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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule: DAA-0269-2015-0002 

Request for Records Disposition Authority 

Records Schedule Number 

Schedule Status 

Agency or Establishment 

Record Group I Scheduling Group 

~ecords Schedule applies to 

Major Subdivision 

Schedule Subject 

Internal agency concurrences will 
be provided 

Background Information 

DAA-0269-2015-0002 

Approved 

General Services Administration 

General Records of the General Services Administration 

Major Subdivsion 

Office of Inspector General. 

Records of the Office of Inspector General (269.4) 

No 

Office of Inspector General (OIG) Records include documentary 
material accumulated in providing administrative, operational, legal, 
policy, and planning support for the Inspector General function, 
such as summaries, status reports, planning documents, tracking 
information, analyses, inventories, memoranda, correspondence, and 
legal advice. Additionally, the OIG oversight functions of promoting 
economy, efficiency, and effectiveness, and detecting and preventing 
waste, fraud, and abuse, as set forth by the Inspector General Act 
of 1978, as amended, are captured through documentary material 
accumulated during audits, investigations, and inspections of GSA 
programs and operations. These materials fall within the following 
three major categories: 

Audit Records. These records consist of audit reports and supporting 
documentation derived from auditing GSA's programs and operations. 
These records include reports and supporting documentation 
such as work papers, spreadsheets analyses, summaries, tables, 
memoranda, and related correspondence, as well as material created 
in performing the audit function. 

Investigative Records. These records consist of investigative reports 
and supporting documentation derived from investigations alleged 
of fraud, abuse, irregularities, or violations of law. Cases relate to 
programs and operations administered or financed by GSA, including 
agency personnel, contractors, and others having a relationship 
with the agency. An investigation may result in referral for criminal 
prosecution, civil adjudication, or administrative action. Records 
include subpoenas, interview and activity reports, summaries, 
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• • NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule: DAA-0269-2015-0002 

photographs, and electronic recordings, as well as documentation 
accumulated in planning and performing the investigative function. 

Inspection and Forensic Auditing Records. These records consist of 
reports and supporting documentation accumulated in inspecting and 
using forensic auditing (multidiscipline, innovative technologies) to 
review agency programs and operations for potentially fraudulent, 
improper, wasteful, or abusive activities, as well as while performing 
OIG internal quality assurance operations, such as operational 
assessments, Federal Managers' Financial Integrity Act (FMFIA) 
activities, and purchase card suspicious activity queries. These 
records include reports and supporting documentation such as work 
papers, spreadsheets, analyses, summaries, tables, photographs, 
video recordings, interview and activity reports, memoranda, and 
related correspondence, as well as material created to perform 
inspection and forensic auditing function. . 

These records may contain law enforcement sensitive, Uniform Trade 
Secrets Act, confidential commercial information, and/or Privacy Act 
information as well as materials sealed by court order. 

Item Count 

Number of Total Disposition Number of Permanent Number of Temporary Number of Withdrawn 
Items Disposition Items Disposition Items Disposition Items 

7 1 6 0 

GAO Approval 
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• • NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority 	 Records Schedule: DAA-0269·2015-0002 

Outline of Records Schedule Items for DAA-0269-2015-0002 

Sequence Number 

1 269.4 Office of Inspector General Records 

1.1 	 010 - IG Significant Records 

Disposition Authority Number: DAA-0269-2015-0002-0001 


1.2 	 011 - IG Significant Case Files Resource Material 

Disposition Authority Number: DAA-0269-2015-0002-0002 


1.3 	 021 - IG Standard Case Files 

Disposition Authority Number: DAA-0269-2015-0002-0003 


1.4 	 022 - IG Standard Case File Resource Material 

Disposition Authority Number: DAA-0269-2015-0002-0004 


1.5 	 023 - Raw Data of No Substantive Value 

Disposition Authority Number: DAA-0269-2015-0002-0005 


1.6 	 031 - IG Program Management Files 

Disposition Authority Number: DAA-0269-2015-0002-0006 


1.7 	 032 - Records of IG Legal Advice, Legal Assistance, and GSA Litigation Matters 

Disposition Authority Number: DAA-0269-2015-0002-0007 
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• • NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority 	 Records Schedule: DAA-0269-2015-0002 

Records Schedule Items 

Sequence Number 

1 	 269.4 Office of Inspector General Records 

1.1 	 010 - IG Significant Records 

Disposition Authority Number 	 DAA-0269-2015-0002-0001 

Reports, source material cited in those reports, and correspondence associated 
with significant audit, investigation, and inspection case files. These files 
qualify as significant because they meet one or more of the following criteria: 
• Attract substantial media attention (national or regional media). • Resulted in 
a Congressional investigation or hearing. •Resulted in substantive changes 
in agency policy or procedures. • Involved allegations made against senior 
agency officials, other than frivolous allegations that did not result in a sustained 
investigation. Also included is the Semiannual Report (SAR) to Congress, required 
by section 5(a) of the Inspector General act of 1978, as amended. 

Final Disposition 	 Permanent 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered 	 No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

GRS or Superseded Authority 	 N 1-269-90-002 I 22A50/a 
Citation 	 N1-269-01-001 / 03A56/b/1/A 

N1-269-01-001 / 03A56/b/1/B 
N1-269-01-001 / 03A56/c/A 
N1-269-01-001 / 03A56/b/1/C 

Disposition Instruction 

Cutoff Instruction 	 Cut off significant case files at the end of the fiscal 
year when the case is closed or no longer contested. 
For Semiannual Reports to Congress, cut off at the 
end of the fiscal year after publication of the final 
report. 

Transfer to the National Archives Transfer to the National Archives 15 years after. 
for Accessioning cutoff. Longer retention is authorized if needed for 

business purposes, but no later than 40 years after 
cutoff. 

Additional Information 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority 	 Records Schedule: DAA-0269-2015-0002 

What will be the date span of the 	 From 1978 To 2001 
initial transfer of records to the 
National Archives? 

How frequently will your agency 	 Every 1 Years 
transfer these records to the 
National Archives? 

