
NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: N1-330-88-004 

Some items in this schedule are either obsolete or have been superseded by new 

NARA approved records schedules. This information is accurate as of: 04/22/2022 

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These items, unless subsequently superseded, may be used by the agency to 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 remain 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SUPERSEDED AND OBSOLETE ITEMS 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They are superseded, obsolete, filing instructions, non-records, or were lined off and 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. 

Item 362-10a was superseded by N1-509-99-004, item 1 

Item 363-50 was superseded by N1-509-97-001, items 363-50a and 363-50b 

The entire 700 chapter was superseded by N1-509-00-007 

Item 825-20 was superseded by N1-509-93-001, item 825-20 

Item 840a was superseded by N1-509-99-006, item 840a 

Item 840b was superseded by N1-509-93-001, item 840b 

Item 870 was superseded by N1-509-97-001, items 870a1, 870a2, 870b1, and 870b2 

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE 



REQUEST FOR RECORDS DISPOSITION AUTHORITY 
LEAVE BLANK 

JOB NO. 
(See Instruction, on reverse) NI- 3 30- 8 8-'f 

TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 
1. FROM (A#tl!ncy ore•tablWtnunt> NOTIFICATION TO AGENCY 

Department of Defense In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION 

' the disposal reQuest, including amendments, is approved 

Office of the Inspector General except for items that may be marked "disposition not 

3. MINOR SUBDIVISION 
approved" or "withdrawn" in column 10. If no records 
are proposed for disposal, the signature of the Archivist is 

Information and Operations Support Directorate not required. 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. o~/4 ARCHIVIST OF THE UNITED STATES 

Marianne Offield 693-0230 
i .z7 ff! ~ ~ 

6. CERTIFICATE OF AGENCY Rt:.l'RESt:.N, .,.._, IVt:. 

I hereby certify that I am authorized to act for this agency in matters pertaining to the dispcsal of the agency's records; 
that the records proposed for disposal in this Request of 64 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

1. 
ITEM 
NO. 

0. TITLE 

Acting Director for Administration 

8. DESCRIPTION OF ITEM 
(Wltll lncl14111w Dotfl, or Rettl!ntion Periods) 

RECORDS OF THE OFFICE OF THE INSPECTOR GENERAL 

This request for records disposition authority covers 
those records of the office of the Inspector General, 
Department of Defense not covered by the NARA General Records 
Schedules Nos. 1-25. This is the initial request from this 
organization. 

In order to upgrade DoD-level audit, investigation, and 
Inspection activities, the Congress established a statutory 
IG in the Department of Defense Authorization Act of 1983. 
The DoD OIG was patterned after the civilian agency IG offices 
created by the Inspector General Act of 1978 (Public Law 
95-452.) The Authorization Act also combined several existing 
DoD-level audit and investigative organizations under the 
DoD IG. The DoD IG performs audits, conducts criminal 
investigations of fraud throughout DoD, recommends action to 
the appropriate managment levels to correct program 
eficiencies, and reports the status of actions being taken to 

corr~ct.Jthese'deficiencies. The DoD IG is also responsible for 
roviding policy guidance and oversight of the Army, Navy, and 
ir Force audit and investigative agencies. 

9. GRS OR 10. ACTION 
SUPERSEDED TAKEN 

JOB (NARS USE 
CITATION ONLY} 

-

115-108 NSN7~ 

I ~ 
,C' J; fy STANDARD FORM 115 {REV. IHlll 
~///(! Pre5eribeel by GSA 

FPMR (41 CFRl 101·11.4 



REQUEST FOR RECORDS DISPOSITION AUTHORITY 
(S. lflltrUCtiOIII on ,_,_) 

' GENERAL SIIIVICU ADMINISTRATION 
NATIONAL ARCHMI AM> IIICORDI SERVICE, WASHINGTON, DC 2CM08 

• 
L&,w• ILANIC 

OAT£ AIECEIVEO 

1. ( or n ti NOTIFICATION TO AGENCY 

_D_e_,,p_a_r_t_m_e ___ n ... t_o_f_D_e_f_e_n_s_e __________________ --1 1n accordance with the provisions of 44 u.s.c. 3303a 
z. MAJOA SUIOIVISION ttl• dilC)aal l'IQUffl, including amendments. it IOC)roved 

f 1 txc:9Dt for itlffll tlltt mey be marked "dilQOlition not ,,..o..,.f...,f...,i.,..c.,..e..,.,.,o=,.,.t.,.,.h,..,e,:-r,I,...n_s_e_c_t_o_r_G_e_n_e_r_a _____________ ---t 1C10rowd" or "witlldrawn" in c:olumn ,o. If no reeoros 
l. MINO" l';'IOIVISION are orao~ for dilC)Otll. tl'II signature of ltl• Archivist is 

ort Directorate not rtQUirct. 

5. TELEPHONE &>CT. CATIE A CMIVIST 0~ THIE UNITED STATES 

Marianne Offield 693-0230 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 64 page(s) are not now needed for the business of this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office. if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached • 

.. 
7. 

ITEM 
NO. 

115-109 

Acting Director for Administration 

8. DESCRIPTION OF ITEM 
, .. ,,,. ,,.., .... DI ... OP ..... ,.,.,,.,.,., 

RECORDS OF THE OFFICE OF THE INSPECTOR GENERAL 

Thia request for records disposition authority covers 
those records of the office of the Inspector General, 
Department of Defense not covered by the NARA General Records 
Schedules Noa. 1-25. Thia is the initial request from this 
organization. 

In order to upgrade DoD-level audit, investigation, and 
Inspection activities. the Congress established a statutory 
IG in the Department of Defense Authorization Act of 1983. 
The DoD OIG was patterned after the civilian agency IG offices 
created by the Impector General Act of 1978 (Public Law 
95-452.) The Authorization Act also combined several existing 
oD-level audit and investigative organizations under the 
oD IG. The DoD IG performs audits, conducts criminal 

investigations of fraud throughout DoD, recommends action to 
the appropriate managment levels to correct program 
eficiencies, and reports the status of actions being taken to 

9. GASOA 
SUPEASEOEO 

JOB 
CITATION 

10.ACTION 
TAKEN 

f#AIISVSE 
ONI.. YJT;. · 

orrect these deficiencies. The DoD IG is also responsible for 
roviding policy guidance and oversight of the Army, Navy, and 
ir Force audit and investigative agencies. 

STANDARD FOAM 115 tRE.v 8-a ll 
Pretcr11MCS DY GSA 
FPMA (61 CFR) 101·11.6 
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ADMINISTRATION 

.• 



• IGOM 5015.2 

APPENDIX E. SERIES 100 • ADMINISTRATION 

Index of Major Titles 

File Title Page Number 

100 Administration. E-2 

110 Administration Policy and Procedures Files. E-4 

115 Implementation Files. E-4 

120 Postal and Mail Management Files. E-4 

130 Security Files. E-6 

135 Personnel Security Files. E-9 

140 Publications and Blank Forms Files. E-10 

145 Publications Case Files. E-11 

160 Telecommunications Files. E-1 t 

165 Data Communications Systems Case Files. E-12 

170 Building and Space Administration Files. E-13 

175 Office Space Case Files. E-13 

E-1 



IGiJM 5015.2 

File 
Number 

100 

101 

101-01 

101-02 

101 -03 

101-06 

101-10 

Tide 
Description 

Administration. 

Series 100 • Administration 

The files described in this series relate to the 
management and performance of 
adm,n,strative operations and to obtaining 
adm1n1strat,ve services from the offices 
responsible for providing them. 

a. Corr11pcaRdence ,elatiAg te aami"istret1on 
that cannot logically be filed with deta,ted 
records fisted below. 

b. Documents relating to administration that 
are received for informat,on only and on 
which no action is required. 

Int nal Administration Files. 
O uments relating to the day-to-day 
ma ement and administration of an 
indivi al office. 

Internal Offi Procedures. 
Documents ncermng internal office 
procedures, h rs of duty, and individual 
duties that don have continuing 
applicability. 

Participation In Charitable ffairs. 
Documents relating to o · e participation in 
charitable affairs, such as b d donations or 
charitable contributions. 

Safety and Emergency Procedures. 
Documents concerning emergency 
evacuation procedures and office safe 
as not1ficat1on of unsafe practices. 

Office Instructions. 
Documents ret•ting to the preparation and 
issuan,e of memorandums or continuing 
instructions that apply only to internal 
administrative practices within the preparing 
office. 

Suspense Files. 
Papers arranged in a chronolog,cal order as a 
reminder that: 

a. An action ,s required on a given date. 

b. A reply to an action Is expected on a given 
date: 

Disposition 
Authority 

All Files: COFF annually (CY) 
unless instructed otherwise. 
Permanent Files: Offer to NARA 
after 20 years unless otherwise 
indicated or needed for agency 
purposes. 

a. DEST after 2 yea,s 
GRS23-2b 

b. DEST when no longer needed. 
GRS23 • 2c 

OEST after 2 years or when no 
longer needed, whichever Is 
sooner. 
GRS23-1 

DEST after 2 years or when no 
longer needed. whichever ,s 
sooner. 
GRS23- 1 

OEST after 3 months or when no 
longer needed, whichever Is 
sooner. · 
GRS23-4c 

OEST after 2 years or when no 
longer needed, wh,che-.,er 1s 
sooner. 
GRS23 · 1 

OEST when superseded or 
bsolete. 

16 · ,, 

DEST after action 1s t 
GRS23-3a 

https://GRSJJ.Ja
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Series 100 - Administration 

File · Title Disposition 
Authority Number Description 

--- (1) Fite Copy. Incorporate with other papers for 
file when reply is received. 

108 

108-02 

108-05 

108-10 

l 08-15 

(2) Extra Copy. 

Office Reference Files. 

Publications References. 
Copies of publications issued by other Gov­

----~nment agencies and nongovernmental 
org-&c::ttzat1ons maintained for reference 
w1th1n · ffice. 

Technical Materials rences. 
Copies of technical m ials retained for 
reference purposes only. 

Policy and Precedent References. 
Copies of documents establishing policy or 
precedent maintained at the operating level. 
Includes copies of standing operating proce­
dures, statements of policy or procedure, 
examples of typical cas«ri, and other 
documents filed elsewhere. 

GRS 23-3b(1J 

Review annually and remove all 
materials that are no longer 
needed. 

DEST when superseded. obsolete, 
or no longer needed. 
Return accountable pub1tcat1ons 
to supply channels. 
GRS13-6 

DEST when superseded, obsolete, 
or no longer needed. 
Return accountable publications 
to supply channels. 
GRS13 · 6 

T individual documents when 
supe ed. obsolete, or no 
longernee · 
GRS13- 6 

Chronological Reading Files. COFF monthly, quarterly, or 
Information cop,es of outgoing seirn"ia nually. 
correspondence arranged ,n chronological ,.,., o . 

1
, 

order. 
0 

i<. 'r; ... ~ ,r ~ 
a. Office of the Inspector General Files. Permanent. Offer to National 

15],p Archives after Jll':years. 
I u,J,,, . .&J. P""'-~ w.w,,n' .nr •11urf0Eur ,11 rai •ra 

b. All other offices. DEST after l year. 
GRS23-6 

Electronic Messages. . DEST after 1 year. 
Copies of incoming and outQO~t-.eJLt:Ctromc Earlier disposal ,s author,led 
messages maintained in numerical or cn--nmE11oi,.....uRS 23 · 6 
logical order for reference purposes. Official 
record copies are filed 1n the appropriate 
mission files of the office of record. 

E 3 
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Series 100 • Administration 

File 
Number 

1 -20 

109 

110 

112 

115 · 

120 

120-01 

120·25 

120·30 

Tide 
Description 

Weekly Activity Report (WAR) Files. 
Documents submitted to the WAR and 
completed WARS. 

Unidentified/ Unscheduled Files. 
Documents for which no file disposition has 

een established by the IG Records 
· 0s1tion Schedules. 

ation Policy and Procedures Files. 

Administra · n Guidance and Instructions Files. 
Document elated to the issuance of routine 
administrati instructions, backup, previous 
issues, notes, a related papers. 
NOTE: For dispo lion of Agencywide policy 
and programming · es, see File Number 310. 

Implementation Files. 
Records relating to the i lementat1ori of 
procedures, systems, meth s and standards, 
and associated matters whic esutt in 
operational and adm,nistratio hanges. 

Postal and Mail Management Files. 

Office Mail Control. 
Documents relating to the control of ma, 
offices (not official mail rooms and postal 
activities). For example: records of 
messenger trips and similar documents. In 
rare cases, may also include copies of receipts 
for accountable mail, such as registered, 
certified, and numbered mail. 

a. Accountable m•il receipts. 

b. Other documents. 

Receipt and 0isp.atch of Ma,1 Reports. 
Production reports on matl handling and 
work showing statistics on mail received, 
dispatched, and on hand. 

Mail Management General Files. 
Internal procedures, correspondence, 
instructional materials. 

Disposition 
Authority 

OEST after 2 years. 
GRS23-1 

Contact IG Records Manager. 

OEST when superseded or 
obsolete. 
GRS 16 · le 

COFF on completion of the 
process. 
OEST when issuance 1s destroyed. 
GRS 16- td 

OEST after 3 mo ths. 
GRS13 -4b 

OEST after 1 year. 
GRS11-6d 

OEST when no longer current o 
after 1 year. 
GRS 12 -6g 
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Series 100 -Administration 

File Tide Disposition 
Authority Number Description 

120-41 

121 

121-10 

123 

124 

128. 

Statistical Reports. DEST after 1 year. 
Statistical reports on outgoing mall (air mail, GRS 12. 6d 
special delivery, registered, foreign, and 
parcel post over four lbs.). 

Mail Management Program Files. OEST when no longer current. 
Documents on the various aspects of the Mail GRS 11 . 6g 
Management Program. 

Mail Program Reports. DEST after 6 years. 
GRS 12- 7 

Accounta Mail Files. DEST after 1 year. 
Records r ating to the receipt and dispatch GRS 12 . 5• 
of register , cert1f1ed, or numbered mail. 

a. 

b. Secret or Top Se et classified Defense 
information. 

Reports of Improper Treatm t of Mail. 
Reports of loss, rifling, delay, wron9 delivery. 
or other improper treatment mail. 

a. Unclassified information. 

b. Secret or Top Secret classified Defe 
information. 

Postage Meter Operations Files. 
Documents and forms contauning 
information on th• postage meter s~tem, 
except fiKal copies. 

Messenger S.rvice Records Files. 
lncluaes d•ily logs. assignment records and 
instructions. dispatch records, delivery 
receipts. Does not include receipts for Secret 
and Top Secret Classified Defense 
information, route sheets, and related 
documents. 

Mailing Lists Files. 
Mailing hsts and relat~d material 

a. Correspondence, request forms and other 
records relating to changes 1n mailing lists 

DEST after 1 year. 
GRS 12 • 5c 

Trl to File Number 131·10 or 1 
31-20 as appropriate. 

OEST after 1 year. 
GRS 12- 5c 

Withdraw related reports and 
case. Include in an investigation 
folder as appropriate. (see File 
Number 131). 

OFF annually (FY) 
0 T 1 year after completion or 
fina ntry. 
GRS - 5 

DEST 3 months after rev,s,on 
11st. 
GRS 13 - Sct ---------------=:.:.:...:..:.~------: .. 



lGOM 5015.2 • 
Series 100- Administ.ration 

File Tide 
Number Description 

130 

130-10 

130-20 

130-30 

130-35 

130-50 

130-55 

b. Card lists. 

Se rity Policy. 
cuments that implement or issue security 

po · 1es and procedures established or 
requ1 by external agencies. 

Security Ad istration. 
Documents ertaining to the day to day 
adm1n1strat10 of the security program. 

Security Program Revie s. 
Files relating to perio · facility checks. 
Reports of reviews of ag cy personnel and 
offices to ensure complian with security 
policies and procedures. 

a. Reports on security violations. 

b. Routine after-hours security checks. 

Security Reports. 
Reports such as SF 311, Agency Information 
Security Program Data, Ori9inal Classification 
Authority, Un•uthorized Disclosures, or 
Special Access Programs. 

Security Awareness & Education Files. 
Documents relating to procedures used to 
obtain compliance with security regulations 
by all personnel. For ex•mple, procedures 
requiring that each individual periodically 
read applicable security regulations and sign 
a memor•ndum indicating that the 
regultttions are understood. 

Security Briefings. 

Disposition 
Authority 

DEST individual cards when 
cancelled or revised. 
GRS 13-Sb 

COFF when superseded or 
rescinded. 
DEST when no tonger needed 
GRS 16 - 1c 

DEST after 2 years or when no 
longer needed, whichever ,s 
sooner. 
GRS23- 1a 

DEST after 1 year. 
GRS 18 · 19a 

OEST after 1 month. 
GRS 18 - 19b 

DEST after 2 years or upon 
·scontinuance of facility, 

w · ,hever is sooner. 
GR -2 

COFF when superseded or 
obsolete. 
DEST after 2 years. 
GRS1B-2 
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Series 100 -Administration 

File Title 
Number Description 

1 Security Incidents. 
Case files relating to investigations of alleged 
v1olat1ons of Executive Orders, laws, or 
agency regulations for the safeguarding of 
national security information . 

. Violations of a serious nature. 

131 Accountability of C sified Material. 
Records accumulat from measures taken 

131-03 

131-04 

131-07 

131-10 

by agencies to prote clasSified information 
from unauthorized di sure in accordance 
with Executive Order 12 , other Executive 
Orders or statutory or regu iory 
requirements, and OoO Dire · e 5200.1-R. 

Security Container Records. 
a. Forms placed on safes, cabinets, r vaults 

containing security classified docu ents 
and used for providing a record of e r, 
into the containers. 

b. Forms involved in an investigation. 

