
Request for Records DIsposition Authority Leave Blank (NARA use only) 
(See Instructions on reverse) 

PCb Number .Ill I - .s 6 T - I 0 - l 0 

To National Archives and Records Administration (NIR) Date Received 

8601 Adelphi Road, College Park, MD 20740-6001 

1 From (Agency or establishment) Notification to Agency 
In accordance with the provrsrons of 44,_~~_I_mrl"!~ratl~~_~~Cu~!o_m~_~~_!~!~.:_~~~~_~'y_~1CE) _ 
USC 3303a, the disposition request,

2 Major Subdivision including amendments, IS approved except
Management and Administration for Items that may be marked "disposition 

3 Minor Subdivrsron not approved" or "withdrawn" In column 10 

Human Capital 

4 Name of Person with whom to confer 5 Telephone (Include area code) -iDate rnted States 
Joseph M Gerhart (202) 732-6337 I 

6 Agency Certification 

I hereby certify that I am authorized to act for trus agency In the matters pertaining to the drsposinon of ItS records and that the records proposed 
for disposal on the attached page(s) are not needed for the busmess of trus agency or will not be needed after the retention periods 
specrned, and that written concurrence from the General Accounting Office, under the provrsions of Title 8 of the GAO Manuel for GUidance of 
Federal AgenCies, 

D IS not required. D IS attached, or D has been requested 

Title 

Chief, Records 
-

Management Branch 
-

9 GRS OR 1 Action 
8 Descnption of Item and Proposed drsposttron Superseded taken (NARA 

Job Citation Use Onl 

See attached sheet( s) for 
1 

Hiring Tracking System (HITS) 

115-109 NSN 7540-00-634-4064 Page 1 of 1 Standard Form 115 (REV 3-91) 
Previous Edition not Usable Prescribed by NARA 36 CFR 1228 



U.S. Department of Homeland Security
 

Headquarters Systems Schedules
 

Immigration and Customs Enforcement (ICE) 

Hiring Tracking System (HITS) 

The HIring Tracking System (HITS) IS utilized to create, store, manage and track U S Immigration and Customs Enforcement (ICE), Office of 
Human Capital (OHC) records pertaining to vacant positions at the agency and the hiring of selectees as they progress through the hiring process 
for those positions The data maintained In HITS allows ICE to efficrently track the progress of ItS hiring actions and to ensure that persons selected 
for vacant positions are suitable for those Jobs by successfully completing evaluations and training that are prerequisrtes for those positions HITS 
tracks ICE position vacancies from the time they are created through a candidate's selection and enter-on-duty (EOD) HITS contains data that IS 
automatically updated by interfacing With other electronic systems and data that IS manually entered by Hiring Center personnel 
...- - - - ---- - - - - - --- - - - - - - ---- - - - - ---- --- --- - --- - - - - - - - - - - - - --- -- - - - - - - - . - - - - ._-- - - - --
1. Hiring Tracking System (HITS) 

A. Master File/Data 

( 1) Selectee Data 
Disposition'

Information about individuals who are selected by the ICE hiring 
a Selectees who complete the hiring process officials for vacant positions as well as selectees that declined 
TEMPORARY Cutoff upon Entry-On-Duty Destroy/deletethe position or did not complete the hiring process successfully 
two (2) years after cutoff Selectee data Includes date selected, selection grade, selectee
 

name, social security number, Oral Board Interview scheduled
 
b Selectees who DO NOT complete the hiring process date and results, fitness and medical track (Initiation date, follow-
TEMPORARY Cutoff thirty (30) days after notification ISup date If necessary and the cleared dates for each of the two 
received that the employee Will not Enter-On-Duty tracks), drug test (requested date and drug test completed date), 
Destroy/delete two (2) years after cutoff and background security dates of record (date the security forms
 

were sent to the selectee and date the forms were received by
 
ICE Hiring Center personnel, the date the fingerprint cards were
 
received by ICE personnel, the date the security investigation
 
was initiated and the date the security investigation was cleared)
 

( 2) Pesltlefl afld Vaeafley Annoll11celilelit Data 
Disposition: GRS 01, Item 33(f) 

IflfeFRlatleA aeel=Jt the ¥acaAcy aAAel=JACeRleAt IACIl=JSIA§the sate 
.EMPOR/\RY Cutoff at end of fiscal year announcell lei It itillen the announeeA'lent epenee, 'Nhen It elesee, the position 
eloses Destroy/delete twe (2) years after CI Itofftitle, the position location, snd tRe applicable pay gmdes 
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u.s. Department of Homeland Security 

Headquarters Systems Schedules 

Immigration and Customs Enforcement (ICE) 

{ J) Use, Audit Logs DIsposition: GRS 20, Item 01(c) 
logs created to assist system ae!mlAistrators facIlitate the TEMPORARY Destroy/delete when the agency determines reconstrl:Jctlon of events If Gompromlse or maltl Inetlon oeel Irs or 

they are no longCf needed for adn "ntstratl've, legal, audit, or 
IS suspeGted .ether operational pl:Jrposes 

c. Output 

( 1) Standard Reports 

-A-vaftety of preformatted-HITS reports can be genef3teEl--by 
.i.lsers as need.ed-or r~qUtred The report GategG1=leS-aloog-wlth 
~Ai:Jffiber-ef-reports available to HITS users are 

• Detailed SF 52 Report~ 0, there are seven repoFts available 
whlGh show detallee! hlFing activities for a location 

• Detailed "aGant/Selectee Statl:Js Reports nlAe reports are 
.available to users to report all 'vacant P051tl01l5al01l9 WILli 
selections that have been made 

• Detailed Selectee Reports wo reports list all I "ring Ieeol ds 
.wIth seleGtlons reGorded 

\ I "ring Status Staffing Level Reports thls--eategory-melt1des 
-eight reports that contain data regardlAg the al:JthoFized, 
-established, on board and vaGant position 
le'velsJcountsJpereentages by occupation, location that are 
speCifiC to POSitions, occupations, ane! oCGl:JJ')atlonalgroups 

eliscrepaFlcles betvveeFlthe Table of OrgaFlizatloFl POSltlOFl 
System (TOPS)'Natlonal Finance Center (NEG) data and 
betvveen TOPS and HITS 

Disposition (Media Neutral): GRS 20, Item 16 

~PORARY Destroy wilen tM agency determines that they 
~RG-IGAQ~eG9G_fGr-ad-rr:Hn.tStratlve,le§al, al:Jdlt,OFother 
()peratlonal pl:JFposes,-p~ntot:J.ts-€lo-n0t-eeAtaln 
~ubstantlve Information, such as substantlve-8nnotattens;--ti=lat 
'IS not Included In the eteetrerne-reeords 

- - - ----- --_.----------------
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u.s. Department of Homeland Security 

Headquarters Systems Schedules 

Immigration and Customs Enforcement (ICE) 

• Vacancy Annmmcement Repgrts SIXd8tal18d I=8pQlts 
a¥allable 'A'hlch detail vacancy announcement data 

• ~tatlstlcal Reports this category Includes three reports that 
gwen statn;tlcs on recn,IItment. 

• ApplleaAt Reports tRree reports are available which list 
various applicant data 

• -Equal Employfl9CAt OPPOrtUAlty(EEO) Reports 01 Ie report IS 
aViilllable to EEO blsers which lists selections made for a given 
selectlAg offiCial 

• Download Repol ts tvvo-downloads-are-avatlab1e-to-tlser-s-
They are able to dovmload RIFIngdata Into text flles-wt=H~h-are 
Imported Into Excel for ad hoc reporting. 
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