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: 8601 Adelphi Road, College Park, MD 20740-6001 -__ "__ " __
____ " ------------11 1-~-7 I 
i1 From (Agency or establishment) Notification to Agency , 

Department of Homeland Security (DHS) In accordance with the provrsrons of 44 
---------- USC 3303a, the drspositron request,(2- Major Subdivrsion	 ~ including amendments, IS approved except

Immigration and Customs Enforcement (ICE) for Items that may be marked "disposition 

3 Minor Subdiviston not approved" or "Withdrawn" In column 10 

Office of the ASSistant Secretary (OAS) 
,4 Name of Person with whom to confer 
: Joseph M Gerhart 
6 Agency Certification 

I hereby certify that I am authorized to act for this agency In the matters pertaining to the drsposttron of ItS records and that the records proposed 
for disposal on the attached _4_ page(s) are not needed for the busmess of this agency or will not be needed after the retention periods 
specified, and that written concurrence from the General Accounting Office, under the provrsrons of Title 8 of the GAO Manuel for GUidance of 
Federal Aqencies, 

x IS not required, o IS attached, or 

7 9 GRS OR 10 Action 
Ite 8 Descnption of Item and Proposed drsposttion taken (NARA 

Use Onl 

See attached sheet(s) for 

u.s. Immigration and Customs Enforcement, Office of the
 
Assistant Secretary, Executive Level Records
 

Wffi{DRAWN 
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u.s. Department of Homeland Security
 

Records Schedules
 

Immigration and Customs Enforcement (ICE) 

I disposition	 instructions are media neutral, they apply regardless of the media or format of the records 

CD Annual	 and Other Reports to Congress 

File Plan· 
Reports created by organizational componen 
to Congress 

® Briefing Books 

File Plan: 
Complete record copy prepared for the Secretary and Deputy 
Secretary's copies of briefing books on Important Issues prepared by 
various Departmental offices Contains schedules, agendas, tOPICSof 
discussions, Issue and talking pomt, biographies, summary and/or 
positron papers and Information and background 

® Chronological Files 

File Plan 

Records Include copies of outgoing correspondence arranged In 
chronological order This file IS maintained as a record of responses 
to Congress, other federal agencies, state and local government 
agencies 

®Correspondence 

File Plan. 
Paper copies of correspondence that pre-dates the Correspondence 
Tracking and Management System 

Disposition: 
PERMANENT Cut off files annually Transfer to the 
National Archives 6 months after end of the appointment 
of Assistant Secretary under which records were created 

Disposition: 
PERMANENT Cut off files annually Transfer to the 
National Archives 6 months after end of the appointment 
of Assistant Secretary under which records were created 

NT Cut off files annually Transfer to the 
National Ar ves 6 months after end of the appointment 
of Assistant Se tary under which records were created 

DIsposition 

PERMANENT Transfer to the 
National Archives 6 months after end the appointment 
of Assistant Secretary under which records were created 

Office of Assistant Secretary (OAS)	 Page 1 of 4 
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u.s. Department of Homeland Security 

Records Schedules 

Immigration and Customs Enforcement (ICE) 

@ Plans 

File Plan· 
All final, approved c Ingency COOP, COG and Strategic Plans that 
are prepared on behalf 0 e Secretary and Deputy Secretary for the 
department 

@ Policy 

File Plan· 
Files containing formulation and Issuance of DHS ICYincluding 
relevant background matenal These files may also me drafts with 
substantive comments and/or drafts circulated for com men 
Duplicate copies without comments and non-record publications 
do not add to the understanding of the policy may be discarded pnor 
to transfer to NARA Close file when policy IS Issued 

(i)Questions for the Record (QFR) ",' 
File Plan: 
A written question Issued by a Congressional chamber, conference, 
committee or member following the appearance of a Departmental 
official at a Congressional hearing and mtended for inclusion In the 
Congressional Record of such hearing QFR are written, formal, post-
hearing questions delivered to DHS from Congress for answers, and 
can Include up to 250 questions per set Each question may have 
multiple parts or sections to It QFR are used to get responses to 
additional questions not asked dUring Initial testimony In a 
Congressional Heanng Responses to QFR may come from a 
number of Internal sources Final QFR (and responses) are published 
In the Congressional Record, which IS retained permanently 

