NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: NC-369-76-002

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of: 9/22/2021

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These items, unless subsequently superseded, may be used by the agency to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.

All items except those listed below are active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and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 listed here may have been previously
annotated on the schedule itself.

Items 51 and 52 are superseded by N1-369-96-1, item 1

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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. tlon of Manpower programs is directed by the

The Manpower Administration (MA) encompasses a
group of offices, services, and one bureau wnhich

for conducting work-experience and Manpower
training programs and administering the Federal-
State Employment Security System. Administra-

Assistant Secretary of Labor for Manpower.

In 1961, the Area Redevelopment Act (ARA)‘was
passed to ald in stimulating the economies of
areas of high unemployment .wnich had been left
behiné in the process of national development.
Although: the program was limited in scope,
cnactment ol the "ARA wos explicit recognition
that the Federal Government should assist
communities which experience unusually high
rates of unemployment and underemployment.

The passage of the Manpower Development and
Training Act in 1962 represented a greater
innovation with broader provisions for insti-
tional and on-the-job training coupled with

ww-(¥[30

new support of manpower research, and the requlre—
ment of an annual ManpOWer Report to the President.

The rapid expansion of the economy after 1962
was interpreted by many as indication that
fiscal and monetary policies aimed at

ooy v AL ERCs ~50{R5GD

: Lces ne Chw-169-132~
have been established to implement the responsi-s - -
"bilities assigned to the Depvartment of Labor

!
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‘desplte rapid increases in total employment larg

stimulating demand provided the most effectilve
approach to reducing unemployment., Conversely,
other economists argued that macro-economic
-policles alone could not be relied upon to
solve the nation's unemployment problems withou
generating inflatlionary pressures, '

In the second half of the 1960's these dis-
agreements were muted, as evidence showed that

pockets of unemployment remained. Certain
groups, particularly minorlties and youth,
continued to experlence rates of joblessness
five to ten times that of adult married men.

Concern about the larze number of youns people
entering the labor market with insufficilent
education and training led to the initiation

of the Neighborhood Youth Corps and the Job
Corps under the Economic Opportunity Act of 196

Because of the sharp rise in the welfare rolls
in the middle and late 1960's, the Social
Security Act was amended to provide a work-
training progran for welfare clients, coupled
with Tinancial incentives for them to seek
jobs. This program, set up in 1967, was sub-
stantially strengthened by further amendments
to the Act in 1971.

Another approzch that cained limited support
during the 1960's was direct job creation.
Althouzh it was generally belileved that if
people could be helped to increase their skills
they would be able to find jobs, 1t became
apparent thls was not always true for certain -
groups - for example, older people in
geographlic areas.  where the local economy was
retrogressing. As a result, several work-
experience programs were set up under the
Economic Opportunity Act, including Operation
Mainstream,

3

Four

pies, including origi

1, to be aubmitied 1o the Natiomal Axchives ond Records Service
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| manpower program system, federally financed but

In the summer of 1971, establishment of a
public service job-creation program carried
this approach much further. Faced with a
national unemployment rate of 6%, the Congress
passed, and the President approved the
Emergency Employment Act. -

Strengthening the Federal-State employment
service system 1s an additional important
direction of action., As Manpower programs were
bullt up, employment service staffs were
enlarged, salariles improved, and new facilities
developed to ald in reaching dizadvantaged
workers. By the end of 1971, computerized

job banks were in operation in over 100
metropolitan areas in 43 States.

Within the limits permitted by existing legis-
lative authorizations, program planning has been
.coordinated and administrative responsibility
decentrallzed to regional offices. The proposed
Manpower Revenue Sharing Act, recommended by
the Administration, would carry this process
much further, It would make possible a flexiblg

AU

planned and operated by State and local govern-
ments in accordance with differing local needs,

Regional offices are established in 10 areas
throughout the U.S. Within its area of juris-
diction, each regional office is responsible
for the planning and operation of comprehensive
manpower programs, 1n cooperation 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 implemen-
tation of Manpower Administration policies on
equal employment opportunity; and administrative
and management assistance to State agencies andj
sponsors in reference to manpower programs.

Four copies, including original, 10 be submitied 10 the Notional Archives and Records Service

11--394I8-3
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SECTION I -- RECORDS COMON TO MOST OFFICES * . ' & ~/v}|f'—'-lf7}'—'l)a

b | . , A}
M 1. Office Administrative Files, Records accumilated by | ' ™ 1o
‘individual offices that relate to routine internmal admin-| ' ‘
.. . .} istration or housekeeping activities of the office rather ST .
ce than the functions for which the office exists., In Do i ‘

cenii f) general, these papers relate to the office organization, TR A
". i office procedures and communications, day-to-day admin- .| ~ - " |
istration of oZfice personnel, documents concerning the I
oo ") expenditure of funds in the internal administration of i 7
' “the office, including budget workpapers, supplies and
office equipment requests and receipts, documents re-
garding the use of office space and utilities, papers
'mncerning participation in employse and conmmunity
affairs, cen 1pa1cms, 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 documentation.

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

l_ / 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 con-
venience to personnel, but should be kept to a mininmum.
Non-record material is often found mixed with official
files, even though this practice is cons1dered{ poor

| records ‘management. Retention of non-record| material
- is Qot_:__:g’_egmred "Much of this material should be
destr0yed without filing. If non-record material is ,

filed, it should be kept separately from official records|

Four copius, including original, to be submitlod to the National Archives and Records Scrvice 16—50420-R  GPO
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3. Reading or Chrorological Files, "Extra copies of
correspondence prepared and maintained by the originating
office, used sclely as a reading or reference file for
the convenience and information of personnel.

