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 / Scheduling Group
Records 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 (OlG) 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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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.

ltem Count

Number of Total Disposition | Number of Permanent Number of Temporary Number of Withdrawn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

7 1 6 0

GAO Approval
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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 - |G 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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Records Schedule Items

Sequence Number

1.1

269.4 Office of Inspector General Records
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 than e-
mail and word processing?

GRS or Superseded Authority N1-269-90-002 / 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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1.2

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 ) 1GB 1GB

Paper

Microform

Hardcopy or Analog Special
Media

011 - IG Significant Case Files Resource Material
Disposition Authority Number DAA-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 than e-
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

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 DAA-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
ltem 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 N1-269-99-001 / 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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1.4

1.5

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
ltem 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 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
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 than e-
mail and word processing?
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Disposition Instruction

Cutoff Instruction Cu(t 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

1.6 031 - 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 OlG-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 than e-

mail and word processing?

GRS or Superseded Authority NC1-269-82-003 / 22A1

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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1.7

Additional Information

GAO Approval Not Required
032 - Records of IG Legal Advice, Legal Assistance, and GSA Litigation Matters
Disposition Authority Number DAA-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 than e-

mail and word processing?

GRS or Superseded Authority N1-269-05-001/ 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
N1-269-05-001/7/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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Agency Certification

| hereby certify that | 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
ficer Information Officer -
Office of Policy and
Compliance
04/11/2016  |Return for Revisio |Lloyd Beers Appraisal Archivist | National Archives and
n Records Administration
- ACNR Records
Management Services
04/11/2016 Submit For Certific | 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
ficer Information Officer -
Office of Policy and
Compliance
08/17/2016 Return for Revisio |Lloyd Beers Appraisal Archivist | National Archives and
n Records Administration
- ACNR Records
Management Services
10/11/2016 Submit For Certific | 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
ficer 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 Certific | 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

ficer

Information Officer -
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Office of Policy and

Compliance
02/03/2017 |Return for Revisio |Lloyd Beers Appraisal Archivist |National Archives and
n Records Administration
- ACNR Records
Management Services
02/07/2017 Submit For Certific | David Simmons |Knowledge Manage |Public Buildings Service
ation ment Specialist - All os Region 5 GSA
02/07/2017 | Certify Robert Smudde |National Records Of | Office of the Chief
ficer Information Officer -
Office of Policy and
Compliance
03/29/2017 Submit for Concur |Lloyd Beers Appraisal Archivist | National Archives and
rence Records Administration
- ACNR Records
Management Services
04/05/2017 Concur Margaret Director of Records |National Records
Hawkins Management Servic | Management Program
es - ACNR Records
Management Serivces
04/05/2017 Concur Margaret Director of Records |National Records
Hawkins Management Servic | Management Program
es - ACNR Records
Management Serivces
04/07/2017 |Approve David Ferriero Archivist of the Unite | Office of the Archivist -
d States Office of the Archivist
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Record

