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II. r;A~,~£ OF f["SOil WITH WHOM TO CONrm 

6, CCRTIFICATE at' AGENCY RE.PREc,CNTAT1V[: 

1 hc«by c<:TtiIy th ..t 1 10m nut her iaed 10 act for the head of th;3 agency in m:lltcn p~rl;'lining to the di3P0391 or reca",t., and tbat 1m. record. ueocribtd u. Ihi 

ecbed ule of ~ poaC'a are propo,ed for di3~sl (OI" th~ rcft!ton inliir"";]ted: e·X·· only o·n~) 

A The r e .. orul b a v e 

D 
ccnsed to h"ye" :7uffi ... 
ClC"nt v 3111etn wnrrant 
ruetiler tCle.n\10n. 

9.7, 0. DESCRIPTION OF ITEM	 10. 
5A\,+!'lE ORrrf.~ HO. (WJTII INCltr~IV£: DATES OR RETeNTION PERIOOS)	 ACTION TJJOU HO. 

HISTORY (JF TII1: rTTRrl\U OP l\PPP-FNTICESHrp AND 

TRAINING 

In 1~37 the Nati0nal A~~rent~ccshi~ Act 
was p a s s cd , c a tak Li.s hi.nq the Bureau of hr-y..ren-
t i.c e s b i.p in t.hc U; S _ DerartI:tent of t.at.o r, After 
two and one-half decades the Eureau's proqram 
~DS ~udJenly cxpanJed with. the responsiLiliti~s 

assigned i t urid c r the ltianpo, ...o r ne ve Loj-meri+ and 
Training l~ct· of 19G2, w i. t.h : sul"st2CJt,1(~n·.t 'amend-
ments . -- FeLleral ]?el]ulatiorls (29 CFR, ,Pa·rt ',(30) 
and the Ci vi 1 n iqht!? ,'\ct of 1~64. Today the 

nllrCil1.1 of l\r:'frenti.cc:>ship an.i TrClinin',j employs 

arT,ro::ima-t<2ly t12C !'-(~OFle, tlJ8 rnaiori ty of: whom 

are Dssignc:>d to ficl~ offices. 
It 1~; d. unique l)r~F!ni7,ci.tioll, p.Gtal1islJ('d 

for the J r .i.ina r y purpf)::,: of ~.;c11 in':J an idea to 
ruana qomen t; . ] al.o r und the j-u l-J ic. 'I'lie i·jC'Cl is 
t.h a t; r o r mnI a]'rrr~ni_ici::·:::U.r· t.r a i.n i.nq 1E the" Lc s t; 
v.ay to pr. o p a r e !:O}. i LLc d \'Jo:rh::.'r!O'and e ve n tua L 
r uj.e r v i co r c f o r tile va r i.oue t r ad c s arid c ra r t.s in 

the Uni ted· ~3tates. 
To this end. the f.:c:c:C€tary of LaLor, Lh e 

Nunp:::>\'IC'r i\,jmini~Jtrzltor and tile Blae<J.t. Adrn i.n i s > 

tratur \ ..or], t':l:JEtilcr to create mi.n i.rnum qr a Li ty 
" ,	 s t.and a r d s i'rJr tile t r a i n i.nq of slr .il.Led Forh2rs 

t hr ou-jh :tip..? anci~Jlt yet horior ab Le system called 

---.---'..!C..,J.·~~t~ffl~~~e:44<1~UJ.J+-f -L~~-::r¥!.tC-g{J~·WI::==.====================_=-..---:-::===-:-~---'--_..-. -_ 
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9. 

JOI:! NO. 

, -: 
II ajp r en t Lce s h i.p ••1 (29 CFr~, 'Part 29) , . ' ~::;. 

The Eurenu is designc~ t~caIC about people ,J 
• ',. Of 

. Iand their ability to Le arn ak i.'l Lc , It mal.e s 
sure that the people hire ice s are\·.'110 apj.rerrt
sincere in thr i r s tat.ed rLans to train thernr it., 

.. " 

akcs au re that pe op I.ewho are d e ad qn at.c.I to 
oj.,',o. 
j onduc t; the trai.ninq ar e capable instructors: 

and it makes sure that t.he young aFprentices
obtain every opportunity to make the .experience 

" 1'" 
, ;

',':.,' (j, ' 
• 1..1 • -I ~.

