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LEAVE BLANK (NARA use only) 
REQUEST FOR RECORDS DISPOSITION AUTHORITY 

JOB NUMBER Al/- 5oro-1 ;;;_-/ 
TO NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR) DATE RECEIVED ,/ >Ii 

WASHINGT..ON, DC 20408 // Io I/ 
1 FROM (Agency or establishment) NOTIFICATION TO AGENCY 

Headquarters Defense Commissary Agency 
2 MAJOR SUB DIVISION In accordance with the prov1s1ons of 44 U S C 3303a, the 

d1spos1t1on request, mcludmg amendments 1s approved 
Departmental Offices except for items that may be marked "d1spos1t1on not 

3 MINOR SUBDIVISION approved" or --withdrawn" m column IO 

Internal Audit Office 
4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

Carol Chambliss (804 )734-8000,x48841 oz.,zs,zo,z ~ M. V~/ A!!/ 
6 AGENCY CERTIFICATION 

,, 

I hereby certify that I am authorized to act for this agency 111 matters pertammg to the d1spos1t1on of its records and that the 
records proposed for disposal on the attached ___2__page(s) are not needed now for the bus mess of this agency or will not be 

needed after the retent10n periods specified, and that written concurrence from the General Accountmg Office, under the 

prov1s1ons of T1tle 8 of the GAO Manual for Guidance of Federal Agencies, 

~ Is not required O Is attached, or 

DATE SIGNATURE OF AGENCY REPRESENTATIVE 

ll /01 / iv n /),Aul( JIV~ -. , -
7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 

TeamMate See Attached 

115-109 PREVIOUS EDITION NOT USABLE 

D has been requested 

I TITLE 

Records Officer 

9 GRS OR 
SUPERSEDED JOB 10 ACTION TAKEN 

CITATION (NARA USE ONLY) 

STANDARD FORM 115 (REV 3-91) 
PRESCRIBED BY NARA 36 CFR 1228 
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TeamMate 

Background 
The Office of Internal Audit, a Dtrectorate of the Headquarters Defense Commissary Agency (DeCA) 
conducts and oversees the compltance of program audits, financial statement audits, information 
technology audits, contract audits, attestation engagements, and non-audit services The purpose of these 
types of work 1s to improve qualtty, reduce cost, and increase integr1ty of DeCA operations The work of 

the office 1s conducted in compltance with the standards and gmdelines established by the Comptroller 
General of the United States, the Council of the Inspectors General on Integrity and Efficiency (CIGIE), 
the Department of Defense Office of Inspector General, other professional organizations, DeCA internal 
d1rect1ves, and other regulatory guidelines 

Description 
TeamMate ts an audit management software appltcat10n that 1s used to document and manage all phases 
of audit planning, fieldwork, and reporting This includes organizing all required audit documentation 
while maintaining managerial oversight and control The Office of Audit ut1ltzes 9 I I vers10n of 
TeamMate The office began using the program in fiscal year 2006 

System Data 

Office of the Internal Audit staff enter reports, work papers, supporting documents, and other documents 
consisting of text, Word, Excel, PDF, HTML, PowerPomt, and Outlook files into projects that are created 

in TeamMate All office audit projects, except for classified projects are stored m TeamMate Classified 
projects are performed manually, outside of TeamMate The informat10n in TeamMate 1s both created 
and imported by Internal Audit staff assigned to TeamMate projects This ,tern also covers internal audit 
project records (including for classified projects) maintained outside of TeamMate by Office of Internal 
Audit staff or other Headquarters staff 

D1spos1t1on TEMPORARY Cut-off electronic and hardcopy files 5 years after final action or case 
closing, whichever 1s later, Destroy 5 years after cut-off Supersedes items 95-1 a and 95-2a [authority 
N 1-506-02-2, items 5-9(1) and 5-10(1 )] 

vnrte-1:enorts can be generated to export text from a TeamMate project and Word, Excel, PDF, 
HTML, PowerPoint, a ook files within a TeamMate project Report outputs from this system are 

infrequently performed by Office o I Audit personnel assigned to the project to meet an Office of 
Inspector General, legal counsel Freedom of lnforn,-,-..c,n ct request and the information in this system ts 
not transferred or provided to other systems 

D1spos1t1on TEMPORARY Destroy after 3 years or when no longer needed for operat1orrztt..11JJJ.IJJ 
whichever 1s later (GRS 20, ,tern 16) 
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D1spos1t1on TEMPORARY Delete/destroy wnPl~.inP: seded or 5 years after the system 1s 

deact1vated/obsolete, whichever 1s later (GRS 20, item 11 a( I)) 
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