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Reg10n RECORDS OF THE CORRECTIONAL SERVICES ADMINISTRATOR (CSA) 

Federal Bureau of Prisons: Record Group 129 

RECORDS OF THE CORRECTIONAL SERVICES ADMINISTRATOR (CSA) 

Components of Correctional Services include the Special Investigative Supervisor (SIS), Lock 
shop, Emergency Preparedness, Inmate Discipline and the Discipline Hearing Administrator The 
Discipline Hearing Administrator supervises the Discipline Hearing Officers at each institution, 
compiles material for cases that advance past the institutional level, and drafts correspondence 
and memoranda for the regional director's signature. All records generated in this process are 
retained by the regional counsel's office. 

1. INMATE TRANSFER FILES 
Files documenting an inmates' movements among the correctional system's institutions. 
Records include the authorization memorandum; printouts from reports; notes regarding topics 
such as the inmate's case review dates, GED, drug treatment, work assignments, and previous 
transfers; and the requesting memorandum. 

Disposition: Temporary. Destroy when 3 years old. 

2. INSTITUTION FILES 
Records documenting day-to-day operations at the institutions under the regional office's 
purview. Records include weapons inventories, incident reports, duplicate copies of minutes 
of the lieutenants' meetings, telephone directories, lists of emergency phone numbers, internal 
and external audits, functional reviews by regional specialists, quarterly duty assignment rosters, 
urine reports and use of force reports. 

Disposition: Temporary. Destroy when 5 years old. 

3. MASTER (REFERENCE) FILES 
Copies of after-action reports, duty officer reports, program review guidelines and last reports, 
and correspondence and memoranda on routine administrative topics. These records are 
duplicates of records maintained both at the institutions and at the central office. 

Disposition: Temporary. Destroy when 2 years old. 



•• ••• 
5. SPECIAL INVESTIGATIVE SUPERVISOR (SIS) INSTITUTION FILES 

Records covering SIS aspects of correctional facilities' administration. Categories include 
equipment inventory, notes and memoranda regarding maintenance of automated systems, 
copies of all subpoenas, copies of program reviews, monthly SIS reports, Security Threat Group 
(STG) reports, inmate correspondence and incident reports. 

Disposition: Temporary. Destroy when 4 years old or when no longer needed, whichever is 
later. 

6. SPECIAL OPERATIONS RESPONSE TEAM (SORT) FILES 
Institutions above the minimum security level are required to field SORTs, which are 
responsible for tactical security matters such as riot control, hostage rescue and weapons 
handling. The file provides a basic description of each member of an institution's team, 
certification of their skills (repelling, obstacle course, etc.) and an operations manual for each 
institution. 

Disposition: Temporary. Destroy when 2 years old or when no longer needed, whzchever is 
later. 

7. ELECTRONIC COPIES OF RECORDS CREATED ON ELECTRONIC MAIL AND 
WORD PROCESSING SYSTEMS FOR ITEMS 1 - 6, REGIONAL OFFICE -
CORRECTIONAL SERVICES ADMINISTRATOR 

Disposition: Temporary. Delete after the recordkeeping copy has been produced. 
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