\
REQUEST FOR RECORDS DISPOSITION AUTHORITY

LEAVE B[ {NARA use only)

JOBNUMBER NV [- 563~ OF-6

'I:O' NATIONAL ARCHIVES & RECORDS ADMINISTRATION
8601 ADELPHI ROAD, COLLEGE PARK, MID 20740-6001

Date Received

Moy 16,20¢0°F

1 FROM (Agency or establishment)
Department of Homeland Security

¥ NOTIFICATION TO AGENCY

2 MAJOR SUB DIVISION
Civil Rights and Civil Liberties

3 MINOR SUBDIVISION

In accordance with the provisions of 44 U S.C 3303a, the
disposition request, including amendments 1s approved
except for items that may be marked "disposition not
approved" or "withdrawn" in column 10

provisions of Title 8 the GAO Manual for Guidance of Federal Agencies,

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE DATE ARCHIVIST OF THE UNITED STATES
Kathy Schultz 202-447-5075 b(>2Log Sl L) eI
®  AGENCY CERTIFICATION

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the

records proposed for disposal on the attached 3 page(s) are not needed now for the business of this agency or will not be
needed after the retention periods specified; and that written concurrence from the General Accounting Office, under the

B is not required [ s attached; or [] has been requested.
DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE
5/7/07 I alen [/ §C/ufz Senior Records Officer
7 ITEMNO 8 DESCRIPTION OF ITEM AND PROPOSED DISPOSITION SUPERSEDED JOB 10. ACTION TAKEN
: STATION (NARA USE ONLY)
1 See attached sheet(s) for:
Civil Rights and Civil Liberties Case Files / CRCL
Hawk
Nk 7/5/09 (10/9‘/9? ST % Ao VwomDwwontEswoms,

o W l,é D FORM 115 (REV 3-91)
115-109 PREVIOUS EDIT|®NO‘@ L k) AOC P;s ED BY NARA 3((3 CFR 1228



U.S. Department of Homeland Security
Headquarter Offices
Civil Rights and Civil Liberties

The mission of the Office for Civil Rights and Civil Liberties (CRCL) I1s to protect civil nghts and
cwvil liberties and to support the Department of Homeland Security (DHS) with constructive advice
on the full range of issues DHS will face, and by serving as an information and communication
channel with the public regarding all aspects of these issues

DHS CRCL is directed by statute to review and assess allegations of abuses of civil nghts and
cwvil liberties, allegations of racial, ethnic and religious profiling by employees and officials of
DHS, and to investigate such allegations, and to oversee the Department’'s compliance with -
constitutional, statutory, regulatory, policy, and other requirements relating to the civil nghts and
civil liberties of individuals 6 U.S C. 345 defines the roles and responsibilities of the Officer for
Civil Rights and Civil Liberties within DHS

Unless otherwise noted, all disposition instructions are media neutral, they apply regardless of the
media or format of the records.

1. CRCL Hawk
The purpose of this system is to allow the Officer for Civil Rights and Civil Liberties and staff
to maintain relevant information necessary to review complaints or comments about alleged
civil nghts or civil iberties violations, or racial, religious or ethnic profiling tied to DHS
activities The system will also track and maintain investigative files and records of complaint
resolution and other matters, and facilitates oversight and accountability of DHS civil rights
and civil iberties complaint resolution mechanisms it's predecessor records system
contained substantially the same material, but was called CRCL Matters

Records In this system consist of complaints, comments, investigative notes and
memoranda, correspondence, evidentiary documents and materal, and reports relating to the
resolution of complaints. The system also contains similar information relating to witnesses,
persons involved in the alleged incident, and other persons with relevant information

Authority for maintenance of the system 6 U S C. 345; 44 U.S.C. 3101

dispesiion—This item is struck-through because it is a note, not a
disposition instruction.

b. Master File / Data
Electronic Complaint and Investigative Case Information Data collected includes, but is
not limited to. complainants name, home or work address, phone, e-mail, alien
registration number (if provided), and other identifying data necessary to review the
complaint, seek a resolution, and communicate with the complainant. Similar information
regarding witnesses, persons involved in the alleged incident, or any other persons with
relevant information regarding the alleged abuses is also collected Other records
collected include investigative notes and memoranda, correspondence, evidentiary

Cwvil Rights and Civil Liberties / 6/23/2008



documents and material, comments and reports relating to the alleged abuses and to the
resolution of the complaint

1) Referred Matters
Matters that are referred to DHS Components for resolution Components will
maintain the record copy and follow their agency’s record disposition schedule
DHS CRCL will maintain a reference copy containing the original complaint, all
related and relevant documents, and the component memorandum of resolution.

