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LEAVE BLANK (NAAA u •• only,REQUEST FOR RECORDS DISPOSITION AUTHORITY. Joe NUMBER , A'
 
N 1:--«34--98 --Z._T
 

!O NA nONAl ARCHlVES and RECORDS ADMINlSlRATION (NIR) CATE RECEIVED .
 
WASHINCTON, DC 20408	 . 3 -SC) -ere 

1. FROM (Agency Ot estabhS"menl) NonFICAnON TO AGENCY 
Department	 of Energy . Washington, DC 20585 

2. MAJOR SUBDIVISION	 til accord."ce with Ihe pro"i.io". or H
Department-wide	 U.S.C. 33031 the di.po.ilio" requul.

includl" •• me"dme"l.I. i. 'ppro".-d nupt
for item. Ih.1 mil b. marud -di.pOS,lioit3. MINOR SUBCIVISION noc .pPIVYed- or wilh.dr.wlI- in colllm" 10. 

...... 
c. NAME OF PERSON WITH WHOM TO CONFER L TE~PHO" 

Mary Ann Wall~	 30t 9034353 

6. AGENCY CERTIFICATION	 \.. J 
Ihereby certify that Iam authorized to act for this agen~ in matters pertaining to tM disposition of its records 
and that the records proposed for disposal on the attached ...3 page(s) are not now needed for the business 
of this agency or will not be needed after the retentionreriods syecified; and that written concurrence from 
the Ceneral Accounting Office, under the provisions 0 Title 80 the GAO Manual for Guidance of Federal 
Agencies,	 . 

'.f8i is not required; 0 is attached; or o has been requested. 
nn.e	 Team Leader, 

Records Mgt. 

7.	 e. GRS OR 10. ACTION 
ITeM	 •• OESCRIPnON OF ITEM ANO PROPOSEO OISPOSJnON SUPERSECEO TAKEN CNARA 
NO. JOB CITATlON USE ONl.Y) 

Administrative Schedule Z2 ,based-
lipan QR S 2Z ;See Attachment. 

-r: GR.5	 22.. vJ:l£r~u,lAS 

, '-' NSN 7S.o-00-e34-40tW	 aTANCAAD FORM '15 (REV. 3-91) '15-109 Pr .. Ct,bed bv NAR.APREVIOUS	 ECITION NOT USABU! 36 CFR 122S 
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DEPARTMENT OF ENERGY
 

ADMINISTRATIVE RECORDS SCHEDULE 22:
 
AUDITIINVESTIGATlVE RECORDS
 

This records schedule covers all types of investigations, including routine and significant internal 
program investigations, specific purpose investigations, audits, inspections, appraisals, and 
management reviews. Investigations may be described or referred to as audits, appraisals, 
surveillance, self-assessments, management assessments, or evaluations. Investigations may be 
conducted by DOE or by contractors. Investigations serve to prevent or reduce waste and fraud 
in Departmental programs, to improve Departmental management, and to determine compliance 
with requirements. Excluded are the Department's Office of Inspector General (DIG) 
investigations. 

Indexes to these files are covered by "Records Common to Most Offices Within the Department," 
ADM 23, item 9. Correspondence or subject files, policy files, publications, reports to Congress, 
and any other records not covered by this schedule must be scheduled separately. 

, 
The records described in this schedule are authorized for disposal in both hard copy and electronic 
formats. 

Investigative case files relate to Departmental personnel and programs and operations 
administered or financed by the Department. Contractors and others having a relationship with 
the Department are included. Investigations include those for known or alleged fraud, abuse, 
irregularities, and violations oflaws and regulations. Investigations may stem from employee or 
hotline complaints, or other miscellaneous complaints. Investigative reports and related 
documents are included, such as correspondence, notes, attachments, working papers. and 
products of the investigation, e.g., a report or the equivalent including additional 
non-conformance reports, trend analyses, corrective action records and plans, lessons learned, 
and associated working papers, reviews, comments, and log books. 

1.	 Reports. 

a.	 Final AuditlInvestigation Reports. 

(1)	 Reports on activities that attract national media attention, attract 
Congressional attention, result in substantive changes in Departmental 
policy or procedure, or are cited in semi-annual reports to Congress. 

a.	 Official Copy. PERMANENT. Cut off annually. Transfer to 
NARA in 5-year blocks when 10 years old. 

b.	 All other copies. Destroy when no longer needed. 



