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WASHINGTON, DC 20408 
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I FROM (Agency or establishment) NOTIFICATION TO AGENCY 

U.S. Department of Labor (DOL) 

2 MAJOR SUBDIVISION 

Office of The Secretary 

3 MINOR SUBDIVISION 

Women's Bureau 

4 NAME OF PERSON WITH WHOM TO CONFER 

Cathenne Breitenbach, Director 
Office of lnformat10n Services and 

5 TELEPHONE 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in the matters pertaining to the d1spos1t1on of its records and that the 
records proposed for disposal attached 3 page(s) are not needed for the business ofth1s agency or will not be needed after the 
retention periods specified, and that written concurrence from the General Accounting Office, under the prov1s1ons of Title 8 of the 
GAO Manuel for Guidance of Federal Agencies, 

has been re uested 
TITLE 
DOL Records Officer 

7 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRS OR 10 ACTION 
ITEM SUPERSEDED TAKEN 

NO. (NAR<\ llSE ONLY) JOB CITATION 

See Attached Descriptive Records Series List for 

U.S. Department of Labor 
Women's Bureau Information Management 

System (WBIS) 












--
tNARA onlvl 

UOBAJ,~~'7 
RECE,ED J 

!DATE 

gF~1i:ATES Q02-693-6710 
~II Support 

□ q 

NSN 7540-00-634-4064 ST AND ARD FORM 115 (REV 3-91 ) 

PREVIOUS EDITION NOT USABLE Prescribed by NARA 36 CFR 1228 

115-109 








1. System Aeeess: 

a Web A.ceess Portal. Internal, onlme portal provide access to 'NBIS Mam Menu, 
logm dialogue bmces, nav1gat10nal buttons to access funct10nal elements and 
reference matenals Conswts of graphical, wntten, and/or audio content, style 
sheets, scnpts, and code supporting funct10nahty of the v,eb apphcat10n 

D1spos1t10n TEMPORA,RY. Delete/destroy screen shots and other elements 
when no longer needed for adm1mstrattve/operattonal needs 

a Teehnieal A.ssistanee. Informat10n on requests for routme mformat10n on \VB 
events, service requests, research on women's issues, publications, photographs, 
newsletters or contact mfonnat10n (GRS 14, Item 1) 

D1spos1t10n TEMPORARY. Destroy when 3 months old 

b \\1B Aeti.,·ities. Information on conferences, events programs and outreach 
activ1ties 1.vh1ch are part101pated m or sponsored by the Women's Bureaus (GRS 
20, Item 2b) 

D1spos1t10n TEMPORARY. Delete ·.vhen data have been entered mto the 
master file or database and venfied, or when no longer reqmred to support 
reconstruct10n of, or serve as backup to, a master file or database, whichever 1s 

U.S. Department of Labor 
Women's Bureau (WB) 

Name of System: Women's Bureau Information Management System (WBIS) 

Dates of Operation: August 19, 2002 to Present 

Background: The Women's Bureau was established by Congress m 1920, to develop standards 
and pohc1es which improve workmg cond1t10ns, advance employment opportumt1es and promote 
the welfare of wage-eammg women WBIS is a web-based information management system 
used to document and track d1stnbuted publications, collect contact and services information of 
interest groups/orgamzatlons, and collect mformat10n about Women's m1tiatives 

Note: The disposition instructions apply to records regardless of physical form or 

characteristics. Records may be maintained in any format or any medium. The records 

are media neutral unless otherwise noted herein. 

*Withdrawn: Item does not need to be scheduled 

2. Inputs: 

later-



	

	

	

c UserID and Passwords. Piles created to momtor password and user 
ident1ficat10n admm1stration Also mcludes mformatlon on system usage, logm 
and audit trails (GRS 20, Item le) 

D1spos1t10n TEMPORARY. Delete/destroy \Vhen the agency detem1mes they 
are no longer needed for adm1mstrat1ve, legal, audit, or other operatrnnal 
purposes 

d Contact Information. Infonnat10n on md1v1duals, groups, or orgamzat10ns that 
have mteracted with the Women's Bureau (GRS 20, Item 2b) 

D1spos1t10n TEMPORA.RY. Delete when data have been entered mto the 
master file or database and venfied, or 1.vhen no longer reqmred to support 
reconstruction of, or serve as backup to, a master file or database, 1.vh1chever 1s 

a Reports. WB Program and V/BIS System performance momtonng mformat10n 
which mclude WB Accomplishment Report, Event Report, Duphcate Contact 
Report, Reg10n Code Descnptlon, Pubhcatrnn Inventory, Subject Code 
Descnpt10n Report, WBIS Activity Summary Report (GRS 20, Item 6) 

D1spos1t10n TEMPOR,A .. RY. Delete 1.vhen the agency detem1mes they are no 
longer needed for admm1strat1ve, legal, audit, or other operational purposes 

b Responses. Responses to requests for techmcal assistance, pubhcatrnns usmg 
standard "thank you" and cover letters Uses Microsoft Word Mail Merge files to 
combme ma1hng hsts entnes with form letters for mailmg (GRS 14, Item 1) 

later-

3. Master File/Database: 

a Master file. Contains information on contacts, individuals or orgamzations, 
events, WB conferences, speeches, special meetings, and exhibits, WB 
publication matenal listing, formatting elements, and data codes used for 
tracking Contacts can be added, deleted, updated, and hyperlinked, as needed 
Events include time, location and topic of the event Searching in the system for 
publications will yield a link to publications available from the WB website or 
other sources, which can be then be pnnted or downloaded 

Dispos1tion TEMPORARY. Destroy when superseded or obsolete 

4. Outputs: 

*Withdrawn: The system no longer produces these reports (per email 5-26-11, 
MS) 



D1spos1t10n TEMPORARY. Destroy Virhen 3 months old 

c Direetor's Corner. [Reserved] Infonnat10n sent by the Duector to WB staff 
Messages have a start and end date and are automatwally deleted at the end date 
(CRS 23, Item 7t) 

D1spos1t10n TEMPORA.RY. Destroy immediately, or v,rhen no longer needed 
for reference, or accordmg to a predetermmed time penod or busmess rule (e g 
usmg the auto delete feature of electromc mm! systems) 

d Task-s and Orders. Infonnat10n on tasks assigned to WB staff and status 
trackmg Use 1s voluntary and mostly used for convemence and coordmation of a 
temporary act10n (CRS 23, Item 7t) 

D1spos1hon TEMPOR} .. RY. Destroy immediately or when no longer needed 
for reference, or accordmg to a predetermmed time penod or busmess rule (e g 
usmg the auto delete feature of electromc mall systems) 

a User and System Administration Guide. System documentat10n consists of 
descnpt10n and operatmg manuals for the software apphcat10n, user manuals, 
description of the operatmg environment, softv,rare and hardv,rare operatmg 
reqmrements, adm1mstrat1ve procedures, system admm1strator operatmg 
mstruct10ns and procedures, busmess rules, and office operatmg procedures 
(GRS 20, Item llal) 

D1spos1t10n TEMPORARY. Destroy or delete upon authonzed delet10n of the 
related electromc records or upon the destruct10n of the output of the system 1fthe 
output 1s needed to protect legal nghts, ·.vh1chever 1s later 

, 

*Withdrawn: The system does not and has never contained this item despite an 

earlier mtent (per telephone conversation on 5-24-11, MS) 

, 

5. System Documentation: 




