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United States International Trade Commission

Records Disposition Schedule
(Request for Records Disposition Authority)

H. Office of Inspector General

1. Investigative Files

Investigative files constitute the written agency record of investigative cases,
including investigative reports and such related documents as correspondence and
attachments The files are classified according to historical value

(a) Investigative files with significant historical value, including cases
that

e May attract public interest and/or substantial national or
regional media attention,

e Result 1n a congressional investigation;
May involve Commissioners,

e Result in substantive changes 1n ITC policies and procedures,
or

e Result in a criminal conviction, civil remedy, or administrative
action

Permanent. Cut off at end of fiscal year in which case is closed
and revise case number to indicate permanent file with “(P)” at
end. Retain in OIG for five (5) years, then transfer to Records
Storage Center (RSC) Transfer to NARA ten (10) years after

cut off B . i
3@{'“ s*"\ ﬂ‘/LO éodcvtl‘/‘zfm‘

(b) Investigative files without significant historical value.

Temporary. Cut off at end of fiscal year in which case is closed
and revise case number to indicate temporary file with “(T)” at
end. Retain in OIG for three (3) years, then transfer to
Records Storage Center (RSC) Destroy elght (8) years after
cut off A F ; destroyee :

Wi H. /%VLo Cakurr€act
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United States~  rnational Trade Commission Recoi  Jisposition Schedule
(Approved by the National Archives and Records Admimnistration)

2. Audit and Inspection Files

These include files produced during audits, inspections, and other reviews that
assist management 1n 1dentifying, analyzing and resolving program and
organizational issues

(a) Fnal reports, audit resolution files, and other documents (exclusive of
work papers) with significant historical value, including documents that-

e Attract substantial national or regional media attention,
e Result 1n a congressional investigation; or
e Result in substantive changes in ITC policies and procedures

Permanent. Cut off at end of fiscal year in which file is closed
and revise corresponding file number to indicate permanent
file with “(P)” at end. Retain in OIG for five (5) years, then
transfer to Records Storage Center (RSC). Transfer to NARA

ten (10) years after cut off.
. . . . ?é( w;ﬂ /]/(a CLrelr Arics

(b) Final reports, audit resolution files, and other documents without
significant historical value, and all work papers

Temporary. Cut off at end of fiscal year in which file is closed and

revise file number to indicate temporary file with “(T)” at end. Retain

in OIG for five (5) years, then transfer to Records Storage Center

(RSC). Destroy eight (8) years after cut off. #‘ A/ZO penCHIE
. wi

3. Policy and Procedure Files

These include all records that define or document the policies and procedures
established for planning, directing, controlling, performing, and assessing O1G
functions, including operations manuals, OIG policy bulletins, and standard
operating procedures.

(a) Final policies and procedures.

Permanent. Cut off when superseded or obsolete and revise file name

to indicate permanent file with “(P)” at end. Retain in OIG for five (5)

years, then transfer to RSC. Transfer to NARA ten (10) years after

cut off. i ot A/:O Coteréns
Feati £ el . "

(b) Work papers and background matenals.

Temporary. Cut off at end of fiscal year in which file is closed and
revise file number to indicate temporary file with “(T)” at end. Retain
in OIG for five (5) years, then transfer to Records Storage Center

(RSC). Destroy eight (8) years after cut off.

e e e crenti | dh A0
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United States l.—national Trade Commission Recor  )isposition Schedule
(Approved by the National Archives and Records Admnistration)

4. All Remaining Documents and Files

This section covers all documents and files generated by OIG that are not
addressed in the preceding sections.

(a) Peer Reviews.

Peer review files document the conduct of peer reviews either of
investigation units 1n other 1G offices by USITC-OIG, or of the USITC-
OIG’s Investigations Office by another OIG

(b) Semiannual reports, management challenges reports, strategic plans,
performance plans, performance reports, and related correspondence with
significant historical value, including documents that.

e Attract substantial national or regional media attention, file
name to indicate

e Result 1n a congressional investigation or

e Result 1n substantive changes 1in ITC policies and procedures

Permanent. Cut off files at end of fiscal year in which file is closed and

revise; permanent file with “(P)” at end. Retain in OIG for five (5)

years, then transfer to RSC. Transfer to NARA ten (10) years after

cut off Par ds-may-be-d on-and W ~U\, A/Zocmuf/’&«-‘;

(c) Adminstrative documents, correspondence, and files not addressed in
preceding sections

Temporary. Cut off at end of fiscal year in which file. is closed and
revise file number to indicate temporary file with “(T)” at end. Retain
in OIG for five (5) years, then transfer to Records Storage Center

(RSC) Destroy elght (8) years after cut off. -Pa-per-reeerds—may—be wth A/LO
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