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REQUEST FOR RECORDS DISPOSITION AUTHORITY JOB NUMBER 
(See Instructions on reverse)	 7J /- oS ~ - (')..2 - «s: 

TO	 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED


WASHINGTON DC 20408 r : 30-;?OCJ2
 
1. FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

Department of the Treasury Inaccordance WIth the provisions of 44 
2. MAJOR SUBDIVISION U.S C 3303a the disposition request,
 
Office of General Counsel including amendments, IS approved except
 

3. MINOR SUBDIVISION for Items that may be marked "disposition not
 
approved" or "WIthdrawn" in column 10
Office of General Counsel 

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

WITHOr:Alfiti 5/ S/~ lSteve Millme/V eromca Marco	 622-1889 

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 __ page(s) are not now 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 Manual for Guidance of Federal
Agencies, 

~ is not required; '=l is attached; or o has been requested. 
DATE	 TITLE 

Chref Records Management Branch and Departmental 08/26/2002 
Records Officer 

7.	 9. GRSOR 10. ACTION 
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN(NA~
NO. JOB CITATION USE ONLY} 

artment of the Treasury
 
Offi of General Counsel
 

The recor overed by this SF-115 include the Office of the General Counsel and 
all offices un the direction of the Office of General Counsel. 

See attached. 

115-109 I 11 NSN 7540-00-634-4064 STANDARD FORM 115 (REV 3-91)
PRt1\!IOUS EDITION NOT USABLE Prescnbed by NARA 
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Department	 of the Treasury 
o Ice of the General Counsel 

Note: This schedule supercedes Job Nos. NI-056-95-1 and NCI-056-78-6 (Items 1-3, 5-11) 

ries common	 to the offices of the: 

LCOUNSEL
 
DEPU GENERAL COUNSEL
 
ASSOCI TE DEPUTY GENERAL COUNSEL
 
SENIOR ~ VISOR TO THE GENERAL COUNSEL
 
SPECIAL A ISTANT TO THE GENERAL COUNSEL
 

1. 

Records include drafts, n es, and memoranda, as well as background material and reference 
copies of documents collec d by attorneys. Recordkeepmg copies of completed legal work 
product created by attorneys the office are placed in the appropriate official file. 

Disposition:	 Temporary. Break les after the legal work product is completed. Screen 
attorney working pap s before destruction and transfer any record-keeping 
material to appropriate fficial file. Destroy on site when no longer needed for 
current agency business convenience of reference, whichever is later. 

[Supercedes NCI-56-78-6, Item 10] 

2. Document Production Records 

Records that were responsive to major or significan roduction requests, search memoranda, 
transmittal and other related correspondence, and doc ents produced for discovery. 

Disposition:	 Temporary. Break files when production re nest IS completed. Destroy on site 
5 years after the-underlying investigation or li . ation is concluded. 

3. Electronic Mail and Word Processing System Copies 

Electronic copies of records created on electronic mail and word proce ing or other 
electronic systems and used solely to generate a record keeping copy oft e records covered 
by the other items on this schedule. Also includes electronic copies of rec ds created on 
electronic mail and word processing and other electronic systems that are m .ntained for 
updating, revision, or dissemination. This definition excludes printed or electronically stored 
copies of electronic mail messages or printed entries from an office's automated matter 
tracking systems insofar as such entnes or messages are recordkeeping copies of substantive 
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a.	 pies having no further administrative value after the recordkeeping copy has been 

pro uced - including copies maintained by individuals in personal files, personal electronic 
files, ersonal electronic mail directories, or other personal directories on hard disk or 
networ drives, and copies on shared network drives that are used only to produce the 
recordke ing copy. 

Temporary. Break after recordkeeping copy has been produced. 
estroy/delete within 180 days after the recordkeeping copy has been 

pr uced. 

b.	 Copies used for dis mination, revision, or updating that are maintained in addition to 
the recordkeeping cop . 

Disposition:	 Temporary. reak upon completion of dissemination, revision, or updating 
of informatio Destroy/delete when dissemination, revision, or updating is 
completed. 

[New] 

COUNSELOR TO THE GENERAL CO 

4. Attorney Working Files 

Records include drafts, notes, and memoranda, well as background material and reference 
copies of documents collected by attorneys. Rec dkeepmg copies of completed legal work 
product created by attorneys in the office are place ·n the appropriate official file. 