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

4. Suspense Files. Papers arranged in chronological
order as a reminder that an action is required on a
given date; a reply to action'is expected and if not
received should be traced on a given date; or a trans-—
itory paper keing held for reference that may be des-
troyed on a given date,

a. Notes and other reminders to submit a rca}>o
or reply or take some action. pe.strv)’ on comp/etio
of 9ctram,

b. File copies, or an extra copy of an outgomg

communication, filed the date a reply is expected
‘{t zz . 7cc13¥pt o re///poy‘r when ] Yeor
whic ¢V6/ Souon ey,
an51 1y papers held in suspense pending the
canpletlon of a forthcoming action, until a short time’

Guration (ususlly thirty days) has elapsed.

. Destroy on date suspended.

5. 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 off1c1al files. Prepared internally and extemmn-

Review annually; destro Z / of no further
reference value, whicherve , Soones

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-
logically and destroy after a short period.

a. Poutine requests for information or publica-
tions which require no administrative actiaon,] no ‘policy |
. Or program dec1510ns, and no special corpilations or
research for reply.

Fewur veples, incleding originul, 1o be subruiiled to the National Archives and Records Service
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Destroy mmedlately after reply is made or infor-
matlon 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
paper., that do not serve as a basis for official acticns,
such as notices of holldays 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.

Fowr copies, juclading origiusl, 1o be rulymiited to the Naotionnl Archives and Records Service 16— Lp425-2 arv
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1

‘ SECTION II —- GENERAL MANAGEMENT ZND PLANNING RECORDS

7 1. Coordination and Planning Corresnondence Files.
These files consist of gencral correspondence, reports, '
70 forms, and other records on such matters as related ‘ N
}y’” programs of other socio-economic agencies, coordination
! between Federal and State Agencies and other governmental )
’ bodies. : :
. Cut off at end of the fiscal year; hold—two—yeaxs PERMANENT. Tiansfer to FRC
t X hen__g___years old. Offer

SRg—rettre—tor—tte—Federal-Ro e At e O Mo ,
B T e T SR PT TS ) ';tv;' NARS when_-9__vyears old.
€ 2. State CAMPS Plans. Files contain Cooperative Area

7———="-=""1 " Manpower Planning Systems (CAMPS) plans for each State
. ﬂ” within the region. Included are correspondence, re-

7é ports, etc. regarding the activities, meetings, and )
‘}')j‘m operations of the State and area CAMPS cammittees in S
connection with their plan. These files are also
maintained by the States. PERMANENT. Transfer to FRC
) ‘ Cut off at end of fiscal vear; -held—founr—veass h’en_.&_.‘years old, Offer,

; e ) o NARS when_s9__ years old,

7’ / 3, =eaMB®. Crant Files., These are essentially extra
copies of those documents in the official contract file.
such as the contract, modifications, requests to pur—
chase equipment, and other related papers.
Cut off at end of fiscal yeer in which contract
terminates; hold one year and destroy. |

/ ) v"| 4. Controlled Congressional Inquiry Correspondence.
Files consist of RO copies of Congressional correspond-
ence which is channeled through the NO.
Cut off at end of fiscal year; hold one year and
destraoy.

/ , v"| 5. Non-Controlled Congressional or Priority Correspond-
ence. Files consist of correspondence between individu-
als and RO about MA programs sicned at regional level.
Cut off at end of fiscal year; hold one year and
- destroy.

’ L\/ 6. Equal Enployment Opportunity Program Correspondence
Files. These files are comprised of forms, reports,
correspondence relating to the general administration
and operation of the regional EEO Program.
Cut off at end of fiscal year; hold two years and
retire to the FRC. Destroy five years after cutoff..

r.‘-x voples, including original, 10 be submitted 10 the Nationul Archives and Records Sexvice . 16—80428-3 dro"'
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15

16~
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7. Egual Etployment Crportunity Complaint Case Files.
Documents 1criecting conplaints of contractor or sponsor
personnel concerning equal employrent opportunity.
Included are camplaints, transmittal letters, inventiga-
tive data and sumraries, finding of fact statements,
firal dispezition reports, acceptance statements, with-
drawal notices, and similar papers.
Cut off at end of fiscal year when final action is

corpleted; hold two years and retire to FRC. Destroy

seven years after cutoff.

8. Incentive Avard Cace Files. These records are com-
prised both of suggestions and honor awards. Suggestion
files consist of An Idea For Improvement, DL Form 1-120;
attachments or exhibits if applicable; Suggestion Evalu-
ation, DL Form 1-234; Authorization to Issue An Award
Check, DL Fcrm 1-211; rajection notice; and related
correspondence. Honor awards consist of Nomination for
Performance Award, MA Form 1-8; certifying letters;
sanpies 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. .

9. 2Award Control Files. Documents used in registering
and controulling enployee suggestions and performance
award recommendations. Included are logs, registers,
etc.

Cut off at- end of fiscal year; hold three' years and
destroy.

10. 2Award Report iles. 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.

