LEAVE BLANK

REQUEST FOR AUTHORITY
TO DISPOSE OF RECORDS

(See Instructions on Reverse)

DATE RECEIVED

JOB NO

TO GENERAL SERVICES ADMINISTRATION

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

FEB 2 0 197l‘hcl

448-7¢ -1

NOTIFICATION TO AGENCY

1 FROM (AGENCY OR ESTABLISHMENT)
DEPARTMENT OF LABOR

2. MAJOR SUBDIVISION

3. MINOR SUBDIVISION

4. NAME OF PERSON WITH WHOM TO CONFER
2944Q,Robert E. Moller

5. TEL EXT
5238489

In accordance with the provisions of 44 US C 33033 the dis
posal request, including amendments, 1s approved except for
items that may be stamped ‘‘disposal not approved’’ or ‘‘with
drawn’’ tn column 10

¢ —g-76

6. 'CERTIFICATE OF AGENCY REPRESENTATIVE

(Date) rchivist of the United States

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records, that the records proposed for disposal 1n this Request of

page(s) are not now needed for the business of this agency or will not be needed after the retention periods specified

Signature of Agency Repre,s’e)tatlve)

—Departmental Records Officer

(Ttle)

7.
ITEM NO

v/
8. DESCRIPTION OF ITEM
(With Inclusive Dates or Retention Periods)

9.
10,
SAMPLE OR
JOB NO ACTION TAKEN

The Employment Standards Administration was created by
Secretary of Labor's Order No. 13~71. It administers
wage and hour, workers' compensation, Federal contractor
anti-discrimination, technical assistance on State
employment standards and programs to promote the welfare
of working women. This schedule is for the records of
the administrative overhead of the Employment Standards
Administration. As such, these records have not been
previously scheduled. The items listed herein are
exclusive of those records whose retention period is
specified in the General Records Schedules.

Internal Directives

a. Administrative directives in these files contain
directives on a wide variety of administrative matters
which are published in the ESA Manual of Administrative
Instructions. These files contain draft material,
comments from officials clearing the instructions and
similar material.

Break files every 2 years.

e T T T i Agster to FRC when
o years old. DESTROY

mhen_LQ years old.

58 Awms

115-106

(o0u Je/l%.@m{\ﬂcw bl ()

STANDARD FORM 115

Revised January 1973

Prescribed by General Services
Administration

FPMR (41 CFR) 101-11.4
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7 £ DESCRIPTION OF ITEM 9 16
FEM MO (WITH ISTLLZLE DTES OR RETITON PERIODS) SAMPLE OR ACTION TAKES
i :
b. Directives on organizations and related material. !
These files contain materials on organizational planning i
and development of ESA as a whole as well as its component
organizations. :
W Break file every 2 years. -kédeattfi—and—aosigoatibrasie 3
s . . . . . . . - E
v0”7‘ ‘w. somat—iristoTy Mt puttey-metoriatr—Rosiso .'_PERMA'NENT. Transfer to FRC i
v | o - ; A when, years. old. Offer &
WW fo NARS wilen_/ Oyears old.
oL fer—besie-pottcy MATErTAT €O NARSas~arrirtvrt—tretendad: 3
i
2. Records Disposition Files i
23
These files contain. records disposition files for all £s
component organizations of ESA. i
.
WMMW Destroy it
Lafeem 5 years ae=PRer 3 fler 50/’6"}96/' or ab&a/etc_ .
- }P
3. Fcrms Files i
4 ¢ £4 f;l'l ;
ylues | These files contain background information including . Aecord get o 1
; ; £ ini i pflflﬁﬁ’évr Offer to‘i
,9 |previous versions ¢f current administrative and program 10 Years
M‘77‘ forms. The files are used for internal as well as ~VARS hen /
interagency and public use forms. 6’ other Lerra T’a"’fq
2o F,( A,ﬂ#—). Jeers’
ErawsferTO FRE~d—ypearrsIrTor T fUTIbercones—cbeoieton Qfter ‘bé"’/"te 065!:“
Aftor 8 vosrey—destay 10 peard 3 5Cer obsdfet
r. Management Improvement Program and Related Material o
{
These files contain ESA input into a variety of management
improvement, cost reduction, and various department or
government wide systems.
Lransfer to FRC when
Break files every 2 years, and—rotire—matertai—ovesr ydars old. DESTROY
2—yemre—UTtTO FRETAftesl years at the FRC —deatnaiye wmhen_ /& vears old.
. Management Survevs and Studies
These files contain basic report- on a wide variety of
management analysis studies and surveys. Such studies
and surveys included those studies concerning organizations,
systems and procedures and similar studies.
Transfer to|FRC when
Break every 2 years, and.retire naterssi—ever—i-—yeans old. DESTROY
jold b ot RGr——pir b et e A G il R Gt Oy