Disposition:	 Temporary. Break files after the legal wo product is completed. Screen 
attorney working papers before destruction nd transfer any record-keeping 
material to appropriate official file. Destroy site when no longer needed for 
current agency business or convenience of refe nee, whichever is later. 

[Super des NC1-56-78-6, Item 10] 

5. Document Production Records 

Records that were responsive to major or significant production request search memoranda, 
transmittal and other related correspondence, and documents produced for iscovery. 

Disposition:	 Temporary. Break files when production request is completed. estroy on site 
5 years after the underlying investigation or litigation is conclude \ 

[New] 

2 
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General Counsel Memoranda 

fficial copies of interpretative memoranda, called "Memorandum." Arranged numerically 
usually addressed to an individual other than high Treasury officials, Includes "Index." 

Dispo ition: PERMANENT: Break files annually. Convert to microfiche as appropriate. 
Hold 0 . inal microfiche on site until data is copied to digital storage method. Transfer 
original crofiche to National Archives after 30 years, with index, or when digital copy has 
been made, hichever is sooner. 

[Supercedes NCl-56-78, Item 2] 
7. General Counse 

Official copies of in rpretations, called "Opinions." Arranged numerically and usually 
addressed to senior 0 cials. Includes "Index." 
Disposition: PERMA NT: Break files annually. Hold on site for 30 years. Transfer to 

NARA after	 olding period, with index. 

[Supercedes NCl-56-78-6, Item 1] 
8. General Counsel's Tracking Sy tern 

Art electronic database that tracks routes incoming correspondence and action 
memoranda. 

Disposition:	 Temporary. Break by calen ar year. Delete when 2 years old or when no 
longer needed for admrmstrat e purposes, whichever is later. [NOTE: The 
recordkeeping copy of these fil is maintained and scheduled in the 
appropriate Departmental Office. 

[New] 
9. Legal Matter/Litigation Files 

Records include: 

Memoranda or correspondence providing legal opinion interpretations, advice, and 
related information on matters falling within the activitie and operations of the 
Department of the Treasury, senior officials, and Treasury' bureaus . 

.	 Materials pertaining to review and/or clearance of documents
 
of the Department or other agencies.
 

Documents prepared outside the office relating to the legal work pro uct created 
within the office without which the legal work product would be inco lete, e.g., 
requests for legal opimons, interpretations, or advice; or commentaries on, 
or responses to, opinions, interpretations, or advice. 

Pleadings, Judgements, and correspondence on any judicial or administrative 

3 
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litigation or claim involving the United States, the Department of the Treasury, a 
T asury bureau, or an official of the Department or bureau in which the office 
sig .ficantly assists with the matter. 

a.	 Legal wo product files containing significant precedentiallegal opinions, analyses, 
conclusion advice or interpretations; policy-making decisions; documentation 
of major acti ities of the Office of the General Counsel. Criteria to include records 
relating to case that result in court decisions that significantly interpret statutes and 
regulations; case that are heard by the appellate courts or the Supreme Court; cases that 
are deemed to be . ificant for investigative or litigation procedures or other important 
precedent; cases tha attract national news media attention; and cases resulting in a 
congressional investi tton, 

Disposition:	 PERMANE T. Break files after the legal work product is completed. 
Screen files b ore transfer to eliminate any extraneous or duplicate material. 

Transfer to the shmgton National Records Center (WNRC) 2 years after 
break. Transfer to ARA 20 years after break. 

b. Legal matters	 and legal work prod t files that are routine in nature and do not have 
significant precedential or historic va ue. 

Disposition:	 Temporary. Break files a r the legal work product is completed. Destroy 
3 years after break or when 0 longer needed for convenience of reference, 
whichever is later. 

[New] 
10. Litigation Tracking System 

An electronic database used by the Office of the Coun lor to the General Counsel for 
tracking the litigation caseload and status. 

Disposition:	 Temporary. Delete information from system ear after case/assignment is 
closed/completed, or when no longer needed fo administrative purposes, 
whichever is later. 

