  reference) fi l e  i s  kept i n  al phabet i cal order . 
Mai nta i ned by the Secretary to the Personnel Off i cer .  

Ret ent i on P e r i od . T r an s fe r  t o  the WNRC when themo st recent record i s  3 years o l d  . Destroy when 5-- - = 
_ 
old . 

Name Personnel F i l e . Cons i sts of T ime and Attendance* 1 1 4 .  Record s ,  
Performance Stand ards and Appra i sal s ,  Performance Rat i ngs , i ncom i ng and 
outgoi ng correspondence , and the l i ke,  pertai n i ng to the emp l oyees of t he 
D i  v i  s i on .  

Retenti on Peri od . Destroy 3 years after transfer or s ep arat ion  of 
t he subject emp l oyee . 

Chief, Program Subject 

coop 

Working 

(Chronological). 

1 ] 27 I 



* 1 1 5 .  Th i s  i s  the - Ff i c i a l record of the 
r d emp l oyee . Papers 

author i zed for di spei  1 e l sewhere are not i nc l uded . 
emp l oyees are transferred to an i nact i ve f i l e  on separat ion  i n  accordance wi th 

See Federal Personnel 
relat ing to folders of  

1 ,  

l St . Lou i s ,  Mo , 3 0  
days after separation . NPRC will destroy 6 5  years 
after separation from Federal Service (GRS 1 ,  Item 
1 (b ) ) .  

Retention Period . Transfer to the WNRC 3 years 
a fter the personnel action . Destroy when 6 years 

app l i cabl e .  

Journal of SF #50 Personne l  Act i ons .  

Off i c i a l  Personne l Fol ders . 
c i v i l i an serv i ce in - e Federa l Government of the

.... separated Fol de rs of 


the Federa l Personne l Manual  . 

a .  

b .  

Trans ferred
Manual for
employees transferred to another agency ( GRS 
Item 1 ( a )  l . 

Transfer folder to Nat ional 
Personnel Re cords Center (NPRC 

c .  Destroy upon separation or
transfer of employee or when 1 year old, whichever
i s  sooner (GRS 1 ,  Item 1 0 )  . 

* 1 1 6 .  Name Fo lders o f  Performance E va l u at i on Th i s  f i  l e  
cons i s ts o f  acceptab l e  and unacceptab l e  performance apprai sa l s  of B LS 
personne l ,  f i l ed a l phabeti ca l ly by name.  

Retent i on Period .  App ly  the retent ion  per iod of  GRS- 1 ,  I tem #23 , as  

* 1 1 7 .  
not i f i cat i on 
ver i f i  cati on 

of 
purp

persQnne l 
oses . 

act i on arranged chronol og
These are cop i es of 

i cal  ly  and u sed for 

2 years o l d  , reference GRS-1  , I tem 

These are cop i es of pos i t i on 
descri pt i ons showi ng for a pos i t i on i ts organ i zat iona l locat i on ,  grad e ,  
re spons i b i l i t i es ,  and duti es i nvol ved , and rel ated i nformati on . 

Retenti on Per iod .  Rev i ew regu l arly , transfer Pos i t i on Descr i pt i on OEVJ/9- Tc.!:. 
r  { !t

Po i
06 1pt n

s
l 

f
e;:n e

p :on 
D  

5 years after post ion i s  abol i shed or superseded . 

Retent i on Peri od . Destroy when 
# 14 .  

* 1 1 8 .  Pos i t i on F i l es .  

* 1 1 9 .  Personne l Stati st i cal F i l e  con s i  sts of 
stat i s t i  ca l  reports rel at i ng to Bu reau of Labor Stat i s ti  cs personne l and 
ma i nta i ned by a representat i ve Personnel Management Speci al  i st for each 
d i  v i  s i on /off i ce .  

GRS #16 .  

Records rel at i ng to the promoti on 
eval  uat i on method s ,  

se l ect i o n  procedures , and eval uati ons of candi dates . 


Retent i on Per iod . Destroy when 3 years o l d  , 

* 12 0 .  Meri  t Sel ect ion F i l es .  
of an i nd i v i dual  that documents qua l i f i cat i on standard s ,  

old . 

* 12 1 .  Cert i f i cate of F i  l e s .  Cop i es obta i ned from OPM of 
cert i f i cate of e l i g i b les  wi th re l ated requests , forms . corres pondence , and 
statement for se l ect ion .  

Reten t i on Per i od .  Destroy when 2 years o l d  ( 6/C.5 f /S-j 

employees. 
instructions 

Separated employees. 

Temporary Employees. 

Appraisals. 

Co 

Description 

Operations Reports. 

Staffing 

Eligib_les 



122 . Offers of Fi  l e s .  
offeri ng appoi  ntment s  to potenti al emp l oyees . 

Retenti  on Period .  

a .  Offers .  Destroy i ntned i ate l y .  
retai ned w ith the SF-39 i n  the certi  fi  cati on book (G R.5 1  

b .  Dec l i ned Offers . 

retai ned wi th the SF -39 i n  the certi  fi cati on book . 
2 years o l d . &  I I  4 lr

* 12 3 .  
record s ,  record s 

confi rmat i on.  

Appl  i cat i ons 

Retent i on Per i od .  

* 1 2 5 .  and Forms F i  l es .  
record s rel at i ng to i nd i v i dual  emp l oyees not ma i ntai ned 
Fo l ders and not prov i ded for e l sewhere i n  th i s  schedu l  e such 
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-
Correspondence , l etter s , and tel egrams 

A copy of the ma i l gram i s  
1 TE-/YI '-I eµ J 

J 
Destroy when 2 years ol d .  

When name i s  rece ived from certi fi cate of e l i g i b l es ,  return to 
OPM wi th rep ly and appl icat i on .  A copy of the ma i l gram i s  

Des troy when 


J 

re l ated rel at i ng to appo i ntments requ i ri ng 
Senatori al 

Destroy 3 years o l d ,  prov ided the requ i rements of Of: V //l- rf:  
the Federal Personne l Manual  , Chapter 333 , Sect i on A-4 ,  are FfC.tJfl1 observed . Destroy OPF copy of the SF- 17 1 when no l o nger needed for 
reference . b r'l.S  l / / f  

Forms , reports , corre spondence , and 
re l ated med i ca l  and i nvesti gatory record s re l ati ng to on-the-job i njur i e s ,  
whether or not a c l a im  for compensat i on has been mad e .  

Retent i o n  P e r i o d . Cut o f f on t e rminat i on o f  

compen s at i on o r  when deadl ine for f i l ing a c l a im has 

pas sed . D e st roy 3 years a ft e r  cut o f f . 


Operati ng personne l offi ce 
i n  Off i c i a l  Personnel 

as Hand i c ap Cod e ,  
Nati onal Or i g i n ,  Ver if i cati on of Empl oyment , and l og/transm i tta l s  o f  OPFs to 
Federa l Record s Center . 

a .  	 Correspondence and forms re l ati ng to pend i ng personne l act i ons  rJ f v J  Tf...$. 
F RO /V1 

Retenti on Per i od .  Destroy when act ion  i s  compl eted . G Y2 S l / 1 7 
b .  	 Retenti on Regi sters - from wh i ch reduct i on- i n-force act i ons have 

been taken.  

Cop i es of papers pertai n i ng to 
each student vo l u nteer under thi s program , to g i ve students  on-the-job 

( Standard Form 17 1 )  and 


* 124 .  Personal Fi l e s .  

Retenti on Per i od . Destroy when 2 years o l d .  

c .  A l  l other correspondence and form s .  

Retent i on Per i od .  Destroy when 1 year ol d .  

* 126.  Student Vo 1 unteer F i 1  es . 
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Employment 

Accepted 

Employment Applications. 
excluding 

Injury 

Correspondence 

Program 



u pd ated reports . 

* 128 .  I nd i  v i dual  Case Fi  l e s . Fi l e s cons i  st of 
correspond ence , memoranda ,  reports ,  and other record s re l at i  ng to the 
avai  l abi  l i ty of trai ni ng and emp l oyee part i c i pat ion i n  tra i n i ng programs . 

obsol  ete ,  whi chever i s  sooner . ( G R S  I 
' 

Tra i n i n  Counse l  l i n and Devel  o ment 
of I nd i v idual  Devel opment Pl  an s  I DPs 

Retenti on Period .  Destroy 3 years after i nd i v idua l  has separated or 
comp l eted subject program . 

* 1 2 7 .  Record s - Pr i ntout . A cumu l ati  ve 
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experi ence . F i l e  contai ns SF  17 l s , serv i ce agreements , requests for personne l 
act i on SF52 . 

pr i ntout such  as Trai ni ng Informat ion System , track i ng comp l et i on of 
superv i sory trai ni ng .  

Retent ion Peri od . Destroy previ ou s  pri ntou ts when su perseded by 

Retenti on Period .  Destroy when 5 years o ld  or  when superseded orJ :J..'1 }  
* 129 . F i l e s .  F i l es cons i st of 

cop i es , Trai ni ng Author i zat i on and 
Eval uati on Forms , Profes s i onal Tra i n i ng Fi l e s ,  Superv i sory Devel opment and ACT 
(Adm i n i s trat i v e ,  C l er i cal , and Tec hn i cal ) Tra i n i ng f i l es .  A l so i nc l uded are 
Comnon Needs Tra i n i ng appl icant f i l e , and student vo l u nteer and Cooperat i ve 
Student Program materi a l  . 

* 130 .  F i l e . The f i l e  
correspondence re l ated to supervi sory 
superv i sor .  

Period . T r an s fe r  
y e a r s  o l d . Destroy when 5 
s upe r s eded or obs o l et e , 

* 13 1 .  Recru i tment F i l e s .  
recru i tment effort s ,  f i l ed a lphabeti cal ly by schoo l  

Retenti on Period.  Destroy after 
period .  

* 132 . Recrui tment F i l e . Fi l e  cons i sts 
to the fo l l ow i ng programs:  

Hand i cap ped . A l so covers correspondence re l ati ng 
ot her programs attended . 

Period . Tran s fe r  t o  t he WNRC when 3 

yea r s  o ld .  Dest roy when 5 years o d o r  when 

s uper s eded or obs o let e ,  whi chever i s  s ooner . 

* 13 3 .  F i l e s .  

Retent i on Period .  Destroy 3 years after term i nat ion  of cou nse l i ng .  

consi sts of tra i n i ng check l i st s ,  
trai ni ng ,  and status  for each 

t o  the WNRC when 3 
ye ars o ld o r  when 

wh i cheve r i s  s ooner . 

Document s pertai ni ng to col l ege 
name . 

comp l et i on of app l i cabl e program 

of correspondence , reports , and 
ob ject i ves  Federal Women , B l ack H i story , 

to Execu ti ve Leadersh i p and 

These are document s  such as 
appl i c at i ons and rel ated papers pertai ni ng to the h i r i ng of student s  through  
the Cooperat i ve Program. 
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Employee Training Computer 

11 Employee Training 11 

g g p 
( ) 

Supervisory 

Retention 

College 

related 

Retention 

Cooperative Program 



Dest roy when mo st recent 

58 

program period . 

* 134 .  F i  l e .  

-· 
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Retenti on Period .  Destroy 3 years after comp l eti on of  appl i cab l e  

Documentat ion perta i n i ng to 
mak i ng trai ni ng opportuni ti es avai l abl e to empl oyees of the Bureau of Labor 
Stat i sti cs ,  i nc l ud i ng records concern i ng arrangements for emp l oyee trai ni ng 
and contacts and agreements for conducti ng emp l oyee trai ni ng .  

Ret ent i o n  P e r i od . Break f i l e  eve ry 3 years . Trans fer 

recent record is 7 


F i l e  consi sts of cooperati ve agreements 

after compl et ion of app l i cab l e  

Thi s f i l e  conta ins  the h i story fi l e  

t o  the WNRC . Dest roy when mo st 
y e a r s  o l d  . 

*135 .  
establ i s hed wi th i nd i v i dual co l l eges partic i pati ng i n  Cooperat i ve program . 

Retenti on Peri od . 
program period .  

Destroy 1 year 

*136.  Job Fa ir  - House - F i l e .  
and work i ng fi les  for the October 12 , 
Bureau of Labor Stat i stj cs . 

Per i od . Break f i l e  
T r an s fe r  t o  the WNRC . 
record i s  5 years old . 

*137 .  F i l es consi st of correspondence ,  
reports ,  regu l at i ons , ru l es , appl i cat ions , ana lysi s ,  and re l ated staffi ng 
strategi es for the Bureau ' s  Upward Mob i l ity Program. 

1983 ,  C P I R  Open House sponsored by the 

eve ry 3 years . 

Ret ent i on P eriod . Destroy when supe r seded , obs o l e t e , 

F i  l es 
cons i st of correspondence , memoranda ,  reports , pl ans , and object i ves re l ati ng 
to the e stab l i shment and operati on of trai ni ng courses such as correspondence ,  
fl ex it ime , R I F , RAS (Resource Avai l abi l i ty System) , computer tra i n i ng ,  budget ,  
and mer i t  pay ,  conference trai ni ng ,  ori entati on program and career counse l i ng 
work i ng fi l e s .  

o r  no l onge r needed for re ference . 

1 38 .  Ai ds . F i l es cons i st of background mater ia l  , notes , l e sson 
p l  ans , test i ng materi al s ,  syl l abus , manua l s ,  and other mater i al devel oped by 
the personne l trai ni ng staff . 

Ret ent i o n  P e r i o d . Dest roy when super sede d ,  obs o le t e  , 
o r  no l onge r needed for re ference . 

1 39 .  Course - Instructor Gu i des - Ai ds . 

Retenti on Period .  Destroy when 5 years ol d or 5 years after 
comp l et ion of a spec i f i c  trai ni ng program( & R..S I { qJ 

Employee Development Subject 

Cooperative Agreements. 

Open 

Retention 

Upward Mobility Program. 

Training 

Development Training 
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1 40 .  Course Announcement F i l es .  Reference f i  les  of pamp h l et s ,  not i ces , 
cata l ogs , and other records wh i c h  provi de i nformat ion on courses or programs 
offered by non-government organi zat i ons .  

Retent i on Per iod .  Destroy when superseded or obsol ete.  

* 14 1 .  Personnel Record s - PER - Adverse Acti on F i l e . Case 
f i  l e s  and re l ated records created i n  rev i ew ing an adverse act i on such as 
restri ct i ons , l eave wi thout pay , repri mand s ,  and the l i ke .  

Retent i on Per iod . Destroy 4 years after case i s  c l osed (G- Y2 S / / 30k J 
* 142 .  Gr i evance F i l es .  F i l e  cons i sts of records pertai n i ng t o  the 

revi ew of gr i evance and appeal s  rai sed by agency emp l oyees except E EO 
comp l a i nts , i . e . , Federa l Labor Re l at i ons Board . 

Retent i on Per iod . De stroy 3 yearS after case i s  c l osed .( (:,.. fC .S  I j 300......, J 
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Employee 



needed for current bu s i ness . 

144 .  or F i  l e s .  These f i l es 
cons i st of a copy of a l  l outgo i ng correspondence arranged i n  chronol og i cal 

1 45 . Press  and Test imon i e s .  These are 
cop i es of t he i tems spec i f i ed in the ti t l e ,  and are u sed as precedents and/or 
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ALL OFF ICES 


143 . Off i ce of D i rect i ves .  

L i sted bel ow are fi l es that were found i n  many of t he off i ces that 
const i tu te the D i v i s i on of Personnel Organi zati on and Management . To avo id  
repet i t i on ,  t he se i tems are l i sted here , and t he retenti on peri od s supp l i ed 
have been i nc l uded to ensure adequate d i spos i t i on coverage of the records 
concerned . 

These are reference cop i es 
of Department d i rect i ves that are mai ntai ned i n  operati ng offi ces for po l i cy 
and procedural gui dance . 

Retenti on Period .  Destroy when superseded , obsol ete , or no  l onger 

order . They are u sed as a conveni ent reference or to f l ag a due date or some 
other act i on .  

Retent i on Period .  Destroy when 1 year ol d .  

ot her reference purposes . 

Retenti on Peri od . Destroy when superseded or when 2 years o l d ,  

whi chever i s  sooner . 

1 46 .  Personnel Mana ement Informat ion S stem PE RM IS D ata Base .  DPOM 
( D i v i s ion  of Personne l and Organ i zat i on Management ma i nta i n s  a computer i zed 
system for track i ng personne l data , emp l oyment h i story ,  trai ni ng data , and t he 
l i ke for each emp loyment with i n B LS (Bureau of Labor Stati  st ics )  . Such data 
are al so ava i  l ab l e  i n  hard copy form i n  other DPOM fi  l es .  

T he data base was devel oped by the U . S .  Ai r Force and i s  mai ntai ned , on 
d i sk ,  at the GSA 1 s Computer Faci l i ty at Kansas C i ty ,  M i s sour i . The system i s  
an on- l i ne system and i s  accessed v i a  sate l l i t e .  D POM support staff enter 
data dai ly  v i a  remote terminal s .  D i sk-to-tape backup procedures are performed 
dai l y  at t he GSA 1 s Computer Faci l i ty .  

System documentati on i ncl udes programs and re l ated system spec i f i cat ions 
ma i ntai ned by t he GSA 1 S  Computer Fac i l i ty at Kansas Ci ty .  User gu i de s  are on 
hand i n  the Bureau 1 s  D POM . 

Schedu l ed and on-demand management reports are avai l abl e ,  such as : R I P  
( Report o n  I ndi vi dual Persons ) ,  Pos i t ion  E stab l i shed Noti ce , I n i t i a l 
Superv i sory Trai ni ng ,  Interi m Probat ion Report , Pos i t i on Change Not i ce ,  and 
Empl oyee data .  
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11 Chrono, 11 11 Reading, 11 11 Tickler, 11 11 SUSpenSe 11 

Releases, Statements, Speeches, 

g y ) 



ana l yzed , tabul ated , or i s sued , or when obso l ete/rev i sed ,  as 
appropr i ate . 

148 .  Cl as si  f i ed F i l es .  Consi st of cl  ass i  fi ed 
records accumu l at i ng from emergency preparedness p l anni ng for the Bureau , such 
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Retenti on Per iod . 


a .  Data Records . 
bus i ness .  

Scratch when no l onger needed for current 

b .  Documentati on Ma i ntai ned OPOM. Destroy when obsol ete , 
superseded , or no l onger needed for current bus i nes s .  

147 . Pri ntouts Used for and 
Personne l Act i v i t i es .  These fi  l es cons i st primari  ly  of mach i  ne 
pr i ntout s ,  coveri ng a vari ety of subject areas , such as performance eva l u a
ti ons ,  stand i ng reg i sters , E EO l i sti ng s ,  and the l i ke .  These pr i ntouts are 
ut i l i zed by the personne l staff ( e . g . , Personnel Management Speci al i sts and 
Empl oyee Devel opment Speci al i sts ) to carry out the day-to-day operati ons of 
the personne l off i ce .  Thi s item does not apply  to spec i f i c  i tems or programs 
of a s imi l ar nature covered el sewhere i n  th i s schedu l e .  

Retenti on Period .  Destroy when al l essenti al i nformati on has been 

as cont i nu i ty of operati ons and provi d i ng stati st i cal data to Government 
offi c i al s and others as appropri ate .  Cop i es of re l ati ve documents are al so 
furn i s hed to Departmental headquarters , Off i ce of Emergency Preparedness 
P l anni ng .  

Retenti on Peri od . Destroy when 3 years ol d or no l onger needed for 
current bus iness ,  whi chever i s  l ater . 
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DIVISION Of FINANC IAL PLANNING AND MANAGEMENT 

OVERV I EW OF DIVISION MISSION , FUNCTIONS, AND ORGAN IZATION 


The D i v i s i on ' s  mi ss ion i s  to support the mandate of the Bureau of Labor 
Stat i sti cs by carry ing out a l l Bureau f i nanci al operati ons i n  accordance wi th 
app l i cab l e  l aw ,  regu l ati on ,  and gu i dance . 

The D i v i s i on has seven major functi ons :  

0 	 Formu l at ion of the Bureau ' s  annual budget request for rei mbursabl e ,  
sal ary and expense funds and preparat i on o f  t he budget defense for 
t he Commi ss ioner 

0 	 Rev i ew of operat i ng budgets for a l l Bureau acti v i ti es and l i a i son 
w ith  Bureau staff respons i b l e  for i mp l ement i ng budgets 

0 	 Executi on of the Bureau ' s  total budget ava i l ab i l i ty and assurance 
t hat a l l obl i.gat ions are approved , appropri ate ,  and w ith i n l egal  
l im i t s  

0 	 Mai ntenance and Preparat ion of the Bureau ' s  month ly  report on t he 
number of c i v i l i an empl oyees and the actua l  and projected ful l -ti me 
equ i val ency as i t  rel ates to the ci vi l i an emp l oyment . 

0 	 Preparati on of per iod i c  reports that current ly  project the status of 
a l l  Bureau funds to date and to the end of the year for 
adm i n i strat ive oversi ght purposes 

0 	 Performance of al l accounti ng functi ons and processes on behal f of 
t he Bureau , i nc l udi ng :  

Accounts Payabl e  

- - Accounts Rece ivab l e  

-- Payro l l  


0 	 Adm i n i strat ion of the Bureau ' s  Labor Market I nformati on ( LM I )  
Cooperati ve Stat i st i cal programs with  States and t he Occupati onal 
Safety and Heal th Stati st i cs (OSHS) grants wi th States .  

T h e  p l anni ng and management o f  the Bureau ' s  f i nanci al  operati ons are both 
cruc i a l  and compl ex .  In order to carry out its funct ions , the D i v i s i on i s  
d i v i ded  i nto four separate but i nterre l ated un i t s :  Budget , Re imbursab l e s ,  
Account i ng ,  and Grants Management . 

The Budget staff i s  respons i b l e  for the formu l at i on and execut ion of 
the Bureau ' s  budget for sal ar ies  and expenses and for the analys i s  
and reporti ng on its  status .  

0 The Re imbursab l e  staff i s  respons i b l e  for t he formu l at i on and 
execu t i on of the Bureau ' s  budget for rei mbursabl e act i v i t i es and for 
t he ana lysi s and reporti ng on i ts status . Th i s  staff al so mai ntai ns 
the records and prepares the vari ous month ly  empl oyment reports . 
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//et_ 

current bus i nes s ,  whi chever i s  sooner . 
* lSO . Techn ical  Reference - F i l e . 

by Agreement . Ref .  GRS-3 , 

* 1 53 .  
re l ati  ng to BLS on-board strength , 
cons i st of a Month l y  Report of Federal C i v i  l i an Emp l oyment--SF1 1 3-A. 

Period . Transfer to 
old . Destroy when 5 
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0 The Account i ng staff is respons i b l e  for the mai ntenance of a l l 
records and systems ref l ect i ng the Bureau ' s  obl i gat ions and rece ipts 
and for t he reporti ng of i ts transact ions . 

0 The Grants Management staff i s  respons i b l e  for the f inanc i a l  and 
adm i n i s trat i ve management of the Bureau ' s  Cooperati ve Agreements wi th 
State s .  

Funct ioni ng a s  the f i nanci al  offi ce for the Comni ss i oner and for the 
Bureau , the D i v i s i on i s  responsi bl e for extens i ve report i ng and adv i s i ng on 
fi nanc i a l  p l ans and operati ons .  These reports prov ide  the f i nanci al  
i nformat ion that t he Bureau needs to meet its l egal requ i rements of ob l i gati ng 
fund s for t he purposes and wi th i n  the l im its  set by Congress , the Offi ce of 
Management and Budget ,  and the Department of Labor . 

149 .  Techn i cal  Reference Mater ia l  - Branch W ide .  F i l e  cons i sts of 

ma i l ,  secur i ty ,  conveni ence cop i es of documents and other worki ng papers
ma i ntai ned for conveni ence of offi ce operati ons by vari ous members of the 
branch . 

Retenti on Peri od . Destroy when superseded or no longer needed for 

F i l e  cons i sts of cop i es of 
pr i nted materi al , worki ng papers , copi es of outdated Budget Reports ( 1944-
1986) , correspondence/memoranda, and the l i k e ,  wh i ch are ma i nta i ned for 
D i v i s i on personnel use .  

superseded or no l onger needed for 

The fi l e  consi sts of l oose l eaf 
bound computer pr i ntouts that refl ect al l B LS pos i t i ons , sorted by Home Code , 
type , pos i t i on number,  t i t l e ,  name , author izat ion,  and f i e l d  stati on .  

the*

techni ca l  reference materi al s ,  SOP Operati ng Procedures) for safety , 

Retenti on Peri od . Destroy when 
current bus i ness or when made obsol ete .  

* lS l .  Posi ti on Contro l Book . 

< when 
. .  

F i l e  cons i sts  of i nteragency agreements  
wi th other government 

:" .-
I nter 

agenci es for support and serv i ces , e .g . ,  N IH  Computer 
Faci l i ty ,  for computer support. Contents of the f i l es i nc l ude Agreement , 
Status  Reports ,  Re imbursab le  Agreement ( BC-SOSA) , Contract Ob l i gat i on Form 

'-.:- t

Retention Period . Transfer to 3 
years old . Destroy when 5 years o 

*1S2 .  

( DPPM- 10 1 ) , Offi c i al Cost Estimates and Acceptance , Month ly  
 Expens  
t.t; ·Statements ,  Correspondence/Memoranda , Incomi ng and Outgo i ng .  

T. Al f. F€/l TD TH  (.,t)J.tl2C.. $ '/f4VJ II 
Retenti on Period .  estroy 6 years and 3 months after peri od covered 

Item 3 .  


Fi l e s  cons i st of stat i sti ca 1 i nformati on 
and are fi l ed by month and year. Contents 

the WNRC when 3 
years old.years 
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Working 
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agency Agreements. 

Employment Reports. 

Retention 



State Contracts . 

b .  

T r an s act ions o f  more than $ 2 5 ,  0 0 0  . T r ans fer to 

t he WNRC 3 year s a ft e r  final payment . D e s t roy 6 

years and 3 mont hs a ft e r  final payment ( GRS 3 ,  

T ransact ions o f  $ 2 5 ,  0 0 0  or . D e s t r o y  3 years 

years and 3 months a ft e r  final payment ( GRS 3 ,  

b .  T ran s act ions o f  $ 2 5 ,  0 0 0  o r  l e s s  . D e s t r o y  3 years 
a fter final payment ( GRS 3 ,  I t em 3 ) . 

Period . to the WNRC when 3 
years old . Destroy when 5 years old or when no 
longer needed for current bus ine s s ,  whichever i s  
later . F i les should be reviewed annually t o  
dispose o f  non-record items such as  reference 
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F i l e  cons i sts  of Contracts wi th i nd i vi dual 
*154 .  
States , act i v i t i es .  F i l e s  contai n Authori zati on for
to 
perform BLS 
Payment on Contract, Contract , Amendments , F i nanc i al Report and 
Correspondence/Memoranda , Incomi ng and Outgo i ng . 

Retenti on Period .  

a .  

I t em 3 )  . 

*155 .  The f i l e  cons i sts 
of re imbursab l e  

a ft e r  final payment ( GRS 3 , I t em 3 )  . 

Reimbursabl e FY and FY 
contracts with non-governmenta 1 organ i zat i ons and contai n :  

Re imbursement or  Advance of Funds Agreement , Form OPM-1 10 , Award/Contract,  
Reports ,  Correspondence , I ncoming and Outgo i ng ,  Ob l i gati ng Act ions , personnel 
acti on s ,  and adm i n i str t ive materi al . 

l e s s  

Retenti on Per iod .  

a .  T rans act ions o f  mo re t han $ 2 5 ,  0 0 0  . T rans fer t o  s 
3 years a ft e r  final payment . Dest roy 6the WNRC 

I t em 3 )  . . l  

*156.  D i v i s ion Chi ef 1 s and Admi ni strati ve F i l  es --
Re imbursab l e s .  F i l es cons i st of adm i n i strat i ve and subject f i l es pertai ni ng 
to the budgets ,  operat i ng budgets commi ttees ,  apporti onment , reconci l i at ion ,  
trai ni  ng ,  automati c  data 
 and the l i ke .  


material . 
1 57 .  Grant Mater i a l . F i l e  consi sts  of Grant 

Management Trai ni ng Materi al such as handouts , course materi al , extra 
copi es of trai n i ng materia l s .  

Retenti on Per iod .  Destroy when superseded or obso l ete .  

1 58 .  OSHS--State F i l es .  F i l e s  cons i st of grants to states to support 
the BLS i n  the areas of safety and hea l th .  The fi l es  contai n the grant , 
surveys , reports , correspondence , and Federa l Ass i stance Form SF-424 . 

Retention Period . Transfer to the WNRC 3 years a fter 

of the grant . Destroy 6 years and 3 months 


after complet ion of the grant . 


Contracts, 84/85 86/87. 

Program Subject 

processing, 

Retention {Transfer 

Seminar 
Management Training 

completion 



record is 2 0  years o l d .  

1 59 .  Grants Fi  l e s .  
and subject fi l e s  perta in ing to 
correspondence . manual s ,  fund i ng .  property , codi ng ,  work p l ans , 

Per iod .  Destroy when 5 years o l d  o r  when 

sequence number.  

Retenti on Per iod .  
for current bus iness .  ( G tt S  3 / J LJJ. 

161 . Fi  l e .  
correspondence arranged in  chronol og i cal order .  

162 . 

CCA/10401453 :  RecrdSche4 


Fi les  cons i st of admi ni strati ve 
Budget , Cooperat ive  Agreement s ,  

and the l i ke .  

OfU/lfi rf·-5 no l onger needed 
for current bus i ness ,  wh i c hever i s  l ater . F i l es shou l d  be revi ewed 1=ni o/Yl 
at l east annua l ly to di spose of non-record i tems such as reference bR-  .J/11 
materi a  1 .  

160 .  Admi ni strat i ve Memorandum. F i l e  cons i sts  of memorand a d i rected to 
a reg i on and/or states " for regi onal off ices only" or "for states and reg i onal 
off i ces "  deal i ng with  admin i strat i ve matters . and are f i l ed by type , FY , and 

Destroy when 2 years o l d  or when no l onger needed 

These f i l es consi st of a copy of al l outgoi ng 
They are used as a conven ient 

reference or to fl ag a QUe date . 

