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X OIG Investigative Case Files

Files established to investigate allegations of fraud, abuse, and violations of laws and
regulations. Cases relate to agency personnel, programs, and operations administered or
financed by the agency, including contractors and others having a relationship with the
agency.

1. Investigative case files. Include correspondence, forms, reports, notes, transcripts of
interviews, electronic data from outside sources, and final investigative report.

¥¥ a. Sigmificant case files that involve agency personal at the Program Director or
above level, result 1n intense media coverage; result in further investigation by
Congress; or involve substantial amounts of money, excluding Labor
Racketeering Investigations which are covered by Job No. N1-174-93-1.

Permanent Cut off files at the end of the fiscal year in which file is closed.
Transfer closed files to off site storage area Transfer to National Archives 10
years after cutoff.

Volume on hand: 0
Annual accumulation: <1 cubic foot

b. All other case files

Temporary. Cut off at the end of the fiscal year in which file 1s closed. Transfer to
offsite storage area. Destroy 10 years after cutoff.

¢. Electronic records received from outside sources.

Temporary. Transfer to storage media at the end of the fiscal year in which file 1s
closed Delete 10 years after closure.

d Electronic mail and word processing records created on electronic mail and word
processing systems and used solely to generate a record keeping copy. Also
includes electronic copies of records created on electronic mail and word
processing systems that are maintained for updating, revision, or dissemination.

(1.)Copies that have no further administrative value after the record keeping copy
is made. Includes copies maintained by individuals in personal files, personal
electronic mail directories or other personal directories on hard disk or
network drive, and copies on shared network drives that are used only to
produce the record keeping copy.

Destroy/delete within 180 days after the record keeping copy has been
produced
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(2.)Copies used for dissemination, revision, or updating that are maintained 1n
addition to the record keeping copy.

Destroy/delete when dissemination, revision, or updating 1s completed, or no
longer needed.

Investigation Intelligence System (IIS). Data containing uncorroborated information

of alleged criminal activity by individuals or organizations, excluding electronic files

which are not directly related to current Labor Racketeering or Program Fraud

criminal cases.

a. Inputs. Transcripts of interviews, information downloaded from Internet sources,
complant letters and memorandums, notations from hotline telephone calls, and
other similar information 1n textual formats. This information 1s keyed into the

system verbatim.

Temporary. Destroy 2 years after entry or when no longer needed, whichever is
longer.

b Electronic data
(1.) Information not confirmed 2 years after imtial input.
Temporary. Delete.

(2.) Information confirmed but not associated with case or established criminal
organization.

Temporary. Delete 5 years after initial input
(3.) Information connected to long term, known organized crime activity.

Temporary. Review 10 years after initial entry. Delete 10 years after initial
entry 1f no longer needed

c. Outputs.

Various reports containing information on the number of cases of specific
violations, time involved 1n mvestigation, number of sources, etc.

Temporary. Destroy 1 year after printout or when no longer needed, whichever 1s
sooner.

d Documentation needed to administer the IIS



Temporary. Destroy/delete when updated or no longer needed, whichever 1s
sooner

3. Investigative Case Tracking System.

a

Inputs. Case numbers, hours involved, employee assignments and other
information necessary for tracking case load, indexing case information, and
managing agent work hours. Information 1s taken from files covered by item 1
above.

Electronic date.
(1.) Temporary. Delete when no longer needed.

Outputs. Summary reports used for analysis. May be 1n either textual or electronic
format. -

(1.) Temporary. Delete/Destroy when no longer needed.

Documentation needed to accesses and use Investigative Case Tracking System

—

Temporary. Destroy/delete when updated or no longer needed, whichever 1s
SOONeT.



