
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 
 

   
 

 

SOME ITEMS SUPERSEDED OR OBSOLETE      NC1-369-76-01  Accurate as of 11/24/2025 

ACTIVE ITEMS. These items, unless subsequently superseded, may be used by 
the agency to disposition records. It is the responsibility of the user to verify the 

items are still active. 

INACTIVE ITEMS. These items may no longer be used to disposition records. 
They are superseded, obsolete, filing instructions, describe non-records, or were 
lined off and not approved at the time of scheduling. References to more recent 

schedules are provided below as a courtesy. Some items may be annotated on the 
schedule. 

(P) Permanent 
(T) Temporary 

ITEM STATUS WHY INACTIVE 
1 (T) Active 
2 (T) Active 
3 (T) Active 
4A (T) Active 
4B (T) Active 
4C (T) Active 
5 (T) Active 
6A (T) Active 
6B (T) Active 
6C (T) Active 
7 (P) Active 
8 (T) Active 
9 (T) Active 
10 (T) Active 
11 (T) Active 
12 (T) Active 
13 (T) Active 
14 (T) Active 
15 (T) Active 
16 (T) Active 
17 (T) Active 
18 (T) Active 

19 (T) Active 
20A (P) Active 

20B (T) Active 
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25

30

35

40

45

50

55

60

SOME ITEMS SUPERSEDED OR OBSOLETE      NC1-369-76-01  Accurate as of 11/24/2025 

21 (T) Active 

22 (T) Active 

23 (T) Active 
24 (T) Active 

(T) Active 
26 (T) Active 
27 (T) Active 
28 (T) Active 
29 (T) Active 

(T) Active 
31 (T) Active 
32 (T) Active 
33 (T) Active 
34 (T) Active 

(P) Active 
36 (T) Inactive 
37 (T) Inactive 
38 (T) Active 
39 (T) Active 

(T) Active 
41 (T) Active 
42 (P) Active 
43 (T) Active 
44 (T) Active 

(T) Active 
46 (T) Active 
47 (T) Active 
48 (T) Active 
49 (T) Active 

(T) Active 
51 (T) Active 
52 (T) Active 
53 (T) Active 
54 (T) Active 

(T) Active 
56 (P) Active 
57 (T) Active 
58 (T) Active 
59 (T) Active 

(T) Active 
61 (T) Active 

superseded by Nl-369-96-1, item 1. 
superseded by Nl-369-96-1, item 1. 
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62 (T) Active 
63 (T) Active 
65 (P) Active 
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3. MINOR SUBDIVISION 

11&-Jc;J 

(See lnstructiontJ on Reverse) 

----------------------------'-----1 
TO: GENERAL SERVICES ADMINISTRATION, 

riATIONAL ARCHIVES A'lO RECORDS SERVICE, Y/ASHINGTON, D.C. 20406 

I. fROM (AGENCY OR ESTABLISHMENT) 

JL._5__,__Q~_P.artment of Labor 
2. MAJOR SUBDIVISION 

Manpower Administration 

Ii. CERTIFICATE OF AGENCY REPRES[NTATIVE: 

I betcby ccniry that I an, 1tuthori,ed to act for the be,.d or th, ■ a;eocy ia rnAttera pertainini; to the di,poul of reoon!t, a::,d that the rccoro, oedbed la this 

.,chedulc or !3...l._ pa11cs arc p.-opo.ed for dloponl ,,,.. the ,c..on indicated: {"'X.. only one) 

A "ihe ·r•cord ■ have ,. B T~ r~c-ord• ..in ~-•e to hAYC ,urr,cient VRluc 

□ ~it-••e-d to h ■ •c- ■ uffi­ to ,....,." ■ nt further rrte-ntion on the cxpiratioa 
cif!Tl t VA1u~ to •·arrant of the r,eriod of time indle11ted or on the occur• 
(urthe retftltiOC\o reoce oC the cvrnt •pc-cifinl. 

