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DEPART1,lENT.A:G ECOBDS m'.!!'lGERitd~4I' . 
I 9.7. 8. DESCRIPTION OF ITEM	 to. 

SAMPlE ORITEM NO. ("""ITH IHClUSIVE DATES OR RETEHTlON PERIODS)	 ACTION TAl<JOB NO. 

IN'K''7~I.?6. HISTORY	 OF THE HANPOHER ADNINISTRATION "''''-.1'''1.. .l--
The Nanpower Administration (HA) encompasses -a group of ,f",~,~

. ,	 offices, services, and one bureau which haVE been estab- . 
lished to implement the responsibilities assigned to the "'~rM"""
Department of Labor for conducting work-experience and " AJ.lt: 

, ,	 manpower training programs, and administering the Federal 
State Emplo)~ent Security System. Administration of 
Manpower programs is directed by the Assistant Secretary
of Labor for Hanpowe r , .. 

In 1961, the Area.Redevelopment Act (ARA) was p'qssed to 
aid in stimulating the economies of areas of 'high'unem-
ployment which had been left behind in the process o~ 
national development. Although the program was limited 
in scope, enactment of the ARA was explicit recognition 
that·the Federal· Government should assist communities 
which experLe nce unusually high rat~~ ~'y}.I!,~mp;l~J!ilent
and underemp Loymen t; , -. _.. ' 

The passage of th~ Manpower Development and Training Act 
in 1962 represented a greater innovation with broader 
provisions for institutional and on-the-job training 
coupled with new support of manpower research, and the 
req':lirementof an annual Hanpower Report to the President 

The	 rapid expansion of the economy after 1962 was inter-
.preted by many as an indication that fiscal and monetary 
policies aimed at stimulating demand provided the most 
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9.1. 8. DESCRIPTION OF ITEM	 10. 
SAMPLEORITEM NO. (WITH INCLUSIY[ DAns OR RETENTIONPERIOOS)	 ACTION TAKENJOB NO. 

effective approach to reducing unemployment. Conversely,
other economists argued that macro economic policies
alone could not be relied upon to solve the nation's 
unemployment problems without generating inflationary 
pressures. 

In the second half of the 1960's these disagreements were 
muted, as evidence proved that despite rapid increases 
in total employment large pockets of unelliployment 
remained. Certain groups, particularly minorjties and 
youth, continued to experience rates of j obLessness five 
to ten times that of adult married men. 

Concern about the large number of young people entering 
the labor market with insufficient ed~cation and training
led to the initiation of the Neighborhood Youth Corps
and the Job Corps under the Economic Opportunity Act of 
1964. 

Because of the sharp rise in the welfare rolls in the 
middle and late 1960's, the Social Security Act was 
amended to provide a work-training program for welfare 
clients, coupled with financial incentives for them to 
seek jobs. This program, set up in 1967, was substan-
tially strengthened by further amendments tp the Act in 
1971. 

~nother approach that gained limited support during the 
1960's was direct job creation. -Although it was gener-
ally believed that if people could be helped to increase 
their skills they would be able to find jobs, it became 
apparent this was not always true for certain groups --
for example, older people in geographic areas where the 
local economy was retrogressing. As -a result, several 
work-.experience programs were set up under the Economic 
O~portunity Act, including Operation Mainstream. .__. 

In the summer of 1971, establishment of a public service 
job-creation program carried this approach much further. 
Faced with a natiopal unemployment rate of 6%, the 
Congress passed, and the President- approved the Emergency 
Employment Act. 

Strengthening the Federal-State employment service system
is an additional imprlotant direction of action. As 
Manpower programs were built up, employment service staffs 

.~ere enlarged, salaries improved, and new facilities 
~eveloped to aid in reaching disadvantaged workers. By 
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9.7. 8. DESCRIPTION OF ITEM	 10. 
SAMPLE OR ITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO, 

the end of 1971, computerized job banks were in opera-
tion in over 100 metropolitan areas in 43 States. 

Within the limits permitted by existing legislative
authorizations, program planning has been coordinated 
and 9dministrative responsibility decentralized to 
regional offices. The proposed Manpower Revenue 
Sharing Act, recorrunendedby the Administration, would 
carry this process much further. It would make possible
a flexible manpower program system, federally_financed 

:	 but planned and operated by St~te and local governments
in accordance with differing local needs. 

Regional offices are established in 10 areas throughout
the U.S. Within its area of jurisdiction, each regional
office is responsible for the planning and operation
with State, local, and private organizations within the 
region. Other public interest responsibilities include 
coordination of Manpower Administration activities with 
Federal assistance programs of other agencies within the 
region; the implementation of Manpower Administration 
policies on equal employment opportunity; and adminis-
trative and management assistance to State agencies
and sponsors in reference to manpower programs. 
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7. 8. DESCRIPTION OF ITEM 
TEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

SECTION"I -- RECORDS COl1HON TO MOST OFFICES 

1. Office Administrative Files. Records accumulated by
individual offices that relate to routine internal admin-
istration or housekeeping activities of the office rather 
than the functions for which the office exists. In _ 
general, these papers relate to the office organization,
office procedures and communications, day-to-day admin-
istration of office personnel, documents concerning the 
expenditure of funds in the internal administ~ation of 
the office, including budget workpapers, supplies and 
office equipment requests'and.receipts, documents re-
garding the use of office space and utilities, papers 
concerning participation in employee and community 
affairs, campaigns, drives, etc. These records may
include copies of correspondence and,reports prepared in 
the office and forwarded to higher levels and other 
materials	 that do not serve as official document~tion. 