11. Management Tmprovement Project Files., Background
materiais, such as aralyses, notes, drafts, charts,
interim reports., and other similar workpzpers generated
during the project concrrning acticns or changes in the
ner or methed of planning, directing, controlling, or
doing work, which results in increased effectiveness,
efficiency and economy. Usually found in Management

Analysis offices.

Yoar gopios, lucludiag edainul, 1o be sublait’ed 10 the Netional Archives aud Records Sexvice

16-—30428-32 oro
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Cut off campleted projects at end of the fiscal
year; hold three years and destroy.

12, Management Improvement Project Schedules. Documents
used to identify, define, and schedule action on projects
for improving and reducing cost of MA operations. In-
cluded are schedule of management improverment projects,
and related papers consisting of Project Assignment
Sheet, DL Form 1-1002; Management Effectiveness, MA Form
4-52; Report of Cost Reduction Objectives and Savings,

DL Form 1-217.

Cut off at end'of the fiscal year; hold three years
and destroy.

- e e e e o O U

T..ux coples, fucluding ariginal, to be submitted to the National Archives and Records Service

10—39428-3 ero
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- Administrative Files;

.

SECTION III — GENERAL ADMINISTRATION AND MANAGEMENT
RECORDS

1. Acdministration and Management Program Correspondence
Files, These files consist of correspondence, reports,
forms, and other records created in administering vari-
ous programs usually found in Administration and Manage-
ment Services Offices, such as Fiscal Management, ADP,
Contract Administration, Property, Training, State
Personnel, Management Analysis, Management Information
Systems and Reporting. These are files related to AsMS
programs, and should not be confused with Office

Cut off at end of the fiscal year; hold two years
and retire to the Federal Records Center. Dest.my
five years after cutoff.

2.
General corresgondence, reporte,
created by the regions, which relate to the basic~
responsibilities, operations, and administration of
financial maragement activities. These activities in-
clude such areas as state and project fiscal management
and budget. The files are similar to the types of
records contained in Item 1 sbove, however, they are
usually maintained separately.

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

Financial Mznagement Program Correspondence Files.
forms and other papers

3. State Enplovirent Security Agency General Zdministra-

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 Fiscal, Cocmplaints,
and Discriminations (Case Files).
Cut off at end of fiscal year; -heodtd-~tEreo-yeawa—srrt

; o ERC—E ot i 3
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 salaries; position classifications;
merit system rules, regulations, and laws; Minority

veats Q
Sthen Y

Transfer to FRC when

1d. DESTROY,
ars oki.

Four copiez, incleding eriginal, to be submitted to the Notional Kxchives and Records Service

18—80428-3 Gro
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297

L5

iinactive.

Staffing Plans; and other related papers.
M . 4 L ¢ . .

3

. Awonvd/ Summarses —

5. State Emoloygent Security Agency Budget and Fiscal
Msnagement I'lles. These files are maintained in regicnal
offices of MA and relate directly to the operation and
administration of State ES Agencies. Included are such
items as: Supplemental Budget Request and Cperating
Amendment, MA 2-42; Approved Operating Budget .and Obliga-
tional Authority, MA 2-64; Notification of Obligational
Authority, MA 2-134; description of budget items and
costs; Budget Schedules; Equipment Purchase, Rental of
Replacement Requests; Letter of Credit, SF-1193; Authorize
Signature Card, SF-1194; State Cost Allocation Plans and
regionzl cffice comments; and correspondence directly
related to the operation of State ESA budget and fiscal
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 exceptlons have been re-
solved.

6. Request for Approval of Expenditures for Rental of
Office Space. These files contain offers to lease space
to State ESA, correspondence between ESA and lessor and
between ESA and MA. Also included are maps, floor plans,
Requests for Approval of Expenditures for Repairs and
Alterations and related papers. Basically, this is a
typical lease file except that it does not contain the
lease itself., These expenditures are approved bv the RMA.
Cut off when agency noves from the buiiding; hold
two vears and retire to FRC. Destroy after four addition-
al years.

7. State Emoloyment S curltXAAgenC} Personnel Surety
Bond Files. Tnese files may be designated as Bonding
Arrangements in regional offices. They include official
copies of bonds, powers of attorney, riders, and related
documents for State ES Agency perscnnel,

Cut—off ‘when bond beccnes 1nact1ve, transfer to. FRC
,When Volur['e warrants. Destroy 15 years after bond becomes

Destro)f 0" termaztuv

Profvd 7. J/
4. Othey ™iterrd/ - ﬂe:tﬂ)' when svperseded,

d

-

Tonx copicy, incladiug original, to ke submitted 1u the Nationc! Archivos and Recordn Sexvice

16--36528-3 GPO
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8. Collateral Security Adjustment Files. Consist of
regional office copies of correspondence between Manpower
Administration national office and banks in the region.
Correspondence designates the amount of collateral banks
must hold in security for deposits of ES funds.

Destroy obsolete bank requirements when superseded

9. Report of Audit Files. Contain Report of Audit by
DOL auditors performed on State ES Agencies; caments to
the State ESA by regional offices; action taken to improw
procedures, etc.; settlement correspondence between State
ESA, DOL national office, and regional office.

Cut off when avdit report completed and all except-
ions resolved. Destroy along with records to which they

pertain,

10. Budget Instruction Files. Regional office copies of
drafts of budget instructions to State ES Agencies to use
in compiling their budgets; camments on public laws; fis-
cal policies; fiscal letters from national office: and
other related papers.