Estimated Current Volume Annual Accumulation 

Electronic/Digital 1 GB 	 1 GB 

Paper 

Microform 

Hardcopy or Analog Special 
Media 

1.2 	 011 - IG Significant Case Files Resource Material 

Disposition Authority Number 	 DM-0269-2015-0002-0002 

Materials related to individual case files and the semi-annual report gathered over 
the course of an audit, investigation, inspection, or in the production of a report, 
that are not incorporated directly into, or become referenced in the particular report 
or case file. These records include, but are not limited to, collected data, data 
dumps, correspondence, spreadsheets, summaries, tables, photographs, audio/ 
visual recordings and materials determined as not useful to the case at hand. 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered 	 No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

GRS or Superseded Authority NC1-269-82-003 / 22A50/b 
Citation 

Disposition Instruction 

Cutoff Instruction 	 Cut off at the end of the fiscal year after the audit, 
investigation, or inspection is closed or no longer 
contested. 
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1.3 

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority 	 Records Schedule: DAA-0269-2015-0002 

Retention Period 	 Destroy 3 years after cutoff. Longer retention is 
authorized, but no longer than 12 years after cutoff. 

Additional Information 

GAO Approval 	 Not Required 

021 - IG Standard Case Files 

Disposition Authority Number DM-0269-2015-0002-0003 

Reports, source material cited in the report, and related correspondence developed 
during audits, investigations, inspections and forensic auditing of GSA programs 
and operations. Reports for these case files do not meet the "significant" criteria 
listed in item 0001. These records include reports and supporting documentation, 
such as workpapers, interview and activity reports, spreadsheets, analyses, 
summaries, tables, photographs, video recordings, memoranda, and related 
correspondence used in the course of an audit, investigation, or inspection. 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered 	 No 
by this item currently exist in 
electronic format(s) other than e
mail and word processing? 

GRS or Superseded Authority 	 N 1-269-99-001 I 03A25/a 
Citation 	 N1-269-99-001 / 03A56/a 

N1-269-99-001 / 03A56/b 
N1-269-01-001 / 03A56/a/1 
N1-269-01-001 / 03A56/a/3 
N1-269-01-001 / 03A56/b/2/A 
N1-269-01-001 / 03A56/b/2/C 
N1-269-01-001 / 03A56/c/A 
N1-269-05-001 / 3 

Disposition Instruction 

Cutoff Instruction 	 Cut off at the end of the fiscal year after the audit, 
investigation, or inspection is closed or no longer 
contested. 

Retention Period 	 Destroy 8 years after cut-off. Longer retention is 
authorized if still needed for business purposes, but 
no longer than 40 years. 

Additional Information 

GAO Approval 	 Not Required 
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• • NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority 	 Records Schedule: DAA-0269-2015·0002 

1.4 	 022 - IG Standard Case File Resource Material 

Disposition Authority Number DAA-0269-2015-0002-0004 

Materials related to individual case files gathered over the course of an audit, 
investigation, or inspection that are not incorporated directly into, or become 
referenced in the particular report. These records include, but are not limited to, 
working papers, correspondence, memoranda, interview and activity reports, 
spreadsheets, analyses, summaries, tables, photographs, and audio/visual 
recordings and materials. 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered 	 No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

GRS or Superseded Authority N1-269-01-001 / 03A56/a/2 
Citation N1-269-01-001 / 03A56/b/2/B 

Disposition Instruction 

Cutoff Instruction 	 Cut off at the end of the fiscal year after the audit, 
investigation, or inspection is closed or no longer 
contested. 

Retention Period 	 Destroy 3 years after cutoff. Longer retention is 
authorized, but no longer than 12 years after cutoff. 

Additional Information 

GAO Approval 	 Not Required 

1.5 	 023 - Raw Data of No Substantive Value 

Disposition Authority Number DAA-0269-2015-0002-0005 

This is large volume information received in bulk from external and internal sources 
that goes through a sorting process and is determined to have no substantive 
value on the case. Information determined as substantative to the case becomes 
incorporated into the related case file 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered No 

by this item currently exist in 

electronic format(s) other thane-

mail and word processing? 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority 	 Records Schedule: DAA-0269-2015-0002 

Disposition Instruction 
r.

Cutoff Instruction 	 Cut off at the end of the fiscal year when the case file 
is no longer contested. 

Retention Period 	 Destroy 3 years after cutoff. Earlier destruction is 
authorized if no longer needed. 

Additional Information 

GAO Approval 	 Not Required 

031 - IG Program Management Files 

Disposition Authority Number DAA-0269-2015-0002-0006 

These records include material accumulated in providing administrative, 
operational, and planning for management and support of the OIG audit, 
investigation, and inspection functions. The records include audit, investigation, 
and inspection guidance, instructions, planning, programmatic reports and 
reviews. Also included are OIG-issued subpoenas and related materials; tracking 
information, summaries, status reports, analyses, inventories, memoranda, 
correspondence and related records. 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered 	 No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

GRS or Superseded Authority 	 NC1-269-82-003 / 22A 1 
Citation 	 NC1-269-82-003 / 22A10 

NC1-269-82-003 / 22A15 
NC1-269-82-003 / 22A20 
NC1-269-82-003 / 22A40 
NC1-269-82-003 / 22A45 
NC1-269-82-003 / 22A55 
N1-269-04-001 / 1 
N1-269-05-001 / 4 

Disposition Instruction 

Cutoff Instruction 	 Cut off at the end of the fiscal year. 

Retention Period 	 Destroy 3 years after cutoff. Longer retention is 
authorized for business or reference purposes, but no 
longer than 10 years after cutoff. 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority 	 Records Schedule: DAA-0269-2015-0002 

Additional Information 

GAO Approval 	 Not Required 

032 - Records of IG Legal Advice, Legal Assistance, and GSA Litigation Matters 

Disposition Authority Number DM-0269-2015-0002-0007 

These records include the legal advice created by the Office of the Inspector 
General on specific or evergreen topics. These records include legal advice 
provided by the Inspector General and OIG components as well as requests for 
information made of the OIG. The records include correspondence, reference 
materials used to support the advice, the actual response, and any related material 
to the topic. Records are maintained in a subject file format and are not specific to 
any case file. Records include, but are not limited to, requests related to discovery 
and disclosure requests, and any requests for documents not otherwise scheduled. 
Also included are records of legal assistance rendered to the Inspector General or 
OIG component pertaining to employee grievances and other contested personnel 
matters. 

