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U.S. Department	 of Homeland Security 

Headquarters Records Schedules 

Intelligence and Analysis, Office of 

To fulfill the responsibilities and functions listed on the Homeland Secunty Act of 2002, the mission of the Office of Intelligence & Analysis (I&A) IS 
to provide homeland secunty intelligence to the Secretary, other government officials, and our State, Local, and Pnvate Sector partners I&A IS a 
member of the Intelligence Community, and ensures that any information related to protecting the homeland IS collected, processed, analyzed and 
disseminated to the full spectrum of domestic customers I&A provides threat warning, term/estimative, and alternative analysis It also provides 
intelligence support to Infrastructure Protection studies I&A works closely with DHS Component Intelligence organizations to ensure non-traditional 
streams of domestic information are fused with traditional sources of Information from other members of the Intelligence Community to give a 
complete picture of potential threats to the nation 

Unless otherwise noted, all disposition instructions are media neutral; they apply regardless of the media or format of the records. 

1 Declassification Request Files Disposition: 
Include request forms, copies of email messages, TEMPORARY Cut off at end of calendar year 
source documents, and responses indicating outcome of request Destroy or delete 10 years after cutoff 
Declassification requests are received electronically or hard copy and 
are authonzed by the onqmatmq law enforcement agency Requests 
are maintained electronically and hard copy and may be used for 
bnefmqs 
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u.s. Department of Homeland Security 

Headquarters Records Schedules 

2 Dissemination Files and Lists Disposition: 
Dissemination files contain finished and current intelligence report TEMPORARY Cut off at end of calendar year 
Information distributed to support the Intelligence Community, Destroy or delete 2 years after cutoff 
DHS Components and Federal, State, Local, Tribal and Foreign 
Governments Dissemination lists contain contact Information for 
the distribution of finished and current intelligence reports, 

3 Raw Reporting Files Disposition: 
Include information Reports that contain raw, unevaluated intelligence on TEMPORARY Cut off at end of calendar year 

.' 
threat reporting originating from operational data (such as Homeland 

Intelligence Reports) and supporting documentation distributed via 
Destroy or delete 30 years after cutoff 

email and/or web based posting to support the Intelligence 
Community, DHS Components, the Private Sector and Federal, State, 
Local, Tribal and Foreign Governments 

4 Finished Intelligence Case Files Disposition: 
Include, but IS not limited to, finished intelligence and associated PERMANENT Cut off at end of calendar year In which 

background material for products such as Warning Products case IS closed Transfer to the National Archives 
Identifying Imminent homeland security threats, Assessments 20 years after cutoff 
providing intelligence analysis on specific tOPICS,Executive Products 
providmq intelligence reporting to DHS senior leadership, Intelligence 
Summaries about current intelligence events, and Periodic Reports 
containing intelligence awareness information for a specrnc region, 
seetor, or area of Interest 

Currently, the offrcral recordkeepmq versions of these files are 
maintained on paper 
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U.S. Department	 of Homeland Security 

Headquarters Records Schedules 

5 Requests for Information (RFI) I Data Calls Disposition: 
Requests for Information routinely received from DHS Components, TEMPORARY. Cut off at end of calendar year 
the Private Sector, and Federal, State, and Local law enforcement agencies Destroy or delete 10 years after cutoff 
Requests and responses are assigned an RFI number and catalogued 
for tracking purposes Requests, research, 
responses and supporting documentation are maintained and 
disseminated electronically and additionally printed to hard copy and 
filed by FY and RFI number Includes RFI data In any electronic 
information system (e g , Pantheon) 

6 Situation Awareness Reports Disposition: 
Provide information on significant incidents/events regarding TEMPORARY Cut off at end of calendar year 
emerging or potential incidents 'llith possible operational Destroy or delete 6 years after cutoff 
consequences The reports are compiled dally from submitted to I&A 
Management 

* Item 6 is struck-through because It Will be covered by a department-wide schedule (N 1-563-08-3) 

7 Workflow Tracking Systems Disposition: 
Contain Information pertinent to tracking and maintaining production status TEMPORARY Cut off at end of calendar year 

Destroy or delete 2 years after Gutoff. 
* Item 7 IS struck-through because It IS covered by GRS 23 Item 8 
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