NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE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Some items in this schedule are either obsolete or have been superseded by new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These items, unless subsequently superseded, may be used by the agency to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SUPERSEDED AND OBSOLETE ITEMS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They are superseded, obsolete, filing instructions, non-records, or were lined off and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Item 362-10a was superseded by N1-509-99-004, item 1

Item 363-50 was superseded by N1-509-97-001, items 363-50a and 363-50b

The entire 700 chapter was superseded by N1-509-00-007

Item 825-20 was superseded by N1-509-93-001, item 825-20

Item 840a was superseded by N1-509-99-006, item 840a

Item 840b was superseded by N1-509-93-001, item 840b

Item 870 was superseded by N1-509-97-001, items 870al, 870a2, 870b1, and 870b2

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE
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TO: GENERAL SERVICES ADMINISTRATION DATE RECEIVED
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
1. FROM (Agency or establishment) NOTIFICATION TO AGENCY
Department of Defense In accordance with the provisions of 44 U S.C. 3303a
2. MAJOR SUBDIVISION , the disposat request, including amendments, is appraved
. ) except for items that may be marked “disposition not
Office of the Inspector General approved” or “withdrawn’ in column 10. it no records
3. MINOR SUBDIVISION are proposed for disposal, the signature of the Archivist is
t uirad,
Information and Operations Support Directorate notrea
% NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE EXT. |DAT, ARCHIVIST OF THE UNITED STATES
e 7 /E
Marianne Offield 693-0230 7 <§Z;;4;:::;i:::>hggx\\

S CERTIFICATE OF AGENCY REPRESENTATIVE

| hereby certify that { am authorized to act for this agency in matters pertaining to the disposal of the agency’s records;
that the records propcsed for disposal in this Request of ___64 __ pagel(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.

A. GAQ concurrence: i§ atfached; o

@ is unnecessary.
- /

TIVE C.TITLE

Acting Director for Administration
9. GRS OR 10. ACTION

: ‘ 8. DESCRIPTION OF ITEM SUPERSEDED | TAKEN
ITEM (With Inclusive Dotes or Retention Periods) JOoB (NARS USE
NO. CITATION ONLY)

RECORDS OF THE OFFICE QF 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, investigatiom, 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
deficiencies, and reports the status of actions being taken to
correct -these’deficiencies. The DoD IG is also respomsible for
providing policy guidance and oversight of the Army, Navy, and
Air Force audit and investigative agencies.

% N(/F: NSN 7 7 STANDARD FORM 115 (REV. B33
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Y5 GENERAL SERVICES ADMINISTRATION
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408

OATE RECEIVED

T. FROM (Agency or eetadahment)
Department of Defense

NQTIFICATION TO AGENCY

2. MAJOR SUBDIVISION

Office of the Inspector General
iﬁﬁﬁﬁi??iaﬁﬂmon

in accordance with the provisions of 44 U.S.C. 3303
the dispoms! request, including amendments, is approved
except for iams that may be marked “disposition not
sporoved” or “‘withdrawn’’ in column 10. if no records
are propossd for disposal, the signature of the Archivist is

r ired.
Information and Operations Support Directorate not required
4. NAME O RSON WITH WHOM TO CON:! R S. TELEPHONE EXT. [DATE AECHIVlST OF THE UNITED STATES

Marianne Offield

693-0230

Y

| hereby certify that | am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records propcsed 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.

0. TITLE

Acting Director for Administration

8. DESCRIPTION OF ITEM
(With Inelusive Dutes or Retention Periods)

9. GRS OR

SUPERSEDED
JOB

CITATION

10. ACTION
TAKEN
(NARS USE

OMNLY)E -

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
deficiencies, and reports the status of actions being taken to
correct these deficiencies.
roviding policy guidance and oversight of the Army, Navy, and
Fir Force audit and investigative agencies.

The DoD 1G is also responsible for

115-108

STANDARD FORM 118 (REV 8.3 ))

Prescrined Dy GSA

FPMR (41 CFR) 101-11.4
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APPENDIX E. SERIES 100 - ADMINISTRATION

Index of Major Titles

Nere ., Title Page
100 Administration. €-2
110 Administration Policy and Procedures Files. E-4
11§ 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-1N
160 Telecommunications Files. E-11
165 Data Communications Systenﬁs Case Files. E-12
170 Building and Space Administration Files. E-13
178 Office Space Case Files. E-13
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Series 100 - Administration
File Title Disposition
Number Description Authority

100 Administration. S All Files: COFF annually (CY)
The files described in this series relate to the  unless instructed otherwise.
management and performance of Permanent Files: Offer to NARA
administrative operations and to obtaining  after 20 years unless otherwise
administrative services from the offices indicated or needed for agency
responsible for providing them. purposes.

. i HP ‘ . TS
that cannot logically be filed with detailed GRS 23-2b
records listed below.
b. Documents relating to administration that b. DEST when no longer needed.
are received for information only and on GRS 23-2c¢
which no action is required.

101 integnal Administration Files. - DEST after 2 years or when no
Ddguments relating to the day-to-day longer needed, whichever is
mantagement and administration of an sooner.

. individyal office. GRS 23-1

101-01 internal Office Procedures. ' DEST after 2 years or when no
Documents dqncerming internal office longer needed, whichever is
procedures, hoyrs of duty, and individual sooner.
duties that do not have continuing GRS 23-1
applicability.

101-02 Participation in CharitableM ffairs. ' DEST after 3 months or when no
Documents relating to office participation in  longer needed, whichever is
charitable affairs, such as blegod donations or sooner. '
charitable contributions. GRS 23 - 4c

101-03 Safety and Emergency Procedures. DEST after 2 years or when no
Documents concerning emergency longer needed, whichever s
evacuation procedures and office safety, such sooner.
as notification of unsafe practices. GRS 23-1

101-06 Office Instructions. OEST when superseded or

Documents relating to the preparation and
issuance of memarandums or continuing
instructions that apply only to internal
administrative practices within the preparing
office.

101-10 Suspense Files.
Papers arranged in a chronological order as a
reminder that: ‘

a. An action s required on a given date. DEST after action is taken.
GRS 23-3a

b. Areply to an action 1s expected on a given
date:
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Series 100 - Administration

File - Title Disposition
Number Description Authority
T ——

(1) File Copy.

(2) Extra Copy.

Incorporate with other papers for
file when reply is received.
GRS 23-3b(2)

ly 1s received.

GRS 23-3b(1)

108 Office Reference Files.

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

10801 Publications References.
Copies of publications issued by other Gov-

“~ernment agencies and nongovernmental
or 1zations maintained for reference

DEST when superseded, obsolete,
or no longer needed.

Return accountable publications
to supply channels.

within anqffice. GRS 23-6
108-02 Technical Materials rences DEST when superseded, obsolete,
- Copies of technical materials retained for or no longer needed.
reference purposes only. Return accountable publications
to supply channels.
GRS23-6
108-05 Palicy and Precedent References. Tindividual documents when
Copies of documents establishing policy or supe €d, obsolete, or no
precedent maintained at the operating level. longer neé .
Includes copies of standing operating proce- GRS23-6
dures, statements of policy or procedure,
examples of typical cases, and other
documents filed eisewhere.
108-10 Chronological Reading Files. COFF monthly, quarterly, or

Information copies of outgoing |
correspondence arranged i1n chronological
order. o K

a. Office of the Inspector General Files.
[ > #. PAn sgran aseum

semiannually.
6 :
' ‘?-%9

s Tonanafors

Permanent. O#ferto National

30, Archives after g#fyears.
,@"‘D Swpostocpentag:

b. All other offices.

DEST after 1 year.
GRS23-6

108-15  Eiectronic Messages. ‘
Copies of incoming and out ctronic
messages maintained in numerical or CATT
logical order for reference purposes. Official
record copies are filed in the appropriate

mission files of the office of record.

DEST after 1 year.
Earlier disposal 1s authorized
R$S23-6
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Series 100 - Administration

File Titde Disposition
Number Description Authority
20 Weekly Activity Report (WAR) Files. DEST after 2 years.
Documents submitted to the WAR and GRS 23-1

completed WARs.

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

109

110
112

instructions, backup, previous
issues, notes, and related papers.
NOTE: For dispodtion of Agencywide policy
and programming ¥les, see File Number 310.
11§ - implementation Files.
’ Records relating to the implementation of
procedures, systems, methods and standards,
and associated matters whicR\cesult in
operational and administratiomchanges.

120
120-01

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 mail receipts.
b. Other documents.

120-25 Receipt and Dispatch of Ma:l Reports.
Production reports on mail handling and
work showing statistics on mail received,

dispatched, and on hand.

120-30 Mail Management General Files.
Internal procedures, correspondence,

instructional materials.

Contact IG Records Manager.

DEST when superseded or
obsolete.
GRS 16 - I¢

COFF on compietion of the
process.

DEST when 1ssuance is destroyed.
GRS 16 - 1d

DEST afte
GRS 12 - 6a

DEST after 3 moxths.
GRS23-4b

DEST after 1 year.
GRS 12 - 6d

year.

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

File Title A Disposition
Number Description Authority
120-35 Statistical Reports. A DEST after 1 year.
Statistical reports on outgoing mail (air mail, GRS 12-6d

special delivery, registered, foreign, and
parcel post over four Ibs.).

120-40 Mail Management Program Files. DEST when no longer current.
Documents on the various aspects of the Mail GRS 12 - 6g
Management Program.

120-41 Penalty Mail Program Reports. DEST after 6 years.

GRS 12-7
121 Accountabie Mail Files. DEST after 1 year.
Records rejating to the receipt and dispatch GRS 12 - 5a
of registered, certified, or numbered mail.
a. Unclassified\information. DEST after 1 year.
GRS 12 - 5¢
b. Secret or Top Secxet classified Defense Trfto File Number 131-10 or 1
information. 31-20 as appropniate.
121-10 Reports of Improper Treatmept of Mail. :
Reports of loss, rifling, delay\wrong delivery,
or other improper treatment of mail.
a. Unclassified information. DEST after 1 year.
GRS 12 - 5¢
b. Secret or Top Secret classified Defe Withdraw related reports and
information. case. Include in an investigation
folder as appropriate. (see File
Number 131).

123 Postage Meter Operations Files. OFF annually (FY)
Documents and forms containing OBST 1 year after compietion or
information on the postage meter system, finakentry.
except fiscal copies. GRS 12 -

124 Messenger Service Records Files. DEST afteg 2 months.
includes daily logs, assignment records and GRS 12 -1
instructions, dispatch records, delivery
receipts. Does natinclude receipts for Secret
and Top Secret Classified Defense
information, route sheets, and related
documents.

128 Mailing Lists Files.

Mailing lists and related matenal

a. Carrespondence, request forms and other DEST 3 months after revision &
records relating to changes in mailing hsts. hist.
GRS 13- 54
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File Tite ) Dispasition
Number Description Authority
b. Card lists. DEST individual cards when
cancelled or revised.
GRS 13-5b
130 Security Files.
130-10 rity Policy. COFF when superseded or

cuments that implement or issue security
¥ies and procedures established or

requited by external agencies.

rescinded.

DEST when no longer needed
GRS 16 - 1c

130-20  Security Admupistration. DEST after 2 years or when no
Documents'pertaining to the day to day longer needed, whichever s
administrationof the security program. sooner.
GRS 23-1a
130-30 Security Program Reviews.

Files relating to periodig facility checks.

Reports of reviews of ageqncy personnel and

offices to ensure compliante with securnty

policies and procedures.

a. Reports on security violations. DEST after 1 year.
GRS 18- 19a

b. Routine after-hours security checks. DEST after 1 month.

» GRS 18- 19b

130-35 Security Reports. DEST after 2 years or upon
Reports such as SF 311, Agency Information scontinuance of facility,
Security Program Data, Original Classification whchever is sooner.
Authonity, Unauthorized Disclosures, or GR -2
Special Access Programs.

130-50 Security Awareness & Education Files. DEST aftery years.
Documents relating to procedures used to GRS 18 -2
obtain compliance with security regulations
by aill personnel. For example, procedures
requiring that each individual periodically
read applicable security regulations and sign
a memorandum indicating that the
regulations are understood.

130-55 Security Briefings. COFF when superseded or

obsolete.
DEST atfter 2 years.
GRS 18-2

-8
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File Title o Disposition
Number Description Authority

-70

131

131-03

131-04

131-07

131-10

Security Incidents.

Case files relating to investigations of alleged
violations of Executive Orders, laws, or
agency regulations for the safequarding of
national security information.

. Violations of a serigus nature. DEST S years after the close of the
case. ‘
GRS 18 -25a
b. All dther cases. DEST 2 years after completion of

final action or when no longer
needed, whichever is sooner.
GRS 18 -25b

with Executive Order 12
Orders or statutory or reguiatory

requirements, and DoD Directiye 5200.1-R.

Security Container Records. DEST the day after the last entry
a. Forms placed on safes, cabinets,af vaults on form.
containing security classified doculents GRS23-6
and used tor providing a record of ehry
into the containers.

b. Forms involved in an investigation. TRF to security incident case file.

Security Container Information. T when superseded by a new
Records of safe and padiock combinations, ™or list, or upon turn-in of
names of individuals knowing the
combinations, and any other information
necessary to identify and locate the safes or
containers.

the classified
widual or

Temporary internal Receipts. DEST on return
Documents used in making temporary loan  document to the
of classified documents within the office as  office making the io
distinguished from transferring or issuing GRS23-5
classified documents to another office or
headquarters. Such loans are normally of
short duration and borrowed documents are
often returned within the same workday.