Retenti on Per iod .  Destroy when 1 year ol d .  

Fi l e  consi sts o f  Cooperat i ve Agreement 
act i ons between indi v i dual states and DOL/BLS , i n  l abor re l ated matters .  F i  l e  
contents i nc l ude Federal Ass i stance Form . Status Reports , Agreement Acti on s ,  
Not i f i cat i on of Obl i gatory Act ions . Correspondence . Incomi ng nd Outgo i ng ,  and 
the l i ke .  

TfAN Ff/2. 3 '(W/.J 19fkA_.  11 -
Retenti on Per iod .  Destroy 6 years and 3 months after peri od covered 

F i l es consi st of B LS Budget Act ions for FY 
1978 through the present . Contents of the f i l es i ncl ude :  Congressi onal 
Budget and Submi ss ions . Congressional Heari ng s .  Questi ons from the House and 
Senate , OMB Submi ss ions . Budget Instruct ions , Press  Br i efi ng s ,  
Correspondence/Memoranda , Incomi ng and Outgo i ng ,  Bri ef i ng Books ,  and the l i ke .  

by agreement. 

* 163 . Formu l at ion Fi  l e s .  

: Ret ent ion Per i o d . 

a .  F i le s  . 
WNRC when 5 years o l d  . 

Permanent . T rans fer t o  the 
Trans fer to t he Nat ional 

Arch ive s  in 5 year blocks when the mo st recent 

b .  Al l other records . App l y  GRS 5 a s  appropr i ate . 
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Management Subject 

Retention 

Chronological 

Cooperative Agreement. 

Budget Policy 



 

b .  

165 .  Adm in i strat ive Fi  l e s  - Un i t .  F i  l es cons i  st of 
adm1 n i  strati ve and subject fi  l es perta i n i ng to : reports , personne l  , meeti  ng s ,  
procpnure . oavro l  l .  Anri. thP l i ke .  

Retention Period . to 3 
years old . Destroy when 5 years old 

166 .  of and Deduct i ons . Computeri zed report of a l  l 
dedu ct i on transact ions for a parti cu l ar pay peri od by year . 

Retenti on Peri od . Destroy when re l ated pay records ar4e 
GAO or when 3 years o ld  , wh i c hever i s  sooner((o R!> f J J 

167 . F i  nanc i al These computer generated 

Record Transfer monthly reports 
years after the close o f  the fiscal year . 

Destroy 6 years 3 months after the close 
fiscal year involved (GRS 7 ,  Item 3 )  . 

Microfiche Destroy 3 years 
of the year involved.  

Rout i ne Trave l  Procurement F i  l e s .  
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164 . B LS Trave l  ' Fi l e .  F i  l e  cons i  sts i nd i v i dua l s  transportat i on O f V /  Aff. 
requests , trave l authori zati ons ( DL-133 ) , Trave l Vouchers (SF- 10 12 ) , Schedu l e  IYlof Expenses , and Memorandum . Al so i nc l udes Voucher Schedu l e  of Payment (SF- Fte. o 
1 1 66 )  Fi l e ,  wh i ch contai ns the passenger Ti c ket Copy (Ai rl i ne ) . �,ru. C//'fA-

Retenti on Per iod .  Destroy when 3 years o l d .  

pay and 

aud i ted by 

reports
contai n a record of the total contract payments to date by accounts payabl e ,  
accrued l i ab i l i ty ,  and open ob l i gati ons . The reports are Sunmary Fund Report 
Program Costs and Obl igat ions by Cost Center,  Detai l ed Fund Report , Total B LS 
& Nati onal Offi ce Unl i qu i dated Obl igat ions , Fi nanc i a l  Management Report , 
Project Report i ng System , and Deta i l ed Fund for BLS , MSHA, and OSHA. 

*Al so i nc l uded are Personnel /Payro l l  I nterface Report , Current Act i on 
Separati on Report, Heal th I nsurance Change Report , Retroact i ve  Separati on 
Report , Transact1on Audi t  Report , and the l i ke .  

a .  to the WNRC 

of  the 

.. 
after the close 

168 .  Consi st of Fare Card Memorandum 
and l og s ,  and the Deposi t T icket/Refund F i l e ,  wh i c h  contai ns Travel Advance 
Repayments , Depos i t Ti ckets ,  and Not i ce of Recei pt of Chec k .  

Retenti on Period.  Destroy 6 years and 3 months after f i nal  payment . 

Thi s i s  the off i c i a l  Payro l l  Record for 
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169 .  Off i c i a l Record . 

Subject Accounting 

~nsfer 

1 I I ntrt 
Report Pay 

Accounting Reports. 

2 
Copy. 

Copy. 
fiscal 

Payroll 



. Destroy 3 years a fter superseded 

agencies , these authorizations must also be 
transferred (GRS 2 ,  I tem 4 ( a )  ( 2 )  . 

Destroy 

by account. re .) l. I v..J 
1 7 1  . Journa l Vouchers Fi  l e  shows 

contai ns request for approval of b i  l l  i ng and memoranda , and the l i ke .  

a .  

b .  

Record Destroy when 3 years
Item 4 ( a )  . 

Al l Other Destroy when 2 old 
Item 4 (b)  . 

1 72 . Contract Award Fi  l e .  F i l e  consi sts  of 
i nc l ud i ng Amendment of Sol i c i tat i on/Modi fi ca ti  on 

(SF-30 )  , m i sce l l  aneous obl igat ions records ,  i nvo i ces , memoranda ,  and the l i ke .  

Retenti on Period .  Destroy when rel ated contract is  compl eted (6-R.S J/   J 
173 . F i  l e s .  Refer to  Transportat i on Bi  l l s  and 
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al l current and i nact i ve BLS c iv i l i an personnel . F i l e  contents :  W4 Empl oyee 
W i thho l d i ng A l l owance Certi f icate , Not i f i cat ion of Personne l Act i on (SF-50 ) , 
Al l otment Request (SF1198 ) 1 Address Forms and memorandum , and s imi l ar type 
documents .  

Retenti on Per iod .  
Al lotment File 
or years after separat ion o f  employee . I f  

a .  

employee transfers within an agency or between 

b .  Not i fication o f  Personnel Action File .
when re l ated pay records are by GAO or
when 3 years old, whichever is sooner ( GRS 2, 

Voucher F i l e .  Fi  l e  cons i sts of 
Item l l) . 

1 70 .  requests , authori zati ons ,  
agreement, re imbursement documents ( DL-1-101 ) ,  Voucher for Transfers between 
Appropri at ions and/or funds  (SF1080) , Change Stats , Purchase Ord ers , I nvoi ces ,  
and memoranda .  

Retent i on Period . Delstroy 6 years and 3 months after peri od covered 

debi t and cred i t  entr i e s ,  

7 ,  

(GRS , 

successfu l contracts ( bi ds 
and of Contract 

Invo i ces and Government Transportati on Request F i l es .  F i l es i nc l ude :  Carri er 
B i l l s , Carrier  I nvoi ces ,  Pub l i c  Voucher for Transportati on Changes (SF- 1 1 13 ) , 
and Government Transportati on Requests ( GTRs ) (SFF 1169 ) , and the Trave l  
Transact ion  C losed F i l e  for 1985 and 1986,  f i l ed by authori zati on number and 
contai ni ng the Trave l Authorizat ion (DL- 1- 33 ) .  

Retenti on Period .  

a .  I ssu i ng off i ce memorandum copy . Destroy when 3 years o l d  {& rzs Cj { J.R,.j 
b .  Obl igat i on copy . Destroy when funds  are ob l i gated (& Y( C1/ l c..J 

redemption forms , i . e . , SF 1 1 70 .  Destroy when no 
use . ((:, resq ,  , &.J 

Contract fi l es cons i sti ng of : Re imbursement or 
Purchase Order , Request for Data F i l es and 

Tabu l ati ng Routi ne s ,  Memorandum, Supply Equ i pment or Serv i ce Order ,  
Correspondence , Vouchers , and the l i ke .  
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c .  Unu sed ti cket 
l onger needed for admini strat i ve 

1 74 .  Contract Books 
Advance of Funds Agreement , 

audited 

Payment 

(SF1017). 

Copy. 

Copies. 

proposals} 

Passenger Transportation 



 

Retenti on Per iod .  s; ouo 
a .  Transacti on of more than 

exceed i ng $2 ,000 .  6 years 
payment . (Tl1()

b .  Transacti ons of or 
$2 , 000 . Destroy 3 years after f i na l  payment(G. R 5 3 / 3  

1 7 5 .  Accou nts Rece i vab l e .  F i l e  cons i sts 

Cred i t s .  
Retent i on Period . Trans fer to  the WNRC 3 years 

6 years 
account (GRS 

after 
and 3 
6 ,  Item 

computer runs that are produced as 
These are i ntenned i ate hard copy and 

part of the process for prepar i ng t he 

covered by the account . Dest roy 
months a fter period covered by the 
1 ( a  ) ) .  

1 76 .  Batch F i  l e s .  

bus i ness .  

177 . Techni ca l  Reference - F i  l e .  

needed for current bus i ness . 

1 78 .  Al l ocati ons and Al  l otments for Consol i dated Work i  n Funds  . F i l e  
cons i sts of Not i f i cati on and Approval of Fund Al l otment D L- 1- 8 3  , Co l l  ecti on 
Voucher,  and Xerox cop ies  of checks payabl e  to t he Government . 

Retent ion Period . Transfer  to the WNRC 3 years afterthe close of the fiscal year involved . Destroy 6 yearsand 3 months after the close of the fiscal yearinvolved (GRS 6, Item l ( a) ) .  
1 79 .  Purchase Order - Closed F i  l e .  F i  l e  cons i sts of Purchase Orders 

fi l ed i n  P .O .  number order .  
Tb f/fi w Rc 3 

Retenti on Period .  
:i.  v tt.f  

a .  

b .  

180 . 

Transacti ons more than SS, 000. Destroy years and 3 months 
after f i nal payment . b rz:, 3/&_ 
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and 	 al l construct ion contracts 
and 3 months after f i nal 

w rH€ towl(?c.. v  a.jpt<jm  . 
l ess  and construct ion contracts under 

of :  Co l l ecti on Voucher 
(SF1 114 )  , Purchase Order Voucher , Xerox copy of treasury check , memorandum ,  
re imbursement ,  B i l l  of Col l ect ion and Voucher,  and Schedul e of W i t hdrawa l s  and 

Deta i l ed Fund Reports that used check the data stored i n  the computer 
are to 
and the accuracy of i nput and mach i ne operati ons .  F i l e  conta i n s  transacti on 
computer l i sti ngs  and voucher and schedu l e  of payment memorandums .  

Retenti on Peri od . Destroy when no l onger needed for current 

These fi l es cons i st of copi es 
of : Dec i s i ons of the Comptrol l er Genera l , TFPM Bu l l et i n s ,  computer system 
u ser manua l s ,  read i ng fi l es ,  and the l i ke .  

Retenti on Per iod .  Destroy when superseded , obsol ete ,  o r  no l onger 

( D L- 1-90) 

· 

!{'
Transacti ons l es s  than si,ooo . Destroy 3 years after f i nal 

LMI 

payment . &, f25J/ 3..b 
F i  l e  cons i sts of LM I Cooperati ve 

Cl oseout Revi ew Form, Voucher Agreements , Requests 
 for Si gnature Sheet , 
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Payment Record , F i nanc i al Reconci l i at ion Works heet , Letter of Cred i t ,  Cash 
Out l ay P l an ,  and Contract Ob l i gat i on Form. Other cross-reference and work i ng 
f i l e s  i nc l ude :  Batch Support Materi al and Check l i sts  1984-1987 ,  Dai ly  Support 
Li st i ngs of TFCS Payments (Computer l i st i ng ) , Cooperat i ve Stat i sti cs F i nanci al 
Report ( CSFR ) , Rejecti on Letter F i l e ,  Statement of Transacti ons ,  and the l i ke .  

Retent ion Period . Trans fer to the :t3 years 

a fter period covered by Agreement . . roy 6 

years and 3 months after period cove . by 

Agreement .  


181 . T ime and Attendance Fi l e s .  Fi l e  cons i sts of off i ci a l copy
of Time and Attendance Report Card--for current and i nact i ve BLS personne l  . 

Retenti on Peri od . Destroy after GAO aud i t  or when 3 years ol d ,  
whi chever i s  sooner{6 f2.S 1} 3o--j 

182 . Fi les - D i v i s i on W ide . Thi s f i l e  cons i sts of 
work i ng papers mai ntai ned by staff members , consi st i ng of extra copi es of 
document s ,  drafts , computer reports ,  f i nanci al report s ,  dai ly  work i ng fi l e s ,  
and other work i ng papers retai ned for conven ience .  

I. 
Retenti on Peri od . Destroy when superseded or no longer needed for 
current bus i nes s ,  whi chever comes sooner.  

69 


Report 

Working Papers 



Retenti on Peri od . 
the 

185 . Leave Record F i  l e .  
Record mai ntai ned for D i v i s i on 
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D I V I S I ON OF ADMI NISTRATIVE SERVI CES 

a .  M i s s i on .  To pl  an and d i rect the Bureau ' s  adm i n i  strat i ve serv i ces 
act i v i t i e s .  

b .  Funct ions . 

Prov ides genera l serv i ces  
management , supp l i es 
admi ni strati ve pr i nti  ng ,  
contro l functions .  

for the Bureau i nc l ud i ng property 
and equ i pment procurement ,  

a s  wel l a s  space a l  l ocat ion and 

( 1 )  

( 2 )  Deve lops and mai ntai ns adm in i  strat i ve fonns management 
programs , records ,  and correspondence fi  l i ng and control 
system ; provi des  communi cati ons and mai l  d i  stri but i on 
serv i ces . 

( 3 ) Admi ni sters the Bureau ' s  safety program. 

( 4) 	 Deve lbps pol i cy and procedures for the management of the B LS 
contract i ng program. 

contai n i ncomi ng and outgoi ng correspondence , memoranda , and l i ke 
document at i on pertai ni ng to housekeep i ng and program affairs and funct i ons 
such as : Awards ,  Organi zati on , Meeti ng s ,  F i nanc i a l  Management , Offi ce 
Serv i ces , Space ,  Personne l ,  Procurement , Pub l i c  Infonnat ion ,  Reports and 
Trave l  and Transportat ion.  

Retenti on Period . Destroy when 5 years o l d  or when no l onger needed 
for current bus i ness ,  wh i chever i s  l ater . F i l es shou l d  be revi ewed 
at l east annual ly to di spose of nonrecord i tems , such as reference 
mater i a l  . 

184 .  Name Personnel F i l e . Th i s  f i l e  cons i sts of copi es of empl oyee OfV J ,:'J f(-S 
- address 	fonns , performance standards and appra i sal s ,  not i f i cat i on of personnel 

act i on ( SF508) 1 i nvesti gati on reports , annual emp l oyee rev i ews , perfonnance 
requ i rements and evaluat ions , request for personnel act i on ,  and the l i ke ;  
i . e . , correspondence and memoranda perta in i ng to emp l oyees of the D i v i s i on .  

after transfer or separat ion of 

F i l e  	cons i sts of the Emp l oyee Leave 
emp l oyees , f i l ed by year and 

a l phabet i ca l l y .  A l so i nc l uded i s  the Dai ly Report of Leave Taken ,  Attendance ,  
and Absences . • 

Retenti on Period .  Destroy when 3 years o l d . {G I? S ;;i. / Cf ) 
F i l e  cons i sts of the or i g i nal F l exi time 

name . 
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183 . D i v i s ion Admini strat i ve and F i  l e s .  Fi  l es  are 
ma i ntai ned by the secretary for the D i  v i  si on of Admi ni strati ve Serv i ce s .  They 

A. 

186 . F l ex i t ime Record-Fi l e .  
Record f i l es by year and a l p habeti cal l y  by emp l oyee 

Program Sub . Ject 

oyee. ears subject empl De .... tro 3 

( 
Emlloyee 

DL-l-07-8) 

(DL-1-2008) 



3 y e a r s  a ft e r  t r ans fer o f  
Ret ent i o n  Period . D e st roy 

s ep a rat i o n  of emp l oyee . 
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p  v/  TC-_5, Retenti on Peri od . Destroy 3 years after transfer or separat ion of 
the subject emp loyee. 	 1=f?t; /YI 

b/2-  2/3
187 . T ime and Attendance F i l es .  F i l e  consi st of a copy of t he 

t i me  and Attendance Report Card - for both current and i nacti ve di vi s i on 
as s i gned emp l oyees . _.._   Ofu /fl-I(: s 

FM m 
"R.1';J. / 3 


188 . Reference - Fi l es - D i v i s i on W i de .  Superv i sory , 
profess i onal and support emp l oyees mai ntai n extra cop i es ,  pri nted mater i a l , 
computer pri ntouts and the l i ke , coveri ng areas i n  t he i r  ass i gned program 
areas .  

Retenti on Peri od . Destroy when no longer needed for current 
bus i ness .  

1 89 .  Techn ica l  Reference F i l es .  These fi l es  consi st of cop i es of 
se l ected vol umes of CFR of Federa l Regu l at ions ) ,  system manua l ,  
techni ca l  manua l s ,  procedures and the l i ke .  

Retenti on Period .  Des  troy when superseded , ob so 1 ete or no  1 anger 
needed for current bu s i ne ss .  

190 . Forms F i l e . Fi l e  consi sts of record copi es of forms created by the 
BLS organ i zat i on wi th re l ated materi al . Examp l e :  B LS Faci l i ty Serv i ce 
Request OAM- 165.  

Retenti on Per iod .  Destroy 5 years after rel ated form i s  
d i scont i nued , suspended or cancel l ed .  

191 . Fi l es - D i v i s i on-wide .  I n  carry i ng out the i r  dut i e s ,  
superv i sory , profess ional and support empl oyees mai ntai n extra cop ies  of 
correspondence , reports ,  pri nted matr i a l , computer pri ntouts , and the l i ke 
materi al  cover i ng areas i n  the ir ass igned  programs and dut i es .  

Retenti on Peri od . Destroy when no l onger needed for current 
bus i ness .  Al so,  revi ew f i l es at l east once a year to identi fy 
d i sposabl e  materi al  . 

BRANCH OF RECORDS MANAGEMENT ANO GENERAL SERVI CES 

b .  	 Funct ions . 

( 1 ) 	 P l ans ,  devel ops , and coord i nates an i ntegrated Bureau 
records management program i nc l ud i ng :  

a. 	 An adm in i strat ive  forms and correspondence control 
system that provi des for the preparat i on and revi ew of 
al l admi ni strati ve forms and correspondence .  

7 1  

Report 

Working 

(Code 

Working 



year . 

years old or 

whichever i s  later . Files should be reviewed at 
least annual ly to dispose o f  non-record items , 
such as reference material . 

194 Fund Fi l e .  Fi  le consi sts of Cash Account Log Books 

and Voucher Report s ,  Fare Cards ,  

Re enti on Period .  6 years and 3 months after covered 

by account . G ( / a_   
195 . and Heal th F i l es consi st of the fol l ow i ng :  

A i r  sampl i ng reports , l og books , and rel ated correspondence ; 

Log of Federal Occupat i onal I nguri e s  and I l l nesses and the 

rel ated Safety and Hea lth  manager copy of the D Ll-440 ,  Report of 

Acc idents , Injuri es and I l l nesses ; 
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b. 	 A records d i sposi t i on and storage system that prov i des 
for the devel opment and execut i on of record retenti on 
and d i sposal schedu l es w ith i n the Bureau and the 
deve lopment of f i l i ng systems to meet Bureau 
requ irements . 

( 2 )  	 Deve l ops and mai ntai ns the Bureau ' s  record and offi ce 
securi ty program i n  accordance wi th Departmenta 1 and 
Government-wide pol i cy .  Mai ntai ns record s at the 
Departmental secondary Emergency Rel ocat ion Center .  

( 3 ) 	 Deve lops and conducts the Bureau ' s  safety program. 
Ma i nta ins l i ai son wi th Departmenta l counterparts . 

( 4) 	 Prov ides serv ices essent i al to the rece i pt and d i spatch of 
ma i l  servi ces ,  and Tel ecommuni cati on servi ces . 

( 5 ) 	 Prov ides tranportat ion servi ces for bu l k  i tems and mai l and 
messenger serv i ces between the Bureau ' s  offi ce l ocat ions . 

192 . Records F i l es .  F i l es cons i st of approved and pend i ng 
approva l , Records Retent ion Schedu l es for t he Off i ces w ith i n the BLS organ i 
zati on .  Re l ated fi l es  i nc l ude transmi ttal s to WRNC , i nventory s heets , corre
spondence and s imi l ar mtteri al . 

Retenti on Period .  records are destroyed , or 
transferred to the or when no  l onger needed for 
admi n i strat i ve or reference purposes .  12..  1 "' l t>-.J 

193 . Branch F i l e .  A l p habeti ca l  program f i l e  for the 
Branch of Records and Mai l , re l ati ng to:  Budget Project ions , trai ni ng ,  feas i 
bi l i ty stud i e s ,  other stud ies and surveys,  personne l ,  and general correspon
dence and the l i ke .  

when no longer needed for current busine s s ,  

Division Destroy 3 
a fter the close of the 

All Records . Destroy when 5 

yearsa .  

b .  

ft ftu. wr.iRC 3 lfUA..ocorrespondence and the 1 

a .  

b .  
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Disposition 
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DestroyAwWl!fi related 
National ·Archives, 

Program Subject 

Budget Projections. 
fiscal 

• Imprest 
Ledgers, Accountab111ty Reimbursement 

1 k e ., "' 
11 

Al.l.f1tA_ 
______ 1o;;trJy 

( ([S fa 

Safety Program. 

and 
relate~ _ AA.~ 

~ ~ {fl'f/1.,V'· 

~riod 
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c .  	 Safety and Heal th Inspecti on Reports and re l ated correspondence;  
aoo 

d .  	 D L I - 1097,  Report of Unsafe and Unheal thful Cond i t i ons , l og book ,  
and rel ated correspondence.  

Retenti on Per iod .  

a .  	 Al l Asbe st o s -Re l ated Reco rds , reco rds 
which be found in 1 9 5 b-d . Trans fer to the 
WNRC when 5 yea r s  o l d . Destroy when 3 0  years o l d . 

b .  	 of Federal and I l lne s s ,  
D L  1 - 4 4 0 ,  o f  Acc i dent s ,  

and I l lne s s  . T r ans fer t o  the WNRC when 3 
years o l d . Dest roy 5 years a fter the period 
c ove red . 

c .  and Hea l t h  	 and re l ated 
T r an s fe r  t o  t he WNRC when 3 yea r s  

o ld .  Destroy 5 y e a r s  a fter t he p e r i o d  covered . 

d .  	 D L  1 - 1 0 9 7 ,  o f  Un s a fe and Unhe a l t h ful 

Condi t i ons , book and re l at ed 


Trans fer t he WNRC when 3 ye a r s  
o l d . Destroy 5 y e a r s  a ft e r  t h e  pe r i od cove red . 

including 
may 

Log Occupational Injuries 
Supervisors Report 

Injuries 

Safety Inspection Reports 
correspondence. 

Report 
Working 
correspondence. 

log 
tb 



Tran s fer t o  the WNRC 
3 ye ars a fter the period covered . 
years a fter pe r i od cove red ( GRS 1 8 ,  Item 

1 

Dest roy 

correspondence . 

a .  

for i nternal and external addressees . 

Retent ion P e riod . Dest roy 3 years a ft e r  comp let ion or 
cance l l at ion o f  requ i s i t ion ( GRS 3 ,  I t em 6 ( a )  ) . .  

196 . and F i l e  . 
accountabi l i ty -  keys i s sued and for safe and pad l or  
i nd i v i du a l  s kn1 1g comb i nati on s .  and comparabl e da 
to d i v i s i on areas .  

Ret ent ion Peri od . 

a .  Are as unde r max imum 
a fter turn - i n  o f  key ( GRS 1 8 ,  

b .  Al l areas . Dest roy 6 
o f  key ( GRS 1 8 ,  I t em 1 6  ( b )  ) .  

197 . Thi s f i  l e  

Ret ent i on Period . 

a .  Vi s i t o r  Cont rol F i le s  . 

F i  l e s  re l ated to 
comb i nat i ons , names of 

J sed to control access 

Dest roy 3 years 
Item 1 6 ( a ) ) .  

months a ft e r  turn - i n  

consi  sts of reports such as  
i nci dent s .  compl ai nt s ;  corre spondence, a l ann systems . bu i l d i ng access contro l  , 
card access systems , property pass system. equ i pment and suppl  i e s  and t he 
1 i ke . 

5Dest roy 

1 7 ( a ) )  . 

b .  

199 . rel at i ng to 
i ncomi ng and outgoi ng  regi stered , cert i f i ed i nsured , and speci al de l i  very
i nc l  ud i ng rece ipts and return rece i pts and the l i ke mater i a l . 

b .  

c .  

d .  

e .  

Gu ard F i le s  . Dest roy 2 years 
a ter period covered ( GRS 1 8 ,  I t em 1 3  (b ) ) .  

Gu ard Service Cont rol F i les . Dest roy when 
year old ( GRS 1 8 ,  I t em 1 9  ( b )  ) .  

V i o l at ion F i  les . Dest roy 5 years 
a fter close of case ( GRS 1 8 ,  I t em 2 4  ( a ) )  . 

Administ rat ive F i les . 
when 2 years old ( GRS 1 8 ,  I t em 8 )  . 

Mai l F i l es .  F i l es consi st of mai l reports , 
reports ,  quarterly penal ty mai l ,  metered mai l ,  budget s and rel ated 

Mai l  Trans fe r t o  the WNRC 3 
years a fter the cove red . Dest roy 6 years 
a fter the pe riod covered ( GRS 1 2 ,  I t em 7 )  . 

Al l Other and9� t!OY 3 years a fter pe r i od cove red . 
, ,  

Postal Record s - Mai l  Room. F i  l e s  cons i st of l og s  

Retenti on Per i od .  Destroy when 1 year o l d .  See GRS Schedu l e  1 2 ,
I tems and 6, for detai l ed d i spos i t ion descri pt i ons and 
authori zati ons.  

200 . L i sts - Mai l  Room. - Consi  sts of 

198 . analys i s  

speci f i c  mai l i ng l i st s ,  

Retenti on Period. Destroy when superseded by new mai l i ng l i st .  

201 . - Mai l Room . F i  l e  cons i s t  of t he 
p i nk and green cop i es of the B LS/OOL Pri nt i ng Request Fonn .  

73 
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security. 

other 

Physical Security Program. 

Assignment 

Security 

Correspondence 

Management 

Penalty Reports. 
period 

Correspondence, Analyses Reports. 

Mailing 

Printing Requests w/d1stribution 



Period . Destroy 1 year records 
are destroyed, or t ransferred to the Nat 
o r  when n o  longer needed for administrat /2a. ) 
reference purposes , whichever i s  s ooner . 
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202 . General - Mai l Room F i l e  cons i sts of the Ye l l ow 
Copy of al l outgoi ng correspondence ,  f i l ed i n  date order . 

Retenti on Per iod .  Destroy when 3 years o l d .  

203 . 	 Arch ive  Records F i l e  - Mai l Room . Th i s  fi le  consi sts of cop i e s  of 
and correspo dence___reJ at dSf- 1 3,J"'$ Record s 


204 . Bu i l d i n  Pass  Tern orar I . D .  F i l e s .  F i l e  consi sts of Bu i l d i ng 
P ss/ I . D .  Card s D L- -7  for al l B LS emp l oyees and contractor personne l .  

Retenti on Per iod .  Destroy upon separat ion or transfer of emp l oyee . 

Bureau . 

BRANCH OF PROPERTY MANAGEMENT ANO CONTRACTI NG  

b.  Funct i ons 

( 1 ) Contro l s  
pr i nti  ng 

and arranges for al l adm in i  strat i ve  f l  atwork 
and/or provi des  dup l i cati ng serv i ces  w i t h i n  t he 

( 2 )  	 Conducts the Bureau ' s  property management program and 
part i c i pates i n  equ i pment ,  property , and supply acti v i t i es 
i n  conjuncti on w ith  the OASA property management and 
i nventory system . 

( 3 )  	 Prov ides for the procurement of suppl i e s ,  equ i pment ,  and 
serv i ces i n  support of t he Bureau ' s  mi ss ion i n  accordance 
wi th appropri ate procurement and Departmenta 1 regu 1 at i ons 
and procedures . 

( 4) 	 Mai ntai ns adequate stock l evel s of suppl i e s ,  equ i pment etc . , 
for the Bureau . 

( 5) 	 Mai ntai ns BLS contracts and re l ated fi l e s .  

205 . Records - F i l e  cons i sts of d i str i but ion l i sts , grap h i cs 
requests , data for mai l ,  dup l i cat ion and reproduct i on ,  dai ly photocopyi ng 
l og ,  pri nt i ng cost l og ,  and mai l i ng l i sts .  

Retenti on Peri od . Des troy when supersed ed , ob so 1 ete , or when no 
1 anger needed . 

206 . Reference - Fi l e  cons i sts of a mi crof i c he catal og fi l e  of 
Federal Supply  fi l ed by microfi che number ,  and vendor/supp l i er 
catal ogs i n  hardcopy . 

Retenti on Peri od . Destroy when superseded , obso l ete , or when no 
l onger needed for current bus i nes s .  
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207 . Cash Purchase F i l e  - Fi les  cons i st of ori g i na l  requ i s i t ion ,  recei pt 
for cash purchase voucher, and the l i ke .  

Retenti on Period .  Destroy 3 years after fi na l  payment . 

208 . I ssued from Stock - F i l e  cons i sts of form :  Requ i si t i on 
for Equ i pment and Supp l i es .  

Retenti on Period . Destroy when 3 years o l d .(G- r<S 3 /  °'-'J 
209 .  DPMS Transacti on of F i l e  - F i l e  consi sts of 

comp l eted copi es of Report of  Survey , deal i ng wi th a l l seri al i zed 
equ i pment .  

Retenti on Period . Destroy 3 years after i tem i s  wi thdrawn from p l ant 
account . ( 6 Y2S 3 { q c,)

2 10 .  Contract Record DL-1 -325 - F i l e  consi sts of Contract 
Empl oyee Log Records f r contractor movi ng serv i ces and the l i ke .  Ma i nta i ned 
for veri f i cat i on of manhours worked by contractor .  

