
--

1 

'. 
.
 •REQUEST FOR RECORDS DISPOSITION AUTHORITY 

(See Instructions on reverse) 
and RECORDS ADMINISTRATION (NIR)
 

DC 20408
 

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approved" or "withdrawn" in column 10. 

WITH WHOM TO CONFER 5. TELEPHONE DATE ARCHIVIST OF THE UNITED STATES 

(202) 6634223 

am authorized to act for this agency in matters pertaining to the disposition of its records 
for disposal on the attached page(s) are not now needed for the business 

be needed after the retention periods specified; and that written concurrence from the 
under the provisions of Title 8 of the GAO Manual for Guidance of Federal Agencies, 

D has been requested. 

DATE TITLE 

11/812004 Records Officer 

7. 
ITEM PROPOSED DISPOSITION 
NO. 

The Office of Inspector General establishes a General Correspondence
 
File for the Office of Inspector General. The all the orIginal Incoming
 
communications and Initialed record copies of and Interoffice
 
correspondence arising from the functions for Office of Inspector General
 
exists, rather than Its Internal administration or activities. The Office of
 
Inspector General arranges the correspondence In the ihrcmologicalilyand
 
alphabetically by Issue/subject.
 

The Office of Inspector General establishes and maintains
 
correspondence and material related thereto In the
 
one (1) year. After that, the Office of Inspector General
 
files/copies when no longer needed for reference, and the
 
Correspondence File may be: '
 

-Moved to a NARA compliant commercial or other federal agency record
 
arraneed by the Office of the Chief Financial Officer and DIrector of Admlrllstrati
 
ServIces; or
 

-Transferred to the Federal Records Center wIth the prIor approval of the Office of 
ChIef FInancIal Officer and Director of Administrative Services. 

When the official General Correspondence File material are three (3) years old, the
 
Office of Inspector General either destroys or arranges for the destruction of these
 
records then.
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