Disposition: TEMPORARY. Destroy or delete 7 years after resolution or
closure of the case

2) Retained Matters
Matters that are either retained by CRCL because of the significance of the
Issue, which may result in policy change, or matters returned from the
component for resolution

Disposition: TEMPORARY. Destroy or delete 75 years after resolution or
closure of the case

3) Significant Case Files
Significant case files are files that 1) iInvolve allegations made against senior
DHS officials; 2) attract national media or Congressional attention, 3) present
significant or novel questions of law or policy, or, 4) result in substantive changes
in DHS policies and procedures Significant cases will be selected by the Office
of Civil Rights and Civil Liberties based on these criteria

Disposition: PERMANENT: Cut off at end of fiscal year in which case I1s

closed Transfer to NARA 5 years after cutoff according to NARA transfer
guidance and regulations

¢.—Outputs

2. Civil Rights Matters Case Files
Civil Rights and Civil Liberties (CRCL) collects information relating to allegations of abuses of
civil nghts, civil iberties, and racial, ethnic and religious profiling by department employees
and officials, and for similar allegations relating to persons or entities under Department
control (such as contractors or programs) The basic information collected includes, but 1s
not imited to complainants name, home or work address, phone, e-mail, alien registration
number (if provided), and other identifying data necessary to review the complaint, seek a
resolution, and communicate with the complainant Similar information regarding witnesses,
persons Involved in the alleged incident, or any other persons with relevant information

Cwvil Rights and Civil Liberties 6/23/2008
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regarding the alleged abuses Is also collected Other records collected include investigative
notes and memoranda, correspondence, evidentiary documents and material, comments and
reports relating to the alleged abuses and to the resolution of the complaint

a. Referred Matters
Matters that are referred to DHS Components for resolution. Components will maintain
the record copy and follow their agency’s record disposition schedule DHS CRCL will
maintain a reference copy containing the original complaint, all related and relevant
documents, and the component memorandum of resolution

Disposition: TEMPORARY. Destroy or delete 7 years after resolution or
closure of the case

b. Retained Matters
Matters that are either retained by CRCL because of the significance of the 1ssue, which
may result in policy change, or matters returned from the component for resolution.

Disposition: TEMPORARY. Destroy or delete 75 years after resolution or
closure of the case

c. Significant Case Files
Significant case files are files that 1) involve allegations made against senior DHS
officials, 2) attract national media or Congressional attention, 3) present significant or
novel questions of law or policy, or, 4) result in substantive changes in DHS policies and
procedures Significant cases will be selected by the Office of Civil Rights and Civil
Liberties based on these criteria

Disposition: PERMANENT. Cut off at end of fiscal year in which case 1s
closed. When volume warrants, transfer to the Federal Records Center for
temporary storage Transfer to the National Archives for permanent retention 20
years after cutoff

Civil Rights and Cwvil Liberties 6/23/2008



U.S. Department of Homeland Security
Headquarter Offices
Civil Rights and Civil Liberties

The mission of the Office for Civil Rights and Civil Liberties (CRCL) is to protect civil righits and
civil iberties and to support the Department of Homeland Security (DHS) with constry€tive advice
on the full range of iIssues DHS will face, and by serving as an information and conyhunication
channel with the public regarding all aspects of these 1ssues

DHS CRCL 1s directed by statute to review and assess allegations of abuses gf civil nghts and
civil liberties, allegations of racial, ethnic and religious profiling by employeeg and officials of
DHS, and to investigate such allegations, and to oversee the Department’® compliance with
constitutional, statutory, regulatory, policy, and other requirements relatig to the civil nghts and
civil liberties of individuals 6 U S C 345 defines the roles and respongibilities of the Officer for
Civil Rights and Civil Liberties within DHS