Security Container Information. 
Records of safe and padlock combinations, 
names of individu•ls knowing the 
combinations, •nd •ny other information 
necessary to identify and locate the safes or 
containen. 

Temporary Internal Receipts. 
Oocumenu used in making temporary loan 
of classified documents w1th1n the office as 
distinguished from transferring or issuing 
classified documents to another office or 
headquarters. Such lo•ns are normally of 
short duration and borrowed documents are 
often returned within the same workday. 

Top Secret Document Accounting and Control. 

Disposition 
Authority 

OEST 5 years after the close of the 
case. 
GRS 18 -2Sa 

OEST 2 years after completion of 
final action or when no longer 
needed, whichever 1s sooner. 
GRS 18-25b 

OEST the day after the last entry 
on form. 
GRS23-6 

TRF to security incident case file. 

0 T when superseded by a new 
for. r list, or upon turn-in of 
conta1 rs. 
GRS 18-

OEST on return the class1 f 1ed 
document to the i 1v1dual or 
office making the lo 
GRS23-S 
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File 
Number 

131·12 

131-13 

131-14 

131-17 

131-20 

131-21 

131-40 

133 

133·01 

Title 
Description 

Series 100- Administration 

Top Secret Registers (IG 5200. 1-4). 
Registers with attached receipts and 
destruction certificates maintained at control 
points to indicate accountability over Top 
Secret documents, reflecting the receipt, 
dispatch, or destruction of the documents. 

Top cret Forms (IG S200.1-6). 
For s accompanying documents to ensure 
cont, ing control, showtng names of 
person andling the documents, intra-office 
routing, d comparable data. 

Top Secret lnve ories. 
Documents re cting the identity and 
location of class · ed papers for which the 
office is accounta e. 

Top Secret Document Destr ion Certificates. 
Forms or other documents cumulated by an 
office which reflect the destr ion of 
classified documents. 

Security Classification Regrading. 
Documents authorizing the reg,adi 
security classified documents. 

Secret I Confidential Accountability Records. 
Forms, ledgers or re3isters logs used to sho 
the identity, interna routing, and final dispo-
sition of secret/confidential documents. Does 
not include receipts and destruction certifi-
cates and documents relating to Top Secret 
material covered under File Number 131 - 10. 

Office Classified Document Receipts. 
Records documenting the receipt and 
issuance of classified documents. 

Access Request Files. 
Requests and authorizations for individuals 
to have access to or transport class,f1ed 
documents. 

Communications Security Files (COMSEC). 

COMSEC Program Administration 
Correspondence, reports, and other records 
relating to the adm,n,strat,on and operation 
of the COMSEC Pro ram. 

Disposition 
Authority · · 

OEST S years after documents 
shown are downgraded, 
transferred, or destroyed. 
GRS 18- 6it 

DEST after related documents are 
downgraded, transferred, or 
destroyed. 
GRS18-6b 

DEST 5 years after all classified 
documents recorded have been 
transferred, destroyed, 
declassified, or entered on a new 
sheet. 
GRS 18-6a 

DEST after 2 years. 
GRS1B-1 

COFF after final action. 
DEST after 5 years. 
GRS 18 • 6a · 

OEST after 2 years. 
GRS18-5 

DEST aft 2 years. 
GRS18·3 

DEST 2 years aft 
expires. 
GRS 18 · 7 

OEST After 2 years 
GRS18-1 
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File 
Number 

133-50 

135 

135-05 

135-10 

136 

136-10 

137 

1 37-01 

137-05 

Tide 
Description 

Series 100 • Administration 

COMSEC Briefings. 
Materials usec:t in developing and increasing 
awareness of communications security. 

OMSEC Inspections. 
Repons of surveys and inspections to ensure 
dequacy of protective and preventive 

m asures to safeguard information. 

Personn Security Files. 

Personnel S urity Clearances. 
Document ontaining information on the 
security clea nces of 1ndiv1dual penonnel 
and th• acer · ation of access to classified 
files. Does not i ude repons of investi~ -
gations, counterin lligence, or clearance 
documents filed in t official personnel 
folder. 

Classified Information Non-d, losure 
Agreement (SF 189). 

Copies of SF 189 agreements s, ned by 
employees with access to inform ion which 
is classified or classifiable under st dards 
put forth by eo 12356. Maintain sep rately 
from personnel security clearance files. 

Credentials. 
Identification of credentials and related 
papen. 

Identification cards. 
Applications for issue of ID cards and records of 
issuance. 

Facilities S.curi~ and Protective Services. 
Records relating to measures taken to protect 
Govern~nt.owned or privately operated 
facilities given security cognizance by the 
Government from unauthorized entry, 
sabotage, or loss. 

Disposition 
Authority 

DEST when superseded or no 
longer used. 
GRS18·2 
DEST after 3 years or upon 
discontinuance of the facility. 
whichever is sooner. 
GRS 18- 10 

DEST on not1ficat1on of death or 
not later than S years after 
transfer or separation of 
individual concerned. 
GRS 18 · 2Ja 

DEST after 50 years. 
GRS18-26 

DEST 3 months after return of 
credentials to the issuing office. 
GRS 11-4 
D T 3 months after return of 

the ,ssu,ng office. 
4 

Alarm Services. DEST 2 years after term, 
Correspondence, contracts, and agreements files contract or agreement. 
relating to alarm services GRS rs· 9 

v,s,tor Control Files. 
Registers or logs used to record names of outside 
contractors, service personnel, visitors, 
employees admitted to areas, and reports on 
automobiles and passengers 

E-9 
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Series 100 - Administration 

File Tide 
Number Description 

137-10 

137-30 

137-50 

13 7-60 

139 

140 

140-01 

. 
140-02 

a. Maximum security areas. 

b. Other areas. 

ard Services. 
ocuments relating to guard assignments 

a strength. Reports, requests, analyses, 
cha e notices, etc. 

Equipmen - Supplies Security. 
Property ss files authorizing removal of 
property o aterials. 

Personal Property ccountability. 
Reports, receipts, nd other papers relating 
to accountability f personal property lost, 
found, or stolen. 

Key Accountability Files. 
Files relating to accountal:f ·ty of keys issued. 

a. Maximum security areas. 

b. Other areas. 

Computer Security. 
Reports of surveys and inspections to ensur 
adequacy of protective and preventive 
measures taken against hazards of fire, 
explosion, and accidents, and to safeguard 
information and computer facilities against 
sabotage and unauthorized entry. 

Publications and llank Forms Files. 
Papen relating to the production, supply, 
and distribution of publications and blank 
forms. 

Publications Requests. 
Requests for publications, photos and 
general information including applications or 
form requests with copies of 
acknowledgments and replies . 

Blank Forms Requests. 
Requests for Blank Forms 

E. Ill 

Disposition 
Authority 

DEST 5 years after final entry. 
GRS 18- 1S. 

OEST 2 years after final entry 
GRS 18 · 18b 

DEST after 2 years. 
GRS 18 · 14b 

OEST 3 months after exp1rat1on or 
revocation. 
GRS 18- 13 

OEST after 1 year. 
GRS 18- 16b 

OEST S years after turn-in of key 
GRS 18- 18a 

OEST 2 years after turn-in of key 
GRS 18 · 18b 

OEST after 3 years or upon 
discontinuance of the facility, 
whichever is sooner. 

RS 18 - 10 

OEST 3 months aft 
publications 
GRS23-4a 

OEST 3 months after receipt o 
requested forms. 
GRS23 · 4a 

.• 
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File 

Number 

14 

141 

Series 100 • Administration 

ntte 
Description 

Publications and Blank Forms Administrative 
Correspondence. 

Correspondence files pertaining to the 
dministration and operation of the 

p lications and forms programs. 

Forms Cas Hes. 
Record cop f each form created by OIG with 
related instru · s and documentation 
showing inception, ope, and purpose of the 
form. Working paper , ackground materials, 
requisitions, specification rocessing data, 
and control records. 

a. Record copy. 

b. Working papers. 

Disposition 
Authority 

DEST after 2 years. 
GRS13-1 

DEST 5 years after related form Is 
··discontinued. superseded, or 

cancelled. 
GRS16-4 

D when related form ,s 
disco · nued, superseded, or 
cancetle . .u1 ________________________ G_R_s_,_,_._4__ ~ o~ 

• -_.J.. I :,_-g 6, 145 Publications Case Files. ~ ~1'l 
Pamphlets, reports, leaflets, file manuals, or ~ ?'I~ 

0 
~ 11 · -1-

160 

160-01 

160· 10 

160-11 

. other published or processed documents, or P ~. /.. --u::, 
the last manuscript report if not published, d.{I 7/ ~ ~ ~ 6 
relati~~~nagement projects. J,elc,"'64 ~ ~ ~ ~ ~ 
0 o D · ~ ~ 3 O ~ «e1-.. ~ , -c . .:i_,. 
a. Record copy with supporting papers. Swbmit SF 115, Request fo< 11,.Bo _ ~.;-..;,,... 

( '" ~ H ~°" ~) Records. /\ ~o,r . 
....._ ...eu.o ~ '--"·fr• ~ .GIIS ,, i.-

Requests for Te11n11tone Services. 
lntem•I requests · stallation of 
telephones, AUTOVO , ing Cards. 

Telecommunications Policy and Proc es. 
Documents reflecting internal policy an 
procedures for the telecommunications 
program. 

Telecommunications Policy Background 
Materials. 

Backup materials, drafts, examples of policy 
from other agencies. 

E. 11 

OEST 6 months after final action 
GRS16-2b 

DEST after 2 years. 
GRS13- I 

DEST when superseded or 
obsolete. 

RS 16. re 

DEST when n nger ne1:?d~d for 
reference and bac 
GRS 16- 1d 
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File 

Number 

1 

160-50 

161 

163 

163-05 

165 

167 

170 

170-01 

Title 
Description 

Series 100 • Administration 

Directory Changes. 
Requests for changes to telephone 
directories. 

elecommunications Services Contracts and 
reements. 

opies of agreements or contracts with 
b kground data and other records. 

Telepho Floor Plans. 
Floor p s showing location of office 
telephon extensions. 

Telecommunica n Voucher Files (Reference). 
Reference copi of vouchers, bills, invoices, 
and related recor . 

Telephone Statements a Toll Slips. 
Summaries of long dist ce telephone 
reports used to indicate a horized use of 
telephone service. 

Data Communications Systems Ca Files. 
Records relating to the installatio change, 
removal, and servicing of data 
communications network systems. 

Telephone Case Files. 
Records relating to the installation, chang • 
removal and servicing of office 
telecommunications systems and equipment. 

Building and Space Administration Files. 
Acquisition, allocation, and utilization of 
space and office services including related 
correspondence. 

Office StMc•. 
Suspense file of uncompleted requesu for 
office space and similar documents related to 
office space. 
a. Record copy. 

b. Extra copy. 

Disposition 
Authority 

DEST 2 months after change is 
completed. 
GRS 12-2b 

COFF on expiration or 
cancellation. 
DEST after 2 years. 
GRS12-2e 
DEST after 3 years. 
GRS12-2b 

COFF annually (FY). 
DEST after 1 year. 
GRS 12 -1d(t) 

COFF annualy (FY). 
DEST after the close of the FY in 
which audited. 
GRS12-4 

DEST 1 year after audit or after 3 
years, whichever 1s sooner. 
GRS 12 • 2d(2J 

DEST 1 year after audit or after 3 
years, whichever ,s sooner. 
GRS 12 -1d(1) 

TRF to appropriate case 
action is completed. 
GRS23 · 3 

DEST when action 1s complete 
GRS23-3 
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Series 100 • Administration 

File Tide 
Number Description 

171 

Office Space - Utilization and Planning. 
Records relating to the allocation, utilization 
and release of space under OIG control. 

Building Pia 
Floor plans s ing placement of walls, 
doors, electrical · ing, ductwork, lighting, 
etc. 

173 Office Space Reports Files. 

173-01 

173-02 

175 

Office Space - GSA Reports. 
Records supporting and copies of reports 
submitted to General Services Administration 
regarding space occupied. 

Office Space • OoD Reports. . 
Records supporting and copies of reports 
submitted to DoD regarding space occupied. 

Office Space Case Files. • 
Case files reflecting administrative space 
assigned to IG offices, lease agreemenu, 
work orders, etc. 

E · 13 

Disposition 
Authority 

COFF on termination of 
assignment, when lease is 
canceled, or when obsolete or 
superseded. 
DEST after 2 years. 
GRS 11 • 2a 

COFF on termination of 
assignment, when lease is 
canceled, or when plans are 
obsolete or superseded. 
DEST after 2 years. 
GRS r 1-1a 

DEST after 2 years. 
GRS rr -1b(1) 

Retain in CFA. 
DEST 2 years after termin n of 
assignment or lease is cancel 
GRS 11-1a 



• 

SERIES 200 

PERSONNEL ADMINISTRATION 



• IGDM 5015.2 

APPENDIX F. SERIES 200 • PERSONNEL ADMINISTRATION 

Index of Major Titles 

FIie Tide Page Number 

200 Personnel F-2 

205 Standards of Conduct. f•3 

210 Personnel Policy and Procedures Files. F•4 

215 Military Personnel Files. F-5 

220 Personnel Program Files• General. F-5 

225 Notification of Personnel Action (SF SO) Files. F-6 

230 Civilian Personnel Employment. F-6 

235 Statistical Reports• Civilian ,,rsonnel. F·I 

240 Employee Training Files. , .• 
245 Training Courses and Programs. F-1 

250 Position Classification, Pay &· Allowances Files. F-9 

255 Civilian Position Structure. F-10 

260 Employee Perforffilnce and Utilization Files. F-10 

265 Incentive Awards Files. F-11 

270 Personnel Relations and Services. F-12 

275 Equal Employment Opportunity (EEO) Files. F-13 

280 Health and S.fety. F-14 

285 Heahh Records Files. F-15 

F · 1 
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File 
Number 

200 

201 

202 

202-01 

202-02 

Title 
Description 

Personnel 
Most of the records filed under this series 
concern the administration of the civilian 
personnel program and are prescribed by the 
Federal Personnel Manual (FPM). Beginning 
with subseries 230, file numbers relate to the 
FPM chapter series. For example, 230 • 239 
relate to Civilian Personnel Employment and 
contain information prescribed by FPM 
Chapters in the 300 series. For each subseries, 
there is a general correspondence category. 

a. Correspondence relating to personnel that 
cannot logically be filed with detailed records 
listed below. 

b. Documents relating to personnel that are 
eceived for information only and on which 

n action is required. 

Request r Personnel Action (SF 52) (Pending). 
Suspen opies of SF 52 for various civilian 
personnel ions, such as accessions, position 
changes, rate pay changes, and 
separations. 

a. Record Copy. 

b. Extra Copy. 

Office General Personnel. 
These files are maintained by operating officia 
for administering employees who are under 
their control. 

Time Cards. 
Copies of time cards maintained in individual 
offices. 

Office Personnel Re,isters. 
Documents used ,n accounting for office 
personnel and in controlling office visitors, 
such as registers reflecting arrival, departure, 
on leave, and temporary duty travel, but not 
official personnel registen used as direct 
source documents. 

F .-, ·-

Disposition 
Authority 

All Files: COFF annually FY when 
so instructed. 
Many documents in this series are 
retained in the current files area 
until the employee leaves the 
agency. 

DEST after 3 years. 
GR$ 1 • 3 

DEST when no longer needed. 
GRS23-2c 

Transfer to appropriate folder on 
completion of request. 
GRS23-Jb . 

DEST on completion of requested 
action. 
GRS23- 3b(1J 

DEST after 2 years. 
GRS23- I 

DEST 6 onths after end of pay 
period to ,ch they pena1n 
GRS2-3 

OEST after 2 yea . Earlier 
disposal is authoriz 
GRS23 · 1 



• . IGDM 5015.2 • 
File 

Number 

203 

203-01 

205 

Tide 
Description 

Employee Record Card. 
SF 78 maintained by first-level supervisors 

· reflecting the name, address, telephone 
number, personnel actions, training, awards, 
counseling, etc., of each employee under the 

ervisor's direct supervision. 

Personn Information - General. 

Disposition 
Authority 

OEST on separ.ation or transfer of 
the individual. 
GRS 1 • 6 

Personnel Fu ions - General Information. OEST when obsolete or 
Files relating the general administration superseded. 
and operation o G, OoO personnel functions GRS 16. 1c 
and including colle programs, selective 
placement programs ndicapped, veterans, 
and ex-offenders) progr s, special careers 
(Summer Aid, lntergovern tal Affairs 
Fellowship, and Stay-in-Schoo 
examinations. paid recruitment a rtising, 
executive development program, m · 
promotion, employee safet1, program, 
others not specifically described elsewhere · 
this schedule, excluding those at agency sta 
planning levels. 

Employment Programs and Manpower 
Management - General Information. 

Correspondence, report memoranda, and 
other records relating to IG, OoD employ­
ment programs and functions, and man­
power management and evaluation. 
including experts and consultants, reemploy­
ment rights, employee transfer and detail, 
overseas employment, and excepted 

ositions. 

Standards of Conduct. 
Documents relating to procedures to assure 
that all personnel fully understand the stan­
dards of conduct and ethics. For example, 
procedures requiring that each individual 
periodically react applicable directives and 
sign a document indicating that the 
directives are understood. 

· s in Government Financial 01sc.losure 
Stateme 

Reports and relate o itted by 
individuals as required under the Ethics 1 
Government Act of 1978 (P.L. 95-521). 

F-3 

OEST n obsolete or 
supersed 
GRS 16 · re 

OEST after the next periodic 
application of the procedure or 
when obsolete. 
Disposition pending. 
(See NNI-AU-166-204) 
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File 
Number 

205-20 

210 

210-05 

Tide 
Description 

a. Records including SF 278A for individuals 
filing according to Section 201 b of the Act, 
and not-subsequently confirmed by the U.S. 
Senate. 

