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1. FROM (Agency or establishment) NOTIFICATION TO A%NCY

National Archives and Records Administration

Zof 44 U.S.C. 33033, the

2. MAJO'? SUBDIVISION e . In accordance with the provisi
Life Cycle Management Division disposition request, including amendments, is approved
except for items that mgy be marked “disposition not
3. MINOR SUBDIVISION approved” or “withdrawn” i column 10.
{
Z4. NAME OF PERSON WITH WHOM TO CONFER | 4 TELEPHONE NUMBER DATE /(RC IVIST OF THE UNITEZD STATES }
Marie Allen (301) 713-7100, ext 224
3-42-«)/[ ,
5. AGENCY CERTIFICATION

I hereby certify that I am authorized to act for this agency in matters pe
records proposed for disposal on the attached 7

provisions of Title 8 of the GAO Manual for Guidance of Federal Agencie:

page(s) are not needed ow for the business for this agency or will not be
needed after the retention periods specified; and that written concurrencg’ from the General Accounting Office, under the

to the di& sition of its records and that the

[[] is not required [ is attached; or [] has been requested.
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
Directrn NMHIM L
tofte (05 | 7%ance B
9. GRS OR
10. ACTION TAKEN
7. ITEM NO. 8. DESCRIPTION OF ITEM AND PROI?é DISPOSITION SUP%TTSAET?gﬁ JoB (NARA USE ONLY)
General Records ScheduleAGRS) chapter
covering ethics program pécords
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115-109 PREVIOUS EDITION NOT USABLE

STANDARD FORM 115 (REV. 3-91)

Prescribed by NARA 36 CFR 1228
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July 9, 2001
General Records Schedule xx

Ethics Program Records

Title IV of the Ethics in Government Act of 1978 as Amended, 5
U.S.C. appendix, title IV, authorizes the developfient of an
executive branchwide ethics program to ensure that cisions made
by employees are neither tainted by, nor appear to e tainted by,
any question of conflicts of interest. Und the relevant
sections of title IV and OGE’s executive branchwfde regulation at
5 C.F.R. part 2638, each agency is requireg¢f to establish an
ethics program. This schedule covers recoyds documenting the
activities of executive branch agency ethicg program offices and
provides disposition for financial disclésure reports; ethics
agreements; outside employment and activiyy records; referrals of
violations of criminal conflict of ipterest statutes; ethics
determination, advice, consultation, A4nd ‘training records; and
other commonly held ethics program cords. Records pertaining
to legislative branch and judicial/ ethics programs, the Hatch
Act, the Whistleblower Protection Act, procurement integrity and
other areas often associated witfi, but not expressly under the
authority of executive branch ethics programs, are not covered by
this schedule.

Master lists of financial sclosure report filers, individuals
requesting outside emplo nt and activities approval, and other
types of ethics-related /naster lists are not included in this
schedule. Ethics-relatgd master lists that are used solely for
the purpose of tracki and controlling ethics records should be
disposed of in accofdance with GRS 23 Item 8, Tracking and
Control Records. aster lists that are used for purposes in
addition to trackfing and controlling ethics records should be
disposed of in agfordance with the disposition for the underlying
records as listgd in this schedule or as otherwise scheduled.

Note: ExecutAve branch ethics program records are sometimes
needed in An ongoing investigation. Such records should be
retained vond their approved retention period until no longer
needed iy the investigation.
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General Records Schedule
Ethics Program Records

1. Ethics Program Implementation, Interpretation, ounseling,

and Development Files. (SUPERSEPES GRS 1/ '7)

Records maintained by ethics program offices f£elating to the
development, review, implementation, and iAterpretation of
proposed or established executive brapnth standards of
ethical conduct and other ethics regulagfions; conflict of
interest and other ethics related stgfutes and Executive
Orders; and any agency supplemental /standards of ethical
conduct and other agency ethics-re¢lated regulations and
directives. Including:

- Records documenting the /review of proposed or
established ethics-related stdtutes and regulations by
ethics program officials, influding copies of proposed
legislation, comments, and a related records.

- Determinations, incldding advice and counseling to
individual employees/, and supporting records.

- Records relating f£o requests under agency supplemental
standards of efhical conduct for prior approval of
outside employplent and activities.

a. Records suclf as determinations regarding attendance at

. Superseded by: widely-attgnded gatherings which appropriate agency
DAA-CLS - 2¢) |, -0t €thics officials determine are related to the routine,
—— S0\ nION-pregedential application of settled legal standards
DATE (MM/DD/YYYY): to mmon factual situations and are not
ai lﬂq 2015 inteypretations of the conflict of interest statutes,
——— 18 .S.C. §§ 202-209, and other ethics statutes the

Destroy when 3 vyears old or when superseded or
obsolete, whichever is later.