11. Legislative Files 

Legislation, testimony, and reports mandated by Congress on programs ithin the purview 
of the Department or drafted within the Department; legislation, testimon ,and 
Congressionally mandated reports referred to the Department for comment, opinions, 
interpretations and advice on matters related to legislation as presented or in nded for 
presentation	 to the Congress. e.g., (copies of draft bills, reports, analyses, and 
correspondence with sponsors and other interested Departments or parties and r lated 
indexes); and specifications for legislative proposals, or non-record duplicate copies of 

4 
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documents prepared outside the office that are received by attorneys in the office for 
info tion or legal review. Legislative files include associated tracking and filing systems 
in what :ver form or format. This term also includes testimony given by the General 
Counsel d material initiated or generated by Treasury, providing evidence of decisions, 

licies, procedures, operations or other activities of the government. 

Disposition: mporary. Break files at the end of each Congress. Destroy/Delete 20 years 
aft break. Transfer textual records to WNRC after break, or as volume 

[Supercedes NI-56-95-1, Item 7] 

12. Regulatory Files 

Files pertaining to regulation as addressed within the Office of the General Counsel's 
duties and responsibilities. 

Disposition: Temporary. Break fil annually. Destroy on site when 2 years old or no longer 
needed for administrati purposes, whichever is later. 

[New] 
13. Regulatory Tracking System 

An electronic database used by the Office of e Counselor to the General Counsel to track 
regulations, with capability for updates and wo d searches. 

Disposition:	 Temporary. Delete information fro system when obsolete no longer
 
needed for administrative purposes, w
 

[New] 
14. Significant Cases Web Site 

An electronic data base (intranet) providing centralized info ation on the status of, and 
upcoming events relating to, pending litigation designated as Sl 

bureaus. 

Disposition: Temporary. Delete when no longer needed for legal, fi calor historical use. 

15. Electronic Mail and Word Processing System Copies 

Electronic copies of records created on electromc mail and word processing other 
electronic systems and used solely to generate a record keepmg copy of the rec rds covered 
by the other items on this schedule. Also includes electronic copies of records c ated on 
electronic mail and word processing and other electronic systems that are maintai ed for 
updating, revision, or dissemination. This definition excludes printed or electronically 

5 
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stored copies of electronic mail messages or printed entries from an office's automated 
rna ter tracking systems insofar as such entries or messages are recordkeeping copies of 
subs ntive legal work. 

a.	 Copi having no further administrative value after the recordkeeping copy has been 
produc d - including copies maintained by individuals in personal files, personal 
electroni mail directories on hard disk or network drives, and copies on shared network 
drives that re used only to produce the recordkeeping copy. 

Disposition: mporary. Break after recordkeeping copy has been produced. 
De roy/delete within 180 days after the recordkeeping copy has been 
prod ed. 

b.	 Copies used for disse ination, revision, or updating that are maintained in addition to 
to the recordkeeping c y. 

Disposition: Temporary. eak upon completion of dissemination, revision, or updating 
is completed. 

[New] 

OFFICE OF THE ASSISTANT GENE L COUNSEL 
(BANKING AND FINANCE) 

16. Attorney Working Files 

Records include drafts, notes, and memoranda, eated in the office, as well as background 
material and reference copies of documents colle ed by attorneys. Recordkeeping copies of 
completed legal work product created by attorneys 1 the office are placed in the appropriate 
legal matter file. 

Disposition:	 Temporary. Break files after the legal work roduct is completed. Screen 
attorney working papers before destruction a transfer any record-keeping 
material to appropriate official file. Destroy on ite when no longer needed for 
current agency business or convenience of refere e, whichever is later. 

17. Document Production Records 

Records that were responsive to major or significant production requests,
 
memoranda, transmittal and other related correspondence, and documents
 
discovery.
 

Disposition:	 Temporary. Break files when production request is completed. D stroy on 
site 5 years after the underlying investigation or litigation is concluded. 

6 
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[New] 

18. Fin ncial Transaction Files 

Recor include executed original counterparts of documents of a financial transactions 
involvin the Department of the Treasury, a bureau, or the Federal Financing Bank, such as 
promisso notes, agreements, leases, assignments, as well as supporting certificates and 
opinions of unsel. 

Disposition: Te porary. Break files after the particular financial transaction has closed (i.e. 
funding began). ansfer to the WNRC 1 year after break or when no longer needed for 
current business or nvenience of reference, whichever is later, Prior to transfer to WNRC 
destruction date must e specified, which shall be calculated as one year after the particular 
financial transaction ha terminated (i.e. funding repaid or compromised). 