Cut off at close of fiscal year; hold one year
and destroy. 

2. Non-Record Material. Non-record material consists 
of materials which have no documentary or evidential 
value. This type of material accumulates in offices 
as a convenience to personnel, but should be kept to 
a m~nImum. Non-record material is often found mixed with 
official files, even though this practice is considered 
poor records management. Retention of non-record 
material is not required. Much of this material should 
be destroyed without filing. If non=rec ord material is 
filed, it should be kept separately from official 
records. 

3. Reading or Chronological Files. Extra copies of 
correspondence prepared and maintained by the originating 
office,_used solely as a reading or reference file for 
the conY~f1ience and information of personnel. .,. 

C~~ 9ff at close of fiscal year; hold one year and 
destroy. 

4. Suspense Files. Papers arranged in chronological 
order as a reminder that an action is required on a 
given date; a reply to ac t ion is expected and if not 
received should be traced on a given date; or a trans-
itory paper being held for reference that may be des-
troyed on a given date.' 

a. Notes and other reminders to submit a report 

• -.,row. ",oplu, IDc:Jacl.lng originoJ, to" .u.brnlll.d 10 Ih. NoUonoi Archl".... ODd R.c ..... l.rYlc:. 

9. 10. 
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7. 
ITEM NO. 

\. 

B, DESCRIPTION OF ITEM 

(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

~ 
or reply or take some action. . f "\ ~ n 

De f}'t;.,.0Y (1'71 t:.o""~/t!. C, ()'1 e 01 ai« 0 • 

b. File copies, or an extra copy of an outgoing
'communication, filed by the date a ,reply is expecte,dlDe~t.,.y <111 7eGei.At:'.f..... whe.. I ~J'tJllf!" yei¥)'.-'''

..,t/ll•."&"e~ IS .s~o."c.".	 .c. T~ans1to~y papers neld 1n suspense pend1ng the 
completion of a forthcoming action, until a short time 
duration has elapsed (thirty days). 

Destroy on date suspended. 

-S. Technical Reference Material. Consists of copies of 
reports, studies, special compilation of data, draWings, 
periodicals, clippings, etc., which are needed for 
reference and information purposes but are not made a 
part of official files. Prepared internally and extern-
ally.	 wheft 06jd/-ete 0'" Review annually; destroy ~2tQr~~ of nO'further
 
reference valu':J'wluc-helle.Y' "5f1-"'~Y; .'
 

6. Transitory Material. Papers of short-term interest 
which have no documentary or evidential value and nor-
mally need not be kept more than six months. Record 
keepers can combine the types of temporary material 
shown below into one transitory file arranged chrono-
logicafly and destroy after a short period. 

a. Routine requests for information or publi~a-
tions which require no administrative action, no policy
or program decisions, and no special compilations or 
research for reply.

Destroy immediately' after reply is made or infor-
mation is furnished. 

b. Letters of transmittal that do not add infor-
mation	 to that contained in the transmitted material. 

Destroy upon receipt. 

~,~; Quasi-official notices, memoranda and other 
papers that do not serve as a basis for official actions,
such as notices qf holidays or charity and welfare fund 
appeals, bond campaigns, and papers dealing with activi-
ties of employee associations or unions. 

Destroy when purpose has been served. 

9. 10. 
SAMPLEOR ACTION TAKENJOB NO. 
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7 1. Coordination and Pl~nning Correspondence Files. 
These files consist of :e£'7Ij<ol correspond cnc e , reports, 
forms, and other records on such matters as related pro-
grams of other socio-ccono~ic agencies, coordination 
between Federal and State Agencies and other governmen-
tal bod ies. 

Cut off at end of the fiscal year; hold two years
and retire to the Federal Records Center. ~ee~~8y 

fj H'ii Y88l!'8 8fi!el!' eatoff. fi;tf/JIt~~"A/r: OFfeJ' ~D 
:ftil-t IfTYIll A yc.l" v,..~ Ivh e. 71 5 )'e ~ y.s t:J/~ ~ 

2. State Plans. Files contain Cooperative Areac."'.;-IPS
Manpower Planning Sy s t eras (CM1PS) plans for each State 
within the region. Included are correspondence, reports,
etc. regarding the activities, meetings, and operations
of the State and area C~~PS committees in connection with 
their plan .. These files are also maintained by the 
States. 

Cut off at end of fiscal year; hold four years
and destroy. 

3. ~It'~ Grant Files., These are essentially extra 
co~ies of those documents in the official contract file 
such a~ the contract, modifications, requests to pur-
chase equipment, a~d other related papers.

Cut off at end of fiscal year in which contract 
terminates; hold one year and destroy. 

t/IO' 4. Eaual Employment ODportunity Prosra~ Correspondence
riles. T~ese files are comprised or forms, reports,
correspondence relating to the general administration 
and operation of the EEO Program.

Cut off" at end of fiscal year; hold two years and 
retire to the FRC. Destroy five years after cutoff. 

5. Eaual Employment Opportunity Comnlaint Case Files. 
Documents reflecting complaints or contractor or sponsor:
personnel concerning equal employment opp or tuni,ty. ' 
Included are complaints, transmittal letters, investi-
gati ve data and summaries, find ing of facto,sta tements, 
final disposition reports, acceptance statements, with-
drawal notices, and similar papers.

