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To National Archives and Records Administration (NIR)

8601 Adelphi Road, College

Park, MD 20740-6001

Date Received

7/27’//0

1 From (Agency or estabishment)

U S Immigration and Customs E’l‘f?.@ﬁﬁlﬁ(‘tﬁ!§'.9@

2 Major Subdivision
Management and Administ

ration

3 Minor Subdivision
Human Capttal

S —— USC 3303a,

Notification to Agency

In accordance with the provisions of 44
the disposition request,
including amendments, I1s approved except
for items that may be marked “disposition
not approved” or “withdrawn” in column 10

4 Name of Person with whom to co
Joseph M Gerhart

nfer 5 Telephone (include area code) Date

(202) 732-6337 ‘%97(,- >

1 Frchlvzt Kﬁymted States

6 Agency Certification

1 hereby certify that | am authorized to act for this agency in the matters pertaining to the disposition of its records and that the records proposed
page(s) are not 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, under the provisions of Title 8 of the GAO Manuel for Guidance of

for disposal on the attached

Federal Agencies,

[J s not required,

O s attached, or [J has been requested

Date (mm/dd/yyyy)
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M 5«4 Chief, Records Management Branch ﬂﬁ pq Za/p
/ 9 GRS OR 77 1d Action
em 8 Description of item and Proposed disposition Superseded taken (NARA
mber Job Citation Use Only)
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U.S. Department of Homeland Security
Headquarters Systems Schedules

Immigration and Customs Enforcement (ICE)

Hiring Tracking System (HITS)

The Hirnng 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 efficiently 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 prerequisites 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 i1s

A. Master File/Data

(1) selectee Data

Information about individuails who are selected by the ICE hiring
officials for vacant positions as well as selectees that declined
the position or did not complete the hiring process successfully
Selectee data includes date selected, selection grade, selectee
name, social security number, Oral Board interview scheduled
date and results, fitness and medical track (initiation date, follow-
up date If necessary and the cleared dates for each of the two
tracks), drug test (requested date and drug test completed date),
and background secunty dates of record (date the security forms
were sent to the selectee and date the forms were received by
ICE Hinng 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)

Disposition®
a Selectees who complete the hiring process

TEMPORARY Cutoff upon Entry-On-Duty Destroy/delete
two (2) years after cutoff

b Selectees who DO NOT complete the hiring process
TEMPORARY Cutoff thirty (30) days after notification 1s
received that the employee will not Enter-On-Duty
Destroy/delete two (2) years after cutoff

Disposition: GRS 01, item 33(f)

H+EMRORARY—Gutettatend-of-fiscat-year-announcement
closes—Destroy/delete-two-(2}-years-after cutoff
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C. Output

(-+)—Standard-Reports
=~A-variety-of-preformatied-HITFS-repors-can-be-generated-by
4isers as-needed-orrequired—The repor-categones-along-with
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Disposition: GRS 20, item 01(c)

Disposition (Media Neutral): GRS 20, item 16
PEMPORARY Destroy when the agency determines that they
a@re-no-longernecded-for-admimstrativelegal-audi-orother

eperational-purposes—provided-the-prntouts-do-not-contain
substantive-tnformation-such-as-substantive-annetations-that

1srotinctuded-n-the—etectrontecrecords
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* Downtoad-Reports=two-downloads-are-avattable-to-tusers-
They-are-able-te-download-hiring-datanto-text-fles-which-are
Imported-into-Excelfor-ad-hocreporting
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