
L.EAVE BL.ANK REQUEST FOR RECORDS DISPOSITION AUTHORITY	 -JOB NO. 
(See Instructions on reverse) N/- 3 30- 88-Lf 

OATE RECEIVEDTO:	 GENERAL SERVICES ADMINISTRATION
 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408
 

1. FROM (Agency or ".tobIWlmertt) NOTIFICATION TO AGeNCY 

Department of Defense In accordance with the provisions of 44 U.S.C. 3303a 
2. MAJOR SUBDIVISION , the disposal request. including amendments. is approved 

except for items that may be marked "dlsaositlon notOffice of the Inspector General approved" or "withdrawn" in column 10. If no records 
3. MINOR SUBDIVISION are proposed for disposat. the signature of the Archivist is 

not required. Information and Operations Support Directorate 
4. NAME OF PERSON WITH WHOM TO CONFER	 5. TEL.EPHONE EXT. ARCHIVIST OF THE UNITED STATES~~)Marianne Offield	 693-0230 ' 27 ifl ~ S) 
6. CERTIFICATE OF AGENCV REPRESENTATIVE -
I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed for disposal in this Request of 64 pagels) are not now needed for the businessof this 
agency or will not be needed after the retention periods specified; and that written concurrence from the General 
Accounting Office, if required under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, is 
attached. 

D. TITL.E 

Acting Director for Administration 
9. GRS OR 10. ACTION7. 8. DESCRIPTION OF ITEM SUPERSEDED TAKENITEM (Wltlt Inc/lu/ue Dat •• 0" Retentton Periode) JOB (NARS USENO. CITATION ONLY) 

RECORDS OF THE OFFICE OF THE INSPECTOR GENERAL 

This request for records disposition authority covers
 
those records of the office of the Inspector General,
 
Department of Defense not covered by the NARA General Records
 
Schedules Nos. 1-25. This is the initial request from this
 
organization.
 

In order to upgrade DoD-level audit, investigation, and
 
Inspection activities, the Congress established a statutory

IG in the Department of Defense Authorization Act of 1983.
 
The DoD OIG was patterned after the civilian agency IG offices
 
created by the Inspector General Act of 1978 (Public Law
 
95-452.) The Authorization Act also combined several existing

DoD-level audit and investigative organizations under the
 
DoD IG. The DoD IG performs audits, conducts criminal
 
investigations of fraud throughout DoD, recommends action to
 
the appropriate managment levels to correct program

de f LcLencLes, and reports the status of actions being taken to
 

-·corr~ct.~t~ese~deficiencies. The DoD IG is also responsible for
 
roviding policy guidance and oversight of the Army, Navy, and
 
ir Force audit and investigative '~gencies.
 

#' ·d 

115-108 ,	 STANDARD FORM 115 (REV. 8·a 1)Lt 11-/:;)II/d Prescribed by GSA 
FPMR (41 CFR) Hll·11.4 
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APPENDIX E. SERIES 100· ADMINISTRATION 

Index o( Major Titles 

File Title PageNumber 

100 Administration. E·2 

110 Administration Policy and Procedures Files. E·4 

115 Implementation Files. E·4 

120 Postal and Mail Management Files. E·4 

130 Security Files. E-6 

135 Personnel Security Files. E·g 

140 Publications and Blank Forms Files. E·10 

145 Publications Case Files. E·11 

160 Telecommunications Files. E -11 

165 Data Communications Systems Case Files. E·12 

170 Building and Space Administration Files. E·13 

175 Office Space Case Files. E·l] 

E· 1
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Series 100 - Administration 

File Tid.
 
Number Description
 

100 Administration. 
The files described in this series relate to the 
management and performance of 
administrative operations and to obtaining 
administrative services from the offices 
responsible for providing them. 

a. CQrreSPQRdeREerelatiAg te aa".,Alstratlon 
that cannot logically be filed With detailed 
records listed below. 

b. Documents relating to administration that 
are received for information only and on 
which no action is required. 

101 Int nal Administration Files.
 
D uments relating to the day-to-day
 
ma ement and administration of an
 
Indivi al office.
 

101-01 Internal Offic Procedures.
 
Documents ncernlftg internal office
 
procedures, h rs of duty, and individual
 
duties that do n have continuing
 
applicability.
 

101-02 Participation In Charitable ffairs. 
Documents relating to 0 . e participation In 
charitable affairs, such as b donations or 
charitable contributions. 

101·03 Safety and Emergency Procedures.
 
Docu ments concerning emergency
 
evacuation procedures and office wfe
 
as notification of uns.fe practices.
 

101-06 Office Instructions. 
Documents r.'ating to the preparation and 
issuance of memorandums or continuing 
Instructions that apply only to Internal 
administrative practices Within the preparing 
office. 

101·10 Suspense Files.
Papers arranged 1ft a chronological order as a 
reminder that: 

a.	 An action ISrequired on a given date. 

b.	 A reply to an action ISexpected on a given 
date: 

Disposition
Authority 

All Files: COFF annually (CY)
unless instructed otherwise. 
Permanent Files: Offer to NARA 
after 20 years unless otherwise
Indicated or needed for agency 
purposes. 

8.	 DeST after 2 years
GRS23· 2b 

b. DESTwhen no longer needed. 
GRS23 - 2c 

DESTafter 2 years or when no 
longer needed, whichever IS 
sooner. 
GRS23 - , 

DESTafter 2 years or when no 
longer needed, whichever IS 
sooner. 
GRS23- 1 

DeST after 3 months or when no 
longer needed, whichever IS 
sooner. 
GRS23 - 4e 

DESTafter 2 years or when no 
longer needed, whichever IS 
sooner. 
GRS23 - , 

DESTwhen superseded or 
bsolete. 

G '6 - tc 

DeST after action IS t 
GRS23-3a 
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File 
Number 

'--

, 

108·02 

108·05 

108-10 

108,'5 

Series 100 - Administration 

Title Disposition
Description Authority 

(1)	 File Copy. Incorporate with other papers for 
file when reply is received.
GRS 23-3b(2J 

(2) Extra Copy. 

Office Reference Files. Review annually and remove all 
materials that are no longer 
needed. 

Publications References. oeST when superseded, obsolete,
Copies of publications issued by other Gov- orno longer needed. 

'-~nment agencies and nongovernmental Return accountable publications

org-&«l.lzatlons maintained for reference to supply channels.

wlthln'-' ffice.
 GRS23·6 

Technical Materials rences.	 OeSTwhen superseded, obsolete,
Copies of technical m lals retained for or no longer needed. 
reference purposes only. Return accountable publications

to supply channels.
GRS23·6 

Policy and Precedent References. T endividual documents when 
Copies of documents establishing policy or supe ed, obsolete, or no 
precedent maintained at the operating 'evel. longer nee 
Includes copies of standing operating proce- GRS23·6 
dures, statements of policy or procedure, 
examples of typical cases, and other 
documents filed elsewhere. 

Chronological Reading Files. COFFmonthly, quarterly. or 
Information copies of outgoing semiannually. 
correspondence arranged In chronological ,M.o~ 
order.	 0'< '''; ...~T·9' '(~ 
a.	 Office of the Inspector General Files. Permanent. Offer to National 

'3.oJ> Archives after ~years. 
I CM-b. +t. ~~~'	 ~ "PUlf:.QIISli, .. 

OESTafter 1 year. 
GRS23·6 

Electronic Messages. OESTafter 1 year. 
Copies of Incoming and out ctronic Earlier disposal ISauthonled 
messages maintaened In numencal or c 'TV'-"'l!'RS 23·6 
logical order for reference purposes. OffiCial 
record copies are flied In the appropriate 
miSSion files of the office of record. 

E J
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File 
Number 

109 

110 

112 

115 . 

120 

120-01 

120-25 

120·30 

Series 100· Administration 

Tid. 
Description 

Weekly Activity Report (WAR) Files.
Documents submitted to the WAR and 
completed WARs. 

Unidentified / Unscheduled Files.
Documents for which no file diSposItion has

een established by the IG Records 
. OSItionSchedules. 

ation Policy and Procedures Files. 

Administra . n Guidance and Instructions Files. 
Document elated to the issuanceof routine 
admlnistratl instructions, backup. prevIous 
issues,notes, a related papers. 
NOTE: For dispo nen of Agencywlde policy 
and programming . es,seeFile Number 310. 

Implementation Files. 
Records relating to the i lementatlon of 
procedures, systems,meth sand standards, 
and associated matters whic esult In 
operational and admtnistratlo hanges. 

Posta' and Mai' Management Files. 

Office Mall Control. 
Documents relating to the control of mal
offices (not official mail rooms and postal
activities). For example: records of
messenger trips and similar documents. In 
rare cases,may also include copies of receipts
for accountable mail, suchasregistered,
certified, and numbered mail. 

a. Accountable mail receipts. 

b. Other documents. 

Receipt and Dispatch of Mall Reports.
Production reports on mall handling and 
work showing statistics on mail received,
dispatched, and on hand. 

Mall Management General Files. 
Internal procedures. correspondence. 
Instructlonal materials. 

Disposition
Authority 

DESTafter 2 years.
GRS23·' 

Contact IG RecordsManager 

DESTwhen superseded or
obsolete. 
GRS 76- tc 

COFFon completion of the
 
process.

DESTwhen IssuanceISdestroyed.

GRS 76· 7d 

OESTafter 3 mo ths. 
GRS23-4b 

OESTafter 1year.
GRS 72· 6d 

oeSTwhen no longer curren to 
after 1year.
GRS 72 -69 



Series 100 - Administration 

File 
Number 

120·41 

121 

121·10 

123 

124 

128.
 

Title 
Desuiption 

Statistical Reports.
Statistical reports on outgoing mall (air mail,
special delivery, registered, foreign, and
parcel post over four Ibs.). 

Mall Management Program Files. 
Documents on the various aspectsof the Mail 
Management Program. 

Mail Program Reports. 

Accounta Mail Files. 
Records rating to the receipt and dispatch 
of register , certified, or numbered mall. 

a. 

b.	 Secret or Top Se et classified Defense 
information. 

Reports of Improper Treatm t of Mail. 
Reports of loss,rifling, dela ,wrong delivery,
or other improper treatment mall. 

a.	 Unclassified information. 

b.	 Secret or Top Secretclassified Defe

information.
 

Postage Meter Operations Files.
Documents and forms contaln.ng
information on the paUage meter system,
except fiscal copies. 

Messenge, Service RecordsFiles.
Incluaes daily logs. assignment records and
instructions. dispatch records,delivery
receipts. Does not include receipts for Secret
and Top SecretClaSSifiedDefense
information, route sheets,and related 
documents. 

Mailing Lists Files.
 
Ma.llng lists and relat~d material
 

a. Correspondence, request forms and other
records relating to changes In mailing lists. 

Disposition
Autho,ity 

crsr after 1 year.
GRS 12- 6d 

OESTwhen no longer current 
GRS 12. 6g 

DeSTafter 6 years.
GRS 12·7 

DESTafter 1 year.
GRS 12· Sf! 

DESTafter 1 year.
GRS 12- 5c 

Trf to File Number 131-10 or 1 
31-20 asappropriate. 

DeSTafter 1 year.
GRS 12- 5c 

Withdraw related reports and
case. Include in an investigation
folder asappropriate. (seeFile 
Number 131). 

OFF annually (FY) 
o T 1 year after completion or 
fina ntry.
GRS ·5 

DeST3 months after revISion 
list. 
GRS 13· Sd--------------------------~~~------~
..
 

http:contaln.ng
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Series 100 - Administration 

File Tide 
Number Description 

b. Card lists. 

t 30- 10 Se rlty Policy.
cuments that implement or Issuesecurity

po' res and procedures established or 
requi d by external agencies. 

t 30-20 Security Ad istration.
 
Documents ertainJng to the day to day
 
admlnlstratlo of the security program.
 

130-30 Security Program Revie s. 
Filesrelating to perio . facility checks. 
Reports of reviews of a9 cy personnel and 
offices to ensure comphan with security 
policies and procedures. 

a. Reports on security violations. 

b. Routine after-hours security checks. 

130-35 Security Reports.
Reports such asSF311,Agency Information
Security Program Data, Ori9inal Classification
Authority, Unauthorized Disclosures,or 
Special AccessPrograms. 

130·50 Security Awareness & Education Files. 
Documents relating to procedures used to
obtain compliance with security regulations
by all personnel. For example, procedures 
requiring that each individual periodically
read applicable security regulations and sign
a memorandum indicating that the 
regulations are understood. 

130-55 Security Briefings. 

Disposition
Authority 

DeSTindividual cardswhen 
cancelled or revised. 
GRS 13 - Sb 

COFFwhen superseded or
rescinded. 
oeSTwhen no longer needed
GRS 16 - Ie 

oeST after 2 years or when no
longer needed, whichever IS 

sooner. 
GRS23 - 1a 

oeST after 1 year
GRS 18 - 19a 

ossr after 1month. 
GRS 18 - 19b 

oeSTafter 2 yearsor upon

'scontinuarice of facility,
 

w chever issooner.
 
GR -2 

COFFwhen superseded or

obsolete.
 
OESTafter 2 years.

GRS78·2 

g.t) 
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Series 100· Administration 

File Tide 
Number Description 

Security Incidents. 
Case files relating to investigations of alleged 
violations of Executive Orders. laws. or 
agency regulations for the safeguarding of 
national security information . 

. Violations of a serious nature. 

131 Accountibility of C sified Miteriil. 
Records accumulat from measures taken 
by agencies to prote claSSified information 
from unauthorized di sure In accordance 
with Executive Order 12 • other Executive 
Orders or statutory or regu lOry
requirements, and 000 Olre . e 5200. l·R. 

13 1-03 Security Container Records. 
a.	 Forms placed on safes, cabinets. r vaults 

containtng security claSSified dotu ents 
and used for providing a record of e ry 
into the containers. 

b.	 Forms involved in an investigation. 

131-04 Security Container Information. 
Records of safe and padlock combinations, 
names of individualS knowing the 
combinations, and iny other information 
necessary to identify and locate the safes or 
contiine",. 

131-07 Temporary Internil Receipts.
Oocumenu used in making temporary loan 
of classified documents Within the oHlce as 
distinguished from transferring or Issuing 
classified documenU to another oHlce or 
headquarters. Such loans are normally of 
short duration and borrowed documents are 
often returned within the same workday. 

131·10 Top Secret Document Accounting and Control. 

Disposition
Authority 

OEST5 yean after the close of the 
case. 
GRS IS -25a 

OEST2 years after completion of 
final action or when no longer 
needed, whichever ISsooner 
GRS lS·2Sb 

OESTthe day after the last entry 
on form. 
GRS23·6 

TRFto .security mcrdent case file. 

o T when superseded by a new 
for r list, or upon turn-In of 
contal rs. 
GRS1'· 

OESTon return the ciasslfled 
document to the I IVldualor 
office maktng the 10 
GRS23-S 

L' -I:. - I 
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File 
Number 

131·12 

131-13 

131-14 

131-17 

131-20 

13' -21 

131·40 

133·01 

Series 100 - Administration 

Tide 
Description 

Top Secret Registers (IG 5200.1-4). 
Registers with attached receipts and 
destruction certificates maintained at control 
POints to Indicate accountability over Top 
Secret documents, reflectIng the receipt, 
dispatch, or destructIon of the documents. 

Top cret Forms (IG 5200.1-6). 
For s accompanying documents to ensure 
conn ing control, shOWIng names of 
person andling the documents. intra-oHice 
routing. d comparable data. 

Top Secret Inve cries. 
Documents re ctlng the identity and 
location of class .ed papers for which the 
office is accounta e. 

Top Secret Document Destru ion Certificates. 
Forms or other documents cumulated by an 
office which reflect the destr ton of 
claSSified documents. 

Security ClassificatIon RegradIng. 
Documents authorizing the reg,adi 
security classified documents. 

Secret / Confidential Accountability Records. 
Forms, ledgers or regIsters logs used to sho 
the identity, internal routing, and final dispo-
sition of secret/confidential documents. Does 
not Include receipts and destruction certifi-
cates and documents relating to Top Secret 
material covered under File Number 131 - 10. 

Office Classified Document Receipts. 
Records documenting the receipt and 
issuance of class;fied documents. 

Access Request Files. 
Requests and authOrizations for IndiVIduals 
to have access to or transport claSSified 
documents. 

Communications Security Files (COMSEC). 

COMSEC Program AdminIstratIon 
Correspondence, reports, and other records 
relatIng to the admInistration and operatIon 
of the COMSEC Pro ram 

Disposition 
Authority 

DEST 5 years after documents 
shown are downgraded, 
transferred, or destroyed.
GRS 1B-6. 

