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OFFICE OF INSPECTOR GENERAL
 

1.	 INSPECTION AND PROGRAM EVALUATION REPORT FILES-ORIGINALS: 
Case files of recurring inspections and program evaluations that assist management in 
identifying, analyzing, and resolving program and organizational performance and policy 
issues; studies of areas of specific concern, and internally generated study initiatives 
designed to achieve organizational improvement. These files include copies of official 
draft and final reports issued by the Inspector General to agency heads, project start 
sheets, report review process sheets, report distribution lists, correspondence, and agency 
action plans, if applicable. 

Disposition: Cut-off at end of fiscal year in which inspection report or program 
evaluation case file is closed. Retire to the FRC three years after cut-off. Destroy 8 years 
after cut-off. 

2.	 INSPECTIONS AND PROGRAM EVALUATIONS-WORKING PAPERS: Copies 
of all relevant information generated, obtained, and used in supporting inspections and 
program evaluations, including the objectives, scope, and methodology and 
documentation of work performed to support findings, conclusions, and 
recommendations. Examples of such working papers would include: copies of interview 
notes, survey questionnaires prepared by the inspections staff; and source documents, raw 
data, publications, and other materials, from the agencies being inspected. 

Disposition: Cut-off at end of fiscal year in which inspection report or program 
evaluation case file is closed. Retire to the FRC three years after cut-off. Destroy 
complete working papers file after 8 years. 

3.	 ELECTRONIC RECORDS: Electronic copies of records that are created on electronic 
mail and word processing systems and that are used solely to generate a record-keeping copy 
of the records. 

Disposition: Destroy/delete after the record-keeping copy has been produced. 
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