Cut off at end of fiscal year when final action is 
co~pleted; hold two years and retire to FRC. Destroy' 
seven years after cutoff. 

DISPOSAL Not 
APPROVED f;. 

rOLl.!' cople., inc:luding original, to he 8\.\brniUed. to the NationQ} Al'chive. and Rec:ord.a Service 
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11- 6. Incentive Award Case Files. These records are com-
prised both of suggestions and honor awards. Suggestion

files consist of An Idea For Improvem~nt, DL Form 1-120; . \'
 

attachments or ~xhibits if applicable; ~uggestion Evalu-
ation, DL Form 1-234: Authorization to Issue An Award
 
Check, DL Form 1-211; rejection notice; and related
 
correspondence. Honor awards consist of Nomination for
 
Performance Award, MA Form 1-8; certifying letters;
 
samples of work or evaluations; position descriptions;
 
other supporting papers; Notice of Approval of Quality
 
Increase, MA Form 1-46; or Authorization to Issue an
 
Award Check, DL Form 1-211.
 

Cut off closed cases at end of fiscal year; hold
 
three years and destroy.
 

7. Award Control Files. Documents used in registering
 
and controlling employee suggestions and perfol~ance
 
award recommendations. Included are logs, registers,
 
etc.
 

Cut off at end of fiscal year; hold three years
 
and destroy.
 

8. Award Report Files. Documents created to provide
 
information on participation, award approvals, savings
 
realized, and other information about the incentive
 
awards program.


Cut off at end of the fiscal year; hold three,years

and destroy.


\ 

9. Management Improvement Project Files. Background

materials, such as -ana Ly ses, notes, drafts, charts,
 
interim reports, and other similar workpapers generated
 
during the project concer~ing actions or changes in the
 
manner or method of planning,' directing, controlling, or
 
doing work; which results in increased effectiveness,

efficiency and .i~6~omy. .tJSucd1y· found in M~nagement
 
Analysis offices. t:, •• --.' 

-'t, 

Cut off co~plete~ projects at end Q~ ~~e fiscal'~
 
year; hold three years and destroy.
 

10. Management Improve~ent Project Schedules. Documents
 
used to identify, define, and schedule action on projects

for improving and reducing cost of MA operations.

Included are schedule of management improvement projects,
 
and related papers consisting of Project Assignment
 
Sheet, DL Form 1-1002; Management Effectiveness, MA Form
 
4-52; Report of Cost Reduction Objectives and Savings,

DL Form 1-217.
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Cut off 

destroy. 
at end of the fiscal year; 
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hold three years, . 
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9.7. 6. DESCRIPTION OF ITEM 10. 
SAMPLE OR

ITEM NO. (V.~TH INCLUSIVE DATLS Oil RETENTION P£RIODS) ~:;rION TAKEN JOB NO. 

SECTION III -- GENERAL ADMINISTRATION AND 1-lANAGEMENT
 
RECORDS
 

t//7 1. Admin istrati (~n an~L.!'l;,:'~~,-cmenPro~amt Corre s.Qondence 
EJles. These files consist of correspondence, reports,

forms, and other records crcat~d in administering vari-
our programs usually found in Administration and Nanage-
ment Services Offi~es, such as Fiscal Management, ADP,

Contract Administration, Property, training, State
 
Personnel, Nanagemen t Ana lys is, Nanagement Infonna tion
 
Systems and Reporting. These are files related to A&MS
 
programs, and should not be confused with Office
 
Administrative Files.
 

Cut off at end of the fiscal' year; hold two years

and retire to the Federal Records Center. Destroy

five years after cutoff.
 

2. Financial Management Program Correspondence, Files.
 
General correspondence, reports, forms and other papers

which relate to the basic responsibilities, operations,

and administration of financial management activities.
 
These activities .Lnc Lud e such areas as state and project

fiscal management and budget. The files are similar
 
to the types of records contained in Item I above,
 
however, they are usually maintained separately.


- Cut off at e~d of fiscal year; hold two years and
 
retire to FRC. Destroy five years after cutoff.
 

3. State Employment Security Agency General Administra-
tion Correspondence Files~ These files consist of
 
correspondence, reports, forms, etc., relating to the
 
general administration of State ES Agencies. Typical

subjects include: Personnel Counseling, Weekly Status
 
Reports, Hiring Reports, State Personnel Administration
 
Merit System, Evaluations; State Fisc~~, Complaints,

and Discriciinations (Case Files). -..
 

Cut off at end of fiscal year; hold two vears and
 
retire to FRe for three add i t Lona l years) .then destroy.
 

4. State Personnel Materials Files. These files con-
tain the State's annual summaries of classification
 
and compensation; changes in salaries; analyses of
 
comparibility of sqlaries; position classifications;

merit system rules, regulations, and laws; Minority
 
Staffing Plans; and other related papers.
a, Naintain annual summaries of compensation and q. DISPOSAL NOt 
classification by year; ~ll 8ef!:e¥ Ril8&8¥i81::i:i @oe" It!-. ~ I APPROVEO/ 
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9. 

I8, D[SCRIPljO;~ OF ITEM 10,7. SAMPLE OR 
ITEM NO. (WrrH INCLUSIVE DATES OR RETENTION PERIODS) JOB NO. ACTION TAKEN 

:------1------------------------------------------------------------1----------
5. ~ Employment Security Agency Budget and Fiscal 
Management Files. These files relate directly to the 
operation and administration of State ES Agencies. 