[New] 
19. Legal Matter Files 

NOTE: For the purposes of this offi ,the term "Legal Matter Files" means all completed legal 
work product created within the office, [ncluding: 

. Memoranda or correspondence oviding legal opinions, interpretations, advice, and 
related information on matters fall g within the activities and operations of the 
Department of the Treasury, senior ficials, and Treasury's bureaus, or the Federal 
Financing Bank, 

Legislative proposals and written analytic materials on legislative proposals. 

• Copies of pleadings, judgements,	 and corresp dence on any judicial or administrative 
litigation or claim involving the United States, e Department of the Treasury, a 
Treasury bureau, the Federal Financing Bank, or official of the Department, 
bureau or the Bank in which the office significantl assists with the matter. 

Materials pertaining to review and/or clearance of doc ents prepared in other offices
 
of the Department or other agencies.
 

Documents prepared outside the office relatmg to the legal rk product created
 
within the office without which the legal work product would e incomplete, e.g.,
 
requests for legal opinions, interpretations, or advice; or comme
 
or responses to, opinions, interpretations, or advice.
 

Records exclude: legal work product that has become a public record, routi administrative 
records, and non-record duplicate copies of completed legal work product rna 
convenience of reference. 

a. Completed legal matter files having significant precedential or historic value. Criteria 

7 



"•	 .'
 
to include unique records relating to cases that result in court decisions that significantly 
interp et statutes and regulations; cases that are heard by the Supreme Court; cases that 
are dee ed to be significant for mvestigative or litigation procedures or other important 
preceden . cases resulting in significant policy-making decisions; cases that attract 
national ne s media attention; and cases resulting in a 
Congression investigation. 

Break files after legal work product is completed. Screen 
efore transfer to eliminate any extraneous or duplicate material. 

Trans to the Washington National Records Center (WNRC) 1 year after 
break or hen no longer needed for current agency business or convenience 
of referen , whichever is later. Transfer to NARA 20 years after file break. 

b.	 Completed legal matter fi s that are routine in nature and do not have significant
 
precedential or historic val .
 

Disposition: Temporary. Brea iles after legal work product is completed. Destroy 
3 years after break when no longer needed for convenience of reference, 
whichever is later. 

[New] 

20. Electronic Mail and Word Processing S tern Copies 

Electronic copies of records created on electro .c mail and word processing or other 
electronic systems and used solely to generate a ecord keeping copy of the records covered 
by the other items on this schedule. Also include electronic copies of records created on 
electronic mail and word processing and other elect nic systems that are maintained for 
updating, revision, or dissemination. This definition eludes printed or electronically 
stored copies of electronic mail messages or printed en ies from an office's automated 
matter tracking systems insofar as such entries or messa s are recordkeeping copies of 
substantive legal work. 

a.	 Copies having no further administrative value after the rec dkeeping copy has been 
produced - including copies maintained by individuals in pe onal files, personal 
electronic mail directories on hard disk or network drives, and opies on shared network 
drives that are used only to produce the recordkeeping copy. 

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

b. Copies used for dissemmation, revision,	 or updating that are maintained i
 
to the recordkeeping copy.
 

Disposition:	 Temporary. Break upon completion of dissemination, revision, r 
updating is completed. 

8 
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[New] 

OFFI OF THE ASSISTANT GENERAL COUNSEL 
(ENFOR EMENT) 

Records inclu e drafts, notes, and memoranda as well as background material and reference 
copies of docu nts collected by attorneys. Recordkeeping copies of completed legal work 
product created b attorneys in the office are placed in the appropriate official file. 

Disposition: . Break files after the legal work product is completed. Screen 
attorney orking papers before destruction and transfer any record-keeping 
material to propriate official file. Destroy on site when no longer needed for 
current agenc business or convenience of reference, whichever is later. 

[Supercedes NC1-56-78-6, Item 10] 

22. Document Production Records 

Records that were responsive to major significant production requests, search 
memoranda, transmittal and other related orrespondence, and documents produced for 
discovery. 

Disposition: Temporary. Break files when pro ction request is completed. Transfer to the 
WNRC 1 year after break. Destroy ears after the underlying investigation or 
litigation is concluded. 