Top Secret Document Accounting and Control.
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Series 100 - Administration

File Title . Disposition
Number Description Authority

13 Top Secret Registers (IG 5200.1-4). DEST 5 years after documents
Registers with attached receipts and shown are downgraded, ‘
destruction certificates maintained at control transferred, or destroyed.
points to indicate accountability over Top GRS 18- 6a
Secret documents, reflecting the receipt,
dispatch, or destruction of the documents.

13112 Top Secret Forms (1G 5200.1-6). DEST after related documents are
Forigs accompanying documents to ensure downgraded, transferred, or
contihying control, showing names of destroyed.
personi\handling the documents, intra-office GRS 18- 6b
routing, aqd comparable data.

131-13 Top Secret Invehgories. DEST 5 years after all classified
Documents reflecting the identity and documents recorded have been
location of classifjed papers for which the transferred, destroyed,
office is accountable. declassified, or entered on a new

sheet.
GRS 18 -6a

131-14  Top Secret Document Destruction Certificates.  DEST after 2 years.
Forms or other documents agcumulated by an GRS 18 -2
office which reflect the destriction of
classified documents.

131-17 Security Classification Regrading. COFF after final action.
Documents authorizing the regrading of DEST after S years.
security classified documents. GRS 18-6a

131-20 Secret/ Confidential Accountability Records. DEST after 2 years.

Forms, ledgers or registers logs used to sho GRS 18-5
the identity, internal routing, and final dispo-

sition of secretconfidential documents. Does
notinclude receipts and destruction certifi-

cates and documents relating to Top Secret

material covered under File Number 131 -10.

131-21 Office Classified Document Receipts. DEST afteg 2 years.
Records documenting the receipt and GRS 18-3
issuance of classified documents.

131-40  Access Request Files. DEST 2 years afteg authorization
Requests and authorizations for individuals  expires.
to have access to or transport classified GRS 18-7
documents.

133 Communications Security Files (COMSEC).

133-01 COMSEC Program Administration. DEST After 2 years

Correspondence, reports, and other records GRS 18- 2

relating to the administration and operation
of the COMSEC Program.
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File Title Disposition
Number Description Authority
13330  COMSEC Briefings. , DEST when superseded or no
Materials used in developing and increasing longer used.
awareness of communications security. GRS 18-2

OMSEC inspections.

Reports of surveys and inspections to ensure
dequacy of protective and preventive
maasures to safeguard information.

135
135-05

Personna| Security Files.

Personnel Security Clearances.
Documentihgontaining information on the
security clearances of individual personnel
and the accreditation of access to classified
files. Does not ingjude reports of investi-

ations, counterintelligence, or clearance
ocuments filed in the official personnel
folder. v 4

Classified Information Non-dis¢losure

Agreement (SF 189).
Copies of SF 189 agreements signed by
employees with access to informagion which
is classified or classifiable under standards
put forth by EQ 12356. Maintain separately
from personnel security clearance files:

135-10

Credentials.
identification of credentials and related
papers.

136

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

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

Alarm Services. '
Correspondence, contracts, and agreements files
relating to alarm services

136-10

137

137-01

Visitor 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

137-05

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

GRS 18-10

DEST on noufication of death or
not later than 5 years after
transfer or separation of
individual concerned.

GRS 18- 23a

DEST after 50 years.
GRS 18-26

DEST 3 months after return of
credentials to the issuing office.

DEST 2 years after termi
contract or agreement.
GRS 18 -9
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File Title ' Disposition
Number Description Authority
‘ a. Maximum security areas. DEST S years after final entry.
GRS 18- 183

b. Other areas. DEST 2 years after final entry
GRS 18- 18b
- 137-10 ard Services. DEST after 2 years.
ocuments relating to guard assignments GRS 18- 14b
strength. Reports, requests, analyses,
e notices, etc. ‘
137-30 Equipment. Supplies Security. DEST 3 months after expiration or.
Property pass files authorizing removal of revocation.
property orqaterials. GRS 18-13
137-S0 Personal Property Accountability. DEST after 1 year.

Reports, receipts;\and other papers relating GRS 18- 16b
to accountability fog personal property lost,
found, or stolen.

137-60 Key Accountability Files. ,
Files relating to accountabWty of keys issued.

DEST S years after turn-in of key.
GRS 18- 18a

DEST 2 years after turn-in of kéy
GRS 18- 18b

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

a. Maximum security areas.
b. Other areas.

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

140 Publications and Blank Forms Files.
Papers relating to the production, supply,
and distribution of publications and blank

forms.
140-01 Publications Requests. DEST 3 months aft
Requests for publications, photos and publications.

eneral information including applicationsor GRS 23 - 4a
orm requests with copies of
acknowledgments and replies.

140-02 Blank Forms Requests. DEST 3 months after receipt o
Requests for Blank Forms requested forms.
GRS 23 - 4a
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File Title Disposition
Number Description Authority
14 Publications and Blank Forms Administrative DEST after 2 years.
Correspondence. GRS 13-2

Correspondence files pertaining to the
dministration and operation of the

pthlications and forms pragrams.

141 Forms Cas . '
Record copy~af each form created by OIG with
related instructians and documentation
showing inceptionyscope, and purpose of the
form. Working papersibackground materials,
requisitions, specifications, processing data,
and control records.

a. Record copy.  DEST 5 years after related form is
discontinued, superseded, or
cancelled.

‘GRS 16 -4
b. Working papers. when related form s
\nued, superseded, or
GRS 16 - 4‘ oK 4",
145 Publications Case Files. o e 0 '2}?{1'

the last manuscript report if not published, ¢4, ﬂw Qrelives’en 5

Pamphlets, reports, leaflets, file manuals, or G4
-other published or processed documents, or PMM . T.n,am,o%/\, ia
roel%tmg to management projects. Jncbcko PP, YW, o

. . 0 3O tors €l ..
a. Record copy with supporting papers. Submit-SE-H5Requestfor /9.0 - g},.;,.
(/GM«MWnM Recocds. 20/8,
Seaum  Loag Ahan | ewd. ﬁ.p»-q»)ah GRSH6—2o .
b. Working papers. DEST 6 months after final action
GRS 16-2b
160 nications Files.
160-01  Requests for Te ne Services. DEST after 2 years.
Internal requests Torinstaliation of GRS23-1
telephones, AUTOVO ing Cards
160-10 Telecommunications Policy and Proc es. DEST when superseded or
Documents reflecting internal policy an obsolete.
procedures for the telecommunications RS 16- Ic
program.
160-11 Telecommunications Policy Background DEST when noNqQnger needed for
Matenals. reference and bac

Backup materials, drafts, examples of policy GRS 16- 1d
from other agencies. =

E-11
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16820 Directory Changes. DEST 2 months after change is
Requests for changes to telephone compieted.
directories. GRS 12-2b

160-50 elecommunications Services Contracts and COFF an expiration or
reements. cancellation.

opies of agreements or contracts with DEST after 2 years.
background data and other records. GRS 12 - 2e

161 Telephone Floor Plans. DEST after 3 years.

Floor plans showing location of office GRS 12-2b
telephoneextensions.

163 Telecommunication Voucher Files (Reference). COFF annually (FY).

Reference copies of vouchers, bills, invoices, DEST after 1 year.
and related records. GRS 12 - 2d(1)

163-05 Telephone Statements ahd Toll Slips. COFF annualy (FY).
Summaries of long distaqce telephone DEST after the ciose of the FY in
reports used to indicate authorized use of which audited.
telephone service. GRS 12-4

165 Data Communications Systems Cade Files. DEST 1year after audit or after 3
Records relating to the installatior,  change, years, whichever s sooner.
removal, and servicing of data GRS 12 - 2d(2)
communications network systems.

167 Telephone Case Files. DEST 1 year after audit or after 3
Records relating to the installation, change)_ years, whichever is sooner.
removal and servicing of office GRS 12 - 2d(2)
telecommunications systems and equipment. :

170 Building and Space Administration Files.

Acquisition, allocation, and utilization of
space and office services including related
correspondence.

170-01 Office Space.

Suspense file of uncompleted requests for
office space and similar documents related to
office space.

a. Record copy.

b. Extracopy.

TRF to appropniate caseXile when
action is completed.
GRS 23-3

DEST when action is complete
GRS 23-3
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File Title Disposition
Number Description Authority
10 Office Space - Utilization and Planning. COFF on termination of
Records relating to the allocation, utilization assignment, when lease is
and release of space under OIG control. canceled, or when obsolete or
superseded.
DEST after 2 years.
GRS 11-2a
171 Building Pla COFF on termination of
Floor plans s ing placement of walls, assignment, when lease is
doors, electrical wiging, ductwork, lighting,  canceled, or when plans are
etc. obsolete or superseded.
DEST after 2 years.
GRS 11-2a
173 Office Space Reports Files.
173-01 Office Space - GSA Reports. DEST after 2 years.
Records supparting and copies of reports GRS 11-2b(1)
submitted to General Services Administration
regarding space occupied.
173-02 Office Space - DoD Reports. .
Records supparting and copies of reports
submitted to DoD regarding space occupied.
178 Office Space Case Files. : Retain in CFA.
Case files reflecting administrative space DEST 2 years atter terminawgn of
assigned to |G offices, lease agreements, assignment or lease i1s cancel
work orders, etc. GRS 11-2a
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APPENDIXF. SERIES 200 - PERSONNEL ADMINISTRATION

Index of Major Titles
File Title
Number Page

200 Personnel -2
208 Standards of Conduct. €3
210 Personnel Policy and Procedures Files. F-4
218 Military Personnel Files. E.§
220 Personnel Program Files - General. F-§
225 Notification of Personnel Action (SF 50) Files. F-6
230 Civilian Personnel Employment. F-6
238 Statistical Reports - Civilian Personnel. F-8
240 Employee Training Files. F-8
245 Training Courses and Programs. F-8
250 Position Classification, Pay & Allowances Files. F-9
2ss Civilian Position Structure. F-10
260 Employee Performance and Utilization Files. F-10
265 Incentive Awards Files. F-11
270 Parsonnel Relations and Services. F-12
278 Equal Employment Opportunity (EEO) Files. F-13
280 Health and Safety. F-14
285 Health Records Files. F-15
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202-01

202-02

for administering employees who are under
their control.

Time Cards.
Copies of time cards maintained in individual

ornces.

Office Personnel Registers. _
Documents used in accounting for office
personnel and in controlling office visitors,

such as

registers reflecting arrival, departure,

on leave, and temporary duty travel, but not

offical

personnel registers used as direct

source documents.

File Title Disposition
Number Description Autphomy
200 Personnel All Files: COFF an
Most of the records filed under this series 50 instructed. annually FY when
concern the administration of the civilian Many documents in this series are
personnel program and are prescribed by the retained in the current files area
Federal Personnel Manual (FPM). Beginning until the employee leaves the
with subseries 230, file numbers relate to the agency.
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 DEST after 3 years.
cannot logically be filed with detailed records GRS 1 - 3
listed below.
b. Documents relating to personnel thatare DEST when no longer needed.
eceived for information only and on which GRS 23 - 2¢
) ng action is required.
201 Request Yor Personnel Action (SF 52) (Pending).
Suspensdgopies of SF 52 for various civilian
personnel acgtions, such as accessions, position
changes, rate uf pay changes, and
separations.
a. Record Copy. Transfer to appropriate folder on
completion of request.
GRS23-3b
b. Extra Copy. DEST on completion of requested
action.
, GRS 23 - 3b(1)
202 Office General Personnel. : DEST after 2 years.
These files are maintained by operating official®\ GRS 23 - 1

DEST 6 months after end of pay

period to Which they pertain
GRS 2 -3
DEST after 2 yearh

disposal is authoriz
GRS 23-1
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File Title o Disposition
Number Description Authority

2-03

203
203-01

203-02

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 supetvision.

Personnelnformation - General.

Personnel Funstions - General Information.
Files relating ¥Q the general administration
and operation oNG, DoD personnel functions
and including college programs, selective
placement programs {(handicapped, veterans,
and ex-offenders) progr
(Summer Aid, Intergovern
Fellowship, and Stay-in-Schoo
examinations, paid recruitment a
executive development program, m
promotion, employee safety 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 relatin? to IG, DoD 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
positions.

DEST on sepacation or transfer of
the individual.
GRS 1-6

DEST when absolete or
superseded.
GRS 16- Ic

GRS 16- Ic

205

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 read applicable directives and
sign a document indicating that the
directives are understood.

DEST after the next periodic
application of the procedure or
when obsolete.

Dispasition pending.

(See NNI-AU-166-204)

ics in Government Financial Disclosure

Reports and related do itted by
individuals as required under the Ethicst
Government Act of 1978 (P.L. 95-521).

F-3
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File Title Disposition
Number Description Authority
a. Records including SF 278A for individuals  DEST 1 year after nominee ceases
filing according to Section 201b of the Act, to be under consideration for
and not subsequently confirmed by the U.S.  appointment; EXCEPT that
Senate. documents needed in an on-
going investi?ation will be
retained until no longer needed
in the investigation.
GRS 1 - 25a( 1?
b\All other records including SF 278. DEST after 6 years, EXCEPT that
documents needed in an on-
going investigation will be
retained until no longer needed
in the investigation.
GRS 1 - 25a(2
205-20 Employment and Knancial Interest Statements. DEST after 6 years, EXCEPT that

210

210-05

211

211-01

Statements of employment and financial
interests and relateéd papers, and confidential
statements filed under £.0. 11222.

Personnel Policy and Procedureg Files.
Records which relate to the déyelopment of
internal |G policies and proceduxes and those
that implement OPM or DoD polities and
procedures.