DEP.ARTl,rENTAI; PZCOBDS .O.t!'~·l~ER
;}ji~f!/- . 

ifti:niie ofAi:rncr IttpresenL•tt.-e) 

G~h J:,.-. 3-J\'-J/\5 Rrrn,u:n - .. \ JOB W-l.TO DISPOSl:: OF RECORDS ..,·JUL 1 191'.i 
DATE APPROVED NC-369--76-1 

NDT!FiCATI0.'1 TO AGE~!r:r 

1:-; _ACCO~DA.''iCE WITIJ THE PRO\:lSICWS OF PUB 
LAI> 91-.87 IJISPDSAL OF ITE~S HARKED "OISPO' 
/\PP;tOVED" IS AUTifORlZED. • 

4. NAME OF PERSON WITH WHOM TO CONFER 6. TEL EXT.
1Ben Fisher 376-6204 

7. 8. DESCRIPTION OF ITEM 

• . c-
,, I . 11C 

' 9. 10. 
SAMPt.E OR ACTION T.Al<ITEM NO. ('t'ilTH IHCLUSIYE DATES OR RETENTION PERIODS) JOB NO. 

HISTORY OF THE 'MANPOWER ADMINISTRATION 

The Manpower Administration (MA) encompasses ·a group of 
offices, services, and one bureau which have been estab-. 
lished to implement the responsibilities assigned to the 
Department of Labor for conducting work-experience and 
manpower training programs, and administering the Federal 
State Employment Security System. Administration of 
Manpower programs is direc~ed by the Assistant Secretary 
of Labor for Manpower. ' 

In 1961, the Area-Redevelopment Act (ARA) was pqssed to 
aid in stimulating the economies of areas of.high. unem­
ployment which had been left behind in the process of 
national development. Although the.program was limited 
in scope, enactment of the ARA was explicit recognition 
that· the Federal.Government should assist communities 
which experience_unusually high rates o"t }.l!l~lllP.loyment
and underemplpyment. •••: ·.'}· •••• 

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~irement of an annu~l Manpower 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 

• I 
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REQUEST FOR AUT~ORITY TO DISPOSE OF RECORDS-Continuation Sheet 

,. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIY[ DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

. 

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 1 s these clisagreements were 
muted, as evidence proved that despite rapid increases 
in total employment large pockets of unernploym~nt 
remained, Certain groups, particularly minorjties and 
youth, continued to experience rates of j{ihlessness five 
to ten times that of adult married men. 

Concern about the large number of young people entering 
the labor market with insufficient edµcation 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 1 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 ~uch further. 
Faced with a natio,nal 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 imprto-tant direction of action. As 
Manpower programs were built up, employment service staffs 
were enlarged, salaries improved, and new facilities 
developed to aid in reaching disadvantaged workers, By 

r .... cople•, lachading onglaaJ, lo N ■ 11.lnnilled lo the National ArchlYH and Recoru , ....,.,. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 10.8. DESCRIPTION OF ITEM7. 
SAMPLE OR ACTION TAKENITEM NO. (WITH INCLUSIVE DATES OR RETENTION PCRIODS) JOB NO. 

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

Within the limits pennitted by existing legislative 
authorizations, program planning has been coordinated 
and 9dministrative responsibility decentralized to 
regional offices. The proposed Manpower Revenue 
Sharing Act, recommended by 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. 

-' 
! I 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conlinuation Sheet 

7. 
TEM NO. 

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

SECTION" I -- RECORDS COMMON 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 minrmum. 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-r.ecord 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~pience and information of personnel, ., • 

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

4. Suspense Files. Pa.pers arranged in chronological 
order as a reminder that an action is required on a 
given date; a reply to actio.n 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 o·n a given date.· 

a. Notes and other reminders to submit a report 
. '. 

•. .row nplu, lacladln9 orisfnoJ, lo lte 1umlll1d lo lh• NoUonal Juc,J,,iy.e1 and Roaortll ler•lco 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR RETENTION P£RIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

~ 

or reply or take some action. . f "' ~ 11l)e,.f)'t;-roy d-,, t:.o"ttfjl/at:10? o 01e,,,,o • 

b. File copies, or an extra copy of an outgoing 
·communication, filed by the date a .reply is expecte,d1 

De,t,r-•Y "" 7et.ei_11't:' •f.,.~eA/)'~~ whe11 I ye.i'tJ/'!,
w-t111o.t. &ll'eJI" 15 .S'l'oo-,, e.,, . . c. T~ansitor'"'y papers neld in suspense pending 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. whe11 obJ,J/.ete.. ov' 

Review annually; destroy ~it&rift of no·further 
reference value_fwh1c-he11e..,,. /j .so•"le,;; •• 

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
logica~ly 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. 