Retenti on Period. Destroy when 3 years o l d .  

2 1 1 . 1 1Worki  BLS Contract F i l e  - F i l e  cons i sts of of :  
Award/Contract for transact ions of or more , f i l e  conta i ns amendments ,  
so l i c i tati ons , modi fi cati ons ,  and re l ated correspondence ; e . g . ,  i n i t i at i on 
l etters . Inc l uded are both Acti ve and Inacti ve Contract F i l e s .  Offi ci al 
record copy of contracts and assoc i ated records are l ocated and mai ntai ned by 
DOL Off i ce of Procurement. "A. .h f1v.-. UnJ e.,  3 'ft.Mo 

11'LAli0 
Retenti on 6 years and 3 months after  fC'JJ/3  

2 12 .  Purchase - Fi l es consi sts of purchase orders and 
requ i s i t i ons for goods and servi ces , transact ions of $10 , 000 or l e ss , for 
ma inte nance on owned equ i pment , l eased equ i pment , subscri pt i ons f i l e , 
cancel l ed equi pment fi l es ,  and d i v i s i on admi ni strati ve .  Contents of each fi l e  
may contai n purchase orders ,  requ i s i t i ons ,  amendments , recei pt s ,  and t he l i ke .  

Retenti on Per iod .  ( 5..JZ.L  R5 3 / 3)
a .  Procurement or purchase organ izat ion copy , and re l ated papers • 

.:;J--( l )  Transacti ons of more than $ , 000 and al l cQnstructi on 
contracts exceed i ng $2 , 000 . 
f   -1,, +k v ,;i!c 1-> tf_ UM?- Destroy 6 years and 3 months after f i nal  	

• 

( 2) 	 Transact i ons of si.ooo or l ess  and construct ion contracts 
under $2 ,000 . 

- Destroy 3 years after f i nal  payment.  ( C l ose f i l e  at the 
end of the f i scal year , retai n 3 years and destroy , except 
that f i l es on whi ch acti ons are pend i ng shal l be brought 

Requisition 

DL-1-1 Fenn/Report 

Employee Log 

ng" 
$25,000 

___ _!,P~e!:..ri~o~d \P Destroy 

Order/Requisition 

Survey 

copies 

,fl;cv ~ j>Ulm,U,,J; 
Anal fayment.( 

It/A~ ~ 
payient. /'1 



 

( 3) 

( 4) 

d i sposabl e  materi al s .  
l onger needed 
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forward to the next f i sca l year '  s f i l es for destruct i on 
therewith)  . 

b .  	 Obl 1gat1on Copy - Destroy when funds are ob l i gated .  

c .  	 Other cop1 es u sed for admi ni strati ve purposes - Destroy upon 
termi nati on or comp let1on .  

BRANCH O F  TELECClllJNI CATIONS AND FACI LITI ES MANAGEMENT 

b .  	 Funct ions 

( 1 )  	 Space Management pol icy ,  p l ann i ng and l ayout 

( 2 )  	 ADP Securi ty 

Te l ecomnuni cat ions pol 1cy ,  operati ons and management 

Faci l i t1 es operati ons and management 

( 5 )  	 Bu i l d i ng serv1 ce/comp l a i nts 

( 6) 	 Faci l i ty rel ated serv i ces  

Retenti on Per iod .  Rev i ew f i l es a t  l east once a year t o  i dent i fy 
Destroy when superseded , obso l ete , or no 

for current bus 1 ness .  

2 1 3 .  Master F l oor Pl an F i  l e .  F i  l e  cons i  sts of f l oor p l ans for 
each organi zati on wi th i n  fi l es a l phabeti cal ly by organi zat1 on .  Al so 
i nc l  uded i n  th 1 s  f i  l e  are the space and faci l i ti es requ i  rements f i  l e .  

Retenti on Per iod . Destroy when p l an i s  superseded , rev i sed ,  obso l ete 
or no l onger needed for reference . 

2 1 4 .  Techni cal and F i l es - Branch of In carryi  ng out 
the i r  dut i es , such as deve lopi ng space , equ i pment te l ephone , and rel ated i tems 
to fac1 l i t i e s  management . F i  l es consi st of cop 1 es of te l ephone orders , s pace 
program record s ,  serv1 ce work order and the l i ke mater i al . 
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I NS ERT THE FOLLOW I NG 

F i l e s  . Re co rds re l at i ng t o  t he * I TEM 2 1 4 . 1 :  
a l  l o cat i on , ut i l i z at i on , and 
contr o l ,  and re l ated repo rt s 
Adm i n i st rat i on .  

re l e a s e  o f  
to DOL and 

space unde r 
the Gen e r a l  

agency 
S e rvices 

Retent i on P e r i od . 

a .  fi l e s  , and other records 
ut i l i z ed in and 

D e s t r o y  2 years a ft e r  t e rminat i on o f  
a s s i gnment , o r  when l e a s e  i s  cancel l e d ,  o r  when 
p l ans are s upe r seded or ob s o l et e  ( GRS 1 1 ,  I t em 
2 ( a )  ) • 

b .  

* I TEM 2 1 4 . 2  
do cument ing t e l ecommuni cat i on s e rvice cont r o l  and operat i onal 
r e c o rds , and l ong d i s t ance and l oc a l  t e l ephone u s age report s . 

with and t o  st a f f  
t o  and 

1 .  t o  DOL and GSA, SF-
8 1 ,  for and related document s .  
Destroy when 2 years o l d  ( GRS 1 1 ,  I t em 
2 ( b )  ( 1 ) ) .  

2 .  o f  subordinated un i t s  and 
related work D e s t roy when 1 year old 
( GRS 1 1 ,  I t em 2 (b)  ( 2  ) )  . 

C ommun i cat i on Gene r a l  F i le s  . P r incipal re cords 

Retent i on P e r i od . 

a .  T e l e commun i cat i on s  and other 
records t o  and 
s e rv i ce . Destroy when 3 years o l d  ( GRS 1 2 ,  I t em 
2 ( b )  ) • 

b. Telecommunicat i on s  s t at i s t i ca l 
cost and volume dat a .  D e s t roy when 1 year o l d  
( GRS 1 2 ,  I t em 2 ( c ) )  . 

c .  Reco rds t o  i n s t a l l at i on ,  remova l ,  
and o f  D e s t ro y  2 years a fter 

o r  cance l l at i on o f  agreement ( GRS 1 2 ,  
I t  em 2 ( d)  ( 2 )  ) . 

Agency Space 

Building plan surveys, 

adjustment. 
agency space planning, assignment, 

Correspondence reports agencies 
relating agency space holdings 
requirements. 

~ 

Agency reports including 
Request Space, 

Copies reporting 
papers. 

plans, reports 
pertaining equipment requests 

reports including 

relating 
servicing equipment. 

change, 

expiration 



Retent i on Period. Break fi les every 5 years and 

material forward t o  the new f i l e s  as 

requ i red . Trans fer to the WNRC when 

5 years o l d .  Dest roy inact ive materi a l s  

when the l atest record i s  l G) years o l d  

2 1 5 . D 1v 1 s 1on F i l es .  
re l at i ng to automati on projects , 
l egal  and l eg 1 s l at1 ve acti vi ti es ,  i nternal 
proced ures . I nc luded i n  these fi  l es are : 
audi t· report s ,  stud i e s ,  standards , reports ,  
submi ss i ons and s imi l ar types of documents 
programs and act i v it i e s .  
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DIVISION OF MANAGEMENT SYSTEMS 
BUREAU OF LABOR STATISTI CS 

a .  	 M i s s i on . To deve lop,  impl ement , and ma i ntai n  adm in i strat ive  and 
program management systems for the Bureau . 

b .  	 Funct ions . 

The OMS workl oad i s  focused i n  ten major and essent i a l ly  d i st i nct 
areas : 

1 .  	 Conf i denti al ity po l i cy .  

2 .  	 OMB C i rcu l ar No. A-76 stud ies  

3 .  	 Producti vi ty/Management Improvement 

4 .  	 Genero.l l ega l and leg i s l at i ve rev i ew ( empl oyee 
ethi cs/confl ict of i nterest , { l egi s l at i on/regu l at i on rev i ew ,  
etc) . 

5 .  	 IRM (data co l l ecti on c l earances ,  ICB I RM rev i ews ) 

6 .  	 FO IA and Pri vacy Act Coord i nat i on 

7 .  	 Internal Control Program 

8 .  	 Off i ce systems 

9 .  	 Securi ty Pol i c i e s ,  Procedures ,  and imp l ementat i on 

10 .  	 Audi t  Coordi nati on and I nterna l Invest igat i ons . 

The D i v i s i on a l so prepares or coordi nates the preparat ion of 
mi scel l aneous other reports , documents ,  etc (e .g . ,  Catalogue of Federal 
Domest i c  Ass i stance Programs , Report of part i c i pat i on on Federal 
conmi.ttees ) . When pri or i t ies  have demanded , i t  has conducted major management 
analys i s  studi es ( e . g . , u ser fees ; feas i b i l i ty of reg i onal off i ce 
consol i d at ion) . 

These fi l e s  ref l ect act i ons 
product i v i ty improvement , general
control and securi ty pol i c i e s  and 

general correspondence ,  d i recti ve s ,  
procedure s ,  eva l uat i ons , budget

re l ated to the abovementi oned 
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years o l d ,  or when no l onger needed for current 
bus i ne s s  . Destroy when 6 years old,  

2 19 .  Word D i skettes F i  l e .  

from government serv ice .  

221  . Su erv i sor ' s  
Standard Tra i n i ng Form 

Admin i strat i ve F i l e . 
SF 0 • Personne l 
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2 16 .  F i l e  cons i sts  of : BLS confi dent i a l i ty 
l eg i s l at ion,  

Fi les .  
i nteragency agreements , procedures , case h i stor i e s ,  and the 

l i ke .  A l so ,  general confi dent i a l i ty f i l es i nc l ud i ng ;  l aws , regu l at i on s ,  
l eg i s l at i on ,  trai ni ng and re l ati ons wi th DOL ;  other federa l agenc ies and 
i nd i v i dual  states .  

Retenti on Period .  Break fi l e s  every 5 years and br i ng act i ve 
mater i a l  forward to the new fi l e  as requ ired . Destroy i nacti ve 
mater i a l s  when the l atest record i s  5 years o l d  or when no longer 
needed for current bus iness , wh i c hever i s  sooner.  

2 1 7 . DOL Manual Seri es F i l es .  F i l es consi st of revi s i ons to DOL manua l s  
and the l i k e .  D i str i bution l i st i s  mai ntai ned by OMS . Sampl e manua l s  and 
procedures are Securi ty Orders,  Records Management , Personnel Management , 
F i nanc i a l  Management , Travel and Aud i t  i nvesti gati on . 

needed for current bus iness . 

F i l es .  
i n  D i v i son 

Retenti on Peri od . Destroy when superseded , rev i sed or no l onger 

2 18 .  F i l es consi st of extra cop i e s  of correspondence 
prepared Admin i strat i ve Servi ces  and D i v i s ion of Management 
Systems,  arranged by date , for the s i gnature of off i c i al s of these 
orQani zati ons .  

Retent i on Period . Trans fer to the WNRC when 3 

F i l e  consi sts o f  word process i ng 
d i skettes  representi ng 30 days of off i ce memorandums , off i ce correspondence 
and the l i ke .  F i l es are backed up every 30 days . The f i l es are mai ntai ned by 
the offi ce ' s  3 word processi ng operators . 

Retenti on Peri od . Correspondence i s  sorted by ori gi nator.  Used i n  
prepari ng hard copy documents such as correspondence and textual 
mater i a l  for reports . Scratch when no l onger needed for current 
bus i ness .  

F i l e  cons i sts o f  i nd i v i dua l ly s i gned 
regard i ng the hand l i ng of BLS Sens i t i ve 

Informat ion, records f i l ed by cost center on ly .  

Retenti on Peri od . Destroy 3 years after emp l oyee i s  transferred or 

F i l e  cons i sts of cop i e s  of ; 
Act i on Item (SF-52 ) and Offi ce 

requ i.s i t  i ons , rel at i ng to D i v i s ion of Management Systems personne l and 
equ i pment . 

whi chever i s  sooner . Ref : GRS 23 , 

Document F i l e s .  

Retenti on Per iod .  Destroy when o l d  or when no l onger needed , 
Item 1 .  

222 . The LAN system i s  current ly  
undergoi ng test i ng and evaluation "p i l ot system, 11 wi th i n  the B LS Off ice of 

220 .  Form F i  l e .  
acknow l edgements by BLS emp l oyees 
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Adm1 n 1 strat 1 on .  It i s  supported by a 11 411 11 Document Retr i eva l and Securi ty 
System software pac kage , wi th fu l l  text s torage and retr i eva l .  Documents are 
rece i ved v i a e l ectroni c  mai l and transm i tted . F i l e s  are p l aced i nto storage 
on the system and i ncl ude: Operat i onal Fi  l es .  1980- 1985 and 1986- 1990. 
D i rect i ves : Contracts ; and Admi ni strat i ve F i l es 

Retent i on Per i od . E l ectron i c  f i l es wi l l  have s im i l ar retent i on 
per i ods to the i r  h ard copy equ i va l ent s ,  descri bed i n  retenti on 
sched u l es u nder thi s organi zat i on ,  i . e • •  Off i ce of Admi ni strat i on .  

Magne t i ca l  ly recorded records t hat are reta i ned for more than 5 years , on 
archi val tape or d i skettes shal l be reques ted at 5 year i nterval s to 
e ns ure readab i l  i ty .  

223 . F i l es-D i v i s  i on Wi  de .  The su perv i sory , 
profes s i onal and support emp l oyees mai ntai n extra cop i  es , pri nted mater i a l  , 
computer pr i ntout s  and other work i ng f i l e s  coveri ng thei r part i cu l ar as si gned 
program areas . Al so , ma i ntai ned are B LS program manua l s ,  u ser gu i de s .  as we l l  
as tec h n i cal memoranda and other d i rect i ves and i s su ances . 

bus i nes s .  
Destroy no 

Freedom f  I n fo rmat i on Act F i l e s  . 

Retenti on Peri od . when l onger needed for current 

I TEM 2 2 4  : F i l e s  con s i st o f  
c op i e s  o f  incoming and outg o i ng c o r r esponde n ce re l at e d  t o  FOIA 
requ e s t s  f o r  i n fo rmat i on addre s se d  t o  the Bureau . F i l e  

.,, ma int a i n e d  for cont r o l  purp o s e s  o n l y  . 

Ret e nt i on P e r i od . 

a .  and document s ( E XC LUD ING the 
o f f i c i a l  f i le o f  the r e c o rds i f  f i led 
he re i n )  . 

1 .  Acce s s  To Al l Rec o rds . 
D e s t roy 2 y e a r s  a ft e r  date o f  rep l y  ( GRS 1 4 ,  I t em 
l l  ( a )  ( l  ) )  . 

2 .  t o  f o r  n o n- e x i s t ent reco rds ; 
t o  who 
and t o  tho s e  who fa i l  t o  
fee s ,  whe re 

a .  not D e s t r o y  2 years a ft e r  
date o f  rep l y  ( GRS 1 4 ,  I t em 1 1  ( 2 )  ( a ) ) .  

b .  D e s t r o y  a s  autho r i z e d  in 
I t em 2 2 4  . 1  ( GRS 1 4 ,  I t em 11 ( 2 )  ( b ) )  . 

3 .  Acce s s  t o  Al l o r  P art o f  the Reco rds 

a .  n o t  T rans fe r  t o  the WNRC 
when 3 y e a r s  o l d .  D e s t ro y  6 y e a r s  a ft e r  dat e 
o f  rep l y  ( GRS 1 4 ,  I t em 1 1  ( 3 )  ( a ) ) .  

b .  D e s t r o y  a s  autho r i z ed in 
I t em 2 2 4  . 1  ( GRS 1 4 ,  I t em 11 ( 3 )  ( b ) ) .  

b .  O f f i c i a l  F i l e  o f  Reco rds . D e s t roy 5 
yea r s  a ft e r  f i n a l  act i on by the agency o r  a ft e r  f i n a l  
adjudi cat i on by court s ,  whi chever i s  l at e r  ( GRS 1 4 ,  
I t e m  l l ( b ) ) .  

7 ()... 

Reference-Working 

Correspondence supporting 
copy requested 

Granting Requesting 

Responding requests 
requesters provide inadequate descriptions; 

pay agency reproduction 
required. 

Request appealed. 

Request appealed. 

Denying 
Requested. 

Request Appealed. 

Request Appealed. 

Copy Requested 



225 . Infonnat1on Co l l ecti on Co l l ecti on C l earance 
F 1 l e  - F i l e  consts of correspondence rel at i ng to requests for approval 

for i nformati on co l l ecti on/burden hours . Examp les  of contents i nc l ude :  OMB 
C l earance Reequest for OMB Revi ew {SF 83 } ,  Concurrence for Cl earance , rev i ew 
l etters ,  ;unmar1 es , i nstruct ions , fonns , act ion sheets and the l i k e .  

Destroy when superseded , obso l ete ,  o r  no longer 

* I TEM 2 2 4 . 1 :  F i l e s  c re a  J in re sponding to 
admin i s t rat i ve appea l s  under t he F O IA for release of i n format i on 
den i e d  by t he agency . 

Retent i on P e r i od . 

F O IA F i l e s  . 

a .  	 and do cument s ( EXCLUD ING the 
f i l e  o f  the re cords unde r i f  fi led here in )  . 
D e s t roy 6 years a ft e r  f inal det e rminat i on by agency o r  
3 y e a r s  a ft e r  f i n a l  adjudi cat i on by court s ,  o r  6 years 

a ft e r  t ine at wh ich a requ e s t e r  could f i l e  su i t ,  
whi cheve r i s  l ater ( GRS 1 4 ,  I t em 1 2  ( a ) )  . 

b .  O f f i c i a l  F i l e o f  Re cords Unde r D e s t roy 5 
y e a r s  a ft e r  final act ion by t he agency o r  a ft e r  final 
ad j udicat i on by court s ,  wh i cheve r is l at e r  ( GRS 1 4 ,  
I t em 1 2  ( b ) ) . 

* I TEM 2 2 4  . 2  F i l e s  ma int a ined fo r cont r o l  
purpo s e s  i n  including regi s t e r s  and 
s imi l a r  records l i s t ing dat e ,  nature , and purp o s e  o f  reque st and 
name and addre s s  o f  reque st e r . 

Retent i on P e r i od . 

F O IA Cont rol F i l e s  . 
to reque s t s ,  

a .  	 o r  D e s t r o y  6 years a ft e r  date o f  
l a s t  entry ( GRS 1 4 ,  I t em 1 3  ( a ) )  . 

b .  	 Ot her f i l e s  . T rans fer t o  the WNRC 3 years a ft e r  final 
act i on b y  agency or a ft e r  final adj udicat i on by court s ,  
wh i cheve r i s  l ater . D e s t ro y  6 yea r s  a ft e r  f i n a l  act ion 
by agency o r  a fter final ad j udi cat i o n  by court s ,  
wh i cheve r i s  l ater ( GRS 1 4 ,  I t em 1 3  ( b ) ) .  

Retenti on Per iod .  
for current bus iness . 
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OFFICE OF TECHNOLOGY AND OPERATIONS REVIEW 

INTRODUCTION 

Thi s paper was prepared to as s i st the Department of Labor management 
rev i ew of the proposed reorgan i z at i o n  wh ich  wou l d  create t he Off ice of 
Techno l ogy and Operati ons Revi ew ( OTOR ) .  Th i s  new off i ce wou l d  cons i st of 
fi ve subordi nate d i v i s i ons :  Automat i c  Data Process i ng Support (DAD PS ) , 
ColTITlun i c at i ons and Comput i ng Mach i nery ( DCCM) , General Systems (DGS ) , 
Management I nformat ion systems (DMI S )  , and Systems Des i g n  ( DSD )  . As  part of 
th i s  reorgan i z at i on rev iew,  a quest i on arose concerni ng t he act i v i t i es of the 
f i ve d i  v i s i on s .  Whi le  the Mi ss ion  and Funct ion  document at i on serve s to 
i dent i fy major areas of responsi b i l i t i es ,  i t  was v i ewed as too ster i l e  to 
exp l ai n away some of the c l ass if iers ' concerns . Hence , th i s  p aper was wri tten 
to descr i be a techno l ogy i ntensi ve act i v i ty in everyday terms i n  t he hope that 
i t  wi l l  better exp l a i n  any remai ni ng amb i gu i t i es or mi sconcept i ons . 

BACKGROUND 

I n  June 1982 , the Commi ss ioner announced a proposed reorg an i z at i on .  One 
re su l t  was to create the Off ice of Admi ni strati on and I nternal  Operat ions 
(OA I O) . The OAI O i s  made up of the Off i ces of Adm i n i strat i on ,  Stati sti cal 
Proces s i ng ,  and Technol ogy and Operat i ons  Rev i ew.  The creat ion  of OA IO 
effect i ve ly  joi ned adm i n i strat ion with the data proces s i ng arm of the bureau 
to create a new Deputy l evel off ice .  th i s  new off i ce i s  respons i b l e  for : 

0 Adm i n i strat ion - i nc l udi ng personnel , procuremen t ,  and f i nanci al  
affai rs , and 

0 	 I nterna l Operat ion - i nc l u d i ng overseei ng a l l su rvey speci fi c and 
nonspec i f i c  computer usage as wel l as i nvol vement i n  al l i nternal B LS 
management i ssues normal ly  of concern to the Co1T1T1 i s s i oner . 

A s  s tated earl ier ,  th i s  reorgani zati on created the Offi ce of Techno logy 
and Operati ons  Revi ew (OTOR) . The OTOR was establ i s hed to i ncrease the 
overal l respons i bi l i ti es of the former Off ice  of Systems and Standards 
(OSS ) . Part of these add i ti onal respons i b i l i t i es i ncl ude prov i d i ng d i rect 
support and consu l tat ion to the Deputy Commi ss i oner for admi ni strati on and 
I nternal Operati ons (OAIO)  concern i ng techno l ogy or other acti v i t i es i nvol v i ng 
i nternal operati ons .  

I n  s hort , the rol e  of the As s i stant Commi ss ioner for OTOR i s  to  as s i st 
the  deputy Conmi ssi oner i n  areas of i nternal operat i ons through formal or 
i nformal ass i g nment . Formal ass i g nments are i dent i f i ed i n  the Offi ce ' s  
Mi s s i o n  and Funct ion Statement . I nformal ass i g nments are made through 
memorandum or oral ly .  

I nforma l ass ignments may be  far reachi ng and can i nvo l ve th i s Offi ce i n  
any of t he Bureau ' s  work . These assi gnments are made by the  ColTITli s s i oner or 
Deputy Commi s s i oner. the means to accomp l i sh these as s i gnments i s  determi ned 
by t he nature of the ass ignment . 
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T he purpose of thi s paper i s  to address how we i n  OTOR operate to carry 
ou t our formal l y  as si gned respons i bi l i t i es .  Thi s wi l l  be done by descri bi ng 
the work done by the f i ve D i v i si ons mak i ng OTOR .  For those not f am i l i ar wi th 
the Mi s s ion  and Functi on Statements for these D i v i s i on s ,  referri ng to them 
wou l d  greatl y  i ncrease your understand i ng of the fol l owi ng descr ipt i on s .  

226 . As s i  stant Commi ss i oner Pro ram and Adm i n i strat i ve Sub 'ect Fi  l e s  -
F i  l e s  are mai ntai ned by the secretary for the As s i  stant Commi s s ioner OTOR )  . 
They contai n fi  l e s  deal i ng wi th : ADP Po l i cy ,  budget , conferences ,  contract s ,  
f l ex i t i me ,  month l y  progres s reports ,  payro l l  , pos i t i on management , 
procurement , reports ,  ,g f   

Retenti on Per iod .  when 5 years ol  d 
F i l es shou l d  be rev i  ewed 

at l east annua l ly to di spose of nonrecord i tems , such as reference 
mater i a l  . 

227 . Name Personne l Fi le  - F i l e  cons i sts of cop i e s  of performance 
standard s and apprai sal s ,  noti fi cati ons  of personne l act i ons , annual  empl oyee 
rev i ews , correspondence ,  tra i n i ng ,  and t he l i ke .  

the subject emp l oyee . 

2 28 .  General I nformat ion F i l e  - Fi l e  cons i sts of correspondence ; i . e . ,  
i nco1T1T1 i ng and outgoi ng ,  memoranda ,  u sers manua l s ,  reports and re l ated materi al  
as t hey apply  to i nd i v i dual  O  i J  s  3 fUA.-o .  

Retenti on Period .  estroy 5 years 
F i l es shou l d  be rece i ved 

Retent i on Peri od . Destroy 3 years after transfer or separat i on of 

at l east annua l ly to di spose of nonrecord i tems , su ch as reference 
mater i a l  . 

- Supervi sory ,  profess i ona l , 
and s upport personnel mai ntain  extra copi es of pri nted materi al  computer 
pr i ntout s ,  handwri tten notes ,  i nteri m reports , ana l ys i s mater i a  1 ,  and the 
l i ke .  

when no l onger needed for current 

- These fi l es cons i st of cop i es of 
report s ,  pub l i c at ions , i n structi ons , regu l at i ons , techn i ca l  manua l s ,  and t he 
l i ke .  

when superseded , ob so l ete , or when no 
bus i nes s .  

- Data fi l e  i s  ut i l i zed as a " Correspondence 
Trac k i ng Sys tem" whi ch l og s  i n :  correspondence , requ i s i t i ons , trave l  vouchers ,  
and t he l i ke by date rece i ved , addres see/responsi bl e i nd i v idua l , and date 
du e .  Act i on correspondence fi led by manager and/or type of correspondence . 

2 29 . F i l es - Offi ce-wide  

Retenti on Peri od . 
bus i ness .  

Destroy 

2 30 .  Techni ca l  Reference F i l es 

Retenti on Peri od . Destroy 
l onger needed for current 

2 3 1  . P C  Data Fi  l e  
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Retenti on Per i od . Destroy when no l onger needed for current 
bus i ness .  

2 32 .  and Fi nanc i a l  F i l e  - F i l e  cons i sts of draft and f i nal 
reports of s annual budget reports i nc l ud i ng correspond ence , worki ng 
papers , and the l i ke i n  the preparation of the OTOR operat i ng budget . 

Retenti on Per iod .  
a .  	 when 5 

b .  	 E s t imat e s  and Ju s t i  f i cat i on 
when 5 years old . 

c .  	 Budget Correspondence F i l es - destroy when 2 years o l d 

d .  	 Budget Background Records - Worki ng Papers - Destroy 1 year after 
c lose of fi scal year covered by budget 

e .  	 Budget Repo'rt F i l es ffl.u(i/l/t..-f{/)..t_ltJ,.JflC  3r   -
( 1 ) Annual  Report j/ Destroy when 5 years o l d  

( 2) Al l other - Destroy 3 years after end of f i scal  year 

f .  	 Budget Apporti onment F i l es - Destroy 2 years after c l ose of 
f i scal year . 

233 . Contracts Fi l e  - Fi l e  cons i sts of sucessfu l contracts wi th 
i nd i v i dual computer support contracts ;  e . g . ,  S i gma D ata ,  ATI , Optimum Systems , 
etc . to perfonn BLS-rel ated acti vi  ti es i nc l udi ng contract amendments ,  
modi fi cati ons ,  RFO , RFP s ,  fi nanc i al reports ,  correspondence/memoranda , and 
COTR-rel ated mater ia l  . 

Retenti on Per iod .  Destroy when rel ated contract i s  compl eted . 

Division of Autollilti c Data Processing Support 

The purpose of the D i v i s ion of Automati c  Data Process i ng Support i s  to 
prov ide  maximum support to BLS Program, Project, and Reg i onal Off i ces i n  a l l 
areas of BLS data processi ng .  As a consequence ,  the DADPS i s  d i rectly or 
i nd i rect l y  i nvol ved i n  al l major aspects of the Bureau ' s  work . For exampl e ,  
th i s  d i v i s i on handl es contract monitori ng respons i b i l i t i es for several o f  the 
Bureau ' s  major contracts : the l abor hours contract wi th S i gma Data ; the 
remote job entry faci l i ti es management contract with  AD I ;  the computer center 
serv i ces contract w i th the Opt imum Systems D i v i s i on of EDS corporat i on ;  and 
the four data  entry contracts wi th Descomp , Rehab , Card Ware , and AD I .  One or 
more of these serv i ces are used by empl oyees throughout the BLS wi thout  regard 
to profess ion ,  off ice ,  or geograph ic  l ocat i on .  

/pfr/ec 
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,,,...._ I n  add i t i on ,  '" '- i s  D i v i s ion i s  respons i b l e for a l '  i- house AD P equ i pment ,  
the i r  operat ion d mai ntenance , suppl i e s ,  and -Hoci ated p rocu rement 
requ es ts , i nc l ud i ng the acqu i s i t i o n ,  set u p ,  and u se of computer t ermi na l s  and 
modems . To ass i st other Bureau managers measure t he i r  u se of the v ar i ous ADP 
serv i ces ava i l ab l e  to them , the DADPS prov i des per i od i c  report s concerni ng t he 
status of funds reserved for AD P uses and actual  u se stat i s t i cs of spec i f i c  
ADP resou rces . These reports prov i d e  management w i th i nformat i on concern i ng 
thei r cost s to use such serv i ces as mai nframe computers , keypu nch ,  l abor hou rs 
cont ractors , termi na l s ,  etc. 

Another i mportant aspect of the DAD PS ' work i s  t he support serv i ce i t  
prov i d es for LABSTAT , the Bureau ' s  central repo s i tory o f  major l abor 
stat i s t i cs d at a .  The DADPS hand l e s a l l  operat i ons req u i red to coord i nate and 
i ntegrate the Bureau ' s  di verse data formats and d i  ss i m i l  ar program focuses 
i nto a s i ng l e  data base that can be accessed commonly by a l l  whom wou l d  u se 
i t .  A l so ,  data d i ssem i nat i on to t he pu bl i c  i s  part of these overal l LABSTAT 
re spon s i b i  l i t i es .  