Personnel Policy and Procedures Backgrourd
Material.
Background information pertaining to the
development of policies, procedures, and
standards governing civilian personnel
administration.

~ Personnel! Administration and Operations Files.

information pertaining to the internal
management and operational aspects of
civilian personne! administration, such as
control of positions, determinations, and
justifications of personnel authorizations and
requirements, controls to assure that
authorizaions are not exceeded and
reporting records covering civilian personnel
strength not covered under other itemsin
this section. ‘

Personnel Administration and Operations

Correspondence. |
Documents relating to personnel adminis-
tration and operation.

documents needed in an on-
going investigation will be
retained until no longer needed
in the investigation.

GRS 1-25b

DEST when superseded or
unneeded. -
GRS 16 - 1c

DEST when issuance 1s destroyed.
GRS 16 - 1d

COFF annually.
DEST after 3 years.
GRS 1-3
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File Title i Disposition
Number Description Authority
215 Military Personnel Files.
215-01 Military Authorizations. COFF when no longer current.

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

215-10 Military Strength Reports.

Reports that provide information relative to
strength authorizations and employment.

215-50 Military Personnel Records.

Documents that are created as the result of
detail or assignment to I1G, DoD 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.

215-60 Military Leave Files. -
Records which relate to leave of military
personnel.

220 Personnel Program Files - General.

Files relating to the overail, general
personnel program.

DEST after 10 years.
Disposition pending.
(See Al 15202-28.4

DEST after 2 years.
GRS 1-16

Forward to the appropriate
Military Service within 30 days
after release fromduty in IG.
Disposition Pending.

(See Al 15 202-27)

DEST 1year after transfer of the
individual.

Disposition Pending.

(See Al 15 202-27)

DEST individual leave author:-
zations when adjustments are
made.

Disposition Pending.

(See Al 15 202-30)

fficial Personnel Folders (OPF).

i n the right side of the OPF
reflecting qualitfications-efticienc
personnel actions, awards, securnty
determinations under EQ 10450, and similar

information.
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File Title Disposition
Number Description Authority
a. Transferred Employees. See FPM for instructions relating

220-10

220-20
225
230

230-05

230-10

to folders of employees trans-
ferring to another agency.
GRS 1-1b(1)

b. Separated Employees. TRF folder to National Personnel
Records Center, St. Louis, MO, 30
days after separation.

DEST 75 years after birth date of
employee or 60 years after the
date of the earliest document in
the folder if the date of birth
cannot be ascertained, provided
the employee has been sepa-
rated for at least 5 years.

GRS 1-1b(2)
Tempaorary Individual' ¥mployee Records. DEST upon separation or transfer
All copies of correspdadence and forms or after 1 year, whichever is

records on the left sooner.
ce with provisions GRS -10
upplement :

maintained as tempor
side of the OPF in accor
of the FPM, Chap. 293, an
293.31.

Service Record Card (S5F 7) Files.

A DEST 3 years after transfer or
SF 7 or its equivalent.

separation of the employee.
GRS 1-2b
Privacy Act: OPM/GOVT-2

COFF monthly.

DEST after 2 years.

GRS 1- 14a

jvacy Act: OPM/GOVT-1

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

Civilian Personnel Employment.
Records in the 230 subseries contain
information prescribed by the “300” series of
chapters in the basic FPM. '

Individual Actions Files. DEST 6 mont
Correspondence relating to individual actions released from
about personnel, which do not qualify as GRS 1-17¢
records of permanent value; records of
criticism or complaint when no official action
is taken.

after individual is

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

a. Action taken. DEST after 2 years.
GRS 1-17b(1)

F-6
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File Title Disposition
Number Description Authority
b. Appeals pending. DEST after 7 years.

¢. No action taken.

232 Applications and Appointments.

rmation pertaining to applications (SF

or and appointments to vacancies
G.

232-01 Applications Resulting in Appointment.
$F 171 and rejated information on persons
who are sele for appointment.

232-02 Offers of Employme
Correspondence, letters, and telegrams
offering appointments to potential
employees.

a. Accepted offers.

b. Declined offers.
(1) Name from Certificate of Eligi

(2) Temporary or excepted appointment.
(3) All others.

232-04 Inactive Applications (SF 171).
Unsuccessful applications for appointment
and related papers, EXCLUDING records
relating to appointments requiring
Senatorial confirmation, and applications
filed in OPF. File in accordance with
inspection requirements of the FPM.

232-20 Certificates of Eligibility (SF 39).
SF 39s and all information upon which
certification is based.

GRS 1 - 17b(1)

DEST when superseded or
obsolete.
GRS 1-17b(2)

File on right side of OPF.
GRS 1 - Ig
Privacy Act: QPM/GOVT-5

OEST immediately.
GRS 1-4a

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

File inside application.
S 1-4b(2)

immediately.
GRS 1\4b(3)

OEST upon receipt of OPM report
of inspection or after 2 years,
providing reqljrements of the
FPM are observed.

DEST after 2 years.
GRS1-5




IGDM 5015.2
File Tite
Number Description
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Disposition
Authority

Merit Promotion Case Files.

Records relating to the promotion of an
indivi-dual that document qualification
standards, evaluation methods, selection

DEST 2 years after the personnel
action or after the action has
been audited by OPM, whichever
i$ sooner.

procedures, and evaiuation of candidates, GRS 1-33
EXCLUDING any records that duplicate
\pformation in the pro-motion plan, in the
F, orin other personnel records.
23§ Statistical Reports - Civilian Personnel. DEST after 2 years.
Recordhsupporting and satistical reports GRS1-16
pertaining to civilian personnel.
240 Employee Trainiqg Files.
Records in the 340 subseries contain
information that\s prescribed by the “400”
series of chapters ilnthe basic FPM.
240-10 Individual Employee Traifpng. DEST after 5 years or when
i Files such as applicationsXor training, author- superseded or obsolete,
izations, and schedules reflecting the training whichever is sooner.
of individual employees. GRS 1 - 30c
241 Training Reports. DEST after 5 years or when
Documents reflecting training proygams obsolete or superseded,
available and employee participatiohNin whichever is sooner.
training programs. GRS 1 - 30¢
245 Training Courses and Programs. COFF upon completion of
Documents accumulated in establishing an program.
canducting training programs and courses EST after S years.
and in negotiating with OPM, other Federal S 1-30b(1)
agencies, and non-government organizations
for the establishment and provision of
training programs and courses.
245-10  Training Aids. COFF wheacourse is revised or

One copy of each manual, syllabus, textb,go_l,:','

discontinued
and any other training aids. ,.3/-29 :’r 5 "‘&6‘*‘-:/:4"

a. Developed by 1G. 1%
accum, boasthan (4 P g Dpasno Y 008

20 Sabmitsi-+iSRec—estfor
ARA W ; e A
Ko N -~ .!%;WWRH Y very

T agencies or private ~

institutions.

DEST when obsolete or
superseded.
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File Titde Disposition
Number Description Authority
245,40  Course Announcements. DEST when superseded or
Reference file of pamphlets, notices, obsolete.
catalogs, and other records which provide GRS 1 - 30d
information on courses or programs offered
by government or non-government
organizations. :
250 Position Classification, Pay & Allowances Files.
RedQrds in this subseries contain information
that I prescribed by the “500° series of
chapters in the basic FPM.
250-10 Position Classification Standards DEST when superseded or
Informatiomwhich provides guidance in obsolete.
evaluating jobg, and consists of Office of GRS 1. 7a(1)
Personnel Management (OPM) standards
determining title series, and grade based on
duties, responsibilities, and qualifications
requirements.
250-12 Position Classification Develdpment. COFF when position is abolished
information on developinglassification or description s superseded.
standards for positions peculiyr to the agency .
and OPM approval or disapprowal. Inciudes
tentative drafts, correspondence)project
schedules for positions peculiar to Yhe agency
and OPM approval or disapproval. A
a. Case File. DEST 5 years after COFF.
GRS 1-7a(1)
b. Review File. DEST 2 years after COFF.
250-20 Position Classification Appeals.
Case files relating to classification appeals.
252 Position Description (PD) Files.
Files describing established positions
including information on title, series, grade,
duties, and responsibilities.
a. Record copy. DEST S years after
GRS 1-7b(1)
b. All other copies. DEST at COFF.
GRS 1-7b
252-02 Position identification Strips (SF 7D). "DEST when position 1s cancell

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

or new strip 1s prepared.
GRS 1-11

f
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File - Title Disposition
Number Description Authority

-05 Desk Audits and Surveys. DEST when cGbsolete or

Correspondence,memoranda, reports and superseded.
other records relating to desk audits, GRS 1 - 7¢(2)
inspections, surveys, and evaluations.
25§ ivilian Position Structure. DEST when superseded or
Information reflecting the civilian position Jbsolete.
ructure of each organizational segment. GRS 16 - 1{c)
Ingjudes structure charts, summaries and
y lists, position descriptions, target
tion plans; evaluation statements; and
formation
257 Merit Pay Computations. DEST 7 years after date of
Informationor a merit pay unit listin computation of pay increase.
covered employees. Includes initial salary, GRS 1 - 12a(1)
computation oftunds for the unit, salary Privacy Act: OPM/GOVT-1
increases grant utomatically, merit pay
increases granted b on points received
from a performance agppraisal rating, and
similar information
260 Employee Performance and UNization Files.
261 Non-SES Performance Files.

Performance records for Non-SE\appointees
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.

rom the date of the written
advance notice of proposed
removal or reduction in grade
otice.

b. Superseded Records.

Performance records superseded through an
administrative, judicial or quasi-judicial
procedure.

¢. Former Employees. DEST after 3 )gars or when no
Performance-related records pertainingtoa longer needed\whichever s

former empioyes. sooner.
GRS 1 -23a(3)
d. Other Summary Appraisals. DEST 3 years after dateof

All other summary performance appraisals appraisal.
records, including performance appraisals GRS 1.23a(4)
and job elements and standards upon which

they are based.

DEST after employee completes 1
ear of acceptable performance
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File Title ] Disposition
Number Description Authority _
e. Supporting Documents. OEST 3 years after date of

262

263

265

265-01

265-02

265-10

ES Ap'pointees.
Performance records for SES appointees as
efined in 5 USC 3132a(2).

perseded Records.

ance records superseded through an
adminisgrative, judicial, or quasi-judicia
procedule.

Performance-telated records pertaining to a
former SES appoOntee.
c. All Others.

All other performance appraisals, along with
job elements and standyrds (job expecta-
tions) upon which they axe based. :

d. Supporting Documents.

Presidential Appointees.

Incentive Awards Files.
Records documenting an employee
suggestion or performance award.

Awards Correspondence.

Correspondence or memoranda pertaining to

awards from other Government agencies or
private organizations.

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

Awards Case Files.
Case files including recommendations,
approved nominations, memaranda, corres-
pondence, reports and related handbooks
pertaining to agency sponsored cash and
noncash awards such as incentive awards,
within grade increases, meritincreases,
suggestions, and outstanding performance.

appraisal or when no longer
needed, whichever is sooner.
GRS 1- 23a(5)

DEST on supersession.
GRS 1-23b(1)

Disposition pending.
GRS 1-23b(2)

DEST 5 years after date of
appraisal, exclusive of any interim
service as Presidential appointee.
GRS 1 -23b(3)

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

Disposition pending.
GRS 1-23c¢

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

F-11
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File Title Disposition
Number Description Authority
265-1 Commendation and Appreciation. DEST after 2 years.
Copies o nizing length of service GRS 1-12¢
or retirement and lette iation or

com-mendation for performance. X
copies fited in the OPF.

765-20 Departmental Level Awards Files.

Records relating to awards made at levels Record'sﬁimmrthonty(
K
~

higher than OIG. (Secretary of Defense,
Presidential, etc.) ot ‘ﬂ\;‘; v
| B, .

gram Reports. DEST after 3 years.
Award program reports including copiesof GRS 1-13

feeder reports prepared within IG, DoD and

opies of summary reports to OPM.

270 Personnel Relations and Services. COFF on termination of
Records in Subseries 270 contain information counseling or when case is closed.
that is preésgribed by chapters in the “700”
series of chapgers in the basic FPM.

270-01 Counseling Files. DEST after 3 years.
Repocr’ts of interviews, analyses, and related GRS 1-27a
records. ‘

270-02 Alcohol and Drug Abuse Prograw;.
Records created in planning, ¢
and directing an alcohol and dru
program.

DEST after 3 years.
rdinating GRS 1-27b

271 Grievance, Disciplinary, and Adverse Action
Files.

271-10 Adverse Action Files (S CFR 752).
Case files and related records created in re-
viewing an adverse action (disciplinary or
non-disciplinary removal, suspension, leave
without pay, reduction-in-grade) against an
employee. Includes a copy of the proposed
adverse action with supporting papers;
statements of wit-nesses; employee’s reply;
hearinq notices, reports and decisions;
reversal of action; and appeal records,
EXCLUDING letters of reprimand.

after 4 years.
1b
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File Tide Disposition
Number Description Authority
27 Grievances and Appeals Files (5 CFR 771). DEST after 3 years.
Records originating in the review of griev- GRS 1-31a

ances and appeals raised by agency employ-
ase files
include original complaint, statements of
itnesses, reports of interviews and hearings,
examiner findings and recommendations, a
copyof the originai decision, related
correspondence and exhibits, and records
relatingto a request for reconsideration.

ees, EXCEPT EEQ complaints.

272 ~  Labor- Management Files.Case

Correspondence, memoranda, reports, and
other records refgting to the relationship
between manageent and employee unions

or other groups.
a. Office negotiating agceement.

b. Other offices.

