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To 

Date Received 
1 From (Agency or establishment) 

Office of Inspector General 
2 Major Subdrvrsion In accordance with the provisions of 44 

USC 3303a, the disposition request, In-D rtment of Defense 
cluding amendments, ISapproved except for 

3 Minor subdivision Items that may be marked "drspositron not 
approved" or "withdrawn" In column 10Office of General Counsel 

4 Name of Personwith whom to confer 5 Telephone (Include area code) Date of the United States 

Charles Brancato,Record Mgr 703-602-3792 ~lt-:r{o-:c- (.)~-

6 n 

I hereby certify that I am authorized to act for this agency In matters pertaining to the disposmon of ItS records and that the records proposed 
for disposal on the attached 4 page(s) are not now needed for the business of this agency or Will not be needed after the retention 
periods specrfled, and that written concurrence from the General Accounting Office, under the provrsions of Title 8 of the GAO Manual for 
GUidance of Federal Aqencies 

o IS not required D IS attached D has been requested 

Title 

Director, Admin & Logistics Servicef 
9 GRS or 

8 Descnption of Item and Proposed Drsposition Superseded 
Job Citation 

This request for Records Disposition Authority
 
covers records for the
 
Office of Inspector General
 
Department of Defense
 
Office of General Counsel
 

The records concerned require a schedule. 

Standard Form 115 (Rev 3/91) 
Prescribed by NARA 36 CFR 1228 
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RECORDS SCHEDULE FOR THE RECORDS OF THE
 
DEPARTMENT OF DEFENSE
 

Office of Inspector General
 
For The Office of General Counsel
 

The Department of Defense Office of Inspector General was established by Congress as 
one of the mdependent and objective umts within hsted establishments of Department of 
Defense As the pnncipal advisor to the Secretary of Defense m all Inspector General matters, 
the Inspector General serves as an extension of "the eyes, ears and conscience" of the Secretary. 
In support of the Inspector General mission, the General Counsel office has been realigned under 
the Office of Inspector General. ThIS reassignment for the General Counsel for the IG requires 
schedules be approved for the office specific records. 

Office of General Counsel
 
Mission
 

The mission of the Office of General Counsel ISto provide Independent and objective legal 
advice to the Inspector General and the Office of Inspector General and ItS components. 

Functions 

Attorneys m the Office of General Counsel (OGC) serve as independent legal advisers and 
counselors to the Inspector General and the Office of the Inspector General. aGe Attorneys 
render legal opinions on policy matters, participate in plannmg and pohcy deliberations, review 
for legal sufficiency of all directives, mstructIons, regulations and other significant 
correspondence. OGC Attorneys render advice and legal opimons on matters that have an 
Impact on virtually all substannve and operatIonal programs of the Department of Defense 
masmuch as the recommendations of the DoD IG directly or indirectly mfluence the nature, 
scope and methods of conductmg DoD business at all levels mcluding, investigation, 
procurement, personnel, international and fiscal matters. 

RECORDS CONCERNED: Office of Inspector General, Specific Records for the Office of 
General Counsel 

1100. General Counsel Files. This series covers records created or maintained by the OIG 
Office of General Counsel. These files contain records regarding Office Functional Files, 
Legal Proceedings Files, Directives and Policy Files, Historical and Legislative Files, 
Document Production records and Attorney Working Files. 

1101. General Counsel Correspondence Files - General. Correspondence relatmg to General 
Counsel's office that cannot logically be filed with detailed records or is received for information 
only and on WhIChno actIon ISrequired 

I 
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.3. 
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DIsposItion:
 
Recordkeepmg copy (paper) - Cut off at end of calendar year. Destroy when 2 years old.
 
Current Volume: 6 cu ft 
Annual Volume Growth: 1.5 cu ft 

1102. Office Functional Files. Legal advice, opmions, and assistance to vanous components 
within the Office of Inspector General (OIG). 

DIsposItion: 
Recordkeepmg Copy (paper) - PERMANENT. Cut off and transfer to WNRC at end of calendar 
year m WhIChsubject matter is no longer needed for current agency busmess or convenience of 
reference, whichever IS later. Transfer to the National Archives when most recent record IS 10 
years old. 
Current volume: 39 cu ft 
Annual volume growth: 6 cu ft 

1105. Legal Proceedings Files. Case files on tnals, admnustrative heanngs, and other legal
 
proceedmgs.
 