Unless otherwise noted, all disposition instructions are media neyfral, they apply regardless of the
media or format of the records

1. CRCL Hawk
The purpose of this system Is to allow the Officer for ivil Rights and Civil Liberties and staff
to maintain relevant information necessary to reviey/complaints or comments about alleged
cvil rights or civil liberties violations, or racial, religfous or ethnic profiling tied to DHS
activities The system will also track and maintgs investigative files and records of complaint
resolution and other matters, and facilitates ovgrsight and accountability of DHS civil nghts
and civil hberties complaint resolution mechafiisms Its predecessor records system
contained substantially the same material, fut was called CRCL Matters.

Records in this system consist of compfaints, comments, investigative notes and
memoranda, correspondence, evidepfiary documents and material, and reports relating to the
resolution of complaints The syste/n also contains similar information relating to witnesses,
persons Involved in the alleged ingident, and other persons with relevant information

Authority for maintenance of ffle system 6 U S C 345,44U S C 3101

a—Inputs

Complaints-are-assighed-amatier number—and-the allegations-of-the complain e

tisposition—This item is struck-through because it is a note, not a
disposition instruction.

b. Master File / Data
Zlectronic Complaint and Investigative Case Information Data collected includes, but is
not imited to- complainants name, home or work address, phone, e-mail, alien
registration number (if provided), and other identifying data necessary to review the
complaint, seek a resolution, and communicate with the complainant Similar information
regarding witnesses, persons involved In the alleged incident, or any other persons with
relevant information regarding the alleged abuses Is also collected Other records
collected Include investigative notes and memoranda, correspondence, evidentiary
documents and material, comments and reports relating to the alleged abuses and to the
resolution of the complaint

Cwil Rights and Civil Liberties 6/20/2008



1) Referred Matters
Matters that are referred to DHS Components for resolution Components will
maintain the record copy and follow their agency’s record disposition schedule
DHS CRCL will maintain a reference copy containing the original complaint, all
related and relevant documents, and the component memorandum of gesolution

Disposition: TEMPORARY. Destroy or delete 7 years after resolytion or
closure of the case

2) Retained Matters
Matters that are either retained by CRCL because of the sigpfificance of the
Issue, which may result in policy change, or matters returngd from the
component for resolution

Disposition: TEMPORARY. Destroy or delete 75 ygars after resolution or
closure of the case

3) Significant Case Files
Significant case files are files that 1) involve aljégations made against senior
DHS officials, 2) attract national media or Cofigressional attention, 3) present
significant or novel questions of law or poligy, or, 4) result in substantive changes
in DHS policies and procedures Signific#nt cases will be selected by the Office
of Civil Rights and Civil Liberties based An these criteria

Disposition: PERMANENT: Cut off annually Transfer to NARA 5 years after
cutoff according to NARA transfer guidance and regulations

c.—Qutputs
Raenoas-and - documentaticn/relatingto-the Matter Case as-
Instruction:—See-GCil High Matte Case =) am n-th chedulelfo
dispesition-

2 —Management-Tracking-and-other-Ad-Hoc Repor

Data-compied-toArack-the-status-of-matie hat do-not-have-aresolution

Disposition: /GRS 20, Items 4, 5,6,7, 12 and 16
TEMRORARY. Destroy or-delete-when-the-agency-determines-that-they-are-no

g O Ca-1HoaahHni s v‘ CGdr;atdd ;OO opeiadoiarpurpo

2. Civil Rights Mattegrs Case Files
Cwvil Rights and/Civil Liberties (CRCL) collects information relating to allegations of abuses of
civil nghts, civft iberties, and racial, ethnic and religious profiling by department employees
and officials/and for similar allegations relating to persons or entities under Department
control (sugh as contractors or programs) The basic information collected includes, but i1s
not imited to- complainants name, home or work address, phone, e-mall, alien registration
numbey/ (if provided), and other identifying data necessary to review the complaint, seek a
resolytion, and communicate with the complainant Similar information regarding witnesses,
pergons involved In the alleged incident, or any other persons with relevant information
redarding the alleged abuses Is also collected Other records collected include investigative
plotes and memoranda, correspondence, evidentiary documents and material, comments and
reports relating to the alleged abuses and to the resolution of the complaint