Last l y ,  among i ts dut ies  not yet ment i o ned , the DAD PS i s  a l so respons i b l e  
for data secur i ty arrangements at our var i ou s  remote compu ter s i tes as wel l as 
ou r i n-hou se fac i l i t i e s .  An el aborate system of keywords ,  contro l l ed-acess 
card s ,  and computer secur ity software has been set i n  p l ace to safegu ard t he 
Bu reau ' s  d at a .  The DADPS moni tors t hese secur i ty arrangements and t hrough 
po l i ci ng act i ons can i dent i fy tran sgressors and take correct i ve act i ons where 
prob l ems occur .  

I TEM 2 3 4  : LABS TAT D at a  F i l e s  . BLS ma j o r  t ime s e r i e s  dat a  
ava i l ab l e  o n  magne t i c  t ape and ma i n t a i n ed in t h e  LAB S TAT dat aba s e  
for di s t r ibut i on to and acce s s  b y  t h e  publ i c . 

Ret en t i on P e r i o d . P e rmanent . D a t a  f i l e s  w i t h i n  t h e  LAB STAT 
dat ab a s e  spe c i f i c a l l y  iden t i f i ed by t he Nat i on a l  Arch i ve s  
a n d  a l l  f i l e  document at i o n  wi l l  be t rans fe rr e d  t o  t he 
Nat i o n a l  Archive s annual l y ,  o r  a s  s p e c i f i ed by t h e  
Memo r andum o f  Unde r s t anding t o  be e s t ab l i s he d  betwe e n  t h e  
Bureau o f  Lab o r  S t at i s t i c s  a n d  t h e  Nat i o n a l  Archive s  . 

2 34 . I  F i le - F i l e  con s i sts of a LABSTAT Data Update 
Request wh ich i s  used for updati ng the data base , and reques t i ng 
data f rom the System . 

Retent i on Peri od . Destroy when no l onger needed f o r  current 
bus i ne s s .  

235 . Contractor Fi l e  - Fi l e  cons i sts o f  cop i es of reque st forms 
for spec i f i c  i nformati on from the LABSTAT database , to be produced on magnet i c  
tape 6250/ 1600 for spec i f i c  custE>111ers .  

Reten t i on Peri od . Destroy when no l onger needed for current 
bus i ne s s .  

2 36 . E DS and Bi l l s .  F i l e  cons i st s  of computer u sage 
i nformat ion by organi zat i on and i nd i v i du a l  wi th assoc i ated hours of u se and 
cost i nforma ti on ,  wi th assoc i ated EDS B 1 l i n ':iJe  1'1  , 

Retenti on 5 years o l de 

237 . N IH and EDS Current FY Account - Fi l e  cons i sts of a 
copy of the Account Regi strati on Form, the f i l e  i s  i n  a l p ha be t i ca l  orde r ,  
f i l e d  by account i ni ti al s/code , 4 d i g i t a l pha desi gnator . 

Retent i on Peri od . Destroy when no longer needed for current 
bus i ne s s .  
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238 .  Data  and Contract B i l l s - F i l e  cons i sts of i ncomi ng 
and outgo i ng correspondence ,  Requests for Proposa l s  (RFP 1 s ) , , 
i nvoi ces/b i l l i ng s ,  

Retenti on 	 years and 3 months after 
•by contract . 

239 .  N M' 	 and Bi l l s  - F i l es cons i st of computer u sage 
i nformat ion ,  by organ i zat ion and i nd i v i dual and broken down by hours 
 and cost 

wi th assoc i ated bi l l i ngs . 


Retent i on Period. estroy when 5 years 


240 . Reference F i l es - D i v i s i on W ide  - The superv i sory , profess i ona l , 
and support emp loyees mai ntai n extra cop i e s ,  pr i nted materi al  , computer 
pr i ntouts ,  and other fi les  cover i ng the i r  spec i f i c  assi gned areas.  Al so 
ma i ntai ned are BLS program manual s , vendor manual s ,  user manual s ,  trai ni ng 
manual s ,  and computer software packages ,  and other rel ated mater i a l . 

Retenti on Peri od . Destroy when no longer needed for current 
bus i nes s .  

241 . D i v i s i on Fi l e  - Subject f i l e  cons i sts of correspondence ,  
i ncomi ng/outgo i ng ,  reports personne l rosters , contracts ,  progress reports ,  

·supp l y  records , noti ces  and bu  j!'e ·  W/J C. IJllv.-- 'I  

Retenti on Period . stroy when 5 years 
Fi l e  shou l d  be rev i ewed at 

l east annual ly  to di spose of non-record i tems ,  such as reference 
mater i a l  . 

242 . F i les  - D i v i s i on W ide - Thi s  f i l e  cons i sts of 
work i ng papers mai ntai ned by staff members , consi st i ng of extra cop i es of 
docume nt s ,  drafts , computer reports ,  f i nanci al reports ,  dai ly  work i ng fi l es ,  
and other work i ng papers mai ntai ned/retai ned for conveni ence . 

Retenti on Peri od . Destroy when superseded or no l onger needed for 
current bus i ness ,  whi chever comes sooner. 

D i vi s i on of Connunications and Computer Technology 

The current act iv i ti es of t he D i v i s i on  of Communi cati ons and Computer 
Techno l ogy ( DCCT)  have been concentrated i n  the fo l l ow i ng three areas : 

1 .  	 P l ann i ng the establ i shment of an i nterim RJE capab i l i ty for the B LS 
Reg i ona l off i ces 

2 .  	 P l ann i ng the i ntermedi ate and l ong range structure of the B LS 
Communi cat i ons Network 

3 .  	 Conduct i ng research i nto the comnun i cat ions and computer techno l ogy 
t hat i s , or wi l l  be , ava i l ab l e  to meet the Bureau ' s  comnun icat ions 
and computi ng requi rements .  
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I TEM 2 4 3 . 1 .   p r o j ect , ont a in ing the ba s i c  do cumentat i on o f  t he pro j ect and 
i t s  conc l u s i ons and recommendat i ons . 

Ret ent i on P e r i od . Permanent . Tran s fe r  t o  the WNRC 
cub i c  foot o f  records are accumu l at ed .  
Nat i on a l  Archive s  when t he mo st recent record i s  1 0  
o l d  . 
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Whi l e  h i gh l y  i nterre l ated , these acti v i t i es are su ff i c i ent ly  d i sjoi nted 
to justi fy separate di scussi on .  

G i ven the u ncertai nt ies surroundi ng the future of the ex i st i ng DOL Remote 
Tenni nal Network { RTN ) , we needed to take immedi ate act i on to ensure the 
cont i nued access to RJE colllTlun icat ion faci l i t i es for ou r Reg i ona l Offi ce s .  A 
DCCT task force was estab l i shed and has spent much effort i n  i denti fy i ng and 
eval uati ng the techn ical and procurement al ternat i ves . It  recolllTlended that 
the Bureau procure i t s  own RJE tenni nal s .  The recommendat ion was accepted by 
Bu reau management ,  and we are now engaged i n  p l ann i ng the i nsta l l at ion of the 
new tenni nal s .  

Whi l e  the RJE termi na l s  to b e  rented wi l l  deal wi th the most i lllTled i ate 
pres s i ng parobl em ,  the Bureau ' s  fu l l  requ i rements are far broader than ju st 
RJ E communi cat i ons .  The mai n focus of DCCT has  been to i dent i fy the i r  fu l l  
scope and to p l an the organ i zat iona l , techni ca l , and procurement act i v i t i es 
necessary to meet the fu l l  requ i rements . The DCCT Task Force i s  worki ng to 
deve l op an RFP for at l east two Local Area Network s  { LAN)  to be procured th i s  
f i scal year . They have spent a s i gni fi cant amou nt of t i me worki ng wi th 
potent i a l  B LS users to· devel op the techn ical  requ i rements and a p l an for t he 
organi zati onal structure of the LAN env i ronment . A des i g n  for the RFP  
procedures i s  one of the major outputs from th i s  act i v i ty .  

The focus i n  the second act i v ity i s  on the Bureau ' s  requ i rements for 
coR111u n i cat i ons and i nteract i ve comput i ng .  The focu s of the DCCT ' s  th i rd area 
of act i v i ty i s  on the comput i ng machi nery , the hardware and software , that i s  
avai l ab l e to meet the Bureau ' s  needs . Th i s  act i v i ty has cons i sted of i ntense 
study of a very dynami c part of the comuti ng i ndu stry ,  smal l computers and 
l oca l networks , and of contact w ith  Government agenc i e s  and pr i vate fi nns that 
are act i ve i n  the f ie l d .  A very important area has been LA N  techno l ogy wi th 
emphas i s  on t he emergi ng N at ional and Federal standard s .  Equal ly  i mportant 
has been the study of sma l l computers , t he i r  i nterface w i t h  one another and 
wi th l arger mai nframe computers through gateways and standard protocol s .  The 
goal of t h i s work i s  to val i date the practi ca l i ty of a mu l ti -vendor network 
based on an  open systems i nterconnection pol i cy .  

243 . 
correspondence , 
f i  l e s  by name, 
var i ou s  
acti vi ty.  

D i v i s i on and Admi ni  strati ve F i l e  - Fi  l e  con s i  sts of 
fl ex i t ime ,  timekeep i ng ,  metro card , organ i zati on ,  personnel 

pos it ion  descri pt i ons , contracts ,  trave l vouchers , trai ni  ng and 
report f i l es ;  progress , budget , staff ut i  l i zati on , and 

  f,,f/AJfJC  -
Retenti on when 5 years 

F i  l e  s hou l d  be rev i ewed at 
l east annual l y  to d i spost of non-record i tems such as reference 
mater i a l  . 

Ove rview F i l e s  . F i l e s  created at the end o f  

when 1 
Tran s fe r  t o  

8  

the 
years 

Program Subject 

~P<-- %"f~ p 
Period.loestroy old er 

for current bash,ess, whichever" ls lat ,. whefl no longer oeedeg_ e-r. 

Project 



 

bus i nes s .  

246 .  LAN Network F i l  es 
for system bootup ,  server di skette s ,  
manual  s ,  and the l i ke m4teri al . 

l onger needed for current bus i nes s .  

247 . D i v i s ion W ide F i  les  

244 . D i v i !  1 Contract F i l es - F i l e  cons h of contracts ,  i nvoi ces ,  

task orders , de l 1 very orders , acknowl edgements ,  and i ncomi ng and outgoi ng 

correspondence rel ated to the Local Area Network ( LAN )  of the nat i onal off ice,  

regi onal off ice ,  l abor hours , and graphi c work stati ons i ncl ud i ng ma i ntenance.  


Retenti on Period .  i/ uJ.; ;/j;; a .  	 Transacti on of more than . ooo. Destroy 6 years 3 months 
f i nal payment . t" 

b .  	 Transacti ons of $8 1000 or l e ss . Destroy 3 years after f i n  al 
payment .  

Ref : 	 GRS-3 , Item 3 .  

245 . - Fi l e  cons i st s  of p i nk copy of the 
contractors u sed to report out of servi ce 
computers  ( P . C .  ' s  and other equ i pment.  

Retenti on Peri od .  Destroy when no longer needed for current 

- F i l e  con s i sts of LAN Network d i skettes 
documentat ion  and d i skettes , u ser 

Retenti on Per i od . Destroy when superseded 1 ob so 1 ete , or when no 

- F i l e  cons i sts of computer run s ,  
memorandum , i ncomi ng and outgoi ng , correspondence , i ncom i ng and outgo i ng ,  
f l owcharts , record l ayouts,  output def i n i t i ons , run procedural  i nstructi ons , 
and the l i ke mater ia l  . 

Probl em F i l es 
Serv i ce I nc ident Report (MSD ) form , 

Retenti on Period.  

a .  Machi  ne Readab l e  Documentat ion F i  l es .  Scratch when 
superseded , or one year after term i nat i on of the sys tem , or 
whenever the re l ated data tape f i l es are scratched , as 
appropri ate . 

' 
b :  	 Hard Document at i o n . Record Dest roy 

when obs o lete or superseded o r  upon aut h o r i zed 
de s t ruct i on of re lated dat a ba s e  ( GRS 2 0 ,  I t em 1 1 )  . 

c .  	 Other Hard Documentati on .  Destroy when no l onger needed for 
current 

248 . D1 v1 s i on W ide Reference Mater i a l  - F i l e  cons i st s  o f  u sers manu al s ,  
handbook s ,  i nstructi ons , regul at ions , cata l ogs , and the l i ke mater i a l . 

Retenti on Peri od . Destroy when no longer needed for current 
bus i nes s .  

D1 v1 s1on of Systems Desi gn 

The D i v i  s i on of Systems Des ign  has major respons i b i  l i t i e s  i n  the 
fo l l ow i ng four areas : 

86 

Report 

System 

Working 

System 

Copy Copy. 

Copy 
business. 



CCA/10401453 :  RecrdSche4 

1 .  Coord i nat ion of the u se of current techno l ogy i n  BLS systems 

2 .  Contracti ng for computer-re l ated products and servi ces 

3 .  Support of acqu i red software 

4 .  Software support for the LABSTAT Data Base System 

General fu nct i on s  i n  these areas are out l i ned be low.  

The D i v i s i on of Systems Des i g n  (DSD ) serves as a focal po i nt for exchange 
of i nformat i on among the Bureau ' s  vari ou s  systems operat ions un i ts on software 
des i gn and i mp l ementat ion,  effect i ve ut i l i zati on of computer resources ,  and 
current deve l opments i n  software eng i neeri ng .  Thi s exchange i s  faci l i tated by 
task force efforts wh i ch provi de techn i cal support to spec i f i c  devel opment 
act i v i t i es . A regu l ar forum for exchange i s  prov ided by the Software 
Techno l ogy U ser '  s Group . Th i s  group of sen ior systems staff meet s mont hly  to 
hear and d i scu ss prepared presentat i ons  on technol og i cal  ad vancements bei ng 
made or app l i ed i n  Bureau programs . 

I n  contract i ng for compu ter- re l ated product s and servi ce s ,  i nc l ud i ng 
hardware , software , and trai ni ng ,  DSD prov ides speci al i zed knowl edge of state
of-t he-art approaches and ass i sts the vari ou s project off i ces in def i n i ng and 
art i cu l at i ng requ i rements . DSD has pri mary respons i b i l i ty for renegot i at i on 
of ex i st i ng contract and procurement of new computer serv i ces . Currently , t he 
DSD i s  i nvo l ved i n  renegot i ati ng our ex i s t i ng computer center contract .  An 
effort i nvo l v i ng al l off i ces i n  t he BLS and hav i ng an est i mated cost to t he 
Burea of about $20 mi l l i on over the 5 year l i fe of t he contract .  Work i ng wi th  
the Pro ject Offi ces , DSD i denti f i e s  requ i rement s for systems tra i n i ng and 
estab l i s hes  the most eff i cac i ous means of meet i ng those requ i rements . 

I n  the mai ntenance and effect i ve ut i l i zat ion  of acqu i red software , 
espec i a l ly  systems support software such as Data  Base Management Systems , 
performance eval u at i on software , and software mon itor s ,  the D i v i  s i on prov i des 
l i ai son  between the vendor s ,  the computer operat i ons centers , and the BLS u ser 
corrrnu n i ty .  Speci fi cal l y ,  DSD obtai ns and i nsta l l s  the software , d i str i butes 
docume nt at ion ,  rev iews al l correct i ons and enhancements ,  sel ects those that 
are appropri ate ,  and app l i es them to t he software.  DSD a l so devel op s and uses  
spec i a l i zed eva l uat i on techni ques to mon i tor t he performance of  certa i n  
cr i t i ca l  products .  DSD prov ides consu l tat ion  to BLS management and techn i cal  
personnel on  systems capab i l i ti es and l im itat i ons . DSD deve l ops and carri es 
out a s tandards program for al l p hases of the system l i fe cyc l e ,  focu s i ng i ts 
attent i on on software eng i neeri ng as a d i sc i p l i ne to be pract i ced by each 
project off i ce .  

T he DSD des igned the data base and devel oped the retri eval software for 
the Bureau ' s  central data  bank , LABSTAT . DSD deve l ops and d i str i butes 
documentat i on for t he data  base and software , i nc l udi ng User ' s  Gui des , Seri es 
D i rector i e s ,  and MD L l anguage manual s .  DSD coord i nates wi th Au tomati c Data 
Process i ng Support on the appl i cat i on of speci al  upd ates to the data base , and 
on computer center changes wh i ch necess i tate mod i f i cat i ons to standard 
operat i ng procedures . DSD devel ops  and conducts trai ni ng c l asses for LABSTAT 
users i n  BLS . The D i v i s i on provi de s  consu l tati on to LABSTAT users i n  t he B LS 
Nati onal and Reg i onal Off i ce s ,  State Emp l oyment Secur i ty agenc i e s ,  and other 
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Federa l agenc i e s  access i ng the LABSTAT system at the Nat i ona l I nst i tutes of 
Heal th , v i a  the government-wide ADP Shar i ng Program. 

249 . and Adm i n i strat i ve Fi  l e s  - Cons i sts of f l ex i t i me ,  
overti me ,  perfonnance apprai sal s ,  trave l authori zati ons , vouchers , l eave 
requ ests , meet i ngs , personne l acti on s ,  tra i n i ng au thor i ty ,  and the l i k e .  Al so 
ATA contract s ,  DBMS rep l acement , Data d i ct i onary , EDS cost tape analys i s ,  EDS 
l a ser pri nt , LABSTAT , Local Area Network ( LAN ) , mi crocomputers ORI  Contract s ,  

2 50 .  
users  

2 5 1 . 

a 

2 52 .  
ou tgoi ng 
supp l  i es ,  

2 54 .  
manu al s :  
Language Gui de , ( 4 )  TPL Operat ions Gu i de ,  and ( 5 )  Create Tab l e  Langu age Gu i d e ,  
a l l vers ion  6 ed i t i ons . A l so i nc l u ded i n  the f i l e ,  correspondenc e ,  order 
fonns , and consu l tat ion notes ,  i nc l u d i ng system magnet i c  tape . 

budget org an i z at i on and ../o  fJJA)/'C  3t/!Ju.? oe.,/. 
Retent i on Period • when 5 years 

Fi  l e  shou l d  be rev i ewed at 
l east annual  ly  to d i  spose of non-record i tems ,  such as  reference 
mater i a l  . 

Documentat i on Fi l e .  F i  l e  cons i sts o f  systems 
manua l  s ,  hardware and software excerpt s ,  and the l i ke .  

Retenti on Period.  Destroy one year after f i nal d i scont i nuance of the 
system. 

1 1Chrono 11 Fi l e  - Fi  l e  consi  sts of 11 outgo i ng 11 memorandum f i  l e s  and 
associ ated reference materi al f i l ed i n  chronol og i cal  order .  They are u sed as 

conveni ent reference or to f l ag a due date . 

Retenti on Per iod .  Destroy when 1 year ol d .  

F i l e  - F i  l e  consi sts  of i ncomi ng and 
memorandum ,  requ i s i t i on revi ew fonns , requ i  si  t i on for equ i pment , 
or serv i ce s ,  ADP and l i  ke .  

Retenti on and 3 months after f i nal  payment .  
253  . Contract and I nvoi ce F i l e  - F i l e  cons i sts  ma i n l y  of EDS  

i nvo i ces , Pub l i c  Voucher for Purchas e ,  SF 1034 , by mont h ,  ,.  31f  'J#-i.
Retenti on 6 years and 3 months after peri od covered 
by account . 

Tab l  e Produc i n  stem F i  l e s  - F i  l e  consi st s  o f  5 
( 1 )  I ntroduct i on to TPL , 2 TP L Language Gu i d e ,  ( 3 )  Pri nt Control 

year after d i scont i nuance of t he 
I tem lt 
- The supervi sory , profes s i onal , and 

su pport emp l oyees mai nta i n  extra copi es of pri nted materi al , computer 
pri ntout s ,  and other fi  l es  cover i ng the i r  spec i f i c  as s i gned areas . Al so 
ma i ntai ned are B LS program manua l s ,  vendor hardware and software manua l s ,  user 
and trai ni ng manua l s ,  computer software packages , and other re l ated materi al . 

88 


Program Subject 
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no longer needed for current 

- Thi s fi l e  cons i sts of worki ng 
of extra cop i es of document s ,  

drafts , computer reports , f i nanc i a 1 reports , da i ly worki ng f i l e s ,  and other 
work i ng papers mai ntai ned/reta i ned for conveni ence . 

Retenti on Peri od . Destroy when superseded or no longer needed for 
current bus i nes s ,  whi chever comes sooner.  

D i v i s i on of Management I nformation Systems 

The D i v i s i on of Management I nformati on Systems ( DM I S )  i s  respons i b l e  to 
the M I S  program offi ce for systems des i gn ,  devel opment and operat ion  of t he 
BLS Management I nformati on System. The d i v i s i on col l ect s ,  store s ,  and reports 
on data BLS managers requi re for f i nanci al , personne l ,  and program management .  

The Bureau u ses a uni fi ed approach t o  i ts M IS ,  wi th the management and 
operat i ons  act i v i t i e s  centra l i zed wi th i n  organ i zat iona l un i t s  ded i cated so l e l y  
to t h i s funct ion .  The M IS program off i ce i s  respons i b l e  for coord i nati ng the 
deve l opment of i nformati on requ irements ,  detenn i n i ng pri or i t i e s ,  and manag i ng 
the overa l l M I S  devel opment . The DM IS  project off ice has respons i b i l i ty for 
deve l op i ng and operati ng the computer systems to meet these requ i rements . 

The Bureau ' s  M IS  serves the Conm i s s i oner , members of her staff , offi ce 
ch i efs , and program and cost center managers . Most projects requ i re DM IS to 
report to al  l managers descr i bed above . 

The i r  i nfonnat i on needs , however,  d i ffer s i nce the Conmi s s i oner • s  Off i ce 
want s on l y  s ummary i nformati on for the who l e  Bureau , whi l e  at the other end of 
the spectrum , cost center managers need on ly  see the u naggregated data 
re l e vant to thei r area . 

The two requi rements of the DMI S ,  to serve managers at al l l eve l s ,  and to 
produce t imel y  reports are successfu l ly met by relyi ng heavi l y  on s tate-of
the- art computer software and hardware . Data base management systems and non
procedural  fourth-genera ti  on 1 anguages are u sed extens i ve l y .  Thi s approach 
reduces the t i me and staff resources requi red for app l  i cat ion  deve l opment . 
Th i s  u se of advanced computer techno l ogy has been the most i mportant factor i n  
the success of the Bureau ' s  MIS  program, and now a l l l eve l s o f  Bureau 
management cons i der the current and future products of the M I S  program to be 
cr i t i ca l  to thei r deci si on-mak i ng proces s .  

mater i a l  . 
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Retent i on Peri od . 
bus i nes s .  

Destroy when 

2 56 .  F i l es D i v i s i on Wi de 
papers ma i ntai ned by staff members , cons i  st i ng 

257  . D i v i s i on Adm i n i strat i ve F i l es - F i l es cons i st of t ime and 
attendance s heet s ,  f l ex i t ime records , month ly  act i v i ty reports , travel  
vouchers , computer account ch r i.t:l if,,.tsu'JJl s�he3l r  .  

Retenti on when 5 years 
Fi  l e  s hou l d  be rev i ewed at 

1 east annual  ly to d i  spose of non-record items , such as reference 

Working Paper 

Period.a/Destroy old..,01 wheR no leRger Aeeeed ____ __,;_.;;.;.....;..;;._;;; 

,fer current business, wh-i-ehev-er is later. 



D e s t roy 

a fter t e rminat i on of t he app l i cab le s y stem . 

Retenti on Peri od . 
bus i ness .  

Destroy 

260 .  D i v i  s i on W ide  F i l es 
i ncomi  ng and outgo i ng correspondence , 
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2 58 .  BLS Time D i stri bution Sheets - F i l e  cons i sts of al l B LDS off i ces 
Ti me D i stri but i on Sheets for entry i nto the MIS data base .  F i led  by month and 
fi  scal year. 

no longer needed for current 

2 59 .  

Retent i on Peri od . 
bus i ness .  

Destroy when 

M IS and Ad 
M IS  i . e . , schedu l ed B LS 

- Fi l e s  cons i st of sched u l ed and 
ad hoc reports ,  - total s ,  budget act i v i ty ,  off i ce 
tota l s ,  program tota l s ,  and cost center tota l s ;  al so ad hoc reports - emp l oyee 
pos i ti on i nformation ,  budget pos i t i on control boo k ,  i nterim pos i t i on control 
system report , and the l i ke .  

when no longer needed for current 

- F i l e s  cons i st of computer pr i ntouts ,  
record l ayouts ,  output def i n i t i ons , run 

procedural i nstructi ons ,  and the l i ke  materi al . 

a .  Mach i ne Readab l e  Documentat i on F i l es .  
superseded or one year after termi nat ion of 

Retenti on Peribd .  

Scratch when 
t he system , or 

whenever the re l ated data tape f i l es are scratched , as 
appropr i ate . 

c .  

261 . F i l es consi st of users manua l s ,  
handbooks ,  i nstructions , regu l at ions , catal og s ,  textbooks ,  and t he l i ke 
materi a l  . 

Hard Document at i on . Record 
when obs o lete or supe r s e ded o r  upon autho r i zed 

dest ruct i on of re l at e d  dat a  b a s e  (  2 0 ,  I t em 1 1 )  . 

Other Hard Documentati on .  Destroy when no l onger needed for 
current bus i ness .  

D i v i s ion W i de Reference Mater i a l s  -

no longer needed for current 

F i l e  cons i sts of M IS system 
MIS  f i l e  descr i pt i ons , data 

veri f i cation reports , system changes , and the l i ke mater i a l . 

b .  

Retent i on Per iod .  
bus iness. 

Destroy when 

262 . MIS Documentat ion 
documentatton, 1 .e . ,  data d i ct i onari es , 

a :  

Retenti on Per iod .  

Document at i on D at a  f l ow 
chart s ,  u dat e ro rams , e r r o r  l i s t  

a n d  t h e  1 ke . Dest roy when obs o l et e  o r  supe rseded 

or upon autho r i z e d  de s t ruct i on o f  re l at ed data 

b a s e  ( GRS 2 0 ,  I tem 1 1 )  . 

Machine Re adab le and P r i nt out F i l e s  . 

S cratch or destroy when supe r s e ded o r  one year
b .  

90 


Reports {Scheduled Hoc) 

Working 

System 

Copy Copy. 

Copy 

System 

Package. 
edit programs, p 

dictionary, 

I 
p g 

Program 



F i l es 

Retenti on Period .  Scratch when superseded by next backup . 
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c .  
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Tape Backup 
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MISS ION AND FUNCTION STATEMENT FOR OFF ICE OF PUBLICATIONS 

OFF I CE OF PUBLICATIONS 

a .  M i s s i on 

Acts for the Commi ss ioner i n  p l anni ng and d i rect i ng an i ntegrated 
pub l i cati on and i nformat ion program to prov ide  for and max im i ze t he 
d i s semi nat i on and uti l i zat i on of the Bureau ' s  st at i s t i ca l  mater i a l s  
and research fi nd i ngs . 

b .  Funct i ons 

( 1 )  	 Prov i des l eadersh i p  and pol i cy d i recti on for a comprehens i ve 
publ i cat ion program of econom i c  and stati st i cal  research and 
analys i s .  

( 2 ) 	 Determi nes standards and qua l i ty control for Bureau pu bl  i cat i o ns 
and prov ides l eadersh i p  and gu i d ance to part i c i pat i ng au thor s .  

( 3) 	 Deve lops and/or rev i ews pub l i cat ion pl an s  for each f i scal year 
and prov i des l ong-range p l anni ng on Bu reau pub l i cati on s .  

( 4) 	 Pub l i s hes  the Bureau ' s  peri od i cal s ,  i nc l ud i ng t h e  Mont h l y  Labor 
Rev i ew ,  Occupati onal Out l ook Quarter l y ,  Empl oyment and E arni ng s ,  
Current Wage Deve l opments , Producer Pr i ce I ndexes , and C P I  
Deta i l ed Report . Revi ews , approves ,  and pu b l  i s he s  bu l  l ent i n s ,  
reports and other stud i es prepared by the Bureau . 

( 5 ) 	 Conducts research for the preparati on of art i c l e s  and pamph l ets 
that wi l l  produce a ba l anced pub l i cati on s  program refl ecti ng the 
fu l l  range of Bureau act i v i t i e s .  

( 6) 	 Rev i ews the use of funds for pri nt i ng of Bureau materi al . 

( 7 )  	 Prov i des typesetti ng , computer charti ng ,  and other producti on 
serv i ces for the pub l i cat i on of Bureau stud i es and reports . 

( 8 ) 	 Deve l ops and ma inta i n s  a comprehens i v e  i nformat ion  program . 
Ed i t s  and approves press  rel ease s .  Answers quer i e s  from t he 
pub l i c .  D i str i butes free materi al s .  

( 9 )  	 Serve a s  the Bureau ' s  press l i a i son off i ce ,  i nc l ud i ng c l earance 
of rel eases wi th the Department ' s  Off i ce of Informat i o n .  

( 10 )  	As s i st s  i n  the pol i cy revi ew of off i c i al  Bu reau correspondence 
ori g i nat i ng outs ide  the Comni s s i oner ' s  Off i ce .  

( 1 1 )  Adv i ses 	 regi onal off i ces and rev i ews sel ected reg i onal  
pub l i cat i ons and rel ease s .  

( 12 )  	Part i c i pates wi th t h e  Comn i s s i oner i n  the formu l at i on of Bureau 
po l i cy ;  serves on the Management Commi ttee . 
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D e s t roy when 5 y e a r s  o l d  o r  when 

no l onge r needed for cur rent bu s ine s s ,  whi cheve r occurs 

D e s t roy 
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ongo i ng admi ni  strati ve/management responsi  bi 1 i t i  es and act i  vi  t i  es carr i ed on 
by t he Off i ce of the Chi ef of Publ i cat ions . Examp l es of subjects addressed by 
the record s i nc l ude : budgets,  trave l . i nter-agency co11111 i ttee meet i ngs 
(agenc i e s  notes , schedul es etc . ) , general correspondence ,  project and art i c l e  
report s ,  po l i cy di rect i ves , press re l ease correspondence,  regi on off i ce 
report s ,  t ime and attendance records and d i v i s i on personne l name f i l es .  

