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REQUEST FOR RECORDS DISPOSITION AUTHORITY 

JOB	 NUMBER N/ -Sto3-() 9-/7J 
Date	 ReceivedTo	 NATIONAL ARCHIVES & RECORDS ADMINISTRATION 

8601 ADELPHI ROAD, COLLEGE PARK, MID 20740-6001 

1 FROM (Agency or establishment)	 NOTIFICATION TO AGENCY 

Department of Homeland Security 

In accordance with the provisions of 44 usc 3303a, the2 MAJOR SUB DIVISION 
disposition request, Including amendments IS approved 

Office of Inspector General except for Items that may be marked "disposition not 
1- - -I-N-O-R-S-U-B-D-IV-IS-I-O-N-----------------------1 approved" or "withdrawn" In column 10

3 M

4 NAME OF PERSON WITH WHOM TO CONFER 5 TELEPHONE 

Kathy Schultz	 202-447-5075 

6 AGENCY CERTIFICATION 

I hereby certify that I am authonzed to act for this agency In matters pertaining to the drsposiuon of lis records and that the 

records proposed for disposal on the attached 4_ pagets) are not needed now for the business of this agency or will not be 

needed after the retention penods specified. and that wntten concurrence from the General Accounting Office. under the 

provisrons 01 Tille 8 the GAO Manual for GUidance of Federal Agencies. 

~ IS not required DIS attached, or D has been requested 

DATE SIGNATURE OF AGENCY REPRESENTATIVE TITLE 

4/20/09 l!oft<t£~f!k Senior Records Officer 

7 ITEM NO 8 DESCgPTION OF ITEM AND PROPOSED DISPOSITION 
9 GRSOR 

SUPERSEDED 
CITATION 

JOB 
10 ACTION TAKEN 
(NARA USE ONLY) 

1 See attached sheet(s) for: 

Office of Inspector General 

Reports, Workpapers, Correspondence, and 
Other Records 

STANDARD FORM 115 (REV 3-91)
115-109	 PREVIOUS EDITION NOT USABLE 

PRESCRIBED BY NARA 36 CFR 1228 
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u.s. Department of Homeland Security 

Headquarters Records Schedules 

Inspector General, Office of 

The Homeland Secunty Act of 2002 provided for the establishment of an Office of Inspector General (OIG) In 
the Department of Homeland Secunty (DHS) by amendment to the Inspector General Act of 1978, as 
amended The OIG serves as an Independent and objective mspection, audit, and Investigative body to 
promote effectiveness, efficiency, and economy In the department's programs and operations The OIG's 
objective ISto prevent and detect fraud, waste, and abuse In such programs and operations The Inspector 
General IS appointed by the President, subject to confirmation by the Senate, and reports directly to the 
Secretary and to Congress 

This schedule covers records related to OIG audit and Inspection reports, supporting documentation and work 
papers, OIG correspondence, policy and procedural qurdance, and other records maintained by vanous OIG 
components Excluded are OIG Investigative case files and the Enforcement Data System, which are covered 
under OIG Records Schedule #N1-563-07-5 

The record categones descnbed below consist of both paper files and electronic records 

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

Audit/Inspection Reports and Supporting Documentation 

Reports relating to Internal audits, mspections, and special reviews of agency programs, operations 
and procedures, contractors and grantees, and that recommend Improvements In DHS programs 
and organizational performance The records Include both classified and unclassified Information 

Drsposrtrorr 

a.	 Performance Audits and Inspection Reports May Include external peer review reports the 
OIG Issues regarding other federal Offices of Inspector General The records Include both 
classrned and unclassified versions of reports 

PERMANENT Cut off at end of fiscal year In which the report IS Issued Transfer to 
National Archives 5 years after cutoff 

b Financial Reports, Attestation Engagements, and AdVISOry Reports Includes 
financial statement audit reports and financial assistance (grants) reports 

TEMPORARY Cut off at end of fiscal year In which the report IS formally closed (I e , after 
final resolution and Implementation of all findings and recommendations) Destroy or delete 
15 years after cutoff 

c Supporting Documentation and Workpapers Documentation of audit and Inspections 
work performed to support report findings, conclusions. and recommendations Includes 
pre-audit or inspection findings, planning matenals, Internal and external report correspondence, 
draft reports and DHS management's response, and final reports Records are created and 
maintained In either paper form or electronically, 

TEMPORARY Cut off at end of fiscal year In which the report IS formally closed (I e , after 
final resolution and Implementation of all findings and recommendations) Destroy or delete 
15 years after cutoff 
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2	 Report Follow-up Documentation 