II other records including SF 278. 

Employment and ·nancial Interest Statements. 
Statements of e loyment and financial 
interests and relat papers, and confidential 
statements filed un r E.O. 11222. 

Personnel Policy and Procedur Files. 
Records which relate to the d elopment of 
internal IG policies and proc:edu sand those 
that implement OPM or OoD poli · and 
procedures. 

Personnel Policy and Procedures Backgrou d 
Material. 

Background information pertaining to the 
devef opment of policies, procedures, and 
standards governing civelian personnel 
administration. 

211 Personnel Administration and Operations Files. 
Information pertaining to the internal 
management and operational aspects of 
civilian personnel administration, such as 
control of positions, determinations, and 
justification, of personnel authorizations and 
requirements, controls to assure that 
authorizaions are not exceeded and 
reporting records covering civilian personnel 
strength not covered under other items ,n 
this section. 

211-01 Personnel Administration and Operations 
Correspondence. . . 

Documents relating to personnel admin,s• 
tratIon and operation. 

Disposition 
Authority 

DEST 1 year after nominee ceases 
to be under consideration for 
appointment; EXCEPT that 
documents needed ,n an on• 
going investigation will be 
retained unt1f no longer needed 
in the investigation. 
GRS r • 2Sa(1 J 

DEST after 6 years, EXCEPT that 
documents needed in an on­
going investigation w,11 be 
retained unt,r no longer needed 
in the investigation. 
GRS 1 • 2Sa(2J 

DEST after 6 years, EXCEPT that 
documents needed in an on• 
going investigation will be 
retained unt,r no longer needed 
in the investigation. 
GRS 1 · 1Sb 

OEST when superseded or 
unneeded. , 
GRS 16- 1c 

OEST when issuance 1s destroyed. 
GRS 16 · 1d 

COFF annually. 
DEST after 3 years. 
GRS 1 · 3 
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File 

Number 

215 

215-01 

215-10 

215-50 

215-60 

220 

Tide 
Desaiption 

Military Personnel Files. 

Military Authorizations. 
IG manpower authorizations, justification for 
new positions or deletions; control over 
grade requirements. (These are not 
individual personnel files.) 

Military Strength Reports. 
Reports that provide information relative to 
strength authorizations and employment. 

Military Personnel Records. 
Documents that are created as the result of 
detail or assignment to IG, OoO which 
normally would be made a part of the 
individual's personnel file and other 
pertinent and related correspondence. 
Orders, promotions, classification, citations 
for medals, etc. 

a. Records appropriate for inclusion in the 
individual's personnel file. 

b. Other Records. 

Military Leave Files. 
Records which relate to leave of military 
personnel. 

Personnel Program Files • General. 
Files relating to the overall, general 
penonnel program. 

1c1al Personnel Folders (OPF). 
· n the right side of the OPF 

reflecting quali ,c · , · · nc • 
personnel actions, awards, security 
determinations under EO 10450, and similar 
information. 

F-5 

• 
Disposition 
Authority 

COFF when no longer current. 
OEST after 1 O years. 
Dispos,t,on pending. 
(See AJ 15 202-28.4) 

OEST after 2 years. 
GRS 1 • 16 

Forward to the appropriate 
Military Service within 30 days 
after release from duty in IG. 
D,spos,tion Pending. 
(See Al 15 202-27) 

OEST 1 year after transfer of the 
individual. 
Disposition Pending. 
(See Al 15 102-2 7) 

OEST individual leave authori­
zations when adjustments are 
made. 
D1spos1t1on Pending. 
(See Al 15 202·30) 
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File Title 
Number Description 

220-10 

220-20 

225 

230 

a. Transferred Employees. 

b. Separated Employees. 

Temporary Individual mployee Records. 
All copies of corresp dence and forms 
maintained as tempo, records on the left 
side of the OPF in accor ce with provisions 
of the FPM, Chap. 293, an upplement 
293.31. 

Service Record Card (SF 7) Files. 
SF 7 or its equivalent. 

Notification of Personnel Action (SF 50) Files. 
Chronological file copies of SF 50 for all 
individual personnel actions, including fact 
sheets. 

Civili•n Personnel Employment. 
Records in the 230 subseries cont•in 
information prescribed by the •300• ser,es of 
chapters in the IMsic FPM. · 

Disposition 
Authority . ". 

See FPM for instructions relating 
to folders of employees trans­
ferring to another agency. 
GRS 1 • tb(IJ 

TRF folder to National Personnel 
Records Center, St. Louis, MO, 30 
days after separation. 
OEST 75 years after birth date of 
employee or 60 years after the 
date of the earliest document 1n 
the folder if the date of birth 
cannot be ascertained, provided 
the employee has been sepa­
rated for at least 5 years. 
GRS t · 1b (1J 

OEST upon separation or transfer 
or after 1 year, whichever is 
sooner. 
GRS 1 · 10 

OEST 3 years after transfer or 
separation of the employee. 
GRS 1-1b 
Privacy Act: OPM/GOVT ·2 

COFF monthly. 
OEST after 2 years. 
GRS I - 1,u 

·vacy Act: OPM!GOVT-1 

230-05 Individual Actions Files. OEST 6 mont after individual ,s 

2 30-10 

Correspondence relating to indivtdual actions released from ty with IG, OoD. 
about personnel, which do not qualify as GRS 1 • 17c 
records of perm•nent value; records of 
criticism or complaint when no official action 
is taken. 

Retention Registers. 
Registers used for reduction-in-force actions. 

a. Action taken. 

F-6 

OEST after 2 years. 
GRS 1 • 17b( 1 J 
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File Title 
Number Description 

b. Appeals pending. 

c. No action taken. 

232 Ap ications and Appointments. 

232-01 

232-02 

In rmation pertaining to applications (SF 
171 or and appointments to vacancies 
w1thi he IG. 

Applications suiting in Appointment. 
SF 171 and r ated information on penons 
who are sele for appointment. 

Offen of Emptoyme 
Correspondence, le n. and telegrams 
offering appointmen to potential 
employees. 

a. Accepted offen. 

b. Declined offen. 

(1) Name from Certificate of Eligi 

Disposition 
Authority 

OEST after 7 yean. 
GRS 1 · 17b( 1 J 

OEST when superseded or 
obsolete. 
GRS 1 · 17b(2) 

File on right side of OPF. 
GRS 1 • 15 
Privacy Act: OPMIGOVT-5 

OEST immediately. 
GRS 1-4a 

Return to OPM with reply and 
application. 
GRS I -4b(1J 

(2) Temporary or excepted appointment. File inside application. 
S 1 • 4b{2) 

232-04 

232-20 

(3) All othen. 

Inactive Applications (SF 171). 
Unsuccessful applications for appointment 
and related papen, EXCLUDING records 
rtlatint to appointments requiring 
Senatorial confirmation. and applications 
fil.ct in OPF. File in accordance with 
insp4Ktion requirements of the FPM. 

Certificates of Eli9ibility (SF 39). 
SF 39s and all information upon which 
certification is based. 

F-7 

OE immediately. 
GRS 1 4b(3J 

OEST upo receipt of OPM report 
of inspectio or after 2 years, 
providing req ·,ements of the 
FPM are observ . 
GRS 1 • 15 
Privacy Act: OPMIG 

OEST after 2 years. 
GRS 1- 5 
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File 

Numb•r 

235 

240 

240-10 

241 

245 

Title 
Description 

Merit Promotion case Files. 
Records relating to the promotion of an 
indivi-dual that document qualification 
standards, evaluation methods, selection 
procedures, and evaluation of candidates, 
EXCLUDING any records that duplicate 
· formation in the pro-motion plan, in the 

F, or in other personnel records. 

Statistic Reports• Civilian Penonnel. 
Recor upporting and satistical reports 
pertain in to civilian personnel. 

Employee Train Files. 
Records in the ~ subseries contain 
information tha · prescribed by the •400• 
series of chapters i the basic FPM. 

Individual Employee Trai · . 
Files such as application or training, author­
izations, and schedules re cting the training 
of individual employees. 

Disposition 
Authority 

OEST 2 years after the personnel 
action or after the action has 
been audited by OPM, whichever 
is sooner. 
GRS 1- 33 

OEST after 2 years. 
GRS 1 • 16 

OEST after 5 years or when 
superseded or obsolete, 
whichever is sooner. 
GRS r -JOc 

Training Reports. OEST after S years or when 
Documents reflecting training pro ams obsolete or superseded, 
available and employee participatio whichever is sooner. 
training programs. GRS 1. 30c 

Training Courses and Programs. COFF upon completion of 
Documents accumulated in establishing an program. 
conducting training programs and courses EST after 5 years. 
and in negotiating with OPM, other Federal Sr• 30b{1J 
agencies, and non-government organizations 
for the establishment and provision of 
trainin ro rams •nd courses. 

F-8 
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File 
Number 

2S0 

250-10 

250-12 

250-20 

252 

252-02 

Title 
Description 

Course Announcemenu. 
Reference file of pamphleu, notices, 
catalogs, and other records which provide 
information on courses or programs offered 
by government or non-government 
organizations. 

Posi · on Classification, Pay I Allowances Files. 
Re rds in this subseries contain information 
that prescribed by the ·soo· series of 
chapte in the basic FPM. 

Position Clas · ication Standards. 
tnformat10 hich provides guidance in 
evaluating jo , and consists of Office of 
Personnel Man ement (OPM) standards 
determining title, ries, and grade based on 
duties, responsibilit: , and qualifications 
requirements. 

Position Classification Devel 
Information on developin lass•fication 
standards for positions pecu r to the agency 
and OPM approval or disappro I. Includes 
tentative drafts, correspondence, roiect 
schedules for positions peculiar to e agency 
and OPM approval or disapproval. 

a. Case File. 

b. Review File. 

Position Classification Appeals. 
Case files relating to classification appeals. 

Position Description (PD) Files. 
Files describing established positions 
including infonnation on title, series, grade, 
duties, and responsibilities. 

a. Record copy. 

b. All other copies. 

Position Identification Strips (SF 70). 
Strips such as the SF 70 used to provide 
summary data on each position occupied. 

F-9 

Disposition 
Authority 

DEST when superseded or 
obsolete. 
GRS 1-30d 

OEST when superseded or 
obsolete. 
GRS 1 · 7a(1) 

COFF when position is abolished 
or description ,s superseded. 

OEST 5 years after COFF. 
GRS 1 • 7a(1) 

OEST 2 years after COFF. 
RS 1 • 7a(2) 

CO when case is completed. 
DES fter 3 years. 
GRS 1 • 

COFF whe osition is abolished 
or descriptio superseded. 

DEST S years after 
GRS 1 • 7b(1) 

DEST at COFF. 
GRS 1 · 7b 

OEST when position ,s cancell 
or new strip ,s prepared 
GRS 1 • 11 
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File· 
Number 

2 

255 

257 

Tide 
Description 

Desk Audits and Surveys. 
Correspondence.memoranda, repons and 
other records r•lating to desk audits, 
inspections, surveys, and evaluations. 

ivilian Position Structure. 
Information reflecting the civilian position 

ructure of each organizational segment. 
In ludes structure chans, summaries and 
su y lists, position descriptions, target 
trans :tion plans; evaluation statements; and 
similar formation. 

Merit Pay Co utations. 
Information or a merit pay unit listing 
covered empl ees. Includes initial salary, 
computation o nds for the unit, salary 
increases grant utomatically, merit pay 
increases granted IS on points received 
from a performance raiwl rating, ind 
similar information 

260 Employee Perform.1nce and 

261 Non•SES Performance Files. 
Performance records for Non-S 
as defined in S USC 4301 (2). 

a. Unacceptable Performance. 
Appraisals of unacceptable performan 
where a notice of proposed demotion o 
removal is issued but not effected, and all 
related documents. 

b. Supeneded Records. 
Perforffl41nc. records superseded through an 
.ctministrative, judicial or quasi-judicial 
procedure. 

c. Former Employees. 
Perform.ance•related records pertaining to a 
former employee. 

d. Other Summary Appraisals. 
All other summary performance appraisals 
records, including performance appraisal~ 
and job elements and standards upon which 
they are based. 

F. 10 

• 
Disposition 
Authority 

DEST when obsolete or 
superseded. 
GRS 1 • 7c(2J 

DEST when superseded or 
,bsolete. 
GRS 16 - 1(cJ 

DEST 7 years after date of 
computation of pay increase. 
GRS 1 • 12a(1) 
Privacy Act: OPM/GOVT -1 

DEST after employee completes 1 
year of acceptable performance 
from the date of the written 
advance notice of proposed 
removal or reduction in grade 

otice. 
S 1-23a(1) 

DES supersess1on. 
GRS f (11 

DEST after 3 
longer neede , 
sooner. 
GRS 1 -13a(3) 

DEST 3 years after dat 
appraisal. 
GRS r · 13a(4) 
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File Title 
Number Description 

262 

263 

e. Supporting Documents. 

ES Appointees. 
Performance records for SES appointees as 

efined in 5 USC 3132a(2). 

a. perseded Records. 
Perl ance records superwded through an 
admin1 rative, judicial, or quasi-judicial 
procedu . 

b. Former Ii,. ointees. 
Performance- lated records pertaining to a 
formerSESapp · tee. 

c. All Others. 
All othe{ performan appraisals, along with 
job elements and stan rds (job expecta­
tions) upon which they a based. 

d. Supporting Documents. 

Presidential Appointees. 

265 Incentive Awards Files. 

265-01 

265-02 

265-10 

Records documenting an employee 
suggestion or performance award. 

Awards Correspondence. 
Correspondence or memoranda pertaining to 
awards from other Government agencies or 
private org•nizations. 

Nominations Indexes.. 
Lists or indexes to agency award 
nomin•tions. Lists of nominees and winners, 
and indexes of nominations. 

Awards Case Files. 
Case files including recommendations, 
approved nominations, memoranda, corres• 
pondence, reports and related handbooks 
pertaining to agency sponsored cash and 
non cash awards such as incentive awards, 
within grade increases, merit increases, 
suggestions, and outstand,ng performance. 

F - 11 

Disposition 
Authority 

OEST 3 years after date of 
appraisal or when no longer 
needed, whichever is sooner. 
GRS 1 • 23a(5) 

DEST on supersessIon. 
GRS 1 -13b(1 J 

Disposition pending. 
GRS 1 -13b(2) 

DEST 5 years after date of 
appraiS:al, tt~dusive of any interim 
service as Presidential appointee. 
GRS r -23b(3) 

DEST 5 years after date of 
appraisal or when no longer 
needed, whichever 1s sooner. 
GRS 1 · 23b(4) 

Disposition pe.nding. 
GRS r -23c 

fter 2 years. 
2a(2J 

OESTwhe 
obsolete. 
GRS 1 • 12d 

DEST 2 years after a 
disapproval. 
GRS 1 • 12a 

.• 
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File 
Number 

265-1 

265-20 

270 

270-01 

270-02 

271 

271-10 

Title 
Desuiption 

Commendation and Appreciation. 
Copies o nizing length of service 
or retirement and lette · ·on or 
com-mendation for performance. EX 
copies filed in the OPF. 

Disposition 
Authority 

DEST after 2 years. 
GRS 1- 12c 

Departmental Level Awards Files. St18Mit SF 115, Request for 
Records relating to awards made at levels~ Reco,ds f)ispoSltldn Authority. 
higher than OIG. (Secretary of Defense, 

0 
GRS 7 12e- I)~ ~ 

Presidential, etc.) 
0 

t'- 71\· 1 • ct s ~ o.ed . o • I 'II' --~ - . - . -

· gram eports. DEST after 3 years. 
Award program reports including copies of GRS 1 • 13 
feeder reports prepared within IG, OoO and 
opies of summary reports to OPM. 

Perso I Relations and Services. COFF on termination of 
Recor in Subseries 270 contain information counseling or when case is closed. 
that is pr ribed by chapters in the •100• 
series of cha ers in the basic FPM. 

Counseling Files. DEST after 3 years. 
Reports of intervie GRS 1 - 21a 
records. 

Alcohol and Drug Abuse Progr . DEST after 3 years. 
Records created in planning, c rdinating GRS 1 • 21b 
and directing an alcohol and dru buse 
program. 

Grievance, Disciplinary, and Adverse Action 
Files. 

Adverse Action Files (5 CFR 752). 
Case files and related records created in re­
viewing an adverse action (disciplinary or 
non-disciplinary removal, suspension, leave 
without pay, rec:tuction-in-grade) against an 
employee. tndudes a copy of the proposed 
adverse action with supporting papers; 
statements of wit-nesses; emproyee's reply; 
hearing notices, reports and decisions; 
reversal of action; and appeal records, 
EXCLUDING letters of reprimand. 

F · 12 
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File 
Number 

27 

272 

272-20 

275 

275-11 

275-20 

Tide 
Description 

Grievances and Appeals Files (5 CFR 771). 
Records originating in the review of griev• 
ances and appeals raised by agency employ• 
ees, EXCEPT EEO complaints. Case files 
include original complaint, statements of 

itnesses, reports of interviews and hearings, 
e miner findings and recommendations, a 
cop of the original decision, ref ated 
corre ondence and exhibits, and records 
relating o a request for reconsideration. 

Labor - Manag ent Files.Case 
Corresponde e, memoranda, reports, and 
other records re ting to the relationship 
between manage ent and employee unions 
or other groups. 

a. Office negotiating a 

b. Other offices. 

Labor Arbitration Files. 
Correspondence, forms, and backgroun 
papers relating to arbitration cases. 

Equal Employment Opportunity (EEO) Files. 
General correspondence and copies of 
regulations with related records pertaining 
to the Civil Rights Act of 1964, the EEO Act of 
1972, and any pertinent later legislation; and 
agency EEO committee meetings and records 
including minutes and reports. 