'Included are such items as: Supplemental Budget Re-
quest and Operating Amendment, }~ 2-42; Approved Opera-
ting Budget and Obligational Authority, MA 2-64; Notifi-
cation of Obligational Authority, MA 2-134; description 
of budget items and costs; Budget Schedules; Equipment

,Purchase, Rental of Replacement Requests; Letter of 
'Credit, SF-lI93; Authorized Signature Card, SF-1194; 
State Cost Allocation Plans; and ~orrespondence,directly 
related to the opera~ion of State ESA Budget and fisc~l 
activities. 

Cut off at end of fiscal year; hold three years and 
retire to FRC. Destroy four years after audits have 
been completed and all audit exceptions have been 
resolved. ' 

, \ 

'')/. 

6. State Employment Security Agency Personnel Surety
Bond Files. These files include official copies of 
bonds, powers of attorney, riders, and related documents. 

Cut off when bond be~omes inactive; transfer to 
FRC when volume wa rrant s , Destroy 15 years 'after bond 
becomes, inactive. 

' 

7. STEP'Agreement Files. Official file for'Supplemen-
tal Training and Employment Program contracts or agree-
ments, consisting of application for Project under the 
Supplemental Training and Employment Program, }1A 6-20;
Supplemental Budget Request and Operating'Budget 
Amendments, MA,2-42.

Cut off at ~nd of fiscal year whe~ project is 
terminated; hold two years and retire to FRC. Destroy
six years after cutoff. 

8. Manpower Administration Contrac't Files, Tp'ese files. 
consis~ of the record copies of papers (including,_ 

,correspondence) documenting actions 'taken'during the 
history of each manpower training or development project 
identified'by any of several names, including: MDTA,
JOBS, NYC, WIN, PSC, CEP, OJT, New Careers, Operation' 
Mainstream, EEA, Grants, E & D Projects, and others. 
These project files are sectionalized into the following 
basic areas: Proposal, Contract and Modifications;
Sub-Contracts;' Pro~erty; Close-Out; Fiscal. 

I, 

U-IVCJl-I ....r..... p1e., U.Ch..Unll original, I. L•• ub."illed I. Ih. National J\.eh)..... , 
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7. 
ITEM NO. (WITH 

8 OWCRIPTION 
INCLUSIVE OATES OR 

OF ITEM 
RCTENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAl 

The length of the list of forms and documents in 
contract files precludes itemizing them here. MA Form 
3-16, Official Contract File Checklist, contains a 
listing of all documents. 

Cut off on termination of the contract or on final 
payment, whichever is later; hold one year from the end 
of the fiscal year in which the contract terminates or 
final payment received, and transfer to the FRC. Des-
troy six years after cutoff. 

9. Project Data Card Files. These files consist of 
project data cards for the different Manpower programs
such as MDTA, WIN, CEP, EEA, EOA, JOBS, JOPS, etc. The 
cards are used as statistical input for Operations
Planning & Control System and'as keypunch input on EEA 
program. Each card shows identifying .information about 
thi individual project includirig city, county" SMSA 
codes; keypunch coding; sponsor name and address; 
project director; contract number; contract date;
occupation and DOT codes and number of trainees; enroll-
ment information; funds data; and narrative statement. 

Cut off terminated projects at end of fiscal year;
hold two years and destroy. 

10. Skills 
States. 

Surveys Files. Copies of skills surve~s by 

Cut 
destroy. 

off at end of fiscal year; hold two years and 

11. Research Contracts Printed Reports Files. These 
records consist of printed reports by institutions or 
by individuals on labor problems, conditions, etc., and 
are used as reference files. 

DestrogWhen five years old or reference value is ' 
exhausted •. If a ·reference library is m~intained in the 
bureau, or Q fice, these reports should be included andi)
could !~0~1~iblY be retained for' ~~nger p,eriods/it'.,. ..Yttco.J} 

12. Requisition Files. These records consist of 
Requisitions for Equipment and Supplies, DL Form 1-1; 
Requisition for Printing GSA Form 50; and other 
requisitions for non-personal services. 

• Cut off at end of fiscal year; hold one year and 
destroy. 

1t-8QUa--1 ... 0 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conunuanon" Sheet 

9,7.	 8, DESCRIPTION OF ITEM 10.
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAl<JOB NO. 

.> ).1.	 13. Administrative Copies of Travel and Transportation

Documents. These files are accumulated in Administra-'
 
tion offices and include extra copies of travel and •
 
transportation documents of those originals in OASA.
 
Included are copies of Travel Authorizations, Travel;

Vouchers, Travel Requisitions, Requests for Advance of
 
Funds, and other documents related to official travel
 
including permanent change of station documents. \
 

Cut off at end of the fiscal year; hold" one year
and destroy. 

14. Training General Administrative Files. Documents 
relating to the general administration of employee
training programs, such as announcements and schedules 
of training resources, requests for information on 
training activities, and similar papers.

Cut off at end of the fiscal year; hold two years
and destroy. 

15. Training Report Files. Documents reflecting actual
 
training progress and accomplishments. Along with
 
directly related papers, this file includes quarterly,

semi-annual, or annual reports of training accomplish-
ments; summary reports, special training reports;

listings and reports of employees trained; study reports,

and coordinating actions.
 

Cut off at end of the fiscal year; hold two years
and retire to the Federal Records Center if volume' 
warrants. Destroy five years after cutoff. 