DEST after related documents are 
downgraded. transferred, or 
destroyed.
GRS u. 6b 

DEST 5 years after all classified 
documents recorded have been 
transferred, destroyed. 
declaSSified, or entered on a new 
sheet. 
GRS 1B ·6a 

DEST after 2 years. 
GRS1B·l 

COFF after final action 
DEST after 5 years. 
GRS lB· 6a 

DEST after 2 years. 
GRS1B-S 

DEST aft 2 years. 
GRSIB·3 

DEST 2 years aft 
expires.
GRSI8·7 

DEST After 2 years 
GRS 18·} 

133 
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File 
Number 

133·50 

135 

135-05 

135·10 

136 

136·10 

137 

137 -01 

1 37·05 

Series 100· Administration 

Tide 
Description 

COMSECBriefings.
Materials useCtin developing and increasing
awareness of communications security. 

OMSECInspections.
Reports of surveysand inspections to ensure
dequacy of protective and preventive 

m asures to safeguard information. 

Security Files. 

Personnel S urity Clearances. 
Document ontainin9 information on the 
security c1ea ncesof Individual personnel 
and the accr . ation of accessto classified 
files. Does not i ude reports of investi-
gations, counterin lligence, or clearance 
documents filed in t official personnel 
folder. 

Classified Information Non-dl losure 
Agreement (SF189).

Copies of SF189 agreements Sl ned by 
employees with accessto inform ion which 
is classified or classifiable under st dards 
put forth by eo 12356. Maintain sep rately
from personnel security clearance files. 

Credentials. 
Identification of credentials and related 
papers. 

Identification cards.
 
Applications for issueof 10cardsand records of
 
issuance.
 

Facilities Securi~ Ind Protective Services. 
Records r"lting to measurestaken to protect
Government-owned or privately operated
facilities given security cognizance by the
Government from unauthorized entry,
sabotage, or loss. 

Alarm Services. 
Correspondence. contracts. and agreements files 
relating to alarm services 

vrsuer Control Files. 
Registers or logs used to record names of outside 
contractors. service personnel. viSitors.
employees admitted to areas.and reports on 
automobiles and passengers 

Disposition
Authority 

OESTwhen supersededor no
longer used.
GRS7'-1 

OeSTafter 3 yearsor upon
discontinuance of the faCIlity.
whichever issooner 
GRS t«. 10 

OESTon notification of death or 
not later than 5 yearsafter
transfer or separation of
IndiVidual concerned. 
GRS 7' -13a 

ossr after 50 years.
GRS7'-26 

oeST 3 months after return of 
credentials to the ISSUingoffice. 
GRS" -4 

o T 3 months after return of 
car the Issuing office. 
GRS 7 4 

OeST2 years after term, 
contract or agreement. 
GRS 7'· 9 

E·9
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File 
Number 

137-10 

137 -30 

137 -SO 

137·60 

139 

140 

140·01 

. 
140-02 

Series 100· Administration 

Tide 
Description 

a. Maximum security areas. 

b. Other areas. 

ard Services. 
ocuments relating to guard assignments 

a strength. Reports, requests, analyses, 
cha e notices, etc. 

EqUlpmen . Supplies Security. 
Property ssfiles authorizing removal of 
property 0 aterials. 

Personal Property ccountab,lity. 
Reports, receipts, nd other papers relating 
to accountability f personal property lost, 
found, or stolen. 

Key Accountability Files. 
Files relating to accountatf 'ty of keys ISSUed. 

a. Maximum security areas. 

b. Other areas. 

Computer Security.
Reports of surveys and inspections to ensur 
adequacy of protective and preventive 
measures taken against hazards of fire,
explOSion, and accidents, and to safeguard
information and computer facilities against 
sabotage and unauthorized entry. 

Publications and'lank forms fil.s. 
Papen relating to the production, supply, 
and distribution of publications and blank 
forms. 

Publications Requests.
Requests for publications, photos and 
general information Including applications or 
form requests with copies of 
acknowledgments and replies . 

Blank Forms Requests.
Requests for Blank Forms 

Disposition
Authority 

DeST 5 years after final entry.
GRS 18· 1~ 

DEST2 years after final entry 
GRS 18· 18b 

oeST after 2 years.
GRS 18 - 14b 

oeST 3 months after expiration or 
revocation. 
GRS "·13 

DeST after 1 year.
GRS 18· 76b 

DeST 5 years after turn-In of key 
GRS " - 18a 

DeST 2 years after turn-in of key 
GRS t - "b 

DESTafter 3 years or upon 
discontinuance of the facility, 
whichever is sooner. 

RS "·10 

DeST 3 months aft 
publications
GRS23·4a 

DeST 3 months after receipt 0 

requested forms. 
GRS23·4a 

" 

E· It} 



___________________________________________________________________________________________________

IG,OM 5015.2
 

Series 100 - Administration 

Tide
 
Description
 

Publications and Blank FormsAdministrative
 
Correspondence.


Correspondence files pertaining to the

dmtnistratlon and operation ofthe
 

p lications and forms programs.
 

Forms Cas iles. 
Record cop f each form created by OIGwith 
related instru sand documentation 
showing inception, cope. and purpose of the 
form. Working paper. ackground materials.
requisitions, specification rocessing data, 
and control records. 

a. Record copy. 

b. Working papers. 

Publications CaseFiles. 
Pamphlets, reports, leaflets, file manuals, or 

.other published or processeddocuments, or 
the last manuscript report if not published, 
relati~2~=nagementprojects. J ..,e..$
000. 
a. Record copy with supporting papers. 

(,'- ~ 4__~ ~ tnt .k4) 
~ ~~ I «.&J". -Ff' ~ 

ing papers. 

Requests for Te one Services. 
Intern4t1requests . stallation of 
telephones, AUTOVO , 

Telecommunications Policy and Proc es. 
Oocumenu reflecting Internal polley an
procedures for the telecommunications 
program. 

Telecommunications Policy Background
Materials. 

Backup materials, drafts, examples of policy
from other agencies 

E·ll 

File 
Number 

141 

145 

160 

160·01 

160·10 

160·11 

Disposition
Authority 

oeSTafter 2 years.
GRS13·1 

_OeST5 years after related form IS 
.discontinued. superseded. or
cancelled. 
GRS76-4 

o when related form IS 
disco nued. superseded, or
cancelle . .aJ~G~R~Su7~'~.~4~~~ o~ 

~.:.-Ja-.~ I;-~S" 
~ ""~ 0 ", __ ...:1I1~.-J-P~. /...;;;-'--r. ....--l.o 

,d.p ?/ ~ ~ ~ 5'" 
~. ~ ~ ~~ 
~::...cA 30~ o-ed. -4,~.

5w~mit S~115, Request for ''',$0 _sr~ 
aecord,. j\ ?olr. 
GaS '6 " 
OeST6 months after final acuon 
GRS16-1b 

oeSTafter 2 years.
GRS13· I 

OESTwhen superseded or
obSOlete. 

RS 16· tc 

OESTwhen n nger needed for 
reference and bac 
GRS 76· 7d 
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File
 
Number
 

1 

160-50 

161 

163 

163-05 

165 

167 

170 

170-01 

Series 100 - Administration 

Title 
Description 

Directory Changes.
Requests for changes to telephone
directories. 

elecommunlcations SeN,ces Contracts and
 
reemenU.
 

opies of agreements or contracts with
 
b kground data and other records.
 

Telepho Floor Plans. 
Floor p s showing location of office 
telephon xtenslons. 

Telecommunica n Voucher Files (Reference). 
Reference copi of vouchers, bills, InvoIces, 
and related recor . ' 

Toll Slips. 
Summaries of long dist ce telephone 
reports used to Indicate a horized use of 
telephone service. 

Data Communications Systems Ca Files. 
Records relating to the installatio 
removal, and seNicing of data 
communications network systems. 

Telephone Case Files. 
Records relating to the installation, change, 
removal and servicing of office
telecommunications systems and equipment. 

Building and Space Administration Files. 
Acquisition, allocation, and utilization of 
space and office services including related 
correspondence. 

Office S,.ce. 
Suspense file of uncompleted requesu for 
office space and similar documents related to 
office space. 

a. Record copy. 

b. Extra copy. 

Disposition
Authority 

DEST2 months after change is 
completed.
GRS11-1b 

COFFon expiration or
 
cancellation.
 
DESTafter 2 years.
 
GRS12·2e 

DeST after 3 years. 
GRS12-1b 

COFFannually (FY).
DESTafter , year.
GRS11-1d(1) 

COFFannualy (FY).
 
DESTafter the close of the FY In
 
which audited.
 
GRS11-4 

DEST 1 year after audit or after 3 
years, whichever ISsooner 
GRS 12 ·1d(1) 

DEST 1 year after audit or after 3 
years, whichever ISsooner. 
GRS 11-1d(1) 

TRF to appropriate case
 
action IScompleted.
 
GRS23 -3 

OESTwhen action IS complete
GRS23-3 

E· I~
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Series 100 . Administration 

File Tide 
Number Description 

Office Space· Utilization and Planning.
Recordsrelating to the allocation, utilization
and release of spaceunder OIG control. 

171 Building Pia
Floor plans sing placement of walls, 
doors, electrical . ing, ductwork, lighting, 
etc. 

173 Office SpaceReports Files. 

173·01 Office Space· GSAReports.
Recordssupporting and copies of reports 
submitted to General ServicesAdministration 
regarding space occupied. 

173·02 Office Space· 000 Reports.
Recordssupporting and copies of reports 
submitted to 000 regarding space occupied. 

175 Office SpaceCaseFiles.

Casefiles reflecting administrative space

assigned to IGoffices, leaseagreements,

work orders, etc.
 

Disposition
Authority 

COFFon termination of 
aSSignment,when lease is
canceled, or when obsolete or
superseded.
DESTafter 2 years.
GRS" ·2. 
COFFon termination of 
assignment, when lease is
canceled, or when plans are
obsolete or superseded.
DESTafter 2 years. 
GRS "·2. 
DESTafter 2 years.
GRS " •2b(7) 

Retain in CFA. 
DEST2 years after term," n of 
assignment or lease IS cancel 
GRS"·2. 

E·13
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APPENDIX F. SERIES 200· PERSONNEL ADMINISTRATION
 

Index of Major Titles 

File Title PageNumber 

200 Personnel F·2 

205 Standards of Conduct. F·3 

210 Personnel Policy and Procedures Files. F·4 

215 Military Personnel Files. F·5 

220 Personnel Program Files· General. F·5 

225 Notification of Personnel AC1ion(SF 50) Files. F·' 
230 Civilian Personnel Employment. F·' 
235 Statistical Reports· Civilian P,rsonnel. F·8 

240 Employee Training Files. F·8 

245 Training Courses and Programs. F·8 

250 Position Classification, Pay &' Allowances Files. F·9 

255 Civilian Position Structure. F·10 

260 Employee Performance and Utilization Files. F·10 

Incentive Awards Files. F·112'5 

270 Personnel Rel.tions and Services. F·12 

275 Equal Employment Opportunity (EEO) Files. F·13 

280 Health and S41fety. F·14 

285 Health Records FUes. F·15 

.' 

F - 1 



...
 

LOOM 5015.2 

File Tid.
 
Number Description
 

200 Personnel 
Most of the records filed under this series 
concern the administration of the civilian 
personnel program and are prescribed by the
Federal Personnel Manual (FPM). Beginning
with subseries230, file numbers relate to the 
FPMchapter series. For elample, 230 - 239 
relate to Civilian PErsonnelEmployment and
contain information preSCribedby FPM 
Chapters in the 300 series. For each subseries,
there isa general correspondence category. 

a. Correspondence relating to personnel that
cannot logically be filed With detailed records
listed below. 

b. Oocuments relating to personnel that are
eceived for information only and on which 

n action is required. 

201 Request r Personnel Action (SF52) (Pending).
Suspen opies of SF52 for various civilian 
personnel Ions, such asacceSSions,pOSition 
changes. rate pay changes,and 
separations. 

a. Record Copy. 

b. Extra Copy. 

202	 Office General 'ersonnel.
 
These files are m.int.ined by operating officia
 
for administering employees who are under

their control.
 

202·01 Time Cards. 
Copies of time cards maintained in indiVidual 
offices. 

202·02 Office Personnel Re~isters. 
Oocuments used In accounting for oHice
personnel and in controlling office visitors,
such as registers reflecting arrival, departure,
on leave, and temporary duty travel, but not
official personnel registers used asdirect
source documents. 

Disposition
Authority 

All Files:COFFannually FYwhen
so instructed. 
Many documents in this seriesare
retained in the current files area 
until the employee leaves the 
agency. 

OESTafter 3 years.
GRS , ·3 

OESTwhen no longer needed.
GRS23 - 2c 

Transfer to appropriate folder on 
completion of request.
GRS23· 3b 

OESTon completion of requested
action. 
GRS23·3b(1) 

OESTafter 2 years.
GRS23· , 

OEST6 onths after end of pay 
period to Ich they pertain 
GRS2 . 3 

oeST after 2 yea . Earlier 
disposal is authorlz
GRS23· , 

I:'..... ., 



· IGDM 5015.2
 

File 
Number 

203 

203-01 

203-02 

205 

Tide 
Description 

Employee Record Card. 
SF78 maintained by fint-Ievel supervison
reflecting the name, address, telephone 
number, penonnel actions, training, awards, 
counseling, etc., of each employee under the 

ervisor's direct supervision. 

Personnel Fu ions - General Information. 
Files relating the general administration 
and operation 0 G, 000 penonnel functions 
and including colle programs, selective 
placement programs ndicapped, veterans, 
and ex-offenden) progr s, special careen 
(Summer Aid, Intergovern tal AffairS 
Fellowship, and Stay-in-Schoo 
examinations, paid recruitment a rtlsang,
executive development program, m . 
promotion, employee safety. program, 
others not specifically desCribed elsewhere' 
this schedule, excluding those at agency sta 
planning levels. 

Employment Programs and Manpower 
Management - General Information. 

Correspondence, report memoranda, and 
other records relating to IG, 000 employ-
ment programs and functions, and man-
power management and evaluation, 
including experts and consultants, reemploy-
ment rights, employee ttansfer and detail, 
overseas employment. and excepted 

ositions. 

Standards of Conduct. 
Documents rel~ting to procedures to assure 
that ~II penonn" fully undentand the stan-
dards of conduct ~nd ethics. For example, 
procedures requiring that each individual 
periodically read applicable directives and 
sign a document indicating that the 
directives are undentood. 

. 5 in Government Financial Disclosure 
Stateme 

Reports and relate 0 mltted by 
individuals as required under the Ethits I 

Government Act of 1978 (P.l. 95·521). 

Disposition
Authority 

DESTon sepalation or transfer of 
the individual. 
GRS 1·' 

DESTwhen obsolete or 
superseded.
GRS 76· tc 

DEST 
supened
GRS t - tc 

DeST after the next penodic
application of the procedure or 
when obsolete. 
Oisposition pending.
(See NNI·AU· 766·204) 

F·3
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File Title
 
Number Desuiption
 

a. Recordsincluding SF278A for individuals
filing according to Section 201b of the Act,
and not subsequently confirmed by the U.S.
Senate. 

II other records including SF278. 

205-20 Employment and 'nanciallnterest Statements. 
Statements of e loyment and financial 
interests and relat papers, and confidential 
statemenu filed un r E.O.11222. 

210 Personnel Policy and Procedur Files. 
Recordswhich relate to the d elopment of 
internallG policies and procedu s and those 
that implement OPM or DoD poli' and 
procedures. 

210-05 Personnel Policyand Procedures8ackgrou d 
Material. 

Background information pertaining to the 
devefopment of policies, procedures, and
standards governing civilian personnel
administration. 

211 Personnel Administration and Operations Files. 
Information pertaining to the internal 
management and operational aspectsof
civilian personnel administration, such as 
control of positions, determinations, and 
justifications of personnel authorizations and 
requiremenU, controls to assurethat
authorlzaions are not exceeded and 
reporting records covering civilian personnel 
strength not covered under other Items In 
thiS section. 

211-01 Personnel Administration and Operations 
Correspondence.

Documents relating to personnel admlnls, 
tranon and operation. 

Disposition
Authority 

DeST1year after nominee ceases
to be under consideration for 
appointment; EXCEPTthat 
documents needed In an on-
going investigatIon Will be 
retained untrl no longer needed
in the investigatIon.
GRS I-2Sa(1} 

DESTafter 6 years, EXCEPTthat
documents needed In an on-
going investIgation Will be 
retained untlf no longer needed
in the investIgation.
GRS 1 - 2Sa(2} 

DESTafter 6 years, EXCEPTthat
documents needed in an on-
going investigation will be 
retained untlf no longer needed
in the investigation.
GRS I- 2Sb 

DESTwhen superseded or
unneeded. ' 
GRS 16 - tc 

DESTwhen issuanceISdestroyed
GRS 16 - Id 

COFFannually.
DESTafter 3 years.
GRS 7 ·3 
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File Tide Disposition

Number Description Authority
 

215 Military Personnel Files. 
215-01 Military Authorizations. (OFF when no longer current. 

IG manpower authorizations, justification for DeST after 10 years.
new positions or deletions; control over DispOSition pending.
grade requirements. (These are not (See AI 15202-28.4)
individual personnel files.) 

215·10 Military Strength Reports. DeST after 2 years.
 
