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The History Office, under the leadership of the Chief Historian, produces historical studies and 
provides historical information and analysis to support senior leadership dec1s1on and 
policymaking. The History Office also oversees an Oral History Program, recording and 
transcribing interviews with current and former leaders and employees of the Department of 
Homeland Security (OHS) Additionally, the History Office maintains a collection of background 
reference files that document the history of the department for use in the preparation of 
departmental histories and for eventual use by the entire department. 

Unless otherwise noted, these disposition instructions are media neutral, they apply regardless of 
the media or format of the records 

1. History Office Project Files 
These records consist of published and unpublished historical studies, historical information 
and analysis to support senior leadership decision and policy making and background 
research files used in preparation of History Office products 

a. Historical Collection Files 
Includes published and unpublished studies and research proiects on the history of the 
Department of Homeland Security and related historical topics 1n the form of articles, 
manuscripts, white papers, presentations, report, chronologies, and other products 

1) Electronic Records 
Disposition: PERMANENT: Cut off annually. Transfer to NARA 5 years after 
cutoff according to NARA transfer guidance and regulations 

2) Paper Records 
Disposition: PERMANENT: Cut off annually and place in inactive file. Transfer 
to NARA 10 years after cutoff 

b. Background Research Files 
Resource documents used in the preparation of History Office products Includes, but 
not limited to, copies of speeches, congressional testimony, daily briefings, dec1s1on 
memorandums, editorial notes, prepared statements, press releases, remarks, reports, 
research notes, articles from magazines and newspapers, papers, publications, 
correspondence, and other documents Also includes finding aids and tracking systems, 
Access databases or s1m1lar, which contain data fields necessary to find materials in the 
background research flies 

Disposition: TEMPORARY: Destroy when no longer need for administrative 
purposes. 

2. Oral History Program 
Oral History 1s a method of gathering and preserving historical information through recorded 
interviews with part1c1pants in past events and social and business organizations It can also 
be said that Oral History 1s a d1sc1plmed conversation between two people about some aspect 
of the past considered to be of historical significance and intentionally recorded An Oral 
History can reveal "the story underneath the story," social history, memories of a specific 
event, or document the career of a noteworthy ind1v1dual The OHS Oral History Program 
interviews OHS employees and former employees, including pol1t1cal appointees, c1v11ian and 
military personnel assigned or detailed to OHS, and other ind1v1duals who volunteer to be 
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interviewed to provide information on the history of the creation and continuing development· 
of the OHS 

The interviewer gathers background information to develop interview questions and insure 
that the information given by the interviewee is accurate. The interview results in the creation 
of some form of audio and/or video recording, cassette tapes, CDs, VHS, etc. 
Transcripts are created for most interviews. Interviewees may sign a Deed of Gift and an 
Access Agreement These agreements may contain restrictions on the ava1lab1l1ty of the 
audio and/or video recordings and transcripts and 1nstruct1ons on how these materials may 
be used 

Background/research materials provide the basis and foundation for conducting the interview 
and may be referred to by the interviewer to ensure that answers to questions are 
comprehensive and as accurate as possible 

Finding aids and indices, as well as procedures documenting each phase of the program, 
facilitate finding specific information and provide a basis for achieving the goals of the 
program 

a. Oral History Audio or Video Recordings, Transcripts, Access Agreements, Deeds 
of Gifts, and Restrictions 
The voice and/or video recordings of actual interviews conducted, accompanied by the 
corresponding written transcriptions and any agreements with the person being 
interviewed, setting spec1f1c handling requirements for releasing, lending, as well as any 
restrictions placed on access to the Oral History Interviews or Transcripts. The recording 
medium may vary, depending on technology, as well as the length and purpose of the 
interview Interviews began in 2004 and it 1s proJected that written transcripts will begin in 
2008. 

