INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-269-01-001

All items in this schedule are inactive. Items are either obsolete or have been
superseded by newer NARA approved records schedules.

Description:

During a comprehensive rescheduling effort beginning in 2016 and culminating in 2019. All
authorities on this schedule were superseded by this body of disposition authorities.

Office of General Counsel Records (269.2) DAA-0269-2016-0001

Budget, Finance, and Contractor Management Program Records (269.3) DAA-0269-2016-0004
Office of the Inspector General (269.4) DAA-0269-2015-0002

Civilian Board of Contract Appeals Program Records (269.5) DAA-0269-2016-0002
Professional Services To and With Other Agencies (269.6) DAA-0269-2016-0012
Internal Information Technology Services to GSA (269.7) DAA-0269-2016-0011
Program Management Records (269.11) DAA-0269-2016-0006

Communications Records (269.12) DAA-0269-2016-0007

Legislative and Congressional Affairs Records (269.13) DAA-0269-2016-0008
Audit Resolution Program Records (269.14) DAA-0269-2016-0003

Customer Service / Business Development Records (269.15) DAA-0269-2016-0013
Human Resources Program Records (269.16) DAA-0269-2016-0009

Security Records (269.17) DAA-0269-2016-0010

Public Building Service Records DAA-0121-2015-0001

Date Reported: 04/02/2019
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DRAFT 3/12/01
03A056 Investigative Case Files. (N - - - ).
(Previous disposal authority: N1-269-99-1)

Case files developed during investigations of known or alleged fraud, abuse, and
irregulanties or violations of laws and regulations. Cases relate to agency personnel,
programs, and operations administered or financed by the agency, including contractors
and others having a relationship with the agency. Files consist of investigative reports
and related documents, such as correspondence, notes, attachments, and background and
working files.

a. “Zero” Files, Proactive Files, and Hotline Files. Files containing information or
allegations of an investigative nature that do not result in the establishment of a formal
investigative file. The files cover anonymous or vague allegations not warranting an
investigation, matters referred to constituents or other agencies for handling, and support
files providing general information that may prove useful 1n Inspector General
1nvestigations.

(1) Paper case file.

Temporary. Transfer to Investigations Operations Division (JIB) upon closing of case 1in
Investigations Information System (IIS). Consolidate files into official case jacket.
Convert into electronic 1image by scanning. Destroy paper version of case file after
verifying scanned image. (Occurs within two months of when transferred to JIB.)

(2) Bulky files. (Evidentiary material provided by or received from third parties that
constitutes the basis for the information contained 1n the case file; supporting materals;
documents under seal by court order, statute or rule, such as grand jury information.)
Temporary. Transfer to Investigations Operations Division (JIB) with associated case
file. Convert all but the oversized or odd-sized materials 1nto electronic image by
scanning

(1) Destroy the paper version of scanned bulky file after verifying scanned image.
(Occurs within two months of when transferred to JIB.)

(1) Destroy the oversized and odd-sized material at the same time as destruction of
electronic 1imaged version of the case file.

(3) Electronic and/or imaged case file.
Temporary. Destroy electronic version of file three years after closing

b. Investigative Files (“I Files”). An investigative case 1s opened when the factual
basis of a complaint or allegation warrants such action. An investigative case may result
in referral for criminal prosecution, civil adjudication, or administrative action
Investigative files constitute the written agency record evidencing investigative cases,



including investigative reports and related documents, such as correspondence, notes,
attachments, and background and working files.

(1) Case files of significant value. A case has significant value when:

the case attracts substantial national or regional media attention;
the case results in a Congressional investigation;
the case results in substantive changes 1n agency policies and procedures;
or

* the case mnvolves allegations made against senior agency officials other
than frivolous allegations that did not result 1n a sustained investigation.
Senior agency officials includes the Administrator, Associate
Administrators, and directors of major agency components.

A. Paper case filee. PERMANENT. Transfer to Investigations Operations
Division (JIB) upon closing of case in Investigations Information System (IIS)
and when no longer needed for civil or administrative action pertaining to related
cases. Consolidate files into official case jacket. Convert into electronic image
by scanning. Transfer paper version of file to National Archives of the United
States seven years after closing of case.

B. Bulky files, (Evidentiary material provided by or received from third parties
that constitutes the basis for the information contained in the case file; supporting
materials, documents under seal by court order, statute or rule, such as grand jury
information.) PERMANENT. Transfer to Investigations Operations Division
(JIB) with associated case file. Convert all but the oversized or odd-sized
materials 1nto electronic image by scanning. Transfer paper version of bulky files
to National Archives of the United States seven years after closing of case.

C. Electronic and/or 1maged case file Temporary. Destroy electronic version of case
file, electronic imaged version of bulky files, and related entries 1n electronic tracking
systems at the same time as transfer to the National Archives of paper version of the case
file (seven years after closing).

(2) All other files. (Investigative files defined as not having significant historical value).

A. Paper case file. Temporary. Transfer to Investigations Operations Division
(JIB) upon closing of case in Investigations Information System (IIS) and when
no longer needed for civil or administrative action pertamning to related cases.
Consolidate files into official case jacket. Convert into electronic image by
scanning Destroy paper version of case file after verifying scanned image
(Occurs within two months of when transferred to JIB¢)

B. Bulky files, (Evidentiary material provided by or received from third parties
that constitutes the basis for the information contained 1n the case file; supporting
materials; documents under seal by court order, statute or rule, such as grand jury



information.) Temporary. Transfer to Investigations Operations Division (JIB)
with associated case file. Convert all but the oversized or odd-sized materals into
electronic image by scanning.

(1) Destroy the paper version of scanned bulky file after verifying scanned image.
(Occurs within two months of when transferred to JIB.)

(1) Destroy the oversized and odd-sized material at the same time as destruction
of electronic 1maged version of the case file (seven years after closing).

C. Electronic and/or imaged case file. Temporary. Destroy electronic version of
file seven years after closing.

C. Investigations Information System (IIS) Files. Electronic management system
used by the Office of Investigations to collect and retrieve information relevant to the
investigative process. Comprised of the following data: case entry, entity, subject

activity, case profile (formerly called “90-day case progress report), and timekeeping.

(A) Master file. Case specific data.
Temporary. Destroy case specific information at the same time as destruction of
electronic 1maged version of the related file.

(B) Outputs. Routine tracking and control reports printed from the system and used for
administrative purposes.

Temporary. Destroy when no longer needed for business purposes and no later than six
months after creation

(C) System documentation.
Temporary. Destroy when superseded, obsolete, or no longer of use to the agency,
whichever is later.

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

Temporary. Delete when file copy generated and when no longer needed for referencing
or updating.