New ltem |7Vzw Tile New Retention Current GSA 0ld DA | Description Type |Previous Retention Notes
Number
010|IG Significant |Permanent. Cut off significant case 03A050a N1-269-90-002/ ‘Scrmionnual report to the Congress. Documents eccumulated in the P |Permanent, Cut off semiannually, hold 5 yu:,ﬂ_ ond retire
22A50/a {compilation of summary data on Inspector General activitics and to FRC, Transfer to NARA 10 years aftcr catofY in S-year
Records (0001) {:“ at the i d:: the ﬁf" year when achicvements during the first and socond 6-manth periods of cach fiscal blocks, NOTE: Destroy other copies in office space when
e case 1§ closed or no fonger year. a. Final report (record set only). no longer needed for reference.
contested,
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 if|
needed for business purposes, but no
longer than 40 years after cutoff.
03A056b(1)A NI1-269-01-001 / (1) Case files of significant value. A case has significant valuo whea: the|P Permanent, Transfer 7 years after cutoff. As originally writtem, schedule item N1-269-01-001/
03AS6R/I/A case attracts substantial national or regional media attention; the caso 03AS6/b/1/A assumed thot all IG caso filcs decmed “significant”
results in a Congressional investigation; the case results in substantive 'would bo captureds as permanent records. Tho IG's office created
changes m egency policies and procedures; or the case involves mdlchdnledlhmlypuofuuﬁl: eudit, invostigaticn, and
allegations made against senior egency officials other than frivolous ion. ‘The item description for DAA-0269-2015-0002-0001,
nﬂegmoulhmdldmmllmnumnedmmmm.mm 'was written specifically include the three types of case files so as
officials includes the Admi and to climinate this ambiguity.
di of major agency A. Poper case file.
Not previously New record type. Significant inspection case files. Inspection case files were not previously identified and
|scheduled specifically described in previous schedules. This new record type
has been specifically included in the description under DAA-0269-
2015-0002-0001 and DAA-0269-2015-0002-0003 to accomodate
the identifcation and proper retention of Inspection case files
03A0252 N1-269-99-001 / Audit Case Files. Caso files of internal audits of egency programs, T Temporary. Cut off at the end of the fiscal year in which | All Audit case files were proviously scheduled as temporary under
03A25/a operations, and procedures, and of externel audits of contractors and casc is closed, hold 2 years and retire to FRC, Destroy 8 |N1-269-99-001/03A25/a. Theso records have been included in the
grantees. Included aro audit reports, correspondence, memoranda, and years after cutoff. dmmpmm for DAA-0269-2015-0002-0001 to allow for the
related information. and of significant Audit case
files. Routino Audit caso files will bo maintained under DAA-
0269-2015-0002-0003.
N1-269-01-001 / (A) Master filo. Caso specific data, T ‘Temporary, Destroy case specific information at the same | NOTE: This refcrs to case files that fit the criterin of "significant”
03AS6/c/A timo ns destruction of clectronic imaged version of the 'whero data, as part of an el ic master file, was d: d
rclated filo. concurrently with all other relnted elcetronic caso filo rocards
while retaining a paper or an imaged copy of the significant case
filo as the permanent recard.
03A056b(1)B N1-269-01-001 / B. Bulky files, (Evidentiary matorial provided by ar received from third |P Permanent. Transfer 7 years after cutoff. 'NOTE: "Bulky Matcrial” historically meant oversized items
03A56/b/1/B parties that constitutes the basis for the informatian contained in the case (maps, bluo prints, thick items, ctc.) that did not it in the standard
file; supporting materials, documents under scal by court order, statuts or| filo folders used in tho paper filing system. With the switch to
rule, such as grand jury information.) clectronic record-keeping over the years, including the uso of
complox scanncrs, bulky files sclected for use with the significant
casc file no longer exist scparutaly from the case filo, but are now
|incorporated ns materind in tho actual case file, For "bulky files®
that aro not sclected for use, sco 269.4/023 - Row Data of No
Substantive Value.
03A36b(1)C N1-269-01-001 / (1) Caso files of significant valuo. C. Electronic and/or imaged caso file. | T Temporary. Destroy 7 years after cutoff, NOTE: Item originally crested when psper represented the record
. |03Asem/1/C copy. This item allowed destruction of any electronic versions of

the permanent paper records. This item is superseded and
climinated by item 010 as & media neutral itom.




011|1G Sigrificant Temporary. Cut off at the end of the  |03A050b NC1-269-82-003/  {Scmiannual report to the Congress, Documents accumulated in the T Temporary. Destroy 5 years after cutoff.

Case Files et or et — oot fuing oy st e mos piods f e e
Resource » OF InSp 1s closed or year, b, Records other thon the repart record set.
Material (0002) no longer conmted. Destroy 3 years
after cutoff. Longer retention is
authorized, but no longer than 12 years
after cutoff.
021|1IG Standard Temporary. Cut off at the end of the 03A056b(2)A lez-’oﬂl,-:ﬂl / ‘I;gmhw l:x:_u 1l Flleu") An investigative cnse'i:chopmed whea [T ‘Temporary. Scan and destroy paper upon verification of
o n 03, asis of a complaint or on wnrnmu sction. An scan.
Case Files (0003) | fiscal year ﬂﬂ:: the audit, s closed or fgaivecaemay m:“lm ﬁmlﬁr L proscoution, ivl
djudication, or action. igative files constitite the
no longer contested. Destroy 8 years written ageocy record evidencing investigativo cascs, inclndi
after cut-off. Longer retention is { investigative reports and related d such as d
|authorized if still needed for business notes, attechments, and background and working files. (2) All other files.
purposes, but no longer than 40 years Investigativo filos deigned as not having significant historical value A.
after cutoff. Paper cuso file
(N1-269-01-001 / (A) Master filo, Caso specific data. T ‘Temporary. Destroy case specific information at the same | Note: This refers to standard case files which do not fit the
03A56/c/A time as destruction of electronic imaged version of the description of a "significant case file" where dats, as part of
related file. electronic master file, was destroyed cancurrently with all other
related electronic case file reconds.
10C010 N1-269-05-001 /3 Fraud Matter Case Files, Recards relating to cml or cyiminal litigation, |T Close when investigation and/or litigation completed.
or the odministrative bandling, of d matters Destroy 10 years after closing,