1) Federal Employee Interviews. Records of interviews with federal employees 
while on-duty 
Disposition: PERMANENT: Cut off at end of the calendar year in which the 
recording 1s created Transfer in blocks of 2 years, 5 years after cutoff . ~ 
2) Non-Federal Emplo Interviews. Records of interviews with federal ~~-~ 
employees 1n a non-duty statu , deral employees no longer federally-
employed, and md1v1duals who have er been federally-employed 
Note: These records are eligible for dona I o the National Archives and must 
be accompanied by a Deed of Gift 

b. Finding Aids/Tracking Systems - Access database, or s1m1lar, which contains data 
fields necessary to find information regarding interviews, transcripts, list of prospective 
interviewees and interview dates 

Disposition: PERMANENT. Transfer an up-to-date version of the database to 
NARA along with each new block of Oral History Transcripts. ~c=\.--~ ~ 
~c:;11. ~c:a,. --..;::--~--~ ~C::...:rj ~~c=•.,.--d. c~~ \._o....~o-----_,:$ ~ 

c. Background/Research Materials - Information gathered from various resources used to 
construct questions or provide the basis for a particular interview 

Disposition: TEMPORARY: Destroy when no longer needed for administrative 
and research use 
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3. History Office Program Management Files 
Records that serve as unique documentation of historical programs and functions 
Documents relate to internal policies, procedures, guidelines, or other instructional 
material that deal with publications of historical studies, the Oral History Program, and a 
wide range of subjects such as preservation of historical records, historical 1nqu1nes, and 
records policy 

1) Electronic Records 
Disposition: PERMANENT:, Cut off annually. Transfer to NARA 5 years after 
cutoff according to NARA transfer guidance and regulations. 

2) Paper Records 
Disposition: PERMANENT: Cut off annually and place in inactive file. Transfer 
to NARA 10 years after cutoff 

Public Affairs, History Office 
10/30/2007 



•11 )I ,,,,, 
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Department of Homeland Security 
Public Affairs, History Office 
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The History Office, un r the leadership of the Chief Historian, produces historical studies and 
provides historical infer tion and analysis to support senior leadership decision and 
policymaking. The Histo Office also oversees an Oral History Program, recording and 
transcribing interviews with urrent and former leaders and employees of the Department of 
Homeland Security (OHS). ditionally, the History Office maintains a collection of background 
reference files that document e history of the department for use in the preparation of 
departmental histories and fore entual use by the entire department. 

1. History Office Project Fil 
These records consist of publisH d and unpublished historical studies, historical information 
and analysis to support senior lea ersh1p decision and policy making and background 
research files used 1n preparation o History Office products. 

a. Historical Collection Files 
Includes published and unpublishe tudies and research projects on the history of the 
Department of Homeland Security an related historical topics in the form of articles, 
manuscripts, white papers, presentatio , report, chronolog1es, and other products. 

Disposition: PERMANENT: Cu ff annually. Transfer to the Federal Records 
Center in blocks of five years Uris.a.:, :·~ng~iage,:ibout{>!fo;ks]. Transfer to the 
National Archives and Records Admi ·stration (NARA) in blocks of five years 30 
years after cut off [insi-ttJgfqg~?ig~;~~P.:·(blq~l(s). 

b. Background Research Files 
Resource documents used in the preparation of His ry Office products. Includes, but 
not limited to, copies of speeches, congressional test any, daily briefings, decision 
memorandums, editorial notes, prepared statements,, ess releases, remarks, reports, 
research notes, articles from magazines and newspape , papers, publications, 
correspondence, and other documents. Also includes fin · g aids and tracking systems, 
Access databases or similar, which contain data fields nee sary to find materials in the 
background research files 

Disposition: TEMPORARY: Destroy when no longer eed for administrative 
purposes. 