272-20 Labor Arbitration Files.

Correspondence, forms, and backgroun
papers relating to arbitration cases.

27S Equal Employment Opportunity (EEQ) 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.

275%-11 EEQ Statistics.

Periodic and one-time statistical reports
analyzing IG's workforce relating to race,
national origin, disability, and sex.

275-20 EEO Affirmative Action Plans (AAP).

Agency copy of consclidated AAP(s) and
agency feeder plan to consolidated AAP(s).

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 1-29b

EST after 3 years old, or when
erseded or obsolete.
GRS\J - 26g

DEST after Sye
GRS 1 - 26f

DEST S years from date ofN\gian or
when administrative purposes
have been serve.

GRS 1-26h(1) & (2)
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275-60

275-65

280
281

283

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
FR1613.222.

a. Cades resolved within the agency, by EEQC,
or a U.S\Court.

" b. Copies of sgmplaint case files.

¢. Complaint background records not filed in
g\'e Official Discrimingtion Complaint Case
ile.

EEOQ Compliance Review Files)
Reviews, background papens, and corres-
pondence relating to contracter employment
practices. '

EEO Compliance Reports.
Information refiecting activities and
conditions reiated to equal employmeny:
opportunity for civilian employees. inclu
statistical and nar-rative reports; training
report information, summaries and
consolidations, and similar information.

Health and Safety.

Personal Injury Files.
Documents accumulated in reporting, inves-
tigating, and documenting on-the-job
injuries whether or not a claim for
compensation was made. EXCLUDES copies
filed in the OPF and copies submitted to the
Department of Labor.

Health & Safety Statistical Summaries.
Copies of statistical summaries and reports
with related papers pertaining to employee
heaith, retained by the reporting unit.

" IGDM 5015.2
File Title Disposition
Number Description Ausmn'ty
275:50 EEOQ Official Discrimination Complaint Case Files.

DEST 4 years after resolution of
the case
GRS 1 - 26a.

DEST after | year.
GRS 1-26b

DEST after 2 years.
GRS 1 - 26¢

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

DEST after 3 years.
GRS 1- 26f(2y

these documeqts may not be
destroyed untila new authority is
approved (per GSA 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 Tite Disposition
Number Description Authority
288 alth Records Files. DEST individual health records 6

ears after last entry.

OTE: Disposition of these
records has been suspended and
these documents may not be
destroyed until new authority is
(per GSA FPMR Bulletin

GRS 1-21

F-15
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APPENDIX G. SERIES 300 - PLANNING AND MANAGEMENT

Index of Major Titles

Numper  Tie Page
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-5
350 Information Resources Management Files. G-6
35S Records Management Files. G-7
360 Executive and Legislative Liaison 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
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File Title . Disposition
Number Description Authority

Planning and Management. All Files: COFF annually (CY)
unless instructed otherwise.
Permanent. Offer to NARA after
25 years unless otherwise

instructed.
a. Correspqndence relating to planning and a. DEST after 2 years.
mana at cannot logicalily be files GRS 23-2b
with detailed re s listed below.
b. Documents relating lanning and b. DEST when no longer needed. -
management that are receivegd for GRS 23 - 2¢
information only and on which™mgq action is
required.

301 Internal Office Organization Files. DEST after 2 years or when ne
Documents relating to the day-to-day organi~Ngnger needed.
zation and function of an office, such as GRS23-1

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.

310 Planning and Management Policy Files.
Formal directives that establish 1G policies and
procedures pertaining to program functions.

a. Record copy. Permanent. Offer to NARA in S
year blocks after 20 years.
DALAAIN ./zw Zfﬁﬂ b am, - At e

B. Duplicate copies. DEST when no longer needed.
GRS 16-1a
312 Management a Policy COFF when superseded or
implementation Files. rescinded.
IG, DoD documents that issue the pr s DEST when no longer needed

for implementing external management an - I¢
planning policies or directives such as those

issued by DoD, OMB, or Executive Orders.
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File Title ‘ Disposition
Number Description Amﬁty
320 Organization Planning Files.

Documents relating to the establishment of
and changes in organization, functions, and
relation-ships of the OIG when such actions
affect, or may atfect, the management and
operation of the agency. lncluges staff
studies, reports of working groups, and
minytes of committee or task force meetings
and staff conferences relating to overall
functions and mission.

a. Record copy. Permanent. Offer to NARA in §
|
2 :4 / . # yearb czcks ater 20 years.
8. Duplicate copies. DEST when no longer needed.
. ———

320-01 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
authonty, primary functions, and
organizational refationships among OIG
components. :

a. Record copy. - Permanent. COFF when
superseded. Offer to NARA in 5
year blocks after 20 years.

b. Dupiitate-copios DEST when no longer needed for

reference.
320-U2  Organizational Structure. o
Documaents, charts, and publications
pertaining to the IG organizational structure.
Includes reorganization studies materials
such as final recommendations, proposals,
and staff evaluations.
a.Record copy. Permanent. COFF when

superseded. Offer to NARA in §
year blocks ater 20 years.
GRS6—13

A ' ies. : DEST when no longer needed for
, reference.
GRS 27-
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File  Title Disposition
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322 ing Surveys and Studies Work Papers. DEST 6 months after final action

Wor ers, recommendations, charts
and papersre taffing surveys and
studies within QIG. The It from
new functional requirements gene
internally or from reallignment of functions
requiring new staffing and include both
civilian and military.

or 3 years after completion of
reportif no final action is taken.
GRS 16-10

325

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

a. Record copy.

Permanent. COFF when cancelled
or superseded. Offer to NARA
when 15 year old in 10 year
blocks.

GRS 18- 28a

330

Program Planning, Review, and Analysis Files.

DEST 3 years after issuance of
new plan or directive.
GRS 18- 28b

333

340

Program Progress Files.

ecords 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.

Management Improvement Files.

Permanent. COFF on compietion
of case. Offer to NARA when 30
years old.

Disposition pending.

(See A} 15 102-13)

DEST after 6 months.
Disposition pending.
(See A1 15102-13)
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File Tide Disposition
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340-10  Management Practices Files. Permanent. TRF to WNRC after 2

340-20

A

344

345

34{‘10

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

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

a. Office conducting the survey or
spansoring the contract.

b. Office surveyed.

c. Background files.

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

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

Committee Management Files.

Interagency, international, or Advisory
Committees or Councils.
Documents relating to the establiishment,
organization, membership, and policy of
advisory, interagency, of international
commuttees or councils. Includes minutes,
final reports, and related papers.

G-5

years. 7namefor 2o Do NlaTonal
Drsposition-pending. arclures um 5
See-AL15201.04) ‘- g,g,,ﬂz .
25W 0’84’,4,3./?802
199¢% ,.«'m‘ 2014,

Permanent. COFF when
superseded. T-nanafer Lo 764.0

Dispositionpending. 7 alional) Anchi,
(SeeAH520+05 ukon 2 5 goars 0ed,

DEST on completion of next
comparable survey, or when no
longer required for reference.
Disposition pending.

(See Al 15 201-05)

DEST when no longer required for
reference.

Disposition pending.

(See Al 15 201-06)

COFF on completion of project.
DEST after 4 years.

Disposition pending.

(See Al 15 201-09)

COFF when final action has been
taken.

DEST after 25 years.

Disposition pending.

(See Al 15 201-09)



. ‘{ . y
.

IGDM 5015.2

File Title o Disposition
Number Description Authority
a. Records of the sponsor. Permanent. COFF on disapproval
or dissolution of the committee.
GRSTE-123(H-b(H~ Trancfs D
. ho Aalional Qpebanres wrhom 2'5 sypans ot
b—Retords ot othermembers. DEST aftér 3 years or when no
longer needed for reference,
whichever is sooner.
GRS 16- 12b(1)(b)
345-20 mgernal Committee Files. DEST 2 years after termination of
ocuments reflecting name, date established commuttee.
oNapproved for continuation, function, GRS 16 - 12a(2)
names and affiliations of members, dates of
meetings held, and similar data. Includes
minut inal reports, and related papers.
350 Iinformation Resources Management Files.
352 Office Equipment Management Files. DEST when superseded or
. Policy directives prescribing functions and obsolete.
responsiblities of the office management GRS 16- Ic
programin IG.
352-10 Office Equipment Feasibility Studies. DEST S years after completion.
Feasibility studies and justifixation for GRS 16- 14
systems such as copiers.
352-20 Office Equipment Approval Files. Retain in CFA.
Documents related to approval an of DEST after 6 years or when
such items of equipment as office copiuys. et’\uipment is no longer used or
when disposed of.
GRS 16- 11
352-30 Office Equipment Utilization Files. etainin CFA.
Inventories of office management systems. ST after 2 years or when no
Documents reflecting individual and longer needed.
cumulative repairs, adjustments, usage of GR -
items of office equipment, and similar or
related documents.
353 Micrographics Management Files. DEST when s
Policy directives ?rescribmg functions and obsolete.
responsiblities of micrographic management GRS 16- Ic
programin IG.
353-10 Micrographics Systems Feasibility Studies. Retain in CFA.
Feasibility studies and justification for DEST after 6 years or whe
systems developed to convert hard copy to superseded by subsequent
microform version. studies.
GRS 16-11)
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35320 Micrographics Systems Approval Files. Retain in CFA.
Documents related to approval and use of DEST after 6 years or when
micrographics systems. equipment is no longer used or
when disposed of.
GRS 16- 11
353-30 Mixgographics Systems Utilization Files. Retain in CFA.
cuments reflecting individual and DEST after 6 years or when no
cumuylative repairs, adjustments, usage of longer needed.
equipment, and similar or related GRS 16-11
documents.
35S Records Management Files. DEST when superseded or
Policy and procedures for managing the day- cancelled.
to-day creatioR, transmission, maintenance, GRS 16- Ic
use, and dispositon of IG records.
355-01 Office Record Locators DEST when no longer needed.
. Documents used to locate filesin the current GRS 23- 7b
files area. Included arequmbers, copies of
file plans not issued as ditective. Lists of
selected file numbers may de filed loosely in
front of organized files.
355-02 Record Access. _ o DEST 2 years after authorization
Documents that sdentlfv individua , expires.
authorized access to official records, GRS 18-7
particularly classified material. ,
355-03 Access to iInformation Files. DEST when superseded or

Documents relating to IG procedures on th obsolete.
release of information from files, release of \GRS 16 - 1¢
copies, and the granting of access to records
for official or unofficial research.

355-0S8 Records Disposition Files.
Descriptive inventories, disposal
authorizations, schedules, and reports.

a. Basic documentation of records DEST when rdated records are
description and disposition programs. destroyed, trargferred to the
Includes SF 115, Request for Records National Archivey or when no
Disposition Authority; SF 135, Records longer needed foradministrative

Transmittal and Receipt; SF 258, Request for or reference purpos
Transfer, Approval, and Receipt of Recordsto GRS 16 - 3a
National Archives of the United States; and

related documentation.

Extra copies & routine correspondence. DEST when no longer neede
GRS 16 - 3b
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File Tide ) Disposition
Number Description Authority

¢. Working papers and background material. DEST 6 months after final action
on project report or 3 years after
completion of report if no final
action is taken.
GRS 16 - 3¢

355-07 RedQrds Holding Reporting Files.

Duacuments used in preparation of the

recdyds holding report. Includes reports and

dire related papers.

a. Agenyy report. DEST after 3 years.
GRS 16 - 6a

b. Others (feader). DEST after 1 year.
GRS 16 - 6b

355-09

355-10

National Archives Liatson.
Documents, correspdndence, and the like
pertaining to exchances between National
Archives and IG on the subject of records
management.

a. Authority to destroy or exteptions granted
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 surveys, reports of corrective action
taken, and related documents.

a. Office performing IG-wide staff
responsibility.
b. Other offices.

¢. Background files.

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

DEST after 2 years.
GRS 23-1

DEST after B\ears.
GRS 16-11

DEST 2 years aftexnext
comparable survey\gr on
discontinuance of thysurveyed
oftice, whichever s fir

GRS 23-7

DEST 6 months after survey
completed.
GRS 16- 10
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File Title Disposition
Number Description Authority
355-50  Vital Records Program Files. Permanent. TRF to WNRC when

Directives and policy relating to the Vital
Records Program.

superseded or obsolete. Offer to
NARA after 20 years.
GRS 18 - 28a

Vital Records Program Correspondence.
Correspondence relating to the Vital Records
Program.

DEST after 2 years.
GRS 18-27

357 rivacy Act Files
357-01 cy Act Control Files.
s maintained for control purposes in
respading to requests, including registers and
similalgecords listing date, nature of request,
and name and address of requestor.
a. Register DEST S years after date of last
entry.
GRS 14 - 28a
b. Other files. DEST S years after final action by
the agency or final adjudication
!c:;% §o’u‘rts. whichever is later.
357-02 Privacy Act Reports Files. . , -5 PRSRRyenrs. 5 7’, _ ,5 d, -g:
S, Recurring repor}s and one-time inﬁ&matiqn';m’% ARA
requirements relating to agency implemen- A 92 ! N ,
b. tation%‘nnual reports to the hbam 20 ; o-Col , An ,
Congress, OMB, and at OIG level. 5 agpo~ W_, 4 19950~-25im
204 —
357-03 Privacy Act Accounting of Disclosure Files. Use the approved disposition
Files maintained under the provision of S \ostructions for the related
U.S.C. 552a(c) for an accurate accounting of  soRject or S years after the
the date, nature, and purpose of each dischqsure for which the
disclosure of a record to any person or to accoudability was made,
another agency, including torms for showing whichevi 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.
357-10 Privacy Act General Administration Files. DEST after 2 years or ¥Qoner if not

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

needed.
GRS 14- 30
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357-2 Privacy Act Requests. :

Files created in response to requests from
individuals to gain access to their records or
to any information in the records pertaining
o them. Contains the original request, copy
oNeply thereto, and all related supporting
docyments, which may include the official
file coRy of records requested or a copy of the
record.

a. Correspoadence and supportin?
documents EXCLUDING the official file copy
of the records requested if filed herein.