Final Disposition 	 Temporary 

Item Status 	 Active 

Is this item media neutral? 	 Yes 

Do any of the records covered 	 No 
by this item currently exist in 
electronic format(s) other thane-
mail and word processing? 

GRS or Superseded Authority 	 N 1-269-05-001 / 1 
Citation 	 N1-269-05-001 / 5/a 

N1-269-05-001 / 5/b 
N1-269-05-001 / 6. 
N1-269-05-001 / 7/a 
N 1-269-05-001 I 7 /b 

Disposition Instruction 

Cutoff Instruction 	 Cut off at the end of the fiscal year. 

Retention Period 	 Destroy 10 years after cutoff. Longer retention 
is authorized if needed for business or reference 
purposes. 

Additional Information 

GAO Approval 	 Not Required 
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NATIONAL ARCHIVES AND RECORDS ADMINISTRATION 
Request for Records Disposition Authority Records Schedule: DAA-0269-2015-0002 

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 in this schedule are not now needed for the business of the agency or will not be needed after the retention 
periods specified. 

Signatory Information 

Date Action By Title Organization 

05/27/2015 Certify Robert Smudde National Records Of Office of the Chief 
fleer Information Officer 

Office of Policy and 
Compliance 

04/11/2016 Return for Revisio Lloyd Beers Appraisal Archivist National Archives and 
n Records Administration 

- ACN R Records 
Management Services 

04/11/2016 Submit For Certiflc David Simmons Knowledge Manage Public Buildings Service 
ation ment Specialist - All OS Region 5 GSA 

04/13/2016 Certify Robert Smudde National Records Of Office of the Chief 
fleer Information Officer 

Office of Policy and 
Compliance 

08/17/2016 Return for Revisio Lloyd Beers Appraisal Archivist National Archives and 
n Records Administration 

- ACN R Records 
Management Services 

10/11/2016 Submit For Certiflc David Simmons Knowledge Manage Public Buildings Service 
ation ment Specialist - All os Region 5 GSA 

10/12/2016 Certify Robert Smudde National Records Of Office of the Chief 
fleer Information Officer 

Office of Policy and 
Compliance 

12/21/2016 Return for Revisio Lloyd Beers Appraisal Archivist National Archives and 
n Records Administration 

-ACNR Records 
Management Services 

12/21/2016 Submit For Certiflc David Simmons Knowledge Manage Public Buildings Service 
ation ment Specialist - All os Region 5 GSA 

12/22/2016 Certify Robert Smudde National Records Of Office of the Chief 
fleer Information Officer 
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Request for Records Disposition Authority 	 Records Schedule: DAA-0269·2015-0002 

02/03/2017 Return for Revisio 
n 

02/07/2017 Submit For Certific 
a ti on 

02/07/2017 	 Certify 

03/29/2017 	 Submit for Concur 
rence 

04/05/2017 	 Concur 

04/05/2017 	 Concur 

04/07/2017 	 Approve 

Lloyd Beers 

David Simmons 

Robert Smudde 

Lloyd Beers 

Margaret 
Hawkins 

Margaret 
Hawkins 

David Ferriera 

Appraisal Archivist 

Knowledge Manage 
ment Specialist 

National Records Of 
fleer 

Appraisal Archivist 

Director of Records 
Management Servic 
es 

Director of Records 
Management Servic 
es 

Archivist of the Unite 
d States 

Office of Policy and 
Compliance 

National Archives and 
Records Administration 
- ACN R Records 
Management Services 

Public Buildings Service 
- All os Region 5 GSA 

Office of the Chief 
Information Officer 
Office of Policy and 
Compliance 

National Archives and 
Records Administration 
- ACN R Records 
Management Services 

National Records 
Management Program 
- ACN R Records 
Management Serivces 

National Records 
Management Program 
- ACN R Records 
Management Serivces 

Office of the Archivist-
Office of the Archivist 
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Record 

N.wTllle Newa.tor1/an Crurorl Gs.t OldDA. Dat:riptlon 1YI"' ,.,..,itnullmntion Now 
Ntmd>a 

010 IG Significant 
Records (0001) 

Permanent. Cut offsignificant case 

Illes at the end ofthe f11cal year when 
the case is closed or no longer 
contested. 

OlAMOa Nl-269-90-002 / 
22ASO/a 

Scmiaooual n:porl to tho Consias. DocumcnlS 110C11111ul1tod in tho 
compilllliou of1ummary data aa laspcc!Gr Ocnend aclivitics and 
acliicvemenlS during Ibo lint and llOCOllCI 6-month period& ofc:ach fiBc:al 
>""'"· L f"mal n:porl (recmd IOI aaly). 

p PcrmanenL Cut ofl"s=illllllUllly, bold S ~andmini 
to FRC. Transfer to NARA 10 yean alb:r cutoll"in S~ 
blocks. NOTB: Destroy other copies in office space whm 
no loogcrnccdcdfcr-. 

For Semiannual Reports to Congress, 
cut off at the end of the fiscal year after 
publication of the final report. 

Transfer to NARA 15 years after 
cutoff. Longer retention is authorized ii 
needed for business purposes, but no 
longer than 40 years after cntoff. 