2. Oral History Program 
Oral History 1s a method of gathering and preserving historical information rough recorded 
interviews with participants in past events and social and business organiza ·ans. It can also 
be said that Oral History 1s a disciplined conversation between two people ab ut some aspect 
of the past considered to be of historical significance and intentionally recorde An Oral 
History can reveal "the story underneath the story," social history, memories of a pecific 
event, or document the career of a noteworthy ind1v1dual. The OHS Oral History ogram 
interviews OHS employees and former employees, including political appointees, ci ·uan and 
military personnel assigned or detailed to OHS, and other individuals who volunteer t be 
interviewed to provide information on the history of the creation and continuing develo ent 
of the OHS 

The interviewer gathers background information to develop interview questions and insure 
that the information given by the interviewee is accurate. The interview results in the creat10 
of some form of audio and/or video recording, cassette tapes, CDs, VHS, etc. 
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Transcripts are reated for most interviews. Interviewees may sign a Deed of Gift and an 
Access Agreem t. These agreements may contain restrictions on the availability of the 
audio and/or v1de recordings and transcripts and instructions on how these materials may 
be used 

Background/research aterials provide the basis and foundation for conducting the interview 
and may be referred to the interviewer to ensure that answers to questions are 
comprehensive and as a urate as possible. 

Finding aids and indices, as ell as procedures documenting each phase of the program, 
facilitate finding specific infor t1on and provide a basis for achieving the goals of the 
program 

a. Oral History Audio or Video ecordings, Transcripts, Access Agreements, Deeds 
of Gifts, and Restrictions 
The voice and/or video recordings factual interviews conducted, accompanied by the 
corresponding written transcriptions nd any agreements with the person being 
interviewed, setting specific handling equirements for releasing, lending, as well as any 
restrictions placed on access to the Or I History Interviews or Transcripts. The recording 
medium may vary, depending on techno gy, as well as the length and purpose of the 
interview. Interviews began in 2004 and I is projected that written transcripts will begin in 
2008. 

Disposition: PERMANENT: Cut off ne year after the final transcript is 
completed. Transfer to NARA in blocks f 5 years, 20 years after cutoff. ffnS:irt 
1an"ci~ge:~tx>\'.it 6Tqck~:1 

b. Finding Aids/Tracking Systems - Access databas 
fields necessary to find information regarding intervie 
interviewees and interview dates 

or similar, which contains data 
, transcripts, list of prospective 

Disposition: PERMANENT. Transfer an up-to-d e version of the database to 
NARA along with each new block of Oral History Tr scripts. 

c. Background/Research Materials - Information gathered from arious resources used to 
construct questions or provide the basis for a particular interview. 

Disposition: TEMPORARY: 
and research use. 

3. History Office Program Management Files 
These records document the management of the history office and its program 

a. History Office Documentation Files 
Records that serve as unique documentation of historical programs and funct10 s. 
Documents relate to internal policies, procedures, guidelines, or other instruction I 
material that deal with publications of historical studies, the Oral History Program, nd a 
wide range of subjects such as preservation of historical records, historical inquiries, and 
records policy. 

Disposition: PERMANENT. Cut off annually. Transfer to the Federal Records 
Center in blocks of five years [!r1.s~rt langµage\~6put bloc~sj. Transfer to NARA 

:/«<-" '' " ., '·~,~~~-•rY '"'fw>"\_,""" ..... -AA,;}'tl>',i""".tt:r"" 

in blocks of five years 30 years after cut off [i,Q§e_rj_lqr:)gt;iil:J~'abot;i,!il;>IQ~!s§]. 

b. Administrative Files 
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Records accumulated by the off1 that relate to the internal administrative or 
housekeeping activities of the offic These records relate to office organization, staffing, 
and communications; the expenditur of funds, including budget records; day-to-day 
administration of office personnel inclu ing training and travel; supplies and office 
services and equipment requests and re eipts; and the use of office space and utilities. 

Disposition: TEMPORARY. Dest when 6 years old or when no longer 
needed for administrative, legal, fisca , audit or other operational purposes, 
whichever 1s later. 
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