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CENTRAL OFFICE - CORRECTIONAL PROGRAMS DIVISION
RECORDS OF THE ASSISTANT DIRECTOR'S OFFICE

DIVISION SUBJECT FILE

Correspondence, memoranda and reports documenting division activities and providing
corrections-related information. Topics include budget estimates, draft policy reviews,
internet access and information and presidential pardons.

Disposition: Temporary. Destroy when 5 years old.

EXECUTIVE ASSISTANT'S PROGRAM FILE
Files maintained on division and branch meetings, OMB submissions, executive staff
activities, training and other activities.

Disposition: Temporary. Destroy when 3 years old.

COVERT ACTION FILES

The series is maintained by the Executive Assistant. It is composed of requests from the
Department of Justice (DOJ) or FBI to wire an inmate for participation in covert
operation. The file consists of the faxed requests and her handwritten notes; the official
documentation is maintained at DOJ.

.Disposition: Temporary. Destroy when 30 years old.

TELEPHONE INQUIRIES

Also maintained by the Executive Assistant, this is an autograph log of questions
regarding particular inmates, many of which are of a sensitive nature.

Disposition: Temporary. Destroy when 30 years old.

ELECTRONIC VERSION OF RECORDS CREATED BY THE ELECTRONIC

MAIL AND WORD PROCESSING APPLICATIONS for items 1-4 of the Assistant
Director’s Office schedule.

Disposition: Temporary. Delete after record keeping copy has been produced.