addressing allegations of waste, frsud, or abuse, These files include
FﬂseChmMcuu,nmhumhwﬂuundztbeqmm

) ision. Files includ

mfomlnon,mdcase-speuﬁc d uwallll ion &
dcbarment information.

03A056b(2)C N1-269-01-001 / b, Investigative Files ("I Files"). An investigativc case is opencd when  |T Destroy 7 ycars after cutoff.
03AS56/b/2/C IhefmbmdneamplmudlmmmmmchumAn
\.mmqymnhmxd‘emlﬁormmmnlmemhmavd
o the
reports and related documents, such as correspondence,
nom,ulmhmls,mdbndwwndnndwhngfdu (2) All other files.
Investigative files deigned as not having significant historical value C.
Electronic and/or imaged case file.

03A056a(1) N1-269-01-001 / 8 me files, proactive files, and hotline files. Files containing T* |{Temporary. Scan and destroy paper upon veriffcation of
03A56/a/1 ar allegations of an investigative nature that do not result in scan.
the establish ufnfurmal igati ﬁle'l'lﬂﬁleuw:r
or vague al not matters
ferred to i oroﬂlznwuufnrhmdlmﬂ\dnppmtﬁla
providing general information that may prove useful in Inspector General
investigations (1) Paper case file,

03A056a(3) IN1-269-01-001 / 'Znn ﬁlu,pmumveﬂu and hotline files, Files containing T 'Temporary. Destroy clectronic version of file three yoars
03/A/56/e/3 or ions of an investigative naturo that do not result in after closing
the establish M‘-ﬁ:md 'T' ﬁla.'l'bnﬁ.lucum

or vague all an i igation, matters
mfmedmmhmuornﬂumafuhmd!mg,mdlwpmﬁh
pmvldmggencmlmfommmlhntmwpmvemﬂllmlnmlnrﬁmenl

(3 Elcctronic and/or imaged case file.
03A025a 'N1-269-99-001 / Audit Cage Files, Caso files of internal audits of agency programs, T ‘Temporary. Cut off at the end of the fiscal year in which
03A25/a | operations, and procedures, and of extemal audits of contractors and case is clased, hold 2 years and rctire to FRC, Destroy 8
grantees, Included arc audit reports, wmpondum,nu:momndn,ud years after cutoff.

related information.




03A056a

N1-269-99-001 /
03A56/a

Investigative case files. Case files developed during investigations of
known or alleged fraud or abuso and irregularitics er violations of laws
and regulations. Cases relato to GSA personnel and programs and

{operations administered or financed by GSA, including contractors and

oﬁuhmudnumhpmmmmmmmmmwmg
relating to empl, and Hotline laints, and other mi
eomplnmtﬁlu Files consist of investigative reparts ond related

such as notes, end working

. Files ining i ar thn&:mtn:lnled (ne)lo [
specific i They includo ar vague ol not
warranting an investigation, matters referred to constituents or other

papers. i

ies for handling, and support filcs providing gencral information
that may prove useful in Inspector General investigations.

Temporary. Place in inactive file in case is closed, Cut off
at tho end of tho fiscal year, Destroy $ ycars after cutoff.

