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CO_ OGC ADMINISTRATIVE COMPLAINTS AND ETHICS BRANCH 

Federal Bureau of Prisons: Record Group 129 

CENTRAL OFFICE - OFFICE OF THE GENERAL COUNSEL 
ADMINISTRATIVE COMPLAINTS AND ETHICS BRANCH 

1. Controlled Correspondence 

•• 

Incoming correspondence assigned to the branch by the Executive Secretariat. 

Disposition: Temporary Destroy when 5 years old. 

2. Ethics Opinions 
Official responses to employee questions such as the solicitation of inmates for charitable 
causes, charitable fundraising for co-workers, copyright, future or outside employment, 
and holding of political office. Series consists of the inquiry and response; records are 
maintained in 3-ring binders. NOTE: Material is subject to restriction under exception 
(b )6 of the Freedom of Information Act. 

Disposition: Temporary. Cut off at the end of the calendar year. Destroy 7 years 
after cut off or when no longer needed for reference, whichever 1s later. 

3. Ethics Reference File 
Journal articles, memoranda, and other documentation maintained on subjects such as 
privatization, conflict of interest, and whistleblowers. 

Disposition: Temporary. Destroy when 7 years old or when no longer needed for 
reference, whichever 1s later. 

4. Outside Employment Requests 
Correspondence, memoranda and forms responding to employee inquiries regarding 
outside employment within the1r field. NOTE: Material 1s subject to restriction under 
exception (b)6 of the Freedom of Information Act. 

Disposition: Temporary. Destroy when 10 years old. 

NJ:YM.L 



• 
5. Outside Travel Requests 

Correspondence, memoranda and forms relating to employee requests to approve travel 
(to speak at a conference, provide training, etc.) that will be paid for by a private entity. 
NOTE: Material is subject to restriction under exception (b)6 of the Freedom of 
Information Act. 

Disposition: Temporary. Destroy when 10 years old. 

6. Electronic Version of Records Created by the Electronic Mail and Word Processing 
Applications for items 1-5 of the Administrative Complaint and Ethics Branch 
schedule. 

Disposition: Temporary Delete after the record keeping copy zs produced. 