Reports that provide information relative to GRS 1 - 16
 
strength authorizations and employment.
 

215·50 Military Personnel Records.
 
Documents that are created as the result of
 
detail or assignment to IG, 000 which
 
normally would be made a part of the
 
individual's personnel file and other
 
pertinent and related correspondence.

Orders, promotions, classification, citations
 
for medals, etc.
 

a. Records appropriate for inclusion in the	 Forward to the appropriate 
individual's	 personnel file. MIlitary Service within 30 days 

after release from duty in IG. 
DIsposition Pending.
(See AI 15 202 -27) 

b.	 Other Records. DeST 1 year after transfer of the 
individual. 
Disposition Pending. 
(See AI IS 202·27) 

215-60 Military Leave Files. DeST individual leave autbcn-
Records which relate to leave of military zations when adjustments are 
personnel. made. 

DIsposition Pending. 
(See AI 15202·30) 

220 Personnel Program Files· General.
Files relating to the overall, general
 
personnel program.
 

Icial Personnel Folders (OPF). 
. n the right SIde of the OPF
 

reflecting quali IC' , .. nc ,
 
personnel actions, awards, security

determinations under eo 10450, and simIlar,
 
information.
 

F·5
 



~. .,. 

ICOM 5015.2 

File Tide Disposition

Number Desuiption Authority
 

a. Transferred Employees. See FPM for instructions relating
to folders of employees trans-
ferring to another agency.
GRS , - 'b(,) 

b. Separated Employees. TRF folder to National Personnel 
Records Center, St. LOUIS, MO. 30 
days after separation.
DEST75 years after birth date of 
employee or 60 years after the 
date of the earliest document In 

the folder if the date of birth 
cannot be ascertatned. provided
the employee has been sepa-
rated for at least 5 years.
GRS , - 'b (1) 

220-10 Temporary Individual mployee Records. DeST upon separation or transfer 
All copies of corresp dence and forms or after 1 year, whichever is 
maintained as tempor records on the left sooner. 
side of the OPF in accor ce with provisions GRS t - 10 
of the FPM, Chap. 293, an upplement
293.31. 

220-20 Service Record Card (SF7) Files. DeST 3 years after transfer or
 
SF7 or its equivalent. separation of the employee.
 

GRS I-2b
 
Privacy Act: OPM/GOVT-2
 

225	 Notification of Personnel Action (SF SO) Files. COFFmonthly.
 
Chronological file copies of SF 50 for all DESTafter 2 years.

individual personnel actions, including fact GRS 1- 14c1
 
sheets. 'vacy Act: OPM/GOVT-,
 

230 Civilian 'ersonnel Employment.

Records in the 230 subseries contain
 
information prescribed by the -300- series of
 
chapters in thelNsic FPM.
 

230-05 Individual Actions Files. DEST6 mont after indivrdual IS 

Correspondence relating to IndiVidual actions released from ty With IG. 000 
about penonnel, which do not qualify as GRS 7 • 77c 
records of permanent value; records of 
criticism or complaint when no oHicial action 
is taken. 

230·10 Retention Registers.
 
Registers used for reduction-In ·force actions.
 

a. Actron taken.	 DESTafter 2 years. 
GRS 7 - 7 7b( 7 J 

..
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File Title DispositionNumber Description Authority 
b. Appeals pending. DESTafter 7 yean.

GRS 7 - 77b( 7J 
c. No action taken. DESTwhen superseded or

obsolete. 
GRS , . 77b(2J 

232 Ap ications ind Appointments.

In rmation pertaining to applications (SF
 
171 or and appointments to vacancies
 
w,th,n he IG.
 

232-01 Applications suiting in Appointment. File on fight side of OPF.

SF171and rated information on persons GRS , - 15
 
who are sele for appomtment.
 PrivacyAct: OPM/GOVT-S 

232-02 Offers of Employme

Correspondence, Ie rs,and telegrams
 
offering appointmen to potential
 
employees.
 

a. Accepted offen.	 DESTimmedIately.
GRS 7 - 4a 

b. Dectined offen. 

(1) Name from Certificate of Eligi	 Return to OPM wIth reply and
application.
GRS , - 4b(IJ 

(2) Temporary or excepted appointment. File inside application.
S 7 - 4b(2J 

(3) All others.	 DE immediately.
GRS' 4b(3J 

232·04 Inactive Applications (SF171). DESTupo receIpt of OPM report 
Unsuccessfulapplications for appointment of inspectio or after 2 years, 
and r.lated papen, EXCLUDINGrecords providing req irernents of the 
relating to appointments requiring FPMare observ . 
Senatorial confirmation, and applications GRS , - 15 
filed in OPF. Fil. in accordance wIth PrivacyAct: OPM/G 
inspection requirements of the FPM. 

232 -20 Certificates of Eli9ibility (SF39). DESTafter 2 years.

SF39sand all InformatIon upon which GRS 7 - 5
 
certification is based.
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File Title
 
Number Description
 

2 Merit Promotion CaseFiles. 
Recordsr.'~ting to the promotion of an 
indivi-du~1 that document qualification
standards, evaluation methods, selection
procedures, and evaluation of candidates,
EXCLUOINGany recordsthat duplicate 
, formation in the pro-motion plan, in the

F,or in other personnel records. 

23S Statistic Reports - Civilian Personnel.
 
Recor upportlng and satlstical reports
 
pertainin to cIvilian pe~onnel.
 

240 Employee Train Files. 
Records in the 40 subseriescontain 
information tha . prescribed by the "400· 
series of chapte~ i the basic FPM. 

240·10 Individual Employee Trai' . 
Filessuch asapplication or training, author-
izations, and schedulesre cting the training 
of individual employees. 

241 Training Reports.

Documents reflecting training pro ams
 
available and employee partlcipatio

training programs.
 

24S Training Courses and Programs.
Documents accumulated in establishing an
conducting training programs and courses
and in negotiating with OPM, other Federal
agencies, and non-government organizations
for the establishment and provision of
tramtn ro rarm and courses. 

245·10 Training Aids. 
One copy of each m~nual, syllabus, textbook, 
and any othe, training aids. I" I' 'JIf .1~c 

a.	 Developed by IG. P ~~ ".0 
~ NA ~ J ~ ~~5"

~.k~I-#.,.......~	 ...~~ ..t.~.IIJ"
.rr. r. ) . 00' • 
r a enclesor private 

Disposition
Authority 

DEST2 yea~ after the personnel
action or after the action has 
been audited by OPM, whichever
issooner. 
GRS , ·33 

OESTafter 2 years.
GRS , . '6 

DESTafter 5 yearsor when
superseded or obsolete,
whichever issooner. 
GRS'·3Oe 

DESTafter 5 yearsor when
obsolete or supe~eded,
whichever issooner. 
GRS 1 ·3Oe 

COFFupon completion of 
program.

ESTafter 5 yea~.
S t , 30bO) 

COFFwhel\ course is reVisedor 
disconti~ed 

~ ....€.,. JI.", 

St.bmit SF l:1 S, Aet; ~Sl fOI 
AeEerGS Oi$pcsitj;: $t2erls)".G"" JQiCU 
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File 
Number 

250 

250-10 

250-12 

250-20 

252 

252-02
 

Titl. 
Description 

Course Announcements. 
Reference file of pamphlets. notices,
catalogs. and other recordswhich provide
information on coursesor programs offered
by government or non-government 
organ Izatlons. 

Posi .on Classification. Pay & Allowances Files. 
Re rds In this subseriescontain Information 
that prescribed by the -500" seriesof 
chapte in the basicFPM. 

Position Clas ication Standards. 
Informatlo hich provides guidance in 
evaluating 10 , and censrstsof Office of 
Personnel Man ement (OPM) standards 
determining title. ries,and grade based on 
duties. responsibilit • and qualifications 
requirements. 

Position Classification Devel 
Information on developin lasslfication 
standards for positions pecu t to the agency 
and OPM approval or disappro I. Includes 
tentative drafts. correspondence, rOJect 
schedules for positions peculiar to e agency 
and OPM approval or disapproval. 

a. CaseFile. 

b. Review File. 

Position Classification Appeals.
Casefiles relating to classification appeals. 

Position Dftcription 'PO) FillS. 
FilesdftCribing established positions 
including infonNtion on title, series,grade,
duties. and responsibilities. 

a. Record copy. 

b. All other copies. 

POSitionIdentification Strips(SF70).
Strips such asthe SF70 used to prOVide
summary data on each cesrncn occupied. 

Disposition
Authority 

OESTwhen superseded or
obsolete. 
GRS' - 30d 

DESTwhen superseded or

obsolete.
 
GRS 1 ·7a(1)
 

COFFwhen position ISabolished

or description IS superseded.
 

OEST5 yearsa.fter COFF. 
GRS , - 7a(1) 

OEST2 yearsafter COFF. 
RS , - 7a(1) 

when caseiscompleted. 
DES fter 3 years. 
GRS' -
COFFwhe osition ISabolish ed 
or descriptio superseded. 

OEST5 years after
GRS , • 7bO) 

OESTat COFF. 
GRS 1 ·7b 

DESTwhen position IScancell
 
or new strip IS prepared

GRS 7 • 71
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File Titl.
 
Number Description
 

2 Desk Audits and Surveys.
Correspondence,memoranda, reports and
other records relating to desk audits,
inspections. surveys,and evaluations. 

255 ivili.n Position Structure. 
Information reflecting the civilian position

ructure of each organizational segment.
In ludes structure charts, summaries and 
sur y lists. position descriptions. target 
trans lion plans; evaluation statements; and 
similar formation. 

257 Merit Pay Co utations. 
Information or a merit pay unit listing 
covered empl ees. Includes initial salary, 
computation 0 nds for the unit, salary 
increa~ grant utomatically, merit pay
increasesgranted b on points received 
from a performance raisal rating, and 
Similar information 

260 Employee Perfor",.nce and 

261 Non·SES Performance Files.
 
Performance records for Non-S
 
asdefined in 5 USC4301(2).
 

a. Unacceptable Performance.

Appraisals of unacceptable performan

where a notice of proposed demotion 0
 
removal is issuedbut not effected, and all
 
related documenU.
 

b. Superseded Records.

PerforlNnc. records supe~ed through an
 
administrative, judicial or quasi-judicial

procedure.
 

c. Former Employees.

Performance-related records pertaining to a
 
former employee.
 

d. Other Summary Appraisals.

All other summary performance appraisals

records, Including performance appraisals

and Job elements and standards upon which

they are based.
 

Disposition
Authority 

DESTwhen obsolete or 
superseded.
GRS , - 7c(2J 

DESTwhen superseded or

,bsolete.

GRS 16 - 1(c)
 

DEST7 years after date of

computation of pay Increase.
 
GRS , - 12a(1)

PrivacyAct: OPM/GOVT-,
 

DESTafter employee completes 1
 
year of acceptable performance

from the date of the written
 
advance notice of proposed

removal or reduction In grade


otice. 
S , -13a(l) 

DES pon supersession. 
GRS 1 3a(2) 

DESTafter 3 
longer neede , 
sooner. 
GRS 1 . 13a(3) 
DEST3 years after dat
appraisal.
GRS 7 • 13a(4) 

F· 1tl 
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File 
Number 

262 

263 

265 

265-01 

265·02 

265-10 

nde 
Description 

e. Supporting Documents. 

ESAppointees.

Performance records for SESappointees as


efined in 5 USC3132a(2).
 

a. perseded Records.
 
Perf ance records superseded through an
 
admine rative, judiCial, or quasi-judicial
 
procedu .
 

b. Former Ii. ointees.
 
Perlormance- fated records pertaining to a
 
former SESapp . tee.
 

c. All Others.
 
All othe( perfor",an. appraisals, along With
 
job elements and stan rds (job expecta-
tions) upon which they a based.
 

d. Supporting Documents.
 

Presidential Appointees. 

Incentive Awards Files. 
Recordsdocumenting an employee
suggestion or perlormance award. 

Awards Correspondence.
Correspondence or memoranda pertaining to 
awards from other Government agencies or
private organizations. 

Nominations Ind.xes. 
LiSU or indexes to agency award
nominations. LiSU of nominees and winners, 
and indexes of nominatIons. 

Awards CaseFiles. 
Casefiles including recommendations,
approved nominatIons, memoranda, corres-
pondence, reports and related handbooks
pertaining to agency sponsored cash and
noncash awards such asincentIve awards, 
Within grade Increases,ment increases,
suggestions, and outstandang performance. 

Disposition
Authority 

DEST3 years after date of
appraisal or when no longer
needed, whIchever issooner.
GRS , - 23a(S) 

DESTon supersession.
GRS , - 23b(7) 

Disposition pending.
GRS , - 23b(2) 

DEST5 years after date of
appraiwl, ~~ct~slveof any intenm 
serviceasPresidential appointee.
GRS , - 23b(3) 

DEST5 years after date of
appraisal or when no longer 
needed, whichever IS sooner. 
GRS , - 23b(4) 

Disposition pending.
GRS , - 23c 

DESTwhe 
obsolete. 
GRS , - 72d 

DEST2 years after a 
disapproval.
GRS 7 - 72a 

.'
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File 
Number 

265-1 

265-20 

270 

270-01 

270-02 

271 

271-10 

Title
 
Desuiption
 

Commendation and Appreciation.
Copies 0 nizing length of service 
or retirement and lette . 'on or 
com-mendation for performance. EX 
copies filed In the OPF. 

Departmental Level Awards Files. 
Records relating to awards made at levels~ 
higher than OIG. (Secretaryof Defense. 0 

Presidential, etc.) \4 71\. 'J. qo • I 1ft 

. gram eports.
Award program reports including copies of 
feeder reports prepared within IG, DoD and 
opies of summary reports to OPM. 

Perso I Relations and Services. 
Recor in Subseries270 contain information 
that is pr ribed by chapters in the ·700"
series of cha ers in the basic FPM. 

Counseling Files.
Reports of intervie
records. 

Alcohol and Drug Abuse Progr
Records created in planning, c rdinating
and directing an alcohol and dru 
program. 

Grievance, Disciplinary, and Adverse Action
Files. 

Adverse Action Files (5 CFR752).
Casefiles and related records created in re-
viewing an adverse action (disciplinary or
non-disciplinary removal, suspension, leave
without pay, reduction-in-grade) against an 
employee. Indudes a copy of the proposed
adverse action with supporting papers;
statements of wit-nesses; employee's reply;
hearing notices, reports and decisions;
revenal of action; and appeal records,
EXCLUDINGletters of reprimand. 

Disposition
Authority 

DESTafter 2 years.
GRS 1 - 12c 

S~a",jt SF115. Reet~estfor 
R@ca,ds OispoSltlon Authority.
GRS 1 12e ,()~ ~ 
s ~ o-ed. ~ 

--~ - - - -

DeSTafter 3 years.
 
GRS 1- 13
 

COFFon termination of
 
counseling or when caseis closed.
 

DeSTafter 3 years.

GRS 1-27a
 

DeSTafter 3 years.

GRS 1 ~27b
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File nde Disposition
Number Description Authority 

Grievances and Appeals Files (5 CFR771).
Recordsoriginating in the review of griev-
ances and appeals raised by agency employ-
ees, EXCEPTEEOcomplaints. Casefiles
include Original complaint, statements of

itnesses, reports of interviews and hearings, 
e miner findings and recommendations, a 
cop of the original deciSion, related 
corre ondence and exhibits, and records 
relating 0 a request for reconsideration. 

272 Labor - Manag ent Files.Case 
Corresponde e, memoranda, reports, and
other records re tlng to the relationship 
between manage ent and employee unions 
or other groups. 

a. Office negotiating a 

b. Other offices. 

272·20 labor Arbitration Files. 
Correspondence, forms, and backgroun
papers relating to arbitration cases. 

275 Equal Employment Opportunity (EEO,Files.
General correspondence and copies of
regulations with related records pertaining
to the Civil Rights Act of 1964, the EEOAct of 
1972, and any pertinent later legislation; and 
agency EEOcommittee meetings and records
including minutes and reports. 

275·11 Eeo Statistia. 
Periodic and one-time statistical reports
analyzing IG·sworkforc. relating to race,
national origin, disability, and sex. 

275·20 EEOAffirmative Action Plans(AAP).
Agency copy of consolidated AAP(s)and
agency feeder plan to consolidated AAP(s). 

OESTafter 3 years.
GRS I ·31. 

COFFon completion or resolution 
of the case. 

OESTafter 5 years.
GRS 1·29. 
OESTwhen superseded or
obSOlete. 
GRS , ·29. 
OEST5 years after final resolution
of case. 
GRS t , 29b 

ESTafter 3 years old, or when
erseded or obsolete. 
I ·26g 

oeST 5 years from date 0 Ian or
 
when administrative purpo s
 
have been serve.
 