EEO Statistics. 
Periodic and one-time sutisticaf reports 
analyzing IG's workforce relating to race, 
national origin, disability, and sea. 

EEO Affirmative Action Plans (AAP). 
Agency copy of consolidat~ AAP(s) and 
agency fe~er plan to consolidated AAP(s). 

F - 13 

Disposition 
Authority 

DEST after 3 years. 
GRS I· 31a 

COFF on completion or resolution 
of the case. 

DEST after S years. 
GRS 1 -29a 

DEST when superseded or 
obsolete. 
GRS 1 -29a 

DEST S years after final resolution 
of case. 
GRS 1 • 19b 

EST after 3 y,ears old, or when 
erseded or obsolete. 

G I· 16g 

DEST S years from date o Ian or 
when adm1nistrat1ve purpo s 
have been serve. 
GRS 1 -16h(1) & (1) 



• , IGDM 5015.2 • 
File 

Number 

27$-60 

275-65 

Title 
Description 

EEO Official Discrimination Complaint Case Files. 
Documents created in investigating or 
requesting the investigation of complaints of 
discrimination. Includes correspondence, 
reports, exhibits, withdrawal notices, copies 
of decisions, records of hearings and 

eetings, and other records as described by 
2 FR 1613.222. 

Disposition 
Authority 

a. Ca s resolved within the agency, by EEOC, DEST 4 years after resolution of 
or a U .. Court. the case 

GRS 1 -26a. 

DEST after I year. 
GRS 1 -26b 

c. Complaint bade ound records not filed in DEST after 2 years. 
the Official Discrimi tion Complaint Case GRS 1 -26c 
File. 

EEO Compliance Review Files. 
Reviews, background pape and corres-
pondence relating to contra r employment 
practices. 

EEO Compliance Reports. 
Information reflecting activities and 
conditions related to equal employmen · 
opportunity for civilian employees. lnclu s 
statistical and nar-rative reports; training 
report information, summaries and 
consolidations, and similar information. 

DEST after 7 years. 
GRS 1 - 26d(1 J 

DEST after 3 rears. 
GRS 1 -26f(2 

280 Health and S.fety. 

281 

283 

Personal Injury Files. 
Documents accumul•ted in reporting, inves­
ti~ating, and documenting on-the-job 
inJuries whether or not a claim for 
com~sation was made. EXCLUDES copies 
filed in the OPF •nd copies submitted to the 
Department of ubor. 

Health & Safety Statistical SumrNries. 
Copies of statistical summaries and reports 
with related papers pertaining to employee 
health, retaaned by the reporting unit. 

F · 1-l 

DEST a r 5 years. 
NOTE: Di sition of these 
records has een suspended and 
these docum ts may not be 
destroyed unti new authority 1s 
approved (per G FPMR Bulletin 
B-112, 5 Aug 81). 
GRS 1- 32 

DEST 2 years after date o 
summary or report. 
GRS 1 -22 
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File Title 

Number Description 

285 

F- 15 

• 
Disposition 
Authority 

DEST individual health records 6 
years after last entry. 
NOTE: Disposition of these 
records has been suspended and 
these documents may not be 
destroyed until new authority is 
fttl)f!Oldd (per GSA FPMR Bulletin 
B•t 12, Au ................ 1981). 
GRS 1-21 
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APPENDIX G. SERIES 300 • PLANNING AND MANAGEMENT 

Index of Major Tides 

File Title Page Number 

300 Planning and Management. G-2 

310 Planning and Management Policy Files. G-2 

320 Organization Planning Files. G-3 

325 Emergency Planning Files. G•4 

330 Program Planning, Review, and Analysis Files. G-4 

340 Management Improvement Files. G-4 

345 Committee Management Files. G·S 

350 Information Resources Management Files. G-6 

355 Records Management Files. G-7 

360 Executive and legislative Uaison Files. G-13 

365 Semiannual Report to Congress-Files. G-14 

370 Public Relations Files. G-15 

375 Agency Historical Files. G·15 

380 ADP Management Files. G-15 

G - l 
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File 
Number 

301 

310 

312 

Tide 
Description 

Planning and Management. 

a. Corres ndence relating to planning and 
managemen at cannot logically be files 
with detailed re s listed below. 

b. Documents relating lanning and 
management that are rece1 for 
informatio,:, only and on whicH 
requ1red. 

Internal Office Organization Files. 
Documents relating to the day-to-day organi­
zation and function of an office, such as 
copies of organizational and functional 
charts and statements, documents relating to 
office staffing and personnel strength, and 
similar papers. Includes documents reflecting 
minor changes in the organization of the 
office which are made by the office chief and 
which do not require approval by the IG. 

Planning and Management Policy Files. 
Formal directives that establish IG policies and 
procedures pertaining to program functions. 

a. Record copy. 

~ . ..-4- ::ti.... t, -- . ,........ 41-"•--
b. Ouphcate copies. 

Management a · 
Implementation Plies. 

IG, DoO documents that issue the pr s 
for implementing external management an 
planning policies or directives such as those 
issued by OoD, OMS, or hecutive Orders. 

C ., 
. -

Disposition 
Authority 

All Files: COFF annually (CY} 
unless instructed otherwise. 
Permanent: Offer to NARA after 
25 years unless otherwise 
instructed. 

a. OEST after 2 years. 
GRS23-2b 

b. OEST when no longer needed. 
GRS23 -2c 

fter 2 years or when no 
needed. 

Permanent. Offer to NARA in 5 
year blocks after 20 years. 
GRS f6• fa 

DEST when no longer needed. 
GRS 16 · fa 

COFF when superseded or 
rescinded. 
OEST when no longer needed 
'W.....,_..,.L-· , C 
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File 
Number 

• 
Tide 

Description 

• 
320 Organization Planning Files. 

Documents relating to the establishment of 
and ~hang~ in organization, functions, and 
relat,on-sh,ps of the OIG when such actions 
affect, or may affect, the management and 
operation of the agency. Includes staff 
studies, reports of working groups, and 
minutes of committee or taslc force meetings 
and staff conferences relat,ng to overall 
functions and mission. 

Disposition 
Authority 

a. Record copy. Permanent. Offer to NARA 1n s 
___ .• - . ~ ...J! 1 _ , . 41. ~ --~ year blocks ater 20 years. 
~r•• ~ ~ T' I -r . (J,tS ,.,_ la 

b Duplicate copies. 

Organization Charter Files. 
Organizational Charter and Delegations of 
Authority, copies of published directives 
imple-menting establishment or change, and 
related or similar documents. Documents 
which auth-orize and define the scope of 
authority, primary functions, and 
organizational relationships among OIG 
components. 

a. Record copy. 

b. 

rgan,zationa tructure. 
Documents, dwlrts, •nd publications 
pertaining to the IG organizational structure. 
Includes reorganization studies materials 
such as final recommendations, proposals, 
and staff evaluations. 

a.Record copy. 

G3 

DEST when no longer needed. 

Permanent. COFF when 
superseded.' Offer to NARA In 5 
year blocks after 20 years. 

-GRS11 13 

DEST when no longer needed for 
reference. 

Permanent. COFF when 
superseded. Offer to NARA ,n S 
year blocks ater 20 years. 
GRS 1, 13a 

DEST when no longer needt-d for 
reference. 
GR 
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File 

Number 

322 

325 

330 

333 

Tide 
Description 

--5t.m·1n Surveys and Studies Work Papers. 
Wor1m1...:Laaers. recommendations, charts 
and papers re taffing surveys and 
studies within OIG. The e7T'9¥~tYlt from 
new functional requirements gene 
internally or from reallignment of functions 
requiring new staffing and include both 
civilian and military. 

Emergency Planning Files. 
Documents which describe evacuation, 
relocation, vital records program, and 
continuity of operation, personnel 
assignments, and related procedures. 

a. Record copy. 

se ile. 

Program Planning, Review, and Analysis Files. 

Program Progress files. . 
Records relating to management programs 
progress and accomplishments. Includes 
related planning records and other backup 
case records. These files contain all 
significant management program objectives, 
planned milestones, progress reports, and 
related documents. 

a. Record copy. 

b. Duplicate copies and background 
material. 

340 Management Improvement Files. 

G. 4 

Disposition 
Authority 

DEST 6 months after final action 
or 3 years after completion of 
report if no final action is taken. 
GRS 16 · 10 

Permanent. COFF when cancelled 
or superseded. Offer to NARA 
when 15 year old in 1 O year 
blocks. 
GRS18-28a 

DEST 3 years after issuance of 
new plan or directive. 
GRS18-28b 

Permanent. COFF on completion 
of case. Offer to NARA when 30 
years old. 
D,spos,tion pendmg. 
(See Al 1 S 102-13) 

DEST after 6 months. 
D,sposltlon pending. 
(See Al 15102-13) 
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File 
Number 

340-10 

340-20 

341 

344 

Title 
Description 

Management Practices Files. 
Papers, charts, diagrams, policy on agency 
management practices; theory techniques, 
case studies, and the like to develop and 
improve agency management practices. 

Management Survey Case Files. 
Comprehensive surveys involving the 
systematic formal review of organizational 
structure or operational procedures. Includes 
documents reflecting request or 
authorization to conduct the survey, the 
finished surve7 report. and actions taken as a 
direct result o the survey. 

a. Office conducting the survey or 
sponsoring the contract. 

b. Office surveyed. 

c. Background files. 

Management Improvement Project Files. 
Documents relating to projects which result 
in changes ,n planning, directing, controlling, 
or doing work. 

Work Simplification Files. 
Documenu related to the analysis of specific 
work procedures to simplify and improve 
them. 

Committee Management Files. 

lntera~ency, International, or Advisory 
Committees or Councils. 

Documents relating to the establishment, 
organization. membership. and policy of 
advisory, interagency, or international 
committees or councils. Includes mtnutes, 
final reports. and related papers. 

Q. 5 

Disposition 
Authority 

Permanent. TRF to WNRC after 2 
y_ears. r ~ 2"o ;dl.,t:> 71~ 
OtsposifieA peAdiAtJ. ~ -"+t ;;-­

(See Al 1 S :101-04) ~ ~ • 
~ ~ ~~ ~ 
2. '~ creJ, -I, 3. I 'l'lOl 
.I 'f <t S" .""'1 'J.. o, 6, 

Permanent. COFF when • A 
superseded. -r ~ ~ ;:;t:l\p 
Oicpo,itioie, penei.Rg. 11 ~ ~ 
(S-ee Al 15 201-051~ ~ r 4f-~ ~, 

DEST on completion of next 
comparable survey. or when no 
longer required for reference. 
Disposition pendmg. 
(See Al 1 S 201-05) 

OEST when no longer requ,red for 
reference. 
Disposition pending. 
(See Al 1 S 201-06) 

COFF on completion of pro1ect. 
OEST after 4 years. 
Disposition pending. 
(See Al 1 S 201-09) 

COFF when final action has been 
taken. 
DEST after 25 years. 
Disposition pending. 
(See Al 15 201-09) 

.• 
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File 
Number 

• 
Title 

Description 

a. Records of the sponsor. 

Disposition 
Authority 

Per'!'anen~. COFF on disapproval 
or d1ssolut1on of the committee. 
~ IJ_:_1?,..cr11~,ab(1J f ~•~ .. :z. .t 
:1f,#fJ1 ~--r~ ~ ~ , ~ r.r-

-----h----1'7'1'1'1'1t'"J'ff''J'ffi~..,.,,.11'1'1'1lffllr.r-------nc,: T after 3 years or when no · · 
longer needed for reference, 
whichever is sooner. 

345-20 ternal Committee Files. 
ocuments reflecting name, date established 

o pproved for continuation, function, 
na s and affiliations of members, dates of 
meet, s held, and similar data. Includes 
minut , inal reports, and related papers. 

350 Information R ources Management Files. 

352 

352-10 

352-20 

3S2-30 

353 

353-10 

Office Equipment anagement Files. 
Policy directives p cribing functions and 
responsiblities of tti office management 
program in IG. 

Office Equipment Feasibility udies. 
Feasibility studies and Just, t1on for 
systems such as copiers. 

Office Equipment Approval Files. 
Documents related to approval an 
such items of equipment as office cop 

Office Equipment Utilization Files. 
Inventories of office management systems. 
Documents reflecting individual and 
cumulative repairs, aajustments, uwge of 
items of office equipment, and s.milar or 
rel~ted documents. 

Micrographics Management Files. 
Policy directives rrescrib1ng functions and 
responsiblities o m,crographic management 
program in IG. 

M1crographics Systems Feasibility Studies. 
Feasibility studies and justification for 
systems developed to conven hard copy to 
m,croform version. 

G-6 

GRS 16 - r2a(1 J(bJ 

DEST 2 years after termination of 
committee. 
GRS 16 · 12a(2J 

OEST when superseded or 
obsolete. 
GRS 16- 1c 

OEST S years after completion. 
GRS 16 • 14 

Retain in CFA. 
DEST after 6 years or when 
equipment is no longer used or 
when disposed of. 
GRS 16- 11 

etain in CFA. 
ST after 2 years or when no 

Ion r needed. 
GR ·1 

OEST whens 
obsolete. 
GRS 16 · 1c 

Retain in CFA. 
OEST after 6 years or whe 
superseded by subsequent 
studies. 
GRS·16- 11 
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File 
Number 

353-30 

355 

355-01 

355-02 

355-03 

355-05 

Title 
Description 

Micrographics Systems Approval Files. 
Documents related to approval and use of 
micrographics systems. 

M, ographics Systems Utilization Files. 
cuments reflecting individual and 

cu ulative repairs, adjustments, usage of 
equi ent, and similar or related 
docum nts. 

Records Man ement Files. 
Policy and p cedures for managing the day­
to-day creatio transmission, maintenance, 
use, and dispos1 ·on of IG records. 

Office Record locators. 
Documents used to I ate files in the current 
files area. Included are umbers, copies of 
file plans not issued as di ctive. lists of 
selected file numbers may filed loosely in 
front of organized files. 

Record Access. 
Documents that identify individua 
authorized access to official records, 
particularly classified material. 

Access to Information Files. 
Documents relating to IG procedures on th 
release of information from files, release of 
copies, and the granting of access to records 
for official or unofficial research. 

Records Disposition Files. 
Descriptive inventories, disposal 
authorizations, schedules, and reports. 

a. Basic documentation of records 
description and disposition programs. 
Includes SF 115, Request for Records 
Disposition Authority; SF 135, Records 
Transmittal and Receipt; SF 258, Request for 
Transfer, Approval, and Receipt of Records to 
National Archives of the United States; and 
related documentation. 

Extra copies & routine correspondence. 

G. 7 

Disposition 
Authority 

Retain in CFA. 
OEST after 6 years or when 
equipment is no longer used or 
when disposed of. 
GRS 16 · 11 

Retain in CFA. 
DEST after 6 years or when no 
longer needed. 
GRS 16 · 11 

DEST when superseded or 
cancelled. 
GRS 16 - le 

OEST when no longer n'eeded. 
GRS23- 7b 

DEST 2 years after authorization 
expires. 
GRSIB-7 

DEST when superseded or 
obsolete. 
GRS 16 - le 

DEST when r ated records are 
destroyed, tra ferred to the 
National Archive or when no 
longer needed for 
or reference purpos 
GRS 16- 3• 

DEST when no longer neede 
GRS16-3b 
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File 
Number 

355-07 

355-09 

355-10 

Tide 
Description 

Disposition 
Authority 

c. Working p•pers and background material. OEST 6 months after final action 
on project repon or 3 years after 
completion of report if no final 
action is taken. 

Re rds Holding Reporting Files. 
0 cuments used in preparation of the 
rec ds holding report. Includes repons and 
dire related papers. 

a. Agen 

National Archives Lia, n. 
Documents, corresp dence, and the like 
pertaining to exchanc between National 
Archives and IG on the s bject of records 
management. 

a. Authority to destroy or ex 
by NARA. 

b. General correspondence. 

Records Management Survey Files. 
Documents relating to staff visits and surveys 
to evaluate the effectiveness of records 
manage-ment operations and programs. 
Includes notif-iCAtions of visits, reports of 
visits and su~ reports of corrective action 
taken, 1nd related documents. 

a. Office performing IG-wide staff 
responsibility. 

b. Other offices. 

c. Background files. 

G · S 

GRS 16 · 3c 

OEST after 3 years. 
GRS 16-6a 

OEST after 1 year. 
GRS16-6b 

OEST after 6 years. Earlier 
disposal is author,zed if records 
are superseded, obsolete, or no 
longer needed for reference. 
GRS 16- 11 

OEST after 2 years. 
GRSl3- 1 

OEST 2 years aft next 
comparable surve r on 
discontinuance of tti surveyed 
office, whichever ,s fir 
GRS23-7 

DEST 6 months after survey 
completed. 
GRS 16 · 10 
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File 
Number 

355-50 

3 

357 

357-01 

357-02 

357-03 

357-10 

Tide 
Description 

Vital Records Program Files. 
Directives and policy relating to the Vital 
Records Program. 

Disposition 
Authority 

Permanent. TRF to WNRC when 
superseded or obsolete. Offer to 
NARA after 20 years. 
GRS 18-28a 

Vital Records Program Correspondence. DEST after 2 years. 
Correspondence relating to the Vital Records GRS 18 - 2 7 
Program. 