16. Individual Trainee Files. Case files containing
applications, schedules, certificates, reports of 
progress and attendance, and related data concerning
individual empioyee participating in the c~~~~ge.,trainee 
or ?ther,fpF~al technical or clerical ~ra~nipg et~~~am 
under a t ra Lning agreement. "' ~' ' . 

Cut ~ff ~~ the end of fiscal year fQ~lo~ing comple-
tion of training; hold five years and destrofr ;,~:; 

I' .... '», _ 

v/J J.	 17. Training Participation Records. These files
 
consist of forms' showing employee requests for training
 
courses, approvals, costs, location, statements of
 
evaluation of the training, etc. Included are Assign-
ment to Training Received, DL Form 1-101 and Report

and Record of Training Received, DL Form 98. The
 
following disposition standards apply if these documents
 
are maintained exclusive of individual' training record
 
files. .
 

Fowr copl .. , Including original, to a.. IJubrniUeli 10 tho National Archl ..... 
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REQUEST FOR AU,THORITY TO DISPOSE OF RECORDS-Conunuauon Sheet 

9.7. 8 DESCRIPTION OF ITEM 10.
SAMPLE ORITEM NO. (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION TAKENJ08 NO. 

Cut off at end Qf the fiscal yea~; hold five years 
and destroy. 

18. Records Transmittal and Receipt Files. These files 
consist of SF 135, Records Transmittal and Receipt, 
covering records transferred to a Federal Records Center. 

Cut off at the end nf each fiscal year, and hold 
in active files. Destroy when records transmitted on 
the SF-135 have been destroyed by the Federal Records 
Center. 

- .... 

1.. • • ~ 

F..- coop;.. , Inc:lacliulJ original, 10 be nobmluOtI t. the Notional &c:hi ... 
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R'L:QUr.:STFO~~ ~1.ur;i':O:1~'l'·: r..i.'O DIS::?O;:,;:; O? RZCO~DS-Continuation Sheut 

9.o OC~:i!ll' [i():l 0;- 11C',: 10,
SM~rlr. (JR(W1T1l I/,CLU:;IVl: D"TL~ on HUI r,110~1 rLr.lr,[;:;) ACnOIl i AY.E11M NO. JOLl 1.0. 

7. 

----- I 
.!:U,;r.TION TV - - PROC;[ZI\;"-1 1\[\1) SERVICESTECllNTCAT. PROGRAM
 
FILES
 

1. Correspondence Files. These consist of correspon-;S: 
dence, reports, forms and other records created in 
rendering program and technical services to MA opera-
tional units, State ES agencies, other sponsors and 
related activities. These files are classified' 
according to the }L~ Uniform Files Classification Guide. 
Typical subjects include: Testin~ a~d Test Development, -, 
Work Sampling, Job Bank, Youth and Minority Programs,
Supportive Services, Basic Education, Counseling,
Outreach and Rec ru i trr.ent , Orientation, Employer Se rv i.ces 
ImrJigration, Placement, and program areas, such as EEA 
(PEP), InN, CEP, Food Stamp, JODS, etc. I 

Cut off a~ end-of fiscal year; hold one year and DISPOSAL Not 
APPROVED (fbtr;;~e;(;;;R~'ff~;Pseo D/I."kf:;;:AHSW:;;~L:t ?t;~~~s'

-2~lien Em:>lovment Certiiication C<lse Filcs--:-:-Consist
 
of Form Letter 71-48, Application' for Alien Employment

Certification; ES 575-1\ (}L~ 7-50A), Application for
 

.Alien Employment Certification Sta temcnt; of Qualifica-
tions of Alien; MA 7-50B, Job Offer for Alien EmploYment

ES 575, Transmittal }1e'morandum. 'Large volume, filed
 
alphabetically by name of employer. (Terminated files)


Cut off at final action; hold two years and trans-
fer to FRC. Destroy five years after cutoff.
 

3. Im~igration Case Files. Contain R~viewing Officerls
 
decisions and correspondence with ap?licants for alien
 
employment certification and appellants from determina-
tions by Certifying' Offic~r.
 

Cut off closed cases at the end of the fiscal y~ar;

hold two years and retire to FRC. Destroy five YC~rS
 
after cutoff.
 

4. Fa~ L.Jbor Clnd Rural ~!.1.n"O'.ler Pro"'ram, Gcner,'1l
 
Corr~s~ond~nce Fi]es. These rccord~ consist of files
 
and reports related to the operation and .idrn iu Ls t ra t ion
 
of the Farn Labor Prozram. Typic3l subjects include:
 
Small: Cornmuni t i cs Pr og rara; Concerted Services Pr og rarn ;
 
Farm Hc:chanization; Hizrant Farm LaDor Centers and Rest
 
Stops; Health Standards; Hi~rant Lab or Camps; I'meat
 
Ha rvc s t ; Abricultural Day Haul Pr og ram ; and reports such
 
a~ "In-Seasons" Farm LaLor R(;port, ES 223; Annual
 
Agricultural and Food Processing Report, ES 225. 

, _.j 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheat 
I

.!
9.7. O. DESCRIPTION OF ITEM	 10. jSAMPLE OR rEM NO. (WITH I'NCLUSIVE DATES OR RETENTION PERIODS)	 ACTION TAKENJOB NO. , I 

,	 I _i 
r , - , -, j 

-Cut off at end of fiscal year; hold two years and .
I 

retire to FRC. Destroy five years after cutoff. 
I' 'I~:	 I 

I 
I5. Farm Labor Registration Case Files. Consist of I 

Application for Farm Labor Contractors' Certificate of
 
Registration; Farm Labor Contractors' Activities Inves- -/ '
 
tigation Report; Insurance Policy; Fingerprints;
 
Transmittal Letters; and other related papers •.
 