;'1: • 
',I-

a successful one for himself and his mentors. ~,'.. . '~';.'::..'.; 
The o rqan i zat i.on has no corner on spe cd aI . , -

.romotional tools or gimmicks. It has a Lack.-
ground of personal experiences and ded i.catied ", ,';~",/.~',': :·':·.:2·:;~;· 
desire to make the apprenticeship system some- '..' .t.,.' " 

thing that not only works well but grows and 
changes with the times and requirements of the 
age. . > 

• • .' 1, "'.~ Its ~eoFle are aware that it is this flexi-
".'1 . :.::, . bility, this awar<:ness of the needs of people . .• :~.~ 1:~~;2.~\.;~and institutions, that has perpetuated appren- :', 

, ,oj: : !;," ticeship as the primary skill trai~ing system 
"", 

',' , 
" ." i- ,:J. • .;. ~ .~! 

,f t,'through the centuries leading up to and 
, ~..: . ~:\:!...,,;:~~:.'~\.'~ 

.; ~',including the Industrial Age and the Space Age.·· .. 
" ':'; . : 

_'0, . 

" ': .~',,'., :. .'. •'i\':;j:}\:,;;'}( ' 
,I' , i ",1\" 

,,', 

·'1 

. ." ,. .: .."t- -:I.;"~,, ~:v:,::..,,;, 
\ 

, . 
",I i . 
.,' . 
.... , ;,':1,:~,}<':l~;';;l~:: 

" • ~,", "', '~",:: -1 r 

. .>::. ~..~..~..t-

• 1,1, 

, , ... 
j'.: '.:
 

..'., .

,f-., .. 

, .1 . '. , 

,,: .' 
",! .,I:" •

'.- '" 
, • t • ~~. ~, .' ' ••": ~,.. : .', ...,," ::,') . :: " .~~. 
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• ';'t!~, ~ 

t, »	 
I\,EQUr::;T n.)H r,UTHon.ITl TC> J)1;·:"U~.;i~ or TH:COnD~~-Conlinualion Dhecl .;' " .. , v . 

-------_. -----~--..-.. -----. -----_._._ .. 
9 

~M-'\PII on IICIION	 TIIKEN •HI M "'J	 J{)U IW 

--- -- -_.- . 
1:;]:rT'Y('.N I -1-·------

•
Office 'v Im i.n i.r.t t a t i v Fj]<.:s: n~,cor.j::. tl.a t: r ela·t ._----_. -
t ;) r c.II t.L 11\.' i n t ~I n i" J U, l:11i n J. ~. t r a t j. o:.~n C' r 110 S (;'-

k ee: in,] ac t i.v i t.ie s . 1:;) '.ilncrOC) t he sc f i Lc s 
c ov c r ...,.rfJ cs ,. r','-·· "1r""" or ',,'1 izu t.i.o n arid 
~:Cl11~11:ni~a~i~n:.- ~ . ~;~.;;~t ,,~d;'lj.J~iE"t~~tL·~ of~::~l:;'

o f f i c c r-cr s onn c l. r apo r s r c La t.i v-> t.r. ex: cnJi-	 ,. 

U
'.' 

) ..... ' "':t f i i },1:1(~ct .i q iarur e s of und s nc Lr d nc	 wo r l n c r s , I~' ... 

r eque s t s anJ r cc cLr t.s for c.f f ic c Sl.!1=.; Lies and 
equipment. !1rJcL'TT1'2nt[' c oric e r n i.nq office S}'·ClCO and 
utili ties, '.?mrloy~e j-ar t.i.c i j-ut ion in cam}"a i jns ,

z .:: ~ ~,~ .t .". ,,, .. drives, commun.it.v affairs, etc. They may

: ',·1 include copies of correspondence and reports
:: .: 

,,~4' .~:_!,.) pr epar cd an J f orv...ar dc d to higher levels of the 

.:. 
, 

i 
t 

'agency: or oth~r materials which do not serve as 
.,:,.,'f of ficial doc umcrrt at i.on • ," ': 

1~ I ' 

.	 ".	 . 
J!!' ~ . ,)' 

~, ~. 
, ~ Cut off at end of fiscal yeari
 

f

i retain one year and destroy.
 