03A056b

N1-269-99-001 /
03A56/b

Investigative cass filcs. Case files developed during investigations of

known or alleged fraud or abuse eud irregularities ar violations of laws

nndmgldaumCu-rdmmGSApumndmdmmmd
dmini d or financed by GSA, including contractors and

{ relating to empl:

mhmuMpmmemmmummmu
complamﬁln Fﬂumtofmmgmwmpuhmdmlnu
such as notes, h and working

papers.
b. All other investigative files.

‘Tcmporary. Pleco in inactive file in caso is closed. Cut off
et tho end of tho fiscal year, hold 2 years aud retiro to FRC.
Destroy 10 years afler cutoff.

022,

IG Standard
Case File
Resource
Material (0004)

Temporary. Cut off at the end of the
fiscal year after the audit,
investigation, or inspection is closed or
no longer contested. Destroy 3 years
after cutoff. Longer retention is
authorized, but no longer than 12 years
after cutoff.

03A036a(2)

N1-269-01-001 /
03A56/a72

Bulky files. (Evidentiary material provided by or reccived from third
parties that constitntes tho basis for tho information contained in the case
file; supporting materials, documents undar scal by court order, statute or|
rule, such as grand jury information.)

Destroy 3 years ofter closing.

03A0560(2)B

(N1-269-01-001 /
03A56/b/2/B

Bulky files. (Evidentiary material provided by or received from third
partics that canstitutes the basis for the information contained in tho case
file; supporting materials, documents under seal by court order, statute or
rulo, such as grand jury information )

Destroy 7 ycars after closing.

023

Raw Data of No
Substantive
Value (0005)

Temporary. Cut off at the end of the
fiscal year when the case file is no
longer contested. Destroy 3 years after
cutoff. Earlier destruction is
authorized if no longer needed.

Not previously
scheduled

New record type.

031

IG Program
Management
Files (0006)

‘Temporary. Cut off at the end of the
fiscal year. Destroy 3 years after
cutoff. Longer retention is authorized
for business or reference purposes, but
no longer than 10 years after cutoff.

03A001

NC1-269-82-003 /
22A1

Audit guid D created in clearing, and issuing
instructions and guides for use by auditors in GSA intcrnal and contract
audits, but ot documents relating to instructions issued undar tho
dued:vulymhdudedmmdwpudmdnmlhlnd

nctiony, and related reports, Excluded are copics
of udit guides included as part of the Audit Caso File (03A025)

Destroy 3 yeors afler cutoff.

03A010

'NC1-269-82-003 /
22A10

Audit jcs. Di creatod in p and circul
summnudmﬁnmnhnnonlhnmdnudnmwu-,nduledlwt
findings and recommendations, and other andit motters. Included are
periodic endit digests and summaries, reports of actions taken a9 a result
of the summaries, and related records.

Destroy 3 ycars after cutoff.

03A015

NC1-269-82-003 /
22A15

Audit planning. Documents created in identifying arcas for audit,
defining tho scope of planned audits, and scheduling audits.

Destroy 5 years after cutoff.

03A020

NC1-269-82-003 /
22A20

Audit report chronological file. Records lated for refe and
referral to contract audits, internal audits, clearances, and related

linformation. Included are copics of final contract and internal audit

reports.

Destroy 10 years after cutoff.




03A040

NC1-269-82-003 /
22A40

Arca audit offico i fons. Dy lated in i ing the
l:tlvmesoffeldulldlloffesfcﬂhpmposaofmwmgopanumnl
and effecti Included aro i ion reperts and
related records.

Destroy 3 years after cutoff.

03A045

NC1-269-82-003 /
22M45

Audit ad subjoct files. Dy relating to the routine
mmﬂmmmdhmﬁ!fmmmmgmﬂﬂ
istrative files described in di: 9 -C. Included are pertinent

laws, copics of or other auth '
specific audit functional oreas; 'r.lmlund

n:lnhng to

of jures ond . Lt
contractors' financial statements; analyses of cost trends; and significant
findings of prior gudits in each functional area,

Destroy documents when superseded ar obsolete.

N1-269-04-001 /1

Operational Revicws. Dy lated by the Office of Internal

[ustion (JE) in i ing the of field audit offices, field

oﬂ'n:u, nnd mlu' staff offices for purposcs nfmummg
1 end effecth Files include i

reparts, reviews (such as i reparts,
control reviews, and preventive reviews) and related records.