All other records.

Destroy when 6 vyears old or when superseded or

’U’M—Ooo'
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obsolete, whichever is later.
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1978 (Pub
including

responses;
responses;

(1)
Superseded by:
AA —GHS - 2014 —600S ~
DATE (MM/DD/YYYY) 2

07 [o% | 2015

Superseded by: s-
iy -Ges— 20/ - 2030
[ v~y v V1V VI
DATE (MM/DD/YYYY):

A Joe | 205

Superseded by:

Na--6es - Zol‘f’aws—
DATE (MM/DDIVYYY):

o9 lo& [ 2015

required or authorized under the Ethics in Government A

copies of applications for public release
disclosure report.

a. Executive Branch Personnel Public Fin
Reports (SF 278) and related records

i) or elected.

. L. 95-521), as amended, and related regords,
records of late filing fee payments or

for OGE public reporting waivers of late filing Afees and

comment sheets by report reviewers And filer
filing extension requests and determi
£ financial

cial Disclosure

SF 278 reports for ind¥viduals £filing in
accordance with Section 10¥(b) or ©® of the Act,
and not subsequently confijfmed by the U.S. Senate

ominee or candidate ceases
to be under considergtion for the position; EXCEPT
that documents needgéd in an ongoing investigation
will be retained/until no longer needed in the
investigation.

Destroy 1 year after

(2) All other SF 8s
Destroy whgn 6 years old; EXCEPT that documents
needed i an ongoing investigation will be
until no longer needed in the
b. Executiv Branch Confidential Financial Disclosure

OGE Form 450s for individuals not subsequently
confirmed by the U.S. Senate.

Destroy 1 year after nominee ceases to be under
consideration for the position; EXCEPT that
documents needed in an ongoing investigation will
be retained until no longer needed in the
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Superseded by:
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investigation.

(2) All other OGE Form 450s and OGE Optional Fgfm
450-As.

- ~0cOS — 001l
Dﬁﬂ’ﬂs 221 S—--oaLBDestroy when 6 years old; EXCEPT that dogments

A9 Zo% (2015

DATE (MM/DD/YYYY): needed in an ongoing investigation 11 be
retained until no longer needed in the
investigation.

c. Alternative or additional financial discldsure reports

and related records.

(1) Reports for individuals not subs ently confirmed

Superseded by: by the U.S. Senate.
i»4gf___éi_252f£:i. S-vcngestroy 1 year after nomineg¢ ceases to be under
DATE (MM/DD/YYYY; consideration for the p#dsition; EXCEPT that
jj [05 /‘Zq T documents_ needed in an ongoing 1nvestlgat19n will
’ e be retained until no/ longer needed in the

investigation.

(2) All other alternatjfe or additional financial

Dﬁ/?— Superseded by: disclosure reports.

G125 — )efes_ _

DATE (MM/D?:;\/' OCTvOS ooIj;estroy when 6 Years old; EXCEPT that documents
YYYY}. needed in an/ ongoing investigation will be

Superssded by:

DAf-G1S — 201 B85 5f G
DATE (MM/DDIYYYY):00
04 /65 { 22/ )

2 Jo8 (2005

retained untAl no longer needed in the
investigatio

Ethics Agreement Regbrds.

Records documentdng the review and issuance of ethics
agreements used/ to remedy the appearance of potential orx
actual financi conflicts of interest, including:

- Recordy relating to the review and issuance of recusals
alifications), resignations, reassignments, and
titures.

- cords relating to determinations, authorizations, and
aivers under 5 C.F.R. §§ 2635.502 and 2635.503.

Records relating to the review and issuance of waivers

of disqualifications under 18 U.S.C. § 208 (b) (1) and
(b) (3).

4
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Superseded by:
WS ~Zoi<1-0°

84 | D

Superseded by:

INACTIVE - ALL ITEMS SUPERSEDED

Destroy 6 years after the waiver or other agreed-upon
determination or action has been issued or undertaken or is
no longer in effect.

Referrals and Notifications of Violations of Criminal
Conflict of Interest Statutes and Other Potential Violations
Files.

~ 000 2
Referrals made to Inspectors General or the Deparj{ment of
ustice and notifications to OGE concernin ethics

DATE (MM/DD/YYYY)yiolations or suspected violations. This item S0 covers

related background materials, including copies of
isciplinary and corrective actions and/ disposition

documents such as declinations of prosecution

Destroy when 6 years old.

