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* OIG Analysis, Complaint and Evaluation (ACE) Files

Program evaluations, analysis, studies, reviews and special projects that assist DOL and
OIG management in identifying, analyzing, and resolving program, organizational, and
policy issues or designed to achieve organizational improvements

1. Formal evaluation, analysis, studies, and special projects files Includes survey
questionnaires, comments from outside sources, notes, draft proposals,
correspondence, electronic data from outside sources, and copy of final report

a Textual records

Temporary Cut off at the end of the fiscal year in which file is closed Transfer to
offsite storage area Destroy 5 years after cutoff

b Electronic records

Temporary Transfer to storage media at the end of the fiscal year in which file 1s
closed Delete 5 years after closure

2 All other evaluations, inspections and special initiatives under review that do no
result 1n the establishment of a formal case file

Temporary Cut off at the end of the fiscal year in which files is closed Transfer to
offsite storage Destroy 5 years after cutoff

3 Correspondence and notations of telephone calls containing anonymous or vague
allegations of fraud, waste and abuse that do not result in an evaluation, audit or
investigation, do not warrant further review, are referred to program offices or other
agencies, or are not covered by items 1 and 2 of this schedule

Temporary Cut off at the end of the fiscal year in which files is closed Transfer to
off site storage. Destroy 5 years after cutoff

4 Telephone logs sheets of allegations of fraud, waste, and abuse received over the
DOL OIG Fraud, Waste and Abuse Hotline

Temporary Cut off at end of fiscal year Destroy 3 months after cut off

5 Electronic mail and word processing records created on electronic mail and word
processing systems and used solely to generate a record keeping copy of the records
covered by this schedule Also includes electronic copies of records created on
electronic mail and word processing systems that are maintained for updating,
revision, or dissemination

a Copies of records covered by items 1, 2, and 3 that have no further admuinistrative
value after the record keeping copy 1s made Includes copies maintained by
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individuals in personal files, personal electronic mail directories, or other personal
directories on hard disk or network drive, and copies of 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

b Copies used for dissemination, revision, or updating that are maintained in
addition to the record keeping copy

Destroy/delete when dissemination, revision, or updating is completed, or no
longer needed

6 Analysis, Complaints, and Evaluations (ACE) Tracking System
a Inputs Case numbers, hours involved, employee assignments and other
information necessary for tracking evaluations, analysis, studies, reviews and
special projects Information is taken from project files covered by items 1 and 2
above
b Electronic date

(1 ) Temporary Delete when no longer needed

¢ Outputs Summiary reports used for trend analysis May be in either textual or
electronic format

(1 ) Temporary Delete/Destroy when no longer needed
d Documentation needed to accesses and use ACE Tracking System

Temporary Destroy/delete when updated or no longer needed, whichever is
sooner