Cut off at end of the fiscal year ‘covered. Hold
two years and transfer to FRC if volume warrants. Des-
troy four years after cutoff.

1Y

11. Financial Management Special Project Files. These
files relate to special projects to implement various
types of financial management systems. They include such
items as organization charts, Gantt charts, progress
reports, worksheets, correspondence and other .papers
related to the specific project. B5An example of a project
would be Implementation of Cost Accounting.

Cut off at end of fiscal year in which project com-
pleted; hold three years and destroy.

12. STEP Agreement Files. Official file for Supplement
Training and Erployment Program contracts or agreements,
maintained in the State and Project Fiscal Management
Office. Consist of application for Project under the
Supplementzl Training and Erployment Program, MA 6-20;
Supplemental Budget Request and Operating Budget Amend-
ments, MA 2-42,

Cut off at end of fiscal year when project is termin-
ated; hold two years and retire to FRC. Destroy six
years after cutoff.

T'aux copies, Including original, 1o be submilied to the Nationaul ixchives and Rocords Sexvics
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13, Budget and Fiscal Report Files. These files are
maintained in the RO State and Project Fiscal Management
Offices and ccnsist of copies of documents prepared in
State ES Agency and transmitted to MA national office.
Included are such items as: MDTA Allowance Funds,

MA 2-17; Status of Obligaticnal Authority, MA 2-44; Re-
port 60; Reconciliation of Idiability to MA, MA 2-66;
Request for Additional UI Contingency Positions for the
Quarter, MA 2-104; Statement of Expenditures and Finan-
cial Condition of Fedaral Funds Unemployment Compensation
for Federal Enployees, Ex-Servicemen and Veterans, ES-191
Request for Federal Funds for Payment of Unemployment
Conpensation for Federal Fmployees, Ex-Servicemen and
Veterans, ES-190; Authorization to obligate funds for
imemployment compensation, MA 2-68; Statement:-of Expendi-

tures and Financial Condition of Federal Funds for Payment

of Tomporary Extended Unemployment Compensation, ES-181;
Personnel Time Report; MA 2-16.

© Cut off at end cf fiscal year; hold o vears an
destroy.

14, Funds Receipt & Custody Records. These files are
camprised of documents reflecting the collection, custody,
and deposit of funds, exclusive of those documents main-
tained in the Payment Folder. Typical items include
Voucher and Schedule of Payment, SF 1166 and SF 1167;
Schedule of Cancelled Checks, SF 1098; Request for. —
Issuance of Replacement Checks, SF 1147; Certificate of
Deposit, SF 219; Statement of Transaction, SF 224. Note
that the Payment Folder or File is. merged with the
Official Contract File when terminated.

Cut off at end of the fiscal year; hold one year and
retire to the FRC if volume warrants. Destroy four
years after cutoff.

15. Manoower Administration Contract Files. These files
consist of the recora 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: MDTA,
JOBS, NYC, WIN, PSC, CEP, QJT, New Careers, Operation
Mainstream, EEA, Grants, E & D Projects, and others.
These project files are secticnalized into the following
basic areas: Froposal; Contract and Modifications; Sub-

Contracts; Property; Close-Cut; Fiscal.

Four copies, including original, to be submitted to the National Archives and Records Sexvice

10—69428-3 GFC
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The length of the list of forms and documents in contract]
files precludes itemizing them here. MA Form 3-16,

Official Contract File Gheckllst, contains a listing of
all documents. ‘

i

a. Official File Copy. 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. Destroy six years after cutoff.

consist of duplicate copies of documents in the Official
File and are maintained in Area Operations Offices, OPTS
Offices, and others. Destroy when terminated if no
longer needed for reference. These terminated files
should in all cases be destroyed within three.months’

of termination since they contain no record copies.

16. Project Data Card Files. These files consist of
project data cards for the different Manpower programs
such as MDTA, WIN, CEP, EEA, EQA, JOBS, JOPS, etc.
The cards are used as statistical input for Operations
Planning & Control System and as keypunch input on EEA
program. Each card shows identifying information about
the individual project including city, county, SMSA
codes; keypunch coding; sponsor name and address; project
director; contract nurber; contract date; occupation and
DOT codes and number of trainees; enrollment information;
funds data; and narrative statement.

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

17. Skills Surveys Files. Copies of skills surveys by
States. These are duplicates of files maintained in the
national office.

Cut off at end of fiscal year; hold two years for
reference, then destroy.

18. Research Contracts Printed Reports Files. These
records consist of printed reports by institutions or by
individuals or labor problems, ccnditions, etc., and are
used as reference files.

Destro when five years old cr reference value is
exhausted. | If a reference hbrary is maintained in the
regional offlce, these reverts snbuld be included and

b. Contract Documents Extra Copy Files. These files

could possibly be retained for longer periodsg@$ 7707”7 ')’ef-m’/f]

Tour copies, including original, to be submitted to the National Archives and Records Sexvice

16—50428-3 aro
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19. Area Manpower Review Files, These files consist of
narratives corpiled by State ES 2gencies, showing employ-
ment, manpower resources, estimates of unemployment, etc.
These are copies of documents sent to the national office.

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

destroy.

20, Position Description Files. Documents describing
duties, responsibilities, and supervisory relationships
of each position in the Regional Office, Optional Form
8. Maintzined in Administration and Management Services
offices, thece are extra ccpies of official files main-
tained in Regional Administrative Office.