GRS I . 26h(l) & (2)
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File Titl. Disposition
Number Description Authority 

Eeo Official Discrimination Complaint CaseFiles.
Documents created in investigating or 
requesting the investigation of complaints of
discrimination. Includes correspondence,
reports, exhibits, withdrawal notices, copies
of decIsions, records of hearings and

eetings, and other records asdescribed by 
2 FR1613.222. 

a. Ca s resolved within the agency, by EEOC, OeST4 years after resolution of 

27$·60 

275·65 

280 

281 

283 

or aU .. Court. 

c. Complaint back ound records not filed in 
the Official Discrimi tion Complaint Case 
File. 

EEOCompliance Review Files.
Reviews, background pape and cerres-
pondenee relating to contra r employment 
practices. 

EEOCompliance Reports.
Information reflecting activities and 
conditions related to equal employmen ' 
opportunity for civilian employees. Inclu
statistical and nar-rative reports~ training
report information, summaries and 
consolidations, and similar Information. 

Health and S.fety. 

Personallniury Files. 
Documents accumulated in reporting, inves-
ti~ating. and documenting on-the-job
injuries whether or not a claim for 
compensation was made. EXCLUDeScopies
filed in the OPFand copiessubmitted to the
Department of ubor. 

Health & Safety Statistical Summaries.
Copies of statistical summaries and reports
With related papers pertaining to employee
health, retained by the reporting unit. 

the case 
GRS t • 26a. 

ossr after I year. 
GRS , - 26b 

OeSTafter 2 years.
GRS , • 26c 

orsr after 7 years.
GRS , - 26<1(1J 

oesr after 3 years.
GRS , - 26f(2} 

DESTa r 5 years.
NOTe: 01 sition of these 
records has een suspended and 
these docum ts may not be 
destroyed unn new authOrity IS 

approved (per G FPMRBulletin 
8-112,5 Aug 81).
GRS , - 32 

OeST2 years after date 0 
summary or report.
GRS' ·22 
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File Title 
Number Descrip~on 

285 

Disposition
Authority 

DESTindividual health records 6 
yearsafter last entry.
NOTE: Disposition of these
records has been suspended and
these documents may not be
destroyed until new authority is 
a (per GSAFPMRBulletin 
8-112,Au 1981),
GRS 7 "27 
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APPENDIX G. SERIES 300 • PLANNING AND MANAGEMENT 

Index of Major Titl •• 

File TitJe PageNumber
 

300 Planning and Management. G·2
 

310 Planning and Management Policy Files. G·2
 

320 Organization Planning Files. G·3
 

325 Emergency Planning Files. G·4
 

330 Program Planning. Review, and Analysis Files. G·4
 

340 Management Improvement Files. G·4
 

345 Convnittee Management File .. G·5
 

350 Information Resources Management Files. G·6
 

355 Records Management Files. G·7
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IGOM 5015.2 

File Title Disposition

Number Description Authority
 

Planning and Management.	 All Files: COFFannually (CY)
unless instructed otherwise. 
Permanent: Offer to NARA after 
2Syears unless otherwise
instructed. 

a. Corres ndence relating to plannIng and a. DESTafter 2 years.

managemen at cannot logically be files GRS23·2b
 
with detaIled re s listed below.
 

b. Documents relating lanning and b. DESTwhen no longer needed.

management that are recel for GRS23·2c
 
Informatlor:" only and on whicfi action is
 
required.
 

301 Internal OfficI Organization Files.

Documents relating to the day-to·day organi-
zation and function of an office, such as

copies of organizational and functional
 
charts and statements, documents relatIng to

office staffing and personnel strength, and

similar papers. Includes documents reflecting

minor changes in the organIzatIon of the

office which are made by the office chief and

which do not require approval by the IG.
 

310	 Planning and Management Policy Files.

Formal directives that establish IG policies and

procedures pertaining to program functions.
 

a. Record copy.	 Permanent. Offer to NARA In 5 
year blocks after 20 years. 

~ . -4-:::t.1- c,...-. p--- ~	 GRS'6· 'a 
DESTwhen no longer needed.
GRS 16· la 

312	 Mana,ement a COFFwhen superseded or 
Implementation Files. rescinded. 

IG. DoD documents that issuethe pr s DESTwhen no longer needed 
for implementing external management an ~""""... . te 
planning policies or directIves such as those
issued by DoD. OMI, or Executive Orders. 
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IG'DM 5015.2 

File Title
 
Number Desuiption
 

320 Org~niution pt.nning Files. 
Documents relating to the establishment of
and changes in organization, functions, and
relation-ships of the OIGwhen such actions
affect, or may affect, the management and
operation of the agency. Includes staff
studies, reports of working groups, and
minutes of committee or tasleforce meetings
and staff conferences relating to overall
functions and rmssren. 

a. Record copy. 
_~_._.......~ ~! I - '. 4.J. ~ -..~
~,.. ~ ~ r I =r . 
b 0, 'plicate copies. 

Organization Charter Files. 
Organizational Charter and Delegations of 
Authority, COpiesof published directives
imple-menting establishment or change, and 
related or similar documents. Documents 
which auth-orize and define the scope of
authOrity, prtmary functions, and
organizational relationships among OIG 
components. 

a. Record copy. 

b. 

rganlzatlon~ tructure. 
Documents, charts, and publications
pertaining to thelG organizational structure. 
Includes reo'g~nization studies materials 
such ., fin~1 recommendations, proposals,
and staff evaluations. 

a.Record copy. 

Disposition
Authority 

Permanent. Offer to NARA In 5 
year blocks ater 20 years.
G~S ". Fa 

DESTwhen no longer needed. 

Permanent. COFFwhen 
superseded: Offer to NARA In 5
year blocks after 20 years.

-'iRS" '3 

DESTwhen no longer needed for
reference. 

Permanent. COFFwhen 
superseded. Offer to NARA In 5
year blocks ater 20 years. 
-'iRS " '3ft 
DESTwhen no longer needt-d for 
reference. 
GR 

G 3
 



\ . 

(GOM 501,5.2 

File Tid. 
Number Description 

322 ~~:aHi'n Surveys and Studies Work Papers. 
Wor ers, recommendations, charts 
and papers re taHing surveys and 
studies within OIG. Thes It from 
new functional requirements gene ctn!~~ 

Internally or from reallignment of functions 
requiring new staffing and Include both 
civilian and military. 

325 Emergency Planning Files.
 
Documents which describe evacuation,
 
relocation, vital records program, and
 
continuity of operation, personnel
 
assignments, and related procedures.
 

a. Record copy. 

330 Program Planning, Review, and Analysis Files. 

333 Program Progress Files. 
Records relating to management programs' 
progress and accomplishments. Includes 
related planning records and other backup
case records. These files contain all 
significant management program objectives,
planned milestones, progress reports, and 
related documents. 

a. Record copy. 

b. Duplicate copies and background 
material. 

340 Management Improvement Files. 

Disposition
Authority 

DeST 6 months after final action 
or 3 years after completion of 
report if no final action is taken. 
GRS 16- 10 

Permanent. COFFwhen cancelled 
or superseded. Offer to NARA 
when 15 year old In 10 year 
blocks. 
GRS 18 -18a 

DEST 3 years after issuance of 
new plan or directive. 
GRS18-l8b 

Permanent. COFFon comptencn
of case. Offer to NARA when 30 
years old. 
DIspOSition pending.
(See AI 15 102-13) 

DEST after 6 months 
DISPOSition pending.
(See AilS 102·13) 
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File 
Number 

340·10 

340·20 

341 

344 

Title 
Description 

Management Practices Files. 
Papers. charts. diagrams, policy on agency 
management practices; theory techniques,
case studies, and the like to develop and 
Improve agency management practices. 

Management Survey Case Files.
ComprehenSive surveys involving the 
systematic formal review of organizational 
structure or operational procedures. Includes 
documents reflecting request or 
authorization to conduct the survey, the 
finished survey report, and actions taken as a 
direct result of the survey. 

a. Office conducting the surveyor
 
sponsoring the contract.
 

b. Office surveyed. 

c. Background files. 

Management Improvement Project Files. 
Documents relating to projects which result 
in changes In planning. directing. controlling. 
or dOing work. 

Work Simplifiution Files. 
Documents related to the analysis of specific 
work procedures to simplify and Improve 
them. 

Committee Management Files. 

Interagency, International, or AdVisory 
Committees or CounCils. 

Documents relating to the establishment. 
organization, membership, and polley of 
adVisory, interagency, or international 
committees or counCils. Includes minutes, 
final reports. and related papers. 