Disposition: 
PERMANENT Cut off files annually Transfer to the 
National Archives 6 months after end of the appointment 
of Assistant Secretary under which records were created 

Disposition: 
PERMANENT Cut off files annually Transfer to the 
National Archives 6 months after end of the appointment 
of Assistant Secretary under which records were created 

ENT Cut off files annually Transfer to the 
National Aves 6 months after end of the appointment 
of Assistant Se ary under which records were created 

Office of Assistant Secretary (OAS) Page 2 of 4 
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\ U.S Department of Homeland Security 
\ 

Records Schedules 

Immigration and Customs Enforcement (ICE) 

@ Schedule of Dally Activities, Ca 

File Plan: 
Calendars, appointment books, sche , logs, diaries, and other 
records documenting meetings, appomtrne tnps VISitS,and other 
activities while serving In an official capacity 

@ Schedulmg 

File Plan: 
Invitations that are received and accepted by the Secretary and 
Deputy Secretary which may Include invitatrons from a range of 
Individuals, groups, associations, organizations, local, state and 
federal officials, and foreign governments to attend meetings, events, 
presentations and to address groups, associations, organizations or 
to VISit 

(IV Signature Correspondence 

File Plan 

Paper copies with original signatures of high level government 
officials or are of significant historical value where the mtnnsic value 
of the paper records may warrant preservation 

G) Speeches and Testrmorues 

File Plan 

Speeches or tesnrnorues given by the Incumbent dunng ceremonies, 
programs, public events, and Congressional heanngs arranged by 
event or subject 

Drsposrtron: 
PERMANENT Cut off files annually Transfer to the 
National Archives 6 months after end of the appointment 
of ASSistant Secretary under which records were created 

Disposition: 
PERMANENT Cut off files annually Transfer to the 
National Archives 6 months after end of the appointment 
of ASSistant Secretary under which records were created 

DIsposition 

PERMANENT Cut off file nually Transfer to the 
National Archives 6 months a nd of the appointment 
of ASSistant Secretary under which 

Dlsposrtron. 
PERMANENT Cut off files annually Transfer to the 
National Archives 6 months after end of the appointment 
of ASSistant Secretary under which records were created 

Office of ASSistant Secretary (OAS) Page 3 of 4 

WITHDRAWN 



U.S. Department of Homeland Security
 

Records Schedules
 

Immigration and Customs Enforcement (ICE)
 

@ Subject Files DIsposition'

File Plan:
 PERMANENT Cut off files annually Transfer to the 
The files consist of files on specific tOPICS0 pjects arranged National Archives 6 months after end of the appointment 
alphabetically by subject or componenUelement, subcategones of Assistant Secretary under which records were created 
under the subject or componenUelement The subjec late to 
specific tOPICSunder the purview of the senior official, mclu olicy 
and general information, particular problems and resolutions Thi 
does not Include subject files maintained solely for reference 

@Telephone Logs 

File Plan: NT Cut off files annually Transfer to the 
Files consist of lists of incoming telephone messages to the Secretary National Arc s 6 months after end of the appointment 
and Include date of call, caller's name, and telephone number, and a of ASSistant Secre under which records were created 
bnef message 

Q9)TriPBookS Dlsposrnon
File Plan 

PERMANENT Cut off files annually Trans 
Complete record copy prepared for the Secretary and Deputy National Archives 6 months after end of the appo ent 
Secretary's copies of tnp books contains schedules, agendas, tOPICS of ASSistant Secretary under which records were created 
of drscussion, Issue and talking points, biographies, summary and/or 
position papers and information and background on countnes VISited 

Office of ASSistant Secretary (OAS) Page 4 of 4 

WI1liDRAWN 




