




DEPARTMENT OF COMMERCE 
DIVISION OF WORKFORCE SOLUTIONS 
APPRENTICESHIP AND TRAINING BUREAU 
 

1 

ITEM  21223. ACTIVE APPRENTICESHIP/ON-THE-JOB TRAINING MASTER CRAFTSMAN 
PROGRAMS FILE 

Records concerning active apprenticeship/on-the-job training/Master Craftsman programs. File 
includes standards, registration forms, listings of work processes, apprenticeship agreements, 
and other related records. Sponsors' names, numbers of employees at companies, names of 
supervisors of apprentices, programs' statuses, Occupational Information Network (O-NET) 
codes, descriptions of work processes, and other related data are entered into Apprenticeship 
and Training (Electronic) File (Item 36515) and routinely updated. 

DISPOSITION INSTRUCTIONS: Transfer apprenticeship agreements to Cancelled 
Apprenticeship Agreements File (Item 21224) or Completed Apprenticeship Agreements File 
(Item 21225) when apprentice's training is cancelled or completed. Transfer remaining records to 
Cancelled Programs File (Item 2450) when program is cancelled. 

ITEM  36515. APPRENTICESHIP AND TRAINING (ELECTRONIC) FILE 

Electronic data records concerning apprenticeship and training programs. File includes data fields 
consisting of sponsors' and apprentices' names, names of supervisors of apprentices, 
Occupational Information Network (O-NET) codes, apprentices' cancellation or completion dates, 
descriptions of work processes, and other related data. 

DISPOSITION INSTRUCTIONS: Retain in office permanently. 

ITEM  21226. APPRENTICESHIP PRINTOUTS FILE 

Computer printouts listing program names, descriptions of programs, numbers of active 
apprentices in programs, numbers of apprentices completing programs, and other related 
information obtained prior to the implementation of Apprenticeship and Training (Electronic) File 
(Item 36515). 

DISPOSITION INSTRUCTIONS: Records no longer being created. Scan in office paper records. 
Transfer paper copies of scanned records immediately to the State Records Center for transfer to 
the custody of the Archives. Retain electronic records in office permanently. 

ITEM  21224. CANCELLED APPRENTICESHIP AGREEMENTS FILE 

Records of agreements between apprentices and sponsors that have been cancelled. File 
includes agreement cancellation requests, amendments, and other related records. Sponsors' 
and apprentices' names, trade titles, cancellation dates, and other related data are entered into 
Apprenticeship and Training (Electronic) File (Item 36515). 

DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 2 years. Records will 
be held for agency in the State Records Center 5 additional years and then destroyed if no 
litigation, claim, audit, or any other official action involving the records has been initiated. If official 
action has been initiated, destroy after completion of action and resolution of issues involved. 

ITEM  2450. CANCELLED PROGRAMS FILE 

Records concerning apprenticeship programs that have been cancelled. File includes standards, 
registration forms, listings of work processes, and other related records. Pertinent information is 
entered into the Apprenticeship and Training (Electronic) File (Item 36515). 

DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 2 years. Records will 
be held for agency in the State Records Center 5 additional years and then transferred to the 
custody of the Archives.  
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ITEM  21225. COMPLETED APPRENTICESHIP AGREEMENTS FILE 

Records of agreements between apprentices and sponsors that have been completed. File 
includes action requests, amendments, and other related records. Sponsors' and apprentices' 
names, trade titles, completion dates, and other related data are entered into Apprenticeship and 
Training (Electronic) File (Item 36515). 

DISPOSITION INSTRUCTIONS: Transfer to the State Records Center after 2 years. Records will 
be held for agency in the State Records Center 5 additional years and then destroyed if no 
litigation, claim, audit, or any other official action involving the records has been initiated. If official 
action has been initiated, destroy after completion of action and resolution of issues involved. 

ITEM  2451. DIRECTOR'S CORRESPONDENCE FILE 

Correspondence, including e-mail, from the Director concerning the administration and operation 
of the division. 

DISPOSITION INSTRUCTIONS: Scan in office paper records. Destroy in office after 10 days 
paper copies of scanned records. Transfer electronic records after 5 years to the State Records 
Center for immediate transfer to the custody of the Archives. 

ITEM  2449. MINUTES FILE 
Official minutes in paper and electronic formats of meetings of the Apprenticeship Council.  File 
includes agendas and attachments.  (This is an essential agency record.) 

DISPOSITION INSTRUCTIONS: Transfer electronic records of the official minutes, including 
agendas, to the State Records Center after 5 years for immediate transfer to the custody of the 
Archives. Retain in office permanently the original, signed, paper set of minutes including 
agendas and attachments. 

ITEM  49072. VETERANS AFFAIRS PROGRAM FILE 

Records concerning U.S. Department of Veterans Affairs (VA) programs. File includes 
apprenticeship agreements, veterans’ applications, 1999b cancellations, employer applications, 
certifying official documents, program revisions, and changes in apprentice status. File also 
includes reference copies of Director’s correspondence, including e-mail, and VA 
correspondence, including e-mail, dealing with program approvals and revisions and other related 
records. The file also contains all correspondence to and from the VA relating to this program. All 
paperwork remains in the program file. When program is cancelled, the cancellation Third Party 
Relay (TPR) is placed at the front of the file. 

DISPOSITION INSTRUCTIONS: Transfer records to the State Records Center after 2 years (by 
contract year). Records will be held for agency in the State Records Center 5 additional years 
and then destroyed if no litigation, claim, audit, or any other official action involving the records 
has been initiated. If official action has been initiated, destroy after completion of action and 
resolution of issues involved. 

ITEM  49073. VETERANS AFFAIRS REPORTING FILE 

Records in paper and electronic formats concerning U.S. Department of Veterans Affairs (VA) 
and operations and data. File includes quarterly reports, State Approving Agencies (SAA) Self 
Evaluations, reports of visits, compliance visits, facility counts, VA contracts, vouchers, and other 
related records. 

DISPOSITION INSTRUCTIONS: Transfer paper records to the State Records Center after 2 
years (by contract year). Records will be held for agency in the State Records Center 5 additional 
years and then destroyed if no litigation, claim, audit, or any other official action involving the 
records has been initiated. If official action has been initiated, destroy after completion of action 
and resolution of issues involved. Destroy electronic records in office after 7 years if no litigation, 
claim, audit, or any other official action involving the records has been initiated. If official action 
has been initiated, destroy after completion of action and resolution of issues involved. 

 



DEPARTMENT OF COMMERCE 
DIVISION OF WORKFORCE SOLUTIONS 
APPRENTICESHIP AND TRAINING BUREAU 
 

3 

 
 

The following item will be discontinued. 
 

ITEM  21227. LEGAL REFERENCE FILE 

Reference copies of rulings from the Office of the Attorney General and bills concerning 
apprenticeship and training. 

DISPOSITION INSTRUCTIONS: Item discontinued. Superseded by General Schedule for State 
Agency Records (Attorney General Opinions and Rulings File; Legislative File). 

 