03AM6b(l)A Nl-269-01..001 / (I) Caso lilco ofsipiflcant valuo. A case bu signilicanl valuo when: tho P PczmooooL Trmufcr 7 yean alb:rc:utoJr. Asorisinallywrittcm, BChoduloi-Nl-269.01.001 / 
03AS6/b/l/A caso·  substantial national or regional media attention; tho caso 

resu!IS in a Conan:uiooal inVOlligadoo; tho cue n:&ullS in substantive 
03AS6/b/l/A ll5llllllOd !bot all IG casa files dccmcd "signif1C1Dt' 
would bo coptureds as pc:nmmc:nl IOCOlds. Tho !G's offioo c:n111tod 

chmiges m ogcncy policio& and procedure&; or Ibo cue in>Olvcs mid Bchcdulod duoo I)..... of.... files; audit, inVOlligadon, aod 
alloglllicms made asainsl senior ogcncy official& other than fiivolowi inspcdioo. The i-dcscriplion for DAA-0269-201S-0002-000I, 
allegations that did not result in a sustained invostigalioa. Senior agency wm writtm spccilically inclodo Ibo duoo types ofcmo files so as 
o!Ticials includes tho Administralar, Asaociato Adminislralen, and to climinalO this ambiguity. 
dinx:lon ofmajor ogcncy cmnpcmcnlS. A Paper case file. 

Not peviously New mionl typo. Significant inspoctimi cuo lilOL lnspcction case files wan: not peviously idoaliliod and 
BChodulod spccilicaOy described in pevious BChodulcs. This DCW roconl typo 

bu boon spccilically inclodod in tho dcscriplion under DAA-0269
2015.0002-0001 aod DAA-0269-201'.ooo2..0003 to accomodato 
tho idcnlif'calion andpiopcrn:IOldioa oflnspec:tioa caso fdea 

03All2Sa Nl-269-99-001 / 
03A2S/a 

Aodit Caso F"dea. Caso files ofinlcmal aodilS ofagency programs, 
opcrationa, and procoduRs, mid ofexlOmal aodilS ofcoa- and 

T Tomponny. CutolFat tho cod ofthofi&c:al )-.arin which 
case is cJosod, hold 2 yean aad mini to FRC. Destroy 8 

All Aodit case lilos wen: peviously scbodulod as tompomyuadcr 
Nl-269-99-00llOJA2S/L Those n:conls hal.. booa inclodod in tho 

--· Included mo aodit n:pons, comspondenco, memoranda, and 
IOlafod infonnlllian. 

)'Clllllalb:rcutoJr. dcsoripdoa for DAA.o269-20JS-0002-000I to allow for tho 
idonlifcadoa and pcrm1111C11t IOIOalion of1isaificant Audit cuo 
lilCI. Routine Aodit caso lilcs will ho maintained under DAA· 
0269-2015-0002-0003. 

Nl-269-01-001 / (A) Master fiJe. Caso specific data. T Temporary. Destroy caso specific infonnlllion at Ibo samo NOTE: This ..rcn to casa files Iha! fd tho crilOria of"llisaificaat" 
03AS6/c/A limo as dcslruclion ofcloclronic imaged vmion of tho wbCIO data, BS part ofan cloctnmia master file, was clcslroycd 

rclatodlilc. omicum:ally with all other ..1atoc1 cloctnmic .... mo roconl& 
while n:Wnins a paper or an imaged copy oftho Bigni11c.mt cuo 
lilo as tho pc:nmmc:nl rocord. 

03AOS6b(l)B Nl-269.01..001 / B. Bulky files. (Evidadiary motmial provided by or rocoivod limn third p PczmancnL Tramll:r 7 yean alb:rculolr. NOTB: 'llulky Mlllcrial' bistorically moant ownizod items 
03AS6/b/l/B parlioa that c:onsdtutos Ibo basis for Ibo infmmadmi coalainod in Ibo caso (maps, bluo prinlS, thiclc ilcm!, oto.) that did not fit in tho standml 

file; supporling material!, documcnlS under seal by court order, statute or file folders used in tho paper lilillg ll)'lcm. Wilh the IWitoh to 
rule, such m graadjwy infonnlllicm.) cJoctnmic n:cord-lo:cpins ....-tho JllWB, incloding tho USO of 

complax BCllllllCD, bulky files sclcctcd for uso with Ibo significant 
caso filo 1111 loogcr exist sepandcly fiom lho C110 ma, but BIO BOW 

incmporatod as material in tho llClual cuo file. For "bulky files" 
dial llO not sclcctod for mo, soo 269.4/023 ·Raw Data ofNo 
Substantive Value. 

03AS6b(l)C Nl-269.01..001 / (I) Caso files ofsignificant value. C. l!loclJonic and/or imagod cuo lilo. T Tcmpormy. Dcs1r<>y7~ a1b:r cutoJr. NOTE: ltcm orisinally c:nllltod when paper iopn:soatod tho roconl 
03AS6/b/l/C copy. This item allo\\-.d ~ofany elcclnmic vmiaos of 

lhc pcrmlDCllt paper m:ords. This item is llUpCllodod and 
climinatod byitcm 010 BS a modianculral item. 



011 	IG Significant Temporary. Cut offat tbe end oftbe 

Case Files fiscal year after tbe audit, 
investigation, or inspection is closed or Resource 
no longer contested. Destroy 3 yearsMaterial (0002) after cutoff. Longer retention is 
authorized, but no longer tbau 12 yean 
after cutoff. 

021 IGStandard Temporary. Cut offat the end of the 

Case Files (0003) fiscal year after the audit, 
investigation, or inapection is closed or 
no longer contested. Destroy 8 yean 
after cut-off. Longer retention is 
authorized ihtill needed for business 
purposes, but no longer than 40 years 
after cutoff. 