\' 

J 
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C. DGClnPTION OF ITCM 
(V,'ITH INCLO:IVL DAT[:, Oi\ HLi (NTIC~ P(RIOD~)ll[M NO. 

------------.----------------------------1 

7 1. Coordination and Pl~nning Corresoondence Files. 
These files consist of i,,f'i?iitrRl cor:::-C;:spondcnce, reports, 
forms, and other records on such matters as related pro­
grams of other socio-C;:cono~ic a 6encies, coordination 
between Fede:::-al and State A6encies and other governmen­
tal bodies. 

Cut off at end of the fiscal year; hold two years 
and retire to the Federal Records Center. ~cot~sy 
fiuca yelH!'s after eatoH.f/;lf/#'Jlt~~,A/1; OFfe>'_so 

:/v'il-f:1'"'~ I A .,e, h, v-.> 1vl, e. 71 5 }'ed ,.. s t'J/&0 ~ 
2. State CA;-1PS Plans. Files contain Cooperative Area 
Manpower Planning Syster:is (CA1'1PS) plans for each State 
within the region. Included are correspondence, reports, 
etc. regarding the activities, meetings, and operations 
of the State and area CA.~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. -@lltll"~ 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, and other related papers. 

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

4. Eaual Emoloyment Q9portunity Pro3ra □ Correspondence 
riles. T~ese files are comprised of 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, Ecual Employment Opnortunitv Comnlaint Case Files. 
Documents reflecting complaints of contractor or sponsor: 
personnel concerning equal employment opportun_ity. • 
Included are complaints, transmittal letters, investi­
gative data and sur.unaries, finding of fac-t·,statements, 
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. 

9. lu. 
$/,MPL[ on ACilON iAr:D-1

JC,Ll hO. 

DISPOSAL NOt 
APPROVED f;. 

FoLl.l' copic ■, inc;lu.d.ing original, to be- ■ ubm.itted to the t-:alioncJ Archive ■ and Recortl.a Service 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(WITH INCLUSIVE DATES OR REl ENTJON PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TAKEN 

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 exhibits if applicable; 'Suggestion 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 performance 
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. 

I 

9. Management Improvement Project Files. Background 
materials, such as -analyses, 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 iri increased effectiveness, 
efficiency and .i~~~o~y. Usuaily ·foµnq in M~nag~ment 
Analysis offices. =· • • •• ·' 

-'t. 

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

10. Management Improvement 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 Reducti-on Objectives and Savings, 
DL Form 1-217. 

' \' 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9.7. 8. DESCRJ?TION OF ITEM 10. 
SAMPLE OR ACTION TAKENITEM NO. (WITH INCLUSIVE DATES OR RETENTION PcRIODS) JOB NO. 

. 
Cut off at end of the fiscal year; hold three years_ .and destroy, I 

-

-
I 

.· 

-

-
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- 1• .. 
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•i,·•· 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS--Conlinuot:ion Sheet 

7. 
ITEM NO. 

8. DESCRIPTION OF ITEM 
(V,~TH INCLUSIVE OATLS Oil RETENTION PrnlODS) 

SECTION III - - GENERAL ADMINISTRATION AND MANAGEMENT 
RECORDS 

1. Administration ,rnd M.in~_D_ement Program Correspondence 
E_iles. These files consist of correspondence, reports, 
forms, and other records creat~d in administering vari­
our progri1ms usually found in Administration and Manage­
ment Services Offiees, such as Fiscal Management, ADP, 
Contract Administration, Property, training, State 
Personnel, Management Analysis, Management Information 
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 ,include such areas as state and project 
fiscal management and budget. The files are similar 
to the types of records contained in Item 1 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~l.1 Complaints, 
and Discri~inations (Case Files), • --

Cut off at end of fiscal year; hold two vears and 
retire to FRC for three additiqnal years) ~hen 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 s&laries; position classifications; 
merit system rules, regulations, and laws; Minority 

9. 
SAMPLE OR 

JOD NO. 