, .. 
-: i 

~", ,~, Readinrj or ~~t~~~~~!.~9.icill Files: r x t r a copies 
of CDr r os r ·:md(?rjc,.~ r r v+a r cJ and mai.n t ai nc d J. y the	 . , 

~ t " : orisinatin~ 0ffic~ and used as a r2fcrcnce or 
r ead i nq fJ. .1 e f'Jr information arid con vcn i.c nc e of 
rersonnel; also information cories of curre-

. i sl'onJcnce rrovlded ly other offices . .	 • .: t " ' • ,.. 
• • ~ :; < •. .	 . : I',

cut off at end of oac h qu ar t er 
•• ,' - Iof t.h·.? f:i scal y e a r , Fesr' three . , ,'," 

to Sl;: mont.hc ari.J- .Ic s t r oy , . : 

I • ransit~rv MatcTi~l: 
'1

1 i n t er e st 'nhich ha ve nlJ \.)'K'\'llIC'tltary at c·v.L(lential '. , " 
i. . va I. C an.I no i mal I v r""eJ net, r.": 1,,,'nt ruvr '. t.L ari 

th'.:	 va r i o '- t\!1 (_~, ~)[ tt::'iTi"r:)Y<.l.lY Jililt'~!:lctJS SiF)';m 

J cJow .'.llbJ ··'n~.. tyul"J.:itoJ:v fi Lr- u.llul1LJ,~.l ci:r0nU-
lO·.I.LCa.1Jy, ami _Ie:::troy a f t.c r a Lr i.r f period. 

B.	 ~outine rcqueEts for information 
or r;u} Lic a t i on s which require no 
adrm n i s t r e t i ve action, no po l Lcy 

------'---------- --_._---- ._--_. 
ro.r copie., including otjgiltul, to he .ubntitted to tbt' National ~J("11j"Ve!l a.nd Recorda Service tG-WIlIS'2 GPO 

.. 

http:tt::'iTi"r:)Y<.l.lY
http:ari.J-.Ic
http:documcrrtati.on
http:coricerni.nq
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9 10,
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,. -- -_._-------,------,_. ,---_._', , ...~.'~:t" 
" '" ,,:j(',<

• l' ~ ~>II)., • 

, ':) :.~ i.. .' " ..-
or jr oq r aru ~,L.'ci:...:iomj, awl no sp':'cial ,':'

, , 

, 
r e ac c r c li or c omp Li c a c i on s for r e p Ly , 

;)e3truy i.mmcd i.a tc Ly af.t.e r reply
i~ mad~; or .inf orrnut.i.ori is furnished. 

b.	 Letters of transmittal that do not 
adJ information to that contained 
in the me t er i aL tran sm i t ted , 

~\:,/.;~:~)t:·i,· 

Destroy upon receipt. 

-! 
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I,",! " 

..
, 

,', 
, 

. 
.. I, I~'..' " 

,i
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," 
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I 

/ 4. 

c. ('uasi-c)ifficial notices, merno rand a and 
other parers that do not serve az a 
blsis for official actions, .s uc h as 
notices a! hoJ,idays or charity drives, 
weLf aro aj-je a Ls , savings bond c arnpai qns
and rar.,ers d eaLi.nq wi, til acti vi ties of 
employee unions, associations or civic 
orij.:miz,ations. 

D~stroy ~hen purpose has le~n 
served. 

suspense Files: papers arranged in chronologi-
cal order as a rp~i~der that an action is 
r equ i red on a srecific date; a response to 
'action iF; cxpccteJ ulld if not received, 13hotlld 
be trncc:J Ly a particular d'utc; or <:l trflIlEitory
parer held for u sj.ec i.ficd Lime for u. state:'l 

I' 

, 
I ,; '. 

, " 

-:: '.1-', 

., .,::- , 

t ~ ~):,~, .. ~ •• 

.,,' ,t • (.. 

..... ". 

t': 

purpose. 

n. N0tes and other remindcro to ~uLmit 
'.. ; .. . , ": 
, _,I 

. 

a r cr-o rt; r ccr-orisor c , 
definitive actioll. 

or to tal; e 

""';. ' 

1.>. File copies, or an ~xtra cory of 
o1J.bJoirHJ cCJll1Jnunication,fiJ cd Ly 
dat.c on' \ ....hi.ch a rcj..Lyis expected. 