Pri cy Act Control Files. 
F1 s maintained for control purposes in 
resp ding to requests, including registers and 
s1mila ecords listing date, nature of request, 
and na and address of requestor. 

a. Register listing. DEST 5 years after date of last 
entry. 
GRS 14 -28a 

b. Other files. DEST 5 years after final action by 
the agency or final adjudication 
by courts, whichever is later. 
GRS14-

Privacy Act Reports Files. ~ . t, NIT &fear i jean. 6 ,-< ~; _~ 
c, Recurring reports and one-tame in-,fbrmatio_n :.QJ1£D 

requir,inents relating to agency implemen- P~--:i1~ ~ N J4, RA. 
b- tationa· &1ude1Annual reports to th-.· ~ -2..7~ c--eo/,~ , 

Congress, 0MB, and at OIG level. 5' ~ ~ -1 ~ / 9 ~o _gs-"7' 
Privacy Ad Accounting of o,sclosure Files. Use the approved disposition 

Files maintained under the provision of 5 · struct1ons for the related 
U.S.C. 552a(c) for an accurate accounting of s ·ect or 5 years after the 
the date, nature, and purpose of each disc ure for which the 
disclosure of a record to any person or to accou ability was made, 
another agen9, including forms for showing whichev is later. 
the subject individual's name, requester's GRS 14 - 2 
name and address, purpose and date of 
disclosure and proof of subject individual's 
consent when applicable. 

Privacy Act General Administration Files. 
Notices, memoranda, routine 
correspondence, and related records relating 
to the general agency implementation of the 
Privacy Act. 

G-9 

DEST after 2 years or 
needed. 
GRS 14- 30 
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File 
Number 

357-2 

• \· •• 
Title 

Description 

Privacy Act Requests. · 
Files created in response to requests from 
individuals to gain acceu to their records or 
to any information in the records pertaining 
o them. Contains the original request, copy 

o eply thereto, and all related supporting 
doc ments, which may include the official 
file c y of records requested or a copy of the 
record. 

a. Corresp dence and supporting 
documents e LUOtNG the officiar file copy 
of the records r uested ,f filed heretn. 

( 1) Granting ac ss to all the requested 
records. 

(2) Responding to re ests for nonexis­
tent records, to reques rs who provide 
inadequate descriptions. nd to those 
who fail to pay agency rep uction fees. 

(a) Not appealed. 

(b) Appealed: 

(3) Denying access to all or part of the 
records requested. 

(a) Not appealed. 

(b) Appealed. 

b. Offici•I file copy of requested records. 

G. 10 

Disposition 
Authority 

DEST after 2 years. 
GRS 14 • 2Sa(1 J 

DEST after 2 years. 
GRS 14 • 25a(2J(a) 

Dispose of as authorized under 
File Number 357 • 50. 
GRS 14 · 25a(2J(b) 

OEST er 5 years. 
GRS 14 · Sc1(3J(a) 

Dispose of authorized under 
File Number 7 - 50. 
GRS 14 • l5a(3J 

Dispose of in accor nee w,th 
approved agency dis sition 
instructions for the rel ed 
records or with the rel at 
Privacy Act request, wh,ch 
later. 
GRS 14 -lSb 
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File 
Number 

3 

358 

358-01 

• 
Tide 

Description 

Privacy Act Amendment Case Files. 
Files relating to a request to amend a record 
pertaining to the individual as provided for 
under S U.S.C. S52a(d)(2); to a request for 
review of an agency's refusal of the 
individual's request to amend a record as 

rovided for under S S2·a(d)(3); and to any 
c· ii action brought against the refusing 
ag cy as provided under S U.S.C. 552a(g). 

a. Ag ed-to requests. 
Reques to amend a record agreed to by 
agency. I ludes the requests to amend 
and/or revi refusal to amend, copies of 
agency repli and related materials. 

b. Refused reques 
Requests to amend r used by agency. 
Includes requests to a nd, and to review 
refusal to amend, copies f agency's replies, 
statement of disagreemen · ustification for 
refusal, and related materia 

.c. Appealed requests. 
Includes all files created in respondin o 
appeals under the Privacy Act for refusa 
any agency to amend a record. 

Freedom of Information Act (FOIA) Files. 

FOIA Control Files. 
Files m.1intained for control purposes in 
responding to requests, including registers 
and similar records listing date, nature, and 
purpose of request and name and address of 
requestor. 

a. Registers or listing. 

b. Other files. 

G · t l 

Disposition 
Authority 

Dispose of in accordance with the · 
approved disposition instruction · 
for the related subject or 4 years 
after agency agreement to 
amend, whichever is later. 
GRS 14- 26a 

Dispose of in accordance w,th the 
approved disposition instructions 
for the related subject, or 4 years 
after final determination by 
agency, or 3 years after final 
adjudication by courts. whiche11er 
is later. 
GRS 14 -26b 

Dispose of in accordance with the 
approved disposition 1nstruct10ns 
for related subJect or 3 years after 
final adiudication by couns, 
whichever is later. 
GRS 14 • 26c 

OEST 6 years after 
entry. 
GRS 14 · 1S. 

OEST 6 years after final a on o; 
the agency or after final 
adjudication by couns. wh,, 
is later. 
GRS 14 • 18b 
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File 
Number 

3'sa-02 

358-10 

• 
Title 

Description 

FOIA Reports Files. 
R.curring reports and one-time information 
requirement relating to agency 
implementation of the FOIA act, including 
annual reports to the Congress. 

F A A m1n1strat1ve i es. 
tices, memoranda, routine correspon-

de ce, and related records relating to the 
gen al agency implementation of the FOIA. 

358-20 FOIA Requ ts Case Files. 
Files creat in response to requests for 
information nder the Freedom of 
Information A . Contains the original 
request, copy o ply thereto, and all related 
supporting docum nts, which may include 
the official file copy records requested or a 
copy of the record. 

a. Correspondence and su orting 
documents EXCLUDING the iciar file copy 
of the records requested if fil herein. 

(1) Granting access to all the r 
r.cords. 

(2) Responding to requests for · 
nonexistent records, to requeston wh 
provide inadequate descriptions, and to 
those who fail to pay agency reproduction 
fees. 

(a) Not appealed. 

(b) Appealed. 

(3) Denying access to all or part of the 
records requested 

(a) Not appealed. 

(b) Appealed. 

G · I::? 

Disposition 
Authority 

OEST after 2 years or sooner 1f not 
needed for administrative use. 
GRS14-20 

OEST 2 years after date of reply. 
GRS 14 - 16.J(1 J 

years after date of reply 
16a(2)(aJ 

orized under File 
Number 35 50. 
GRS 14 - 16•( J 

OEST after 6lears. 
GRS 14 · 16.J J)(aJ 

OEST as authorized under Fil 
Number 358 · SO. 
GRS 14 • 16a(3J(b) 
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File 
Number 

358-50 

360 

362 

362-10 

Tid• 
Description 

b. Official file copy of requested records. 

FOIA App s Files. 
Files creat in response to administrative 
appeals unde e FOIA for release of 
information den, by the agency. Contains 
the appellant's lette • copy of the reply 
thereto, and related sup in documents, 
which may include the offic, ile copy of 
records under appeal or copy t of. 

Disposition 
Authority 

Dispose of in accordance with 
approved agency disposition 
instructions for the related 
records or with the related FOtA 
request, whichever ,slater. 
GRS f4. 16b 

a. Correspondence and supporting OEST 6 years after final 
documents. determination by agency or 3 

ears after final adjudication by 
c t, whichever 1s later. 
GRS · 17a 

b. Official file copy of records under appeal. Dispose o ccordance with 

Executive and Legislative Uaison Files. 

White HOUH Uaison. 
White House Corrnpondence. 

· Freedom of lnforma · 
no the Prnident, 
o · ' ison. 
Mail personal 
mail ___ ...,.._ om 
regu e for 
the 
re . 

red to NARA if ap 
se. 

a. Routine correspondence. 
White House correspondence of a routine, 
non-policy nature with no long-term value. 

G · 13 

approved age 
instructions fort lated 
record, or with the re d FOIA 
requests, whichever is lat 
GRS 14- 17b. 

COFF every 6 months. 
DEST after 7 years. 
Dispos,t,on pendmg. 
(See Al 15102 -17.1) 
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File 
Number 

363 

363-10 

363-50 

363-75 

365 

Title 
Description 

b. Policy-related correspondence. 
Correspondence relating to substantial 
policy-related matters. 

Congressional Liaison. 
Congressional inquiries originated by Armed 
Forces personnel, the public, or members of 
Congress, which are forwarded to IG for 
reply. 

Congressional Correspondence. 

a. Routine correspondence. 
Correspondence of a routine nature with no 
historical value. Congressional inquiries 
which are forwarded to tG for reply. 

b. Historical value correspondence. . 
Correspondence of a substantial nature with 
historical significance. Congressional 
inquiries wnich are primartly originated by 
Congress and pertain to substantial policy 
issuess. 

Disposition 
Authority 

Permanent. 
COFF every 6 months. , ~ :a, 
Oisposition pending. :dt> ?J ~ 
(See At 15102-17.2) ~ w-+. 

,. 5"~ o-ed. 

COFF annually. 
DEST after 7 years. 
Oispos,tion pending. 
(See Al 15 102 18.1) 

Permanent. 1"_ ~ 
COFF when case is closed. OHer 
to NARA after 20 years. 
Oisposltion pendmg. 
(See Al lS 102.2) 

Congressional Hearings. ,~ ...ZO Permanent. 
~ ~ ~. T,(,, d.1--•A , COFF after completion of hearing. 

( , • .1 _...c,. # ,-.... .-,....- -·) --( ➔ ~ to NARA after 20 years. 
Oispos1t1on pending. 

Legislation Reviews. ~ ""6~ Permanent. COFF after r ~ 
~ ~ ~ ""' ~ I G- completion of review. -effe, to 

. NARA after 20 years. 
~ • Disposition pending. 

Semiannual Report to Congress Files. 
Reports preSNred by the IG,DoD and 
submitted to the Con9ress. These reports 
summarize the activities of the IG, DoD for 
the six-month sa-riods ending March 31 and 
September 30. 

a. Record copy. Permanent. COFF upon 
transmission to the Congress 

-1➔Gf4ef to NARA in 10 year blocks 
when 1 O years old. 

b. Extra copies and working papers. 

Oisposition pendtng. 
(See GRS 25 · 2a) 

OEST when no longer needed 
Oispos,t,on pendmg. 
(See GRS 25 · 2b, c) 
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File 
Number 

nde 
Description 

370 Public Relations Files. Permanent.· Pfff; textual records 
Speeches, addresses, news releases, to NARA in 5_ year blocks when 20 

Disposition :C _ J ,/\.J 
Authority ~ -

comments. Remark~•• de u «on, ,al yea" old. Offer au.tievi-sual 
~ ,;;;••, f'r'-fd"'ring i_nterviews by senior r:ecar:d, to NARA in acccnda,1te- . 
~ o y o 1c1a s concerning agency programs. ,.uieh CJRS a:,. -r,~ ~ 
~ - .,,.__,_ l'i 0/4 ~ -C>lfced 4'\11it9ts •res ,II ,.n➔,-. ~...tc;',.vA,.qA 
.--~-, l1N14JIII- ~~ ~ ,.,. ,., .. ,,, Hits &al 14 Is)_ .... 

4 
t.,,,.➔ ~ 

372 Agency Publications. 5. ~ ~- ,:,c:r~ 
Publications, posters, booklets, brochures, ~....:.O {

0
..,..,,.""' ~,., • ~ • , , 'iltJ ~ 

375 

380-10 

380·30 

pamphlets, and similar material written and '"p ~ • 1 __ .. _ J ~- ~ zl._,p 
produced by the agency. ,o ti~ T 1t~ ~ ~ ~ ~ 

0 i( -'If\ '\"r \ · ~ :l.O a. Record copy. ~-<i<t· SwiaM1t SF 115, Requen f~ ~ ~ 
, .. 

1 '1' ~ 1t\ Reeori1 Disp,as1t1eA Author1 tr , ,., 
0 t:il,S JJ la- . -t. ~ • 'f oC· 

..-. ,- OOS'. 
b. Other copies. OEST when no longer needed or 

obsolete. 

Agency Historical Files. 
Agency histories and selected background 
materials. 

ADP Management Flies. 
Program files relating to the Automatic Data 
Processing (ADP) program. 

equests for ADP Support. (Pending). 
spense copies of requests for ADP 

equ· ent, systems, service, or support. 

ADP Systems ning Project Files. 
Project fil.s th• cument the installation of 
an ADP system fro · · ti•I inception to final 
system operation. Files ude documents 
containing definitions of th tem, author­
izing directives, source data, det · studies 
reflecting advantages and disadvant of 
benefits, output requirements. schedule 
completion, and related paper\. 

ADP Equipment Approval Files. 
Documents related to approval and use of 
AOPE. Includes documents reflecting approv­
al of such items as microcomputers, optical 
disk systems, modems, software. pr1nte" (for 
AOP systems), interfaces between ADP 
systems, etc. 

a. 15 

GRS rJ · 1b 

Permanent. Offer to NARA in 5 
year blo(ks when 20 years old. 
GRS 16- 13c 

TRF to project file when request 1s 
fitled. 

COFF at close of FY in which 
system is stabilized. 
DEST after 6 yea". 
GRS 16 · 11 

OEST r 6 years or when 
equ,pmen · no longer used or 
when dispose 
GRS '6 · 11 

https://r�c:ar.Gs
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File 
Number 

380-50 

382 

382-10 

382-1 S 

382-20 

• 
Tide 

DftCription 

ADP System Utilization Files. 
Inventories of ADP equipment. Documents 
reflecting individual and cumulative repairs, 
adjustments, uiage of items of ADPE, and 
similar or related documents. 

DP Systems Feasibility Studies. 
Feasibility studies and justification for 

stems 

ADP Do mentation Files. 

ADP Syste Operations Specifications Files. 
Oocumen containing definitions of the 
system, inc ding functional requirements, 
data require- ents, and system / subsystem 
specifications. 

a. Oiiapproved s em. 

b. Approved system. 

(2) Not authorized for disp 

ADP System Test Documentation. 
Descriptive material including test pla 
test analysis reports. 

a. Approved system. 

b. Disapproved proposed system. 

ADP File Specifications Files. 
Definitions of the logical and physical charac• 
teristics of each record, element, or item of 
data in the file. Includes names and tags or 
labels; relative position, form, format, and 
size of data elements (record layout), speci­
fications of all codes used; cross-reference 
code manual; security and privacy restrict• 
ions, and validity characteristics; update and 
access conditions; and recording medium and 
volume. 

G. 16 

Disposition 
Authority 

Retain in CFA: 
Destroy after 6 years or when no 
longer needed. 
GRS f6- ff 

5' 
OEST afte~ years 0t wt ,en 
oesalete, superseded, or no 

~·~~ 
~~-

OEST 1 year after final action. 
GRS 20 · Ill, 1 

OEST 1 year after discontinued 
GRS 20 · Ill, 2 

Retain with related data file. 
GRS 20 • Ill, 3 

OEST 1 year after completion of 
testing. 

RS20 • Ill, 4 

hen no longer needed 
Ill, 5 
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File 
Number 

382-30 

382-50 

387 

Title 
Description 

a. Authorized for disposal. 

ADP Systems Reports. 
Printed final reports containing the statistical 
tabulation and an analysis of tne findings of 
a study or survey including a narrative 
description of methodolo em lo ed. 

ADP Output Specifications Files. 
Listing of each type of output by the title and 
tag, formal specifications, selection criteria, 
volume and frequency, media, graphic 
displays and symbols, security and privacy 
conditions, and disposition of output used 
outside the computer area. 

ABP Use, Guider. 
Handbooks, guides to data a1~i:wu1JJ.W", 

Disposition 
Authority 

OEST when refated data file is 
destr~yed. 
GRS lO - Ill, 6 

Retain with related data file. 
GRS 20 · Ill, 7 

Retain one copy with related file 
sp · tions. 
GRS20- , 

procedures for queryin , and other 
information whic 1ently describes the Cr R S ?.. 0 - I/ 
functions of.-1a1~tem in non-ADP 
ter · so that users can determine its 

p · ility and when and how to use it. 

~ ~d:J ~#~~ 
) !..,~_H,-j- ~ I a,_~ 

• • 1 ~ ~,1-.::i~ ~ ~ 
~ '~)~ ~~ ~f4 ( ~~~-""6~ ~~a--~ ~. ?t6 0. ~ trvOLdkf/ . 

M#A~~ 
J.-~~Al>~ c,...;VA.,fA-
~~, ~Xc.U DING-
~ ~ ~ .... ~ 

~:;;(j, ~ ~ ~ ~ 

G. 17 
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APPENDIX H. SERIES 400 • BUDGET AND FINANCE 

Index of Pt1ajorTide1 

File Title Page Number 

400 Budget and Fin•nce. H-2 

410 Budget Policy Files. H-2 

415 FYDP Submissions Files. H•2 

420 Budget Formulation and Presentation. H•3 

425 Budget Apportionment Files. H-4 

430 Budget Execution. H·S 

435 Representation Fund Expenditures. H·6 

440 Financial Reports. H•I 

450 Accountable Officer•s Files. H-8 

H · l 
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File 
Number 

40 

401 

410 

411 

415 

416 

417 · 

• 
Tide 

Description 

Budget and Finance. 
The files in this series pertain to records of 
budget preparation, presentation, and 
apportionment, and funds expenditure and 
accounting within the IG 

Disposition 
Authorit, 

AU Files: coFF·annually at end of 
fiscal year (FY) unless instructed 
otherwise. 
Permanent Files; Offer to NARA 
after 30 years unless instructed 
otherwise. 

Correspondence files in formally organ- OEST after 2 years. 
iz budget offices relating to routine GRS S . 3 
adm 1stration, internal procedures, and 
other atters not covered elsewhere in this 
schedul 

relating to budget matters 
that are recei for information only and on 
which no actio ·s required~ 

Office Financial Files. 
Documents that rela to offices concerning 
the expenditure of fu s incidental to the 
perform-ance of the mis ·on of the office, 
such as cost estimates and uests for funds, 
notifications from budget o ices of funds 
that are available, and compa ble papers. 