OFFICE OF THE CHI EF COtitf 
OFFICE OF PUBLICATIONS 

263 . Assoc i ate Co11111 i s s ioner 1 s  - Admi ni  strat i ve 
F i l es .  Th i s  f i l e  conta i ns records pertai  ni  ng to the conduct of 

Re t ent i o n  P e r i od . 

and Admin i st rat ive
a.. Break f i l e s  eve ry s yea r s  . Bring current mat e r i a l s  

fo rward t o  new i l e s  . 

f i r s t , e xcept : 

c -

P e r s onne l Name F i l e s  . D e s t roy 1 year a ft e r  

s eparat ion or t ran s fer o f  emp l oyee . 

T ime and At t endance - F le x i t ime F i l e s  . 

when 3 yea r s  o l d . 

Contai ns pendi ng and rejected arti c l e manuscri pt 
drafts w i th ed i toria l  notes and act i on memos concern i ng changes , author 
approval  , t imi ng , etc.  

Retenti on Per iod . Screen f i l es annual l y ,  br i ng forward unpubl i shed 
under consi derat i on .  Transfer for manuscri pt f i l es of 

pub l i shed art i cl es and i nacti ve unpub l i shed art i c l e  manuscr i pt f i l es to 
the Washi ngton Nati onal Records Center when 3 years o l d . WNRC wi 1 1  
destroy 5 years after year i n  whi ch f i l e  was rece i ved .  

speci f i cat i ons and costs for BLS i . e . , art i c l e  s i ze ,  number of pages ,  number 
of cop i es i ssued , ori g i nati ng program offi ce and where pri nted (GPO or i n
house)  and producti on schedu l i ng .  Records used to ref l ect BLS programs 
pri nt i ng act i v i ty by fi scal year . The data base i s  further u sed to generate 
analys i s  and p l ann i ng reports used i n  program costs effecti veness p l ann i ng ,  
budget p l ann i ng and for OOL and congress ional report i ng .  

264 . F i l e . 

265 . and Data  Base F i  l es .  A 
computeri zed data base that mai ntains  records re l at i ng to: pri nt i  ng 
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(ASSOCIATE ISSI ONER) 

Program Management 
Subject 

Program Management Subject Files. 

Manuscripts 

manuscripts still 

Printing Specifications Costing 



which ever i s  sooner . 

P e rmanent . Break f i l e s  at 1 7a s t  

Tran s fe r  counc i l  minut e s  f i l e s  t o  

t he WNRC when 1 0  year s o ld .  O f fer f o r  t r ans fer t o  

the Archives o f  the Un ited S t a t e s  i n  1 0  year 

b l ocks when t he most recent record is 2 0  years 

Add i ti onal l y ,  ti" 1ata base prov i des se l ected dat on request (month ly ) , to 
the Bureau 1 s M IS 11rof i l e  reports" system. 

a .  	 Elect ronic Fi les . Ma intain 3 years o f  da a onl ine 
and ret ain cumrnu l at ive h i st o ry o f fl ine for 7 
years . Trans fer t o  the WNRC when the latest 
record is 7 years o l d  . Destroy when 1 0  years o l d ,  
or when no l onger needed f o r  current bu s i nes s ,  

266 .  

267 . 

bus i ness or when superseded . 

b .  Sheet s .  Dest roy when no l onger needed to 
support the reconst ruct ion of, o r  serve as the 
backup t o ,  the master f i l e ,  whi chever i s  l ater 
(GRS 2 0 ,  Item 2 ( a )  ) • 

Labor Rev iew Reference F i  l e .  

Retenti on Schedu l e . - (non record ) destroy when no longer needed for 
current bus i ness or when superceded . 

Current Pub l i  cati ons and News Rel ease Reference F i l e . 

Retenti on Schedu l e .  - Destroy when n o  longer needed for current 

The (Assoc iate Commi ss ioner) Ch ief of Publ i cat ions al so serv i ces as 
t he Spec i a l  Ass i stant to the Commi ss i oner for t he Labor Research 
Adv i sory Counc i l  ( LRAC ) . The Ch ief of Pub 1 i cati ons 1 Admi ni  strati ve 
Off i ce mai ntai ns the fol l owi ng LRAC records i n  the Offi ce of 
Pub l i cat i ons .  

268 .  Labor Research Counc i l  M i nutes F i  l e . Contai  ns 
record cop i es of Transcr i bed mi nutes of counci l meet i ngs concerni ng counc i  l 
d i  scuss i ons regard i ng BLS pol i ci es and d i recti  on .  A l so i nc l udes speci al top i c  
subcommi ttee meet i ng mi nutes.  Exampl es of Spec i al Subcomni ttee t i t l es wou l d  
be : 

0 Wages and I ndustrial  Re l at ions Subcommi ttee 
0 CPI  and WPI F i nd i ng Rev i ew Subcommi ttee 
0 Emp loyment , Product i v i ty and Techno logy Subcomni ttee ' 0 Safety and Heal th Subcomnittee 

Ret ent i on P e r i od . 

a .  Record
eve ry 5 years . 

o l d . 

D e s t roy when 3 y e a r s  o l d  or 
when no l onge r needed for current bu s i nes s .  

I TEM 2 6 9 :  RE SERVE D  . 

b .  All Othe r 
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Coding 

Monthly 

Advisory Meeting 

Copy. 

Copies. 



reference v al ue . 

2 73 . Shoreman F i l e . 

2 70 .  Labor Research Counc i l  F i  l es .  Cons i sts of 
l e tters of nomi nat i on ,  l etters of se l ect ion  and i nv i  tati on ,  bri ef background 

2 7 1  . Adm i n i  strat i ve F i  l e s .  Cons i st i  ng of LRAC 
comni ttee reports .  Travel records ,  correspondence , DOL Report s and B LS 
spec i a l  project report s .  -191;. P R e-"' r  1 qs-  
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and pos i t i on descri pt ion data sheets for each adv i sory cou nc i l member back to 
1982 . 

Retenti on Per iod . Permanent .  Break f i l e s  annua l l y ,  bri ng forward 
current/renewed membersh i p  records . Transfer i nacti ve membersh i p  
f i l es to the Wash i ngton N at ional Records Center when 1 0  years ol d .  
Offer for transfer to the Arch i ves of the Un i ted States i n  10 year 
b l ocks  when the most recent record i s  20 years ol d .  

Retenti on Per iod . Screen f i l es to separate commi ttee/cou nc i l  reports 
and rel ated records document i ng the accompl i s hments of the 
commi ttee/cou nc i l  from general adm i n i strat i ve subject f i l es and non
record reference cop i es of DOL and BLS report s .  

a .  	 Cou nc i l  Report F i les  - Permanent .  Break f i 1 es  at l east every 5 
years . Transfer ot her commi ttee reports and re 1 ated records to 
t he Wash i ngton Nat iona l  Records Center when 10 years o l d , offer 
for transfer to the Archi ves of the Un i ted States i n  10 year 
b l ocks when the most recent record i s  20 years o l d .  

b .  	 LRAC genera l admi ni strati ve subject f i l es .  Bre ak f i l es annua l l y ,  
destroy when 2 years ol d o r  when n o  l onger needed , whi chever i s  
sooner. 

c .  	 Non-record reference cop i es of DOL and B LS speci al project 
reports destroy when s uperseded or no l onger needed for 
adm i n i strat i ve or reference purpose s .  

2 72 . 
Record s mon i tor 

Internat i onal Labor Techni cal  Reference F i l e s .  
! LO act i v i t i es and document BLS i nteract i o n  from 19 58- 1984 . 

F i l e s  i nc l ude , conference meet i ng notes , art i c l e  c l i pp i ngs  and B L  responses to 
requests for i nformati on .  

Retenti on Per iod .  Rev i ew annua l ly and destroy materi al  a t  no further 

1962- 1970 to i nc l ude ; l ong
shoreman art i c l e c l i ppi ng s ,  copi es of past contracts and reference books or 
mari ne termi nal operat i ons and dock workers . 

Retenti on Period .  Rev iew annualy and destroy mater i al  of no further 
reference val ue . 
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274 . Mar i t ime Uni on Techni ca l Reference Fi l e s .  From 1961 t o  19 77 con-
s i st i ng of gri ev i ence conmi ttee notes , union  i ssues reports worki ng paper s ,  
news c l i pp i ngs , merchant mari ne hear i ng notes regard i ng l abor/management 
re l at i ons and meet i ng mi nutes of the Pres i dent s Mari t i me Advi sory Commi ttee 
( P MAC)  . 

Retent i on Per iod .  Review annua l l y and destroy materi al  o f  no further 
reference val ue . 
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DIVISION OF INFORMAT ION SERV ICES 

a .  M i s s i on 

To p l an and d i rect the d i ssemi nat ion of i nformat ion resul ti ng 
from 	the Bureau ' s  economi c and stati st i cal research programs i n  
consu ltat ion wi th program off ices . 

b .  Funct ions 

( 1 ) 	 Deve l ops informat i onal serv i ces  for d i ssemi nat i ng the 
resu lts  of the Bureau ' s  stat i sti ca l research to the publ i c .  

( 2 ) 	 Ma intai ns l i ai son w ith  the Department ' s  Offi ce of 
Informat i on and Publ i c  Affai rs and w ith  the Bureau ' s  program 
and reg ional offi ce s  to as sure coord i nati on of i nformati on 
programs . 

( 3) 	 Conducts market i ng act i v i t ies  to i dent i fy appropr i ate 
aud i ences for i nformati on about BLS products and to adv i se 
program off ices on methods and techni ques to pub l i c ize  t he 
resu lts  of the ir research efforts .  

( 4 )  	 Deve lops informat i onal mater i a l s  to adv i se vari ous B LS 
publ ics  of the avai l abi l i ty ,  l ocat ion ,  and use  of B LS 
products . 

( 5 ) 	 Prov ides data u ser serv i ces , conducts data user semi nars , 
and deve l ops consumer i nformat ion materi al s .  

( 6 )  	 Coordi nates the updat i ng of BLS i nformat ion i n  reports 
publ i shed by other agenc i e s .  

( 7) 	 Prov i des exh ib its  and re l ated BLS i nformat ional serv i ces for 
nati onal convent i ons beari ng on l abor econom i c s .  

(8 )  	 Prov i des l i ai son for t he mai ntenance of mai l i ng l i st s .  

( 9 )  	 Ma i nta ins a compl ete l i brary of  BLS publ i c  i nformati on 
publ i cat ions . 

( 10) 	Contro l s  t he i nventory of a l l BLS bu l l enti ns and reports not 
sold  by the Superi ntendent of Documents .  

275 . D i v i s ion Chi ef- Admi ni strati ve F i l es .  Program adm i n i 
strat i ve f i l e s  readershi p surveys , sal e s  reports from GPO , NT IS and 
EDS , program bul l eti ns , and correspondence concern i ng responses to i nqu i res  
concerni ng ( pr i ce ,  product i v i ty,  employement etc . )  the Bureau ' s  data and 
programs . 

Retenti on Period . Break fi l e  at l east every f i ve years and bri ng 
act i ve materi al forward . Destroy when f i ve years o l d or when no 
l onger needed for current bus i ness ,  whi chever i s  sooner • 

.... __ "' 
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c a l endar year . Ret i re to t he WNRC . 
nat i on a l  Arch ive s  in 5 year b l o cks 

276 .  News F i l es .  
transm i t ted news c l i pp i ng report t ransmi tted 
departme nts  in B LS ,  DO L and other Government agenc i e s .  

Retenti  on Period .  De l ete when 
superceded or obso l ete.  

2 78 .  News  Re l eases Record 

Retenti on Period .  Screen to 

I TEM 	 2 7 5 . 1  BL  ?ub l i cat i on s  F i l e . One er ., o f  each BLS 
pub l i cat i on ,  ic luding pre s s  re l e a s e s ,   Mont h l y  Labor 
Review, a l l  BLS Numbered Bu l l et i n s , report s ,  and other 
pub l i c at i on s  . 

Re t ent i o n  P e r i od . P e rmanent . Break f i l e  at t he end o f  the 
T rans fer to the 

when 1 0  years o l d  . 

Computerbased , e l ectron i cal  l y  
t o  i nteres ted ( l i s ted) 

reference val ue . 

E l ecron i c  News Re lease Transm i s s i on F i l e . 

Retenti on Period .  Revi ew annua l ly and destroy materi al  o f  no further 

2 7 7 . E l ectron i c  of 
fou r  major BLS news re l eases i ssued month ly  two concerni ng pri ce , two emp l oy
ment , and earn i ngs . Transmi tted to E l ectron i c  Data Serv i ces ( EDS)  for sa l es 
and d i stri but i on .  

no l onger needed for current bus i nes s ,  

i denti fy news  re l eases wri tten by Off i ce 
of  Pub l i cat ions , D i v i s ion  of I nfonnat i on Serv i ces personnel ( to 
i nc l ude news re leases wri tten by other Off i ce of Pu b l i cat i ons 
personnel and ed i ted by I nformati on servi ce s  personne l ) .  Separate 
from copi es of news rel eases or i g i nated i n  other off i ce s .  

release in the s e r i e s  o f  pub l i cat i on s  to be 
t rans ferred t o  t he Nat i on a l  Archive s  ( I t em 2 7 5 . 1 )  . 

b .  	 A l l  other cop i e s  of news rel eases destroy when no l onger needed 
for reference purpose s .  

E l ectron i cal  l y  stored 
responses by the D i v i s i on Ch i ef to i nfonnat ion  i nqu i r i es by concerned pub l i cs 

CP I subscri bers •  survey reports , press  re l ease worki ng papers , art i c l e  
correspondence , medi a  contact l i sts , rel ease d ate  l i st i ngs  and project work i ng 
papers and project reports . 

Retenti on Peri od . Break f i l e s  at l east every 5 years , screen f i l e  to 
separate i nformati on fi l e s  from project f i l e s .  Bri ng forward 
i nformati on f i l es perti nent to current bu s i ness . 

a .  	 I nformati on subject fi l e s .  Destroy when 5 years ol d ,  su perceded 
or obso l ete , wh i chever i s  sooner.  

a .  News releases from the O f fi ce o f  
I nc lude one c opy o f  e a ch news 

2 79 . lnfonnat i on F i  l e .  

regard i ng BLS announcements ,  etc . 

Retenti on Period . Destroy when l 3)month s  o l d  or no l onger needed , 
whi ch ever i s  sooner . ( (:, (C.5 I L( I 

280 . Press  Off i cers Fi  l e s .  Cons i st i ng of 
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Clipping Morning Report 

copies 

Copies. 

originated 
Publications. 

Request Correspondence 

Information/Project Subject 



282 . DOL Annua l Fi  l e .  
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b .  	 Project work i ng papers .  Destroy 1 year after the year i n  whi ch  
the project i s  cl osed . 

c .  	 Project reports . Destroy when 5 years o l d , superceded or 
obsol ete ,  whi chever i s  sooner . 

281 . I nformat i on Serv i ces Reference F i l e .  Contai n i ng pub l i shed 
d i rector i e s ,  abstract s ,  etc . and d i str i but i on/reference cop i e s  of adv i sory 
co11111 i s s i on reports . 

Retent i on Per iod . Destroy when superceded or obso l ete . 

Conta i n s work i ng papers and 
cop i es of prev i ous ly  re l eased DO L annual  reports wi th ed i ted sect ions 
concerni ng B LS communi cat i ons functi on s .  Record s used to deve l op upcomi ng DOL 
annu al report sect ions that re l ate to BLS co11111un i cat ion  p l ans  and act i v i ti es . 

Retenti on Per iod . Destroy 2 years after the c l ose of the f i s ca l  year 
covered by the annu al report for wh i ch the work i ng papers were 
mai ntai  ned .  

283 . Press  Re lease Technical  Reference F i l es .  F i l es contai n  i ntervi ew 
tran scri pt s ,  copi es of speec hes by BLS co11111 i s s i oners , and copi es of reports 
presented to the Pres i dent by the DOL Secretary that were re 1 eased to t he 
pres s or to i nterested aud iences w ith  as soci ated cover l etters , morni ng 
report s ,  work i ng papers and photo pr i nts . Record s u sed for reference 
purposes , so as to mai ntai n a con s i stency of responses to i nformati on 
i nqu i  r i e s .  

Retent i on Per iod .  Rev i ew annu a l ly and destroy materi al  of no  further 
reference val ue . 
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D IV IS ION OF PRODUCTION SERV ICES 

a .  M i s s i on 

To prov i de gui dance , producti on servi ce s  and adm i n i strat i ve support 
i n  t he des i gn and product i o n  of al l Bureau pu b l i cat i ons , there by 
assur i ng readabi l i ty ,  economy , and conformi ty wi th Federal pri nt i ng 
regu l at i ons . 

b .  Funct i ons 

( 1 ) 	 Copy ed i ts manuscri pts and other mater i a l  submi tted for 
pu bl i cat i ons i n  t he Month ly  Labor Revi ew and other B LS 
pub l i cat ions , i nsur i ng accuracy and confonnity wi th BLS and G PO 
regu l at i ons .  

( 2 ) 	 Prepares manu scri pt s for the pri nter , provi de s  l ayout ( or page 
makeup ) ,  proofreadi ng ,  and other support serv i ces  for 
pu bl  i cat i ons typeset out s i de the Bureau . 

( 3) 	 Revi ews a l l pri nt i ng requ i s i t i on s  for accuracy and correctness  
of  spec i f i cati ons,  revi ews d i stri bu t i on forms for  accuracy , 
as semb l e s  and checks al l requ i red documents rel at i ng to 
producti on of a publ  i cat ion .  

( 4) 	 Forwards a l l work for pri nti ng e i t her d i rect ly  to  contractor , 
through the department ' s  pri nt i ng procurement off i ce to GPO , or 
through the Bureau ' s  adm i n i strat i ve offi ce to the Department ' s  
pr i nti ng fac i l i ty .  

( 5 ) 	 Ma i ntai n s  l i ai son w i t h  contractors ,  the Department ' s  pr i nt i ng 
procurement off i ce,  and t he Bureau ' s  adm i n i strat i ve off i ce ,  for 
the estab l i shment and ma i ntenance of pri nt i ng schedu l e s .  

( 6) 	 Moni tors pri nt i ng contracts for contractor comp l i ance .  

( 7 ) 	 Detenni nes fonnat , sets type , procduces chart s ,  and prepares 
camera copy for al l work produced i n-hou se .  

( 8 ) 	 Detenni nes fonnat and prepares i nput for photocomposi t i on done 
outs ide  of the Bureau . 

( 9 )  	 Detenni nes acceptabi l i ty of computer pri nt-out o r  other materi al  
submi tted for use as camera copy . 

284 . I n  Contai ns copy of i n  
house  (DOL producti on pr i nt orders wi th spec i f i  cat i on s  and compl  eted 
requ i s i t i o n  fonn #DL-1-72 ,  a l so i ncl udes d i str i but ion  l i st s  w i t h  quanti t i es 
for e ac h  d i stri but i on f i l ed numeri ca l ly by B LS # sequence/arti c l e t i t l e  from 
FY 1984 to 198 7 .  
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year a ft e r  

D e s t r o y  when 3 years 
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Retenti on Per iod .  Destroy 3 years after c l ose of f i  scal  year i n  
whi ch pri nted . 

285 . Contracted F i l e . Conta i ns copy of 
pr i nt orders wi th spec i f i cati on s ,  i s sued to sel ected pr i nter ( contractor ) . 

Pr i nt order references spec i f i c  purchase order number.  F i  l e  a l  so i ncl  udes 
co1T111ents s heet and d i  str i but ion l i st .  F i l ed a l phabeti  ca l ly by 
pu b l  i cat ion/art i  c l e  ti t l e ,  from FY 1984 - 1987 . 

Retent i on Period .  Destroy 3 years after c l ose o f  fi  scal  year i n  
whi  ch pri nted . 

286 . Government Off i ce 
F i  l e .  I nc l udes copy of pri nt order wi th spec i fi cat i on s ,  compl eted requ i s i t i on 
form #D L- 1-72  and d i stri but ion l i sts . F i l ed numeri cal l y  by BLS # sequence , 
from FY 1984 - 1987 . 

after c l ose of f i scal  year i n  

Contai ns cop i e s  of general 
admi ni strati ve memos and l etters d i stri buted i nterna l l y  (wi t h i n the bureau ) 
and external  i ncom i ng and outgoi ng admi ni strati ve correspondenc e .  F i l ed 
chrono l ogi ca l l y  from 1977- 1987 . 

Fi l e s  i nc l ud e ,  emp l oyee trai ni ng 
requests , l eave requests , personne l act ion  requests , trave l expense reque st s ,  
equ i pment and property i nventory reports ,  budgets , memos and t i me and 
attend ance s heet s from 1982 to 198 7 .  

Retent i on Peri od . Break f i l e s  at l east every 5 years and bri ng 
current l y  u sed mater i a l s  forward to new f i l e s .  Destroy when 5 years 
o l d  or no l onger needed for current bu s i ness wh i chever occu rs fi rs t ,  
excep t :  

a .  Personnel Name F i l es .  Destroy 1 year after separat ion or 
transfer of emp l oyees . 

b .  T ime and Attendance Records . Destroy when 3 years  ol  d .  

Retenti  on Period . Destroy 3 years 
whi  ch pri nted . ( b re .s  3 / 6o..... ) 

' 
287 . Admi  n i  strati ve F i l e . 

Retenti on Period .  Destroy when 2 years o l d .  

288 . Admi n i  strati ve F i  l e s .  

289 . D i v i s i on Personnel F i  l e s .  Contai ns emp l  oyee t i me 
and attendance records ,  performance revi ews , requests for l eave and trai ni ng 
programs comp l eted . F i l ed a l p habet i ca l ly  be emp l oyee name 1986 - 198 7 .  

( Newl y  created f i l e  separates certa i n  personnel record s prev i ou s l y  ma i ntai ned 
as a part of the adm i n i strat ive subject f i  l e  c i ted a s  i tem 289 of th i s  
schedu l e  . )  

Ret e nt i o n  Period . 

a .  

b .  

P e rsonal Name F i l e s  . D e s t r o y  1 

s eparat i on o r  tran s fer o f  emp l oyee . 

T ime and At tendance Re cords . 

o l d . 
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l onger needed for pub l  i cati on or repri nti  ng .  

293 . MLR Art i c l e  Text and Fi  l e .  F i l es i nc l ude art i c l e  

c amera ready graph i c  copi es or graphi cs photo negat i ves to graphi  cs 
f i  l es .  Destroy art i c l e  gal  l ys 1 year after pub l i cat i on of art i c l  e .  

294 . Product ion D atabase F i  l e s .  Computer 

290 . Detai l F i  l e . 
report s regard i ng staff uti  l i zati on and 
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Computer generated job cost i  ng 
accrued hours/costs .  Reports 

generated month ly  and f i l ed by f i scal year . Reports generated for FY 82 and 
83 , then reports stopped for 84,  85  and 86 then re started for FY 8 7 .  

or i g i nal  artwork and camera-ready copi es of geograph i c  area maps , chart s and 
drawi ngs u sed i n  the product ion of survey reports . F i l ed by geograph i c  are a ,  
from 1 9 8 1  t o  1987 . 

Retenti on Per iod . Destroy 1 year after fi na l publ i cati on or when no 
l onger needed for pub l i cati on or repr i nti ng .  

F i l e s  contai n camera ready 
BLS pub l i cati on s .  F i l ed by 

Arti cl e Repr i nts , Per iod i ca l s  

Retent i on Period .  Destroy 1 year after fi na l  pub l i cati on or when no 

g a l lys  and camera ready cop i es of graph s and charts u sed i n  MLR art i c l e s .  
F i l e s  a l so i nc l ude some cover graphi cs neg at i ves . 

Retenti on Per i od .  Screen f i l es and transfer any or i g i nal art work s ,  

based system tracks d i spos i t i on of graphi cs work contracted out .  Hard copy 
reports i s sued weekly , upd ates to system batched and entered wee k l y .  Retu rned 
hard copy reports destroyed after weekly system update . 

record cop i es )  and pri nted by the Offi ce of Pub l  i cat i ons . F i  l e s  i nc l  ude the 
fo l l ow i ng reports :  

Vo l ume i s  
I ncl u s i v e  Dates Cu bi  c Feet 

1937- 1953 1 . 0  
to i nc l ude trend stud i es for 
major pri mary i ndustr ies  

Retenti on Per iod .  Destroy when 3 years o l d  . 

291 .  Area Pu b l  i cat i ons . F i  l e  contai  ns 

292 . Other BLS Pub l i cati ons . 
copi  es and photo negati ves or graphi  c art u sed on 
type of pub l i cati on i e ;  Bu l l enti ns , Reports ,  
etc . and t hen  by requ i s i t i on number wi th i n  each type of pu bl  i cat ion .  

Retent i on Peri od . Del ete at c l ose of f i  scal year i n  whi ch graph i  cs 
contract is  compl eted . 

295 .  Pub l  i cat i ons Techni ca l  Reference Fi  l e s .  Fi  l es conta i n  
cop i es of reports prepared by BLS program offi ces  offi ce s  ma i nta i n  

T i  t l e  of 

a .  Who l e  Sal  e Price I ndex 
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h .  

CCA/10401453 :  RecrdSche4 


b .  	 Cost of 1925-1953 
to i nc l ude fami ly  " budget " 
reports , changes to CPI  
cal cu l ati on s  and purchasi ng 
power reports . 

1949-1963 

d .  	 L abor I nformati on 

e .  	 Who l esa l e  Pri ce I ndex 

f .  	 Consumer Pr i ce Index 

g .  	 Rea l 1972- 1984 

and Cost 

i .  	 Retai l Food Pri ce 

j .  	 and Labor Force 

I nc l udes reports and as soci ated 
news 	re l eases for reports regardi ng 
vari ous emp l oyment top i cs .  

k .  	 C P I  Cost of 
Reports to i ncl ude purchasi ng 
power of the do l l ar reports . 

1 .  	 Art i c l es and 
Ser i e s .  

m .  	 Work 1971 -1980 

n .  	 1974-1979 
Regard i ng C P I  f i ndi ng s  and spec i a l 
s tu d i es carri ed out by BLS or DOL . 

o .  	 Un i on Scal e 
Geograp h i c arrangement of wage scal e 
reports by samp l e  c i t i e s .  

p .  	 Annual  and to 
cop i es of reports by Department of Labor 
to Congress  to i ncl ude U . S .  Censu s 
( 19 70-1890)  . 

q .  	 Pr i ce I ndex 
Reg i onal  reports for both speci fi c i tems 
and general ( across the board ) fami ly  
budget i tems .  

4 . 0  

1 .0 

1952- 1962 

193 1- 1967 

1973- 1975 

1 . 0 

197 1- 1984 

1952- 1977 

1935- 1984 

1890- 1967 

1918- 19 58 

10 . 0  

1 . 5  

1892- 1894 

1892- 1894 

1944- 1954 

1 . 0 

3 . 5  

1 . 0 

1 . 0 

1 . 0 

4 . 0  

1 . 0 

3 . 0 

1 .0 

1 . 0 

1 . 5  
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Foreign Reports. 

Reports. 

Reports. 
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Wage Reports. 
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reference val ue . 

296 . D i  stri but i on F i  l es .  

r .  
Survey fi  nd i ngs regardi  ng ,  how many 
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1964- 1986 6 . 0  

u n i ts i n  a geograph i c  area or state , 

how many owned/rented , # of rooms , 

age of stru cture , vacancy rate,  etc . 


6 . 0  

top i cal  concerns stud i e s  by B LS and 

arranged al phabet i cal ly  by su bject 

t i t l e . 


1968- 19 75  3 . 0  

u .  Labor 1957-1986 8 . 0  

v .  P P I  D etai  l ed 1967 - 1986 28 . 0  

1973- 1983 12 . 0  

1966- 1986 1 . 0 
Reports cover sel ected ci t i es w ith i n 
s tates or reg i ons ,  rang i ng i n  d ate de
pendent on when l ast surveyed . 

1948- 1981 8 . 0  

z .  Labor Abroad 1947- 1950 4 . 0  

a a .  Pr ice 1919 1 . 0 
Spec i a l  reports prepared by 
the War I ndu stry Board on ways 
to hel p  stab i l ize  pr ices after 
Worl d War I .  

198 1- 1983 1 . 0 

reports concerni ng employment 

and u nempl oyment f i gures for 

states and l ocal areas . 


Retenti on Period .  Rev i ew annua l ly and destroy materi al  o f  no further 

Extra cop i e s  of se l ected 
publ i c at i ons produced by the B LS off i ce of pub l i cat i ons for d i stri but i on upon 
request  to the pub l i c ,  i nterested part i es and other government agenc i e s , f i l es 
i nc l ude the fo l l ow i ng BLS publ i cat i ons : 

Vol ume i n  
Ti t l e  of Pub l i cati on I nc l u s i ve Dates Cub i c  Feet 

s .  B LS 1964- 1986 
Reg i onal  reports pertai ni  ng to major 

b b .  

Cop i es of publ  i shed stat i sti  cal  
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t. Employment and Wages Reports. 

Monthly Reports. 
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k .  
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a .  Producers Pri ce I ndex 1983-1987 3 5 . 0  
Vol ume i n  

T i  t l e  of Pub l i cati on Inc l  u s i ve Dates Cub i c  Feet 

b .  	 Month l y  Labor Rev i ew 1985- 1987 30 . 0  

c .  	 N ew From BLS Qu arterly 
Pub l i cati on L i sti ng 1986- 1987 1 0 . 0  

d .  	 DOL News Re l eases 1985 2 . 0 

e .  	 Sel  ected Monthly Labor 
Rev i ew I s sues 1955- 197 5 2 . 0  

f .  	 Suppl  iment to Emp l oyment 
and E arni ng s Report 1982- 1987 3 . 0 

g .  	 Emp l oyment and Earni ngs Report 1980- 1987 12 . 0  

h .  	 C P I  Detai l ed Reports 1981- 1987 20 . 0  

i .  	 Current Wage Deve l opment Reports 1981- 1987 10 . 0  

j .  	 Occupat iona l Out l ook Quarterly 1986- 1987 1 . 0 

Occupat i onal Out l ook Hard Book 
2250 Seri es 1987 4 . 0  

1 .  	 B LS B u l  l e nt i n  Ser ies  1973-1987 100 . 0  

m .  	 Area Wage Survey Series  1986- 1987 1 4 . 0  

n .  	 B LS Report Seri es 1961-1986 2 7 . 0  

o .  	 B LS News Re l e ases 1986- 1987 9 . 0 

p .  	 Congressi onal Record Seri es 1987 4 . 0  

q .  	 Current ( popu l ar) I ssuance 
Reference Mater i a l s  i nc l udi ng 
news re l e ases , spec i a l  reports ,  
reg i onal reports and AWS surrmar i e s .  1974- 1987 1 42 . 0  

r .  	 Add i t i onal d i stri buti on cop i es of 
pub l i cat i ons  st i l l  i n  case l ots . 100 . 0  

Retent i on Per i od .  Destroy when superseded , obsol ete or no l onger 
requ i red for reference/d i stri but i on purposes .  