‘Temporary. Destroy after subsequent office inspection but
no carlicr than 3 years after the previous inspection.

10C018

N1-269-05-001/4

Sub Files, Records related to tho issuance of OIG subpocnas duces

tecum and Right to Financinl Privacy Act subpocnas, including internsl

| memoranda, rescarch, and copics of the subpoena, and the Ofice of

Counsel cover letter. These files may also contain proof of servico and
comrespondence with subpocnacd partics.

Close when production completed, Destroy 10 years after
closing,

03A055

NC1-269-82-003 /
22A55

Subpoenas, Documents created in the issuance and return process of a
subpoena duces tecum,

Destroy 3 years after cutoff.

032

IG Legal Advice
Records (0007)

Temporary: Cut off at the end of the
fiscal year. Destroy 10 years after
cutoff. Longer retention is authorized if]|
needed for business or reference
purposes.

'N1-269-05-001 /6

Legal Advice (10C050) Recards accumulated in providing lcgal advice
and counsel to the Inspector General and to OIG components, These files
include written legal opinions, legal advice, research, and supporting
documents, s well as records gencrated in providing infarmal® legal
advice. Records may include advice pertaining suspension and

deb iations, ethics, public buildings, law
enforcement, and Inspector General Act as amended, as well as
personnel issues generally and FOIA and Privacy Act issues that do not
related to a specific request.

Destroy 10 years afier filo has been closed and follow up
has been completed.

Note: FOlAnndanumedlmumdmlhuxlmmder
the lc will b d using GRS

10C040a

(N1-269-05-001 /
Sia

Disclosure Records. n. Records accumulated in providing legal advico
and assil in ding to requests for i fon end/or records
made of the OIG. Includes Freedom of Infarmation Act (FOIA) and
Privacy Act requests, discovery requests in administrativo matters

involving GSA ns a party, such ay misconduct matters, MSPB appeals,

and matters befare the GSBCA, and discovery requests in litigation in
which GSA is not a porty.

Close when disclosure processing completed. For all
records cxcept Giglio and Henthom requests involving
O1G personncl, destray 3 years efter closing.

10C040b

N1-269-05-001 /
5h

Disclosure Records. b, Giglio and Henthomn requests and responscs

lving OIG and (for tho period prior to its inclusion in tho D

of Homeland ity) Federal P ive Scrvico 1. Theso files
also include requests for documents not encompassed by another
category, such as PCIE requests, However these files exclude

C sl for infe

Cut off'closed cases annually. Hold 10 years then destroy
unless subject is still employed by OIG, in which caso
destroy 1 year after subject separates from OIG,

10C070a

N1-269-05-001 /
K]

Pmnell.qnlmmwel!ewtds These records, fledbycmplayee
name, contain di ining to OIG ] and

in readering legal tothe s General or OIG component

on personne] matters, Theso files may include matters involving an

cmployee griecvanco, adverso personnel action, tort elaim, or other

contested matter, including the MSPB, EEOC, DOL, OPM, OSC, and

Federal District Court. These files mny include Congressional
di a. h fe d,

em]_ahyeu.

Closc out at conclusion of litigation or after advico given
and any follow-up concluded, Hold for 10 years afier
cloging, then destroy unless assocints is still employed by
OIG.




10C070b

(N1-269-05-001 /
7

Pumnelugu.lAsimmuRmd: These records, ﬁledbyanplnyue
name, contain ds ining to OIG 1 and
in rendering legal tothe | General or OIG component

onpmonn:lmnnm ﬂmﬂlumymcludemnﬂm:mvolmgm
adverso ] action, tort claim, or other

contested matter, including the MSPB, EEOC, DOL, OPM, OSC, and
FednulblmetCmrLThueﬁlamnymdﬁe
b. still empl

d by OIG after
10 years.

Destroy 1 ycar after employee scparates from O1G.