Disposition
Authority 

Permanent. TtlF to WNRC after 2 
years. r~ 2C ~ 7f~ 
8ispositieA "eA~iAg. ~ ..... ~ 
(SeeAI1§10104) ~~. 

~~~~~ 

25 ~ cred, ~'3' /9iQI 
.I if <t s: ~ ')..01 o . 

Permanent. COFF when • A 
superseded. -r~ -::b:. ;:q..."p 
O;,pG';tiGA peAf1I~. 11 JZr-fJ ~ 
(See AilS 2el·e5~~ ;. S' .. _~ ~, 

OESTon completion of next 
comparable survey, or when no 
longer required for reference. 
DiSposItion pending.
(See AilS 201·05) 

OESTwhen no longer required for 
reference. 
Oisposition pending. 
(See AI 15201·06) 

COFFon completion of project
OESTafter 4 years. 
Disposition pending. 
(See AilS 20' ·09) 

COFFwhen final action has been 
taken. 
OE5T after 25 years.
OiSpositlon pending.
(See AI 15 201·09) 

.' 
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File Tide Disposition

Number Desuiption Authority
 

a. Recordsof the sponsor.	 Permanent. COFFon disapproval
or dissolution of the committee. 
~~_S If: 72atf-J;:bffi r~ Z. .t 
:1J#VI -;r~~ ~ 2.. s:~ a<-

~--------h-~~nft7ri?W~~~~mr--------~--~~Tafter3yearsorwhenno
 
longer needed for reference,

whichever issooner.
 
GRS 16· 12b(1 )(b) 

345·20 ternal Committee Files.	 DEST2 yearsafter termination of 
ocuments reflecting name, date established committee. 

o pproved for continuation, function, GRS 16· 12fi(2)
 
na sand aHiliations of members, dates of
 
meetl 5 held, and similar data. Includes
 
minut , inal reports, and related papers.
 

350 Infor~tion R ources Management Files. 

352 Office Equipment anagement Files. DESTwhen superseded or

Policy directives p ribing functions and obsolete.
 
responsiblities of ttl office management GRS 16· Ie
 
program in IG.
 

352·10 OHice Equipment FeaSibility udies. DEST5 yearsafter completion

FeaSibility studies and jusn nen for GRS 16· 14
 
systemssuch ascopiers.
 

352·20 Office Equipment Approval Files. Retain In CFA.
 
Documents related to approval an DESTafter 6 years or when

such items of equipment asoHice cop equipment IS'no longer used or


when disposed of.
GRS 16· n 

352·30 OHice Equipment Utilization Files. etaenin CFA.
 
Inventories of office management systems. STafter 2 years or when no

Documents reflecting individual and Ion r needed.
 
cumulative repairs, adjustments, usage of GR ·1
 
items of office equipment, and similar or
 
related documents.
 

353 Micrographics Management Files. DESTwhen s
 
Policy directives prescrtbangfunctions and obsolete.
 
responsiblities of micrographic management GRS 16· 1e
 
program in IG.
 

353·10 Micrographics SystemsFeaSibilityStudies. Retain In CFA
 
FeaSibility studies and Justification for DESTafter 6 years or whe

systemsdeveloped to convert hard copy to superseded by subsequent

microform version. studies.
 

GRS·16· " 
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File 
Number 

353·30 

355-01 

355-02 

355-03 

355-05 

Title 
Desuiption 

Micrographics SystemsApproval Files.
Oocuments related to approval and useof
micrographics systems. 

MI ographics SystemsUtilization Files.
cuments reflecting individual and 

cu ulative repairs, adjustments, usage of 
equi ent, and similar or related 
docum nts. 

Records Man ement Files. 
Policy and p cedures for managing the day-
to-day creatio transmission, maintenance,
use, and disposl 'on of IGrecords. 

Office Record Locators. 
Documents used to I ate files in the current 
files area. Included are umbers, copies of 
file plans not issuedasdi ctive. Listsof 
selected file numbers may filed loosely In 
front of organized files. 

Record Access. 
Documents that identify individua
authorized accessto official records, 
particularly clasSifiedmaterial. 

Accessto Information Files. 
Documents relating to IGprocedures on th
release of information from files, release of 
copies, and the granting of accessto records
for oHicial or unofficial research. 

Records Disposition Files.
Descriptive inventories, disposal
authorizations, schedules,and reports. 

a. Basicdocumentation of records 
description and disposition programs.
Includes SF115,Requestfor Records
Disposition Authority; SF135, Records 
Transmittal and Receipt; SF258, Request for
Transfer, Approval, and Receipt of Recordsto
National Archives of the United States; and 
related documentation. 

Extra copies & routine correspondence. 

Disposition
Authority 

Retain in CFA.
 
OeSTafter 6 years or when

equipment is no longer used or

when disposed of.

GRS 16 - 11
 

Retain In CFA.
 
OeSTafter 6 years or when no

longer needed.

GRS 16 - t t
 

OESTwhen superseded or

cancelled.
 
GRS 16 - 7e
 

oeSTwhen no longer n'eeded.

GRS23 - 7b 

oeST 2 years after authorization
expires.
GRS78-7 

DeSTwhen superseded or
obsolete. 
GRS 16 - tc 

oeSTwhen rated records are 
destroyed, tra ferred to the 
National Archive or when no 
longer needed for
or reference purpos
GRS 76 - 3. 

oeSTwhen no longer neede
GRS76-3b 
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File 
Number 

355·07 

355-09 

355-10 

Title 
Description 

c. Working papers and background materaal. 

Re rds Holding Reporting Files. 
o cuments used In preparation of the 
rec ds holding report. Includes reports and 
dire related papers. 

National Archives Lial n. 
Oocuments, corresp dence, and the like 
pertaining to exchanc between National 
Archives and IGon the s bject of records 
management. 

a. Authority to destroy or ex
 
by NARA.
 

b. General correspondence. 

Records Management SurveyFiles. 
Oocuments relating to staff vis;tsand surveys
to evaluate the effectiveness of records 
manage-ment operations and programs.
Includes notif-iutions of visits, reports of 
visits and surveys. reports of corrective action 
taken, and r.'ated documents. 

a. Office performing IG-wlde staff

responsibility .
 

b. Other offices. 

c. Background f.les. 

Disposition
Authority 

OeST6 months after final action 
on prOject report or 3 years after 
completion of report If no final
action is taken. 
GRS 16 - 3c 

oeST after 3 years.
GRS 76 - 6a 

OeSTafter 1 year.
GRS76-6b 

oeST after 6 years. Earlier 
disposal is authonzed .f records 
are superseded, obsolete. or no
longer needed for reference.
GRS 76-" 

OeSTafter 2 years.
GRS23- , 

oeST 2 years aft next 
comparable surve ron 
discontinuance of tt'i survevec 
office, whichever ISfir 
GRS23·7 

OeST6 months after survey
completed.
GRS 16 - 10 
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Fil. Tid. Disposition

Number Description Authority
 

3SS-S0 Vital Records Program Files. Permanent. TRFto WNRCwhen 
Directives and policy relating to the Vital superseded or obsolete. Offer to
Records Program. NARA after 20 years.

GRS 'B- 2Ba 

3 Vital RecordsProgram Correspondence. ossr after 2 years.

Correspondence relating to the Vital Records GRS'B-27
 
Program.
 

357 rivacy Act Files. 

357-01 Pn cy Aet Control Files.

FI s maintained for control purposes in

resp ding to requests, including registers and

slmila ecords listing date. nature of request,
 
and na and addressof requestor.
 

oeST 5 years after date of last 
entry.
GRS '4- 2Ba 

b. Other files.	 OeST5 yearsafter final action by
the agency or final adjudication
by courts, whichever is later.
GRS'4-

3S7-02 Privacy Aet Reports Files. . ~ b 1111' a,x, i teen. 6 ,.e:: '1If;_~
C I Recurring reports and one-time in~rmatio.n :aQJii£D 

reqUir~ents relating to agency imp.Jemen- p~~ ~ N If- R i1 
b. tation - sI ucjesAnnual reports to th,' ~ '2.q~ t>-lcI, ~ I 

Congress, OMB, and at OIG level. 5"~ ~ -I 19 ~o - g 5"AM 

357-03 nvacy ccountlng a ISC osure I es. Usethe approved dispOSition
 
Files maintained under the provision of 5 . struC1lonsfor the related
 
U.S.C.552a(c) for an accurate accounting of s 'eet or 5 years after the'
 
the date. n.tur ••• nd purpose of each disc ure for which the
 
disclosure of. record to any penon or to accou ability was made.
 
another agen9, including forms for shOWing whichev IS later.
 
the subject indnriclual's name. requester's GRS 14 - 2
 
name and acldrfts, purpose and date of

disclosure and proof of subject Individual's

consent when applicable.
 

357·10 Privacy Act General Administration Files. oeSTafter 2 years or
 
Notices, memoranda, routine needed.
 
correspondence, and related records relating GRS 14 - 30
 
to the general agency implementation of the
 
Privacy Act.
 

G-9
 



·,
 
lGQM 5015.2 

File Title Disposition

Number Description Authority
 

357·2 Privacy Act Requests. .
 
Files created in response to requests from

individuals to gain acceu to their records or
 
to any information in the records pertaining
 
o them. Contains the original request, copy 

o eply thereto, and all related supporting 
doc ments, which may Include the official 
file c y of records requested or a copy of the 
record. 

a. Corresp dence and supporting
 
documents E ClUDING the officia' file copy
 
of the records r uested If filed herein.
 

(1) Granting ac ssto all the requested DESTafter 2 years. 
records. GRS 14- 2Sa(1 J 
(2) Responding to re ests for nonexis-
tent records, to reques rs who provide
inadequate descriptions, d to those 
who fail to pay agency rep uction fees. 

(a) Not appealed.	 DESTafter 2 years. 
GRS 14· 2Sa(2J(a) 

(b) Appealed·.	 Dispose of as authorized under 
File Number 357 - 50. 
GRS 14· 2Sa(2J(b) 

(3) Denying accessto all or part of the
records requested. 

(a) Not appealed.	 DEST er 5 years. 
GRS 14- Sa(3J(a) 

(b) Appealed.	 Dispose of 
File Number 7 - 50. 
GRS 14 - 2Sa(3) 

b. Official	 file copy of requested records. Dispose of in accor nee with 
approved agency dis sinon 
instructions for the reI ed 
records or with the relat 
Privacy Act request, which
later. 
GRS 14· 2Sb 

G· 10
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Fil. Titl. Disposition
Numb.r D.scription Authority 

3 Privacy Act Amendment CaseFiles.
Files r.'.ting to a request to amend a record 
pertaining to the individual asprovided for
under 5 U.S.C.552a(d)(2); to a request for
review of an agency's refusal of the
individual's request to amend a record as

rovided for under 5 S2'a(d)(3);and to any
c' il action brought against the refusing 
ag cy asprovided under 5 U.S.C.552a(g). 

a. Ag ed-to requesu. 
Reques to amend a record agreed to by 
agency. I ludes the requeststo amend 
andlor revi refusal to amend, copies of 
agency repli and related materials. 

b. Refused reques
RequesU to amend r used by agency. 
Includes requests to a nd, and to review
refusal to amend, copies f agency's replies, 
statement of disagreemen .ustlficatlon for 
refusal, and related materia 

·c. Appealed requests.
Includes all files created in respondin 0 
appeals under the PrivacyAct for refusa y
any agency to amend a record. 

358 Freedom of Inforrution Act (FOIA) Files. 

358-01 FOIA Control Files. 
Files m~intained for control purpows in 
responding to requests, including registers
and simil~r records listing date, nature, and 
purpow of request and name and address of 
requettor. 

a. Regitters or listing. 

b. Other files. 

Disposeof In accordance with the " 
approved disposition mstruction
for the related subject or 4 years
after agency agreement to
amend. whichever is later. 
GRS 14 - 2641 

Disposeof in accordance With the
approved disposition instrucnons
for the related subject. or 4 years
after final determination by
agency, or 3 years after final
adjudication by courts. whichever 
is later. 
GRS 14 -26b 

Disposeof in accordance With the 
approved disposition Instructions
for related subject or 3 yearsafter 
final adjudication by courts,
whichever is later. 
GRS 14 - 26c 

DeST6 yearsafter 
entry.
GRS 14 - 1Ba 

DeST6 years after final a Oil 0,
 
the agency or after final

adjudicatIon by courts, whrc
 
IS later.
 
GRS 14 - 1Bb
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File Tid. 
Number Description 

3~·02 FOIA Reports Files.
Recurring reports and one-time information
requirement relating to agency
implementation of the FOIAact, including
annual reports to the Congress. 

358·10 F A A mlnlstratlve i es. 
tices, memoranda. routine correspon-

de ce, and related records relating to the 
gen al agency implementation of the FOIA. 

358·20 FOIA Requ ts CaseFiles. 
Files creat in responseto requests for 
information nder the Freedom of 
Information A . Contains the original 
request, copy 0 ply thereto, and all related 
supporting docum nts, which may include 
the official file copy records requested or a 
copy of the record. 

a. Correspondence and su orting
documents EXCLUDINGthe icial file copy 
of the records requested if fll herein. 

C') Granting accessto all the r
records. 

(2) Responding to requests for
nonexistent records,to requestors wh
provide inadequate descriptions, and to
those who fail to pay agency reproduction
fees. 

(a) Not appealed. 

(b) Appealed. 

(3) Denying accessto all or part of the
records requested 

Ca) Not appealed. 

(b) Appealed. 

Disposition
Authority 

eESflitlt I ;e.".-
~ 
P~i~~_/~
NARA ~'1-0~~""""
5~ 1 J. ~ • I '1 'if 0 -s ~ 

OESTafter 2 yearsor sooner If not 
needed for administrative use. 
GRS14-10 

DEST2 years after date of reply. 
GRS 14 - 16.i(1) 

years after date of reply
16.i(1)(.i) 

orized under File 
Number 35 50. 
GRS 14 - 16.i( ) 

OESTafter 6 years.
GRS 14· 16fJ(3)(a) 

OESTasauthorized under Fd 
Number 358 . SO. 
GRS 14· 16a(3)(b) 

G· 12
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File ntle DispositionNumber Description	 Authority 

b. Official file copy of requested records. Dispose of in accordance with
approved agency disposition
instructions for the related 
records or with the related FOtA 
request, whichever IS later. 
GRS 14 - 16b 

358·50 FOIA App s Files.
 
Files creat in response to administrative

appeals unde e FOIA for release of
 
information den. by the agency. Contains
 
the appellant's lette, copy of the reply
 
thereto, and related sup rtlng documents,
 
which may include the offiCI file copy of
 
records under appeal or copy t of.
 

a. Correspondence and supporting DeST6 years after final 
documents. determination by agency or 3 

ears after final adjudication by 
c t, whichever IS later. 
GRS ·17a 

b.	 Official file copy of records under appeal. Dispose of I ccordance with 
approved age 
instructions for t lated 
record, or with the re d FOIA 
requests, whichever IS lat 
GRS 14 - 77b . 

360 Executive and Legislative Liaison Files. 

362 White House Uaison. 

362·10 

a. Routine correspondence. COFFevery 6 months. 
White House correspondence of a routine, OeSTafter 7 years. 
non-policy nature With no long·term value. DispOSItion pendtng. 

(See AilS 102 - 17.1) 

G· 13
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File Title Disposition
Number Description Authority 

363 

b. Policy-related correspondence.
Correspondence relating to substantial 
policy-related matters. 

Congressional Liaison. 
Congressional inquiries originated by Armed 
Forces personnel, the public, or members of 
Congress, which are forwarded to IG for 
reply. 

Permanent. 
COFFevery 6 months. I~ 
Disposition pending. ;dp 7J ~ 
(SeeAI15102-17.2)~

:2."~ o-ed. 

1:c 

~ 

363-10 Congressional Correspondence. 

a. Routine correspondence.
Correspondence of a routine nature with 
historical value. CongreSSional inquiries 
which are forwarded to IG for reply. 

no 
COFFannually.
DESTafter 7 years.
DIsposItIon pending.
(See AilS 102 18.1) 

b. Historical value correspondence. . 
Correspondence of a substantial nature with 
historical significance. Congressional
Inquiries which are prtmarlly originated by
Congress and pertain to substantial policy 
issuess. 

Permanent. 
COFFwhen case ISclosed. 
to NARA after 20 years.
DispOSition pendmg.
(See AI 15 102.2) 

,.~ 
QUer 

363-50 CongreSSional Hearings. -r~.1O~ ~ ~. ~ "'+":a- . ( 1-" .......,.(,.~ ~ ~ _.) -r~ 
Permanent. 
COFFafter completion of hearing. 
Q#er to NARA after 20 years. 
DispOSItIon pendmg. 

363-75 Permanent. 
completion
NARA after 
Disposition 

COFF after t;~ 
of review. -Offer 
20 years. 
pending. 

to 

36S Semiannual Report to Congress Files. 
Reports prelMred by the IG,DoD and 
submitted to the Con,ress. These reports 
summ~rize thelCtivitles of the IG, DoD for 
the si.-month periods ending March 31 and 
September 30. 

a. Record copy. 

-1'~~to 

Permanent. COFF upon 
transmission to the Congress 

NARA in 10 year blocks 
when 10 years old.
DispOSItIon pending. 
(See GRS25 - 2a) 

b. Extra copies and working papers. DESTwhen no longer 
DispOSition pending. 
(See GRS25 . 2b. c) 

needed 

G· 101
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File Title Disposition .A" - J '/\oJNumber Description	 Authority ~ -

370 

~ 
~ 
.----. 

372 

375 

380·10 

380·30 

Public Relations Files. Permanent. PHf; textual records 
Speeches,addresses,news releases, to NARA in 5 year blocks when 20 
comments. Remarks= R de u ta,,,,.' yean old. Offer luaielJisual 

~::~1c~~:m",,'~~n'i~~~~:~b~r::';r~.:.s.~::'=~~O~AA::~d".;:~~ 
- .;-._ f'l 0 Ii ~,o ff'cl.e/

/"fMf/IIII- o,~~ _ J. I~,)/.'1"p . ~ .I\.LU'ICIID 1 

Agency Publications. 
Publications, posters, booklets, brochures, 
pamphlets, and similar material written and 
produced by the agency. "fI\ ,0 IJ~.J 

0'" Q'\'Ia. Record copy.	 , ~ ~~11f\ 
" "'" ct 

b. Other cop.es. 

Agency Historical Files.
Agency histories and selected background
materials. 

AD' Management Feles. 
Program files relating to the Automatic Data 
Processing (ADP)program. 

equests for ADP Support. (Pending).
spense copies of requests for AOP

equ' ent, systems,service,or support. 

ADP Systems ning Project Files.
Project files tha cument the installation of 
an AOP system fro . 'tial inception to final 
system operation. Files ude documents 
containing definitions of th tem, author-
izing directives, source data, det' studies 
reflecting advantages and disadvant s of 
benefits, output requirements, schedule
completion, and related papen. 

ADP Equipment Approval Files.
Documents related to approval and use of
ADPE. Includes documents reflecting approv-
al of such items asmicrocomputers, optical
disk systems,modems, software, printers (for
ADP systems),interfaces between ADP 
systems,etc. 

,Ii"' ..U , - 5 ill e'::" f-~..to AI J'I,..qA't .... I 14 1&) Ir~ 
_ et d ... ~:q

5. ~ :;;.r:;;.;; :z.:a.r~ 
~...:.o 5"()'r'.">41 ~ ~. 3' I' '!.J ~ I 

Itip~ ·/ ge : :t;;:a..pr1f~ ~ ~ ~ ~ 

\.	 ~,.oSW~""t SF 115, Request fer ~ ~ 
Reco,ds DisP8SItl8A Authorl ty- (q 0 

(iRS lJ 'a- .~.~' sc-
..c;ot1 ~ t:> 0 S" . 

DeSTwhen no longer needed or
obsolete. 
GRS 13· 7b 

Permanent. Offer to NARA In 5 
year blocks when 20 years old.
GRS 76· 73c 

TRFto project file when request IS 
filled. 

(OFF at close of FYIn which
 
systemisstabilized.

DeSTafter 6 years.

GRS 76· n 

r 6 years or when
 
equlpmen no longer used or

when dispose
 
GRS 16· " 

.. 
G· 15 



0-40 

382 

IO'OM 50,15.2 

File Titl. Disposition
Number Description Authority 

380·50 

382·10 

382·15 

382·20 

ADP System Utilization Files. 
Inventories of ADP equipment. DocumenU 
reflecting individual and cumulative repain, 
adjustments, usage of items of ADPE, and 
similar or related documents, 

DP Systems Feasibility Studies.
 
Feasibility studies and justification for
 

stems
 

ADP Syste Operations Specifications Files. 
Documen containing definitions of the 
system, inc ding functional requirements,
data require- ents, and system I subsystem 
specifications. 

a. Disapproved, 

b. Approved system. 

(1) Authorized for dis 

(2) Not authorized for disp 

ADP System Test Documentation.
Descriptive material Including test pia 
test analysis reports. 

a. Approved system. 

b. Disapproved proposed synem. 

ADP File Specifications Files. 
Definitions of the logical and physical charac· 
teristia of each record, element, or item of 
data in the file. Include, names and tags or 
labels; relative position, form, format, and 
size of data elements (record layout), speci-
fications of all codes used; cross·reference 
code manual; security and privacy restrict-
ions, and validity characteristics; update and 
access conditions; and recording medium and 
volume, 

Retain in CFA:
 
Destroy after 6 yean or when no
 
longer needed.
 
GRS,6 - t t 

5' 
DeST afte~ years Of w I len 
oBsoletE, supErseded, or Ml) 

~f~~ 

~~-

DEST 1 year after final action. 
GRS 20 . /II, , 

DEST 1year after discontinued 
GRS 20 . III, 2 

Retain with related data fife 
GRS 20 . III, 3 

DEST 1 year after completion of 
testing.

RS20 ./11, 4 

D T when no longer needed 
GR 0 ·111,S 

G· 16
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File Title
 
Number Description
 

a. Authorized for disposal. 

382·30 ADP SystemsReports.
Prtnted final reports containing the statistical
tabulation and an analysisof t"e findings of
a study or survey including a narrative
description of methodolo em 10 ed. 

382·50 ADP Output Specifications Files.
Listing of each type of output by the title and
tag, formal specifications, selection criteria,
volume and frequency, media. graphic
displays and symbols, security and privacy
conditions, and disposition of output used 
outside the computer area. 

ABP Yse, Ci.. ider. 
Handbooks. guides to data a • 
procedures for queryin ,and other 
information whic lently describes the 
functions of stem in non-ADP 
ter . so that userscan determine its 

p. . ility and when and how to use It. 

~. .
 
.o-:-~~~~ 

) }..-rz.:-j-~1:::1J?5it 
7t6~Q~Crv~~~0
M~~~-~ 
J._~JP<\~D~ c>-NA!fA~ 
_~~I~XLU DING-
~~ ~~~ 

~:;;&7£ q;JMrvP ~ 

G· 17 

Disposition
Authority 

DeSTwhen refated data file is 
destr~yed.
GRS10 - III, 6 

Retain with related data file. 
GRS20 . III, 7 

Retain one copy with related file 
sp . nons. 
GRS20· • 

~il..,esition pending.
GIS~Q HI, 9 

&RS ;"O-/C~~p..J.iJ:I ~ ,~~u 

~~ ~ I' 

~~~~~
 
9is"esitloR peRding. ~,.
 