Civil Rights and Cvil Liberties 6/20/2008



a. Referred Matters
Matters that are referred to DHS Components for resolution Components will mgintain
the record copy and follow their agency’s record disposition schedule DHS CRCL will
maintain a reference copy containing the original complaint, all related and rejévant
documents, and the component memorandum of resolution

Disposition: TEMPORARY. Destroy or delete 7 years after regolution or
closure of the case

b. Retained Matters
Matters that are either retained by CRCL because of the significapgCe of the issue, which
may result In policy change, or matters returned from the compgfient for resolution

Disposition: TEMPORARY. Destroy or delete 75 years after resoiution or
closure of the case

c. Significant Case Files
Significant case files are files that 1) involve allegatigns made against senior DHS
officials; 2) attract national media or Congressiongf attention, 3) present significant or
novel questions of law or policy, or, 4) result in sgbstantive changes in DHS policies and
procedures Significant cases will be selected by the Office of Civil Rights and Civil
Liberties based on these criteria

Disposition: PERMANENT. Cyloff at end of fiscal year in which case Is
closed When volume warrants/transfer to the Federal Records Center for
temporary storage Transfer }6 the National Archives for permanent retention 20
years after cutoff

Civil Rights and Civil Liberties 6/20/2008



U.S. Department of Homeland Security
Headquarter Offices
Civil Rights and Civil Liberties

The migsion of the Office for Civil Rights and Civil Liberties (CRCL) is to protect civil rights and
civil liberes and to support the Department of Homeland Security (DHS) with constructive advice
on the full \ange of issues DHS will face, and by serving as an information and communication
channel with\(he public regarding all aspects of these issues.

DHS CRCL is didgcted by statute to review and assess allegations of abuses of cwvil rights and
civil liberties, allegitions of racial, ethnic and religious profiling by employees and officials of
DHS, and to investiggte such allegations; and to oversee the Department's compliance with
constitutional, statutori, regulatory, policy, and other requirements relating to the civil rights and
civil liberties of individualg. 6 U.S.C. 345 defines the roles and responsibilities of the Officer for
Civil Rights and Civil LiberNes within DHS.

Unless otherwise noted, all didgosition instructions are media neutral; they apply regardless of the
media or format of the records.

1. CRCL Hawk

Records in this system consist of complaints, comments, investigative notes and
memoranda, correspondence, evidentiary documents\and material, and reports relating to the
resolution of complaints. The system also contains simiar information relating to witnesses,
persons involved in the alleged incident, and other persohg with relevant information.

Authority for maintenance of the system: 6 U.S.C. 345; 44/ \3.C. 3101

a. Inputs
Complaints are assigned a matter number, and the allegations\Qf the complaint are
manually keyed. When a new file is created, all documents related to the complaint are
electronically scanned into the system. System entries are made ag information is
collected and may include internal administrative, deliberative and inyestigative
documentation.

Instruction: After the data has been entered and verified, file theNpcoming
source documentation in the appropriate Civil Rights Matters Case fg. See Civil
Rights Matters Case Files (ltem 2 in this schedule) for disposition.

b. Master File / Data
Electronic Complaint and Investigative Case Information. Data collected includes, byt is
not limited to: complainants name, home or work address, phone, e-mail, alien
registration number (if provided), and other identifying data necessary to review the
complaint, seek a resolution, and communicate with the complainant. Similar information
regarding witnesses, persons involved in the alleged incident, or any other persons with
relevant information regarding the alleged abuses is also collected. Other records
collected include investigative notes and memoranda, correspondence, evidentiary

Cuwvil Rights and Civil Liberties 5/7/2007



documents and material, comments and reports relating to the alieged abuses and to the
resolution of the complaint.

1) Referred Matters
Disposition: TEMPORARY. Destroy or delete 7 years after resolution or
closure of the case

Retained Matters
Disposition: TEMPORARY. Destroy or delete 75 years after resolution or

c. Outputs
1) Reports\and documentation relating to the Matter Case files.

Instruction\\ File the documentation in the appropriate Civil Rights Matters Case

file. See CiviNRights Matters Case Files (Item 2 in this schedule) for disposition. S
2) Management Tradking and other Ad Hoc Reports ey / =
Data compiled to tragk the status of matters that do not have a resolution.

