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REQUEST FOR RECORDS DISPOSITION AUTHORITY

(See Instructions on reverse)

S ———————
LEAVE BLANK (NARA use only)

JOB NUMBER
NI-C5 b —02 -5

10 NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)
WASHINGTON, DC 20408

DATE RECEIVED
¥- 30-R002

1. FROM (Agency or establishment)
Department of the Treasury

NOTIFICATION TO AGENCY

2. MAJOR SUBDIVISION
Office of General Counsel

3. MINOR SUBDIVISION
Office of General Counsel

In accordance with the provistons of 44

U.S C 3303a the disposition request,
mcluding amendments, 1s approved except
for items that may be marked "disposition not
approved" or "withdrawn" 1n column 10

4. NAME OF PERSON WiTH WHOM TO CONFER j 5. TELEPHONE

622-1889

Steve Milline/Veronica Marco

DATE ARCHIVIST OF THE UNITED STATES

5/5/43

WITHDRAW

—

6. AGENCY CERTIFICATION

and that the records proposed for disposal on the attached

Agencies,

is not required; D is attached; or

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records
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

l:l has been requested.

—_—_ﬁ

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
08/26/2002 ) ‘ Churef, Records Management Branch and Departmental
W Records Officer
7. 9. GRS OR 10. ACTION
ITEM 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED TAKEN (NARA
NO. JOB CITATION USE ONLY)
artment of the Treasury
Offide of General Counsel
The record\¢overed by this SF-115 include the Office of the General Counsel and

all offices undd the direction of the Office of General Counsel.

See attached.
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Department of the Treasury
OKjce of the General Counsel

Note:\T'his schedule supercedes Job Nos. N1-056-95-1 and NC1-056-78-6 (Items 1-3, 5-11)

Records Series common to the offices of the:

Records include drafts, ndtes, and memoranda, as well as background material and reference
copies of documents collected by attorneys. Recordkeeping copies of completed legal work
product created by attorneys 1y the office are placed in the appropriate official file.

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

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

2. Document Production Records

Records that were responsive to major or significan
transmittal and other related correspondence, and doc

roduction requests, search memoranda,
ents produced for discovery.

Disposition: Temporary. Break files when production reduest 1s completed. Destroy on site
5 years after the underlying investigation or litjgation is concluded.

3. Electronic Mail and Word Processing System Copies

Electronic copies of records created on electronic mail and word processing or other
electronic systems and used solely to generate a record keeping copy of the records covered
by the other items on this schedule. Also includes electronic copies of records created on
electronic mail and word processing and other electronic systems that are maintained 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 entries or messages are recordkeeping copies of substantive



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

Disposition: Temporary. \Break upon completion of dissemination, revision, or updating
of informationy Destroy/delete when dissemination, revision, or updating is
completed.

[New]
COUNSELOR TO THE GENERAL COUNSEL
4. Attorney Working Files
Records include drafts, notes, and memoranda, s well as background material and reference
copies of documents collected by attorneys. Recdxdkeeping copies of completed legal work
product created by attorneys in the office are placed\in the appropriate official file.
Disposition: Temporary. Break files after the legal woxk product is completed. Screen
attorney working papers before destruction ®nd transfer any record-keeping
material to appropriate official file. Destroy &p site when no longer needed for
current agency business or convenience of refer¢gnce, whichever is later.
[Supercedes NC1-56-78-6, Item 10]

5. Document Production Records

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

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

[New]



. General Counsel Memoranda

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

Dispoxsition: PERMANENT: Break files annually. Convert to microfiche as appropriate.
Hold original microfiche on site until data is copied to digital storage method. Transfer
original mycrofiche to National Archives after 30 years, with index, or when digital copy has
been made,\whichever is sooner.

[Supercedes NC1-56-78, Item 2]
7. General CounselNDpinions

Official copies of intgrpretations, called “Opinions.” Arranged numerically and usually

addressed to senior offgcials. Includes “Index.”

Disposition: PERMANKNT: Break files annually. Hold on site for 30 years. Transfer to
NARA after Rolding period, with index.