.Cut off at end of fiscal year. Br Lng forward Irenewal caoes; hold cases not renewed for two years , 
and retire to FRC. Destroy five years after cutoff. 

/'10. 6. Model Cities Project Files. Arranged by city and	 
,I 

- ,	 'j, project under that city. They contain correspondence,

action plans, DOL and other agency reviews, reports
 . jand related papers. These also are comprised of extra 

Icopies of HUD material. .' , i 
Cut off at end of fiscal year -Ln which project is 1. 

I, . , completed; hold one year and destroy.
/ .	 !, 

7. Model Cities Administrative Files. These files. '1/'	 i,	 consist of correspondence, reports, newspaper clippings
 
and other papers relating to the Model Cities program. 

v ,
 ISince Model Cities is a HUD program these are primarily I extra copies and are of short-term reference value. ICut off quarterly; hold one quarter and destroy. 

-,I
~ :	 
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.
SECTTO\' V JOB CO!"\P:; P?.OClv\j"j FILES 

" 

1. Jo~ Corrys Pro"r~n Corres~ondencc. Files accumulated
 
d ocumcn t ing the basic rcsp on si.bi Li t i.cs , operations, and
 
administration of the Job Corps function. These files
 
consist of rOi's.Ltc c o rrcsp ondc nc e , reports, forms, and
 
other records spccifical~y ,related tO,Job Corps. -

Ar rang ed according to the tlunpm ....Administration'
c r 
Uniform Files Classification .Cu Lde , 

Cut off at end of the fiscal year; 'hold two years PISPOSAl NOT 
~~ APPROVED ", .and transfer to FKC. Be~troy si!t!CJ!I t!hJ!l!:c 8thlio1;;i8££W 

~!:8J!1e. pf:,Il~It"t:#T; Dffe.Y' to ,/Vit,pj wh«" ~ 
Ye.~.s dlel.~ 
2. Official Job Corpsw.cmber Records. Comprised of the NN 169-132
 
f ol l.oi ....ing folders: Personnel, JC Form 48b (See JC Irist ,
 
69-1, para. 6, for forms listing), Health, JC Falin 48,
 
Educational, JC Form 48c, and other related papers.

Ha,intained alphabe ti.caLLy by riarne,
 

Transfer folders of separated enrollees to inactive
 
file on separation. Transfer folders to FRC 30 days after
 
separation. Destroy 75 years after date of birth of
 
Corpsman.

3. JC Placement Record Card. Job Corps 'sw Form 4-18,
 
Recorsi Card. Filed alphabetically by name. Maintained
 
for statistical purposes. Shows separation date, center,
 
date sent, disposition, how placed, date record retired,

.:1I1dFRC Access ion number.
 

Cut off t.crmi.nntcd card s at end of fiscal ycu r ;.
 
hold three years and des troy. ! '
 

4. Selection-Assignment Control Card. Files consist of
 
Job Corps Form 113, Selection-Assignment Control Card,

filed alphabetically by male and female. Shows identi-
fication, when assigned, reason for cancellation, name
 
and address of screening agency, anel reading test score.
 

Cut off at end of fiscal year, hold one ye:lr ~~d
 
transfer to FRC. Destroy six years after cutoff.
 

5. Job Corps Assignment Files. Data submitted by

screening agency on individuals for assignment to center
 
Consist of OEO Form 16 (V~~ 6-52), Corps Data Sheet; JC
 
Form 1 (MA 6-53), Job Corps Health Questionnaire; JC
 
Form 7a, Statement from Institution; Letter requesting

Haivcr; S~.;r 4-6, Review of Hcdical Report; JC Form
Form
 
107 (MA 6-66), Notice of Lnc omp Lc tc Application. All
 
iteGs duplicated in Job Corpsmen Folder. Large volume
 
chronologically arranged.
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REQUEST FOR AUTHORITY TO DISPOS·E OF RECORDS-Continuation Sheot 

7. 
:M NO. 

v~/. 
, 

8. DESCRIPTION OF ITEM
 

(WITH INCLUSIVE DATES OR RETENTION PERIODS)
 

. Cut off at end of FY following shipment; hold one 
year and destroy • 

.6. Job Corps Enrollmc~t and Departure Report. Files 
consist of JC Form 83 (~~ 6-57), Enrollment and Depart-
ure Report, duplicated in personnel folder. 

Cut off at end of fiscal year; hold two years and 
destroy. 

7~ Job Corps Meal Tickets. Files consist of regional 
office transportation unit copies of JC Form 16 (MA 
6-26), Job Corps Heal Ticket. Filed by serial number. 
Originals presented for payment to U.S. Army Finance 
Center. 

Cut off at end of fiscal year; hold one year and 
transfer to FRC. Destroy four,years after cutoff. 

8., Job Corps' Transportation Requests. Files consist 
of copies of SF ll69a, Transportation Request. Origin-

·als presented to U.S. Army Finance Center. Filed numer-
ically by serial number. f 

Cut off at end of fiscal year; hold one year and 
transfer to FRC. Destroy four years after cutoff. 

9. Job'Corps Hovement Folders. Files consist of JC 
Form 88 -'(MA 6-31), Job Corps Reservation Record, showing 
itinerary and costs in draft form, JC Form 509, Job 
Corps itinerary in final form and other relat·ed papers. 
Filed by JC movement number and center. 

