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REQUEST FOR RECORDS DISPOSITION AUTI-IORITY 
1 

(See Instructions on.rev f!Jrse) 

To: NATION4\L ARCHIVES and RECORDS ADMINISTRATION (NIR) 
WASHINGTON, DC 20408 .~ . . . .. , . 

1 . FROM (Agency or establishment) 

Federal Emergenc 
2. MAJOR SUBDIVISION 

Offic~ of Insp~cror 9eneral 
3. MINOR SUBDIVISION, 

4. NAME OF PERSON WITH WHOM TO CONFER 5. TELEPHONE 

Tammy Schartel (202) 646-2641 

6. AGENCY CERTIFICATION . 

LEAVE BLANK NARA use onl 
JOB NUMBER / oo.../

NI -'3/ ~tl lO 
DATE RECEIVEDl""'.7 . /, C, 

· · . . ( .dJtJ ;9 1 
NOTIFICATION TO AGENCY 

In accordance with the provisions of 44 
U.S .C. 3303a the dis:~os i tio n r equest, 
incl~ding amendments~ is appro"'.ed ~~c7pt 
for Items that mar be ·marked "d1spos1hon 
not approved" or ' withdrawn" in cofumn 10. 

DATE IVIST OFT E 

Il-~--q9 · · ,, 

I hereby .certify that I am aµthorized to act for this agency in matters pertaining to . disposition of its records 
and that the records proposeq. for disposal on the attached __·4_· page(s) are not now needed for the business 
of this .agency or will not be heeded after the. retention periods specified; and that written concurre·nce from 
the General Ac~ounting Office, under the provisions of Title 8 of the GAO Manual for Guidance of Federal 
Agencies, 

[:!} is not required; 0 ·is attached; or D has been requested. 

Chief, 
Records 

7. 
ITEM 
NO. 

EM AND PROPOSED DISPOSITION 

Change · FEMA Manual 5400.1 (old 5400 . 4) to . include 
the · attachedcategories for disposition of OIG 
investigative arid audit 6ase files~ to now include 
categories for significant cases and repo~ts, word 
processing, and electronic mail records . 

' t .. 

Robert S . 
Associate General 
Office of Ge~eral 

Records Management Branch 

0 
~ George ' J. Opfer _ Inspe~tor fen,Fal 

. J 
,,.• 

Officer . 

9. GRS OR 
SUPERSEDED 
JOB CITATION 

• , : I 

10. ACTIO N 
TAKEN(NARA 

USE ONLY) 

/ ✓ 

115-109 NSN 7540-00-634-4064 STANDARD FORM 115 (REV. 3 -91} 
PREVIOUS EDITION NOT USABLE Prescribed by NARA 

36 CFR 1228 
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FEMA Manual 5400 1 March 31 , 1999 
' ... 

6-3 Audits and Jnvestigations (AUD} 

Tins schedule covers the two ma.JOI sen.es of mvestlgattve, audit, and related records created or mamtamed by the Office of Inspector General and 
documents relatmg to 0MB Crrcular A-123 and other regulations to curb fraud, waste, and abuse 

FILE AUTHORIZED NARA 
NUMBER DESCRIPTION OF RECORDS DISPOSffiON AUTHORITY r 
AUD-1 lnvesttganve Case Ftles Case files developed dunng 

1Dvest1gat10ns of known or alleged fraud and abuse, and 
rrregulanties and vtolations of laws and regulations, (For disposition 1DStructions, see 
EXCLUDING those that result ID national media attent10n, sulK:ategones AUD-1-1 and AUD-1-2) 
Congressional 1Dvest1gat1on, or substantlve changes ID agency 
pohcy or procedure Cases related to FEMA personnel and 
programs and operations achrurustered or financed by FEMA, 
1Dcludlng contractors and others havmg a relationshlp with 
FEMA Tins mcludes 1Dvest1gative files relatmg to employee 
and hothne complamts, and other IlllScellaneous complamt files 
Ftles constst of mvestigattve reports and related documents, such 
as correspondence, notes, attachments, and worlong papers 

AUD-1-1 Ftles contauung mformatton or allegations which are of an Destroy when 5 years old PENDING ()
1Dvest1gative natllre but do not relate to a specrlic 1DVestlgation FROM NARA 
They mclude anonymous vague alleganons not warranttng an 
IDVestlgation, matters referred to constituents or other agencies 
for handhng, and support files provtdmg general mformatlon 
which may prove useful ID Inspector General 1Dvest1gat1ons 