DIsposItion:
 
Recordkeeping Copy (paper) - Cut off when final action is taken. Transfer to WNRC at end of
 
calendar year m WhIChfinal acnon IStaken. Destroy 10 years after cut off.
 
Current volume: 12 cu ft 
Annual volume growth: 6 cu ft 

111 0-01. General Counsel Directives and Policy Advice and Opinion Files. Legal advice and
 
opinions on proposed directives and mstructions, other than those for WhIChOffice of General
 
Counsel, DoD IG is the proponent.
 

DIsposItion:
 
Recordkeepmg Copy (paper) - Cut off and transfer to WNRC at end of calendar year in WhICh
 
subject matter ISno longer needed for current agency busmess or convenience of reference,
 
whichever IS later. Destroy 10 years after cutoff.
 
Current volume: 1.5 cu ft 
Annual volume growth: .5 cu ft 

1110-02 Policy Development Files. Records on the development and establishment of pohcies 
and procedures for WhIChOffice of General Counsel, OIG-DOD IS the proponent. 

DISPOSItIon: 



Recordkeepmg copy (paper) Cut off and transfer to the WNRC at end of calendar year m WhICh
 
subject matter ISno longer needed for current agency busmess or convemence or reference,
 
whichever is later. Destroy 10 years after cut off.
 
Current Volume: 6 cu ft
 
Annual Volume Growth: 3 cu ft
 

1110-03 General Counsel Policy Files. Pohcies relating directly to the mission
 
of the DOD Office of Inspector General, General Counsel Office for WhIChthe General Counsel
 
ISthe proponent.
 

DisposItIon:
 
Recordkeepmg Copy (paper) - PERMANENT Cutoff and transfer to the Washmgton National
 
Records Center (WNRC) when superseded or obsolete or no longer needed for reference
 
Transfer to the National Archives when 20 years old
 

Current Volume.10
 
Annual Volume Growth: .5
 

1.	 1115. Historical and Legislative. Documents, opimons, and related papers that have 
contmumg histone or legislative interest 

DIspOSItIon:
 
Recordkeepmg Copy (paper) PERMANENT Transfer to National Archives 111 5-year blocks
 
when most recent record IS20 years old.
 
Current volume: 6 cu ft
 
Annual volume growth: .25
 

t	 1130. Document Production Records. Records of responses to records production requests, 
mcludmg document searches, Touhy requests, discovery and FOIA PA. 

DIspOSItIon:
 
Recordkeepmg copy (paper) Cut off when underlying action, investigation or htigation IS
 
concluded. Transfer to WNRC at end of calendar year 111 WhIChcase concluded. Destroy 10
 
years after cut off.
 
Current Volume: 15 cu ft
 
Annual Volume Growth: 15 cu ft
 

1140. Attorney Working Files. Workmg papers maintamed by mdrvidual attorneys, to mc1ude
 
drafts, notes and memoranda, as well as background material and reference copies of documents The
 
recordkeepmg copy of the completed legal work product created by attorneys m the office ISplaced in the
 
appropnate file
 

DIspOSItIon'	 po/ d;;:t 
(a) Recordkeepu:J.g copy (paper) Screell and transfer any recordkeepmg watenaJ to
 

approprIate offiCIal file whellllo IOllger Ileeded fur ClIrrellt agellcy bwillle .... or C()Jl"elllellce ofreferep.ce,
 ~U/U~J
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whichever ISlater 
l\. (b) Other copies, (paper) Destroy after recordkeepmg copres have been mcorporated mto the 

appropnate official file 
Current Volume: 18 cu ft
 
Annual Volume Growth: 18 cu ft
 

(1) Word Processing Files. Documents such as letters, memoranda, rep ,andbooks, 
direcnves, and manuals recorded on electromc media such as hard disks or flo diskettes after they 
have been copied to an electroruc recordkeepmg system, paper, or rmcro for recordmg purposes 

DIspOSItIon 

Delete from word processmg system when no 1 er needed for updatmg or reVISIOn (GRS 20-13) 

(2) Electronic Mail Re s. Senders' and recipients' versions of electromc mail messages 
a records, and any attachments to the record messages after they have 

ICrecordkeepmg system, paper, or microform for recordkeepmg purposes tf;ts 10 

If/O~ 
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