297 . Techn ical Reference News Rel ease F i l e s .  Cop i es of 
publ  i s hed news rel eases 

Retenti on Per i od .  Revi ew annual ly  and destroy materi a l  o f  no further 
reference val ue . 
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reference val ue . 

299 . Techni  cal Reference Pr i ce I ndex F i  l e s .  
Copi  es o f  spec i a l  ly prepared pri ce i ndexes whi ch i nc l ude t he fol l owi ng :  
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298 . Techni cal Reference Bu l l enti ns F i  l e . Copi es of 
bu l l ent i ns , prepared by various BLS program off i ce s ,  concerni ng a w ide  range 
of subjects to i nc l u de :  wages , col l ect ive  bargai ni ng ,  econom i c  s tatu s reports ,  
empl oyment , producti v i ty and l abor force prof i l es ,  l abor l eg i s l at i on and 
vari ou s other speci al stud ies  for whi ch record cop i es are mai ntai ned i n  t he 
or i g i nat i ng prog ram offi ces . 

Retenti on Period .  Rev iew annua l l y and destroy materi a l  of no further 

a .  Spot Market Pri ce I ndexes 1961- 1980 

b .  Retai l Fuel and E l ectri ci  ty Pri ce I ndexes 1935- 19 78 

of no  further 

Concern i ng emp l oyment ,  
wages ,  prod ucti v i ty ,  spec i f i c  occupati on stud i es ,  i ncome/educat i on stud i es 
fi  l e  cons i s t  of ma i n l y  B LS generated report s on t hese su bjects from 1963 to 
1982 . 

Retenti  on Per iod .  Revi ew annua l l y and destroy materi al  
reference v al ue .  

300 . Techni cal Reference Fi  l e s .  

Retenti on Per iod .  Revi ew annual  l y  and destroy materi  al  of no further 
reference val ue . 

301 . Labor I s sues Techni cal Reference F i  l e .  F i  l e s  i nc l ude 
arti cl es , bu l l ent i n s  and reports cover i ng wide range of l abor i ssues to 
i nc l ud e ;  wages , co l l ecti ve barga i n i ng ,  pensi on funds and reports to t he 
Pres i dent concerni ng l abor d i sputes ( Long shoreman ; Rai l road Workers , etc . ) .  
F i l e s  a l so i nc l ude reports on Fore i gn Labor Devel opment s ,  Labor Force 
Projecti ves  and the i mpact of producti v i ty and techno l ogy advancements on t he 
l abor forc e ,  from 1945-198 1 .  

Rev i ew annual l y  and destroy materi al  of no  further 

Contai ns reque st s for i nformati  on by pri vate 
I ndu stry , I nst i t i ons , etc . - and cont i nuence l etters from BLS to  l i  sted 
accounts . 

or when no l onger needed , 

Contai ns extra reference cop i e s of 
B LS Bu l l ent i ns , MLR , Reports ,  Art i c l e Repri nts and other per i od i ca l s  pub l i shed 
from 197 4- Present . 

Retenti on Per iod .  Destroy when superseded , obsol ete or  no l o nger 
needed for reference purposes . 

302 . 

Retenti on Per iod .  
reference val ue . 

F i l e . 

Retenti on Per i od .  Destroy when 1 year o l d  
whi ch ever i s  sooner .  

303 . B LS Pub l i cati on Reference F i l e . 
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Period . Destroy when no l onge r needed for 

reference . (A copy of each MLR i s  t o  be inc luded in 

the pub l i cat ions f i l e  ( I tem 2 7 5 . 1 ) for t r an s fe r  t o  the 

Nat i on a l  Archive s  . )  
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304 . and Product i on Chart Reference F i l e s .  Cons i st i ng of 
sati st i cal  chart books that cata log c harts u sed i n  passed publ i cat i ons 1972-
1979 . 

Retenti on Per iod .  Destroy when superseded , obsol ete or no longer 
needed for reference purposes . 

305 . CETA Reference F i l e s .  

Retenti on Period .  Destroy when superseded , obsol ete or no longer 
needed for reference purposes . 

306 . and Staff F i l e  from 1975- 1984 .  
Destroy 6 months after f i nal act i on or  staff pro jects or  3 years after 
comp l et i on of fi nal reports if no fi na l  act i on i s  taken.  

307 . Art i c l e References F i l e .  M i crof i che images 
of se l ected art i cl e  repr i nts and reports arranged by subject . 

Retent i on Per iod .  Destroy when superseded , obsol ete or no longer 
needed for reference purposes . 

308 . Internat ional Labor D i rect i ves . D i rectori es from 
1958-1963 used for reference . 

Retenti on Per iod .  Destroy when n o  longer needed for reference 
purposes .  

I TEM 3 0 9 :  RE SERVED . 

3 10 .  Annual and to  the Presi dent the Commi ss i oner of 
Labor .  Bond record copi es of annual reports and spec i a l  reports for 
Department of Labor operat i ons , from 1888-1928 . Spec i al Reports cover such  
top i cs as  "cond i ti ons of women and chi ld  wage earners" , 11workmans compensati on 
In-suran_ce i n  Europe ( 1909) , " I nvestigati ons of the tel ephone and tel egraph 
coiripllnies ( 1909-1910 ) "  and "Marri age and D i vorce" ( 1889) " .  

Retent i on Period . Destroy when no l onger needed for - , 

re ference . 

3 1 1 . Labor Revi ew. Bond record cop ies  of the MLR from 19 15 to 
present .  Pri nc i p l e  per iod i ca l  pub l i shed by BLS .  Art i c l e s  wri tten by BLS 
program off i ce personnel and outs ide authors are comp i l ed ,  ed i ted and 
pub l i shed by the branch of Month ly Labor Rev iew,  D i v i s i on of Edi tori al  
Serv i ce t Off i ce of Publ i cat ions (Offi ce of Record ) .  
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3 12 .  Ai ds . Cons i sted of su bject reference care f i l e , i nventory 
contro l  card f i l e  and BLS publ icat i on l i st i ng mi crof i che f i l e .  

Retenti on Per i od . Fol l ow d i spos i t i on i nstruct i ons  for records to 
whi ch they rel ate,  or destroy when superseded/ obso l e te or no l o nger 
needed for reference .  
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DIVISION OF ED ITORIAL SERV ICES 

a .  M i s s i on 

To pub l i sh period i cal s ,  bul l ent i n s ,  reports , and other pu bl i cat i ons 
and re l ated ou tput that covers t he economi c and s tati st i cal research 
of the Bu reau of Labor Stat i st i cs ;  to assure that coverage i s  
comprehensi ve and of h i g h  qua l i ty ;  and to assure that ou tput i s  
acces s i b l e  to the aud iences for whi ch i t  i s  i ntented . 

b .  Funct ions 

( 1 ) 	 To prov ide pu bl icat ions l eaders h i p i n  pl anni ng , edi t i ng and 
pu bl i s h i ng the data and research of the Bu reau ; and moni tori ng 
pu bl  i cat ion standard s ;  and 

( 2 ) 	 To prov i de admin i strat i ve support to the Branch of the Mont ly  
Labor Rev i ew and the Branch of  Speci al  Pub l i cati on s .  

BRANCH OF KlNTHLY LABOR REVI EW 

a .  M i s s i on 

To pub l i sh a comprehens ive and bal anced journa l t hat covers a l l 
aspects of Bureau and Department of Labor research , as  we l l as rel ated 
areas of econom i c s ,  stat i st i c s ,  i ndu stri al re l at i ons , and t he soc i a l 
sc i  ence s .  

b .  Funct ions 

( 1 )  	 Pu bl i s hes the Mont hly Labor Rev i ew ,  t he pri nc i pal peri od i cal 
i s sued by the Bu reau . Keep s i t s  profes s i ona l and nonspec i a l i st 
au di ence appri sed of the ful l range of Bureau research , by major 
art i c l es ,  re search reports , sunmar i e s  of bu l l eti ns and reports-
and by art i c l es from a vari ety of source s ,  beari ng on t he 
Bu reau ' s  and the Department ' s  areas of i nterest . Carr i e s  a 
se lect ion of current BLS stati s t i c s  most l i ke l y  to be usefu l to 
reader s .  

( 2 ) As s i st s  program off i ces i n  p l ann i ng t he preparat ion  and t i mi ng 
of art i c l es report i ng on Bureau re search . 

( 3 ) 	 Eval uate s al l MLR manu scri pts i n  terms of the part i cu l ar subject 
matter , profess iona l competency , objecti v i ty ,  read ab i l i ty ,  
cons i stency w ith  prev ious arti cl es o n  the subject : t i mel i nes s ,  
qual i ty and conform i ty wi th Bureau and Departmental pol i c i e s ;  
ass i sts au thors i n  the rev i s ion of art i c l e s .  

( 4) Arranges for the preparat i on of art i c l es by government ,  
academi c ,  and other authors to ensure we l l -rou nded coverage of 
l abor economics , i ndustr i a l  rel at i ons , and rel ated economi c and 
soc i al i ssue s ;  p l ans l ayou t and product i on of each i ssue . 

( 5 ) Conducts i ndependent research to rou nd out the Bureau ' s  coverage 
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of economi cs , i ndustr i a l  re l at i ons , u n i on affai rs , etc . , that 
are ei ther ou ts ide the purv i ew of other Bureau d i v i s i ons or not 
i n  the i r  current programs . 

( 6 ) Prepares and moni tors standard s for mater i a l  to be pub l i shed i n  
the MLR. 

BRANCH OF SPEC IAL PUBLICATIONS 

a .  M i s s i on 

To pub l  i sh the defi  ni ti ve resu l ts 
assur i ng that the economi c  and 
qual  i ty and conform with  the Bu reau 

b .  Funct i ons 

of t he Bu reau ' s  researc h programs , 
stat i sti ca l  content are of t he h i g he st 

and Department of Labor pol i c i e s .  

( 1 ) 	 Rev i ews , ed i ts ,  and approve s a l l B LS Pu b l i c  i nformat i on 
bu l l et i n s ,  report s ,  and pamph l et s .  Respons i b l e  for moni tori ng 
pu bl  i cat ions from recei pt of manuscr i p t  through de l  i very of 
pr i nted cop i es .  

( 2 )  	 Pu bl  i shes  several per iod i ca l s  i nc l ud i ng CP I Detai l ed 
Producer Pri ce and and P l  ans 
content and l ayout i n  cooperat ion wi th program off i ces . E d i t s  
manu scri pt s ,  establ i shes schedu l es ,  and approves f i nal produ ct . 

( 3 ) 	 Ed i t s  and pu bl i s hes Out l ook 

( 4 ) 	 W i th i n  the Di vi s i on ,  prepares and pub l i shes regu l ar l y  several 
bu l l et i ns i nc l ud i ng the Hand book of Labor Stat i st i cs ,  B LS 

and BLS Hand book of Method s .  Al so i n i t i ates , prepares 
and pub l i shes other report s and bu l l eti ns based on research and 
analys i s  that cut across  several Bureau programs . 

( 5 ) 	 I n  cooperat ion wi th the program offi ces ,  formu l ates the B LS 
pu bl i c  i nformat i on pub l i cat i ons  program for t he f i scal  year .  
Prepares pub l i cati on proposal s that sati sfy Bureau and 
Departmental pub l i c  i nformat i on po l i ci es and control p l ans . 

( 6) 	 Eval uates requi rements and determ i nes press  runs for free 
d i stri but i on and recommend s GPO pres s ru ns for sa l e .  

( 7 ) 	 Coordi nates the Bureau ' s  pub l i cati ons  contro l p l an .  Col l ects ,  
analyzes and eval uates i nformat ion on the Bureau ' s  pu b l i s h i ng 
program as requ i red by t he Department ' s  Control System for 
Producti on of Per iod i ca l s ,  Pamph l et s  and Aud i ovi sual Products 
and the Reform ' 88 I ni t i at i ve .  Represents t he Bureau on t he 
Department ' s  Contro l System rev i ew Panel  recommend i ng c l earance 
act i ons  on pub l i s h i ng p l ans of other DOL agenc i e s .  

( 8) 	 Establ i she s  and moni tors pu b l i cat i ons standard s for Bureau 
bu l l et i n s ,  reports , pamphl et s  and se l ected per i od i ca l s .  
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e .  Labor Acts Reference F i  l e .  Contai  ns 
congressi  onal acts and l ega l  op i n ions 
reference purpose s .  

f .  Labor Rev i ew Reference 
Month ly  Labor Rev iew i s sues from 19 15- present . 

Retent i on Per iod . Destroy when superseded , 
needed for reference pu rposes . 

3 1 6 .  M LR Art i c l e  Reference F i l e . 
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3 1 3  . Adm i n i strat i ve 
Admi n i  strati ve su bject f i l es to i nc l  ud e ,  

C h i ef of 
department 

Ed i  tori  al Serv i ce s .  
d i  rect i ves , month ly  

reports , correspondence,  etc . 

Retenti on Peri od . Break f i l e s  at l east every 5 years and bri ng 
current mater i a l s  forward to new f i l e s .  Destroy when 5 years o l d or 
no l onger needed for cu rrent bu s i ness , wh i c h  ever occurs f i rs t .  

3 14 .  Labor Rev iew Art i c l e F i  l e .  I nc l udes or i g i nal ly  
subm i tted art i c l e  manuscr ipt,  ed i ted cop i es of  art i c l e ,  ed i tor 
eval uati ons/conrnents , correspondence and assoc i ated graphs and charts , f i l ed 
chrono l og i ca l ly  by year . 

Retenti on Peri od . Screen f i l es annual l y ,  bri ng forward u npub l i shed 
manu scr i pts st i l l under cons i derat i on .  Tranfer manuscr i p t  f i l es of 
pub l i shed art i c l es and i nact i ve unpub l i shed arti c l e  manu scri pts  to 
the Wash i ngton Nati onal Record s Center when 3 years o l d . WNRC wi 1 1  
destroy 5 years after year i n  whi ch f i l e  was rece i ved .  

3 1 5 .  
the fo l l ow i ng :  

Labor Rev iew Ed i tori al Staff Reference F i l e s .  to i nc l ude 

Labor Rev iew Reference F i l e .  Conta i n s  unbound i nd i v i dua l  
i ssues to  the MLR w i t h  annual  subject i ndex l i st i ng s ,  
d at i ng from 1953-present . 

Labor News Journal and News l etter Reference F i l e . F i l e  i nc l ude s ,  
copes of major union newspapers and news l etters such a s  the 
11 Gu i l d  Reporter11 , 11AF L- C I O  News 11 and 11 News from t he UAW " .  

and Bus i ness Per i od i ca l  Reference 
F i l e . i nc l udes copi es of New York T imes and the Wal l Street 
Jou rnal , Bu si ness Week and Ot her Bu s i ness Per i od i ca l s .  

Labor Reference F i l e .  Cop i es of Dai l y  Labor Report , 

a .  

b .  

c .  

d .  
a Labor ori ented news sunrnary and ana lys i s report pu b l i shed by 
Bureau of Nati ona l Affa i rs I nc .  

Labor Emp l oyment 
c l as s i fi ed by subject for 

Conta i n s  bond cop i es of 

obsol ete or no l onger 

Computer i zed d ata  base u sed to 
ma i nta i n  M LR arti c l e subject I ndex . I ndex data e l ements i nc l ude : author , 
t i t l e ,  book rev i ewers and sub ject . Examp l e  subject categor i e s  are : 
Emp l oyment , Labor Force , Technology , etc . 

1 1 1  
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obsol  ete or no longer 

Computer ized based reporti ng 
the edi t i ng and approval  

proces se s .  

Retent i on Peri od . Del ete when superseded , obsol ete or no longer 
needed for management purpose s .  

Retenti on Period . Del ete when superseded , 
needed for reference pu rposes . 

3 17 . Statu s F i l e .  
system u s ed to moni tor progres s of art i c l es through 

3 18 .  Pub l i  cati ons Ed i tori al Staff Reference F i  l e s .  to i nc l ude 
the fo 1 1 owi ng : 

a .  	 B LS Bul leti n Seri es Reference F i l e .  Contai ns bou nd cop i e s  of B LS 
Bu l l eti ns arranged by ser i e s  number ,  beg i nni ng wi th 1 st bu l l et i n  
i ssued i n  1886- Present . 

Contai ns bound cop i e s  of B LS 
Reports arranged by seri es numbers ,  beg i nn i ng wi th 1 st Report 
i ssued i n  1886- Present . 

Retent i on Period .  Destroy when superseded , obsol ete or no l onger 

pub l i cat i ons  serves as l i ason between the 
and product ion servi ces concerni ng producti on 

of BLS Bu l l et i ns and report s and prov i des  edi tori al staff support 
for the pu bl i cation  of B LS Bu l l eti ns and Reports . The 
ori g i nati ng program offi ce i s  the off i ce of record for Bu l l et i ns 
and Reports produ ced by that off i ce .  

b .  B LS Seri es Reference F i  l e . 

needed for reference purposes . 

Note :  Spec i a l 
submi tt i ng off ices 
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ORGAN IZAT ION 

BUREAU OF LABOR STAT ISTI CS 

OFFICE OF RESEARCH AND EVALUATION 

a . Mi ss ion  

To p l an and d i rect act i v i t i es for improv ing the  qu al i ty of  current 
stat i sti cal  ou tput and for l ong-term program deve l opment , by eval uati ng 
programs of the Bureau of Labor Stat i sti cs (wi th  emp has i s on conceptua l , 
methodol og i cal  , and techn i cal i s sues , and on re sponsi veness  to evol v i ng user 
need s ) , by condu ct i ng research on economi c ,  stati st i cal and soc i al i s sues 
re l evant to the BLS mi ss ion ,  and by suggesti ng improvements to current B LS 
stat i st i ca l  and analyt ical output.  

b .  Fu nct i ons 

! . Re v i ews and eva l u ates Bureau programs w ith  respect to concepts , 
stat i  st i  ca 1 met hodo logy , rel evance , t imel i ness , re l i ab i l i ty ,  cost 
effect i venes s ,  and adherence to qual i ty standard s .  Rev i ews  ev al uati on stud i es 
conducted by program of f i ce s ,  outsi de consu l tants , i ndependent corrm i s s i on s ,  
and others , and coord i nate s Bureau response to them . 

2 . Deve l ops or ref i nes stati sti cal and econom i c  concepts and techni ques for 
Bureau stati st i ca  1 programs ,  and sets stand ards for qua1 i ty ,  re l evance ,  and 
adequacy of stat i sti ca l  programs . 

3 . Part i c i pates i n  l ong-term p l anni ng for stati st i cal  programs , w i t h  
part i cu l ar attenti on t o  method s and techni ques , and to adapt i ng and deve l opi ng 
data p rograms to meet evol v i ng user need s .  

4 . I n i t i ates ,  condu ct s ,  and coord i nates re search i nvol v i ng methodol og i cal 
and conceptu al i s sues v i tal to B LS programs , or whi ch cuts across  sub ject 
matter areas . 

5 . Prov i des consu l tat ion and gu idance to ensure the Bureau i s  u s i ng the most 
modern and effect i v e  stat i sti cal , econometr i c  and quant i t at i ve method s and 
techni ques . 

6 . Rev i ews proposed contracts for ana lyti c ,  stati st i cal , and consu l t i ng work 
emanat i ng from B LS program off ices to as sure h i gh techni ca l  stand ards and to 
coordi nate and d i ssem i nate the resu l ts of such work acro ss program l i ne s .  
Rev i ews B LS contract s w i t h  other government agenci es to as sure conformi ty to 
BLS qual i ty standard s and appropri ateness  of work .  

7 . Serves as  Bureau techni ca l  expert on  re search and eval uati on act i v i t i e s ,  
and on mathemat i cal  stati st i c s ,  and represents the Bureau on these acti vi t i es 
to other agenc i e s ,  research i n st ituti ons , and the genera l pu b l i c .  
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8 . Hand l es overal l coord i nat i on between the B LS Bu s i ness  and Labor Ad v i sory 
groups , as wel l as any other adv i sory groups , study commi ss ions , or expert 
pane l s  t hat may be estab l i shed . 

9 . Lend s ana lyti c and techni cal experti se to other parts of the Department 
of Labo r ,  whenever the speci al sk i l l s  and expert i se of the staff and uni que 
wi th i n ,  or espec i a l ly val uab l e  to ,  the Department ,  for purposes of revi ew of 
re search , analyt i c  or conceptual i ssue s .  

10 . Serves a s  c l earance off i cer for B LS and for DOL surveys . 
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To deve l o p ,  
econom i c  

b .  Functi ons 
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OFF ICE OF ECONOMI C  RESEARCH 

admi ni ster and part i c i pate i n  the conduct of a conti nu i ng 
re search program whi ch has the a im  of provi d i ng sound and effecti ve 

econom i c  app l i cat i on for the Bureau ' s  prog rams . 

1 . Rev i ews and eval uates new and ex i sti ng economi c theor i es and 
methodol og i e s  to determi ne appropr i ateness  for Bureau appl i cat ions . Eva l u ates 
method s pre sent ly  in use with a v i ew toward improv i ng techni ques and met hods 
u sed i n  Bu reau programs .  

2 . Prov i des consu l tati on on  econometr i c  met hods  and tech ni ques to 
Stat i st i ca l  Method s  D i v i s i ons and ot her BLS organi zati onal u ni ts . 

3 . Part i c i pates wi th other Bureau off i ces i n  de s i gn i ng project s wh i ch 
demonstrates new devel opment s .  

4 . I n i t i ate s ,  conducts and coord inate economi c re search wh i c h  wi l l  normal l y  
cut across  subject matter areas o r  where parti cu l arly d i ff i cu l t  techni ca l , 
theoreti cal  or conceptual i s sues exi st . 

5 . As requ i red , represents  the Bu reau i n  d i scu s s ions wi th researchers i n  
academ i c , government , and other research i nsti tu t i ons  and part i c i pates i n  
i nteragency C01111l i ttees . 

6 . Part i c i pates wi th other Bureau off i ces i n  revi ew i ng and eval uati ng 
operat i ng programs , met hods and procedures and prov i des ad v i ce and 
reco1111lendat i ons  where appropri ate . 
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OFFICE OF MATHEMATICAL STATISTICS 

a . Mi ss  ion  

To p l an and d i rect a cont i nu i ng stati st ical research and eva l u at ion  program 
for the Bu reau , by eva l u at i ng stati st i cal aspect s of programs , by conducti ng 
stat i s t i ca l  researc h ,  and by suggest i ng i mprovements , wi th the a im  of 
prov i d i ng stat i sti cal ly sound and ef fect i ve su rvey techn i ques  for the Bu reau ' s  
prog rams . 

b .  Fu nct i ons  

! . Rev i ews  and eval uates stat i st ica l  aspects  of B LS programs for adequacy of  
stat i sti ca l  methodol ogy and adherence to stati st i cal  standards w i t h  a v i ew 
toward i mprovi ng survey techni ques and methods u sed i n  Bureau su rvey 
programs . Where appropr i ate , sets stati st i cal stand ards .  

2 . D i rects the stati st ical rev i ew for su rvey forms cl earance for the 
Bu reau . As requ ested by DO L ,  di rect s the rev i ew of DO L reporti ng forms and 
p l ans  for stat i sti ca l  adequacy . As staff i s  avai l ab l e , prov ides techn i cal  
as s i  st ance to other organ i zat ions i n  the Department for the de s i gn of 
stat i st i ca l  report ing pl an s .  

3 . Rev i ews  and eva l u ates new methodol og i e s  t o  determ i ne the i r  
appropri ateness  for BLS survey programs . 

4 . I n i t i ates ,  conducts and coord i nates stat i sti ca l  research wh i ch wi l l  
normal  l y ,  bu t not always ,  cu t across  subject matter area s .  Researc h  i nvo l ves 
extend i ng stat i sti cal  knowl edge by deve l op i ng and/or ad apti ng general 
stat i s t i ca l  model s and i nnovat ive survey techni ques i n  order to i mprove the 
eff i c i ency of samp le  survey pract i ce and provi de est imat es for B LS stati st i cal 
ser i e s  that are fu l ly cons i stent wi th the best stat i st i ca l  state-of-the-art 
wi th the evo l v i ng need s of u ses  of stati sti cal ser i e s .  

5 . Prov i des cont i nu i ng cons u l tati on , adv i ce and gu i dance to profe s s i ona l 
staff i n  the Stat i st ica l  Methods D i v i s ions and to ot hers i n  B LS on h i gh-l evel  
techn i ca l  prob l ems i n  survey des i g n ,  estimat ion  and other stat i sti ca l i s sues . 

6 .  Represents the Bureau i n  stati st i cal exchanges w i t h  researchers i n  
acad em i c ,  government , and other research i nst i tu t i ons . Part i c i pates i n  
i nteragency COITlll i ttees to set government-wide standard s .  

7 . Prov i des stat i st i ca l  method s servi ces for programs i n  B LS wh i c h  d o  not 
have a D i v i s i on of Stati sti cal Method s . 
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OFFICE OF AND EVALUATION 

319 . Assoc i ate Commi ss i oner ' s  
F i l es .  Thi s f i l e  contai ns records perta i n i ng to the conduct of ongoi ng 

OFFICE OF THE ASSOCIATE CCJ4MISS IONER 

admi ni strat i ve/management respons i b i l i ti es and acti v i t i es carri ed on by the 
off i ce of Researc h and E v a l u at i on. Examp l e s  of subjects addres sed by the 
record s i nc l ude:  monthly  program progres s report s ,  meet i ng note s ,  qu i ck 
response survey reports , OE manu al drafts and var i ou s  other program reports 
and work i ng papers fi  l es a l so contai n budget record s ,  t i me and attend ance and 
f l ex-t i me record s .  

separate program subject f i  l e s  from 

- Permanent . Break f i l es at l east every 
f i ve years and bri ng forward program records sti  l l  perti nent to current 
operat i ons . Transfer i nacti ve program record to the Wash i ngton Nati onal 
Record s Center when 5 years o l d .  Offer for transfer to the Arc h i ves of  t he 
Un i t ed States i n  10 year b l ocks when the most recent record i s  20 years ol d .  

' 
- Break f i  l e s  a t  1 east every 5 

years 
b . Admi n i strati ve F i l e s  

and bri ng current materi al s forward t o  new f i l es .  Destroy when 5 years 
ol d or no l onger needed for current b u s i nes s ,  wh i c h  every occu rs f i rs t ,  
except : 

l . Personne l N ame F i l es . Destroy 1 year after separat i on or transfer of 
emp l oyee . 

((, R.S ;l /  J,.,J 

Retent i o n  Peri od . Screen fi  l e s  to 
genera l admi ni strat i ve subject f i  l es . 

F i l es 

2 . T i me  and Attendance Fi  l es . Destroy when 3 years o l d .  

cop i e s  of 
i nterv i ew eva l u at i ons . 

o r  obso l ete 
emp l oyee 1 year 

of papers , 
arti cl es and reports publ  i shed by other agenc i e s ,  research i ns t i tu t i  on s ,  
un i ver s i t i es and f i nanci al i nst i t u t i ons on topi cs of materi a l  i n terest 
su bm i  tted to ORE as part of an i nformati onal exc hange program. 

I TEM 3 1 9 . 1  I ndex to the As s o c i at e  Commi s s i oner · s  
F i le . A card f i l e  that cro s s - re ferences 

sub j ect s to f i le des i gnat ions and serves as a 

sub j ect index t o  Item 3 1 9  ( a )  . 

Retent ion Period . Permanent . Break and t rans fe 7
concurrent ly with p rogram f i les . An e lect r o s t at ic copy 

may be provided in l ieu o f  the o r ig i n a l  i ndex . 

320 .  F i  l e .  Incl udes cand i d ate resume , 
papers authored by the cand i date , correspondence and 

Per i o d .  Rev iew annu a l  l y  and destroy superseded 
document s ;  or destroy a l l  documents re l at i  ng to an i nd i v  i du a l  
after separati on or transfer . (GRS 1 ,  18a) . 

32 1 .  Researc h and Reference Fi  l e .  Col l ect i on 

Destroy when superseded , obso l ete or no l onger needed for 

Compri sed of grant proposal  documents , correspondence 
and proposal eva l u at ion reports .  

... 
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reference purposes whi ch every i s  l ater. 

32 7 .  N ews Bu 1 1 et i n  Reference Fi  l e .  Contai ns news bu l  l et i  ns 
i s su ed by other outs ide research org an i zat ions . 

Retent i o n  Peri od .  Destroy when superseded , obso l ete or 
reference purposes . 

328 .  and Word F i  l e s .  
drafts of correspondence and reports retai  ned 
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Retent ion  Peri od . 

them Off i ce of Economi c Research and the Off ice of Mat hemati ca l  Stat i st i cs 
concerni ng t he statu s of var i ous projects underway at the t i me .  

' and destroy 1 year after t he year i n  

Contai ns reference cop i e s  of BLS news 

or no l onger needed for 

326 .  ORE Chron .  F i l e .  Contai ns f i l e  copi es of i n  bound and out bou nd off i ce 
correspond ence , 1974 - d ate.  

Retent i o n  Per iod . Destroy when 2 years o l d  or no l onger needed for 

and news l etter 

no l onger needed for 

Conta i ns cop i es and 
on d i skettes u sed i n  

computer bas·ec:t- word process i ng sys tem, ( texual  f i nal  cop i e s  retai ned a s  a part 
of appropri ate program or correspondence f i l e . ) .  

