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FEDERAL BUREAU OF PRISONS
CENTRAL OFFICE / PROGRAM REVIEW DIVISION

1. Internal Audit Case Files.
Case files of internal audits of Bureau programs, operations, and procedures, containing audit
reports, correspondence, memoranda, and supporting working papers.

Disposition: Temporary. Cutoff at the end of each fiscal year Destroy five years after cutoff
date.

2. Electronic mail and word processing records.

Electronic copies of records that are created on electronic mail and word processing systems and
used solely to generate a recordkeeping copy of the records covered by this item. Also includes
electronic copies of records created on electronic mail and word processing systems that are
maintained for updating, revision, or dissemination.

a. Copies of records covered by item 1 that have no further administrative value after the
first recordkeeping copy 1s made. Includes copies maintained by individuals 1n personal files,
personal electronic mail directories, or other personal directories on hard disk or network drives.
and copies on shared network drives that are used only to produce the recordkeeping copy.

Disposition: Temporary. Destroy/ delete within 180 days after the recordkeeping copy has been
produced.

b. Copies used for dissemination, revision, or updating that are maintained n addition to
the recordkeeping copy..

Disposition: Temporary. Destroy/ delete when dissemination, revision, or updating is
completed.