Disposition: TEMPORARY. Destroy when no longer néeded for business
purposes or place in appiQpriate file and apply approved disposition for that item.

2. Civil Rights Matters Case Files
Civil Rights and Civil Liberties (CRCL) collects, information relating to allegations of abuses of
civil rights, civil iberties, and racial, ethnic and Meligious profiling by department employees
and officials, and for similar allegations relating to\persons or entities under Department
control (such as contractors or programs). The basic information collected includes, but I1s
not limited to: complainants name, home or work addsess, phone, e-mail, alien registration
number (if provided), and other identifying data necessyry to review the complaint, seek a
resolution, and communicate with the complainant. Simikar information regarding witnesses,
persons involved in the alleged incident, or any other persodgs with relevant information
regarding the alleged abuses is also collected. Other records collected include investigative
notes and memoranda, correspondence, evidentiary documents and material, comments and
reports relating to the alleged abuses and to the resolution of the\complaint.

a. Referred Matters
Matters that are referred to DHS Components for resolution. ComQonents will maintain
the record copy and follow their agency’s record disposition schedulg. DHS CRCL will
maintain a reference copy containing the original complaint, all related\and relevant
documents, and the component memorandum of resolution.

Disposition: TEMPORARY. Destroy or delete 7 years after resolion or
closure of the case.
D e <o
b. Retained Matters~ = Yo
Matters that are either retained by CRCL because of the significance of the issue, which
may result in policy change, or matters returned from the component for resolution.

Disposition: TEMPORARY. Destroy or delete 75 years after resolution or
closure of the case.

Cwil Rights and Civil Liberties 5/7/2007 °



c. Signifidant Case Files
Significan\case files are files that 1) involve allegations made against senior DHS
officials; 2) aftract national media or Congressional attention; 3) present significant or
novel questiong of law or policy; or, 4) result in substantive changes in DHS policies and
procedures. Signjficant cases will be selected by the Office of Civil Rights and Civil
Liberties based onXhese criteria. The disposition of significant case files will be
determined by the Na{ional Archives and Records Administration (NARA).

Disposition: PERMANENT. Cutoff at end of fiscal year in which case is closed.
When volume warrapts, transfer to the Federal Records Center for temporary
storage. Offer to the Wational Archives for permanent retention 20 years after
cutoff.

Civil Rights and Civil Liberties 5/7/12007
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U.S. Department of Homeland Security
Headquarter Offices
Civil Rights and Civil Liberties

The mission of the Office for Civil Rights and Civil Liberties (CRCL) 1s to protect civil pights and
civil liberties and to support the Department of Homeland Secunity (DHS) with consjfuctive advice
on the full range of issues DHS will face, and by serving as an information and coghmunication
channel with the public regarding all aspects of these 1ssues.

DHS CRCL 1s directed by statute to review and assess allegations of abusesOf civil rights and
civil iberties, allegations of racial, ethnic and religious profiling by employegé and officials of
DHS, and to investigate such allegations; and to oversee the Department’d compliance with
constitutional, statutory, regulatory, policy, and other requirements relatigg to the civil nghts and
civil liberties of individuals 6 U S.C 345 defines the roles and respongibilities of the Officer for
Civil Rights and Civil Liberties within DHS

Unless otherwise noted, all disposition instructions are media neujfal; they apply regardless of the
media or format of the records

1. CRCL Hawk
The purpose of this system Is to allow the Officer for Givil Rights and Civil Liberties and staff
to maintain relevant information necessary to review/£omplaints or comments about alleged
civil nghts or civil iberties violations, or racial, religigus or ethnic profiling tied to DHS
activittes The system will also track and maintaiinvestigative files and records of complaint
resolution and other matters, and facilitates ovegsight and accountability of DHS civil rights
and civil iberties complaint resolution mechangms It's predecessor records system
contained substantially the same material, byt was called CRCL Matters

Records in this system consist of complaits, comments, investigative notes and
memoranda, correspondence, evidentigfy documents and matenal, and reports relating to the
resolution of complaints The system #lso contains similar information relating to witnesses,
persons involved In the alleged incidgnt, and other persons with relevant information