|

.2 years .
mhen,__l:% years old.

Foar copies, incloding orlginal, 10 be submitted to the MNglional Archives

1550 23~1

Gro
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7
TEM NO

8 DESCRIPIIQN OF ITEM
WITH INCLUSIVE DATES OR RITENTION PI3,605)

9

SAMPLE OR

JO3 NO

10
ACTION TAKEN

10.

11.

t

Emplovee Grievance Files (Other than complaints of

discrimination)

:These files include all forms, correspondence, minutes of

meetings, etc. related to the resolution of individual
personnel grievances.

”e}_trpy, when 2 years g/d snless the

matter involves precedent. If there is a precedent,
destroy when precedent no longer applies.

ESA Labor Management Records

:These files include minutes of meetings with unions and

supervisory groups as well as any related correspondence

and documents. g v eteas
DESTROY WEEN [ Q YEARS OB

Retainin fites—id e ;

Annual Training Plans and Reports ’DESTROY WHENX. ~
R et il lass -

Systems Automation Feasibility Studies

Studies performed "in house" or by contractors to study

the feasibility of automating a system.

Retain in files for 5 years and then transfer to the

Federal Records Center for 10 years. —Bestrey—subsequentiyr

FECA Statistical Reports

when
Destroy abbew 10 yearsd/d,
Reports, by District Office of FECA cases received and
closed each month (CA-107) and reports summarizing those

reports.

Lump Sum Award Calculations

he
Destroy -‘;’-ﬁ-sezs 5 yearsd/d.

Calculations of FECA lump sum awards in cases where a lump
sum has been approved.

DLD

WITHDRAWN

—

Tour copies, including original, io be submilted to the Nohonal Archives

15—59429~1 Gro
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piges

ITEM NO.

8 CESCRIPTICM OF ITEM
(WITH INCLUSIVE DATES OR RETENTION FERIODS)

9

SAMPLE OR
JOB NO

10
ACTION TALEH

12.

13.

14.

15.

16.

17.

18.

]
t
¥

Table I

when
Destroy af&ew 60 years 0/0{,

Monthly list of injuries tr Federal employees by district
by department.

Table II

when
Destroy -af&as on year d//.

Monthly list of injuries to Federal employees by department
by case number.

Table IV

- Wwhe
Destroy -a-ﬁl'eegs 10 yearsd/J,

Monthly list of fatal injuries to Federal employees.

fable IX

when
Destroy aftes one yeartﬂﬁdﬂ

Monthly tabulation of injuries to U.S. Postal Service
employees.

Table X

he
Destroy ¥elew one yearﬂ/G/,

Monthly tabulation of injuries to Federal employees by year
and month.

Table XI

Destroy :A'e'é one year.d/d,

Monthly tabulatiecn of injuries to Federal employees by
department by year and month.

Wage Hour Statistical Reports

ESA-33 statistical system.

Various aggregates of data from reports of wage-hour
compliance investigations of individual business
establishments.

faq

Fonr copies, including original, o ho submitted 20 the Nakonal Aschives

Tr—-39428-1

Gro
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Puze

of pages

ITEM NO.