GRSJO UI,8--

C:r R S ~ 0 - II 

£'~~~~ 
~~~ 
~ I 0<- ~ 

1~~ 
.e-;». 
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APPENDIX H. SERIES 400· BUDGET AND FINANCE 

Index or Major Titlel 

File Title PageNumber 

400 Budget and Finance. H·2 

410 Budget Policy Files. H·2 

415 FYDP Submissions Files. H-2 

420 Budget Formulation and Presentation. H-3 

425 Budget Apportionment Files. H-4 

430 Budget Execution. H-5 

435 Representation Fund Expenditures. H-6 

440 Financial Reports. H·' 
450 Accountable Officer's Files. H·I 

H·l 



40 

100M 501.5.2 

File
 
Number
 

401 

410 

411 

415 

416 

417' 

Tide 
Description 

Budget and Finance.
The files in this seriespertain to records of
budget preparation, presentation, and
apportionment, and funds expenditure and
accounting within the IG 

Correspondence files in formally organ-
iz budget offices relating to routine 
adm Istration, Internal procedures, and 
other atters not covered elsewhere in this 
schedul 

b. Oocume s relating to budget matters 
that are recei for Information only and on 
which no actio is required~ 

Office Financial Files. 
Oocuments that rela to offices concerning 
the expenditure of fu s Incidental to the 
perform-ance of the mis 'on of the office,
such ascost estimates and uests for fu"ds, 
notifications from budget 0 icesof funds 
that are available, and compa ble papers. 

Budget Policy Files.
Filesdocumenting IG internal policy a pro-
cedures governing day-to-day budget
istration, and reflecting external policy d
affecting expenditures for IG programs. 

Budget Guidance· OSD/OMI.
a. Manuals received from OSOor OMI
 
concerning budget preparation gUidance.
 

b. Supplemental Guidance.

Supplemental guidance on the preparation

of the budget. .
 

FYD' Submissions Files. 
Five Year Development Plans. 

Program Element Definitions. 

Program Element Summary Files.
FYDPPrintouts. 

Disposition
Authority 

AU Files: COFF<annually at end of
fiscal year (FY)unlessinstructed
otherwise. 
Permanent Files: Offer to NARA 
after 30 years unlessInstructed
otherwise. 
OeSTafter 2 year1. 
GRS S - 3 

b. OeSTwhen no longer needed.
GRS13 -le 

oeST after 1year or on
discontinuance. 
GRS13 - 1 

oeSTwhen superseded or
obsolete. 
GRS " - 1e 

oeST 1year after the closeof the
Y covered by the budget.

5S-4 

DES 1year after the close of the
FYco red by the budget. 
GRSS-
OeST1 yea fter the close of the 
FYcovered b the budget. 
GRSS-4 

DeSTwhen supers 
ornolongerneede
refeence. 

ed, obsotete. 
or 

GR5 " - t c 

DeSTwhen supersesed.ob
ornolongerneededfor
reference. 
GRS " - tc 

1{·2
 

http:supersesed.ob
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File 
Number 

4 

42' -10 

42' -, 1 

421·12 

421·20 

421·21 

422 

422-01 

423-01 

Tide 
Description 

ludget Formul.tion Ind Presentation. 
ludget Estimates and Justifications. 

Copies of budget estimates and justifications
prepared or consolidated for IGcomponents
and forwarded to OSOand OMB. Included 

re appropriation language sheets. narrative 
s tements. and related schedulesand data. 

Budget bmtssionsto OSO/OMB. 
Copies f budget submissIonsto OSDor 
OMB. 

Supplemental B get Data· OSO/OMB 
Additional inf ation requested by 
OSD/OMB on the questssubmitted to 
them. 

Budget SubmissionsWork pers . OSD/OMB. 
Working papers and bac round for budget 

> estimates and justifications. 

Program Budget Review Calendar.
Periodic reports on the status of S 
accounts. 

IG Component Budget Requirements.
Copies of budget estimates and justificatl s 

. prepared by IGcomponents for consohdati
in the official budget submission. 

Budget Submissions· Additional. 

Disposition
Authority 

oeST 1year after the closeof the
FYcovered by the budget.
GRSS·4 

oeST 1 year after the close of the
FYcovered by the budget.
GRS 5 -4 

OeST1 year after the close of the
FYcovered by the budget.
GRSS·4 

oeST 1year after the close of the
FYcovered by the budget.
GRSS-4 

OeST3years after the close cfthe 
FY(overed by the budget.
GRSS·Sb 

OeST1 year after the close of the
FYcovered by the budget.
GRS S-2b 

11-3
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File Titte Disposition 0 A I ,J I?
 

Number Description Authoriftl ~ 1'1' r+;:::g~

..T J.' l:S1tI 

424-10 Supplemental Budget Data· Congress. Permanent. ~ ~ ~ S-
Supplemental data in support of the GRSS:la ~ ~O. -r~ 
President's budget. ~~~.ze~

424-20 Witness Statements to Congress. Permanent.~ ~ ~ 
Testimony before Congress in support of th 6ff""a ~~~ 3~ 

( 2!!SI~S~~C) ~ ~) ~ ~, -4"8' 19f/O-~s-~
4 1 year after the close of the 

FY covered by the budget. 
GRS 5-2b 

425	 OeST 2 years after the close of
 
the FY covered by the budget.
 
GRS 5-6 

426 

oeST after 5 years. 
GRS S-5a . 

b. All other	 reports. 3 ears after end of FY 
cove y the budget. 
GRS S·Sb 

426-10 Budget Reporting Instructions and Formats.	 OeST 1Jear afte
 
covere by the budg
 
GRS 5-4 

42 P~ogr.am 0 jectiv.e. M.J.morandums	 (POM). J. 
~oso,~~~~~~.

a.	 paM submissions. Permanent. ~ ~ ~ S'~ 
GRS 5-2a otJ. ' .......o.l.·:tb N A .....5~ 

DeST 1Jear after end of FY1U.:( ~ 

covere by the budget. ,.. .,1 J~ 

GRS 5.4 .N,) v.."w -. 

c. paM Guidance Files. OeST 1 year after end of FY to ~ 
Guidance received containing instructions p-..-U'''lch It pertains. 111.0 
preparation of the paM. GRS . 0 t-< \ 'l--~'7\~17\ 

427-10 Program DeCision Memorandums (POM1£, Permanent. e.J-~ ~ S~
 
~ u ~ e1-,.:d.p pO.iI-'I J ~ ~.~, GRS S 2~ c£d . r:~ ~
 
~. ~ ~ ~~ I.4-'NRc... • ~~ ~-.::z:A::.p


428 Budget History. wL~:"£~	 -PeF~ani.u·l1~~; 

429 ~;e~ha,.,ge J' A	 Permanent. S~ ~ ~=(~.
.... ~'.f ~ 6RSS2a	 ~~~~ 

( ~ i;::uj.!. ~""'"	 =«, -1'5' 1980-g~:,O,~ 

~) (~~ ~~	 ~ ?-.OI5. 
~-~~	 O~,) 

H· ~
 

http:P~ogr.am
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File Tide
 
Number Description
 

o	 Budget Execution.

Recoresconcerned with accounting for,

availability, and status of IGfunds.
 

431 Appropriation Allotment Files. 
Allotment records showengstatus of obligations

nd allotments under each authorized 
roprlation. 

431-01 Expe e Operating Budget Authority (eOB). 
Inf mancn on transactions involving 
auth ·izatlons received from 000 makeng
specific unds available to IG. 

431-05 Operating Bu et Authorizations Files. 
Information n transactions involving 
author-Izatio received from 000 making 
specific funds a ilable to IG for the purpose 
of issuing allotme ts. 

432 Budget Execution Foree tSlAnalysis Files. 
Status of funds reports r current fiscal year 
and prior fiscal years; fla reports on current 
month obligations; advan reports of 
cumulative obligations; and lated 
information. 

a. OIG obligation plans. 

b. Management indicators. 

433 Emergency and Extraordinary Fund
Expenditures.

Inforrn.tion which reflects the receipt and
accounting for funds. Included are copies of
reimbursement vouchers and receipts for
funds entrusted to agent officers which also
reflect acknowledgement of return of funds 
and statement of i)alance. 

434 Imprest Fund Expenditures. 
Information accumulated by Imprest fund 
cashiers which reflect the receipt and
accounting for imprest funds. Includes copies
of reimburse-ment vouchers and receipts for
funds entrusted to agent officers which also
reflect acknow-Iedgement of return of funds 
and statement of balance. 

Disposition
Authority 

oeST6 years and 3 months after
the closeof the FYInvolved. 
GRS 7-3 

oeST6 yearsand 3 months after
the period covered.
GRS 6-' 

oeST6 years and 3 months after
the period covered. 
GRS 6-' 
oeST6 years and 3 monthsafter
the closeof the FYinvolved. 
GRS 7-J 

oeST6 yearsand 3 monthsafter
the closeof the FYinvolved. 
GRS 7-J 

OeST6 years and 3 monthsafter
the closeof the FYinvolved. 
GRS 7-J 

oeSTafter 2 yea 
GRS 7-4 

II :)
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File Tid. 
Number Description 

Representation Fund Expenditures.
Inform.tion which reflects the receipt and
accounting for funds. Includes copies of
reim-burwment vouchersand receipts for
funds entrusted to agent oHicers which also
reflect acknowledgement of return of funds
and statement of balance. 

436 Tra len Checks.
 
In rmatlon which reflects the receipt and
 
acco nting for TravellersChecksfunds.
 

437 Budget Ex ution Reports Files. 
Periodic orts on the status of 
appropriat n accounts and apportIonment. 

b. Other reports. 

437-01 Minor Construction Report Fi 

a. Annual reports. 

b. Other reports. 

437-02 Obligation ByState Report Files. 

a. Annual reports. 

b. Other reports. 

437 -03 Worley•• r and Cost Reports Files. 

a. Annual reports. 

b. Other reports. 

437-04 Report on Civil Rights expendItures Files. 

a. Annual reports. 

Disposition
AuthOrity 

OESTafter 2 years.
GRS 7 -4 . , 

oeSTafter 2 years.
GRS 7 -4 

ossr after 5 years.
GRS S-S. 
OeST3Jears after end of FY 
covere by the budget.
GRS S-Sb 

oeSTafter 5 years.
GRSS-S. 
OEST3 yearsafter end of FY
covered by the budget.
GRS S-Sb 

oeSTafter 5 years.
S S-S. 

DE 3 earsafter end of FY 
cove by the budget. 
GRSS-

oeST after 5 y rs. 
GRS S-S. 

OeST3Jears after d of FY 
covere by the budg . 
GRS S-Sb 

DESTafter 5 years.
GRS S-ScJ 

H-6
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File 
Number 

438·05 

438·10 

438·11 

438·12 

438·13 

438·14 

438·15 

438·16 

438·17 

438·18 

438·19 

438'·30 

438·31 

Title 
Description 

b. Other reports. 

General Expenditures Files. 
Information on disbursement of amounts 
due to contractors and commercial firms 
dealing with the IG. Includes expenditures by

urpose and reimbursement and similar 
i ormation. 

Teleph e Toll Tickets. 
Origin 5 and copies of toll tickets filed in 
support f telephone toll call payments. 

Communicatio Costs. 
Information disbursement of funds for 
communicatio 

Postage Costs.
Information on disb ment of funds for 
postage. 

PL 92·212 Federal Building F 

Training Costs. 

Travel Costs (TOY). 

Permanent Change of Station (PeS) Costs. 

Overtime Costs. 

Word Processing Costs. 

ADP Services casu. 

Leased Vehicle Costs. 
Information pertaining to the leasang, main· 
tenance, and operation of motor vehicles 
leased by the IG. 

Pay Increase Costs. 

Health Insurance Costs. 

Disposition
Authority 

DEST3 years after end of FY 
covered by the budget. 
GRS5·5b 

OESTafter 3 years.
GRS6·5b 

Destroy after GAO audit or when 
3 years old, whichever IS sooner. 
GRS6·' 
DESTafter 3 years.
GRS6·5b 

DESTafter 3 years.
GRS6·5b 

DESTafter 3 years.
GRS6·5b 

DESTafter 3 years.
GRS6·5b 

DESTafter 3 years.
GRS6·5b 

DESTafter 3 years.
GRS6·5b 

ESTafter 3 years.
S6·5b 

DEST3 years a
of ledger or dat 
GRS rO·3 

OESTafter 3 years. 
GRS6·Sb 

ossr after 3 years. 
GRS 6·Sb 

11·7
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File Title DispositionNumbe, Description Authority 

OESTafter 3.~ars. 
GRSf.Sb 

439 General Collections Fi . OESTafter 3 years.Information on collection of a e GRS6-4
the U.S.Government 'nvolving IG person"..,~"",,-- __ 

439-20 Unofficial Telephone Call Payments. 

440
0 

Finillncial Reports. .~manent. .A."" 5 ~ 
"'" . ., Recurring and on,etime reports on financia'.t~ to NARA,;tfter 20 years) -41':1 ~\~.*~-- managem,nt. P~~~.". tD:f,Q' 19io-~~"':'" ~oo5"•• ( ....e...o "........ ell CCw_ • , 

ccounta e cer s Files. OEST6 years and 3 months after 
Original or carbon copy of accounts main- period covered by account. 
tained for site audit by GAO consisting of GRS 6.'a 
statements of transaction, statements of
ccountability, collection schedules, collec. 

tl vouchers, disbursement schedules, 
disb ment vouchers, and all other 
schedu and vouchers. 

451 Expenditures Ac unting Files. OESTafter 2 years.

CorrespOndence subject files maintained GRS 7.'
 
by operating units onsible for
 
expenditures accountJ ertainin9 to their
 
internal operations and inistratlon.
 

451·05 expenditures Accounting Posting
Files.
 

Recordsused Hposting and control

subsidiary to the general and allotment

ledgers, and not elsewhere covered in this

schedule.
 

a. Original recorcH. 

b. Copies. 

452 Gener.1 Accounting Ledgers. OEST6 years and 3 m hs "It.:r 
General accounts ledgers, show,ng debit and the close of the FY,nvol"

credit entries and reflecting expenditures in GRS 7·1
 
summary.
 

H·8
 



SERIES 500
 

(RESERVED)
 



APPENDIX I·· SERIES 500, SPECIAL MEDIA
 

RESERVED
 



SERIES 800
 

OPERATIONAL SERVICES
 



>. ,-. 

IGOM 5015.2' 

APPENDIX J. SERIES 800.- OPERATIONAL SERVICES 

Index 0' Major Titl.s 

File Title PageNumber 

600 Operationitl Services. J-2
 

620 Personnel Tritvel and Transportation Records. J-2
 

625 General Travel and Transportation FUes. J-4
 

630 Freight Movements. J-4
 

640 Motor Vehides Operators Files. J-4
 

645 Motor Vehide Reports FUes. J-4
 

650 Procurement Files. J-5
 

655 Property Inventories. J-6
 

660 Supply and Services. J-6
 

665 Equipment Service Files. J-7
 

670 Building Maintenance. J-7
 

675 Parking Control Files. J•• 

680 Printing Services Files. J•• 

685 Nonpersonal Services Requisitions. J.g 

.-
J . 1
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File 
Number 

602 

620 

620·01 

620·10 

620·20 

Tide 
Description 

Operational Services.
 
Documenu r.'~ting to logistical type services
 
performed in the IG.
 

a. Correspondence relating to operational
servicesthat cannot logically be filed With
detailed records listed below. 

b. Documents relating to service operations 
that are received for information only and on 
which no action is required. 

Serve s Requests (Pending). 
Doc ents relating to logistical type services 
requ by or provided to an office that 
cannot I ically be files with detailed records 
listed belo 

b. Extra Copy 

Personnel Travel ind Trinspo tion Records. 
·Recordspertaining to the mo ment of per· 
sonnel under Government orde 
Documents are essentially copies 0 travel 
orders auth·orizing travel and subse ent 
payment. and standard form vouchers
showing payment for official travel. Cop
of some records used to support p~yments
become part of the accountable officer's
accounts or accounting posting media. 

Travel Correspondence.
Correspondence. forms. and related records
pertaining to agency travel and 
transportation functions, not covered 
elsewhere. 

Travel Policies and Procedures Files. 
Internal administrative OIG policy and
procedures for travel. 

Travel Agreements and Contracts Files. 

Disposition
Authority 

All Files: COF' annually (FY)
unless instructed otherwise. 
Permanent Files: Offer to NARA 
after 2Syears unless instructed
otherwise. 

a. DESTafter 2 years.
GRS23·'. 

b. DESTwhen no longer needed. 
GRS 23 - 4 

TRFto offiCial file. 
GRS 23 - 3b(2J 

DESTafter action IS taken 
GRS 23 - 3b(', 

DESTwhen super
obsolete. 
GRS '6 - 'C 
DEST2 years after terrn.na 
agreement or contract. 
GR$l1- 2 

.')J .-

http:terrn.na
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File 
Number 

621-10 

621-20 

621·30 

621·40 

Titl. 
Description 

Trave. Orden Files. 
Copies of requfltS and authorizations for 
travel and related documents. 

a. General records. 

b. Accountability Records. 

Blanket avel Order (BTO) Files.
 
CopIes f requests and authorizations for
 
Blanket avel Orders.
 

c. Cancellations and Cha es.
 
aTOs that have been cance ed or changed.
 

Operations & Management TOY . es. 
Requests for TOY for general pu oses. 

a. General recorck. 

b. Accountability Records. 

Traming TOY Files 
Requests and authorizations for TOY for 
training purposes. 

a. General r.cordi. 

b. Accountability Records. 

Permanent Change of Station Files. 
Requests and authortzatlons for PCStravel. 

