
JOB NUMBER 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

oh5-0~-d-~ 
To:	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION Date received 

8601 ADELPHI ROAD COLLEGE PARK, MD 20740-6001 
FROM (Agency or establishment) 

NOTIFICATION TO AGENCY 

DEPARTMENT OF JUSTICE 

2 MAJOR SUBDIVISION 
In accordance With the provrsrons of 44 USC 3303a, the 
disposition request, including amendments, IS approved 

FEDERAL BUREAU OF INVESTIGATION except for Items that may be marked "disposition not 
1-- -- -IN-O-R-S-U-B-D-IV-I-S-IO-N---------------------t approved" or "withdrawn" In column 10

3 M

HUMAN	 RESOURCES DIVISION 

4. NAME	 OF PERSON WITH WHOM TO CONFER 5 TELEPHONE NUMBER DATE ARCHIVIST OF THE UNITED STATES 

,.. t,/',,{l 
Teresa	 C. Sharkey, CRM 202-324-1613 

6 AGENCY CERTIFICATION 
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the 
records proposed for disposal on the attached _3_ page(s) are not needed now for the business for this agency or will not be 
needed after the retention pen ods specified, and that written concurrence from the General Accounting Office, under the 
previsions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

rgJ is not required D IS attached; or D has been requested. 

DATE 

8 ASSISTANT 

TITLE 

DIRECTOR 

7 ITEM 
NO 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
9 GRS OR 

SUPERSEDED JOB 
CITATION 

10 ACTION TAKEN 
(NARA USE ONLY) 

Human	 Resources Records 

The attached provides disposmon instructions for various human 
resources records series, which are filed In Classttlcatron 67Q 
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7 ITEM 
NO 

8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 
9 GRS OR 

SUPERSEDED JOB 
CITATION 

10 ACTION TAKEN 
(NARA USE ONLY) 

1. Supervisory Special Agent (SSA) Staffing Initiative 
Program and Projects 

The FBI has Implemented a long-term headquarters staffing 
Initiative program and vanous short-term staffing Initiative 
projects to enhance the career development of Supervisory 
Special Agent (SSA) personnel Records Include, but are not 
limited to, letters to special agents, frequently asked questions 
(FAQs) about the program or project, agreements with program 
and project participants and supporting documentation, 
feedback, spreadsheets, and other documentation related to 
program and project participation 

Policy records are not Included In this senes 

File Cut-Off upon the end of a program or upon project closure 

DISPOSITION Delete/Destroy 
after final adjudication of related 

10 years after the file cut-off 
litigation, whichever IS later 

or 

2. Supervisory Special Agent (SSA) Term Limit Programs 

The FBI has Implemented term-limit programs for Supervisory 
Special Agent (SSA) personnel Records Include, but are not 
limited to, letters to agents, spreadsheets and information on 
program partrctpants, electronic commumcatrons (ECs) between 
headquarters and field offices regarding decrsions, waiver 
requests, and extensions 

Policy records are not Included In thrs senes 

File Cut-Off upon the end of a program 

DISPOSITION Delete/Destroy 10 years after the file cut-off or 
after final adjudication of related litigation, whichever IS later 

3. Position Management - Special Projects 

Records related to human resources advrsory services 
participation In special projects and collaborative tasks 
external agencies 

and 
with 

File Cut-Off upon project closure 

DISPOSITION Delete/Destroy 5 years after the file cut-off 
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9 GRS OR 7 ITEM I	 10 ACTION TAKEN8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOBNO I	 (NARA USE ONLY) 
I	 CITATION 

4. Special Agent Insurance Programs 

These records relate to special Insurance programs that were
 
developed specifically for the beneficianes of martyred FBI
 
special agents The Special Agent Insurance Fund (SAIF)
 
and the Charles Ross Insurance Fund were established for
 
the beneficianes of FBI special agents, who are killed in the
 
line of duty. The Charles Ross Insurance Fund IS
 
automatically payable to beneflcranes of any FBI special
 
agent killed In the line of duty and IS based entirely on funding
 
from Interest accruals, whereas the SAIF ISpayable only to
 
the beneficranes of agents who are members in SAIF and
 
funding comes from Interest accruals In addition to member
 
assessments Similar Insurance programs may also be
 
covered by this drsposmon authority
 

a. History & Policy Records
 

I These records Include information on fund hrstory,
 
bylaws, procedures, and Board of Governor information.
 

I File Cut-Off at the end of the calendar year
 ,
 
DISPOSITION Delete/Destroy when superseded, obsolete,
 
or when no longer of administrative value to the Board or
 
members, whichever IS later. 

b.	 Membership Records
 

These records Include membership information
 

File Cut-Off at the end of the calendar year
 

DISPOSITION Delete/Destroy when superseded or when
 
no longer of value to the Board, whichever ISlater 

c.	 Banking Records 

These records Include, but are not limited to, month Iy
 
bank account statements, reconciliations, copies of
 
checks, and deposit slips
 • 
File Cut-Off at the end of the calendar year
 
DISPOSITION DeletelDestroy 3 years after applicable
 
audits and inspections have been completed
 

d.	 Tax Records 

These records Include tax forms and tax-related
 
information
 

File Cut-Off at the end of the calendar year
 
DISPOSITION DeletelDestroy 7 years after file cut-off or
 
when no longer required for an audit or mspecnon,
 
whichever IS later
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e.	 Board Meeting Records 

These records Include governing board and membership
 
meeting minutes
 

File Cut-Off at the end of the calendar year
 
DISPOSITION DeletelDestroy 3 years after file cut-off
 

f.	 Correspondence Records
 

File Cut-Off at the end of the calendar year
 

DISPOSITION Delete/Destroy 3 years after file cut-off
 
I 

I 
I 
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