(1) Granting actess to all the requested
records.

(2) Responding to rejyuests for nonexis-
tent records, to requestqrs who provide
inadequate descriptions,and to those
who fail to pay agency repfeduction fees.

(a) Not appealed.

(b) Appealed-

(3) Denying access to all or part of the
records requested.
(a) Not appealed.

(b) Appealed.

b. Official file copy of requested records.

DEST after 2 years.
GRS 14 - 25a(1)

DEST after 2 years.
GRS 14 - 25a(2)(a)

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

Dispose of
File Number

approved agency dis
instructions for the rel
records or with the relat
Privacy Act request, whichexer is
later.

GRS 14 -25b
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35%:50 Privacy Act Amendment Case Files.

Files relating to a request to amend a record
pertaining to the individual as provided for
under 5 U.S.C. 552a(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 5 52a(d)(3); and to any
il action brought against the refusin

cy as provided under 5 U.S.C. SSZa?g).

a. Agheed-to requests.
Requeststo amend a record agreed to by

agency. In¢ludes the requests to amend
and/or review refusal to amend, copies of
agency replied, and related materials.

Requests to amend réfused by agency.
nd, and to review

f agency’s replies,
statement of disagreemen\, justification for

refusal, and related materia

.C. Appealed requests.

Includes all files created in responding\jo
appeals under the Privacy Act for refusal\by
any agency to amend a record.

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 - 263

Dispose of in accordance with the
approved disposition instructions
for the related subject, or 4 years
after final determination by
agency, or 3 years after final
adjudication by courts, whichever
is later.

GRS 14 - 26b

Dispose of in accordance with the
approved disposition instructions
for related subject or 3 years after
final adjudication by courts,
whichever is later.

GRS 14 - 26¢

358
358-01

Freedom of information Act (FOIA) Files.

FOIA Control Files.
Files maintained 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. DEST 6 years afterdate of fast
entry.
GRS 14- 182

DEST 6 years after finai adyon oy
the agency or after final
adjudication by courts, whic
15 later.

GRS 14-18b

b. Other files.
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File Title ) Disposition
Number Description ‘ Authority
358.02 F0|: Reports Files. g f —OESTINbyeor ~
, ecurring reports and one-time information
requirement relatm%to agency :I : :::? TMA——@JN %
implementation of the FOIA act, including NARA vobum20 W
annual reports to the Congress. Sapetn g9 ?" g5
da 200
358-10 A Administrative Fiies. DEST after 2 years or sooner if not

tices, memoranda, routine correspon- needed for administrative use.
denge, and related records relating to the GRS 14-20
genexal agency implementation of the FOIA.

358-20 FOIA Requests Case Files.

in response to requests for
information\ynder the Freedom of
Information A . Contains the original
request, cop ply thereto, and all related
suppomn? ocum nts, which’ may include
the official file copy records requested or a
copy of the record.

a. Correspondence and su
documents EXCLUDING the
of the records requested if fil

(1) Granting access to all the requested DEST 2 years after date of reply.
records. GRS 14 - 164(1)

(2) Responding to requests for

nonexistent records, to requestors wh

provide inadequate descriptions, and to

;hose who fail to pay agency reproduction
ees

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

(b) Appealed. DEST asa
ppe Number 35
GRS 14 - 164(

(a) Not appealed.

orized under File
S0.

(3) Denying access to al! or part of the

records requested
(a) Not appealed. DEST after 6 years.
GRS 14 - 16a(3)(a)
(b) Appealed. DEST as authorized under Fil

Number 358 - 50.
GRS 14 - 16a(3)(b)
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b. Official file copy of requested records.

Dispose of in accordance with
approved agency disposition
instructions for the related
records or with the related FOIA
request, whichever is later.

GRS 14. 16b

358-50 FOIA App
i in response to administrative

appeals undershe FOIA for release of

information denidd by the agency. Contains

the appellant’s lettefNa copy of the reply

thereto, and related supbarting documents,

which may include the offichalfile copy of

records under appeal or copy t .

a. Correspondence and supporting DEST 6 years after final

documents. determination by agency or 3

ears after final adjudication by
hichever is later.

b. Official file copy of records under appeal. ccordance with
approved agemey disposition
instructions for t lated
record, or with the re™gd FOIA
requests, whichever is lat
GRS 14-17b . .

360 Executive and Legislative Liaison Files.
362 White House Liaison.
362-10 White House Correspondence.

e: The Freedom of Information A
not apply to the President, the Whit€ House
office, the President’s principal advisors.

Mail referr. OIG of hature is personal
mail and shou ijed separately from
regular mail. This+ esy storage for
the White H and s com

o the White House up
offered to NARA f approved

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

COFF every 6 months.
DEST after 7 years.

Disposition pending.
(See A1 15102-17.1)



-
. ‘-‘.

IGDM 5015.2
File Tide Disposition
Number Description Authority
b. Policy-related correspondence. Permanent.
Correspondence relating to substantial COFF every 6 months. T.M.M.p\, T
policy-related matters. Disposition pending. 2hs 7] stowad
(See Al 15102-17.2) qreboers wrth
363 Congressional Liaison. 2 5 yeara olel .
Congressional inquiries originated by Armed
Forces personnel, the pubiic, or members of
Congress, which are forwarded to |G for
reply.
363-10 Congressional Correspondence.

363-50

363-75

365

a. Routine correspondence. COFF annually.

Correspondence of a routine nature with no  DEST after 7 years.

historical value. Congressional inquiries Disposition pending.

which are forwarded to |G for reply. (See A1 15 102 18.1)

b. Historical value correspondence. . Permanent. T,um{m—
Correspondence of a substantial nature with COFF when case is closed. -Offer
historical significance. Congressional to NARA after 20 years.

inquiries which are primanly originated by Disposition pending.
Congress and pertain to substantial policy (See Al 15 102.2)
ISSU@ss.

Congressional Hearings. TasTomey 2o Permanent.
seky Corgrarns -aa : COFF after completion of hearing.

(1-2 st pan- ag—w-au«-m) Tranfn OFer to NARA after 20 years.
Disposition pending.

Legislation Reviews. Rin-wr ,z?é‘ Perminent. CfOFF after Tranefore
CeniolaTion AT M Z¢ completion of review. Offer to

. N NARA after 20 years.
fearnTion . Disposition pending.

Semiannual Report to Congress Files.
Reports prepared by the 1G,000 and
submitted to the Congress. These reports
summarize the activities of the iG, DoD for
the six-month periods ending March 31 and
September 30.

a. Record copy. Permanent. COFF upon
transmission to theOCongrbelss y
’f,.m?..eﬂeno NARA in 10 year blocks
when 10 yearsold.
Disposition pending.
(See GRS 25 - 2a)

b. Extra copies and working papers. DEST when no longer needed
Disposition pending.
(See GRS 25 - 2b, ¢)
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370 Public Relations Files. Permanent. O#€r textual records

Speeches, addresses, news releases,
comments. Remarks

xa uring interviews by senior
y ofticials concerning agency programs.
a.

e aer'1

Lot pemging.
{ovrGh ey

to NARA in S year blocks when 20
years old. M
records-to-NARA-nacttTdaTce~

W«G’Nﬂﬁﬁ

1

bloho

“o S stans o-td,.c.s.jw
04
7 /S ZZF

DEST when no longer needed or
obsolete.
GRS 13-1b

Permanent. Offer to NARA In §

% ek M.O
D . andicvanal on? raconds |- 31-99
372 Agency Publications.
Publications, posters, booklets, brochures, i
pamphletssan:l similar material written and 1935 =~ /9
roduced by the agency.
P Y gency Mo H,.JJ
a. Record copy. °" a9
113 2
ﬁ
b. Other copies.
375 Agency Historical Files.

Agency histories and selected background
materials.

year blocks when 20 years old.
GRS 16- 13¢

380

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

380-01

380-10 ADP Systems ning Project Files.
Project files thatdocument the installation of
an ADP system fronminjtial inception to final
system operation. Files nclude documents
containing definitions of th¥rsystem, author-
izing directives, source data, detaied studies
reflecting advantages and disadvant of
benefits, output requirements, schedule
completion, and related papers.

380-30 ADP Equipment Approval Files.

Documents related to approval and use of

ADPE. Includes documents reflecting approv-

al of such items as microcomputers, optical
disk systems, modems, software, printers (for
ADP systems), interfaces between ADP
systems, etc.

TRF to project file when request is
filled.

COFF at close of FY in which
system is stabilized.

DEST after 6 years.

GRS 16-11

r 6 years or when
w0 longer used or

w
GRS 16-11
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0-40  ADP System Utilization Files. Retain in CFA.

380-50

382
382-10

382-15

382-20

Inventories of ADP equipment. Documents
refiecting individual and cumulative repairs,
adjustments, usage of items of ADPE, and

similar or related documents.
DP Systems Feasibility Studies.

Feasibility studies and justification for

ADP Syste

Operatians Specifications Files.

Documents containing definitions of the
system, including functional requirements,

(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-

ents, and system / subsystem

and

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 vahidity characteristics; update and
access conditions; and recording medium and

volume.

Destroy after 6 years or when no
longer needed.
GRS 16- 11

DEST aftep. € years orwiten
obsotete superseded; o7 IO

4 ]

lwmmm.
G G,H’cl Afv

%y

DEST 1 year after final action.
GRS20-11, 1

DEST 1 year after discontinued
GRS 20- 11, 2

Retain with related data file.
GRS20-11, 3

DEST 1 year after completion of
testing.
RS20-11, 4

DB&T when no longer needed

- 16
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a. Authorized for disposal. DEST when refated data file is
destroyed.
GRS20-11, 6

b. Not authoriz i . Retain with related data file.
GRS20-11, 7

382-30  ADP Systems Reports. Retain one copy with related file

Printed final reports containina the statistical sp tions.

tabulation and an analysis of the findingsof GRS 20 -
a study or survey including a narrative
description of methodology employed.

382-50 ADP Output Specifications Files. Disposition-pending:
Listing of each type of output by the title and GRS 20—#+9—

tag, formal specifications, selection criteria,

volume and frequency, media, graphic GRS AO-/c L/
displays and symbols, security and privacy O 2 wohum mo -
conditions, and disposition of output used im oceondancy M M
. outside the computer area. | procTilp amd ,4,.\4,3 MT"‘?”&
387 ADP-UserGuides: . Dispesition-pending. preeacundo.

Handbooks, guides to data a
procedures for queryin
information whic
functions of
termj

iently describes the S 20 -
tem in non-ADP CRS A i

so that users can determine its

WM,'EX% DIN G

ety ik Zﬁ?@“jﬁﬁ?i
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APPENDIX H. SERIES 400 - BUDGET AND FINANCE

Index of Major Titles
NuFtirlttnr Title Page
400 Budget and Finance. H-2
410 Budget Policy Files. : H-2
418 FYDP Submissions Files. H-2
420 Budget Formulation and Presentation. H-3
42$ Budget Apportionment Files. H-4
430 Budget Execution. H-S
435 Representation Fund Expenditures. H-6
440 Financial Reports. ' H-8
450 Accountable Officer's Files. H-8
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Number Description Authority
40 Budget and Financs.

401 Office Financial Files.
Documents that relate to offices concerning
the expenditure of funds incidental to the
perform-ance of the misdion of the office,
such as cost estimates and xequests for funds,
notifications from budget oXices of funds
that are available, and comparabie papers.
410 Budget Policy Files. .
Files documenting IG internal policy and pro-
cedures governing day-to-day budget in-
istration, and reflecting external policy desisions
affecting expenditures for IG programs.
411 Budget Guidance - OSD/OMSB.
a. Manuals received from OSD or OMB
concerning budget preparation guidance.
b. Supplemental Guidance. _
Supplemental guidance on the preparation
of the budget.
415 FYDP Submissions Files.
Five Year Development Plans.
416 Program Element Definitions.
417 Program Element Summary Files.

¢ files in this series pertain to records of

budget preparation, presentation, and

apportionment, and funds expenditure and

accounting within the IG

Correspondence files in formally organ-
budget offices relating to routine

istration, internal procedures, and

atters not covered elsewhere in this

which no actiof\s required.

YDP Printouts.

relating to budget matters
for information only and on

All Files: COFF annually at end of
fiscal year (FY) uniess instructed
otherwise.

Permanent Files. Offer to NARA
after 30 years unless instructed
otherwise.

OEST after 2 years.
GRSS5-3

b. DEST when no longer needed.
GRS 23 -2¢

DEST after 1 year oron
discontinuance.
GRS 23-1

DEST when superseded or
obsolete.
GRS 16- Ic

DEST 1 year after the close of the
Y gosvered by the budget.
-4

DESK! year after the ciose of the
red by the budget.

DEST 1 yearafter the close of the
FY covered bythe budget.

or no longer neede
refeence.
GRS16-Ic

DEST when supersesed, ob
or no longer needed for
reference.