2 DESCRIPT'CN OF ITEM
CWiTH INCLUSIVE DATES OR RETENTION PERIOCS)

g

SAMPLE OR
JO3 KO

10
ACTICN TAKEN

19.

20.

21.

22.

23.

24,

25.

"DESTROY WHEN 3 & YEARS OLD

i
4
t

‘Wage-Hour enforcement statistical tables

Statistical summaries of ESA-33 output data.
DESTROY, WHEN_2 & YEARS OLD

Wage-Hour Complaint Data

Monthly tabulation of wage-hour complaints, by area office.
DESTROY, WHEN .2 (/YEARS OLD

’

Farm Labor Contractor Registration Act Registration Data

Quarterly tabulation of number of contractors registered,
by regional office. DESTROY wHEN_.i:Q..YEARS OLD

Retatr—ir—fiers—56 e .

Farm Labor Contractor Registration Act Investigation Data

Retahr T fties—56—yearsr—tiren—deetso¥ pryTROY WHEN j

lair Labor Standards Act Section 14 Certification Data

Data on certifications of special minimum wages for
learners, apprentices, students, handicapped and patient

workers.
DESTROY, WHEN 3 & YEARS OLD

> 3 d
Fair Labor Standards Act Section Investigation Data

y ’ ’ DESTROY WHEN_é

Establishment Recontact Survey

Data from a pilot one year survey to verify the accuracy
of original Wage-Hour compliance investigation reports.

—Retain—on—computer—tape—3—yearsy—ther—destroy—

_QXEARS OLL

P
[0 yEARS ol

]

D

WITHDRAWN

Four copies, irclu-ding original, 1o bo submitted to the Nalional Archives

16——32428~1 GPO
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Sheet

5 8 CECRIPTGH GF ITEM s,\":s:.‘ an 19
ITEM NO (WITH INCLUSIVE DATES CR RETINTION PER 9CS) E JBB ‘:;6-_ ACTION TAKEN
t
%
26. Puerto Rican Wage Survey

Data for calendar year on wages by industry in Puerto
Rico.

~Retain—emr-computer—tapefor 3 years then-desbroyy—

27. Economic Coverage Estimates

WITHORAWN

Materials used to estimate the number of establishments
and employees covered by legislation administered by the

Employment Standards Administration.
DESTROY WHEN Z_D_ YEARS OLD_

Retain—lo—ieore—inmitheg—tiron—destngie

28. ESA Program Execution Plan

Sets planning goals, objectives, milestones, etc.

BRetaln—ip—files—t—iioaro—and—thea-dastEesy PDESTROY WHEN_E_YEARS QLD

29. Program Activity.Structure

Provides for measure of program impact relative to depart-

ment wide plans.
P DESTROY, WHEN_=3_YEARS OLD

Rt fioies=-3 It hondontreT |

30. ESA Quarterly Review and Analysis Report

]
Reports and input from field offices and NO program officesi

RetT i ir——filea—S—yeaht—didm—t e o abEaiin EanROY\NHENHSEZ_YEARSCLD

31. Program Memoranda

hustification for program budget estimates and any
proposed major change in the level or utilization of
resources.

R bt beams e

DESTROY. WHEN -S- _‘(EARS OLD i

5
Tonr copies, inclnding original, o bo submitted o the Nabonel Archives 16—59423-1  GPO
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1. 8 CESCRIPTION CF 172 £l )
ITEM MO (WITH INCLUSIVE DATES OR RETENTION PER.0CS) SARELE OR ACTION TAKEN

32, Issue Papers

Internal papers on a variety of planning issues.

{ Retrimtrfites—b—rerrs—and-than.dastrer DPESTROY WHEN__E____YEARS oLD
I

33. Long Range Strategy Paper

An annual document setting the strategy for the next five
years for the various ESA programs and administrative
components to achieve desired objectives.