Budget Policy Files. 
Files documenting IG internal policy a pro• 
cedures governing day-to-day budget in• 
istration. and reflecting external policy de ·sions 
affecting expenditures for IG programs. 

Budget Guidance • OSD/OMI. 
a. Manuals received from OSD or 0MB 
concerning budget preparation guidance. 

b. Supplemenuil Guidance. 
SupplemenUII guidance on the preparation 
of the budget. 

FYDP Submissions Files. 
Five Year Development Plans. 

Program Element Definitions. 

Program Element Summary Files. 
FYOP Printouts. 

b. OEST when ,,o longer needed. 
GRS23-2c 

OEST after 1 year or on 
discontinuance. 
GRS23- r 

OEST when superseded or 
obsolete. 
GRS 16- 1c 

OEST 1 year after the close of the 
Y covered by the budget. 

S5-4 

DES 1 year after the close of the 
FY co red by the budget. 
GRS5-

DEST 1 yea fter the close of the 
FY covered b the budget. 
GRSS-4 

DEST when supers ed, obsolete. 
ornolongerneede or 
refeence. 
GRS 16 · le 

DEST when supersesed. ob 
ornolongerneededfor 
reference. 
GRS 16 · 1c 

'-
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File 
Number 

4 

421-10 

421-11 

421-12 

421-20 

421-21 

422 

Tide 
Description 

Budget Formulation and Presentation. 

Budget Estimates and Justifications. 
Copie, of budget estimate, and justifications 
prepared or consolidated for IG components 
and forwarded to OSO and 0MB. Included 

re appropriation language sheets. narrative 
s tements, and related schedules and data. 

Budget bmissions to OSO/OMB. 
Copies f budget submissions to 0S0 or 
0MB. 

Supplemental B get Data • 0S0/0MB 
Additional inf ation requested by 
OSDIOMB on the quests submitted to 
them. 

Disposition 
Authority 

OEST 1 year after the close of the 
FY covered by the budget. 
GRS 5-4 

DEST 1 year after the close of the 
FY covered by the budget. 
GRS S-4 

DEST 1 year after the close of the 
FY covered by the budget. 
GRSS-4 

Budget Submissions Work pen· 05010MB. OEST 1 year after the close of the 
Working papers and bac round for budget FY covered by the budget. 
estimate, and justifications. GRS S-4 

Program Budget Review Calendar. 
Periodic reports on the status of 
accounts. 

IG Component Budget Requirements. 
Copie1 of budget estimates and justificat, s 

· prepared by IG components for consohdati 
in the official budget submission. 

Budget Submissions • Additional. 

11-3 

OEST 3 years after the close ofthe 
FY covered by the budget. 
GRSS-Sb 

DEST 1 year after the close of the 
FY covered by the budget. 
GRSS-2b 
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File 
Number 

424-10 

424-20 

425 

426 

426-10 

4 

Title 
Description 

Supplemental Budget Data - Congress. 
Supplemental data in support of the 
President's budget. 

Witness Statements to Congress. 
Testimony before Congress in support of th 

( _l!!si~s J>~~,t.4 Q-7' ~) 

, ness a emen s - ac up a erIa . 
Backup material for witness statements to 
Congress. 

Bud pportionment Files. 
Appo · nment and reapportionment 
schedules, oposing quarterly obligations 
under each au rized appropriation. 

Budget Reports Files. 
Periodic reports on the st of 
appropriation accounts and a 
a. Annual report (end of FY). 

b. All other reports. 

Budget Reporting Instructions and Formats. 