03AD50b NCl-269-82..003 / 
22A!IO/b 

03A056b(l)A Nl-269-01..001 / 
03A56/b/2/A 

Nl-269-01..001 / 
03A56/e/A 

lOCOlO Nl-269-05-001 /3 

03A056b(l)C Nl-269-01-001 / 
03A56/b/2/C 

03AOS6a(l) Nl-269-01-001 / 
03A56/a/l 

03A056a(J) Nl-269-01..001 / 
03/A/S6/a/3 

03A025a Nl-269-99-001 / 
03A2S/a 

Sc:mimmual roport ID tho Cangtess. DocumcnlS accamalarecl in the T 
compilation ofsummmy dBID on IDspcctor <lenera1 ectividos aad 
achiowmenlS during tho fint aad second 6-monlh periods ofeach lisca1 
year. b. - other than the report reoord seL 

b. lmatigatiw f'~os ("l Files"). An inwsdgativa case is opened when T 
tho faetual basis ofa complaint or allegatimi wammts such ection. An 
inwsdgadw ease may malt in relemd li>r c:riminal prosecution. civil 
adjudication, or adminlslnltive action. lmestigatiw: lilos c:onstitute tho 
writtm agcncyreoord evidencing inwsdgadvo essos, including 
invosdgadvo roporlS aad rolarecl doc:uments, such .. eemspondonce, 
notes, attaclammls, aad background aad working lilos. (2) All other lilos. 
ln-6gadvo lilos clcigued as not having sisnifu:ant hislDrical ••lue A. 
Paporeasolila. 

(A) Master lila. Caso specilic data. 	 T 

Fraud Malla' Case f'~. Reccmls relating ID civil or aiminal lidgadon. T 
or tho administradYO baadliq, ofgowmmoot inrtisarecl matters 
addn:ssing alloptions ofwaste, fraud, or abuso. These lilos include 
False Claims Ad eases, such as lhosc lm>ught under the qai tmn 
wbisdcbloww pravisioo. Files includo ccmt filings, invosdgadvo 
inlbnnation. aad c:sse-specifie comspondence, as woll as suspension & 
debarment information. 

b. lnYOsdgadva Files ("I Files"), An invosdgadvo case is opened when T 
the factnal basis ofa complaint or allegation wammts such aotion. An 
invosdgadvo e~may malt in relemd li>r c:riminal pmsocntion. ciyil 
adjudication, CB' adminlstratiw action. !nYOStigatiYO lilos c:onstitule the 
writtm agency record evidoncing inYOSdgadYO cases, including 
inwslisadvo roports and relatod-, such as cormpcmclcnco, 
notes, allllcbmcnlS, and backgmund aad working f~. (2) All other lilos. 
lnvestisatiw liles clcigued as not baYing significaat historical wluc C. 
Electronic and/or imaged caro lile. 

a. 'Zero" lilos, proacdvo Oles, and bctlino files. F'~ containing T· 
information or allegadons ofan inYcstigadvo nature that de not malt in 
the establishment ofa formal m...dgadvo file. Tho files cowr 
llllOD)'lllOUS or •ague allegations not wmraating an invosdgadon. matters 
ndl:m:d ID CCIUlti_.. or other agancics li>r lumdling, aad mpport files 
providing general inli>rmation !hat maypnm: usofal in IDspcctor Gencn1 
inwsliJadons ( 1) Paper caso lile. 

L "Zero" files, prvacti.. liles, aad hotlino lilos, Files containing T 
inlbnnation or allegations ofan inwslisstiYC nalDre that de not malt in 
1he cstablislmumt ofa formal invosdgativo fdo. Tho f~ cowr 
llllOD)'lll01IS or •ague allegations not wammting an in...dsation. matlen 
referred ID c:onstituealS or other agencies fur hmdling, and 1upport f~ 
providing general inlbnnation thet may prow usoful in llllpoclar <lcnera1 
inwsdgadons (3) E1cctronic and/or imaged casa lilc. 

Audit Caso Files. Caso lilos of internal audilS ofagency pl08DllU, T 
operations, and proccdnm, aad ofexternal aadiis ofecmtracton aad 
gnmlccs. 1ncluclcd are audit reporis, corrcspondcncc, mcmoranda, aad 
relarecl inli>rma!Km. 

T_,uy. Des1ruy 5 years aftorcutoO: 

Tempormy. Sean and dOslruy paper upon wriliestion of ...... 

Tompormy. Deslruy ease spocilic inli>rmalion at tho ramo 
time .. - ofelectronic imaged ..mo. oftho 
rolareclfilo. 

Closo when inwsdgadon and/or litigation completed. 
Dcslruy 10 yean after closing. 

Deslruy 7 yean --

Tanporary. Scan and clcslruypapor upon ...uicalion of ..... 

Tompormy. Des1ruyclcctronic-.ionoffdotbreoyean 
after closing 

T_,aiy. Cot oll"at Ibo ead of the liscal year in which 
caso is closed, hold 2 yean aad retire ID FRC. Deslruy 8 
yeanaftorculDft'. 

Noto: This rd'crs ID ltlladmd caso files whic:h de not lit tho 
description ofa "1ignificant caso file" when data, as part of111 
eleclronic martcr fi1o, was desttoyed conc:urmdly with all other 
related eloctnmic caso fi1o n:ccnls. 



03A056a Nl-269-99-001 / 
03A!56/a 

lmi:stigatiw casa files. Caso files dewlopod during in\"Uligadoas of T 
laurnu or alleged fraud or abuso and imogularides or violations of laws 
and regulations. Cmcs n:lalO IO GSA pc:noancl aod pn>grams aod 
operations admini.st=d or linanood by GSA, including contractors nod 
other having a n:ladoaship with GSA. This includes inwstigalive mes 
mating IO cmploycc and Hotline complaints. and other miscellaneous 
complaint files. Files ccmist of inwsdgatiw reports and n:lllk:d 

- such .. comsponclence, """"'·-.andworking 
papers. 
a. Files containing infCllllllldcm or .Ucgaticms that do not n:lalOd (sic) to a 
QJCClllC in\"Uligadons. They includo llllClll)mou5 or yquc allegations not 
warranbllg an inwsdgation, mattcn n:li:ncd to comd-IS or other 
agencies for lumdling, and llllpJIOll files providing general infonnation 
that maypnm> useful in lnspcctor Gcnend inwsdgatiOllll. 

Tcmpormy. Placo in inactive file in case is closed. Cut off' 
Bl tho end of!ho flSClll year. Destroy 5 )"CUI after cutofr. 

