s g e e s REQUTNST FOR AUTHORITY Ré 900 T LEAVE nLamg ‘
X AN IO . - - ‘ Leduts 1w wo. @
] T ISPOSE OF COTDS UL 1 1875 |
kK (Sees trisiziin farxsrs eses ooy 0y 40} D T— i
MTE AYPRDYLD
To. GENERAL SERVICES ADMINISTRATION, 77 NC-390-76-
Maiional ARLHIVES AND RECOKRS Sravict, Wasmaaton, .C 20409 - -
/1. FROM (AGEKCY OK LSTABUSUMENT) T ) NCTIFICATION TU AGENCY
’ _u. _Derartment of Lahnr -
2.t MAJOR SUUDIVIGION T T - IN ACCORDANCE  W[TH TUE PPOVISIONS QF. puy
LAWY 91-287 DISPOSAL OF ITEMS MARKED ois?
. HMannower Administration APPROVED'™ 1S AUTHORIZED
h‘lNO'I “.JUL‘WI SION '
Pereav of Apprenticeshin & Training - | )
8. NAME OF FERSOM WITH WHOM TO CONFER 5 iLL. EXT. - ba i .
! B i “};o { i BATS- ARCHIVIST OF THE UNITED STAT
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6. CCRTIFICATE OF AGENCY REPRESINTATIVE:
T 1 hcr:by czrtify that I am auihorized to act for the head of this ageney in mntrers pertaining to the disposel of re:ards. and that the records dncnbed in thi

- scheduic of _

A The records have B
ccosed to have aufhe
oient value ta warrant
futtier retenuion,
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poges are propoved for dispoaal for the reason indirated: (** X' only one)

The rzcords will rense ta have sufficient value

to warinnt further retratien aon the cxpuration

of the perical of ime indicated or on lhc orcur-
(/J'Itc of the event apceified,
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8. DESCRIPTION OF {TEM
{WITH INCLUZIVE DATES OR RETINTIGN PERINDS)

9.

SAIMPLE OR
JOB NO.

10
ACTION T/

TRAINING

JITSTORY OF T TI'TIRFAU OF APPRENTICESHIP AMND

In 1437 the Natinnal A-rrenticoshi~ Act
was passcd, estaklishing the Dureau of Arrren-
ticeship in the U_S. Department of Lalor. After
two and one-half decadcs the Pureau's proaram
vas suddenly expanded with the rcuponsiLil'ti“
assigned it undcer the MTDUinL Development and
Training Act of 1962, with-sulbsequent amend-
ments -- Federal PEquathDa {22 CFR, -Part 30)
and the Civil Rights of 1¢ou4. Today the
purcau of Arrrenticeship and Training emnrldys
approximately 42C reorle, the majority oi whom
asgigned to ficld offices. )

It is a unigue oraanization, estallis
for the jrimary purpnse of selling an ldea to
management., Jlal:or and the pui-dic. 7The idea is
that formal ajyroenticozhiy training is the lest
vay to prepare clilled worlers and eventual
rupervisors for the trades and craits
the United States.

To this end. the Sccretary
Manpower aAdminictrator and the Dureat Adminis-
trator vw.ork together tec create minimum qrality
standards ifor the training of skilled vorlters
through thiz ancient yot honoral:le system called
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£ "ayprenticeship.” (29 CFh, rart 29) R I
I P The Rureau is designcd to* care about people | 7 |7 o
L . N . . . . B
sl and their akility to learn skills., It males i
%ﬂﬁ" F sure that the people who hire apprentices are

B K Ner ke g St e s

R T
o, i,

-y

sincere in their stated rlans to train them; it -
makcs sure that people who are designated to ‘
.konduct the training are capable instructors; N
and it makes sure that the young apprentices S
obtain every opportunity to make the experience ,
a successful one for himself and his mentors. ah
. N The orqganization has no corner on specdial
7.+ |promotional tools or gimmicks. It has a Lack- .
.7 i |ground of personal experiences and dedicated -’ o
... |desire to make the apprenticeship system some-' . o
~ . . |{thing that not only works well but grows and
.. |changes with the times and requirements of the’
© lage. ' . : :
' Its reorle are aware that it is this flexi-
" - ibility, this awareness of the needs of people
" - |and institutions, that has perpetuated appren-
ticeship as the primary skill training sys ttn
through the centuries leading up to and
including the Industrial Age and the Space Age. .

