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

JOB NUMBER IV1-S 0 a -0 ~ .3 
Date Received To	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION
 

8601 ADELPHI ROAD, COLLEGE PARK, MID 20740-6001
 

1 FROM (Agency or establishment) NOTIFICATIOhl TO Aljt:NI,.;Y 

Department of Homeland Security 

In accordance With the provisions of 44 USC 3303a, the 2 MAJOR SUB DIVISION 
disposition request, Including amendments IS approved 
except for Items that may be marked "drsposrhon not 

1- M-I-N-O-R-S-U-B-D-IV-I-S-IO-N----------------------i approved" or "Withdrawn" In column 10 3-

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNI D STATES 

Kathy Schultz 202-447-5075 !~///Io"7 I~--,,~...,-,,)~J~ AIL 

AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act for this agency m matters pertammg to the disposttion of ItS records and that the 

records proposed for disposal on the attached __ 3_ page(s) are not needed now for the bus mess of this agency or will not be 

needed after the retention pen ods specified, and that wntten concurrence from the General Accounting Office, under the 

provisions of Title 8 the GAO Manual for GUIdance of Federal Agencies, 

181IS not required	 D IS attached, or D has been requested 

DATE	 TITLE 

12/18/07	 Senior Records Officer 

9 GRSOR 10 ACTION TAKEN 7 ITEM NO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB (NARA USE ONLY) CITATION 

1 See attached sheet(s) for: 

Records Common to All 

STANDARD FORM 115 (REV 3-91) 
PREVIOUS EDITION NOT USABLE PRESCRIBED BY NARA 36 CFR 1228 

115-109 



u.s. Department of Homeland Security 

Headquarters Records Schedules 

Department of Homeland Security 

This schedule will apply to records common within DHS at the Non-Executive level This schedule does not apply to any materials 
covered under the General Records Schedule (GRS) 

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

1 Biographies Disposition: 
Biographical information of senior level staff documenting their PERMANENT Cutoff at end of calendar year when 
accomplishments and professional history (Secretary, Deputy superseded or obsolete Transfer to the National 
Secretary, Chief of Staff) Archives 1 year after cutoff 

2 Brochures, Pamphlets and Publications Disposition: 
Pamphlets and other publications produced by or for an organization PERMANENT Cutoff at end of calendar year when 
providmq information on the activities or services of the organization replaced or becomes obsolete Transfer to NARA 5 

years after cutoff or when volume warrants, whichever 
One copy of each publication should be designated the record copy ISsooner 
Thrs Includes manuals, handbooks, pamphlets, and other publications 

3 Dissemination Files and Lists Disposition: 
-ElectrOnic and hard copy listings of contacts for the distribution of TEMPORARY Cut off at end of calendar year when .. DHS produced Items (bulletins, situation awareness reports, public superseded or obsolete Destroy or delete 3 years after 
awareness products, etc) (This Item does not apply to Intelligence & cutoff 
Analysis distribution lists covered under #N1-563-07-16 Item 2 ) 
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u.s. Department of Homeland Security 

Headquarters Records Schedules 

Grant Project Files Disposition: 
Files containing correspondence, memoranda and letters, study 
reports, and other unsolicited Items received for consideration for a 
grant or cooperative agreement that IS later approved (The are 
working copies only FEMA maintains record copy of Grant Files) 

IRterafjeRey AfjreeFReRts/MeFRoraREhtFR of AgreeFReflt
 
(MOA)!MeFR9raREh'JFR 9f blReterstaRetiflfj (MObl)
 

An agreer:nent between feQeral agenGles, er 81¥lslens/blnltswithin an 
a~efley Of eler-'artFfleflt,or betweefl feelersl Sflel stste s§eA6Ies, WAlefl 
delineate tasks, JblFlSdlGtlon,standard operating procedures or otAer 
r:natters 'NhlGhthe agenGles SF units are 8uly autheFized ana alreotea 
to GOAduct 

6 Posters 

Posters produced by or for an organization providing information on 
the activities or services of the organization 

Two copies of each poster should be desiqnated the record copy 

7 Presentations 

Record copy of presentations prepared for delivery by non-executive 
level personnel while representing DHS at DHS sponsored meetings, 
or government, CIVICand professional conferences and meetings 
(Presentations prepared for delivery by Executive Level personnel are 
covered by drspositron authority #N1-563-07-13, Item 10 and are 
maintained permanently) 

8 Requests for Information (RFI) I Data Calls 

Logs, reports and other files related to requests for Information or 
assistance, may Include responses, related analysis and reporting 
(TAI9 soes AOtIAeluse RFI's for I&A .....AI6Asre eoveres uAser 
GOReaule#~J1 Bee 97 16, ItA~e6) Sv..p~S kJl-tJ.uS-07-ILP 1:"-\€AM'J 

TEMPORARY Cut off at end of fiscal year when grant 
or agreement ISfinalized Destroy or delete 3 years 
after cutoff or when no longer needed, whichever IS 
sooner 

Cis~9siti9R: 

TeMPORARY Cut eft"at ena sf oalenaar year 'NAeA 
agreeFAeAt ISsuperseaea or terFAIAaled Destla; SF' 

delete d years after cutoff, 

Disposition: 
PERMANENT If printed, transfer two copies of printed 
posters to the National Archives Immediately upon 
creation If created digitally, cut off at end of calendar 
year In which posters created, transfer to the National 
Archives within three months after cutoff 

Disposition: 
TEMPORARY Cut off at end of calendar year when 
superseded or obsolete Destroy or delete 5 years after 
cutoff 

Disposition: 
TEMPORARY Cut off at end of calendar year when 
request IScompleted Destroy or delete 3 years after 
cut off or when no longer needed for review and 
analysis, whichever IS later 
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u.s. Department of Homeland Security 

Headquarters Records Schedules 

9 Situation Awareness Reports 

Provide information on significant incidents/events regarding 
emerging or potential incidents with possible operational 
consequences Report on Incidents of National Significance will be 
Included In the Secretary's dally bnefmq book (This schedule Item 
does not Include reports from the NOC which will be covered under 
the HSIN schedule #N1-563-08-23) 'ThIS ~Vtedu.1e.., i4c.vvl a\':::Q d~s 

___ "'_»i>:..:-t'1:....~...,. f"{..f>O'~ \lV'AI~iV1e.d b-c £Xeudi\f(. ~ p~~\ 
10 Speeches I W'I..\v'IA. Me. c.o"Glect l.c-..t A.> I- 5(9s-0'1-[3 T;e.w1 z.... 

Speeches prepared for delivery by non-executive level personnel 
while representing DHS at DHS sponsored meetings, or government, 
CIVICand professional conferences and meetings [Speeches 
prepared for delivery by Executive Level personnel are covered by 
drsposition authonty #N 1-563-07 -13, Item 10 1 

Consists of onqmal drafts of scnpted, and outlined (talking points) 

11 Standard Operating Procedures (SOP) 

Detailed, wntten instructions Issued to achieve uniformity of the 
performance of a specific function The SOP descnbes a unique 
operating procedure within a DIVISionwhere official quidance IS 
lacking, or extremely broad 

Disposition: 
TEMPORARY Cut off at end of calendar year In which 
event IS reported Destroy 6 years after cutoff 

_L 

VlOT 

I Disposition: 
TEMPORARY Cut off at end of calendar year from 
date of speech Destroy or delete 1 year from cutoff or 
when no longer needed for reference, whichever IS later 

Disposition: 
TEMPORARY Cut off at end of calendar year when 
superseded or obsolete Destroy or delete 3 years after 
cutoff or when no longer needed for business purposes, 
whichever IS later 
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