Disposition o A 
1 1 J LJ 

Authoriftl ,-< "1 ' ft;;::i • .. , . ~o .,tS,;#1 

Permanent. (::,,4 ~ ~ ,s-­
EiiRS S•la ~ o-e!I/0. 1 ~ 

~~~z;~ 
Permanent.~ ~ ~ 
6119 J•f& ~ ~-<.<> g <::::l 

~ ~, -1'.8. l9f/o-~s-_;.,, 
1 year a er the close of the 

FY covered by the budget. 
GRS S-2b 

DEST 2 years after the close of 
the FY covered by the budget. 
GRS S-6 

DEST after 5 years. 
GRS S-Sa . 

3 ears after end of FY 
cove y the budget. 
GRS S-Sb 

DEST 1Jear afte 
covere by the budg 
GRS 5-4 

P~og~am O Jectiv_e, M_tmorandums f POM). J. Ai,U~..,......--1. 

~oso,~~°-6::r~~- /J 
a. POM submissions. Permanent. ~ o-6-:G ~ S' ~ 

GRS S-2a otJ . f~ ~ NA _... 5..,.--., 

DEST 1 year after end of FY~~ 
covered by the budget. , .. ~ ,, j-"W' 
GRS S-4 ..4f.> .,,.,,.. ~' 

c. POM Guidance Files. DEST 1 year after end of FY to 
II 

n. J,d 
Guidance received containing instructions TITl'_..,.mich it perta,ns. 111 . o ~ 
preparation of the POM. GRS • o ~ , ,,,.-~-11~11\ 

427-10 ProgramDecisionMemorandums(PDMlJ; Permanent. e.J.~ ~ 5? 
~~o_:. ;:a! ~- ~t~~ ~ ~~ 1},, 

428 Budget History. ~~ ~~ f'erA-'laneA.1. '11~-~ _;_, 

429 a~~har,ge Decisions {P~g) ~i~e4-: . r , Permanent. 5' ~ ~ ¼--f,, 
_.~ ~ ~ ~ GRS S }a ~ ~ ~~ 

( ~ ~ i:J.Jjt. ~c-,, "3>0.~ oed, ~-5. 1980-g!. 
~) (~~ ~~ /4 ?--015'. 
~-~ ~ 0 ~·) 

H. -l 
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File 
Number 

431 

431-01 

431-05 

432 

433 

434 

Tide 
Description 

Budget Execution. 
Recores concerned with accounting for, 
availability, and status of IG funds. 

Appropriation AllotrMnt Files. 
Allotment records showing status of obligations 
nd allotments under each authorized 

a ropriation. 

Expe e Operating Budget Authority (EOB). 
Inf mat,on on transactions involving 
auth -izations received from OoO making 
specific unds available to IG. 

Operating Bu et Authorizations Files. 
Information n transactions involving 
author-izatio received from OoO making 
specific funds a ilable to IG for the purpose 
of issuing allotme ts. 

Budget Execution Foree tS/Analysis Files. 
Status of funds reports r current fiscal year 
and prior fiscal years; fla reports on current 
month obligations; advan reports of 
cumulative obligations; and lated 
information. 

a. OIG obligation plans. 

b. Management indicators. 

Disposition 
Authority 

DEST 6 years and 3 months after 
the close of the FY involved. 
GRS 7-3 

OEST 6 years and 3 months after 
the period covered. 
GRS6-1 

DEST 6 years and 3 months after 
the period covered. 
GRS6-1 

OEST 6 years and 3 monthsafter 
the close of the FY involved. 
GRS 7-3 · 

OEST 6 years and 3 monthsafter 
the close of the FY involved. 
GRS 7-3 

OEST 6 years and 3 monthsafter 
the close of the FY involved. 
GRS 7-J 

Emergency and Extraordinary Fund after 2 years. 
Expenditures. -4 

lnfor~tion which reflects the receipt and 
accounting for funds. Included are copies of 
reimbursement vouchers and receipts for 
funds entrusted to aigent officers which also 
reflect acknowledgement of return of funds 
and statement of 1,ailaince. 

Imprest Fund Expenditures. OEST after 2 yea 
Information accumulated by imprest fund GRS 7 - 4 
cashiers which reflect the receipt and 
accounting for imprest funds. Includes copies 
of reimburse-ment vouchers and receipts for 
funds entrusted to agent officers which also 
reflect acknow-ledgement of return of funds 
and statement of balance. 
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File 

Number 

436 

437 

437•01 

437-02 

437-03 

437-04 

ntte 
Description 

Representation Fund Expenditures. 
lnform.ttion which reflects the receipt and 
accounting for funds. Includes copies of 
reim-bursement vouchers and receipts for 
funds entrusted to agent officers which also 
reflect acknowledgement of return of funds 
and statement of balance. 

Tra lers Checks. 
In rmation which reflects the receipt and 
acco nting for Travellers Checks funds. 

Budget Ex ution Reports Fifes. 
Periodic orts on the status of 
appropriat n accounts and apportionment. 

b. Other reports. 

Minor Construction Report Fi 

a. Annual reports. 

b. Other reports. 

Obligation By State Report Files. 

a. Annual reports. 

b. Other reports. 

Workyear and Cost Reports Files. 

a. Annual reports. 

b. Other reports. 

Report on Civil Rights Expenditures Files. 

a. Annual reports. 

H-6 

• 
Disposition 
Authority 

DEST after 2 years. 
GRS 1-4 " 

DEST after 2 years. 
GRS 7 .4 

DEST after 5 years. 
GRSS-Sc1 

OEST 3Jears after end of FY 
covere by the budget. 
GRSS-Sb 

OEST after 5 years. 
GRSS-Sa 

DEST 3 years after end of FY 
covered by the budget. 
GRSS-Sb 

OEST after 5 years. 
S S-S• 

DE 3 ears after end of FY 
cove by the budget. 
GRSS-

OEST after 5 y rs. 
GRSS-Sa 

DEST 3 years after d of FY 
cover4td by the budg . 
GRSS-Sb 

OEST after S years. 
GRS S-Sc1 
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File 
Number 

438 

438-05 

438-10 

43'8-11 

438-12 

438-13 

438-14 

438-15 

438-16 

438-17 

438-18 

438-19 

438-31 

Title 
Description 

b. Other reports. 

General Expenditures Files. 
Information on disbursement of amounts 
due to contractors and commercial firms 
dealing with the IG. Includes expenditures by 

urpose and reimbursement and similar 
i ormation. 

Tefeph e Toll Tickets. . 
Origin sand copies of toll tickets filed in 
support f telephone toll call payments. 

Communicatio Costs. 
Information disbursement of funds for 
communicatio 

Postage Costs. 
Information on disb ment of funds for 
postage. 

PL 92-212 Federal Building F 

Training Costs. 

Travel Costs (TOY). 

Permanent Change of Station (PCS) Costs. 

Overtime Costs. 

Word Processing Costs. 

ADP Services Costs. 

Leased Vehicle Costs. 
Information pertaining to the leasing, main­
tenance, and operation of motor vehicles 
leased by the IG. 

Pay Increase Costs. 

Health Insurance Costs. 

11-7 

Disposition 
Authority 

DEST 3 years after end of FY 
covertd by the budget. 
GRSS-Sb 

DEST after 3 years. 
GRS6-Sb 

De1troy after GAO audit or when 
3 years old, whichever is sooner. 
GRS6-8 

DEST after 3 years. 
GRS6-Sb 

DEST after 3 years. 
GRS6-Sb 

DEST after 3 years. 
GRS6-Sb 

DEST after 3 years. 
GRS6-Sb 

DEST after 3 years. 
GRS6-Sb 

DEST after 3 years. 
GRS6-Sb 

DEST 3 years a r discontinuance 
of ledger or dat f worksheet. 
GRS 10-3 

DEST after 3 years. 
GRS6-Sb 

DEST after 3 years. 
GRS 6-Sb 
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File 

Number 

439 

439-20 

Title 
Description 

Disposition 
Authority 

DEST after 3.)Mtars. 
GRSI-Sb 

General Collections Fi•AE"".- DEST after 3 years. 
Information on collection of a e GRS 6-4 
the U.S. Government involving JG personnll!!'r---.....__ 

Unofficial Telephone Call Payments. 

440 Financial Reports. ~rmanent. .At"' s ~ 
--m. o .,<6"l Recurring and one time reports on financia~ to NARAr,1fter 20 years .., , 5 ~ 

bl'- v'~.91'1'\_., managem,nt. p~~~.,, . .. ,ar 19'io-'lS- _..:.., "-do,s-
- '"• ( ,..A.. •-• 1111cc...,_, • 

451 

451-05 

452 

ccoun • cer s Fa eL DEST 6 years and 3 months after 
Original or carbon copy of accounts main- period covered by account. 
tained for site audit by GAO consisting of GRS 6- la 
statements of transaction, statements of 
ccountability, collection schedules, coll«• 

t, vouchers, disbursement schedules, 
disb ment vouchers, and all other 
schedu and vouchers. 

Expenditures Ac unting Files. DEST after 2 years. 
Correspondence subject files maintained GRS 1-1 
by operating units onsible for 
expenditures account! ertainin9 to their 
internal operations and inistrat,on. 

Expenditures Accounting Posting 
Files. 

Records used as posting and control 
subsidiary to the general and allotment 
ledgers, and not elsewhere covered in this 
schedule. 

a. Original records. 

b. Copies. 

General Auounting Ledgers. 
Gener•I «counts ledgers, show,ng debit and 
credit entries and reflecting expenditures in 
summary. 

H -8 

DEST 6 years and 3 m hs afti:r 
the close of the FY involv 
GRS 7-1 
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APPENDIX J. SERIES 800.- OPERATIONAL SERVICES 

Index of Major Thies 

File Title Page Number 

600 Operational Services. J•2 

620 Personnel Travel and Transportation Records. J•2 

625 General Travel and Transportation Files. J-4 

630 Freight Movements. J-4 

MO Motor Vehides Operators Files. J-4 

MS Motor Vehide Reports Files. J-4 

650 Procurement Files. J-5 

655 Property Inventories. J-6 

660 Supply and Services. J-6 

665 Equipment Service Files. J•7 

670 Building Maintenance. J-7 

675 Parking Control Files. J·8 

680 Printing Services Files. , .• 
685 Nonpersonal Services Requisitions. J.g 

·" 

J. l 
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File 
Number 

600 

602 

620 

620-01 

620-10 

620-20 

Tide 
O.ICription 

Operational Services. 
Documents relating to logistical type services 
performed in the IG. 

a. Correspondence relating to operational 
services that cannot log1cal1y be filed with 
detailed records listed below. 

Disposition 
Authority 

All Files: COFF annually (FY) 
unless instructed otherwise. 
Permanent Files: Offer to NARA 
after 2S yean unless instructed 
otherwise. 

a. OEST after 2 years. 
GRS23-ta 

b. Documents relating to service operations b. DEST when no longer needed. 
that are received for information only and on GRS13. 4 
which no action is required. 

Servi s Requests (Pending). 
Doc ents relating to logistical type services 
requ by or provided to an office that 
cannot I ically be files with detailed records 
listed belo 

b. Extra Copy 

Personnel Travel and Transpo tion Records. 
-Records pertaining to the mo ment of per­
sonnel under Government orde 
Documents are essentially copies o travel 
orders auth-orizing travel and subse ent 
payment, and standard form vouchen 
showing payment for official travel. Cop 
of some records used to support payments 
become part of the accountable officer•s 
accounts or accounting posting media. 

Travel Correspondence. 
Correspondence. forms, and related records 
pertaining to agency travel and 
transportation functions, not covered 
els.where. 

Travel Policies and Procedures Files. 
Internal administrative OtG policy and 
procedures for travel. 

Travel Agreements and Contracts Files. 

J ,") ·-

TRF to official file. 
GRS 23 · 3b(2J 

OEST after action 1s taken 
GRS 13 · 3b(t J 

OEST when super 
obsolete. 
GRS 16 · tc 
OEST 2 years after term1nc:1 
agreement or contract. 
GR$ ft -1 
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File 
Number 

Tide 
Description 

1 Travel Orders Files. 

621-10 

Coptes of requests and authorizations for 
travel and related documents. 

a. General records. 

b. Accountability Records. 

Blanket avel Order (BTO) Files. 
Copies f requests and authorizations for 
Blanket avel Orders. 

Disposition 
Authority 

OEST after 3 years. 
GRS9-Ja 

OEST 1 year after all entries are 
cleared. 
GRS9-Sb 

OEST after 3 years. 
GRS9-3a 

OEST 1 year after all entries are 
cleared. 
GRS9-Sb 

c. Cancellations and Cha es. OEST after 2 years. 
BTOs that have been cance ed or changed. GRS 9-Sa • 

621-20 

621 ·30 

621-40 

Operations & Management TOY · es. 
Requests for TOY for general pu oses. 

a. General records. 

b. Accountability Records. 

Tra,ning TOY Files 
Requests and authorizations for TOY for 
training purposes. 

a. General records. 

b. Accountability Records. 

Permanent Change of Station Files. 
Requests and authorizations for PCS travel. 

a. General records. 

J.J 

OEST after 3 years. 
GRS9-3a 

OEST t year after all entries are 
cleared. 
GRS9-Sb 

OEST a r 3 years. 
GRS 9-Ja 

OEST 1 year a 
cleared. 
GRS 9-Sb 

OEST after 3 years. 
GRS9-3a 
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File 
Number 

Tide 
Description 

b. Accountability Records. 

Disposition 
Authority 

OEST 1 year after all entries are 
cleared. 
GRS9-5b 

623 Local Transportation. OEST after 2 years. 
Documents relating to local transportation GRS 9. s .,,,.,. __ 

625 

required by or available to an office. 

Ge ral Travel and Transportation Files. 
C respondence, forms, and related records 
pe in,ng to agency travel and 
trans rtation functions not covered 
elsewh e in this schedule. 

628 Passenger Reimburseme Files. 
Records relating to reim rsang individuals, 
such as travel orders, per · m vouchers, 
transpor-tation requesu, ho I reservations, 
and all supporting papers doc enting· 
official travel. 

a. Administrative Copies. 

b. Obligation Copies. 

630 Freight Movements. 

oesr after 3 years. 
GRS 9-3a 

OEST 1 year after au entries are 
cleared. 
GRS9-Sb 

OEST after 3 years. 
GRS9·'41 

OEST after funds are obligated. 
GRS 9-4b 

631 Bills of Lading Register Files. years after final entry 
Registers used to account for bills of lading. c 

632 GovemtMnt Losses in Shipment Act. 
Freight records relating to the Government 

640 

Lou.sin ShiptMnt Act consisting of 
schedules of valuables shipped and related 
papers and reports. 

Motor Vehides Operators Files. 
Documents relating to the operation of 
Government-owned vehicles. Included are 
driver tests, authorization to use, safe driving 
awards, violations, and related correspondence. 

645 Motor Vehicle Reports Files. 

OEST 3 years afte epar.;t,on of 
employee or 3 year aher 
cancellation of autho 1ut1on to 
operate a government v,11:i:\.J 
vehicle, whichever 1s soo t?r 
GRS10•7 
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File 
Number 

645-20 

645-30 

6~5-40 

650 

650-01 

651 

Title 
Description 

Accident Reports. 

aintenance Reports. 

Other Vel'r le Reports. 

Requesu for Procu ent Files (Pending). 

a. Record Copy. 

b. Extra copy. 

Procurement Transactions Files. 
Contract, requisition. purchase o er, lease, 
and bond and surety records. lndu es 
correspon-dence and pape~ pertam1 
award, admtn-istration, receipt, inspe 
and payment. 

a. Obligation copy. 

b. Transactions of more than S 10,000 or 
construction contracts exceeding S2,000. 

c. TraMICtions of S 10,000 or less or 
construction contracts S2,000 and under. 

d. Purch.-s That Deviate from Precedents. 
Procurement files involving transactions of 
that document the initiation and develop­
ment of transactions which dev,ate from 
established precedents with respect to 
general agency procurements or to major 
procurement programs. 

J .. 5 

Disposition 
Authority 

COFF at end of FY in which case ,s 
closed. 
DEST after 6 yea~. 
GRs,o-s 

OEST after 1 year. 
GRS 10-2b 

OEST after 3 months. 
GRS 10 · 2a 

OEST after 3 years. 
GRS10-4 

TRF to official transaction file. 
GRS 13 -3b(2J 

DEST after action is taken. 
GRS 23 · 3b(1) 

COFF at end of FY EXCEPT that 
files on which actions are 
pending shall be brought 
forward to the next FY files for 
destruction therein. 

Destroy when funds are 
bhgated. 

3-4b 

DES years and 3 months after 
final p ment. 
GRS3- 1) 

er final payment. 

Submit SF 11 S. Re est for 
Records 0ispos,t,on thonty 
GRSJ-1 
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File Title Disposition 
Number Description Authority 

e. Administrative Duplicates. OEST upon te"rmination or 
Copies of contracts, requisitions, purchase completion of action. 
orders, leases. and other papers which are GRS 3 • 4c 
dupiicates used by component elements of a 
procurement office for administrative 
purposes. 

6S5 roperty Inventories. COFF when superseded or 
Files containing lists and cards for control of obsolete. 

operty. 

OEST 2 years from date of list. 
GRSJ. ,oa 
OEST 2 years after discontinuance 
or equipment is transferred from 
IG. 
GRS3- rob 

660 

660-01 Requests for Office Servi and Supply Files. 
Documents for supplies r services required 
by an office. 

a. Record Copy. TRF to official file when action ,s 
completed (File Number 661). 
GRS 23 · 3b(2J 

b. Extra Copy. OEST after action is taken. 
GRS 23 · 3b(1J 

661 Supply Purchas.s. COFF on final payment or action. 
Purchase organization copy and related DEST after 3 years. 
papers. GRS3 · 4a(2J 

061-20 Supply Requirements Reports. 
Reports on supply requirements and 
procurement m.atters submitted for supply 
management purposes. 

a. Copies received from other units for 
internal purposes or for transmission to staff 
agencies. 

b. Copies in other reporting unats and related DEST after 1 year. 
work papers. GRSJ · Sb 

662 Supply Requisitions. COFF after completion 
Requisitions for supplies and equipment from cancellation of requIsItI01 
current inventory. 

J-o 
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File 
Number 

664 

664-10 

665 

670 

670-02 

670-03 

670-04 

670-05 

Tide 
Description 

a. Stockroom copy. 

b. All other copies. 

uppty Inventory Control. 
F s containing lists and cards for control of 
sto 

Cards. 

Report of Survey Files. 
Report of survey files nd other papers used 
as evidence for adjust nt of inventory 
records, not otherwise c ered in these 
records disposition schedu s. 

Equipment Service Files. 
Requests for equipment mainte 

_ services, excluding fiscal cop,es. 

Building Maintenance. 

Office Environment. 
Documents relating to the modification, 
repair, or change of office heating, lighting, 
ventilation, cooling, electrical, and plumbing 
systems, excluding fisul copies. 

Office Physial Structure. 
Documents relating to painting, partitioning, 
repairing or other aspects of maintaining the 
office pnrs,cal structure, excluding fiscal 
copies. 

Office Property Control Files. 
Cards, lists, hand rece1pts,or comparable 
documents showing accountable property 
charged to the office. 

Keys and/ or Locks to an Office. 
Requests and other documents concerning 
the issue of keys and I or locks to an office. 

J.j 

Disposition 
Authority 

DEST after ? years. 
GRS3·9• 

DEST after 6 months. 
GRS3- 9b 

COFF when superseded or 
obsolete. 

DEST 2 years from date of list. 
GRS 3 · 10a 

DEST 2 years after discontinuance 
of item or stock balance ,s trans­
ferred to a new card or recorded 
under a new classification. 
GRS3- 10b 

DEST 2 years aft~r date of surv~y 
action or date of posting 
medium. 
GRSJ · 10c 

DEST 3 months after work is 
performed or request canceled · 
GRS 11-5 

DEST 3 months after work ,s 
performed or request canceled. 
GRS 11- 5 

DE 3 months after work 1s 
perfo ed or request canceled 
GRS 11 · 

DEST when su rseded or 
obsolete or whe 
turned in or dispo 
whichever ,s first. 
GRS23 · 1 

DEST 6 months after turn· 
key. 
GRS 1B- 17b 

https://receipts.or
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File 

Number 

675-10 

675-1 S 

675-50 

680 

680-02 

680-05 

680-10 

Title 
Description 

Building Service Files. 
Requests for building maintenance services, 
excluding fiscal copies. 

Parking Control Files. 
Oo<uments pertaining to issuance of permits 
and passes for local parking areas. 

Req ests for Parking Passes Files. 

Printing Services Files. 
Records relating to the pri ing, banding, 
duplication. and distributio 1f publications. 

Printing Requisitions. 
Requests for printing services 

a. Record copy. 

b. Extra copy. 

c. Accounting copy. 

Proiect Control Files. 
Control registers or logs pertaining to 
requisitions and work orders. 

Printing Services Administrative 
Correspondence. 

Correspondence files pertainang to the 
adminis-tration and operation of the IG 
Printing Sect,on. 

Disposition 
Authority 

DEST 3 month\ after work is 
performed or request canceled. 
GRS 11 • S 

DEST 3 months after pass is issued 
or request canceled. 
GRS 11 -4a 

DEST 3 months after superseded 
or obsolete or parking pass ,s 
turned in or cancelled. whichever 
is first. 
GRS 11 - 4a or GRS 23 · 1 

DEST 3 months after pass is issued 
or request canceled. 
GRS 1' -S 

TRF to official case file after 
action is taken. 
GRS 23 · 3b(2J 

OEST after action is taken. 
GRS 23 - 3b(1 J 

0 T 3 years after period covered 
by ated account. 
GRS -3b 

COFF an ally (FY} 
DEST after year. 
GRS,3-4 

DEST after 2 ye s. 
GRS13·2 

Printing Services Internal Management Files. DEST after 2 years. 
Records relating to the internal management GRS 13 • 7 
and operation of the unit. 

J-8 
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FiJe Tide 
Number Description 

Printing Project Pl•nning. 
Files pert•ining to planning and other 
-r-..:nnical matters. 

680-50 Printing Projecr,,,, .. ..., Files. 
Job or proJect rec ontaining all papers 
and data pertaining to T.--........ ecution of 
printing jobs. Includes requis1 
specifi-cations, and related papers. 

685 Nonpersonal Services Requisitions. 
Requisitions for nonpersonal services, such as 
duplicating and binding. Excludes records 
associated with accountable officer's 
accounts. 

J.9 

• 
Disposition 
Authority 

OEST after 3 years. 
GRS 13-3b , 

DEST 1 year after completion of 
the job. 
GRS 13- 3a 
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APPENDIX K. SERIES 700 • AUDITING 

Index of Major Titles 

File Title Page Number 

700 Auditing Program Files. K-2 

705 Inquiries and Reports Files. K-2 

710 Audit Policy and Procedures Files. K•3 

715 Audit Planning Files. K•3 

720 Audit Oversight Case Files. K-3 

730 IG. DoD Audit Followup Case Files. K•4 

735 GAO Report Followup Case Files. K-4 

750 Audit Case Files. K-4 

K · I 
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File Tide Disposition 

Authority Number Description 

700 

701 

702 

Auditing Program files. Unless othe~ise directed, cut off 
This series covers records created or maintained case files at the end of the CY 
by th• IG, DoO in performing auditing duties when completed. 
and responsibilities to prevent and reduce waste Offer permanent records to 
and fraud and to impr~~agency management. NARA· .ha n,Jfs; 11 1 al~- '!:18 -l. 
( ~ . ..Re..:>.o ~ 3 Gt.<.k µ year blocks. ~ ~ ~ 

p-c-~ , <i ~ y ow Ji-.,;) Disposition )ending ~ a..,,,.p 
-::t:11, &ns 1s " o ~ ~.) 

~.~, 1980-9<, ~ ;J...010 
a. Correspondence , elating to auditing that OESTafter 2 years. • 

nnot logically be filed with detailed records GRS 23 - 2b 
liste w. 

b. Documents re .. ~1..1.u · · that are DEST when no longer needed 
received for information "'-.-.-..::i."' h1ch GRS 23 - 2c 
no action is requtred. 

Internal IG, OoD Audits. 
Reports of audits and surveys that pertain to 
the operation of a mission or function within 
the tG, DoO maintained in the off,ce audited. 

Indexes to Audit ~se Files. e,;._ ... 
Indexes to audit case files used to locftPMWN 
specific documents within the case files or 
used as a reference. 

u..-:;"""'.,years after findings are 
resolvan-ffl'IIMU'r cted or upon 
completion oft ud1t. 
