
REQUEST FOR AUTHORITY •
TO	 DISPOSE OF RECORDS 

(See InstructIons on Reverse) 

TO	 GENERAL SERVICES ADMINISTRATION
 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 

1 FROM (AGENCY OR ESTABLISHMENT) 
In accordance wllh Ihe provrsrons of 44 USC 3303a Ihe dIS 

__ ~!';'£_~I:UUL:L.l:..!'LiL-!.J.L'--I.Jft~~ ---l posal request, including amendmenls, IS approved excepl for 
items Ihal may be slamped "dIsposal not approved" or "wllh 
drawn" In column 10 

2. MAJOR SUBDIVISION 

3. MINOR SUBDIVISION 

4.	 ME OF PERSON WITH WHOM TO CONFERVJ.~~~~~~~~	 ~~~~~ 

I hereby certIfy that I am authonzed 10 acl for this agency In mailers pertaining 10 Ihe drsposal of the agency's records, thai Ihe proposed for dIsposal In thIS Request of-te- page(s) are not now needed for Ihe business of thrs agency or wIll not be needed after Ihe retentren periods specrfred 

Departmental Records Officer 
(TItle) 

9.7, S. DESCRIPTION OF ITEM	 10.SAMPLE ORITEM	 NO (WIth lnclusrve Dates or RetentIon Periods) ACTION TAKENJOB	 NO 

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. 

1. 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. ~Iid.i m 'iiyjgl SPin iil )iU'8
 

%j~ei 8 YEais deBbie)
 

'~l'eJ: -u, PRe when 
liM xeats old. DESTROY 

1W1if:1J.J.J2..r.ear.s old. 

115-106	 STANDARD FORM 115 
ReVIsed January 1973 
Prescribed by General services 

Admrmstratron 
FPMR (41 CFR) 101-11.4 
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Job Xo. ~ Pag:.. _ 

of __ p'~;;e.i 

REQUEST :FOR AUTHu~~ITY TO DISPOSE OF RECORDS-Cor.nnuanon Sheet 

9
 
SAMPLE Oil
 

8 DESC'lIPr:O~1 OF ITH~ 
rEM NO (\VIP·{ I~ll!"':J,=' :J ...r es OR RC:-::'tT,Of't PERlDOS) "CTIO~O T";i<'::'f I
J:)9 NO------------------------------------------------------------------------1-----------1------------

rh. Directives on organizations and related material. I 
These files contain materials on organizatlonal planning l

land d:vel~pment of ESA as a whole as weIr as its component
Organlzatlons. I

'LAu.J \ Break file every 2 years. Ieefl:tify I!tMS:sosi goato lHI9i_S-
~ 

~A IA'~.r~.~.a~~~~~~'~·~~~,_~nr~~~,_~~~i-·a.~'--~D~~Q- ;i"c.,IJ "" ~.. ~ - ' .. y CULU ~~~~~ PER~NE • Transfer to PRe 1, 
'V'-, ~ J~~4w ~~~ ~~ • n",. r r]jen~ a 

~ 

ears. old. Offer~~7't·~~~::·~·1::::::~~::~~~~~~~~~~~;;.~c;:~~Q~;;~::::~rn~'.~:r:.dliiiOtrgy Hll!tl!eFial aot tt1E!htifieoas basiE pOlicy msecpiaL "lQNARS w en-'..Q..years old. ~ ~FF. 1. ., • ., •. 1 :t 

'" 
2. Records Disposition Files 

These files contain. records disposition files for all
 
component organizations of ESA.
 

3. Farms Files 

These files contain background information including

previous versions 9f current administrative and program

forms. The files are used for internal as well as
 
interagency and public use forms.
 

'. r-fanagement Improvement Program and Related Material 
, 

These files contain ESA input into a variety of management

improvement, cost reduction, and various department or
 
government wide systems.
 

trr'llnSfef 0 PRe when 

Break files every 2 years. aRe l"Qt;iFe IIII!t~el!'i81 8veF ~y ars old. DESTROY 

a ,eats old to f~C. Ail!S5 8 years at the FRG; dO~~F8y. .&hen y'ear.sold. 

Management Survevs and Studies 

These files contain basic report- on a wide variety of I
 
management analysis studies and sUr\Teys. Such studies I
 
and surveys included those studies concerning organizationi'

systems and procedures and similar studies.
 

l1'ransfer to PRe whenI Break every 2 years.Bnd retire matgpiei 60eF ~ y@aF8 I -2. yea old. DESTROY/QJd .S ias. hf ••• 8 , •••• a •• a~j ""'.j' -~hen years old. 