03A056b Nl-269-99-001 / 
03A!56/b 

la,,.,tigativo case mes. Caso files developed durins inwstisadons of 
kncl\\11 or alleged fraud or ahuso and irregularities or >iollllions oflaws 
and regulations. CBSCS n:1a10 to GSA pcrlODllOl and prognuns and 
operations admini.st=d or financed by GSA, including cmllnCIOrl and 
other having a n:lationshlp with GSA This includes inwstisadve files 
n:lating to employcc and Hotline complainlS, and other miscellaaeoas 
complaint files. Files consist ofinw&lisad.., reports and n:lalOd 
documcnlS such as eor=pondenco, """'8, attachmenlS, and working 
papen. 
b. All Olhcr in\"CStigatiW files. 

T Temporary. Plaoo in inaotiw &lo in Ciiio is closed. Cut oil" 
al tho cad oftho fiscal year, hold 2 )"CUI and ICtira to FRC. 
Destroy I 0 ycan after cutolF. 

022 IGStandard 
Case File 
Resource 
Material (0004) 

Temporary. Cut offat the end ofthe 03A056a(2) 

fiscal year after the audit, 
investigation, or inspection is closed or 
no longer contested. Destroy 3 yean 
after cutoff. Longer retention is 
authorized, hut no longer than 12 yean 
after cutoff. 

Nl-269-0l·OOI / 
03A!56/a/2 

Bulkyfiles. (EYidaidary material pmvidod by or m:eivod &om thin! T 
parties that coasdtuk:! tho basis for tho infbmudion oontained in the caae 
file; supporting materials, documenlS Ulldm- seal by court onle<, sta-or 
rule, such .. gnndjmyinformation.) 

Destroy 3 )"CUI after closing. 

03A056b(2)B Nl-269-01-001 / 
03A!56/b/2/B 

Bulky files. (E>identiary material pmvidod by or m:eivod &om thin! T 
parties that c:onstituk:! lho basis for tho information containod in tho caso 
file; supporting materials,  Ulldm- seal by court order, statulO or 
rule, such u gnndjury information.) 

Destroy 7 )"CUI after closing. 

023 Raw Data of No 
Substantive 
Value (0005) 

Temporary. Cot offal the end ofthe 
f11cal year when the case file is no 
longer contested. Destroy 3 yean after 
cutoff. Earlier destruction is 
authorized ifno longer needed. 

Not praviously 
schcdulcd 

New reconl typo. 

031 IGProgram 
Management 
Files (0006) 

Temporary. Cut offat the end of the 
fiscal year. Destroy 3 yean after 
cutoff. Longer retention is authorized 
for business or reference purposes, hot 
no longer than 10 yean after cutoff. 

03AOOI NC1·269-82-003 / 
22Al 

Audit guidaoce. llocumenis crealOd in preparing, clearing, ond issuing 
instructions and guides for usc by oudilOrl in GSA inll:mal mid contract 
oudilS, bet DOI documonlS n:ladng to instructions issued ocdcr tho 
diR:ctMs l)"slem. laclwlcd ... reconl copies ofoudit guides and 
instructions, cloannco actions, mid telalOd reports. Excluded ua copies 
ofaudit guides included u part oftho Audit Caso Filo (03A025) 

T Destroy 3 ycan after cutofr. 

- 03AOIO NCJ-269-82-003 / 
22AIO 

Audit summaries. DocumonlS crealOd in preparing and ciJouladng T 
sommariml infonnadcm on tho status ofaudit acti>itics, sclcclOd audit 
findings and n:commc:adatillllll, and other audit mattcn. lacluded ma 
periodic oudit cligaslS mid l1llllllUlrics, reports ofactions taken as a mull 
oftho sommarios, and n:latcd n:cords. 

Destroy 3 ycan after cutolf. 

OJA015 NCl-269-82-003 / 
22Al5 

Audit planning. Dccumcots cn:alOd in identifying moas for audi~ 
delinillg tho acopo ofplanned oudilS, and acheduling audits. 

T Destroy 5 )"CUI after cutolF. 

03A020 NCl-269-82-003 / 
22A20 

Audit n:port chnmoJosical &la. Records accumulated for n:fcraaco and 
n:li:nal to ocmtract audi11, intcmal oudilS, clearances, and n:lalOd 
informadon. laclwled an: copies of liaal COldnlCI ond inll:mal audit 
reports. 

T Destroy I 0 ycan after cutolF. 



03A040 	 NCl-269-82-003 / 
22A40 

03A04.5 	 NCl-269-82-003 / 
22A4S 

Nl-269-04-001/1 

IOCOIS 	 Nl-269-0S-OOl / 4 

03AOSS 	 NCl-269-82-003 / 
22ASS 

032 IG Legal Advice Temporary: Cut off at the end of the Nl-269-05-001/6 

Records (0007) fiscal year. Destroy 10 years after 
cutoff. Longer retention is authorized if 

needed for business or reference 

purposes. 

~ 

IOC040a 	 Nl-269-0S-OOI / 
Sia 

• 	 IOC040b Nl-269-0S-001 / 
Sib 

IOC070a 	 Nl-269-0S-001 / 
7/a 

An:a audit ollico inspections. DocumonlS accumulafl:d in inspecting the T Dcstray 3 )"Cllrll afla- outolI 
activities offield audit ollic:a for the pmposes of incn:miing operational 
and ndminis1ratiw cll"ccti\imcss. Jnelucled mo inspection rqx>rlS and 
rolafl:drocords. 

Audit administrative subjoct files. Dceuments rolllling to tho routine T Dcstray doeumenlS when supenecled or obsolete. 
opcnllion and admiaislnllion oftho audit function, but DOI geaenl 
admiaislratiw files described in appendix 9-C. Included BR perlincnt 
IBM, eepics ofconlnlcts or olhcr authoritati\"O documcnlS relating to 
specilic audit limctional ams; nrganizatienal e1wts and limctional 
ata-; suneys ofprncedura nnd conlrals; atatisticnl tabalaticms, 
contracton' financial stntcmcntl; nnolyses ofcost ttencb; and significant 
findings ofprior auclilS in each functional area. 

