

DLMS – 4

PERSONNEL MANAGEMENT

Chapter 700 – HARASSING CONDUCT IN THE WORKPLACE


[image: image1.png]


U. S. DEPARTMENT OF LABOR

MANUAL SERIES

DLMS 1 – RECORDS MANAGEMENT                                                                                  DEPARTMENTAL___

OASAM    X 
MANUAL TRANSMITTAL

      DATE:   August 24, 2004
	Chapter Reference:  DLMS 1 Chapter 900 – Authentication of Documents



	


	Nature of Revisions:    This policy has been updated to add more and provide more clarity for the reader.  This update also includes a revised version of the Records Authentication Certificate.



	


	Action Required:

Please post this chapter on Labornet.



	


	Approval for Issuance and Distribution:
                        PATRICK PIZZELLA

Assistant Secretary for Administration and Management

	



DL 1-517


(Rev. 11/96)


Previous Editions Obsolete

CHAPTER 900 - AUTHENTICATION OF DOCUMENTS

Paragraph

                                                   Contents
Page

900
AUTHENTICATION OF DOCUMENTS
1

901
Purpose
1

902
Authority
1

903
Policy
1

904
Responsibilities
1

905
Charges
4

906      Web and Other Electronic Records............................................................................…......4

907      Form DL1-126, Records Authentication  Certificate.............................................................................................................................6

(LLC/SOL 5/04)

900
AUTHENTICATION OF DOCUMENTS

901
Purpose. This chapter sets forth policy, establishes procedures, and assigns responsibilities for authentication of documents under the seal of the Department of Labor (DOL).

902
Authority. The policy and procedures in this chapter are issued pursuant to the following:


A.
5 U.S.C. 301.


B.
29 U.S.C. 551.


C.  Rule 44, Federal Rules of Civil Procedure. 

            D.  Rules 901 and 902, Federal Rules of Evidence.

903
Policy. It is the policy of the Department, when appropriate, to issue Records Authentication Certificates.  Individuals/entities may request that documents be certified as true copies of the official departmental records.  Departmental officials are authorized to sign and issue Records Authentication Certificates and to affix the Seal of the Department in authentication of originals and copies of books, records, papers, and other documents.     

904
Responsibilities

A.
Legal Custodian. A legal custodian is the official that has charge or custody of the records and is responsible for their preservation.  That official is authorized to attest to the authenticity of the original or copies of official departmental records in his/her custody.



The legal custodian attests that the record being authenticated is a true copy of a document in his/her custody. The authenticity of the copy attested to in the Records Authentication Certificate must be within the personal knowledge of the custodian.



Procedure for Legal Custodian:



DL Form 1-126, Records Authentication Certificate (Appendix A-904), has been developed for authenticating DOL documents. The DL1-126 is to be prepared in the following manner:



(1)  Complete section A of the DL 1-126 by inserting the date of preparation, a description that will clearly identify all documents which are attached for certification, and the signature and title of the legal custodian in the appropriate space.

(2) Forward the completed form and the documents to be certified to the

authentication officer for the relevant agency.

(3) Retain the official copy of the documents from which the authenticated copies


 were made in accordance with an approved agency records schedule.

(4) Keep copies of the records authenticated and the completed Records 

      Authentication Certificate.


B.
Authentication Officer. The authentication officer certifies that the person who attested to the reliability of the named records is an employee of the Department in the capacity indicated on the certificate. Authentication officers are usually the Administrative Officer and the servicing Personnel Officer in each DOL agency, unless otherwise designated by the head of the agency. In the event that an authentication officer is the legal custodian of a document to be authenticated, the Records Authentication Certificate must be signed by the other authentication officer for the agency or by the authentication officer for the Office of the Assistant Secretary for Administration and Management. (See Federal Rules of Civil Procedure 44).



Procedure for Authentication Officer:



The DL 1-126, Records Authentication Certificate, is to be prepared in the following manner:

(1) Complete section B by inserting the name and title of the legal 

custodian of the records, the date that the seal has been affixed, and the signature and title of the authentication officer in the appropriate spaces on the form.