a. General records. 

Disposition
Authority 

OESTafter 3 years.
GRS 9-3a 

OEST 1 year after all entries are 
cleared. 
GRS 9-Sb 

OESTafter 3 years.
GRS9-3a 

OEST1year after all entries are 
cleared. 
GRS 9-5b 

OESTafter 2 years.
GRS9-5a· 

OESTafter 3 years.
GRS9-3a 

OEST 1 year after all entrres are 
cleared. 
GRS9-5b 

OESTa r 3 years.
GRS9-3a 

DEST 1 year a
cJeared. 
GRS 9-5b 

DESTafter 3 years. 
GRS 9-3a 

J.J
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File Title Disposition

Number Description Authority
 

b. Accountability	 Records. oeST 1 year after all entries are 
cleared. 
GRS 9-Sb 

623 Local Transportation. OeSTafter 2 years.
 
Oocuments relating to local transportation GRS 9 - S .---
required by or available to an office.
 

625 Ge ral Travel and Transportation Files.
 
C respondence, forms, and related records
 
pe in,ng to agency travel and
 
trans rtation functions not covered
 
elsewh e In this schedule.
 

oeST after 3 years. 
GRS 9-3a 

OeST 1 year after all entries are 
cleared. 
GRS 9-Sb 

628 Passenger Reimburseme Files.
 
Records relating to relm rsang individuals,
 
such as travel orders, per m vouchers,
 
transpor-tation requests, ho Ireservations,
 
and all supporting papers doc enting

official travel.
 

a. Administrative Copies.	 ossr after 3 years. 
GRS9·a 

b. Obligatio~ Copies.	 OeSTafter funds are obligated 
GRS 9· 4b 

630	 Freight Movements. 

631 Bills of uding Register Files.
 
Registers used to account for bills of lading.
 

632 Govemment Losses in Shipment Act.
 
Freight records relating to the Government
 
Losses in Shipment Act consisting of
 
schedules of valuables shipped and related
 
papers and reports.
 

640	 Motor Vehicles Operators Files. DeST 3 years afte epar auon 0 f 
Documents relating to the operation of employee or 3 year after 
Government-owned vehicles. Included are cancellation of autho ,zat,on to 
driver tests, authorization to use, safe driVing operate a government WI',t::J 

awards, violations, and related correspondence. vehicle, whichever IS SOO t:r 
GRS 70·7 

645	 Motor Vehicle Reports Files. 

J . ..a 
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File 
Number 

645-20 

645-30 

645-40 

650 

650-01 

651 

Title 
Description 

Accident Reports. 

alntenance Reports. 

Other VeH· Ie Reports. 

Requests for Procu 

a. Record Copy. 

b. Extra copy. 

Procurement Tranuctions Files. 
Contract, requisition, purchase 0 er, lease, 
and bond and surety records. Inclu es 
correspon-dence and papers pertalnl 
award, admln-istration, receipt, inspe 
and payment. 

a. Obligation copy. 

b. Transactions of more than S 10,000 or 
construction contracts exceeding S2,000. 

c. TranYCtions of S10,000 or less or 
construction contracts S2,000 and under. 

d. Purchases That Deviate from Precedents. 
Procurement files involving transactions of 
that document the Initiation and develop-
ment of transactions which deviate from 
established precedents with respect to 
general agency procurements or to major 
procurement programs. 

Disposition
Authority 

COFF at end of FY in which case IS
 
closed.
 
DESTafter 6 years.
 
GRS 10- S 

DeST after 1 year. 
GRS10-1b 

DeST after 3 months. 
GRS 10-1a 

DeST after 3 years. 
GRS10-4 

TRF to official transaction file. 
GRS 23 - 3b(2J 

DeST after action IS taken. 
GRS23·3b(1J 

COFF at end of FY eXCEPT that 
files on which actions are 
pending shall be brought 
forward to the next FY flies for 
destruction therein. 

Destroy when funds are 
bligated.

3-4b 

DES years and 3 months after 
final p 

Submit SF 115. Re est for 
Records DispOSition 
GRS 3 -I 

J ..1
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File 
Number 

655 

660 

660-01 

661 

661-20 

Tide 
Description 

e. Administrative Ouplicates.
Copies of contracts, requisitions, purchase
orders, leases, and other papers wh ich are 
duplicates used by component elements of a 
procurement office for administrative 
purposes. 

roperty Inventories. 
Flies containing lists and cards for control of 

operty. 

Requests for Office SeNI and Supply Files. 
Documents for supplies 
by an office. 

a. Record Copy. 

b. Extra Copy. 

Supply PurchAHs. 
Purchase organization copy and related 
papers. 

Supply Requirements Reports.
Reports on supply requirements and 
procurement INne" submitted for supply 
management purposes. 

a. Copies received from other units for 
internal purposes or for transmission to staH 
agencies. 

b. Copies in other reporting Units and related 
work papers. 

Supply Requisitions.
ReqUISitions for supplies and equipment from 
current inventory. 

Disposition
Authority 

OESTupon te'rmlnatlon or 
completion of action. 
GRS3 - 4c 

COFFwhen superseded or 
obsolete. 

oeST 2 years from date of list. 
GRS 3· fOa 

OeST2 years after discontinuance 
or equipment IStransferred from 
IG. 
GRS3· JOb 

TRFto offiCial file when action IS 

completed (File Number 661).
GRS23 . 3b(2) 

OeSTafter action IStaken. 
GRS 23 - 3b(7) 

COFFon final payment or action. 
OESTafter 3 years. 
GRS 3· 4a(2J 

ossr after 1 year. 
GRS3·Sb 

COFFafter completion 
cancellation of requlsltlol 

.' 

J.t;) 

662 
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File 
Number 

664 

664-10 

665 

670 

670-02 

670-03 

670-04 

670-05 

Title 
Description 

a. Stockroom copy. 

b. All other copies. 

upply Inventory Control.
FI s containing fistsand cardsfor control of 
sto 

Cards. 

Report of Survey Files.
Report of survey files nd other papers used 
as eVidence for adjust nt of inventory
records, not otherwise cered In these 
records disposition schedu s. 

Equipment Service Files. 
Requests for equipment mainte

. services,excluding fiscal copies. 

Building Maintenance. 

Office Environment. 
Documents relating to the modification,
repair, or change of office heating, lighting,
ventilation, cooling, electrical, and plumbing
systems,excluding fiscal COpies. 

Office PhY'i~1 Structure. 
Documents rNting to painting, partitioning, 
re~iring or other aspectsof maintaining the 
office ptiY'lcal structure, excluding fiscal
copi8. 

Office Property Control Files.
Cards, lists, hand recelpts,or comparable
documents showing accountable property
charged to the office. 

Keys and lor Locksto an Office. 
Requestsand other documents concerning
the issueof keysand lor locks to an office. 

Disposition
Authority 

oeSTafter 2'Years. 
GRS3 - 9a 

OeSTafter 6 months. 
GRS3 -9b 

COFFwhen superseded or
obsolete. 

oeST2 years from date of list.
GRS3-10a 

OeST2 years after discontinuance
of item or stock balance IS trans-
ferred to a new card or recorded 
under a new claSSification. 
GRS3 - lOb 

OeST2 years after date of surv~y
action or date of posting
medium. 
GRS3 - lOe 

oeST 3 months after work IS 

performed or request canceled' 
GRS" - 5 

oeST 3 months after work IS 

performed or request canceled 
GRS n -5 

DES 3 months after work IS 

perfo ed or request canceled 
GRS " -

oeSTwhen su rseded or 
obsolete or whe 
turned In or dlspo
whichever ISfirst. 
GRS13- 1 

OeST6 months after turn 
key.
GRS 18 - 17b 

J.;
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File Title 
Number Description 

Building Service Files. 
Requests for building maintenance services,
excluding fiscal copies. 

Parking Control Files. 
Documents pertaining to Issuance of permits
and passes for local parking areas. 

675-10 Req ests for Parking PassesFiles. 

675-15 

675-50 

680 Printing Services Files. 
Records relating to the pri ing, binding, 
duplication, and distributio 11 publications. 

680-01 Printing Requisitions. 
Requests for printing services 

a. Record copy. 

b. Extra copy. 

c. Accounting copy. 

680-02 Proiect Control Files. 
Control registers or logs pertaining to 
requisitions and work orders. 

680-05 Printing Services Administrative 
Correspondence. 

Correspondence files pertaining to the 
adminls-tration and operation of the IG 
Printing Section. 

680- 10 Printing Services Internal Management Files. 
Records relating to the Internal management 
and operation of the unit. 

Disposition
Authority 

DeST 3 monthS after work IS 
performed or request canceled. 
GRS 71- 5 

DeST 3 months after pass IS issued 
or request canceled. 
GRS" -4.1 

DeST 3 months after superseded
or obsolete or parking pass IS 

turned in or cancelled, whichever 
is first. 
GRS t t - 4a or GRS 23 - 1 

DeST 3 months after pass is Issued 
or request canceled. 
GRS" - 5 

TRFto official case file after 
action IS taken. 
GRS 23 - 3b(2J 

DESTafter action is taken. 
GRS 23 - 3b(7 J 

D T 3 years after period covered 
by fated account. 
GRS - 3b 

(OFF an ally (FY) 
DeST after year.
GRS'3-4 

DESTafter 2 ye s. 
GRS13·} 

DeST after 2 years. 
GRS '3 - 7 

J·8
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File
 
Number
 

680·50
 

Titl. 
Description 

Printing Project Planning. . 
Files pertaining to planning and other 

ical matters. 

Printing PrOje Files. 
Job or project ree ontaining all papers 
and data pertaining to ecution of 
printing jobs. Includes requisl 
specifi-cations, and related papers. 

Nonpersonal Services Requisitions. 
Requisitions for non personal services. such as 
duplicating and binding. Excludes records 
associated with accountable oHicer's 
accounts. 

Disposition
Authority 

oesr after 3 years. 
GRS 73· 3b < 

oeST 1 year after completion of 
the job.
GRS'3 - 3a 

fter 1 year.
GRS3· 

J·9
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APPENDIX K. SERIES 700· AUDITING 

Index or Major Titles 

File Title PageNumber 

700 Auditing Program Files. K·2 

705 Inquiries and Reports Files. K·2 

710 Audit Policy and Procedures Files. K·3 

715 Audit Planning Files. K·3 

720 Audit Oversight Case Files. K-3 

730 IG, DoD Audit Followup Case Files. K-4 

735 GAO Report Followup Case Files. K-4 

750 Audit Case Files. K·4 

.' 

K·l 
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File Tide Disposition

Number Description Authority
 

700	 Auditin.1 Program Files. .. Unless otherwise directed, cut off 
This series covers records created or maintained case files at the end of the CV 
by thelG, DoD in performing auditing duties when completed. 
and responsibilities to prevent and reduce waste Offer permanent records to 
and fraud and to improve agency management. NARA' it I je; e I I QI~ I.~]E J.. 
(~. -6.,,<> ~ '3 c-.k du+- y~arblocks. ~ ~ ~ 

p-e- ~. 'iJ ~ Y C)f J....-I)~	 DISPOSitionrending ~ 0J\.p:a_a '''lI'S 'A 0 ~ o-e..d) 
~,~, 1980-9<' ....i..,., ).,010 

a. Correspo"de"ce ielatJliY to audi ting that	 OESnfter 2 years. ' 
nnot logically be filed with detailed records GRS23 - 2b 

Iiste w. 

b. Documents re auditing that are DeST when no longer needed 
received for information d on which GRS23 - 2c 
no action is required. 

701 InternallG. DoD Audits. ears after findings are
 
Reports of audits and surveys that pertain to resolve cted or upon
 
the operation of a mission or function within completion of t udu
 
the IG. 000 maintained in the office audited. GRS23 - 2b
 

Indexes to Audit Case Files. L- Follow the diSPOSition 
Indexes to audit case files used to 10cftl&'RAWN Instructions for the case file to 
specific documents within the case files or which the index pertains or DEST 
used as a reference. when no longer needed 

GRS23-7b 

703 Case Control System Files.

Status and historical information pertaining
 
to personnel employed in an active auditing
 
role within IG, 000 used for personnel
 
planning and management of audits.
 

a. Paper records.	 DeST when obsolete. 
DISPOSitIon pendmg. 
(See PravacyAct: CIG·07) 

b. Machine	 records. DeST 2 years after they become 
Inactive. 
DispOSitIon pendmg.
(See Privacy Act: CIG-07) 

70S Inquiries and Reports Files. DeST after 10 years.
 
Documents created when responding to DISPOSition pending.
 
external requests for Information pertaining (See AilS 1801·12)
 
to the auditing function. Requests for
 
information pertaining to the auditing
 
function that require response from 000
 
Components and the Military Services.
 

.)K ..' 
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File Tide
 
Number Description
 

705-10 Congressional Inquiries.
Responsesto Congressconcerning on-gOing
or proposed audits. 

a. Congressional or public interest or
pertaining to substantial policy Issues. 

b. Routine responses. 

W11llDll-, 05.20 IG, 000 Generated Reports. [~~ ~J 
Reports required by IG, 000 from 000 
agencies or the Military Services. 

[External Reportsl . 
Reports generated by GAO,Congress,OMB, 
or other government agencies. 

71.0	 Audit Policy and Procedures Files.
Recordsdefining and documenting the
policies required for directing, controlling
and carrying out IG, 000 audit operations. 

a. Record copy. 

b. Other copies, work papers, and
background material. 

715 Audit Planning Files.
Recordson planning annual audit schedules
and procedures pertaining to the selected 
audits. 

a. Record copy. 

b. Other copies, work papers, and
background material. 

Audit Oversight CaseFiles.
Documents which monitor and evaluate 000 
internal audit, contract audit. and Internal 
review prinCiples, poliCies,and procedures. 

720 

[«* w)JRC ~ I.{S'~.#-t-,~~ 
~. o;t	 ~ot ~~ ~ IO~#. 

K . ;] 

Disposition
Authority 

"	 ... 1r1 
~ + 1f\.O ,~» 
o~· I""~'" 

Permanent.	 CJ- ~ ~ 5~~' 
O"pOt,f/e" fJe"d,"~ . .,~ i~ /.'"'----1 

~ee AilS· 1861 12.1c}>.;to ;cJ...p 1/~ 
OESTafter 3 years. ~ ~ 
Disposition pending. "0 ~ &44 
(SeeAI 151801·12.1b) ~~.A,.M 

OEST...ffter10years. ~ '-#'!3 
•• Mltlon pending. I q '0 - 'i S' ~ 
-(See AI 15 1801·12.2) ,.. 60 5". 
OESTafter 10years. 
OlSposltlon pending. WlMIlIii 
(SeeAI 15 - 1801·12.4) 

" ?/I ,0,(
 
Permanent. COFFwhen o ,....,""" At
 
superseded or obsolete, -r~-;.

..o"p"sit;"" efJ"siA§. ::t:4 71~ 
("eGRS~5~~~5~ 

~ "'""'" (l3D·
OESTwhen no longer needed. ol.I "'t 
Disposition pending. }..,. ~ 
(SeeGRS25 - 1) jq t~-r~ ~ 

~ 015, 

.,.,o~
tJK '1-,,4 ~~ Permanent. COFFwhen ,..., "" 

superseded or obsolete. T ~ :t 
g'S""tltIO" fJe~dlf:Ul· ..,,~ ~ 
('eeG~noM\ ~~~ 

30~ ~,-I •• 
OESTwhennolongerneede~ "'10-8~ 
DISPOSition pending. -;2.." 0 I j
(SeeGRS25 - 1) 

Permanent. Retire to WNRC 
when no longer needed, 7-~ 
-";511"".;0" pendi"g.:::t6 7J ~ a..c. 
~ee AilS· 180!)

J
 ~/.~-~~~
 

30~ ~I~'~' 

19'0' ~ z o u . 
f) J< ~ .0 ~f:.,./ 1- / '2. - '1'1 

"1.S':f?1f 

http:151801�12.1b
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File Titl.
 
Number Description
 

730 IG, 000 Audit Followup Case Files. 
Documents which monitor and review 000 
Components' actions on recommendations 
made in IG, 000 audit reports. 

a. Arbitrations of disputes between auditors 
and management that deal with savIngs or 
efficiencies in 000 operatlons_ 

b. Arbitrations which establish a precedent. 

r.~, G.~~r-"-~1 

735 GAO Report Followup Case Files. 
Documents which monitor and re ..new 000 
Components' actions on recommendations 
made in GAO audit reports. 

a. Arbitrations of disputes between auditors 
and management that deal with savings or 
efficiencies in 000 operations. 

b. Arbitrations which establish a precedent. 
r.~.~~~~) 

740 Contract Auditing Case Files. 
Case files of contract audit followup actIvities 
by the IG. Consists of reports, correspon-
dence, and supporting work papers. 

Audit Case Files. ~~"750 
Case files of audits on 000 agency programs, 
operatIons and procedures, and external 
audits conducted on contractors and 
grantees. Includei pre-audit planning,
scheduling, and correspondence, draft and 
final reports, and work papers. 

~gnificant or sensitIve audIt case files. 
.......
 

~~out'"e audit case files. 
~~~ 