AUD-1-2 All other 1Dvest1gative case files except those that are unusually Place ID mactive files when case ts PENDING 
signrlicant for documentmg maJor v10lat1ons of c1lllllifal law or closed Cut off mactive file at end of FROM NARA 
ethical standards by agency officials or others fiscal year , Destroy 10 years after 

cutoff 
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AUD-1-4-1 

AUD-1-4-2 Copies used for dISsemmatton, rev1S1on, or updating that are 
mamtamed m addition to 

FEMA Manual 5400 1 March 31, 1999 , 
" 

FILE AUTHORIZED NARA 
NUMBER DESCRIPTION OF RECORDS DISPOSffiON AUTHORITY 

Destroy/delete when dISsemmatlon, 
g IS completed 

AUD-1-3 S1gmficant mvest1gat1ve case files lnvestigative case files that 
mvolve allegations made agamst semor agency officials, attract 
s1gmfi.cant attention m the media, either at local or national 
level, attract congressional attention, result m substantive 
changes m agency policies and procedures, or are cited m the 
OIG's penodlc reports to Congress 

AUD-1-4 Electromc Mall and Word Processmg System Copies of 
lnvesttgattve Case FIies Electromc copies of records that 
created on electromc mall and word process~~:m:1ms and used 
solely to generate a recordkeet!lll.!H!C7PY of the records covered 
by the other items sc edule item Also mcludes 
el pies of records created on electroruc mall and work 
processing systems that are mamtam.ed for updating, revISion, or 
dlssemmatlon 

PERMANENT Cut off file when case PENDING 
1s closed Retire to FRC 5 years after FROM NARA 
cutoff Transfer to the National 
Archives 20 years after cutoff ( ) 

PENDING 

p 
FROM NARA 

~jlyjob/ltem number 
~:;, fa, \J I ¼-{M 0 20 

CDA-'+- CJQs-a.oH,- 001 b -oooi.) 
Data (MMIDD/YVVY) 
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FILE AUTHORIZED NARA 
NUMBER DESCRIPTION OF RECORDS DISPOSffiON AUTHORITY 

AUD-2 

AUD-2-1 

AUD-2-2 

AUD-2-3 

ecords created on electromc matl and work processmg systems 
that are mamtamed for updating, reVIsion, or d1Ssennnatlon 

AUD-2-3-1 

Audit Case FIies 

Working papers files of mternal and external audits of FEMA 
programs, operations, and procedures, and of external audits of 
contractors and grantees, contauung audit reports, 
correspondence, memoranda, and supporting worlong papers 

Fmal reports of mternal and external audits of FEMA programs, 
operations, and procedures 

Electromc Matl and Word Processmg System Comes of Audit 
Case FIies Electromc copies of records that are er 
electromc matl and word processmu~ilffllr'fiiil used solely to 
generate a recordk:eei;!lll,l!-«,PY o the records covered by the 
other it=......,rr'Tli11~ schedule Also mcludes electromc copies of 

Copies that have no further adnumstrauve value after the 
recordkeepmg copy IS made Includes copies mamtamed by 
mdlVIduals m personal files, personal electromc 
or other personal s or network drives, 

pies on shared network dnves that are used only to 
produce the recordkeepmg copy 
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CUt off at end of fiscal year m which PENDING 
audit report IS -tsmee- Destroy 8 years FROM NARA 
after cutoff <-to:.~cl ~,,.. (e l:i- l,r:, e ,,.,,c...,/ 0 

p-v <,/~/.-.. ....... .j 

PERMANENT CUt off at th~=~f PENDINGCtG,f
f1Scal year m which report IS FROM NARA 
Retue to the PRC 2 years after cutoff 
Transfer to National Archives 20 years 
after cutoff 

/ ' 

G 
Destroy/delete withm 180 days after the PE 
recordk FROM NARA 

~~~'~2-0 
(OA!+-&-es.- a.Dlb-DDlb- OC02) 
Dale~ 

~-nm.:mtte<, Z'8 , DLl4 aon 
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FILE AUTHORIZED NARA 
NUMBER DESCRIPTION OF RECORDS DISPOSffiON AUTHORITY 

AUD-2-3-2 Copies used for d1ssemmat10n, rev1S1on, or updatmg that are Destr PENDING 
1Dllllltallled m addition to the r ept rev1S1on, or updatmg JS completed FROMNARA -

( ) 
SllfllllPjledbyjDb/llllm number 

b1l5 .S.I.,, t-eM bZD 
(D00-6§: ~ .;t01b-bDIb-DC02-) 
Dale (MMIDDfVYYY) 

c,-,25:.lfi{\)fW\1 \le.\ l'B I uv I¼ ~f, 
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