"-, "~..' 
, Il' 

~ ~).. .:~ 

1.., " Transitory popers hold in suspense,c. 

-----!..---------,---~---~.------------.------------'------
roar copiv., 'nclud.ing Daillinal, 10 he sabn,iU,-,d to the National A.rchivc. olld RCCDId. Service III-6\) 128-2 GPO 

.'~'.. 
1" 

r" .~ 
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9I~f.!'.. r i Jf i I ~ -: (] j Ij! tr( 

~M41''-f on I(1'''111·1:(~lt''.I''' I."':~, o~ It: illlllull rIP"'!J~) AC'I 1()'~oTAkr.N .,JOIJ rIO. 
______ .. __ ._.~ ~ ~--- . .J _ 

r t em 3 (Cont'u) . "''1;,;~,,1t'ij/;
" ;'.~.\tnt.fi,-::' 

, >"{"'... 

j.cnd i n-j the c omp Le t Lon of 3 forth-
com i n.j action, un t i L <. short; uur at Lon 

lias ela])I:H:,j arou t;(u au aLly JG days) . 

Destroy on uate supcrscJeu. 

Non-Record Material~ These consist.of papers
which have no dOCLimentllry or evident~Cll value. 
This tyy:e of matcriul (}CCUInUlllte.s llll officesin 
as a convenience to personnel, Lu t; should );e· I 
kept to a minimum. Non-rccoru material is 
often found mixed with official files, even 
though this rractice is cOllsidereJ poor nJ<lnage-
ment. Retcntlon of this mlltt~r is not required 
unu mvch of l.t shoultl have Lcen destroyt.:d rather 
than fileJ. JIm/ever, whe n such mat.e ri aL is 
filed it shoulJ Lc ~ept separately from 
official l~corjs. " . 

#'h-~ ." . \ 

Technical ~€fcrence Material: These files con------~-----.-------.----sist of printed or rerroduce:l cOflies of period-
icals, reports, studies, spoc i aL c omj-i.La t i on 
data, drawings, clippings, etc.' ~hich are needed 

. ~: )for information and referenCE purposes, yet ..' ",I', 

they are not made ~ part of official files. · ,I' 'ct· 
• I. '" • ;.'! ' · ~~,Such material mi q lrt; Le prepared internall'y or 

. ~.~"Gxternlllly. :~~, , 

",~.,. 
R0vlpw annually; d~stroy material -.: , };,.. 

.' 
~, 

. 'I,' ,

of no further re f erenc c vu l.uc, " ~~~ 

;V...,.,~ .\ ... .· :';~:'~';'
"/~", ;L 

',' .~ ,i
 
,
 

~.' '-.' 

.. J 

" ,].. ' 

ruur C'opie.~;ncludinv odginul,. 10 be 5ubnultcd 10 the Nalional JUchiv~. ond necord. SCl'vice 10-6\1128-2 Q'O 
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http:omj-i.La
http:consist.of
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c i s t ~')r..l.ll1':ll'lJy of :',L:l,]U.:t 11 It~, a r r anqe d to c on-f . ,
 
form t.o til'''? UnLf cr in F'il.::.':~ Clas:."i.f:.l.cation Guide. j
 
'l'llt.y inclliJr? cor r-cnpon.rc nc c . r cr.c r t s , f or mc , et,c],
 
v.h i c h a r e c r e a te-l un] raa i.n t a i.r.c.I in adminit:;terilllJ 
tile pr oq r arn d12s.l'jncJ to d c ve Loj- and 3UJ port 
na t.Loriu I j. Lan s and po Lac i.e s ai.rned at r'10moting 
and d i r ec t i.nq J'ro~1r'um~ for s k i l 1 d e ve Lor rncn t; and 

" -1-

c f f ec t.i, v «: UL€' o f manj-owo r resources through ~ ..' ',? -, 

.'j ' •• ~::,~aF'preIJtice~ h i.j; an.I <llJicJ. .ind us tr La L t.ra i.n i nq , 
and to u0velor anLi maintain a systCln for J;egis-
t8rin~ opprenticcc. 