10. 
~'.:TION TAKEN 

Staffing Plans; and other related papers. 
a, Maintain annual summaries of compensation and q, DISPOSAL NOl
classification by year; .all !il8tUH!' ill&tilil!'ii8!L :ilzi ee-~~ ~ I APPROVED/w l!iestiliio~red uke1t npeHeaee,Ph/tAlttvL,t,T, Or~Y c.N 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-ConlinuaHon Sheot 

9.8. D[SCRIP,iO;J OF ITEM7. SAMPLE OR
{WITH INCLUSIVE DATES OR RETrnr10N Prn100s)ITEM NO. JOB NO. 

'----1---------------------------------,-----

✓)-/ 5 . .5.tate. 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, MA 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, sr-1193; 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 warran~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, MA 6-20; 
Supplemental Budget Request and Operating·Budget 
Amendments, MA.2-42. 

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

8. Manpower Administration Con tract Files, rr·ese files. 
consisE 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: MOTA, 
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: Pr.oposal, Contract and Modifications; 
Sub-Contracts;· ProP,erty; Close-Out; Fiscal. 

. I 

10. 
ACTION TAKEN 

,, 

ro.. HplH, Lncl•.U..ir orii,laal, lo loo eubmilled lo lh ■ Natloaal J\u,hJy.. . 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conlinualion Sheet 

7. 8 DwCRIPTION OF ITEM 
ITEM NO. (WITH INCLUSIVE D~TES OR RCTENTION P£RJODS) 

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 
pro_gram. Each card shows identifying .information about 
the 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 Surveys Files. Copies of skills surve~s by 
States. 

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

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 and~, 
could ,?0~1~ibly be retained for° ~~~ger. p,eriods c,,,.,.,r.,co.J}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. 

9. 10. 
SAMPLE OR ACTION TA,JOB NO. 

Fouir eopl.., lncl;.ding original, to be ni.brn.illed lo the Natlonal Arc:hlY.. 
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Conlinuat:ion· Sheet 

7. 
ITEM NO. 

✓ ). 1. 

8. DESCRIPTION OF ITCM 
(WITH INCLUSIVE DATES OR RETENTION PERIODS) 

9. 
SAMPLE OR 

JOB NO. 

10. 
ACTION TN< 

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 docwnents, , 

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 repo~ts 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~tt~ge,,trainee 
or ?ther.fpf~al technical or clerical ~rafnipg ~i~~~am 
under a traintpg agreement, . . ~ • • • 

Cut qff ~~ the end of fiscal year fqtio~ing comple­
tion of training; hold five years and destror 1 ; ,'.:, 

' ..... '•- -

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. • 

. 
Fonur et0plu, Laeiad1ag orlg{nol, lo 1,o sabm.itleol lo tho Nnllonal .llrohl.-.. 
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REQUEST FOR AU.THORITY TO DISPOSE OF RECORDS-Continuation Sheet 

B DESCRIPTION OF ITEM 
ITEM NO. 

7. 
(WITH INCLUSIVE DATES OR RETCNTION PCRIODS) 

Cut off at end o.f the fiscal year; hold 
and destroy. 

18. Records Transmittal and Recei2t Files../7f 
consist of SF 135, Records Transmittal and 

- covering records transferred to a Federal Records 
Cut off at the end .of each fiscal year, 

in active files. Destroy when records transmitted on 
Federal Records 

9. 10. 
SAMPLE OR ACTION TAKENJOB NO. 

five years 

I 

These files 
Receipt, 

Center. 
and hold 

the SF-135 have been destroyed by the 
: Center. -

\ 

.· 

I 

-

... 
--~- - ' -

•., . 
-,. . -.. - . .-

'· ' ' -
" -• 

. 
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_fil•;r.T I ON T.V - - PROC Ri\;"-1 J\ND TECllNT C,\T. SERVICES PROCRJ\M 
FILES 

1. Correspondence Files. These consist of correspon­
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~ Unifonn Files Classification Guide. 
Typical subjects include: Testini a~d Test Development, 
Work Sampling, Job Bank, Youth and Minority Programs, 
Supportive Services, Basic Education, Counseling, 
Outreach and Recruitffient, Orientation, Employer Seivices 
Imnigraticn, Placement, and program areas, such as EEA 
(PEP), WIN, CE?, Food Stamp, J03S, etc. 