·nnlllU'U l"Orm :-00. 11,,", 
o---;\'J, ..~ ..,·1 ~)...l~.l '/ 
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8 DESCPI?f10:1 OF ITEM 9 10 

""IPi txcu.srvs DATESO~ R:':TE'HIOII P::,!,~) S~~jL~~R ACTION T Ar<~... 

---------1--1--
6.	 IEmPlovee Grievance Files (Other than complaints of
 

idiscrimination)
 

\These files include all forms, correspondence, minutes of 
,meetings, etc. related to the resolution of individual 
Ipersonnel grievances.
I .e.;Af:rfftYfil.:;'f~ea~ ~fcJ:'8it £(~"! unless the
 
imatter involves precedent. If there is a precedent,

IIdestroy when precedent no longer applies. 

7.	 IESA Labor Management Records 

!These files include minutes of meetings with unions and
 
Isupervisory groups as well as any related correspondence
 
land documents. "'zr;" . ~,,~.,"
 I	 IOESTROY Wr-::EN '<lEA'R~om 
I ~e~aiR ia files 18 ,ear~ aft@~agR Qg~&~Qy. 

8.	 IAnnual Training Plans and Reports '~ ~~ 
't"~STR:DY, WHBN~ 'YEAltS L"D

I. RessA.R ~fl files two ,@8F8 8t\8 1iiagp desrroJ( 
I 

I 
9.	 jsystems 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 WII~O,_ 

Federal Records Center for 10 years. I 
10. FECA Statistical Re orts 

wben I JDes troy aft;;@of"10 years" f(::f, 

Reports, by District Office of FECA cases received and
 
closed each month (CA-107) and reports summarizing those
 
reports.

I 

11. ~um Sum Award Calculations 

W'1,e" IJDestroy ahgp 5 yearsdlq, 

Calculations of FECA lump sum awards in cases where a lump

sum has been approved.
 



U.i'fl,i/.Jf\ 't'O~Jr! ~O. ll;'m 
HntJi~"l[t'd ~L-l-iJ by 
III ~l :::.eL"'h.~.\J.m n.!::ltnLioa: ob No. _ Pa~!' _ 
t) :-l'lt.l.on!il ..U'I".U,Vc:i 

of __ p:.;;e.; 

REQUEST FOR ..:;UTHORITY TO DISPOSE OF RECO~DS-Continuo.tion Shep.t 

7.	 8 C;::~.cR!PT1C·1 OF ITEM 9. j' 10 
SAMPLE O~ InEMNO. (\YlfH It.CI.~SIVE DATES OR HETErHIOH F'ER;ODS)	 JOB NO ACTlO,'i T,;~:S: 

------ ----------------------------------------·------------------\-----------1 
12. Table I 

""I.e" I JDestroy aft::@l!' 60 years tJltlI,

\,
 

!\Month1Ylist of injuries tn Federal employees by district 
by department. 

13. ITab1e II 

""he" /,Destroy afE'u' on yeardllA, 

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

14. ~able IV 

. w6~" I JDestroy afeel!' 10 years(jla,
 

~onth1y list of fatal injuries to Federal employees.
 

15. ~able IX 

~he~ .1 JDestroy afEeF one year~/~, 

~onth1y tabulation of injur~es to U.S. Postal Service 
!employees. 

16. It>ableX 

I ""h,"	 '_IDestroy afEe~ one yearPlq, 

~onth1y tabulation of injuries to Federal employees by year
~nd month. 

'17. "able XI 

Destroy :,A~~ year.tJlJ,one 

Nonthly tabulation of injuries to Federal employees by 
department by year and month. 

18. Wage Hour Statistical Reports 

,ESA-33 statistical system. 
I \ 

1 

Various aggregates of data from reports of wage-hour 1
 
compliance investigations of individual business
 Iestablishments. 

\ 
i"01IlIcOP'''', incl"ding original, to be> _bmilt..d to th .. Notionol Nchives	 1..-5n.!8-1 G~" 

http:U.i'fl,i/.Jf


~'l'7"I_'n:,-"(l '"!.-1-'; by 
-:~t:r~, .;::cn'~ _'\.'!~'110!..tMhoo. 
ce ~ .1tloll5l .uCC1'{e;t • 

Job No. ..:....Pa;e _ 

or pages 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conunuauon Shee~ 

7 i e DESCRIPT'ON OF lTE~ 9 )1 10 m~ NO. (WIPl INCLUSIVE DATESOR RETENTION l'EQ:ecs) SII,:,'PlE OR KTIO'j T'KE:-f 
_________ :	 I J_O_a_N_o ' .". 