Rt r—fr—fidans L ehen—d

——
DESTROY, WHENqL_YEARs oLD

34, Minutes of Regional Performance Reviews

+Notes of meetings to review regional performance and

discuss and evaluate regional plans. EE;
DESTROY WHEN YEARS OLD

35. Significant Activities Report

-

Semi-monthly report of important happenings and

accomplishments in ESA. F e
DESTROY WHENi_YEA RS OLD
Reraimr T fiie—i—vyerr—and-thon—decbioie

36. Report of Field Activities

DESTROY WHEN iYEARS OLD

37. Management by Objectives

ESA planned objectives as well as input from filed and
National Office program offices.
DESTROY, WHEN YEARS oUD

Retainin—file 3 | thend .

38. ESA Reports to OMB

A. Report of Federal 3enefits to Low Income Persons
B. Analysis of Civil Rights Programs
C. Report on Federal Manpower Programs

et et filosad e trend :

DESTROY, WHEN iyms OLD

Four copies, including vriginul, io be submirted™o the Nakonal Xrchives 16—5523-1 PO
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7 € DESCRIFTICN CF ITEM SA‘!PgL.E or 10
{TEM NO AT IFCLUSIVE DATES CR RETENTION PR oL3) J‘ba NO. ~CTION TAKEN
39. Legislative Program for ESA

An annual document discussing legislation which is
idesired by ESA and legislation which would impact on the
iESA program.

fleansfer to FRC|when
Retain—ifmyeaTs—tr—fttes—mmtherTertre—to-FRe—fos ‘oL years old| DESTROY
St SR e T T e T !ﬂhen_[ﬂﬁ old,

40. History of Legislation

PERMANENT. TranSLC{ 10 FRC

Retaia-25 Yo arsy—brosk—ofi-and-offer—toNARS T  'when o@D years old, Qffer
. - Elg NARS when é;i iears old.

41. Analyses of Legislation.

ma'n‘si;e“r to FRC lwhen
¥ eS8 IESv—D et TUY SUDST wentdyn e)n..r)nd’l o2nd & years old. DESTROY
" f;el,;vrtﬁ and/yz I‘Ho' E 54 /'epdlﬁ/).t[dn, when L3 yearq old.

. B Comments .

Correspondence and memoranda stating ESA positions on
legislation under consideration. » . __
DESTROY, WHEN.Z23._YEARS OLD
LReesstrtr—fties—3weare—and-then—destroy—

43. Litigation Assistance WITHDRAWN

]
a. Assistance rendered to the Office of the Solicitor
and other parties in precedent setting litigation.

R fm—25 e e NARS el
“matertaiT

b. Non-Precedent setting litigation
Retainin £il 5 e .

44, Published Studies Requirad by Law or Requested by Congress
or the Executive Board

Studies analyzing program status and/or impact and the
possible impact of extensions of existing programs or
wholly new programs.

L LT

Retgipmif—iileo—tg-years—and-thon QF fer to NARS ae-
jamh-i-vci—rmterie-l-. Lv/len 10 '}'edyg

Tour copies, including originol, to bo submitied to the Nntional Archives 10— SiH2-1 cro

4

AT e e inarm e < =
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS—Continualion Sheet

7 ’ B CESCRIPTICN CF ITEM SAMPiE on 10.
TS MO (\VIT“I INCLUSIVE DATES OR RETENTION PERXODS) JOoB HO ACTION TAKEN

45, Special Studies, Position Papers and Analyses Submitted
to Congress

@é_%MANENI
: 13 affer to NARS ae—arehdiiae
materiate rhen /0  Yyears old,

46. Studies, Position Papers,. Memoranda Developed at the
Request of Officials of the Department of Labor

Research and evaluation records. "DESTROY WHEN_&:YEARS orb

Retortr—in—fites—  tben 4

47. Original Research Materials

Primary data developed for use in program research and
evaluation publications and papers.