p 
':' 

,,>.q 
\

,',I . ';
," ~'J.-
;...., 

-- ~ --- ------ ------ -_.__ .....: 

International P:t'0c:i£um ~::.(",ol·d~: 'J.'hesc a r e case 
files which contain vital information concerning 

..". :~.
f or e i qn n a t i.oria Ls who c ome to the u. S. under 
spon aoz nhi.p of t he }\(JE:ncy for Internatiorrnl 
DeveloJ.,ITIEnt, Uni ted Uations, Ln te r n a't Lorie L Lal..o r 
organizvtion, and sclf-financca teams or indivi-
du a Ls , 'l'lu:OL~gh a mu cu a I CXCi],llgl? of i.::1E:z.:.sand 
t8chnical Lnow= how ·chc::.:;e .i nd i v.idu a l r, arc [1ro-
v i ded an oJ"!:Ol: t.u n i ty to study i:llld oi.is c r ve mode r n 
lnl'tllOdL o f u:rr'licLlticll, us \·;~~1J..:,S lW\.' i.1.1IC1 .. ' :"'.',~, 

",',:; IimJ.'rove~l d e ve Lcpirro n t.s ;111:1 t".:.'clmiqlles in indus- '...... "..Ih,.
 
trial, mZ1llu<..i..:riu1, l! ..n .c at.Lonn L. Cine] o thc r LlICuG
 
of p.l arm i nq , (j ...::-si'Jn and c ouc tr uc t Lon now Lo Lriq
 

acc ompLi s hc d in tlw u.'~:.
 

" 
Cu t; off wlre n case 1.3 closed; 

4~. ,'i retui.n'onc yenr anJ r.etire to 
" ',:;i .., ' 

-~.~ -FJ,C. Destroy six years after cutoff.
, :~ :,> ". 

':.

-----'-------------,----------
roar copic., indndipu oriyinnl, 10 he .... b."ittcd to ~be l'iutiC"nnl AJC!liv~. nnd RCCOld. Ser.i.c. I8-MI2R-2 OPO 
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" ", 

:.,' . 

, ,,.. "..... , 
Cu~ off at Gn~ of fis6al or " "

; ; 

c a Lo nd ar y e c.r in wh i c h f i n a L :.~. 
action if' comrJet::J j ho Ld tuo 

\ years ilnJ retire to FE(~. Ircs t r oy ) ': :. 

"t,l 
': I S2v~n year~ aft~r cutoff.j' ;	 , ,'\', 

~l .,' 
"~";"I , 
, <, 1 • 
, , !~tntc ?"PJr.pnHC'':~~:;hiTi~A-F:i.l<.:r;:	 ':J~-j- I 

; ri~(=-,.j'l1ol~~~	 or.1 ~~.b~ -t-{~J-)-G--=;';~j-;·~f~~,--=ti-;:;'1+-=;Ii:i'6--(T\1-irt~'--j:'-E:!C I 
h~~'~~-n':d~-ll~?-d;.(~~]~,~.~F~c,tt-:i-!)l:(~,:~~:\;,lw'~:r,:'](-'i7:':J"ip .r:;~ ,1 
:,:l,r.,-w..,-,.,ll_1 "t<:li.\., ,'I J r,.rrttC-:"'JI1Jl • J~,lJCJ,_.,,_ E.~cord~ 
-of ~11 Loc a I ) r o.rr am., y.,:rJi~;tr_J:c-J ;.;itil the BIJrQiJ.u 

';{rc maintained in r(:-"jiOn"lJ. ~nd .<;tlltC 0'F£icCG. I 
;'].'Il~: pI. o'.J'ruHls a r r. c on t inuou s t,:..l t.hc- point of a I 

I
de c ic 

" 
i.on to r c f r a i.n from t r a i ni.nj or 

-
to dis- iI ,,, ....

'solve tIlt' Lus ine s e 1:/ t.l.e ~'J'Oll['Ol·. 'I'he s o files	 ,)
I,ure an: C111gt::J CJ'~:oc,,;r:uphi<':Jlly Ly subject and' 

.~&:Zfjf» -
..~;,r~c ~~~ 

~f44'/ 
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