[Supercedes NC1-56-78-6, Item 1]
8. General Counsel's Tracking System

An 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 administratiye purposes, whichever is later. [NOTE: The
recordkeeping copy of these fileg is maintained and scheduled in the
appropriate Departmental Office.

[New]
9. Legal Matter/Litigation Files

Records include:

. Memoranda or correspondence providing legal opiniony, interpretations, advice, and
related information on matters falling within the activitieyand operations of the
Department of the Treasury, senior officials, and Treasury’sbureaus.

. Materials pertaining to review and/or clearance of documents pgepared in other offices
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 incomyplete, e.g.,
requests for legal opinions, interpretations, or advice; or commentaries on,
or responses to, opinions, interpretations, or advice.

. Pleadings, judgements, and correspondence on any judicial or administrative



10. Litigation Tracking System

11.

litigation or claim involving the United States, the Department of the Treasury, a
Treasury bureau, or an official of the Department or bureau in which the office
signjficantly assists with the matter.

Disposition:. PERMANENT. Break files after the legal work product is completed.
Screen files bé{ore transfer to eliminate any extraneous or duplicate material.

Transfer to the Wyshington National Records Center (WNRC) 2 years after
break. Transfer to NARA 20 years after break.

b. Legal matters and legal work produxt files that are routine in nature and do not have
significant precedential or historic value.

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

[New]

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

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

Legislative Files

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



12.

13.

14.

15.

-
1

documents prepared outside the office that are received by attorneys in the office for
information or legal review. Legislative files include associated tracking and filing systems
in whatdyer form or format. This term also includes testimony given by the General
Counsel aud material initiated or generated by Treasury, providing evidence of decisions,
functions, policies, procedures, operations or other activities of the government.

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

Disposition:

[Supercedes N1-56-95-1, Item 7]
Regulatory Files

Files pertaining to regulationy,as addressed within the Office of the General Counsel’s
duties and responsibilities.

annually. Destroy on site when 2 years old or no longer
purposes, whichever is later.

Disposition: Temporary. Break fil
needed for administrati

[New]
Regulatory Tracking System

An electronic database used by the Office of ¥he Counselor to the General Counsel to track
regulations, with capability for updates and woxd searches.

Disposition: Temporary. Delete information from\system when obsolete no longer
needed for administrative purposes, whichever is later.

[New]
Significant Cases Web Site

An electronic data base (intranet) providing centralized inforiqation on the status of, and
upcoming events relating to, pending litigation designated as significant by Treasury
bureaus.

Disposition: Temporary. Delete when no longer needed for legal, fiscal or historical use.

[New]
Electronic Mail and Word Processing System Copies

Electronic copies of records created on electronic mail and word processing O other
electronic systems and used solely to generate a record keeping copy of the recyrds covered
by the other items on this schedule. Also includes electronic copies of records cigated on
electronic mail and word processing and other electronic systems that are maintainted 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 entries or messages are recordkeeping copies of

productd - including copies maintained by individuals in personal files, personal
electronid mail directories on hard disk or network drives, and copies on shared network
drives that'yre used only to produce the recordkeeping copy.

Disposition: Tgmporary. Break after recordkeeping copy has been produced.
DeXNroy/delete within 180 days after the recordkeeping copy has been
prodiged.

b. Copies used for dissexination, revision, or updating that are maintained in addition to
to the recordkeeping cypy.

Disposition: Temporary.
is completed.

eak upon completion of dissemination, revision, or updating
[New]

OFFICE OF THE ASSISTANT GENERAL COUNSEL
(BANKING AND FINANCE)

16. Attorney Working Files

Records include drafts, notes, and memoranda, §reated in the office, as well as background
material and reference copies of documents colleded 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\product is completed. Screen
attorney working papers before destruction any transfer any record-keeping
material to appropriate official file. Destroy on‘gite when no longer needed for
current agency business or convenience of reference, whichever is later.

17. 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.

Disposition: Temporary. Break files when production request is completed. Déstroy on
site 5 years after the underlying investigation or litigation is concluded.
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[New]

18. Financial Transaction Files

include executed original counterparts of documents of a financial transactions
involving the Department of the Treasury, a bureau, or the Federal Financing Bank, such as
promissory\notes, agreements, leases, assignments, as well as supporting certificates and
opinions of ¢Qunsel.