Cut off completed folders at end of fiscal year;
hold one year and transfer to FRC. Destroy four years' 
after cutoff. 

10. Incidental Expense Voucher Files. These f~les. 
cons ist of SF 1166, 'Voucher and Schedule of Payments, : 
and SF 1167, Contin4~tion Sheet. ~"Vouchers cover .' 
Corpsmember's incide~~~l tran~p~rt~~ipp, expenses not' 
paid by Transportation Requests (TR)~' Typical expenses
are taxi fare, limousine service, unplanned lodging 
and me aLs ,

Cut off at end of fiscal year;' hold one year and· 
transfer to FRC. Destroy four years after cutoff. 

9. 10. 
SAMPLE OR ACTION TAKEN JOB NO • 

'1 

11. Teleticketing Sales Summary Files. Consist of 
documents prepared monthly showing a summary of airline 
tickets issued by Job Corps Transportation Unit. Form 

used is supplied by the carrier. The form shows value 

r....copl .. , b.. d".unlt orillincal, 10 l>a aubntillecl to the Hationcal lirohl ... I&-INM-l _0 
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REQUEST FOR AUTHO~rTY' TO DISPOSE OF RECORDS-Conlinualion Shoot 

9.8, DESCRIPTION OF ITEM 10. 
SAMPLE OR0, (WITH INCLUSIVE DATES OR RETENTION PERIODS) ACTION tAKENJOB NO. 

of tickets issued, method of payment, total number of
 
tickets, credits, and partially used tickets. Form is '1.
 
mailed to the commercial carrier's office for billing 

\' I
 
purposes.


Cut off at end of fiscal year; hold one year and
 
transfer to FRC. Destroy four years after cutoff.
 

12. Unused Ticket Claim Files. These files consist of
 
JC Form 18, Transmittal Letter for Unused Tickets.
 
Monthly report to U.S. Army Finance Center to reclaim .,.,..
 

unused Job Corps Transportation Tickets.
 
Cut off at end of fiscal year; hold one year and'
 

transfer to FRC. Destroy four years after cutoff.
 

13. Input Assignment Transportation Files. These
 
records consist of movement registers showing date of
 
travel, Form 19, Travel Authorization, listing names "
 
of travelers and locations. Transportation Authoriza-
tion also maintained in Job Corps Movement Folder.
 

Cut off at end of fiscal year; hold one year and ,,
destroy. 

, 

'/I14. Outgoing Assignment Transportation Files. These 
records consist of mov~ment registers and copies of J 

teletypes from Centers authorizing transportation from i 

Center to various locations. Used to provide and 
I 
I 

schedule travel for departing Corpsmembers. Teletypes I 
duplicated in movement folders. ! ' 

Cut off'at end of fiscal year; hold one year and 
destroy. 
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RI:OU::5T FOR I~UTllOIUTY TO DIS~)C::: OF RI:CORDS-ContinuaHon Shcot 

7. s. D:"::;':,dPTI0N CF IT[~., 9. 10.I 
rn:M NO. \ (WITH 1:.ClU~;VC D"'TL~ o.r, Hl1(r.r::.:. r[RIc.D~) SArl,PLC OR Acrlall TAKENJOD NO. I----------~--------------------------------------------------------------------

SECTTO~ VI -- lr.\1~~!PLOy;·ji~i·:T INSUP-'},:\CE FILESpr:.ocPJ\}1 

1. llncmploym(~ntInsurance PrO?rnr.lCo rresnoridence ,
 
These files consist of corrcspondence , reports, ,forms
 
and other records docu~entin~ the administration and
 
operation of the UIS. ArrangQd according to the MA
 
Uniform Files C'lassi f ica t i on Guide, typical examples of
 
UI correspondence include: Tc~porary Disability
 
Insurance, Separation fro~ ~ork, Eligibility-Di&qucli-

;fica t i on , !-lisconduct, Bencfi t s , Over-payment and. Fraud,
 
Contributions, Tax Functions, Experience Rating,
 
Coverage, Taxable {{age, \{age Records, Hanpower (Civil


-Defense), Research and Program Planning, State UI
 
Programs, Self-Evaluation Program, Disaster Unemployment

Ass istance, !-IDTAAl lowance s, Electronic Data Processing,

Interstate Benefits, .State Organization and Management,
 
Minority Group Discrimination, ARA, Trade Expansion Act,·
 
Job Mobility Demonstration, Federal Program Evalu~tion,
 
Claims,' Service to Claimants Project, Claimant Complaint,

HIX Payments, {HN Relocation Grants, Prisoner Incentive
 
Payme n t s , Al.l.owanc Notifications National
e Under 
Contracts (OJT and Institutional), MDTA and HIN Appeals.