I 
I~taiR in file., §Q ycats, then destroy.	 ! 

19.	 :Wage-Hour enforcement statistical tables 
I 

Statistical summaries of E.SA-33output data. 
'!DESTROY. WHEN..:232YEARS OLD
 

-RetaiM: iR fihu;; 50 ysaF8, I!izen deSLte),-
, 

20.	 lwage-Hour Complaint Data
 

IMonthly tabulation of wage-hour complaints, by area office.
 

iDESTROY. WHEN ~AIis om
 
Rel!aiM: iR fil~~8:'P8, I!itcn e1:e8t!'!'sy
 

21.	 Farm Labor Contractor Registration Act Registration Data 

IQuarterly tabulation	 of number of contractors registered,

by regional office. DESTROY WHEN~)'EARS OL:Q
 

-Retaiii iiI files 58 , cats, thea 8@8b~e,. 

22.	 Farm Labor Contractor Registration Act Investigation Data 

-Retain iii files 59 ycats, I!itcn se8t!5QY DESTROY WHEN ~~YEARS OU 

23.	 l~ir Labor Standards Act Section 14 Certification Data 

Data on certifications of special minimum wages for
 
learners" apprentices, students, handicapped and patient
 
workers. ~
 

iDESTROY.WHEN ~)'EARS OLQ 

-Relata til flIes 56 yeats, tltEn deSliOY. 

24.	 Fair Labor Standards Act Section Investigation Data 

.aetain	 1ft fil@s 59 YEatS, tliEiI deSLfO} i ~~DESTROY WHEN YEARS OI Q 

25.	 Establishment Recontact Survey 

Data from a pilot one year survey to verify the accuracy

of original Wage-Hour compliance investigation reports.
 

WlTHDRAWjRetai.g,	 QR eSHlIHlteF Efifle 3 years, tken des Ll oy .-- I 



I 
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REQtJ"..t:ST FOR ..zo.u"THORITY TO DISPOSE OF RECORDS-Connnuanon Shee~ 

98 C:::X"I?;,C:1 CF ITEM 
SAM"L: C"'! IrrEMNO (WITH !/,ClUSI.E D;'TES CR R1.T:'H'OI't P::q ';)CS)	 ACTIO:~OTAKEN JOB	 ;'0_---------1----------------------------------------------------------------\---------1 

26.	 Puerto 'Rican ~.JageSurvey 

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

WITHDBAWt,iI	 _RetaiR en computer tape for 3 years, tlJ.9RQ8Iii:trQY, 

27.	 IEconomic Coverage Estimates 
I 

I
!Materials used to estimate the number of establishments
 
'andemployees covered by legislation administered by the
 
Employment Standards Administration. ~
 

IDESTROY WHEN ~ YEAF SOLD I Retain 19 ,eaps is files, thea eeS1!!'8Yw 

28.	 IESA Program Execution Plan 

Sets planning goals, objectives, milestones, etc. 

!DESTROY;WHEN 

29.	 Program Activity.Structure 

'Provides for measure of program impact relative to depart-
ment	 wide plans. DESTROY WHEN~YEARS OLP
 

-Retrift l:!'l fil:es 9 yeaH ane IikQR lies@!'Gj.
 

30.	 ESA Quarterly Review and Analysis Rej)ort 
I IReports and input from field offices and NO program offices I 

Retain iii H1es 3 yean 8R8 likes 888tiF8)," ID~STROY WHENS :YEARS J-LD 
31. Pro ram Hemoranda 1 

ustification for program budget estimates and any 
roposed major change in the level or utilization of 
esources. I 

-Retain iM files § yea"8 ane tkeft 88iiliF8)4	 I
DESTROY	 WHEN .s- ),EARS QLQ 

I 

FolU c:op.... , "",h"iinq or.!Jlnal, to be s.. lomi,ted to the Nationol ""chi ...e:!	 GPO 
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0r"', .. l_"3:t>d ~l-'_j by
 
fh.rJ" cer...'~ \ ·1m·n·.'t~UQQ P;:"f' __ ,_
Jou No. ----"7""-18 Nstlonal !Ucru.~ • 

of __ pn.g~ 

REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuai::ion Sheet 

7.	 8 CEs.::"lpr,O~j Cr I,'::'~ 9 
SAMPLE ORITE'I	 TiO (WITH INCLUSI'I= OAT!::> O~ RET"NTlOH P::'l,QCS) J03	 xo 

32.	 Issue Papers
 

Internal papers on a variety of planning issues.
 

klein	 lit files 5 ,earl'3 !;nua then 'ileii&WSj. t>liSTROY WHEN ..........._
 

33.	 Long Range Strategy Paper 

!An a~~ual document setting the strategy for the next five 
Iyears for the various ESA programs and administrative 
!components to achieve desired objectives. 