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

[New]
19. Legal Matter Files

NOTE: For the purposes of this officg, the term “Legal Matter Files” means all completed legal
work product created within the office,\ncluding:

. Memoranda or correspondence providing legal opinions, interpretations, advice, and
related information on matters falligg within the activities and operations of the
Department of the Treasury, senior Officials, and Treasury’s bureaus, or the Federal
Financing Bank.

. Legislative proposals and written analytica] materials on legislative proposals.

. Copies of pleadings, judgements, and correspdndence on any judicial or administrative
litigation or claim involving the United States, the Department of the Treasury, a
Treasury bureau, the Federal Financing Bank, or ap 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 dociynents prepared in other offices

of the Department or other agencies.

. Documents prepared outside the office relating to the legal work product created
within the office without which the legal work product would ke incomplete, e.g.,
requests for legal opinions, interpretations, or advice; or commentaries on,
or responses to, opinions, interpretations, or advice.

Records exclude: legal work product that has become a public record, routine administrative
records, and non-record duplicate copies of completed legal work product maintained for

convenience of reference.

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



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

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

Disposition: Temporary. BreaR\files after legal work product is completed. Destroy
3 years after break ox when no longer needed for convenience of reference,
whichever is later.
[New]

20. Electronic Mail and Word Processing System Copies

Electronic copies of records created on electrohjc mail and word processing or other
electronic systems and used solely to generate a xecord keeping copy of the records covered
by the other items on this schedule. Also includes\¢lectronic copies of records created on
electronic mail and word processing and other electhpnic systems that are maintained for
updating, revision, or dissemination. This definition &xcludes printed or electronically
stored copies of electronic mail messages or printed entxies from an office’s automated
matter tracking systems insofar as such entries or messaggs are recordkeeping copies of
substantive legal work.

a. Copies having no further administrative value after the recoydkeeping copy has been
produced - including copies maintained by individuals in personal 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'produced.
Destroy/delete within 180 days after the recordkeeping xopy has been
produced.

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

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



[New]

OFFICE OF THE ASSISTANT GENERAL COUNSEL
(ENFORCEMENT)

21. Attorney\Working Files

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

Disposition: Temporyry. Break files after the legal work product is completed. Screen
attorney working papers before destruction and transfer any record-keeping
material to dppropriate 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 xorrespondence, and documents produced for
discovery.
Disposition: Temporary. Break files when production request is completed. Transfer to the

WNRC 1 year after break. Destroy S\years after the underlying investigation or
litigation 1s concluded.

23. Legal Matter Files

Note: For the purposes of this office, the term “Legal Matter Filgs” means all legal matter
files tracked in the Matter Management System in this office, inclyding:

. Memoranda or correspondence providing legal opinions, interpt¢tations, advice, and
related information on matters falling within the activities and ope&gations of the
Department of the Treasury, senior officials, Treasury’s bureaus.

Copies of pleadings, judgements, and correspondence on any judicial o
administrative litigation or claim involving the United States, the Department of the
Treasury, a Treasury bureau, or an official of the Department, bureau in whigh the
office significantly assists with the matter.



24.

25.
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. Materials pertaining to review and/or clearance of documents prepared in other offices
of th Department or other agencies.

. DocumeNts prepared outside the office relating to the legal work product created
within the\pffice without which the legal work product would be incomplete, e.g.,
requests for\egal opinions, interpretations, or advice; or commentaries on,
or responses 1, opinions, interpretations, or advice.

a. Completed legal mater files having significant precedential or historic value. Criteria
to include unique recyrds relating to cases that result in court decisions that significantly
interpret statutes and rdgulations; cases that are heard by the Supreme Court; cases that
are deemed to be signifidant for investigative or litigation procedures or other important
precedent; cases resulting \n significant policy-making decisions; cases that attract
national news media attentidn; and cases resulting in a
Congressional investigation.