23. Legal Matter Files 

Note: For the purposes of this office, the term "Legal Matter FI s" means all legal matter 
files tracked in the Matter Management System in this office, inc ding: 

Memoranda or correspondence providing legal opinions, interp tations, advice, and 
related information on matters falling within the activities and op ations of the 
Department of the Treasury, senior officials, Treasury's bureaus. 

Copies of pleadings, judgements, and correspondence on any judicial 0 

administrative litigation or claim involving the United States, the Depart 
Treasury, a Treasury bureau, or an official of the Department, bureau in wh 
office significantly assists with the matter. 

9 
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Ma erials pertaining to review and/or clearance of documents prepared in other offices 
of th Department ,or other agencies. 

Docume ts prepared outside the office relating to the legal work product created 
within the ffice without which the legal work product would be incomplete, e.g., 
requests for egal opinions, interpretations, or advice; or commentaries on, 

, opinions, interpretations, or advice. 

a.	 Completed legal m tter files having significant precedential or historic value. Criteria 
to include unique rec rds relating to cases that result in court decisions that significantly 
interpret statutes and r ulations; cases that are heard by the Supreme Court; cases that 
are deemed to be signifi nt for investigative or litigation procedures or other important 
precedent; cases resulting'i significant policy-making decisions; cases that attract 
national news media attenti ; and cases resulting in a 
Congressional investigation. 

Disposition:	 PERMANENT. Br ak files after legal work product is completed. Screen 
files before transfer to eliminate any extraneous or duplicate material. 
Transfer to the Washin on National Records Center (WNRC) 1 year after 
break or when no longer eeded for current agency business or convenience 
of reference, whichever is ter. Transfer to NARA 20 years after file break. 

b.	 Completed legal matter files that are routi e in nature and do not have significant
 
precedential or historic value.
 

Disposition: Temporary. Break files after lega work product is completed. Transfer to 
The Washington National Records enter (WNRC) 1 year after break. 
Destroy 3 years after break or when n longer needed for convenience of 
reference, whichever is later. 

24.	 Matter Management Tracking System 

An electronic database used by the Office of the Assistant Gener 1 Counsel for Enforcement 
for tracking the litigation caseload and status. 

Disposition:	 Temporary. Delete information from system 1 year afte case/assignment is 
closed/completed, or when no longer needed for administ 
whichever is later. 

[New] 

25. Electronic Mail and Word Processing System Copies 
Electronic copies of records created on electronic mail and word processing or oth 
electronic systems and used solely to generate a record keeping copy of the records covered 

10 
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by the other items on this schedule. Also includes electronic copies of records created on 
el tronic mail and word processing and other electronic systems that are maintained for 
upda ing, revision, or dissemination. This definition excludes printed or electronically 
stored opies of electronic mail messages or printed entries from an office's automated 
matter tr cking systems insofar as such entries or messages are recordkeeping copies of 
substantiv legal work. 

a.	 Copies hav g no further administrative value after the recordkeeping copy has been 
produced - in luding copies maintained by individuals in personal files, personal 
electronic mail irectories on hard disk or network drives, and copies on shared network 
drives that are us d only to produce the recordkeeping copy. 

DIsposition:	 Tempor . Break after recordkeeping copy has been produced. 
Destroy/d ete within 180 days after the recordkeeping copy has been 
produced. 

b. Copies used for dissemina	 'on, revision, or updating that are maintained in addition to 
to the recordkeeping copy. 

Disposition: Temporary. Break up completion of dissemination, revision, or updating 
is completed. 

[New] 

Office of the Assistant General Counsel 
(General Law and Ethics) 

26. Attorney Working Files 

Records include drafts, notes, and memoranda, as well as bac round material and reference 
copies of documents collected by attorneys. Recordkeeping co .es of completed legal work 
product created by attorneys in the office are placed in the approp .ate official file. 

Disposition:	 Temporary. Break files after the legal work product is mpleted. Screen attorney 
working papers before destruction and transfer any recor eeping material to 
appropriate official file. Destroy on site when no longer ne ded for current agency 
business or convenience of reference, whichever is later. 

27. Document Production Records 

Records that were responsive to major or significant production requests, search memoranda, 
transmittal and other related correspondence, and documents produced for discovery. 

