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TO: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)| [DATE RECEIVED
WASHINGTON, DC 20408 ? 33/0 ‘?
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
U. S. Department of Labor
2. MAJOR SUBDIVISION
Office of the Secretary and Deputy Secretary
3. MINOR SUBDIVISION
Executive Secretariat/Immediate Office of the Secretary
4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE IDATE IARCHIVIST OF {HE UNITED STATES
Denise Love 202-693-7278 50| >
Do \
. N Y
6. AGENCY CERTIFICATION '
I hereby certify that I am authorized to act for this agency in the matters pertaining to the disposition of its records and that the
records proposed for disposal attached 3 page(s) are not needed for the business of this agency or will not be needed after the
retention periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the
GAO Manuel for Guidance of Federal Agencies,
X] is not required; 1s,attached ,Qr,.\ [T1 has been requested.
DATE SIGNATURE OF TITLE
9-18-2009 | Karen H. Nunle Departmental Records Officer
7. 8. DESCRIPTION OF ITEM AND PROPOSED DISPOS’ITION 9. GRSOR 10. ACTION
ITEM SUPERSEDED TAKEN
NO. JOB CITATION (NARA USE
ONLY)
Comprehensive Records Schedule
U.S. Department of Labor
Office of the Secretary and Deputy Secretary
Executive Secretariat (EXECSEC)
Secretary’s Information Management System (SIMS)
1-5 | See attached detailed descriptive listing of record series items for
Secretary’s Information Management System (SIMS).
1 SIMS Input
2 SIMS Master File
3 SIMS Output
4 SIMS System Back-up Tapes
5 SIMS System Documentation
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U.S. Department of Labor
Office of the Secretary
Office of the Executive Secretary

SECRETARY’S INFORMATION MANAGEMENT SYSTEM

The Secretary’s Information Management System (SIMS) is a Web-based electronic
correspondence control and tracking system that has been in operation since 2001. SIMS
is used by the Office of the Executive Secretary (EXEC SEC) and Department of Labor
(DOL) agencies to track controlled correspondence or memoranda addressed to — or
prepared for — the Secretary or Deputy Secretary of Labor or otherwise provided to
EXEC SEC for tracking.

SIMS allows users to track documents from receipt to finalization, including tracking the
progress of inter-agency clearance of draft documents. SIMS contains information about
each document, including an assigned number, the originator of the document, the
subject, and the DOL agency to which the document has been assigned for response or
clearance, that may be used to query or search the SIMS database. SIMS also allows
users to view scanned images of source documents and related comments and drafts.

The hardcopy correspondence and documents scanned into SIMS by Exec Sec are
maintained and preserved in a paper recordkeeping system in accordance with the
National Archives and Records Administration (NARA) approved records retention
schedule number N1-174-94-3. DOL agencies may use SIMS to control and track their
own correspondence and internal documents. However, correspondence and documents
scanned into SIMS by the agencies are maintained and preserved pursuant to their
agency’s NARA approved records retention schedules.




sehedule- (Athority: N1-174-94-3, item 1 and GRS 20, item 2a(1)).

sehedule: (Athority: N1-174-94-3, item 4 and GRS 20, item 2a(4)).

2. Master File. The structured database stores permissions, scanned documents, and
metadata. Users are able to search and query the database.

b. Electronic records, documents, and files, including scanned images and
metadata. Electronic images of input/source documents and files described in
record series Item 1 above.

Disposition. TEMPORARY. Delete 10 years after hard copy records
covered under N1-174-94-3 are transferred to the National Archives.
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