I	 -Retain in file §
I 

34.	 I~inutes of Regional Performance Reviews 

lNotes of meetings	 to review regional performance and
 
discuss and evaluate regional plans.
 

DESTROY WHEN 3- .EARS QLR 

..Retain	 in file fot 3 yeats dnd t!ltiePl dC3t!5SY 

35.	 'Significant Ac~ivities Report 

ISemi-monthly report of important happenings and 
accomplishments in ESA. ~ ..."._ .... -. ~ 

i ltmSrrOY WHEN --L-YEA SOLD 
I til	 filE 1 jeaL aft~ 1!~8R\	 -REtain' 

36.	 -Report of Field Activities 
iDESTROYWHEN:::I::- YEARS OL~ 

l~k~~tee~i:TI1r--lii:'!fiTi-rf'tlil~e~l~!;'f'·8M!l.;;.;;... a~awiaL-l&iil~~8BOa~.dd.ae.su;t;,Jr.Q~liloh. 

37.	 Management by Objectives
 

ESA planned objectives as well as input from filed and
 

National	 Office program offices. lDESTRO.XW.!lEN~:YEARS QL~ 

Re1!aia ia file J yearg 2ng tRSR 8@8~re,. 

I 
38.	 iESA Reports to OMB 

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

Retain	 i.R fil.e!; 8 Y@@!3 etael tR@R 8@8tiOj>. 

IPESTRO~ WHEN~Y2ARS OL,Q 

ACT10N TAKEN 

1'0_ COp4e5, inclachn9 orilJiaCll, to bo sw,.ni~ed"t .. :1\ .. National Al-c:hivell	 lii-5:H~-1 CPO 
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-I..f!l~l;:r!l~,-,l '-l-t-,) ';y-- -_ ....-
I...llt'r- I ~:;,r r , ·_-,.....I; .\."~ .. ' ~tf'3t..I)!1 Job No _ Page _
 
be N :monsl _t:c.!u ;~ .
 

oC __ !X'.gt-.i 

REQUEST FOR .i\UTHORITY TO DISPOSE OF RECORD5-Continuo.non Shee-t 

9.7	 8 D23CRlPTlC'j CF lIT'" 
SA:.IPLE ORI	 I
ITEM NO	 ;.cno~O TAKENroa NO_

I -----1---\--3-9-.---I-L-e-g-l-·s-1-a-t-i-v-e-p-r-o-g-r-a-~-f-o-r--E-S-A---------

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

rsfer to FRe when 

i R@tsia 18 yEats in files dud then reLlte to PRe !8W> .... ~O;:;.-yearsold. DESTROY

l~ ye8F8: Qestz6j sabsequEtIclj. -::.L.S::r.e. Qlll. 

I -
40.	 !History of Legislation 

IOngOing histories of Employment Standards legislation and
 
lall amendments.
 

to FRCII i:e~aj,Ao 25 yeaH', sreek eff eAa Sffd to MA1t~ a5'
 
! , Arcbj 1Ta] ma~'iri81.
 

41.	 Analyses of Legislation.
-Rt!!'tai:n ioPl: file:! rs'l!' S ,ear:! ami elieA tiiiE'iilaSreE' t!& FftE	 hen 

lier S	 ye;;u;eu Be:!lioy sahseqacal!l,.Ae,., ... ""J'l ;)"'~ ESTROY 

I/eJ!'.,,.t; a."l/)'z.i"O (:SI'J /ej1j/l-ti"""
42.	 ,Bill Comments . 

! 
Correspondence and memoranda stating ESA positions on 
legislation under consideration. ~ __ •.__ ,.... 

mSTR-o~ :wHEN~l'EAR,S 0" 
.,Bsat!uln in files 9 ,ESE'S &ila ~he[( des Lt Oy • 

43.	 Liti ation Assistance WIIHDRAWij 

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

-Ret:ain 25 yesrs aee tHeft s:ffer to NARS as ar chi .-e1 

b. Non-Precedent setting litigation 

I RetaiH iA files 5 years aee taee aestFSYu 
I,

44.	 Wublished Studies Requir~d by Law or Requested by Congress
 
~r the Executive Board
 

ttUdies analyzing program status and/or impact and the 
ossible impact of extensions of existing programs or , 