11 



• • 
Temporary. Break files when production request is completed. Destroy on site 5 
years after the underlying investigation or litigation IS concluded. 

[New] 

correspondence providing legal opinions, interpretations, advice, and 
related inform ion on matters falling within the activities and operations of the 
Department oft Treasury, senior officials, and Treasury's bureaus. 

Materials pertaining review and/or clearance of documents prepared in other offices 
of the Department or 0 er agencies. 

Documents prepared outsi e the office relating to the legal work product created 
within the office without whi h the legal work product would be incomplete, e.g., 

requests for legal opinions, inte retations, or advice; or commentaries on, 
or responses to, opinions, interpre tions, or advice. 

a. Transitory Files 

Routine concurrence/approval which require no ad inistrative action, no policy decision, and no 
special compilation or research for reply. 

Disposition: Temporary. Destroy when 3 month old. 

b. Routine Files 

Legal matter files of a routine nature pertaining to procurement, ersonnel, labor, travel, and 
transportation. 

Disposition. Temporary. Destroy when 2 years old. 

c. Noteworthy Files 

Legal matter files designated by the office as noteworthy but containing no 

Disposition. Temporary. Break files when case is closed. Transfer to Washingto 
Records Center (WNRC) 1 year after break. Destroy 20 years after 

[New] 

12 
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29. Litigation .Files 

Copies pleadings, judgements, and correspondence on any judicial or administrative 
litigation claim involving the United States, the Department of the Treasury, a Treasury 
bureau, or a official of the Department or bureau in which the office significantly assists with 
the matter. Ligation files contain legal analysis, decisions or interpretations; and 
documentation egarding policy-making decisions. 

a. Routine Files 

Legal matter files of a outine nature pertaining to procurement, personnel, labor, travel, and 
transportation. 

Disposition. Temporary. 

b. Noteworthy Files 

Litigation files designated by the fice as noteworthy but containing no historical value. 

Disposition. Temporary. Break files en case is closed. Transfer to Washington National 
Records Center (WNRC) ear after break. Destroy 20 years after break. 

[Supercedes NCl-56-78-6, Item 5] 

30. Senior Counsel for Ethics Files 

Records maintained by the Senior Counsel for Eth s relating to ethics, standards of conduct, and 
financial disclosures, and which are not included in e category "Legal Matters File" (All 
records pertaining to ethics, standard of conduct, a d financial disclosure, containing 
significant or precedential analysis, conclusions, adv e or interpretations are included in 
that category.) 

Excludes all records maintained by the Senior Counsel r Ethics that are covered by a 
General Records Schedule 

Disposition: Temporary. Break files when case is closed. Destro n site when no longer 
needed for reference or current agency business, which ver is later. 

[New] 
31. File Tracking System Documents 

Documents identifying files opened in Legal Matters and Litigation Files in t e office of the 
Assistant General Counsel (General Law and Ethics), openmg and closing dat~, and the 
attorney to whom the matter is assigned. The summary information in the mast~ database 
includes the following fields: Case Number, Case Type, Client Office, Data Open, Date Due, 
Date Closed, Date Inactive, Other ID# and Events. 

13 
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Disposition: Temporary. Delete information from system 1 year after case/assignment is 

closed/completed, or when no longer needed for index reference, see below, 
whichever is later. 

[New] 

Mail and Word Processing System Copies 

Electronic copies records created on electronic mail and word processing or other 
electronic systems d used solely to generate a record keeping copy of the records covered by 
the other items on thi schedule. Also includes electronic copies of records created on electronic 
mail and word processi and other electronic systems that are maintamed for updating, revision, 
or dissemination. This d nition excludes printed or electronically stored copies of electronic 
mail messages or printed e tries from an office's automated matter tracking systems insofar as 
such entries or messages are ecordkeeping copies of substantive legal work. 

a.	 Copies having no further ad .nistrative value after the recordkeeping copy has been produced 
- including copies maintained individuals in personal files, personal electronic mail 
directories on hard disk or netwo k drives, and copies on shared network drives that are used 
only to produce the recordkeeping opy 

Disposition:	 Temporary. Break afte recordkeeping copy has been produced.
 
Destroy/delete within 18 days after the recordkeeping copy has been
 
produced.
 

b.	 Copies used for dissemination, revision, or u datmg that are maintained in addition to the 
recordkeeping copy. 