Authonity for maintenance of the fstem. 6 U.S C 345,44 U.S C. 3101

a. Inputs
Complaints are assigned/a matter number, and the allegations of the complaint are
manually keyed. Wher/a new file i1s created, all documents related to the complaint are
electronically scanneg/into the system. System entries are made as information 1s
collected and may 1€lude internal administrative, deliberative and investigative
documentation

refevant information regarding the alleged abuses Is also collected Other records
ollected include investigative notes and memoranda, correspondence, evidentiary
documents and material, comments and reports relating to the alleged abuses and to the

Il Rights and Civil Liberties 12/20/2007



resolution of the complaint

1) Referred Matters
Matters that are referred to DHS Components for resolution. Components yill
maintain the record copy and follow their agency’s record disposition schedule.
DHS CRCL will maintain a reference copy containing the original complaint, all
related and relevant documents, and the component memorandum of pésolution

Disposition: TEMPORARY. Destroy or delete 7 years after resolyfion or
closure of the case.

2) Retained Matters
Matters that are either retained by CRCL because of the signficance of the
Issue, which may result in policy change, or matters returned from the
component for resolution.

Disposition: TEMPORARY. Destroy or delete 75 yedrs after resolution or /

closure of the case.

3) Significant Case Files
Significant case files are files that 1) involve allegdations made against senior
DHS officials, 2) attract national media or Congfessional attention; 3) present
significant or novel questions of law or policy/or, 4) result in substantive changes
in DHS policies and procedures Significaryf cases will be selected by the Office
of Civil Rights and Civil Liberties based opfthese criteria The disposition of
significant case files will be determined Wy the National Archives and Records
Administration (NARA).

Disposition: PERMANENT: Cut ¢ff annually Transfer to NARA 5 years after
cutoff according to NARA transfer/guidance and regulations

—4 Repers-apd-doenrmentatrontrelatna-te-the-MatterCasefiles- OV\\v\ (M‘AJ>Q
voke

v . ee-C1v grtsviatters ase e S Siogslisamie)

H—atidit—or-other-opers H-pHEpose

4,5
2. Civil Rights Matteré Case Files

Civil Rights and @ivil Liberties (CRCL) collects information relating to allegations of abuses of
cwil nghts, civil fberties, and racial, ethnic and religious profiling by department employees
and officials, gfd for similar allegations relating to persons or entities under Department
control (such/as contractors or programs) The basic information collected includes, but I1s
not imited 0. complainants name, home or work address, phone, e-mail, alien registration
number (f provided), and other identifying data necessary to review the complaint, seek a
resolutigh, and communicate with the complainant Similar information regarding witnesses,
persops Involved in the alleged incident, or any other persons with relevant information

Civil Rlights and Civil Liberties 12/20/2007
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reports relating to the alleged abuses and to the resolution of the complaint

a. Referred Matters
Matters that are referred to DHS Components for resolution Components will maintain
the record copy and follow their agency’s record disposition schedule DHS CRCL will
maintain a reference copy containing the original complaint, all related apfd relevant
documents, and the component memorandum of resolution.

Disposition: TEMPORARY. Destroy or delete 7 years aftef resolution or
closure of the case

b. Retained Matters
Matters that are either retained by CRCL because of the significance of the issue, which
may result in policy change, or matters returned from the coghponent for resolution.

Disposition: TEMPORARY. Destroy or delete /5 years after resolution or
closure of the case

c. Significant Case Files
Significant case files are files that 1) involve allegétions made against senior DHS
officials; 2) attract national media or Congressighal attention, 3) present significant or
novel questions of law or policy; or, 4) result ir/substantive changes in DHS policies and
procedures Significant cases will be selectgll by the Office of Civil Rights and Civil
Liberties based on these cniteria. The dispgsition of significant case files will be
determined by the National Archives and Records Administration (NARA) -

Disposition: PERMANENT. Aut off at end of fiscal year in which case is
closed. When volume warrgfts, transfer to the Federal Records Center for
temporary storage. Transfgr to the National Archives for permanent retention 20
years after cutoff

Cwil Rights and Civil Liberties 12/20/2007