Cut off a~ end-of fiscal year; hold one year and 

9. 10. 
SAtlPLr. Oil ACTIOU TAY.EllIJOu 1,0. 

., 

DISPOSAL NO( 
transfer to FRC. ~aetrsy fivs ys.euie aftcr cutoff. "J/Jr' APPROVED I 

fl::AA'J/rHf#f. t:Jf fey, t:o /V',9/¥S wl,e.,, 5" Yec>Y.S • o/4 . 
-2~lien Em;)lovment Certiiication C2se Files .. Consist 

of Form Letter 71-48, Application·for Alien Employment 
Certification; ES 575-J\ (}L~ 7-SOA), Application for 

.Alien Employment Certification State;;1C!nt of Qualifica­
tions of Alien; MA 7-SOB, Job Offer for Alien Employment 
ES 575, Transm.i ttal Me·morandum. •Large volume, filed 
alphabetically by nar.1e 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 Reviewing Officerls 
decisions and correspondence with ap2licants for alien 
employment certification and appellants from detcrmina-
tions by Certifying· Offic~r .. 

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

4. Fo.r:n L,Jbor and Rural ~!.,n:,o<.1er Pro··•ram, Cener,,l 
Corr~s~ond~nce Files. These record~ consist of files 
and reports related to the orerati.on .:in<l ,1dministration 
of thu Farm Labor Prozram. Typic.:il subjects include: 
Small: Co:nmunities Pro;_;ra.:i.; Concerted Services ProLJram; 
Farm Mechanization; Migrant _Fann Labor Cl3ntcrs and Rest 
Stop~; Hca 1th St.-ind.'.lrds; Mi~rant Labor Camps; Wheat 
l!.'.lrve~t; Agricultural Day H.:iul Program; and reports such 
ac "In-Seasons" F..irm L.:11.Jor Report, ES 223; Annual 
Agricultural and Food Processing Report, ES 225. 

https://orerati.on
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REQUEST FOR AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheot 

7, 
rEM NO, 

I 

t{o.
• ' 
' 

8. DESCRIPTION OF ITEM 
(WITH i'NCLUSIVE DATES OR RETWTION PERIODS) 

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

5. Farm Labor Registration Case Files. Consist of 
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. Bri_ng forward 
renewal caoes; hold cases not renewed for two years 
and retire to FRC. Destroy five years after cutoff. 

6. Mo.del Cities Project Files. Arranged by city and 
project under that city. They contain correspondence, 
action plans, DOL and other agency reviews, reports 
and related papers. These also are comprised of extra 
copies of HUD material. .. , 

Cut off at end of fiscal year ·in which project is 
completed; hold one year and destroy. 

7. Model Cities Administrative Files. These files 
consist of correspondence, reports, newspaper clippings 
and other papers relating to the Model Cities program. 
Since Model Cities is a HUD program these are primarily 
extra copies and are of short-term reference value. 

Cut off quarterly; hold one quarter and destroy. 
' 

' 

. ; 
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I 
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9. 10, ISAMPLE OR ACTION TAKENJOB NO. 
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SECTJO\" V -- JOB CO!ZP3 P?-.OCRA.1"! FILES 

1. Jo~ Corrys Pronr~n Corres~ondcncc, Files accumulated 
docu::,cr.ting the basic rc:-:.ponsibilities, operations, and 
ad~inistration of the Job Corps function. These files 
consist of riul!!ittc corrcs?ondence, reports, fonns, and 
other records spccificalty _related to.Job Corps. 
Arr.-:i:-,gcd according to the }1unpowcr Adm in is tra tion • 
Uniform Files Classification _Guide. .. 