GRS 16 - 1¢

H .

o

I
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4 Budget Formulation and Presentation.
421 Budget Estimates and Justifications. DEST 1 year after the close of the

Copies of budget estimates and justifications FY covered by the budget.
prepared or consolidated for IG components GRSS-4

and forwarded to OSD and OM8. Included

re appropriation lanquage sheets, narrative

statements, and related schedules and data.

421-10 8udget Sybmissions to OSD/OMB8. DEST 1 year after the close of the
Copiesuf budget submissions to OSD or FY covered by the budget.

OMSB. GRSS5-4

421-1 Supplemental Bbdget Data - OSD/OMB DEST 1 year after the close of the
Additional infaxmation requestedebJ FY covered by the budget.

OSD/OMB on the'xgquests submitted to GRSS5-4
them. .

421-12 Budget Submissions Workpapers - OSD/OMB. DEST 1 year after the ciose of the
Working papers and backRground for budget FY covered by the budget.

. estimates and justifications. GRS 54
421-20 Program Budget Review Calendar , DEST 3 years after the close ofthe
eriodic reports on the status of budget FY covered by the budget.
accounts. GRS 5-5b
421-1 1G Component Budget Requirements. DEST 1year after the close of the
~ Copies of budget estimates and justificati FY covered by the budget.
prepared by |G components for consolidati GRS 5-2b
in the official budget submission.
422 Budget Submissions - Additional. OEST 1 year after the close of the
‘ FY coyered by the budget.
GRS S '

422-01 Budget Submissions Workpapers -Additional .  DEST 1yeaxafter theclose of the, =
Working papers and background for FY covered Dy the budget. , ;. 17’;\
additional budget submissions. GRS S5-4_ ox MO AR

423 Program Budget Decisions (P8Ds.) .‘l‘t‘““‘é"""b Permanent. G:L whon 5~ -

Rty ltadh o0 ednn i o N Cowee e
423-01 Reclamas to PBD:s Files. M o Permanent. 7alicnal Qnchirec
change 2> PBD. GAPods T ean Lol Lohe
30 .y eanc
224 Budget Submissions - President’s. , Permanent. ., o e go0-¢5 _.;:ec
(,&uzb; !%Mﬂ;ﬁ‘\«dﬂm'ﬂ GRESda -V ol

'Mcns Workpapers - Presadent's.) DEST 1 year after the close ot tr e

FY covered by the budget

424
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File Title Disposition W
Number Description Authomy oK mn: lﬁ-'gf
424-10 Supplemental Budget Data - Congress. Permanent (3‘:{
Supplemental data in support of the %
President’s budget. ,a WARC . T A , ¢ _7_5_
424-20 Witness Statements to Congress. Permanent
Test:mony before Congress in support of the| -GRSSwdn MA W%%:?L
Presu%s budget. on Aand) vy o&/, *8- /1980-25,),
422 s - Backup mviaterial. DEST 1 year after the close of the
Backup material for witness statements to FY covered by the budget.
Congress. GRS 5-2b
425 Budgdet Apportionment Files. DEST 2 years after the close of
AppoMignment and reapportionment the FY covered by the budget.
schedules;soposing guanerly obligations GRS 5-6
under each autkgrized appropriation.
426 Budget Reports Files.
Periodic reports on the stawys of
appropriation accounts and apportionment.
a. Annual report (end of FY). DEST after 5 years.
GRS 5-5a .
b. All other reports. q. 3 years afterend of FY
coverdd by the budget.
GRS 5-5b -
426-10 Budget Reporting Instructions and Formats. DEST 1 cfear afte
' covered by the budg®
GRSS5-4
427 Program Objective Memorandums (POM).
e oM, 1 ol
a. POM submussnons Permanent. ,,.,5—6’ 5 wppens
GRS 5-28 4. Tramals~ G # A an 5 s
__b. POM workpapers. DEST 1 year after end of FY w““"“‘br“’a"
coverecr by the budget. "7~ o5
GRS 5-4 r
¢. POM Guidance Files. DEST 1 year afterend of FY to
Guidance received containing instructions sch it pertains. 771 0
preparation of the POM. GRS L2383
427-10 Program Decision Memorandums (PDM) ermanent @J% uf&n 547;,4
aurd &5 2y Pom bu&wﬁ eonilaims
‘,W% ard olefian W w NR C_. -r- %&
428 Budget History. 4"';30"4"1- ” ,“‘;r“'é- ﬂw Are
429 Pro ram Change Decisions (PCD) Files. Permanentm ,5&,,44
C“,ﬂ.w_# o EOWOQ’_,,S-]_ [ 986-8:

)( Ao /5
chanaes - %WOW) *0

H.-4
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File Title Disposition
Number Description Authority
0 Budget Execution.

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

431 Appropriation Allotment Files. » DEST 6 years and 3 months after
Aliotment records showing status of obligations the close of the FY involved.
nd allotments under each authorized GRS 7-3
ropriation
431-01 Expehse Operating Budget Authority (EOB). DEST 6 years and 3 months after
Infogmation on transactions involving the period covered.

authoc-izations received from DoD making GRS 6-1
specificfunds available to IG.

431-05 Operating Budget Authorizations Files. DEST 6 years and 3 months after
InformationQn transactions involving the period covered.
author-izations received from DoD making GRS 6-1
specific funds avajlable to IG for the purpose
of issuing allotmengs.

432 Budget Execution Forecagts/Analysis Files. DEST 6 years and 3 monthsafter
Status of funds reports¥or current fiscal year the close of the FY involved.
and prior fiscal years; fladhy reports on current GRS 7-3 -
month obligations; advance reports of
cumulative obligations; andxelated

information. ,

a. OIG obligation plans. DEST 6 years and 3 monthsafter
the close of the FY involved.
GRS 7-3

b. Management indicators. DEST 6 years and 3 monthsafter
the close of the FY involved.
GRS 7-3

433 Emergency and Extraordinary Fund ST after 2 years.
Expenditures. 7-4

information which reflects the receipt and
accounting for funds. Included are copies of
reimbursement vouchers and receipts for
funds entrusted to agent officers which also
reflect acknowledgement of return of funds
and statement of balance.

434 imprest Fund Expenditures.
Information accumulated by imprest fund
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.




IC?D“M 5015.2 . .

File

Tide - Disposition
Number Description Au’:hoodty
]

436

437

437-01

437-02

437-03

437-04

Representation Fund Expenditures. DEST after 2 years.
Information which refiects the receipt and GRS7-4 .
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.

lers Checks. DEST after 2 years.
rmation which reflects the receipt and GRS7 -4
accoynting for Travellers Checks funds.

Budget Exdcution Reports Files.
Periodic reports on the status of

a. Annual repdgts. ggéga;terSyears.
-S5a

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

b. Other reports.

GRS 5-5b
Minor Construction Report Fi
a. Annual reports. DEST after S years.
GRS 5-5a

DEST 3 years after end of FY
covered by the budget.
GRS 5-5b

b. Other reports.

Obligation By State Report Files.

a. Annual reports. DEST after S years.

S 5-5a

b. Other reports. DEN 3 years after end of FY
covered by the budget.
GRS §-

Workyear and Cost Reports Files.

a. Annual reports.
po GRS 5-5a

b. Other reports. DEST zgears after &Qd of FY
covered by the budg
GRS 5-5b
Report on Civil Rights Expenditures Files.
a. Annual reports. DEST after S years.
GRS §5-5a
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File Tite Disposition
Number Description ‘:5'0""7 P
b. Other reports. - DEST zgean after end of FY
covered by the budget.
GRS 5-5b
438 General Expenditures Files. DEST after 3 years.
information on disbursement of amounts GRS 6 -5b

438-05

438-10

438-11

438-12

438-13

438-14

438-15

438-16

438-17

438-18

438-19

438-30

438-31

due to contractors and commercial firms

dealing with the IG. Includes expenditures by

Rurpose and reimbursement and similar
ormation.

Telephoge Toll Tickets. _
Originajs and copies of toll tickets filed in
supportyf telephone toll call payments.

Communicatio Cost_s.
iInformation 0q disbursement of funds for
communicatio

Postage Costs.
intformation on disb
postage.

PL 92-212 Federal Building FOQd Costs (SLUC)

ment of funds for

Training Costs.

Travel Costs (TOY).

Permanent Change of Station (PCS) Costs.
Overtime Costs.

Word Processing Costs.

ADP Services Costs.

Leased Vehicie Costs.

information pertaining to the leasing, main-

tenance, and operation of motor vehicles
leased by the IG.

Pay Increase Costs.

Health Insurance Costs.

Destroy after GAO audit or when -
3 years old, whichever is sooner.
GRS 6-8

DEST after 3 years.
GRS 6-5b

DEST after 3 years.
GRS 6-5b

DEST after 3 years.
GRS 6-5b

DEST after 3 years.
GRS 6-5b

DEST after 3 years.
GRS 6-5b

DEST after 3 years.
GRS 6-5b

DESRafter 3 years.
GRS 6-

rdiscontinuance
f worksheet.

GRS 10-3

DEST after 3 years.
GRS 6-5b

DEST after 3 years.
GRS 6-5b

H-7
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File Tite Disposition
Number Description Auth
men’s Compensation Costs. DEST after 3 years.
GRS 6-5b
439 General Collections File3: DEST after 3 years.
Information on collection of arfuntedue GRS 64
the U.5. Government involiving IG personner: .
439-20  Unofficial Telephone Call Payments. DEST after Tyewrse_
GRS 64 I

-

440 W Financial Reports. ermanent. w 5apeen Steito
m .o‘5 Y& 9 Recurring and one time reports on financial ,/_85« t0 NARA pfter 20 years, .
oF Mﬂnage‘m?t PMWM’{ 1990-885 4w 2004
U ccountable Officer's Files. 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 6-1a
statements of transaction, statements of
accountability, collection schedules, collec-
tion vouchers, disbursement schedules,
disbursement vouchers, and all other
schedulesand vouchers.

451 Expenditures Actqunting Files. DEST after 2 years.
Correspondence™ay subject files maintained GRS 7-1

by operating units Pesponsible for

expenditures accountihg pertaining to their

internal operations and adqinistration.

451-05 Eipenditures Accounting Posting and Control
Files.
Records used as posting and control hegdia,
subsidiary to the general and allotment
ledgers, and not elsewhere covered in this

schedule.
a. Original records. DES er 3 years.
GRS 7-4;
b. Copies. DEST after 2 years.
GRS 7-4b
452 General Accounting Ledgers. DEST 6 years and 3 mdwghs after

General accounts ledgers, showing debit and the ciose of the FY invoiveg
credit entries and reflecting expendituresin GRS 7-2
summary.

Repols o0 Hhp Lrirekion %W"WZOSD
e W“J'%M e i
CS .

H-8
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APPENDIX J. SERIES 600.- OPERATIONAL SERVICES

Index of Major Titles

NuFri!i.bot Title Page
600 Operational Services. J2
620 Personnel Travel and Transportation Records. -2
625 General Travel and Transportation Files. J-4
630 Freight Movements. J-4
640 Motor Vehicles Operators Files. -4
645 Motor Vehicle Reports Files. §-4
650 Procurement Files. : J-5
653 Property Inventories. | 1-6
660 Supply and Services. J-6
665 Equipment Service Files. 37
670 Building Maintenance. ' -7
675 Parking Control Files. J-8
680 Printing Services Files. )-8
685 Nonpersonal Services Requisitions. )9
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File Tite Disposition
Number Description Authority
600 Operational Services. All Files: COFF annually (FY)

Documents rolatina to logistical type services
performed in the IG.

uniess instructed otherwise.
Permanent Files: Offer to NARA
after 25 years uniess instructed
otherwise.

602

620

620-01

620-10

620-20

3. Correspondence relating to operational
services that cannot logically be filed with
detailed records listed below.

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

s Requests (Pendin?).

ents relating to logistical type services
by or provided to an office that
ically be files with detailed records

b. Extra Copy

Personnel Travel and Transportation Records.
-Records pertaining to the movement of per-
sonnel under Government orde
Documents are essentially copies oktravel
orders auth-orizing travel and subsequent
payment, and standard form vouchers
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 Carrespondence.
Correspondence, forms, and related records
pertaining to cy travel and
transportation tunctions, not covered
eisewhere.

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

Travel Agreements and Contracts Files.

a. DEST after 2 years.
GRS 23-1a

b. DEST when no longer needed.
GRS 23-4

TRF to official file.
GRS 23 - 3b(2)

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

DEST\after 2 years.
GRS 9-

DEST 2 years after terminaNon cf
agreement or contract.
GRS 11-2




L .

IGDM 5015.2
File Title Disposition
Number Description Authority
Travel Orders Files.

Copies of requests and authorizations for

travel and related documents.

a. General records. DEST after 3 years.

GRS 9-3a

b. Accountability Records.

621-10 Blanket Reavel Order (BTO) Files.

Copies &f requests and authorizations for
Blanket

a. General rdgords.

b. AccountabilityRecords.

¢. Cancellations and Cha

BTOs that have been canceNed or changed.

621-20 Operations & Management TDY Pies.

Requests for TDY for general pudposes.
a. General records.

b. Accountability Records.

021-30 Training TDY Files

Requests and authorizations for TDY for
training purposes.

a. General records.

b. Accountability Records.

621-40 Permanent Change of Station Files.

Requests and authorizations for PCS travel.

a. General records.

DEST 1 year after all entries are
cleared. :
GRS 9-5b

DEST after 3 years.
GRS 9-3a

DEST 1 year after all entries are
cleared.
GRS 9-5b

DEST after 2 years.
GRS 9-5a

DEST after 3 years.
GRS 9-3a .