(2)
Apply the seal. Make a hole through the upper left corner of the original copy of the form and the document(s) being certified; insert a blue ribbon (3/8 to 1/2 inch wide and long enough to go through the documents leaving two 9-inch ends) through the hole, tie a knot and run the ends of the ribbon down the left side of the form and apply the departmental seal over the ribbon in the space on the lower left side of the form. The purpose of the hole and ribbon is to assure that no additional documents can be included with those certified as authentic copies of department records.





In the National Office, dies of the departmental seal are located in offices of each component agency of the Department.





In the Regional Offices, dies are in the custody of the Regional Administrator-OASAM. The RA-OASAM or the person designated to act in his/her absence is the authentication officer for the Regional/area/district offices.

(3)
Make and retain a copy of the Records Authentication Certificate.




(4)
Return the processed documents (the original Records Authentication Certificate and the attached authenticated documents) and all supporting papers requesting use of the seal to the legal custodian of the records. The legal custodian sends the documents to the requester and keeps the official file on the transaction.

905
Charges. Charges for authentication of documents will be in accordance with the 


schedule of fees authorized under § 70.41(g) of title 29 of the year 2004 proposed FOIA                                                                           regulations, which sets the fees at $10.00 for each certification of true copies, and $10.00  for each attestation under the seal of the Department.  Fees which do not exceed $15.00 usually need not be collected.  See § 70.43 of title 29 of the year 2004 proposed FOIA regulations.  Payment may be made by cash, check or U.S. postal Money Order.  Checks for payment should be made payable to the U.S. Department of Labor, and sent to the Authentication  Officer who released the records.  The Authentication Officer should forward the monies collected to the Regional Administrator-Office of the Assistant Secretary for Administration and Management (RAOASAM) for a regional request or to the Departmental Budget Center, OASAM, for a National Office request.  If a component has its own budget office, such as MSHA and ETA, they shall forward the monies to its own finance office. 

906 
Web and Other Electronic Records.           

A.
The law regarding the authentication of records on the Internet and other electronic records such as databases and spreadsheets is still developing so the Solicitor's Office should be consulted whenever any questions arise about the authentication of electronic records.

B.
Never authenticate a copy of a record purportedly downloaded from a Department Web site by a private citizen and sent to the Department for authentication.

(1)  If the Web record is a document such as an opinion letter, directive or brief, authenticate a copy of the original if available.  If an original is not available, the Legal Custodian should print the document from the Web site and authenticate it.    

(2)
 If an individual has queried an agency's online database or otherwise used on-line tools provided by an agency on its Web site to manipulate agency-provided data and asked an agency to authenticate the results, the agency should request the parameters used by the individual and the Legal Custodian should run the query or perform the manipulation and print the result.  The agency-printed results of the query/manipulation may be authenticated.  However, if the on-line tools allow the public to manipulate its own data, consult with the Solicitor's Office before authenticating the results.

C. 
When completing Section A of the DL 1-126 in accordance with section 904 for Web or other electronic records, the Legal Custodian should indicate the parameters, if any, used to generate the document and the date and time the document was generated and/or printed.   

907
Form DL 1-126. The Records Authentication Certificate form to be used for certifying Department of Labor records is Form DL 1-126.
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Records Authentication Certificate

U.S. Department of Labor




_____________________________________________________________________
Section A.  Legal  Custodian__________________________________________________

I HEREBY ATTEST, That the attached copy or copies of each document listed below is a true copy of a document in the official custody of the Department of Labor.

_____________________________________________________________________________Signature and Official Title



Agency and Office

Date

____________________________________________________________________

Section B.  Authentication Officer________________________________________
I HEREBY CERTIFY, That __________________________________who 

signed the foregoing  attestation, is now and was at the time of signing 

_____________________________ and has legal custody of the official records 

of the United States Department of Labor therein attested and  that full 

faith and credit should be given to his/her act as  such.

                        

           IN WITNESS WHEREOF, I ___________________________

                       

           duly designated by the Secretary of Labor as an Authentication 

                     

           officer of the Department of Labor, have hereunto subscribed my


                    name and caused the seal of the Department of Labor to be affixed

                                               this_________day  of   ____________________.

                                   ___________________________________

          Authentication Officer

          U.S. Department of Labor

�
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