• , " 

(2)	 All other final audit/investigative reports not meeting the criteria of item 
la(I). 

a.	 Official copy. Cut off annually. Destroy when 10 years old. 
b.	 All other copies. Destroy when no longer needed. 

2.	 AuditlInvestigative Case Files. 

a.	 Case files developed in connection with activities that attract national media 
attention, attract Congressional attention, result in substantive changes in 
Departmental policy or procedure, or are cited in semi-annual reports to Congress. 

(1)	 Official Copy. PERMANENT. Cut off upon completion of audit or 
investigation. Transfer to NARA along with associated report. 

(2)	 All other copies. Destroy when no longer needed. 

b.	 All other case files not meeting the criteria of item 2a(I). 

(1)	 Official Copy. Cut off upon completion of audit or investigation. Destroy 
when 10 years old. 

(2)	 All other copies. Destroy when no longer needed. 

3.	 Potential Investigations. 

Potential investigative files contain information or allegations which are of an investigative 
nature but do not relate to a specific investigation. They include the anonymous and other 
allegations determined not to warrant an investigation, matters referred to others for 
handling, and support files providing general information which may prove useful in an 
investigation. 

Cut off at the end of the fiscal year. Destroy when 5 years old. 

4.	 Environmental Investigations. 

Audit and investigative case files and reports that pertain to environmental, health, and 
safety topics, cases, or concerns, but ARE NOT covered by items la(l) or 2a(l) above. 

Cut upon completion of audit or investigation. Destroy when 75 years old. 

5.	 Electronic copies of records that are created on electronic mail and word processing 
systems and used solely to generate a recordkeeping copy of the records covered by the 
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other items in this schedule. Also includes electronic copies of records created on 
electronic mail and word processing systems that are maintained for updating, revision, or 
dissemination. 

a. Copies that have no further administrative value after the recordkeeping copy is 
made. Includes copies maintained by individuals in personal files, personal 
electronic mail directories, or other personal directories on hard disk or network 
drives, and copies on shared network drives that are used only to produce the 
recordkeeping copy. 

Destroy/delete within 180 days after the recordkeeping copy has been produced. 

b. Copies used for dissemination, revision, or updating that are maintained in addition 
to the recordkeeping copy. 

Destroy/delete when dissemination, revision, or updating is completed. 
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• OLl> (o?y 
LEAVE BlANK (NARA U•• on'YIREQUEST FOR RECORDS DISPOSITION AUTHORITY . 

(Sss Instructions on ,everss) 

TO	 NA nONAl ARCHlVES and RECORDS ADMlNlSTRATION (NIR)
W ASHINCTON. DC 20408 

1. FAOM (Agency 01 establlshmenl) . NOTlFICATlON TO AGENCY 
Department of Energy . Washington, DC 20585 

2. MAJOA SUBDIVISION	 In accord '"et with Ih. pro"ilionl or 44 
Department-wide	 U.S.C. 330la Ih. cSilpoliliOI\ reqwul

Inc'ucSIII"m.ndmenta. i. 'ppl"Ovt'd nc.pi
lor illlni Ih.1 m'l be marud -dilPOS,liol\3. MINOA SUBDIVISION nor 'ppto'ftd- or wilhd~wII- in col'loImn 10. 

4. NAME OF PERSON WITH WHOM TO CONFER a. TELEPHONe CATE AA~VlST OF n;e UNlTEO ST.ATES 

Mary Ann Wallace 301	 9034353 

6. AGENCY CERTIFICATION 

I hereby certify that I am authorized to act for this agen~ in matters pertaining to the disposition of its records 
and that the records \,roposed for disposal on the attached 2J page(s) are not now needed for the business 
of this agency or wi! not be needed after the retention periods srecified; and that written concurrence from 
the General Accounting Office, under the provislcns of TItle 80 the GAO Manual for Guidance of Federal 
Agencies,	 . ..
l8i is not required; 0 is attached; or .0 has been. requested. 

Tln.E Team Leader, 
Records Mgt. 

7.	 8. GAS OA 10. ACTION 
ITEM II. OESCRIPTlON OF ITEM ANO PAOPOSEO OISPOSITlON SUPERSEDEO TAKEN (NAAA

NO. Joe CITATlON USE ONLy)
 

Administrative Schedule ZZ , based 
upon GRS 22 ;See Attachment. 