Non-Federally Funded Travel Files. (Sq ErREEDES GRS q/é)

a. Agency copies of Semiannual Expense Reports for Non-
Federally Funded Travel submftted by all Executive
branch agencies to the Officg of Government Ethics in

D "6‘25"'2‘1"/’0 °§ ccordance with guidance giyén at 31 U.S.C. § 1353, as

mplemented by 41 C.F.R. ALhapter 304 and the use of

DATE (MM/DD/YYYY): Standard Form (SF) 326 a SF 326A. Reports summarize
69 /06 /Z_alg payments made to the agency from non-Federal sources

SUperseded by:

4

for travel, subsistenge, and related expenses of an
employee who attendsy/ a meeting or similar function
relating to official/duties.

Destroy when 3 yeArs old.

b. Statements, fogfms, and other records used to compile
Semiannual ExXpense Reports for Non-Federally Funded

.5005 Travel.

- SO0

Report correspondence, and other records relating to OGE
revie of agency compliance with executive branch ethics

edy€ation and training, and advice and counseling.

OGE program review reports, agency 60-day response
letters, and other follow-up records sent to OGE on the
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resolution of program deficiencies.
oS —oco (e
Superseded by: ,00 Destroy when 6 years old.
D-‘HLWS 25¢(% "b. All other records produced during OGE program reviewg,
'ﬁ‘rﬁm including notes and background materials.

O 06' / 20[ f Destroy 1 year after the date of the OGE program Xeview
report or, if there are recommendations, one ye after
they are closed.

7. Annual Agency Ethics Program Questionnaire Files

perseded by: a. Questionnaire completed by ethics offdcials on an
— annual basis in compliance with Sectign 402 (e) (1) of

o)
DA ~@25- 7o/ ‘/’o '; the Ethics in Government Act of 1978,/ as amended, and
associated records.

Destroy 3 years after submission.

b. All other records related to reéSponses to annual agency
Superseded by: ethics program questionnaires
&S - 20/~ 000%
e —————) 00 estroy 1 year after submdssion of associated annual
DATE (MM/DD/YYYY): agency ethics program quegtionnaire.

Ethics Program Employee Trdining and Education Files.

a. Records relating the administration of new employee
ethics orientatigfis, annual, and other types of ethics
~training and eddication. Records include, but are not

limited to, anfiual plans, schedules of cl E g&ﬁ)ﬁpers
ica

ethiés orientations, annual, and other types of ethics
tragining and education including, but not limited to,
ifstructors’ guides, handbooks, handouts and other
aterials used in training classes, bulletins, and
. newsletters.

Destroy when 6 years old or when superseded or
obsolete, whichever is later.

INACTIVE - ALL ITEMS SUPERSEDED

DATE (MM/DD/YYYY): OO!9 9

JIAT) YY): of employee required to attend, veri
/ /D/" training comipletion and other related records.D b—é—ﬁ—ﬂ—s "ZQIG :
/

7
Destroy en 6 years old. 07/0’ {Zg / (€
b. Record copy of materials used in providing new employee
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DAY
D}
o

Superseded by:

S ~20) b—

ATE (MM/DD/YYYY):
LSO — 000 |

[mY

DAf-Gres,

D9 ]81 (2004

10.

Superseded by:

Superseded by:

=213 -—G‘Cro?

., O _{ ugdating is completed.
DATE (MM/DD/YYYY). <

29 J1te [0/
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Ethics Program Procedures Files.

Procedures and related supporting records on
administration of ethics programs including, but not 1li
to, public and confidential financial disclosure regports
systems, outside employment and activities approval systems,
and referrals of violations of criminal conflict of Anterest
statutes.

Destroy when 6 years old or when superseded
whichever is later.

r obsolete,

Electronic Mail and Word Processing System Zopies.

Electronic copies of records that are cy€ated on electronic
mail and word processing systems and usgd solely to generate
a recordkeeping copy of the records/covered by the other
items in this schedule. Also inclugés electronic copies of
records created on electronic mgil and word processing

systems that are maintained £ updating, revision, or

dissemination.

a. Copies that have no furpher administrative value after
the recordkeeping co is made. Includes copies

maintained by indivigfials in personal files, personal

Ges ~ 20'2 —xb3 electronic mail irectories, or other personal

DATE (MM/DD/YYY
— Do

A h: ! ! the recordkeepi copy .

directories on hard disk or network drives, and copies
QZ_ on shared network/drives that are used only to produce

Destroy/dele within 180 days after the recordkeeping
copy has be produced.

b. Copies ed for dissemination, revision, or updating
that a maintained in addition to the recordkeeping

copy .

g
[0

roy/delete when dissemination, revision, or
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