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

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

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

Matter Management Tracking System

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

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

[New]

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
elegtronic mail and word processing and other electronic systems that are maintained for
updaXing, revision, or dissemination. This definition excludes printed or electronically
stored gopies of electronic mail messages or printed entries from an office’s automated
matter tracking systems insofar as such entries or messages are recordkeeping copies of
substantivalegal work.

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

Disposition: Temporadyy. Break after recordkeeping copy has been produced.
Destroy/ddlete within 180 days after the recordkeeping copy has been
produced.

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

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

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

26. Attorney Working Files

Records include drafts, notes, and memoranda, as well as background material and reference
copies of documents collected by attorneys. Recordkeeping copies of completed legal work
product created by attorneys in the office are placed in the appropxiate official file.

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

[Supercedes NC1-§6-78-6, Item 10]
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.

I
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Disposition: Temporary. Break files when production request is completed. Destroy on site 5
years after the underlying investigation or litigation 1s concluded.

[New]
28. Legal Matt
Records includex

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

. Materials pertaining ¥ review and/or clearance of documents prepared in other offices
of the Department or o¥yer agencies.

. Documents prepared outsidg the office relating to the legal work product created
within the office without which the legal work product would be incomplete, e.g.,

requests for legal opinions, intergretations, or advice; or commentaries on,
or responses to, opinions, interpredtions, or advice.

a. Transitory Files

Routine concurrence/approval which require no adiginistrative 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,\personnel, 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 INstorical value.

National
eak.

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

a. Routine Files

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

Disposition. Temporary. Destroy when 2 years old.
b. Noteworthy Files
Litigation files designated by the d{fice as noteworthy but containing no historical value.

en case is closed. Transfer to Washington National
ear after break. Destroy 20 years after break.

Disposition. Temporary. Break files
Records Center (WNRC)

[Supercedes NC1-56-78-6, Item 5]
30. Senior Counsel for Ethics Files

Records maintained by the Senior Counsel for Ethi¢s relating to ethics, standards of conduct, and
financial disclosures, and which are not included in the category "Legal Matters File" (All
records pertaining to ethics, standard of conduct, aud financial disclosure, containing
significant or precedential analysis, conclusions, advige or interpretations are included in
that category.)
Excludes all records maintained by the Senior Counsel fyr Ethics that are covered by a
General Records Schedule

Disposition: Temporary. Break files when case is closed. Destroy\on 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 the office of the
Assistant General Counsel (General Law and Ethics), opening and closing dat\és\v\and the
attorney to whom the matter is assigned. The summary information in the mastex 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]
32. Electronit,Mail and Word Processing System Copies

Electronic copies &f records created on electronic mail and word processing or other

electronic systems and used solely to generate a record keeping copy of the records covered by
the other items on thid\schedule. Also includes electronic copies of records created on electronic
mail and word processihg and other electronic systems that are maintained for updating, revision,
or dissemination. This dafinition excludes printed or electronically stored copies of electronic
mail messages or printed eh{ries from an office's automated matter tracking systems insofar as
such entries or messages are Yecordkeeping copies of substantive legal work.

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

Disposition: Temporary. Break aftek recordkeeping copy has been produced.
Destroy/delete within 188days after the recordkeeping copy has been
produced.

b. Copies used for dissemination, revision, or ugdating that are maintained in addition to the
recordkeeping copy.
Disposition: Temporary. Break upon completion of dissemination, revision, or updating is
completed.

Office of the Assistant General Counsel
(International Affairs)

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

Disposition: 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 needey for current agency
business or convenience of reference, whichever is later.

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

14



34. Document Production Records

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

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

[New]

35. Central File
Central files ¥cords include:

. Memoranda oN¢orrespondence providing legal opinions, interpretations, advice, and

related information on matters falling within the activities and operations of the
Department of the\Ireasury, senior officials, and Treasury’s bureaus.

. Legislative proposalsind written analytical materials on legislative proposals.

. Copies of pleadings, judgements, and correspondence on any judicial or administrative
litigation or claim involvinX the United States, the Department of the Treasury, a
Treasury bureau, or an officid] of the Department or bureau in which the office
significantly assists with the mytter.