Destroy upon supersession or abolishment of the
position.

21. Administrative Copy Persornel Documents. These
items are maintained in Administration and Management
_Services offices and are copies of official file docu-
ments$ maintdined in the RAO. Items included are SF-50,
Personnel Action; SF-52, Request for Personnel Action;
SF-7 Service Record Cards; Performance Evaluation;
"Skeleton" Personnel Folders; and other documents which
are copies of official file documants maintained by the
RAO.

Cut off at end of the fiscal year, hold one year
and destroy. —

22. Requisition Files. These records consist of
Pequisitions for Equipment and Supplies, DL Form 1-1;
Requisition for Printing GSA Form 50; and other
requisitions for non-personal services. These are copies
of the forms sent to the RAO.

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

23. Administrative Covmies of Payment Authorization
Documents. These files ccnsist of extra copies of bills
or 1nvoices received from companies supplying goods and
services to the Manpower Administration. Typical items
include copies of telephonre bills, invoices for services
and equipment, etc. Criginals are coded by appropriation,
approved for payment, and routed to the R0, who main-
tains official file.

Cut off at end of fiscal year, hold cne year and
destroy.

Tour copins, including eriginal, to he submitted to the National Aschives and Records Service

16—59428~3 Gero
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"’2,/ 24, PAdministrative Copies of Travel and Transportation

Documents. These files are accumlated in Administration
and Management Services offices and include extra copies
of travel and transportation documents of these originals
in the PAO. Included are copies of Travel Authorizations|,
Travel Vouchers, Travel Pequisitions, Requests for Ad-
vance of Fimds, and other documents related to official
travel including permanent change of station'documents.
Copies are used for funds control purposes.

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

q}/ 25. Training General Administrative Files. Documents
relating to the general administration of employee

training programs, such as announcements and schedules
of training courses and seminars, inventories of availa-
ble training resources, requests for information on
training activities, and similar papers.

Cut off at end of the fiscal year; hcold two years
and destxoy.

{/ 26, Training Report Files. Dbcuments 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 reports 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.

L/ F 27. Training Record Files. Training achievement records
and cards showlng history of individual employees.
Arranged alphabetically by emrployee name.
Destroy individual record upon separation or
retirement of enployee.

lg 28, Individual Trainee Files. Case files containing

applications, schedules, certificates, reports of prcgress
and attendance, and related data concerning individual
employee participating in the college trainee or other
formal technical or clerical training program under a
training agreement.

Cut off at the ond of fiscal year following corple~

tion of training; hold five years and destioy.

Foul copies, inc'uding e1iginal, to Lc aubmitted to the P;lnlionul 1 ‘chives aud Records Service 10—59428-3 aPa
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29. Training Participation Records. These files consist
of forms showing employee requests for training courses,
approvals, costs, lccation, statements of evaluation of
the training, etc. Included are Assignment to Training
Received, DL Form 1-101 and Report and Record of Training
Received, DL Form 98. The following disposition stand-
ards apply if these documents are malntalned exclusive of
individual training record files.

Cut off at end of the fiscal year; hold five years

land destroy.

30. Regional Training Plan Files. These records consist
of papers accumilated in compiling the Regional Training
Plan. Included are copies of correspondence showing
proposed training courses, concurrences, approvals, and
related itens. A final of the approved Regional Tralnlng
Plan is included.

Cut off at end of the fiscal year; hold five years
and dcctroy,

3l. Records Transmittal and Receipt Files., These files
consist.of SF 135, Records Transmittal and Receipt,
covering records transferred to a Federal Records Center.
Cut off at the end of each fiscal year, and hold in
active files. Destroy when records transmitted on the
Sr-135 have been:jastﬁeyeé-by the IEderal Records Center.

Four copies, including original, to be snubmitted to the National Archives and Records Service

16~~09423~3
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SECTION IV ~— PROGREM IND TECHNICRIL, SERVICES PROGRAM FILES

‘ pbrogram and technical services to MA operational wnits,

- lypical subjects include: Testing and Test Development,

1. Correspondence Files. These consist of correspondence,
reports, forms ard other records created in rendering

State ES agencies, other sponsors and related activities.
These files are maintained in OPTS and are classified
pcoording to the MA Uniform Files Classification Guide.

Work Sampling, Jcb Bank, Youth and Minority Programs,
Supportive Services, Basic Education, Counseling, Outreach
end Recruitment, Orientation, Enployer Services, Immigra-
tion, Placement, and program areas, such as EEA (PEP),
WIN, CEP, Food Stamp, JOBS, etsn AV /VC. !
Cut off at end of fiscal year; -he&d—cne—year—aﬁ& g

ferensfer—toPREr—bBestiay £iuo yedlimabioimt ia
3

~—11

p. 2Alien Employment Certification Case Files. Consist

. pf Form lLetter 71-48, Application for Alien Employment

Certification; ES 575-A (MA 7-50Aa), Application for Alien
Frployment Certification-Statement of Qualifications of
pAlien; MA 7-50B, Job Offer for Alien Employment; ES 575,

by name of employer. (Terminated files)
- Cut off at final action; hold two years and transfer
to FRC. Destroy five years after cutoff.

B. Immigration Case Files. Contain Regional Reviewing
Dfficer's decisions and correspondence with applicants for
alien employment certification and appellants from dete:c—
minations by the Regicnal Certifying Officer.