GRS 23 - 2b 

Follow the disposition 
instructions for the case file to 
which the index pertains or DEST 
when no longer needed. 
GRS23-7b 

703 Case Control System Files. 

705 

Status and historical information pertaining 
to personnel employed in an active auditing 
role within IG, OoD used for personnel 
planning and management of audits. 

a. Paper records. 

b. Machine records. 

Inquiries and Reports Files. 
Documents created when responding to 
external requests for 1nformat1on pertaining 
to the auditing function. Requests for 
information pertaining to the auditing 
function that requ.re response from OoO 
Components and the Military Services. 

K ·> ' ... 

DEST when obsolete. 
o,spos,t,on pendmg. 
(See Privacy Act: CIG-07) 

DEST 2 years after they become 
inactive. 
Oispos,r,on pend,ng. 
(See Privacy Act: CIG-07) 

DEST after 10 years. 
O,spos,t,on pending. 
(See Al 151801-12) 
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File Title Disposition 

Authority Number Description 

705-10 

Wl~QS-20 

71.0 

715 

720 

Congressional Inquiries. 
Responses to Congress concerning on-going 
or proposed audits. 

a. Congressional or public interest or 
pertaining to substantial policy issues. 

b. Routine responses. 

' + 0 ~,. 1'\,.;_ .. , . 
0,... , ... 

Permanent. c.d- o,tl:, ~ 5~.tJ 
e,,po,,f,en ,,,,,d,,,g-. r ~ "itl;-: r.,._,.1 

,...(5ee Al 15 - 1 ee 1 12. 1 •➔ ;t.;, ~ 1/~ 
OEST after 3 years. ~ ~ 
01spos1t1on pending. ,_ o ...,.~ •&<1.0 ~ 
(See Al 151801-12.lb) .A,M ~~ 

IG, OoO Generated Reports. [i ~ R.,a.:;roJ OEST..1fter 10 years. ~ ,--1.~ 
Reports required by IG, OoO from OoO tOIIIIM,t,on pending. 1 'I, o • i S' ~ 
agencies or the Military Services. . -csee At 15 1801-12.2) '>-- t> o S. 

[external Reportsl OEST after 10 years. .. 
Reports generated by GAO, Congress, 0MB, O,spos,r,on pend,ng.Wfflflllllli 
or other government agencies. (See Al 15 - 1801-12.4) 

Audit Policy and Procedures Files. 
Records defining and documenting the 
policies required for directing, controlling 
and carrying out IG, OoO audit operations. 

a. Record copy. 

b. Other copies, work papers, and 
background material. 

Audit Planning Files. 
Records on planning annual audit schedules 
and procedures pertaining to the selected 
audits. 

a. Record copy. 

b. Other copies, work papers, and 
background material. 

Audit Oversight Case Files. 
Documents which monitor and evaluate OoO 
internal audit, contract audit, and internal 
review principles, policies. and procedures. 

. fl 111 ,0 ~ 
Permanent. COFF when ° , .... ,.,. "' 
superseded or obsolete, -r ~-;. 
,o,,,,osit1of'I e#!fAciiA§. ~ '1/~ 
(ieeGRS2fi ~~ ~ 
OEST when no tonger needed. ol,J "t 
Disposition pending. ,-1 • ~ 
(See GRS 25 - 1) ,q fC-fS" ~ 

1-015, 

,..oK 
ot( ,,. ... 4 ~., 

Permanent. COFF when , ... 1 ""'-

superseded or obsolete. T ~ ":t 
o,,,aesit1tm 1Jet=1din9. 1'J~ ~ 
(See 62 11 ,A,t,\ ~ ~ ~ 

j C, ~ ;,..u / -f • C 

OESTw~en no longer neede~ 1, g 0 • 8 : 
o,spos,r,on pene1mg. - :2... a I j 
(See GRS 25 • 1) 

https://151801-12.lb
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File Tide 

Number Desaiption 

730 IG, DoD Audit Followup Case Files. 

735 

740 

Documents which monitor and review OoO 
Components' actions on recommendations 
made in IG, OoD audit reports. 

a. Arbitrations of disputes between auditors 
and management that deal w,th savings or 
efficiencies in OoO operations. 

b. Arbitrations which establish a precedent. 

r.~· --~~ra--~1 

GAO Report Followup Case Files. 
Documents which monitor and review OoO 
Components' actions on recommendations 
made in GAO audit reports. 

a .. Arbitrations of disputes between auditors 
and management that deal with savings or 
efficiencies in OoD operations. 

b. Arbitrations which establish a precedent. 

c~ . ~ ~ P"""-~ 

Contract Auditing Case Files. 
Case files of contract audit followup activities 
by the tG. Consists of reports, correspon• 
dence, and supporting work papers. 

Audit Case Files. 
Case files of audits on OoD agency programs, 
operations .ind procedures, and external 
audits conducted on contractors and 
grantees. tndudes pre-audit planning, 
scheduling, •nd correspondence, draft and 
final reports, and work papers. 

~gnificant or sensitive audit case files. 
... ~ 

~~out1ne audit case files. 
-"'~<;:; 

~,t11teferenced workpapers. 

~ 

Disposition 
Authority 

DEST after 20 years. . , . .U 
Disposition pendmg. 0~ 
(See Al 1 S • 180S) lo(: 1': <i~ 

0 .... ,-i.~ ~"" 
Permanent. Retire to WNRC \ '"" 
when no longer needed. -r ~ 
Ois,,e,icion -•n&il'tg. ':tb ,d.p 7/~ 
(See At 1S 1863)~ ~ .5" . 
~ ~ ~ ~ 
~ 1.-o '30~ ~,-'· 

I 'f <i O .A / f 'I S ~ ~ O I ~. 5 

DEST after 20 years. . 
D,spos,t,on pending. 0 1}.,,v; 
(See Al 15. 1805) 0 I( '1l · ... ~q , ... , ... J:i?t 
Permanent. Retire to WNRC 11 
when no longer needed. ,~ 
s;,,,os,tion pendiAf. Zc -ti., 7/~ 
~·~~ 
OEST after 6 years and 3 months.~ 
Disposition pending. • 
(See Al 15-1805) ~ tK. 

-<, ~ , I ~go -t 
I q 9S"" ~ ?,..O/G". 

Permanent. (or Offer to NAR..::.. 
after S years ) 
D,spos,t,on pending. 

OEST after 8 years. 
D,spos,t,on pending. 
(See GRS 25 · 4) 

Retain with case file. 
D,spos,t,on pending. 
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File Title 

Number Description 

d. Unreferenced workpapers. 

• 
Disposition 
Authority 

DEST after n,it audit follow•on 
or after 2 years. whichever is 
sooner. 
Disposition pending. 
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APPENDIX L SERIES 800 • INVESTIGATIONS 

Index o( Major Titles 

File Title Page Number 

800 Investigation Program Files. L·2 

805 Polygraph Examinations. L-3 

810 Investigations Policy and Procedures Files. L-3 

815 Investigations Planning Files. L-3 

820 Reports and Surveys Files. L-4 

825 Investigative Reports Files. L-5 

830 Investigations Oversight Project Files. L·S 
840 Hotline Referral Files. L•5 

850 Criminal Investigations Case Files. L-5 

860 Discovery of Electronic Surveillance Case Files. L-6 

870 Administrative Investigations Case Files. L-6 

1... 1 
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File 
Number 

800 

802 

Tide 
Description 

lnvesti9ation Program Files. 
This. semK covers records created or maintained 
by the IG, DoD in performing criminal 
investigation duties and responsibilities to 
prevent illegal activities within DoO. 

a. Correspondencl relating to investigations 
t logically be filed with detailed 

records list 

b. Documents relating to investigation 
are received for information only and on 
which no action is required. 

Indexes to Investigation C.se Files. 
Indexes to investigation case files used to 
locate specific documents within the case 
files or used as a reference. · 

803 Evidence Ledgers and Custody Files. 
Documents showing the description, receipt, 
and disposition of pnysical property held as 
evidence for use in military or civil court 
proceedings. Included are vouchers, 
statements of destruction, ledgers, and 
related information. 

804 

a. Ledger. 

b. Custody documents. 

Informant Files. 
Documents related to informants used in the 
conduct of investigations. Included are 
1 nf ormant data cards, agent activity 
summaries, cross index cards, and related 
documents. 

L ., ... 

Disposition 
Authority 

Unless otherwise directed, cut off 
case files at the end of the CY 
when completed. 
Offer permanent records to 
NARA when,tl0 yeal'\ old ,n 10 .J. 
~ear blocks.' '-=--~ ~ ..l\.t.,(.+,, 

Orsp0Jif.iet11t 1Jtt1ding. ~ . 
(S.• GRS25) ~· ~. ,q 10 -'ftJ """"" 

a. DEST after 2 years. 
GRS23-2b 

~000, 

en no longer needed. 

Follow disposition instructions 
for the related case file or OEST 
when no longer needed for 
reference. 
GRS23- 7b 

OEST 3 years after all ,tems of 
evidence have been disposed of. 
Disposition pending. 
(See ARMY: 195-Sa) 

DEST 3 years after final 
disposition of evidence. 
Disposition pending. 
(See ARMY: 195-Sa) 

OEST 10 years after terminat,on 
of informant's service. 
D,spos,t,on pending. 
(See ARMY: 195-29) 

https://when,.10
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File 
Number 

805 

806 

806·20 

809 

810 

815 

• 
Tide 

Description 

Polygraph Examinations. 
Copies of examination records and exhibit 
copies of polygraph examination reports. 
(Original copies are attached to the record 
copy of the Report of Investigation.) 

Firearms Authorization Files. 
Documents authorizing investigators to carry 
firearms. 

Loss and Recovery of Firearms and Ammun1t1on. 
Documents and reports relating to the loss 
and recovery of firearms and ammunition. 

Criminal Information Bulletins. 
Bulletins used to send out criminal 
information. Contains the review and 
analysis of criminal information reports, 
reports of investigation, the crime prevention 
survey, and other investigation docun\ents 
received. · 

Investigations Policy and Procedures Files. 
Records defining and documenting the 
policies required for directing, controlling 
and carrying out IG, OoO investigative 
operations. 

a. Record copy. 

b. Other copies, work papers, and 
background tMterial. 

Investigations Planning Files. 
Records on planning investigation schedules 
and procedures pertaining to the selected 
investigations. 

a. Record copy. 

L-3 

Disposition 
Authority 

DEST 30 year\ after the 
investig•tion report has been 
closed or completed. 
Disposition pendmg. 
(See ARMY 195-6a) 

OEST 6 months after expIratIon 
of the authorization. 
O,spos,tion pend,ng. 
(See Army (T AFFS) 511-04) 

OEST after 10 years. 
Oispos,t,on pend,ng. 
(See DLA 161.72) 

DEST after 5 years or earlier 
when no longer needed. 
Selected reports containing 
information of current 
operational value may be kept 
past S years but no longer than 
20years. 
Oispos,tion pending. 
(See ARMY 195-21) 

-~p 
' f> JI"'; 1'\ . Ii \Q:JJ _,,i 

0 \"" ~ 7-J, '/JI 

Permanent. COFF when / ~ :t:. 
superseded or obsolete. w # R t . 
e;,,ae,itio" pet"le,ng.o ~ :tc> ~ 
(See GR6 25 • 1) ?J,;i;::;;_/) d,.,,.~ 
-r~ ~~\ 

OEST when no longer needed. 
Oispos,t,on pendmg. 

~~ 
1c, ,-.o ~ ~, ..,,~. 
t '190-'l5" .,h,, ,-.oos. 

Permanent. COFF when . . A,_ -
superseded or obsolete. f' ~-- ,{ 
Di511es1c,on pe,,ai,HJ'. tAJ N RC.. · 0 fz 
~se,,RS2S l) ;.to;:d..e,7/~ 
~ ..i,.., 5' ~ ~ 
~ ~ ~ ~ 
A..¢ ?- 0~ ~) -I•~· 

f q "6 o - 'l 5" ~ ~ o. o S-. I .,. II ,,. ~ 

01:i,i, 0~1,71\ 
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File 
Number 

818 

820 

820-10 

820-20 
wmt0RAWI 

• 
Tide 

Description 

b. Other copies, work papen, and 
background material. 

Liaison and Jurisdictional Agreements. 
Documents dealing with liaison matters of 
mutual interest w,th and render requisite 
assistance to investigative activities and law 
enforcement. Letters of agreement, status of 
forces agreements, and other similar or 
related records. 

Reports and Surveys Files. 
Documents created in the course responding 
to external requests for information 
pertaining to the investigation function. 
Requests for information pertaining to the 
investigation function that require response 
from DoD Components and Military Services. 

Congressional Inquiries. 
Responses to Congress concerning on-going 
or proposed 1nvest1gations. 

• 
Disposition 
Authority 

DEST when no longer needed. 
Disposition pending. 

;&11 GAS~· 1,-. · 
Permanent. 1" ~,...,. 
Disposition pendmg. ,to '71~ 
(SeeAF124-74) ,, . -J-. 

~ ~ ~ AkeM 

~ M IO ~ c£4, 
.,l4,\ IO ~ 1 ~. ~ • 

1 9'l>0-9"0 .AA1 -;i..ooo, 
( ..-.. ~oo) 

a. Public interest or pertaining to substantial Permanent. ----
policy issues. Disposition pending. · ., 

(See At 151801-12.la) 

b. Routine responses. DEST after 3 years. 
Disposition pending. 
(See Al 1S 1801-12. la) 

IG, DoD Generated Reports. C .Q. ~~)DEST after 10 ye-us. _ . 
Reports required by tG, DoD from DoD Disposition pen(8111RAW• 
agencies or the Military Services. (See Al 15 1801-11.2) 

ftl'IHDRAJ 2 0- 3 0 [external Reports.] .._..QjST after 10 years. 
Reports generated by or for GAO, FBI, oo,rsrrnsposit,on pending. 
other government agencies. (See Al 15 1801-12.4) 

822 Fraud/Criminal Briefings. DEST after 3 years. 
Reports, correspondence. and related records Disposition pending. 
on fraud mission briefings. (See AF 124· 7 28) I 

I 

I 

I 

/ 

822·20 Analysis of Criminal Offenses and Trends. -OtiSf afte, 6 ,ca,s:-- // 
•. A 1 -··- Special studies and reports, summaries,wmtoRAWI D1spos1t1on pending. ·· · 
~·• charts, graphs and statistical data that (SeeAF W.-Ulli8r- / ~ 

wmtol!MII provide current information on types of 
crimes, methods used, reasons, and trends. ---- .711 · 0 i'l 

L-4 

o J.,f_ 1 - I ' ?1 ~'7f) 

,-~ :ti; lvNRC., 

7~ ::to /47/~ /) 
~ ~ s-~ ~«J.. 
t,u/V#I '~ ~ ~ _,(_,,::;) 
~o ~~)-ft j I / rso -8'~ 
"""" 2..00.r. 
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File 
Number 

822-50 

• 
nde 

Description 

Fraud Prevention Surveys. · 
Information requested/for the p evention of 
fraud in government operations and contract 

825 

a.2~ements. ..,,. ••• r • ! A1 ...Ac; uwe.,/ ,, ,... -- ~ .,. . ) j k u + 1, ~I 84 iAZU • 
Investigative Reports Files. 7 

825-10 

~ 150 

825-20 

~~ 

825-50 

830 

840 

850 

Reports submitted and received by IG, OoO 
which pertain to specific investigations. 

Report of Investigation (ROI) Files. 
Official Reports of Investigations including 
any attachments, prepared by IG, OoO or 
other OoO, Federal, state, or local official 
investigative activities. 

Information Summary Report (ISR) Files. 
Unsolicited information of a crimanal nature 
received by IG, OoO concerning persons or 
incidents which are of direct interest to other 
OoD components or Federal agencies. 

Reciprocal Investigations. 
Reports, statements, affidavits, 
correspondence, and related records 
pertaining to specific investigations 
accomplished for and at the request of a 
local, state, or federal investigative agency in 
the US or host country investigative agency 
overseas. 

Investigations Oversight Project Files. 
Documents which monitor and evaluate DoD 
internal investigations, external (contractor) 
investigations, and internal review principles, 
policies, and procedures. 

Hodine lefenal Files. 
Correspondence, prelimtnary investigations. 
and memoranda of telephone conversations 
P4trtaining to complaints received by the IG, 
DoOHodine. 

a. Not referred. Includes anonymous or 
vague allegations not warranting an 
investigation, 

b. Referred. Matters referred to constituents 
or other agencies for handling, and support 
files providing general information which 
may prove useful in IG investigations. 

Criminal Investigations Case Files. 

L-5 

isposition 
Authority 

DEST after 10 years. ====Qil-

DEST after 2 months. 
D,sposit,on pending. 
(See Privacy Act CIG-06) 

OEST after 1 S years. 
Oispos,t.1on pending. 
(See AF 124-1 8) 

Permanent. Retire to WNRC 
when no longer needed for 
current operations. 
9;ftiJGJICiOn p@R&1ng. 
(See Al 15 1803) ( ........._ goo~ 

~ .. ,..._,.~) 

DEST after 1 year. 
Oispos,t,on pending. 
(See GRS 2S • 3a) 

DEST after S years. 
Disposition pending. 
(See GRS 25 • 3a) 

https://penf:l.iA
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File 

Number 

160 

Tide 
Description 

Disposition 
Authority 

850 Criminal Investigation• Case ~ilea. Ca•• fil•• of 
investigations of alleged violations of laws, regulations, 
and directives by DoD agency personnel and external 
investigations conducted on contractors and grantees. 
Includes reports, stat•ents, affidavits, correspondence, 
and related records pertaining to specific investigations. 

a. Ca••• begun in 1985 and before. 
Permanent. Transfer closed eaaes to the Mational Archives 
when 30 year ■ old, in 5 year blocks, e.g. 1981 through 1985 
in 2015. National A%chiv•• staff will have the authority to 
select and destroy routine 30 year old ea••• which lack 
enduring value, i.e. are not significant or aensitive. 

b. Ca••• begun in 1986 and after, filed by 
ca■• Category COde under a eoaputer aaaigned nmberJ and the 
electronic index u■ed to retrieve the ea•••• Disposition 
not authorized. 

Discovery of Electronic Surveil,■--..-case Files. 
. Original and su eque,ts from DOJ 

WITHDRAW and replift froro..ciuu Components •nd 0S0 
pertainin motions for discovery of 
••• 1c surveillance. · 

870 Administrative Investigations Case Files. DEST after 1 o years. 
Com lt11int filtt, inquiritt, replitt, comments,, Disposition p•nding. 

ot er ments relating to ~ (S.t &RS 25 , !t 
administrative ;.,,,_.~•~ ~ 

~· 

L•6 
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APPENDIX M. SERIES 900 - INSPECTIONS 

File 
Number 

900 

905 

910 

920 

930 

940 

950 

lndexof Major Titles 

Tide 

Inspections Program Files. 

IG Inquiries. 

Inspections Policy and Procedures Files. 

Inspections Planning Files. 

Inspection Procedures and Administration. 

Inspections Review and Analysis. 

Inspections Case Files. 

~1 - 1 

Page 

M·2 

M-2 

M•2 

M-3 

M•J 

M-4 

M-4 



lGDM 5015.2 • 
File 

Number 

900 

901 

Tide 
Description 

Inspections Program files. 
This series covers records relating to planning 
and conducting tG inspections, inquiries, and 
surveys to prevent and reduce waste and 
fraud. 

a. Correspondenc.c re1aung to the IG 
h,u,.~ctions function that cannot logically be 
filea wuh detaaled records listed below. 

b. Documeflu--«elatin9 to the IG inspections 
function that are f'Kf'tved for information 
only and on which no a~" is required. 

, Documents relating t ctions ou..,.. 
Internal Office lnspectio~d Sul'ft4l, 

~ surveys of internal IG, oD operations ana 
~ procedures. 

902 

905 

910 

Indexes to Inspections Case Files. 
Indexes to case files used to locate specific 
documents within the case files or used as a 
reference. 

IG Inquiries. · 
Complaint files, inquiries, replies, comments, 
and related documents relating to the IG 
inspections function but not appropriate for 
filing with inspections case files. 

Inspections Policy and Procedures Files. 
Reports defining and documenting the 
policies and procedures required for 
directing, ,ontrolling, and carrying out 
inspection program operations. 

a. Record ,opy. 

b. Other copies, work papers, and 
background material. 

• 
Disposition 
Authority 

Unless otherw,se directed, cut off 
at the end of the CY. 
Offer permanent records to 
NARA when 10 years old in 1 Q. 
year blocks. 
9i'1!Jo!i•1on pert&,Rf. 
f5ef G~:S25t 

a. DEST after 2 years. 
t.asJ.~ Ja -

b. DEST when no longer needed 
..GAS1'J- 2C 

DEST after 1 year or after next 
survey or inspection. 

-'AS B- 1-

Follow ~s1tion instructions 
for the relate~_se file or DEST 
when no longer nt!eeled for 
reference. ,....6•• ,., s j!= 

uc) r ane; !0 1.;;ars. 
Disposition pending. 
(See Al 15 1881-12.2) 

Permanent. COFF when 
superseded or obsolete -­
Ois,aesit,011 pendmg. · 
(iee GAS 2S la,) 

DEST when no longer needed for 
current operations or reference. 
Disposition pending. 
(See GRS 2 5 • 1 b,c) 
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File 
Number 

920 

920-20 

920-30 

930-10 

Tide 
Desaiption 

Inspections Planning Files. 
Documents on pfanning and developing 
inspections schedules and procedures tnat 
pertain to the scheduled inspections. 

Disposition 
Authority 

1 . ev1ew annually. 
D?sttHIRellts relating to the universe of DoD DEST when no longer needed for 
organizations · it1es that are subject reference or when obsolete or 
to IG inspection coverage. ed for superseded. 
reference and research in developing coo1Tl~~Gi;l:2?)3 . 6 
plans and establishing long-range inspections 
schedules. 

Inspections Schedules. 
Documents accumulated in planning and 
preparing long range inspection schedules. 
Includes announcements, approvals, requests 
for changes, and related papers. 

a. Record copy. 

b. Other copies, work papers, and 
background material. 

Mandatory I Special Interest Items for 
Inspection. 

Documents accumulated in processing 
requests for certain items to be inquired into 
at all inspections in a certain functional area 
or at certain types of activities. 

Inspection Procedures and Administration. 
Documents relating to general, day-to-day 

--.---inistrative procedures and processes of 
plan · reparing for, and conducting 
individua I ctions. 

Inspection Concept Deve ent. 
Documents which define th · · al idea and 
scope of an inspection. Includes ents 
which identify the resources required, 
establish the objectives, or suggest items for 
inspection, types of expertise or training 
required on the inspection team, potential 
sites for inspection, methods of inspection. 

M-3 

~ ~~ 0 
~r'- ,;..- 1\~1YI 

Permanent. COFF when 
superseded or obsolete. ~ ,Z6 
Ois,,o,1tio,:, per:1(1i,:,9, wN~~'• -r:. 
~5. la~ ~;d.(J 7J '-:-r/J 

..c.,w, 5~ CA.n-... 
DEST when no longer needed for 
current operations or reference. 
Qis~o,i~iOR fJ@RfJiRg. 
{See GRS 25 1 B,E} 

DEST after 10 years. 
Disposition Pending. 

.• 
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File 
Number 

930-20 

940 

950 

Tide 
Description 

b. Disapproved concept. 

Inspection Administration. 
Documents accumulated that relate to the 
general, day-to-day activities of individual 
inspections. Includes travel and other team 
personnel information, schedules of 
proposed visits, itineraries, internal activity or 
workload reports, approvals, requests for 
changes, and rel•ted paper.s. • 

ocedu.t•s + ~ ~ 

Disposition 
Authority 

TRF to File Number 950 
(Inspections Case Files) when the 
inspections team is established 
and operational. 

T ber 920 - 10 
(Inspections Univ 

OEST 2 years after Inspections 
Report is completed. 
Disposition pt1nding. 
(See GRS 23 • 1) 

Inspection eview and Analysis. COFF on completion of the 
0cxum ts created in the proctss of ev•I- project. J o ~ _ , . ! _ 11J 
uating the outcome and impact of an IG OEST after.A"'years. ,,,,.. · ~ 
inspection. May include surveys conducted of Disposition pending. , ... "31-11 
previously inspected areas, recommend.ations (Set Al 15 201-09) 
for adding or removing items from consider-
ation for inspection, recommendations for 
improving the quality of the inspections 
process. 

Inspections Case Files. 
Documents accumulated from inspections 
conducted by IG, DoD. Includes inspection 
reports and related wortc papers pertaining 
to general and special inspections. 

C ~ ~ ,a ""'-"· #· ... /...- I 
,.,,,... ""t-•. ~ 0-C C. U'"I • ) 

Permanent. COFF on compf et,on 
of the Inspections Report. Retire 
to WNRC after the third 
inspection. c--- 4too ft... 
Disposition pending. ~ _ , 

~) 