.. 
'15--109 NSN 7~~OO-fS34-AO&4 

PREVIOUS EOITION NOT USABU! 
aTANCARO FORM 115 (REV. 3·91)

Pr .. c:rlbed by N.ARA. 
36 CFI=t 122= 

) 



,. 

MINISTRATIVE RECORDS SCHEDULE 
INVESTIGATIVE RECORDS 

1. otentialInvestigations 

2. ROll . ,e Investigations 

3. Significa t Investigations 

4. Environment Investigations 

5. All Other Investi tions 

22: 
, 

2 
2 

, , 2 

, , 3 

, 3 

3 

3 



'.
 

DEPARTMENT OF ENERGY 

ADMINISTRATIVE RECORDS SCHEDULE 22:
 
INVESTIGATIVE RECORDS
 

chedule covers all types of investigations: The planned, routine internal program 
investigations, a its, inspections, appraisals, and management reviews; and the unplanned, specific 
purpose investiga ns. Both types of investigations may also be described or referred to as audits, 
appraisals, surveillan ,self-assessments, management assessments, and evaluations. EXCLUDED 
are all financially driv audits including those of the management aspects of financed activities. 
Investigations may be nducted by DOE or by contractors. Investigations serve to prevent or 
reduce waste and fraud in epartmental programs, to improve Departmental management, and to 
determine compliance with r uirements. Included are the Department's Inspector General (IG) 
investigations. The IG may eit er conduct or supervise the conduct of the audit or investigation. 
The IG reports problems, deficie cies and progress to the Secretary, and the IG must also submit 
reports to the Congress. 

Indexes to these files are covered by "R ords Common to Most Offices Within the Department," 
ADM 23, item 9. Correspondence or su . ct files, policy files, publications, reports to Congress, 
and any other records not covered by this sc dule must be scheduled separately. 

The records described in this schedule are author ed for disposal in both hard copy and electronic 
formats. 

Investigative case files relate to Departmental personnel d programs and operations administered 
or financed by the Department. Contractors and others h ing a relationship with the Department 
are included. Investigations include those for known or al zed fraud, abuse, irregularities, and 
violations oflaws and regulations. Investigations may stem from mployee or hotline complaints, or 
other miscellaneous complaints. Investigative reports and relate ocuments are included, such as 
correspondence, notes, attachments, working papers. and products 0 e investigation, e.g., a report 
or the equivalent including additional non-conformance reports, tren analyses, corrective action 
records and plans, lessons learned, and associated working papers, re .ews, comments, and log 
books. 

1. Potential Investigations. (EXCEPTION TO GRS 22, item la) 

Potential investigative files may contain information or allegations w 
investigative nature but do not relate to a specific investigation. They include th nonymous 
and other allegations determined not to warrant an investigation, matters referre to others 
for handling, and support files providing general information which may prove use I in an 
investigation. 

ADM-22: INVESTIGATIVE RECORDS 
Rev. 0; 4-07-97 2 
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Cut off at the end of the fiscal year. Destroy when 5 years old. 

Routine Investigations. (EXCEPTION TO GRS-22, item 2) 

ase files for the routine, internally driven planned program or single purpose investigations. 
In udes follow-up activities. Audits may involve Departmental programs, operations, and 
proc ures, and audits of contractors and grantees. Includes audit reports, correspondence, 
memor da, and supporting working papers. EXCLUDES significant, and environmental, 
investigafi n case files covered below. Includes Inspector General audit case files. 

f fiscal year in which case is closed. Destroy 8 years after the cutoff. 

3. Significant Inves . ations. (EXCEPTION TO GRS 22, item 1b) 

attracting national media attention, causing a Congressional 
investigation, causing sUD antive changes in Departmental policy or procedures, and those 
that resulted in documenti major violations of criminal law or ethical standards by 
Departmental officials or othe . 

Permanent. Place in inactive files w n case is closed. Cut off inactive files at the end of the 
fiscal year. Transfer to the National chives 10 years after the cutoff. 

4. Environmental Investigations. 

Files that pertain to environmental, health, and s ty topics, cases, or concerns. EXCLUDES
 
the significant cases covered above.
 

Cut off annually or when case is closed.
 

5. All Other Investigations. (GRS 22, item 1b) 

All other investigative case files except those that are unusually ignificant for documenting 
major violations of criminal law or ethical standards by Departme tal officials or others. 

Place in the inactive files when case is closed. Cut off the inactive files at t
 
year. Destroy 10 years after the cutoff.
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