Operational Reviews. Documents 110CUD1ulat£d by tho Oflice of ln""1Ull T Temporary. Dcstray afla-suh5cqucnt ollico inspection but 
Evaluaticm (JE) in inspecting tho activities offield audit offices, field ao earlier dum 3 yean afla- the provious inspecticm. 
investigatiw oil".,.., and other llllll"ollicoa for-OI of increasing 
opendional and administntiw olTcetivoness. Fdos include inspection 
rqx>rlS, llllllUlplllClltn:vicws (such as inspcctinorqx>rlS, maaagcmeot 
CODlrol n:views, and pnMmtiw n:vicws) and relafl:d roconls. 

Subpoeoa Fdos. Rcconls n:lafl:d to the isswmoa ofOIG subpoenas cluccs T 
tacum and RisJit to FlllllllCial Privacy Act suhpoc:nu, including in-.1 

Close when pracluction _.......Destroy 10 yean after 
closing. 

memonmda, RIClreli, and copies ofthe sub- nnd tho Ollice of 
Counsel cover letter. Thcso files may al5o COlllain ...,.rofsmico and 
com:spoodonco widi suhpocruiccl parties. 

Subpoenas. Doc:ummlS c:reatod in the issuance and rctum process of a T Dcstray 3 yean afla-cutof[ 
subpoena cluccs tecam. 

Legal Advice (IOCOSO) Rcconls accumulafl:d inproviding legal advice T Destroy 10 yean after filo has bcco closed and follow up Note: FOIA and Privacy Act roconls mentiooccl in this ilmn uodcr 
and oounse1 to the lmpcctor General and to OIG compontmlS. These files hasbccocomplctcd. the pmposod ICbodulc will bo maaasod using GRS 
include Mi- legal opinions, legal odvice, resean:h, and suppol1ing 
clocumcnts, as well as roconls gcncrall:d in providing "informal" legal 
advico. Records may includa advice pertainins suspension and 
clebumont, prucun:mont, appoprialions, ethics, public buildings, law 
c!nfon:cmont, mul lnspcctor Cloneral Act u IDDmlcled. as well as 
pclBOllllCI issues gcncrally and FOIA and Privacy Act issues that do DOI 
relafl:d to a specific n:qucst. 

Disclosme Roconls. a. Rcconls acc:umulafl:d in providing legal advice T Close when disclosme processing completed. Fe.- all 
and assistanco in m)ICllldiD& to reqcoll5 for information aod/or n:conls nx:orcls cxccp1 Giglio and Honthom n:qucsts im"Dlviog 
made ofdie OIG. Includes Freedom of lnformatioo Act (FOIA) and OIG pcnonoel, clestroy S yean afla-clming. 
Privacy Act reqcoll5, discoveiy requeslS in adminiaratiw matten 
involving GSA ca a party, such u misconcluct mat1mB, MSPB appeals, 
and matten boforo the GSBCA, and di!ICOWll)'requeslS in li~gatioo in 
"liieh GSA is not a party • 

Disclosano Rcconls. b. Giglio and Heothom roqucats and n:sponscs T Cut offclosed cues mmually. Holcl 10 yean then destroy 
involviog OIG and (for tho period prior to ilS inclusion in tho Ilcpmtmcnt unless 1Ubjoct is still employed by OIG, in which ease 
ofHomelmul Socurity) Fecleral Pnrtectivo Sc:rvico personnel. Thcso files destroy I  afla- subject leparalol fiom OIG. 
also include requeslS for documents not encompassed by llllDlher 
calcgory, such u PCIE requcslS. However those files exclude 
Coogressional requesis fill' infonnaticm. 

Penonnal Legal Asaistaaoo Rcconls. Theso records, filed by employee T Close out at conelusion of litigation cr afla- advice given 
1U1111C, CODtain docomcolS pertainins to OIG personnel and ac:eumulot£d and ony follow-up concluded. Hold r..- 10 yean after 
in rac1ering lcgnl lllSistaaoo to the 1mpcctor General cr OIG component closing. thon destroy unless usoc:iota is still employed by 
Oil pclBOllllCI mallcrl. Thcso filos may include matten involving an OIG. 
employeozrievance, odvoraopersonnel oclion, tolt elaim, or other 
contcsfl:d matter, including the MSPB, l!EOC. DOL, OPM, OSC, end 
Fecleral Dis1rict Court. These lilcs llllly include Coogn:ssiooal 
constituent c:orn:sponclenc. a. Tenninatcd, lnlllsfem:d, cr scparafl:d 
employees. 



IOC070b 	 Nl-269-0S-DOI / 
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Schedule items not Reason for invalidation 

supeneded because they 
are no longer valid or 
are now managed using 
theGRS 

Supc:ncdcd by DM-GRS-2013-0012 	 Nl-269-04-001 / 
3/a 

Supencdcd by DM-GRS-2013-0012 	 03AOS6b(l)C Nl-269-04-001 / 
03AOS6d 3/b 
03A02Sb 

Supc:ncdcd by DM-ORS-2013-00JZ 	 Nl-269-0S..001 / 
8/a 

Superseded by DM-GRS-2013-0012 	 Nl-269-0S-001 / 
Bib 

Supencdcd by DM-GRS-2013-0012 	 Nl-269-01-001 / 
03AS6/d 

Penoonel Lcgnl Assistanco Roc:onls. Thcso n:ccmls, lilcd by cmployoo T DclllOy I >,...after empl- soparolel flam OIG. 
namo, contain documc:nts pcrlaining to OIG pcnomiel onc1 accunmlalcd 
in n:odcrins legal assistanoo to the INpcctor Gencrol or OIG componODt 
on pcnonncl mattcn. These files mny includo mattcn involving an 
mpl-grimmoo, adwno pcnonnel action, tort claim, or olhcr 
COlllCllcd mall<r, including the MSPB, EEOC, DOL, OPM, OSC, oncl 
Federal Dis1rict Comt. These liles may includo CcmaJasicma1 
ccmstiluODl cmrapcmdcnco. b. Employees still employed by OIG after 
10,...... 