~~eferenced work papers. 

~ 

K . .a 

Disposition
Authority 

oeST after 20 years. . •..\1 
Disposition pending. olK 
(See AI 15 - '805) 1/ f\' ~" 

0.... 1-' "" 
Permanent. Retire to WNRC \....1 "'~ 

when no longer needed. --r~ 
g;s_e"tlot!1 _,A(I;"g. ~ ;tip 7!~ 
(SaaAI1S 18e3)~ ~ 5' . 

~~~~ 

~ ...t..o 30~ ~J..t, 
I '1iO ;/;'1'fgS ~ z.o t S'. 5 

oeST after 20 years. , 
DIsposition pending. 0 ~ 
(See AI 15 - 1805) 0 K 'It ....,,1- JlJtq

j5.71 
Permanent. Retire to WNRC 11 
when no longer needed. I~ 
9,s~osJrio" /JeA9IFul· ;to ~ 71~
 
~.1~~
 

OeST after 6 years and 3 months ~
 
Disposition pending. -
(See AilS - 1805) ~ 0.(. 

-(, ~ . I ~SO 1; 
I q g s: ~ ')..C)f G'. 

Permanent. (or Offer to ~AR":' 
after 5 years ) 
DISPOSition pending. 

OeST after 8 years. 
DISPOSition pending. 
(See GR5 25 - 4) 

Retain with case file. 
DISPOSItIonpendIng. 



IGOM 5015.2 

File 
Number 

Tide 
Description 

Disposition
Authority 

d. Unreferenced workpapers. oeST after ne.t audit follow-on 
or after 2 years, whichever is 
sooner. 
Disposition pending. 

K· .:;
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APPENDIX L SERIES 800 • INVESTIGATIONS
 

Index 01 Major Titles 

File 
Number Tit'e Page 

, 

800 Investig.tion Program Files. L·2 

805 Po'ygr.ph Ex.min.tions_ L·] 

810 Investig.tions Policy and Procedures Files. L·] 

815 Investig.tions PI.nning Files. L·] 
820 Reports .nd Surveys Files. L·4 

825 -, Investig.tive Reports Files. L·5 

8]0 Investig.tions Oversight Project Files. L·5 

840 Hotline Referr.' Files. L·5 

850 Crimin.'lnvestigations C.se Files. L·5 

860 Discovery of Electronic 5urveill.nce Case Files. L·6 

870 Administrative Investigations Case Files. L·6 

I.. - 1
 

http:Po'ygr.ph
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File Titl. Disposition
Number Description Authority 

800	 Investi,.tion Program Files.

This series covers records created or maintained
 
by the IG, 000 in performing criminal
 
investigation duties and responsibilities to
 
prevent Illegal actiVities within 000.
 

802 Indexes to Investig.tion t.H Files. 
Indexes to investigation case files used to 
locate specific documents within the case 
files or used as a reference. 

803 Evidence Ledgers and Custody Files.
Documents showing the description, receipt,
and disposition of physical property held as 
evidence for use in military or civil court 
proceedings. Included are vouchers, 
statements of destruction, ledgers, and 
related information. 

a. Ledger. 

b. Custody	 documents. 

804 Inforl'MAt Files. 
Documents r.lated to informants used in the 
conduct of investigations. Included are 
Informant data cards, agent activity 
summaries, cross index cards, and related 
documents. 

Unless otherwise directed, cut off 
case files at the end of the CY 
when completed. 
Offer permanent records to 
NARA whenAlO years old In 10 .J-
year blocks:~~ ~ ~ 
f),spoJitisIIt 1J(l'Idillg. ~ , 
(S•• 6RS 25) -e- ~. I q so -9(3 ...vYI 

?- 000. 

Follow dispOSition instructions 
for the related case fite or oEST 
when no longer needed for 
reference. 
GRS23-7b 

OEST3 years after all Items of 
evidence have been disposed of
DisposItion	 pending. 
(See ARMY: 195-5a) 

DEST 3 years after final 
dispOSition of evidence. 
DIspOSitIon pending.
(See ARMY: 195-5a) 

oEST 10 years after termination
of Informant's service. 
DISPOSItion pendmg. 
(See ARMY: 195-29) 

L ....,
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File 
Number 

805 

806 

806-20 

809 

810 

815 

Tide 
Oesuiption 

Polygraph Examinations. 
Copies of examinatIon records and exhIbit 
copies of polygraph examination reports.
(Original copies are attached to the record 
copy of the Report of InvestIgatIon.) 

Firearms Authorization Files. 
Documents authoriZing Investigators to carry 
firearms. 

Loss and Recovery of Firearms and Ammunition.
Documents and reports relating to the loss 
and recovery of firearms and ammumticn. 

Criminallnform.tion Bulletins. 
Bulletins used to send out criminal 
information. Contains the revIew and 
analysis of criminal informatIon reports. 
reports of investigatIon, the crIme preventIon 
survey. and other investIgatIon documents 
received. 

Investigations Policy and Procedures Files. 
Records defining and documenting the 
policies required for directing. controlling
and carryIng out IG. 000 InvestigatIve 
operations. 

a. Record copy. 

b. Other copies, work papers. and
 
background m.terial.
 

Investigations Planning Files. 
Records on planning investigation schedules 
and procedures pertaIning to the selected 
investigations. 

a. Record copy. 

Disposition
Authority 

DEST30 yean after the 
investigation report has been 
closed or completed.
DisposItion pending
(See ARMY 195-6a)
 

DEST6 months after expiration

of the authorization.
 
DISpositIon pending.

(See Army (TAFFS) 511 -04)
 

DESTafter 10 years.

DispOSitIon pendIng.
(See DLA 161.72) 

DESTafter 5 years or earleer 
when no longer needed. 
Selected reports containing
informatIon of current 
operatIonal value may be kept 
past 5 years but no longer than 
20 years.
DispOSItIon pending.
(See ARMY 195-21) 

'X .x:'te:...Yol)J-
f",.:: "" ',,- 'Co 0~ o V" ~ ~ '/11 

Permanent. COFFwhen -r~ ;t. 
superseded or obsolete w }./R. 4:: /
Si,_e,iriol'l peI'lBlfI§.O ~ ..t.O ~ 
(SeeGAS25-1) 17~~ -.r~ ~~\ 
DESTwhen no longer needed. 
DiSpOSItIon pending. 

L·;) 
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File Title Disposition

Number Description Authority
 

b. Other copies, work papers, and	 DeST when no longer needed. 
background	 material. DispOSition pending.

'is .. GAS io5. 1r- . 
818 Liaison and Jurisdictional Agreements. Permanent. -r.~ ,.....

Documents dealing With liaison matters of DISPOSitIonpending . .tc '7l ~ 

mutual interest With and render requisite (See AF 124·7 4) '(.-+-
assistance to investigative activities and law ~~~~ enforcement. Letters of agreement, status of 

~()o-eJ)forces agreements, and other similar or ~.AA /0 
related records. ~ /0 ~ ~I~'~' 

I 9<gO-9"O .h-Y\ AOOO,820 Reports and Surveys Files.
( ...Ao&C..Documents created In the course responding ~oo)
 

to external requests for information
 
pertaining to the Investigation function.
 
Requests for Information pertaining to the
 
investigation function that require response

from 000 Components and Military ServIces.
 

820·10 CongreSSional Inquiries.

Responses to Congress concerning on·going

or proposed investigations.
 

a. Public interest or pertaining to substantial	 Permanent. _____ 
policy Issues.	 Disposition pending. " 

(See At 15 1801·12.1a) 

b. Routine responses.	 DeST after 3 years. 
DispOSItion pending.
(See AilS 1801·12.1a) 

820·20 IG, 000 Generated Reports. C.Q ~ ~ ") DeST after 10 yeu~.
Reports required by IG, 000 from 000 DISPOSitIonpenc:-.AAW" WIlHOAAWK 
agencies or the Military Services.	 (See AilS 1801·1"2.2) 

[External Reports.)	 after&..........D.EST 10 years.
Reports generated by or for GAO, FBI, DOtr8T"'D7spositlon pending.
other govemment agencies. (See AilS 1801·12.4) 

822 FraudlCriminallriefings. DeST after 3 years.
 
Reports, correspondence. and related records DISposition pending.
 
on fraud mission briefings. (See AF 124· 7 28)
 

i 

822·20 Analysis of Criminal Offenses and Trends. IXSf a her 6 1eii ~ /
•. A L _.._ Special studies and reports, summarieS,WITHDRAWli	 /DISpoSition pendIng. 

~., charts, graphs and statistical data that (SeeAF \WfhI1\'i8)" / f(!/
WITHOaA- prOVide current information on types of 

Crimes, methods used, reasons, and trends. '111 . () q
e J-< I - I ,.; -,1 ~,.,,) 

I~~	 L-uNRc... 

-r~ ::to :t4 7/~ j) 
~~	 s-~~~ 
1ArI~	 ~-v~L·4	 

I~ ~ 

"}..O ~ o-ed ) -f, j' I 1SQ -g~ 
~ ') t1 (j r 

http:1801�12.1a
http:1801�12.1a
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File ntle isposition
Number Description Authority 

822·50 

825 

825·10 

~isa 

825-20 

~'?J1\I'l'" 

825·50 

830 

840 

Fraud Prevention Surveys. . oeST after 10 years.

Information requested{for the p evention of
 
fraud in government operations and contract
 =~:::==9'L 

rpM a.2~em~n,!i. ~==r.r;7f';~-t;;Z.
Investigative Reports Files.

Reports submitted and received by IG, 000 
which pertain to specific investigations. 

Report of Investigation (ROI) Files. -~. 
OffiCial Reports of Investigations Ineluding
any attachments, prepared by IG, 000 or 
other 000, Federal. state. or local oHicial 
investigative activities. 

Information Summary Report (ISR) Files. 
Unsolicited information of a criminal nature 
received by IG. DoD concerning persons or 
incidents which are of direct interest to other 
000 components or Federal agencies. 

Reciprocal Investigations.
Reports. statements, aHidavits. 
correspondence. and related records 
pertaining to specific investigations
accomplished for and at the request of a 
local. state, or federal investigative agency In 
the USor host country Investigative agency 
overseas. 

Investigations Oversight Project Files. 
Documents which monitor and evaluate 000 
Internal investigations. external (contractor) 
investigations. and internal review principles. 
policies. and procedures. 

Hotline Referral files. 
Correspondence. preliminary investigations.
and memoranda of telephone conversations 
pertaining to complaints received by the IG, 
DoD Hotline. 

a. Not ref.rred. Includes anonymous or 
vague allegations not warranting an 
investigation. 

b. Referred. Matters referred to constituents 
or other agencies for handling, and support 
files providing general information which 
may prove useful in IG Investigations. 

Criminal Investigations Case Files. 

~6~J ...
~~r\oO 

oeST after 2 months. 
DISPOSitIonpending.
(See Privacy Act CIG·06) 

oesr after 15 years.
DispOSition pendmg.
(See AF 124-1 8) 

Permanent. Retere to WNRC 
when no longer needed for 
current operations.
9;",esic;oa p.AS/flg. 
(See AIlS '8a!) (.AA.4. q 0 0 J::t-

~ 4..,..;;v. •• ~ ) 

oeST after 1 year.
DispOSitIon pendmg.
(See GRS2S . 3a) 

OeSTafter S years.
DispOSitIon pending.
(See GRS2S . 3a) 

.' 

L·5
 

850 
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File Title	 DispositionNumber DeScription	 Authority 

850 Criminal Investigations Case ~iles. Case files of 
investigations of alleged violations of laws, regulations, 
and directives by 000 agency personnel and external 
investigations conducted on contractors and grantees. 
Includes reports, stateaents, affidavits, correspondence, 
and related records pertaining to specific investigations. 

a. Ca.e. begun in 1985 and before. 
Permanent. Transfer closed cases to the National Archives 
when 30 years old, in 5 year block., e.g. 1981 through 1985 
in 2015. National Archive. staff will have the authority to 
select and destroy routine 30 year old ca.e. which lack 
enduring value, i.e. are not .ignificant or sensitive. 

b. Ca.e. begun in 1986 and after, filed by 
ca•• category COde under a coaputer as.igned naaber; and the 
electronic index u.ed to retrieve the ca.... Di.position
not authorized. 

860 Discovery of Electronic Surveil (ase Files. 
, Original and subs. _questsfrom DOJ 

WITHORAII'i	 and replies fro Componentsand OSD
 
pertainin -motionsfor discoveryof
 
.Ie IC surveillance. .
 

870 

L·S
 



~. 
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INSPECTIONS
 



,. 

File
 
Number
 

900 

905 

910 

920 

930 

940 

950 

100M 5015.2,
 

APPENDIX M. SERIES 900 • INSPECTIONS
 

Indexo' Majo'r Titl •• 

Title Page 

Inspections Program FUes. M·2 

IG Inquiries. M·2 

Inspections Policy and Procedures Files. M·2 

Inspections Planning Files. M·3 

Inspection Procedures and Administration. M·) 

Inspections Review and Analysis. M·4 

Inspections Case Files. M-4 

~t . 1 
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File Tide
 
Number Description
 

900 Inspections Program Files.
This seriescovers records relating to planning
and conducting IG inspections, inquiries, and
surveys to prevent and reduce waste and
fraud. 

·a. Corresponden\.c relating to the IG
i'r\u)ections function that cannot logically be
flleo ~h detailed records listed below. 

b. DocumerH2"«elatingto the IG inspections
function that are ~ived for Information 
only and on which no a~" IS required. 

901 Internal Office Inspectio~d SU,,"¥~ 
I Documents relating t ctions Q' ,"'" 

~ surveys of internallG, 00 operations ana 
~ procedures. 

902 Indexes to Inspections CaseFiles.
Indexes to casefiles usedto locate specific
documents within the casefiles or used asa 
reference. 

905 IG Inquiries.
Complaint files, inquiries, replies, comments,
and related documents relating to the IG
inspections function but not appropriate for
filing with inspections casefiles. 

910 Inspections Policy and Procedures Files.

Reports defining and documenting the


; policies and procedures required for
directing, controlling, and carrying out
inspection program operations. 

a. Record copy. 

b. Other copies, workpapers, and
background material. 

Disposition
Authority 

Unlessotherwlse directed, cut off
at the end of the CY. 
Offer permanent records to
NARA when 10yearsold in 10-
year blocks.9t,,,o,,~,,peFl61Rg-:
 
~eG~S2st
 
a. OeSTafter 2 years.

Ci~$~~ ~Q
 

b. DeSTwhen no longer needed
-GASl' - 2t 

DeSTafter 1year or after next

surveyor inspection.


-GAS13 - 1-

Follow ~sltlon instructions 
for the relate?ka~e file or OeST 
when no longer nftded for 
reference. 

~ •• ':9 s 7t" 

uc) T ane. !O I~Qrs. 
DispOSition pending.
(SeeAilS 1801-12.2) 

Permanent. COFFwhen 
superseded or obsolete
D,s,:Jesir/otl pefldmg. . 
(5.8 'RS 2§ lao) 

OeSTwhen no longer needed for
current operations or reference 
DISPOSition pending.
(SeeGRS25 . 1b,c) 



920 

IGDM 5~15.2
 

File 
Number 

920-20 

920-30 

930·10 

Titl. 
Description 

Inspections "tinning Files.
 
Documents on pranning and developing
 
inspections schedules and procedures tt1at
 
pertain to the scheduled inspections.
 

I . 

relating to the universe of 000 
organizations . ines that are subject 
to IG inspection coverage. ed for 
reference and research in developing co 
plans and establishing long·range inspections
schedules. 

Inspections Schedules. 
Documents accumulated in planning and 
preparing long range inspection schedules. 
Includes announcements, approvals, requests
for changes, and related papers. 

a. Record copy. 

b. Other copies, work papers, and

background material.
 

Mandatory I Special Interest Items for 
Inspection. 

Documents accumulated in processing 
requests for certain items to be inquired into 
at all inspections in a certain functional area 
or at certain types of activities. 

Inspection Procedures and Administration. 
Documents r.lating to general, day-to-day 

inistrative procedures and processes of 
plan' reparing for, and conducting 
individua I ctions. 

Inspection Concept Oeve ent. 
Documents which define th' al idea and 
scope of an inspection. Includes ents 
which identify the resources required, 
establish the objectives, or suggest Items for 
inspection, types of expertise or training 
required on the inspection team, potential 
sites for Inspection, methods of inspection. 

Disposition
Authority 

eVlewannually. 
OESTwhen no longer needed for 
reference or when obsolete or 
superseded.

23·6 

r: 

+~ 0 
~~ ~ I~- 1\~;fY1 

Permanent. COFF when 
superseded or obsolete. ~.:to 
Qis,JQS,CIQA per:JQiAg. WN~~. 
~~ 5. 1a) ..;:a,;d.p 71 .=r» 

...(..N\ 5~ ~ 
OESTwhen no longer needed for 
current operations or reference. 
Q;s~Q'i riQA ~eAQiAg.
(See GRS25 18,£i 

OESTafter 10 years.
DispOSition Pendtng. 

.' 

M ·3 
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File 
Numbe, 

930·20 

940 

950 

Title 
Description 

b. Disapproved concept. 

Inspection Administration.
Documents accumulated that relate to the 
general, day-to-day actiVities of individual
inspections. Includes travel and other team
personnel information, schedulesof 
proposed visits, itineraries, internal activity or
workload reports, approvals, requests for
changes, and related papets. I 

roudu.tts +~~ 
Inspection eview and Analysis. 

Docum ts created in the processof eval-
uating the outcome and impact of an tG
inspection. May include surve~ conducted of
previously inspected areas, recommendations
for adding or removing items from consider-
ation for inspection, recommendations for
improving the quality of the inspections 
process. 

Inspections CaseFiles.
Documents accumulated from inspections
conducted by IG, DoD. Includes inspection
reports and related work papen pertaining
to general and special inspections. 

(~ ~ /o~. It.....1, I 
P""'- ""1-..... o-c Co CoHf\ • ) 

Disposition
Authority 

TRFto File Number 950 
(Inspections CaseFiles)when the
inspections team is established
and operational. 

DEST2 yean after Inspections
Report is completed.
Oisposition pending.
(SeeGRS23 - n 

CO~Fon completion of the 
prOJect. I 0 ~ _••~,j
DESTafterA'"years. -rI\. ~ 
Oisposltion pending. , ..."3/- r,
(See AilS 201·09) 

Permanent. COFFon completion
of the Inspections Report. Retire
to WNRCafter the third 
inspection. (--- croo fo.-
Oisposition pending. ~) 

M . .t 