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

£. Farm Labor and Rural Manpower Program, General
Corresponcence Files. These records consist of files and.

eports related to the operation and administration of the
arm Labor Program. Typical subjects include: Small
mnities Program; Concerted Services Program; Farm
‘echanization; Migrant Farm Labor Centers and Rest Stops;
lealth Standards; Migrant Labor Camps; Wheat Harvest; '
icultural Day Haul Program; and reports such as "In-
easons" Farm Labor Report, ES 223; Annual Agricultural
Fool Processing Report, ES 225,

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

Transmittal Memorandum. Large volure, filed alphabetically.

RMANENT, Transfer to FRC .
years gld. Offer,

Tour copies, including original, 10 be snbmitted to the National Archives and Records Eervice

10~30428~3
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5-7‘/ 5. Famm Talor Feristration Tase I'iles. Consist of

A Aoplication for Farm Labor Contractor Certificate of

Pegistration; Farm Labor Contractors' Activities Investi-
gation Report:; Insurance Policy; Fingerprints; Transmittall
letters; and other related papers.
Cut off at end of fiscal year. Bring forward renewal] ;
cases; hold cases not renewed for two years and retire to 4
FRC. Destroy five years after cutoff. C

5{ v/ |6. Contract Docurents Extra Copy Files. See Item 15 b !
: under General Administration and panagenent Records,
Section III.

f‘é /|7. Model Cities Project Files. Arranged by city and pro-

ject under that city. They ccntain correspondence, action
plans, DOL and other agency reviews, reports and related
papers. These also are comprised of extra copies of HUD

nmdomant a1

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

5 7 v/18. Model Cities Administrative Files. wese files con-
sist of correspondence, repcrts, newspaper clippings and
other papers relating to the bModel Cities program. Since
Model Cities is a IUD program these are primarily extra
copies and are of_short-term reference value. I
T Cut off quarterly; hold one quarter and destroy.

-

Four copies, including eriginal, to be submiited to the Notional Archives and Records Sexrvice 16—561448-3 are
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|SECTION V == JOB CORPS PROGRAM FIIES

1. Job Corps Program Correspondence. Files accumulated
by regilonal offices cocumenting the basic responsibilities
operations, and administration of the Job Corps function.
These files consist of routine correspondence, reports,
forms, and other records specifically related to Job
Corps. Arranged according to the Manpower Administration
Uniform Files Classification Guide.

Cut off at end of the fiscal vear; hohd-two—oaEt=

2. Official Job Corpsmember Records. Comprised of the
following folders: Personnel, JC Fcrm 48b (See JC Inst.
69-1, para. 6, for forms listing), Health, JC Form 48,
E‘ducat_onal JC Form 48 ¢, and other related papers.
Maintained alphabetlcally by nare.
' 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
Corpsmen,
3. JC Placement Record Card. Job Corps SW Form 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 cards at end of fiscal year; hold:
three years and destroy. -

4. Selection-Assignment Control Card. Files consist of
Job Corps Form 113, Selection-Assignment Control Card,
filed alphabetically by male and female. Shows identifi-
caticn, 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 and
p:ansfer to FRC. Destroy six years after cutoff.

5. Job Corps Assigmnment Files. Data submitted by
creening agency on. individuals for assignment to center.
nsist of OE© Form 16 (MA 6-52), Corps Data Sheet; JC
Form 1 (MA 6-53), Job Corps Health Questionnaire; JC Form
7a, Statement from Institution; Letter requesting Waiver;

£W Form 4-6, Review of Medical Report; JC Form 107 (MA -

g

p-66) , Notice of Incomplete Applicaticn. All items
duplicated in Job Corpsmen Folder. Large volume chrono-

logically arranged.

a&%—ﬁéﬁmmm 30 NARS whe

NN 169-13#

NT. Jransfer to FRQ‘
tien 1_. yeark old, Offer, -
ears old,

Tour copies, including original, to be submitted to the National Archives and Records Service 16 ~39428-3
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Cut off at end of FY followmg shipment; hold one
year and destroy.

6. Job Corps Enrollment and Departure Report.! Consist
of JC Form 83 (MA 6~57), Enrollment and Departure Report.
Duplicated in Ferscnnel Folder,

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

destxoy.

7. Job Corps leal Tickets. Files consist of regional
office transportation unit copies of JC Form 16 (MA 6-26)
Job Corps Meal Ticket. Filed by serial number. Origin-
als 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 rps Transvortation Pequests. Files consist of
regional office transportamon uit copies of SF 1169a,

I e el

- N
L LdllS ’I-A\.A.U&L A\L..\ﬂubut.o e it ond s r..\—-.aultc—,: tO v...). 4 e "

Finance Center. Filed numerically by serial number.
Cut off at end of fiscal year; hold one year and
transfer to FRC. Destrov four years after cutoff.

9.- Jab Corps Movement Folders. Files consist of JC Form
88 (MA 6-31), Jct Corps Reservation Record, showing itin-
erary and costs in draft form, JC Form 509, Job Corps
itinerary=in final form and-cther related papers. —Filed-
JC movement number and center.

Cut off comleted folders at end of fiscal year,
hold one year and transfer to FRC. Destroy four years
after cutoff.