Documents related to the morutonnq of DHS management's actions on OIG audit and Inspection 
report recommendations Includes DHS management responses to audit/mspecnons reports, 
aqreernent/drsaqreernent with findings and recommendations, corrective action plans, correspondence 
regarding the status of open recommendations, requests to close out open recommendations, and 
other related documentation 

a	 Follow-up documentation related to Performance Audit and Inspection Reports 

Disposition PERMANENT Cut off files at end of fiscal year In which all recommendations are 
closed and Implemented Transfer to National Archives 5 years after cutoff 

b. Follow-up documentation related to Financial Reports, Attestation Engagements and 
Advisory Reports 

Disposition' TEMPORARY Cut off files at end of fiscal year In which all recommendations are 
closed and Implemented Destroy or delete 5 years after cutoff 

3	 Correspondence Signed/Maintained by OIG Office Heads (Headquarters and Field), 
Deputy Office Heads, and Drvrsion-level Directors 

Correspondence and related records concerning the Internal administration and management of OIG 
programs that does not relate to a specific audit, Inspection, or investigation Includes correspondence 
with DHS components, other federal, state and local government agencies, and the private sector 

Disposition: TEMPORARY Cut off at end of calendar year when the record IScreated 
Destroy or delete 5 years after cutoff 

NOTE Item 3 excludes the following records 

•	 Correspondence related to a specific audit and inspection This correspondence will be filed 
With the report work papers and retained according to the disposition instructions In this 
schedule's Item 1c on Supporting Documentation and Workpapers 

•	 Correspondence related to a specific investigation Thrs correspondence will be placed In the 
appropriate investigative case file and retained according to the disposition Instructions for 
investigative case files (see OIG Records Schedule #N1-563-07-05, Items 1 and 2) 

•	 Correspondence signed by the Inspector General Thrs correspondence will have a 
permanent retention per DHS Schedule #N1-563-07-1, Item 4 

•	 Records covered under General Records Schedule 23, Item 1, Office Administrative files 

•	 Transitory ernarls or other correspondence covered under General Records Schedule 23, 
Item 7 
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4 Interagency Agreements, Memoranda of Agreement, and Memoranda of Understanding 

Consists of agreements between the OIG and other DHS components, federal agencies, or state 
and local organizations that delineate tasks, JUrisdictions, standard operating procedures or other 
matters for which the OIG IS duly authorized and directed to conduct Includes both monetary and 
non-monetary agreements 

DIsposition' 
TEMPORARY Cut off at end of fiscal year when the agreement IS superseded or terminated 
Destroy 6 years, 3 months after cutoff 

5 Organizational Charts and Files 

Includes organizational charts (final/published version), and related proposals, studies, evaluations, 
functional statements, and correspondence documenting the establishment and reorganization of 
the OIG 

a OIG-wide organizational charts approved by the Inspector General and reviewed by the 
DHS Secretary (I e , for major organizational changes such as establishing new OIG functions 
or offices) 

DIsposition 
PERMANENT Cut off at end of calendar year In which approved Transfer to National Archives 
5 years after cutoff 

b Component-specific organizational charts approved by officials below the Inspector General 
and that document organizational changes for a single OIG office or drvrsion 

Disposition: 
TEMPORARY Cut off at end of calendar year when replaced or becomes obsolete Destroy or 
delete 5 years after cutoff or when no longer needed for business purposes, whichever 
IS later 

6 Performance Measurement Files 

Records used for documenting progress toward meeting objectives and performance measures 
stated In the OIG Strategic Plan, Annual Performance Plan, and OIG budget Justifications 

Disposition: 
TEMPORARY Destroy or delete when 5 years old or 1 year after the responsible office 
determines that there are no unresolved Issues, whichever IS longer 

7 Performance Plan Files 

Files related to the OIG Annual Performance Plan, which contains approved plans and schedules 
for OIG audit and inspection activities 

Drsposrtron 
a Final Plan 
TEMPORARY Cut off at end of fiscal year In which the Annual Plan IS published Destroy or 
delete 10 years after cutoff 

b Supporting Documentation and Workpapers 
TEMPORARY Cut off files at end of fiscal year In which the Annual Plan IS Issued 
Destroy or delete when 1 year old or when no longer needed for business purposes, 
whichever IS later 
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8 Policy and Procedures Files 
Files documenting OIG policy decisions and program operational procedures Records 
consist of OIG-wlde directives, delegations of authority, memorandums setting policy, and 
component-specific policy standards and technical qurdance (I e , the Audit Manual, 
Inspections Manual, and Special Agent Handbook) 

Disposition 
TEMPORARY Cut off at end of calendar year when policy and procedures are replaced or 
become obsolete Destroy or delete 3 years after cutoff, or when no longer needed for 
business purposes, whichever IS later 

9 Quality Reviews of OIG Offices 

Files of Internal quality reviews of OIG audit and inspection functions and external quality (peer) 
reviews of all OIG functions Including investigations 

Disposition 
TEMPORARY Cut off files at end of fiscal year In which all review recommendations have 
been resolved and corrective actions made Destroy or delete 10 years after cutoff 
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