. Materials pertaining to review and¥pr clearance of documents prepared in other offices

of the Department or other agencies!

lating to the legal work product created
ork product would be incomplete, e.g.,

. Documents prepared outside the office
within the office without which the legal

requests for legal opinions, interpretations, otadvice; or commentaries on,
or responses to, opinions, interpretations, or ad¥jce.

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

Disposition: PERMANENT. Break files after legal work product is\completed. Transfer
to the Washington National Records Center (WNRC) 1 ygar 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
precedential or historic value.

Dispoyjtion: 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 apd Word Processing System Copies

Electronic copies of recorys created on electronic mail and word processing or other

electronic systems and used\solely to generate a record keeping copy of the records covered

by the other items on this schgdule. Also includes electronic copies of records created on
electronic mail and word processing and other electronic systems that are maintained for
updating, revision, or disseminatdpn. 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 entries or magsages are recordkeeping copies of substantive legal work.

a. Copies having no further administra§ve value after the recordkeeping copy has been
produced - including copies maintainkd by individuals in personal files, personal
electronic files, personal electronic man directories, or other personal directories on hard
disk or network drives, and copies on shaged network drives that are used only to produce
the recordkeeping copy.

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

b. Copies used for dissemination, revision, or updatiyg that are maintained in addition to

the recordkeeping copy.

Disposition: Temporary. Break upon completion of dissgmination, revision, or updating
of information. Destroy/delete when dissemination, 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 ayd reference
copies of documents collected by attorneys. Recordkeeping copies of completed legal work
product created by attorneys in the office are placed in the appropriate official file.

16
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Dispgsition: 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. Central Subject Matter File

Office of Foreign Assets Control (OFAC) interpretative rulings; sanctions program-specific
background matexjals and memoranda organized by topic; legislative history materials;
chronological corrégpondence files; etc. These records are central subject matter files
arranged primarily b sanctions program and specific sup-topic.

a. Legal matters files contaiNing significant or precedential legal analysis, conclusions, advice
or interpretations, pertain to\significant policy-making decisions; document major activities
of the of the Office of Chief §ounsel, Office of Foreign Assets Control.

Disposition: PERMANENT. Bkgak files by calendar year or when matter is completed,
whichever is later. Sreen files before transfer to eliminate any extraneous or
duplicate material. Tragsfer to WNRC within 1 year after break or when no
longer needed for currentbusiness or convenience of reference, whichever
1s later. Transfer to N 20 years after break.

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

Disposition. Temporary. Destroy 3 years after matter is completed, or when no longer
needed for reference or business neeys.

[New]
39. Document Production Records

Records that were responsive to major or significant productiol requests, search memoranda,

transmittal and other related correspondence, and documents produced for discovery.

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

[New]
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

-,

preséntation to the Congress; includes draft bills, reports, analyses and correspondence with
sponsogs and other interested Departments or parties and related indexes.

Dispositiog: Temporary. Break files when legislation is passed or terminated. Destroy on site

when no longer needed for business purposes.
[New]
41. Litigation Files

Consists of court pleadjngs; correspondence; memoranda; court rulings and decisions; and
related documents. Litixation documents that do not have significant precedential or historic
value or are not otherwise\significant or merit permanent retention.

Disposition: Temporary. Bregk files after litigation is terminated. Destroy 2 years after break or
when no longer negded for administrative purposes, whichever is later.

[Supercedes NC1-56-78-6, Item 5]

42. Specific Sanctions Program Files

Copies of legislation; Executive Orders; U.N. Security Council resolutions; implementing
regulations; background information; officialNnterpretative memoranda and legal opinions;
correspondence; program binder. The files are Sanctions program-specific materials compiled in
the course of implementing the program and used\by the attorneys on a daily or frequent basis.

Disposition: Temporary. Break files after the termingtion of the sanctions program. Maintain
on site for 10 years. Transfer to WNRC \5 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 Rrocessing or other electronic
systems and used solely to generate a record keeping copy of the régords covered by the other
items on this schedule. Also includes electronic copies of records criated on electronic mail and
word processing and other electronic systems that are maintained for ugdating, 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 systems 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 - including 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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drives\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
proYuced.

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

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