Cut off at end of the fiscal year; hold two years fi/SPOSAL NOr 
and t ransf er to FRC. "Q@8fsny 8He~ fs!I}!@@ 88eiHoLilf}: APPBOVfQ . 

rearAot Pf;~/f}It/VC/VT: "ffe.~ 1;:0 /V"NJ ",..,he."
Ye.~.j dlJ. * 

2. Unemployment Insurance Program rreports. These files
 
consist of UI reports prepared by States. The following

items are included: Quarterly reports by States of
 
forms transmitted, ES-93l (11A8-36), ES-935, ES-937, and
 
ES-934 (MA 8-33); Benefit. Appeals, ES-221; Berief Lt;
 
Rights and Experience, ES-2l8; MDTA Allowance Activities
 
ES-2l4B; Payments and Liable InterstatD Claims, ES-213;
 
Claims and Payment Ac t Lv it ies , Heekly Report, ES-2l0;
 
Overpayments and Hillful Misrepresentation, ES-227;

.Research Study Report, DL 1-327; Actuarial Research,

Fonn ES-280; Report of Coverage, ES-202; Transmittal
 
Sheet - ES-203; Annual Report of Experience Rating
 
Accounts, ES-204; Annual Earnings by High Quarter,
 
ES-206; Non-monetary Determination Activities, ES-207;

Contributions Operations, MA-8l; Reports of Discrepan-
c~es, Copie;'of Form Letter 74-10 G~ 8-20); UI Budgets

and Grants, MA i-86 and !-~ 2-87; UCFE and UCX Appraisal

(MP.-24); Report of Verification Activities Showing

Offices Receiving MA 8-36 and MA 8-34; Report of
 
Federal Agency Visit, MA 8-31; Income-Expense Analysis,

US Fund Clearing Account, BES,84-1; UC Fund Benefit 

ro ... _"I .. , (..cl".ung odglo..1, 10 1...... bmlu.d I.. Ih. NuUonq} ./ltohh'••. 



.....
 
'.' t- It,. 

REQUEST FOR AUTHORITY TO' DISPOSE OF RECORDS-Continuaiion Shoot 

9.7. 8. OESCRIPTION OF ITEM 10.
SAMPLE ORITEM NO. (Wl'rH INCLUSIVE OAnS OR RETENTION PERIODS) ACTION TAK~JOB NO • 

.., 
Payment Account, BES 84-13; Monthly An<}lysis of Benefit 
Payment Account, BES 84-01; Monthly Analysis of Clearing 
Account, BES 84-05; Summary of Financial Transactions 
Unemployment Fund, MA 2-112; Summary of Financial \' 

Transactions. Title IX Funds (Reed Act), Overpayment 
and Fraud Program; Annual Plan of Action, ES-830; 
Report of Accomplishments, ES-83l; Disaster Unemployment
Assistance, Payment Activities under the Di9aster Relief 
Act of 1969, MA 5-32; and regional office copies of 
other UI program reports.

Cut off at ,end of fiscal year; hold two years then
 
destroy. I •
 

• 
3. Unemployment Insurance Litigation Case Files. Doc-
uments relating to actual legal proceedings in which UI
 
has been involved. Included are copies of briefs, opin-
ions, etc.
 

Cut off at end of fiscal year when case is closed;
 
retain ten years then destroy.
 

4. Proposed UI Legislation Comments. Comp r-Ls e'dof
 
copies of drafts of State laws, comments, correspondence
 
related to draft legislation on State regulations.

Report of status of State Legislative Planning, and
 
other related papers.


Cut off when legislation dropped; hoLd- five years
 
and-destroy.
 

5. Enacted UI Legislation Comments. Files contain
 
copies of State legislation and regulations related to
 
UI functions, comments, and related correspondence. '
 

Cut off when legislation enacted; hold five years,
 
then destroy.
 

6. UI Evaluation Outline. Files contain UI Evaluation 
Outlines for several activities, typically consisting of 
the following':'"Evaluation Outline No. 54, Eva Iua tiLon of 
Benefit Payment Control; UCFE-UCX App raLsal, Outline;
Evaluation'Outlines No. 57A and 57C, Field Tax and Audit 
Functions; Evaluation Outline No. 58, Interstate Bene-,
fit Payment, Eval~ation of Interstate Claims taking 
~ctivities. UI Self Appraisal Outline; MDTA-WIN 
Administrative Review. 

Cut off at end of fiscal year; hold two years and 
retire to FRC. Destroy five years after cutoff. 

1&-.008-1 ·~. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Connnuallon Sheet 

9.7. 8. DESCRIPTION OF ITEM IG.
SAMPLE ORITEM NO. (WITH IIlCLUSIVE DATES OR RETENTION PERIODS) ACTIOIf :tAKEN JOB NO. 

7. UI Certified Materials - State Legislation. Files 
contain copies of State legislation affecting UI. MA 
8-7, Transmittal of UI Material. \' 

Cut off at end of fiscal year, retain five years,

then destroy.
 

8. UI Certified Materials - Appeals Referee and Court
 
Decisions. Copies of State Appeals Referee Decisions an
 
court judgements for individual cases where claimant'
 
tries to receive unemployment compensation benefits;

BES Form 95-03 (MA 8-7). !
 

Cut off at end of fiscal year; retain only as long

-as needed for reference or a maximum of five years,
 

then destroy •.
 

9. Appeals Case Files. Copies of decisions of Appeals 
Referee, court documents affirming or rejecting appeals 

- decisions, background materials, and correspondence
related to the particular case. 

Cut off at end of fiscal year when case closed;

hold two year$ and then retire to FRC. Destroy five
 
years after cutoff.
 

10. Reguest for UCFE/UCX Claim Information Assistance
 
Files. Contain wage and separation information - UCFE,

ES-93lj Request for Military Information from Armed
 
Forces, ES-973A; copies of form letters, MA 8-17 and
 
MA 8-l3B on UCX Claimants; Report of Federal Agency

Visit - UCFE, ES-939 (MA 8-31); correspondence from
 
State agencies requesting assistance in obtaining
 
information from federal agencies on UCFE and UCX
 
claimants.
 

Cut off at end of fiscal year; 'hold one year and
 
destroy. "
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