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R~aUEST FOR RECORDS DISPOSITION AUTHORITY LEAVE BLANK
 

(See Instructions on reverse)
 JOB NO 

NCl-28-84-1 
TO GENERAL SERVICES ADMINISTRATION, 

NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, DC 20408 DATE RECEIVED 

1. FROM (A<jENCY OR ESTABLISHMENT) 1 10-20-83Un1ted States Posta Service 
NOTIFICATION TO AGENCY 

2. MAJOR SUBDIVISION 
In accordance with the prnvrs.ons of 44 usc 3303a the d'sposal reRecords Office Qupst. I~cludlnb amendments. IS anproved except tor items that may 

3. MINOR SUBDIVISION be stamped "dlspos?1 nut approved" or "Withdrawn" In column 10 

WlTHDRAhli 
4. NAME or PERSON WITH WHOM TO CONFER 5. TEL EXT 

Leroy Hinton 245-5568 Dutr An 11111\/ o/Ih(, l 'rntcd ~1(iI(" 

6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records;
that the records proposed for disposal in this Request Of] . page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 
D A Request for immediate disposal. 

~ B Request for disposal after a specified period of time or request for permanent 
retention. 

C. DATE E. TITLE 

Acting Records Officer 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO (WIth Inclusive Dates or Retention Periods) ACTION TAKENJOB NO 

-,
1. Criminal Investigations (080.010) 

ement: Case Files, by sequence number 
and cation. 

Consists reference files and domicile files 
relating investigat~ons of burgulary, WITHDRAWI~ 

prohibited ilings, 'fraud, financial depreda ion; 
external mail heft, general depredation, 
money orders, n otiable paper, assaults,
robberies, intern thefts, and other offense . 

Used in criminal inve igations

Sample Forms: PS 2029
 

Move to an inact1 e file when case is 
closed. Cutoff thI file each fiscal 
year; transfer to F when 3 years 
old; dispose of 15 ye s from date 0 
cutoff. Replaces

NCl-28-7 -6/7 

STANDARD FORM 115 
Re v. s e d Aprol. 1975 
Prescribed by General Services 

Adrmmstranon 
FPMR (41 CFR) 101-11 4 

115-107 



IKl-28-77-6 

CRIMINAL INVESTIGATIONS 

7.	 Case files relating to investigations of burglary, prohibited mail, 
fraud, external mail theft, general depredations, money orders, 
negotiable paper, assualts, robberies, and other offenses. Consist 
of investigative reports, field notes, forms, correspondence and other 
documents. 

DOMicile..	 DOlWI.ic.ije I eve.A a. ReeG~ case files maintained at 94~~~fl-hea~~ua~~rs-er~~~r.. 

Move to inactive file when case is closed; cut off closed case files 
at end of fiscal year; retain in offlce for ~3years; then transfer 
to FRC. Destroy 15 years after case is closed. 

b. Reference case files maintained at Regional and National headquarters. 

Screen case files at time of closing; remove essential items (such
as Regj~QqJ~I~r National headquarters correspondence) not known to 
be in ~~ fi 1e aflti-s-.eoo-t-e-&:i.y-i..<;,;j,.goR-G.r-R~-c-eoc-er-R€.d for 
inclusion in ~~ file; destroy balance of reference file. 

ciO",ici Ie:. 

.c.-D.omj.G--i-l.e_c.as.eJjJ as.,-e-Gfls';.st-.i.f.l§-of-c op<i-es-ef-I-R-s~€t-.ef'·s...!-r·ef3G r--t s , 
fj.eJ.d-RGt-e s;-a-n d-re1-a-.ted-i.tems. 

Mev.e-to-i-Ra-c-t-.iNe-f-i-l:e~when-c-a·s·e4s--c1-os-edt-C-\;I·t-G,f-f-G4-os-ed-fi4-es-a,..t 
en-d-o-f-f-i>s-c-a-l-y-ea~--i-ffia.intaj.n.-i.n-efwf4c-e-f.er--5-y-ea·r-s~;-t-Refl-cl-es-t-r=ey_ 

http:c.-D.omj.G--i-l.e_c.as


.' ~
 

NCl-28-77-6 

CRIMINAL INVESTIGATIONS 

7.	 Case files relating to investigations of burglary, prohibited mail,
 
fraud, external mail theft, general depredations, money orders,

negotiable paper, assua1ts, robberies, and other offenses. Consist
 
of investigative reports, field notes, forms, correspondence and other
 
documents.
 

a. Record case files maintained at Division headquarters or higher. 

Move to inactive file when case is closed; cut off closed case files 
at end of fiscal year; retain in office for 5 years; then transfer 
to FRC. Destroy 15 years after case is closed. 

b. Reference case files maintained at Regional and National headquarters. 

Screen case files at time of closing; remove essential items (such
as Regional or National headquarters correspondence) not known to 
be in record file and send to Division or Region concerned for 
inclusion in record file; destroy balance of reference file. 

c.	 Domicile case files, consisting of copies of Inspectors' reports,
field notes, and related items. 

Move to inactive file when case is closed; cut off closed files at 
end of fiscal year; maintain in office for 5 years; then destroy. 

NCl-28-84-1 

Changes:	 USPS will keep 2 files instead of 3. A dup file, (c) below, will 
no longer be created. Shorter offace r.etention period for (a). 

a.	 Record case files 

Name changed. Will no longer be maintained at Division level but 
at the Domicile level, so name will be changed to "Domicile case files." 
At time of retirement, files will be sent to Regional level before 
being sent to FRC. 

!~~e1:enti.-o~---::~Jchangedfrom 5 years in office to 3 years in office. 

b.	 Reference case files 

No change. Will continue to be screened as before, with any material 
added to (a) above. Files maintained at Regional level. 

~ 

c.	 Domicile case files 

These files will no longer be created. The name of the file is 
replacing	 name of (a) above. 

1/ .31 