Cut off at end of the fiscal year; ·hold two years 
and transfer to FI\C. Be:;nuy srecl!I l!!h!!lec &thHtisae+i 

~e&l!le. Pf:.ll/lJ/tt'~ Dffe.l"' to /VitJPj wl,e,, ~ 
Ye•~.s c,/J.-,r 
2. Official Job CorpsIT.cmber Records. Comprised of the 
following folders: Personnel, JC Fonn 48b (See JC Inst. 
69-1, para. 6, for forms listing), Health, JC Form 48, 
Educational, JC For·m 48c, and other related papers. 
}!a,intained alphabetically by ~am·e. 

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 

9. 10. 
SAlt.r'LE OR ACTIOH TAY.ENJOi3 r,o. 

. •. 

PISPOSAL NOT 
:~ M>PROVED -, . • 

NN 169-132 

Corpsman. 
3. JC Placement Record Card. Job Corps SW Fonn 4-18, 
Record Card. Filed alphabetically by name. Maintained 
for statistical purposes. Shows separation date, center, 
date sent, disposition, how placed, date record retired, 
and FRC Accession number. , 

Cut off terminated c.'.lrds .-:it end of fiscal year;.' 
hold three yc.-:irs and destroy. 1 • 

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, and reading test score. 

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

5. Job Corns Assignment Files. Data submitted by 
scrc~ning agency on individuals for assignment to center 
Consist of OEO Form 16 (Y~~ 6-52), Corps Data Sheet; JC 
Form 1 (MA 6-53), Job.Corps Health Questionnaire; JC 
Form 7a, Statement from Institution; Letter requesting 
Waiver; SW Form 4-6, Review of Medical Report; JC Form 
107 (MA 6-66), Notice of Incor.1plete Application. All 
itens duplicated in Job Corpsmen Folder. Large volume 
chronologically arranged. 
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REQUEST FOR AUTHORITY TO DISPOS-E OF RECORDS-Continuation Shoot 

9. 10.8. DESCRIPTION OF ITEM7. SAMPLE OR ACTION TAKEN{WITH INCLUSIVE DATES OR RETENTION PERIODS):M NO, JOB NO, 

. 
Cut off at end of FY following shipment; hold one 

year and destroy . 

.6. Job Corps Enrollment and Departure Report. Files 
consist of JC Form 83 (MA 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 copie$ of JC Fonn 16 (:MA 
6-26), Job Corps Meal 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 1169a, 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 Movement Folders. Files consist of JC 
Fonn 88 --(MA 6-31), Job Corps Reservation Record, showing 
itinerary and costs in draft fonn, JC Fonn 509, Job 
Corps itinerary in final fonn 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 trans fer to FRC. Des troy four years • 
after cutoff. 

10. Incidental Expense Voucher Files. These f~les. 
consis·t of SF 1166, ·voucher and Schedule of Payments, : 
and SF 1167, Contin4~tion Sheet. ~•'vouchers cover • ' 
Corpsmember's incide~~~l tran~p~rt~~tPP, expenses not· 
paid by Transportation Requests (TR)~· Typical expenses 
are taxi fare, limousine service, unplanned lodging 
and meals .. 

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

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

used is supplied by the carrier. The fonn shows value 

re,u eoplu, lnc,hul.ini, ori11inol, la l>a •uhmillecl la lh• Natianol llrohl•.. 1&-nua--1 -• 
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REQUEST FOR AUTHO:i1rTY· TO DISPOSE OF RECORDS-Conilnuation Shoot 

8, DESCRIPTION OF ITEM 
0, (WITH INCLUSIVE DATES OR RETENTION PERIODS) 

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

14. Outgoing Assignment Transportation Files. These 
records consist of mov~ment registers and copies of 
teletypes from Centers authorizing transportation from 
Center t6 various locations. Used to provide and 
schedule travel for departing Corpsmembers. Teletypes 
duplicated in movement folders. 