Fonz copics, Including original, to be aubinitied 1o the National Archives and Recorils Service ’ 16-00428-3 GPO
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drives, community affairs, etc, They may
include copies of correspondence and reports
prepared ani ferwarded to higher levels of the
agency; or cther materials which do not scerve as
official documentation.

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

Reading or Chronolecgical Files: Txtra copies
of corresrondence rrerarcd and maintained Ly the
criginating office and used as a referonce or
reading file for information and convenience of
rersonnel; alsec information cories of corre-
syondence ryovided 1y other offices,

Cut off at end of Gach aqurarter
of the fiscal yeur. F¥ecpr three
to cix months and- destrov.
Transitory Matcrial: Farcre Hf ghork-torm
interest which have no Jdocvmentary or evidential
¢ ant noimally reeld not .o lent mare than
months dean., Recor re ma ol Lnc
varan £ tyvios of temrorary mataerials gaoaown
ko ne Evanoitorv f.1¢
lnogically, and deztroy after a Lricf period.

val.
cix

[
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the

HEE Kalty aryangeld clirnno-

routine requests {or information
or ypullications which require no
administrative action, no policy .
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i = . R
X Vi, Office Aiminictrativ: TFiles: Record:s that relatd AR
 g§ to rxocvtine internal administration or ho se- N
,Q*ﬂﬂ Jeer ing activitries, In gencreld  theee files {;7
Ea cover ~ff.ice vrocoivres  oroanization and o
Jf”f cenmi:nications: day-toH-day adnipistreaticon of
fﬁ } nffice rersonnc], rapcrs relakive to on endi- i
L tuvres of funde inclvding huvdaet worling varcors, @;ﬁ
LT? reguests and reccirts for office swirlies and B
fg ! equipment. Jdecivments concerning oiflice syace and ;ﬁ,
k; - utilitiecg, emrloyce participation in camyaiyns, e

Fomr copics, including original, to be submitted to ibhe National Archives and Records Service
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ont ')
.

or rrogram decicions, and no special

rescorch or complications for reply.

vestroy immediately alter reply
is made or intformation is Lurnished,
Letters of transmittal that de not
add information to that centained

in the material transmitted.

Destroy upon receipt.

(uasi-owfficial notices, memoranda and
other parers that do not serve as a
tﬁSiS for official actions, :.such as

of holidays or charity drives,
welfure arpeals, savings bond campaigns
and rayers Jdealing with activities of
employee unions, associations or civic
organizations.

Destroy when purpose has Leen

papers arranged in chronologi-

‘action is

as a rerinder that an action is
on a specific date; a response to
expected and if not received, should

c.
notices
served,
cuspense Files:
cal order
required

10
ACTION TAKEN

T
R
. . L ]

yool
K]

K3

! be traced Lv a particular date; or 2 transitory
‘ :
: parer held for a specified time for a stated
z rurpose., s
k( . a. MNotes and other reminders to sulmit s
: a remort or resronse, or to tale
; definitive action. .
L., File cories, or an extra copy of
outyoing communication, filed Ly o
| , . ) K
. datc on which a reply is expected. ¢
c. Transitory papers held in suspense,
Fowmr copies, including oliuin;ll, 1o be submitted to the National Aschives and Recoirds Sexvice 10—503128-2  @pPoO
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LAMPLE OR
JOI NO.

Ttem 3 (Cont'd)
ronding the completion of a forth-
coming action, nutil & short duration
has elapsed (usually alout 30 days).

Destroy on date supcrseded.

Non-Record Material: These consist .of papers
which have no documentary or evidential value,
This tyre of matcerial accumulates in all offices
as a ccnvenience to personnel, lLut should l.e
kept tc a minimum. HNon-record material is
often found mixed with official files, even
though this practice is considered poor manage-
ment. Retention of this matter is not reguired
and much of 1t chould have Lecen destroyed rathex
than filed. IJiowever, when such material is
filed it should Le kept separately from
offi:}al 1ecords. :
h-Racord ,
Technical nefcrence Material: These files con-
sist of printed or reyroduced copies of period-~

itals, reports, studies, special comrilation
data, drawings, clippings, etc, which are needed
for information and reference purposes, yet

they are not made a part of official files,
Such material might Le prepared internally or
externally.