DEST 1 year after all entries are
cleared.
GRS 9-5b

DEST 1year aker all entries are
cleared.
GRS 9-5b

DEST after 3 years.
GRS 9-3a

J-3
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File Title Disposition
Number Description Ausron‘ty
b. Accountability Records. DEST 1 year after all entries are
cleared.
GRS 9-5b
623 Local Transportation. DEST after 2 years.
Documents relating to local transportation GRS9-5§ E——
required by or available to an office.
625 General Travel and Transportation Files.

628

630
- 631

632

640

64S

respondence, forms, and related records
pertining to agency travel and

Passenger Reimbursemen Files.

rtation functions not covered

Records relating to reimbyrsing individuals,

such as travel orders, per
transpor-tation requests, ho

and all supporting papers doc

official travel.
a. Administrative Copies.

b. Obligation Copies.

Freight Movements.
Bills of Lading Register Files.

m vouchers,

| reservations,
enting

Registers used to account for bills of lading.

Government Losses in Shipment Act.
Freight records relating to the Government
Losses in Shipment Act consisting of
schedules of valuables shipped and related

papers and reports.
Motor Vehicles 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.

Motor Vehicle Reports Files.

DEST after 3 years.
GRS 9-3a

DEST 1 year after all entries are
cleared.
GRS 9-5b

DEST after 3 years.
GRS 9- 4a

DEST after funds are obligated.
GRS 9-4b

DEST 3 years aftenNgseparation of
employee or 3 year\after
cancellation of authogization o
operate a governmentgwi:cd
vehicle, whichever 1s soohgr
GRS 10-7

J-4
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File Title ) Disposition
Number Description Authority
5-10 Accident Reports. COFF at end of FY in which case 15

645-20 aintenance Reports.

645-30 OpeMating Reports.

645-40 Other Vehicle Reports.

650 Procurement Fi

650-01 Requests for Procurement Files (Pending).
a. Record Copy.
b. Extra copy.

651 Procurement Transactions Files.

Contract, requisition, purchase odger, lease,

and bond and surety records. Includes
correspon-dence and papers pertaini
award, admin-istration, receipt, inspe
and payment.

a. Obligation copy.

b. Transactions of more than $10,000 or
construction contracts exceeding $2,000.

¢. Transactions of $10,000 or less or
construction contracts $2,000 and under.

d. Purchases That Deviate from Precedents.

Procurement files involving transactions of
that document the initiation and develop-
ment of transactions which deviate from
established precedents with respectto
general agency procurements or to major
procurement programs.

closed.
DEST after 6 years.
GRS 10-§

DEST after 1 year.
GRS 10-2b

DEST after 3 months.
GRS 10- 23

DEST after 3 years.
GRS 10- 4

TRF to official transaction file.
GRS 23 - 3b(2)

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
bligated.
3-4b

years and 3 months after
final payment.

Records Disposition
GRS 3-1
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File Title Disposition
Number Description Authority

e. Administrative Duplicates.

Copies of contracts, requisitions, purchase
orders, leases, and other papers which are
duplicates used by component elements of a
procurement office for administrative
purposes.

655 roperty Inventories.

Files containing lists and cards for control of

660

) Supply and Services.
660-01

Requests for Office Servi
Documents for supplies
by an office.

and Supply Files.
f services required

a. Record Copy.

b. Extra Copy.

661 Supply Purchases.
Purchase organization copy and related
papers.

. 861-20 Supply Requirements Reports.

Reports on supply requirements and
procurement matters 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 units and related

work papers.

662 Supply Requisitions.

Requisitions for supplies and equipment from cancellation of requisitior

current inventory.

DEST upon termination or
completion of action.
GRS 3-4c¢

COFF when superseded or
obsolete.

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

DEST 2 years after discontinuance
OGI’ equipment s transferred from
|

GRS 3- 10b

TRF to official file when action s
completed (File Number 661).
GRS 23 - 3b(2) '

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

COFF on final payment or action.
DEST after 3 years.
GRS 3 - 4a(2)

DEST after
GRS 3 - Sa

DEST after 1 year.
GRS 3-5b

COFF after completion
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File Tite Disposition
Number Description Authority
a. Stockroom copy. DEST after 2 years.
GRS 3-9a
b. All other copies. DEST after 6 months.
GRS 3-9b

664 upply Inventory Control.
Fies containing lists and cards for control of
stodk.
Lis
Cards.
664-10 Report of Survey Files.

‘ Report of survey files\and other papers used
as evidence for adjustment of inventory
records, not otherwise covered in these
records disposition schedules.

665 Equipment Service Files.
Requests for equipment mainte

. services, excluding fiscal copies.

670 Building Maintenance.

670-02 Office Environment.
Documents relating to the modification,
repair, or change of office heating, lighting,
ventilation, cooling, electrical, and plumbing
systems, excluding fiscal copies.

670-03 Office Physical Structure.
Documents relating to painting, partitioning,
repairing or other aspects of maintaining the
office physical structure, excliuding fiscal
copies.

670-04 Office Property Control Files.
Cards, lists, hand receipts,or comparable
documents showing accountable property
charged to the office.

670-05 Keys and / or Locks to an Office.

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

COFF when superseded or
obsolete.

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

DEST 2 years after discontinuance
of item or stock bailance 1s trans-
ferred to a new card or recorded

under a new classification.
GRS 3-10b

DEST 2 years aftar date of survey
action or date of posting
medium.

GRS 3-10c¢

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

DESR 3 months after work 1s
perfoiyned or request canceled
GRS 11>

DEST when superseded or
obsolete or whenproperty s
turned in or disposed of,
whichever is first.
GRS 23-1

DEST 6 months after turn”
key.
GRS 18-17b
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File Title Disposition
Number Description Authority
6X! Building Service Files. DEST 3 months after work is

675-10

675-18

675-50

680

680-01

680-02

680-05

680-10

Requests for building maintenance services,
excluding fiscal copies.

Parking Control Files.
Documents pertaining to issuance of permits
and passes for local parking areas.

ests for Parking Passes Files.

Parking Passes Issued Files.

Visitor Parking Files.

Printing Services Files.
Records relating to the pri

ing, binding,
duplication, and distributio

publications.

Printing Requisitions.
Requests for printing services

a. Record copy.

b. Extra copy.

€. Accounting copy.

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

Printing Services Administrative
Correspondence.
Correspondence files pertaining to the
adminis-tration and operation of the IG
Printing Section.

Printing Services Internal Management Files.

Records relating to the internal management

and operation of the un:t.

performed or request canceled.
GRS 11-5§

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

DEST 3 months after superseded
or obsolete or parking pass is
turned in or cancelled, whichever
is first.

GRS 11-4a0rGRS23-1

DEST 3 months after pass is issued
or request canceied.
GRS11-5

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

DEST after action is taken.

GRS 13-4

DEST after 2 yeaxs.
GRS 13-2

DEST after 2 years.
GRS 13-7

J-8
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File Tide Disposition
Number Description Authority

Printing Project Planning. DEST after 3 years.
Files pertaining to planning and other GRS 13-3b -
ical matters.

680-50 Printing Proje Files. . DEST 1 year after completion of
Job or project rec ontaining all papers  the job.

and data pertaining to ecution of GRS 13- 3a

printing jobs. Includes requisi i :
specifi-cations, and related papers.

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

J-9
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APPENDIX K. SERIES 700 - AUDITING
Index of Major Titles
NuFrivt:ur Tide ~ Page
700 ~ Auditing Program Files. K-2
708 Inquiries and Reports Files. K-2
710 Audit Policy and Procedures Files. K-3
718 Audit Planning Files. K-3
720 Audit Oversight Case Files. K-3
730 IG, DoD Audit Followup Case Files. K-4
73S GAO Report Followup Case Files. K-4
750 Audit Case Files. ' . K-4
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Mo
File  Tide Disposition ©K "Jg é‘c, i
Number Description Authority  '%°
700 Auditing Program Files. Unless otherwise directed, cut off

This series covers records created or maintained case files at the end of the CY
by the IG, DoD in performing auditing duties when completed. ¢
and responsibilities to prevent and reduce waste Qffer permanent records to
and fraud and to improve agency management. NARA wissnsipesrsoid in 10

[ occeem. Looo han 3 cdee M year blocks. cofam moaT racet
P ayldon | B ok f1 on Ka ,.) Disposition rendmg Seesrda anp

A0 g eara
| " e 198095 Ll 2000,
. f Zyears. ’
nnot logically be filed with detailed records GRS 23-2b !

W

b. Documents re
received for information
no action is required.

701 internal IG, DoD Audits.
Reports of audits and surveys that pertainto  resolv
the operation of a mission or function within completion of t
the IG, DoD maintained in the office audited. GRS 23-2b

auditindg thatare  DEST when no longer needed
onwhich GRS 23-2¢

ears after findings are
cted or upon

MTHGRAWN 702 indexes to Audit Case Files. Follow the disposition
A Indexes to audit case files used to loc WX instructions for the case file to
specific documents within the case files or which the index pertains or DEST
used as a reference. when no longer needed.
GRS 23-7b
703 Case Control System Files.

Status and historical information pertaining
10 personnel employed in an active auditing
role within I1G, DoD used for personnel
planning and management of audits.

a. Paper records. DEST when obsolete.
Disposition pending.
(See Privacy Act: CIG-07)

b. Machine records. DEST 2 years after they become
inactive.
Disposition pending.
(See Privacy Act: CIG-07)

708 Inquiries and Reports Files. DEST after 10 years.
Documents created when responding to Disposition pending.
external requests for information pertaining  (See Al 15 1801-12)
to the auditing function. Requests for
information pertaining to the auditing
function that require response from DoD
Components and the Military Services.
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File Tide Dispasition
Number Description Authority
705-10  Congressional Inquiries. ‘o el 0 ém

Responses to Congress concerning on-going G, L

or proposed audits. ) M o1

a. Congressional or public interest or Permanent. Gt off ahom 5'1' J;d
pertaining to substantial policy issues. ' - 7 .

WM, 05 201G, DoD Generated Reports. [ mtovnad Rupeils ] DEST after 10 years.

b. Routine responses.

Reports required by IG, DoD from DoD
agencies or the Military Services.

w7 05-30 [External Reportsj

710

71§

720

[ ot WARC apanoy Y5 e fou éagpans =
Md@o‘mm /Ou-Jﬁ;#.
K-3

Reports generated by GAOQ, Congress, OMB,
or other government agencies.

Audit Policy and Procedures Files.

Records definizg and documenting the
policies required for directing, controlling
and carrying out |G, DoD 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.

DEST after 3 years.
(Dstsposmgn pgndmg.
ee Al 151801-12.1b) _,, o g pin
Moop'-é,;?-s
1980-95 «n
»00F,

ition pending.
“(See A1 15 1801-12.2)

DEST after 10 years.
Disposition pending.
(See A1 15-1801-12.4)

oMy

‘ o# w;‘l—’ g‘%i
Permanent. COFF when -

superseded or obsolete, Tm:eé'ﬂ-”:
( . Aho ) itiomod
$ee-GRS25-.1)
ey wake Al v oy
DEST when no longer needed. “
14+ 4

Disposition pending. :
(See GRS 25 - 1) 1986-85 ..,
20/5%5,

m q

.2
permanent. COFF when ok [ 24

superseded or obsolete. T
Bispesitionpending. 7)o lional

- “un § M

3o o—éa’, i
DEST when no longer needed /9 g¢. g;
Disposition pending. - o, P
(See GRS 25 - 1)

Permanent. Reure to WNRC

Documents which monitor and evaluate DoD when no longer needed,

internal audit, contract audit, and internal
review principles, policies, and procedures.

o ot
-Dispesitionpendmy. 4 7] atis dne.
(See-A+5—1803)

oul .~ Lo wrban
304? a0 p—&/l_e,
198" T m 20113-

b K 740{,5..'444 I—-/;..gq
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IGDM 5015.2
File Tide Disposition
Number Description Authority
730 IG, DoD Audit Followup Case Files.

Documents which monitor and review DoD

Components’ actions on recommendations

made in iG, DoD audit reports.

a. Arbitrations of disputes between auditors DEST after 20 years.

735

740

and management that deal with savings or

efficiencies in DoD operations.

b. Arbitrations which establish a precedent.

[ ocewm . ‘-‘6“"""“"‘&“("""“&""“)

GAO Report Followup Case Files.

Documents which monitor and review DoD

Components’ actions on recommendations

made in GAO audit reponts.

a. Arbitrations of disputes between auditors

and management that deal with savings or

efficiencies in DoD operations.

b. Arbitrations which establish a precedent.

Contract Auditing Case Files.
Case files of contract audit followup activities

by the IG. Consists of reports, correspon-

dence, and supporting work papers.

Audit Case Files.
Case files of audits on DoD agency programs,

operations and procedures, and external

audits conducted on contractors and

grantees. Includes pre-audit planning,
scheduling, and correspondence, dra

final reports, and work papers.

and

Mgnificant or sensitive audit case files.
&

haRoutine audit case files.
«Q
®

:@‘Referenced waorkpapers.

Disposition pending.
(See Al 15 - 1805) K
o
Permanent. Retire to WNRC
when no longer needed. /Z{p
Disposition-pending. P ateonel
(Mw o & _
sseond o 30 oed, 1.
1980 %/985 um 2015,

o

Ry
V“L'“g‘f\

DEST after 20 years.

Disposition pending.

{See Al 15 - 1805) ok M
”

Permanent. Retire to WNRC
when no longer needed. 7.

yes. L5 e 7)
DEST after 6 years and 3 months. < -

Disposition pending.
(See Al 15 - 1805) Ly e ot
<.9. /980 %

0
Je9
Z’nﬁan

Permanent. (or Offer to NARA
after Syears)
Disposition pending.