N1-269-05-001/1

Office Administrative Files - JC Subject Files, Correspondence,

memoranda and documents relating to general logel services that,

beenmdthmnmmwmxbgmﬂlybeﬁkdmmofﬂnmﬂn
ibed in this di

= > Rovi
obsolcto records.

liy, destroy dod or

Schedule items not
superseded because they
are no longer valid or
are now managed using
the GRS

Reason for invalidation

NmrAﬂGSAmd:Msmbangnpﬂwdedmm
entirety by a scries of new The
purposo of this section of the crosswalk is to account for items
leftover from previous schedules that technically were not

| superseded, but ere no longer necded that therefore invalid items

S ded by DAA-GRS-2013-0012

N1-269-04-001 /
3/a

Electronic copies of records that arc created on electronic mail and word
processing systems and uscd solcly to gencrate a recardkeeping copy of
the records convested by other items in this schedule. Also includes
electronic copics of reconds created on electronic mail and word
processing systems that arc maintained for updating, revision or
dissemination. a. Copies that have no further administrative value after
the recordkecping copy is made, Includes copics maintained by
individuals in persanal files, personal electranic mail directaries, or other|
personal directories on hard disk or setwork drives and copies on shared
network drives that are used only to product the recordkeeping copy.

Destroy/delcte within 180 days aficr the recordkecping
copy has been prodaced.

Superseded by DAA-GRS-2013-0012

03A056b(1)C
03A056d
03A025b

(N1-269-04-001/
3b

Electronic copics of records that ere created on clectronic mail and word
processing systems and uscd solely to gencrato a recardkecping copy of
the records converted by other items in this schedule. Also includes
electronic copies of recards created on clectronic mail and word

ing systems that are maintained for updating, revision or

dulmm. b, Copics uscd for dissemination, rovision or updating
that are maintained in addition to the recordkecping copy.

revision, or updating is

Supcrseded by DAA-GRS-2013-0012

(N1-269-05-001 /
8/a

Electronic copies of records that arc crested on electronic mail and word
processing systems and used solely to generate a recordkeeping copy of
the records converted by otber items in this schedule. Also includes
electronic copices of records created on electronic mail and word
processing systems that are maintained for updating, revision or
dissemination, a. Copics that havo no further administrativo value after
the recordkecping copy is made. Includes copies maintained by
mdmdunl:mpnwnalﬁln, persanal clectronic mail directaries, or other|
ics on hard disk or network drives and copics on shared

network drives that are used only to product the recardkecping copy.

Destray/delete within 180 days after the recordkeeping
copy has been produced,

Superseded by DAA-GRS-2013-0012

N1-269-05-001/
8

Electronic copies of records that are created an electronic mail and word
processing systems and uscd solely to generste n recordkecping copy of
the records canverted by other items in this schodulo, Also includes
electronic copics of records created on electronic mail and word
mmglystﬁn:htmmhmedforupdnhng.mumu

b. Copies used for di revision or
that are maintained in addition to the recordkecping copy.

revision, or updating is

S ded by DAA-GRS-2013-0012

N1-269-01-001/
03A56/d

d. Elcctronic Mail and Word Processing Versions of Records. Electronic
mail and word processing versions of records covered by this schedule
(03A056, Investigetive Case Files)

Deleto when filo copy generated and when no Jonger
nceded for referencing or updating,




permanent records - (C) System Documentation.

| Superseded by DAA-GRS-2013-0012 N1-269-99-001/ b, Electronic mail and wordprocessing of records. Delcto when file is generated and when no
03A25/ longer neoded for referencing or updating.
Superscded by N1-GRS-98-002 / 43 (GRS 23/01) [10C001 Office Administrative Filcs
DAA-GRS-2013-0002-0002 (GRS 4.1/40) 22A25 (NC1-269-82-003 / Office Administrative Filcs - Audit control registers. Documents used to Destroy when superseded or obsolete.
22A25 contro} the assignment of numbers and other identifying data to internal
and contract audits mmd reports. Included are index cards, register sheets,
and similar controls,
DAA-GRS-2013-0005-0004 (GRS 3.1 /020) N1-269-01-001 / Information technology ions and mai records - (B) Temporary. Dostroy when no longer nceded for busincss
03A56/c/B Outputs. Routino tracking and control reports printed from tho system purpases and 1o later than six months after creation.
and used for administrative purposas,
DAA-GRS-2013-0005-0003 (GRS 3.1/051) N1-269-01-001/ All d on for y el ic records and d T y. Destroy whea ded, obsolete, or no
03A56/c/C net necessary for prescrvation of longer of use to the ngency, whichever is later,