10. Incicdental Exoense Voucher Files., These files con-
sist of SF 1165, Voucher and Schedule of Payments, ‘and
SF 1167, Continuacion Sheet. Vouchers cover Corpsmem
ber's incidental transportation expenses not vaid by
Transportation Requests (TR). Typical expenses are taxi
fare, limrousine service, unplanned lodging and meals.
Cut off at: end of fiscal year; hold one year and
transfer to FRC. Destroy four years after cutoff.

1l. Teleticketing Szles Sumary Files. Consist of docu-
ments propared monthly shcinng a swwanery of airline
tickets issued by Jok Ceorps Iransportation Unit. Fomm
used is supplied by the carricr. The form shows value

of tickets issued, method of payment, total number of

Four coples, including orininal, ta be submitted to the National Archives and Records Service

18—59428-3
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tickets, credits, and partially used tickets. Form is
mailed to the cormercial carrier's office for billing
purposes. ( ,

Cat off at end of fiscal year; hold one year and
transfer to FRC, Destyoy four years after cutoff.

12, CUnusad Ticket Claim ¥iles. Thesze fil=2s consist of
JC Ferm 18, Transmuittal ILetter for Unused Tickets.
Monthly report to U.S. Army Finance Center to reclaim
wnused Jcb Cerps transportation tickets,

Cut ofif at oxi of fisecal year; hold onz year and
transfer to FIXC. Destroy four years after cutoff.

13. Input hscignment Trancsrortation Files. These
recorcs (maliitained in Job Corps Trancpcriaticon units)
consist of wovement registers showing date of travel,
date assignad travel cicrk, clerk's nare, etc.; JC
Form 19, "ravel luthorization, listing nares of travelers
and Jomations.  Iutherizations maceimd. fivm Jobh Corps
Assignment mnit and are used by Transportation it as a |
source doowrent to provide and schedule transportation -
for enrcllees. Transportaticn Authorization also main-
tained in Job Corps Movement Folder.

_ Cut off at end of fiscal year; hold one vear and
cestroy. -

J4.__Cutgoing Iocignment Transmortation Files. These
recoxrds (maintained in Job Corps Transportation units)
consist of rovoment registers and copics of teletvpes
Erxumi Centers auvthorizing transportation frem Center o
various locations. Used to provide and schedul> travel
for departing Corpsrermbers. Teletypes duplicated in
movement fclders.

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

15, Trancportation Cest Transmittal Files. Feeder ro-

Form S0), Transportation Coot Transmittal Shect. Pre-
pared monthly, coding amwounts expended for diffcrent
modes of travel such as air costs, bus ccsts, rail costs,
and meal costs. MA 6-25 is a socurce docwient for key-
pinching in naticnal cffic2. Printout received by
regicnal office.

it off at end ¢f fiscal vear; hold onc y2ar and
destroy, : .

Four coples, including original, 10 be subhnitted to the National Archives ond Records Sexvice

16—594238~3
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SECTION VI -- UNEMPLOYMINT INSURANCE PROGRAM FILES

1. Unemployment Insurance Program Correspondence.

These files consist Of corresponcence, reports, forms
and other records documenting the administration and
operaticn of the UI function in the region. Arranged
according to the MA Uniform Files Classification Guide,
typical examples of UI correspondence include: Tem-
porary Disability Insurance, Separation from Vork,
Eligibility-Disqualification, Misconduct, Benefits,
Overpayment and Fraud, Contributions, Tax Functions,
Experience Rating, Qoverage, Taxzble Wage, Wage Records,
Manpower (Civil Defense), Research and Program Planning,
State UI Programs, Self-Evaluation Program, Disaster
Unemployment Assistance, MDTA Allowances, Electronic
Data Processing, Interstate Benefits, State Organization
and Management, Minority Group Discrimination, ARA,
Trade Expansion Act, Job Mobility Demonstration, Federal
Program Evaluation, Claims, Service to Claimants Project,
Claimant Complaints, WIN Payments, WIN.Relocation Grants,
Prisoner Incentive Payments, Allowance Notifications
Under National Contracts (OJT and Institutional), MDTA

72

P

and WIN Appeals.
Cut off at end of the fiscal year; held-ewepemes.

Ahd-branster—to PR TS TTOT T ter—thioomidditiomat
ooy

r

2. Unemployment Insurance Program Feports. These files
consist of regional office copies o2 UL reports prepared
by States and sent to UI natiocnal office. The following
: . items are included: Quarterly reports by States of
i forms transmitted, received (not returned), ES-931 . .
) (MA 8-36), ES-935, ES-973, and ES-934 (MA 8-33); Benefit
Appeals, ES-221; Benefit Rights and Experience, ES-218:
MDTA Allowance Activities, ES-214B; -Payments and Liable
Interstate Claims, ES-213; Claims and Payment Activities,
Vieekly Report, ES-210; Overpayments and Willful Misrep~ -
resentation, ES-227; Research Study Report, DL 1-327;
Actuarial Research, Form 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 Activi-
ties, ES-207; Contributiaons Operations, MA-81; Reports
of Discrepancies, Copies of Form letter 74-10 (MA 8-20) ;
UI Budgets and Grants, MA 2-86 and MA 2-87; UCFE and
UCX Appraisal (MPA-24); Report of Verification Activities
Showing Offices Receiving MA 8-36 and MA 8-34 ; Report of

whe
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years
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Federal Agency Visit, MA 8-31; Personnel Time Report,
MA 2-16; Income-izgznce Analysis, UC Fund Clearing
Acoount, BLS £4-1; UC Fund Benefit Payment Account, BES
84-13; Monthly 2Znalysis of Benefit Payment Account, BES
84-01; Monthly Analysis of Clearing Account, BES 84-05;
Summary of Financial Transactions Unemployment Fund,
MA 2-112; Sumnary of Financial Transactions. Title IX
Funds (Reed Act), Overpayment and Fraud Program; Annual
Plan of Action, ES-230; Report of Accomplishments, ES-8313
Disaster Unaemloyment Assistance, Payment Activities
wnder the Disaster Relief Act of 1969, MA 5-32; and
regional office copies of other UI program reports.