DEST after 8 years.
Disposition pending.
(See GRS 25 - 4)

Retain with case file.
Disposition pending.
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File Title Disposition
Number Description Authority
d. Unreferenced workpapers. DEST after next audit follow-on
‘ or after 2 years, whichever is
sooner.
Disposition pending.
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APPENDIX L. SERIES 800 - INVESTIGATIONS

Index of Major Titles

Number  Title Page
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-S
830 Investigations Oversight Project Files. . L-S
840 Hotline Referral Files. L-S
850 Criminal Investigations Case files. L-5
860 Discovery of Electronic Surveillance Case Files. L-6

870 Administrative Investigations Case Files. ' L-6
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iG DM 5015.2
File Title Disposition
Number Description Autevon‘ty
800 Investigation Program Files. Unless otherwise directed, cut off

This series covers records created or maintained
by the IG, DoD in performing ¢criminal
investigation duties and responsibilities to
preventillegal activities within DoD.

case files at the end of the CY

when compieted.

32: pe;‘manent records to
A when,l0years old in 10

year blp;ks.&\m

g, s

s 77 2"

Drspositien-pendirr
W -~ . G20 =0 o

2000,

3. Correspondence refating to investigations
t logically be filed with detailed

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

a. DEST after ¢ years.
GRS 23-2b

802

804

Indexes to Investigation Case Files.

Indexes to investigation case files used to
locate specific documents within the case
files or used as a reference.

Evidence Ledgers and Custody Files.

Documents showing the description, receipt,
and disposition of physical property heid as
evidence for use in military or civil court
proceedings. Included are vouchers,
statements of destruction, ledgers, and
related information.

a. Ledger.

b. Custody dacuments.

Informant Files.

Documents related to informants used in the
conduct of investigations. Included are
informant data cards, agent activity
summaries, cross index cards, and related
dacuments.

Follow disposition instructions
for the related case file or DEST
when no longer needed for
reference.

GRS 23-7b

DEST 3 years after all items of
evidence have been disposed of.
Disposition pending.

(See ARMY: 195-5a)

DEST 3 years after final
disposition of evidence.
Disposition pending.
(See ARMY: 195-5a)

DEST 10 years after termination
of informant’s service.
Disposition pending.

(See ARMY: 195-2q)

EST when no longer needed.
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IGDM 5015.2
File Tite Disposition
Number Description Authority
805 Polygraph Examinations. DEST 30 years after the

806

806-20

809

810

815

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 Ammunition.
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 documents
received. '

Investigations Policy and Procedures Files.
Records defining and documenting the
policies requireg for directing, controlfing
and carrying out 1G, DoD investigative
operations.

a. Record copy.

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

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

a. Record copy.

-3

investigation report has been
closed or completed.
Disposition pending.

(See ARMY 195-6a)

DEST 6 months after expiration
of the authorization.
Dispasition pending.

(See Army (TAFFS) 511-04)

DEST after 10 years.
Disposition pending.
(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 5 years but no longer than
20 years.

Disposition pending.

(See ARMY 195-21)
Py AT
g, N M
of y- i T

\/
Permanent. COFF when T Z
su'persgqed or obsoleée. w MR

Brspestionpendmg O ffon B 2K,
SeeGRS251—

( - 5 peans M;

DEST when no longer needed.

Disposition pending.

MMM
o RO 0"‘3"/:""3‘

1980-85 m 2005,

Permanent. COFF when

superseded or obsolete. fwm—ﬁ/‘-

. wARC . Of
(S8e-GRSIS—Y 5 7Koo 7 aleonal
orbom M Necord
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File Tide Disposition
Number ~ Description Authority
b. Other copies, work papers, and DEST when no longer needed.
background material. Disposition pendmg
YSee-GRS25— 1~
818 Liaison and Jurisdictional Agreements. Permanent. 7. o
Documents dealing with liaison matters of Disposition pending. 2 7 Tamal
mutual interest with and render requisite (See AF 124-7 4) 7
assistance to investigative activities and law W M,W_%j'

enforcement. Letters of agreement, status of
forces agreements, and other similar or reconol o /0 m
related records. “am [0 Lt P g

820 Reports and Surveys Files. | 980-90 4n OGO,
Documents created in the course responding ( aee 802)
to external requests for infarmation
pertaining to the investigation function.

Requests for information pertaining to the
investigation function that require response
from DoD Components and Military Services.

820-10 Congressional Inquiries.
Responses to Congress concerning on-going
or proposed investigations.

a. Public interest or pertaining to substantial Permanent.

policy issues. Disposition pending.
‘ (See Al 15 1801-12.1a)
b. Routine responses. DEST after 3 years.

Disposition pending.
(See Al 151801-12 1a)

820-20 IG, DoD Generated Reports. [ L Hemab /Qr-% DEST after 10 yeays.

WITHORANN Reports required by |G, DoD from DoD Disposition pen L]

agencies or the Military Services. (See Al 15 1801- 12.2)

wmiorawe 2030 External Reports. j ST after 10 years.

= Reports generated by or for GAO, FBI, DO spaosition pending.
other government agencies. (See A1 15 1801-12.4) :

822 Fraud/Criminal lmﬁngs DEST after 3 years. /

Reports, correspondence, and related records Disposition pending.
on fraud mission briefings. (See AF 124.7 28) /

/

822-20 Analysis of Criminal Offenses and Trends.
. a | Special studies and reports, summaries, wiTHoRAWR D:spos:t:on pendmg /

charts, graphs and statistical data that
wvoRARE  provide current information on types of
crimes, methods used, reasons, and trends. gq
fo] /'< - )
TJ\MA—&/\» & CU/VR C .

Wzazf,a?/w
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File Title v isposition
Number Description ’ Authority
822-50 Fraud Prevention Surveys. o= r. DEST after 10 years.

information requestedXor the prevention of
fraud in government operations and contract ( ‘

aargements. 0 e S0 Sy W NEAT et =l
825 '

Investigative Reports Files.
Reports submitted and received by |G, DoD
which pertain to specific investigations.

825-10 Report of Investigation (ROI) Files. e 3.
Official Reports of Investigations including  Dispositio

oek 350 any attachments, prepared by IG, DoD or Cee y _{,\,
other DoD, Federal, state, or local official Qtim € z o

investigative activities.

825-20 information Summary Report (ISR) Files. DEST after 2 months.
Unsolicited information of a criminal nature  Disposition pending.
W received by G, DoD concerning personsor  (See Privacy Act C1G-06)
incidents which are of direct interest to other
DoD components or Federal agencies.

825-50 Reciprocal Investigations. _ DEST after 15 years.
Reports, statements, affidavits, Disposition pending.
correspondence, and related records (See AF 124-1 8)

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.

830 Iinvestigations Oversight Project Files. Permanent. Retire to WNRC
Documents which monitor and evaluate DoD when no longer needed for
internal investigations, external (contractor) current operations.

investigations, and internal review principles, Brspesitionpending.
policies, and procedures. (Se@ ALYS—1803) (one goO fa--
840 Hotline Referral Files. / )

Correspondence, preliminary investigations,
and memoranda of telephone conversations
pertaining to complaints received by the |G,

DoD Hotline.

a. Not referred. Includes anonymous or DEST after 1 year.
vague allegations not warranting an Disposition pending.
investigation, (See GRS 25 - 3a)

b. Referred. Matters referred to constituents DEST after 5 years.
or other agencies for handling, and support  Disposition pending.
files providing general information which (See GRS 25 - 3a)
may prove useful in I1G investigations.

850 Criminal Investigations Case Files.


https://penf:l.iA

WITHORAW' a1y replies fro

870

- IGDM 50'15.2
File Tite Dispositi
Number Description Aumt::n
850 Criminal Investigations Case Piles. Case files of

investigations of alleged violations of laws, regulations,
and directives by DoD agency personnel and external
investigations conducted on contractors and grantees.
Includes reports, statements, affidavits, correspondence,
and related records pertaining to specific investigations.

a. Cases begun in 1985 and before.
Permanent. Transfer closed cases to the National Archives
when 30 years old, in 5 year blocks, e.g. 1981 through 1985
in 2015. National Archives staff will have the authority to
select and destroy routine 30 year old cases which lack
enduring value, i.e. are not significant or sensitive.

b. Cases begun in 1986 and after, filed by
Case Category Code under a computer assigned number; and the
electronic index used to retrieve ‘the cases. Disposition
not authorized.

Discovery of Electronic Surveil
Qriginal and su

Components and OSO Dasposc

motions for discovery of

ic surveillance. :

Administrative Investigations Case Files. OEST after 10 years.
Complaint filesainquiries, replies, comments, Disposition pending.
iments relating to W

%WM
W

Case Files. mmm. TRF tg WNRC 2 years
equests from DO) er project | mpleted. ,
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INSPECTIONS
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APPENDIX M. SERIES 900 - INSPECTIONS

Indexof Major Titles

NuFrirltzer Title Page
900 inspections Program Files. ‘ M-2
90S IG Inquiries. M-2
910 Iinspections Policy and Procedures Files. M-2
920 Inspections Planning Files. M-3
930 inspection Procedures and Administration. M-3
940 inspections Review and Analysis. M-4
950 Inspections Case Files. ' M-4

M-I



- IGDM 5015.2
File Tide Disposition
Number Description Authority

900 Inspections Program Files. _ Unless otherwise directed, cut off
This series covers records relating to planning at the end of the CY.
and conducting |G inspections, inquiries, and Qffer permanent records to
surveys to prevent and reduce waste and NARA when 10 years oid in 10-
fraud. year blocks.

{5ee GRS25) ]
a. Correspondence relating to the IG a. DEST after 2 years.
mepections function that cannot logically be
fileg with detailed records listed below.
b. Documens+elating to the IG inspections  b. DEST when no longer needed.
function that are received for information LGRS
only and on which no at%nn is required.
901 Internal Office Inspections and Surveys DEST after 1 year or after next
‘ Documents relating t%%&tmns anius survey or inspection.

. J\;}"Q surveys of internal I1G, DoD operationsana  -GRS23—=1T
procedures.

902 Indexes to Inspections Case Files. Follow dmmpsition instructions
Indexes to case files used to locate specific for the relate<ase file or DEST
documents within the case filesorused asa  when nolonger néeded for
reference. reference.

e

905 IG Inquiries. | ' wesT ane; {2 yzars.
Complaint files, inquiries, replies, comments, Disposition pending.
and related documents relating to the iG (See Al 15 1801-12.2)
inspections function but not appropriate for
filing with inspections case files.

910 Inspections Policy and Procedures Files.

Reports defining and documenting the
policies and procedures required for
directing, controlling, and carrying out
inspection program operations.

a. Record copy. Permanent. COFF when
superseded or obsolete.
| (See-GRS-25—3a)
b. Other copies, workpapers, and DEST when no longer needed for
background matenal. current operations or reference.

Dssposition pending.
(See GRS 25 - 1b,¢)

‘ RIp T WR C . Transhs
T AL S e
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File Title ) Disposition
Number Description Authority
920 Inspections Planning Files.

Documents on planning and developing
inspections schedules and procedures that
pertain to the scheduled inspections.

o

Review annually.

relatmg to the universe ofDoD  DEST when no longer needed for
organizations ities that are subject  reference or when obsolete or

to IG inspection coverage. ed for superseded.

reference and research in developing ¢G .
plans and establishing long-range inspections

schedules. .
920-20 Inspections Schedules.
Documents accumulated in planning and M
preparing long range inspection schedules. ,J"
Includes announcements, approvals, requests ?m * . 0
for changes, and related papers. T ’7\33//”
a. Record copy. Permanent. COFF when
superseded or obsolete.
-Dispesitionpending, W Z
-(-See-GR~$.2$-4a-)- o
b. Other copies, workpapers, and DEST when no Ionger needed for
background material. current operations or reference.
(See-GRS-25—Ho,e) '
920-30 Mandatory / Special Interest Items for DEST after 10 years.
Inspection. Disposition Pending.

Documents accumulated in processing
requests for certain items to be inquired into

at all inspections in a certain functional area , :TM -
or at certain types of activities. B oed , s, q -
Inspection Procedures and Administration. /980- 85 em X0/0,

Documents relating to general, day-to-day
inistrative procedures and processes of
planihi reparing for, and conducting

individual

930-10 Inspection Concept Deve ent.
Documents which define thémdy;
scope of an inspection. Includes
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
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File Tite Disposition
Number Description Authority

Approved concept.

b. Disapproved concept.

TRF to File Number 950
(Inspections Case Files) when the
inspections team is established
and operational. -

ber 920 -
(Inspections Univ »

10

930-20 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 related gapoﬁ. !

rocedures +

InspectionsReview and Analysis.
Documents created in the process of eval-
uating the outcome and impact of an IG
inspection. May include surveys conducted of
previously inspected areas, recommendations
for adding or removing items from consider-
ation for inspection, recommendations for
improving the quality of the inspections
process.

940

950 Inspections Case Files.

Documents accumulated from inspections
conducted by IG, DoD. Includes inspection
reports and related work papers pertaining
to general and special inspections.

( lenn thon /o“.c.,c)f.«-u

meam.

M-4

DEST 2 years after Inspections
Reportis completed.
Disposition pending.

(See GRS 23 -1)

COFF on completion of the
project. O “rord ‘
DEST after&'years. M-
Disposition pending.  1-3/-%9
(See Al 15 201-09)

Permanent. COFF on completion
of the Inspections Report. Retire
to WNRC after the third
inspection.  (—see
Disposition pending.

oo

matrudiomo)