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

9. ID.
SAMPLE OR ACTION TAKENJOB NO. 

• 1 
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9. , I8. o::..cc.dPTluN CF IT[M 10.7. SAIi.PLC CR
ITTM NO. (WITH 11,ClU~:vc DATL~ qr, flLl'Cr.r;:,:, rrn1c,o~) ACTI011 TAKc:rlJOO NO. 

SECTTO~ VI -- l..r.'\l~MPLO'I'i·ii~i-:T INSUP-.N,CE Pr:.ocJ'-.AH FILES 

1, llncrnploymc'.nt Insurance Pro?,rnr.1 Corresnondence. 
These files consist of corre;s_pond8nce, re:ports, ,forms 
and other records documenting the administration and 
operation of the UIS. Arranged according to the MA 
Uniform Files Classification Guide, typical examples of 
UI correspondence inclcde: Tc~porary Disability 
Insurance, Separation fro~ ~ork, Eligibility-Di&qucli-

;fication, Misconduct, Benefits, Overpayment and_ Fraud, 
Contributions, Tax Functions, Experience Rating, 
Coverage, Taxable Wage, ijage Records, Manpower (Civtl 

•oefense), Research and Program Planning, State UI 
Programs, Self-Evaluation Program, Disaster Unemployment 
Assistance, MOTA Allowances, 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: , 
WI~ Payments, WIN Relocation Grants, Prisoner Incentive 
Pay::ients, Allowance Notifications Under National 
Contracts (OJT and Institutional), MDTA and WIN Appeals. 

Cut off at end of the fiscal year; hold two years filSPOSAL NOT 
and tranqfer to FRC. Qoolsny 8He~ 1sbr@@ 8s.eitiotfl!"i!: APPBOVfQ • 

~rnarA-t f'c~/l'JltA"~ t:J f fe.~ 1::o /V'9NJ fAt'/,e.,,
Ye. ~.j did. * 

2. Unemplovment Insurance Program rreoorts. These files 
consist of UI reports prepared by States. The following 
items are included: Quarterly reports by States of 
forms transmitted, ES-931 (HA 8-36), ES-935, ES-937, and 
ES-934 (MA 8-33); Benefit. Appeals, ES-221; B.enefit 
Rights and Experience, ES-218; MDTA Allowance Activities 
ES-214B; Payments and Liable InterstatD Claims, ES-213; 
Claims and Payment Activi-ties, Weekly Report, ES-210; 
Overpayments and Willful Misrepresentation, ES-227; 
.Rese:arch 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-81; Reports of Discrepan­
cies, Copiei·of Form Letter 74-10 G~ 8-20); UI Budgets 
and Grants, MA i-86 2.nd }~ 2-87; UCFE and UCX Appraisal 
(MA-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 

Fo1&t ...,_,1.., t..chullng odgln..J, lo Lo s1&bmlt1.d lo lhe NuUon4l .llrobh••• • 
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REQUEST FOR AUTHORITY TO· DISPOSE OF RECORDS-Continuation Shoot 

7. 
ITEM NO, 

" ' 

9.8. DESCRIPTION OF ITEM 10.
SAMPLE OR(WTTH INCLUSIVE DAUS OR RETENTION PERIODS) ACTION TAKENJOB 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-831; 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 ~nd of fiscal year; hold two years then 
destroy. 1 • 

• 
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. Compl'-ise·d of 
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, Evaluation of 
Benefit Payment Control; UCFE-UCX Appr.a.isal Outline; 
Evaluation'Outlines No. 57A and 57C, Field Tax and Audit 
Functions; Evaluation Outline No. 58, Interstate Bene-. 
fit Payment, Evalµation of Interstate Claimstaking 
~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. 

I' 
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B. DESCRIPTION OF ITEM 
(Wl'rH lffCWSIVli DATES OR ROENTION PERIODS) 

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 an1 
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 des troy. 

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, Request for UCFE/UCX Claim Information Assistance 
Files. Contain wage and separation information - UCFE, 
ES-931; Request for Military Information from Armed 
Forces, ES-973A; copies of form letters, MA 8-17 and 
MA 8-13B 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,: 

9. 10. 
SAMPLE OR ACTION 1AKENJOB NO, 

,, 

• 1' 

•. 
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