Disposition: Temporary. Break upon completion 0 dissemination, revision, or updating is 
completed.
 

[New]
 

Office of the Assistant General Counsel 
(International Affairs) 

33. Attorney Working Files 
Records include drafts, notes, and memoranda, as well as backgro nd material and reference 
copies of documents collected by attorneys. Recordkeeping copies f completed legal work 
product created by attorneys in the office are placed in the appropriat official file. 

Disposition: Temporary. Break files after the legal work product is com leted. Screen attorney 
working papers before destruction and transfer any recordkee ing material to 
appropriate official file. Destroy on site when no longer neede for current agency 
business or convenience of reference, whichever is later. 

[Supercedes	 NCl-56-78-6, Item 10] 

14 
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34. Document Production Records 

ds that were responsive to major or significant production requests, search memoranda, 
ittal and other related correspondence, and documents produced for discovery. 

: Temporary. Break files when production request is completed. Destroy on 
site 5 years after the underlying investigation or litigation is concluded. 

[New] 
35. 

Memoranda 0 correspondence providing legal opinions, interpretations, advice, and 
related informat n on matters falling within the activities and operations of the 
Department of the Treasury, senior officials, and Treasury's bureaus. 

Legislative proposals nd written analytical materials on legislative proposals. 

Copies of pleadings, jud ments, and correspondence on any judicial or administrative 
litigation or claim involvin the United States, the Department of the Treasury, a 
Treasury bureau, or an offici of the Department or bureau in which the office 
significantly assists with the m tter. 

Materials pertaining to review an r clearance of documents prepared in other offices 
of the Department or other agencies. 

Documents prepared outside the office lating to the legal work product created 
within the office without which the legal ork product would be incomplete, e.g., 

requests for legal opinions, interpretations, 0 dvice; or commentaries on, 
or responses to, opinions, interpretations, or ad .ceo 

a.	 Completed legal matter files having significant prec dential or historic value. Criteria 
to include unique records relating to cases that result in court decisions that significantly 
interpret statutes and regulations; cases that are heard by e Supreme Court; cases that 
are deemed to be significant for investigative or litigation ocedures or other important 
precedent; cases resulting in significant policy-making decisi ns; cases that attract 
national news media attention; and cases resulting in a 
Congressional investigation. 

Disposition:	 PERMANENT. Break files after legal work product i completed. Transfer 
to the Washington National Records Center (WNRC) 1 ar after break or 
when no longer needed for current agency business or convenience of 
reference, whichever is later. Transfer to NARA 20 years after file break. 

15 
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b.	 Completed legal matter files that are routine in nature and do not have significant 

p cedential or historic value. 

Dispo ition: Temporary. Break files after legal work product is completed. Destroy 
3 years after break or when no longer needed for convenience of reference, 
whichever is later. 

[New] 

36.	 Electronic Mail d Word Processing System Copies 

Electronic copies of recor s created on electronic mail and word processing or other 
electronic systems and use olely to generate a record keeping copy of the records covered 
by the other items on this sch dule. Also includes electronic copies of records created on 
electronic mail and word proce sing and other electronic systems that are maintained for 
updating, revision, or disseminati n. This definition excludes printed or electronically stored 
copies of electronic mail message or printed entries from an office's automated matter tracking 
systems insofar as such entries or m sages are recordkeeping copies of substantive legal work. 

a.	 Copies having no further administra ive value after the recordkeeping copy has been 
produced - including copies maintain d by individuals in personal files, personal 
electronic files, personal electronic rna directories, or other personal directories on hard 
disk or network drives, and copies on sh ed network drives that are used only to produce 
the recordkeeping copy. 

Disposition: Temporary. Break after recordk ping copy has been produced. Destroy/delete 
within 180 days after the recordke ing copy has been produced. 

b.	 Copies used for dissemination, revision, or updat g that are maintained in addition to 
the recordkeeping copy. 

Disposition: Temporary. Break upon completion of diss mination, revision, or updating 
of information. Destroy/delete when dissemi tion, revision, or updating is 
completed. 