Retent i on Per i od . Del ete when no l onger needed for current bu s i ness 
purposes . 

a .  Unsuccessful  ( rejected or wi l s .  
re ject i on or wi t hdrawa l  . (G R....S f3 Destroy 3 years after 

b . Accepted proposa l s .  D i spose of wi th rel ated grant case f i l e  3 years 
after d ate  of grant compl  et ion,  un l ess  grant/contract performjnce i s  subject 
of rev i ew or enforcement act ion on such date . .S-a.-
32 3 .  11 B LS Research and Reference F i  l e .  Reference cop i es of 
pu b l  i s hed  research report s  on vari ou s  subjects wr i tten by BLS program off i ces 
on top i c s  of mutua l i nterest and submi tted to other research i nsti  tut i ons . 
Retent ion P e r i od . Permanent . Break f i l e s  at least 
every 5 years . Tran s fer to the WNRC when 10 yea r s  old . 
Tran s fe r  t o  the Archives o f  the un!ted States in 1 0  
year b l ocks when the most recent record i s  2 0  years O LO. 

324 .  Fi l e s .  Contai ns month ly  process reports i ss ued by both 

Retent i o n  Peri od . Rev i ew annual  ly  
wh i c h  the project i s  c l osed . ( GRS 16 , 7 )  . 

32 5 .  N ews  Re l ease Reference F i  l e . 
re l ease ,  1985 - date . 

Retent ion  Peri od . Destroy when superseded , obso l ete 
reference pu rposes . 
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OFFICE OF RESEARCH AND EVALUATION 
OFFICE OF ECONOMIC RESEARCH 

I TEM 3 2  9 :  Economi c Re s e arch - Adm i n i s t rat ive 
F i l e s  . Thi s f i l e  cont a i n s  adm i n i s t rat ive 

reco rds such as t rave l  , t r a i n i n g ,  and t ime and 

CCA1 !0401453 :  RecrdSche5 

att e ndance document s .  Al s o  i n c luded are re ference 
c op i e s  o f  s t a f f  pape r s , memo r anda and repo rt s ,  
manu s c r ipt dra ft s  and comment s ,  and agenda s for and 
not e s  on committee meet ings . Arranged chron o l o g i ca l l y  . 

Ret ent i on P e r i od . 

a .  	 Admi n i s t rat ive F i l e s  . Break f i l e s  at l e a s t  eve ry 
5 years and br ing cur rent mat e r i a l s  fo rward t o  new 
f i l e s  . Dest roy when 5 years o l d  or no l onger 
needed for cu rrent bus ine s s , whi cheve r occurs 
f i rst , except :

I. 

b .  P e r s onne l Name F i le s  . D e s t ro y  1 year a ft e r  
s eparat i on or t ran s fe r  o f  

c .  T ime and Att endance F i l e s  . 
old ( GRS 2 ,  Item 3 ( a ) )  . 

emp l o yee . 

D e s t roy when 3 years 

-330. Off i ce of Econom i c  Research Staff Economi st  and Reference Mater i a l s  
and F i l es .  The superv i sory , profes s i onal and support 

ma i nta i n  ofempl oyees extra cop i es pr i nted materi al s ,  computer generated 
l i st i ng and report s ,  draft reports and art i c l e s ,  meet i ng notes and other 
work i ng paper f i l e s  coveri ng the i r  part i cu l ar as s i gnment s .  

Retent i on Peri od . Destroy when no l onger needed for current bus i nes s .  

33 1 .  Reference F i l e . 
se l ected or econom i c  top i c s .  

Col l ect ion  o f  arti  c l  es wr i tten 

Retent i on Peri od . Destroy when no l onger needed for reference purpose s .  

332 . Nati onal 	 Adm i n i strat i ve F i  l e .  

by 

Long 
term spe ci al project to survey Labor Market experi ence , studyi ng the fol l owi ng 
three  spec i a l  grou ps : 

a .  Young Women 
b . Mature Women 
c .  Vouth  
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authors 
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Destroy 1 year after the year i n  whi ch the project i s  
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F i l es i nc l ude such cop ies  as : Progress reports , data co l l ecti on reports , 
c?st status repor s ,  report codi ng and tabu l at ion work ing papers and survey .f i na l  reports . F i l e s  al so i nc l ude ;  program budget papers , i nvo i ces cop ies  ' 
and product i on reports . 

Retent ion Per iod . 

c l osed . 1 6 ,  7 ) . 


I TEM 3 3 3  : 	 Nat i on a l  ( NL S )  Data F i l e s  . Data 
f i l e s  for the surve y s  of o lde r men , mature women , young 
men and young women c o l lected as part o f  the ongo ing 
NLS r e s e arch pro j ect and prov i ded to t he pub l i c  through 
The O h i o  S t ate Unive r s i t y ' s  Cent er for Human Re s ource 
Re s e a rch . Data is c o l lected bienn i a l ly beg inning in 
1 9 6 9  . 

Ret e nt i on 	 Per i od . P e rmanent . T r an s fe r  a copy o f  the 
dat a 	 f i l e , t ogether w i t h  the document at i o n , to the 
Nat i on a l  Archive s when t he dat a are made ava i l ab l e  to 
the pub l i c . , T rans fer cop i e s  o f  cur rent l y  ava i l ab l e  
f i l e s  upon approva l o f  t h i s  s chedu l e  . 

I TEM 	 3 3 4  : Nat i on a l  	 o f  Youth ( NL S Y ) Data 
F i l e s . Data f i l e s  fo r a nat i on a l  l ongit ud i n a l  s amp le 
o f  y oung men and young women , age s 1 4  to 2 1 ,  with an 
ove r repre sent at i on of b l ack s , H i span i c s , and 
d i s advant aged whites . An addit i on a l  s amp l e  o f  young 
p e r s on s  in the Armed F o rc e s  i s  a l s o  i n c luded in the 
NLS Y . Data is col lect ed annua l l y . 

a .  	 B a s i c  NLSY pub l i c  u s e  f i l e s  for a l l s amp l e s  : 

Retent i on 	 Period . P e rmanent . T r an s fe r  a copy o f  
t h e  dat a f i l e s ,  t ogether with the document at i o n ,  
t o  t h e  Nat i onal Archive s when t h e  dat a a r e  made 
ava i l able 	 t o  the pub l i c . T r an s fe r  cop i e s  o f  
current l y  ava i l ab l e  f i l e s  upon approva l o f  t h i s  
s chedule .  

b .  	 NLSY Geographi c  Mi crodat a F i l e s  ( Ge o c ode F i l e )  
c ont aining geographi c  - envi ronment a l  dat a not 
ava i l able in the pub l i c  use dat a t ape s  . 

P e rmanent . T rans f e r  a copy o fRet ent i on 
t he dat a f i le s ,  
t o  t h e  Nat i onal . Archive s  

t ogether with the document at i o n ,  
when t he dat a a r e  made 

ava i l ab l e  t o  the pub l i c . Trans fer c op i e s  o f  
current ly ava i lable f i l e s  upon approva l o f  t h i s  
s chedu l e  . 

(GRS 

Longitudinal Survey 

Longitudinal Survey 

Period. 



c .  

d .  

I TEM 3 3 5  : NLS 
do cume n t at i o n  
que s t i onna i re s  
and dat a f i l e  

a .  

b .  

c .  

NLSY Ch i l d  As s e s sment Raw I t em F i l e and Me rge s 

Mother-Chi ld Data F i l e  c ont a i n i ng dat a not found 

in the bas ic NLSY f i l e s  . 


Ret ent ion P e r i o d . P e rmanent . Tran s fer a 
copy o f  the dat f i l e s  , t ogether with the 
document at i on ,  to the Nat i on a l  Arch ive s  when 
t he dat a are made ava i l ab l e  to the publ i c  . 
Trans fer cop i e s  o f  current l y  ava i l ab l e  f i l e s  
upon approva l o f  t h i s  s chedu l e  . 

NLSY SAS and other spe c i a l  format dat a fi l e s . 

Ret ent ion P e r i o d . E r a s e  when no l onger 
needed . 

Document at i on E l e ct ron i c  and P aper F i l e s  . NLS 
i n c l uding cop i e s  of the Survey Handbook , 

and r e l at e d  mat e r i a l s ,  Keyword i n  C ont e x t  f i l e s  
document at i on . 

NLS Survey Handbook . 

Retent i on Per i o d . P e rmanent . Trans fer a copy o f  
a l l  ava i l able handbooks t o  t he Nat i on a l  Archives 
upon approva l o f  t h i s  s chedu l e . Tran s fer a copy 
o f  a l l  handbooks when the dat t apes are 
t rans fe rred . 

Que s t i onna i re s  and re l ated do cument at i on o f  the 
NLS ava i l able on l y  in paper form . 

Retent i o n  Period . Permanent . Tran s fer one copy 
o f  e ach ava i l ab l e  que s t i onna i re and r e l ated 
reco rds t o  the Nat i on a l  Archive s upon approval o f  
t h i s  s chedule . Trans fe r a copy o f  a l l  futu re 
que s t i onn a i re s  and docume nt at i on when t he dat a  
t apes are tran s ferred . 

Data f i l e  document at i on and Keyword in Context 
f i l e s  . 

1 .  El ect ron i c  f i l e  : 

Ret ent ion P e r i od . P e rmanent . Tran s fe r  a 
copy o f  a l l  ava i l ab l e  dat a f i l e  do cument at i o n  
and Keyword i n  Context f i l e s  t o  t h e  Nat i on a l  
Archives upon approva l o f  t h i s  s chedu l e  . 
Tran s fer a copy o f  a l l  future f i l e s  when the 
dat a t apes a re t rans ferred . 

2 .  P aper cop i e s :  

Ret ent ion P e r i od . Dest roy when n o  l onger 
needed for re ference . 

l O 



REWR I TE I TEM 3 3 6  1 FOLLOWS : 

I TEM 3 3 6  . Bus ine s s  Reasearch Advi s o r  Coun c i l  Meet in F i l e s  . 
Thi s f le cont ains record cop i e s  o f  minut e s  o f  the BRAC 
G ove rni ng Board and c ommittee s  . The l at t e r  are 
e s t ab l i shed by sub j e ct - economic growt h ,  emp l o yment , 
e t c  . Al s o  incl uded are committee corre spondence , l i s t s  
o f  att endee s ,  and t ra n s c r ipt s o f  Brae c o n fe rence s . The 
e a r l i e st records date to the e a r l y  1 9 7 0 s  . 

Ret en t i on P e r i od . P e rmanent . Break f i l e s  at least 
eve ry 5 year s  . Trans fer to the WNRC when 10 years o l d . 
T r an s fe r  to the Nat i o n a l  Archive s  in 1 0- ye a r  b l o cks 
when the mo st recent record is 2 0  years o l d . 

I TEM 3 3 7  . BRAC and F i l e s  . Th i s  i t em inc ludes 
members hip l i st s  ( 1 9 6 7 - 8 2 )  and bi ographi c a l  f i l e s  on 
coun c i l  and committee membe rs , including a separate 
f i l e  for in act ive ,  ret i re d ,  or de ceased membe rs ; 
do cument s on advi sory committee 
4 6 3 )  ; BRAC annua l  rep o rt s ;  program 
one-t ime mi s ce l l aneous meet ings . 

e s t ab l i shment 
fi le s  ; and 

( P L  
f i l e s  

9 2 -
on 

Retent i on P e r i od . 

the WNRC when 1 0  years o l d . O f fe r  t o  the Archives 
o f  the Un ited S t a t e s  in 1 0  year bl ocks when the 
mo st recent record is 2 0  years o l d . 

Permanent . Break fi l e s  
Tran s fe r  t o  the WNRC when 

1 0  years o l d .  O f fe r  t o  t he Archive s  o f  the Un ited 
States i n  1 0  year b l ocks when the most re cent 
reco rd i s  2 0  years o l d . 

c .  BRAC General Admin i s t rat ive F i l e s  . Break f i l e s  

a .  Coun c i l  and F i l e s  . P e rmanent . 
B reak f i l e s  at l e a s t  eve ry 5 years . Tran s fer to 

b .  C ounc i l  F i le s  . 
at l e a s t  eve ry 5 years . 

annua l l y  . Dest r o y  when 2 years o l d  o r  when n o  
l onger needed, whi cheve r i s  s oone r  . 

338 . Bu s i ness Research Counci l Adm i n i strat ion  Chron . F i l e . 
Conta i ns f i l e  cop i es of BRAC correspondence .  

Retent i o n  Peri od . Destroy when no l onger needed for reference purposes .  

339 . Bu s i ness Research Counc i  l F i  l e s .  I nc l udes cop i e s  of 
i ncomi ng and outgo i ng correspondence concerni ng BRAC top i c s  under d i scu s s i o n ,  
te l ephone notes , cop i e s  o f  meeti ng mi nutes and membersh i p  d i rector i e s .  Al so 
contai ns cop i e s  of reference mater i a l s rel at i ng to BRAC i nterests and work i ng 
papers o n  BRAC reports on BLS programs . 

Retent i o n  Peri od . Destroy when 5 years o l d  or no l onger needed for current 
bu s i  ness . 

I  l 
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OFFICE OF RESEARCH AND EVALUATION 

Fi l e s . Th i s  f i l e s  conta i ns records perta i n i ng to the conduct of ongoi ng 
admi n i strat i ve/management respon s i b i l i t i es and act i v i t i es carri ed on  by t he 
Offi ce of Mathemat i ca l  Stat i sti cs under the d i recti on of the Ass i s tant 
ColTITii s s i oner Off i ce of Re search and Eval uati on (Mathemati ca l  Stat i sti cs ) . 
Examp l es of subjects addressed by the record s i nc l ude :  Prog ram P l anni ng 
Report s ,  Research Worki ng Papers Data Co l l ecti on task force project note s and 
reports ,  OSD stati st ics  " note seri es "  f i l es and fe l l owsh i p  program f i l e s .  
F i l e s  i nc l udes Dav i s  Bacon Act reference mater i a l s and other sub ject reference 
materi al s .  F i l es al so conta i ns adm i n i strat i ve subjects such a s ,  OMS Chron .  
f i l e s  Empl oyee contracts ,  Personnel Act i on reports , E EO gu i de l i ne s ,  Job 
Performance Standard s and pos i t i on descr i pt i on s ,  Recru i tment records , T ime and 
Attend ance records and Requ i s i t i on f i l es .  

Retent i o n  Peri od . Screen fi l es to separate program subject  fi l e s  from 

- Permanent . Break f i l es at l e ast every 
f i ve year and br i ng forward program record s st i l l  pert i nent to curre nt 
operat i ons . Transfer i nact i ve program record s to the Wash i ngton Nati onal 
Record s Center  when 5 years o l d .  Offer for transfer to the Arch i ve s  of t he 
U n i ted States i n  10 year b l ock s when the most recent record i s  20 years o l d .  

- break f i l e s  at l east every 5 
to new f i l es .  Destroy when 5 years 

o l d or no l o nger needed for cu rrent bu s i ness , wh i c h  ever occurs f i rs t ,  excep t :  

1 .  Personne l N ame F i l  es . Destroy 1 year after separati on o r  transfer of 
emp l oyee . 

2 . T i me and Attendance Fi l e s . Destroy when 3 years o l d .  (G. 12 .S  :l /3"'-
Materi a l s and F i l e . The superv i sory , profess iona l and 
34 1 .  Off i ce of Mathemat i cal  Stati st i c s  - Mathemat i cs Staff Reference 

materi a l s ,  computers generated l i st i ngs and reports , d raft report s and 
art i c l es ,  meeti ng notes and ot her work i ng papers f i l e s cover i ng t he i r  
part i cu l ar ass i g nments . 

Retent i o n  Peri od . Destroy when no l onger needed for current bus i nes s .  

OFFICE OF MATHEMATICAL STATIST ICS 

340 . Mathemat i ca l  Stat i sti cs - Admi ni  strat i ve 

genera l admi  ni  strati  ve subject fi  l es .  

F i l es 

b . Admi n i  strati ve Fi l e s  
year s  and bri  ng current materi al s forward 
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• 

EXCERPT FROM NAT I ONAL ARCHI VES AND 
RECORDS ADM I N I STRAT I ON GENERAL RECORDS 

SCHEDULE 20 OVER I NG P ROCES S ING 
INTERMED I ATE MACH INE READABLE AND RELATED RECORDS 

 2  
T h e  fo l l ow i n g r e c o r d s  d i s p o s i t i o n  a u t ho r i t i e s  cove r 

p r o c e s s i n g o r  i n t e : me d i a te mach i n e - r e a d a b l e  r e l a t e d  f i l e s  a nd 
we r e  i s s ue d  i n  G e n e r a l  Reco r d s  S c he d u l e  2 0  T h e y  r e l a t e  
t o  s u c h  f i l e s  a s  wo r k  f i l e s , te s t  f i le s , i n pu t s o u r ce f i l e s ,  
i n t e r med i a t e  i n p u t/o u tpu t f i l e s , v a l i d  t r a n s ac t i o n f i l e s ,  a n d  t h e  
l i k e t h a t  h a ve n o t  b e e n  s p ec i f i c a l l y l i s te d  i n  t h i s  S c h e d u l e  a s  
s e p a r a t e i tems i n  t h e  s e g me n t s  c o ve r i ng m a c h i ne - r e ad ab l e  r e c o r d s .  

Th e s e  d i spo s i t i o n  a u t h o r i t i e s  o f  G e n e r a l  Reco r d s  S c h e d u l e 2 0  f.- 2  
h a v e b e e n  r e f e r r e d  to i n  s e v e r a l  i t ems o f  t h i s  S c h e d u l e . 

(NARA) 
..c 

) t 
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Transm ittal No . 2 Gene ral Re c o rds Sche dule 2 0  
Oc tobe r 3 0 ,  1 9 8 9  

GENERAL RECORDS SCHEDULE 2 0  

Elect ronic Rec ords 

Thi s  s chedule p rovides disposal autho rizat ion for c e rtain e le c t ronic records and 
specified hard-c opy ( pape r )  or microform rec ords that a re integrally related to 
the e l e c t ronic rec o rds . 

This s chedule app l ie s  to dispo sable  e l e c t ronic re c o rds rout ine ly s tored on 
magne t ic media by Federal agenc ies in c entral data proc e s s ing fac i l i t ie s ,  
inc luding one s ope rated for agenc ies by c ontrac tors  . I t  c ove rs  records c reated 
by c omput er ope rato r s  , programme rs , analy s t s  , and sys tems admini s t ra t o r s  in o rde r 
to s tore and maintain compute r  files in such facilitie s  ; c e rtain ma s t e r  fil e s  , 
inc luding s ome that are component s of  data base management s y s tems  ; and certain 
file s c reated f rom ma st er files  for spe c if ic purpo s e s  . Items c ove r ing dispo s able 
e l e c t ronic records p roduc ed by end users in office automation app l ic a t ions ( e . g .  , 
word p roc e s s ing f i le s  , c e rtain text f i le s  , and data b a s e s  deve loped on personal 
c omputers in support of  administ rative func t ions ) are inc luded in General Rec o rds 
Schedule 2 3 , Rec ords Common to Mo st O f f ic e s  Within Agenc ies . GRS 2 0  and 23 do 
not c ove r all e l e c t ronic records . Elec t ronic records not c ove red by items in GRS 
20 or GRS 23 may not be de s troyed unl e s s  autho rized by a Standa rd Form 115 that 
has been app roved by the National Archive s and Re cords Administrat ion ( NARA )  . 

The re c o rds c ove red by s everal of the items in this s chedule are authorized for 
e ra sure or  delet ion when no longer needed . NARA c ould not e s tab l i sh a more 
de finite retent ion that would be appropriate in all applications . The agency 
should , when app ropriate , determine a more spec i f ic dispo s ition ins t ru c t ion ,  such 
as " De l ete after X update cyc le s  " or " De lete when X years o l d ,  " for inc lus ion in 
i t s  records dispo s ition directives or manual . NARA approva l is not needed to s e t  
retent ion pe riods for records authorized for de s t ruc t ion when no l onge r needed by 
the GRS . 

Items 2a and la ( in part ) of  this schedule apply to hard- c opy or  mic roform 
records u s e d  in c onj unc tion with elect ronic fil e s  . Item 1 a l s o  c ove r s  printou t s  
p roduc ed to te s t ,  use , and maintain ma s t e r  f i le s  . Items 1 0  and 11 o f  this 
s chedule should be applied to specia l  purpose p rograms and documentat ion for 
disposable e l e c t ronic rec o rds regardle s s  of  the medium in which such 
documentat ion and p rograms exist . 

1 
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T ran smittal No . 2 
O c t ober 3 0 ,  1 9 8 9  

I TEM 
NO . DESCRIPTION OF RECORDS 

1 .  	 Created in Cent ral ADP 
Fac ilities  to and Maintain 
Ma s t e r  Fil e s  . 

a .  	 E l e c t ronic file s or  records c reated 
s o l e ly to  test sys tem performance ,  
a s  we l l  as  hard-c opy print out s and 
related documentat ion for the 
e l e c t ronic file s / reco rds . 

b .  	 Elect ronic files  or  records u s e d  to  
c reate or  updat e a master file , 
inc luding , but not limited to , work 
fil e s  , valid trans act ion f i le s  , and 
int ermediate input /output re c o rds . 

c .  	 E l e c t ronic files  and hard- c opy 
p rint out s c reated to monitor system 
u s age , inc luding , but not l imited 
t o , log- in files , pas s ord f i le s , 
audit t rail fil e s  , system u s age 
fil e s ,  and c o s t -back files used  to  
a s s e s s  charge s for sys tem use  . 

2 .  	 Re cords . 

a .  	 Non - e l e c t ronic documents or  forms  
de s igned and used solely to  c reate , 
update , or modify the re c o rds in an 
e l e c t ronic me dium and not required 
for audit or legal purpo s e s  ( such as  
ne ed for s igna ture s )  and not pre
viou s ly s cheduled for pe rmanent 
retent ion in a NARA- approved agency 
records s chedule . 

b .  	 Elec t ronic re cord s  , except as  noted 
in item 2c , entered into the sys tem 
during an update proc e s s  , and not 
required for audit and legal 
purpo s e s  . 

Gene ral Re c o rds S chedule 2 0  

AUTHORI ZED DISPOSI TION 

De lete /des t roy when no longe r 
needed . 

Delete a fter informat ion has 
been t rans ferred to  the ma s t e r  
f i l e  and ve rified . 

De l e t e / de s t roy when no longe r 
ne e ded in accordance with s ound 
bus ine s s  prac t ic e  and agency 
standa rd ope rating p rocedure s  . 

De s t roy after the informat ion 
has been c onve rted to an e l e c 
t ronic medium and ve rified , or  
when no longer needed to  s up 
p o r t  the recon s t ru c t ion o f ,  or  
s e rve a s  the backup to , the 
ma s te r  file , whicheve r i s  
late r .  

De lete when data have been 
entered into the ma s t e r  f i l e  or  
data b a s e  and ver if ied , o r  when 
no l onge r required t o  s upport 
recon s t ruct ion o f , or  s e rve as  
back-up to , a m a s t e r  file  o r  
da ta ba s e ,  whicheve r i s  lat e r . 

2 
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Create Use 
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Transmittal No . 2 
Oc tobe r 3 0 ,  1 9 8 9  

I TEM 
NO . DESCRIPTION OF RECORDS 

c .  	 E l e c t ronic records rec e ived f rom 
anothe r agency and used as input / 
s ource records by the rece iving 
agency , EXCLUDING records p roduced 
by anothe r agency unde r the t e rms of 
an interagency agreement , or  rec o rds  
c reated by anothe r agency in re s 
ponse t o  the spe c i f ic informat ion 
needs o f  the re c e iving agency . 

d .  	 C omput e r  files  or  records c ontaining 
unc a l ibrated and unval idated digital 
o r  analog data c o l lected during 
obs e rvat ion or me asurement activi
ties or  research and deve lopment 
p rograms and used as input for a 
digital ma ster file or data base  . 

3 .  	 Ma s t e r  Master Files  
that are of  Data Bas e  

to 
Admin i s t ra t ive Func t ions . 

Ma s t e r  f i l e s  that : 
a )  	 replace , in who le o r  in part , 

adminis trative records scheduled for 
disposal under one or  more items  in 
GRS 1 - 1 6 , 18 , 22 , or 23 ; and 

b )  	 c on s i s t  only o f  the s ame information 
as is c ontained in all or port ion s  
o f  the disposable records it 
rep lace s  or  duplicate s ;  

EXCLUDING tho s e  that replace or  
dup l icate the following GRS items : GRS 
1 ,  items 1 ,  21 , 22 , 25 f ;  GRS 2 ,  item 1 7 ; 
GRS 	 12 , item 3 ;  and GRS 18 , item 5 .  

Gene ral Rec o rds Sche dule 2 0  

AUTHORI ZED DISPOSITION 

De lete when data have been 
ente red into the ma s te r  f i l e  or 
data base and ve rified , or  when 
no l onge r needed to support 
rec on s t ruct ion o f ,  o r  s e rve as  
back up to , the mas t e r  file  or  
data base , whicheve r i s  late r .  

De lete after the nec e s s ary data 
have been inco rporated int o  a 
master  file  . 

De lete  after the expi rat ion o f  
the retent ion pe riod autho rized 
for the dispos able hard c opy 
file  or when no l onge r needed , 
whicheve r i s  late r .  
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Transmittal No . 2 Gene ral Re c o rds  Schedu l e  2 0  
Oc tobe r 3 0 ,  1 9 8 9  

ITEM 
AUTHORI ZED DISPOSITION 

Rec o rds  that contain summa rized or  Delete when no l onger ne eded 
aggregated information c reated by c om for current bus ine s s  . 
b in ing data e lements or individual 
ob s e rvat i ons from a s ingle ma s t e r  f i l e  
o r  data base  that is  disposable unde r a 
GRS item or  is autho rized for de let ion 
by a dispos  it ion j ob approved by NARA 
after  January 1 ,  1988 , EXCLUDING data 
f i l e s  that are : 
a )  c reated as dis clo sure - free f i l e s  t o  

a l l ow public acce s s  to the data ; or  
b )  c reated from a master file o r  data 

b a s e  that is unscheduled , that was 
s cheduled as  pe rmanent but no l onge r 
exi s t s  , or  can no longer be 
a c c e s s ed ; 

which may not be de s t royed before 
s ecuring NARA approval . 

NO . DESCRIPTION OF RECORDS 

4 .  Data F i l e s  of  Summarized 
Info rmat ion . 

5 .  Records of Ext rac ted 
Info rma t ion .  

E l e c t ronic file s cons i s t ing s o l e ly of  Delete when no l onge r ne eded 
records ext rac ted f rom a s ingle ma s t e r  for current bus ine s s  . 
f ile or  data ba s e  that i s  dispo s able 
under GRS 2 0  or  approved for de let ion by 
a NARA approved dispo s i t ion j ob ,  
EXCLUDING ext rac t s  that are : 
a )  p roduced a s  disc losure - free f i l e s  to 

a l l ow public acce s s  to the data ; or  
b)  p roduc ed from a ma ster file o r  data 

b a s e  that is  unscheduled , or  that was 
s cheduled as  pe rmanent but no l onge r 
exi s t s  , or c an no longer be ac c e s s e d ;  
o r  

c )  p roduc ed by an ext rac t ion p roc e s s  
which change s the informat ional 
c ontent o f  the s ource ma s t e r  file or  
data base  ; 

which may not be de s t royed before 
s e curing NARA approval . For p r int and 
technical reformat files see items 6 and 
7 re spec t ively . 

4 
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T ran smittal No . 2 
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ITEM 
NO . DE SCRIPTION OF RECORDS 

6 .  Print File  . 

Elec tronic file ext racted from a ma s t e r  
f i l e  o r  data base without changing it 
and u s e d  s o le ly to produce hard- c opy 
publicat ions and/or printouts of tabula
t ions , ledgers , reg iste r s  , and report s  . 

7 .  Technical Re format File . 

E l e c t ronic file con s i s t ing of data 
c opied from a ma ster file or data base 
for 	the specific purpose of  informat ion 
inte rchange and written with varying 
technical  spec ific ations , EXCLUDING 
f i le s c reated for transfer to the 
Nat ional Archive s  . 

8 .  	 File . 

E l e c t ronic file con s i s t ing of data 
ident ical in phy s ical format to a ma s t e r  
f i l e  or  data base and retaine d in c a s e  
the 	 ma s t e r  file o r  data b a s e  i s  damaged 
or inadvertently e rased . 

a .  	 File ident ical to records s cheduled 
fo r tran s fer to the Nat ional 
Archive s .  

b .  	 File  ident ical to rec ords autho rized 
for disposal in a NARA-approve d 
rec ords schedule . 

Gene ral Re c o rds Schedule 2 0  

AUTHORI ZED DISPOSI TION 

De lete when no longe r neede d .  

De lete when no longer neede d . 

De lete when the ident ical 
rec o rds have been t rans fe rred 
to the Nat iona l Archive s and 
suc c e s s fully c op ie d ,  or when 
rep laced by a sub s e quent 
s e curity backup file  . 

De lete when the ident ical 
rec o rds have been de leted , or  
when replaced by a subsequent 
s e curity backup file  . 

5 
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T ran smittal No . 2 Gene ral Re c o rds Schedu le 2 0  
Octobe r 3 0 ,  1 9 8 9  

ITEM 
NO . DE SCRIPTION OF RECORDS AUTHORI ZED DISPOS ITION 

[NOTE : S e e  item l a  of this s chedule f o r  documentat ion relating to sys tem 
te s t ing .  ] 

E l e c t ronic indexes , l i s t s  , reg i s te r s  , 
and oth e r  f inding aids used only to 
p r ovide a c c e s s  to records authorized for 
de s t ruc t ion by the GRS or a NARA 
app roved S F  115 , EXCLUDING records c on
t a ining abs trac t s  o r  othe r information 
that c an be used a s  an information 
s ource apart from the related records . 

Applicat ion so ftware nec e s s a ry s o l e ly to 
use o r  ma int ain a ma ster file o r  data 
base  authorized for di sposal in a GRS 
item or a NARA- app roved records s ched
ule , EXCLUDING special purpo s e  s o ftware 
ne c e s s a ry to use or maintain any un
s cheduled master file or data b a s e  or 
any ma s t e r  file or data base s cheduled 
for t ran s fe r  to the Nationa l Archive s .  