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

3. Unamloyment Insurance Litigation Case Files.
Documents reiating to actual legal proceedings in which
UI has been involved. Included are copies of briefs,
opinions, etc.

Cut off at end of fiscal year when case 1s closed,

retain-ten years then destroy. - -

4. Proposed UI Iegislation Comments. Comprised of
copies of drafts of State laws, comments, correspondence
related to the effect of draft legislation on State
requlations. Peport of status of State legislative
Planning, and other related papers.

Cut off when leglslatlon dropped hold flve years
and-destxGy- =

5. Enacted UI 1901°lc cn Corments. Files contain copies
of State legislaf-cn "*c.*eaa*dtlons related to UI
functions, corments, and related correspondence.

Cut off when leglslatlon enacted; hold five years,
then destroy.

6. UI Evaluation Outline., Files ccntain UI Evaluation
Outlines for several activities, typically consisting of
the following: Evaluation Outline No. 54, Evaluation of
Benefit Payment Control; UCFE-UCX Applalsal Outline;
Evaluation Outlines No. 57A and 57C, Field Tax and Audit
Functions; Evaluation Outline No. 58, Interstate Benefit
Payment.,, Evaluation of Interstate Claunstaklng Activities.
UI Self Appralgal Citline; MDTA-WIN Administrative
Review,

Qut off at and of fiscel yerr; hold two years and

retire to FRC. Destroy five years after cutoff.

_ —=

Tour copies, including original, 10 be submilied to the National Archives and Records Sexvice
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Referee Decisions and copies of court judgements for
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-

7. UT Certified Materials - State leaislation.
conta.n copies of State legislation affecting UI.
Transmittal of UJT Material.

Cut off at end of fiscal year, retain five years,
Lhen destroy.. ) -

Files
MA 8~7]

8. UI Certified I‘*tcr;als ~ Appeals Referee and Court
Decisicns. Regachnal office copies of State.Appeals

individuel cases where claimant tries to receive unemploy-
ment conpensation benefits; BES Foim 95~03 (MA 8-7).

Cut off at end of fiscal year; retain only as long
as needed for reiference or a maximum of five years, then
destroy. :

9. 2Appeals Case Files. Reglonal oifice copies of
decisions of Apreals Referee, cories of court documents
affircing or rejecting arpeels decisions, background
m_lf-erlals, and corrc.:poncence related to the partlcular

Cut off at end of fiscal year when case clo:ed
hold two years and then retire to FRC., Destroy five.
years after cutoff.

10. KRequest for UCFE/UCX Claim Informaticn Assistance
Files. OContain w age and separatlon inforration -~ UCFE,
ES-931; Request f01 DLJltc,ry Informetion frcm Anred

Forces,

Visit - UCFF, IS-939 (MA 8-31); correspondence from State
agencics reguecsting assistance in obtaining information
from federal agercies on UCFE and UCX claimants.

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

1l. WIN Arpesls Case Files. Contain WIN appeals decisionp
as provided in Scction 4, Program Standards, Subsection
412(9)J, Appeal to the P\E_‘.LO'lal Manpower Admlnls‘.rator,
WIN Handbook. Files include final decisions by the RMA
and transcript the fair hearings.
gegmnal Bffice srocedemeisd €ases! Cut
of s closed cases at end of the fiscal year; *etire-—to~ERG~
oo e S e et e e O LR S P S D e i
reaTs—TfTCTCTTOT T
2. Cases involving meve/ guestions
ofF [aw or

. "ES~-9732; copies of form letters, MA 8-17 and. - |-
MA §-13B on UCX Claimants; Report of Fed-eral Agency

]TERMANENT.
hen__#&_vears old. Offer

polrey Cﬂ/ere‘/ ’/ R0A) {;NARS whe

Tonr repies, including origingl, to be submitied to the National Archives and Records Sexrvice
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12. LCUA (Disaster Unemploynment Assistance) Pppeals Case
Flles. Contain arpcels to the RMA on DUA decisions, as
provided in 20 CFR 625.12 (a), DUA Handbook 640, 820, 830.
Files include final dec151on by the RVA and Lanscrlpt
of hearing.

Permarent /feglonal 6ff1~_e precedemtim Eases! Cut
off closad cases at end of th° fiscal year. FRetixe-be-

B s s P -T -

Z. CQases nvelving

vovel guestims|

of [faw or po /l‘c/ C.fc/eci‘c% b//ﬂﬂﬂ)

PERMANENT. Transfer to FRC

heu___g__yea'rs old. Offer
1o NARS ,when__zyears old.

,& 0fﬁey Cd}ej -

Mransfet to FRC when
pr 8 &2~ years old. DESTROY.

Shea 2 years old;
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