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DEPARTMENT OF LABOR DIRECTIVE SYSTEM (DDS) FILES

A. Department of Labor Manual Series (DLMS)

DOL manuals that provide procedural, instructional, and policy material of continuing use 1n
department-wide administration and management This series includes copies of the prede¢essor
systems called Manual of Administration dated 1962-1975, and Administrative Instruefions dated
1972-1974 -
1 Manual of Administration, 1962-1975 ‘
Volume on hand less than 1 cubic foot
Arrangement Subject

2. Administrative Instructions, 1972-1974
Volume on hand less than 1 cubic foot
Arrangement numerical -

3 DLMS, 1975 - present
Volume on hand .} cubic foot
Arrangement._subject

Disposition

Recordkeeping copy (paper) - Permanent Transfer one hard copy of each manu
to the Mational Archives in 1996 Therea set of 'additional 1ssuances every 5

Electronic copies created on word processing systems Delete after recordkeeping copy has been

produced-am el wiihzn No Londiw mecoled fov piveqime, ppalaZin
N i dudzaerye . ¥ W 7
B Secretary’s Orders

Secretary’s Orders 1ssue policies and decisions of the Department in compliance with Executive
Orders, and Presidential and Congressional mandates

1 General Orders, 1945-1961
Volume on hand less than 1 cubic foot
Arrangement chronological

2 Secretary’s Instructions, 1945-1960
Volume on hand less than 1 cubic foot
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Arrangement chronological

3. Secretary’s Orders, 1962 to present
Volume on hand. less than 1 cubic foot
Annual Accumulation less than 1 cubic foot
Arrangement chronological

Disposition

Recordkeeping copy (paper)- Permanent Transfer records dated 1945-1995
Archives 1n 1996 Thereafter, transfe xample 1996-2006 transfer 1n 2007 )
N -

Electronic copies created on word processing systems Delete after recordkeeping copy has been
produced

C Temporary Directives, Secretary’s Notices, and Information Notices

1 Temporary Directives and Secretary’s Notices Interim 1ssuances supplementing
DLMS, with a s1x month (occasionally 18 months) expiration date, and may serve
to delegate responsibilities and establish policy and procedures

Volume on Hand less than 1 cubic foot
Annual Accumulation less than 1 cubic foot
Arrangement numerical

Disposition
Recordkeeping copy (paper) - Permanent Transfer records dated = p )
years blocks (W /1-/74-43 —;L/béwvu.@l)

Electronic copies created on word processing systems Delete after recordkeeping copy has been
produced.

2 Information Notices One-time or short-term 1ssuances to convey administrative
information, or call attention to existing policy or procedures

Disposition

Recordkeeping copy (paper)- Temporary. Destroy when superseded-or-ebselete{GRS-t6Aa)——

(Wi-174-93-3 hinw C2)
Electronic copies created on word processing systems Delete after recordkeeping copy has been
produced

D Handbooks



Department-wide administrative procedures handbooks and guides

Volume on hand less than one cubic foot
Arrangement’ subject/numerical

Disposition

Recordkeeping copy (paper) - Permanent' Transfer one hard copy of each handboo
National Archives in 1996 Thereafter, trans new handbook in 10 year
blo . = 0

Electronic copies created on word processing systems- Delete after recordkeeping copy has been

produced AV puifisr WO Lenwypn s ole X Zzzu sl aln %wﬂmﬁ
v dearuaArtlioni. ¥

E DDS Drafts, Working Files and Concurrence Forms

Consists of working drafts of manuals, Secretary’s Orders, Temporary Directives,
Secretary’s and Information Notices, handbooks, agency comments concurrence forms,
and related working papers

Disposition
Recordkeening copy (paper) - Permanent  Destroy when 1ssuance superseded or when-ne—

longer needed— (,V,-]’/t-f'~615-°1/,(_11/1/x/ £ )

Electronic copies created on word processing systems Delete after recordkeeping copy has been
produced

F Subject Index

Disposition

Recordkeeping copy (paper) - Permanent Transfer a hard copy of the current subjeetindex—
i above (N/~/7L/~L‘/3~;z//1//nufz)

Electronic copies created on word processing systems Delete after recordkeeping copy has been
produced
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