11 . Documentation .  

Data sys tems spec ifica tions , f il e  spec i 
f i c at ions , c odebooks , record l ayout s ,  
u s e r  guide s ,  output spec ific a t ions , and 
f inal reports ( regardl e s s  of medium ) 
relating to a ma ster  file or data base  
that has been authorized for  disposal  in 
a NARA-approved records schedul e ,  EXCLU
DING documentat ion relating to any 
uns che duled ma s te r  file or data base  o r  
relating to any ma s t er f i le o r  data b a s e  
s cheduled foi  t ran s fe r  to the Nat ional 
Archive s  . 

De lete with related rec ords or 
when no l onge r needed,  
whicheve r i s  late r  . 

De lete when related ma s t e r  f i le  
or data base ha s been del e t e d . 

De s t roy o r  delete  when super
s eded o r  ob sole te , or upon 
autho rized de s t ruction of  
related m a s t e r  f i l e  or data 
base . 

6 
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GENERAL RECORDS SCHEDULE 23 

Rec ords Common to Mo s t  Offi c e s  Yithin 

Thi s  s chedule p rovide s for the dispo s a l  of  c e rtain records c ommon t o  mo s t  off i c e s  
i n  Fede ral agenc ie s . I t  c ove rs  adminis trative subj e c t  f i le s ; fac i l itative 
records such as suspen s e  file s , tracking and c ontrol records , c a lendars , and 
indexe s ;  and t rans itory documents ;  as we l l  as c e rtain typ e s  of records c reated in 
e le c t ronic form on s t and-alone or ne two rked micro-and m ini- compute r s  . 

Office Admin i s t ra t ive Files  de scribed under item 1 are records re t a ined by an 
o r ig inat ing office as its  record of init iat ion o f  an action , reque s t ,  o r  re sponse 
to reque s t s  for informat ion . Thi s  item may be app lied only to s eparate admin i s 
t rat ive file s c ontaining such records a s  c opie s of document s submitted t o  other 
offic e s  for act ion inc luding budget feeder document s ,  purcha s e  o r de r s  , training 
reque s t s . Item 1 may not be app l ied t o  f i l e s  that a l s o  c ontain program record s , 
and it may not be app lied by an office that receive s and t ake s act ion on 
document s s ubmitted by o the r office s .  

I TEM 
NO . DESCRIPTION OF RECORDS AUTHORI ZED DISPOS ITION 

1 .  	 Office File s  . 
Re cords ac cumulated by individua l D e s t roy when 2 y e a r s  o l d ,  or  
offic e s  that relate to the int e rnal when no l onge r neede d ,  
adminis t ra t ion or  hous ekeeping acti whicheve r i s  s oone r  . 
vitie s o f  the office rather than the 
funct ions for which the office exi s t s .  
In gene ral , the s e  records relate t o  the 
office o rganization , staffing , proce
dure s ,  and c ommunications ; the expend
iture of funds , inc luding budget 
records ; day-to-day administrat ion of  
office p e r s onne l inc luding training and 
trave l ;  s upp lies  and office s e rvic e s  and 
e quipment reque s t s  and receipt s ;  and the 
u s e  of office space and ut ilitie s  . They 
may a l s o  inc lude copies of internal 
activity and wo rkload report s ( inc luding 
work p rogre s s , _ statistical , and na rra
t ive rep o r t s  p repared in the off ice and 
forwarded to higher leve l s ) and other 
material s that do not serve as unique 
documentation of the p rograms of the 
office . 

{ NOTE : Thi s  schedule i s  not applic ab l e  t o  the record c opie s o f  o ganizational 
chart s  , func t ional s tatement s  , and re lat e d  record s  that document the e s s ent ial 
o rgan ization , s ta ffing , and procedure s o f  the office , which mus t  be s cheduled 
prior t o  disp o s ition by submitting an SF 1 1 5  to NARA .  ] 
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I'l'EM 
NO . DESCRIPTION OF RECORDS 

2 .  Word 	 File s  . 

Documen t s  s uch a s  lette r s , me s s age s ,  
memo randa , repo rt s , handbook s , direc
t ive s ,  and manual s  recorded on e l e c 
t ronic media such a s  hard d i s k s  o r  
fl oppy di skette s :  

a .  	 Vhen u s e d  to produce hard c opy which 
is maintained in organized f i le s  . 

b .  	 When maintained only in e l e c t ronic 
f o rm ,  and duplic ate the informat ion 
in and take the place of record s  
that would othe rwise b e  maintained 
in hard copy providing that the hard 
c opy has been authorized for 
de s t ruct ion by the GRS or  a NARA
approved SF 115 . 

3 .  Administrative Data Bas e s  . 

Data b a s e s  that support administ rative 
or hous ekeeping func tions , conta ining 
in format ion derived from hard c opy 
records autho rized for des truc t ion by 
the 	 GRS o r  a NARA- approved SF 1 1 5  , i f  
the 	hard c opy records are ma intained in 
o rganized f i l e s  , and hard-copy p rintout s 
f rom the s e  data base s c reated for short
t e rm a dmini s t rative purposes  . 

4 .  E l e c t ronic 

Spreadshe e t s  that are recorded on 
e le c t ronic media such a s  hard disks  o r  
f l oppy diskette s  : 

a .  	 When u s e d  to produc e hard c opy which 
i s  maintained in organized f i le s  . 

Gene ral Rec ords Schedule 23 

AUTHORI ZED DISPOSITION 

De lete when no l onge r needed to 
c reate a hard c opy . 

De lete a f t e r  the expirat ion o f  
the retention pe riod authorized 
for the ha rd c opy by the GRS or  
a NARA- app roved S F  1 15 . 

Delete inf o rmation in the data 
base when no l onge r neede d .  

De lete when n o  l onge r needed to 
update or  p roduc e hard copy . 

2 
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Gene ral Re cords S chedule 2 3  

ITEM 
NO . DESCRIPTION OF RECORDS AUTHORI ZED DlSPOSITION 

b .  	 Vhen ma intained only in elect ronic 
f o rm . 

5 .  S chedules  o f  Ac t ivitie s .  

Calendars , appointment books , s chedule s ,  
log s  , diarie s ,  and other records docu
menting me e t ings , appo intment s ,  t e le 
phone c a l l s ,  trips , visit s ,  and othe r 
a c t ivities by Federal employe e s  while 
s e rving in an offic ial capac ity , c reated 
and 	maintained in hard copy o r  e l e c t ron
ic f o rm ,  EXCLUDING ma te rials dete rmined 
t o  be p e r s onal . 

a .  	 Re c o rds c ontaining subs tantive in
format ion relat ing to o f f i c ial acti
vitie s ,  the subs tance of which has 
not been inc orporated into o f f ic ial 
file s ,  EXCLUDING rec ords relating to 
the o f f ic ial ac tivitie s of high 
government offic ia l s  ( see note ) . 

[ NOTE : High leve l offic ials include the heads o f  
agenc ie s ,  the ir deput ie s and a s s is tant s  ; the heads 

De lete after the exp i rat ion o f  
the retent ion p e r iod authorized 
for the hard c opy by the GRS o r  
a NARA- app roved SF 1 1 5  . I f  the 
e lect ronic vers ion rep lac e s  
hard c opy rec o rds with dif
f e r ing re tent ion p e r iods , and 
agency s o ftware doe s not read
ily p e rmit s e l e c t ive delet ion , 
de lete after the longe s t  
re tent ion p e r iod h a s  expired . 

De s t roy o r  de lete when 2 years 
o ld .  

department s and independent 
of p rogram o f f ic e s  and s ta f f  

o f f ic e s  inc luding as s is tant secretarie s ,  admin i s t rato r s , and c ommi s s ione r s ; 
dire c to r s  o f  o ffic e s ,  bureau s , or equivalent ; p r inc ipal re gional o f f i c ial s ; s ta f f  
a s s is tants to tho s e  aforement ioned offic ia l s , such as  spec ial as s i s tant s , c onfi
dent ial a s s i s tant s  , and administrative a s s i s tant s  ; and career Fede ral employe e s  , 
political appo intee s  , and officers o f  the Armed Forc e s  s e rv ing in e quivalent o r  
c omparab le pos it ions . Unique subs tantive r e c o r d s  re la t ing to the ac t ivit ie s of  
the s e  individuals  must be s cheduled by submi s s ion o f  an SF 115 to NARA .  ) 

b .  Re c o rds documenting rout ine activi De s t roy o r  de lete when no 
ties c ontining no subs tantive infor longe r neede d .  
mat ion and records c ontaining s ub
s tant ive informat ion ,  the sub s tance 
o f  which has been incorporated int o  
o rganized file s  . 

3 

Daily 



T ran smittal No . 2 
Octobe r 3 0 ,  1 9 8 8  

ITEM 
NO . DESCRIPTION OF RECORDS 

6 .  	 Files  . 

Documents  arranged in chrono logical 
o rde r as a reminde r  that an act ion is 
required on a given date or  that a reply 
t o  a c t ion i s  expected and , if  not 
r e c e ived , should be traced on a given 
date . 

a .  	 A note or  other reminder to take 
a c t ion . 

b .  	 The file c opy or an extra copy o f  an 
outgoing communicat ion , filed by the 
date on which a reply is expected . 

7 .  	 Fil e s  . 

Document s o f  short -term intere s t  which 
have no documentary or evidential value 
and no rma lly need not be kept more than 
90 days . Examples of trans itory corre s 
pondence are shown be low . 

a .  	 Rout ine re que s t s  for information o r  
publications and copie s o f  replies  
which require no  administ rative 
a c t ion , no pol icy dec i s ion , and no 
spec ial c ompilation or re s earch for 
reply . 

b .  	 O r iginating offic e  c opies o f  letters  
o f  t ransmittal that do not add any 
informat ion to that c ontained in the 
t ransmitted material , and rece iving 
o f f  ice c opy if filed separate ly f rom 
t ransmitted material . 

c .  	 Qua s i- offic ia l  notic e s  inc luding 
memo randa and other records that do 
not s e rve as the ba s i s  of o ffic ial 
a c t ions , such as not ices  o f  hol iday s 
o r  charity and wel fare fund appeal s ,  
bond c ampaigns , and s imilar records . 

Gene ral Records Schedu le 2 3  

AUTHORI ZED DISPOSITION 

De s t roy after a c t ion is t aken . 

Withdraw documents when reply 
i s  received . ( 1 )  I f  suspense 
c opy i s  an extra c opy , de s troy 
imme diately . ( 2 )  I f  suspense 
c opy i s  the file c opy , inc or
porate it int o the official  
f i le s  . 

De s t roy when 3 months old , or  
when no longer neede d ,  which
eve r i s  s oone r .  

4 
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ITEM 
AUTHORI ZED DISPOS ITION 

Logs , regi s t e rs , and othe r rec ords in De s t roy when no longe r neede d  . 
hard c opy or e lectronic form u s e d  to 
c ontrol or  document the st atus o f  
c o rre spondenc e ,  reports , or  othe r 
records that are authorized fo r 
de s t ruc t ion by the GRS or a NARA
app roved SF 115 . 

NO . DESCRIPTION OF RECORDS 

8 .  and Control Re cords . 

Indexe s ,  l i s t s  , re giste r s  , and other De s t roy or  delete w ith the 
f inding a id s  in hard c opy or elec t ronic related records or s o oner if no 
form used only to provide acce s s  to longer needed . 
records authorized for de s t ruct ion by 
the GRS or a NARA- approved SF 115 , 
EXCLUDING rec ords c onta ining ab s t rac t s  
or  other informat ion that c an b e  u s e d  a s  
an information s ource apart from the 
related records . 

5 
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BUREAU OF LABOR STATISTICS 

PROPOSED SCHEDULE 


of Permanent Records For 
Transfer to the Nat i ona l Arch i ves of the 

Uni ted States 

Irrmed i ate Off i ce of the Commi ss i oner 

Item 1 .  	 Commi ss ioner ' s Genera l Offi ce F i l es .  
Arranged al phabet i cal ly  by subject or by 
organ i z at i onal  un it  concerned . 19 78-d ate 
Vol ume : 64 cub i c  feet Accret ion :  7 cu bi c feet per 

year 

Item 2,a(I) Commi ss i oner ' s  Personal F i l e  (off i c i a l  segment) . 
Arranged al phabetical ly by su bject or t i t l e .  

1963-d ate 
Vol ume : 18 cub i c  feet Accret ion :  2 cu b i c  feet per 

year 

Item 3 	 B LS Off ice and D i v i s i onal Month ly  Progress Report s and Occasi onal 
Overv i ews . 
Arranged chrono l ogi cal ly  19 78-date 
Vol ume : 3 cu bi c feet Accret ion :   cu bi c foot per 

year 

· a1 F i l e  on Commi ss i oner ' s Congress i ona l Te st imony , i nc l udi ng 
Joi nt Eco ommi ttee Test imony .  
Arranged chrono l og ica 1980-d ate 
Vol ume : 5 cub i c  feet 

Item 6 	 Speci al F i l e  on Improvement Efforts I nvol v i ng Local  Area 
Unemp l oyment Stat i st i cs . 
Arranged al phabet i cal ly  19 76-1978 
by Subject 
Vol ume : 1 cu bi c foot Accret ion :  C l osed 

Item 7 	 Sel ected I nacti ve Commi s s i oner ' s  Documents Ref l ecti ng on Bu reau 
H i story ,  Functi on s ,  Organ i zat ion ,  and Pol i cy Matter s .  
I n  n o  speci al order . 1922- 1985 wi th gaps 
Vol ume : 3 cu bi c feet Accret ion :  C l osed 
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Item 8 	 Speech and Arti cl e Fi l e  of Former Commi s s i oners Geoffrey Moore 
and Arthur Ross . 
Arranged by number 	 1966- 1972 
Vol ume : 1 cu bi c foot 	 Accret ion :  C l osed 

I tem 9 	 Speci al Conti nu i ng Federa l ConJTi ittee Fi l es of the Commi s s i oner.  
I n  no apparent order 1969-1985 
Vol ume : 2 cu b i c  feet Accret ion :  Cl osed 

Item 10  	 Deputy ConJTi i s s i oner ' s  General Off i ce F i l e .  
Arranged al phabet i cal ly by subject 
or by organ i zat i ona l un i t .  1982-d ate 
Vol ume : 10 cub i c  feet 	 Accret i on :  3 cu b i c  feet per 

year 

Item 1 1  	 Off i ce of the Commi ss ioner Chrono l og i ca l  Fi l e .  
Arranged by date . 	 1980-date 
Vol ume : 6 cu b i c  feet 	 Accret ion :  1 cu b i c  foot per 

year 

I tem 16  	 Leg i s l at i on Rev i ew and ConJTient Fi l e  prev i ou s l y  mai ntai ned by 
Speci al Assi stant Myrtl e  Ne l son . 
Arranged by d ate . 	 1974-1980 
Vol ume : 5 cu b i c  feet 	 Accret ion :  C l osed 

OFFICE OF FI ELD OPERAT IONS 

OFF ICE OF THE ASSOC IATE C()tMISS IONER 


I tem 3 1  	 OFO Bureau Correspondence F i l e .  
Arranged al phabet i cal ly  by subject 1982 to date 
Vol ume : 7 cub i c  feet 	 Accret ion :  2 cu bi c feet per 

year 

Item 32  	 OFO Reg iona l Correspondence F i l e .  
Arranged al phabet i cal ly 1982-d ate 
by Su bject 
Vol ume 3 cub i c  feet 	 Accret ion :  1 cub i c  foot p er 

year 

I tem 33 	 OFO Reg ional Regi onal Commi ss i oner Fi l e .  
Arranged by date 	 1984-date 
Vol ume : 2 cub i c  feet 	 Accret ion :  1 cu b i c  foot per 

year 
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Item 34 q.. 	 OFO Adm i n i strat i ve Management Subject F i l e . 
Arranged al phabet i cal ly  by su bject 19 7 1 -date wi th g aps  
Vol ume : 2 cu bi c feet Accret ion :  Neg l i g i b l e  

Item 43b . 	 Reg ional Offi ce Period i c  Report F i l es .  
Arranged by date 1978 to date 
Vol ume : 2 cubi c feet Accret ion :  1 cu b i c  foot per 

year 
I tem 44  	 B LS F i l e  on part i c i pati on i n  the North Amer i can Conference on 

Labor Stati st i c s .  
Arranged by date 1949-1958,  1974- 1981 
Vol ume : 1 cu b i c  foot Accret ion :  C l osed 

OFFICE OF PRODUCTIVITY AND TECHNOLOGY 

DIVISION OF INTERNATIONAL TRAINING 


Item 85a 	 Record Copy of  BLS I nternat ional Trai n i ng Newsl etter Fi l e s .  
Arranged by date 1981-d ate 
Vol ume : Negl i g i b l e  Accret ion :  Negl i g i b l e  

Item 86a 	 Record copy of Internat i ona l Trai ni ng Program Catal og s and Ot her 
Annou ncements . 
Arranged by date 1978-d ate 
Vol ume : 1 cu b i c  foot Accret ion :  Negl i g i b l e  

OFFICE OF ADMINISTRATION D IVIS ION 

OF PERSONNEL AND ORGANI ZATION MANAGEMENT 


Item 137 . 	 Upward o ro ram F i l es .  
Arranged by Subject - date 
Vol ume :  3 cub i c  feet Accreti on :  Le ss than 

per year 

OFF ICE OF ADMIN ISTRATION 

D IVISION OF FINANCIAL PLANNING AND 


MANAGEMENT OVERVI EW OF DIVISION M ISSION 

AND ORGANIZATION . 

Item 1 58 .  	 OS 
Arranged by Reg 
Vol ume : 9 cub i c  feet • None 
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I tem 1 63  	 Formu l at i on Fi l e s ,  Budget Po l i cy F i l e  Sect ion  
and Budget E st imates and Justi fi cati on F i l e  Sect i on .  
Arranged by Fi scal Year 1978 - date 
Vo l ume : 13  cub ic  feet Accreti on :  1 cu b i c feet per year 
Off i ce of and Rev i ew 

Item 232 .  	 · nanci al F i l e ,  Budget Pol i cy F i l e  Sect i on and Budget 
·E st imates and Jus i i l e Sect i on .  

Arranged by Budgetary Su bject F 1  
Vo l ume : 5 cu bi c feet Accret i on :  foot 

per year 

OFFICE OF TECHNOLOGY AND OPERATIONS REVI EW 

DIVISION OF COfltlUN ICAT IONS AND C PUTER TECHNOLOGY 


I tem 247b . 	 D i v i s i on ter documentat ion work i ng f i l es ,  documentat ion  
record cop i e s .  
Arranged by Su bject 1982 - date 
Vo l ume :  36 cub ic  feet Accreti on :  

year 

1 30 


Technology Operations 

Less than 
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OFFICE OF TECHNOLOGY ANO OPERATIONS REVI EW 

DIVISION OF MANAGEMENT I NFORMATION SYSTEMS 


i on wi de computer document at ion work i ng f i l es ,  documentat ion 
record cop 1 . 
Arranged by Subject 1980 - da e 
Vo l ume : 30 cub ic  feet Accreti on :  

year 

ocumentat i on F i l e , Documentat i on Package Secti on .  
Arranged by Su bJe - ate 
Vo l ume :  22 cub ic  feet Accre er  ear 

OFFICE OF PUBLICATIONS 
OFF ICE OF THE CHI EF 

feet p er 

Item 268 (}./ 	 Labor Research Adv i sory Counci l Meet i ng Mi nutes 
Arranged Chronol g i ca l ly  by Meeti ng Date 1949 - date 
Vo l ume :  4 cu b i c  feet Accreti on :  Les s than 1 cu b i c foot per 

year 

Arranged by Subject Cl assi fi cat i on 
Vo l u me :  5 cu b i c  feet Accreti on :  Les s than 1 cu b i c foot per 

year 

I tem 2 70 .  	 Labor Research Adv i sory Counci l Membersh i p  F i l es .  
Arranged Al p habet i ca l l y  by name 1982 - date 
Vo l ume : 2 cu bi c feet Accreti on :  Les s than 1 cu b i c foot per 

year 

Item 27 la . 	 Labor Research Adv i sory Cou nc i l /B LS Adm i n i strat i ve Subject F i l es ,  
Counci l Report F i l es .  
Arranged by Subject 1960 - 1984 
Vo l ume : 2 cu b i c  feet Accret i on :  None 

1 3 1  


~ Item 262a. MIS Systero..ll 

1Ufl. lQ ,11bic feet p y -
(ASSOCIATE CO,-..ISSIONER) 

Item 2~~- Laeor ~9,eircb Advisory Council Corrmittee Project Files. 
1956 - date -



CL 1040 1453 : RecrdSche6 


OFFICE OF PUBLICATIONS 

D IV IS ION OF I NFORMATION SERVI CES 


I tem 278a .  	 News Re l ease Record Copy f i l es .  
Arranged chronol og i cal ly by subject 1940 - date 
Vo l ume : 2 cubi c feet Accreti on :  Les s than 1 cu bi c foot per 

year 

OFFICE OF PUBLICATIONS 
D IVIS ION OF PRODUCTION SERV ICES 

AND CORRESPONDENCE SECT ION 

I tem 309 . te Conference on Labor Stat i st i cs Proceed i ng s  Fi  l e  
Arranged c 1 1  by meet i ng date 1964 - 1978 
Vo l ume : 2 cu bi c feet ccre i on :  on 

nual and Speci al Reports to the Pres i dent by t he Commi ss i oner of 
Labor 
Arranged chronol og i cal ly 
Vo l ume : 14 cub ic  feet Accreti on :  None 

OFF ICE OF PUBLICATIONS DIVISION 

OF ED ITOR IAL SERV ICES BRANCH OF 


MONTHLY LABOR REV IEW 


I tem 3 1 1 . 	 Monthly Labor ev 1 e  
Arranged Chronol og i cal ly 
Vo l ume : 22 cub ic  feet 

year 

OFFICE OF RESEARCH AND EVALUATION 

OFF ICE OF THE ASSOCIATE COMMISS IONER 


I tem 3 19 a .  	 Program Management Sub ject F i l es 
Arranged by Subject 1972 - date 
Vo l ume : 30 cub i c  feet Accreti on :  2 cub i c  feet per year 

1 32 
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OFFI CE OF RESEARCH AND EVALUATION 

OFF ICE OF ECONOMIC RESEARCH 


Program Management Subject F i l es 
by Su bject 1972 - date 

Vo l ume : 
· Accreti on :  Les s than 2 cu b i c  feet per 

year 

I t em 333 . 	 Nat i onal  Long i tudi na l  Survey Handbook  F i l e  
(pub l i cati on record cop i e s )  
Arranged : Chrono l og i ca l l y 1986 - date 
Vo l ume : Less than 1 cu b i c  Accret i on :  Less  than 1 cu b i c  feet per 

feet 	 year 

Item 334 ,b."'NLS keyword and Numeri c  Code Documentati on F i l es 
Arranged Chrono l og i ca l  l y  by update 1966 - 1972 

to program 
Vo l ume :  2 cu bi c feet Accreti on : None 

Item 336 . 	 Bu s i ness Research Advi sory Cou nc i l  Meeti ng M i nutes 
Arranged Chronol og ical l y  1947 - date 
Vo l ume : 5 cu b i c  feet Accreti on : Les s than 1 cu bi c foot per 

year 

Item 337a1J> 	Bu s i ness Re search Adv i sory Cou nc i l  Sub ject F i l e s ,  Counc i l Report 
F i  l e s  Sect ion .  
Arranged by Su bject 1967 - date 
Vo l ume :  4 cu bi c feet Accreti on : Les s than 1 cu bi c foot per 

year 

OFFICE OF RESEARCH AND EVALUATION 
OFFICE OF MATHEMATICAL STATIST ICS 

I tem 340a.  	 Program Management Subject F i l es .  
Arranged by Su bject 1975 - date 
Vo l ume : 8 	 cu bi c feet Accreti on :  Less than 1 cu bi c foot per 

year 
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BUREAU OF LABOR STATISTI CS 

PROPOSED SCHEDULE 

Cros s Reference to the Authori ti  es 
of th i  s Schedu l e  to the 

October 197 1 Sc hedu l e  N N 1 70- 100 

I""'ED IATE OFF ICE OF THE COMMISS IONER 

The proposed s chedu l e  au thori zes d i spos it ion  of Colllll i s s i oner ' s  off i ce records 
under Items 1 through 18 . 

I tem 1 - a  of o l d  Schedu l e  NN 170- 100 appears to be superseded by I tem 1 of the 
proposed schedu l e .  

Item 8 o f  ol d Schedu l e  N N 1 70-100 appears to be superseded by I tem 1 and Item 5 
of t he proposed schedu l e .  

OFFICE O F  TH E  CO,..ISSIONER 
Infonnation  Staff 

The proposed sc hedu l e  authori zes d i spos i t i on of Management I nformat ion  Staff 
record s under Items 19 through 30. 

Wh i l e  Item 9 of Ol d Schedu l e  NN 170- 100 , Bureau Project Control Record s ,  cou l d  
part i a l l y  app ly  to Item 20 of the proposed schedu l e ,  o l d  Schedu l e  I tem 9 a l so 
app l i e s  to other Bureau Off i ces  i n  add i t i on to M IS  Staff . I t  i s  not 
comp l ete ly  superseded by thi s proposed Schedu l e .  

OFFICE O F  F I ELD OPERATIONS 
Off i ce of the Associate Commi ss i oner 

The proposed Sched u l e aut hori ze s the d i spos i t ion of t he OFO Assoc i ate 
Conrn i s s i oner ' s  Off i ce record s  under Items 31  through 5 7 .  

Item 1 -b o f  t he Ol d Schedu l e ,  N N 1 70-100 , cou l d  parti a l ly  app ly to I tems 3 1-34 
of the proposed Schedu l e ,  bu t Item 1 -b ,  of t he ol d Schedu l e  a l so app l i es to 
ot her off i ces of the BLS .  I t  i s  not comp l ete ly  superseded by th i s  proposed 
Schedu l e .  

Item 6 o f  the ol d Schedu l e ,  Prog re ss  and Acti v i ty Reports , cou l d  p arti a l ly  
app ly  to  I tem 43  of  the proposed Schedu l e , but  Item 6 of  the o l d Schedu l e  
cou l d  app ly  t o  other BLS off i ces a s  wel l .  I t  i s  not comp l ete ly  superseded by 
th i s  proposed Sc hedu l e  i tem. 

Al so I tem 92 of the o l d  Schedu l e ,  NN 170- 100 , Forms  Management Fi l e s ,  cou l d  
app l y  to I tems 5 1 - 55 o f  the proposed schedu l e .  A s  such , i tem 9 2  cou l d  be 
cons i d ered to be superseded by these proposed Schedu l e  I tems . 

1 34 
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Branch of Re l ated 

T h e  proposed Sc hedu l e  aut hor i zes t he d i s po s i t i on of B ranch o f  Prog ram Rel at ed 
Tra i n i ng ,  OFO , records u nd er I tems 58 throug h 74 . 

On l y  I tem 1 7  of the o l d Schedu l e ,  N N 1 70 - 1 00 , F i e l d  Ag ents Tra i n i ng F i l e s ,  
cou l d  app l y  t o  I t ems 64 throug h 7 0  of the proposed Schedu l e .  A s  such i tem 1 7  
o f  t he o l d  S c h ed u l e  wou l d  be cons i d ered to b e  s uper seded by t h e s e  proposed 
Sched u l e  I tems . 

OF F I CE O F  PROD UCT I V I TY AND TECHNO LOGY 
D i v i s i on of I n ternat i onal  

The propo sed Schedu l e  au thor i z es t he d i spos i t i o n of D i v i s i on o f  I nternat i on a l  
Trai n i ng ,  OPT record s under I tems 7 5  t hrou g h  99 . 

No I tems o f  o l d Schedu l e  N N 1 7 0- 100 ap pear to be s up erseded by the d i spo s a l  
au t h or i z at i o n s  o f  t h e  propos ed Sched u l e .  

OFF ICE OF SURVEY PROCESSING 

Office of the Ass i stant Cormni ss i oner 


Th e proposed Sc hedu l e  authori ze s  the d i s po s i t i on of A s s i stant ContTi i s s i oner 
Of f i ce ,  OS P ,  u nd er I tems 1 00 - 1 02 . 

No i tems o f  o l d  Schedu l e  N N 1 70- 100 appear to be comp l e te l y  s u pe r s ed ed by t he 
d i spos a l  aut hori zati ons of the propo sed Schedu l e .  

OFF ICE OF ADMINISTRATION 

T he p ropo sed sched u l e  au thor i z es the d i spos i t i o n o f  the Off i c e  of 
Admi n i stra t i on record s hol d i ng s ,  to i nc l ude a l l of i t s  d i v i s i ons under i tems 
103- 22 5 .  

I tems 1 1  and 8 4  - 98 o f  o l d  schedu l e  N N 1 70 - 1 00 
are supersed ed by the d i spos al aut ho ri zat i on s  of 
t h e  proposed sched u l e .  

OFFICE O F  TECHNOLOGY AND OPERATIONS REVI EW 

The p ro po s a l  schedu l e  author i ze s  the d i spos i t i on of OTOR reco rd s ho l d i ng s  
u n d e r  i tems 2 26-262 and supersedes any matc h i ng record s s c hedu l e s  e s t ab l i s h ed 
as a p ar t  of t he o l d  sched u l e N N 1 70- 100 . 

1 3 5  
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OFFICE OF PUBLICATIONS 


The proposed sched u l e au thor i zes the d i spos i t i on of the Off i ce of 
Pu b l i cat i ons records , to i nc l ude a l l of its d i v i s i ons  under i tems 263 - 3 1 8 .  

I tems 5 ,  7 ,  1 2  and 1 3  and any other match i ng record s sched u l es 
estab l i shed as a part of o l d  sched u l e  NN 170- 100 are superseded by the proposed 
schedu l e .  

OFF ICE OF RESEARCH AN D  EVALUATION 

T he proposed sched u l e  author i zes the d i  spos i t ion  of ORE records u nder 
i tems 3 19-341  and supersedes anu matchi ng record s schedu l es estab l i shed as a 
part of the o l d  sc hedu l e  N N 1 70-100 .  
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