DESTROY, WHEN _tQYEARs oLDp
Retain—df-yrenre—and—then-destroyr

48, Accountability Review Reports

Reports concerning whether ESA program offices have been

in conformance with ESA fiscal and other procedures.
Lrjnsfer to FRC when

R Frr—tTr—fid 4 re—ane—then—trangfer—to—FRG—for ’_ | gears old. PESTROY

T destroy—subsequentiy- mHen 2 yeassold.

49. Regional Review Reports
/Ve/a,é> en veview F 7&0'”"“/ Lrofrims,
Retritnm—in—files—for—3—yearg—and—tircrdestrey.

i DESTROY, WHEN .5" _YEARS OLD
‘30- GAO Reports and ESA Responses -

o | GAO 3udit repurTs yeliting te €54 with veNted corcespredénce
7 4 Retadn—in—filtes—for—3—years—and thep rraasier—te—FRE

'm Ter to FRC when
¥ ) B years old. DESTROY

years dld.

51. State Employment Standards Correspondence rhej

Advisory correspondence to State Labor Department and
bfficials, labor, employment, and civic groups, and other
international agencies; other Federal agencies, etc.

stroy when obsolete «if~=0V
e-mer-L-).o yeors old whichevey s Sovmex

‘ -
four copies, including original, io bo submitted’lo the National Archives 15324281 cPd
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REQUEST TOR AUTHORITY TO DISPOSE OF RECORDS—Continuation Shest

7.
ITe™M 1o

8 DESCRIPTION OF ITEM
(WiTH INCLUSI & DATES C3 nZTENTION PER'OCS)

3
SAMPLE R
Joa NO

0.
ACTICN TAKEN

52.

53.

54.

56.

Speeches, Reports and Studies Concerning State Employment

treaner—r_estroUy-STbTTTuetiy.

Standards

‘Text of significant speeches as well as unpublished
linternal reports and studies on the subject of State
employment standards.

Rotainlpeens—ss [Jestroy when obsolete “if—svomeniw
ov 15 Ycars old, whichever 15 s00mew,
Published Reports and Studies Concerning State Employment
Standards

fcpo.‘t) 2nd 5t¢lJ:Oj fy?/dre/ b)’ E}ﬁ on
Retadin_in files—l0-peere—lor—tess—if-revised—amd—tiren

PE]
‘_wh

retansfer—to—the—FRe—forl0-iadlsempifer—to—NARS—ao~ B
i ; sttt entio
ﬁtamfdv?j, FsubseqTentdy— © Empluy men

Commerce Clearing House Publications on State Labor

|Legislation (mon- -recovd)
De)tro/ wﬁe” o 5oﬁte mfjvpersw/e/
Retadinii—files—S—years—amithemrtranrsfer—to—FRE—for

10— aatrsCifor to AR E~ae—nprehivat-materiat—subregrentlin,
International Employment Standards Records

Recordy do(_umentln;’ ESA
Decumertsroriginatiresia-the participation in International

Labor Organization employment standards activities.
PE

Petain in filegads o1 P e
FAC

(Supereseded—eamd—tirenr—tearsfer—to—ihe—FRE—for—t-t~reatt=
offer—to—NARS—Ts—aTTirtTat—meteniai—erb SeTIOT T y— o F§]
\ /ed

Information Releases

Complete set of formal informational releases and publica-
tions, such as press releases, press conference transcripts

official speeches, graphic_procesceo—presenbatidond, and

indexes thereto.

e !5_?;! E:EH ? Fte f:::]E 553;5 Mainsadia ?" :

hen yvears old. Offer

E,ERMANENT. Transfer to FRC
10 NARS whenZ (@ years old.

F

RMANENT., Trdnsfer to FRC

en_Ldears bid. Offer.

"INARS ,whenZQ_years old,

AN E~] TransSer
L when Sopevseded
er tu /y,’.,fj 20
rs afCes 5«//9/5&’4

Z

Forr copies, including origingl, io bo submitied to the Nalional Archives

16— 231

PO





