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SECURITIES AND EXCHANGE COMMISSION
Division of Enforcement (ENF)

1. Tips, Complaints, and Referrals (predating the Tips, Complaints, and Referral
(TCR) system)
Documents generated prior to the opening of a MUI or Investigation through any complaint
systems that predated the Tips, Complaints, and Referral system These documents include
e Correspondence, including cover letters, external emails, voluntary requests, white
papers, FOIA requests, and confidential treatment requests
e Staff work product, including
o Drafts of correspondence or voluntary requests
Inter or Intra-agency memoranda and any drafts thereof
Staff notes, including notes of meetings or phone calls
Internal emails
Any other records the staff deem necessary to retain, such as key documents
produced to the staff
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TEMPORARY Cutoff when inquiry deemed NO FURTHER ACTION (NFA)
Destroy/delete 10 years after cutoff

2. Matter Under Inquiry (“MUI”) Files
Documents generated during the course of a MUIL. These documents may include.
e MUI opening and closing reports
e Correspondence, including cover letters, external emails, voluntary requests, white
papers, FOIA requests, and confidential treatment requests
e Staff work product, including.
o Drafts of correspondence or voluntary requests
Inter or Intra-agency memoranda and any drafts thereof
Staff notes, including notes of meetings or phone calls
Internal emails
Transcripts of recordings of interviews and interview notes
Any other documents the staff deem necessary to retain, such as key documents
produced to the staff
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TEMPORARY Cutoff when closed Destroy/delete 10 years after cutoff

3. Landmark Investigative Case Files

Investigative case files selected by the Division at the time of case closing that meet one or .

more of the following critena:

e (Cases that are prosecuted by the Department of Justice (DOJ) as criminal cases
pertaining to the conduct alleged in the SEC case (to apply the SEC Staff must be aware
of the DOJ filing at time of case closing)

e Cases listed in the SEC’s Annual Report as “Major Enforcement Cases” (or any
successor designation)

e High impact or national priority investigations designated by the Enforcement Division



Records generated during the course of an investigation, including during litigation and the

collections and distributions process. These documents may include.

e Correspondence, including cover letters, external emails, voluntary requests, subpoenas,
Wells or other similar submissions, white papers, FOIA requests, and confidential
treatment requests

e Staff work product, including.

O
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Drafts of correspondence, voluntary requests or subpoenas

Inter or Intra-agency memoranda and any drafts thereof

Staff notes, including notes of meetings or phone calls

Internal emails

Transcripts of investigative testimony

Exhibats to investigative testimony

Transcripts of recordings of interviews and interview notes

Reports of monitors or independent consultants

Formal orders of investigation, including all amendments and supplements thereto
Case Opening Report, Case Closing Recommendation, and Case Closing Report
Litigation records including correspondence, pleadings, consents, offers of
settlement, final judgments, orders, other court and administrative proceeding
filings, and deposition transcripts and exhibats

Documents unique to the collections and distributions process, including audited
financial files, and support materials 1n cases involving financial waivers,
terminated collection efforts, or discharged debts

Any other documents the staff deem necessary to retain, such as key documents
produced to the staff

PERMANENT Cutoff when closed or becomes active Transfer entire case file to NARA
after applying one or more of the selection criteria and 10 years after case is closed or
becomes nactive

4. Non-Landmark Investigative Case Files

Investigative case files not selected by the Division at the time of case closing under the

criteria above These documents may include.

e Correspondence, including cover letters, external emails, voluntary requests, subpoenas,
Wells or other similar submissions, white papers, FOIA requests, and confidential
treatment requests

e Staff work product, including
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Drafts of correspondence, voluntary requests or subpoenas

Inter or Intra-agency memoranda and any drafts thereof

Staff notes, including notes of meetings or phone calls

Internal emails

Transcripts of investigative testimony

Exhibats to investigative testimony

Transcripts of recordings of interviews and interview notes

Reports of monitors or independent consultants

Formal orders of investigation, including all amendments and supplements thereto
Case Opening Report, Case Closing Recommendation, and Case Closing Report



o Litigation records including correspondence, pleadings, consents, offers of
settlement, final yjudgments, orders, other court and administrative proceeding
filings, and deposition transcripts and exhibits

o Documents unique to the collections and distributions process, including audited
financial files, and support materials 1n cases involving financial waivers,
terminated collection efforts, or discharged debts

o Any other documents the staff deem necessary to retain, such as key documents
produced to the staff

TEMPORARY Cutoff when closed or inactive Destroy/delete 10 years after cutoff

5. Policy and Procedure Files

a.) Division Director and Office of Chief Counsel Program Policy Files,
documenting Enforcement policies and procedures not present in the
Chairmen’s Subject Files including: reports; studies; correspondence; inter or
intra-agency memoranda; and related records

PERMANENT Cut off file at end of each Chairman’’s tenure 1n office Transfer to NARA 10
years after cut off

b.) Individual or Staff Division files related to Enforcement’s non-case file activities,
but not elevated to the Division Director for decision.
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