~ holly new programs. i 

I £ERMANJilill	 I:::::A-:: !!!:: 19 ycurs 8RQ tiiil8R< Offer to NARS ~ 1	 Ili!lT~ival mu!!risl. when 10 YedYJ qtd',, ,	 II'IHU cop; ....., inclu.hng orilJinal, 10 bo sW>.milled to th& National A~chi"'e!II 

http:sahseqacal!l,.Ae


7 

·;'7;·,·1;-::~1~~l~;"!;;'''- ~"'""-
.'':-3, -=:~nll'1.o::\ :~'lO!'OI.,tr..'t.lon Job No, -.-_ P.\;;E' _-"--_ 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

98 D::3CRIPT,O'j cr ITEM	 Iil. 
SAMPLE OR

(WIT'i INCLUSI~'E D ...TES OR RETE"ITIOH PERIOOS)	 ACTION TAKE;1m'~NO	 JOB 110 

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

I·~~ENI	 . 
~@eBo!:L[ 1:0 )ears and r!F1EloMlJffer to ~1AjS Q,8 BoFsR.Ha1:
 
jmat9Fiala wI, e 11 10 re« I' S ~/ct,
 

46.	 IStudies, Position Papers,. Memoranda Developed at the 
IRequ~st of Officials of the Department of Labor 

iResearch and evaluation records. '!DESTROYWHEN~YEAltS OLt 

-R£:td1iLi in rileB 8 y CaL!!! 8RQ then destr8ya.. 

47.	 Ori inal Research Materials 

Primary data developed for use in program resear~h and 1
 
evaluation publications and papers.
 

jpESTROY.W.HEN-1:{;L YEARS OtD 
~etBoiR 19 )@aye 8A8 ~fi9R aeetye,.	 I 

48.	 Accountabilit Review Re orts 

Reports concerning whether ESA program offices have been 
in conformance with ESA fiscal and other procedures. 

~fiefteF8ASieY te FRO fer 

49.	 Review Re orts 
Ifel'o,t> •.., "4PV'~:V fir "e..,u,~",tl./ 1'#'"0j-"i_J.
Retaitt	 30A files fer 3 ,e8FS 8fta thEn destIe,. 

EN~. SOL~ 

Tel' to PRe when
 

_I:J-_years old. D STROY
 
...6:..-years ld.
51.	 Standards Correspondence 

dvisory correspondence to State Labor Department and
 
fficials, labor, employment, and civic groups, and other
 

'nternational agencies; other Federal agencies, etc.
 



:IlJlllHrtl r""\lrrn ~,(). ll ••t\ 
CPit.· .....' .• .} "-1-0) bv 
:.':Jenl ~~rv'('I-":j .\II::!~=I1~tMtl-'::l Job No, _ Page _ 
ue N:lhotuol ArUH~,?:I 

Of __ Pfl";e5 

REQUEST :rOR AUTHORITY TO DISPOSE OF RECORDS-Continuation She~t 

, 
::I7. 8 DESCRIPTlml OF ITEM	 I 10. 

SAMoLE c.'~ITE~,' no (Wlr" 1',::t.L5,.E DnTE5 C~ "ET£'HION PEil'OC~)	 I ;cnc:-t T';KE.~J03 NO ,
,-

,	 
I

! 
I52.	 Speeches, Reports and Studies Concerning State EInEloyment ! Standards 

I lTe..-tof significant speeches as we LL as unpublished

linternal reports and studies on the subject of State
 
!emPloyment standards.
 

.I R8iaiR 13 ,@8IS 8u~stroy when obsolete ..(if 300aeE') .. 

0'1 r,7Ci;j D/~ -hH_/'e",." IS ~"cJ~e";: 
53.	 Published ReEorts and Studies Concerning State EmEloyment


Standards
 
Repo.,t} ~.,J ~tfJJ,~~ fJV.f!/Jt11 ~ -' h)' £;5" (""

a	 PE MANENT. Tr nsfer to FRC0''; .,"	 ~d ftlf trert'" 

54. 

International Employment Standards Records 

ReLot'(}h 4D(..vmfl"Cinf E~~/.yBeeumeaLs.origlnatlIttJi iii eke participation in International
 
Labor Organization employment standards activities.
 

'\'d,,~fey C~ 
"'f/ he,., v"~";..,/~A. 

rfJ '1'1"J .2. 0 
~ ft-# ~vjJ@/SPJ~

56.	 Information Releases 

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

official speeches, 8lUS-pbie prOQOiiiiJJ@:8 pzcseUli8ei:iillil, and
 
indexes thereto.
 

~ERMANENT. Transfer to FRC 

r"lien~years old. Offer 
%12NbRS	 }Vhen~years old. 

FORWc:opin, incll.wng OCllinaJ, io bo subrnille.! 10 the NCllionaJ Jhch.iv"" 