[New] 

Office of Chief Counsel, Foreign Assets Control 

37. Attorney Working Files 

Records include drafts, notes, and memoranda, as well as background material a d reference 
copies of documents collected by attorneys. Recordkeeping copies of completed gal work 
product created by attorneys in the office are placed in the appropriate official file. 
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Disp sition: Temporary. Break files after the legal work product is completed. Screen attorney 

working papers before destruction and transfer any recordkeeping material to 
appropriate official file. Destroy on site when no longer needed for current agency 
business or convenience of reference, whichever is later. 

[Supercedes NC1-56-78-6, Item 10] 

38. 

Assets Control (OFAC) interpretative rulings; sanctions program-specific 
background mate .als and memoranda organized by topic; legislative history materials; 
chronological corr pondence files; etc. These records are central subject matter files 
arranged primarily b sanctions program and specific sup-topic, 

a.	 Legal matters files contai ing significant or precedentiallegal analysis, conclusions, advice 
or interpretations, pertain t significant policy-making decisions; document major activities 
of the ofthe Office of Chief ounsel, Office of Foreign Assets Control. 

Disposition:	 PERMANENT. B ak files by calendar year or when matter is completed, 
whichever is later. reen files before transfer to eliminate any extraneous or 
duplicate material. Tr sfer to WNRC within 1 year after break or when no 
longer needed for curren business or convenience of reference, whichever 
is later. Transfer to N 20 years after break. 

b.	 Legal matters and legal work product files at are routine in nature and do not have historic 
value. 

Disposition.	 Temporary. Destroy 3 years after atter is completed, or when no longer 
needed for reference or business nee s. 

[New] 
39. Document Production Records 

Records that were responsive to major or significant productio requests, search memoranda, 
transmittal and other related correspondence, and documents pr uced for discovery. 

Disposition: Temporary. Break files when production request is com eted. Transfer to WNRC 
1 year after break. Destroy 5 years after the underlying in estigation or litigation is 
concluded. 

40.	 Legislative Files 

Legislative files that do not provide evidence of the decisions, functions, policies, procedures, 
operations or other activities of the Government, or otherwise are not significant nor merit 
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permanent retention. Files relating to proposed legislation as presented or intended for 
pres' tation to the Congress; includes draft bills, reports, analyses and correspondence with 
spons s and other interested Departments or parties and related indexes. 

: Temporary. Break files when legislation is passed or terminated. Destroy on site 
when no longer needed for business purposes. 

[New] 

Consists of court plea ings; correspondence; memoranda; court rulings and decisions; and 
related documents. Liti ation documents that do not have significant precedential or historic 
value or are not otherwise ignificant or merit permanent retention. 

Disposition: Temporary. Bre k files after litigation is terminated. Destroy 2 years after break or 
when no longer n ded for administrative purposes, whichever is later. 

[Supercedes NCl-56-78-6, Item 5] 

42. Specific Sanctions Program Files 

Copies oflegislation; Executive Orders; U. . Security Council resolutions; implementing 
regulations; background information; official interpretative memoranda and legal opinions; 
correspondence; program binder. The files are nctions program-specific materials compiled in 
the course of implementing the program and use by the attorneys on a daily or frequent basis. 

Disposition: Temporary. Break files after the termirr tion of the sanctions program. Maintain 
on site for 10 years. Transfer to WNRC years after break. Destroy 25 years 
after break. 

[New] 

43. Electronic Mail and Word Processing System Copies 

Electronic copies of records created on electronic mail and word rocessing or other electronic 
systems and used solely to generate a record keeping copy of the r ords covered by the other 
items on this schedule. Also includes electronic copies of records cr ated on electronic mail and 
word processing and other electronic systems that are maintained for dating, revision, or 
dissemination. This definition excludes printed or electronically stored opies of electronic mail 
messages or printed entries from an office's automated matter tracking sy ems insofar as such 
entries or messages are recordkeeping copies of substantive legal work. 

a.	 Copies having no further administrative value after the recordkeeping copy has been 
produces - includmg copies maintained by individuals in personal files, personal 
electronic mail directories on hard disk or network drives, and copies on shared network 
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drive that are used only to produce the recordkeeping copy. 

Disposition: emporary. Break after recordkeeping copy has been produced. 
stroy/delete within 180 days after the recordkeeping copy has been 

pro uced. 

b.	 Copies used for issemination, revision, or updating that are maintained in addition to 
to the recordkeep g copy. 

Disposition: Temporary. reak upon completion of dissemination, revision, or updating 
is completed. 

[New] 
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