Review annvally; Jdestroy material
of no furthcr reierencce valvc,
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8,007 - , . . K R ., i . s .
gl form to the uniform Filez Qlasosification Guido,

R They inclnde correspondcncs, rororts, forms, etcl

AP vhich are created ond maintained in administerin)

St the program designcd to develop and suy port _ L
‘hﬁif. national plans and prolicies aimed at promoting ' ff :
SIS and directinyg programs for skill develorment and o RN
,Jf?' effective use of manpowor resources through . '
3§f€' : apprenticeshiy and aellied industrial training,
i‘ué and to develor and maintain a system for regis- S
':ﬁi; teringy apprentices. R BT
j;";;"} B . f | 7',
- ! , Pyt

“:,.r ;' .

S 2532{;/ ITnternaticnal Pxog;am Iecorde: These are case B

C files which contain vital information concerning| - ..
foreign nationals who come to the U.S5. under
sponscrship

of the Agency for International

Sod evelorment, United lations, International Lalor : o
' Organizotion, and sclf{-financed teams or indivi- i
duals. Through a mutual cexchenge of ideas and ' T
;. technical know~how these individuals arc pro- o )
quj vided an opfortunity to study and obscrve modern
ASE methods of arpplicaticen, as well as new and o
I improved Jdevelopments and technigues in indus-— S
trial, managerial, coucational, and other arcas ‘ :
\ of planning, dosign and coustruction noew Leing N ”
o accomplished 1in the U,&, E
SRR
Cut oiff when case is closed; e o
e retain onc year and retire to o
‘ " -TKC.  Destroy six years after cutoff.
o - ,
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W o faz fgual rImployment Opportunitv Program Files: , :

NS These are subject files consisting Qf corre- )
T P spondence, rerorts, forms, etc. relating to ¢

;%15, the administration and operation of the EEO

Py ! Z . . ,
e - (program.

wn Cut off at end of fiscal or calendar

year, whichever is preferalle; -heid

s

: . : - fe . .
< o L . Deg~ e

troy five years after cutoff.

R

'

FEN Complaint Files: These are case files con-

"taininy deocuments reflecting complaints of con- o
‘tractor oX sronsor rersonnel regarding equal Lo
;cmrloymenr cy portenity. Included are such S
5, " materialn as complaints, transmittals, investi- N
SN "igetive summaries and data, fact-finding state- S XS
.m nts, final dicposition reports, acceptance N N
,EJm' ' atatementa, withdrawal notices or similar papers, ; W]"‘ N
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Cut off at end of fiscal or : : g

, calendar yeor in which final Co T
| iction ie completed; hold two - L
( ) years and retire to Fl,  uestroy : ‘

:;s! : seven years after cutofs,
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of all 1Incal jrograms roqglotered vittn the Bureau . o
R are maintained in reqgional and State offices, 7
The programs are continuous tou the point of a LAy
SR decicionn to refrain frow training or ko dis- O
‘=olve the lusincess 1y the sponsor. Theze files ' )
ore arranged gQO(EuphiCdlly ly subject and ;

o g sttt T By i e
ﬂ///iﬁ/ fﬁ%@hy G0 £

A R




—z

Sttt ) o T
CReves Pleewin e e 7y
o e bl [HEN IO W

Jub N,

e
— - T . g .
P
: P,
. . L2 b - 8
PN
N Ui

“M‘ [N Y PR RO )
. ol T pages
REQULST 1'OR AUTHORUDY T DIsPOSL-0° $EOONDS— Continuation Sheet R
f . 9 3
. 1 ARt e LA - - ”" l 10. ”é
' G B e I e PLLieny JI?K')',H' F{!?R . I\C‘!ION MKEN;‘;&
s - . - S e e e - b— e o —— — [, - — 4
lItcm 5 (Cent'o)
| o
linclude corr-sprondence, reoports, forms, legal ‘
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