Offioo Administraliw Files - JC Subject F"des. Com:spoadonco, T Tc:mpormy. RcYic:w annually, dcsllOy llUpCIBcdcd or 
-.and documenll relating to general legal 1crviocs Iha~ obsolete n:cords. 
booauso oftheir-.., cannot logically bo lilcd in ono oftbn spocifac 
cal<gorieo described in this nppoodix. 

Neta: All GSA n:ccmls schcduleo ano being superseded in their 
entimy by a scrim ofnew comp"'11cnsiva roconls schedules. Tho 
p111J111SO oftbis -oftbecrasswalkis to m:countfcritcms 
lellowr flam previous schcduleo that teclmicolly"""' not 
supencdcd, bot aro co longer needed that lhcrofcro invalid i-.i 

Eloctnmic copies ofroconls that arc c:n:alcd on cloctronic mail oncl wonl T Dcstloy/dclele within 180 days after the n:con1lm:ping 
processing sys1cm1 and usod solely to gcncrato a rocan1kooping copy of copy h.. boon procloccd. 
tbo roconls CDllYCdcd by other i-.i in this schedule. A1ao includes 
cloctnmic copieo ofroconls c:n:alcd on c1octronio mail oncl word 
processing sys1cml that ... maintained for updating, revision OI" 

disseminalioo. a. Capies that ba.., no further administntlivc wlue after 
tho n:con1lm:ping copy is made. Includes copies maintained by 
indiWluals in personal files, personal c1octronio mail clinoctmios, or other 
pc:nooalclinoctmios on bani disk or-.orkdri..,. awl copies on shared 
network dri... tbal are used only to product tho rocan1kooping copy. 

E1cc:troaic copies ofroconls tbal mu c:n:alcd OD cl-mail oncl wonl T DcsllOy/dclcto when dissemination, revision, or updating is 
processing sys1cml and usod solely to gcncrato a roconlkooping copy of completed. 
the zocanls CDllYCdcd by other i-.i in this scbcdulo. A1ao includes 
olcctnmic copies ofroconls c:n:alcd on clcclnmic mail oncl wonl 
pnx:essing sys1cm1 that mu maintained for upc1ating, n:vision or 
dissaninatioo. b. Copies used for disseminalion, n:vi1ion or updating 
that me maintained in addition to the n:con1lm:ping copy. 

Elcctnmic copies ofroconls that ma c:n:alcd OD cl-mail oncl wonl T lle111uy/clelcto within 180 days after the roconlkooping 
processing sys1cml and used solely to gcncrato a roconlkooping copy of copy lui! been prodaccd. 
tho rocon1s CDllYCdcd by olhcr items in this schedule. A1ao includes 
olcctnmic copies ofn:ccmls c:n:alcd on el-mail end won! 
processing sys1cm1 that mu maintained for updaling, n:vision or 
dissemination. L Copies that b11VO no further adminisb'Dtivo v1luo after 
tho n:con1lm:ping copy is mndo. Includes copies maintained by 
indiWluals in pc:nooal lilcs, personal el-mail diroctaries, or other 
personal diroctmica mt bani disk or-.orkdri\"OI and copies on shared 
-.orkdriVlll tbal aroused only to product tho rocan1kooping copy. 

Elcctnmic copies ofroconls tbal arc c:n:alcd on olcctnmic mail and wonl T Dcs110y/dclcto when dissemination, n:vision, m" updating is 
processing syslans nud used solcly to gcncrato a n:cordkooping copy of complCled. 
tho rocon1s CDllYCdcd by other ilOms in this scbcdulo. A1ao includes 
cloctronic copies ofroconls aealcd on c1octronio mail and word 
processing syslans that ... maintained for apdaling, revision ... 
dissominatioo. b. Copies usod for dissominalion, revision or updating 
that me maintained in addition to tho 111C01dbcping copy. 

cl. Elcctnmic Mail and Word Procwins VersilJ!IS ofRoc:onls. Eloctnmic T Delete whcn file. copy gcneralcd and when no Jmiger 

mail aod wonl pmcossing vanimta ofroconls coverod by this schedule ncodcd fer refc:n:ncing or updating. 

(03AOS6, In...,;g.tiw c ... F"des) 




I 
Supe!ICdocl by DAA-ORS-2013-0012 	 Nl-269-99-001 / 

03A2Slb 

Supcncdcd by Nl-ORS-98-002 / 43 (ORS 23/01) IOCDOI 

DAA-ORS-2013-0002-0002 (ORS 4.l / 40) 22A25 	 NCl-269-82-003 / 
22A25 

DAA-ORS-2013-DOOS-0004 (ORS 3.1 / 020) 	 Nl-269-01-001 / 
03A561c/B 

DAA-ORS-2013-000S-0003 (ORS 3.1 /OSI) 	 Nl-269-01-001 / 
03A56/c/C 

• 

• 

b. Eloctnmicmail and wonlpiucessins ofroconls. T Dolcto when lilo is gcnendod and when DO 

Jcmger ncocJcd fm' R&:rencing or updating. 

Office Administmlh·o Files 

Olliec Administratiw Files - Audit -lrol reaisten. Document! used to T lleatnJy when aupenedccl ... obsolotc. 
control tho assignment ofnumbcn and olbr ideutifying data to inlenull 
and contrm:t audit! and n:ports. lncludod.,. m.i.. cords, rogis1cr sheels, 
nnd similar eontrol1. 

lnfonuation technology operations and maintawH:o n:eonls - (B) T Temporary. Destroy when uo longer needed far business 
Output!. Routine trncking and conlrol n:ports printed limn tho~ - and uo latcr thnn six months after cn:ation. 
and used for adminisb'ntiw purposas. 

All clocmmmtaticm fartmnpormyelectronic"""'11s anddacumcntaticm T Tcmpormy. DeatnJywhmsupenedcd, obsolcto, CD'DO 

net necessary far pn:scrvation or lcmger ofuso to tho ogency, whicbewr is later. 
pcrmanent ......i. - (C) s~Documentation. 




